	INFORMATION DOCUMENT


UNIVERSITY OF TEXAS

11937 US Highway 271

Tyler, TX 75708-3451

CLIENT CODE – 10084

WEBSITE:    http://www.uthct.edu/

PATIENT DEMOGRAPHICS:  
Yes.

VERBATIM CLIENT:  No.

PHYSICIAN NAMES NOT DOCUMENTED:  Leave blank unless clearly spelled out.

ABBREVIATIONS:  Is the client compliant with JCAHO Dangerous Abbreviations List?  Yes.  See list below.

	AVOID
	ABBREVIATION /

DOSE EXPRESSION

EXAMPLE
	INTENDED

MEANING
	MISINTERPRETATION
	CORRECTION

	.5 mg
	No zero before decimal dose (.5mg)
	0.5 mg
	Misread as 5 mg
	Use “0.5 mg”

	1.0 mg
	Zero after decimal point (1.0 mg)
	1 mg
	Misread as 10 mg if the decimal point is not seen.
	Use “1 mg”

	iu or IU
	iu or IU
	international units
	Misread as a number such as ten (10), resulting in administration of an incorrect dosage.
	Use “international units”

	u or U
	u or U
	Unit
	Misread as a zero (0) or as four (4), causing a tenfold overdose or greater (4U seen as “40” or 4u seen as “44”)
	Use “unit”

	q.d. or qd

Q.D. or QD


	q.d.
	Every day
	Mistaken as q.i.d., especially if the period after the “q” or the tail of the “q” is misunderstood as an “i”
	Use “daily” or “every day”

	q.o.d. or qod

Q.O.D. or QOD
	q.o.d.
	Every other day
	Mistaken for q.d., q.i.d. or a numerical value.
	Use “every other day”

	MS, MSO4 
	MS 10 mg IV
	Morphine Sulfate 10 mgs IV
	Difficult to read.  Mistaken for another product.
	Avoid drug name abbreviations

	MgSO4
	MgSO4
	Magnesium Sulfate
	Difficult to read.  Mistaken for another product.
	Avoid drug name abbreviations


FORMATTING OF DATA FIELDS ONLY:  

· Patient Name:  ALL CAPS.  

· Dates:  MM/DD/YYYY

· Dictating/Signing/Consulting Physician ID:  See University of Texas phy list for corresponding ID.

· DOS (date of service):  MM/DD/YYYY 

· Visit ID: For hospital account numbers that start with V, the V is converted to the number 8 (WT 8s).  The account number is a total of 12 digits in length. For Physician Practice (Clinic) Account #s ( PR account #s ), the PR is converted to the number 7 (WT 7s) and the account number is a total of 11 digits in length.  

· Always go by the worktype in order to selection the visit ID as noted above even if there are two different visit IDs for the same DOS.

BLANKS:  

· Formatting within the document Five underscores.  “_____”  or altQ
TEXT FORMATTING/STYLE PREFERENCES IN THE BODY OF THE REPORT: 

· Dates in the text should be formatted as mm/dd/yy.
· Spell out dates in the letters, as January 21, 2007.
· Punctuation for the salutation of letters should be a colon unless otherwise specified by the dictator.
· Closings for letters should be typed as dictated.
· Follow AAMT guidelines for typing eponyms.
· Maintain tense consistency.
· Tense should be typed past tense only on discharge summaries.
· Numbers under 10 should be typed out in the text.  
· Diabetes mellitus and cranial nerves should be typed in Roman numerals.
· Range should be typed with a hyphen, i.e., 2-3 year history of diabetes.
· Disease-entity abbreviations should be expanded in impression, assessment/diagnoses, and procedure headings.
· Grammar should be corrected.
· If there is a not commonly recognized abbreviation or an abbreviation with multiple meanings, expand its first occurrence in the report with the abbreviation in parentheses.
· Transcribe EKG/ECG as dictated.
· Disc is the preferred spelling for the spine.
· Transcribe Latin and English abbreviations as dictated.
· When documented and dictated information differ, follow the documented information.
· If the date of service is not dictated, the date of dictation can be used.
· If the patient’s name is dictated in the text, it is okay to type the patient’s name.
· If the a diagnoses section is repeated as “same” please repeat the text and do not type “same.”
· The client prefers that we type out ordinals in the text as “second injection” and not “2nd injection.”
· The recipient addresses should be initial capped; please do not use all caps.
Terms used by Richard J. Wallace, Jr., M.D.
Mycobacterium avium complex (MAC)

Mycobacterium avium Intracellulare (MAI)

Mycobacterium abscessus (M. abscessus)
Mycobacterium chelonae (M. chelonae)
Mycobacterium fortuitum (M. fortuitum)
Mycobacterium kansasii (M. kansasii)
Mycobacterium simiae (M. simiae)
Mycobacterium smegmatis (M. smegmatis)
Mycobacterium goodii (M. goodii)
Mycobacterium wolinskyi (M. wolinskyi)
Mycobacterium houstonense (M. houstonense)
Mycobacterium mageritense (M. mageritense)          

Nontuberculous mycobacteria (NTM)

Rapidly Growing Mycobacteria (RGM)

(**NOTE** The above words once used can then be abbreviated thereafter in the letter)
Macrolide

Mycobacteria               

Nocardia

Nocardiosis

AFB 

BAL                 

PCR

Bronchiectasis

TEXT BEGINS:
· Underneath the headings when there are lists or subheadings utilized.  Otherwise, the text begins two spaces after the colon.  
HEADINGS:

· Headings should be typed in all caps, followed by a colon, and two spaces. 
· Dictated headings not provided in the template may be added.
· Date of birth can be used as a heading if dictated.  DATE OF BIRTH can be used on all work types but geriatrics, which must be DOB  
· Follow the dictated order of the headings.
· You may alter and/or club headings as dictated.
· Unused headings must be deleted.
· Subheadings:  All caps, followed by a colon, and two spaces.  
· Subheadings can be added for consistency.
· Be sure that the clinical impression heading for Dr. Wallace is fully capped.
Example:

REVIEW OF SYSTEMS:  

CARDIOVASCULAR:  No chest pains or palpitations. 

RESPIRATORY:  No shortness of breath or cough. 

GASTROINTESTINAL:  Bowels normal.  

GENITAL:  Micturation is normal.  

ALLERGIES:  

· Type in all caps, including non-drug allergies such as food, animal, environmental, and latex allergies.

· Negative allergies should be typed in regular font.

NUMBERED LISTS FOR MEDICATIONS, DIAGNOSES, ETC.:  

· The headings of medications, plan, and diagnoses should always be numbered if more than one, not in paragraph format, in list format, one underneath another.

· Other headings may be numbered if dictated.

CLINICS, DEPARTMENTS, SERVICES:   

· Initial cap clinics, departments, and services even if not preceded by a proper noun.

NORMALS:  No.

INCOMPLETE/BLANK DICTATION/ADDENDUMS:

· Blank and incomplete dictations should be marked as such and sent to QA.  

· Incomplete dictations must contain the word “Addendum” at either the beginning or end of the transcription and must be sent to QA.  
FORMATTING FOR ENCLOSURES AND CARBON COPIES / PHYSICIAN NAME AND CREDENTIALS:  

· Copies will need to be entered into the cc field.  

· If the dictator wants a copy to go to themselves, please copy them.

· Reports should be copied to whom the dictator specifies, to the referring provider (if known), and to the nursing home or other facility to which a patient resides as indicated in the report.  Use the care provider code at all times if available.

· CC’s should never be typed at the bottom of reports.  

· Michael Lewis will always have a copy generated for ENT (ID 50063) on his reports even if not requested.
· Dr. Robert Clay Williams’ dictations will always receive a cc to Urology or Dr. Williams himself.
DICTATORS:  

Attendings:  Yes.

Residents:  Yes.

Medical Students:  No.

RN/FNP:  Yes.

RD:  Yes.

PA/PA-Cs:  Yes.

PT/OTR:  Yes.

SIGNATURE LINE FORMATTING FOR ANCILLARY DICTATORS:  

· All resident and medical student dictations and inpatient dictations must be co-signed by an attending.  The only exception to this is for Rehab Discharge Summaries.

· If the resident or medical student does not specify who they are dictating for, please leave a comment and send to QA.  
Documents that always require co-signatures:

· Physical , Occupational , and Speech Therapy Evaluations - These have certification statements at the bottom. 

· Physical , Occupational , and Speech Therapy Progress Notes - These have re-certification statements at the bottom.

· NOTE:  Physical , Occupational , and Speech Therapy Discharge Summaries do NOT require a co-signature.

1. Tom Holmes is a Occupational Therapist.  He will always dictate the physician and he should never be listed as a physician on his reports.  All of his dictations require the certification statement at the bottom of the report.  

Dictators whose reports must always be co-signed:

· Residents

· Larry Riggins, PA

Other Co-signature information:

· Gerald Brown, PA-C reports are primarily clinic visits and do not need to be co-signed unless he states when dictating that he wants the report to be co-signed by a specific physician.

· Rehab Discharge Summaries do not require co-signatures.

Medical Students:

· Medical Students rotate on a monthly basis.  There are usually no more than 5 students at a time.  They may only dictate 1 H&P each.  The dictating numbers they use are rotated each month.  The Medical Students must state the attending physician they are dictating for.  Only the attending will need to sign the report.   At the end of the body of the report, please type Dictated by John Doe, MD, Medical Student.

Nurse Practitioners:

· Nurse Practitioners do not require a co-signature.   They are dictating nursing home visits or clinic visits.

Reports Dictated by Residents:

· When resident states the attending physician, please type this at the beginning of the report.  

LINE SPACING:  

· The client is very particular about line spacing.  They do not want any unnecessary hard returns.

· No spaces or hard returns should appear at the end of the document after the job number.

· Only one line should be between the body of the report and the dictator initials/MT ID line.

FREQUENTLY USED REFERENCES

· ETMC – East Texas Medical Center
· Mothers – Trinity Mother Frances Health System
· The Big House – Dr. Porter refers to this; he simply means UT, our client.
REHAB REPORTS

· All rehab reports, except Discharge Summaries, must have a co-signer.

· If not dictated as such, the co-signer will be the referring physician.

· The referring physician for Rehab Discharge Summaries must be sent a copy by entering his CPC in one of the CCID fields.

· Remove unused headers.

Certified letters 

CERTIFIED LETTER should be typed two returns below the address in the addressee field.  Please send an IM or email to let me know about this letter.  

01/27/10

