Team,

Please forward this message to all MTs working on Waco regarding proper protocol for formatting.  Below are few excerpts from the account specifics.  Client is complaining that few of the paragraphs are in run-on format and few in list format, especially the MEDICATIONS, ALLERGIES, DIAGNOSES, etc.  Please be very very watchful.

Please make sure team remembers that they are to:

1.         Number medications and list always.

2.         Proper heading procedures (ALL CAPS) and if more than one diagnosis, then number.

PLEASE SEE BELOW AND REFER TO ATTACHMENT:
Heading followed by colon with text beginning immediately underneath heading.

IMPORTANT:  There should be NO spaces after the colon following a heading.

             It should be heading, colon, then hard return, then begin text.

           SOCIAL HISTORY:  

            The patient denies history of alcohol use.

Double space between headings

             MEDICATIONS:  

             None.

             ALLERGIES:  

             No known drug allergies.
LISTS

For any lists  

Do not enumerate lists of items unless dictator explicitly requests so. 

(see exception to any DOCTOR LIST (more than 1 name listed), PROCEDURES, MEDICATIONS and DISCHARGE DIAGNOSES below)
Instead, enter the sequence into a comma-separated list, as you would when listing a series of words in a sentence.

Example:  

PAST MEDICAL HISTORY:  

Diabetes mellitus, hypertension and hypercholesterolemia.

Listen for the following common phrases that a clinician uses to ask you to enumerate a list such as "Number two", "Number Next", "Next" or "Next item."

Enumerated lists will have the number, a period and 2 spaces.  Do NOT use tabs.

PAST MEDICAL HISTORY: 

1.  Hypertension.

2.  Diabetes mellitus.

Exception:  
Any doctor name lists, Procedures and Medications will always be listed if more than one.              

ATTENDINGS:

1.  John Jones, MD

2.  Sally Miller, MD

3.  Mark Johnson, MD 

OTHER PHYSICIANS:

1.  Rebekkah Wilson, MD

2.  Kelly Givens, MD

3.  James Qualls, MD

4.  _____ Schumann

PROCEDURES:

1.  Lobotomy

2.  Brain transplant

3.  Hair plugs
MEDICATIONS: 
1.  Xanax 

2.  Amoxicillin 

3.  Lanoxin
Regards,

MANDEEP SARAN PUN

