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Abbreviations/Acronyms:  

· Abbreviations and acronyms can be used throughout except in the diagnosis, assessment, impression, or operative diagnosis sections or if on standard do not use/dangerous abbreviations lists.  
· Laboratory and diagnostic imaging tests should not be expanded, even in above sections.  
· Abbreviations are acceptable for units of measure (when used with a number), dosages, diagnostic tests and laboratory work.  
· The abbreviation HEENT can be used in the physical exam. 
· Do not abbreviate medications.  
· For Latin-based abbreviations, always place periods between each letter for frequency of medications, i.e., n.p.o., p.o., b.i.d., etc.  
· Pluralize acronyms by adding 's'.  
Allergies:  The allergen should be uppercase.  The remainder of the text under the allergies heading should be in mixed case. 

· The patient is allergic to PENICILLIN and TETRACYCLINE.  

Blanks:  All blanks should be marked with alt-Q and sent to QA.  This is a no blank tolerance account.  

Contractions:  Do not use contractions unless specifically quoting an individual.  

Cranial Nerves:  Roman.  

Credentials:  When transcribing credentials within the report, use periods, i.e.,  M.D., D.O., etc.  

Dates:  
· Dates in the text should be formatted as mm/dd/yyyy.  09/06/2013

· Date of service for progress notes should default to date of dictation if not dictated.  

Diagnosis:  If more than 1 diagnosis, use diagnoses.  

Diabetes Type:  Arabic.  

Doctor:  Use a period after Dr., such as Dr. Smith, not Dr Smith. 

Follow-up, followup and follow up:  

· If used as an adjective or noun, type followup or follow-up.  (The patient will have a followup chest x-ray.  Follow-up should be in 6 weeks.)  

· If used as a verb, type follow up (2 words).  The patient will follow up in 3 weeks.  

Frequency:  "x" should be abutted next to the number.  The patient was alert and oriented x3.  

Grades/Stages/Types:  
· Arabic number denotation

1.  Grades of conditions and diseases.  Grade 2/6 systolic murmur. 

2.  Types of conditions and diseases.  Diabetes mellitus type 2.  

· Roman number denotation

1.  Stages of conditions and diseases.  Stage II decubitus ulcer.  Stage II cancer. 

2.  Salter-Harris fracture.  Salter-Harris type II.  

3.  Psychiatric diagnoses (DSM).  Axis I, Axis II.  

Headings:  Headings should be uppercase followed by a colon and bolded.  Text should begin 2 spaces to the right of the heading.  

· HISTORY OF PRESENT ILLNESS:  Text begins here 

Laboratory Values:  Lab results for each test should be grouped together appropriately and separated by commas.  For example, do not group CBC with LFT results in the same sentence.  

Lists:  Lists should be transcribed in list format and numbered.  

Measurements:  

Measurement

Abbreviation
centimeters


cm

kilograms


kg

micrograms


mcg

milliequivalents 

mEq

milligrams


mg

milliliters


mL

millimeters of mercury
mmHg

Medications:  

· Medications should be in list format and numbered.  

MEDICATIONS:

1.  Levaquin. 

2.  Lopressor. 

3.  Zocor. 

4.  Glucophage. 

· Differentiate between brand and generic appropriately.   When not in list form, brand name drugs are initial capitalized.  Generic drugs are not capitalized.  

Mucus/mucous:  Mucus is a noun.  The nasopharynx revealed large amounts of mucus.  Mucous is an adjective.  His mucous membranes were moist.  

Numbers:  
· Numbers should be Arabic throughout.  

· Use a comma to separate groups of three numbers in numbers of 5 digits or more, but omit the commas if decimals are used.  The comma in 4-digit numbers should be omitted.  

Platelet count was 345,000. 

12345.67

White count was 7100. 

Patient Name:  Patient name may be used in the document if dictated.  

Physical Examination:  Completed in paragraph format.  Subheadings may be added as dictated in mixed case.  

Platelets:    As dictated.  Do not add trailing zeroes unless dictated as such.  

Review of Systems:  Completed in paragraph format.  Subheadings may be added as dictated in mixed case.  

Same as:  When a dictator dictates one heading and then states "same" for the next heading (preop and postop, for example), the first heading must be transcribed or copied and pasted.  

Spacing:  Two spaces follow colons, periods, question marks and exclamation points.  

Specific Places/Titles:  Capitalize specific places and titles when they refer to a specific place and person.  Sacred Heart Emergency Room.  I went to the emergency room.  The patient was taken to the operative suite.  
Verbatim:  Transcribe as verbatim as possible.   
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