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EDITING/TRANSCRIPTION STANDARDS
	WORD/PHRASE
	CORRECT USAGE
	EXAMPLE

	
	
	

	A, AN
	Use a before a consonant

Use a before a sounded h
Use a before a long u

Use an before a vowel

Use an before an unsounded h


	a patient

a hemorrhoid

a unit

an indication

an hour



	ABBREVIATIONS/ACRONYMS
	Use approved abbreviations as dictated unless in the diagnosis section, procedure diagnosis/name sections or operative diagnosis/name sections.  

Laboratory and diagnostic imaging tests DO NOT need to be expanded, even in above sections.  

GAF should be expanded to Global Assessment of Functioning in the diagnosis section of all psych reports.  

Abbreviations are acceptable for units of measure (when used with a number), dosages, diagnostic tests and laboratory work (for exceptions, please see below).  

The abbreviation HEENT can be used in the physical examination.

There are two abbreviations for hemoglobin (HGB and Hgb).  We will be using HGB.  So, hemoglobin A1c can be abbreviated HGB A1c.

Please Note:  When typing hemoglobin A1c, please make sure that you are typing a 1 and not a l.

Although physicians dictate sed rate, the actual abbreviation is ESR (erythrocyte sedimentation rate) and not sed.  If the physician dictates sed rate, type sedimentation rate.  If the physician dictates ESR, use the abbreviation.

Do not abbreviate medications.

Do not use abbreviations when referring to the eyes:  OD, OS, OU
Latin-based abbreviations:  Always place periods between each letter for frequency of medications.

Pluralize acronyms by adding 's'

PLEASE SEE THE OFFICIAL "DO NOT USE" LIST AT THE END OF THIS DOCUMENT.


	There is no synovitis of the MCPs, PIPs or DIPs.  There is some synovial thickening of the left 3rd DIP.

DIAGNOSIS

Synovitis of the left 3rd distal interphalangeal joint.   

PROCEDURE

Total abdominal hysterectomy.

(TAH dictated, but expanded as above in this section)

IMPRESSION

MRI shows intracranial hemorrhage.  

AXIS V

Global Assessment of Functioning:  40.

Units of Measurement:  cm, mm, mEq, kg, mg, mL, mcg 

Dosages:  b.i.d., t.i.d., p.r.n., p.o., n.p.o.

Tests:  MRI, CT, EMG/NCV, EEG, EKG, APGAR, CBC, BNP.

HEENT:  Eyes are clear.  Ears are clear.  

left eye, right eye, both eyes

INCORRECT                             CORRECT

npo                                      n.p.o.

po                                       p.o. 

prn                                      p.r.n. 

qam                                    q.a.m. 

qpm                                    q.p.m. 

qid                                      q.i.d. 

tid                                       t.i.d. 

q4h                                     q.4h

q6h                                      q.6h

DTRs, ADLs, PVCs, WBCs.  

	ABDUCTION/ADDUCTION
	If the physician dictates ab-duction, type abduction.

If the physician dictates ad-duction, type adduction.


	abduction

adduction



	-ABLE AND –IBLE
	There is no shortcut in determining whether a word ends in -able or –ible. Consult a dictionary.
	

	AGE


	When a physician dictates a patient’s age at the beginning of a sentence, do not add a or an.  Put the word the at the beginning of the sentence.  


	The patient is a 7-year-old boy who was hit by a car.

The 39-year-old male presents with a history of tuberculosis.



	A.K.A.
	Use lowercase letters with periods.


	The patient’s name is Mary Smith a.k.a. Mary Thornheart.

	A LOT, ALOT AND ALLOT
	The phrase a lot means “to a considerable quantity or extent” and is always written as two words.  DO NOT SPELL THIS PHRASE AS ONE WORD.  ALOT IS NOT A WORD.

Allot means to distribute or assign.


	Thanks a lot.

You will have to allot a portion of next year’s budget to buy a new computer.



	ALLERGIES
	Capitalize all drug allergies. 


	NO KNOWN DRUG ALLERGIES.  

PENICILLIN, ERYTHROMYCIN, LATEX.



	AMPERSAND (&)
	Do not use ‘&’.  It does not cross the interface to Cerner correctly.


	Use ‘and’ instead.

	ASSESSMENT AND PLAN
	Should read "DIAGNOSTIC IMPRESSION."
	DIAGNOSTIC IMPRESSION

Chronic obstructive pulmonary disease.  

	AUDIO
	ALT + S will "unzip" audio silences.  Symbol on toolbar will have a red line when unzipped, so you can hear silent parts/missed parts of dictation.  


	

	BLANKS
	Two question marks and five underscores.  

Time stamp on transcribed documents.  

Time stamp not necessary on edited documents.  


	??_____

	BREAKS/LUNCHES


	1.  "Pause" function for breaks (5-10 minutes).

2.  Sign-out for lunch.

Do not use ALT+SHIFT+U for lunch as it keeps documents in your queue.  
	The system tracks time that you are signed on, so using these functions more accurately represents your production time. 

 

	BUSINESS ENTITIES
	Verify correct business entity.  If not correct, please change.  


	ALT+E and ALT+B for business entity.  

	CAPITALIZATION
	Capitalize major/section headings.

Do not capitalize department names, unless meaning is ambiguous.

Always capitalize:

     AMA: AGAINST MEDICAL ADVICE.

     DNI:  DO NOT INTUBATE.

     DNR:  DO NOT RESUSCITATE.  

     CODE BLUE, RED. (ALL CODES)

     DURABLE POWER OF ATTORNEY

Capitalize allergy section. 

Do not capitalize diagnoses.  


	HISTORY OF PRESENT ILLNESS

PAST MEDICAL HISTORY

The patient was induced by Anesthesia.

NO KNOWN DRUG ALLERGIES.  

PENICILLIN AND ERYTHROMYCIN.

IV DYE.  

DIAGNOSES

1.  Cholelithiasis.  

2.  Hypertension.

3.  Asthma. 



	CONTRACTIONS


	Do not use contractions unless you are specifically quoting an individual.


	The patient did not have his insurance card.

She stated, “I didn’t get your message until 10 p.m.” 

	DASHES AND SLASHES
	Do not use in headings.

Do not use in ranges.  Use the word "to" instead.  

Use only when necessary in body of report.  


	The patient will return in 3 to 4 weeks.  



	DATES
	DATES OF SERVICE:

HISTORY AND PHYSICAL:  Do not type date, unless dictated. 

DISCHARGE SUMMARY:  Admission and discharge dates.

ALL OTHER WORK TYPES:  Include date of service as date dictated, unless otherwise indicated by dictator.  

Use virgule type 8-digit date.

When only month and year given, please promote clarity.  


	MM/DD/YYYY

MM/YYYY

	DEGREES
	Flexion to 40 degrees


	Write out degrees.  Do not use the symbol.

	DIAGNOSIS/DIAGNOSES
	If there is more than one diagnosis, the heading is DIAGNOSES.  


	DIAGNOSIS

Appendicitis.  

DIAGNOSES

1.  Appendicitis. 

2.  Cholelithiasis.  



	DISCHARGE DIAGNOSIS 


	Should read "FINAL DIAGNOSIS."
	FINAL DIAGNOSIS

Diverticulosis.  

FINAL DIAGNOSES

1.  Diverticulosis.

2.  Hypertension.  



	DOCTOR
	Put period after "Dr."  
	Dr. Jones.

	EXAMINATION/EXAM
	Type as dictated  unless in a heading 


	PHYSICAL EXAMINATION

His exam was negative.  



	FOLLOW-UP, FOLLOWUP AND FOLLOW UP


	If used an adjective or noun, type followup or follow-up.  

If used as a verb, type follow up (2 words).
	The patient will have a followup chest x-ray.  

Follow-up should be in 6 weeks.  

The patient will follow up in 3 weeks.

	FRACTIONS
	Type as fractions  Do not write them out, unless at the beginning of a sentence.  

No superscript.  


	There is edema about 2/3 the way up on the calf.  

Two-thirds of her calf is swollen. 



	FREQUENCY
	"x" abutted next to the number.  
	The patient was alert and oriented x3.

	GRADES/STAGES/TYPES
	ARABIC NUMBER DENOTATION

1.  Grades of conditions and diseases.

2.  Cranial nerves.  

3.  Types of conditions and diseases.  

ROMAN NUMBER DENOTATION

1.  Stages of conditions and diseases.  

2.  Salter-Harris fracture.  

3.  Psychiatric diagnoses (DSM).  


	Grade 2/6 systolic murmur.  

CIN grade 1, 2, 3, or CIN 1, 2, 3 (this is a grade, not stage/type)

Cranial nerves 2-12.  

Diabetes mellitus type 2. 

Stage II decubitus ulcer.  

Stage II cancer.

Salter-Harris type I.

AXIS I, AXIS II.



	HEADINGS AND SUBHEADINGS
	All major headings are capitalized, no colon, with text on next line (single space under heading at left margin).  

If a heading is not dictated but understood, insert the appropriate heading.  

All headings and subheadings are left-margin justified.  Subheadings are to be capitalized with a colon followed by two spaces, and then text.

No repetition of text in relative heading.

TYPE VERBATIM HEADINGS. (Exception:  Dolbey requires certain headings in H&P, Consults and Discharge Summaries – See ‘Work Types’)
REMOVE ALL UNUSED HEADINGS.  
	HISTORY OF PRESENT ILLNESS

The patient is a 75-year-old male.

PHYSICAL EXAMINATION

GENERAL:  He is alert and oriented x3.

HISTORY OF PRESENT ILLNESS 

The patient is a 65-year-old male who presented with chest pain and dyspnea.  (heading not dictated, but understood due to nature of this text).

PHYSICAL EXAMINATION

HEENT:  Nose and throat are clear.  

SKIN:  Warm and dry.

LUNGS:  Clear to auscultation.  

INCORRECT:  

PAST MEDICAL HISTORY

Past medical history is positive for asthma.  

CORRECT: 

PAST MEDICAL HISTORY

Positive for asthma.      



	HEIGHT, INCHES AND POUNDS
	Do not use symbols for feet and inches.  
Fractions are separated by a hyphen.  
Spell out the word pounds.


	The patient was 6 feet 4 inches.  
The patient is 5 feet 4-1/2 inches.  
The patient weighed 220 pounds.



	HYPHENATION
	Limited hyphenation, only when necessary for hyphenated compounds.  

Always hyphenate patient's age.  

Do not use hyphen for ranges.  Use the word "to" instead.  


	Finger-to-nose test.

Well-developed, well-nourished female.  

High-power field.  

This is a 42-year-old male . . . 

The patient is a 2-1/2-month-old infant with . . . 

The patient will return in 3 to 4 months.  

	LISTS


	Denote lists with number, period, two spaces, and then text.  


	1.  Hypertension.

2.  Chronic obstructive pulmonary disease.  

	MEASUREMENTS
	Use numbers for fractions in dimensions.

Always put a 0 in front of a fraction that begins with a decimal.

Use abbreviation for associated measurement


	1.5 cm

0.5 cm

MEASUREMENT                    ABBREVIATION

Centimeters                               cm

Kilograms                                  kg

Micrograms                               mcg

Milliequivalents                         mEq

Milligrams                                  mg

Milliliters                                    mL

Millimeters of mercury               mmHg



	MEDICATIONS
	Type in list format.

If dictated in paragraphed format, still create a list.  

Medications should always contain the appropriate unit of measure if dosage is dictated.  If the physician does not dictate the unit of measure, you must look it up to see how it is prescribed.

Brand-name drugs are capitalized and generic drugs are not capitalized in the body of the report, when not in list form.


	Dictated:  The patient is taking Bextra 10, Synthroid 25 and Flexeril 10.

Transcribed: 
MEDICATIONS 
The patient is taking 

1.  Bextra 10 mg.

2.  Synthroid 25 mcg.

3.  Flexeril 10 mg. 



	MUCUS/MUCOUS
	Mucus is a noun.

Mucous is an adjective.


	His face was smeared with mucus.

The mucous-appearing substance covered his

body.



	NUMBERS


	To promote clarity of communication in the health record, most numbers are expressed as Arabic numerals.  

EXCEPTIONS:

Numbers used in non-numeric context are spelled out.

Numbers indicating stage or psych axis are Roman numeral.

Beginning of sentence, spell out number. 


	Hundreds of colonies were noted.  

She has stage II cancer.

Axis II

Two lesions were noted on the abdomen.  



	NUMBER SIGN (#)
	Use # next to Arabic numbers.

When citing case numbers, you would use the symbol for number.


	I examined the patient on day #2 of her hospitalization.

Claim #421307.



	OBSTETRIC HISTORY
	GPA (gravida, para, abortus). 

TPAL

T  term infants

P  premature infants

A  abortions

L  living children

Sometimes GPA and TPAL terminology are dictated together.  

 
	G4, P3, A1.

Gravida 4, para 3, abortus 1.

4-2-2-4

The patient is gravida 3, 3-0-0-3.

The patient is G3, P3-0-0-3.

	PATIENT NAMES
	Replace patient names with “the patient”.

EXCEPTION:

Psychiatric patients.  You can type the patient's name, if dictated, only in psychiatric notes. 


	 The patient presented with cough and congestion. 

John is here for followup of his obsessive-compulsive disorder.

	PENDING DOCUMENT
	Do not type derogatory or confidential information on a pending note.  

Documents should be pended for the following:

-  FIN not found.

-  TMP documents.  

-  Addendum.

-. Blanks 

-  Incomplete dictations (change to work type 9999), but still pend.  

	ALT+Y

Include business entity and short note:

57:  Garbled dictation.  



	PLUS/MINUS


	+/-

As dictated, with the exception:

Write out the word minus if you are not certain the symbol will be noticeable or clear.  


	She has +2 edema.  

She is 2 cm dilated, minus 3 station, and bag of water is intact.    

	PREOPERATIVE/POSTOPERATIVE


	If the physician dictates pre- and postoperative, please use the complete words. 
	preoperative and postoperative



	QUANTITIES


	Spell out numbers that commence a sentence.

Spell out numeric words in non-numeric context.  
	Two small cysts were removed.  

There was another one on the left side.  

I observed hundreds of particles.  

	QUOTATION MARKS
	Periods and commas always go inside the closing quotation mark.  

Semicolons and colons always go outside the closing quotation mark and the single quotation mark.

A question mark or an exclamation point always goes inside the closing quotation mark when it applies only to the quoted material.

A question mark or an exclamation point goes outside the closing quotation mark when it applies to the entire sentence.


	She said, “I fell and hit my head.”

She screamed, “He’s the one!”

Did she really say, “He’s the one”?

	SAME AS (COPY AND PASTE)
	When physician dictates preoperative diagnosis and then says postoperative diagnosis "same" copy and paste preoperative diagnosis section to postoperative diagnosis section. 


	PREOPERATIVE DIAGNOSIS

Appendicitis.  

POSTOPERATIVE DIAGNOSIS (physician says “same”)

Appendicitis.  



	SECTIONS OF REPORT
	Separate sections by double-space.  
	SOCIAL HISTORY

The patient denies alcohol or drug use.

FAMILY HISTORY

Father with asthma.    



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


	HISTORY

The patient presents today with the complaint of a sore throat.  He will have a chest x-ray.   
PHYSICAL EXAMINATION

LUNGS:  Clear to auscultation.

	SPECIFIC PLACES/TITLES
	Capitalize specific places and titles when they refer to a specific place and person.  

 
	Sacred Heart Hospital Emergency Room

I went to the emergency room.

The patient was taken to the operative suite.  

Betty Smith, R.N.

Jane Doe, Superintendent



	SUBCUT/SUBCU 
	Abbreviated form for subcutaneous or subcuticular.  Type as dictated.  

Do not use subq or subQ.


	Subcut or subcu is acceptable.  

	TEMPORARY MRN
	For all documents that come through without demographic information and you are unable to find, create a TMP document.  Please pend these documents.  Include the name of patient dictated on the pend note as well as the top of the document, and any other information dictated by the physician.  
	1.  Press ALT+E to get into header.

2.  Press ALT+V to get to visit grid.  

3.  While in the visit grid, arrow down to the patient number that is labeled "T" and press spacebar when the empty box next to the "T" is highlighted.  

4.  Press ALT+O to confirm the changes.



	TIME
	For on-the-hour expressions, it is preferable not to add the colon and 00.  

Military time, do not separate hours from minutes with a colon.  

See Book of Style, pages 254-255, for time referents.  

 
	8 a.m.  (not 8:00 a.m.)

8:15 a.m.  

1300 hours  (not 13:00 hours)
 

	TIMES SYMBOL (X)
	Use a lowercase x in expressions of area and  volume.

Use a lowercase x as a multiplication symbol.

Use a lower case x when indicating the number of times something was done or period of time


	3 x 4 mm lesion

4 x 4 gauze

42 x 38

The patient had pain x4 days.



	VERBATIM 
	Type verbatim, unless definitely necessary to make a correction.


	Use critical thinking and discernment.  

	VERTEBRAL SPACES


	Use hyphen to express the space between two vertebrae (the intervertebral space).  It is not necessary to repeat the same letter before the second vertebra, but it may be transcribed if dictated.  

It is preferable to repeat the letter before each numbered vertebra in a list.  

See BOS, third edition, pages 392-393.


	C1-2 or C1-C2

 L5-S1.

The lesion involves C4, C5 and C6.  

	WORK TYPES


	Please refer to your list of work types specific to your facility.  

IMPORTANT:

WORKTYPE RULES (FOR DOLBEY):

HISTORY AND PHYSICAL:  

Must state HISTORY OF PRESENT ILLNESS and DIAGNOSTIC IMPRESSION.

If osteopath, must state MUSCULOSKELETAL EXAM.  

CONSULTATION: 

Must state DIAGNOSTIC IMPRESSION.

DISCHARGE SUMMARY:

Must state FINAL DIAGNOSIS.  


	


Appendix I: 2005 JCAHO Prohibited Abbreviations

Beginning January 1, 2004, JCAHO offers a list of standard abbreviations that they require transcriptionists not use.  One can confuse or misunderstand very easily one abbreviation with another.    THE OFFICIAL AND OPTIONAL WILL BE TRANSLATED. 

The following is a list of those abbreviations for your reference.  JCAHO updates this list frequently.  eScription suggests that you visit the JCAHO website periodically to maintain a current list for your records.  Visit www.jcaho.org for an updated list of these abbreviations.

[image: image2.emf]

JCAHO Suggested optional “do not use” abbreviations

1) Follow the optional "do not use" list as well.

·  All of the JHACO required AND optional do-not-use entries will be translated.

	g
(for microgram)
 
	Mistaken for mg (milligrams) resulting in one thousand-fold dosing overdose.
 
	Write "mcg"

	H.S.
(for half-strength or Latin abbreviation for bedtime)
	Mistaken for either half-strength or hour of sleep (at bedtime).  q.H.S. mistaken for every hour. All can result in a dosing error.
 
	Write out "half-strength" or "at bedtime"

	T.I.W.
(for three times a week)
 
	Mistaken for three times a day or twice weekly resulting in an overdose.
	Write "3 times weekly"  

	S.C. or S.Q.
(for subcutaneous)
 
	Mistaken as SL for sublingual, or "5 every".
 
	Write "Sub-Q", "subQ", or "subcutaneously"
 

	D/C
(for discharge)
	Interpreted as discontinue whatever medications follow (typically discharge meds).
 
	Write "discharge"

	c.c.
(for cubic centimeter)
 
	Mistaken for U (units) when poorly written.
	Write "mL" for milliliters

	A.S., A.D., A.U.
(Latin abbreviation for left, right, or both ears)

	Mistaken for OS, OD, and OU, etc.).
	Write: "left ear," "right ear" or "both ears"   
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