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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.  
· 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.  
· Follow industry standard do not use list for abbreviations, as well as 
Abbreviation

Replace with

h.s. 


at bedtime or half strength

O.U.


both eyes

O.S.


left eye 

O.D.


right eye
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The Joint Commission
Official “Do Not Use” List



	Do Not Use
	 Potential Problem
	Use Instead

	U (unit)
	Mistaken for “0” (zero), the number “4” (four) or “cc”
	Write “unit”

	IU (International Unit)
	Mistaken for IV (intravenous) or the number 10 (ten)
	Write “International Unit”

	Q.D., QD, q.d., qd (daily)

Q.O.D., QOD, q.o.d., qod

(every other day)
	Mistaken for each other

Period after the Q mistaken for “I” and the “O” mistaken for “I”
	Write “daily”

Write “every other day”

	Trailing zero (X.0 mg)*
Lack of leading zero (.X mg)
	Decimal point is missed
	Write X mg

Write 0.X mg

	MS

MSO4 and MgSO4
	Can mean morphine sulfate or magnesium sulfate

Confused for one another
	Write “morphine sulfate”

Write “magnesium sulfate”


Allergies:  The allergen (drug or otherwise) should be transcribed in uppercase.  

· 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.  

Bolding:  Not permitted.  

cc/mL:  Replace cc with mL.  

· Note: The rule for changing cc to mL above only pertains to liquid volume.  Transcribe cubic centimeter references to mass as cc, as are encountered in measuring organs, tissues, and specimens of solid volume. In addition, when cc is used to describe other non-liquid volumes, such as gas, this should be retained and not changed to mL. 
EXAMPLE 
D: Ultrasound revealed a 25 cc prostate.
T: Ultrasound revealed a 25 cc prostate.
not:
T: Ultrasound revealed a 25 mL prostate. 
D: There was a 150 cc difference on spirometry from last measurement.
T: There was a 150 cc difference on spirometry from last measurement.
not:
T: There was a 150 mL difference on spirometry from last measurement. 

Code Status:  The type of code status, i.e., NO CODE, DO NOT RESUSCITATE, should be in uppercase wherever it is used in the report.  

Contractions:  Do not use contractions unless used in a quote.  
Copies:  Use the cc field for any copies noted by the provider during dictation.  

· There is no need to create a cc for the dictating provider even if requested.  (This is done automatically in the background. ) 

· A referring physician always get a copy unless it is an emergency room physician, except for outpatient psych reports, for which no copies are sent unless specifically dictated to do so. 

· Do not send cc copies of reports to emergency room physicians. 

· A copy is sent to the assistant in a surgery if he/she is a physician.  Do not send a copy if the assistant is a PA/PA-C.  

Cosign:  
· All FNP and PA require cosign for HP, consultation, and DS and must use the dual-signature work types.  
· Anne Morgan, FNP, Palliative Care, needs the dual-signature progress note and consultation with a copy sent to Dr. Carter.  She is the only FNP to need a dual signature progress note.  

Cranial Nerves:  Roman.

Credentials:  When transcribing credentials within the report, do not use periods, i.e., MD, DO, etc.  

Dates:  
· Dates in the text should be formatted as mm/dd/yyyy, i.e. 04/06/2015.  Dates are to be written out on more formal correspondence such as a letter, i.e., November 27, 2009.  Also, in the body of the text, if a dictator says, for example, “I saw the patient on the 2nd”; “January of this (or last) year”; “last January”, or says the whole date rather than using numerals, etc., then type what the dictator says using the mm/dd/yyyy format to alleviate any need for guessing what month or what year, etc, and for consistency within the text of the document.
· The heading in the body of the report should be DATE:.  Do not add OF ADMISSION or OF CONSULTATION to the DATE heading, even if so dictated.  
Diagnosis:  If more than 1 diagnosis, use diagnoses.  

Diabetes:  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.  

Genus and species:  Always capitalize genus names and their abbreviated forms when they are accompanied by a species name. 

Example
Haemophilus influenzae, H influenzae
Escherichia coli, E coli
Staphylococcus aureus, S aureus 

Do not capitalize genus names used in plural and adjectival forms or when used in the vernacular or when they stand alone (without a species name). 

Example 

staphylococcus
group B streptococcus
staphylococci
staphylococcal infection
staph infection
strep throat 

The suffixes –osis and –iasis indicate disease caused by a particular class of infectious agents or types of infection. Do not capitalize terms formed with these suffixes. 

Example
amebiasis
dermatophytosis 

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.  Exception to this rule is renal/kidney disease, which is Arabic.  

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

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

Please note – grade and stage are not initial capped within a sentence.  For example:  The patient has a grade 2/6 systolic murmur.  The patient has a stage II decubitus ulcer.  

Headings:  (For subheadings, see Subheadings section below.)
· Headings should be uppercase followed by a colon.  Text should begin on the next line.  

· There are required headings for several work types.  These will autopopulate with your document and must remain in place on the report even if not dictated.  

· Headings should never be abbreviated.  Example:  HPI instead of HISTORY OF PRESENT ILLNESS.  Widely used subheadings such as HEENT may be used. 

· Combination headings may be used, i.e., CHIEF COMPLAINT/HISTORY OF PRESENT ILLNESS:  

· No dashes or hyphens in headings.  

· Spacing: 

· Single space with double space between headings

· Single space REVIEW OF SYSTEMS

· Single space PHYSICAL EXAMINATION

· Single space ASSESSMENT or ASSESSMENT AND PLAN.  

Height/Weight:  Write out nonmetric units of measure;  do not use the symbols “ and ‘ for inches and feet.  There is no comma between units of the same dimension, so there is no comma after feet in the following examples:  Height:  5 feet 8 inches.  Weight:  2 pounds 3 ounces.  

Incomplete report:  A report should be marked incomplete if it begins abruptly or ends abruptly.  For a report that ends abruptly, transcribe DICTATION ENDS HERE as the last line of the report, place a check in the incomplete report box, and send to QA.  
Laboratory Values:  Lab results should be listed and numbered with the test results grouped appropriately.  Results for each test should be separated by commas.  The DIAGNOSTIC DATA heading should include both laboratory data and diagnostic studies.  
· DIAGNOSTIC DATA:

1.  CBC is within normal limits.

2.  Chemistry profile is within normal limits.   

3.  Urinalysis is normal.  

4.  Chest x-ray is normal. 

Liters of oxygen: Transcribe without a space between the numeric value and the unit of measure.  

Example:  

She was put on O2 at a flow rate of 3L/min.
The patient will be started on oxygen 2L via nasal cannula. 

Measurements:  

Measurement

Abbreviation
centimeters


cm

gram



g

kilograms


kg

micrograms


mcg

milliequivalents 

mEq

milligrams


mg

milliliters


mL

millimeters of mercury

mmHg

Medications:  Medications under the medication heading should be numbered and listed.  Differentiate between brand and generic appropriately throughout the body of the report.   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 under 10 should be expanded in text unless a unit of measure.  For example, prednisone 5 mg every eight hours, not prednisone five mg every eight hours, or 3 cm in length, not three cm in length.  

OB Values:  Separate G, P, A sections by commas.  Either the abbreviated or the expanded form may be used, whichever is dictated, i.e., G1, P0, A1 or gravida 1, para 0, abortus 1.  

Patient Name:  If the provider dictates the patient’s name or nickname throughout the dictation or gives another individual’s name as part of the dictation, transcribe it.  
Physical Examination:  Completed with uppercase subheadings and stacked to the left margin.  

Platelets:  As dictated.  
Psych Reports:

· Psychiatric notes may be specific to each individual practitioner preference.  MTs may use discretion when creating subheaders for psychiatric notes based on physician dictating style.  
· On most all of the inpatient psych notes, a length of visit, time of visit, and type of visit are given and are at the top of the page.  These are all listed under each other and the information is added two spaces after the colon, on the same line.  The headings are capitalized. 
· Inpatient psychiatric work types are used by psych physicians only (Dr. Anthony Blanford,  Dr. Charles Reagan, Dr. James Martin, Dr. Pallav Pareek) or by Dr. Robert Gerber when he is dictating on a psych patient.  If a regular physician dictates on a patient in the mental health unit, then a regular work type will be used.  If the psych physician dictates on a patient on a regular floor, then a psych work type will be used there as well.  
· Headings will not necessarily be the same in a psych report as in regular reports.  Use the headings dictated, i.e., PHYSICAL EXAMINATION is not usually used but instead EVALUATION or OBJECTIVE.  

Review of Systems:  Completed with uppercase subheadings and stacked to the left margin.  

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.  

Split document:  To split a report (audio with more than one dictation):

When the first report ends, either write down the time of where the first report ends or make a “mark” in the audio file.  To make a mark in the audio, at the top of the BayScribe Player, choose “Mark,” Add Index Mark and OK. 
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You should now see a little index mark in the audio file right above the slider where the audio ends. 
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Now move the audio slider to the end of the file, since you can not submit a report without being at the end of the file. 

Now submit the report as you normally would.  On your next screen, you should see “multiple” on the bottom left.  Choose this option, and you will be taken into another document screen with the same audio file that you had.  
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Move the slider to your index mark or the time you wrote down and transcribe and submit this report as usual.  

Symbols:   Certain symbols used in medical transcription can cause errors in transmitting electronic information and alter the format and content of the final report.  Refer to the list of symbols below which are not permitted for use.  

· Acceptable Symbols:  # % ! + - = ( ) _ ‘’ “”

· Do Not Use Symbols:  ^ & | \ ° (degree symbol)  ` (accent marks)

Time:    Bay Area Hospital policy is that military time will be used to reduce the mistake of a.m. or p.m.  Thus, military time should be used in all reports.  All times after midnight and until 1000 hours are written with the preceding 0, i.e., 0700.  Hours is not absolutely necessary but may be added for clarity or if dictated. There is no colon (:) in military time.  
Underlining:  Not permitted.  

Units of Measure:  Type lab values or other units of measure as given by the physician UNLESS they are included in the “Do Not Use” Abbreviations List noted in the section “Abbreviations” above. A “trailing zero” may be used only where required to demonstrate the level of precision of the value being reported, such as for laboratory results, imaging studies that reports size of lesions, or catheter/tube sizes.
Verbatim:  
· Transcribe as verbatim as possible.  Transcribe all words dictated by the provider unless there is an obvious gross error such as dictating a laboratory value twice, incorrect patient name, etc.  Correct and clean up grammar without altering the original meaning of the document.  If the provider dictates the patient’s name or nickname throughout the dictation or gives another individual’s name as part of the dictation, transcribe it.  Edit slang words and phrases, incorrect terms, and grammar as needed.  It is permissible to type in chopped sentences in reports in medical transcription.  Letters and memos, however, should have full sentences.  

· If a dictator is using inappropriate foul language, it should not be transcribed into a report.  If the physician is quoting something the patient says, it is appropriate to type what the dictator says.  Be sure to include the quotation marks.  

	Bay Area Hospital
	 
	 
	 

	NPs / FNPs / PAs / Assistants
	 
	 
	 

	 
	 
	 
	 

	Allen
	Brian
	PA
	Orthopedic Surgery

	Ardiana
	Regina
	NP
	Family Practice

	Avery
	Stefanie
	FNP
	Emergency Dept

	Beechly
	Richard
	CRNA
	Anesthesiology

	Bennion
	Aaron
	NP
	Cardiology

	Berros
	Rachel
	PA
	Emergency Dept

	Bolton
	Tannis
	PA-C
	Emergency Dept

	Bracelin
	Gail
	OA
	Ophthalmologic Surgery

	Dorfmeister
	Lina
	CRNA
	Anesthesiology

	Duff
	Lauri
	CRNA
	Anesthesiology

	Duke
	Audrey
	NP
	Family Practice

	Finch
	Dana
	NP
	Cardiology

	Garcia
	Moises
	CRNA
	Anesthesiology

	Herzog
	Hazen
	PA
	General Surgery

	Heth
	Elizabeth
	NP
	Emergency Dept

	Hindman
	Melissa
	EFDA
	Dentristry, Pediatric Surgical Asst

	Hubert
	Angie
	CRNA
	Anesthesiology

	Huffman
	Sara
	PA
	Orthopedic Surgery

	Johnson
	Jamey
	CRNA
	Anesthesiology

	Kennelley
	Tracy
	PA-C
	Emergency Dept

	Lisa
	Noblitt
	OA
	Ophthalmologic Surgery

	Mary
	Houghton
	COA
	Ophthalmologic Surgery

	Miller
	Felisha
	NP
	Oncology

	Mudon
	Marla
	PA-C
	Emergency Dept

	Nelson
	Lynsie
	EFDA
	Dentistry, Pediatric Surgical Asst

	Partlow
	Shaun
	PA
	Emergency Dept

	Piovesan
	A. J.
	PA
	General Surgery

	Riehl
	Christopher
	PA-C
	Orthopedic Surgery

	Simons
	Sean
	PA-C
	Internal Medicine

	Stappler
	Rachel
	PA
	Internal Medicine

	Sunderland
	Peter
	CRNA
	Anesthesiology

	Szarkowski
	Amanda
	EFDA
	Dentistry, Pediatric Surgical Asst

	Walker
	Richard
	CRNA
	Anesthesiology

	Whidden
	Alexander
	CRNA
	Anesthesiology


Coos County Mental Health Counselors

(Names may be mentioned Psychiatric dictations)

	ACKER, Ross
	LUCKMAN, Heidi

	ANDERSON, Craig
	MARSH, Diane

	AZAB, Kathleen
	McKIM, Carrie

	BIRD-SCOTT, Sally
	McLEOD, Katherine

	BEESLEY, Carin
	McNEIL, Stacie

	BOYCE, Diane
	OXFORD, Kerry

	CAUDLE, Joanne
	PARRISH, Lauren

	CHAPPELEAR, Susan
	REED, Echo

	CODEKAS, Becky
	ROWLEY, Mike

	CORDELL, Neville
	RIDLE, Megan

	CURELO, Johanna
	RUTLAND, Joanne

	DeVILLIERS, Dianna
	SCHAAR, Shawna

	DICKINSON, Cindy
	SANDERS, Judy

	FLETT,Patty
	SHUPE, Doug

	FOX, Wanda
	SPIER, Erin

	FRISONE, Sophia
	SPROUL, Lauren

	GEELS, David
	STANDFORD, Rich

	GOLDRICK, Valerie
	STRADER, Dee

	HARRIS, Thomas
	STRAIN, Nancy

	HUCKABEE, Gayle
	SWAN, Ginger

	HUMPHRIES, Lisa
	TUCKER, Rochelle

	JENKS, Debra
	WAGNER, Susan

	JORDAN, Trisha
	WARNER, John

	KEITH, Richard
	WYATT-KIRKBY, Toni

	LEMMER, Michelle
	VAN DYKE, Sharon

	LONG, Jan
	VIGUE, Judy
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