Dictation Guide

Dictating is a not something that everyone can do well it surprisingly is an acquired skill.  If you dictate, you might enjoy reading some of the “Dos” and “Don'ts” of dicating - if you can take it.  Unfortunately, most people learn how to dictate from a mentor or from experimenting themselves, and this often can result in mistakes and bad habits which makes the process hard for everyone.  

If you are every unsure feel free to ask the person doing your transcription for help, you’ll be amazed at how quickly they will help you, as it will certainly make their life easier.  

Please  do.  .  .  
· .  .  .  know how your equipment works and how to maintain it.
· .  .  .  Assemble your papers before you start dictating, or at the very least pause your dictation if you need to look for something.
· .  .  .  Make sure you are in a quiet area and if possible without distraction.

· .  .  .  Let the transcriptionist know how they are doing work for, simply stating your name and what you are going to be doing makes a huge difference.
· .  .  .  Try to remember to say “hello” to the transcriptionist, they can be a very important part of your business and are often forgotten about. It also makes the transcriptionist “feel” like a person. If you don’t know who will be doing your dictation at least say “hello and good day”.
· .  .  .  Take the time to make yourself a crib sheet for when you start dictating that includers all the important information on it, that way you won’t forget yourself and it makes it easier for the transcriptionist as well.

· .  .  .  Always state then spell full details of: addressees, full name, proper mailing address etc., while these may be familiar to you they very possibly aren’t for the transcriptionist. Remember in today’s age your dictation may not be done by someone local.
· .  .  .  If possible try and be consistent in your approach. This will make it easier for the transcriptionist to get the “hang” of your dictations.
· .  .  .  Remember to speak clearly and at a regular pace. It doesn’t make it easier for your transcriptioinist if you rush or if your exagerate the pauses.
· .  .  .  Pause slightly before stopping and starting your recorder.  This will prevent your words from being “clipped.”

· .  .  .  Speak with inflection in your voice.  It’s surprsing how this makes it so much easier to type your work. Monotones put transcriptionists to sleep and also put them off doing your dictation.
· .  .  .  be the right distance from the microphone, being too close or too far away makes it difficult for your transcriptionist to hear what you want to say.

· .  .  .  Where possible edit out your errors.

· .  .  .  Do spell unusual words or terms that your transcriptionis is not familiar with.
· .  .  .  Try to remember to include the punctuation, this is especially important when you want a new paragraph.

· .  .  .  Remember to “open” and “close” quotation marks and brackets.

· .  .  .  Service your dictation equipment at least yearly. Plan to do it when you’re away on vacation.

· .  .  .  If you are feeling brave, get a dictation from a collegue and have a go at transcribing it. This will be a real eye opener for you.
Please Do Not ...  
· .  .  .Use old tapes. While this may not seem important at the time, you’ll be amazed at the difference it can make to your transcription.
· .  .  .Dictate where it’s noisy. It’s hard for the transcriptionist to work out what you are saying if there is a lot of background noise.
· .  .  .Speak clearly. If you feel the need to mumble because of where you are then that’s not the right place to be dictating.
· .  .  .Eat, drink or chew gum while dictating.  If necessary pause every so often and have something to drink.

· .  .  .Try to spell words if you’re unsure of their spelling. If you do spell the word and aren’t sure of the spelling tell the transcriptionist, who may well be able to find the correct spelling if the word is said clearly 
· Say "period" when you want to end a sentace. This is ambigous and can cause confusion. Rather say “stop” or even better say “full stop”.
· .  .  .Shuffle your papers, or make sudden loud noises when dictating. Remember this will be amplified for the transcriptionist.
· .  .  .Forget to say "End of Dictation" then the transcriptionist will know there is no more work.
· .  .  .Burp, slurp, cough, sneeze, eat, drink, chew gum, clear nasal passages, "pass wind," urinate or defecate while recording dictation.

· .  .  .Dictate while driving.  It's dangerous and the sound quality is usually poor.

Dictating sound-alike or confusing words 

When a word can be spelt in more than one way please make sure that you either say the word clearly or spell it, this certainly will help the transcriptionist make sure they get the right word.
Here are just a few words of which you should be aware: 

	Confusing and/or Sound-Alike Words

	accede: stick to agreement
exceed: surpass
	accept: receive
except: exclude
	adapt: adjust
adept: proficient

	adverse: opposed
averse: not interested
	affect: change, influence
effect: (v) to bring about (n) result, impression
	all right: all right
alright: outdated usage

	allude: refer to indirectly
elude: avoid
	allusion: insinuation 
illusion: apparition
	already: previously 
all ready: everything prepared

	altar: place of worship
alter: to change
	appraise: value
apprise: inform, notify
	assistants: helpers 
assistance: help

	capital:seat of government; money
capitol: building where legislative body meets
	cease: stop 
seize: apprehend
	cite: speak of 
sight: vision 
site: location 

	complement: collection 
compliment: praise
	continual: happens frequently in time: close succession
continuous: uninterrupted
	council: praise 
consul: ambassador 
console: comfort 
counsel: advice

	descent: decline 
dissent: disagree 
	disapprove: condemn 
disprove: discredit 
	elicit: extract 
illicit: illegal

	eligible: qualified 
illegible: indecipherable
	emigration: moving from a country 
immigration: moving to a country
	eminent: outstanding, revered
imminent: threatening to happen soon

	farther: forward 
further: additionally
	floe: large sheet of floating ice 
flow: move, run freely, circulate 
	formally: in a dignified way 
formerly: previously

	imply: speaker implies (suggests)
infer: hearer infers (perceives)
	incidence: occurrence 
incidents: situations
	lay: to set down, to place or put an item down
lie: to recline

	passed: go by 
past: earlier
	principal: first in authority; main participant; amount of a debt less interest
principle: basic truth or assumption
	pray: to ask for by prayer or supplication
prey: animal hunted or caught for food; victim

	residence: dwelling 
residents: occupants
	right: correct 
rite: ceremony 
wright: worker 
write: compose
	their: posessive form of “them” 
they're: they are 
there: at that place 

	stationary: not moving: fixed
stationery: writing material: letterhead, envelopes, etc.
	suit: a set of clothes; legal action
suite: number of items making up a set, series, or sequence
	waiver: the giving up of a claim
waver: to hesitate; also tremble or quaver

	through: by way of 
threw: tossed
	whose: of or relating to whom 
who's: who is
	your: of or relating to you 
you're: you are

	 
	 
	 


The above table contains content from: Webgrammar's Place
Dictating Numbers 
When dictating numbers remember that some can be easily confused with others. If possible remember to say the number and then say which numbers you mean.
Here are some examples of how you should say numbers: 

Number                Dictate
15 ...........................   "Fifteen.  That's one, five."
50 ...........................   "Fifty.  That's five, zero."
17 ...........................   "Seventeen.  That's one, seven." 

Do feel free to repeat the number to be sure that the transcriptionist has got it correctly.

The International Alphabet
If you know it please try and use it, it certainly will make life easier when being used for referrence numbers.
The International Alphabet as adopted by the United Nations 

	A 
	ALFA
	(AL FAH)
	N 
	NOVEMBER
	(NO VEM BER)

	B 
	BRAVO
	(BRAH VOH)
	O 
	OSCAR
	(OSS CAH)

	C 
	CHARLIE
	(CHAR LEE)
	P 
	PAPA
	(PAH PAH)

	D 
	DELTA
	(DELL TAH)
	Q 
	QUEBEC
	(KEH BECK)

	E 
	ECHO
	(ECK OH)
	R 
	ROMEO
	(ROW ME OH)

	F 
	FOXTROT
	(FOKS TROT)
	S 
	SIERRA
	(SEE AIR RAH)

	G 
	GOLF
	(GOLF)
	T 
	TANGO
	(TANG GO)

	H 
	HOTEL
	(HOH TELL)
	U 
	UNIFORM
	(YOU NEE FORM)

	I 
	INDIA
	(IN DEE AH)
	V 
	VICTOR
	(VIK TOR)

	J 
	JULIETT
	(JOO LEE ETT)
	W 
	WHISKEY
	(WISS KEY)

	K 
	KILO
	(KEY LOH)
	X 
	X-RAY
	(ECKS RAY)

	L 
	LIMA
	(LEE MAH)
	Y 
	YANKEE
	(YANG KEY)

	M 
	MIKE
	(MIKE)
	Z 
	ZULU
	(ZOO LOO)


 

In Closing .  .  .  
Dictation is a skill that can easily be learned and always improved upon.  If you make the effort to improve just a little bit, the reports you get back will be improved a lot in comparison. This will save you an immense amount of time as you will not have to spend time correcting your work so much. Not only that but your transcriptionist will also really enjoy doing your work.
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