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Dear Student,  
 
We welcome your interest in the field of Medical Transcription and are here to assist 
YOU in making an excellent decision in your MT education.  
 
We understand the dilemma that new students face in trying to figure out what kind of 
education they need to be successful in this field.  It’s difficult to find good information 
when you are new yourself to whole idea of MT.  
 
As a Certified Medical Transcription Instructor and experienced college MT instructor, I 
have put together this informative e-book of quality information  with which to make the 
right decision for YOU about YOUR training for a lucrative career.  
 
In this informational packet you will find information about the career choice of MT.  
You will also find a myriad of information about our school and how it differs from other 
courses in particular.  Please take your time in reading over all of this information 
and be sure to give me a call if you have any further questions. 
 
I wish you the best in your decision making process. 
 
Sincerely, 
 

Margery Hinman 

Margery Hinman, CMT, Ph.D., Director 
MT Advantage Career Center 
(877) 336-8222 
www.mtacc.net 
 



 
 

MT Advantage Career Center �Â���&�R�Syright 2004-2009 �Â�$�O�O���5�L�J�K�W�V���5�H�V�H�U�Y�H�G���Â���9�H�U���������� 
 
 4

Introduction  
 
What is Medical Transcription?               
                         

Every time a doctor examines or consults with a patient, whether in a hospital, an office, 
a nursing home, or for a diagnostic procedure, a record must be kept of that visit.  The 
medical record details things such as the date of the patient’s visit, the patient’s condition, 
the patient’s statements, the physician’s physical findings, and the plan of treatment the 
doctor recommends. 

Years ago, doctors hand wrote all this information in the patient’s medical chart.  Now, 
with modern technology, doctors simply dictate their findings into a tape recorder or 
digital recorder and employ medical transcriptionists to transcribe these findings.  The 
result saves valuable time for the physician, allowing him to see even more patients. 

Doctors aren’t the only ones who dictate reports -- nurse practitioners, physicians’ 
assistants, registered nurses, licensed practical nurses, and other medical professionals 
dictate reports for their physicians.  Because of this, even a small practice can generate 
literally hundreds of reports in a day’s time. 

Most practices request a 24-hour turn-around time for their work, making digital dictation 
the fastest, most efficient way for the physician to send work to a transcriptionist for a 
timely turn-around.  In some cases, such as impending surgery, a physician needs STAT 
(immediate) turn-around of a report.  In cases such as this, the digital dictating system 
helps a transcriptionist complete vital reports minutes after they’re dictated.  With MT 
Advantage Career Center, we’ll help you learn how to use digital dictation and how to 
deal with STAT reports. 
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Is This an Industry Here to Stay? 

According to the predictions of the United States Department of Labor, this industry will 
expand at a greater than average rate through the year 2012.  The health care 
industry will need 158,000 more professionals in this field to keep up with baby boomers 
that are becoming senior citizens and will require more medical care.  In this profession, 
there is great demand for qualified personnel, and much job security for those who meet 
the need and produce quality work. 

Are you ready for a new career?  This e-book will explain what medical transcription 
is, what the work-at-home MT does during her workday, and what YOU need to 
become successful in this career.  With years of experience behind us, we know ALL 
the tricks of the trade.  Everything YOU need to know to succeed in your new career is 
right HERE. 

For more information, please visit http://www.bls.gov/oco/ocos271.htm and 
http://www.bls.gov/opub/ooq/2001/Fall/art06.pdf. 
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What does a Medical Transcriptionist do? 

Let’s use a taped dictation as an example.  Very simply, the medical transcriptionist takes 
the tape and inserts it into his/her transcriber.  (A transcriber is a tape recorder that can be 
operated with a foot pedal instead of using the fingers.  It’s made especially for 
transcriptionists.  MTACC has high-tech versions of these available to our students.)   

The transcriptionist puts on headphones attached to the transcriber and pushes the pedal 
with her foot.  As the tape begins to play, she hears the doctor’s dictation.  Because she’s 
trained in the art of medical transcribing, she quickly transfers information to the 
appropriate places in the computer, making sure all information is correct.  Medical 
transcribing is more complex than data entry and goes beyond copying data from paper 
into a computer.  A transcriptionist hears full sentences and thought processes about 
a patient which makes the job much more interesting than data entry.  

Many transcriptionists work from home offices rather than commuting to a clinic or 
acute-care facility on a daily basis.  The technology has enabled transcriptionists to work 
for companies in remote locations, all from the comfort of a home office.  The MT 
Advantage program teaches you how to work from home as well as from a physician’s 
office, clinic, or hospital – the choice is yours! 
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The medical transcription profession is both lucrative and challenging.  To do your best 
at the job, you’ll need commitment and a burning desire to produce quality 
documentation for the medical professionals who hire you.  This is not a profession to 
be taken lightly, nor is it one that an individual can enter without the proper training. 

 

How much can I make? 

The burning question!!  A beginning medical transcriptionist can make up to $10.00 an 
hour depending on the area of the country in which she lives.  However, most medical 
transcriptionists don’t work for an hourly wage – they work on production.  This means 
they’re paid according to the number of words, lines, or pages they type.  Obviously, in 
this situation the transcriptionist needs to accurately transcribe as much information as 
possible in a short time.   

This is where expert training is important – you should be trained in ALL aspects of 
medical transcribing so you can make the most money quickly.  You must learn 
about medical terminology, diseases and conditions, diagnostic tests, drugs, and 
laboratory data, as well as grammar and punctuation.  In addition, the best courses 
teach you shortcuts, macros, and other tricks of the trade to get your volume as high 
as possible in the shortest time.   

Our motto is “Work Smarter, Not Harder.”  

Experienced transcriptionists who have the proper training and shortcut skills can easily 
make $40,000 to $50,000 a year.  Medical transcription service owners can make over 
$100,000 a year and more (as I have!) 
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General Information about MT  
 
 
Basics 
 
Medical Transcription is the transcribing of audio recordings (dictation) of physicians 
into printed reports, which then become part of a patient's permanent medical history.  
This is accomplished using a transcriber (a tape recorder with headset and foot pedal for 
modulating tape speed); the MT listens to a physician's dictation and types the spoken 
words into printed format.  The format differs depending on the type of report that is 
dictated.  Quality transcriptionists are in high demand in today's work place as the 
health care industry grows and the insurance industry requires more documented 
information.  
 
Working at home has become a trend that has successfully allowed individuals to earn a 
substantial income while being available for their family needs.  While some MTs may 
work in a doctor's office or hospital setting, the unique work required of a transcriptionist 
lends itself ideally to a home office.   
 
In the traditional situation, the transcriptionist will pick up the dictation tape in the 
morning, transcribe the dictation during the day and return it the following morning (most 
situations require 24-hour turnaround) when a new set of tapes is picked up.  
 
Using new telephone technology, transcriptionists are increasingly working entirely out 
of their home office with no "tape runs" at all.   
 
Using this telephone technology, the transcriptionist picks up the dictation "remotely" via 
her phone line or internet connection via WAV file and returns it by fax, e-mail 
attachment or by logging directly in to the server of the company that he/she is working 
for.   
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This process is called digital dictation and is taught extensively in the MT Advantage 
program.  Digital dictation has enabled MTs to work for any one of hundreds of 
companies throughout the US from the comfort of their own home! 
 
 
* The U.S. Department of Labor has predicted the number of medical transcriptionists 
needed will increase at a greater than average rate through 2012 – a significant 
increase over the number of MTs currently in the field. 
 
* Medical transcription was also named "One of the Top Ten Businesses in 1995" by 
Entrepreneur Magazine. 
 
 
There are several software programs that you’ll be using as a medical transcriptionist.  
You’ll use this in conjunction with a WAV pedal which allows you to control the speed 
of the dictation with your foot while leaving your hands to do the transcribing part.  

 
Many people find that learning the job of a medical transcriptionist takes a lot of work, 
dedication, and time - not to mention some very advanced skills.  By the time you read 
the next section, you will see if YOU have what it takes to make it as a medical 
transcriptionist. 
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Do You Have What It Takes? 
 
Following are some of the most important skills necessary to become a successful 
medical transcriptionist at home. 
 

1. Medium to fast typist or the ability to learn!  Granted, if you are working at home 
nobody will really know how fast you are typing (unless it takes you longer than 
the 24-hour turnaround time to get your work in!).  If you want to make more than 
the minimum wage, it is essential that you type well.  The general guideline for 
MTs is the ability to type 55 words per minute.  Since most MTs are paid by the 
line, this averages out to about $16-27 per hour (at the average rate of $.08-.09 per 
line, which may vary depending on economic condition of your area).  It is easy 
to see how quickly this figure drops, though, if you aren't as speedy!   

 
 
In the MT Advantage Advanced MT program, we include special typing tutorial software 
to help you improve your typing technique and speed. 
 

2.  Know the language (or at least be willing to learn it!)!  This is not as easy as it 
may sound.  Learning medical terminology is not merely a matter of memorizing 
a few hundred words - there are literally thousands of words, and they are mostly 
in Latin!  (This, of course, does not include the thousands of prescription drug 
names!)  But, don't panic.  By learning the prefixes, suffixes and combining forms 
of these words through the MT Advantage interactive program, students can pick 
up this new language easily.  In addition, even MTs who have been working for 
years would be lost without their reference guides and spell-checker software!  
(See section on Tools Required) 

 
3. Common sense and patience!  Sometimes doctors will "stumble" over a word, 

mispronounce it, the tape will skip, background noise will obscure the word . . . 
you get the picture.  An MT must have the ability to use common sense, tenacity, 
and good detective work to determine the correct word.  Many MTs have built a 
network of other MTs that can be contacted when all else fails.  We have often 
picked up the phone from a harried co-worker to hear, "Can you listen to this and 
tell me what he is saying??”  That's the best resource of all!  Our student forum is 
just for that, and instructors, mentors and staff are available to you at all times to 
help you along the way.  

 
4. In addition to these basics, there are numerous other skills -- sharp listening, the 

ability to manage your time, confidentiality, the ability to follow through and 
produce work on deadline and, last but not least, flexibility!  In many cases, 
especially if you are working with a smaller clinic or group of transcriptionists, 
you may have very little work one day and a surplus the next as the doctors get 
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caught up.  In the end, though, YOU are the one who gets to stay home, work 
from your computer and get paid!  Isn’t that better than waiting in rush-hour 
traffic - in 100-degree heat - in a suit?  Still think you've got what it takes?  Keep 
reading to learn what tools you'll need to get started. 
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Potential Income 
 
Medical transcriptionists working from home generally are paid by the line, but there are 
many variations.  Some are paid "production" by the line, character, or page.  Others are 
paid hourly.  The standard varies widely throughout the country - MTs in some areas may 
earn an average of $.06 - .08 per line, while in other areas the standard may be closer to 
$.11 per line.  Check with some of the local transcription businesses in your area and find 
out what they charge per line.  Subtract 20-30% and you will have a rough idea of what 
they are paying their subcontractor transcriptionists.  
 
You can expect double-digit hourly pay after your first few months on the job.  
Experienced transcriptionists do earn those big numbers (some full-timers earn well over 
$40,000 - 50,000 per year), but experienced MTs earn substantially more than beginners - 
for a number of reasons:  First, their pay per line is generally higher because less 
proofreading is required.  Secondly, they produce significantly more work (less time 
spent researching spelling, usage, etc.) so their average pay per hour is higher.   
 
Beginners average about one-quarter to half that for the first month or so until they get 
familiar with the particular dialect and phrasing of their dictating doctor.  As a student, 
we encourage you to ask questions while you are in school, NOT on the job where time is 
money!   
 
Remember, this is YOUR business -- time is money, so the faster you are, the more you 
produce, the more you are paid.  MT Advantage has developed a unique method to 
gradually ease you into transcribing so that by the time YOU graduate, you have the 
experience level of an MT with 2 years experience.   
 
As an experienced MT, your goal should be to get the same amount of work done in half 
of the time as you did when you were learning.  As you gain experience, you will pick up 
many tricks along the way and realize that "time robbers" such as coffee breaks, 
accepting that personal phone call, etc., really DO cost you money!    
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Something else most people don’t consider is the quality of education they receive can 
actually COST them money in the future.  Don’t be afraid to spend the extra money now 
and invest in a comprehensive, expert program. 
 
A note of caution: If someone tries to convince you that this is a "get rich quick and work 
at home" type of business, don't listen!  In order to make money at medical transcription, 
you must be very motivated to learn, a relatively "quick study,” and a good typist.   
 
I have seen a number of nurses, pharmacists and others with significant medical 
background fail because they couldn't train their ear “to hear.”  On the other hand, I have 
seen some slow typists with no medical experience do well because they mastered the 
medical terminology.  This is truly the best job in the world IF you can master both of 
these areas.   
 
MT Advantage has combined typing practice and medical terminology together in such a 
way that you will be mastering both skills simultaneously.   
 
Believe me when I say that there is no better morning commute than from the coffee pot 
to the spare bedroom!  (And a 4-hour workday with no commute leaves a lot of time for 
the important stuff in life!)  
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Tools of the Trade 
 
In order to begin working, or even training, as an MT you will need to assemble a basic 
set of "tools" -- hardware, software and a few reference materials.  There is a list of links 
to find these tools in future sections. 
 
Reference Materials:  It is recommended that MTs have all the following reference 
books or similar publications.  This personal library of reference materials will enable an 
MT to find words, drugs, procedures, abbreviations, etc., in order to transcribe dictation 
as accurately as possible.  Books on specific areas of medicine are also useful, as they 
have a more complete listing of words and procedures for a particular specialty. 
 

�ƒ Electronic Medical Dictionary  
�ƒ Electronic Drug book 
�ƒ Medical Word book 
�ƒ Medical Techniques & Procedures 
�ƒ Atlas of Human Anatomy 
�ƒ Style guide (American Association of Medical Transcription Book of Style) 
 
 
 
 

MT Advantage provides all of the above materials (and more) in the Advanced MT 
package because we KNOW what materials you need to make it in this field.  
 
 
 
Software: 
 

�ƒ Electronic Dictionary / Medical Words Spellcheck software 
�ƒ Word Processor - Both MS Word and WordPerfect are acceptable for medical 

transcription although MS Word is more popular.  
�ƒ Antivirus - As files will be transferred via the internet, they will need to be 

checked for viruses 
 
MTACC provides the Electronic Dictionary you need as well as the Spellcheck software.  
We give you everything you need to be a success in your new career! 
 
 
Hardware:  You may be able to find some of the following items used on E-bay or in 
your local newspaper.  It is also a good idea to have a back-up plan for equipment failure 
problems - a friend, neighbor, etc.  The work does not wait for you to get your equipment 
fixed. 
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�ƒ COMPUTER  - Without getting too technical, your system should be able to 
handle the latest software applications of MS Word.  In addition, you may be 
asked to save files on your hard drive for up to 6 months so you will need 
additional space on your hard drive.  Bottom line: a Pentium-speed (90 or better) 
processor with a 500 MB hard drive would probably be the minimum.   

�ƒ MT Advantage offers in-depth training in MS Word as well as the configuration 
of your computer!  (Over 20 different audio-visual courses!)  Never again be at 
the mercy of your neighborhood computer tech! 

   
�ƒ PRINTER  - A laser or laser-quality printer will be required in most cases.  Ink-

jet printers usually can work just fine.  In addition, keep in mind that you will be 
putting your printer through heavy production, so look for a good printer that can 
handle this without breaking down!  Most laser printers start at the lowest price of 
$400.  Be resourceful. 

 
�ƒ TRANSCRIBER - This looks like a large tape machine, but has a foot pedal for 

modulating speed, headset and several other features that allow speed modulation, 
backspacing, tone, etc.  NOTE: Be sure to get a transcriber that uses "micro" 
cassettes, not "mini" cassettes if you can only afford one.  The majority of 
contractors who still use tapes now use the micros as the mini-cassettes are 
phased out. 

 
�ƒ FAX MACHINE  or FAX MODEM - the price of fax machines has come down 

significantly in the past couple of years and you should be able to find one 
relatively inexpensively.  

 
�ƒ INTERNET ACCESS- If you are planning to work with a contractor outside of 

your home area (which will significantly improve your employment 
opportunities!), unlimited internet access is probably a necessity.  You will 
probably need to email your invoice and/or your work.  In addition, the Internet 
serves as an excellent reference for tracking down current medical information. 
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Advanced Training Material :  Using easy training tapes for your course doesn’t make 
you a good transcriptionist.  Using reports that are “physician dictated” is a MUST.  This 
means you will have all the experiences that real transcriptionists get every day.  Also, be 
sure the course you choose teaches you beginning, intermediate and advanced reports.  
(Some only include a few of each.)   
 
Along with over 2000 practice sentence clips, MT Advantage uses the SUM program, 
which provides the maximum training found in the industry.  This is the Rolls Royce of 
MT training.  We DON’T cut costs by trying to create our own training tapes.   
 
Read more about the SUM program here or by going to www.hpisum.com  
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Pros and Cons �Â���,�V���0�H�G�L�F�D�O���7�U�D�Q�V�F�U�L�S�W�L�R�Q���7�K�H���&�D�U�H�H�U���)�R�U���<�R�X�"���� 
 
 
PROs  
 

�ƒ Work at home.  Save money on commuting costs, childcare, work clothing, 
lunches out, etc.  

 
�ƒ Tax savings.  While we are not qualified to offer tax advice (talk with your 

personal accountant), we can say that a legitimate home business has some VERY 
favorable tax advantages!  

 
�ƒ Schedule flexibility.  In most cases, you decide how much work you are willing 

to take on.  You can also determine your work hours within a general 24-hour 
window (most contractors require 24-hour turn-around M-Th, Friday's work is 
generally returned by Monday a.m.).  Some transcriptionists work from 4 A.M. to 
9 A.M., and others work in the evenings.  Transcription is the perfect home 
business for parents of school-age children, as work can often be completed while 
the kids are at school, sleeping, etc.  

 
�ƒ Less stress.  Many transcriptionists have moved over from high-profile careers to 

transcription at home.  While most any job has its fair share of stress, when your 
work is done for the day - it's done.  There is nothing on your "To Do" list for 
tomorrow.  

 
�ƒ Great income - Potentially.  Remember the skills that are required and the 

discussion on potential income.  The potential is there, but ONLY if you have the 
proper training in the first place.  Be honest about your ability.  BUT, if you can 
do the work, transcription is one of the most lucrative at-home businesses 
available.  

 
�ƒ Nothing to sell!  While researching at-home business opportunities, we found that 

99% of the "legitimate" businesses out there were related to sales.  And not 
everyone likes to sell!  Especially if the business pitch is something like, "Think 
of all of the friends, family, and co-workers that you know!  Hundreds of potential 
clients!  Wouldn't they like the opportunity to buy (insert phone cards, vitamins, 
toys, cosmetics, etc.) from you?"  
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�ƒ Low risk  - Hey, you don't have to quit your day job!  Transcription is something 

that you can, and should, learn while still maintaining a steady income from your 
current job.  You will know when you are good at it -- simply time how long it 
takes to complete a dictation; multiply the lines typed by the average of $.08/line 
and see how much money you will probably earn!  You can even estimate how 
much time you would have to invest to match your current salary or budgetary 
needs.  And don't dive in until you can meet this!  
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A Personal Experience 
 
One transcriptionist studied for several months towards the end of her pregnancy, 
attended a local college one night a week for a medical terminology class, and practiced 
her training while on maternity leave.  By the time the baby was two months old and she 
was nearing time to return to work, she was ready to give up her day job and work from 
home.  
 
Another transcriptionist studied for nearly 4 months, and then "worked" for free by 
transcribing practice tapes in her spare time for a local transcriptionist.  In return, she 
received her transcription back, with corrections made and lots of free advice.  The extra 
"unpaid work" paid off when she became good enough to quit her day job!  
 
Legitimate business with a defined need - and growing . . . just check your local 
newspaper.  The average city newspaper will have 5-10 advertisements weekly for 
transcriptionists.  True, some of them specify "in-house,” meaning they don't want you to 
work at home - but these positions are dwindling, as experienced transcriptionists pass 
them up for work-at-home positions.  Most contractors have concluded that, in order to 
get quality work, they must allow for outside subcontractors.  Our Expert MT Course 
offers job placement assistance.  While we can’t guarantee employment at the end of 
your education, we do have companies waiting to hire our students if there is availability.  
We don’t drop you there!  MT Advantage is devoted to the success of our students.  
 
In addition, your telephone book will probably list at least several transcription 
companies, and they are always looking for qualified help.  Most of their experienced 
employees do work from home (hey, it saves them money, too!).  Beginning 
transcriptionists will find a good mentoring opportunity by partnering with a company 
"in-house" for a few months.  Be sure to check with your local hospitals and clinics to see 
if they offer MT training and/or internships.  
 
Lastly, there are literally hundreds of physicians in the average city, and the majority of 
them employ transcriptionists, especially since more and more insurance companies and 
HMOs require typed reports (for accuracy) as opposed to the old "handwritten" reports.  
The need for transcriptionists is expanding, and contractors are willing to pay more - and 
allow the freedom of home-based businesses in order to get quality work!  The MT 
Advantage program offers instruction in placing bids to health care providers along 
with sample letters to assist you in your search for a contract.  
 
A word of caution- don’t try to start out by contracting directly with physicians "right out 
of training” unless your MT school teaches it.  You will need to establish a strong 
network of experienced transcriptionists to help you negotiate the learning curve.  The 
best way to do that is to work with a local transcription group, hospital, or clinic before 
"going it alone,” or sign up with an ADVANCED transcription program like MT 
Advantage Career Center. 
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CONs  
 

�ƒ No company benefits package.  As a subcontractor, you are on your own when it 
comes to health insurance, life insurance, retirement planning, etc.  Also, don't 
expect sick pay or paid vacations/holidays unless you work as an employee.  
(Note:  There are MANY employee positions that will still allow you to work 
from home.)  

 
�ƒ "Time off" may be limited .  This will depend on your situation, but generally 

the smaller the group, the more difficult it is to get time off since someone else 
will have to pick up your workload.  If you are not working in a group at all, but 
directly with one or two physicians, you will have to find another qualified 
transcriptionist to cover in order to take time off.  Many independent 
transcriptionists work vacations around their physicians’ scheduled time off.  

 
�ƒ Workload may be sporadic.  Again, this will depend on the physician or group 

that you are working with.  Some physicians dictate very consistently, every day.  
Others dictate several days at once.  If this is a potential problem, be sure to 
address this before accepting a subcontractor position.  MT Advantage teaches 
several methods of solving this problem.  

 
�ƒ Some initial investment is required.  Training and reference materials, office 

supplies and equipment will be required before you are able to accept even your 
first subcontractor position, although the "start-up" costs for this business are 
among the lowest of any business.  However, you'll probably enjoy a very fast 
return on your investment.   

 
Most business advisors tell small business owners to plan on one year or more 
before actually showing a profit, but a home transcription business will 
typically pay for the start-up costs in less than a month to six weeks, and be 
consistently profitable from then on - which is really quite an impressive 
achievement for a home business!  If you have worked with a quality course that 
teaches EVERYTHING, your return on investment may be faster than that.  
(Make sure the course you choose teaches computer training, grammar and 
punctuation, MS Word training, FTP training, laboratory and pathology training 
among just a few of the things to watch for.) 

 
 



 
 

MT Advantage Career Center �Â���&�R�Syright 2004-2009 �Â�$�O�O���5�L�J�K�W�V���5�H�V�H�U�Y�H�G���Â���9�H�U���������� 
 
 21

 
Training  

 
It is very important to obtain comprehensive medical transcription training through an 
excellent training program like MT Advantage Career Center.  You should find a school 
that offers job placement assistance and that teaches all aspects of medical 
transcription including the technical side of MT.   
 
You cannot possibly pass an MT test with a company if you do not understand what 
FTP is or how to use it.  This is a very important aspect to your overall training.  
Also, you should choose a school that offers some type of real work experience at the 
end, so that you can ease into a real work environment.  Make sure that the course you 
choose is comprehensive in scope.  Do not allow price to be your guide when choosing a 
medical transcription program.  Remember, you get what you pay for.  
 
On the other hand, do not think that just because a program is priced HIGH, it is better 
than the rest!  In our old MT service, we hired graduates from ALL the top schools 
and believe that NONE beat the MT Advantage expert MT program. 
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Getting a Job! 
 
Get your resume together, and then submit it online!  These sources post hundreds of new 
medical transcriptionist jobs every week, so be sure to bookmark the following links and 
check back often!  
 
Following is a sample of a resume that a candidate would use after following these 
guidelines, and perhaps picked up some mentoring and a community college level 
medical transcription course along the way. 
 

Jane Doe 
1234 Any Street 

Any town, NM  00000 
(555) 555-5555 

 
Objective: Entry-level home-based medical transcriptionist.  Willing to train in-house and 
test for proficiency.  
 
Home office includes: …(This indicates that you are serious about pursuing a career in 
this field, that you have trained and that you are already set up to handle work 
immediately).  
 
Hardware: 333 MHz computer with 6.4 G hard drive, HP 3P Laser printer, WAV pedal.  
Software: Windows 98, Microsoft Word 2002, Stedman's Medical and Pharmaceutical 
Spellchecker, unlimited Internet access, 56.6 fax modem.  
 
Reference library includes: PDR, Dorland's Medical Dictionary, The Merck Manual, The 
Medical Word Book, and the Surgical Word book.  
 
EXPERIENCE:  
 
March1999 - August 1999 (The name of your business)  
Any town, NM   
Transcription of various physicians to acceptable proficiency level.  
(If you had a "mentor" medical transcriptionist who checked your work, be sure to list 
them here.)  
 
Related Experience:  
(Be sure to list any secretarial or medical-related job experience here)  
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EDUCATION:  
January 1999 - April 1999    Your reputable MT school name here        
Medical Terminology   
GPA:  4.0  
 
 
Skills:  Basic medical and pharmaceutical terminology.  
Typing speed: 60 wpm.  
 
Other Experience:   (Include previous work history, but don't go back too far - it's not 
important.  Keep it short and sweet, preferably 1 - 2 jobs, and 1 - 2 lines each).  
 
References: Available on request. 
 
 

   �•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•�•  
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Where to Search for Jobs: 
 
Search for Medical Transcriptionist and other work-at-home jobs:  
 
* Jobsonline (http://www.jobsonline.com) - Post your resume, research salary 
information for thousands of jobs.  All services are free.  
* MT Jobs Classifieds (http://www.mtjobs.com) - An excellent source for nationwide MT 
jobs.  After you add your resume to their database, you will receive the MT Jobs 
newsletter, a weekly e-mail of new MT jobs listed for that week.  
* Monster Board 
http://jobsearch.monster.com/jobsearch.asp?cy=US&q=medical+transcriptionist&x=75&
y=15)  
* MT Daily Recruiting Board http://www.mtdaily.com/mtjobs.html 
 
Also:  
 
Local classified newspaper listings.  
Send resume to local hospital and clinic Human Resource Departments.   
Ask to put a flyer in the doctor’s lounge at your local hospitals. 
 
The list goes on and on! 
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The Process 
 
There are a few different ways to do medical transcription from your home.  Technology 
allows our generation to do medical transcription from home regardless of where we are 
located.  Below I will explain a few of the different types of processes that you will have 
the option to choose from. 
 
One-on-one with a physician or multiple physicians 
 
In this scenario, you will most likely be using a micro-cassette tape.  The doctor will 
speak into a tape recorder or dictation machine, and he will record the medical records of 
the patients that he has seen that day.  The transcriptionist is then responsible for 
retrieving the tape from the physicians office, transcribing it, printing out the information 
on the appropriate material or paper, and delivering the finished product to the 
physicians' office within the agreed upon turn-around-time.  The transcriptionist would 
simply use a micro-cassette transcriber machine to listen to the dictated tape while typing 
the information spoken by the doctor.  You will typically type the entire tape in one 
document or file.  I recommend using an easy to remember system for saving the 
documents.  One way of doing this is to use the initials of the physician and the date. 
 
For example:  JD0303 
The example is for a medical record completed for John Doe, M.D. on March 3rd. 
 
This will enable you to track any questions that the physician’s office may have.  I save 
the documents for a minimum of three months (although I recommend six months) in 
case the physician has any questions that need to be addressed or needs reprints.   
 
Working for a service 
 
Working for a service has some advantages; however, the price per line that you receive 
is typically less than when working on your own.  Some advantages of working through a 
service are listed below: 
  

�ƒ The service is responsible for all contact with the physicians.  This includes 
customer service, billing, etc. 

�ƒ The service is typically responsible for all printing.  Therefore, you have no 
printing costs. 

�ƒ The service will sometimes provide the transcribing equipment or offer it to you 
at a low lease rate. 

�ƒ If you are afraid to approach physicians for their business, it will be much less 
intimidating to apply with a service. 

�ƒ Working through a local service using the micro-cassette system 
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If you live in a moderately sized city or in an area with many physicians, there are 
typically typing services that provide physicians with medical transcription services.  You 
can look in your yellow pages under typing services, transcription services, or even 
medical transcription services to find out more about the services in your area.  This 
situation would be just like working one-on-one with a physician, except for the fact that 
you would be retrieving and delivering your information to the transcription service.  
Often times, you will deliver your work to the transcription service on a disk, and the 
service will be responsible for printing.  In this scenario, the transcription service will 
often provide you the transcriber machine at a small monthly fee.  The service will 
generally let you know how long you are responsible for keeping the information saved 
on your computer.  The service will probably also have ideas on how they would like for 
you to develop your file system for saving documents within your particular word 
processing software. 
 
Working through a service does not mean that you will be an actual employee.  Often to 
avoid having to pay benefits (social security, Medicare, etc.) the service will hire you as 
an independent contractor.  This means that you will still be responsible for self-
employment taxes and other responsibilities of owning your own business. 
 
Working through a service or for a national MTSO (Medical Transcription Service 
Owner) 
 
Many services provide options that allow transcriptionists to work for them from 
anywhere without ever leaving their home.  This sounds complicated, but the technology 
that is used for this really is not that difficult to learn.  The expense for this technology 
varies, as each service has different options regarding this aspect.   
 
I am going to explain a few of these technology options in order to make you aware of 
the opportunities offered from these types of services.  Some services use a Dictaphone 
and a modem that will allow you to retrieve and deliver your information without actually 
leaving your home or office.  The Dictaphone is a machine that looks somewhat like an 
enlarged telephone with extra features.  The Dictaphone does require a phone line.  There 
are no physical tapes involved in this system.  You use the Dictaphone to dial to the 
information base where there is generally a pool of typing for you to retrieve work from.   
 
You will have a code that you will then type in to receive the appropriate work.  You 
have headphones just like a regular transcriber machine that you use to listen to the 
recorded data.  Once you have finished typing your assigned work, you can then use a 
modem to send the typed product to the service or organization for which you are doing 
the work.   
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Work from Home via Wav Pedal  
 
Another technology that is currently being used is simply plugging a transcribing foot 
pedal into the sound card on your computer.  This option still requires you to have a 
modem and phone line, and works much like the dictaphone in that you can listen to the 
physician, fast forward, rewind, etc. just as if you were listening to an actual tape.  If you 
live in a remote location, this is definitely the route to take.  In this situation, you could 
use the Internet to do work across the nation without leaving your home.  Each service 
may have somewhat of a different set-up, but do not worry because they will provide you 
with the information necessary for you to use the appropriate equipment, and let you 
know what equipment they require in order for you to complete the process successfully.  
We will explain these things and more in our course and on our MT Advantage Student 
Forum.  Not only do we explain in detail, you will also do your MT practice via FTP to 
make SURE you know how to do it!  
 
Applying for work with a service 
 
Often services advertise that they are only interested in those transcriptionists with two 
years or more experience.  Don’t let this intimidate you!  Fortunately, there is currently 
such a huge demand for good transcriptionists that it is very likely that you can get work 
without having actual employee experience as a transcriptionist.  However, you do need 
to be trained and prepared before applying with a service.  MT Advantage not only has 
superior training, but our unique work simulation program will ease you into a real work 
environment slowly.  
 
If you are applying with a local service, most often the service will have you come into 
their office to take a short test.  This will probably consist of transcribing from a five to 
ten minute dictated tape.  The service will be interested in your spelling, grammar, 
listening ability, etc.  They do not expect a newcomer to get everything correct, but are 
looking for someone that will easily train and fit into their system.  Often the service will 
pay the transcriptionist a reduced rate per line during a "training period.” 
 
If you are applying for a position with one of the national services, you will most likely 
be mailed a "test packet" to be completed within a few days of you receiving the 
information.  Typically, the service will encourage you to use any resources that you have 
available to complete the tape and test except for another transcriptionist.  These would 
include your terminology book, dictionary, Stedman's software, etc. 
 
Remember in both of these cases that the service is more interested in accuracy than 
speed.  Speed will come with repetition.  
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Questions to ask when applying with a service 
 

�ƒ Does the service consider you as an employee or independent contractor? 
�ƒ Does the service provide employee benefits to full-time employees? 
�ƒ How many hours or lines are necessary to be considered a full-time employee? 
�ƒ How is the line count calculated? 
�ƒ What resources will be available from the service? 
�ƒ What is the required turn-around-time on transcription? 
�ƒ What rate will you be paid per line? 

 
Printing your typed documents 
 
Different physicians have different preferences regarding the material that their dictation 
is printed out on.  Most use plain white laser printer paper.  However, some use sticky 
labels that are shaped like the printer paper.  You will be able to use the sticky labels in 
most printers; however, I would recommend checking with the manufacturer of your 
printer before trying this. 
 
Billing for your services 
 
In some cases, you may be paid a monthly or bi-monthly salary for your transcription 
service.  However, in most situations, you will be responsible for billing the service, 
medical organization, or physician for the work that you have completed each month.   
 
The traditional way to do this is to bill by the line for the work that you have completed.  
I have found that this is a very controversial subject between services and physicians.  In 
both Microsoft Word and WordPerfect there is a function under "Tools" that allows you 
to count the lines within your documents.  However, this "tool" usually also counts the 
blank lines.  Therefore, you must subtract the appropriate amount of blank lines from 
each patient.  There are special MT programs out there that WILL count the lines 
for you so you don’t have to worry about this. 
 
In most cases, I have found that services count half lines as full lines, and in some cases, 
they even bill for intermittent blank lines.  However, I recommend billing your clients 
according to the line count function in your word processing software minus all blank 
lines.  I also recommend billing for your services on the last day of each month with the 
bill being due to you in seven working days.  I have included a sample bill in your 
"marketing tools" at the end of this guide. 
 
MT Advantage’s final module includes how to work from home, including all aspects of 
billing, so don’t worry about this right now.  
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Tape Schedules/work turn-around time 
 
If the type of transcription you choose does require tapes, then you will have to agree 
upon a tape pick-up schedule with whom you are working.  Your tape pick-up schedule 
will depend on the agreed upon turn-around-time.  If you have a 24-hour turn-around-
time, then you will probably pick up tapes each day.  However, many physicians do not 
dictate daily.  Often they will require you to pick-up tapes a couple of times a week.   
 
If you are working for more than one physician, I recommend agreeing upon certain days 
for pickup for each physician.  Therefore, you can pick up tapes on Tuesdays and 
Thursdays for one physician and Mondays, Wednesdays, and Fridays for the other 
physician.  If you simply wait for the physician to call you for sporadic pickups, then you 
may encounter a situation where you will have no work to do on Monday and Tuesday, 
but then receive two tapes from each physician on Wednesday.  If this happens, you may 
have a hard time honoring your agreed upon turn-around-time because of the enormous 
amount of work for that day. 
 
If you are not using tapes, you will still have a required turn-around-time for your work.  
This simply means the time that you are allowed to get the transcription back to the 
physician or service for which you are working.  Typically, you will have between 24 and 
72 hours depending on each particular situation. 
 
Work-at-home MTs using FTP have a much easier time since courier service is not 
needed.  Another advantage of using FTP is that you can work for a service across the 
country!  That’s not one of the things you can do with tapes! 
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Home-Based Business Information 
 
 
Many people get a great deal of satisfaction in owning and operating their own business.  
According to Al Shapero, a specialist on small businesses and an Ohio State University 
management professor, Entrepreneurs "...are the most obvious example of people who 
have taken apparent control of their own lives.  To study them for any length of time is to 
gain the illusion that the world is divided into two categories of people:  those who act as 
if they have free will, and all the rest.”   
 
One of the first things that may come to mind as you think about starting your own 
business is independence!  When you run your own business, there is no other boss 
telling you where you need to be at what time doing whatever.  You become your own 
boss and manager.  It is you who decides what hours to work, and to a great extent, how 
much you will get paid!  Although more people probably go into business for themselves 
because of the independence it affords them, this independence alone won't make the car 
payments, purchase a new VCR, or put food on the table.  Most people also go into 
business for themselves to make money.  Margery Hinman, CMT, Ph.D., owner and 
founder of MT Advantage, also founded Tidewater Medical Transcription Service, which 
was one of the largest medical transcription businesses in Virginia until it was sold in 
2004.  What better way to learn about becoming a business owner than from one? 
 
With lay-offs and downsizing having occurred often in the 90's, employment security is 
something almost everyone considers now.  From the top managers of Fortune 500 
corporations to the hourly worker struggling to make ends meet at many companies, the 
prospect of guaranteed lifelong employment is about as realistic today as making a killing 
selling manual typewriters.  Times have indeed changed!  Running your own business 
may look very attractive in view of a somewhat "iffy" future with a current or prospective 
employer. 
 
And then there's status!  People who operate their own business are often looked up to by 
others in the community.  They are seen as having something a little extra, to be able to 
start, own, and run a company, rather than working for someone else.  Successful 
business owners are automatically elevated in many people's minds to a position as a 
leader, rather than just as a follower.  "They did it on their own."  We all enjoy some ego 
satisfaction now and again (constantly!), and owning and operating a business may be 
just the ticket. 
 
Yes, there are many positive reasons for considering starting and running a self-owned 
medical transcriptionist business.  It can even be fun.  Another attractive aspect for many 
is that an independently owned business can involve other family members.  This could 
be your spouse on a full time basis, or the children a few hours on weekends. 
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One thing you should not have very high on the list of attributes to running your own 
business is instant wealth.  Oh, it could happen, but realistically, most small businesses 
take a while to establish themselves and become profitable.  There's a lot of work along 
the way.  It may take as long as 2-3 years before a homegrown enterprise flourishes.  Any 
idea that starting a small business is going to blast you into the money should be dispelled 
early on.  It's not likely to happen. 
 
The truth is that about four out of five new businesses fail, often within the first year.  
This is not meant to discourage you!  On the contrary, it is to get you thinking in the right 
direction.  Most businesses that fail do so for reasons that could have been prevented had 
the entrepreneur done just a few things differently.  One thing you don't want to do is lose 
your shirt (or pants)!  The idea of running your own business is to improve your lot in 
life, not make matters worse.  Fortunately for us, the medical transcription business 
does not take a lot of capital to get started.  (If it had, I may never have gotten started!) 
 
Mortimer Levitt, author of the book "How to Start Your Own Business - Without Losing 
Your Shirt," says there are two major steps to productive results when starting a business:  
Conception and Successful Execution.  However, before even considering these 
necessary phases, you must ask some major questions yourself.  The answers will help 
you decide whether to even start out on a business venture in the first place.  Some of the 
answers may be easy to come by; others may take a bit of research and even soul 
searching.  The main point is to be brutally honest with yourself.  You are the primary 
player who will win or lose at the game of starting your own business. 
 
Unfortunately, there are no cookbook approaches to starting a business; each has unique 
circumstances.  Only you can make the decision as to whether self-employment is or is 
not the right choice for you.  The information presented here is NOT all encompassing.  
Rather, it is meant to give you some ideas to think about, suggest some approaches you 
might take, and advise how you might obtain additional information about starting a 
business, before you take the plunge. 
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Important Questions 
 
Please seriously consider the following questions in trying to decide whether starting a 
medical transcription business is right for you.  These are not in any particular order of 
importance. 
 
Do I have the will and stamina to keep going when things get tough? 
 

�ƒ They will get tough!  It is almost certain that somewhere along the line in starting 
a business, difficulties will arise.  These may be financial, but often they are 
unforeseen glitches that slow down progress or seem like a complete obstacle.  
Are you the type of person who gets easily discouraged, or one who seems to 
thrive on problems?  Since you are reading these materials, you are most likely 
someone who likes to figure things out and solve problems.  So much the better; 
you'll be doing your fair share of problem solving in setting up a business.  Recall 
the expression, "When the going gets tough, the tough get going."  Is this true for 
you? 

 
�ƒ If you want to open and run your own business, you should realize at the outset 

that it will never be a 9 to 5 job.  Especially in the beginning, you will need to be 
very highly motivated, with tons of drive, determination, and concentration to get 
ahead and succeed.  You need the energy of a sprinter and the stamina of a 
marathon runner, plus the toughness to play hardball when you enter the business 
world. 

 
�ƒ In short, as Mortimer Levitt states in his book mentioned earlier, you pretty much 

need a relentless, all-consuming drive to get your business off the ground. 
 
 
Am I willing to listen to the opinion of others? 
 

�ƒ This is an essential ingredient to starting a business:  willingness to consider what 
other people have to say.  That's not to say that everything everyone else says is 
necessarily valid.  You'll probably get some advice that is best ignored altogether.  

 
�ƒ What we are really talking about here is paying attention to what those in the 

know have to say about the various aspects of starting and running a business.  
Sound advice from those that have been there and are, today, successful is an 
important ingredient in determined whether you should even take the first step.  
Should you decide to take the plunge, guidance and suggestions from others can 
be a big help in making the right moves and avoiding the snake pits. 
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What is it that I can offer customers that will make them want to give me their Medical 
Transcription business rather than going elsewhere? 
 

�ƒ This is one of the key questions you need to consider.  A business won't get off 
the ground if there are no customers who want what you are offering.  You need 
to fulfill some want or desire to attract customers that are willing to pay for your 
services. 

 
�ƒ Now it could be that you live in some area where there just isn't another Medical 

Transcriptionist readily available.  Maybe that location is what you can offer your 
customers. 

 
Another possibility is to specialize in some area of Medical Transcription.  For example, 
you might offer 24-hour turn-around service, or specialize in a particular area such as 
Cardiology or OB/GYN. 
 
There are many other areas in which you might specialize.  That is not to say that you 
must specialize, but often in business it can be important to offer some unique service or 
value that is otherwise unavailable. 
 
 
 
How well do I know my competition? 
 

�ƒ You need to know with whom you will be competing in the area of Medical 
Transcription.  What services are already available and at what price (e.g., free 
pick-up and delivery of cassette tapes, FAX or modem-to-modem transfer of 
files?)  This is a question you will continually have to ask even after you open a 
business. 

 
�ƒ The business world is never stagnant; what's true today is bound to change 

tomorrow.  You have to be ever watchful and knowledgeable of your competition 
to get ahead and stay ahead.  Even after your business is off and running, you 
must be continually alert to changing trends, and be able to change the nature of 
your own business in order to keep current.  Your business must continue to offer 
something for which customers will come to you. 

 
 
 
How confident am I of my Medical Transcription skills, knowledge, and abilities? 
 

�ƒ Just because you've completed a Medical Transcription course, or you have 
looked through a few books doesn't necessarily mean that you're ready to go 
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"live" and set out on your own.  Gain some experience first.  You could work 
part- or full-time for an existing Medical Transcription Service. 

 
�ƒ You also need to continue your education in Medical Transcription.  You have 

probably already built a foundation for your knowledge, but you need to stay 
current, e.g., staying abreast of new drugs, and procedures.  Join the 
AAMT /AHDI .  You receive a quality journal that is full of new information on 
new drugs, procedures, hints, etc. 
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Research, Research, Research! 
 
Hopefully by now you realize that deciding to start your own business is something 
you must analyze from many angles.  Before making such a momentous decision, upon 
which the rest of your life could hinge, you need more than just an optimistic attitude and 
positive answers to the questions above.  To make a sound decision requires spending the 
time to do quite a bit of research into what being an entrepreneur is all about.  It is vital 
that you get as many facts as reasonably practical in your situation.  Only then can you 
even hope to make the decision that is right for you. 
 
As mentioned earlier, people in your community who have started and are now running 
successful businesses can be a valuable resource.  They have been through what lies 
ahead for you.  Get to know one or more of these people and spend some time talking 
with them about becoming an entrepreneur.  You probably don't want someone who 
could look at you as a prospective competitor.  Hopefully you will learn a great deal, 
from their mistakes as well as from their successes. 
 
Talking with others must be more extensive than just a casual conversation; you won't 
benefit much from quick one-liners here.  Dismiss anyone as a reliable source who is not 
willing to sit down with you to discuss pros and cons, procedures, and your questions that 
relate to starting a small business.  You want someone who appears to have genuine 
interest in your welfare.  The staff at MT Advantage is interested in your success, and we 
do want to be sure you are making the right decision for yourself as well as your family. 
 
One of the best sources of information is your public library.  Even small branch libraries 
usually will have several books on the subject of starting and operating a business.  Look 
under "Starting Business," "Enterprise," or "Entrepreneur" in the library's catalog, or ask 
a librarian for assistance.  Another option is to scan book titles under numbers 658.xx of 
the Dewey Decimal System right on the library shelves.  This is where you'll find most 
books dealing with these subjects. 
 
An excellent book is "Avoiding the Pitfalls of Starting Your Own Business" by Jeffrey P. 
Davidson (658.42 DAV).  This easy-to-read book is loaded with insights that any would-
be entrepreneur cannot afford to ignore.  It is a good reality check for someone thinking 
seriously about launching his or her own venture.  Here you'll learn the importance of 
creating a business plan, what it entails, and whether or not you should take advantage of 
the services of a management consultant.  Just because you are an excellent 
transcriptionist, doesn't mean you will automatically succeed as a business person.  As 
the author himself states about deciding to start a business, "Failing to comprehend the 
magnitude and nature of the risk is not in your best interest." 
 
You might be surprised to find some libraries having a video about starting a business.  
This is no substitute for reading several books, but it is a relatively painless way to learn 
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what steps need to be taken, what forms need to be completed, and what fees are required 
to start different types of businesses in this particular community. 
 
Besides the library, the Business section in a bookstore has several titles that can help you 
make a yes-no decision, and many books that can assist you, should you undertake a 
business startup.  Two excellent choices are The Start-Up Entrepreneur, James R. Cook, 
ISBN 0-06-097070-7 and Working from Home, Paul and Sarah Edwards, ISBN 0-87477-
457-8.   
 
Take the time to glance through them to see what information is really contained within 
the book's pages; titles themselves can sometimes be misleading.  Look at the table of 
contents and read the opening paragraphs of a few chapters.  Is this the information you 
are looking for?  The answer better be "yes" before you spend the money.  This is the no-
cost advantage for a library, but a bookstore may have more timely material, and some 
you may want to own for long-term reference. 
 
All this is not meant to discourage you from going into business for yourself, but to help 
ensure that you are not kidding yourself as to how easy it is (it isn't!).  Again, the best 
reason - better yet, make that the only reason - to start a business is a clear opportunity to 
make a profit by providing a differentiated product or service that can demand a fair 
market price.  Starting a business because you are under- or un-employed, or you think 
that you can do a better job of running the show than your present boss or employer, are 
by themselves poor justifications for going it on your own.  
 
Often, entrepreneurs underestimate the massive amount of time, energy, and overall 
commitment it takes to make a business successful.  Self-employment will not give you 
more time for family, friends, or hobbies; it could either help pull a family together, or 
tear it apart.  Doing a lot of up-front research should strip away any myths and show what 
it's like to be an entrepreneur in the clear light of day.  And if you decide "it's a Go," 
you'll need to do even more research to do it right. 
 
There are several areas where you can get assistance and information.  Besides books, 
your library has Periodical Directories that identify magazines geared to many aspects of 
business.  The library may also have pamphlets and related materials on how to go about 
starting a business in your particular state, county, city, or town.  Again, ask a librarian 
for some guidance; that's what they are there for. 
 
Universities and community colleges frequently offer evening classes and adult education 
programs aimed at owners of small businesses, and those contemplating starting out on 
their own.  These can be excellent opportunities for you to become involved and to ask 
questions specific to your situation.  Call schools in your area to see what may be offered. 
 
The Small Business Administration (SBA), operated by the Federal Government, is an 
excellent source of information for prospective business owners.  They have several 
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pamphlets free for the asking which may be beneficial to you, including one titled 
"Checklist of Going into Business for Yourself."  The SBA can also offer some financial 
advice and assist in obtaining small business loans for those qualifying.  
 
Visit or call the SBA office nearest you to find out how they may help, or write for 
information: 
 
  Small Business Administration 
  1441 L Street, N.W. 
  Washington, DC  20416 
 
You may also be able to attend free seminars conducted by your state's department of 
revenue or department of labor.  These are typically half- or one-day sessions that cover 
various tax and labor laws your business must adhere to, including how to fill out the 
several forms for reporting business activities.  In some cases, these two state agencies 
team up with the IRS to offer a whole series of seminars aimed at the small business 
operator. 
 
The IRS offers free Small business Tax Education Program (STEP) workshops in larger 
cities.  Workshops are usually once a month and cover subjects such as: 
 
* Starting a Small Business/Record keeping 
* Information for Sole Proprietors 
* S Corporations/Corporations 
* Small Business as a Partnership 
* Business Use of the Home 
 
Contact the IRS office serving your area for more information.  Or visit online at 
http://www.irs.gov/smallbiz/index.htm for some great information. 
 
Telephone or visit state, county, or city agencies to find out what assistance may be 
available.  Yes, at times, you may feel like you're getting a run around; it may take 
several calls to get the answers you are looking for.  There is diversity among states, 
counties, and cities as to which department handles what.  Stick with it!  Sooner or later, 
you'll get the answers you need.  Look in the phone book under government. 
 
Again, your state's departments of labor and revenues may get you started on the right 
path.  The office of the county clerk is normally a good place to find out about the 
licensing and other legal requirements for setting up a business.  Usually there are phone 
numbers for State, County, and City listed as "General Information."  This is a good place 
to start. 
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Other sources of information include private consulting firms, attorneys, and CPAs that 
offer services geared to those starting or running a small enterprise.  Of course, you will 
have to pay for their expertise, but this may be well worth it.  You should first do the 
"homework" so you can intelligently discuss your needs or questions with paid 
consultants.  You don't need to pay someone to tell you what you can read for free with a 
trip to the library.  
 
Look in the yellow pages for business consultants.  Have your ducks in a row; know 
specifically what information or assistance you are seeking before contracting for paid 
services. 
 
SCORE, the Service Corps of Retired Executives, also assists small businesses.  Look 
them up in the white pages of your phone book.  They may be able to help you directly or 
suggest how to obtain the information or assistance you need. 
 
Glance through the Business section of your local newspaper.  Besides finding articles of 
interest, you will also see ads for seminars and workshops dealing with many aspects of 
business.  These are generally geared toward small businesses and entrepreneurships, and 
are held at hotels in the area.  Expect to pay a reasonable fee for such seminars, usually 
between $100 and $250 for a full day.  Only you can decide whether this is money well 
spent.  Find out all you can about what is offered, and the benefits you can expect, before 
signing up. 
 
Be suspicious of those that are free, and offer to show you how to make a fortune in your 
own business or in your spare time.  This could very well be a high-pressure sales pitch to 
be a distributor for household products or some other item or service, frequently referred 
to as a pyramid scheme.  Dubious investment programs also advertise free or very low 
cost seminars; be wary!  If you call a number listed on such an ad and they are less than 
totally up front with you as to what the seminar or program is about, you are probably 
better off keeping your distance. 
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Develop a Business Plan  
 
A good business plan is a roadmap.  It outlines such things as: 
 

�ƒ Purpose and objectives 
�ƒ Market analysis 
�ƒ Competition 
�ƒ Laws and government relationships 
�ƒ Products or services to be offered 
�ƒ Growth strategy 
�ƒ Marketing strategy 
�ƒ Financing 
�ƒ Operations 
�ƒ Risk analysis 

 
And this is only a part of what goes into a solid business plan.  A business plan could 
easily take 250 to 500 hours to develop.  "Sounds like a lot," you say to yourself, but 
consider building a house without an adequate plan.  A business plan is the basis by 
which you form and run the enterprise.  In fact, to get a business loan you will have to 
have a business plan. 
 
Develop a business plan as described in several books on the subject.  They will tell you 
what a plan should have, and in some cases, what it must have, for example to get a loan 
through the SBA.  Going into business without a plan is "winging it"; you'll need more 
than your share of luck to prosper.  http://www.irs.gov/smallbiz/newbusiness/subusinessplan.htm 
 is a good place to start for an online tutorial for developing a business plan. 
 
Within your business plan, you'll be estimating your startup costs.  You'll be amazed at 
how quickly the money can go, especially on unexpected expenses.  You really need a 
comfortable financial buffer, again as large as what you think you'll need.  Ask others 
who have started a business; they will almost certainly verify this.  Be skeptical if they 
don't.  It is nearly impossible to account for all of the costs in a business plan, to say 
nothing about the unexpected setbacks or minor disasters that can crop up as a business 
struggles to its feet. 
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Summary 
 
The intent of these pages is to give you just a few things to consider when going into 
business.  It is not an all-inclusive checklist.  Each person's needs will vary greatly, 
depending on background and experience, area of the country, and financial backing.   
 
Yes, we've posed more questions for you to ask yourself than have been answered, but it 
really is you who must supply the answers. 
 
Hopefully, you now know a little more about answering these questions and making 
some critical decisions before starting a business.  Becoming an entrepreneur is not for 
everyone.  Be comfortable with your decision.  If you do go ahead, you now have just a 
glimpse of what running your own business entails. 
 
Whatever you decide, wherever you may go with medical transcription, I wish you all the 
best in success, prosperity, and yes, luck. 
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Starting Out ~ You, Yourself 
 
Professionalism 
 
Looks and perception are very important in business - this is especially true for your 
personal appearance.  All around, you are probably safest with accepted business attire 
for your community. 
 
Good grooming, a pleasant smile, and sound verbal communications skills are all 
important in making a competent, professional impression on your customers.  I’m not 
going to belabor the point.  If you feel you are a little deficient in one or more of these 
areas, check out the self-help section at the bookstore.  Dale Carnegie courses, offered in 
adult education evening classes in many cities, are excellent for learning verbal 
communication skills. 
 
All of this advice also pertains to any employee you hire who encounters your customers.  
They represent you and your business.   
 
Do not worry though -- during your training with MT  Advantage Career Center, 
you will learn all about starting your own business.  
 
 
Name your business 
 
It is very important to give your business a professional name.  You will also be required 
to name your business for tax purposes.  This could be as simple as your last name.   
 
 
Business cards 
 
It is not necessary to purchase business cards if you only want to work for a few 
physicians one-on-one.  However, this item can make your business seem more 
professional. 
 
 
Professional dress 
 
Anytime you go into the physicians' office before acquiring the business, always dress 
professionally as you would if you were going to any interview.  If you have a business 
suit, wear it.  If not, wear the nicest clothes you own in order to give the impression of 
honesty and professionalism.  A good first impression may be all that you need to get a 
physician's business. 
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Do not take your children to the office for an interview of first meeting.  In most cases, 
the physician does not care if you bring your children with you when retrieving or 
delivering work.  However, you do not want this to be part of your first impression. 
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Proposal 
 
 
I have included in this guide several marketing tools that will allow you to present a 
professional proposal for business.  The most unique tool is the service agreement.  We 
offer samples of agreements within the MT Advantage advanced MT course materials.   
 
Remember, this is not a legal document, but simply agreements to ensure that both parties 
involved (transcriptionist and physician) understand their responsibilities.  I have found 
that very few transcriptionists provide this to their clients.  Therefore, this tool allows you 
to be more professional than your competition, and helps you outline your responsibilities 
to ensure that there is no confusion between you and with whom you are doing business.   
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How to Solicit Business 
 
 
Cold Calling  
 
Cold call simply means calling on a physician's office that you have not previously 
contacted, or your first contact with a prospective client. 
 
 
Before the call  
 
There is a great deal of information regarding physicians in your area, or the prospective 
area in which you are looking to work.  Two of the easiest sources to use are your local 
Chamber of Commerce and the Yellow Pages.  If you are thinking of pursuing business 
outside of your local area, you can always call the Chamber of Commerce in the 
prospective area to get the information.  Often times, the Chamber option will not only 
give you a list of physicians, but also the name of a contact person, office manager, etc.  
The information provided by these two sources will give you the physician's name and 
specialty.  Therefore, before you call you can choose which area or specialty you are 
most interested in.  For example:  Plastic surgery, urology, neurology, radiology, etc. 
 
 
The Client 
 
It is very beneficial to know the physician's specialty before you make a call.  The more 
informed you are, the better prepared you will be to get their business.   
 
 
The Script 
 
You cannot always know what you are going to say when you first meet or talk with a 
physician or office representative.  However, it is very helpful to develop somewhat of a 
script before you make a cold call.  You may have a few different scripts for different 
situations.  For example:  a phone call, a drop-by, etc.  This is an excellent advantage for 
shy people who do not enjoy calling on someone for the first time.  Often this level of 
preparedness alleviates a great deal of the anxiety. 
 
 
The Drop-By 
 
The drop-by has proven to be one of the most successful ways to acquire new physicians.  
There are a few different techniques that one can use when dropping by.  It is often a 
great idea to take some doughnuts or cookies (depending on the time of day) along to 
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distract the gatekeeper.  (The "gatekeeper" is the receptionist, secretary, or whoever 
greets you when you arrive at the office.)  Often, this person has been instructed to get rid  
of all sales people that drop by.  It is important to make them your friend.  Do not be too 
aggressive or offensive.  Simply, introduce yourself, tell them that you are a medical 
transcriptionist, and ask if they could give you the contact name of the person in charge 
of making decisions on their transcription service.  Tell them how much you appreciate 
their time and give them the treats possibly with some information on your business.  If 
the contact person is available and wants to meet with you, GREAT!  However, respect 
their time!  You have not made an appointment so do not expect them to make time for 
you on that day.  ALWAYS know when the physician is seeing patients.  You DO NOT 
want to interrupt during this busy time of their day.  Simply call the office before 
dropping by, and ask when they see patients. 
 
Always take a prepared sample proposal including your resume and transcription 
agreement with you on a drop-by.  If the contact person wants to meet with you, then you 
will be prepared to provide them with this information. 
 
 
Your Goal 
 
Your goal with the drop-by is to get a contact name that you can later call to set up an 
appointment.  Do not be discouraged if you do not receive immediate results.  Sometimes 
it is months before the physician will be ready to talk to you.  However, if they have your 
information and you continue to follow-up periodically, they will call you when they 
have a need.  The drop-by is also a great time to look around their office.  Find out how 
many physicians are in the office, and if they all use the same service to complete their 
transcription.  This is all information that will be useful when meeting with the contact 
person.  When you get back to your office or home, enter all of the pertinent information 
into your notes in order to complete your follow-up.  DO NOT waste valuable time 
meeting with or attempting to sell your service to someone who does not have the 
authority to make a decision. 
 
 
The Mailer 
 
Many people experience great anxiety over talking to someone for the first time over the 
phone or in a drop-by situation.  Therefore, if you are not comfortable with the previous 
most successful techniques, you can always use a mailer to obtain clients.  Your contact 
person can be as general as "office manager,” or you can call the physician's office and 
ask for a contact name.  (Your information is much more likely to be reviewed if it is 
addressed to the decision maker.)  This information should be sent out to let the contact 
person be aware that you are available to provide medical transcription service.  It should 
include some information that will peak the interest of the contact person.  See the mailer 
available in the "marketing tools" provided at the end of this guide. 



 
 

MT Advantage Career Center �Â���&�R�Syright 2004-2009 �Â�$�O�O���5�L�J�K�W�V���5�H�V�H�U�Y�H�G���Â���9�H�U���������� 
 
 46

 
Follow up a few days after the mailer has been received by the physician's office.  You 
want to follow up when the information is fresh on the contact person's mind.  You may 
have addressed all information to "office manager.”  Therefore, when you call to the 
office to follow up, you will need to tell the receptionist that you sent the office manager 
or decision maker some information, and would like to follow up.  The purpose of the 
mailer is to find out if the physician's office is interested in your services, and if you can 
set up a meeting with them to go over these services. 
 
 
Purpose of Cold Calling 
 
Your purpose with each of these techniques is to get a meeting with the contact person in 
order to sell your services.  This is another appropriate time for some sort of script.  
Again, be vague.  The less you say, the less you sound like a sales person.  Tell them you 
would like to meet with them regarding the transcription services that you provide.  Tell 
them you are a medical transcriptionist, and would like to show them how you can 
improve their efficiency.  
 
Once again, if they try to blow you off by saying, "We already have someone," refer to 
the objections/solutions. 
 
No Meeting Obtained 
 
If you are not successful in obtaining a meeting, ask if you may send them some 
information regarding your business.  This information can consist of a cover letter, 
(introducing yourself, your purpose, and your services), a resume (with your prior 
experience, even if it does not include transcription experience) a service agreement 
(outlining your services, but not including rates at this time), and possibly a questionnaire 
(including questions to find out the information you need to determine a rate and turn 
around time.)  You will find samples of all of the above in the "marketing tools" provided 
at the end of this guide. 
 
Then send a 'thanks for your time' note with the information, and follow up in a few 
weeks.  Be persistent, but not a pain! 
 
 
Meeting Obtained 
 
Once you know who the decision maker is, be prepared to sell your service.  In order to 
do this, you need to know as much as possible about their current service.  The physician 
may currently be working with a service, one-on-one with someone, or have someone 
completing this work for them internally. 
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Ask the following questions: 
 

1. Who is currently providing you this service? 
 
2. Is your current provider local? 
 
3. What is the current rate you are paying for this service? 
 
4. What is your current guaranteed turn-around-time? 
 
5. How many lines per month do you average? 
 
6. Are you satisfied with the service that you are currently receiving? 
 
7. If they answer "no" to number 6, then ask what they would like to change. 
 
8. Does your current service provide you with a back-up copy of your transcription  
     in case of emergency? 

 
9. If the service is completed internally, ask how many hours this is taking. 
 
10. If the service is completed internally, ask if they provide the person with a benefits 

package.  (Medicare, Social Security, etc.)  Not having to provide you with a 
benefits package is a big competitive advantage in your favor. 

 
 
By getting answers to these questions, you now have the information necessary to make a 
competitive bid on their business.  Remember, if they say they are satisfied with their 
current service provider, do not give up.  They do not yet know what you have to offer.  
Therefore, you have to use the above information to make your service more appealing 
than the current provider. 
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PROPOSAL FOR SERVICE 
 
 
Either during your meeting or afterwards, you will provide the physician or office 
representative with a proposal for service.  (See the sample proposal, resume packet in 
the "marketing tools" section.)  If possible, you will want to meet once to go over the 
physicians' transcription needs, and then meet again once you have custom designed a 
proposal to match these needs.  However, if you feel you may only have the chance to 
meet once with the client and then have a standard service agreement (see "marketing 
tools") prepared in order to agree upon the scope of your services.   
 
 
How to determine rates 
 
Rates are different in every area.  Before deciding on a rate, research rates in your area.  
Office manager, receptionists, etc. are usually very willing to let you know what their 
current rate is for transcription service.  You can also call and ask the transcription 
services in your area what they are currently charging.  You can find transcription service 
phone numbers by looking in your yellow pages under typing services or transcription 
services.  They usually will have no problem answering this because they will assume 
you are a prospective client.  If you want to be competitive, charge 1/2 cent less per line.  
Or, if you are just starting out, charge 1 cent less per line for the first three months while 
you learn the new material.  You can use the rate as a negotiating tool.  However, be 
confident.  If you plan to provide a service better than the one that the physician is 
currently receiving, do not permanently price yourself below your competition.  
However, again, this is a great negotiating tool to give the physician a temporary break in 
rates in order to get the business. 
 
 
 
FOLLOW UP AFTER THE MEETING  
 
ALWAYS send a "thank you for your time" note to each person you meet with.  If you 
are preparing a proposal for the client at this time, be sure you both have agreed on when 
they will receive this information.  Do not make unrealistic deadlines for yourself.  They 
want their proposal on time, just as they will need their transcription on time.   
 
 
THANK YOUs  
 
Thank you notes can be very effective in a number of ways.  In my past sales job, there 
were instances where I did not receive the initial sale.  However, I wrote the client a nice 
"thank you for your time" note, and stayed in touch with client through periodical follow 
up.  This lets the client know that I was determined to provide them with a high standard 
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of customer service.  In the end, there were times when I received their business, and had 
already developed a relationship with them through the periodical follow up.  Be sure 
your notes are on professional looking stationary, and are sent within a day or so after 
each contact. 
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Grammar Preferences 
 
 
Each healthcare facility has a process by which the style for its transcribed medical 
records is set.  Usually this process involves the Medical Records Committee (comprised 
of appointed members of the medical staff) together with representatives from both the 
medical records department and hospital administration.  The rules shown in this packet 
are a general sampling of what is accepted by most healthcare facilities.  The MT 
Advantage program teaches in detail correct formatting, grammar and style within 
medical reports.  
 
 
Capitalization 
 
1.   Use initial capital letters in eponymic terms.  Eponyms are names or phrases 

formed from or including the name of a person.  The common noun following the 
eponym is lower-case. 

   
Examples: 
  Rocky-Davis incision Foley catheter 
  Down's syndrome  May-Hegglin anomaly 
  Duffy blood group  Crohn's disease 
  
NOTE: 
 
Some reference books show the possessive and some do not.  Check with your healthcare 
facility to confirm what is accepted by them. 
 
2. Capitalize trade names and proprietary names of drugs and brand names of 

manufactured products and equipment.  Do not capitalize generic names or 
descriptive terms. 

 
Examples: 
 
Trade names of drugs include Keflex, Motrin, and Bayer.  Corresponding generic terms 
are cephalexin, ibuprofen, and aspirin. 
 
Trade names of suture materials include Vicryl, Dexon, and Prolene.  Generic terms 
include chromic catgut, silk, nylon, and cotton - plain, braided, or twisted. 
Miscellaneous brand names include Kleenex, Vaseline, and Scotch tape.  Corresponding 
generic terms are tissue, petroleum jelly, and cellophane tape. 
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3. Capitalize and underscore (to indicate italics) the name of a genus when used in 
the singular.  Do not capitalize or underscore when used in the plural or as an 
adjective.  Names of species are lowercase but still underscored when used with 
the genus name.  After first mention, the genus name may be referred to by the 
initial - some reference books use a period and some do not - with the following. 

 
  Examples: 
  Pseudomonas aeruginosa 
  (P aeruginosa) 
  Staphylococcus aureus 
  (S aureus) 
  BUT 
  Pseudomonal appearing 
  Staphylococcal organism 
 
4. Departmental names within a hospital or medical center are lower case. 
  
 Examples: 
 
 operating room  post anesthesia recovery 
 blood bank   transcription section 
 
5. Capitalize the proper names of languages, races, religions, and sects.  Do not 

capitalize the common nouns following these designations.  Do not capitalize 
informal designations of race, i.e., white or black. 

   
  Examples; 
  Asians   Hispanic people 
  The English language of Jewish ancestry 
  African-Americans Seminoles 
 
6. As a courtesy, positive allergy information may be either underscored or keyed in 

all capital letters in order to call attention to this vital information. 
  
  Example: 
 
  ALLERGIES:  The patient is Allergic to TETRACYCLINE. 
 
7. Capitalize acronyms but not the words from which the acronym is derived. 
  
  Examples: 
  nonsteroidal anti-inflammatory drug (NSAID) 
  coronary artery bypass graft (CABG) 
  computed axial tomography (CAT) 
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Numbers 
 
 
1. Spell the numbers "one" through "ten" when they appear in a narrative section of 

a medical report.  When one numerical expression follows another, for clarity, 
spell out the one that can more easily be expressed in words. 

  
  Examples: 
 

Dr. Smith removed seven lesions from the patient's back and three from 
his right leg. 
 

  The dietician recommended two 6-ounce cans of supplement daily. 
 
2. Use figures with technical information, i.e., in laboratory results, vital signs, age, 

height, weight, drug dosages. 
 
  Examples: 
  Apgar scores were 9/9 at 1 and 5 minutes respectively. 
  Lipoproteins included an LDL of 80 and an HDL of 50. 

Vital signs showed blood pressure 120/80, pulse 72 per minute and 
regular, respirations 21, temperature 98 degrees F. 

  Medications:  Lomotil 20 mg at bedtime, diazepam 15 mg daily. 
 
3. Always use figures with abbreviations, symbols, and measurements - no space 

comes between the number and its symbol. 
  
  Examples: 
  Pulses 2+, 100% oxygen, 15 mmHg, reflexes 5/5 throughout 
  The uterus weighs 150 g and measures 8.0 x 4.5 x 0.9. 
 
NOTE:  
 
In the measurement above, while the whole number has a zero added for balance, the 
final measurement has a preceding zero added for clarity.  The preceding zero is 
mandatory in decimal phrases. 
 
4. A space should appear between an Arabic number and the corresponding unit of 

measure abbreviations/symbol. 
  
  Examples: 
  9 mg%, 83 ml, 0.5 cm, 64 g/dL 
 
5. Express ordinal numbers as numerals. 
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  Examples: 
  An incision was made between the 5th and 6th ribs.   
  The patient had 7th nerve palsy.   
  A Foley catheter was inserted the 3rd day after surgery. 
  (BUT on October 3, surgery was performed.) 
 
6.  Numbers that constitute a series or range should be written as figures if at least 

one of them is greater than ten or is a mixed or decimal fraction.  When indicating 
a span of years or page numbers do not omit digits. 

  
  Examples: 
 
  The gallstones measured 0.5, 1.2, and 3.7 cm respectively. 
  Statistics proved the theory in 8 out of 12 recipients. 
  Patient took epilepsy medication from 1990 to 1992 (not 1990-92). 
 
7. The vertebral or spinal column segments are referred to in Arabic numerals.  The 

12 pairs of cranial nerves, however, are referred to in Roman numerals. 
 
  Examples: 
 
  cervical spine = C1 through C7 
  thoracic spine = T1 through T12 
  dorsal spine = D1 through D12 (interchangeable with thoracic spine) 
  lumbar spine = L1 through L5 
  sacral spine = S1 through S5 
  BUT cranial nerves I through XII 
 
8. Titers and ratios are expressed with figures and a colon.  The colon is read as "to." 
 
  Examples: 
 
  Cord blood showed a herpes titer of 1:110. 
  Anesthesia consisted of Xylocaine and epinephrine 1:100,000. 
 
9. Temperature readings are expressed in either Celsius (c) or Fahrenheit (F).   
 
  Each of the following examples is acceptable: 
  98.6F or 98.6 degrees F or 98.6 degrees Fahrenheit 
  35.4C or 35.4 degrees C or 35.4 degrees Celsius 
 
10. Stainless and non stainless steel sutures are sized by the United States 

Pharmacopeia (USP) system.  Sizes range from 11-0 (smallest) to 7 (largest).  
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Sizes No. 1 through No. 7 are expressed as whole numbers.  Stainless steel suture 
sizes may also be sized by the Brown and Sharp (B&S) gauge.  B&S sizes are 
expressed in whole numbers from No. 40 (smallest) to No. 20 (largest). 

   
  Examples: 
  Then 9-0 silk was used for the eye wounds. 
  The peritoneum was closed with 3-0 chromic catgut. 
  No. 5 wire was used for the skin. 
  
11. Superscripts and subscripts are used in medical dictation.  However, if the 

transcription equipment being used does not provide for entering characters either 
above or below the line, the superscript and/or subscript may be entered on the 
line.  In either case, no spaces should be used. 

 
  Examples: 
 
  H2O or H2O   PO2 or PO2 
  131I  BUT  I 131 
  198Au  BUT  Au 198 
 
12. Use Arabic numerals when referring to EKG leads, cancer grades, and both 

conventional and military time. 
 
  Examples: 
  EKG leads V1 to V6  grade 2 tumor 
  1600 hours is 4 p.m.   
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PUNCTUATION  
 
 
Apostrophe 
 
1. The apostrophe is used to show possession. 
 
  Examples: 
  Patient's condition (singular possessive noun) 
  Doctors' opinion (plural possessive noun) 
 
2. The apostrophe is used to form contractions. 
   
  Examples: 
  He's having no symptoms.  (contraction of he is) 
  It's my opinion.  (contraction of it is) 
 
BUT 
 
Its measurements are irregular.  (possessive pronoun - no apostrophe used here) 
 
3. Do not use an apostrophe to form the plural of either an all-capital abbreviation or 

of numerals, including years. 
 
  Examples: 
 
  DRGs   Temperature in the 20s. 
  WBCs   Born in the 1990s. 
  D&Cs   Three Ph.D.’s attended 
 
4. The apostrophe is used with units of time and money used as possessive 

adjectives. 
 
  Examples: 
 

a week's work/a dollar's worth/in a month's time (all show singular 
possessive) 
seven days' work/50 cents' worth/six months' gestation (all show plural 
possessive) 
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Hyphen 
 
 
1. Hyphenate a compound in which a number is the first element and the compound 

precedes the noun it modifies. 
 
  Examples: 
  48-hour turnaround  a 12-factor panel 
  a 5-g cyst   two 6-in. lacerations 
 
2. Hyphenate a compound adjectival phrase when it precedes the noun it modifies, 

but not when it is in the predicate. 
 
  Examples: 
 
  a 17-week infant (The infant was 17 weeks old.) 
  end-to-end anastomosis (The anastomosis was end to end.) 
  A figure-of-eight suture (The suture was in a figure of eight.) 
 
3. Hyphenate an adjective-noun compound when it precedes and modifies another 

noun. 
 
  Examples: 
 
  upper-range results (The results were in the upper range.) 
  third-floor burn unit (The burn unit was on the third floor.) 
 
4. Hyphenate two or more adjectives used coordinately or as conflicting terms 

whether they precede the noun or follow as a predicate adjective. 
 
  Examples: 
 
  false-positive results (The results were false-positive.) 
  double-blind study (The study was done as a double-blind.) 
 
5. Hyphenate color terms when the two elements are of equal weight. 
 
  Examples: 
 
  pink-tan tissue  gray-brown area 
  BUT 
  Pinkish tan mucosa grayish brown skin 
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6. When expressing numbers in words, hyphenate all compound numbers between 
21 and 99, either ordinal or cardinal numbers.  Also, use a hyphen when 
expressing fractions in words. 

 
  Examples: 
  thirty-five miles later  one hundred forty-five 
  left one-third empty  three-fourths agreed 
 
7. Use a hyphen when joining numbers or letters to form a word, phrase, or 

abbreviation. 
 
  Examples: 
  5-FU  C-section X-ray  T-spine 
  VP-16  SMA-12   Y-shaped incision 
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Terminology Basics 
 
 
Many medical terms are made up of combinations of word parts that are joined together 
to create the word.  Once you learn the meanings of the commonly used word parts, 
learning medical terminology will be easy. 
 
 
Prefixes - A prefix is located at the beginning of a word, and often represents time, 
number, or location of something.  
 
For example:   Pre-:  means before 
    Post-:  means after  
    Peri-:  means around the time of  
 
 
Root words - A root word is usually combined with a prefix or suffix, and often, but not 
always, represents the body part that is involved. 
  
For example:  splen/o: means spleen 
   hepat/o: means liver 
   pulm/o:  means lung 
 
 
Suffixes - A suffix is located at the end of a word, and often, but not always, represents 
the procedure, abnormality, condition, or disease. 
 
For example:  -megaly:  means large 
   -graphy:  means recording something or writing 
   -itis:  means inflammation 
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COMMON MISTAKES  
 
 
Plural forms 
 
One common mistake occurs when forming the plural of a word.  Here are some rules 
that will help remind you of the correct way to form the plural of a root word. 
 
1.   If the term ends in -ex or -ix, then the plural is usually made by changing the -ex 

or -ix to ices. 
   
 For example: appendix changes to appendices 
 
2.   If the term ends in -is, the plural form is usually made by changing the -is to -es.   
 
 For example:  urinalysis changes to urinalyses 
 
3.   If the term ends in -a, then the plural is usually formed by adding an -e. 
  
 For example:  vertebra changes to vertebrae. 
 
4.   If the term ends in -on, then the plural form is usually made by dropping the -on 

and adding an -a. 
 
 For example:  criterion changes to criteria 
 
5.   If the term ends in -itis, the plural form is usually made by dropping the -s and 

adding -des. 
 
 For example:  arthritis changes to arthritides 
 
6.   If the term ends in -um, then the plural form is usually made by changing the -um 

to -a. 
 
 For example:  diverticulum changes to diverticula 
 
7.  If the term ends in -nx, then the plural form is usually made by changing the -x to 

-g and adding -es. 
 
 For example:  phalanx changes to phalanges 
 



 
 

MT Advantage Career Center �Â���&�R�Syright 2004-2009 �Â�$�O�O���5�L�J�K�W�V���5�H�V�H�U�Y�H�G���Â���9�H�U���������� 
 
 60

These should help you when making plural words, however, if you have any questions, 
LOOK IT UP in your medical dictionary.  Knowing the root word will give you enough 
information to LOOK IT UP and find the correct spelling.  Also, if you are using the 
Stedman's computerized medical dictionary, it will provide this information for you. 
 
 
Combined words vs. two words 
 
Another common mistake is typing a combined word in two different words. 
 
For example:  incorrect: base line 
   correct: baseline 
 
   incorrect: genital urinary 

correct: genitourinary 
 

incorrect: cerebral vascular 
   correct: cerebrovascular 
 
 
Gender mistakes 
 
Sometimes the physician will start dictating a male patient, but dictates "she" later in the 
dictation.  Be aware of this type of dictating mistake, and make sure that your document 
refers correctly to the gender of the patient throughout the document. 
 
 
Words pronounced the same with different meanings 
 
There are several words that are pronounced the same, but have different meanings.  
Therefore, be aware of this, and look up words in your dictionary to find the correct 
meanings. 
 
For example:  pallor 
   paler 
 
   glans 
   glands 
 
   pole  
   poll 
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Pronunciation of letter sounds  
   
It is easy to mistake certain letter sounds for some other letter sounds when listening to 
the physician on a dictated tape.  The following are some that I have found are easily 
mistaken. 
 
1.   Bs and Vs 
 
 For example:  sounds like: IBP 
    correct form: IVP (intravenous pyelogram) 
 
    sounds like:   Vaclofen 
    correct form: Baclofen (drug) 
  
    sounds like: Bioxx 
    correct form: Vioxx (drug) 
 
2.   Ds and Bs 
 
 For example:  sounds like: BRE 
    Correct form: DRE (digital rectal exam) 
3.   Ds and Ts 
 
 For example:  sounds like: ADT 
    correct form: ADD (attention deficit disorder) 
 
4.   PN and Ns 
 
 For example:  sounds like: numonia 
    correct form: pnuemonia 
 
5.   Fs and PH 
  
 For example:  sounds like: fosforic 
    correct form: phosphoric 
 
It is good to remember these types of similar sounds if you cannot find the correct 
spelling of a word or correct abbreviation.  Immediately look up the word in question 
rather than waiting until you have finished the document.  It is most efficient to listen to 
the word several times while you are looking it up.  You may want to listen to the entire 
sentence again, and use the context that the word is used in to figure it out.  There is a 
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counter on your transcriber machine.  You can use this counter to know how far to 
rewind your tape to get to the word in question. 
   
There are other words that are used within each medical specialty including the structure 
of the body, muscular system, skeletal system, cardiovascular system, respiratory system, 
lymphatic system, immune system, digestive system, urinary system, nervous system, 
eyes, ears, nose, throat, integumentary system, endocrine system, and reproductive 
system.  There are several books available at your local bookstore that give you detailed 
descriptions, definitions, and spellings of the word parts used in each of these specialties.  
I recommend getting one of these books to hone your skills in whichever specialty you 
acquire work.  However, I do not recommend that you spend time learning all of the 
words in all of the specialties.  In fact, it is realistic to learn the medical terminology 
rules, word parts, etc. included in this manual and go to work!  When working in a 
specialty, you should be able to learn the terms specific to that physician in a matter of 
weeks.   



 
 

MT Advantage Career Center �Â���&�R�Syright 2004-2009 �Â�$�O�O���5�L�J�K�W�V���5�H�V�H�U�Y�H�G���Â���9�H�U���������� 
 
 63

Basic Formatting 
 
 
The following are guidelines for the format, not rules.  They are applicable in most 
medical reports.  However, as stated earlier, each physician may have his or her own 
preferences.  Therefore, it is best to obtain previous copies of transcribed reports to 
ensure that you are utilizing the format the physician prefers.  Remember, format is 
simply the manner in which the report is laid out.  This includes spacing of words, 
paragraphs, margins, page breaks, etc.  In the MTACC Expert MT course, we provide a 
comprehensive style guide for our students.  
 
1.   Use only one space between a city, state and its appropriate zip code. 
 
 Example:  Lampasas, Texas 76550 
 
2.   Use two spaces after a period used at the end of a sentence. 
 

Example:  Use two spaces after this period.  This is a new sentence. 
 
3.   Use two spaces after a colon. 
 

Example:  I just used two spaces between the word example and this sentence 
because a colon was used. 

 
4.   Left justify your reports, unless otherwise requested from the physician dictating 

the report. 
 
5.   Use a one-inch margin on both the left and right side of medical reports.  
 
6.   Use a one-inch margin on both the top and bottom of medical reports, unless 

otherwise preferred by the physician dictating the report. 
 
7.   Use a double space between paragraphs. 
 
8.   Dates should be written as MM-DD-YY or MM/DD/YY.  
 
 For example:  Date:  09-21-00 or Date:  09/21/00 
 
9.   If you have to break up a paragraph for your page break, leave at least two lines 

on the bottom of the first page, and two lines at the top of the following page.  
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Signature line 
 
The signature line is the area for the physician's signature at the end of the report.  
Quadruple space should be used between the end of the report and the signature line.  
This is also the area where you will add your initials as the transcriptionist.  The 
physician's initials and a colon should precede your initials.  Double space between the 
physician's name and the appropriate initials. 
 
For example: 
 
This is the end of your report. 
 
 
 
_________________________     
John Doe, M.D. 
 
JD:xx        
 
(Replace xx with your own initials) 
 
This is just an example of a preference from one physician.  The signature line is also an 
item that may vary from physician to physician. 
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Samples and Templates 
 
 
The following marketing tools are shown on separate pages so that you can print them 
out with no other information on the page.  
 
 
(Sample Contract)  Edit this contract enclosed in the supplemental file with your 
personal information and to suit your client’s individual needs. 
 

Transcriptionist -Physician (or other Client) Contract 
[Name of Transcriptionist Company] 

[Transcriptionist Address]  
[Transcriptionist Phone Number] 

 
This completed document forms a contractual agreement between: 
___________________________, referred herein as the Transcriptionist, doing business 
at ___________________, and ____________________ herein referred to as the Client, 
doing business at _________________________.  
The parties named herein desire a contractual business arrangement regarding the 
transcription of medical dictation and hereby agree:  
 
1) Supplies provided to the Transcriptionist by the Client that are a necessary requirement 
for the completion of work must be ordered by the Transcriptionist from the Client in a 
timely fashion such that the Transcriptionist will not be without said necessities.  If not 
supplied by the Client, the Transcriptionist is responsible for any supplies and equipment 
necessary to perform the contracted work.  
 
2) The Transcriptionist agrees that patient and client confidentiality are of utmost 
importance.  No work performed by the Transcriptionist for the Client will be disposed of 
without first shredding said documents.  The Transcriptionist will set up files and 
directories on computer(s) in such a way as to prevent unauthorized viewing, deleting, or 
copying.  Said computer(s) will also be configured to prevent unauthorized use and will 
also employ security devices to prevent theft of said computer(s).  No work shall be sent 
from the computer without it first being encrypted using a minimum of 128 bit 
encryption.  No patient or client names will be stored by the Transcriptionist in any form 
of database for use after termination of this contract.  Regular back-ups of Client work 
will be made in order not to forever lose the transcribed work.  
 
3) Payment to the Transcriptionist by the Client will be for completed work only.  
Payment will be made on a per-line basis at a rate of 0.  __ per line with said line being 
65 characters per line.  Rush order payments will be the per-line rate plus 15% of the per-
line rate.  
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4) Invoices for payment for completed work will be submitted to the Client on the 14th 
(fourteenth) and 28th (twenty-eighth) day of each month with the Client providing 
payment within 5 (five) days of submission of said invoice.  
 
5) Upon dissolution of this agreement, for whatever reason, machines, supplies, or 
equipment loaned to the Transcriptionist by the Client will be returned to the Client or the 
replacement cost of said machines, supplies, or equipment will be deducted from 
outstanding monies owed by the Client to the Transcriptionist.  Should outstanding 
monies be insufficient to replace said unreturned machines, equipment, or supplies, the 
Client may still seek satisfaction by legal means.  
 
6) The Client's name, logo, trade-mark or trade-marks, letterhead, and any other 
intellectual property of the Client shall remain exclusively as the Client's. The 
Transcriptionist may only make use of these properties when performing work for the 
Client.  
 
7) The Client and Transcriptionist must give written notice of at least 14 (fourteen) days 
of their desire to dissolve this contract.  The Transcriptionist will return all outstanding 
work, finished work, loaned equipment, machines, or supplies, on the last day or prior to 
the last day of notice.  Within the life of the notice period, the Transcriptionist will 
perform in accordance with this contract.  Any substandard performance or inability to 
complete the Client's work by the Transcriptionist in a timely fashion may result in the 
Client waving the notice period.  Any costs associated with premature dissolution of this 
contract in this regard, such as hiring another transcriptionist on short notice or at a 
higher rate, may be deducted from the Transcriptionist's final payment.  
 
8) Breach of any part of this contract by either party could result in the termination of this 
contract by the offended party.  All normal clauses pertaining to dissolution of this 
agreement would then come into effect.  
 
 
The Client, ______________________________, agrees to honor and completely 
understands this contract, as confirmed with the Client's signature below.  
 
 
 
____________________________________  
Client or Authorized Person 
 
Signed this ______ day of ______ in the year ______.  
 
 
 
____________________________________ 
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Transcriptionist or Authorized Person 
 
*NOTE:  This is a sample contract only.  I cannot be held responsible for spelling, 
capitalization, or any other circumstance that may result due to said errors.  By using this 
sample contract, you agree that you cannot hold the maker responsible for errors should 
they exist.  This disclaimer will not be inserted in the supplemental contract to avoid 
inadvertently including it in the contract provided to the client.  Be advised that it does 
exist, however. 
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(Sample Mailer) 
 

[Name of Transcriptionist Company] 
[Transcriptionist Address]  

[Transcriptionist Phone Number] 
 
 
 
Interested in a transcription provider that offers accurate and fair line counts, guaranteed 
turn-around-times, mistake free transcription, and superior customer service at an 
affordable rate? 
 
Call me.  (your contact number here). 
 
Perhaps you thought that this level of service did not exist in this industry.  Want to know 
more? 
 
Call me.  (your contact number here). 
 
I am willing to work one-on-one with your office to provide you with the medical 
transcription service you have only dreamed about.  Want to know how?   
 
Call me today at (your contact number here) to receive more information on this excellent 
opportunity. 
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(Sample Questionnaire) 
 
 
Ask the following questions: 
 
1.   Who is currently providing you this service? 
 
2.  Is your current provider local? 
 
3.   What is the current rate you are paying for this service? 
 
4.   What is your current guaranteed turn-around-time? 
 
5.   How many lines per month do you average? 
 
6.   Are you satisfied with the service that you are currently receiving? 
 
7.   If they answer "no" to number 6, then ask what they would like to change. 
 
8.   Does your current service provide you with a back-up copy of your transcription 

in case of emergency? 
 
9.   If the service is completed internally, ask how many hours this is taking. 
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(Sample Cover letter) 
 
 
Your company name 
Street Address 
City, State  Zip code 
Phone number 
 
 
 
Date 
 
 
 
Appropriate Name  
Street Address 
City, State Zip Code 
 
Dear "Insert appropriate name": 
 
Are you frustrated with your current medical transcription?  Would you be interested in a 
guaranteed turn-around-time, accurate transcription, and superior personal customer 
service?  My name is "insert your name here,” and I am now providing superior medical 
transcription service in your area. 
  
(The second paragraph should be used to introduce your background and why they 
should choose you to provide their medical transcription service.) 
 
Example: 
I started my own at-home based business in order to stay home while raising my children.  
My excellent transcription skills and superb attention to detail and customer service, will 
allow me to provide you with transcription service second to none. 
 
(The third paragraph should thank them for their time, and give them the appropriate 
information to reach you.) 
 
Example: 
Thank you for the time you took to review this information.  I would greatly appreciate 
the opportunity to sit down with you and discuss my service.  You can reach me at (your 
contact number here). 
 
Sincerely, 
signature here 
Your name typed 
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MEDICAL TRANSCRIPTION AGREEMENT  
 
 
This agreement is for transcription services provided to "insert physician's name here" by 
"insert your name or company name here,” medical transcriptionist.  This is not a legal 
document, but an agreement signed by both parties involved in order to lay out the 
services provided in a clear and concise manner so that the services are understood by 
both parties. 
 
Services 
Services include transcribing notes, medical records, referral letters, etc., dictated by 
"insert physician's name here,” printing these items, and delivering them to the office of 
"insert physician's name here" 
 
 
Turn around time 
Delivery of transcription will be made within 48-hours of receiving the material. 
 
 
Templates 
Templates are provided by "insert physician's name here" for referral letters and both 
male and female physical examinations.   
 
 
IMPORTANT:  The information in italics will not be on the agreement in the 
supplemental file.  These are all ready to use after insertion of personalized information. 
(This will vary from doctor to doctor.  Just ask the doctor, office manager, etc. for a copy 
of all templates before starting your work.  A template is simply the "layout" of how the 
doctor wants the record to look.  This may also be called format.  This may include 
Subjective, Objective, Physical Exam, Assessment, Plan, etc.  There also may be several 
templated lines in the physical exam.  If the word "template" confuses who you are 
talking to, simply ask for copies of the old dictation for both male and female patients.  
You can then use these examples as your guideline.) 
  
Note:  Each doctor will also have their own preferences on format issues.  This includes 
margins, font type and size etc.  If they do not, then you can choose your own based on 
popular standards.  A good idea is to ask the doctor for a sample copy of a past dictation 
and base your decision on the format used in that copy.   
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Patient Log 
 
A patient log will be included with all deliveries. 
The patient log is simply the names of all patients that you have transcribed on a 
particular day or within a particular document.  This should be included with the 
transcribed reports that you return to the doctor.  For negotiating power, you can decide 
to complete the patient log for free as a part of your service. 
 
 
Line Count 
 
The line count function within Microsoft Word will be used to count lines for billing 
purposes. 
 
(The line count does not necessarily need to be in your agreement.  However, if the 
doctor asks, you can include this.  You will need to make sure that you do not count blank 
lines.  If you are using another word processing software other than Microsoft Word, you 
will need to make the appropriate changes above.  Each word processing software should 
have a function possibly under "tools" that will allow you to perform a line count.  
However, as stated previously, make sure you are not counting blank lines. 
 
 
Letterhead 
 
Letterhead will be provided by "insert physician's name here" 
 
 
Physician lists       
 
Lists will be provided by "insert physician's name here" including all physicians with 
whom he/she may be corresponding. 
(This is important so that you know the spelling of the doctors names, whether they are 
an MD, CNP, etc.) 
 
 
Confidentiality  
 
I agree to honor all aspects of the patient/doctor confidentiality agreement. 
(This agreement states that the doctor will not tell anyone the information that the patient 
has shared with them.) 
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Contact Person 
 
A contact person at the office of "insert physician's name here" will be decided upon for 
"insert your name here” to communicate with regarding issues relating to services 
rendered in this agreement.  "Insert your name here” will be able to contact this person to 
acquire information that the doctor has left out of the dictation such as a referring 
physician, date of service, or any other questions that the transcriptionist may have.  This 
will enable "insert your name here" to have the correct information on all transcription 
before it is delivered to "insert physician's name here” office.   
 
 
Rates 
 
The rate at which these services will be provided to "insert physician's name here" is 
"insert your rate" cents per line. 
 
 
Billing Schedule 
 
"Insert physician's name here" will be billed for services rendered on the first working 
day of each month for services rendered the previous month, with the bill due in seven 
working days.     
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Termination of services 
 
The services in this agreement may be terminated by either party with a 14-day written 
notice. 
 
We, the undersigned, agree to the provisions described above. 
 
 
      
      
"Insert physician's name here" 
 
      
 
      
Your name, Medical Transcriptionist 
 
 
 
Disclaimer 
 
I personally recommend that you include a disclaimer in your service agreement stating 
that the physician's office is responsible for proofreading the transcription for document 
content, accuracy and quality control.  (This means that they will accept the liability of 
the transcribed medical records.) 
 
Each service agreement should be tailored to meet your specific needs.  The agreement 
that I have provided to you in this guide is an example, and may not include every clause 
that would be necessary in your specific area. 
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(Sample bill) 
 
At the end of each month, you will need to provide your physician with a bill for the 
services that you have completed.  Below is a sample format of how you may layout this 
bill.  
 
 
 
Your company name 
Street Address 
City, State Zip Code 
phone number 
 
 
 
"Insert month here" bill for dictation services completed for "insert physician's name 
here.” 
 
# of lines   # of patients Total 
 
1221   25 $109.89 
1828   35   164.52 
1318   28   118.62 
1152   25   103.68 
861   17      77.49 
1754   44   157.86 
1934   41   174.06 
1057   24       95.13 
Subtotal   $1,001.25 
Tax                 58.20 
TOTAL   $1,059.45 
 
 
Note:  This is only an example.  Remember that you will need to find out what taxes are 
required in your state.  In this particular example, the state requires that gross receipts tax 
be billed on any service rendered.  If you have Quickbooks software or any other 
accounting software, you can probably use that software to create and keep record of 
your bills.  It is very important to keep good records for tax purposes. 
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(Customer Service Survey) 
 
This survey can be used to find out how you rate as a transcriptionist, and what you might 
improve to provide a better service.  Before raising your rates, I would recommend that 
you provide the physician with this survey.  If the physician does not have any 
complaints, then you should be able to raise your rates without objection.  However, if 
the physician has specific issues that they request for you to improve, and then I would 
recommend improving upon these issues before raising your rates.  Typically, rates 
should be raised each year. 
 
Customer Service Survey 
 
Please circle "yes" or "no" to answer the following questions. 
 
Is the transcription delivered to your office on time?           Yes No 
 
Do you find the transcription to be accurate?    Yes No 
 
Are the medical records transcribed in the format  
you requested?       Yes  No 
 
Are you satisfied with the level of customer  
service that you have received from my service?   Yes  No 
 
 
Do you have any questions or concerns with the  
transcription service that you would like to address?   Yes No 
 
If yes, please use the lines below or contact me at (555) 555-1111 to set up an 
appointment to discuss your concerns. 
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Time Management / Stress Relief 
 
 
Here are a few tips and suggestions that may help you manage your time and stress 
throughout the day: 
 
1.  Make a list of all the things you need to get done in order of their priority.  
 
2.  Make sure to commit to paper those goals you wish to achieve then follow that up 

with the steps you will take to attain them.  
 
3.  Always determine a start and end time for special duties or projects.  
 
4.  Learn to defer unimportant duties when the day is filled with more pressing ones.  
 
5.  Learn to say "No" when you are at the limit of the workload you can reasonably 

handle.  
 
6.  Once you pick up a paper or a file that requires action, act on it, file it or throw it 

out.  
 
7.  Make big projects more manageable by only doing parts of them at a time.  
 
8.  When you lose interest in a project you've been working on intently, switch to 

another one for a while.  
 
9.  Make a point of taking a break to refresh yourself as fatigue may make you 

mistake-prone, causing more work later, or exposing you to more serious 
consequences.  

 
10.  Life is too short to be constantly stressed.  When you're worried about something, 

ask yourself how important it really is in the scheme of life.  
 
 
It is very important to learn to take time for yourself when you are stressed, or to avoid 
stress.  Good health cannot be had for any price; your children only grow up once; and 
your other loved ones could be taken from you at any time. 
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The Life of an MT 

 
Have you ever wondered what working at home, as an MT would “really” be like?  
Below you will find an interesting article written by a very successful work at home MT. 
Enjoy! 
 
 

A DAY IN THE LIFE OF AN MT - Is This the Life for You? 
 
If you are reading this, chances are that you are wondering if medical transcription is the 
right career choice for you.  “Can I really do this?” you might be saying to yourself.  
Read on and maybe we can help you decide! 
 
What does a medical transcriptionist do?  The American Association for Medical 
Transcription says that an MT (medical transcriptionist) is a “Medical language specialist 
who transcribes dictation by physicians and other healthcare providers in order to 
document patient care.” 
 

Okay, now you know what a medical transcriptionist does, but is this what you want do?  
Unfortunately, none of us has a crystal ball to tell us which career we are best suited for.  
However, a person entering this field will typically possess a few qualities: 
 
A love of reading.  Most MTs have always loved to read.  Their love of words often 
begins early in life.   
 
Above average English grammar, spelling, and punctuation skills.  You certainly don’t 
need a degree in English, but in general, you should know things like:   
 
 The difference between its and it’s.   
 How to use their and there properly.   
 Know when to use you’re versus your.   
 
You get the idea.  :)  
 
Detail oriented.  Clients want excellent quality, and with medical transcription, the 
quality is very often in the details!  (If the medical record being transcribed were your 
own or one of your loved ones, you would want a precise and accurate report, yes?) 
 
Able to work alone for long periods of time at the computer.  If you are a social butterfly, 
this may not be the best career choice for you.   
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Good personal computing skills.  It’s not necessary to be a computer “techie,” but if you 
already have at least average PC skills, you’ll be ahead of the game.   
 
Good research skills.  An important part of the work of an MT is research.  Medical 
technology and terminology are constantly changing.  MTs have to be able to find new 
terms quickly and efficiently.   
 
A commitment to quality.  The aging of today’s baby boomers, along with managed care, 
has brought about a tremendous increase in the demand for health care.  Top-notch MTs 
are in demand.   
 
 
 
Question:  Must I have prior medical terminology knowledge? 
 

Answer:  The answer is a definite no.  We will teach you the medical language.  
Many, many successful MTs had no prior medical terminology knowledge.  You 
will definitely be speaking “medical-speak” when you graduate.  :) 

 
Question:  Is medical transcription something I can do at home?   
 

Answer:  Absolutely!  The Internet has revolutionized medical transcription.  It 
may seem that the Internet has always been with us, but it wasn’t that many years 
ago that the Internet didn’t even exist.  Now millions of people all around the 
world can communicate in a flash via the Internet.  Amazing, isn’t it?  Just a few 
short years ago, most medical transcriptionists worked for hospitals, on hospital 
premises.  They would transcribe dictation from cassette tapes, using manual 
typewriters at first, later progressing to electric typewriters, and now using word 
processing software on a personal computer.  While some dictation is still 
recorded on tape, digital dictation (electronic files) is becoming more and more 
the preferred media for dictation.  What that means is that you can be at your 
home in Iowa and receive dictated medical reports from Florida on your personal 
computer.  You can transcribe them using word processing software on your 
computer and then return the completed reports to Florida.  Digital dictation and 
the Internet are making it possible for increasing numbers of medical 
transcriptionists to work at home. 

 
While there is no denying the advantages of working at home, keep in mind that 
you must be exceptionally committed and self-disciplined to work at home--and 
your friends and family must respect that. 

 
One MT writes, “Making the decision to become a medical 
transcriptionist was the best decision I have ever made.  It was also 
one of the most difficult.   



 
 

MT Advantage Career Center �Â���&�R�Syright 2004-2009 �Â�$�O�O���5�L�J�K�W�V���5�H�V�H�U�Y�H�G���Â���9�H�U���������� 
 
 80

I was working for a big corporation as an accountant, was making 
pretty good money with my college education, and... well, I was 
miserable.  I hated the rush hour traffic, the long commute, and 
the petty office politics.  
 
I had been searching for a new career path for several years, but I 
always came up empty-handed.  I was looking for something that 
was a good match for my skills and something I would enjoy 
doing.  To be honest, yes, I was looking for something I could do 
at home as well.  Everything I found, however, either required me 
to sell (wasn’t interested in being a salesperson!), required me to 
invest more money than I had, or was a scam.   
 
Then, several years ago, I met a medical transcriptionist.  I 
thought what she did was quite interesting but never thought about 
doing it myself.  I was a bean-counter, remember?!  At some point, 
she suggested I become an MT.  I laughed out loud!  Me?  An 
MT?  No way!  I know NOTHING about medical terms, drugs, or 
procedures.  I know debits and credits but not medical “stuff”!   
 
Well, thankfully, she didn’t give up on me; apparently, she thought 
I had what it took to be a good MT.  Very good English grammar, 
spelling, and punctuation skills--check.  Know how to use my PC--
check.  Typing skills--check.  Research skills--check.  Anal 
retentive, oops, I mean detail oriented!  --check.  Medical 
knowledge of any kind--none.   
 
My friend convinced me that I could learn the medical language 
and acquire the other skills that I needed to become an MT.  After 
tossing this over in my mind for a while, I decided to go for it!  I 
spent about a year training and was working from home one week 
after graduation.   
 
I absolutely love medical transcription!  I’m hooked.  ~smile~ I 
won’t say it was easy--I worked very hard at my studies--but I have 
never looked back.  This is a perfect career fit for me.  I can’t tell 
you how wonderful it is to wake up in the morning and actually 
look forward to going to work!” 
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Question:  I understand that this is a self-study course, but does that mean I’ll be 
alone?  Will there be any assistance for me? 
 

Answer:  You will not be going through this alone!  You will study at your own 
pace, but there will always be someone there for you to contact with questions or 
even for reassurance.  We have a variety of communication options set up for our 
students, including a student discussion board and chat room.  You can also pick 
up the telephone and talk to a real person who can help or you can e-mail with 
any questions or concerns you might have.  We want to emphasize that we will be 
there for you, walking with you down your new career path. 

 
 
 
If you think this may be just the thing for you, join us!  Soon, you’ll be spelling 
esophagogastroduodenoscopy in your sleep.  We are committed to giving our students the 
best medical transcription education possible, to educating students who are ready to 
work upon graduation.  We are a “hands-on” training program, meaning we are going to 
be with you every step of the way.  We know and appreciate that our students are real 
people, who are never treated as “just a number.”  Are you ready for an exciting new 
chapter in your life? 
 
 
 1American Association for Medical Transcription, The AAMT Book of Style for 
Medical Transcription, 2nd edition, 2002, p. 466. 

 
 
Written by a real Medical Transcriptionist:   
 
I wake up each morning, actually looking forward to going to work.  What a difference 
loving the work you do can make in your life!  I get up around 6 a.m., wash my face, 
brush my teeth, and then go downstairs for my morning coffee.  I bring a cup of coffee 
upstairs to my home office and relax, reading the morning’s e-mail.  About 6:45, it’s time 
to get ready for work! 
 
I enter my bedroom to get dressed for the day.  Let’s see here...the navy slacks and the 
dressy white blouse?  No.  That nice skirt and blouse peering at me from the corner of my 
closet?  No, thank you!  I grin and don my typical attire—a big t-shirt!  I worked in the 
corporate world many years, so please make allowance for me as I chuckle about not 
having to get dressed in typical office attire.  I always hated that, but that’s just me.  :) 
 
Decked out in my big t-shirt (oh, but I have many colors!), I sit down to begin my day as 
a medical transcriptionist.  I close down my e-mail program (and any other possibly 
distracting programs) and head for my client’s FTP site.  From there, I download 
(transfer) my work for the day (electronic files) to my personal computer.  I open my 



 
 

MT Advantage Career Center �Â���&�R�Syright 2004-2009 �Â�$�O�O���5�L�J�K�W�V���5�H�V�H�U�Y�H�G���Â���9�H�U���������� 
 
 82

word processing program, open the first medical report for the day, and put the pedal to 
the metal!  Oh, in case you don’t know what the pedal is for, MTs use foot pedals to 
control the sound file of the dictated medical report that they are listening to and 
transcribing.  My pedal has 3-foot buttons, play, rewind, and forward.  Just like a tape 
player.  Keeping our hands on the keyboard is the name of the game. 
 
I am an independent contractor, which means I set my own hours.  Of course, I have to 
meet my client’s TAT (turnaround time), but I can do my work anytime during the day or 
night, as long as it’s completed on time.  My work is usually ready for me to pick up at 
around 7 a.m.  It’s due back to my client by 6 a.m. the next morning.  I stop for lunch at 
anywhere from 11 a.m. to 2 p.m.  It’s so nice not to be locked into a rigid timetable.  
Heck, I could never eat on demand anyway!  *laugh* After lunch, I sit down and finish 
my work for the day, taking breaks when I need to or want to.   
 
I always try to take time each day to stop and look out of my office window, to watch the 
birds and to cast an eye on my garden.  I consider myself fortunate indeed to not have to 
commute to work in terrible weather and in that awful rush hour traffic.  I live in a big 
city, and it can be a nightmare on the freeways! 
 
I like to finish my work by about 6 p.m.  Then it’s dinner, maybe a favorite TV program, 
and bed.  That may sound boring to some people, but it works for me!  I’m as “happy as a 
tick on a dog” as we say in my part of the country!  I am thankful every day for a job that 
I love, one that allows me to use my skills, one that gives me so much flexibility, and one 
that I’m happy to wake up to the next morning! 
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About MT Advantage Career Center 
 
Okay, so now, you know a little about medical transcription and what it entails and you 
have some idea of what we offer at MT Advantage.  However, we would like to take a 
moment and explain the philosophy of our school.  Be sure to visit www.mtacc.net for 
more information. 
 
   
Philosophy of the School:  
MT Advantage Career Center opens its doors to any and all who desire to promote and 
educate themselves in the field of medical transcription.  This will be accomplished by an 
ongoing commitment on our part to provide the most thorough, up-to-date, and accurate 
medical transcription training available in the market today.  Students can expect quality 
instruction and support from faculty and staff from the moment they begin the program, 
through job assistance after graduation for our Advanced MT course  
 
History of MT  Advantage Career Center:  
The MT Advantage  course of study was first envisioned by Margery Hinman, CMT, 
Ph.D., in 1999 when it became apparent there was a lack of qualified medical 
transcriptionists in the United States.  An entrepreneur by heart, Margery envisioned a 
well-rounded, intense training program as a result of owning her own medical 
transcription service since 1999 and has seen many deficiencies in newly graduated MTs.  
Having started in the career of medical transcription in 1981, Margery is an instructor 
with public college-level teaching experience in the field of medical transcription and an 
eye for detail.  In addition, she has taught private students and has mentored dozens of 
others over the years.  Her experience, expertise, and vision brought forth the program 
known today as MT Advantage Career Center.    
 
Enrollment Requirements: 
Any U.S. citizen, 18 years of age or older, who expresses the desire and motivation is 
eligible for admission.  MT Advantage reserves the right to evaluate special cases and 
refuse enrollment when such refusal is in the best interests of the school.  
It is the policy of MT Advantage Career Center and its associates to maintain and 
promote equal employment and educational opportunities without regard to race, color, 
sex or age, religion, disability, national origin or other non-merit factors.  
If you require special assistance because of a disability or chronic health problem, please 
contact MT Advantage before enrollment.  Assistance will be provided when possible.  
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Description of the School's Physical Facilities: 

 
Located near beautiful Williamsburg, Virginia, MT Advantage Career Center is located 
at 4848 George Washington Memorial Highway, Hayes, VA 23183  Our offices consist 
of corporate office space, shipping and clerical areas.  
 
Our Staff and Founder 

 
Our Founder - An Experienced MT instructor and Certified Medical Transcriptionist 

 
MT Advantage was founded by Margery Hinman, CMT, Ph.D., an experienced college 
MT instructor, also a Certified Medical Transcriptionist and a published writer.  She was 
one of the owners of the largest medical transcription services in Eastern Virginia.  
Margery has mentored private students and other individuals for a number of years, and 
her students are successfully employed in the field of medical transcription.  
 
As a Christian, Margery wanted to help other women to meet their goals of having a 
lucrative income while working at home.  Margery understands that many women want 
to have a career but also want to be at home with their children.  
 
As a medical transcriptionist since 1981, Margery is aware of the problems graduates of 
other medical transcription courses face.  Her vision is to eliminate these hurdles for the 
new student by providing quality education through MT Advantage in a different format 
– through interactive self-paced training where the student controls the pace and the 
depth of the training, all from the comfort of their own home.  
 
Our staff consists of equally qualified MTs and MT instructors who really care about the 
difference in learning in your life!  
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What kind of assistance can I expect from MT Advantage? 

 

Experienced instructors and mentors who care 

Our caring and committed instructors set MT Advantage apart from other courses, 
making us the best in the nation.  Many transcription programs assign you one instructor 
throughout the entire course.  MT Advantage is different.  We realize students need the 
expertise of multiple instructors and advisers.  That's why we assign different instructors 
for different modules.  The end result is a more rounded education than you'll find 
anywhere else -- at any price!  

Better than an Unpaid Externship!  

Our Expert MT students will have access to this unique program.  This is a real live work 
simulation experience and invaluable to your learning experience.  This simulation 
experience will be in partnership with a local or national medical transcription service.  
Additionally, graduates of this program will be considered for employment with the 
service at the time of graduation.  Employment is NOT a guarantee but we DO guarantee 
the new unique Work Simulation program will make you invaluable to the transcription 
service!  

This Expert MT program with the Work Simulation , Externship or Internship 
program will make you the MOST employable.  Graduates of this enrollment level 
will have the equivalent experience of an MT with two years' experience.  The MT 
Advantage staff highly recommends this enrollment level for students are serious about 
launching a professional and lucrative career as a medical transcriptionist or for those 
wishing to build a medical transcription service of their own.  If you want to make the 
money, and be the best MT you can be, then this is the program for you!  

Job Placement Assistance!  

MT Advantage has a growing list of companies that have agreed to hire our graduates.  
We will provide a referral directory explaining where you may apply for jobs, along with 
contact information.  We'll also help you create a great resume.  That is, of course, IF you 
haven't already received a job offer by the time you finish the program!  

Why should I choose MT Advantage? 

MT Advantage teaches you what you need to be successful, not just pass the course.  We 
offer beginning to advanced computer skills training, beginning to advanced 
M icrosoft Word training, FTPing and all other technological aspects of being an 
MT.   No other course teaches the technical side of MT in detail.  MT Advantage also 
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offers the Beginning, Advanced, and Surgery SUM CDs which are the gold standard in 
teaching medical transcription.  MT Advantage offers job placement assistance, and help 
with your resume.  MT  Advantage is owned by an ex-medical transcription service 
owner, so she is aware of what a new MT needs to know to be successful.  We offer 
student forums, a medical trivia chat, giveaways, contests, and other fun things 
throughout the course to make learning fun.  All of our on-line medical content modules 
have images included in them so you can see what you are learning about.  This assists 
with retaining the information and will make you a better MT.   
 
In addition, MT Advantage is the only school we know that teaches about abbreviation 
expanders AND explains the ABCZ way of creating abbreviations.  This aspect alone 
will make you a much more productive MT.  Also, as you work through our program, 
you will be introduced to tips and hints throughout the course to make learning more 
enjoyable.  
 
There are many reasons to make MT Advantage your school of choice but the number 
one reason is that we really “care” about each and every student.  Your success is our 
success.  We will work with you all the way to achieving your dreams of becoming a 
work at home medical transcriptionist.  
 
 
Want to read More?  Here are some articles in our website that can help you decide 
if the MT career is for you: 

Ethics and Confidentiality 
Your Professional Image 
The Future of Medical Transcription 
Types of Hospital Medical Reports 
Verbatim vs. Light Editing 
Proofreading and Editing Your Reports 
Practical Rules to Remember When Transcribing 
Basic Word Structure 
Sounds Alike Words 
Comments From Actual Students 

Contact Us  
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Conclusion 
 
We hope that by reading this book, you have a clearer picture of what medical 
transcription is all about.  Don’t worry if you do not understand everything that the book 
discusses because in the MT Advantage program we teach you all of this in detail.  
 
We hope that you have enjoyed reading our prospective student information packet.  We 
would like to answer any further questions that you may have about medical transcription 
or our school in particular.  Please feel free to contact us anytime.  We fully believe that 
we have the most comprehensive medical transcription-training program available.   
 
We wish you success in fulfilling your dreams of becoming a qualified medical 
transcriptionist.  
 
 
Margery Hinman, CMT, Ph.D., Director 
MT Advantage Career Center 
www.mtacc.net 
Toll Free (877) 336-8222 
 
 P.S.  Please remember that we are here anytime to answer any questions you may have 
about medical transcription, whether you are our student or just thinking about becoming 
one.  Please don’t hesitate to give us a call!  Thanks again! 
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DISCLAIMER  
 
This ebook is not intended to be a legal document, but rather to be used as a guide.  It is 
intended to give you ideas on the start up process of your medical transcription business, 
but laws vary from state to state.  If you have any specific questions of a legal nature and 
are not sure what to do, you should consult an attorney.  This guide is also not intended to 
address every possible issue that may arise in your situation. 
 
 
 


