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DOCUMENT 1

(Operator: this is a letter to Dr James Cowling, General Practitioner. Please take two
extra copies. The address is on the information sheet. Please type: Our ref
SH/(oblique)PC)

(Operator: please mark in closed capitals) FIRST CLASS
Dear Dr Cowling

Cassandra Patel date of birth 09/12/1972
14 Marshell Crescent BODMIN PL25 4DJ

Thank you for referring this young woman. (full stop) She presented complaining of a brown
discharge from the right nipple. (full stop) There is no family history of breast cancer.

(paragraph)

On examination there were no palpable lumps in either breast or axillae. (full stop) On
pressing the areola there was profuse discharge from a single central duct of the right nipple.
(full stop) Her mammograms were reported as normal but an ultrasound scan showed a
cystic lesion in the areola of the right breast. (paragraph)

She underwent microdochectomy which was performed as a day case under local
(Operator: correction) general anaesthetic. (full stop) During the procedure a number of
dilated ducts were found which looked ecstatic and therefore she had a total duct excision.
(full stop) Histology showed a result consistent with duct ectasia and also a single benign
papilloma. (full stop) | enclose a copy of this report. (paragraph)

She made a good recovery. (full stop) Her scars have healed well and she had no further
problems. (full stop) | would recommend repeat ultrasound and mammography in six

months.

Yours sincerely

Simon Hawkins
Consultant Breast Surgeon

(Enc)

(Operator: one copy is for Peter Jessop — indicate routing)



DOCUMENT 2

(Operator: this is a notice with a three-column table)

(Heading with Initial Capitals and Underlined) Health Care Clinics

At Parkwood Surgery we take every opportunity to check on your wellbeing and offer advice
on healthy living. (full stop) Our fully trained practice nurses provide a range of specialised
clinics aimed at keeping you well through disease management and prevention. (full stop)
We also hold a full range of health promotion clinics. (full stop) You are asked (Operator:
correction) encouraged to make use of these services. (paragraph)

Patients who suffer from chronic diseases should attend clinics on a regular basis for

monitoring and advice regarding lifestyle issues. (full stop) This gives us the chance to
review your physical health and check the medication you are taking is appropriate.

(paragraph)

The following clinics are available: (colon)

(Operator: a three-column table with headings follows: Column 1 has a longest line of
33 characters, Column 2 has a longest line of 9 characters and Column 3 has a longest
line of 10 characters. The three headings are as follows:)

clinic day time

(Operator: six rows of information follow)

asthma management Thursday  four pm

coronary heart disease prevention Tuesday nine am

diabetes care and dietary advice Friday two pm

well woman and well man Wednesday (Operator: one moment please) two pm
smoking cessation Monday ten am

travel and vaccination Friday eleven am

(Operator: that is the end of the table)

Appointments can be made at reception for any of these services without referral by a doctor.



DOCUMENT 3

(Operator: this is an article. Please use single linespacing)
(HEADING IN CLOSED CAPITALS) FACTS ON SMOKING

Smoking is the largest cause of illness and premature death in the United Kingdom. (full
stop) Research has shown that it lowers life expectancy by up to eight years. (paragraph)

Cigarettes contain many chemical substances. (full stop) These toxins affect the brain
within seconds of inhaling the smoke. (full stop) They increase your heart rate, (comma)
constrict the veins (Operator: correction) arteries and cause changes in blood composition.

(paragraph)

Smoking increases your risk of getting many serious and often fatal diseases such as:
(colon)

(Operator: please change to double linespacing for the following list)
angina

cancers of the mouth, (comma) throat and stomach
cardiovascular disease

chronic bronchitis

coronary heart disease

emphysema

hypertension

increased cholesterol

lung cancer

periodontal disease

poor circulation

stroke

thrombosis

(Operator: that is the end of the list in double linespacing)

Giving up smoking improves your chances of living a longer and healthier life. (full stop)
(Operator: please emphasise the following sentence) It is the greatest step you can take
to improve your health. (full stop) The benefits begin straight away as your body begins to
repair the damage. (paragraph)

(Operator: please leave a vertical space of at least 35 mm here)

If you fry to give up smoking (Operator: this information was given to you earlier) can
help you cope with the withdrawal symptoms. (full stop) It can help to stop cravings and
may double your chances of success. (paragraph)

(Operator: please centre the following sentence) Visit your doctor for advice on support
available in your area.

That is the end of the dictation for the Level 2 Text Processing (Business Professional)
Summer 2009 examination in Medical Audio-Transcription.



