Correspondence and Mail Processing

Why is this an important part of the Administrative Medical Assistant's job?

COMMUNICATE!

Skills and Responsibilities

Transcribe from machine or shorthand dictation 

Type consultation and surgical reports

Compose original letters

Reply to inquiries

Respond to requests for information

Write collection letters

Order supplies

Write instructions for patients

Process a variety of other communications

Equipment

Computer or word processor 

Typewriter

Copier

Stationary

Your Knowledge

Composition 

References 

Your Personal Reference

Writing Skills

Plan before you answer 

Develop a portfolio

Letter Styles

Block Letter Style

Modified-Block Letter 
Style (Standard)

Modified-Block with Indented Paragraphs

Simplified Letter Style

Punctuation

Standard (Mixed) 

Open

Spacing & Margins

Spacing

Top Margin

Side Margin 

Bottom Margin

Parts of a Letter

Heading 

Opening 

Body

Closing

Postscripts

 Continuation Pages

MD Signature

Check office policy!

Outgoing Mail

Addressing the Envelope

Mailing address

Return address

Notations

Faster Mail Service. 

 Folding  & Inserting Letters 

Sealing & Stamping

Cost-Saving

Classifications

Express Mail Next-Day Service . First Class

Priority Mail

Second Class Mail

Third Class Mail

Fourth Class Mail

Special Situations

International Mail

Private delivery services

Forwarding Mail

Obtaining Change of Address 

Recalling Mail

Returned Mail

Lost mail

Incoming Mail

Processing. 

Annotating  

Responding

 Samples of Mail  You Will Handle

Cash Receipts 

Insurance Forms 

Drug Samples 

Vacation Mail

Skills to Practice

Composing business correspondence 

Composing and writing instructions 

Building a portfolio

