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Multiple Choice

Highlight the choice that best completes the statement or answers the question.

____
1.
Most medical record technologists work in 

a.
hospitals.

b.
federal or state government offices.

c.
public health departments.

d.
insurance companies.

____
2.
Two types of files that are options when space is limited are 

a.
vertical and lateral.

b.
compactible and horizontal.

c.
rotary circular and compactible.

d.
vertical and rotary circular.

____
3.
Which of the following is a guideline for arranging files in alphabetical order?

a.
treat each part of a patient's name as a total unit

b.
treat a prefix as a separate unit

c.
a title should be treated as the last filing unit

d.
a hyphenated name is treated as a single unit

____
4.
Horizontal file cabinets are also called 

a.
vertical files.

b.
compactible files.

c.
lateral files.

d.
rotary circular files.

____
5.
An advantage of storing files as paper files is 

a.
to provide evidence of medical treatment in a legal proceeding.

b.
they require very little space to store.

c.
they never need to be copied.

d.
it eliminates the need for a computer system that can transfer documents.

____
6.
Which of the following saves time when returning files to their proper places?

a.
indexing

b.
coding

c.
sorting

d.
inspecting

____
7.
The filing systems used when the patients' names are kept confidential is 

a.
alphabetic.

b.
numeric.

c.
sequential.

d.
supplemental.

____
8.
A marker made of stiff material and used as a placeholder when someone takes a file out of the filing system is called a(n) 

a.
out guide.

b.
file label.

c.
tab.

d.
file guide.

____
9.
Which of the following safety features is necessary for storing files?

a.
a site that is kept cold

b.
cardboard storage containers

c.
a site that is below ground

d.
a site that is kept locked

____
10.
A reason for evaluating an office filing system is to 

a.
avoid conflict among office staff members.

b.
give the physician a greater sense of control.

c.
increase office efficiency and save time.

d.
eliminate the need for cross-referencing.

____
11.
The taped rectangular or rounded extension at the top of the folder is the 

a.
extension.

b.
tab.

c.
label.

d.
guide.

____
12.
A numeric filing system 

a.
is not used when patient confidentiality is especially important.

b.
organizes records according to the patient's last name.

c.
may include numbers that indicate where in the filing system a file can be found.

d.
is the only practical system for a large practice.

____
13.
Files of patients who have died, have moved away, or for some other reason no longer consult the office are called 

a.
inactive.

b.
closed.

c.
suspended.

d.
eliminated.

____
14.
Medical practices use ____ files to avoid losing track of important dates.

a.
supplemental

b.
tickler

c.
numerical

d.
alphabetical

____
15.
Some medical record technologists may specialize in 

a.
drawing blood from patients.

b.
coding and registry.

c.
performing x-rays.

d.
patient education.

____
16.
To become certified as an Accredited Records Technician (ART), a technologist must 

a.
have completed a 4-year college program.

b.
take a written examination by the American Medical Record Association (AMRA).

c.
have worked for 3 years as a medical record technologist.

d.
be experienced in maintaining patient records in insurance companies.

____
17.
Which of the following indicates that files have been taken out of the system?

a.
out guide

b.
file sorter

c.
color coding

d.
file jacket

____
18.
Used to hold patient records that will be returned to the files at the end of the day.

a.
file folders

b.
file guides

c.
file sorters

d.
file jackets

____
19.
Security drills

a.
are a waste of time

b.
keep staff aware of security risks

c.
are required by JCAHO

d.
are conducted when the inspectors are present

____
20.
If a file is misplaced, what can be done to reconstruct it?

a.
duplicate all information within the file

b.
avoid putting a note in the file that it is a recollection of information

c.
contact insurance companies, laboratories, and other providers for copies of original documents that have been lost

d.
avoid telling the physician or office staff of your carelessness

____
21.
Files that feature pullout drawers that contain a metal bar equipped to handle letter-size or legal-size documents are called 

a.
compactible files.

b.
vertical file cabinets.

c.
rotary circular files.

d.
boxes or tubs.

____
22.
The Labor Standards Act states doctors must keep employee health records for 

a.
6 months.

b.
1 year.

c.
3 years.

d.
5 years.

____
23.
Heavy cardboard or plastic inserts used to identify a group of file folders in the file drawer are 

a.
file guides.

b.
tabs.

c.
file jackets.

d.
out guides.

____
24.
The National Childhood Vaccine Injury Act of 1986 states that doctors must keep all immunization records 

a.
for 6 months.

b.
on computer disks or microfilm.

c.
for 5 years.

d.
permanently in the office.

____
25.
Keeping records of all occurrences of certain diseases, such as bone cancer, is called a 

a.
registry.

b.
group.

c.
coding.

d.
priority number.
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Answer Section

MULTIPLE CHOICE


1.
ANS:
A
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1


2.
ANS:
C
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1, 10-2


3.
ANS:
C
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-2


4.
ANS:
C
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1, 10-2


5.
ANS:
A
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-3


6.
ANS:
C
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-6


7.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-2


8.
ANS:
A
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1


9.
ANS:
D
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1


10.
ANS:
C
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-3


11.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1


12.
ANS:
C
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-2


13.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-2


14.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-5


15.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1


16.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1


17.
ANS:
A
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-9


18.
ANS:
C
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1


19.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1


20.
ANS:
C
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-7


21.
ANS:
B
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1, 10-2


22.
ANS:
C
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-9


23.
ANS:
A
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-1


24.
ANS:
D
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-9


25.
ANS:
A
REF:
AAMA- Perform basic administrative medical assisting functions.

OBJ:
10-9

