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1. Thoughts before the first dictation



1.1 The suitable dictation device


In general, you should not use analogue dictation devices any longer, but only digital ones. That is not only good for the environment, but also good for yourself, for dictations which are transferred on a digital way can be finished much more earlier than dictations on analogue tapes, which first of all you have to send via postal shipping or courier service to your typist. So, analogue dictation devices are not sustainable and still only should be used if your typist is in house with you or sits even next to you – but then you normally don’t need a dictation device at all, you can dictate directly into the computer, with or without your typist.


The digital dictation device minimum should have following features:




	you can hold it nicely in your hand,


	it is easy to use,


	it has enough space also for longer dictations,


	
it offers the possibility to send the finished dictation directly out from the dictation device to your typist on a safe way.





This safe way is very important, especially if you work together with an external typing office. Already in the beginning you must make sure that you not only can trust the typist him-/herself and his/her signature under your non-disclosure agreement, but also the way you and the typist are communicating and exchanging documents and tapes must be safe in all circumstances.


You should not buy an expensive dictation device with a huge range of additional features that you have to “study” first before you can start at all.


And never ever try to use “speech to text”, hoping that by using that you need no typist. These programs are still not sophisticated and cause more work than they are helpful.


The reworking of the text, produced this way, is hard and needs more time than typing the text from the beginning.
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