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1. Overview 

Telecom Matters Corp is happy to provide this proposal for remote dictation and 
transcription services for <CUSTOMER>. 

We are proposing a central telephone server, owned, operated, and maintained by 
Telecom Matters and housed at a high-security collocation facility, to provide the 
necessary dictation functionality.  

It is proposed that the authorÕs telephone set (either cell or land line) be used to make the 
recording.  The author would call the telephone server and produce the recordings.  The 
server provides the same features, like start/stop and playback/record, as a hand-held 
voice recorder.  At the conclusion of the session, the telephone server would email the 
sound file(s) to the transcriber and a copy back to the author.  The transcriber would then 
produce the document and email it to the author. 

By using a telephone set, the author is not required to return to the office to deliver 
dictations.  When recording dictations from the field, it is possible that the transcriber will 
have finished the document before the author returns to the office, thus decreasing 
turnaround time.  By using email, it is unnecessary for the author or the transcriber to 
travel to the office to deliver tapes and/or documents. 

When the transcriber receives an email with the attached sound file(s), she will be able to 
playback the files while creating the official document.  Telecom Matters can supply a 
transcription control (foot device) to control the playback. 

Because all the sound files for a dictation are organized in an email message, there will 
not be the problem of mislabeled or misplaced dictation tapes. 

From the userÕs perspective, the capacity of this system is virtually limitless.  
<CUSTOMER> may add authors and transcribers without regard for system resources.  If 
additional capacity is ever required then Telecom Matters will add that additional capacity 
without charge. 

1.1 Part icipants 

1.1.1 Author 

The author is the creator of the dictation.  A case officer or case supervisor, for example, 
would dictate a document for inclusion into a case file and/or submission to the court. 

1.1.2 Transcriber 

The transcriber types from the dictation recording and produces the official document. 

A transcriber can be an employee or a contractor working in the <CUSTOMER> offices or 
away from the offices.  The only requirement is access to an email server. 

Telecom Matters can provide transcription services in addition to the remote dictation 
services. 
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1.2 Telephone Set 

Since an author provides dictation while in the field and from the office, it is proposed that 
the authorÕs telephone set be used for the recording.  The author would call the toll-free 
number, provide her name and password, and then proceed with the dictation.  With the 
proposed system, the sound files would be automatically sent to the transcriber via email, 
and the author would not have to return to the office in order to upload the dictation files. 

The proposed system provides all the standard recording options.  Using the telephone 
keypad, the author may start and stop the recording as well as switch between record 
and playback mode.  In playback mode, the author may rewind, listen, and then start 
recording at any desired point. 

The system provides the ability to structure the dictationÑ the author may choose to 
record the entire dictation into one file or may choose to record each section into a 
separate file.  The individual sound files can be structured in the same manner as paper 
case notes are presently structured. 

At the beginning of the session, the system will ask the author to record the ÒsubjectÓ.  At 
the end, the system will ask the author to set the transcription priority.  This functionality 
replaces the tape labels found in a manual environment. 

1.3 Telephone Server (PBX) 

The proposed telephone server replaces the need for dictation equipment located at the 
<CUSTOMER> offices.  The server is owned and operated by Telecom Matters, and 
there will be no operational or maintenance requirements placed on <CUSTOMER> staff. 

The telephone server provides the functionality to receive calls, record and playback the 
dictation files over the telephone, and send the resulting emails to <CUSTOMER> staff. 

1.4 Email System 

At the conclusion of the dictation session, the system will automatically attach the sound 
file(s) to an email message and send the email to the transcriber as well as a copy to the 
author.  The email ÒFrom:Ó address will be the authorÕs, allowing the transcriber to ÒreplyÓ 
with the transcribed document.  The email ÒDate:Ó will be the timestamp of the dictation. 

The subject line of the email message will be ÒDictation from <author> at <telephone>Ó, 
where <author> is the authorÕs name and <telephone> is the telephone number of the 
authorÕs telephone.  Displaying the telephone number allows the transcriber to contact 
the author if a question should arise. 

To balance the transcription workload, it is proposed that each author be assigned a 
primary transcriber.  An email would then be sent ÒTo:Ó the authorÕs primary and ÒCc:Ó the 
alternate transcriber.  An alternate workload plan would be to send the email to a shared 
email addressÑ the transcribers could then coordinate the typing assignments between 
themselves. 

After document preparation, the transcriber would return the document to the author by 
attaching the document and replying to the original email. 



Remote Dictation/Transcription 
 

Proposal 
 
 

 Page 3  

Copyright © 2006 Telecom Matters Corp. 

1.5 TranscriberÕs Workstation 

The transcriberÕs workstation will be provided by <CUSTOMER> and is outside the scope 
of this proposal.  Telecom Matters can provide the necessary software and transcription 
control device (foot pedals) to facilitate transcription activities.  
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2. Pricing 

The remote dictation system is offered as a service and is priced at 19¢/minute for the 
duration of the dictation. There are no other charges.  Telecom Matters will provide a 
monthly invoice that will include a detailed call log. 

For each transcription workstation, the (optional) transcription control device (foot pedals) 
and software to play the sound files is priced at $250. 
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3. Security 

3.1 Telephone 

For each session, the author will be asked to provide her name and password.  The 
system will not proceed without the correct information.  The recording of the author 
name will be provided in the email, and the transcriber will be able to verify the authorÕs 
voice.  In addition, the Caller ID of the authorÕs telephone will be placed in the subject line 
of the email. 

A future enhancement may be the identification of the speaker using biometric (voice 
print) analysis of the speakerÕs voice.  This functionality will provide an additional layer of 
system security. 

3.2 Telephone System 

The telephone system is housed in a high-security collocation facility in Englewood, CO.  
The facility has multiple power sources with diesel backup.  The system is cross-
connected with three gigabit Internet backbone circuits as well as digital telephone 
circuits. 

The facility requires biometric information before physical entrance is granted. 

More information about the facility can be found at http://www.data393.com . 

The author will have a copy of the email for each dictation in her mailbox, and this can be 
used to verify that each dictation was sent from the Telecom Matters system.  The 
telephone system will archive the sound files five days after the dictation.  In the case of a 
downstream email failure, the sound files can be recovered. 

3.3 Email 

The sound file(s) for a dictation are attached to an email and sent to the transcriber, and 
a copy is sent back to the author.  Having the sound file(s) in the email eliminates the 
problem of mislabeled or misplaced recording tapes. 

The sound files may be individually attached to the email, or they may be ÒzippedÓ into a 
compressed and encrypted file.  An organization-wide pass phrase would be used to 
decrypt the zip file. 

Because of ÒSpamÓ and ÒSpywareÓ problems on the Internet, the transcribers should 
continue to be careful with email attachments, especially zip files.  If an email with an 
attachment comes from an unknown source then that email should be treated with 
caution. 
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4. Configuration 

The following information is required for production use of the system: 

4.1 Staff 

For each author the following is required: 

• Name 

• Email address 

• Primary recipient (transcriber) email address. 

• Alternate recipient email address (optional). 

For the organization: 

• The pass phrase to use for decrypting the zip file. 

• Billing contact (name, address, email, telephone). 

To add additional users, please send an email to support@TelecomMatters.net with the 
information.  Telecom Matters will reply with the assigned passwords. 

4.2 Email Server 

Because of problems with ÒSpamÓ and ÒSpywareÓ, many email systems have been 
configured to reject emails containing an attachment.  If this is the case with the 
<CUSTOMER> email system, you may want to ask the administrator to allow (ÒwhitelistÓ) 
emails from 72.18.138.160/248. 
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5. Demonstration 

As part of this proposal, we are providing access to the production system to demonstrate 
the service.  The following persons have been configured: 

5.1 Transcribers 

None specified. 

5.2 Authors 

<AUTHORNAME>, <AUTHOREMAIL>@<DOMAIN> password Ô<AUTHORPIN>Õ. 

5.3 Dictation Using the Telephone Handset 

Press Ô#Õ to enter a new file number.  A ÒfileÓ contains a recording, and the user may 
create more than one file in a dictation.  The file ÒnumberÓ is arbitrary.  If a file already 
exists, within the dictation, and the number is entered again, that file will be reopened. 

Press Ô1Õ to toggle between playback and record modes. 

Press Ô0Õ for help. 

The playback controls are: 

Press Ô2Õ to toggle the playback speed (1x, 2x, 3x, 4x).  1x=normal, 2x=twice the 
speed, etc. 

Press ÔÕ7Õ to seek backwards a few frames (rewind) 

Press Ô8Õ to seek forward a few frames 

Press Ô*Õ to toggle between pause and playback. 

The record controls are: 

Press Ô8Õ to erase the file and start again 

Press Ô*Õ to toggle between pause and record. 

To conclude the dictation, press Ô#Õ twice.  It is important that the Ô#Õ be pushed twice to 
terminate the dictation session.   

At the conclusion of the dictation, the system will say ÒGoodbyeÓ.  If this is not heard then 
the dictation was not processed successfully. 

5.4 Dictation Procedure 

From your handset, dial 1-866-808-5885 (toll free). 

The system will prompt for the authorÕs name.  Say your name. 

The system will prompt for the password.  Enter your password on the keypad.  For 
example, you would enter Ô<AUTHORPIN>#Õ. 

The system will reply with ÒThank youÓ after a successful login. 

The system will prompt for the subject.  Say the subject of the dictation. 
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You are now in dictation mode. 

The system will ask for a Ònumeric dictation f ile nameÓ.  Enter Ô1#Õ for the first file (the 
file number is arbitrary). 

You are now in playback mode and paused. 

Press Ô1Õ to enter record mode. 

Press Ô*Õ to begin recording.  You may press Ô*Õ to stop and start recording. 

Press Ô#Õ to end the recording for file 1. 

You may enter another file number to record, or you may press Ô#Õ a second time to end 
the session.    

At the conclusion of the dictation, the system will ask for the priority.  You may say 
ÒnormalÓ, ÒhighÓ, ÒlowÓ, or any other words to describe the priority of dictation. 

The system will say ÒGoodbyeÓ at the conclusion of the dictation.  If ÒgoodbyeÓ is not 
heard then the dictation was not processed successfully. 

The telephone server will disconnect the call at this time and send the emails.  The 
transcriber will receive an email (with the attached sound files), and a copy will be sent to 
the author.  The receipt of the emails concludes the demonstrationÑ the demonstration 
does not include the actual transcription of the document. 

For demonstration purposes, two emails will be delivered for each dictation.  One email 
will contain an individual attachment for each sound file.  The other email will contain an 
attached ÒzipÓ file that contains the sound file(s) in a compressed and encrypted format 
(the pass phrase to decrypt this file is Ô111111Õ).  It will be <CUSTOMER>Õs choice as to 
which method to use in production. 
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6. Administrative 

6.1 Agreement 

As per the demonstration, the system is fully functional.  The system can be immediately 
configured for the remaining authors upon acceptance of this proposal. 

Except for the purchased transcription control devices (foot pedals), <CUSTOMER> shall 
have no ownership rights to any other part of the proposed system. 

6.2 Training 

Telephone support is available to answer questions and to train the in-house trainer. 

6.3 Support 

Telephone support is available at 303-414-4978 during normal business hours.  Email 
support is available at support@TelecomMatters.net.  

The charge for technical support will be $85/hour for situations outside the control of 
Telecom Matters.  For example, an enhancement to the system outside the scope of this 
proposal that is requested by <CUSTOMER> would be charged separately.  
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7. About Telecom Matters Corp. 

Introspect Consulting is a Colorado corporation formed in 1983.  Our business focus has 
been the development of customized software systems for the financial and 
telecommunications industries.   

Since 2002 the business has been providing customized telephone systems, both 
hardware and software, to clients.  This proposed telephone server is one such 
customized system.  We use the trade name ÒTelecom MattersÓ for telephone products 
and services.  

Contact Information 

tel: 303-414-4978 

fax: 303-670-1918 
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8. Glossary. 

PBX Ð Private Branch Exchange (the traditional term used to describe a telephone 
switch) 

PC Ð Personal Computer 

PSTN Ð Public Switched Telephone Network 

 

 

 

 


