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Make a plan!  
 
Remember the 5 questions for planning:  
 

1) Who am I writing to?  
2) What do they already know?  
3) What do they need to learn to continue care? 
4) Why am I writing today?  
5) Is it urgent?  

 
 



   
Combine these questions with the concept of paragraph function:  
 

Introduction The purpose must be immediately clear 
 

- Name 
- General medical context 
- General purpose 

Timeline 1 Tells the story from the past up to the present, sometimes including the present. It 
depends on the story.  

Timeline 2 Current condition 
Background - 
Medical 

Conditions, family history, medications 

Background - Social  living situation, relationships, job, lifestyle 
Request The purpose is expanded. Detail required here.  

 
 

Introduction - Rosemary McQueen 
- celiac disease 
- request: manage gluten-free diet 

Timeline 1 6th June: admission & test results, diagnosis 
 

- summary of presenting symptoms 
- diagnosis 
- summary of test results - calcium, sudan black stain,  

 
Timeline 2 8th June: exclusion testing  

 
- biopsy & results 
- Ferrous sulphate 
- gluten - free diet commenced - good progress 

Background - father - Crohn’s 
- asthma / albuterol 

Request Request:  
- Eliminate gluten from diet  

 
Inform:  

- Ferrous sulphate 
- Revisit tests 
 

 
Write your introductions and send to paul@set-english.com 
 


