
   
 
 
Layout & Letter Types  
 
 
What do we have to do in OET Writing?  
 
Write a professional letter to a healthcare professional to request something.  
 
It should be:  

• organised 
• logical 

 
As long as you make your decisions on structure and content in line with the purpose, you 
are unlikely to make big errors.  
 
 
 
Layout 
 

Date  
 
 
Name 
Profession 
Address 1 
Address 2 
 
 
Dear …………..,  
 
re: Patient Name & DOB/Age 
 
 
Paragraph 
Paragraph 
Paragraph 
 
 
Yours Sincerely/Faithfully, (depending on knowledge of 
recipient’s name)  
 
 
Name 
 
 

 

 
 
 
 



   
There four main letter types in OET Writing:  
 

• Discharge • Referral  
• Transfer / Pre-Procedure • Update 

 
Technique 
 
It is tempting to think you can develop a technique for every type but our approach at SET is based more 
on critical thinking and having the right tools for EVERY task. Content is so important! Let’s review some 
letter types below:  
 
Referral  
 
Be very careful! Both of the tasks below are referrals but require different approaches to content for 
the reader.  
 

 

 
Referrals:  
 

• The recipient does not know the patient.  
• Therefore, any of the data could be considered ‘vital’ 
• Patient could be referred for assessment/diagnosis or for intervention - this changes which details 

are important.  
• We have to choose which data - and which level of detail for that data - to include, in order to 

enable the recipient to continue care.  
 



   
 
Discharge 
 

 
 
 

Discharges:  
 

• The recipient is no longer in an acute state, after some form of treatment.  
• The recipient sometimes knows the recipient - it could be a GP. However, sometimes the discharge 

could be to a rehab centre or a retirement home, in which case the reader might not know the 
patient.  

• Therefore, you have to choose which information is relevant for the reader.  
• Generally, the detailed information in discharge letters can be found either in the discharge plan or 

in case notes relating to the discharge plan.  Always remember - choose information in order to 
enable the recipient to continue care.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
 
 
Transfer  
 

  
 
 
 

Transfers:  
 

• Transfers - a combination of discharge and referral. Patient probably no longer requires acute care 
for a condition, but needs help with another issue.  

• Patient is not known by recipient. Therefore, all information could be relevant. You have to choose 
which information is relevant for the reader.  

• Generally, the recipient only requires current condition and request in detail - other 
treatment/issues can be summarised .  Always remember - choose information in order to enable 
the recipient to continue care.  

 
 
 
 
 
 
 
 
 
 
 
 
 


