
 

 

 

 

 

 

 
1 Format 
2 Planning - Groups 
3 Produce a class plan 
 
 
 
 
5 mins to read case notes (pen on table) 
40 mins to write OET Letter  
 
How long should we spend planning the letter? 
7 – 15 minutes of planning time 
 
 
What are the stages of planning? 
 
 

STEP 1: Understand STEP 2: Choose Case Notes STEP 3: Organise  

 

You should ask some important 

questions: 

 

1. Reader? Task?  

Possible task 

2. Reader knows patient? 
(If patient is known, then no background) 

3. Writer? Task? 

4. Urgent? 

5. Why am I writing 

today? 

 

How do I choose case 

notes?  

 

Relevant ones. 

 

 

RELEVANT = 2 THINGS: 

 

1. Appropriate: 

helpful, useful, the 

reader MIGHT like to 

know SOME 

2. Needed: necessary, 

essential, crucial, 

vital, etc.  ALL 

 

 

 
 

 

 

Paragraphing…  

WE ARE GOING TO APPLY THIS…. 



 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 

 

 

 

 

 

UPDATE LETTER: the reader is being updated only  
 

Introduction  
I am writing to ______ you on 
 

• He may / He might require further support  
 
 
                           General word: many things included  
 
 
Assignment: write the Introduction only  
alain@set-english.com  
 

Timeline 

 
 
As you are aware, Mr Tidyman was referred to our hospital on 20th 
December due to + SUMMARY 

Timeline 2 

 
Requests   

  
Please note that he has been advised about MRI 
 

 
 
This is the plan. We will use summarising to make it shorter  
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