
 

 

 

 

 

 

TODAY: 

 

 

1 Review  

2 How to write an Introduction?  

3 Grade your work 

 

Assignment: Paragraph 2 

 

 

  



 

 

 

 

 

 

 

 

3 Phases of Planning  

Understand Choose Organise 

 

Ask yourself critical questions: 

 

 

1 Reader? Task? Update 

2 Reader knows patient? Yes 

3 Writer? Task? Nurse / +++ 

4 Urgent? No 

5 Why am I writing?  

Patient accident / Discharged & 

GP needs to know 

6 Where is everyone? 

As discusses 

 

 

 

 

Choose important case 

notes for reader… 

 

OET tells us: 

 

1 “Appropriate” – might be 

helpful, might be useful 
Do I need all? Only some 

 

 

2 “Needed” – vital or 

essential 
Do I need all? All 

 

 

3. Irrelevant: not needed at 

all 

 

Whats the difference? 

 

Paragraphs: 

 



 

 

 

 

 

 

 

  



 

 

 

 

 

 

LETTER PLAN 

 

Introduction: • Update / may need further support  

 

Diagnosis: ectopic pregnancy 

 

Timeline: story   

     SUMMARISE 

• 20.06.2019 admitted  

• ectopic pregnancy  

• surgery: ruptured tube removed + 

embryo (or procedure name) 

• Good progress / Vital signs normal 

 

Assignment: alain@set-english.com 

 

Requests:  • anxious to start new pregnancy 

• ?Counselling [might be] 

• Abstain for 2 months / or barrier 

contraception 

• 3 months or 2 menstrual cycles before 

pregnancy  

Requests:  • Folic acid supplement 

• Monitor: hCG levels 

• Early ultrasound 

• Pain killer: diclofenac  

 

 

  

mailto:alain@set-english.com


 

 

 

 

 

 

Original Corrections  

 

 

21/06/2019 

 

Dr Sarah Hindly 

Freshfields Surgery  

66 Honeyboune Lane 

Oldtown  

 

Re: Marilyn Johnson, D.O.B 04/06/2002 

 

Dear Dr Hindley, 

   

I am writing to update you on the progress of Mrs 

Johnson, who was admitted to our hospital due to 

ectopic pregnancy. She is being discharged today and 

might require your further support. 

 

 

 

 

 

 

 

 

 

21st June 2019  

 

Dr Sarah Hindley 

Freshfields Surgery 

66 Honeybourne Lane 

Oldtown 

 

Dear Dr Hindley, 

 

Re: Mrs Marilyn Johnson, aged 27 

 

I am writing to update you regarding  Mrs Johnson 

who was admitted to our hospital with abdominal pain 

and vaginal bleeding. She is now being discharged and 

may requires your further support and monitoring. 

 

 

 

 

 

 

 

21st June 2019 

 

Dr Sarah Hindley 

Freshfields Surgery  

66 Honeybourne Lane 

Oldtown  

 

Re: Marilyn Johnson, D.O.B 04/06/2002 

 

Dear Dr Hindley, 

   

I am writing to update you on the progress of Mrs 

Johnson, who was admitted to our hospital due to 

an ectopic pregnancy. She is being discharged today 

and might require your further support. 

 

 

 

 

 

 

 

 

 

21st June 2019  

 

Dr Sarah Hindley 

Freshfields Surgery 

66 Honeybourne Lane 

Oldtown 

 

Dear Dr Hindley, 

 

Re: Mrs Marilyn Johnson, aged 27 

 

I am writing to update you regarding Mrs Johnson, 

who was admitted to our hospital with abdominal 

pain and vaginal bleeding. She is now being 

discharged and may requires your further support 

and monitoring. 

 

She requires  

She may requires 

 



 

 

 

 

 

 

 

 

 

 

 

Dr Hindley 

Freshfields Surgery, 66 Honeybourne Lane 

Old Town 

 

Re: Marilyn Johnson, aged 27 

  

Dear Dr Hindley, 

 

I am writing regarding Mrs Johnson, who was 

admitted to our A&E unit department due to 

abdominal pain and vaginal bleeding. She is scheduled 

to be discharged today and now may need further care 

and support. 

 

 

 

 

 

 

 

 

 

21st Jun 2019 

  

Dr Sarah Hindley 

Family Doctor 

Freshfields Surgery 

66 Honeybourne Lane 

Oldtown 

  

Re: Mrs Marilyn Johnson 

  

Dear Ms Hindley 

  

I am writing to update you regarding Mrs Johnson, 

who was admitted to our hospital due to abdominal 

pain and vaginal bleeding. She is scheduled to be 

discharged today and now might need further support 

and monitoring. 

 

 

 

 

 

 

 

21st June 2019  

 

Dr Hindley 

Freshfields Surgery 

66 Honeybourne Lane 

Oldtown 

 

Re: Marilyn Johnson, aged 27 

  

Dear Dr Hindley, 

 

I am writing regarding Mrs Johnson, who was 

admitted to our A&E department due to abdominal 

pain and vaginal bleeding. She is scheduled to be 

discharged today and now may need further care 

and support. 

 

 

 

This is just the way we do it… it’s a format / 

template  

 

 

 

21st June 2019 

  

Dr Sarah Hindley 

Family Doctor 

Freshfields Surgery 

66 Honeybourne Lane 

Oldtown 

  

Re: Mrs Marilyn Johnson, DOB? Age? 

  

Dear Ms Hindley 

  

I am writing to update you regarding Mrs Johnson, 

who was admitted to our hospital due to abdominal 

pain and vaginal bleeding. She is scheduled to be 

discharged today and now may need further support 

and monitoring. 

 

 



 

 

 

 

 

 

 Ms = professional neutral (like when being is 

irrelevant)  

 

 

 

1970s 

 

 


