
 

 

 

 

 

 

1. Review 

2. Grading of your work 

3. Discuss next assignment  

 

 

  



 

 

 

 

 

 

 
 
How to plan a letter... 
 

• 10 mins planning 

• 30 mins writing 

• 5 mins checking  
 

Understand Choose  Organise  

 
Critical questions: 
 
1. Reader? Task?  
2. Reader knows patient? 
3. Writer? Task before?  
4. Urgent?  
5. Why are we writing 
today? 
6. Where is everyone? 
Where is Pt going?  
 
 
Danger: Do not confuse 1 
and 3  

 
Select relevant case 
notes from information: 
 
 
1. Appropriate (not 
direct): suitable, useful, 
handy, might be a good  
SOME 
 
 
2. Needed (direct 
connection): essential, 
vital, paramount, etc. 
ALL 
 

 
 
 
 

 
Paragraphing: 
 

Introduction: 
Task 

? 

? 
Requests: 
Tell reader what to 
do 

 
 
 
 
OET say you should do it  
 
 

 

 

 



 

 

 

 

 

 

 

  



 

 

 

 

 

 

Plan 
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What makes a good Introduction paragraph? 

• Purpose (further management) 

• Clear  

• Concise (short – not too many details) 

 

 

Introduction • Further management 

Timeline  
 

• 1st February: symptoms suggestive of  

• Diagnosis: PT 

• Test + Treatment details? – you can put some in if you want 
 

• Medication + Isolated for 4 months  

• Condition: good  
 
 
Try as much as possible to summarise 
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Medication  
 

 
 

Requests 
 
 
 
 
Requests  
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Original Corrections 
 
 
 
 
 
 
Re: John Aloysius, aged ( 33)  
 
I am writing regarding Mr Aloysius, who was diagnosed 
with pulmonary tuberculosis .  He is scheduled to be 
discharged from the hospital into your care for advice 
on further management. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Dr Christine Hodges 
General Practitioner 
2 Hill Forest Road 
Newtown 
 
11 February,2019 
 
Dear Dr Hodges 
 
Re: Ms John Aloisius,DOB:04/09/1985 
 

                                                      BOTH: 
                                                 was diagnosed 
                                             has been diagnosed  
 

 
 
 
Re: John Aloysius, aged 33 
 
I am writing regarding Mr Aloysius, who has been 
diagnosed with pulmonary tuberculosis.  He is 
scheduled to be discharged from the hospital into 
your care for advice on further management. 
 
 
 
2 meanings: 
 

1. Into your facility  
2. Into your responsibility  

 
                            
 
 
                                             
 
 
                      ‘Patient’ is regarded as COLD / UNFEELING 
 
 
Dr Christine Hodges 
General Practitioner 
2 Hill Forest Road                  
Newtown                                Usually we DO NOT say 
 
11th February 2019 
 
Dear Dr Hodges 
 
Re: Mr John Aloisius, DOB: 04/09/1985 
 



 

 

 

 

 

 

I am writing to update you regarding your pateint "Ms 
John Aloisius",who is being discharged today from our 
facility after being diagnosed with pulmonary 
tuberculosis .She requires further management. 
 
Quotation marks? 
 
 
 
 
 
 
 
 
 
 
 
 
Dr Christine Hodges 

General practitioner 

2 Hill Forest Road  

Newtown 

 

11th February 2019 

 

Dear Dr Hodges, 

Re: Mr Jhon Aloisius                        D.O.B:4/9/1985 

 

I am writing regarding Mr Jhon Aloisius a 33-year- old 

gentleman , who is being discharged today to your care  

after  treatment of pulmonary tuberculosis  . your 

further assessment and management would be 

appreciated . 

 

 

These days it sound informal  

 

In the time of Sherlock Holmes (1870!) 

 

 

 

She is has been discharged = 
 
The action of discharging is finished now. There are 
consequences in the present   

I am writing to update you regarding your patient, Mr 
John Aloisius, who is being discharged today from our 
facility after being diagnosed with pulmonary 
tuberculosis .She requires further management. 
 
Future: I am going to cinema  
 
                                      Update = give new information 
 
Only in this situation can we use ‘patient’ because we 
immediately use the name  
 
 
 
 
 
 
Dr Christine Hodges 

General practitioner 

2 Hill Forest Road  

Newtown 

 

11th February 2019 

 

Dear Dr Hodges, 

 

Re: Mr John Aloisius, D.O.B: 4/9/1985 

 

I am writing regarding Mr John Aloisius, who is being 

discharged today to your care after treatment for 

pulmonary tuberculosis. Your further assessment and 

management would be appreciated. 

 

 

 

 

 

Actually this is suggested by the  

discharge plan  

 

 

 

 

 
 



 

 

 

 

 

 

 
 
 
 
Dr ChristinAloisius 
General Practitioner 
2 Hill Forest Road 
Newtown 
 
11/02/19 
 
Dear Dr Hodges, 
 
Re: Mr John Aloisius, 33 years old 
 
I am writing regarding Mr Aloisius, who has been 
admitted to the hospital due to signs and symptoms of 
tuberculosis. He is due to be discharged today and 
requires your further management. 
 
 
 
 
 
 
 
 
Dr Christine Hodges  
2 Hill Forest Road  
Newtown  
 
11th February  2019 
 
Re: Mr John  Alcisius  
DOB: 4th September  2019 
 
Dear Dr Hodges,  
 
I am writing  regarding  Mr Alcisius  who has been 
diagnosed with pulmonary tuberculosis. He is 
being  discharged today,  and now requires your 
advising on further management. 
 

 
 
 
Dr ChristinAloisius 
General Practitioner 
2 Hill Forest Road 
Newtown 
 
11/02/19 
 
Dear Dr Hodges, 
 
Re: Mr John Aloisius, 33 years old 
 
I am writing regarding Mr Aloisius, who has been 
admitted to the hospital due to signs and symptoms of 
tuberculosis. He is due to be discharged today and 
requires your further management. 
 
Okay this good – you can detail later  
 
 
 
 
 
 
 
Dr Christine Hodges  
2 Hill Forest Road  
Newtown  
 
11th February  2019 
 
Re: Mr John  Alcisius  
DOB: 4th September  2019 
 
Dear Dr Hodges,  
 
I am writing regarding  Mr Alcisius , who has been 
diagnosed with pulmonary tuberculosis. He is 
being discharged today,  and now requires your 
advising on further management. 
 
The letter is advising the doctor not the patient 



 

 

 

 

 

 

OR 
I am writing  regarding  Mr Alcisius,  who was 
diagnosed with pulmonary tuberculosis recently.  He is 
due to be discharged today, and now  requires your 
further management  advices. 
 

OR 
I am writing  regarding  Mr Alcisius,  who was 
diagnosed with pulmonary tuberculosis recently.  He is 
due to be discharged today, and now  requires your 
further management  advices. 
 
 
 
 
 

 


