
 

 

 

 

 

 

 
TODAY: 
 
1 Stages of planning 
2 Groups: select and organise 
3 Decide on class plan together   
  



 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

UNDERSTAND CHOOSE ORGANISE 
Critical questions: 
 

1. Reader? Task?  
2. Reader knows patient? No 
3. Writer? (me!) Tasks? 
4. Urgent letter? No 
5. Why writing today? 

 

 
Do I have time include everything? 
 
No 
 
What is this 
 
2 criteria for selecting: 

 
• Needed case notes: directly 

connected to Task  
 

• Appropriate: not directly connected 

but maybe the reader might want 
to know 

 
 
 

 
Paragraphs: 
 

 
INTRODUCTIONS: situation / purpose 
 

 

 

 
REQUESTS: Telling the reader details about 
what is required  
 

  

 

 

Usually a Discharge Letter in OET medicine is written to GP or care home person... 

  



 

 

 

 

 

 

LETTER PLAN FOR ABOVE: 

 
INTRODUCTION 

 

• Purpose = “review of condition”  
 
Assignment: write this and email to alain@set-english.com  
 

 
 
 
 
 
TIMELINE 

 
 
 
 
 
 
                                                                             Summarise – important / main ideas 
 
 
 
 
 
 
 

 
 
BACKGROUND 

                                                                 We do need all of this... SOME 
 

 
 

 
 
REQUESTS 

• Purpose = assessment of condition for... 

• Double lung transplant possibility                       OET: “expand purpose”  

• Please note: physio & dietician (due to weight issues)  
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