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Assignment: Plan a letter 
 
  



 
 
            Yours sincerely, 

 

                Doctor   

 

 

  



Timings 
 

 
 

 
 
        These timing are not quite right 
for you... 
 
 
Advised timing:  
 

• 10 mins planning 

• 30 mins for writing 

• 5 mins – checking / revising 
 
 
 
 
Why 10 mins for planning? 
 

 
 
  



 
Rational / necessary 
 
 
Logical Stages of planning 
 

UNDERSTAND CHOOSE ORGANISATION 

essential 
 
Ask critical questions: 
 

1. Reader? Task? 
2. Writer? Task? 

 
3. Reader knows patient? 

(No medical history 
and social history) 
 

4. Is this urgent? (affects 
the paragraphs and 
your Introduction 
paragraph)  
 

5. Why are we writing 
today? (general 
situation) 

 
 
 
 
 
 

 
 
I try to choose relevant case 
notes... 
 
 
 
important  
 

 
 

• Appropriate: useful, 
helpful, suitable,  
SOME IN THE LETTER 
(can be unclear) 
 

• Needed: necessary, 
vital, essential, crucial 
ALL MUST BE IN 
LETTER 
(clear) 

 
 
Choosing paragraphs: 
 
 

 
 
 
Easy was to begin.... 
 
SANDWICH 
 
 
 

 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 
 

Assignment: 
Write a plan for this letter (do not write the letter) 

 
Email alain@set-english.com  
 
LINK: https://drive.google.com/file/d/1GS51wfXk-KYa1KQL4JwN8oj1ngCJmQj0/view?usp=sharing   
 

Example 
 

Introduction • Purpose: investigations and management 

Timeline 1 • Dshgdsajkgadskjh 

• Jhdgkjsdgkjhvsd 

• Ffdsjhsdjghs 
• Jhdgjkhsdfgfjkshd 

 
Alain – should I? 
 

Timeline 2  

Etc.  

  

 

mailto:alain@set-english.com
https://drive.google.com/file/d/1GS51wfXk-KYa1KQL4JwN8oj1ngCJmQj0/view?usp=sharing

