
1 Review  
2 Introduction Paragraph 
3 Purpose (Requests) 
 
Assignment: Write Introduction 
 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

   

 

 

 

                        Passive because the doctor does it 
                                     Unplanned 

 

Sentence 1: WHO / WHERE / WHY 

I am writing regarding Mr Jones, who was admitted to our hospital due to a fall 

                        who was returned to our clinic for a check up 

 

                    Active because Patient does the action               Planned  
 
 
 
 
 
 
 

Sentence 2: LETTER TYPE / PURPOSE 

He is scheduled to be discharged and might require further assistance. 
 

 

Official OET letter types: 
 
1 Discharged 
 
2 Transferred                           Very important: OET look at this and grade it + it helps you choose your case notes 
                                           
3 Referred – most common 
 

4 Update a GP (unofficial letter type...) = problem because they do not do anything  
 
According to OET this does not exist.   
 
 

Update = give new information        



    

 
 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
Sentence 1: WHO / WHERE / WHY 
 

I am writing regarding Mr Baker, who was 

admitted to our hospital for a hip 

replacement.  

                           a hip replacement surgery. 

 

 
 
 
‘surgery’ is usually uncountable but here it is not: 
 
I work at 3 GP surgeries  
 

Why? It is a synonyms for ‘clinic’ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Sentence 2: LETTER TYPE / PURPOSE 
 

He is scheduled to discharged and now 

requires your continued care  
 

  



 

 

 
WHY IS PURPOSE SO IMPORTANT? 
 

 
 

 

 

 

 

 

 

 

 

     HERE WE EXPAND THE PURPOSE  



 
Assignment 2: 
 
Write the Introduction of this set of case notes: 
 

 
 
 
 
 
 
WHO? 
 
 
WHERE? 
 
 
WHY? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
LETTER TYPE? 
 
 
 
 
 
 
PURPOSE? 
 
 
 
 
 
 
 

 
 
 
  



Now look again at Sara Day (from the Class 1 assignment) and write her introduction using 
the structure: 
 
Sentence 1: WHO / WHERE / WHY 
Sentence 2: LETTER TYPE / PURPOSE 
 


