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Review: OET Letter  

 
 
 

 
Paragraphs: 
 

THEMATIC: Grouped  Narrative: Telling a story 
 
Medication Paragraph 
Background Paragraph 
Appointments Paragraph 
 
Common Features: 
Additionally, Socially, Regarding, In addition, Please note 

that..., It is important to be aware that..., etc. 

 

 
Timeline Paragraph 
 
Past  
Past  
Past 
Present 

 
Common Features: 
Dates, Sequence Language, Results Language, etc. 

 

 
Current Condition 
 
This one is like mix of Thematic and Narrative.  
 

• Start with the past: Why? The patient is often coming into the clinic:   

“Today, Mr Smith visited...”  
 
Or it might be reported speech: 

“Today, Mr Smith reported...”  
 

• Next, describe the details: past and present and future are available. This is not a narrative  

 
 



What is summarising? 
 
Make something shorter  
 
 
 
 
 
 
How do we summarise? 
 
 

 
 
 

Remove things 
 
 

 
 
OET say we need to choose relevant 
case notes  
 

• Needed: Must know 

• Appropriate: Suitable, useful 
 
 
Some appropriate detail can be eliminated if 
your letter is very long and you are worried 
about time 

 

 
 
 
 
 
 
 
 
 

 
 
 

Main Idea 
 

 
 

 
 
In OET writing, this means simple 
finding the vocabulary to express what 
is common about some details.  

 

 

 
 
 

Ellipsis  
 
 
 

 
 
This is when the reader already knows 
things, so you just need to indicate 
refer to it using vocabulary like 
‘aforementioned’ 
 
This might also be called referencing.  

 
I am writing regarding Mr Jones who was admitted to our hospital for a total 

hip replacement. He is due to be discharged and now requires further care 

and support. 

 

On 19th June, Mr Jones underwent the aforementioned surgery.  

 
  
I said it before  

 
 
 

Grouping  
 
 
 

 
 
 
The way you group together things 
inside the paragraphs can really reduce 
down the size.  
 
Think carefully about paragraph 
organisation 

Bad paragraph grouping: 
 
Regarding Mrs Jones’ medication, she takes napraxin and Calcitonin  

daily as required. She was instructed to apply Medi-honey ointment  

twice a day to wound area on her legs. Please note notice, she is very 

forgetful with  

her medications and treatment routine and needs your control. 

 

Here 2 things are separate that do not need to be: 

 

 

 

 
 

Also, another technique: Listing 
 
 

https://set-onlinestudyportal.co.uk/category/oet-writing/listing/


 
Vocabulary for Main Idea and Ellipsis/Referencing  
 

 Language Meaning Example 

Symptoms summary Issues  
problems  
symptoms suggestive of  

= bad things  
= bad things 
= indicating a condition  

He has eye issues 

He has heart problems 

He has symptoms suggestive of diabetes  

Treatment/advice summary Accordingly  
Appropriate 
 
 
Relies on the knowledge of 
reader 

= in the way you usually expect 
= in the way correct way  
 
 

He was treated accordingly  

Appropriate treatment was provided 

 

Medication analgesics 
antibiotics  

= pain medications 
= amoxicillin, etc.  
 
 
 

He was given analgesics  

He was given antibiotics 

I said it before (ellipsis)  The aforementioned  
 
 

= I said it before  Having been admitted to our hospital with the 

aforementioned symptoms/condition/injury 

 

Visits Multiple visit 
Visited twice/three times 
 
 
Frequent  
A number of times 
Number of occasions 
He has been visiting recently  
 
 

= many 
= 2, 3, 4 
 
 
= often  
= many times 
= many times 
= many times  

In 2017, he had multiple visits due to respiratory issues.  

In 2018, he visited twice due to back pain and... 

 

In 2020, she visited our clinic frequently due to… 

She visited a number of times 

She visited on a number of occasions 

He has been visiting recently due to... 

Tests Unremarkable  
Normal 
Within normal range  
 
 

= normal / usual 
=not bad 
= normal  
 
Bad if many tests and they are 
not all unremarkable or the 
Reader needs 

Blood tests results were unremarkable 

Blood tests results were normal 

Blood tests results were within normal range  

 

 

  =  No 

 
  



Assignment 5: 
 
 
 
 
 

A. Summarise these vitals as simply as possible: 
 

 
 
 
 
 

B. Summarise the highlighted sections below into one sentence: 
 
 

 
 
 
 
 

C. Summarise this medication by removing details not needed (imagine the reader does 
not need dosage, etc.): 
 

 
 
 
  



 
D. Summarise this by using Main Ideas and Ellipsis: 

 
 

 
Freedom here – just try some things! 

 

 

 

 


