
 
1 How to plan a letter? 
2 In groups: plan a letter 
3 End: Class letter plan 
 
 
O%icial OET Writing: 
 
5 mins for Reading 
40 mins for Writing 
 
 
 
Better way to think about: 
 
10 mins for planning (5 + 5) 
30 mins for writing  
5 mins check writing  
 
 
Planning 
 

UNDERSTAND CHOOSE ORGANISE 
 
Critical questions to 
understand: 
 

1. Reader? Task? 
 

2. Reader knows 
patient?  
 

3. Writer (you)? Tasks? 
 

4. Urgent situation?  
 

5. Why am I writing 
today? (general 
question…) 

 
 
 
 
 
 
 

 
Trying to choose relevant 
case notes: 
 
It is not a yes / no 
situation 
 
 
OET say: 
 

• Needed to 
continued care: 
essential / directly 
connected 
 

• Appropriate to 
reader: put it in!  
Useful / indirectly 

 
You can relax about  
 

• Not relevant  

 
Organise paragraphs: 
 

Introduction: 
Investigate / diagnose / 
manage  
 
9th July – 10th July 
Second Admission 
(You score higher like this) 
3rd July – 8th July  
Admission 
 
Background 

• Allergies 
• Mother 
• Eczema 

SHORT 
Requests: 
Investigate / diagnose / 
manage 
 
+ EXPAND? 
 



 
 
  

 
 
Rumour  



 
 
 
 
 
 
 
 

 
 
  
  
  
  
  

 
 
 
 
 
 
 
 


