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INTRODUCTION:

DOCTOR

OR NURSE?

What is the OET Sandwich? Really, it's a very simple way of thinking about paragraphs in the

OET exam: OET Letters are a bit like a sandwich. Why? Because they have parts that don't

change (the pieces of bread!) and parts that do change (the filling! The cheese, tomato,

meat, etc.). I don't know why, but this simple (and silly?) idea is something that has remained

with me through my years as an OET teacher. I think it is just partly because people like

sandwiches! But also it's a just a good starting point: it is a simple place to begin writing a

letter. Some of my past students have even told me that it made them feel less nervous in

the exam. Why? Just because it gives you a simple way to start planning your letter: it gives

you a way in.  

Who is this book for? This is a book that is for both doctors and nurses, equally. There are a

number of reasons for this: First, both nurses and doctors are assessed according to exactly

the same criteria in OET. That is to say, the official OET Criteria of: Purpose, Content,

Conciseness and Clarity, Genre and Style, and Language. There is no difference in terms of

assessment categories. 

Second, the ideas in this book have emerged from teaching doctors and nurses together.

While we have had many compliments from doctors about our classes at SET English, our

students who are nurses have also told us that they love our techniques. 

Finally, in comparison to the medical knowledge required of both nurses and doctors, the

ideas below are not at all complicated. They represent a simple, clear and logical way of

writing a medical letter when you only have 45 minutes.

What about other medical professions covered by OET? Although this book doesn't have a lot

of examples from other professions, all the of the techniques are still very useful. If you are

a physiotherapist, or a pharmacist, or a dentist, etc. then you should still read this book! The

basic principles that I discuss are very general and can be applied to many different types of

letter.

Lastly, when it comes to language level, I am assuming upper intermediate (B2) or advanced

English (C1), according to the Common European Framework of Reference (CEFR). I am also

assuming familiarity with the exam. This is not a book for beginners: it is not an Introduction

to OET Writing. Rather, it is a book for someone who has written OET letters before but is

looking for a way to improve. I hope you enjoy!
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1
Paragraph Function

How to write an OET Letter



It is very useful in OET Writing to think about paragraph function. What is 'paragraph

function'? Paragraph function is the PURPOSE or USE of the paragraph you are writing. 

Let's look at some simple examples of paragraph function. 

What is the purpose of this paragraph?

First, you need to crack about 3 eggs into a bowl. Next, you should mix them together
using a fork or a whisk. After this you need a frying pan. Place oil in the pan and heat
it for one or two minutes on a medium heat. When the pan is hot enough, slowly pour
the eggs

The purpose of this text it to tell the reader how to make a specific meal (scrambled

eggs). Its FUNCTION is to give the reader instruction about preparing the dish. 

What about this?

It was a dark and stormy night ten years ago. the winds blew hard and the rain crashed
against the windows of the old house. Suddenly, there was a loud knock at the door.
The children looked at each other with fear in their eyes as their father began to stand.

PARAGRAPH

FUNCTION
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PARAGRAPH

FUNCTION

The answer? The function of this paragraph is to tell some kind of scary story - it is a

narrative.  

 

Let's look at something more OET related now. 

 

What is the function of this paragraph?

Please ensure Mr Green follows his new dietary advice, and kindly help him to do his 
 shoulder exercises recommended to him by the physiotherapist. 

Answer? The function is to tell the reader how to care for Mr Green. It tells the reader,

the nurse or carer, what they need to do in the future when assisting the patient.   

Now, let's look at a common error students often make. Here is another paragraph:

Please ensure Mr Green follows his new dietary advice. MR GREEN WAS ADMITTED TO OUR
HOSPITAL LAST WEEK due to dietary non compliance. Mr Green will also require
monitoring of his wound as well as regular bandage changes.

What is the function of this paragraph? This is what I call a 'mixed paragraph' because

there are two functions in the same paragraph. One function is to tell the reader how to

care for the patient but there is another one as well.   

Notice the second sentence says:

MR GREEN WAS ADMITTED TO OUR HOSPITAL LAST WEEK due to dietary non compliance. 

What is the purpose of this sentence?
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The sentence is telling the reader about a past event: what happened to the patient in

the hospital. This is confusing for the reader: is the writer telling them what to do in

the future or what happened in the past?

Let's look at another paragraph. This one is a real paragraph taken from one of my

students: 

Following his operation, Mr Baker experienced disorientation which was probably due to
his ANESTHESIA but no signs of dementia were observed. please ensure that he is
monitored regarding this for the next 2 weeks. One week after the operation, Mr Baker
had a blood transfusion because his hemoglobin level dropped post surgery. Currently,
he is recovering well. 

Notice here that the sentence in red is telling the reader what to do in the future.

However, the rest of the paragraph is talking about past events.

This sentence should be in a different paragraph but I understand why the student has

put the information in this paragraph. He is talking about disorientation due to

anesthesia. It is the same topic. 

Normally, we group paragraphs together according to topic or theme. 

In OET, however, it is better to think about paragraphs in terms of their purpose or

function. The purpose of the paragraph above is to tell the story of what happened to

the patient in the past. It is not to REQUEST that the reader does something in the

future. In OET letters, we usually put those things at the end. 

PARAGRAPH

FUNCTION
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Lets think more about this idea of paragraph function. 

What is the function of this OET paragraph?

I am writing regarding Mr Jones, who was admitted to our hospital recently wit a broken foot
following a motorcycle accident. He is due to be discharged today and now requires your
further care and support. 

This is an Introduction Paragraph and the function is to introduce the reader to the

situation. This is one of the most important paragraph functions in OET and I will say

more about it in the next chapter. 

What about this paragraph?

In view of the above, it would be greatly appreciated if you could provide care and support to
Mr Jones. Please assist him with his ADLs and also encourage him to do his rehabilitation
exercises regularly.  

This is a Requests Paragraph and the function is to tell the reader what they need to

DO. Again, this type of paragraph is very important and we will say more about it very

soon.

There are lots of other 'paragraph functions' and I will discuss them in more detail in

Chapter 6. However, the key point in this chapter is simply that in OET you should start

to think about paragraphs in terms of what their purpose is. Their function. 

PARAGRAPH

FUNCTION
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2
The OET Sandwich

How to write an OET Letter



Introduction Paragraph

Requests Paragraph

The idea of the OET Sandwich is a little bit silly. Yet, it is a useful way to start thinking

about how to write an OET letter. What is the OET Sandwich? 

The OET Sandwich is a way of thinking about how to structure your OET letter.

Remember, in the last chapter, I spoke about 'paragraph function' and I told you that

some important paragraph functions were:

1.

2.

The reason they are so important is that your Introduction Paragraph is always the first

paragraph in your letter. Your Requests Paragraph is always your last paragraph. 

Therefore, your OET letter is like a sandwich:

  

THE OET 

SANDWICH

Introduction paragraph

Requests paragraph
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A sandwich always needs two pieces of bread. In the same way, in an OET letter you

always need an Introduction and a Requests paragraph. This will not change.   

 In a sandwich, what you put between the bread can change. It depends on what you

want to eat. You can put cheese or ham in your sandwich. You can put tomatoes and

chicken, or whatever you want! There are many different kinds of sandwiches. In the

same way, the paragraphs you put between your Introduction and your Requests

Paragraph can change. It always depends on what the READER needs. 

There are two reasons why it is useful to think about your OET letter like a sandwich:

1.

2.

To put this last point another way: in the same way that a sandwich can have many

different things between the bread, an OET letter can have different paragraph

functions between the Introduction paragraph and the Requests paragraph. 

This is the OET Sandwich. 

  

THE OET 

SANDWICH
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The OET sandwich is useful because it gives you a place to start when organising a

letter. You know you always need to write an Introduction Paragraph. You also know

that you need to write a Requests paragraph. Therefore, you can practice writing these

paragraph types quickly and efficiently. At the same time, there is some freedom for

the other paragraphs. You can choose what you want to do in paragraph 2 and

paragraph 3, for example. Maybe you want to discuss the patient's social background.

Maybe you want to explain what happened to them in hospital. It is up to you. Maybe in

paragraph 3, you want to discuss the patient's medication requirements. It is your

choice. Just think about what paragraphs the reader needs.     

The key thing to remember here is that each paragraph in your Sandwich much have a

function. Ask yourself: what is this paragraph DOING? What is its purpose? Is it telling

them about the patient's medical background, for example? Or is it talking about the

current condition of the patient? Make sure you are clear about this before you start

writing each paragraph. 

Remember: don't mix up paragraph functions and your letter will be clear to read.

THE OET 

SANDWICH

Introduction paragraph

Requests paragraph

Paragraph 2: Background? Advice?

Paragraph 3: Medication? Current

condition?

9



3
Introduction Paragraph

How to write an OET Letter



One of the most important things about an introduction is that the purpose of the

letter must be clear. 

Look at this Introduction Paragraph: 

I am writing regarding Mr Jones, who was admitted to our hospital on January 9th
suffering from multiple fractures on his left tibia, as well as ligament tearing on his
left ankle, due to which his pain was very  severe. indeed, please note that he passed out
a number of times during his admission and was asking about his wife. The injury was
due to a motorcycle accident, which occurred during an illegal motorcycle race and she
may have been on the bike although we haven't been able to confirm this. He is due to
be discharged into your care at 5 pm today and then he will be transported by his uncle
to your facility. When he arrives, he will be in a fragile condition and he will require
further care and support during this and the rest of his time with yourselves. 

In terms of grammar, this is a good paragraph but is it clear? Is the purpose clear? No. 

Why? There is too much detail.  

  

PARAGRAPH FUNCTION:

INTRODUCTION
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To write a good OET Introduction, you don't need to include lots of detail. 

Look at this example from one of my students:

I am writing regarding Mr Jones, who was admitted to our hospital recently due to a
broken leg following a motorcycle accident. he is due to be discharged today and
now requires your further care and support.

This is a good introduction because it is clear. It doesn't confuse the reader with too

much detail and it explains the purpose of the letter logically.

  

PARAGRAPH FUNCTION:

INTRODUCTION

12



Who?

Where?

Why?

HOW TO WRITE A QUICK INTRODUCTION:

To write a good OET Introduction you usually need only 2 sentences. 

In sentence one, you need to answer three questions:

1.

2.

3.

Who is the patient? Where are they there? (For example, are they in hospital or a care

home, etc.) And why are they there? (Did they have an accident? Do they have a

specific condition? Etc.)  

  

PARAGRAPH FUNCTION:

INTRODUCTION
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Lets look at an example. Below is he first page of some very well known OET case

notes. Read the case notes and find who the patient is, where they are, and why they

are there: Who? Where? Why? 

 

  

PARAGRAPH FUNCTION:

INTRODUCTION
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Here is the detail you should have found:

Who? Lional Ramamurthy. Where? He is in the hospital? Why? Pneumonia. 

Using this information you can make a sentence like this:

I am writing regarding Mr Ramamurthy, who was admitted to our hospital recently due
to pneumonia.  

PARAGRAPH FUNCTION:

INTRODUCTION
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WHO: I am writing regarding Mr Ramamurthy, 

WHERE: who was admitted to our hospital 

WHY: recently due to pneumonia.

WHO: I am writing regarding Mr Green, 

WHERE: who was admitted to our hospital

WHY: due to a broken leg  

ADMITTED / VISITED

Let's think about how that sentence is structured:

1.

2.

3.

This structure can be used for a lot of OET Letters. For example, imagine it was: Mr

Green, hospital, broken leg. In that case you could write:

1.

2.

3.

This simple structure can be used to help you to write a clear and logical first sentence. 

However, you must always be prepared to adapt the language to fit the situation. Here

are some important variations:

1.

If the patient is in a clinic we don't say 'was admitted', we say 'visited':

I am writing regarding Mrs Green, who visited our clinic yesterday. 

 If the patient has been in a care home for a while we say:

 

I am writing regarding Mrs Green, who has been a resident at out care home for 3 years

.

PARAGRAPH FUNCTION:

INTRODUCTION
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WHO: I am writing regarding Mr Green,

WHERE: who attended our clinic recently

WHY: for a check up.

2. DUE TO / FOR

Imagine you have this information:

1.

2.

3.

Notice that you don't say 'due to' here. Instead you must write 'for'. Why? Because this

is a planned event. For planned events we say 'for' in this context. For example, for

knee surgery, for a colonoscopy, for an MRI scan. When it is unplanned, like an accident,

we say 'due to', for example, due to a broken ankle, due to chest pains, due to severe

headaches. 

3. FOLLOWING

Look at this example:

I am writing regarding Mr Green, who was admitted to our hospital recently due to a
broken ankle following a fall. 

Notice that the writer has used the phrase 'following a fall'. This is the CAUSE of the

injury. Sometimes this information is in the case notes and sometimes it is not. When it

is in the notes, you can add in phrases like this.

  

PARAGRAPH FUNCTION:

INTRODUCTION
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WHO: Mr Jones

WHERE: Hospital

WHO: Burns / house fire

For example, imagine you had this information:

1.

2.

3.

In this case, you could write:

I am writing regarding Mrs Green, who visited our clinic yesterday following a house
fire. 

When the causes for the medical problem are given in the case notes you can write:

following + noun. 

Note that you cannot say this: ...following she had a fall. After 'following' you cannot put

a Subject and a verb (she had). 

4. OTHER LOCATIONS - What if the patient is not in a medical facility? For example,

what if the patient is at home and you are writing because she is being admitted to the

hospital? In this case, you will need to modify sentence. For example, 'I am writing

regarding Mr Green, who is currently receiving home care, etc.'

These are just a few common issues that come up in my classes. There are other

possible variations that you need to be ready for. 

Remember: it is your responsibility to think about the situation clearly and make a

choice about what you write. Never write something out of habit - think about the

situation and the reader first. 

I will return to Introductions and some other variations in Chapter 5 of this book, which

is about OET letter types.

PARAGRAPH FUNCTION:

INTRODUCTION
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The letter type

 General request 

SENTENCE 2

Your introduction should have two sentences. For this technique, sentence 2 needs to

have two things:

1.

2.

Let's look at this example:

I am writing regarding Mr Green, who was admitted to our hospital recently due to a
broken shoulder following a motorbike accident. He is due to be discharged today and
now requires your further care and support. 

Here sentence 2 tells us the letter type ('He is due to be discharged today') and the

general request from the writer ('and now requires his further care and support'). 

 

PARAGRAPH FUNCTION:

INTRODUCTION
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The letter type: He is being referred to you 

The request: and now requires further assessment and investigation. 

Letter type: He is due to be transferred to you today 

Request: and now requires your continued care and support. 

Lets imagine we were writing to a specialist to request an assessment of someone's

eyes. Again we need those 2 things:

1.

2.

Lets imagine that you were writing a transfer letter for someone requesting continued

care:

1.

2.

Students often ask: where can I find this information in the case notes? 

In general, you must read the case notes as a whole and think about the situation.

However, usually it is most helpful to read the Task at the bottom:

Here you can see that the request is for 'continued care'. This is a transfer letter. 

For more detailed analysis on the different letter types in OET, see Chapter 5. For now,

note that it is important to be clear on the type of letter you are writing and what

action you are requesting. 

PARAGRAPH FUNCTION:

INTRODUCTION
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PARAGRAPH

REQUESTS 

First sentence

Imperatives

Things to know about

We now come to the second part of your OET Sandwich: the Requests Paragraph.

  

In your Requests Paragraph you need to tell the reader what they need to do next. If it

is a discharge letter, for example, you might be requesting help with ADLs, wound

cleaning and giving advice about a healthy diet. 

I teach my students that there are 3 main things you can put in a Requests Paragraph:

1.

2.

3.

You don't always need number 2 and 3 here - it depends on the case notes and the

letter type. Doctors often only need number 1. 

In this chapter, I will show you what I mean by each of these 3 things and give

examples. As always, it is important to note that this way of writing a Requests

Paragraph is a guide only. It is not the only way to write a successful final paragraph

and you have to use your own ideas as well. 

Introduction Paragraph

Requests Paragraph
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First sentence: in blue, you can see example of this. The most important thing is this

sentence is to restate the general purpose of the letter for clarity.

Imperatives: in green, you can see examples imperative sentences. This is where you

tell the reader the specific things that they need to do.   

Things to know about: in red, the writer is telling the reader about things they

should be aware of. They are not telling the reader to do something. Only that they

should know about them. 

Here is an example of a Requests Paragraph for a Discharge Letter:

In view of the above it would be greatly appreciated if you could provide further care
and support for Mr Green. Please assist him with his activities of daily living, and
kindly advise him regarding a balanced and healthy diet. Please also provide regular
wound dressing for knee, and kindly encourage him to attend more social activities
in the care home. Finally, please note that he has an appointment next week for the
removal of his stitches.  It is also important to be aware of the fact that he is having
regular nightmares. 

 As we said previously, there are 3 parts to a paragraph like this:

1.

2.

3.

I will go into detail for each of the parts (blue, green, red) in what follows. 

PARAGRAPH

REQUESTS 
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 FIRST SENTENCE1.

I usually tell my students to just learn a phrase like this:

In view of the above, it would be greatly appreciated if you could provide further care
and support.

You can use a sentence like this in almost any letter but you must change the end. If

you are writing a Discharge Letter it is usually appropriate to say 'care and support'. If,

however, you are writing a referral letter, you should say something more like this:

In view of the above, it would be greatly appreciated if you could provide further
assessment and investigation.

The end of the sentence changes to 'assessment and investigation' because that is

usually what you are requesting in a referral letter. (Sometimes you request

'assessment and treatment' in a referral letter.)

If you are writing a transfer letter then you might say something like this:

In view of the above, it would be greatly appreciated if you could provide ongoing care
and assistance.

In this case, you need to change the end of the sentence because usually in a transfer

letter you are asking for continued care. 

Again: in Chapter 5, I will deal with different OET letter types in more detail. 

PARAGRAPH

REQUESTS 
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Imagine  the purpose of the letter was to ask the reader to bring ice cream. In that case

you would write:

In view of the above, it would be greatly appreciated if you could bring some ice cream.

It is a silly example but the point is that, in general, your first sentence is:

In view of the above, it would be greatly appreciated if you could provide further +

LETTER PURPOSE.

Again, there are many different types of sentences you can use here but the idea is to

learn one or two that you can always use in the exam. Even native speakers do this:

they have set phrases that are appropriate for letter writing which they always use.  

2. IMPERATIVES

Let's move now to Imperatives. Look again at the green sentences here: 

In view of the above it would be greatly appreciated if you could provide further care and
support for Mr Green. Please assist him with his activities of daily living, and kindly
advise him regarding a balanced and healthy diet. Please also provide regular wound
dressing for knee, and kindly encourage him to attend more social activities in the care
home. Finally, please note that he has an appoint next week for the removal of his
stitches.  It is also important to be aware of the fact that he is having regular nightmares.

An imperative is simply how you ask or tell someone to do something. If I say: "get me a

coffee" then that is an example of an imperative. Notice that there is no Subject in the

sentence (we, she, he, it, etc.). In English, we almost always say "Please get me a

coffee" otherwise it sounds rude. It is the same with OET letters. 

PARAGRAPH

REQUESTS 
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Let's look at the structure of the first green sentence above:

P l e a s e  a s s i s t  h i m  w i t h  h i s  a c t i v i t i e s  o f  d a i l y  l i v i n g
Please + Verb 1 ...

,  and kindly  advise  him regarding a  balanced and healthy  diet. .
,  and   kindly  + Verb 1

Notice the structure here: 'Please' or 'Kindly' plus Verb 1. By Verb 1 here we mean the

first form of the verb, sometimes called the bare infinitive. So for example: eat (Verb 1),

ate (Verb 2), eaten (Verb 3), etc.  

The important thing to realise here is that you can make compound sentences quite

easily using this simple structure.

Let's look at an example. Here is an extract from some case notes:

Let's look at the first case note: 'Reassure the patient re infection risk' 

We can easily make a sentence in our OET letter by just adding 'Please' and changing a

few things:

Please reassure Mrs Jones regarding her infection risk

PARAGRAPH

REQUESTS 
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By using a comma and the word 'and', we can include another imperative in the same

sentence:

Please reassure Mrs Jones regarding her infection risk, and kindly encourage her to
complete her ADLs independently.

In this way, you can quickly make clear sentences that are not too simple but also not

so complicated that it takes a long time to write them. Notice that you always need to

add in words like 'his / her' to make case notes into sentences. 

Look at the case note above again. One of the case notes says: 'Help when necessary'.

What should we write for this? 

Again, as we have said throughout this book, you need to choose how to deal with that

yourself. You could add this to the end of the sentence, for example: ...and kindly

encourage her to complete her ADLS independently, although please help her when

necessary. Or you could write it another way. 

The important thing here is that it is comparatively easy to make imperatives in your

Requests Paragraphs. Look, for example, at the 3rd case note above:

'monitor for post-op complications' 

 

PARAGRAPH

REQUESTS 
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Again we can write something like this:

Please monitor her for post-operative complications, and kindly...

What's next? 

Well, simply find the next case note and look for Verb 1. In this case, we can use

'contact'. Therefore the sentence is:

Please monitor her for post-operative complications, and kindly contact the hospital if
necessary. 

Again notice that you need to add in 'if necessary'. There is no formula for additions like

this. You just need to think about the case notes carefully and add in the language you

think is required. In this case, it is clear that IF she has post-operative complications,

the nurse should call the hospital. 

This is also a good time to note again that 'his' and 'her' are very important words when

changing case notes in this way. Be careful to add them in when discussing anything

that belongs to the patient: her operation, his arm, her husband, his bed, etc.  

PARAGRAPH

REQUESTS 
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It is also important to note that imperatives are often not needed in some types of

letter. For example, if you are writing to a specialist, you will not usually need to write

many imperative sentences. 

Let's look at this from a letter to a specialist:

In view of the above, it would be greatly appreciated if you could provide further
evaluation and assessment for Mr Green. Please provide assistance with his ADLS. 

Is this correct? No, because the specialist would not help the patients with ADLs. That

is not what specialists do. Specialists usually provide assessment and evaluation. Also,

they might provide treatment. They do not provide care and support. Therefore,

imperatives are often not necessary. 

Let's take another example. This is a real example from one of my students writing a

Transfer Letter: 

It would be greatly appreciated if you could provide ongoing care and assistance for Mr
Green. Please also ensure he maintains his new exercise regime. 

Notice that there is only 1 imperative here. In transfer letters, sometimes you will not

need to ask the reader to do very much. In a transfer letter, you are sometimes just

requesting continued or ongoing care. This means that there are not many specific

requests. 

Only in Discharge letters do you usually get a lot of imperative sentences. Why? Well,

because there is a discharge plan. Usually, in a discharge letter, the patient is coming

our of hospital and needs a lot of care while they recover. Therefore, you will often

need lots of imperatives.   

PARAGRAPH

REQUESTS 
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3. THINGS TO KNOW ABOUT

Lets move now to the 3rd part of our example Requests Paragraph:

In view of the above it would be greatly appreciated if you could provide further care
and support for Mr Green. Please assist him with his activities of daily living, and
kindly advise him regarding a balanced and healthy diet. Please also provide regular
wound dressing for knee, and kindly encourage him to attend more social activities
in the care home. Finally, please note that he has an appointment next week for the
removal of his stitches.  It is also important to be aware of the fact that he is having
regular nightmares.

Look at the sentences above in red. Are they imperatives? Yes. 

Why then are they in red and not green?

The answer is that they tell the reader about something they need to know. They do

not tell them to do anything. So, for example, above the person has written:

Finally, please note that he has an appointment next week for the removal of his stitches. 

Will the reader of the letter remove the patient's stitches? No. The sentence is just

telling the reader something they should know about. They don't have to DO anything. 

PARAGRAPH

REQUESTS 
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Please note that...

Please be aware that...

Please be aware of the fact that...

It is important to note that...

It is important to be aware of the fact that...

Let's look again at the case notes from earlier:

The final case note says: Family to pick up patient from hospital if symptoms persist. 

Should the reader of the letter pick up the patient from the hospital? ('Pick up' means

drive them home from the hospital). The answer is 'no'. It is just something they need

to know about. 

There are a number of ways to say this:

1.

2.

3.

4.

5.

All these sentences have the same meaning in this context. They tell the reader that

they need to know something but that they don't need to DO that thing. 

You can see more examples of these kinds of sentences in Chapter 10. 

Sentences like these are very useful in other paragraphs as well. You should use them

at any time in the letter when you think the reader should KNOW something but not do

it.

PARAGRAPH

REQUESTS 
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First sentence

Imperatives

Things to know about 

To summarise then, one way of writing a good Requests Paragraph is to think of it in 3

parts:

1.

2.

3.

You will not always need all 3 ingredients. It depends on the case notes. These are just

ingredients that you can use when it is necessary. Remember that a Referral Letter

often doesn't need imperatives and that sometimes a Transfer Letter will only need 1 or

2 imperatives.   

You should also remember, as I have said before and will keep saying, you need to adapt

these patterns for yourself. There are instances when imperatives, for example, are

more difficult to use. 

To take these notes here:

Good nutrition - fluids, eggs, fruit, veg (needs help monitoring diet) 

Students often struggle with case notes like this as it is irregular: there is no verb. You

cannot write 'Please good nutrition...'. Instead, it needs to be something like: 'Please

ensure Mr Jones has a nutritional diet...' 

Again, it is very useful to learn and practise imperatives but be prepared to change and

adapt these techniques in the exam.  You can practise some examples of more difficult

Requests Paragraph case notes in Chapter 10. 

PARAGRAPH

REQUESTS 

32



5
Letter Types

How to write an OET Letter



LETTER TYPES

Discharge

Referral

Transfer

DISCHARGE

In this chapter, we will discuss 3 possible OET letter types:

1.

2.

3.

These are the three main types of letter identified by OET, although there are other

possible types of letter you may have to write. A letter to 'advise or inform someone' is

sometimes used in Pharmacy, Veterinary Science and some other professions covered

by OET. Another task variation is a 'written response to a complaint', which sometimes

happens in Radiography.

As mentioned in the Introduction, although much of what I say in this book will be

applicable to all professionals covered by OET, this book focuses on OET Nursing and

OET Medicine. Therefore, we will only look at these 3 main types in detail in this

chapter. At the end of this chapter, I will discuss possible exceptions and variations for

these 3 types. 

 

1.

In a discharge letter the patient is in a medical facility, usually a hospital, and is now

leaving. This letter type appears to be common for nurses. 

Who is the reader?

Usually, the reader is a nurse or a care worker. However, you might be writing to doctor

or someone else, and you must be prepared any situation. Whoever it is, you need to

think at all times about what information the reader needs in the letter.  

How should I structure my discharge letter?

The first thing to note is that your Introduction Paragraph will usually follow the

pattern from Chapter 3: I am writing regarding Mr Jones (WHO), who was admitted to

our hospital (WHERE) recently, due to a broken ankle (WHY) following a motorcycle

accident.

34



When it comes to the Requests Paragraph, this paragraph is usually bigger than other

letter types because there will usually be a discharge plan. Therefore, there is going to

be more detail; you will have more things you need to tell the reader to do.  

Discharge letters often look like this:

What about the middle of the OET Sandwich? What goes in there? It depends on what

the reader requires. Often, students briefly summarise the hospital stay and give all

relevant detail about the situation currently. After this, they will sometimes write a

background paragraph if necessary. I will say more about this in Chapter 6.   

One important thing to note here is that the background of the patient may not be

relevant. If you are writing to someone who knows the patient already then often no

background is required. Why? Because they already know this information.

I want to stress here, as I will throughout this chapter, that I am talking in general

about what these letter types are USUALLY like. There are always exceptions and you

should never do anything in OET writing out of habit. Always think carefully about the

specific situation and what the reader needs. At SET English, we spend 2 full weeks in

every month working on writing letters and  advice here is to find a great school that

allows to practice lots of different letters.     

Requests Paragraph:

detailed

Introduction Paragraph:

normal
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2. TRANSFER

A transfer letter is when a patient is moving from one place to another. Typically, they

are moving from one care home to another care home. But the situation could be

anything.  For example, it could be a student at a boarding school who is moving to

university and requires ongoing care. It could also be a patient moving from one hospital

ward or department to another. 

Importantly, transfer letters are different from discharge letters because the reason

for the letter is not usually an injury or condition. Instead, the patient is simply moving

location. The letter is to request continued or ongoing care. 

Who is the reader?

The reader of the letter is usually the medical profession who will continue the care or

treatment. The reader needs to know about everything related to that care. 

How should I structure my letter?

When it comes to your Introduction paragraph, things are slightly different. For

example, you might write a paragraph like this:

I am writing regarding Mr Jones, who has been a resident at our aged care facility for 2
years due to mobility issues after a car accident. He is scheduled to be transferred to
your facility today and now requires ongoing care and management. 

Notice here the use of Present Perfect tense in the Passive voice above: 

S + have / has + been... for + [duration]

If the patient was in the medical facility for a long time then it is more appropriate to

use a tense like this to talk about the duration of the stay, in this case, 4 years.  
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Another important point about your introduction is that sometimes students choose to

drop the WHY part if this is unclear or there are too many reasons to state in the

introduction.   

Here is an example:

I am writing regarding Mr Green, who has been a resident at our aged care facility for 8
years . He is scheduled to be transferred to your facility today and now requires
ongoing care and management. 

In this case there just was no reason for him becoming a resident other than that the

patient was generally old and frail. 

Transfer letters sometimes look like this:

Requests Paragraph: Smaller
than Discharge Letter

Introduction Paragraph
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Notice that when it comes to the Requests Paragraph it is sometimes a bit smaller than

the Discharge letter. Why? Because there is usually no discharge plan. The patient

hasn't usually had an accident or an operation. Only ongoing care is required. This may

include some extra detail to remind the reader about important things. For example:

Please ensure he maintains his new exercise program, and kindly encourage him to continue
with his hobbies. 

However, in general you will have less to write here than in a Discharge Letter. 

In terms of of the middle of the OET Sandwich, you will need to put more information

here than a discharge letter. The reader needs to know everything in the patient's

history that is relevant to the ongoing care. 

Lastly, it is important to note here that the phrase 'In view of the above' can sometimes

be inappropriate in your requests paragraph as well:

In view of the above, it would be greatly appreciated if you could...

It doesn't make sense here because the patient is usually not transferring because of

the medical issues they have. Sometimes, it is just because they want to be closer to

their family. Instead of 'In view of the above' you can just write:

It would be greatly appreciated if you could...
   

3. REFERRAL 

A referral letter is always a referral to someone with specialist knowledge. This is a

common confusion because the word 'referral' has a more general meaning: to give, to

hand over, to indicate, etc.
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Look at this OET Task:

Students often assume this is a referral letter because the word is used. In fact, in this

case, it is a Transfer Letter and this can be understood clearly when you read the case

notes in full: the patient requires continued care. 

Who is the reader in a Referral Letter?

The reader of the letter is a specialist of some kind. For example, they could be a

physiotherapist, nutritionist, oncologist, neurologist, etc. They are usually going to

investigate further and they need to know everything relating to the condition they will

assess. 

How should I structure my letter?

When it comes to your Introduction, you can follow the structure from Chapter 3:

I am writing regarding Mr Jones, who visited our clinic recently due to eye problems.
He is being referred to your facility and now requires further assessment and
treatment.

Notice again here that it is better to say 'He is being referred...' and not 'He is due to

be referred'. This is because the letter itself IS the referral and thus the Present

Continuous tense is more appropriate.
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Referral letters often look something like this:

Notice that the Requests paragraph is usually small. This is because you are not

requesting care. There is no discharge plan. Often you can can just put one sentence:

In view of the above, it would be greatly appreciated if you could provide further
assessment and evaluation of Mr Jones' condition. 

Again, this is not always going to be the case. It is possible that you may have to

request something specific from the specialist, but this is not usual. 

As we have said throughout, I am talking here about what is generally true about these

letter types. There are always exceptions and you must deal with the case notes in

front of you. Think carefully and adapt these patterns to suit the situation. Never do

anything just because it is a habit.       

Requests Paragraph:
Small

Introduction Paragraph
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How should you structure a Referral Letter? What should go in between the

Introduction and the Requests Paragraph?

Although your Requests Paragraph will be small, what you put in between those

paragraphs will be quite big. You need to give all the relevant history relating to the

condition the specialist will investigate. Therefore, if it is an eye specialist, you must

give all case notes relating to eye issues. Sometimes that means summarising many

months or years of treatment.

IMPORTANT EXCEPTIONS

Above, I spoken very generally about what the 3 main types of letter are in OET

officially and what they are like in general. There are, however, some important

exceptions and variations it is worth considering. 

One important exception comes in the official OET case notes for 'Patricia Styles'

(Nursing), where the task is to write a letter to an Emergency Department Consultant in

a hospital. The patient needs to be admitted to the hospital because they may have

pericarditis. The patient needs "assessment" and "management". 

What kind of letter is this? According to what we have said above, it appears to be

some kind of mix between a transfer letter and a referral to a specialist.  The patient

needs further assessment (usually something a specialist does) but also management

(something sometimes requested in a Transfer Letter). In truth, it is something like an

'urgent letter' or 'hospital admission' letter.
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Although this example is taken from OET Nursing, the same things are true in OET

Medicine, as well as the other medical professionals covered by OET like Physiotherapy.  

The key point here is that, as we have said throughout, you should always deal with the

case notes in front of you. Think about what the reader requires and structure your

letter according to that. That is your ultimate guide. 

Finally, lets look at another important exception: 'pre operative preparation'. 

You may have to write a letter to a day surgery nurse regarding a patient who has been

prepared by you for their surgery or for an invasive examination, for  example, a

colonoscopy.

What type of letter is this? 

Well, again, case notes like this do not seem to easily fit into any category but that is

okay. As we said before, you know you need an Introduction and a Requests Paragraph.

You know, also, that you must not mix up paragraph function. If you want to talk about

treatment history in paragraph 2, then talk only about that. If you want to talk about

the patient's background, then talk only about that. Be consistent with paragraph

function and your letter will be clear and logical. 

One important thing about about a pre operative letter is the need for you to use the

Present Perfect tense in the Passive voice.

By Present Perfect, I mean a sentence like this: 'I have eaten an apple'. The structure of

this sentence is: 

Subject + have | has + Verb 3 (eaten). 

In the Passive voice this becomes: An apple has been eaten by me

Object + have | has + been + Verb 3 (eaten)
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In a pre operative letter, you often need to say things like: Mr Jones has been given the

pre operation booklet / Mr Jones has been advised to quit smoking / Etc. This means

that the reader does not need to do those things again before the operation. 

Sometimes, a pre operative letter will look like this:

Notice in this example that in the paragraph before the Requests Paragraph, the writer

uses Present Perfect in the Passive voice. This is logical because you are telling the

reader what preparation has already been done. In the Requests paragraph, you then

tell the reader what they need to do next. 

Requests Paragraph: Smaller
than discharge

Introduction Paragraph

Present Perfect 
(Passive Voice)
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I have tried to talk in this chapter about the three general letter types (referral,

transfer, and discharge) but also about the different possible exceptions (Patricia

Styles, etc). There is a phrase in English: "You have to know the rules, to break the

rules". It means that in order to do something different from the rules, you first have to

know the rules. 

The situation is similar with OET letter types: learn the 3 main types (discharge,

referral, and transfer) and practice writing them well. However, be prepared for

variations and exceptions in the exam. In SET English we practice lots of different types

of letters and our teachers always discuss in class possible challenges you might face

and how to deal with them.    
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Lets return again to the idea of the OET Sandwich and review what we have been

saying this far:

Like a sandwich needs bread at the top and the bottom, an OET letter needs an

Introduction and a Requests paragraph at the top and bottom.

There are also different letter types and so it is important to think about your

Introduction and Requests Paragraph in relation to those different types. A Referral

letter usually has a small Requests Paragraph, for example. A Discharge letter usually

has a long one.  

But what about things you put inside your Sandwich? What should you write?

Well, a big part of what I am saying in this book is: you decide that! Think about the

reader and write accordingly. Just think carefully about 'paragraph function' (Chapter

1). 

Introduction Paragraph

Requests Paragraph
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Although I can't tell you what to put in your Sandwich, I can tell that students very

often put similar things in them. What I mean by that is there are other 'paragraph

functions' that are quite common to use. 

In general, there are 3 main paragraph functions that my students often use in their

letters:

1 TIMELINE PARAGRAPHS

2 CURRENT CONDITION PARAGRAPHS

3 BACKGROUND PARAGRAPHS

In what follows, I will describe these different types of paragraph but I will not try to

teach you how to write them: you need to find a teacher for that or join SET! 

1.TIMELINE PARAGRAPH

In a Timeline paragraph, we tell the reader about a series of events in the correct order.

So, we begin, for example, with the first visit, or first admission to a hospital, and then

we move through the important events in the correct sequence:

For example, for the above timeline, we might write:

On 19th March 2018, Mrs Peterson was admitted to our hospital with an upper respiratory tract
infection. During her hospital stay, she was given IV saline for 24 hours, and subsequently
commenced on treatment and therapy. Currently, she is hemodynamically stable with no
respiratory issues, and is able to walk short distances independently with a wheelie walker.

These types of paragraphs can be difficult to write and they require a lot of practice.

We do a lot of work on them at SET English and if you want to improve at writing them

you should join a good school and get feedback from a teacher. This paragraph is often

one of the most challenging parts of the test.
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Hospitalisation

IV

Treatment / Therapy

Treatment / Therapy

Stable / Mobility 
19/03/2018

19-20/03/2018

21/04/2018

29/04/2018

02/05/2018
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2. CURRENT CONDITION PARAGRAPH

Notice again how in the Timeline paragraph above the sequence of events starts on

19th March and moves from the past to the present with 'Currently':

On 19th March 2018, Mrs Peterson was admitted to our hospital with an upper respiratory tract
infection. During her hospital stay, she was given IV saline for 24 hours, and subsequently
commenced on treatment and therapy. Currently, she is hemodynamically stable with no
respiratory issues, and is able to walk short distances independently with a wheelie walker.

This is often a good thing to do but, in some situations, students prefer to separate it

from the past timeline of events. In that case, you can write a separate 'Current

Condition' paragraph.  

Here is an example:

On 19th March 2018, Mrs Peterson was admitted to our hospital with an 
upper respiratory tract infection. During her hospital stay, she was given 
IV saline for 24 hours, and subsequently commenced on treatment and 
therapy.

Currently, Mrs Peterson is hemodynamically stable and has no respiratory 
issues. She is able to walk short distances independently with a wheelie 
walker, although she still feels anxious about coping at when she is discharged. 
In terms of her sleep patterns, it is important to note that they have been quite 
irregular and she often wakes up after experiencing nightmares.

It is more common for doctors to structure their letters like this than nurses because

often the current condition has a lot of important detail for their reader. For nurses, it

is often the Timeline Paragraph or the Requests paragraph that requires more detail.   
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3. BACKGROUND PARAGRAPH

The function of a Background Paragraph is to tell the reader about anything EXTRA

they need to know.

It might be something in the present:

Mr Jones plays football regularly. 

It might also be something in the past:

Mrs Green was diagnosed with depression in 2009.

This can sometimes confuse students. Are we talking about the patient's history or

their daily routines?

The answer is both. A Background Paragraph just tells the reader about things that are

not the main issue but you think they ought to know. 

Imagine the reader is suffering from 2nd degree burns and you are writing to a nurse

who will care for him. Should we mention he has a history of depression in the Timeline

Paragraph? No. In the Timeline we usually talk about the burn injuries. That is the main

issue: how they happened, how they were treated and what condition they are in now.

Should you not mention the history of depression? Well, if the reader is a nurse who will

be caring for the patient then you could mention this in the Background Paragraph. It's

useful for a nurse to know about the depression if they are providing care and support.  

Don't forget: if the patient is known to the reader then a Background Paragraph should

not be included. This is because the reader already know the patient's background.  
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Many students often ask: Is a Background Paragraph for medical or social information? 

Again, the answer is both. 

The key idea here is that we are putting, in one paragraph, extra pieces of information

about the patient that might be relevant to the reader. 

This can sometimes confuse students.

They ask: what is the difference between the Timeline Paragraph and the patient's

medical history?

The answer is that in the Timeline we are talking about the central or key events in the

past that are important to the reader.  

In the Background Paragraph, we are talking about past medical events that are not a

part of this but have some indirect connection. 

I will give another example. Lets imagine the patient has a history of non compliance

with his diabetes medication. You are writing to a nurse who will educate him about this.

In your Timeline, you will give the history of his non compliance and the problems he has

had with this issue. 

Lets also imagine that in the past he has shown a dislike for female nurses. In such a

case, you could put that in the Background Paragraph if you judge it to be useful to the

reader. Its not part of the main issue but it is perhaps relevant if it is possible that the

person who educates him might be female. 
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Regarding his/her medical history, 

Regarding his/her social background, 

In terms of her medical history,

In terms of her social history,

In terms of her social situation, 

Socially, 

To sum up then, a Background Paragraph can include the present and the past. It can

include medical history as well as social history. This is not a timeline of events: we are

just giving the reader extra information that we feel is indirectly relevant.  

Here is a typical example a of background paragraph:

In terms of her medical history, Ms Styles was diagnosed in 2013 with mild hypertension, for
which she has been commenced on quinapril, and also diabetes, for which she has been prescribed
metformin and gliclazide. In terms of her social situation, she lives alone following her
husband’s death in 2016, although she has some support from her children who live close to her in
Newtown. 

Notice here the phrases above used to change from medical to social history inside the

paragraph.  Here are some phrases that students often use to do this:

1.

2.

3.

4.

5.

6.

Notice here that 4 and 5 look very similar. That is because 4 refers to past social

history and 5 refers more to the current social circumstances: the present situation.  

Number 6 can also be used to introduce the present social situation and not the past.  
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What paragraphs should I put in my OET letter? What structure should it have? Lets

review. When you start to plan the structure of your letter, you can start like this:

  

The 'bread' of the OET Sandwich is always your starting point. However, what

paragraphs you put inside it are, ultimately, your choice. The main thing is to structure

you letter according to what your reader needs. 

So, imagine, you are writing to a nurse who knows the patient but will be administering

a lot of new medication. In that case you might want to have this kind of structure to

you letter:
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Introduction Paragraph

Requests Paragraph

Requests Paragraph

Introduction Paragraph

Medication Paragraph

Timeline Paragraph
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Lets imagine you are writing a Transfer Letter and there are a lot of relevant Timeline

details. You could have 2 Timeline Paragraphs like this:

  

The OET Sandwich is your starting point. What you put inside it is, ultimately, your

choice. The main thing is to structure you letter according to what your reader needs.

Lets take another example. Imagine you have a lot of background that the reader needs

to know about. You could write a letter like this:

Introduction Paragraph

Requests Paragraph

Timeline: January - May

Timeline: June - December

Background

Introduction Paragraph

Requests Paragraph

Timeline

Social Background

Medical Background



When writing an urgent letter it is common for people to structure their letters like

this: 

 

Notice here that the Current Condition Paragraph is before the Timeline Paragraph.

Why? Well the reader is more interested in the current condition of the patient in an

urgent letter. 

Many students ask me: Must I always put the current condition in paragraph 2 for an

urgent letter? OET do not say that urgent letters must be written like this. However,

using this structure may help you to score higher when it comes to organisation. 

Often, when my students try to use this structure, their letters are confusing. 

Why? Because in paragraph 2 they are talking about the current situation and then in

paragraph 3 they talk about the past: the Timeline Paragraph. It is not easy to do this. 

Why? Because you start in Paragraph 2 with the current situation (now). Then you move

backwards in time (past) in paragraph 3. You must make this obvious to the reader by

using clear language and dates to show when things happened. Very often, when

students do this, they fail to show the development of the condition clearly. 
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Requests Paragraph

Current Condition
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Relevant case notes 

Irrelevant case notes

Relevant and detail is required 

Relevant but summarise 

Irrelevant 

One of the big questions in OET that students always debate is what case notes they

should include. 

It is common for teachers to make a distinction between:

1.

2.

Relevant case notes are usually said to be the case notes that the READER will need.

The irrelevant case notes are the ones the reader doesn't need. 

This is not incorrect but this way of thinking sometimes makes it more difficult to

choose case notes. 

Why? Because sometimes there are a great many case notes that are relevant to the

reader. Students then start to panic... how will I finish this letter in 45 minutes with so

many relevant case notes?

The answer is to change the way you think about the situation. 

In my classes, I usually teach that there are actually 3 types of case notes:

1.

2.

3.

Notice that I have 2 types or relevant case notes above. The first type - 'relevant and

detail is required' - is when we give all information to the reader. For example, imagine

there is some medication and the reader needs to monitor it. In that case, you need to

give all the details: dosage, schedule, etc. 

The second type - 'relevant but summarise' - is when you don't need to give all the

detail to the reader. In this final chapter, we will look carefully at what summarising is

and how you can do it in your letters.  
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What does 'summarise' really mean?

Here is a simple example. 

Imagine you say to me 'What did you do last night?', and I reply: 

I got into my car and I started the engine

I drove down my street and I turned left

I drove down another street and turned right

I drove to the cinema

I bought a ticket and went inside

I bought popcorn

I sat down for 2 hours and watched

I got back in my car.

I drove down a street and my car broke down

The AA man came and fixed it

I drove home

This is of course too much information! 

Usually, when people answer a question like 'What did you do last night?', they

summarise - they don't give every detail. For example, they just say "I went to see a

movie."

Here are 4 key techniques for summarising that you can use in your Timeline

Paragraphs:

1 General statement

2 General statement plus detail

3 Listing

4 Comparison

I will discuss each of these below and try to give examples. However, in this area, as in

others, there really is no substitute for having a teacher and live classes. At SET

English, we provide 3 to 4 hours of live classes every day and we work a lot on skills like

summarising. 
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1. General statement: 

I went to see a movie 

As we said before, one way to summarise the above is to simply say "I went to see a

movie." This is what I call simply a general statement. You try to find a simple phrase

that gives the reader the main idea of what happened. 

Here is an OET example: 

Mr Green attended the clinic with eye issues. 

Here this sentence is summarising all these eye symptoms from the case notes: 

watery eye (left), blurry vision in morning, intermittent eye pain

2. General statement plus important detail: 

Alain went to see a movie. Please note that he had car troubles when returning. 

Here we are using a general statement and adding in one important detail. Notice that I

am using 'Please note that...'. As we said earlier, these kinds of phrases are also useful

in other OET paragraphs to highlight important details.   

OET Example:

Mr Green was prescribed a number of medications. It is important to note that one of
them was ibuprofen.

In this case, the writer has decided that it is important for the reader to know about

the Ibuprofen. All the other medications have been summarised. 

SELECTING CASE NOTES
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3. Listing: 

Last night Alain drove, bought a ticket, ate some popcorn, and my car broke down

Here I am summarising by just listing the important events in one sentence: drove /

bought a ticket/ ate popcorn / car broke down. Listing is a skill that takes practice and

it is something we focus a lot on in our classes.  

Here is an OET example: 

Mr Smith experienced ringing in his ears, blurring of his vision, and a headache.

4. Comparison

I did the same as I do every Wednesday. 

The simple idea here is that if things do not change there is no need to repeat yourself. 

OET example: 

When Mrs Green attended again in May her symptoms were the same.

In this example, the writer has already explained what the symptoms were previously in

the letter. Rather than repeating them, they simply write: 'her symptoms were the

same.' 

Note: you can also use 'better' and 'worse' to summarise detail:

When Mrs Green attended in May, her symptoms were worse.
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So, those are the 4 key ways to summarise. In the next few chapters, you will find some

exercises that will help you when it comes to the 'bread' of your OET Sandwich. If you

are one of our students at SET English, then you have the option to complete the

exercises and submit them to us for corrections. 

If you are not a student, then you could think about joining us: just google SET English

and have a look at our website! However, if you are unable to do that for any reason, I

have provided an answer sheet at the end of each chapter to give you some idea of

what a correct answer would look like.

Thank you for reading this book and, above all, I hope that it helps you and you pass

OET. Medical professionals do such an important and difficult job - I hope that in some

small way this book helps you along your career journey. Good luck! 

Alain Wenham
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Sentence 1: Who? Where? Why? 

Sentence 2: Letter type and Purpose

In this chapter you can practice writing OET Introductions. On this page, are some

exercises and on the next page there are examples sentences. You should compare your

sentences with mine.  

REVIEW: An Introduction usually only needs 2 sentences

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

She is due to be discharged today and now requires further care and support. 

Exercise 1. 

Using the details below, write the first sentence in your Introduction:

Example:

1 Mr White / hospital / chest pains 

 I am writing regarding Mr White, who was admitted to our hospital recently due to chest pains 

2 Mrs Green / hospital / pneumonia 

3 Mr Jones / hospital / ankle surgery 

4 Mrs White / clinic / check up / 

5 Mr Johnson / care home: 6 years / mobility issues

6 Mr Black / hospital / broken shoulder / motorcycle accident

 

INTRODUCTIONS

EXERCISES:
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Answers

Below you can see examples the of kinds of sentences that I would write based on the

techniques in Chapter 3. It is important to understand that these sentences are not the

only correct way to do it. Nevertheless, it should be useful to compare your own

sentences to mine. 

Exercise 1. 

2 Mrs Green / hospital / pneumonia

I am writing regarding Mr Green, who was admitted to your hospital recently due to

pneumonia. 

3 Mr Jones / hospital / ankle surgery

I am writing regarding Mr Jones, who was admitted to our hospital recently for ankle

surgery. 

4 Mrs White / clinic / check up /

I am writing regarding Mrs White, who was admitted to our clinic recently for a check-

up.

5 Mr Johnson / care home: 6 years / mobility issues

I am writing regarding Mr Johnson, who has lived in our care home for 6 years due to

ongoing mobility issues. 

6 Mr Black / hospital / broken shoulder / motor cycle accident

I am writing regarding Mr Black, who was admitted to our hospital recently due to a

broken shoulder following a motorcycle accident. 
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Exercise 2. 

Using the details below write the second sentence of your Introduction:

Example:  

1 discharge today / provide care

She is due to be discharged today and now requires further care and support.

2 discharge Thursday / care & manage

3 discharge 04/01/2020 / provide care 

4 transfer / provide ongoing care

5 referral / assessment

6 admitted to hospital / pre operative care 
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Again, below you can see examples of the ways in which I have turned the case notes

into sentences based on Chapter 3. Compare your sentences with mine. 

Exercise 2.

2 discharge Thursday / care & manage

She is due to be discharged on Thursday and will require further care and management

from your facility. 

3 discharge 04/01/2020 / provide care

She is due to be discharged on 4th April and will require further care and support.  

4 transfer 06/10/ 2020/ provide ongoing care

She is due to be transferred to your facility on 6th October and will require continued

care and support. 

5 referral / assessment

She is being referred to you and now requires further assessment and evaluation.  

6 admitted to hospital / pre operative care

She is due to be admitted into your hospital next week and will require further pre

operative care. 
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Exercise 3. 

Using the details below write five full Introductions:

1 Mr Green / hospital / chest pains / discharge / provide care

 

2 Mrs Jones / clinic / eye problems / referral to specialist / assessment & treatment

3 Mrs Hope / care home due to medication compliance / transfer / ongoing care

4 Mrs Gordon / hospital / hip surgery / discharge / provide care

5 Mrs Ford / hospital / dizziness and loss of balance / referral: neurologist / assessment
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Again, below you will find examples sentences. Compare your sentences with mine.

Exercise 3. 

1 Mr Green / hospital / chest pains / discharge / provide care

I am writing regarding Mr Green, who was admitted to our hospital recently due to

chest pains. He is due to be discharged today and now requires your further care and

assistance.  

2 Mrs Jones / clinic / eye problems / referral to specialist / assessment & treatment

I am writing regarding Mrs Jones, who visited our clinic recently due to eye problems.

She is being referred to you today and now requires further assessment and treatment.

3 Mrs Hope / 3 years care home due to non-compliance / transfer / ongoing care

I am writing regarding Mrs Hope, who has been a resident at our care home for 3 years

due to issues with medication compliance. She is due to be transferred to you and will

require ongoing care and support.

4 Mrs Gordon / hospital / hip surgery / discharge / provide care

I am writing regarding Mrs Gordon, who was admitted to our hospital recently for hip

surgery. She is due to be discharged today and now requires your further care and

support.
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5 Mrs Ford / hospital / dizziness and loss of balance / referral: writing to a neurologist /

assessment

I am writing regarding Mrs Ford, who was admitted to our hospital recently due to

dizziness and loss of balance. He is being referred to you today and now requires

further assessment and evaluation. 
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Exercises: Requests 

How to write an OET Letter

10



REVIEW

You can make polite imperatives using this structure: 

Please + Verb 1...., and + kindly + Verb 1...

Here is an example:

1 physiotherapist appointment / healthy diet 

Please arrange a psychotherapist appointment for Mr Jones, and kindly encourage a healthy diet
 

Exercise 1. 

Turn the case notes below into sentences. Compare your sentences with mine on the

next page. 

1 Monitor symptoms / increase fluid intake

2 Ensure more exercise / monitor heart rate & blood pressure 

 

3 Encourage patient with self showering / provide asprin when Pt ask

4 Ensure medication compliance / assist ADLS

5 Encourage family and social activities / regular wound dressing

EXERCISES: REQUESTS

72



Again there is more than one way to write these sentences. I am just showing you how I

would write them based upon the structures discussed in this book. Compare your

sentences to mine.  

Exercise 1. 

1 Monitor symptoms / increase fluid intake

Please monitor her symptoms, and kindly increase her fluid intake. 

2 Ensure more exercise / monitor heart rate & blood pressure

Please ensure Mrs Jones does more exercise, and kindly monitor her heart rate & blood

pressure.

 

3 Encourage patient with self showering / provide asprin when Pt ask

Please encourage him to shower himself, and kindly provide asprin when asked. 

4 Ensure medication compliance / assist ADLS

Please encourage medication compliance, and kindly assist with ADLS

5 Encourage family and social activities / regular wound dressing

Please encourage family and social activities, and kindly provide regular wound

dressings.  
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B. Sometimes you get more difficult types of case notes! You need to use some of your

own ideas to write case notes for these sentences. Again, you can compare your

answers to mine on the next page. 

Exercise 2. 

 

1 encourage social activities – elderly citizens’ clubs, social groups, etc. 

2 Preserve skin integrity 

3 Keep warm / Good nutrition - fluids, eggs, fruit, veg (needs help monitoring diet) 

4 Sitting preferred to lying down to ensure postural drainage
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Compare your sentences to my sentences below. Don't forget that there is more than

one way to turn these case notes into full sentences. 

Exercise 2. 

 

1 encourage social activities – elderly citizens’ clubs, social groups, etc. 

Please encourage social activities, such as elderly citizen's clubs and other social groups. 

Better: Please encourage Mr Green to attend more social activities, such as elderly

citizen's clubs and other social groups. 

2 Preserve skin integrity 

Please monitor the skin integrity of Mr Jones' wound.

Better: Please take measures to ensure skin integrity is preserved. 

3 Keep warm / Good nutrition - fluids, eggs, fruit, veg (needs help monitoring diet) 

Please ensure Mr White keeps warm, and kindly encourage him to have more nutrition in

his diet.* 

4 Sitting preferred to lying down to ensure postural drainage

Please advise Mr Green to sit in order to ensure good postural drainage.

*It is important to note here that different readers can change the type of sentence

you will write. For example, in 4, above, I am assuming that the reader is a medical

professional and so doesn't need to be given the detail 'fluids, eggs, fruit, veg'.

However, if you were writing, for example, to a parent or someone who might not know

the elements of a nutritional diet then it may be necessary to give the detail here. 
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REVIEW

Sometimes there are case notes where the reader does not need to do anything but

they should KNOW about something.

In these cases you can use phrases like this: 

Please note that...

Please be aware that...

Please be aware of the fact that...

It is important to note that...

It is important to be aware of the fact that...

Change the case notes below into sentences. Compare your sentences with mine on the

next page. 

1 Mr Jones / physiotherapy  appointment / next week 

2 wheelchair / arrive tomorrow 

3 father to pick up / transfer home 

4 Pt is aged / quick to anger 

5 regular AA meetings 
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Compare your sentences to my sentences below. As always, don't forget that there is

more than one way to turn these case notes into sentences.

1 Mr Jones / physiotherapy  appointment / next week

Please be aware that Mr Jones has a physiotherapy appointment next week.

2 wheelchair / arrive tomorrow

It is important to note that his wheelchair arrives tomorrow.

3 father to pick up / transfer home

Please be aware of the fact that his father will pick him up and transfer him home.

4 Pt is aged / quick to anger

It is important to note that he is aged and quick to anger.

5 regular AA meetings

Please note that she needs to attend AA meetings regularly.
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THE OET SANDWICH: HOW TO WRITE AN OET LETTER

Confused about OET Writing? Worried about how to organise your letter?

'The OET Sandwich' lays out a simple method for writing OET letters that is

clear and logical but also FLEXIBLE enough to help you in the exam if you

get any unusual case notes. The book is meant to be fun and simple to read

but also helpful for anyone worried about organisation and struture in their

letters. 

What is the OET Sandwich? A very simple idea, the OET Sandwich is the

basic idea that your OET letter needs an Introduction Paragraph at the

start, and it needs a Requests Paragraph at the end. You should learn to

write these paragraphs clearly and with precision. It is from this foundation

that you can plan and build great OET letters! This book aims to help you to

do that!


