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Make sure the patient is clearly identified  A minimum of name, address and date of birth plus a hospital or GP number 

How do I address the patient?  Use any preference expressed in the notes.  If none expressed, then Dear [Patient First 

and Last Name] e.g. Dear Jane Smith, is preferable to using only a first name. 

Drafting Tips  Keep sentences short 

 Avoid technical terms and polysyllabic words where possible 

 If technical or medical terms are necessary, give explanations in  

brackets 

 Explain acronyms, abbreviations and initialisms 

 Use inclusive pronouns such as ‘we’, ‘you’, ‘I’ 

 Use the active tense, avoid the passive tense 

 Where possible phrase things positively rather than negatively e.g. ‘We will see you 

again in 6 months’, not ‘We won’t see you for six months.’ 

Structural suggestions  Bullet points and headings can improve clarity, and are preferable to long sentences or 

paragraphs 

 Suggestions for headings:  Reason for Consultation; History, Symptoms & Investigative / 

Test Results; Treatment Discussion & Agreement; Medications; Next Steps 

It is important that the letter contains ALL 

information that both patient and GP 

need, and that they are appropriately 

identified in the letter 

 Key elements could include: 

 A summary of the discussion held in clinic 

 A list of clear actions for the patient 

 A list of clear actions for the GP 

 Any further information which might be helpful to the patient, the GP, or to you or 

whoever sees the patient at future appointments 

‘PLEASE WRITE TO ME’:  Your Quick Check Guidance 
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What else should you make clear?  Make it clear if any item you mention was not discussed during the clinic 

appointment so both sides are aware it is new information 

 Make it clear that the letter is also being copied to the GP 

 At the end of the letter summarise for the GP any actions they are expected to take, 

for example: 

‘I am also copying this letter to your GP so that (s)he is aware of what we 

discussed and agreed at the clinic and so that (s)he can [selecting as 

appropriate]: 

 …provide you with a prescription/repeat prescriptions for…..’; 

 …check how you are getting on with [whatever action has been 

recommended]’; 

 …refer you back to me if things do not improve as we hoped’; 

 [any other relevant recommendation or action relating to the patient]’ 

  

If the GP needs to know, include it!  If the patient needs to know, include it! 

Issues linked to transmission of letters to 

patients and GPs 

Communications to patients and to GPs may be sent by post, via MyChart or by other 

electronic channels.  Therefore, it is important to let patients know that their GP may 

receive letters earlier or later than they do. Letters to patients should clearly state if 

the copy to GP is being sent electronically to avoid delay. 
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