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TASK
You have been tasked with organising an IT training course for your employees. Write a letter to the 

instructor informing about the possible date, place and other details of the course, 2) asking for 

information concerning the possible number of trainees and the equipment requirements, 3) 

informing about the accommodation options for the instructor. Write a minimum of 120 words. 

MODEL LETTER:
 
Dear Sir,
I am writing with reference to the IT course offer I received from your centre.

 First of all, I would like to inform you that the course will be held next month in our 
training centre. What is more, I wish to tell you that two groups of participants have 
been formed, the beginners’ and the advanced group.

Furthermore, I would like to know if it is not a problem for you to organise the course 
for those two groups of 20 people each. Provided that you agree to these 
arrangements, I would like to know what your equipment needs are in order to 
prepare the participants to be certified in accordance with the relevant requirements.

Finally, I wish to provide you with information on possible accommodation options. 
The first possibility I would like to mention is the nearby hotel, which is very close to 
the training venue, but the quality of its rooms leaves a lot to be desired. The second 
possibility is the hotel which offers much better facilities but is located further away. 
Please let me know if you have any preferences regarding accommodation so that I 
can take care of all the necessary arrangements as soon as possible.

I hope I have been of help. Please do not hesitate to contact me if you require any 
further assistance. I am looking forward to hearing from you as soon as possible.

Yours faithfully,
XYZ


