You are going on a short course to a training college abroad. It is a college that you have not been to before.
Write a letter to the accommodation officer. In your letter
• give details of your course and your arrival/departure date
• explain your accommodation needs
• ask for information about getting to and from the college.
Dear Sir/Madam,
I am writing to inform you that I will be honored to attend the International Trade Law course which is going to be held at Amsterdam University from September 15 to September 20. 
I will be arriving on the morning of Tuesday 14th, and I will be leaving on the afternoon of Tuesday 21st of September. Therefore, I will be staying there for eight days and seven nights. 
If possible, I prefer to have a single room with an exclusive bathroom, but I will also be convenient with a roommate. Also, since I will be so busy with the course, I probably won’t be able to do the cooking, so I will be glad if the campus food is reserved for me.
[bookmark: _GoBack]Finally, as I am not quite familiar with the city, I would be appreciative if you could provide some information about how to get to the University and back to my accommodation. Will I be using public transport, or are there other means of commute? Also, since the course ends on Monday, I will have some free time on Tuesday before getting to the airport. Therefore, any information on what to see and do in the beautiful city of Amsterdam would be greatly appreciated. 
Yours faithfully,
Mary James.

