Training International
Klášterní 73

377 01 JINDŘICHŮV HRADEC
Tel.: 384 603 296

Fax: 384 602 278

Email: info@training.cz
Savana Hotel

Piaristů 8

692 01 MIKULOV
Tel.: 519 721 824

Fax: 519 720 438

Email: info@savana.cz
2 September 2009

Dear Sir or Madam,

Thank you very much for the letter and the enclosed brochure we have received. We are very interested in the services you offer. We would like to hold our next seminar which would take place from 25 September to 27 September 2009 in your hotel. That is why we wonder if there are rooms available at that time (at least 5 double rooms and 6 single rooms).
Moreover, we would like to ask you what the capacity of the conference room is and whether there are any other facilities we could possibly use. 
Finally, we would send you the details of meal and refreshment requirements as soon as we receive your answer.

We are looking forward to hearing from you soon.

Yours faithfully

p.p. Jaroslav Horník

Human Resources Manager

Jana Nováková
Michelská 6

140 00 PRAHA 4
Skála Computers School

Křenová 58

602 00 BRNO

3 September 2009

Dear Sir or Madam,

I’m writing in response to your advertisement in Lidové noviny for summer intensive computer courses. I am very interested in improving my computer skills. I would therefore be very grateful if you could let me know when exactly the courses are due to start. I also wonder what the level of your courses is. 

Finally, I would like to know what kind of certificate I would receive after finishing your course as it has been mentioned that you provide recognised courses. 

I am looking forward to hearing from you soon.

Yours faithfully 

