Formal letters: more useful expressions
Your establishment/school/institution was recommended TO me by a friend who attended one of your courses last spring.

Having visited your website, I am writing to inquire about the intensive writing courses scheduled for the first week in April.

According to your leaflet / brochure / catalogue / website,…

I would be much obliged if you could supply me with detailed information concerning…

Firstly…secondly…thirdly/lastly

Furthermore 

Could you please explain the arrangements for accommodation TO me?

Is accommodation available in the school?

Could you please recommend a reasonably-priced restaurant / a suitable course for me?

Can you please give me details of what is included in the cost?

Are meals provided and if so, do you have a vegetarian menu?

Does the price of the course include trips or any cultural activities?

I am looking forward to my visit TO Dublin.

I look forward to hearing from you soon / in the near future.

I am writing to apologize for the unfortunate incident that occurred on 3rd March.

I take full responsibility for the damage (caused) to the locker.

I am fully aware that …  

   this was an inappropriate way to behave / my behaviour was entirely inappropriate

To explain what happened: some friends and I were throwing a ball around when…
I would like to compensate FOR the damage caused by paying FOR the window to be replaced / repaired.

