[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Re: Proposal of Seminar on Teachers’ Training on Online Education System and Pandemic Control Instruction Dated on 11-12-20XX

Dear Rose,
I am Jennifer Tom from Valencia High School. As the head coordinator of the school, I would like you to participate and support the seminar which is to be conducted on 11th December 2020. The seminar relates to the training of the teachers and they will have training sessions on the online education system and pandemic control devising. We are willing to conduct this seminar in the Hockey Hall of your school big gatherings in the indoor sites can be hazardous regarding the Pandemic. 
Keep in view the situation of another surge in coronavirus patients we are at the edge of closing schools and shifting all the education system online. Hence the teachers with no acquaintance with the online education system are expected to be instructed and familiarize with the online teaching and learning tools, devices, assessment methods, and effective testing of the students. 
In the wake of the present scenario, education has come to a big compromising edge. This seminar has to be held to cope with the impediments of COVID-19 in the field of education. To abate the stress of coronavirus, we also wish to educate the teachers with the pandemic control instructions and devise a strategy to teach the students about the required steps to be taken to cope with the current scenario. To do all this, we need your support and assistance. 
Please respond to me at [email]. Further details can be provided if needed.
I thank you.
Regards
Jennifer Tom
The Head Coordinator,
Valencia High School, California, USA
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