
Flexible Meeting Space Proposal 

Date: [Insert Date] 

To: [Recipient's Name] 

Organization: [Recipient's Organization] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to present our proposal for a flexible meeting space that caters to the various 

needs of your organization. At [Your Company Name], we understand the importance of 

creating an environment that fosters collaboration and productivity. 

Key Features of Our Meeting Space 

• Versatile room configurations to accommodate small and large groups. 

• State-of-the-art audio-visual equipment for seamless presentations. 

• High-speed internet connectivity and support staff on site. 

• Refreshing breakout areas for informal discussions. 

• Complimentary refreshments and catering options available. 

Proposed Dates and Pricing 

We suggest the following dates for your upcoming meetings: 

• Date 1: [Insert Date] - [Insert Pricing] 

• Date 2: [Insert Date] - [Insert Pricing] 

• Date 3: [Insert Date] - [Insert Pricing] 

We are committed to providing a tailored experience that meets your organization's goals. We 

would love to discuss this proposal in detail and explore how we can facilitate your meeting 

needs. 

Thank you for considering our proposal. Please feel free to reach out to us at [Your Contact 

Information] for any questions or further discussion. 

Warm regards, 

[Your Name] 

[Your Title] 



[Your Company Name] 

[Your Company Address] 

[Your Contact Information] 


