
Event Location Proposal 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose a few alternative locations for our 

upcoming event scheduled for [Insert Event Date]. Based on our previous discussions and 

feedback received, I believe a change of venue could enhance the overall experience for our 

participants. 

Proposed Locations: 

• [Location Name 1]: Brief description of the venue and why it would improve the 

experience. 

• [Location Name 2]: Brief description of the venue and its unique features. 

• [Location Name 3]: Brief description and potential benefits for attendees. 

Each of these locations offers unique advantages that align with our event goals, including [insert 

specific advantages like accessibility, capacity, amenities, etc.]. I believe that a thorough 

evaluation of these options would greatly benefit our planning process. 

Please let me know a convenient time for us to discuss these suggestions further. I look forward 

to your thoughts! 

Thank you for considering this proposal. 

Best Regards, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


