
Potential Venue Options for Event 

Rescheduling 

Dear [Recipient's Name], 

We hope this message finds you well. Due to unforeseen circumstances, we need to reschedule 

our upcoming event originally planned for [Original Date]. We have researched some alternative 

venues that could accommodate our needs and would like to present the options below: 

Option 1: [Venue Name] 

Address: [Venue Address]  

Capacity: [Number of Guests]  

Availability: [Available Dates]  

Features: [Amenities, technology, etc.]  

Contact: [Venue Contact Information]  

Option 2: [Venue Name] 

Address: [Venue Address]  

Capacity: [Number of Guests]  

Availability: [Available Dates]  

Features: [Amenities, technology, etc.]  

Contact: [Venue Contact Information]  

Option 3: [Venue Name] 

Address: [Venue Address]  

Capacity: [Number of Guests]  

Availability: [Available Dates]  

Features: [Amenities, technology, etc.]  

Contact: [Venue Contact Information]  

We hope one of these options will work for the rescheduling of our event. Please let us know 

your thoughts, and feel free to reach out if you have any questions or need further information. 

Thank you for your understanding and flexibility. 

Sincerely, 

[Your Name]  

[Your Position]  



[Your Company]  

[Your Contact Information] 


