
Letter of Proposal for Alternative Event 

Hosting Site 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose an alternative site for the upcoming 

event, [Event Name], originally scheduled to be held at [Original Venue]. Due to [reason for 

change], I believe that the following location would better serve our needs: 

Proposed Venue: 

[Proposed Venue Name] 

[Address] 

[Contact Information] 

Benefits of the Proposed Venue: 

• Location: [Explain location advantages] 

• Capacity: [Provide capacity details] 

• Amenities: [List available amenities] 

• Cost: [Discuss cost-effectiveness] 

I truly believe that this alternative site will enhance the experience for our attendees and meet the 

logistical needs of the event. I would appreciate the opportunity to discuss this proposal further 

and explore any questions you may have. 

Thank you for considering this suggestion. I look forward to your response. 

Sincerely, 

[Your Name] 



[Your Title] 

[Your Organization] 

[Your Contact Information] 


