
Event Location Adjustment 

Recommendation 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Recommendation for Location Adjustment for [Event Name] 

Dear [Recipient's Name], 

I hope this message finds you well. As we prepare for the upcoming [Event Name] scheduled for 

[Event Date], I would like to propose a potential adjustment to the event location. After careful 

consideration and assessment of our requirements, I believe that moving the event to [New 

Location] would better serve our objectives. 

Reasons for the recommendation include: 

• [Reason 1: e.g., Increased capacity] 

• [Reason 2: e.g., Better accessibility] 

• [Reason 3: e.g., Improved facilities] 

Moreover, by relocating to [New Location], we can enhance attendee experience and ensure the 

event runs smoothly. I am confident this change will contribute to the overall success of the 

[Event Name]. 

I would be happy to discuss this recommendation further and explore any concerns you might 

have. Thank you for considering this adjustment. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


