Proposal for Executive Meeting Venue
Arrangements

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Proposal for Venue Arrangements for Upcoming Executive Meeting

Dear [Recipient's Name],

I hope this message finds you well. I am writing to propose arrangements for the upcoming

executive meeting scheduled for [Insert Date]. To facilitate a productive discussion, | have
identified several suitable venues that meet our requirements for space and amenities.

Proposed Venues:

e Venue 1: [Venue Name and Location] - [Brief Description including Capacity, Facilities,

and Price]

e Venue 2: [Venue Name and Location] - [Brief Description including Capacity, Facilities,
and Price]

o Venue 3: [Venue Name and Location] - [Brief Description including Capacity, Facilities,
and Price]

Each venue offers unique advantages that can enhance our meeting experience. | recommend
scheduling a site visit to discuss our needs further and select the most appropriate option.

Thank you for considering this proposal. I look forward to your feedback and hope to finalize the
arrangements soon.

Best regards,
[Your Name]

[Your Job Title]
[Your Contact Information]



