Bid Request for Conference Services

Date: [Insert Date]

To: [Vendor's Name]
[Vendor's Address]
[City, State, Zip Code]

Dear [Vendor's Name],

We are in the process of organizing an upcoming conference and would like to request a formal
bid for conference services. The details of the conference are as follows:

Conference Date: [Insert Date]
Location: [Insert Venue/Location]
Estimated Attendees: [Insert Number]
Services Required:

o Venue setup and breakdown
Audio-visual equipment
Catering services
Registration services
On-site support staff

O O O O

Please include the following in your proposal:

o Detailed list of services provided

e Cost breakdown

« Terms and conditions

o References from past clients

We would appreciate receiving your bid by [Insert Deadline Date]. Thank you for considering
our request, and we look forward to your prompt response.

Sincerely,

[Your Name]

[Your Position]

[Your Organization]
[Your Phone Number]
[Your Email Address]



