Vendor Service Proposal for Event Planning

Date: [Insert Date]
To: [Client's Name]
[Client's Address]

[City, State, Zip Code]

Dear [Client's Name],

We are excited to present our proposal for providing event planning services for your upcoming
event, [Event Name]. At [Your Company Name], we specialize in delivering exceptional
experiences tailored to your needs.

Proposed Services

Event Concept and Design

e Venue Selection and Management

e Vendor Coordination

« Logistics Planning

e On-site Event Management
Timeline

Our proposed timeline for the event planning process is as follows:

Initial Consultation: [Date]
Venue Booking: [Date]
Vendor Selection: [Date]
Final Review: [Date]
Event Day: [Event Date]
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Pricing Structure

Our estimated budget for the event planning services is as follows:
 Initial Consultation Fee: $[Amount]
e Planning Fee: ${Amount]
« Additional Costs: $[Amount]

Total Estimated Cost: $[Total Amount]



Conclusion

We are enthusiastic about the opportunity to work with you and make your event a success.
Please feel free to reach out with any questions or to discuss this proposal further.

Thank you for considering [Your Company Name].
Sincerely,

[Your Name]

[Your Title]

[Your Company Name]

[Your Contact Information]



