
Proposal for Organizing a Celebration Event 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

I am writing to propose the organization of a celebration event to commemorate [briefly explain 

the occasion, e.g., the company's anniversary, a community festival, etc.]. This event aims to 

[mention the goals of the event, e.g., bring the community together, celebrate achievements, 

etc.]. 

Event Details: 

• Date: [Proposed Date] 

• Time: [Proposed Time] 

• Location: [Proposed Venue] 

• Expected Attendance: [Estimated Number of Participants] 

• Proposed Agenda: [Brief outline of the event schedule] 

We believe that this celebration will provide an excellent opportunity for [mention benefits, such 

as networking, exposure, community engagement]. We would like to request your support in 

[mention any assistance required from the recipient, e.g., sponsorship, venue, resources]. 

Thank you for considering our proposal. We are enthusiastic about the possibility of 

collaborating to make this celebration a memorable event. I look forward to your positive 

response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


