
Proposal for Event Planning Services 

Date: [Insert Date] 

From: [Your Name/Agency Name] 

To: [Client's Name/Company] 

Introduction 

Dear [Client's Name], 

We are excited to present our proposal for event planning services tailored to your upcoming 

event. At [Your Agency Name], we specialize in creating memorable experiences that align with 

our clients' visions and goals. 

Our Services 

• Initial event consultation 

• Venue selection and management 

• Vendor coordination (catering, entertainment, etc.) 

• Event design and thematic decor 

• On-site event management 

• Post-event evaluation 

Our Approach 

We believe in a personalized approach. Our team will work closely with you to understand your 

objectives and tailor our services accordingly. Whether it's a corporate conference, social 

gathering, or wedding, we are committed to excellence. 

Budget Estimate 

Based on our initial discussions, we estimate the cost of our services to be [Insert Estimated 

Budget]. This includes all planning, coordination, and management fees. 

Next Steps 

If you would like to move forward, please confirm your interest by [Insert Date]. We look 

forward to the possibility of working together to make your event a success! 

Contact Information 



For any questions, please feel free to reach out: 

Email: [Your Email] 

Phone: [Your Phone Number] 

Thank you for considering [Your Agency Name]. 

Best Regards, 

[Your Name] 

[Your Title] 

[Your Agency Name] 


