
Bid Submission Cover Letter 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company Name]  

[Recipient's Address]  

[City, State, Zip] 

Dear [Recipient's Name], 

We are pleased to submit our proposal for the event management services for [Event Name] 

scheduled on [Event Date]. Our company, [Your Company Name], has extensive experience in 

organizing and managing events that create memorable experiences. 

Attached to this letter, you will find our detailed proposal that includes our approach, timeline, 

and budget for your consideration. We are confident that our creative solutions and dedicated 

team will exceed your expectations. 

Thank you for considering our bid. We look forward to the opportunity to work with you and 

make [Event Name] a resounding success. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company Name] 


