
Event Coordination Proposal 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization/School Name] 

[Address] 

Dear [Recipient's Name], 

I am writing to propose our services for the upcoming Cultural Fest scheduled for [Insert Date]. 

Our team at [Your Organization/Company Name] specializes in organizing engaging and 

culturally enriching events, and we are excited about the opportunity to collaborate with you on 

this celebration of diversity. 

Proposal Overview 

The Cultural Fest aims to showcase various cultures through performances, workshops, and food 

stalls. Our proposal includes: 

• Event Planning and Coordination 

• Logistics Management 

• Vendor Coordination 

• Marketing and Promotion 

• On-site Management 

Budget and Timeline 

We are prepared to work within your budgetary constraints and can provide a detailed 

breakdown of costs upon request. We propose a timeline commencing with initial planning 

meetings by [Insert Date] and culminating with the event on [Insert Date]. 

Conclusion 

We believe that together we can create an unforgettable Cultural Fest that not only entertains but 

also educates attendees about diverse cultures. Please feel free to reach out at [Your Contact 

Information] to discuss this proposal further. 

Thank you for considering our proposal. We look forward to the opportunity to work together. 



Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization/Company Name] 

[Your Contact Information] 


