
Event Theme Proposal for the Annual 

Awards Ceremony 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information] 

Subject: Proposal for the Theme of the Annual Awards 

Ceremony 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose a theme for the upcoming Annual 

Awards Ceremony scheduled for [Insert Date]. After considering several ideas, I believe that the 

theme "[Proposed Theme]" would perfectly align with our objectives and the values we wish to 

celebrate. 

Proposed Theme Concept 

The theme "[Proposed Theme]" aims to highlight [briefly describe the essence of the theme and 

its relevance]. This theme will not only enhance the festive atmosphere but also resonate with 

our attendees, allowing them to connect deeply with the purpose of the awards. 

Visual Elements 

To complement the theme, we propose the following visual elements: 

• Color Palette: [Insert Colors] 

• Decorations: [Brief Description] 

• Media and Graphics: [Brief Description] 

Program Highlights 

The evening can be further highlighted by including [list any special performances, speakers, or 

activities that complement the theme]. 

Thank you for considering this proposal. I am looking forward to discussing it further and 

making this year's awards ceremony a memorable event. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


