
Event Planning Services Submission 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to submit our proposal for event planning services for your upcoming event, 

[Event Name]. Our team at [Your Company Name] has extensive experience in organizing and 

executing events of all sizes and types, and we are excited about the opportunity to bring your 

vision to life. 

Event Overview 

Event Name: [Event Name] 

Date of Event: [Event Date] 

Location: [Event Location] 

Estimated Number of Attendees: [Number] 

Services Offered 

• Venue selection and management 

• Budget planning and procurement 

• Vendor coordination 

• Event marketing and promotion 

• On-site management and support 

Budget Estimate 

Total Estimated Cost: [$Amount] 

Conclusion 



We are confident that our professional approach and creative solutions will ensure a successful 

event. We look forward to the opportunity to work together. Please feel free to reach out with 

any questions or to discuss this proposal further. 

Thank you for considering [Your Company Name]. We hope to hear from you soon. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


