
Service Proposal for Event Management 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

Thank you for considering [Your Company Name] for your upcoming event. We understand that 

planning an event can be overwhelming, and we are here to help make it a memorable 

experience for you and your guests. 

Event Overview 

Event Name: [Event Name] 

Date: [Event Date] 

Venue: [Event Venue] 

Number of Guests: [Estimated Number of Guests] 

Proposed Services 

• Event Planning and Coordination 

• Venue Selection and Setup 

• Catering Services 

• Audio-Visual Equipment Rental 

• Entertainment and Activities 

• Event Marketing and Promotion 

Budget Estimate 

The estimated budget for the event based on the services described is [Insert Estimated Budget]. 

This will cover all necessary arrangements, including labor, materials, and any additional fees. 

Next Steps 

If you would like to move forward, please feel free to reach out to us at [Your Phone Number] or 

[Your Email Address] to schedule a meeting. We are excited about the possibility of working 

together and bringing your vision to life. 



Thank you for considering [Your Company Name] for your event management needs. We look 

forward to the opportunity to serve you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


