
Event Management Service Proposal 

Date: [Insert Date] 

From: [Your Company Name] 

To: [Client's Name] 

[Client's Address] 

Dear [Client's Name], 

We are pleased to present our proposal for event management services tailored to your upcoming 

event scheduled for [Event Date]. Our team at [Your Company Name] specializes in creating 

memorable experiences that engage and inspire participants. 

Our Services Include: 

• Event Planning and Coordination 

• Venue Selection and Management 

• Audio-Visual Setup 

• Catering Services 

• Guest Management and Registration 

• Post-Event Evaluation 

Proposed Cost: 

The total cost for our services is [Insert Amount], which includes all the above services plus any 

additional requirements discussed. 

Next Steps: 

Please review our proposal, and feel free to reach out with any questions or to schedule a 

meeting to discuss further. We look forward to the opportunity to work with you in making your 

event a success. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


