
Conference Planning Services Proposal 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

Dear [Client's Name], 

Thank you for considering [Your Company Name] for your upcoming conference. We are 

excited about the opportunity to assist you in planning and executing a successful event. 

Proposed Services 

• Venue Selection and Management 

• Budget Planning 

• Speaker Coordination 

• Marketing and Promotion 

• On-site Event Management 

Timeline 

We propose the following timeline for your conference: 

• Initial Planning Meeting: [Date] 

• Venue Selection: [Date] 

• Speaker Confirmation: [Date] 

• Final Review: [Date] 

• Event Date: [Date] 

Investment 

The total cost for our services will be [Insert Amount]. This includes all planning phases and on-

site support during the event. 

We are committed to providing you with exceptional service and support throughout the 

planning process. Please feel free to reach out if you have any questions or require further 

information. 

Thank you for considering [Your Company Name]. We look forward to the opportunity to work 

with you! 

Sincerely, 



[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Contact Information] 


