
Corporate Event Proposal 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are excited to present a proposal for an upcoming corporate event, aimed at [briefly describe 

the event's purpose, e.g., team building, product launch, etc.]. 

Event Overview 

Event Name: [Event Name] 

Date: [Proposed Date] 

Location: [Proposed Location] 

Expected Attendance: [Number of Attendees] 

Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Proposed Agenda 

[Insert brief agenda of the event] 

Budget Estimate 

Total Estimated Cost: $[Amount] 

Details: [Breakdown of costs] 



Next Steps 

If you are interested in moving forward, we would be happy to set up a meeting to discuss this 

proposal in detail. 

Thank you for considering this proposal. We look forward to the opportunity to collaborate with 

you on this exciting event. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


