
Private Party Organization Proposal 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Subject: Proposal for Organizing a Private Party 

Dear [Recipient's Name], 

I am pleased to present you with a proposal for organizing a private party for [occasion, e.g., a 

birthday, anniversary, etc.]. Our goal is to create a memorable and enjoyable experience tailored 

to your specific needs and preferences. 

Event Details 

• Event Date: [Proposed Date] 

• Event Time: [Proposed Time] 

• Venue: [Proposed Location] 

• Number of Guests: [Expected Number] 

• Theme: [Theme Idea] 

Services Offered 

• Event planning and coordination 

• Venue decoration 



• Catering services 

• Entertainment arrangements 

• Photography and videography 

Budget Estimate 

The estimated budget for the event is [insert budget], which includes all services mentioned 

above. A detailed breakdown will be provided upon your approval. 

We are committed to ensuring your private party is a delightful success and would love the 

opportunity to discuss this proposal further with you. Please feel free to contact me at [Your 

Phone Number] or [Your Email Address] at your earliest convenience. 

Thank you for considering our proposal. I look forward to the possibility of working together to 

create a wonderful event. 

Sincerely, 

[Your Name] 

[Your Title/Organization] 


