
Event Planning Services Proposal 

Date: [Insert Date] 

To: [Client's Name] 

From: [Your Name] 

[Your Company Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Introduction 

Dear [Client's Name], 

Thank you for considering [Your Company Name] for your event planning needs. We are 

excited to present our proposal for organizing your upcoming event on [Event Date]. 

Event Overview 

Event Name: [Event Name] 

Event Date: [Event Date] 

Location: [Event Location] 

Estimated Attendance: [Number of Attendees] 

Services Provided 

• Venue selection and management 

• Vendor coordination 

• Budget management 

• Event marketing 

• On-site coordination 



Proposed Budget 

Total Estimated Cost: $[Amount] 

A detailed budget breakdown is attached for your review. 

Conclusion 

We believe that our expertise and dedication to excellence will ensure the success of your event. 

We look forward to the opportunity to work with you. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 


