
Event Planning Proposal 

Date: [Insert Date] 

To: [Client's Name] 

Company: [Client's Company] 

Address: [Client's Address] 

Dear [Client's Name], 

I am writing to propose our event planning services for your upcoming event, scheduled for 

[Event Date]. At [Your Company Name], we specialize in creating memorable experiences 

tailored to your unique needs and vision. 

Event Details 

• Event Type: [e.g., Corporate Event, Wedding, Birthday Party] 

• Location: [Venue Name] 

• Estimated Attendance: [Number of Guests] 

Our Services 

We offer a full range of event planning services, including: 

• Venue Selection and Management 

• Vendor Coordination 

• Budget Planning 

• Event Design and Theme Development 

• On-site Management 

Pricing 

Our fees start at [Pricing Details]. We are committed to working within your budget to create an 

exceptional event. 

I would be thrilled to discuss this proposal further and explore how we can make your event a 

success. Please feel free to contact me at [Your Phone Number] or [Your Email Address]. 

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

Sincerely, 



[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[Your Phone Number] 

[Your Email Address] 


