
Scope of Work for Event Production 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

Subject: Scope of Work for [Event Name] 

Dear [Client's Name], 

We are pleased to present the scope of work for the upcoming [Event Name], scheduled to be 

held on [Event Date] at [Event Venue]. This document outlines the services to be provided by 

[Your Company Name] and serves as a clear agreement between both parties. 

Event Overview 

[Brief description of the event] 

Services Provided 

• Event Planning and Coordination 

• Venue Setup and Design 

• Audio-Visual Production 

• Lighting and Staging 

• Guest Management and Registration 

• Post-Event Evaluation 

Timeline 

Our team will begin work on [Start Date] and complete preparations by [Completion Date]. 

Budget 

The estimated budget for the event is [Budget Amount], which includes all services outlined in 

this scope. 

Acceptance 

We kindly request your approval by signing below: 

__________________________ 



[Client's Name], [Title] 

Date: _______________ 

Thank you for choosing [Your Company Name]. We look forward to making [Event Name] a 

success! 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


