
Support Request for Event Planning 

Dear [Agency Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Position/Role] at 

[Your Organization/Company]. We are in the process of planning an exciting event that aims to 

[briefly describe the purpose of the event, e.g., raise awareness, celebrate a milestone, etc.], 

scheduled for [Event Date]. 

To ensure the success of this event, we are reaching out to professional event planning agencies 

like yours for support. Your expertise in [specific area, e.g., logistics, decor, catering, etc.] would 

be invaluable to us. We are particularly interested in [specific services you need, e.g., venue 

selection, event marketing, etc.]. 

We would love the opportunity to discuss this further and explore how we can work together to 

make this event memorable. If possible, could we schedule a meeting or a call at your earliest 

convenience? Thank you for considering our request. 

Looking forward to your response. 

Best regards, 

[Your Name] 

[Your Position/Role] 

[Your Organization/Company] 

[Your Contact Information] 


