
Proposal for Hosting a Trade Show 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are excited to present a proposal for hosting a trade show that aims to bring together industry 

leaders, innovators, and customers to forge new connections and drive business growth. 

The proposed date for the trade show is [Proposed Date], and we recommend holding it at 

[Venue Name], which has the capacity to accommodate [Number of Attendees] and provides the 

necessary facilities for exhibitors and attendees alike. 

Objectives of the Trade Show: 

• Showcase the latest products and services in our industry. 

• Facilitate networking opportunities among attendees and exhibitors. 

• Promote knowledge sharing through workshops and keynote speeches. 

Proposed Budget: 

We estimate a total budget of [Budget Amount], which will cover venue rental, marketing, 

catering, and logistical support. 

Conclusion 

We believe that this trade show will be a valuable opportunity for all participants and a great way 

to highlight our industry's innovations. We are eager to discuss this proposal further and explore 

how we can make this event a success together. 



Thank you for considering our proposal. I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


