
[Name] Famesmalesuada Events Presents: Ipsum at the park 
 Prepared by: [Name] [Date] 

Event Proposal 
 

To [Sponsor Name], 

Create an introductory letter (a couple sentences) describing the event. It can be an invitation, a request to a venue, or a 

request to a financial sponsor or larger organization. Usually events are “put on” by agencies like this fictitious one- 

Famesmalesuada events, llc. 

 

Proposed Name of Event ______________________________________________ 

Director of Event ______________________________________________ 

Proposed Location 1 ______________________________________________ 

Proposed Location 2 ______________________________________________ 

Proposed Time 1 ______________________________________________ 
 

Proposed Time 2 ______________________________________________ 

 

Event Schedule:  
7 am -8am Gather in great hall 

8am-9am Speaker- John Doe, 
Kickoff 

9am-10am Split into groups 

10am-11am Workshop presentation 

11am-12:30pm Lunch 

12:30pm-3pm Speakers 2,3,4 

3pm-5pm Auction and Gala 

5pm- Dinner 

Background 
Give a brief history talking about previous similar events, past precedent, or tradition. Talk a little about the meaning of 

the event, and tie into the other events like it. 

Team 
Talk about the team hosting the event, sponsoring the event, or organizing. Talk about the venue. Emphasize the 

people, their stories, and who they are. Your proposal will be more persuasive if you include personal, relatable 

characters as the vanguards of your event. 



[Name] Famesmalesuada Events Presents: Ipsum at the park 
 Prepared by: [Name] [Date] 

Reason for Event 
 

Desribe in detail the reasoning for hosting this event. Why is it needed, desired, etc. Who will attend, what is the 

market/audience of the event, who does it affect, and what can the outcomes be? 

Requirements 
What are the technical requirements of the event? For example, do you need projector screens, speakers, tables? How 

many of each? How much parking is required? How many staff and meals are required to feed everyone? 

Are there any legal permits or licenses required for the event? 

Are there any financial requirements? Such as if x number of tickets are sold, there will be enough funds for y attraction , 

but if z number of tickets are sold- what will happen? 

Logistical Details 
List any specific details, items, or tricky elements that need to be pulled off in order to get your event to work properly. If 

you need to somehow get a certain VIP from some meeting halfway across the world to your event, or if you need to 

reveal a product that hasn’t been finished yet, include these details, the level of risk, and the acceptable standards of 

success. 


