Your venue name
Address · Phone · Email · Website
EVENT PROPOSAL
Prepared for  ________________________    Sent  ____________    Valid until  ____________
Replace the sample wording in each section with your own. Two pages is enough.

1. EVENT SUMMARY
Wedding reception for about 120 guests on Saturday, June 13, 2026, at the Garden Room. Prepared for Dana and Chris Morales.

2. SPACE AND TIMES
Garden Room and patio, 2:00 PM to 11:00 PM. Vendor access from 12:30 PM. Music ends at 10:30 PM.

3. WHAT’S INCLUDED
Tables and chairs for 120, house linens, setup and teardown, a venue manager on site, parking attendants.

4. PRICING AND ADD-ONS
	ITEM
	PRICE

	Rental, Garden Room and patio, 9 hours
	$6,500

	Dance floor (optional)
	$350

	Uplighting, 12 fixtures (optional)
	$400

	Ceremony chairs, 120 (optional)
	$260

	Base price
	$6,500

	With every add-on
	$7,510

	Service charge and tax
	______




5. PAYMENT SCHEDULE
$2,000 at signing holds the date. $2,500 due 90 days before. The balance is due 14 days before.

6. TERMS THAT MATTER
Guest count guarantee due 10 days before. Cancellation and refund rules are in the agreement. Overtime is $250 an hour.

7. NEXT STEP
Reply “yes” or accept below and we’ll send the agreement within the hour. This date is held until Thursday at 5:00 PM.

ACCEPTED
	Client signature  ____________________________
	Date  ____________________________

	Name  ____________________________
	 




Sample names, dates and amounts. Use your own prices and terms.
From the free event proposal template at myvenuehq.com/blog/event-proposal-template
