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1. [bookmark: _Toc164105041]EXECUTIVE SUMMARY
	
Briefly summarize the event concept, the rationale behind it, and the expected outcomes. Highlight the event’s unique selling points. Enumerate the reasons why the event will be a success.



2. [bookmark: _Toc164105042]Event Overview
	[bookmark: _Hlk164104348]
Provide a detailed description of the event, including its background, theme, and significance. Explain the choice of format (in-person, virtual, hybrid) and the overall experience you aim to create for attendees.



3. [bookmark: _Toc164105043]EVENT OBJECTIVES
	
List the specific goals of the event. Objectives can range from educational, networking, or fundraising to brand exposure. Make sure these goals are SMART: specific, measurable, achievable, relevant, and time-bound.



4. [bookmark: _Toc164105044]TARGET AUDIENCE
	
Define the target audience for the event, including its demographics and interests. In addition, describe the benefits that this group will reap from participating in this event.





5. [bookmark: _Toc164105045][bookmark: _Hlk536359917]proposed event details
DATE AND TIME
	
Suggest a date and time for the event, considering the availability of the target audience and any significant competing events.



VENUE
	
For in-person or hybrid events, describe the proposed venue, including the location benefits, capacity, and layout. For virtual events, detail the online platform you plan to use.



PROGRAM OUTLINE
	
Provide a preliminary schedule or program of activities, including keynotes, sessions, workshops, and entertainment, as applicable.




6. [bookmark: _Toc164105046]MARKETING AND PROMOTION STRATEGY
	
Outline how you plan to market and promote the event to your target audience. Include digital marketing, social media, email campaigns, partnerships, and traditional advertising strategies.



7. [bookmark: _Toc164105047][bookmark: _Hlk536359919]SPONSORSHIP OPPORTUNITIES
	
If seeking sponsors, detail the sponsorship levels and the benefits for each tier. Include information on branding, speaking opportunities, and any physical or digital exhibition spaces.






8. [bookmark: _Toc164105048]budget overview
	
Present a high-level budget that outlines major expenses and potential revenue sources. This financial statement should include estimates for the venue, technology, marketing, speaker fees, and any other significant costs.




9. [bookmark: _Hlk536359920][bookmark: _Toc164105049][bookmark: _Hlk536359921]logistics and operations
	
Detail the logistical and operational plans for executing the event, including staffing, registration processes, catering, and technical requirements.




10. [bookmark: _Toc164105050]RISK MANAGEMENT
	
Identify potential risks associated with the event, including financial risks, health, and safety concerns (for in-person events), technology failures (for virtual events), and strategies for mitigating these risks.



11. [bookmark: _Toc164105051][bookmark: _Hlk164104667]CONCLUSIONS
	
Summarize the proposal, reinforcing the value and feasibility of the event. Encourage the reader to support or approve the proposal, and be sure to provide contact information for further discussions.



12. [bookmark: _Toc164105052]aPPENDIX
	
Include any additional documents that support your proposal. These further details can include floor plans, itemized budgets, marketing materials, or profiles of key team members or speakers.
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