SOP Template: Event Proposal Creation and Cost
Estimation

This SOP details the process for event proposal creation and cost estimation, including identifying client
requirements, conducting feasibility analysis, outlining event objectives, developing a comprehensive event plan,
estimating all associated costs (venue, equipment, staffing, marketing, etc.), and preparing a professional proposal
document. The goal is to ensure accurate budgeting and clear communication with clients to facilitate successful event
planning and execution.

1. Purpose

To standardize the process of preparing comprehensive event proposals and accurate cost estimates for clients.

2. Scope

This SOP applies to all staff involved in event planning, proposal writing, and cost estimation.

3. Responsibilities

Event Coordinator: Lead the proposal creation and estimation process.

Finance Team: Validate cost estimates.

Marketing Team: Provide marketing cost inputs and recommendations.

Client Relationship Manager: Communicate with clients and gather requirements.

4. Procedure

1. Identify Client Requirements
o Arrange an initial meeting with the client.
o Gather detailed requirements, including event type, target audience, desired outcomes, date, location,
and budget.
o Document all requirements and confirm with the client.
2. Conduct Feasibility Analysis
o Analyze requirements to determine initial feasibility.
o Identify potential challenges, constraints, and risks.
o Provide recommendations or alternatives if needed.
3. Outline Event Objectives and Success Criteria
o Define clear objectives and measurable success indicators.
o Align objectives with client expectations.
4. Develop Comprehensive Event Plan
o Create a tentative schedule and agenda.
o Select and evaluate potential venues.
o |dentify required equipment and resources.
o Qutline staffing needs and assignments.
o Develop a marketing and promotion plan, if applicable.
5. Estimate Costs
o Prepare a detailed cost breakdown by category (see sample table below).
o Consult with vendors/suppliers for quotes if necessary.
o Include contingency reserves (typically 5-10%).
o Validate estimates with the finance team.

Category Description Estimated Cost
Venue Rental, permits, utilities [Amount]
Equipment Audio-visual, furniture, staging [Amount]
Staffing Event staff, security, volunteers [Amount]
Catering Food, beverages, service [Amount]

Marketing Advertising, printing, digital [Amount]



Other Transportation, insurance, contingencies [Amount]

Total Estimated Cost [Total]

6. Prepare Proposal Document
o Include event overview, objectives, plan, and detailed cost estimate.
o Format document professionally with branding and contact information.
o Review and proofread.
7. Client Presentation and Approval
o Present the proposal to the client.
o Address questions and revise as needed.
o Obtain written approval (signature or email confirmation).

5. Documentation

Client requirements document
Feasibility analysis report
Event plan and schedule

Cost estimation sheet

Final proposal document
Client approval/confirmation

6. Review & Continuous Improvement

e Collect feedback from clients and team members after each event.
¢ Review SOP annually and update as needed to improve efficiency and accuracy.
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