
HOW TO WRITE A PROPOSAL FOR A CATERING CONTRACT

Use this free catering proposal template to show off your catering and event planning capabilities to sign your next
event.

Company] has been in business for 10 years. They will prepare a complimentary sampling of items from the
proposed menu for you to try. You may also see marketing proposal letters. Create a Menu Proposal Based on
your conversation, draft a menu proposal. Also include final payment terms and an area indicating where the
client can sign to accept the proposal. Ask about the menu, budget and other requirements such as whether the
meal will be plated or served as a buffet. For example, if the bid is for a single event, include the type and date
of the event, the time and location and client-provided guest count. If the client expressed concerns about the
budget, include multiple pricing options showing what you can do for a bare minimum price and what you can
do for a little extra money. The Greeting â€” your salutation. Company] boasts a wide selection of china and
silverware. Schedule a tasting with your caterer before finalizing the menu. Tomato Napoleon. Include
production costs for preparing the food off-site. Although a catering contract isn't a finalized version of a
menu and terms, it is still a serious document that should have the most current and useful information
possible. The time of day and length of an event can also dictate how much food you need. Tell them what
makes your business stand out from all the other catering services there is. Clearly written,
mutually-advantageous contract terms and a commitment to delivering outstanding service can help secure a
winning bid. Follow a business letter format when writing the cover letter. With our unparalleled service, you
can count on us to provide you with everything you need for your big event. This can also go some way to
making sure that your tally stays accurate since both parties can see the tally themselves. Sample: Breakdown
of rental estimates Sample: Breakdown of personnel requirements When planning a proposal, caterers
generally consider several other factors in addition to the basic information. Approach your writing from a
client-oriented perspective, addressing the needs and requirements of the company before describing your
qualifications or company history. The Body â€” this is where you write the intention for writing and sending
the letter. Information and Pricing Inclusions A cover letter should establish interest in securing the contract
and show the client you understand the scope of the project by listing basic event information. Sincerely,
[Sender. Company] takes care of every detail of your memorable event. This can be used to let your clients
know about some important details regarding making requests for catering. When you hire [Sender. Company]
you are guaranteed one of the best events you will ever attend.


