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December 1, 2012

Sean Michael and Emily Bocian

1069 Goodson Crescent

Toronto, Ontario

CAN M6W 1E8

Dear Mr. Michael and Ms. Bocian,

Many congratulations on your upcoming nuptials! Thank you for contacting us. I am honored to send to you a proposal to host your wedding at The Muskoka Bed and Breakfast. My team of professionals will execute, a very memorable affair that you and your guests will not forget!

As a certified event planner and wedding consultant, owner and operator of The Muskoka Bed and Breakfast, I have had the opportunity to plan and host many different functions on site. The Muskoka Bed and Breakfast has been in operation for five years, and is located on a beautiful 10 acre water front property, with its very own private lake. The Muskoka Bed and Breakfast can easily accommodate your guests in our eight suites. 

Not only would you have an intimate special event, but you would also be privy to enjoy the Muskoka area while you stay with us. Your wedding can be as traditional as required or as quirky as can be. The Muskoka Bed and Breakfast has several canoes, kayaks and motor boats your guests may enjoy. Private boat tours are available to you and your guests as well.

If you would like The Muskoka Bed and Breakfast to host your wedding, please call 705-123-4567 by January 31, 2013 so that we may begin planning your memorable day, which will leave you with lasting memories that will make you want to return to celebrate future anniversaries or other special occasions.  

I look forward to hearing from you.

Warm Regards,

Jessica Fabian
Owner, The Muskoka Bed and Breakfast
Enclosure 
Mr. Michael and Ms. Bocian’s Wedding Proposal
George Brown College

COMM 1047

Professional Communications
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Executive Summary

The following pages discuss the proposed plans for your upcoming nuptials at The Muskoka Bed and Breakfast. Included are the proposed menu options, associated costs and location for the wedding. These prices are based on the 40 individuals confirmed to attend the wedding. We will work with you to realize your special dreams and will tailor our packages to meet your needs.
To reserve this special event please feel free to call 705-123-4567 by January 31, 2013.

Finance 
The indicated budget for the wedding was $10,000. Based on your budget I have the following cost break-down:
· Accommodation rental:             $250 per night per room

· Wedding Dinner costs:              $1000 - $1,400 depending on option

                                                                                                     selected
· Beverage costs

         $550

· Labour costs 

         $600
· Planner’s fee 
                     $900

· Equipment Rental

         $900
· D.J. or band costs                      $400

· Cash Bar__________________$800___________________________ 
                                  Total              $2,200         

Location

A perfect location for the exchanging of vows would be in gazebo. The gazebo overlooks the lake, and would be truly breathtaking at sunset, in the summer months. This would be a beautiful location by the water, making it a perfect backdrop for treasured wedding photos. In the past, we have set up Chinese lanterns around the gazebo and surrounding trees, as well as tents, in which your guests are able to dine and dance under.
This location is ideal for the 40 guests that have confirmed to attend. It is a very intimate location and your guests will certainly feel a part of this special occasion.  There are other sites on the property which may also meet your criteria, if this location is not preferred. 

Menu
Your meals would be prepared by Karen Chin, a graduate of The Culinary Institute of America. Karen’s expertise is gourmet meals and is also a pastry chef. For your wedding dinner and dessert, Karen has proposed several options for you to choose from. Accommodations can be made for food allergies. The following are in keeping with you budget. 
Option 1:

Stuffed Chicken Breast with Prosciutto and Roasted Vegetables

Cost $25.00 per guest
Option 2:

Steak and Scalloped Potatoes and Glazed Carrots

Cost $35.00 per guest
Option 3:

Penne in Rosa Sauce with a Garden Salad

Cost $15.00 per guest
Dessert

Mini Cupcakes available, flavor options: 

Chocolate, Red Velvet, Vanilla and Peanut Butter      
Cost $150.00 per 175 cupcakes

3 Tiered Square Wedding Cake available, flavor options: 

Chocolate, Red Velvet, Vanilla and Peanut Butter  

Cost $250.00 
Beverage:

Assorted soft drinks, coffee, tea, milk and red and white wine will be unlimited, at a cost of $550 for the evening. 

*will accommodate food allergies or any special requests

Conclusion
If you would like The Muskoka Bed and Breakfast to host your special event, please contact me by January 31, 2013, so we may begin planning your memorable day. We also ask for a deposit of $2,000.00 to secure your selected date. Money orders or cheques are preferred, made payable to The Muskoka Bed and Breakfast. 


Should you have any questions or concerns, please feel free to call 705-123-4567 or email info@themuskokabandb.com
