
Event	Planner	Prospecting	Email	Templates	
	

Below	are	email	templates	for	reaching	out	to	the	“gatekeepers”	to	7ind	out	
who	the	event	planner	(aka	meeting	planner)	is	that	you	need	to	contact.		

Once	you	have	the	event	planner	contact	information,	send	them	the	emails	in	
the	“Event	Planner	Outreach	Email”	templates	or	use	the	“Event	Planner	
Phone	Script”	template.	

Email	#1:	

Subject	lines:		

Did	I	reach	the	right	person?	
Quick	question	for	you	

Hi	(insert	7irst	name),		

I	came	across	your	(insert	event	name).	Who	books	the	featured	keynote	
speaker	for	it?	

In	gratitude,	

Insert	your	name			
	

Email	#2:	
					
Subject	lines:		

Are	you	in	charge	of	this?	
Can	you	assist?	



	
Hi	(insert	7irst	name),		

Are	you	the	person	that’s	responsible	for	booking	the	featured	keynote	
speaker	for	your	(insert	event	name)?	
	
Thanks,	

Insert	your	name		
	

Email	#3:	

Subject	lines:	

Who's	in	charge	of	this?	
Can	someone	help	me?	

Hi	(insert	7irst	name),		

I	reached	out	a	few	times	recently,	but	haven’t	heard	back.		

Are	you	the	person	who's	in	charge	of	booking	the	featured	keynote	speaker	
for	your	(insert	event	name)?	
	
Thanks	for	your	help,	

Insert	your	name		

Note:	If	they	don't	respond,	continue	sending	slight	variations	of	the	previous	
email.	


