As of 9/23/17
RETREAT PLANNING TIMELINE 
DATE:  TBD 
PLACE:  TBD  
THEME:  TBD
GUEST SPEAKER/PRESENTOR:  TBD
HOST CONTACTS:   TBD 
The planning committee is a team of people who will help in the following categories:

Publicity, Hospitality, Food, Registration, Agenda, Guest Speaker, Prayer Team, Budget, Breakout Sessions, Craft Session, Gift Bags, Hotel Recommendations, Worship Service, etc.  The Planning committee usually does not meet in November and December.
PRAYER TEAM - As soon as possible & through the day of the event

• Meet at specified times for group prayer

• Go to location before the event for prayer

• Make a commitment to pray on your own as well

1 YEAR OUT - April: 
· Date and location needs to be determined for the coming year

· Date is usually in early April and announced at the current year’s Retreat

· Host church needs to get date on their church calendar

7 MONTHS OUT - September
· Design Save the Date announcement 

· Secure guest speaker

· Get on the NTNL and WELCA calendars
6 MONTHS OUT - October

· Send Save the Date announcement to all churches in region
· Secure worship leader for communion worship service

· Secure outside presentation leaders, if any,  ie:  Wells for Water, etc

3 MONTHS OUT - January
· Design posters, flyers, and/or brochures. Also, a bulletin size poster. 
· Design registration forms
· Gather contact names and numbers for all the churches in region
· Create list of hotels near host church; post on website; send to planning committee
· Determine budget to include guest speaker and registration costs
· Apply for Thrivant funds
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2 MONTHS OUT - February
· Send registration forms to all churches in region
· Post registration form on website

· Target other churches and distribute posters/flyers
· Post flyer/brochure on Website

· Make announcements and promotion in host church
· Determine food options/menu

· Book caterer if meal is to be catered

· Secure pianist for worship service
1 MONTH OUT - March
· Follow up calls or onsite meetings with target churches 

· Designate who will be helping and determine their assignments

· Determine how/where the check-in and greeting process will flow, where breakout session will be held, where guest speaker will be, etc.  Assign rooms for each agenda item
· Food – if homemade - determine menu and who will prepare the food

· Create nearby restaurant list/directions (to be distributed at registration)

· Plan afternoon/evening snacks

· Collect registration forms and fees 

· Send registration headcount to planning committee members

· Assign break-out session leaders
3 WEEKS OUT – Mid March
· Place newspaper ad to promote retreat or concert
2 WEEKS OUT – Late March
· Follow up with announcements and promotion in host church

· Send registration headcount to planning committee members

1 WEEK OUT
· Send registration headcount to planning committee members

· Make gift bags for every woman attending, plus 8 - 10 extra ones
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DAY BEFORE EVENT

· Set up breakout session rooms

· Set up crafts

· Decorate tables for luncheon

· Set up snack area for breaks 

· Set up registration table and gift bag table

· Post signage

· Print off agendas

· Prep name tags and alphabetize tags
· Set up and test A/V equipment
· Prep food
DAY OF EVENT

· Register women    (Be there 1 hour prior for early arrivals)

· Registration should include name tag, agenda, restaurant info, gift bag, survey 
· Direct women during breaks and breakout sessions

2 – 3 WEEKS AFTER EVENT
· Have a recap meeting to discuss the survey results and how to improve retreats going forward
BREAKOUT SESSIONS

· Breakout sessions are smaller groups where the goal is to share information, or a Bible study, or an opportunity where “getting real” would really start to happen.
· Depending on the number of breakout sessions, they can run 20 min to 1 hour each. 

· The breakout session leader talks about her subject, then leaves time for discussion questions, and facilitates a group discussion. 
· The leader must be able and willing to steer the group and the discussion in a godly manner and keep it on point. 
· One of the breakout sessions can be a craft time

· The last 5 to 10 minutes could be used for group prayer time 
· Name tags should have a designation, such as a colored dot, to divide up the group so that everyone has an opportunity to attend all of the breakout sessions scheduled
(ie:  Yellow for Group 1, Blue for Group 2, Red for Group 3)
Below are two suggested agenda formats….one with a concert/musical venue and one without.
SUGGESTED AGENDA (for a 1 day event, no concert)

SATURDAY
	9:00-9:30am
	Registration
	30 min

	9:30-11:00am
	Keynote Speaker/Presentation
	90 min

	11:00-11:15am
	Break
	15 min

	11:15-12:00noon
	Program/Presentation 
	30 min

	12:00 – 1:00pm
	Lunch
	60 min

	1:00 – 1:25pm
	Breakout/Craft Session #1 
	25 min

	1:25 – 1:35pm
	Break
	10 min

	1:35 – 2:00pm
	Breakout/Craft Session #2 
	25 min

	2:00 – 2:10pm
	Break
	10 min

	2:10 – 2:35pm
	Breakout/Craft Session #3
	25 min

	2:35 – 2:45pm
	Break
	10 min

	2:45 – 3:15pm
	Worship Service w/Communion
	30 min

	3:15 – 3:45pm
	Closing Remarks
	30 min


SUGGESTED AGENDA (for a 2 day Event/Concert)

FRIDAY NIGHT

	4:00–7:00
	Registration/Gathering Time
	3 hrs

	7:00–8:15
	Welcome/Concert
	75 min

	8:15–8:30
	Ice Breakers
	15 min

	8:30–?
	Get Crazy Time!
	


SATURDAY

	8:00–9:00am
	Breakfast/Registration
	60 min

	9:00–10:30am
	Keynote Speaker
	90 min

	10:30 – 10:45am
	Break
	15 min

	10:45–11:45
	Breakout Session 
	60 min

	11:45 - 12:45pm
	Lunch/Musical Program/Entertainment
	60 min

	1:15–2:30
	Program/Presentation
	75 min

	2:30 -2:45pm
	Break
	15 min

	2:45–3:30
	Breakout Sessions/Craft Session  
	45 min

	3:30 – 3:45pm
	Break
	10 min

	3:45 - 4:15pm
	Worship Service w/Communion
	30 min

	4:15 – 4:45pm
	Closing Remarks
	30 min


