
 

Retreat Planning Timeline 

 

This is a sample only!  Fill in the blanks according to your team size and simplicity of your 

retreat.  You could easily plan this retreat in a month for a small group.  Remember, you can also 

use the Treasures of Encouragement Retreat Seminars for a four-week Bible study or Sunday 

School class.   

 

6 – 9 Months before Your Retreat 

 

1. Pray, pray, pray! For God to prepare women to join the retreat team. 

2. Familiarize yourself with the contents of your retreat tote bag and watch the DVD promo 

clips and personal message from Sharon.   

3. Review the Retreat Planning Guide and identify critical tasks for your event.  Delegate tasks 

at your first meeting. 

4. Choose Location/Date and add it to your church calendar and website. 

5. Visit Location and Meet with Conference Coordinator. 

6. Set the budget. 

7. Send Personal Invitations to Ministry Leaders (sample provided in Appendix and on 

Planning Guide Resource Library) with request to help promote the retreat in their areas of 

ministry, to plan their church-wide events with the retreat in mind, as well as get involved. 

8. Team Leaders (Promotion, Registration, Decoration, etc.) build teams as needed. 

9. Plan and begin executing your publicity strategy.  Send specific promotion information with 

a schedule for posting in church bulletin and/or website; schedule commercials for viewing at 

church activities. Ask for the commercial to be available for viewing on your church website. 

10. Review Budget Each Month and Week before the Retreat. 

 

 

3 – 4 Months before Your Retreat 

1. Pray, pray, pray! 

2. Confirm number of rooms/breakout rooms, meal choices/times, AV Equipment Needed. 

3. Plan Basic Program. 

4. Confirm Worship Leader and Special Music Participants. 

5. Confirm dates for showing the commercials at church and/or women’s events. 

6. If you use a brochure, print and begin distributing. 

7. Send Save the Date Postcards.  

8. Recruit additional team members where needed, i.e. Connecting Moments Small Group 

Guides, women to share testimonies, participate in skits, games, etc. 

 

 

 

 

 

 

 



8 Weeks before Your Retreat 

1. Pray, pray, pray! 

2. Publicize, publicize, publicize! 

3. Begin Registration. 

4. Pass on names to prayer team for prayer and personal prayer notes to be written. 

5. Estimate how many women will attend and order/gather supplies (tote bags, journals, folders, 

extra bookmarks, etc.) 

6. Gather door prizes. 

7. Preview Sessions with Connecting Moments Guides and Mistress of Ceremonies. 

8. At each team meeting, pray for each woman who has registered.  

 

Three to Four Weeks before Your Retreat 

1. Send Schedule to Location two weeks before your retreat. 

2. Review Registrations and assign team members specific women to personally contact.  

3. Make sure you have enough supplies.   

4. Duplicate outlines, handouts, etc. found on CD-Rom and in Appendix. 

5. Finish room assignments. 

6. Send a letter or email to everyone who has registered to warmly welcome registrants (sample 

in Appendix), let them know what to bring, a location brochure or website, retreat schedule, 

room assignments, if nursing infants are invited to come with their mothers, if child care is 

provided, etc.   

 

One Week before Your Retreat 

1. Pray, pray, pray! 

2. Prepare Tote Bags and Folders. 

3. Confirm details with location. 

4. Send Registrant Letter to “late comers”. 

5. Finish Room Assignments. 

 

 

Upon Arrival 

 

1. Meet with Location Liaison one More Time. 

2. Set up and Get Ready for a Blessed Time! 

 

 

After the Retreat 

1. Review Evaluations. 

2. Decide who will send Private Letters to God six months from date of retreat. 

3. Make reservations for next year! 

4. Send pictures and comments to www.treasuresofencouragement.org. 

 

 



 


