
Planning Guide
Retreat
Use this guide with your retreat leadership team to stay 
on track for an amazing retreat!

Six to Nine Months 
  Before Your Retreat

Begin praying.
Ask God to prepare the hearts of leaders who may join your 

team and women who will attend.

Choose a format for your event.
Will this be an overnight event? two nights? a one-day on-site event? 

Determine what will work best for your group.

Set a date.
Most churches have women’s retreats in the fall or spring. Look at the church calendar, school calendars, and calendars of local 

community events, and choose a date with few conflicts.

Choose a Director.
The Director is responsible for planning, recruiting leaders, and overseeing the details to ensure that your retreat flows smoothly. 

The Director should be able to delegate, be organized, and be a good team leader who makes sure each person on the 

leadership team does her job. 

 
when you use a Group women’s retreat,  

we give you even more help with every step of the way. 

Visit group.com/women for more info!

Remember,
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Assign roles for your leadership team.
Delegate! It’s nice if each person on the team can have only one job, but if you have a smaller team, some women might need to fill 

roles. You’ll add others to your team over time, but the women you’ll bring on board right now are the following:

  Logistics Coordinator—This person makes sure you have a location for your retreat and handles contracts for that 
location. She may need to visit several locations and talk to site managers to find the perfect location.

  Registration Coordinator—This person will keep track of registration forms, payments, lists of who wants to room 
with whom, and so on. She won’t start registering women right away but will need to be ready when the first 
announcement is made.

  Publicity Coordinator—This woman will spread the word. She’ll prepare and distribute posters, postcards, 
announcements, and other publicity items. 

  Supplies Coordinator—This person will coordinate all the supplies needed for your retreat. Some items can be 
borrowed from or donated by church and community members. Other supplies will need to be included in the cost of 
the retreat. This team member will keep track of all this.

Set a budget.
Consider funds in your account, funds that may be raised, the lowest cost you can offer for the women to pay, and what you might 

be able to add by charging a bit more. Really talk about this at length to come up with a realistic budget everyone can stick to.

Choose a location.
If your church has had a women’s retreat before, you may have several local retreat facilities in mind. You can have your getaway 

in a home, at a retreat center, at a hotel, or at your church. Keep in mind seating options, technology needs, food and lodging 

quality, and so on.

Three to Four Months 
  Before Your Retreat

Plan your publicity.
Decide how you’ll publicize your retreat in your church and community. 

Begin recruiting additional leaders.
Now’s the time to gather additional members to your team, such as your worship leader, session leaders, or activities coordinator.

Estimate how many women will attend.
Use figures from your church’s previous retreats or women’s events as a guide. This number will help as you finalize location details 

and order supplies.
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Visit your retreat facility.
Walk through the facility you’ve chosen, and plan how the space will be used. Use these guidelines.

  Welcome area—Is there a lobby or other area you’ll have access to where you can welcome women, do check-in, 
have snacks and beverages available, and so on? If not, you’ll need to include this near the doors of the room where 
you’ll hold your sessions. Be sure the room is large enough.

  Sessions area—Be sure there’s plenty of space. Women will be singing, moving around, and placing chairs into 
clusters for discussion. If possible, they should be seated around small tables. This is the room where you’ll need a 
sound system that includes a microphone and a way to play a CD. 

  Guest rooms—If you’re hosting an overnight event, be sure the rooms are comfortable. Test out the beds when you visit! 

  Dining facility—How far is it from your meeting area? Is the food tasty? Is there a variety offered for women with 
special dietary needs?

Schedule and plan leader training.
Get this on the calendar, and let women involved on your team know they’ll want to attend. This will be a fun experience for 

everyone and will ensure that your retreat goes smoothly.

Eight Weeks 
  Before Your Retreat

Begin publicity.
It’s time for your Publicity Coordinator to get busy! Hang publicity posters. Use clip art to create custom flyers and banners to 

spread the word. 

Begin registration
Here’s where your Registration Coordinator gets to shine. Determine how many women 

will stay in each room, who wants to room with whom, special dietary needs, and so 

on. Whenever possible, collect money early to ensure that spaces are paid for. 

Begin gathering supplies.
Set your Supplies Coordinator in motion! Have her consult with all your leaders 

to communicate who will gather what supplies. (Will she gather them all? Will 

each leader gather her own supplies?) You may want to ask church members to 

donate or loan some of the items, and if so, have your coordinator communicate 

the items needed through bulletins, announcements, or other methods.
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Four Weeks 
  Before Your Retreat

Continue publicity and registration.

Provide retreat information in your church office.
Leave flyers or other information with your church office workers so they can give 

them to people who call or stop by. If your church has its own website, be sure to 

add retreat information there, too. 

Hold your training session.

Two Weeks 
  Before Your Getaway

Check your registration count.
Make sure you have enough supplies and space for the women who will attend.

Check your supplies.
Have your Supplies Coordinator go through the supply list again, and check with each leader 

to be sure all supplies have been gathered or purchased.

Continue publicity and registration.
It’s not too late to sign up!

Make contact with everyone who is attending your retreat.
Have your Registration Coordinator handle this step. Send a letter or e-mail to each person registered. Let women know what to 

bring, such as bedding, type of clothing, snacks, and games. Also include a map to your location, and remind women what time 

the retreat will begin and end. 
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One Week 
  Before Your Getaway

Are you still praying?

Prepare check-in items.
Your Registration Coordinator can handle this. 

After Your Retreat

Follow up with each woman  
who attended.
Send a postcard, e-mail, or Smilebox greeting to each 

woman. Let everyone know how glad you are that they 

participated, and then invite them to your next Bible 

study, coffee club, or other gathering where they can stay 

connected. 
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