
21 Tips to Make Sure
Your Retreat Runs

Smoothly

RetreatCentral.com
Retreat Central

http://retreatcentral.com/


21 Tips to Make Sure Your Retreat Runs
Smoothly

1. Develop a theme: The theme should relate to what you want to
accomplish on this retreat. For instance, if your goal is to strengthen the
group, your theme could be "the ties that bind" and use variations of ties
throughout the event.

2. Decide how many people you want at your retreat: Too many and
too few can defeat your purpose. Generally, 5-8 people per small group is a
good rule and if you are going larger than 100 total make sure you can
really meet the needs of the larger size. RetreatCentral.com can be a
valuable resource to find a venue for the size that you need.
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3. Research in advance: You do not want to be underprepared, and with
what seems like endless possibilities, you should know what you want your
outcome to be before you get there.

4. Make pre-reading mandatory: Save the time that you would have to
take explaining the retreat to everyone. Instead give them a brief reading of
what the retreat will be like and what your goals are. Use humor and
images!
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5. Develop an exciting and interactive program: This will help your
retreat run much smoother and will also incorporate tons of fun. This will
also ensure that everyone gets involved. This seems obvious but many
retreats are disproportionally "frontal". The more people engage the more
they will retain.

6. Keep it simple: Overthinking it causes headaches and unwanted stress.
Also, the more complicated you make your retreat, the harder it will be for
your staff to understand.
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7. Appoint a coordinator: Get a coordinator who will be in charge of
organizing the weekend and to be the person who makes contact with the
facilitator and venue management. Make sure EVERYONE knows who they
are and do not undermine their authority.

8. Don't try to run everything by yourself: Have someone else in the
work place help you. Two minds are always better than one.

9. Allow space: Don't make it one and activity after the next.  Cramming
will cause confusion and will make people feel tired and rushed. Give
double the amount of time you think you need between program
elements.
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10. Balance the excitement, fun, and work: This creates interest and
gets people involved by using different activities. Sitting in a room talking
for more than 40 minutes without some form of physical activity can
actually be a barrier for the creative process.

11. Focus on team bonding: The most important part of the retreat is to
bring everyone together and make sure they stay that way after the retreat.
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12. Splurge on fine things, not on trinkets: Save the money for little
knick knacks that people will lose or throw away and get something that
everyone will enjoy such as photo frames, journals and other items they
will keep.

13. Explore around your retreat center: There may be many fun
activities to do around the camp. Ask the property staff for the "best kept
secrets" on the property to discover.  RetreatCentral.com can be a valuable
resource in finding a venue that provides activities to do at your retreat.

14. Draw out the quiet people: Encourage the talkative people to remain
quiet. Don't let any one person dominate the meeting. Learn their names
and ask them their thoughts by name. Equally helpful is to give them a task
that will help them engage with other participants.
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15. Disconnect from devices during your retreat: Some time away from
technology is nice and makes sure everyone is paying attention and getting
the most out of their retreat. You can even have a "phone bucket."

16. Don't forget the fun: Retreats should be fun. No participant should
feel as though they would rather be somewhere else.
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17. Keep the fun going after the trip ends: To ensure maximum results,
the fun you have should transfer back into the workplace. Send little
reminders based on the theme every few weeks to keep the spark of the
retreat alive.

18. Get feedback: Participants have great insight and ideas - hear them
out!
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19. Have fun yourself: A happy planner is a happy group. Make sure you
take the time to enjoy the beautiful surroundings and have time to reflect
on  your hard work.

20. Show gratitude to camp and event staff: Publicly acclaim the hard
work everyone, including kitchen and maintenance staff put into make sure
your event was a success. 

21. Get organized with a detailed planning guide worksheet: The rst
step to planning a retreat is coming up with a basic Retreat Plan. This
worksheet with help you organize and save your thoughts as you start to
think about your timeline, goals, attendees, and budget.
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Retreat Plan 2.0

Organization Name

Date:

Summary: (Your summary is a basic snapshot of your retreat in 3
sentences or less.)

This ___(type of retreat)______retreat will bring together the leaders of
____(fill in the blank)___ company/church/university for fellowship,
camaraderie, and budget planning for the next year.

Timeline:  (When is this retreat? Include the target time frame of the event,
the promotion period, and any other important milestones.)

For example:

Retreat planning:                                   Jan.-May

Website page created:                         March 1
Promotion:                                             March-June
Retreat Date:                                          mid-June

Other items could include organizing volunteers, registration deadlines,
payment options print deadlines (if sponsors are involved), etc.

Retreat Goals:  (Goals can be high-level, or they can be very specific for
each program element. Set enough goals that someone reading your plan
can start to picture your retreat.)

-Goal #1
-Goal #2
-Goal #3
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Audience: (Who are you inviting? All males? All females? Kids? Adults? Find
what they are interested in.)

-Gender(s): males and females
-Age: 35-55
-Relationship to organization: employees, members, etc.
-Interests: yoga, sports, etc.
-Motivation for attending: relaxation

Activities: (What will you be doing on this retreat, and what do you hope to
take away from it?)        (Helpful hint: 1. Balance the excitement, fun, and
work/ 2. Keep it simple)

-Activity #1 and what you aim to get out of it
-Activity #2 and what you aim to get out of it
-Activity #3 and what you aim to get out of it
-(add more as needed)

Schedule: (When will each event take place? This will help you stay
organized by staying roughly on schedule with what you had planned.  It
also ensures you have time for everything.)                               

(Helpful hints: 1. Allows Space/ 2. Don’t try and run everything yourself/ 3.
Get a facilitator)

-Example
Breakfast - 8am
First activity – 9am
Second activity – 10am
Meeting/group discussion – 11am
Lunch- noon
Etc.
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Supplies needed: (What supplies will you be bringing? Think of this as a
checklist so that you are prepared and know what you will need for your
trip.  This will also help you when its time to pack.)                         (helpful
hints: make a checklist to ensure that you have everything you need before
you go)

-Food
-Tents?
-Anything that you will be bringing yourself

Attendees: (Who all is going on the retreat? It is important that you know
how many you are supplying for, as well as the interests of all these people
attending the retreat.)

-Everyone who will be traveling with you

Budget: (The costs should be realistic – not too high, and not too low. If
they are too high, you might not get approved. Too low, and you might be
stuck with a penny-saver budget.)                                              
(Helpful hints: Splurge on fine things, not on trinkets)
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Expense Estimated Cost

Promotion $

Travel and Transportation $

Food and Beverage $

Retreat Center $

Overnight Accommodations $

Activities, Materials, Speakers $

Attendee Fees (cost per person   x   # of attendees) ($ 0.00)

Total: $

Now that you have finished creating your retreat plan, you have a nice
guide to use moving forward. The items that you have already identified
should help you get budget approval, provide direction on event
promotion, help you choose a retreat theme, and overall, organize your
thoughts. Having your plan ready also helps the retreat center - the staff
can better support the goals of the retreat.  Often they have ideas about
ways to use the facility that you never would have known. 
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