Season of Renewal:
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FALL RETREATS FOR

YOUR CHURCH




GETTING STARTED

Your church's simple guide to your best retreat ever.

Why Retreats Move Your Church Forward

Our world is busier than ever. Just look at your calendar. You have family commitments,
work commitments, relationships you're nurturing, and you hope to have a little time to
enjoy a hobby or two.

The busier our lives get, the more we need time away. Jesus understood this. No one in
history had more riding on his work. Crowds followed him everywhere. And in the middle
of some of the most trying times of his ministry, he took time to get away. Luke tells us,
"[Jesus] often withdrew to deserted places to pray" (Luke 5:16).

If Jesus needed to get away to spend time with the Father and reflect on the future, so do
we. Getting away from the hustle and bustle of our lives for purposeful connection with
God helps us grow in our relationships with Jesus.

But retreats aren't just for personal growth. Retreats take us out of the pushes and pulls
of everyday life so we can focus on developing meaningful relationships with our church
family. As you pray, worship, study, eat, and play together, you learn more about one
another to serve together more faithfully when you return to your regular return.

Common Struggles When Planning Fall Retreats

Planning a retreat isn't easy, though—especially in the fall season. The fall is a busy time
for many families with a new school year beginning, the fall sports season in full swing, and
community fall festivals to attend. Finding time for these crucial retreats can be
challenging for organizers and attendees.

That's one of the big reasons many churches fall into the trap of designing the same
regurgitated, quick-fix fall retreat year after year. Of course, when this happens,
enthusiasm declines, and attendance drops.

Of course, retreats can also be overwhelming to prepare for. Between planning the
logistics, organizing the program, and the busyness during the retreat itself, it's easy to get
over your head. Even the most dedicated teams of retreat planners only have so many
hours in the day.



How This Guide Will Help

This guide helps your church make disciples through a simple fall retreat. It's designed for
any kind of retreat, whether it's for students, women, men, or church leaders.

You'll learn a comprehensive system for starting with your retreat's all-important why and
building upon that to develop all aspects of your retreat, including:

Deciding on the date and location of your retreat.
Planning the retreat programming.

Getting the word out to prospective participants.
Executing the retreat on the days of the event.

* % % %

To make the process even easier for you and your team, we've developed a workbook that
walks you through the planning steps of this guide.

Your Best Retreat Yet

The story of your church's retreat isn't what happens in that day or two of seclusion.
Retreats are never about the retreat. The success or failure of your church's retreat
depends on what happens next. Does it impact the lives of participants?

So imagine for a moment what happens when your retreat participants return to their
homes, church, and community and ...

% They have a deeper relationship with God.
% They care for one another more fully.
% They better understand their unique role in your church and the broader community.

That's transformative! The best news is that it isn't far away. It's time to start planning
your church's best retreat yet.



START WITH THE WHY

Don't plan without having a firm understanding of your purpose.
We've always had a fall retreat.

There's no worse reason for your church to plan a retreat this fall. Fall retreats take time
and energy away from those who plan them. Your congregants only have a few days to
participate in your church's ministries.

Don't waste valuable ministry time on a fall retreat that doesn't fit your church's mission.

That's why you need clarity around your retreat's purpose from the start.

Who Will Participate?

While some churches hold all-church retreats, most hold them for specific groups of
people—men, women, students, seniors, leaders, etc. The target audience for your retreat
will shape the purpose and program you create. A retreat for young moms will look
different than one for seniors, and both will look quite different from a youth retreat.

What Are Your Goals?

Most retreats will have a mixed focus on both fellowship and spiritual growth. You want
people to grow in their own personal walk with Jesus and grow together as a church
family. Retreats can help you progress in both goals at different levels for each.

A leadership retreat tends to be ministry-focused, where you'll spend a significant amount
of time brainstorming future ministry plans. Fellowship is important, too, because you'll
want your leaders to grow deeper bonds with one another.

During this retreat, spend some time thinking about what you want to focus on. Rarely
does a retreat focus solely on either fellowship, discipleship, or ministry (leadership). Try
to articulate which you want to emphasize most.

How Will You Balance Structured Programming And Free Time?

Retreat planners often struggle with this balance. It's tempting to pack your retreat
schedule with activities, but that ignores the importance of prayer and reflection. Your
retreat attendees need time to process the activities they're participating in if you want
the impact to extend beyond the retreat itself.



And if you're trying to focus on spiritual growth, it's even more important to give people time to
process what they're learning and to talk with God.

A good way to picture this is by thinking of a 1 to 10 scale, with 1 being free time and 10 being
structured. Pinpoint a goal for where in that continuum you want the retreat to land.

What Outcomes Do You Want to See Happen?

Finally, it's critical that you consider how you want the retreat to impact the lives of
participants. You don't want your retreat to be busy work. You want people to be different
because they took the time to participate. Now it's time to specify how.

— How do you want a participant's relationship with God to change?

—How do you want a participant's relationship with others at the retreat to change?

— How do you want a participant's understanding of their ministry role to change?

Resist the urge to answer these questions generically. It isn't enough to say you want your
participants to grow closer to God through the retreat. How do you want participants to
grow? No retreat can touch every area of a person's spiritual life. Understand and
describe the area in which this retreat will have the most impact.

Make sure you're describing an outcome, too. It should look something like this:

— Participants will be able to establish a weekly practice of fasting, accompanied by
dedicated times of meditation and scripture reading.

— Participants will be able to build lasting friendships with at least three other members,
fostering a support network that continues beyond the retreat.

— Participants will be able to commit to a daily prayer schedule and use new techniques
learned during the retreat to feel more engaged and present in their prayer time.

These are just sample outcomes. Yours will likely look different.



Put It All Together

Now, take everything you've worked through and create a vision statement to clarify what
your retreat is all about. Your vision statement is something you can provide to your
church's leadership and any.

Your vision statement simply answers the question, "Why are we hosting this retreat?"
It might look something like this.

"Our fall retreat aims to deepen the personal prayer life of our women's group, focusing
specifically on helping participants establish a consistent and meaningful prayer routine.
By providing dedicated time away from daily busyness, we aim to help participants
commit to a daily prayer schedule using new techniques learned during the retreat.
Participants will leave with a renewed sense of connection to God and practical tools to
enhance their prayer life, fostering ongoing spiritual growth and a deeper relationship
with God"

Now, that'll help you develop an amazing retreat plan!
So let's get started ...

BUILDING THE FOUNDATION:
LOGISTICS AND PLANNING

Start by clarifying the basics of your trip, such as who will assist you, where it will take
place, when it will happen, and how you'll feed participants.

Gather Your Team

Nothing done well is ever done alone. Putting together a fall retreat is no different. The
number of people you need to involve depends upon the size of the retreat you're putting
together and the size of your church. But generally, you need to fill the following roles. If
you're planning a smaller retreat, you can likely combine several of these. Also, these roles
can be filled by either staff or volunteers. These just represent roles that every retreat
needs at some level.

% Leader/Coordinator - the person who oversees the entire process of planning
the retreat

% Programming coordinator - the person who helps to plan what will take place at
the retreat, likely including both the schedule and any teachers/speakers



% Logistics coordinator - the person who manages the logistical aspects of the
coordinator, including venue booking, food, transportation, accommodations, etc.

%w Communications coordinator - the person who promotes the retreat, creates
flyers, manages social media posts, sends emails, etc.

% Finance coordinator - the person who projects the needed budget, ensures
spending adheres to that budget, and does any necessary fundraising.

Depending on the direction you're taking for the retreat, you might want to find an
activity coordinator or someone to handle food specifically.

Once you've tapped leaders, encourage them to build a team to help with the task.

Create a Budget

Of course, retreats cost money. One of the first decisions you'll need to make is how you'll
fund the retreat. Usually, it's done in combination with registration fees and the church
budget. Sometimes, particularly if the retreat will be for children, youth, or an
under-served group, you might also raise some funds for the retreat.

When planning your retreat budget, you have two primary options:
Expense-Based Budgeting

% Start by listing all your expected expenses.

% Add up the total expenses.

% Compare this total to the contributions from your church and the expected
registration fees.

Income-Based Budgeting:

Begin with the total amount of money your church is providing.
Add the expected registration fees to this amount.

Build your budget based on this combined total.

Choose the approach that best fits your retreat's financial planning needs. If you believe
it's important to keep registration fees under a specific amount, the second budgeting
strategy will work best.

Do some research among the people you hope to attend the retreat and get a feel for how
much they are willing to spend on a retreat.



Find a Location

Your location is one of the most important early decisions you'll make. Many of your costs
will be directly tied to where you hold the event. The three most important factors when
deciding where to hold it are:

% Your retreat goals (take a look at the last chapter)
% Cost

% Proximity (which will greatly impact cost)

% Facilities

Of the four, you need to start with your retreat goals. You'll want to prioritize natural
beauty for retreats focusing on individual spiritual retreats. You'll likely need specific
amenities and spaces for retreats focused on fellowship and leadership (ministry
development) that better facilitate group interaction.

If you're a part of a denomination or church network, you may have access to low-cost
venue options. Be sure to check with your local and national leadership to find out what is
available.

Obviously, if you're trying to do this in a four-week window, you're going to cut out.

Set the Date

Finding the right date in the fall won't be easy. It's often a busy time of the year. Start with
an empty calendar and pencil in church and community events. Note any holidays. If
you're trying to incorporate outdoor activities and you're planning to use a venue in a
cold-weather spot, mark on your calendar when the latest you think you can schedule
your event before you can reasonably expect cold weather. Finally, check with your key
leaders who you know need to be at the event. Mark off any dates that won't work.

Once you've gone through this process, you should be prepared to select an open date.
You'll never find the perfect date that works for every one you hope attends, so just make
the best pick possible.

Planning Your Meals

Your participants have to eat. You not only want to plan for meals (and snacks) that
nourish the bodies of those in the retreat, but also help to fuel their spiritual development.
This can be one of the most intense parts of the planning process, so find someone to head
it up who can put time into it (particularly the week before the event when it's time to
secure the food and finalize the plans).



As you're preparing, keep this in mind:

% Find out any dietary restrictions your participants have. Ask for a list on your
registration form and make sure that information gets to those preparing the meals.

% Balanced and nutritious meals help ensure that your retreat participants have the
energy to perform at their best throughout the event.

% Plan some snacks throughout the day. If your schedule includes a lot of alone time
(for prayer and reflection), make sure you include some self-serve snacks (fruit
works great).

* One way to cut costs is to consider a one-day option that starts right after lunch
and ends before lunch the next day. That means only one night of a hotel stay, and
you only need to provide one dinner and one breakfast.

While hiring a catering service will not be cost-effective for many church retreats, it's
worth considering depending on your audience.

CRAFTING AN ENGAGING AND
IMPACTFUL PROGRAM

Your program—what your church does during the retreat—needs to be at the heart of
your planning. As you and your team brainstorm your program, here are a few crucial
elements to consider.

Defining Your Theme

Your retreat theme is a central topic, subject, or concept that serves as a unifying idea for
your retreat. Whereas your vision statement and outcomes are internal and help you stay
on target as you plan, your theme is external. It helps you communicate your purpose (and
maybe, more importantly, your outcomes) to participants before and during the retreat.

Consider brainstorming both a short phrase (or title) for the retreat and a theme verse.
This simple process will help you brainstorm an effective theme and theme verse.

Gather a group of people to help you brainstorm.
Reflect on your goals and outcomes for the retreat.
Note some of the spiritual/physical/mental/emotional needs of those who will be participating.

* % % %

Pick some appropriate Bible verses that relate to the outcome you're aiming for.



Write all of this on a whiteboard during your brainstorming session.

Use prompts like: "What message do we want participants to take away?" or
“What imagery or symbols reflect our goals?"

% Narrow down your options to three.

% Ask potential participants and church leaders to weigh in on these three options.
*  Make your choice.

* %

Designing the Itinerary

What are you going to do at the retreat? The itinerary for your retreat will depend on its
purpose, but there are numerous ways to achieve that purpose.

Start with your goal: Revisit whether you've decided to focus on spiritual renewal,
fellowship, leadership training, or some combination of those three. Your plan should
support that goal. If you're meeting with a group to lay out your plan, consider keeping the
outcomes and vision statement you've already developed in front of you as your team works.

Balance structured activities and free time: As mentioned earlier in this guide, a successful
retreat includes both structured and unstructured time. Review how you estimated this
balance earlier in the Getting the Why Right chapter.

To keep yourself on track as you plan your itinerary, mark each activity with a "s" (structured)

or "u" (unstructured). Add up the time you've labeled structured and divide it by the overall
programming time. Compare that percentage to what you determined earlier.

As a point of clarification, think of structured time as any part of your itinerary where your
team predetermines the activity. Unstructured time includes the periods when people can
decide for themselves what they do. You might give some input during these times, but
they'll make the decision of what they'll do themselves.

Plan for a variety of sessions: Mixing up the type of activities helps to keep participants
engaged. If they fit your retreat purpose, use workshops or small group discussions.

Just like with unstructured vs. structured, denote what kind of session you're including on
your itinerary as you fill it in. Work toward variety. Certainly, some types of retreats will
emphasize specific types of activities. Just make sure your activities fit what you're trying
to do through the retreat.



Developing Retreat Workbook/Reflection Journal

Providing some kind of workbook can help participants process what God is doing in their
lives during the retreat. This doesn't need to be complicated and should be designed
around your purpose. A goal centered around spiritual growth may simply be a journal
(with or without specific prompts in it). A leadership retreat workbook may just be a place
to gather notes.

If you're planning a retreat with speaking/preaching, consider some kind of
fill-in-the-blank guide.

Put a copy of your schedule inside the workbook so your participants can know what to
expect. If possible, try to email them a copy of the schedule ahead of the retreat as well.

Selecting Speakers/Leaders

This is likely one of the most important programming tasks in front of a team preparing for
aretreat. Here are a few factors to consider.

% Character - You're not trying to find a speaker for a corporate retreat. Although there
may be a few exceptions, speakers are generally leaders. You need to choose speakers
that have the respect of the participants.

% Relatability - Pick someone whose teaching resonates with the specific audience of
your retreat.

% Availability - Obviously, your speakers must be available to participate during the
retreat dates.

% Topical knowledge - Speakers need to be able to speak/teach on the topics/themes
you're focusing upon during the retreat.

% Communications skills - Speakers need to be able to communicate their knowledge to
the retreat participants.

% Budget fit - If you bring in a speaker outside of your church family, you'll likely want to
give them some kind of honorarium. Some speakers may even require it. Understand
what the cost will be before you officially invite the speaker to participate.

Don't overlook using a speaker from inside your church family. While it can sometimes be
nice to hear from an outside voice, speakers who are a part of your church family are often
more relatable. And you'll be helping them use their talents and gifts.



Creating a Spiritual Atmosphere

Finally, you need to make a plan for how you'll leverage creative arts to build a spiritual
atmosphere in your retreat. This includes how you'll use music in your retreat. Most
church retreats (though certainly not all) include worship time. In fact, for many, this is one
of the most important elements to secure early.

Decide what kind of worship experience you want to include. This could be anything from
a single person leading worship to a full band. You could bring in an outside worship band
or use people from your own congregation.

If you have visual artists in your congregation, you may have some powerful ways to
include art in your retreat. This could include drawings, paintings, and graphic arts that fit
your theme. Or, if you have a talented videographer, consider including some videos in the
experience.

SPREADING THE WORD

You can design the best program, find the best speakers and facilitators, and put yourself
in the most idyllic location imaginable while still not impacting anyone in your church.

You have to get people to your retreat for it to make a difference. You'll want to start
telling people about the retreat as soon as possible. In fact, you can start communicating
about the retreat even before you've settled upon a location or date. Here's a
step-by-step plan for getting the word out about your fall retreat.

% Send out a print or email survey to your prospective audience for the retreat,
asking people questions about the kind of retreat they'd be interested in
participating in. Make sure you include questions about how much they'd be
willing to spend and what dates would be off the table for them.

% Make a general announcement that you're beginning to plan a fall retreat and
you're looking for people to help in the planning process. Not only does this give
people an idea that a retreat is coming, but it lets them know they can get in on
the planning process. You can (and should) do this even before you have the
particulars planned.



*

Once the dates, theme, and location are set, create some simple fliers to spread
around your church campus. If allowed, include a flier in the weekly bulletin.
Consider promoting the event outside of your church by placing a flier in nearby
grocery stores, libraries, and other public places in your neighborhood.

Develop a few basic communications assets related to the retreat. If there are
graphic design professionals in your congregation (or on your staff), create a logo
and branding for consistent visual messaging in your communications. You may
even want to create a simple website to provide information about the retreat
and allow for online registration.

Develop a short nurture stream of emails (potentially four of them) building
interest in your church's fall retreat. The specifics of your retreat will set the
topics of these emails. But consider a set like this:

— Email #1: Introduction and Save the Date ("Mark Your Calendar for Our
Upcoming Retreat!")

— Email #2: Detailed Agenda and Activities ("Discover What's in Store at Our
Upcoming Retreat")

—Email #3: Meet the Speakers ("Meet the Incredible Speakers Leading Our
Retreat")

— Email #4: How to Register and What to Expect ("Ready to Join Us? Register
Today!") This email would likely include a "frequently asked questions" section to
provide information people need before making a final decision.

For a cost-effective promotional solution, schedule social media ads in the weeks
preceding the registration deadline. Besides some early-on "save the date" or
testimonial ads (based on previous retreats), try to include some re-targeting ads
to remind people who have begun but not finished the registration process.

Encourage your pastor to mention the retreat from the pulpit if possible. Your
pastor's retreat endorsement will go a long way toward increasing participation.

Never forget that word-of-mouth is always the best promotional tool. Encourage your
team to invite people personally to the retreat.



BRINGING IT ALL TOGETHER

Now, it's time for the fun part. While it's tempting to think your work is done when you get
to the days of the retreat, that's far from true. But now you get to see all of the work
you've put in begin to pay off as you see God at work in the retreat you've planned.

Registration and Welcome

Set up a welcome desk where attendees can check in and pick up name tags. Try to put
your most enthusiastic and friendly people at the desk to welcome people to your retreat.
Because your registration table is the first place people visit when they arrive at the
retreat, it should exude excitement.

The registration table is also the one-stop shop for everything you want to hand out at the
retreat, including your workbook and any swag.

Schedule Management

The busier your schedule becomes, the more important it is to keep everything running smoothly.
Effective schedule management begins before the retreat starts. Make sure the person helping to
manage the retreat has a detailed schedule on hand and understands the flow between sessions,
breaks, meals, etc.

During the retreat itself, include someone in every session who is tracking the time. Make that
person responsible for ensuring each session starts and ends on time. Come up with a system for
signaling presenters when they are nearing the end of their time. Do the same for breaks and
meals. When possible, ensure clocks are visible throughout the retreat location.

Leverage text messaging or mobile messaging apps to facilitate communication between leaders
to ensure everyone stays on the same page throughout the retreat.

While it's important to keep everything on schedule, realize that sometimes key ministry opportu-
nities don't run on time. Keeping a tight schedule shouldn't trump the importance of allowing the
Holy Spirit to work and participants to have meaningful experiences. Always remain flexible. Try to
include buffer time in your schedule to minimize later issues if your schedule goes off track.



Evaluation

Once your retreat ends, it's critical to spend some time reviewing what worked and what
didn't from the retreat so you can continue to improve upon it next year.

% Give participants an evaluation survey at the end of the retreat. (See a sample in
the appendix.) Preferably, those evaluations will be handed to participants at the
end of the retreat. Otherwise, email them an evaluation afterward.

% Gather the leaders who helped to put together the retreat. Include some senior
leaders at your church to give additional input.

* Make sure someone is taking notes on key decisions made while you talk.

% Discuss what went well, what didn't, and how well your retreat met the goals you
set ahead of time.

% Specify action points from the discussion related to changes you want to make to
next year's retreat.

Assessing your retreat only helps if you act on what you learn. It's important you bring out
your notes from this meeting when you begin planning for your next retreat.



APPENDIX

Worksheet: Defining Your Fall Retreat
Purpose and Outcomes

Purpose and Goals

1. What is the primary purpose of your retreat?

2. Who will participate in the retreat? (Circle or highlight one)
Men

VWomen

Students

Seniors

Leaders

All-Church

Other:

3. What are the specific spiritual goals for the retreat?

4. \What are the specific fellowship goals for the retreat?

5. How do you want to balance structured programming and free time?
Circle a number on the scale: 1 (mostly free time) - 10 (mostly structured time)
123456789 10



Outcomes

1. How do you want a participant's relationship with God to change?

2. How do you want a participant's relationship with others at the retreat to change?

3. How do you want a participant's understanding of their ministry role to change?

4. \What specific outcomes do you want to see?

Spiritual Outcomes

Relational Outcomes

Ministry Role Outcomes

Vision Statement

Using the answers above, write a vision statement for your retreat:

"Our fall retreat aims to [primary purpose], focusing specifically on [emphasis area, e.g.,
deepening personal prayer life, strengthening community bonds, clarifying ministry roles]
for [target audience, e.g., men, women, students, seniors, leaders]. By providing dedicated
time away from the daily busyness, we aim to help participants [specific outcomes related
to the emphasis]. Participants will leave with [concrete changes, such as a new prayer
practice, stronger relationships, or a clearer sense of ministry direction], fostering [addi-
tional benefits, such as ongoing support networks or enhanced spiritual growth]”"



Example Vision Statement:

"Our fall retreat aims to deepen the personal prayer life of our women's group, focusing
specifically on helping participants establish a consistent and meaningful prayer routine.
By providing dedicated time away from daily busyness, we aim to help participants
commit to a daily prayer schedule using new techniques learned during the retreat.
Participants will leave with a renewed sense of connection to God and practical tools to
enhance their prayer life, fostering ongoing spiritual growth and a deeper relationship
with God"

Job Descriptions for Fall Retreat
Planning Roles

Leader/Coordinator

Job Description:

The Leader/Coordinator oversees the entire process of planning and executing the fall retreat.
This role involves managing the planning team, coordinating efforts across different roles, and
ensuring that all aspects of the retreat align with the overall vision and goals.

Responsibilities:

- Lead and coordinate the planning team, ensuring clear communication and collaboration.
- Develop and maintain a comprehensive project timeline and ensure all deadlines are met.
- Serve as the main point of contact for all retreat-related inquiries and decisions.

- Ensure all aspects of the retreat align with the church's mission and goals.

- Facilitate regular planning meetings and provide updates to church leadership.

Qualifications:

- Strong leadership and organizational skills.

- Excellent communication and interpersonal abilities.

- Experience in project management or event planning is preferred.

- Ability to work well under pressure and manage multiple tasks simultaneously.



Programming Coordinator

Job Description:
The Programming Coordinator is responsible for planning the retreat's content and schedule,
including selecting speakers and organizing activities that align with the retreat's spiritual and
fellowship goals.

Responsibilities:

- Develop a retreat schedule that balances structured programming with free time.

- ldentify and recruit speakers, teachers, and worship leaders for the retreat.

- Plan and coordinate spiritual activities such as worship sessions, prayer times, and Bible studies.
- Organize fellowship activities and recreational events.

- Ensure all programming aligns with the retreat's overall vision and goals.

Qualifications:

- Strong organizational and planning skills.

- Experience in event programming or curriculum development.
- Excellent communication and negotiation skills.

- Ability to work collaboratively with speakers and volunteers.

Logistics Coordinator

Job Description:
The Logistics Coordinator manages all logistical aspects of the retreat, including booking the
venue, arranging transportation, organizing accommodations, and overseeing food and beverages.

Responsibilities:

- Identify and book a suitable venue for the retreat.

- Coordinate transportation arrangements for participants.

- Organize accommodations and ensure they meet the needs of all attendees.

- Plan and arrange meals, snacks, and beverages for the retreat.

- Manage any logistical issues that arise during the planning process or the retreat itself.

Qualifications:

- Strong organizational and problem-solving skills.

- Experience in logistics or event management.

- Ability to manage multiple tasks and prioritize effectively.

- Excellent attention to detail and ability to handle unexpected challenges.



Communications Coordinator

Job Description:

The Communications Coordinator promotes the retreat and ensures effective communication
with all potential participants. This role involves creating promotional materials, managing social
media, and sending regular updates.

Responsibilities:

- Develop and distribute promotional materials such as flyers, brochures, and social media posts.
- Manage social media accounts and create engaging content to promote the retreat.

- Send regular email updates to potential participants and church members.

- Coordinate announcements during church services and other events.

- Maintain a database of participants and manage registration processes.

Qualifications:

- Strong written and verbal communication skills.

- Experience in marketing, communications, or public relations.
- Proficiency with social media platforms and content creation.
- Ability to create visually appealing promotional materials.

Finance Coordinator

Job Description:

The Finance Coordinator oversees the retreat's budget, ensuring all expenses are tracked and
within budget. This role involves projecting the needed budget, managing expenditures, and
organizing fundraising efforts if necessary.

Responsibilities:

- Develop and maintain a detailed budget for the retreat.

- Track all expenses and ensure they stay within the approved budget.

- Organize and manage fundraising activities to support the retreat.

- Provide regular financial updates to the planning team and church leadership.

- Ensure all financial transactions are documented and compliant with church policies.

Qualifications:

- Strong financial management and budgeting skills.

- Experience in finance or accounting.

- Attention to detail and accuracy in financial reporting.
- Ability to organize and lead fundraising activities.



Activity Coordinator (Optional)

Job Description:
The Activity Coordinator plans and organizes recreational and fellowship activities for the
retreat, ensuring a variety of engaging options for participants.

Responsibilities:

- Plan and coordinate recreational activities such as games, sports, and team-building exercises.
- Organize fellowship events like group discussions, campfires, and social gatherings.

- Ensure activities are inclusive and suitable for all participants.

- Collaborate with the Programming Coordinator to align activities with the retreat schedule.

Qualifications:

- Creativity and enthusiasm for planning engaging activities.

- Strong organizational and planning skills.

- Ability to work well with diverse groups of people.

- Experience in event planning or recreational activities is a plus.

Food Coordinator (Optional)

Job Description:
The Food Coordinator manages all aspects of meal planning and preparation for the retreat,
ensuring that all dietary needs are met and that food is provided in a timely and efficient manner.

Responsibilities:

- Plan menus for all meals, snacks, and beverages during the retreat.

- Coordinate with catering services or organize volunteers for meal preparation.
- Ensure all dietary restrictions and preferences are accommodated.

- Oversee the setup and cleanup of meal areas.

- Manage the budget for food and beverages, ensuring cost-effective planning.

Qualifications:

- Experience in food service or meal planning.

- Strong organizational and multitasking skills.

- Attention to detail when accommodating dietary needs.

- Ability to manage volunteers and coordinate with catering services.



Identify and Assign Roles

1. Leader/Coordinator

Name:

Contact Information:

Responsibilities: Oversees the entire process of planning the retreat.

2. Programming Coordinator

Name:

Contact Information:

Responsibilities: Plans the schedule and selects teachers/speakers.

3. Logistics Coordinator

Name:

Contact Information:

Responsibilities: Manages venue booking, food, transportation, accommodations, etc.

4. Communications Coordinator

Name:

Contact Information:

Responsibilities: Promotes the retreat, creates flyers, manages social media,
and sends emails.

5. Finance Coordinator

Name:

Contact Information:

Responsibilities: Projects the needed budget, ensures spending adheres to the budget,
and handles fundraising.

Optional Roles:

Activity Coordinator

Name:

Contact Information:

Responsibilities: Plan recreational and fellowship activities.

Food Coordinator

Name:

Contact Information:

Responsibilities: Manages meal planning and dietary needs.




Team Building:
Encourage each coordinator to build their own sub-team.
Notes:

Budgeting Worksheet

Funding Sources:
Church Contribution: $

Expected Registration Fees: $

Fundraising Needed: $
Budget Planning Options:
Expense-Based Budgeting:

List expected expenses:
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Total Expected Expenses: $

Compare to contributions and registration fees.

Income-Based Budgeting:
Church Contribution: $

Expected Registration Fees: $

Total Available Budget: $

Build your budget based on this total.



Choose Your Budgeting Approach:
Approach Selected:

Notes:

Research Registration Fees:
How much are potential attendees willing to spend?

Finding a Location Worksheet

Factors to Consider:
1. Retreat Goals:
Goals

2. Cost:
Budget for Location: $

3. Proximity:
|deal Distance from Church:

4. Facilities:
Required Amenities:

Location Options:
1.
2.
3.

Venue Contacts and Availability:
Venue Contact 1:
Venue Contact 2:

Denomination or Network Resources:
Check with local and national leadership for low-cost options.

Notes:




Setting the Date Worksheet

Steps to Select a Date:
1. Check Church Calendar:
Church Events:
Community Events:
Holidays:

2. Consider Weather:
Latest Date for Outdoor Activities:

3. Check Key Leaders' Availability:
Key Leader 1:
Key Leader 2:

Potential Dates:
1.
2.
3.

Final Selected Date:
Date:

Notes:

Meal Planning Worksheet

1. Dietary Restrictions:
Collect dietary restrictions from participants:

2. Balanced and Nutritious Meals:
Plan balanced and nutritious meals:
Breakfast:

Lunch:

Dinner:

Snacks:




3.Snack Planning:
Plan for snacks throughout the day:

4. Cost-Saving Strategies:

Consider a one-day option:

Start after lunch and end before lunch the next day to save on
meal and accommodation costs.

5. Catering Services:
Evaluate the cost-effectiveness of hiring a catering service:

Meal Coordination:
Coordinator:
Contact Information:
Notes:

Programming Worksheet

Defining Your Theme

1. Reflect on Goals and Outcomes:
- What are the primary goals and outcomes for the retreat?

2. ldentify Needs of Participants:
What are the spiritual, physical, mental, and emotional needs of the participants?

3. Select Bible Verses:
Pick Bible verses that relate to the outcomes you're aiming for:




4. Brainstorm Theme Ideas:
What message do you want participants to take away?

What imagery or symbols reflect your goals?

5. Narrow Down Options:

List your top three theme ideas:
1.
2.
3.

6. Get Feedback:

Ask potential participants and church leaders to weigh in on the three options:
Feedback:
Decision:

Designing the Itinerary

1. Start with Your Goal:
Revisit the focus of your retreat (spiritual renewal, fellowship, leadership training, etc.):

2.Balance Structured and Free Time:
Structured Activities:

Unstructured Activities:

Calculate the balance:
Structured Time:
Unstructured Time:
Total Programming Time:
Percentage Structured:




3. Plan a Variety of Sessions:
Workshops:
Small Group Discussions:
Personal Reflection Times:

4. Mark Activity Types:
Use "S" for structured and "U" for unstructured on your itinerary.

Activity 1: (S/U)
Activity 2: (S/U)
Activity 3: (S/U)

Developing a Reflection Journal

1. Purpose of the Journal:
What is the main goal of the journal? (e.g., spiritual growth, note-taking, reflection):

2. Content of the Journal:
e Journaling pages
® | istening guide pages
® Retreat Schedule
® Schedule of the retreat
e Other

3. Distribution:
How and when will you provide the journal to participants?

Selecting Speakers/Leaders

1. Identify Key Qualities:

(Rate the importance of each characteristic on a scale of 1-10.)
Character
Relatability
Availability
Topical Knowledge
Communications Skills
Budget Fit




2. Potential Speakers:
(Rate each of the speakers in each characteristic on a scale of 1-10.)

Speaker #1
Character
Relatability
Availability
Topical Knowledge
Communications Skills
Budget Fit
Total

Speaker #2
Character
Relatability
Availability
Topical Knowledge
Communications Skills
Budget Fit
Total

Speaker #3
Character
Relatability
Availability
Topical Knowledge
Communications Skills
Budget Fit
Total

Speaker #4
Character
Relatability
Availability
Topical Knowledge
Communications Skills
Budget Fit
Total




3. Final Selection:
Who have you chosen and why?

Creating a Spiritual Atmosphere

1. Plan for Worship:
What type of worship experience will you include? (Single leader, full band, etc.):

2. Incorporate Visual Arts:
What visual arts (drawings, paintings, graphic arts) will you include?

3. Use of Videos:
Will you include videos? If so, what kind and who will create them?

4. Overall Atmosphere:
Describe the overall spiritual atmosphere you aim to create:

Retreat Interest and Feasibility Survey

We are planning a retreat and would love your input! Please take a few minutes to answer
the following questions to help us design a retreat that meets your needs and interests.

Personal Information

1. Name:

2. Email:

3. Phone Number:




4. Are you interested in attending a church retreat?
O Yes
O No
O Maybe

5. If interested, what type of retreat would you prefer? (Select all that apply)
O Spiritual Renewal
O Fellowship and Community Building
O Leadership Training
O Personal Reflection and Meditation
O Family Retreat
O Other (please specify):

6. What duration would you prefer for the retreat?
O Oneday
O Weekend (Friday evening to Sunday afternoon)
O Longweekend (Friday evening to Monday afternoon)
O Other (please specify):

Activities and Sessions

7.What activities would you like to see included in the retreat? (Select all that apply)
Worship Sessions

Bible Study/Teaching Sessions

Small Group Discussions

Personal Reflection Time

Recreational Activities (sports, games, etc.)

Outdoor Activities (hiking, nature walks, etc.)

Workshops (please specify topics):
Other (please specify):

0 o o I o

8. Do you have any suggestions for speakers or session leaders?




Meals and Accommodations

9. Do you have any dietary restrictions or preferences? (Select all that apply)
® \egetarian
® \/egan
e Gluten-Free
® Dairy-Free
® Nut-Free
® Other (please specify):

10. What type of accommodation would you prefer?
Shared Rooms
Private Rooms
Cabin/Bunk Style
Tent Camping
Other (please specify):

Financial Considerations

11. What is the maximum amount you would be willing to pay for the retreat? (Including
accommodation, meals, and activities)
Less than $50
$50-$100
$100- $150
$150- $200
More than $200
Other (please specify):

12. Would you be interested in participating in fundraising activities to help cover the
costs of the retreat?

Yes

No

Maybe

Planning Assistance

13. Would you be willing to help plan the retreat?
Yes
No
Maybe



14. If yes, which areas are you interested in helping with? (Select all that apply)
® Programming and Activities
® | ogistics and Coordination
e Communications and Promotions
® Finance and Fundraising
® Meal Planning and Preparation
® Other (please specify):

Scheduling

15. Please list any dates in the fall that you are not available to attend a retreat:

Additional Comments

16. Do you have any additional comments, suggestions, or concerns regarding the
retreat?

Thank you for your feedback! Your input is invaluable in helping us create a meaningful
and enjoyable retreat experience.

Retreat Evaluation Form

We hope you enjoyed the retreat! Your feedback is important to us and will help us
improve future retreats. Please take a few minutes to complete this evaluation form.

Name (optional):

Email (optional):




Overall Experience

1. How would you rate your overall experience at the retreat?
e Excellent
e Good
e Fair
e Poor

2. What did you enjoy most about the retreat?

3. What did you enjoy least about the retreat?

Sessions and Activities
4. How would you rate the following sessions and activities?
Session/Activity | Excellent | Good | Fair | Poor |

Worship Sessions

Bible Study/Teaching Sessions
Small Group Discussions
Recreational Activities
Personal Reflection Time
Workshops

5. Which session or activity was the most impactful for you, and why?

6. Which session or activity was the least impactful for you, and why?




Speakers and Facilitators

/. How would you rate the following speakers and facilitators?
Speaker/Facilitator | Excellent | Good | Fair | Poor |
Speaker 1

Speaker 2

Facilitator 1

Facilitator 2

8. Do you have any comments or suggestions for the speakers and facilitators?

Logistics and Planning
9. How would you rate the following logistical aspects of the retreat?
Aspect | Excellent | Good | Fair | Poor |

Registration Process
Communication and Information
Accommodation

Meals and Snacks

Venue

Transportation

10. Do you have any comments or suggestions for the logistics and planning team?

Additional Feedback

11. What improvements would you suggest for future retreats?

12. Any additional comments or thoughts you would like to share?

Thank you for your feedback! We appreciate your time and look forward to seeing you at our
next retreat.

Please return this form to [Contact Person] or email it to [Email Address].
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ACSTechnologies.

Choosing the Right Ministry Partner

The know-how you need from experts you trust.

ACS Technologies is the original pioneer of Church Management Software (ChMS). We are
firmly dedicated to serving local churches all over North America by providing the best-in-class
ministry software and service solutions that help you fulfill Christ’s mission for your Church.

Tools and support to strengthen churches.

We build great software, but we don’t stop there. We have a “service-first” approach that truly
sets us apart. With hundreds of dedicated support and consulting personnel, your staff can
reach our team 24/7. We're in your corner to help you with the ministry challenges you face
every day.

Ideas and solutions powered by integrity.

Integrity is real for us, and it means consistently being faithful stewards by doing the right
thing for church success. We have earned the trust of pastors, church staff, congregants, our
employees, and colleagues for over 40 years.

A plan to meet your needs and move your ministry.

We're not just interested in satisfied customers. We see ourselves as your real ministry
partner and will work with you to make disciples that will last for an eternity. We're excited to
talk about your goals, create a plan together, and set you up with the software, service, and
resources you need.

We believe in YOU!

ACS Technologies believes in the local church. Over 75% of our team has experience serving in
their local churches. We know firsthand that serving the Church means serving people, and we
take seriously our commitment to helping ministries like yours achieve their God-given
mandate - to make disciples in their communities, states, and across the world.

Let’s Talk

We know the challenges of switching or implementing new technology and how that can be
intimidating. But we also know the unbelievable changes that have happened within churches
that have partnered with us for their ministry needs. Let's connect and see how we can assist
you in the greatest thing you do - grow God'’s Kingdom.

. 1-844-467-3256
i solutions@acst.com

acstechnologies.com
9 180 Dunbarton DI', Florence’ SC 29501 1121 Copyright © ACS Technologies Group, Inc.



