RETREAT & EVENT PLANNING
HINTON CENTER

ABOUT THIS TEMPLATE
Did someone pass on the family reunion responsibilities
after 20 years? Is one of your new managerial tasks planning
the company retreat?
Retreat and event planning can be daunting, but this
template will serve as a stress-free guide to get you on your
way with your next event!
Whether you're planning a retreat for 200 or a small
gathering of 10, follow these steps to ensure a smooth
process from planning to retreating!

1. CREATE AN EVENT SUMMARY
In a short paragraph, explain your event in only a few
sentences. You do not have to go into detail here, but
do give a big-picture idea that any reader will be able
to understand. For example:
This family reunion will bring together many generations and
branches of the Smith family for a fun and relaxing weekend. With
both on-campus activities and off-site recreation, this trip will
provide a relaxed setting for family members of all ages and ability
while also encouraging connection and bonding.

2. CREATE A TIMELINE
Set a time for the retreat (Spring, March, Easter
Weekend) and work backwards on a timeline for big
milestones. For example:
I am planning a company retreat around the end of November:

• Retreat planning: June-Nov.
• Website page created: Sept. 1
• Promotion: Sept. – Nov.
• Retreat Date: End of November

3. ESTABLISH GOALS
Most retreats have some sort of basic goal. If you are
planning a retreat for a specific organization, base your
goals around the company mission statement. If you are
planning a retreat for a small group or family, ask the
individuals what they would like out of the retreat. Goals
can either be broad or specific. One purpose of setting
goals is to allow attendees to begin to picture themselves
on the retreat and plan accordingly. For example:
• 2 days
• 50 participants
• Stay overnight on-sight at retreat center
• Get-to-know-you-better time
• Determine event schedule for following summer
• Workshop communication skills
• Leave with a new sense of connectivity

4. KNOW YOUR AUDIENCE
Start with basic information: What are the ages and
genders? Then move on to finer details: What are their
interests and backgrounds? This is simply to help with
schedule, outline and goals. Asking these questions at this
point allows more strategic activity planning and
promotion. For example:
• Females
• 30-50 years old
• Managers, CFO, accounting team, company auditors
• Most detail and math-oriented
• All live in Atlanta area

5. PROPOSE A BUDGET
Research budgets so you can propose a plausible one for the event. Make sure to maximize
allotted funds (don’t skimp on what your guests truly want, but don’t overshoot the amount and
get turned-down). Be sure to include:
• Overnight accommodations/meeting spaces
• Food and beverage
• Activities
• Travel/transportation
• Speakers or coordinators

Your retreat plan should be able to fit on 1-2 pages.
The prospective event attendees will appreciate a plan, as will the retreat center. Knowing a
planner’s goals allows event site coordinators better serve the overall vision of the retreat.
Have a wonderful event!
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