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Retreat Planning Checklist
To conduct a successful planning session it is important for us to prepare in advance.  Here are a few items I would ask you to consider:

Pre-Retreat conference preparation:
1. It will be important to conduct a pre-retreat conference call at least 7 days before the event.  The Chief Executive Officer and the Chief Elected Officer will be asked to participate.  Final agenda development will take place after the conference call concludes.

2. It will also be helpful if you would forward (via e-mail or fax) the following information at least 14 days in advance:

__
Meeting location and exact time window, including breaks & lunch
__
Lodging facility and phone numbers (if necessary)

__
Any special issues that we will need to address during the event


Facility preparation:

1. The best retreat facility will be a room that will permit easy movement and accommodate groups at tables of 7.  Round tables are ideal but rectangular tables that will accommodate 7 will also work.

2. Depending on the program, we may need to have the space to conduct a PowerPoint presentation. The room may require electric; screen and set-up table.

3. Please be sure to discuss the heating/ air conditioning situation with conference coordinator.  Be sure that we can control the climate if necessary.

Checklist:

__
One flip chart with markers will be necessary for every 7 participants
__
Pads of paper with pens or pencils on each table

__
Name tags for participants with the first name in large type above full name

__
Projection screen (if necessary)

__
Projector table (if necessary)
__
Extension cords (if necessary)

__
Facilitator table (4’ to 6’ table)
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