Checklist to set up a Singles Retreat
Getting started
	 FORMCHECKBOX 

	Call Roland Stengel to book the Bibelfreizeitheim (+49 (0)69 6666 700) ASAP
	we already booked the Bibelfreizeitheim for
April 16th -18th 2009

September 10th – 12th 2009

	 FORMCHECKBOX 

	Choose a theme for the weekend
	

	 FORMCHECKBOX 

	Find a speaker
	

	 FORMCHECKBOX 

	Find a couple (or 2 people) to be the cooks
	

	 FORMCHECKBOX 

	Puplicize
	

	 FORMCHECKBOX 

	Check material (paper, pens, chalk for the blackboard etc) you might need
	

	 FORMCHECKBOX 

	Plan the schedule 
	

	 FORMCHECKBOX 

	Think about activities like 

Friday-evening get-to-know-games and Sat.-afternoon games/activities
	

	 FORMCHECKBOX 

	12 weeks in advance: mail hard copies of the information/flyers to congregations
	

	 FORMCHECKBOX 

	8 weeks in advance: email all (mailinglist)
	

	 FORMCHECKBOX 

	4 weeks in advance: 1st reminder (mailinglist)
	

	 FORMCHECKBOX 

	2 weeks in advance: last call (set deadline for one week in advance for the sign-up)
	

	One week in advance

	 FORMCHECKBOX 

	email some men to find/confirm song-leading (for worship & songs)
	

	 FORMCHECKBOX 

	confirm/find small group leaders
	

	 FORMCHECKBOX 

	set up small groups
	

	 FORMCHECKBOX 

	plan the rooms
	

	 FORMCHECKBOX 

	Email speaker number of small groups you set up so he will have enough hard copies provided
	

	 FORMCHECKBOX 

	Email the cooks about number of attendants
	

	 FORMCHECKBOX 

	Email Gerlinde about number of attendants and when you’ll arrive
	

	 FORMCHECKBOX 

	if people come by train, make sure you know when (where) they arrive
	


	Arriving Biblefreizeitheim 
(if you start the Friday-afternnon-check in at 5 p.m. you should be there at least at 3 pm)

	 FORMCHECKBOX 

	Hang up schedule sheets (+ decoration if existent)
	

	 FORMCHECKBOX 

	organize the pick-up team for those who come by train
	

	 FORMCHECKBOX 

	reassure men you asked about song leading

	

	 FORMCHECKBOX 

	reassure men you asked small group leading 
	

	 FORMCHECKBOX 

	ask somebody (a man) to organize the bonfire (collect woods etc.)

	

	 FORMCHECKBOX 

	Regular announcements


	· Set-up

· clean-up (un-/load dishwasher)

· Trash

· sound of the GONG 
· Sat. evening: Sunday-offering

	 FORMCHECKBOX 

	Final cleaning

	· Trash in rooms
· sweep each room
· sweep stairs

· sweep bathrooms (ladies/men)

· sweep office

· sweep dining room

· clean up kitchen

· trash in kitchen

	 FORMCHECKBOX 

	Final announcements

	· next retreat
· encouragement bags

	 FORMCHECKBOX 

	
	

	 FORMCHECKBOX 

	
	

	 FORMCHECKBOX 

	
	

	 FORMCHECKBOX 
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