So you’ve agreed to organize the next singles retreat… now what?
1. First off, THANK YOU! This retreat needs a team of organizers! But let me reassure you, it doesn’t take as much work as one might think to make this retreat a success. It just takes the determination to follow through on these few steps! There’s also a checklist at the end of this introduction which I found was a helpful tool to not forget a thing. Just make sure to talk to your team members and find one in the group who is responsible to coordinate the tasks.
2. It is important that you immediately talk to Roland Stengel about a date for the next retreat. He has a calendar of bookings and the times in fall and spring book up fast, so don’t waste any time nailing down a date.

Please note: Tina already made reservations for April 16th – 18th and September 10th – 12th of 2010.

3. Your next task is choosing a theme for the weekend. I always used inspiration from my personal spiritual life to help guide me in the right direction. It might help to choose a few instead of just one to let the speaker choose from, too. This step doesn’t necessarily have to be done before the next one, but it might help the speaker to feel like he’s committing to something that is already had some thought put in – which might make him feel more confident about the agreeing to be a part of it.

4. So next, find a speaker. Think of the men you’ve heard speak on other occasions, even consider some who aren’t “preachers.” Present him with the date you’ve chosen and the idea(s) for the themes and give him some time to think about it. Once he’s agreed, talk more specifically about the theme that will be used and how many lessons there will be, etc (refer to step 5). Keep in open communication with him throughout the planning process – it will help ease both your nerves to be familiar with each other and everything when you finally come together for the retreat. Start this step ealy, as it is not unusual to have to ask a few guys befor one has the time/desire to fill this role.
5. Plan the schedule. Included in this binder and on the disk are past schedules which were succesful to use as a reference. Or you can make up your own, although consider people’s expectations for what a retreat like this will be like. We’ve always got comments from people about how they really enjoyed the relaxed atmosphere of the weekend (and this is actually something I didn’t expect when I came to my first retreat, but what made me eager to attend more) so maybe you want to consider that in this step. It is important to get an idea of how the weekend will flow to communicate to the speaker how many lessons there will be/how long they will be.
6. Arrange for a couple people to be the cooks for the weekend. It’s important to choose a couple (or two people) who are reliable and responsible with such a large task. Cooking involves being able to shop on a tight budged for a specific amount of people as well as managing time to have meals prepared on schedule. It was important to me to choose people with experience. Make sure to ask around early as people’s schedule tend to fill up fast! And again, stay in touch with them throughout the planning process, reminding them of the dates and thankin for their willingness to serve. Give them an idea of how many will attend in the last two weeks before the retreat, and stay in contact with them as this number changes.
7. Publicize! Once the speaker, date and theme have been chosen, you are set to begin advertising about the upcoming weekend. Begin this step no later than two months before the set date! You want to reach as many people as possible with this information, so theearlier this is done, the better. 
When I was organizing some retreats in a row I found it really helpful to be done with the three “big tasks” like having a date set (booked the house), having a theme and finding a speaker for the following retreat at the same time I was organizing a retreat. That gave me the opportunity to prepare flyers for the retreat that was following the retreat I was actually planning so I could hand the invitations out at the upcoming retreat. 

Here comes an example if that was said too complicated: As soon, as I had the date, theme and speaker for a spring retreat, I would start to set up the date/think about a theme and find a speaker for the fall retreat in the same year so that I could prepare the “fall-flyer” and hand them out at the spring retreat. 
8. Interact dynamically with everyone who registers or shows interest. As we now have an email contact for those interested and registering it is much easier to keep things running. Only a few people do not have an email address themselves, so I have also recieved registrations by phone. Since I could bring the flyers of the following retreat to the current retreat I also got them back mailed to the given physical mail address. In all cases it is very important to give feedback to those who have registered saying that you have recieved their (e)mail and glad they are coming. Also, answering anyone’s questions promptly keeps the line of communication open between everyone and makes it easy for them to ask questions or feel more comfortable about coming. Not to mention that as the date nears some might email about (i.e.) the time they plan to arrive by train to “Gemünden,” and it is absolutely critical that you email them back that instant and correct their travel plans! (there are a couple towns in Germany called “Gemünden” as well as in that area, and the one we meet in is so small that the only public transportation that comes there is a bus. See document “Getting to Gemünden” for more information an how to travel to the retreat site.) My point is that obviously some emails will require an immediate reply, so it’s good to get in the habbit of immediately answering the emails that come in. It won’t take long, just do it!

9. Other necessary items are:

a. Setting the cost for the weekend:

All the costs consists of is about 11,50 Euro per night and per person, and then about 10 Euro (in 2008) per person for the meals (Friday night until Sunday noon = 6 meals). 
Don’t forget to add the costs for cleaning the house (the retreaters are requested to sweep well their rooms and all the rooms that were used and there are some people hired who will come afterwards to clean everything professionally). The costs for cleaning the whole house are 126,50 Euro. You can save money if you lock rooms you don’t need. Just check the list which is included to this binder.
Plus, I decided to charge a few Euro more so that we can keep the budget for scholarship to support those who can’t afford to pay (all or some of) the costs.

We’ve always found it better to make this a round number so that we don’t deal with having to give weird change back when people pay.

Make sure to mention 5 Euro more if bedding is rented from the facility.

b. Emailing Gerlinde about how many will come (1 week in advance)
c. Emailing cooks also about how many will come

10. Stay positive! The weekend is going to be great. Remember to take time away from the busy-ness to pray and refresh your own spirit. You are doing a great work for the kingdom of God by accepring this challenge of organizing!
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