Retreat Planning Guidelines

The Purpose Statement of Rocky Mountain Yearly Meeting Friends Women Retreat
1s:

e Provide an opportunity for Christian growth for the ladies of the yearly
meeting.

¢ Provide information about Friends mission fields.

e Provide for a weekend of fellowship for the ladies of the yearly meeting.
Attendance is not limited to membership of the yearly meeting or local Friends
Women societies.

Content of the retreat weekend is to be consistent with sound Biblical interpretation,
Friends doctrine, and supportive of Friends’ distinctives. The purpose statement
should guide the Retreat Committee in selecting the speaker and content of the retreat
weekend.

Organization

The Friends Women societies of the yearly meeting take turns in hosting the retreat.
Three years in advance of the retreat date, the Rocky Mountain Friends Women
(RMFW) President will contact the local meeting or pastor’s wife letting them know
that they are next in line for hosting.

The chairwoman of the retreat committee is named by the local FW group or church
and reported to the RMFW President.

The local chair must be a dues-paying member of Friends Women even if there is not
a local group. She will select other ladies to assist her in planning the retreat. She
automatically becomes a member of the RMFW Executive Committee for those three
years and reports to the committee on conference calls and at the annual business
meeting. Free registration for the retreat committee chair has customarily been
compensation for her 3 years of service.

The Retreat Committee should begin immediately to pray and consider perspective
speakers, workshops, and themes. Our retreat is traditionally held at Quaker Ridge
Camp (QRC) on the third weekend of September. Any change in time or place would
require approval of the RMFW Executive Committee.
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Timeline

1. Three retreat committees are operating simultaneously as each committee is
planning a different retreat. As each committee follows the timeline, the retreat
planning will progress and culminate in a worshipful and effective retreat.

e  Three years prior to retreat: The RMFW President notifies the church
that is next in rotation. The local society designates a chair and upon
her acceptance, communicates the name of the chair to the RMFW
President. The chair then chooses her committee. After prayer, a
theme is chosen. See information under Program for choosing a
speaker.

e  Two years prior to retreat: The Retreat Committee chooses a speaker.
This is also a good time to select sub-committees for hospitality,
prayer, finances, decorating, and other special activities planned.
Music team for the retreat should be confirmed at this time.

e  The contract for QRC is signed one year before the year being
planned by the retreat chair for the upcoming retreat and at that time
the cost for renting the camp is assigned. The chairman signs the
contract, and the treasurer will pay with check following the retreat.

2. One year prior to retreat: At the annual meeting of the RMFW at Quaker Ridge,
the retreat chairman will present the theme, speaker, and dates at the Friends
Women’s meeting. Once the contract with QRC has been signed, a “Save the
Date” magnet has been found to be helpful. With the cost of renting the camp
in mind, the Retreat Committee prepares a budget. Finance matters are included
in a separate heading. Workshop topics and leaders should be confirmed. The
committee should firm up the scheduling of events during the weekend.

3. By February, the Retreat Committee should be ready to work with a graphic
artist and/or printer in the design of the brochure for the retreat. The content of
the brochure needs to contain registration and cost items. The committee will
benefit by looking at the brochures from prior retreats in the Retreat Notebook.
Usually, 350-400 brochures will be sufficient and should be ready to be sent to
the churches by the first of June at the latest.

Some items to keep in mind as the retreat approaches:
e There is a notebook of retreat brochures and program booklets from

previous years. You should be given this notebook a year in advance if not
before.
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e The Silent Auction of handmade crafts has become an important event at
our retreat. Half of the proceeds from the sale are used to defray retreat
expenses if needed and the other half is given to the RMFW’s annual budget
for their mission project. You need to have ladies in place to receive the
items, monitor the sale, and collect the monies at the conclusion of the
auction.

e Be sure to make arrangements with QRC if the Retreat Committee is
arriving early to decorate. The camp may already have a group booked the
days prior to our booking so we must be flexible. No meals are provided by
the camp until the retreat begins. There will be an overnight fee for arnyone
spending the night.

e Assigning guests to rooms is a difficult process. The registrar from the
previous year’s retreat is a good resource to help with this. The pre-
registration deadline is needed to give enough time for the registrar to
receive the registrations and compile figures before the deadline imposed by
QRC for ordering food supplies.

e A Prayer Sub-Committee is important in planning and during the retreat.

e The program booklet you will give guests on their arrival should contain the
schedule, workshop notes, songs, speaker’s notes—again, looking at prior
program handbooks will be helpful.

e We extend an invitation to our Friends Women National President to attend
our retreat. Her registration is covered by the General Budget of RMYM
Friends Women, but she covers her own traveling expenses. Some have
invited the presidents from the other yearly meetings of Evangelical Friends
but usually without a response.

Program

The selection of a speaker is the responsibility of the Retreat Committee. After much
prayer for guidance in choosing this critical piece in the retreat, contact should be
made by the chairman. You might choose a speaker based on your theme or choose a
speaker and ask her for suggestions as to a theme. You will need to work out details
with her regarding an honorarium and airfare if necessary. Many speakers do not have
a set amount for an honorarium so usually $100/service is minimal. Her registration
cost should be included in your budget. Periodic contact by e-mail or phone with the
speaker will help to alleviate miscommunication.

Workshop leaders might come from within your church, or you may contact outside
personnel. When dealing with spiritual topics it is important that the workshop leaders
be supportive of Friend’s doctrine. Experience has shown that some ladies like
workshops with teaching on Christian living and some prefer lighter topics like craft
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projects, health topics, or money issues so it is good to have a balance. If there will be
traveling expenses, registration or an honorarium for the leader, this must be included
in your budget. If you are using someone who attends retreat or is from your church,
there may or may not be compensation.

Selection of musicians and other support personnel is left to the discretion of the
Retreat Committee. Musicians may be given a token honorarium and/or assistance
with the registration costs. Friends Women own some audio equipment like
microphones, stands, sounding board, and speakers. These are stored at Quaker Ridge
Camp. Presently we are going to use our treasurer to receive the registrations and
payments. You will need to appoint your own registrar to receive the information of
each person that has registered, assign rooms and roommates and let your workshop
leaders know how many to expect to attend their workshops.

Experience has taught us to request that no babies or children under the age of 16 be
allowed at the retreat. Separation from the duties of home allows the mothers and
others who are in attendance to enjoy all the retreat has to offer. This should be
printed in the brochure. If you choose to accommodate babies, living arrangements
and babysitting arrangements need to be in place.

Registration brochures should include information that pets are not allowed on the
grounds. Also include information about the Silent Auction and an introduction to the
speaker.

Budget*

One year before the date of your retreat, you will meet with the Guest Services
Representative at QRC to sign a contract for your retreat usually during the current
Women’s Retreat or at the Summer Gathering. The RMFW Treasurer will send in the
required deposit for the date of your retreat year to /Quaker Ridge according to the
meals your group has decided to offer during the retreat.

The Guest Services Representative will give you a price per person for the weekend.
Clark Lodge and Turner Lodge have different rates because rooms in Clark are
provided with bedding (for the queen and double beds only) and they have private
bathrooms. Bedding for the bunk beds in Clark and for the beds in Turner is charged
an additional fee for bedding and towels. It seems to be easier to just advertise that no
bedding is provided in Turner and Kinser guests will bring their own sleeping bags.

Some expenses for the retreat are the same no matter how many guests you have. This
would be your speaker, musicians, publicity, and decorations. Since it is difficult to
predict the number of ladies who will attend, it is best to be conservative. You can
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check the number from previous years but planning for 75-80 is a safe number. Using
the price/person from your contract, you add what your program will cost to get the
registration price. You will be sent a worksheet to use. You will also be sent the
Retreat Notebook with an example of budgets and past retreats

* The RMFW Treasurer will reimburse all expenses within the budget amount of
$3,000. It has proven to be important to keep those funds in a separate account instead
of sending you the bulk amount. Once the accounts have been settled from the
previous retreat funds, the budgeted funds will be available to be used. With your
committee, decide how you want to budget the money—speaker, music, publicity,
decorations, snacks, workshops, special guests, and anything special you might want
to include. This budget should be submitted to the RMFW President by January 15 of
the year of your retreat. After your retreat, the treasurer will be asked for an
accounting of the $3,000 in the budget for your retreat. It would help her if you and
the ladies that are submitting receipts for reimbursement after the retreat use the
approved form the President will send you. This form and the guidelines are also
available on Friends Women — Rocky Mountain Yearly Meeting (rmym.org)

* Theses sections of the planning guidelines are being rewritten by members of
the Executive Council to be up to date with the details in the previous
paragraphs about the budget

Revised 2026


https://rmym.org/resources/friends-women-2/

