
Request for Support: Multi-Day Retreat 

Planning 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request your support in planning a multi-day 

retreat scheduled for [insert dates] at [insert location]. Our goal for this retreat is to [insert 

purpose/goal of the retreat], and we anticipate [insert number] participants attending. 

To ensure a successful and impactful retreat, we would appreciate your expertise in the following 

areas: 

• Facilitating workshops and discussions 

• Logistical arrangements, including accommodations and meals 

• Developing a structured agenda that aligns with our objectives 

We believe your experience will greatly enhance our planning and execution. If you are 

available, we would love to set up a meeting to discuss this further and explore how we can 

collaborate effectively. 

Thank you for considering our request. I look forward to your positive response. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


