
Request for Resources: Multi-Day Retreat 

Planning 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. As we prepare for our upcoming multi-day retreat scheduled 

for [Insert Dates], we are reaching out to seek your support in securing the necessary resources to 

ensure its success. 

Our goal is to create an enriching experience that fosters growth, collaboration, and reflection 

among participants. To achieve this, we kindly request assistance with the following resources: 

• Venue for [Insert Dates] 

• Catering services for [Number of Participants] 

• Materials and supplies for workshops 

• Transportation arrangements 

• Facilitators or speakers 

We believe your support can significantly enhance the quality of our retreat and contribute to its 

overall success. We would be grateful for any resources you can provide or suggestions for local 

providers. 

Thank you for considering our request. We look forward to your positive response. Please feel 

free to reach out to me at [Your Email] or [Your Phone Number] for further details. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


