
Team Retreat Preparation Checklist 

Date: [Insert Date] 

Location: [Insert Location] 

Agenda 

• Define the retreat objectives 

• Create a detailed itinerary 

• Plan team-building activities 

• Prepare presentation materials 

Logistics 

• Book accommodation 

• Arrange transportation 

• Order meals and snacks 

• Prepare necessary equipment (projectors, whiteboards, etc.) 

Team Communication 

• Send out invitations 

• Share the agenda with all participants 

• Establish a communication channel (e.g., group chat) 

Follow-up 

• Collect feedback after the retreat 

• Schedule a follow-up meeting 

• Document key takeaways and action items 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company] 


