
Winter Retreat Logistics Coordination 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Winter Retreat Logistics Coordination 

Dear [Recipient's Name], 

I hope this message finds you well. As we prepare for the upcoming Winter Retreat scheduled 

for [Insert Dates], I wanted to touch base regarding the logistics to ensure everything runs 

smoothly. 

Important Details: 

• Location: [Insert Location] 

• Arrival Time: [Insert Time] 

• Transportation: [Insert Transportation Details] 

• Accommodation: [Insert Accommodation Details] 

• Meals: [Insert Meal Plans] 

Volunteer Coordination: 

Please confirm the volunteers who will assist with check-in, setup, and activities. 

Additional Items: 

Kindly review the attached checklist and let me know if there are any items we may be 

overlooking. 

Thank you for your cooperation and support in making this retreat a memorable experience for 

all. I look forward to hearing from you soon. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


