August 15, 2010

Dear Pastor’s Wife,

I have enclosed an information sheet for our upcoming November 12-14, 2010 Women’s Retreat entitled [theme and theme verse]. We are blessed to have [speaker’s name] as our guest speaker this year.  Please keep [speaker’s name] in prayer as she prepares to share God’s Word with us.

We wanted to remind you of the policy regarding out of town [church] registration.  If you will be joining our women’s retreat this year, please read this carefully.

Out of town churches will completely handle their own registration.  You will note that we left a blank for you to fill in your own cut-off date.  Please set your date keeping in mind that we must receive your entire list of women who will be attending and full payment by October 17th, 2010. After that date, if our church office has not received your registration, we will assume that you have no ladies coming.  
 Our cancellation policy for out of town churches is as follows:

· You will handle cancellations prior to October 17th in your own manner.

· Because [church name] is responsible for all rooms reserved, each church will have to guarantee payment for all the rooms that they have reserved.  This means that if a woman from your church cancels after October 17th (after which time we have her name and total payment), we will not be able to refund any of that payment.  If you are able to find another woman to fill the space that you reserved, you must confirm the change with us before the retreat begins.  We will need the names of any new ladies coming for the rooming list.

We hope and pray you will be able to join us!  Please call our church office @ 

[phone number] or [another contact] if you have any questions.

In His Love,

[name], Women’s Ministry

[name], Retreat Coordinator

CALVARY CHAPEL OF DALLAS/PLANO

PLEASE DON’T MISS THE CUT-OFF DATE!
