TCVC RETREAT REGISTRAR INSTRUCTIONS

updated by Joanne Skarjune August, 2008
              Contacts are on final page

Preparation

· As registrar, your name and phone number will be publicized on the TCVC website, the Grassroots Dhamma newsletter, the Inquiring Mind, and possibly other regional newsletters.

· TCVC asks that you use retreats@tcvc.info for email communications.  Go to email.secureserver.net to access this account.  Ask the webmaster/email coordinator for the password (see final page for contact).

· You may decide to have registrations mailed directly to your home address, or to the TCVC PO Box.  If you decide to have the registrations mailed to your home address, you still need to check the TCVC PO box before and after the due date for registrations.  Our PO Box is located at 2811 University Ave SE in Minneapolis.  The phone number is (612) 378-0625.  Coordinate with the mailbox volunteer (see final page) to ensure that the mailbox is checked.

· Retrieve registration box (see final page), which includes: 
--  Key to TCVC PO box
--  Bank deposit slips
--  Stamp for endorsing retreat checks
--  Copies of the email communication and “Important Retreat Information” documents used for confirmation.  (Joanne Skarjune  (jskarjune@hotmail.com) will email you these documents.)

· Extra newsletters are at Common ground.  People can also download the newsletter from the website (www.tcvc.info under the NEWS tab).

· Contact treasurer (final page) to determine 
-- Amount of money available for scholarships
-- List of people who have already received scholarships in the calendar year
-- Any special instructions regarding scholarships for the retreat
-- Registration fee for weekend and full-time (retreat fee for resident staff)

· Obtain contact information for the retreat manager.  If you have any questions regarding registration, the retreat manager is your first point of contact and should be kept informed of any issues that arise during the registration process.  Copy the manager in any email communication that is not routine.  

· If there is a question regarding the suitability of a person for the retreat, usually in regards to age or psychological problems, notify the manager.  It is the manager’s responsibility to confer with the teachers if necessary.

While it’s good to encourage people to attend the retreat, if people express their uncertainty a few times, it may be best to support them in waiting until they feel more comfortable or to just do the weekend.  It has been our experience that people who voice their concern about doing the retreat are likely to have problems at the retreat and may need to leave early.

If you need further support, contact anyone on the TCVC contact list (final page).

· TCVC does not accommodate people who are not participating in the retreat, such as young children.  People who need medical assistance may bring along an attendant.

· Minors under 18 years of age must be approved by the teacher and accompanied by a parent or legal guardian.  (Policy 7/2008)

· In the interests of maintaining the retreat container, yogis are required to reside at the retreat center for the duration of the retreat.  They are free to leave the retreat at any time, but cannot return.  There is no part-time participation or commuter option.  Residents and staff at the retreat center may participate in the retreat on a full-time basis, and are also invited to join the group for the 9 AM sitting with instructions, metta sit and evening dharma talk. (Policy 7/2009)

· The TCVC board appreciates your service and supports you in setting boundaries for yourself regarding special requests, especially requests that come in the last week of the retreat that require a policy decision by the board, special fees for the participant, extra work for the retreat center and/or approval by the teacher(s).  TCVC doesn’t expect you to accommodate every request you receive and to also consider the energy of other people involved.

· Contact the retreat center to determine:
-- Capacity at retreat center including what accommodations are available for the retreat.
-- Due dates for preliminary and final retreat registration information.  We usually keep the Christine Center with aggregate counts around the due date at the latest.  A list of names is usually cent to the Christine Center ten before the retreat. For a Friday start, that would be the Wednesday morning of the previous week.
--For Christine Center, let them know what the registration fee will be for resident staff at the center—this is the registration fee only provided by the treasurer (see above).  Christine Center staff must register for the retreat; late fees apply.
Christine Center email:  christinecenter@ceas.coop
Email communication
· Online registration communication is handled through the retreats@tcvc.info email address.  Go to email.secureserver.net to access this account.  Ask the webmaster/email coordinator for the password (see final page for contact).
· You are responsible for monitoring this email at least twice a week; it’s recommended that you monitor on a daily basis the last month before the retreat.  Be sure to check the BULK MAIL folder.  Many inquiries end up here.
· When sending out a mass email to retreat participants please BCC all email addresses or distribution lists to protect the yogis’ privacy.
· It’s helpful (but not required) to save the yogi’s last name, first name and email address in the address book (which should be empty except for the board members).  It’s recommended that the email addresses be added to the group, Retreat Participants, which makes it easy to send out information about the retreat to everyone.  You may also want to use the First Time and Weekenders groups to make it easy to do a mass mailing.

Don’t delete the email addresses.  The email coordinator will use this data to update our enews lists and clear out the data before the next registrar takes over.

If you don’t want to use the address book, that’s totally OK too.
· All registration confirmations are usually done via email; a request for postal confirmation is rare.  The boilerplate text for the following communication is found near the end of this document.  (The text for these are in the process of being updated, but will be ready shortly.  The Initial Confirmation is good to go.)
1.  Initial Confirmation:  This confirmation should be made soon after the check is received.  Fulltimers are confirmed immediately.  Weekenders must wait until the due date for final confirmation to give fulltimers priority in the rare event that the retreat should fill with fulltimers.
2.  Final Confirmation for Weekenders.  Sent to all weekenders soon after the due date.
3.  Information about the Retreat.  Sent to everyone soon after the due date.
4.  Nice to do:  First-timer special email.  Sent to all first timers around the due date.  This could also be sent individually to each first-timer when they register.
5.  Final Information about the retreat.  Sent to everyone ~5 days before the retreat.
Registration

· Registrations are accepted on a first-come, first-served basis.  Full-time participants receive priority registration.  (See Confirmation section below.)  Choose a method for determining the order registrations were received, especially for the part-timers.  You may simply save the envelopes for this.

· Late registrations are accepted.  There is no firm policy regarding the date after which registrations are not accepted, but generally it is the Tuesday prior to a Friday start date.  Honor the requests of the retreat venue regarding the final day for late registration. 

· Registrations received after the Tuesday before a Friday start date must be approved by the manager.  (Policy July, 2009)
Scholarships

· Scholarships are awarded on a first-come, first-served basis for up to the amount specified in the retreat newsletter.

· Scholarship requests must be accompanied by a short description of the person’s financial need and be received by the due date for the retreat.

· Individuals may receive one scholarship per calendar year.  (Policy 7/2008)
If there is any question regarding eligibility, check with the treasurer.

· Report back to anyone who has requested a scholarship with their status.  Part-time scholarships cannot be confirmed prior to the due date because before this time because they cannot be confirmed at all.  It is uncommon for the retreat to fill, so feel free to let part-timers know that their scholarship, as well as their registration, will most likely be confirmed. 
Foreign Checks

For persons registering from another country, such as Canada, have the check-writer add the words "US Dollars" after the amount in letters on the long line. When specified this way, the foreign bank handles the exchange and any fee. 

For our winter 2008 retreat a Canadian did not specify “US Dollars” and their $470 Canadian became $442 American dollars as a result.

Late Arrivals

· All retreatants are encouraged to arrive for the beginning of the retreat and to stay for the duration.

· First-timers must arrive in time for the beginning of the retreat.

· People who have attended at least one TCVC retreat are allowed to arrive in time for the 9AM sit the morning following the opening of the retreat.

· Exceptions to the late arrival policy must be approved by the manager.  The manager is responsible for communicating with the teachers, should that be necessary.

· Communicate any late arrivals with the manager and retreat center.  The manager will communicate with the teacher regarding late arrivals and early departures.

Early Departures

· People are free to leave the retreat early, however there is no refund of the retreat fee for early departure.

· Communicate planned early departures with the manager and retreat center.  The manager will communicate this to the teacher.
Confirmations

· Full-time participants may be confirmed via email or US Mail upon receipt of their registration.

· Part-time participants may be confirmed on a first-come, first-served basis after it is determined that all full-time registrations received by the due date have been confirmed.  It is nice to send an acknowledgement of this.

· Confirmation may be made by email or US Mail.  See final page for TCVC volunteer who will provide the sample email content and confirmation documentation.
Cancellations

Cancellations are an inevitable part of the registration process.  TCVC leadership encourages a fair and consistent implementation of the cancellation policy.

· TCVC charges a $25 cancellation fee prior to the point in time when the retreat center charges a cancellation fee.  If the retreat center has received the person’s name and charges a cancellation fee, only this fee is passed on to the participant.

· If the cancellation occurs before the registration check has been cashed, deposit the check prior to notifying the treasurer of the cancellation.  

· Provide the TCVC treasurer:
--  Amount of original check received, amount to be refunded, amount of cancellation fee, any dana amounts or late fees included in the original check
--  Name and address of person to be refunded

Record Keeping

· It is helpful to use an excel spreadsheet to track registration information.  TCVC will provide a spreadsheet that has been used for this purpose.  The spreadsheet has four tabs:  Retreat, Deposits, Housing Form and Rides.  As registrar the “Retreat” spreadsheet is almost always used.  The “Deposit” sheet and “Rides” are often used.  Housing Form is a sample of what you should receive from the Christine Center.  

The following is a list of columns used on the “Retreat” tab:
-- Last Name
-- First Name
-- Address (hide after everyone input)
-- Room Assigned (hide at beginning)
-- Male/Female (Total)
-- 1st Timer (Total)
-- Full Time/Weekend (Total)
-- Room/BYO Tent/CC Tent/RV (not necessary for winter retreats) (Total)

-- Phone number
-- Email
-- Email vs. US Post confirmation
-- Deposited? (check if yes)
-- Check Amount (Total)
-- Retreat Fee (Total)
-- Late Fee (Total)
-- Unspecified Dana (Total)
-- Scholarship Dana (Total)
-- Operations Fund Dana (Total)
-- Scholarship Awarded (Total)
-- Youth Scholarship Awarded (Total)
-- Scholarship confirmed (indicates communication to scholarship recipient)
-- Cancellation Amount Refunded (Total)
-- Cancellation Fee Retained (Total)
-- Needs a ride
-- Can give a ride
-- Volunteers to help at retreat
-- Notes (Use to document special dietary or other needs, or anything you like)


Bank Deposits

· Checks for confirmed full-time participants can be deposited at any time.  Do not deposit checks for part-time participants before they are confirmed. (Wait until after the due date to confirm any part-timer in case the retreat happens to fill with full-timers.)  It is convenient to make the first bank deposit just after the due date.

· At the end of the retreat, email the registration spreadsheet to the treasurer so that they have full information regarding the allocation of the funds received as follows:
-- Retreat fees
-- Unspecified fund dana
-- Scholarship dana
-- Operating fund dana
-- Late fees
-- Cancellation fees


Coordinating Rides

Rides are coordinated by connecting people who indicated that they need a ride with those who offered to give a ride.  If there are not enough people who have offered to give a ride, you may need to ask other retreatants.  In general, try to match people up with others who live (or work) in the same vicinity.  It’s best to coordinate rides soon after the retreat due date.  Encourage people to arrange their ride home before the opening day of the retreat.

Room Assignment

The registrar is responsible for assigning rooms, when necessary.  Rooms should be assigned on a random basis, with the following guidelines:

· The teacher(s) and manager should have a room of their choice.  The teacher should not share a room.  If the retreat is filled to capacity and there are no single rooms, the manager is asked to share a room with a part-timer.

· Anyone who has special needs should be accommodated.  Be careful to distinguish between need and preference.  
Guest House #6 is usually chosen for those with chemical sensitivities.

· Ensure that couples and anyone else requesting a specific roommate are not assigned to the same room.  Tents should have one person only.

· Assign first-timers to out-lying cabins with old-timers when possible.  Avoid putting first-timers in the same cabin if possible.

· Full-timers are given priority for modern cabins.

· At the Christine Center, the guesthouse should be filled with full-timers.  The rest of the cabins should be a mix of full-timers and part-timers.  In the winter it saves Christine Center utility bills when less cabins are in use for the full-time retreat.

Not all cabins at the Christine Center are equally winterized.  Guadaloupe and Uriel are winterized.  The maintenance staff said additional cabins would be winterized soon.  Ask the Christine Center for a list of newly winterized cabins and prioritize accordingly.

Rustic cabins Power-wood and the Barn should be used last.

After assigning the teacher, manager and those with special needs, it is helpful to determine the number of men/women, full/part-timers that need to be assigned and pencil these in to the available room slots (Female FT1, FT2…, Female PT1, PT2…, Male FT1, FT2…, Male PT1, PT2…).  After this has been done, the actual names may be pulled from the registration list accordingly.  Working systematically through either list in the assignment process is sufficient randomization.  It’s an idea to work backwards from the end of the alphabet so that the same people don’t always get the same accommodations.

Exceptions to the assignment policy set precedent for future retreats.  Your follow through in honoring the random assignment results in less requests for preferential treatment, simplifies the work for our registrars and helps build confidence in the integrity of the organization.

Before the Retreat

· Prepare a spreadsheet for the retreat venue that includes the following information:
-- Last Name
-- First Name
-- Room Assigned
-- Male/Female
-- 1st Timer
-- Full Time/Part Time
-- Room/BYO Tent/CC Tent/RV (not necessary for winter retreats)
It is nice to make this available for the manager also for check-in.  This list is easiest to work with if sorted by Last Name.

· Send a list of retreatants to the retreat center by the due date.  Avoid sending the list early, as anyone who cancels after the center receives their name forfeits 50% of their room and board fee.
Send a summary of the special dietary needs to the retreat venue.

· Provide the treasurer with the master spreadsheet as described under Bank Record Keeping and Bank Deposits.  (The treasurer usually pays the balance owed on the first day of the retreat.)

· Share the excel spreadsheet(s) with the manager.  The manager will want to know who has volunteered and may want to help create the spreadsheet for the teacher, check in, and themselves.  

· It is nice to prepare a spreadsheet for the teachers, sorted by 
-- Full Time/Part Time
-- Last Name
-- First Name
Include the column for 1st Timer and a blank column for comments.


Miscellaneous End-of Retreat Tasks

· Submit any phone, postage and copying expenses you incurred to the TCVC treasurer for reimbursement.
· Provide the treasurer with any updates to the master spreadsheet along with all bank deposits and items listed under Bank Deposits above.
· Send retreat registration forms to Mailing List update person so that everyone who attended the retreat will be added to the TCVC mailing list.

· Throw away scholarship request letters.

· Return Registrar box to storage volunteer (see final page).  Optionally, pass the registration box on to the next registrar.

· Pat yourself on the back for a job well done and know that the TCVC community so appreciates your service.  THANK YOU!

Initial email confirmation for registrations 

Make overall changes to the letter updating the <text> appropriately.

Fulltime simple—remember to change room to tent, et. al.

Dear <yogi>, here's your confirmation for fulltime registration for a room at the TCVC retreat with <teacher> <date>.  We'll be sending you more detailed information about the retreat, including directions to Christine Center, the <timeframe>.

Please notify the registrar as soon as possible if you need to cancel.  TCVC retains a $25 late fee for cancellations received after the registration due date.  The Christine Center charges 50% of room and board for cancellations received less than two weeks before the retreat.

If you have any questions or concerns, please don't hesitate to send an email or give me a call.
<your name>, retreat registrar
<your phone>

PS  Here’s a link to our newsletter <link to pdf on website>  If you know of others that may be interested in attending the retreat, we appreciate your spreading the word.
Weekend simple—remember to change room to tent, et. al.

Dear <yogi>, here's to confirm that we received your registration for a weekend room at the TCVC retreat with <teacher> <date>.

Because full-timers have registration priority, we can't confirm your registration until the registration due date <date>.  In previous retreats everyone who registered by the due date has been able to attend, so it’s most likely that you will be confirmed.  Provided you are confirmed, we'll be sending you more detailed information about the retreat, including directions to Christine Center,<timeframe>.

Please notify the registrar as soon as possible if you need to cancel.  TCVC retains a $25 late fee for cancellations received after the registration due date.  The Christine Center charges 50% of room and board for cancellations received less than two weeks before the retreat.

If you have any questions or concerns, please don't hesitate to send an email or give me a call.

<your name>, retreat registrar
<your phone>

PS Here’s a link to our newsletter <link to pdf on website>  If you know of others that may be interested in attending the retreat, we appreciate your spreading the word.

Scholarships

Your scholarship request is granted.
I'm confidant that we will also be able to confirm your scholarship request, but that will also need to wait until the due date.
Newcomers

There will also be a special orientation for newcomers the opening night of the retreat.

Helpers/Dana
Thanks so much for your offer to help set up or clean up.

Thanks so much for your generous donation to TCVC.

Offering a Ride/Need a Ride

Thanks so much for offering a ride.  In <timeframe> I’ll share your contact information with others who need a ride in your area.

In <timeframe> I’ll share your contact information with others who have offered a ride in your area.

Special needs

We’ll be sure to pass on your dietary needs to the Christine Center.

Mass email confirming weekenders

Make overall changes to the letter updating the <text> appropriately.

Joanne will insert updates by mid-September 2009

Special Email for 1st timers (optional)

Joanne will insert updates by mid-September, 2009

Main confirmation for registrations 

You can send this email immediately after the due date.  The email text is a sample, you can personalize it if you’d like.  Be sure to copy the entire informational text that follows the letter.  

Dear retreat participants, the following is some important information about the upcoming TCVC retreat with <teacher> on <dates>  We urge you to read this information carefully, especially if this is your first retreat--or first retreat with TCVC.
One thing we'd like to emphasize is that there are a number of people with chemical sensitivities.  Please be sure to bring unscented or very mildly-scented shampoo, conditioner, soap and other personal products.
As always, just let me know if you have any questions or concerns.  Looking forward to practicing with all of you,
<your name> (<your phone number>)
PS  We still have space available at the retreat if you know of others who are interested.  
Twin Cities Vipassana Cooperative Important Retreat Information

*** Please read before you depart for the retreat ***

Cancellation Policy 

Please notify the registrar as soon as possible if you need to cancel.  TCVC retains a $25 late fee for cancellations received after the registration due date.  The Christine Center charges 50% of room and board for cancellations received less than two weeks before the retreat.

Christine Center

Directions to the Christine Center in Willard, WI are found at http://www.christinecenter.org/directions.shtml

Here's the best route from Minneapolis/St. Paul

Take I-94 East 75 miles to Hwy 29 East (Exit 52)

Take Hwy 29 East 48 miles to Thorp (Exit 108)

Go right (south) on Cty Road M for 15 miles

Go left (east) on Cty Road GG for 4 miles

Turn right (south) on Hwy G for 3 miles

Go right (west) on Mann Road to center on your right

Here is an alternate route from Minneapolis/St. Paul through Osseo

Take I-94 East to Osseo, Wisconsin (Exit 88)

Go left (east) on Hwy 10 for 15 miles

Go left (north) on Clark Cty I for 15 miles

Go left (north) on Cty G for one mile

Turn left (west) on Mann Road to center

Here's directions from Madison

Take I-94 West to Black River Falls

Exit on Highway 12/27 and head north to Highway 10

Turn right (east) on Highway 10

and immediately left (north) on Cty I for 15 miles

Turn left (north) on Cty G for one mile

Turn left (west) on Mann Road to center

Please Note:  Under normal circumstances, it is a 3-hour drive from the Twin Cities to Christine Center.  Road construction and heavy traffic often extend drive time to the Center, so please plan accordingly. 

Please do not contact the Christine Center regarding TCVC retreat arrangements.  You may provide the Christine Center’s phone number (715-267-7507) for emergencies only.

Retreat Schedule, Including Arrival and Departure Times

All retreat participants need to check-in between 3:00 and 7:00 pm on Friday.  An evening meal is provided at 6:00 pm.  The retreat and noble silence begin after the meal.  After the opening talk, a brief orientation will be provided for those who are new to the retreat center or the practice.

The weekend retreat ends after the noon meal on Sunday.  Weekenders are welcome to stay until 5:00 pm.  (The Sunday evening meal is not included in the weekend retreat.)  The full-time retreat ends after the noon meal on the final day of the retreat.

The retreat schedule includes meditation instruction, alternating periods of sitting and walking meditation, an evening talk by the teacher and meals.  In addition, you may meet periodically with a teacher, either as part of a small group or individually.  You’ll be asked to work about 45 minutes each day at tasks such as chopping vegetables, washing dishes or cleaning.  These jobs are assigned on a first-come, first-serve basis when you check in.

Please Note:  Exceptions to retreat arrival times must be approved by the retreat manager prior to the retreat.

Accommodations and Meals 

Accommodations at Christine Center are shared with one or more people and vary from modern rooms to cabins without plumbing.  Some cabins are up to a ten-minute walk from the meditation hall.  Room assignments are made on a random basis with the exception of those with accessibility or medical needs.  In order to treat everyone fairly and to care for the container of the retreat, accommodation preferences and roommate requests are not considered when assigning rooms.

Vegetarian meals at the Christine Center are served buffet style.  If you have special dietary needs, please be sure these have been communicated to the registrar prior to the retreat.

What to Bring 

Come prepared for the outdoors:  flashlight, sturdy walking shoes and/or boots, rain or snow gear, warm coat, umbrella and/or sunhat.

Clothing:  Bring loose fitting, comfortable clothing for sitting and outer wear for walking out doors.  You may want a blanket to put over your shoulders or on your lap while meditating.

Essentials:  You should bring an alarm clock, shampoo, toothbrush and other personal toiletries.  Bring earplugs if you are a light sleeper.  Towels and bed linen are provided, unless you are staying in a tent or RV.

Please Note:  Please do not wear or bring strongly scented lotions, soaps, shampoos, perfumes, incense, essential oils or aromatic balms.  There are people in our community with severe chemical sensitivities. 

Meditation cushion, bench, and zabuton: The Christine Center has meditation cushions, benches and floor pads, but not enough for the whole group.  Bring your own if you can. Chairs are also available in the hall for sitting.

Dana (Generosity) 

In the days of the Buddha, the teachings were considered priceless and were thus offered freely.  Early teachers received no payment for their instruction.  The lay community, through voluntary generosity, provided monks and nuns with food, clothing, shelter and medicine.

Continuing this tradition today, the teachers do not ask for any payment for leading a retreat.  They are supported by voluntary contributions from retreat participants.  The fee you paid for this retreat covers the cost of your room and meals, use of the facility, administrative costs, and the teacher’s transportation, room and meals.  At the end of the retreat, retreatants will have the opportunity to practice dana, or generosity, by offering a voluntary donation to the teachers.  There is no suggested amount; each person gives what feels right.

Beyond this practical dimension, dana also plays a crucial role in spiritual life.  Generosity is the first of the ten paramis, qualities of character to be perfected in spiritual life.  The very act of giving benefits the person who gives, as it opens the heart, lessens self-absorption, and serves the well being of others.

Noble Silence 

Retreats are held in what is traditionally called “noble silence.”  Stilling the voice and the body helps quiet the mind and fosters conditions in which insight can arise.  Accordingly, we ask you not to read, keep a journal, receive mail or email, use the telephone, or communicate with other yogis—verbally or non-verbally.

Please do not plan to make or receive phone calls during the retreat except for emergencies.  Before the retreat, take care of personal and business affairs, or arrange for a friend or associate to do so in your absence.  During the retreat, there will be a bulletin board for necessary communications with the teacher and retreat manager.

Five Training Precepts 

We ask that you observe the tradition and spirit of the Five Training Precepts during the retreat.

· Not to harm any sentient being—even an insect; instead, to respect all life.

· Not to take what is not freely given: neither to steal nor to borrow without consent.  To accept what is offered without trying to change it in any way.

· To abstain from sexual activity during the retreat.

· Not to harm another through speaking: not to lie, gossip, or use harsh or hurtful language.  On retreat, this means observing noble silence.

· To abstain from alcohol, drugs, or other intoxicants.

For further information, please contact the registrar or visit our website at www.tcvc.info

Confirmation for 8-precept registrations 

Email Text.  Modify items in bold for each retreat.  Delete the 1st bullet regarding 8 precepts if not applicable.  A separate document (TCVC Retreat confirmation info <location>.doc) has more extensive information to be attached and copied below this email.  The TCVC Retreat Confirmation Info.doc can also be mailed via US Post.

Dear retreatant, 

This email serves as your confirmation for the TCVC Meditation retreat with Ajahn Punnadhammo.  You are confirmed for the full retreat, February 1—9.
Attached and copied below is a document that provides important information regarding the retreat.  PLEASE READ THIS BEFORE YOUR DEPARTURE.  We would like to emphasize the following:

· We will be taking the Eight Precepts for this retreat.  As part of this training you are asked not to eat before sunrise or after the midday meal.  A light broth or fruit juice will be served in the late afternoon.  If you have a physical condition, such as diabetes, which makes it medically necessary for you eat after noon, please contact the registrar so that your needs may be accommodated.

· Under normal circumstances, it is a 3-hour drive from the Twin Cities to Christine Center.  There is often heavy traffic on Friday afternoons, so allow yourself ample travel time to arrive between 3—6 PM.  An evening meal will be served at 6 PM on the opening night.

· Exceptions to retreat arrival time must be approved by the retreat manager prior to the retreat.

· The weekend retreat ends after the noon meal on Sunday.  Weekenders are welcome to stay up to 5 PM on Sunday.

· There are several people in our community with severe chemical sensitivities.  Please be sure to bring unscented toiletries, and refrain from using scented lotions, soaps, shampoos, perfumes, incense, essential oils or aromatic balms.
Please do not contact the Christine Center directly about arrangements for the retreat.  However, if you encounter problems while traveling to the retreat, you may contact the Christine Center (866-333-7507 is Toll Free) and ask to speak to the TCVC retreat manager, Robert Reed.
We will be contacting you individually if you have volunteered to help at the retreat (thanks so much!) or need/have offered a ride to the retreat.

If you have any questions, please feel free to call or email.  Looking forward to seeing you at the retreat,

Joanne Skarjune, retreat registrar
612-724-9357

Sample of pre-retreat Confirmation (Christine Center--Summer)

Change text as appropriate for the season (i.e. no need to mention sunhat & camping in the winter)

Dear retreatrants, Just some final reminders and information before the retreat...

Forwarded is the main informational message sent previously that we ask you to read.  This email includes driving directions for most of you as well as the retreat opening and closing day schedules.

It doesn't look like too much road construction coming from Minneapolis/St. Paul, but perhaps some lane closures coming from Madison.  I'm not too great at reading these maps, but if anyone has a heads up or crucial road closures, please reply and I'll make sure it gets out to the group.

http://www.511mn.org/default.asp?area=TC_Metro

http://www.511wi.gov/web/map.aspx?region=winterroads&show=1 --click on the yellow hat road closure icon 

The Christine Center phone number is 866.333.7507.  You may want to leave this with your family in case of an emergency.  If your arrival is delayed, you can also call the Christine Center to let us know.

Please be sure to handle all communication before the retreat.  Do not plan to make or receive phone calls or email during the retreat except for emergencies.

Many people will be staying in cabins, so be sure you have a flashlight, rain gear and sturdy walking shoes.

Some additional (optional) items:  alarm clock, watch, umbrella, favorite tea, water bottle, sun hat, sitting cloth/blankets.

TCVC and the Christine Center provide some sitting cushions and benches but not enough for the whole group--bring your own if you can.  Chairs will be available in the hall.

Sheets and towels are provided with rooms.  Tenters and RV folks need to bring their own.

Bring unscented toiletries.  Try to avoid using fabric softener or scented detergents, and avoid perfume and cigarette smoke before the retreat.  These scents linger on clothing and are irritants for those with allergies and chemical sensitivities.

If you have requested a ride and this is not yet arranged--or you have any other questions or concerns--please call or write. 

Please note that no one will be monitoring this email starting Friday through the retreat.

On behalf of the TCVC organizers, wishing you all a safe trip and wonderful retreat,

<your name> <phone>

Sample of pre-retreat Confirmation (Villa Maria--Summer)

Hello everyone,

The time is finally here when we will all be gathering at Villa Maria for the retreat with Steve Armstrong and Kamala Masters. Many people have been working to prepare for the group, just as all of us as individuals have been preparing to take this special time away from our everyday activities to look more deeply into our minds, hearts and lives. We are excited to begin this journey together, and look forward to meeting everyone tomorrow.

Just a few reminders, once again:

The Meditation Hall is not carpeted. Please bring your own zafu (sitting cushion) or sitting bench, and zabuton, floor cushion or thick blanket to go underneath it. Chairs are also available in the meditation hall. Bring a shawl or blanket if you think you might need it for warmth while sitting.

Please bring: Your own water bottle; a mug or cup if you wish to carry hot drinks out of the dining hall; your own teas if you want since the selection may be limited; flashlight to light your way home from the meditation hall in the evening; an alarm clock may be helpful.

Clothing: Be prepared for warm or cold, wet or dry weather. Bring sunhat, sunglasses, umbrella and raingear and sturdy outdoor walking shoes. The meditation hall is several minutes walking distance from the main building where the sleeping rooms and dining hall are located.

Bunkhouse people:  If you signed up to stay in a bunkhouse you must bring all your own bedding, including sheets, pillow, blankets and mattress pad (might be much appreciated on vinyl mattresses). Alternatively, you might like to bring a sleeping bag (and pillow). Bunkhouse people must also supply their own towels.

People in Single or Double Rooms: All bedding, linens, pillows, blankets and towels will be provided.

Please do not bring: Scented toiletries or clothes or bedding that smell of fabric softener, perfumes, cigarette smoke or scented detergents.

Weekenders:  may stay for the dharma talk Sunday evening, if you wish. If you want supper at Villa Maria on Sunday, please plan to pay $9.35 directly to Villa Maria at check-in.

Travel:  (Modify as appropriate) Remember that Highway 61 is down to one lane at the bridge in Hastings. You will see road signs routing you onto Alternate 61. Or 61 can be avoided completely. 

Check-in is from 3:00 to 7:00. Supper will be served at 6:00. There will be a tour of the facility at 7:00 and the opening sit of the retreat will be at 8:00 p.m.

Wishing you all safe travels and a wonderful retreat!

Jean Fagerstrom

H: 612-722-4967

C: 612-423-2926

TCVC Volunteers related to registration

Everyone listed here has experience as registrars and managers.

Mailbox and Mailing list:  Jean Fagerstrom (612-722-4967)

Treasurer:  Gail Iverson (612-721-8626)

Storage of TCVC registration supplies:  Joanne and David Skarjune (612-724-9357, 3518 E. 25th Street, between 36th and 37th Avenues on north side of E 25th St. in Minneapolis)

Confirmation documents:  Joanne Skarjune (jskarjune@hotmail.com)

Webmaster and email coordinator:  Joanne Skarjune (612-724-9357)

Retreat Coordinator:  Naomi Baer (651-698-1458) will have contact information for managers and is also a good resource for retreat policy questions.

Other TCVC volunteers

Elizabeth Archerd, volunteer coordinator (612-729-6168)

TCVC Board email list

earcherd@comcast.net; giverson@ziegenbein.com; baern@msn.com; jskarjune@hotmail.com
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