
 

 

 

 

Retreat Booking Procedures 
 

 

STEP 1: Submit a Reservation Request Form 

 The reservation request form can be found on our website, SEEKERSPRINGS.COM, 
on the retreats page. This form asks for the necessary information needed for Seeker Springs 
to determine if the group can be accommodated on the date(s) requested. If able to book, 
the information provided on request form will be the information used to write up the 
retreat contract.  

STEP 2: Retreat Contract/Deposit 

 The contract is an estimate based on the information provided on the reservation 
request form. Retreat groups will not be held to the cost on the contract unless the retreat 
group decides to cancel. Once the contract has been sent to the retreat contact, it will need 
to be reviewed it to make sure no corrections need to be made. Then it must be signed and 
returned along with a $100 non-refundable deposit and proof of liability insurance within 2 
weeks in order to secure retreat date(s). (The deposit does go toward the final balance of the 
retreat.) 

STEP 3: Retreat Details Confirmation 

 Two weeks prior to arrival, our staff will email or call the retreat contact person to 
confirm retreat details such as final numbers, arrival time, departure time, meals information, 
activities schedule, etc. All retreat details must be confirmed by deadline provided (usually 1 
week prior to arrival) in order for our staff to plan and provide appropriate staff, 
accommodations, and resources for the group. 

STEP 4: Final Invoice 

 Once retreat details have been confirmed, the final invoice will be emailed to the 
retreat contact. The final invoice will be your minimum financial responsibility for your 
retreat. Payment will be due upon arrival unless other arrangements have been made. Any 
additional charges (extra guests, extra meals, etc.) will be billed the week following your 
event.  



STEP 5: Retreat 

 A retreat host will be provided to the retreat groups. The retreat host will be at Seeker 
Springs when the group arrives and on call at all times for any needs that might arise during 
the retreat. Retreat host will collect final payment and help track any additional charges 
accrued during retreat. 

STEP 6: Follow Up 

 The week following the retreat, the retreat contact will receive a follow-up email with 
a retreat satisfaction survey and final invoice (if not paid in full).  

 


