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Sample Invitation – Member of Congress or Legislative Office
Subject: Invitation to Experience “TRIO for a Day” on National TRIO Day – February 28, 2026
Dear [Title and Last Name],
I hope you are well. On behalf of the [Institution/Program Name], I am pleased to invite you to participate in our “TRIO for a Day: Walking in Their Shoes” experience on Saturday, February 28, 2026, in celebration of the 40th anniversary of National TRIO Day.
“TRIO for a Day” is an immersive opportunity to step into the experience of first-generation, low-income students, observe TRIO programming firsthand, meet with TRIO participants and alumni, and learn how federal investment in educational opportunity transforms lives and strengthens our community.
Your participation would honor our students and affirm your commitment to educational access and college completion. We would be grateful to host you and ensure your visit offers a meaningful window into the work and impact of TRIO.
Please let us know your availability at your earliest convenience. Our team will gladly work with your office to coordinate details.
With appreciation,
[Name, Title]
[Program/Institution]
[Phone | Email]


Sample Invitation – Institutional Leaders / Campus Partners
Subject: Invitation to Join Our “TRIO for a Day” Experience – Feb. 28
Dear [Name],
In celebration of the 40th anniversary of National TRIO Day, [Program/Institution] will host a “TRIO for a Day” immersion experience on Saturday, February 28, 2026, and we would be honored to include you.
This experience allows campus and community partners to gain a firsthand perspective on the student journey by shadowing TRIO participants, participating in workshops and advising sessions, and engaging in dialogue about student success and persistence.
Your support and partnership play a critical role in the success of our students. We would be grateful for your participation as we highlight the impact of TRIO programs and celebrate the students and alumni who carry this legacy forward.
Warmly,
[Name]
[Title & Program]


Sample Invitation – Corporate & Community Partners
Subject: Join Us for “TRIO for a Day” – Feb. 28, 2026
Dear [Name],
We are excited to invite you to take part in “TRIO for a Day: Walking in Their Shoes” on Saturday, February 28, 2026, at [Institution].
This immersive experience introduces business and community leaders to TRIO’s mission by engaging directly with students, learning about their academic and career journeys, and exploring ways that employers and partners can support first-generation talent and opportunity pathways.
We hope you will join us for this meaningful experience and help us continue building bridges of opportunity for future leaders.
Sincerely,
[Name]
[Title, Program]
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	Time
	Activity
	Lead/Facilitator
	Location
	Materials Needed
	Notes

	8:00–8:30 a.m.
	Staff/student host prep
	Program Director / Student Team
	TRIO office
	Name badges, signage, welcome materials
	

	8:30–9:00 a.m.
	Guest check-in & breakfast
	Student Ambassadors
	Welcome area
	Breakfast setup, check-in table, TRIO gear
	

	9:00–9:30 a.m.
	Welcome & TRIO mission briefing
	TRIO Director & Student Speakers
	Main room
	Presentation slides, video, handouts
	

	9:30–11:00 a.m.
	Immersive program experience
	Assigned Staff & Students
	Advising/tutoring rooms
	Schedules, student escorts, program materials
	

	11:00 a.m.–12:00 p.m.
	Campus/program tour
	Student Ambassadors
	Key campus offices
	Signs, talking points
	

	12:00–1:00 p.m.
	Networking lunch
	Alumni & Students
	Dining space
	Place cards, bios, table prompts
	

	1:00–2:00 p.m.
	Reflection session & call to action
	Facilitators
	Reflection room
	Discussion guide, advocacy cards, thank-you cards
	

	2:00–2:30 p.m.
	Closing remarks & group photo
	Program Lead
	Photo location
	Banner, photographer, social hashtags
	

	Post-event
	Follow-up communications
	Program Staff
	—
	Email template, photos, survey link
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	Role
	Task
	Team Member(s) Assigned

	Student Ambassadors
	Greet participants, lead tours, escort guests between sessions, share personal stories, and facilitate table conversations.

	

	Program Director & TRIO Staff
	Welcome guests, provide program overview, coordinate logistics, supervise student roles, and lead reflection and advocacy segments.

	

	Alumni Representatives
	Speak at lunch, share personal and professional journeys, and highlight TRIO’s long-term impact.

	

	Administrative & Support Team
	Manage RSVPs and communication, prepare event materials, coordinate room setup, and support hospitality services.

	

	Media & Communications Lead
	Capture photos and video, coordinate social media updates, prepare branded materials, and support press engagement.

	

	Accessibility & Inclusion Lead
	Ensure event materials, speaking environments, and physical spaces meet accessibility needs; support guest accommodations.

	

	Facilities & Technology Support
	Assist with event setup, signage, room transitions, and AV needs.
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	[bookmark: _Hlk214009298]Event
	Item
	Team Member(s) Responsible

	Space & Facilities
	Welcome area ready with signage
	

	
	Seating and catering arranged
	

	
	Private advising rooms prepared
	

	
	Tour path confirmed
	

	Materials
	Printed agendas

	

	
	Name tags
	

	
	TRIO merchandise (buttons, t-shirts, swag, etc.)
	

	
	Story cards
	

	
	Evaluation cards
	

	
	Signage
	

	
	Thank-you packets
	

	Hospitality
	Snacks/coffee

	

	
	Lunch setup
	

	
	Dietary accommodations
	

	
	Guest check-in table
	

	Event
	Item
	Team Member(s) Responsible

	Technology
	Microphones

	

	
	Screens 
	

	
	Speakers 
	

	
	Presentation slides 
	

	
	Backup equipment
	

	Student Support
	Briefing notes

	

	
	Practice run
	

	
	Talking points
	

	
	Alumni introductions
	

	
	Emergency contact plan
	

	Closing & Follow-Up
	Group photo 

	

	
	Thank-you emails 
	

	
	Social media posts
	

	
	Post-event survey
	

	
	Next-step engagement plan
	



