[bookmark: _Toc214009771]Worksheets to Guide Your Planning
To support your process, this toolkit includes planning worksheets designed to help you structure your TRIO Day activities and bring your vision to life. These worksheets may be printed or completed digitally as part of your team planning process.
[bookmark: _Toc214009772]Event Vision & Purpose Worksheet
Use this worksheet to clarify your goals, identify your audience, and define the impact you want your event to have. Prompts include desired outcomes, core messages, and priority constituent groups.
	Event Name:
	

	Host Program(s):
Primary Goal of Your TRIO Day Event
(Example: strengthen campus awareness, celebrate students, engage policymakers, uplift alumni, service project, etc.)
	

	What impact do you want participants to walk away with?

	

	Who is your primary audience?
(Students, alumni, campus leaders, elected officials, donors, partners, community, media)

	

	Key Message(s) You Want to Deliver


	








	How does this celebration reflect TRIO’s mission and your students?

	











[bookmark: _Toc214009773]Program & Schedule Worksheet
This template supports the development of your event structure, including welcome remarks, student spotlights, service activities, alumni engagement, advocacy actions, and reflection moments.
	Event Date & Time:
	

	Location(s):
	

	Proposed Agenda Outline

	Welcome / Opening Remarks
	

	Student/Alumni Spotlight(s)

	

	Service, Activity, or Presentation

	

	Advocacy or Community Engagement Component

	

	Reflection / Call to Action / Closing

	

	Notes & Ideas

	









[bookmark: _Toc214009774]Speaker & Participant Preparation Worksheet
Use this tool to organize outreach to students, alumni, institutional leaders, and elected officials and to prepare talking points, story prompts, and event instructions.
	Speakers, Guests, or Participants You Plan to Invite

	

	Their Role in the Program

	

	Preparation Needed (remarks, briefing, run-of-show, student pairing, etc.)

	

	Student Leaders/Volunteers

	

	Student Story Themes or Talking Prompts
(Example: first-gen pride, resilience, belonging, leadership, TRIO impact)
	





[bookmark: _Toc214009775]Communications & Media Planning Worksheet
This worksheet helps you outline your promotional approach, including campus communications, media outreach, social media storytelling, and branding elements.
	How will you promote your event?
(Campus email, flyers, social media, newsletter, website, partners, alumni)

	

	Key Audiences to Inform

	

	Media Opportunities
(Local newspaper, campus paper, radio, TV, digital storytelling, press advisory)
	

	Quotes, Photos, and Stories to Capture

	





[bookmark: _Toc214009776]Logistics & Materials Checklist
This checklist assists with planning physical and virtual needs such as space reservations, AV and technology support, signage, volunteer coordination, and guest management.
	Venue Details / Setup Needs


	

	Technology (microphones, screens, speakers, Wi-Fi, etc.)

	

	Materials Needed (signage, banners, name tags, programs, forms)

	

	Volunteers & Assignments

	

	Accessibility Considerations

	





[bookmark: _Toc214009777]Advocacy & Follow-Up Worksheet
Use this worksheet to document actions taken with elected officials and partners, track engagement, and plan post-event communication and stewardship.
	Elected Officials and Partners Engaged (e.g., U.S. House Representatives and Senators)

	

	Follow-Up Actions (thank-you notes, photos, media sharing, ongoing engagement)

	

	Opportunities for Continued Partnership
(Student visits, internships, mentoring, campus tour, donation, sponsorship)
	


By completing these worksheets in advance, your team will be prepared to host a celebration that reflects the strength and spirit of your program and the students who make TRIO so powerful. With thoughtful planning and intentional storytelling, your celebration will uplift your campus and community and ensure that the legacy of National TRIO Day continues to grow.
