Sample Invitation Letter
Send via Email using the Congressional Contact Information.

[DATE]
[NAME] [TITLE] [ADDRE SS]
[CITY, STATE, ZIP CODE]
Dear [ELECTED OFFICIAL]:

My name is [NAME] and I am the [TITLE] for the [TRIO PROGRAM] at [INSTITUTION]. Over the years we have had a number of students come through our program and go on to earn college degrees. I would very much like to invite [SENATOR/REPRESENTATIVE NAME] to visit our [TRIO PROGRAM] program at [INSTITUTION] sometime this fall so that you can meet our students and learn about the impact of this program in their lives.
(House Recess: February 10-26, March 11-21, April 1-16 and Senate Recess: February 18-26, April 1-16)

Since [YEAR], we have been serving students through [TRIO PROGRAM] at [INSTITUTION] and we know our current students would be honored to meet you and/or a member of your staff.

Please let us know when you might be able to visit our students sometime this spring. We are more than happy to work with your staff to identify a time that would work best for your schedule. Thank you for your consideration of this request.

The TRIO community is grateful for your continued support of educational opportunity. If your office has any questions or concerns, pleasedo not hesitate to contact [POINT OF CONTACT NAME, EMAIL, and PHONE].

Sincerely,
[NAME] [TITLE, TRIO PROGRAM] [INSTITUTION]
