Automotive Career Events 
Planning Timeline
IMMEDIATELY 
Tell your managers and employees about your plan to host a career event. Ask your managers to start thinking of what sort of demonstration or short presentation they might make to the students. 


Invite other employees to make suggestions about activities in their departments that could be demonstrated or highlighted during the tour. 


Determine the date for your event. Email acm@nada.org to let NADA know when your event will be. 


Send invitation letters to middle, high and technical school and college principals, guidance counselors and/or selected teachers, inviting the school to participate. Within one week, follow up with phone calls. 

2 MONTHS BEFORE
Start promoting your event in your advertising.
EVENT

Arrange for buses or other transportation from the schools, if you plan to provide it.

Hire a caterer now if you will use one.
6 WEEKS BEFORE
Send a confirmation letter and automotive career posters to 
EVENT
schools that have accepted your invitation to participate.Download the poster artwork, add your info and have posters printed locally. 

1 MONTH BEFORE 
Invite your local manufacturer representative(s) to attend your career 
EVENT
event. 


Invite your local media—newspaper, TV and radio—to cover the event.  And don’t forget to invite the school newspaper! For help identifying your local auto, business or general interest reporters, call NADA at 800.248.6232, Ext. 7121. 


Invite your local, state and federal elected officials. For help contacting your U.S. congressional representatives and senators, call NADA’s Legislative office at 800.563.1566. 


Download the student brochure artwork and have brochures printed locally.
1 MONTH BEFORE 
Hire a photographer and/or videographer, or designate someone on your 

EVENT
staff to document your event.

If needed, order an extra copy of NADA’s video, Take the Ride of Your Life: Great Careers in New-car Dealerships, or ATD’s From Trucks to Bucks: Great Careers in Truck Dealerships at www.nada.org/mecatalog for $19.95 each. 
2-3 WEEKS BEFORE
If you plan to show a video, be sure that you have a comfortable meeting room or designated area with a working TV and DVD player available.  Preview the video and decide which part(s) to show; five minutes is usually enough. One suggestion: if you can avoid it, don’t move a DVD player or VCR that’s attached to your satellite equipment; it can be difficult to reconnect correctly.

Send a letter to your customers telling them about your event. Those who have middle- or high-school or college-age children may be happy to hear about it. Ask them to RSVP so you can include them in your final head count. 

1 WEEK BEFORE
Make arrangements to provide refreshments during your career event. 


Contact participating schools to find out about how many students, teachers, guidance counselors and parents will be participating.


Print, copy or gather the appropriate number of handouts and/or giveaways you may have for the students, including the student evaluation form.

Send a reminder to the media, and include another copy of your press release. 


Rehearse your program and test your A/V equipment.

WEEK OF EVENT
Host your automotive career event!  Take photos, videos and collect student evaluation forms. 


Send photos and/or video and news coverage of your event to NADA by email to acm@nada.org or by mail to NADA, Attn: Automotive Career Events, Mail Station 2, 8400 Westpark Dr., McLean, VA  22102. 

Complete the dealer evaluation form online or print the form and fax it to NADA at 703.821.7075. 
