[Date]

[School contact and address]

Dear [Principal, Dean, Teacher or Guidance Counselor]:
We are looking forward to your participation in our Automotive Career Month event on April [date]! We’re excited to be working with you and the students of [school] to present a memorable Career Month event!

We’ve planned a program that will introduce the students to the many well-paying career opportunities that are available in the automotive industry. Our agenda for the program is as follows:

[Time]

The [dealership] shuttle van will pick up participating students at the school (if applicable)
[Time]

Arrive at [dealership]
[Time]

Program begins

· Introductions and welcoming remarks

· View video excerpts (if applicable)
· Tour of the dealership, including presentations by key dealership managers about their careers and the opportunities available

· Remarks by [elected official]  (if applicable)
· Presentation by [manufacturer representative] (if applicable)

· Refreshments, Q&A

[Time]

Shuttle van returns students to school (if applicable)
Enclosed are [number] Automotive Career Month posters to display in your school. 

Please call me at [dealership], [phone number], if you have any questions.

Sincerely,

[Dealer]

