

Ride & Drive Event by Host Site
Logistics Information for Auto Dealers
Date
Time
Event Location
· Venue name | Address
Prior to event
· Please have your vehicle washed so it looks shiny! 
· Be sure to have ample electric range available. There are X# of chargers on site, but they may be in high demand. The nearest public DC Fast Chargers are located at location (plugs available) and location (plugs available).
· We will be having test drivers sign liability waivers prior to getting in your vehicle. However, if your dealership requires an additional liability waiver to be signed by drivers, please have those with, or send them to (ride and drive coordination lead)
Timing
· Plan to arrive at time. 
· Plan to leave event site shortly after time. 
Location
· Pick-up and drop-off location for test drives will take place at the location.
· See attached map for location detail and for suggested driving route.
· Suggested driving route should take approximately X minutes and is about X miles.
During event
· Event organizers will be coordinating test drive sign-ups and will send riders/drivers to your vehicle
· Check drivers’ licenses and insurance cards prior to test drive
· If there is a long line for your vehicle, we encourage you to stop mid-way through the route and switch drivers! 
· Remind drivers to take post-survey after their test drive
· Keep a tally of the number of test drives you provide and the number of people that ride along (we will provide a tally sheet)
Day of Contact
· Name: (Ride and drive coordinator)

· Phone: (Phone number)
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