         2005 WESTCHESTER AVIATION CAREER FAIR

         
        INFORMATION PACKET FOR EXHIBITORS

            INCLUDING THOSE PROVIDING STATIC DISPLAY AIRCRAFT 

Career Fair Location

The career fair will be held at Skyport Service’s Hangar D-3, located on 184 Airport Road, at Westchester County Airport (HPN), White Plains, NY 10604. See the attached driving directions and airport map. There is a large 14 ft x 24 ft sign hanging on the corner of the hangar, at the entrance gate. Parking for exhibitors is located between the hangar and the airport terminal building, (usually used for rental cars.)

Career Fair Timetable

Hangar D-3 will be open at 12:00 p.m. on Wednesday, May 18th for exhibitor setup. Hangar D-3 will be open for exhibitors at 7:30 a.m. on both Thursday, May 19th, and Friday, May 20th. Any large items/exhibits must be setup on Wednesday, May 18th.

The career fair hours for students/teachers are Thursday, May 19th and Friday, May 20th, 9:00 a.m. to 2:00 p.m.  There will be a session on Thursday, May 19th, 4:00 p.m. to 7:00 p.m., for the aviation and business communities, governmental officials, and the scouting councils in the area.

Shipping Exhibitor Displays/Materials

Exhibitors needing to ship items in advance may send them to the Aviation Education Corporation, c/o IBM Flight Operations, 160 Airport Road, Hangar W, Westchester County Airport, White Plains, NY 10604, Attn: Bob Brunner. Please inform Bob Brunner at 914-413-9036 and/or rbrunner@us.ibm.com about any items to be shipped in advance to include date of arrival and storage space required. Shipped items should not arrive later than Tuesday, May 17th or earlier than Thursday, May 12th.

Exhibitors must plan to pack and remove exhibits immediately following the show at 2:00 p.m. on Friday, May 20th. The contractor will be removing the booth materials and wiring immediately after the exhibitors leave on Friday, May 20th, after 2:00 p.m. Items that are to be shipped must be picked up no later than Monday, May 23rd.

Aircraft Arrival Information (for Static Display)

Plan to arrive at Westchester County Airport (HPN) between the hours of 10:00 a.m. and 5:00 p.m. on Wednesday, May 18th. (unless special arrangements have been made with Bob Brunner, 914-499-2994/914-413-9036(cell) or rbrunner@us.ibm.com, or Hank Grudberg, 914-722-1903/917-374-3038(cell) or hankflys50@optonline.net.   

The aircraft static display ramp area is located east of Taxiway Alpha in front of Hangar D-3, at Skyport Flight Services. The tower will be able to assist with progressive taxi information. There will be flagman at the display ramp location and tow vehicles for spotting aircraft as necessary.

Aircraft Signage

Please plan to provide aircraft signage, which will include brief descriptions and specification of the aircraft/equipment you are displaying.

What To Do Upon Arrival At the Career Fair

In this packet you will find an exhibitor pass to place in your windshield when entering the gate access to Hangar D-3.  The “gate-keeper” will check your names and I.D.’s before entering the area.

· Drive your car around to the ramp side of the hangar where event staff will direct parking.

· Go into the hangar and go to desk marked “Exhibitor Check-In” and obtain booth number, location diagram, and name tag.

· Bring in any materials/displays to your booth. If you had shipped in any material, we will have placed it in your booth area. 

· Please park your car in the area, adjacent to the gate access area, marked “Exhibitor Parking”, before setting up your booth.

Basic Booth Setup/Equipment Required

Unless you have arranged otherwise, each exhibitor will occupy a basic booth.  You will be assigned a booth(s) upon arrival for setup.  Each basic booth space will be a 10ft x 10ft”pipe and drape” arrangement and will include electrical power, a 6ft table and 2 chairs. Wireless internet access is included. Additional tables and chairs are available for an additional charge. Please make those arrangements on or before Monday, May 16th. 

Exhibitors should provide whatever additional materials are needed for their exhibit. This may include but not limited to the following:

· Extension cords with grounding plug

· Multi-strip plug for multiple electrical connections if necessary

· TV monitor, VCR, computers, lamps, etc.

· Brochures

· Give-away items for students (pens, posters, pins, etc.)

Booth or Exhibit Signage

The booth contractor will provide a booth identification sign, consisting of the exhibitor’s company name in 4 inch high lettering that will hang on the upper rear curtain of the booth.

Exhibitor Name Tags

Please provide a list of individuals that will be participating in your booth and/or at the aircraft/equipment static display areas by Friday, May 13th. This list should be faxed or e-mailed to Margaret Walsh at 914-499-2929 (mmwalsh@us.ibm.com). This list should include name, company and career job, such as pilot, engineer, and aircraft sales.  We will preprint the nametags for your people and have them available on the setup day, Wednesday, May 18th, at the Exhibitor Check-In Booth We will have additional blank name tags if necessary.

Raffle/Assignment Sheets/Feedback Forms
There will be a raffle for students, scouts, teachers and parents attending the career fair. The raffle entry is a completed student/teacher feedback form about the career fair. The donated prizes include introductory flight lessons from Panorama Flight Service, full motion simulator sessions with Flight Safety, among other items. If your company has an item(s) that you would consider donating to this raffle, please contact Jeff Lee at 914-499-2922, jeffl@us.ibm.com. 

Booth Fees

An invoice for your basic 10ft x 10ft booth space is attached. The fee for the basic booth space is $200.00. Additional tables are $25.00 each, additional chairs are $1.25 each. We do not have the ability to accept credit cards so make checks payable to the Aviation Education Corporation at the address on the letterhead. Kindly send payment prior to attending the Fair.

Security

The Westchester County Police and Westchester County Airport personnel will provide barriers and officers to ensure that no one enters active airport surfaces.  In addition, the career fair is being held in a private hangar facility that will have some areas labeled “Off Limits”. Your cooperation is asked in respecting these restrictions. In addition, private security is provided for the Hangar D-3 facility 24 hours/day
“Lost Students”

Students that lose contact with their groups will be instructed to go to the Information/Registration tent for assistance. Chaperones that have “lost students” should check with the nearest career fair volunteer. They will be wearing a blue T-shirt with “Event Staff” lettered on the back of the shirt. They will have portable radios to check with the Information/Registration tent for stragglers. Announcements on the hangar loud speaker are also available.

Food

Skytop Restaurant will operate a food concession available on Thursday, May 19th and Friday May 20th for students, career staff and exhibitors. A continental breakfast beginning at 7:00 a.m. on both Thursday, May 19th, and Friday, May 20th, lunch consisting of a variety of food, and beverages, can be purchased at reasonable prices.

On Thursday, May 19th during the 4:00 p.m. and 7:00 p.m. session, complimentary refreshments including hot and cold hors d’oeuvres will be provided to all. 

Facilities

Portable executive lavatory facilities will be provided for the event. All areas of the career fair are handicap accessible.

Motel Arrangements/Transportation To and From the Airport

Reduced motel rates ($89.00/night) are available at the Wellesley Inn, located at 94 Business Park Drive, Armonk, NY 10504, 914-273-9090. When making the reservations indicate that they are in connection with the Westchester Aviation Career Fair. If you have any difficulty, the manager’s name is Mr. James Burpo. Van transportation is available to and from the airport provided by the motel at no cost.

Theatre-like Presentation Area

There is a large 10ft X14ft rear projection screen located in a corner of the hangar, with a 170-seat theatre-like area enclosed by 13ft high “pipe and drape area”. If you would like to make presentations in this environment, please contact Hank Grudberg, 914-722-1903/917-374-3038(cell) or hankflys50@optonline.net. The audio-visual system will accept computer, VHS tape, and CD inputs, with remote wireless control. 

Scheduled Presentations

Currently, the following scheduled presentations in the theatre area and/or on the hangar floor, will be conducted by the:

· Wright Brothers Aeroplane Factory

· Professional Aviation Maintenance Association’s Regional Maintenance Olympics

· Embry-Riddle pilot-graduate, Jamil Larkin, sponsored by the FAA

· Possible presentation by NASA Astronaut

Student Schedule, FYI

School buses should arrive at Hangar D-3 between 8:30 a.m. and 9:00 a.m. on Thursday, May 19th and Friday, May 20th.  Chaperones will escort student groups through and inside the outside exhibits at their discretion.
Mentoring/Internships/Scholarships

We are looking for mentors and internship opportunities for students. There will be students attending the career fair that are serious about pursuing a career in aviation. If your company has internships or scholarships available for these students, or an individual is interested in mentoring one of these students, please contact Jeff Lee at 914-499-2922 or jeffl@us.ibm.com. 

Additional Information

Included in this packet you will find the following items:

· Airport map with career fair location and parking areas

· Student Assignment Sheet (students may be asking questions of you during the event)

· Exhibitor parking card to placed in car window.
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