2017 GREATER NEW YORK DENTAL MEETING
INSTRUCTIONS FOR ESSAYS & SCIENTIFIC POSTER SESSION
 COMMITTEE MEMBERS

1. Please bring your ribbon, badge and instruction sheets with you on the days of your assignments.  Your badge and ribbon were mailed to you prior this meeting. 
2. ON THE DAYS OF YOUR ASSIGNMENTS IT IS MOST ESSENTIAL THAT YOU FIRST CHECK-IN WITH YOUR CHAIRMAN OR THEIR REPRESENTATIVE IN THE EXECUTIVE HEADQUARTERS IN THE CRYSTAL PALACE 3RD FLOOR REGISTRATION AREA, ONE HALF HOUR BEFORE REPORTING TO THE PLACE ASSIGNED ON THE COMMITTEE SCHEDULE.  At this time last minute instructions will be given and any changes in assignments may be made.  Please pick-up a gift (laser pointer) for each clinician.

3. Committee Members must be in attendance promptly at the assigned location.  If you are unable to be present, your Chairman should be advised in advance, or as soon as possible, by calling 212-398-6922 prior to Thanksgiving, or 000 000-0000 (Dr. William Bongiorno), 000 000-0000 (Dr. Maurice Edwards), thereafter.
4. Committee Members must be dressed in proper business attire.
5. Meal tickets and coat check tickets to which you are entitled will be available daily in the GNYDM Executive Headquarters.   You should request these tickets when you check in.   These will be honored at the Javits Convention Center ONLY.  The Hospitality Suite is located on the First Level in Rooms 1E03/04/05 lunch will be available from 11:30 A.M. to 1:30 P.M.  Free continental breakfast will also be available from 8:00 A.M. to 9:30 A.M. in the same Suite.  Those requiring special meals (Kosher, Vegetarian or other) must advise the Chairman 24 hours in advance.  If you were given a meal ticket with a dollar amount listed, that ticket will only be honored at any Javits Center Facility.  Make sure your Chairman signs your meal ticket and puts your name on it.  When using the meal ticket, please be sure to indicate the actual amount of the purchase on the meal ticket, or the Meeting will be charged for the entire face value of the meal ticket.
6.
Check the number of chairs in the room against the anticipated attendance number supplied by your Chairman and that they are arranged orderly.  Check that the doors are functioning properly and do not slam.
7.
Attendance at these programs is limited to those who have purchased tickets. Please remain at the door area.  (A Press Badge, Scout Badge or any ribbon badge does not automatically allow entry to an Essay.)  See that the person collecting tickets enforces this regulation.

8.
Payment for Essays may NOT be accepted by Committee Members.  Tickets may ONLY be purchased at the Registration Counters in the Registration Area of the Javits Center in the 3rd Floor Crystal Palace.
9.
Check BEFORE SCHEDULED ESSAY PROGRAM to determine that the room is in order.  You should check that:

a. A pitcher of water and glasses on the podium next to the microphone is provided.

b. A lectern with a properly working light and microphone is present. Check to see if a lavaliere microphone has been ordered, and if so, if it is attachable to the speaker.

c. Ask your clinicians if the proper AV Equipment is present in the room.  If anything is missing notify the Chairman or her representative.
10.
Introduce yourself to the essayists.  Ask them where they would like to sit.  Introduce the essayists to the projectionist so that they may discuss pertinent details.  Assist the projectionist if there seems to be any difficulty.

11.
Do not leave the session to which you are assigned.  If you must leave, do so only when another Committee Member is present, who should be notified where you will be and when you will return.
12.
Be prepared for any contingency.  When in doubt, consult with the Presiding Chairman or representative.

13.
Fire Department regulations make it imperative that you keep the aisles open at all times and doors should be closed, but not locked, during the Essay so that attendees do not stand half-in and half-out of the room.
14.  
Scientific Poster Sessions are located outside the Special Events Hall on the Lower Level.  Your Chairman will give you the six digit verification numbers.

15.
Health Screening Program – your Chairmen will give you consent forms required for this Program.  Check that the required forms have been provided.  Those being screened must fill out this form. 

Thank you for your cooperation,

Dr. William Bongiorno and Dr. Maurice Edwards
                        Chairmen
PLEASE BRING THESE INSTRUCTIONS WITH YOU FOR YOUR SESSION
