2017 GREATER NEW YORK DENTAL MEETING 
INSTRUCTIONS FOR COMMITTEE MEMBERS
SEMINARS & WORKSHOPS
 1.
Please bring your ribbon, badge and instruction sheets with you on the days of your assignments.  Your badge, ribbon and instructions sheets were mailed to you prior to the Pre-Meeting Dinner which will be held on Tuesday, November 28th at the New York Marriott Marquis Hotel.  IT IS IMPORTANT THAT YOU ATTEND THIS MEETING AS ROOM ASSIGNMENTS WILL BE MADE AT THIS TIME.  If you are unable to attend the Orientation Meeting, or do not receive your registration packet, call your Chairmen.  Please report to the Executive Headquarters in the Crystal Palace 3rd Floor Registration Area of the Javits Center, Friday, November 24th –Wednesday, November 29th  at least 45 minutes before your assignment.
 2.
ON THE DAYS OF YOUR ASSIGNMENTS IT IS ESSENTIAL THAT

YOU FIRST CHECK-IN WITH YOUR CHAIRMEN OR THEIR REP- RESENTATIVE IN THE EXECUTIVE HEADQUARTERS IN THE CRYSTAL PALACE 3RD FLOOR REGISTRATION AREA THIRTY  MINUTES BEFORE REPORTING TO THE LOCATION ASSIGNED TO YOU AT THE PRE-MEETING DINNER. At this time, last minute instructions will be given.  PLEASE DO NOT GO DIRECTLY TO YOUR ASSIGNED ROOM!

 3.
Committee Members must be in attendance promptly at their assigned location. If you are unable to be present, your Chairmen should be advised in advance, or as soon as possible, by calling, 212-398-6922 prior to Thanksgiving or 917 589-7065 (Dr. Buchalter), 000 000-0000 (Dr. Cali) 917 355-3419 (Dr. Doundoulakis) or 917 319-8615 (Dr. Schupak).
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 Chairmen 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.  Those holding special scouting passes may be admitted and they can observe without disturbing the program.  (A Press Badge or any badge does not automatically allow entry to a Seminar or Workshop.) See that the person collecting tickets enforces this regulation.
8.     Payment for Seminars and Workshops 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.
Introduce yourself to the clinician and inquire if you can be of assistance.  Please note that you are in the room to assist and not to participate in the program.  All materials and handouts will be delivered to your room.
10.
Remind the Presiding Officer to give the first three digits of the number at the start of the program and the last three digits at the end of the program. Remind the Presiding Officer to alert attendees that they can enter their CE Credits at the Greater New York Dental Meeting Continuing Education Registry located on the Exhibit Floor in Booth #0000 and #0000 Sunday thru Wednesday and in the South Side Registration Area on Saturday and Wednesday afternoons where they can enter their attendance verification numbers and receive a computer print out of their CE information.
11.
YOU ARE REQUIRED TO REMAIN IN YOUR ASSIGNED ROOM 
DURING THE FULL PERIOD OF YOUR ASSIGNMENT.  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.
Enforce the Meeting Regulations in a spirit of fairness and for the best interest of the Meeting.  Be courteous---do not argue.  When in doubt, 
consult your Chairmen immediately.  If they are not available, consult 
with the Officer in Charge in the Executive Headquarters in the Crystal Palace in the 3rd Floor Registration Area at the Center.
13.
For the Full-Day Workshops, materials and equipment will remain in the room all day.  Be sure the room is secured during the lunch-break period and when the session ends.  Committee Members assigned to Workshops should arrive 1 hour before the starting time to help set-up and be prepared to stay one hour after Workshops to help break down and clean at the end of the day.
14.
MEETING REGULATIONS FOR CONDUCT OF SEMINARS AND WORKSHOPS:

A.
No smoking in any Seminar or Workshop room or anywhere in the Javits Convention Center.

B.
Audio or video taping and placing of coats on empty seats are 

prohibited.

C.  
No personal exploitation on part of clinician is to be permitted. 

D.
No one should be allowed to take orders or sell anything in any 
meeting room.  
E.
Promptness and punctuality are essential to all phases of 


Committee work.

Thank you for your cooperation,

DR. ALYSON BUCHALTER

DR. MICHAL CALI

DR. JIM DOUNDOULAKIS

DR. GAIL SCHUPAK

Co-Chairmen


**********PLEASE CARRY THESE INSTRUCTIONS WITH YOU**********
