2017 GREATER NEW YORK DENTAL MEETING
INSTRUCTIONS TO REGISTRATION 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 to the Pre-Meeting Dinner which will he 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 Chairman.  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 CHAIRMAN OR HIS REPRESENTATIVE AT THE SPECIAL SERVICES COUNTER BEFORE REPORTING TO THE PLACE ASSIGNED ON THE COMMITTEE SCHEDULE.  At this time, last minute instructions will be given and possible changes in assignments may be made.  Please advise the Chairman immediately of any needed changes in your assignments. 
 3.
If Committee Members are unable to be in attendance promptly as assigned, your Chairman should be advised in advance, or as soon as possible, by calling 212-398-6922 prior to Thanksgiving or 718 810-0845 (Dr. Constantine Pavlakos), thereafter. 
  4.
Committee Members must be dressed in proper business attire.

 5.
Members assigned to Registration in the morning will be responsible for setting up the Registration Counters at 7:30 A.M. daily.

 6.
Please do not leave the session to which you are assigned.  If you must leave, try to do so only when another Committee Member is present.  Advise your Chairman, if he is present, or his representative, where you will be and when you will return.

 7.
IMPORTANT:  VISITING DIGNITARIES AND COMMITTEE MEMBERS WHO HAVE NOT RECEIVED THEIR BADGES IN ADVANCE HAVE BEEN ADVISED TO REPORT TO THE EXECUTIVE HEADQUARTERS IN THE CRYSTAL PALACE 3RD FLOOR REGITSTRATION AREA WHERE THEY WILL RECEIVE THEIR BADGES AND OTHER INSTRUCTIONS.
 8.
Those attendees who mailed pre-registration forms in after the deadline may not have their badges waiting for them.  If there is no badge waiting at the Special Services Desk, they must reregister and pay the $30.00 Administrative Fee.
9.
Each registrant must present a properly filled out registration form, photo I.D. and proper credentials.  All problems are to be referred to the Special Services Counter.

10.
A registrant claiming a lost badge, must register again, present credentials and pay the $10.00 Administrative Fee after checking on original registration.
11.
Exhibitors are to be directed to register at the Exhibits Registration Counters where they will also receive badge and lanyards for exhibitors.

12.
DENTISTS CANNOT BE REGISTERED AS GUESTS OF ANYONE.

13.
International dental registrants are registered at the International Registration Desk.  Registration lines should be maintained by Committee Members so that no one line is longer than the other.  This is especially important on Sunday and Wednesday.
14.  
DENTISTS MUST PAY A $30 FEE WHEN REGISTERING ON SITE.    If there is any question, see the Chairman or refer applicant to Special Services.    Payment must be in cash, American Express, Master Card or Visa Credit Card.  Personal checks are not to be accepted.

15.
Avoid arguments or confrontations with registrants in the Registration Area.  All questionable registrants should be directed to Dr. Pavlakos Committee Chairman or his representative, at the Special Services Counter for proper disposition.

16.
Dentists who claim that they are guests of an Exhibitor are to be personally escorted to Headquarters to see Dr. Gainor, Dr. Schachner, or Dr. Edwab.
17.
The badge issued to a registrant is evidence of attendance at the Meeting.  A certificate, if needed can be printed in the CE Pavilion.

18.
Those scheduled on Wednesday, November 29th, 2017 after 5:00 P.M. at the Marriott Marquis Hotel, should see that the signs are in the front of their assigned rooms, and check in with Dr. Pavlakos.  At 6:30 P.M. you should report to the 5th Floor to help out at the Happening. 

19.
After imputing information and collecting the Administrative Fee, Registration Personnel shall keep registration forms and surrender them to the Supervisor or Chairman only.
20.
PLEASE READ THE PROGRAM CAREFULLY AND BE PREPARED TO GIVE INFORMATION ABOUT THE MEETING.  Committee Members should be especially knowledgeable regarding the section on Registration.

21.  
Lost and found articles are to be turned in to the Executive Headquarters in the Crystal Palace 3rd Floor Registration Area.

22.
Representatives of the press are to be registered in the Press and Exhibits Office in the Crystal Palace 3rd Floor Registration Area where their credentials will be checked before issuing them a badge.

23.
When assigned to an Affiliated Group, make sure the program is running smoothly.
24.
CE Registry will take place in the South Side Registration Area on Saturday and Wednesday afternoon or in the CE Pavilion on the Exhibit Floor in Booths #0000 and #0000, Sunday thru Wednesday.
25. 
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.
26.  
Members of the Registration Committee assigned to Affiliated Group Programs are still to report to Dr. Pavlakos before going to their assignment.

Thank you for your cooperation,
DR. CONSTANTINE PAVLAKOS, CHAIRMAN
***********PLEASE CARRY THESE INSTRUCTIONS WITH YOU************

