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Congratulations on hosting table #_________________________________at the AtlantaFest 2010 dinner at the Cobb Galleria Convention Center.  

We will have 600 guests attending the dinner and Dr. DuBois’ presentation, so we need your help in welcoming and seating your guest on time.  Here’s how you can help this awesome event run smoothly.
· Call the guests at your table – introduce yourself as their table host, reconfirm their attendance, and make sure they know their table # & host name.  There will be seating charts at the doors and at the registration table to help them find their assigned tables. Be sure they know their table #! 

· Emphasize the importance of being on time.  Be sure they have directions to the event, know where to park & enter the building and are familiar with Atlanta traffic. Remind them that the doors open at 6:30pm and dinner is at 7:00pm and to enter through “Ballroom C”.
· Please park at the main entrance to the Cobb Galleria and enter through the large glass entrance. The ballroom is up the stairs to the right side of the building. You will see signage!

· As a hostess, PLEASE ARRIVE EARLY @ 6:00PM to greet and to prepare the table.  

Here are some possible suggestions for you and those at your table: 

-Use place cards above each plate to eliminate confusion for guests. 
-Place a set of Juice Plus bottles & a Vineyard bottle in the center of your table.

-Prepare a little packet of information for each guest to take home. **Please hold it under your chair until the conclusion of the presentation!!!
-Have a variety of CD’s and DVD’s with you. 

-Bring extra brochures or newsletters that you feel will be beneficial.

-Business attire (sport coat/business suit for men)

-Suggest the ladies at your table bring a wrap or jacket as the room can get chilly. 

-Bring extra pads of paper & pens for any note taking that your guests may want to do.

-Introduce your guests to each other & mention how you know them. This will help  everyone feel comfortable sitting at a table with those they’ve never met.

-No children (this includes nursing babies)

-Be sure your guests do not have conversation during the presentation as it’s a large room with many people sitting nearby. 
THANK YOU for helping to make this a truly rewarding event, we look forward to seeing you on

Friday, July 23 and to having a great evening.

Your AtlantaFest Committee
