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COURSE INTRODUCTION / OVERVIEW:

This comprehensive training course provides an in-depth exploration of the principles and practices of international
protocol and diplomatic etiquette. In a globalized world, mastering these skills is no longer a luxury but a necessity for
effective international relations, business negotiations, and public representation. This program is designed to equip
participants with the confidence and competence to navigate complex formal and informal interactions with poise and
professionalism. Drawing on established conventions and contemporary practices, the curriculum covers everything from
the intricacies of state protocol to the nuances of cross-cultural communication. As highlighted by Sir Ivor Roberts in the
renowned guide "Satow's Diplomatic Practice," a firm grasp of protocol is the bedrock of successful diplomacy.
Participants will delve into the rules of precedence, ceremonial procedures, and the art of managing high-level events and
visits. BIG BEN Training Center has developed this course to offer a practical, hands-on learning experience, ensuring that
theoretical knowledge is translated into applicable skills for real-world scenarios, thereby enhancing personal and
organizational prestige on the international stage. This course is the definitive guide for anyone seeking to master the art

of diplomatic engagement.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

o Government Officials and Civil Servants.

e Diplomats and Embassy Staff.

e Protocol and Liaison Officers.

e Public Relations and Corporate Communications Professionals.
e International Relations Managers.

e Event Management Specialists.

e Executive Assistants and Personal Aides to Senior Officials.

e Business Executives involved in international trade.

e Staff of International and Non-Governmental Organizations.

o Legal Professionals working in international law.

o Military Attachés and Officers.
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TARGET SECTORS AND INDUSTRIES:

Government Ministries and Federal Agencies.
Embassies, Consulates, and Diplomatic Missions.
International Organizations (e.g., UN, World Bank).
Multinational Corporations.

Banking and International Finance.

Aviation and Hospitality Industries.

Legal and Consulting Firms.

Oil and Gas Sector.

Telecommunications and Technology.

Royal Courts and Presidential Palaces.

TARGET ORGANIZATIONS DEPARTMENTS:

Protocol and Liaison Departments.
International Relations and Cooperation Offices.
Public Relations and Media Departments.
Corporate Communications.

Executive and C-Suite Offices.

Event Management and Planning.

Human Resources and Training.

Legal and Compliance Departments.
International Business Development.

Security and Logistics Departments.
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COURSE OFFERINGS:

By the end of this course, the participants will have able to:

Apply the international rules of precedence and seniority in any official setting.

Organize and manage official ceremonies, functions, and high-level events with precision.

Master the protocols for flag display, anthems, and official symbols.

Navigate cross-cultural communication challenges to build rapport and avoid misunderstandings.
Implement correct etiquette for formal dining, introductions, and business card exchange.

Plan and execute state and official visits for VIPs and international delegations.

Draft formal diplomatic correspondence, invitations, and thank-you notes correctly.

Understand the nuances of gift-giving and receiving in a diplomatic context.

Manage media interactions and public appearances according to protocol.

Apply principles of digital diplomacy and online etiquette in professional communications.

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is designed to be highly interactive, engaging, and practical,
ensuring participants can immediately apply their learning. This course moves beyond traditional lectures to create an
immersive learning environment. We utilize a blend of expert-led presentations, real-world case study analysis, and
dynamic group discussions to foster a deep understanding of international protocol. A significant portion of the training is
dedicated to hands-on, practical exercises, including role-playing scenarios that simulate diplomatic receptions, formal
dining events, and high-stakes negotiation meetings. Participants will receive constructive, personalized feedback from
the instructor and peers to refine their skills. Interactive workshops on topics like seating arrangements and flag protocol
allow for collaborative problem-solving. The course also incorporates video analysis of international events to deconstruct
protocol successes and failures. This comprehensive, blended-learning approach ensures that participants not only grasp

the theoretical principles but also develop the practical confidence and muscle memory required to excel in any formal

international setting.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF INTERNATIONAL PROTOCOL AND DIPLOMACY

The historical evolution and modern relevance of protocol.
Sources of protocol: international law, custom, and courtesy.
Key terminology in diplomacy and protocol.

The role and responsibilities of a Protocol Officer.
Understanding diplomatic immunity and privileges.
Distinguishing between state, corporate, and social protocol.

The structure of diplomatic missions and international organizations.

UNIT TWO: THE ART OF DIPLOMATIC ETIQUETTE AND COMMUNICATION

Mastering the art of formal introductions and handshakes.

Correct forms of address for dignitaries, royalty, and officials.

The protocol of business card exchange across cultures.

Navigating cross-cultural communication styles and non-verbal cues.
Principles of netiquette and digital diplomacy.

Professional dress codes for official and social functions.

Effective public speaking and presentation skills for formal settings.

UNIT THREE: PRECEDENCE, CEREMONIALS, AND OFFICIAL FUNCTIONS

The universal principles of order of precedence.

Seating arrangements for conferences, banquets, and vehicles.

The international protocol for flags, anthems, and national symbols.
Planning and executing signing ceremonies and official receptions.
Managing logistics for banquets and formal dinners.

Understanding the protocol for toasts and speeches.

Coordinating with security and logistics teams for events.
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UNIT FOUR: MANAGING OFFICIAL VISITS AND HIGH-LEVEL EVENTS

¢ Classifications of official visits (State, Official, Working).

e Comprehensive planning for incoming and outgoing delegations.

e Protocol for airport arrivals and departure ceremonies.

e Managing motorcades and transportation logistics.

e Liaison with embassies, government agencies, and security details.
e Developing detailed programs and itineraries for VIPs.

e Media management and press conference protocol.

UNIT FIVE: ADVANCED PROTOCOL SCENARIOS AND MODERN DIPLOMACY

e The art and science of diplomatic gift-giving and receiving.

e Protocol in multilateral settings and international conferences.
e Crisis management protocol and communication strategies.

e Therole of the spouse in diplomatic and official life.

¢ Building and maintaining a professional network.

e Personal branding and reputation management for officials.

e Case studies and problem-solving for complex protocol challenges.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOW LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.

SOMETHING TO THINK ABOUT:

In an age of instant digital communication and social media, how can the traditional, formal principles of diplomatic

protocol adapt to maintain relevance and prevent international misunderstandings?
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WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO

OTHER COURSES?

This course distinguishes itself through a steadfast commitment to practical application and contemporary relevance,
moving far beyond a simple recitation of etiquette rules. While other programs may focus heavily on theory, our
curriculum is built around immersive, scenario-based learning that simulates the pressures and complexities of real-world
diplomatic and corporate environments. Participants will not just learn about seating arrangements; they will design them
for a complex multilateral summit. They will not just read about VIP visits; they will role-play the management of a high-
stakes delegation from arrival to departure. The content is meticulously updated to address modern challenges,
incorporating dedicated modules on digital diplomacy, netiquette, and managing protocol in a 24/7 news cycle.
Furthermore, the course emphasizes the strategic value of protocol as a tool for achieving organizational objectives,
building relationships, and enhancing reputation, rather than merely as a set of ceremonial procedures. The focus is on
developing strategic thinking and problem-solving skills, enabling participants to handle unforeseen protocol challenges

with confidence and grace.
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