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Introduction

How an institution greets a guest, seats a delegation, or addresses an official carries
meaning long before any discussion begins. The Introduction to Diplomatic Protocol
Etiquette Training Course teaches those foundational practices clearly and practically.
Participants learn the principles behind protocol, the rules of precedence, correct forms of
address, and the etiquette that governs intfroductions, meetings, and formal occasions.
Furthermore, the programme covers invitations, correspondence, dress, and cultural
sensitivity. Delivered by Gentex Training Center over five days, this programme suits
officials, executive assistants, and staff handling formal engagements. As a result,
participants act with confidence and represent their institutions correctly.

Introduction to Diplomatic Protocol Etiquette Course
Objectives

- Explain protocol, etiquette, ceremony, and their role in official relations.

- Apply rules of precedence and order of seniority in formal settings.

- Use correct forms of address, titles, and honourifics in speech and writing.

- Manage introductions, handshakes, greetings, and business card exchange.
- Apply seating conventions for head tables, meetings, and receptions.

- Write formal invitations, replies, and official correspondence correctly.

- Apply dress codes for formal, official, and national occasions.

- Handle flags, national anthems, and symbols with proper respect.

- Apply dining and hospitality etiquette for official meals.

- Adapt etiquette for cultural differences and international audiences.

Course Methodology

- Interactive sessions combining protocol theory and live demonstration.
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- Practical exercises on greeting, seating, and introduction practice.

- Role-plays covering formal receptions and official meetings.

- Correspondence and invitation drafting clinics with peer review.

- Case studies of etiquette incidents and their professional consequences.

- Action planning with a personal professional etiquette improvement plan.

Who Should Take This Course

- Government officials and public sector officers.

- Executive assistants and office managers handling official engagements.
- Protocol and liaison staff in ministries, embassies, and institutions.

- Corporate affairs and public relations professionals.

- Hospitality, events, and reception staff in official settings.

- New staff entering diplomatic or protocol-related roles.

- Professionals attending formal official or international occasions.

Introduction to Diplomatic Protocol Etiquette Course
Outlines

Day 1: Foundations of Protocol and Etiquette

- Defining protocol, etiquette, ceremony, and courtesy.

- Why protocol matters in official and diplomatic relations.
- Sources of protocol practice and institutional traditions.
- Rules of precedence and order of seniority.

- Diplomatic ranks and official titles explained.

- Common etiquette errors and their professional cost.
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- Self-assessment: current protocol and etiquette knowledge.

Day 2: Introductions, Greetings, and Personal Conduct

- Correct infroductions and third-party presentation.

- Handshakes, greetings, and physical contact norms across cultures.
- Business card exchange etiquette and conventions.

- Forms of address, titles, and honourifics in conversation.

- Dress codes: formal, official, business, and national attire.

- Punctuality, personal presentation, and professional conduct.

- Practice: conducting formal introductions and greetings.

Day 3: Meetings, Seating, and Official Engagements

- Meeting etiquette: arrival, agenda, speaking, and departure.
- Seating arrangements for meetings and head tables.

- Precedence-based placement in official settings.

- Flags, national anthems, and symbol placement rules.

- Official photographs, signings, and ceremony protocols.

- Note-taking, follow-up, and respect for confidentiality.

- Exercise: arranging seating for an official meeting.

Day 4: Invitations, Correspondence, and Formal
Communication

- Writing formal invitations: wording, format, and timing.
- Replies, acceptances, and regrets etiquette.

- Letters, notes, and official correspondence conventions.
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- Forms of address in written communication.
- Telephone and email etiquette in official contexts.
- Gift-giving customs and cultural sensitivities.

- Clinic: drafting an official invitation and reply.

Day 5: Hospitality, Dining, and Cultural Adaptation

- Receiving guests, receiving lines, and hosting duties.

- Business and official dining etiquette: seating, ordering, conversation.
- Toasting customs and formal dinner procedures.

- Cultural differences in etiquette and personal space.

- Managing etiquette incidents with composure.

- Building a 90-day professional etiquette improvement plan.

- Final practice, peer review, and course consolidation.

Conclusion

By successfully completing the Introduction to Diplomatic Protocol Etiquette Training
Course, participants will have acquired practical knowledge of protocol principles,
precedence, forms of address, intfroduction and seating conventions, official
correspondence, dress codes, and hospitality etiquette. In addition, they will handle formal
engagements with composure and cultural awareness. Gentex Training Center delivers this
programme through practical exercises and live role-plays, so participants apply their new
knowledge immediately.

FAQs
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Q1 What is the "Introduction to Diplomatic Protocol
Etiquette” course about?

The course introduces the etiquette and protocol rules that govern formal and official
interactions. It covers precedence, forms of address, introductions and greetings, seating,
official correspondence, dress codes, dining etiquette, and cultural adaptation.

Q2 What are the key benefits of the "Introduction to
Diplomatic Protocol Etiquette” course?

Participants avoid the small errors that damage professional credibility in official settings.
Furthermore, they greet and seat guests correctly, correspond with proper form, and handle
ceremonies with confidence. As a result, their institutions appear professional and
respectful.

Q3 What skills will I gain from the "Introduction to
Diplomatic Protocol Etiquette” course?

Participants gain protocol and precedence application, formal greeting and introduction
practice, official correspondence and invitation writing, and hospitality and cultural
etiquette. These four skills combine to ensure correct conduct at any formal occasion.
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Q4 What tools, methods, or standards are covered in
the "Introduction to Diplomatic Protocol Etiquette”
course?

The programme covers rules of precedence and order of seniority, forms of address and
titles, invitation and reply formats, seating and head table conventions, flag and anthem
placement rules, dress codes for formal and official occasions, business card exchange
etiquette, dining and toasting procedures, and cultural etiquette frameworks.

Q5 How is the "Introduction to Diplomatic Protocol
Etiquette” course applied in real-world practice?

Participants apply it when receiving official visitors, attending formal receptions, arranging
meetings with dignitaries, sending invitations to officials, representing their institution at
ceremonies, and hosting foreign delegations. In addition, they use it daily in
correspondence and telephone communication with senior contacts.
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