Training Course on Protocol and Event

Management

Professional Development Training Course Outline

Category General Training Duration 10 Days

Online / On-site

Base Fee $3,000 USD Delivery Mode )
Hybrid

Course Introduction

In today's dynamic and interconnected world, the mastery of protocol and event management has
become an indispensable skill for individuals and organizations striving for seamless operations and
impactful engagements. This comprehensive training course is meticulously designed to equip
participants with the essential knowledge and practical techniques to navigate the intricacies of
inter national protocol, corporate etiquette, and the strategic planning and execution of successful
events and conferences. By delving into the nuances of diplomatic protocol, meeting
management, and risk assessment for events, participants will gain a competitive edge in
fostering positive relationships, enhancing organizational image, and delivering memorable
experiences. This program addresses the growing demand for professionals skilled in event

coor dination, stakeholder management, and the application of digital toolsfor event planning,
ensuring they are well-prepared to excel in diverse professional settings and contribute significantly
to organizational success through expertly managed events and adherence to established protocols.

This intensive training goes beyond theoretical concepts, offering a practical and engaging learning
experience focused on real-world application. Participants will explore critical aspects such as
cross-cultural communication, ceremonial procedures, and the art of crisis management in
events. Through interactive sessions and case studies, they will develop proficiency in budgeting
for events, vendor negotiation, and leveraging social media for event promotion. The curriculum
also emphasizes the importance of sustainability in events and the legal and ethical considerations
within the field. By mastering these skills, graduates will be able to strategically plan, meticulously
organize, and flawlessly execute a wide range of events, from high-level diplomatic gatheringsto
large-scal e corporate functions, ultimately contributing to enhanced organizational efficiency and a
positive public perception.
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Course Duration
10 days
Course Objectives

1. Master the fundamental principles of international protocol and its application in various
settings.

2. Develop expertise in cor por ate etiquette and professional conduct to enhance organizational
image.

3. Strategically plan and execute diverse events and confer ences with meticul ous attention to
detail.

4. Navigate the complexities of diplomatic protocol and ceremonial procedures effectively.

Implement best practices in meeting management to ensure productive and efficient

gatherings.

Conduct thorough risk assessment for events and develop mitigation strategies.

Coordinate all aspects of event logistics and vendor relationships seamlessly.

Apply effective budgeting for events and financial management techniques.

Utilize digital toolsfor event planning and management to enhance efficiency.

10. Implement effective stakeholder management strategies for successful event outcomes.

11. Leverage social media for event promotion and engagement.

12. Understand and apply principles of sustainability in events and responsible practices.

13. Navigate the legal and ethical considerations within event management and protocol.
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Organizational Benefits



« Enhanced Professionalism: Employees will exhibit improved etiquette and adherence to
protocol, projecting a more polished and professional image.

« Seamless Event Execution: Events will be planned and executed more efficiently and
effectively, leading to better outcomes and reduced stress.

« Stronger Stakeholder Relationships: Improved understanding of protocol and etiquette will
foster better communication and rel ationships with clients, partners, and other stakeholders.

« Positive Public Image: Well-managed events and adherence to protocol contribute to a
positive public perception and enhanced reputation.

« Reduced Risk and Liabilities: Proactive risk assessment and management in events
minimize potential issues and liabilities.

Target Participants

Executive Assistants and Administrative Professionals

Event Planners and Coordinators

Public Relations and Communications Officers

Marketing and Sales Professionals

Government and Diplomatic Personnel

Hospitality and Tourism Managers

Project Managers

Anyone responsible for organizing events or representing their organization professionally.
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Course Outline
M odule 1: Foundations of Protocol

« Introduction to Protocol: History and Significance

Key Principles of Modern Protocol

Types of Protocol: International, Diplomatic, Corporate
Hierarchy and Order of Precedence

National Symbols and their Usage

Module 2: International Diplomatic Protocol

« Diplomatic Ranks and Functions

« Forms of Address and Salutations

« Arranging Diplomatic Meetings and Events
 Accreditation and Privileges of Diplomats
« Understanding Diplomatic Immunity

Module 3: Corporate Etiquette and Professionalism

« Business Etiquette in a Global Context

o Communication Skills: Verbal and Non-Verbal
 Professional Appearance and Demeanor

« Dining Etiquette for Business Occasions

o Cross-Cultura Communication in Business

Module 4: Introduction to Event Management

» The Event Management Lifecycle
« Defining Event Goals and Objectives
 Types of Events: Corporate, Social, Cultural



« Stakeholder Identification and Analysis
» Developing a Comprehensive Event Plan

Module 5: Event Planning and L ogistics

 Venue Selection and Management

« Supplier and Vendor Management

« Transportation and Accommodation Logistics
« Catering and Beverage Management
 Audiovisua and Technical Requirements

Module 6: Budgeting and Financial M anagement for Events

« Developing an Event Budget

» Cost Control and Negotiation Strategies
« Revenue Generation and Sponsorship

« Financial Reporting and Analysis

« Risk Management in Event Finances

Module 7: Marketing and Promotion of Events

« Developing an Event Marketing Strategy
« Utilizing Digital Marketing Channels

« Social Media Engagement for Events

« Public Relations and Media Management
« Creating Engaging Event Content

Module 8: On-Site Event Management and Execution

« Registration and Guest Management

« Volunteer and Staff Coordination

» Timeline Management and Execution

« Problem-Solving and Crisis Management On-Site
« Ensuring Guest Satisfaction

Module 9: Risk Assessment and Security for Events

« ldentifying Potential Event Risks

» Developing Risk Mitigation Strategies

« Security Planning and Coordination

« Emergency Procedures and Protocols

« Insurance and Legal Considerations for Events

Module 10: Meeting and Conference M anagement

« Planning and Facilitating Effective Meetings

» Agenda Development and Management

» Minute-Taking and Follow-Up Procedures

« Managing Large-Scale Conferences and Summits

« Utilizing Technology for Meetings and Conferences

Module 11; Cross-Cultural Communication in Events

» Understanding Cultural Differences and Nuances



 Adapting Communication Styles for Diverse Audiences
« Managing Language Barriers

o Cultural Sensitivity in Event Design

« Global Etiquette Considerations

Module 12: Digital Toolsand Technology for Event Management

« Event Management Software and Platforms

« Utilizing Virtual and Hybrid Event Technologies
« Data Analytics for Event Insights

» Online Registration and Ticketing Systems

« Mobile Applications for Events

Module 13: Sustainability and Social Responsibility in Events

« Principles of Sustainable Event Management

» Reducing Environmental Impact

« Socialy Responsible Event Practices

» Measuring and Reporting Sustainability Efforts
« Green Event Certifications and Standards

Module 14: Legal and Ethical Considerationsin Protocol and Events

« Contract Law and Vendor Agreements

« Data Privacy and Protection Regulations

« Intellectual Property and Copyright Issues

« Ethical Decision-Making in Event Management
« Compliance with Local and International Laws

Module 15: Post-Event Evaluation and Reporting

» Gathering Feedback and Conducting Surveys
« Analyzing Event Success Metrics

« Preparing Post-Event Reports

« ldentifying Areas for Improvement

e Long-Term Impact and ROI of Events

Training M ethodol ogy
Thistraining program will employ a blended learning approach, incorporating:

« Interactive lectures and presentations
 Group discussions and brainstorming sessions
 Case studies and real-world examples

« Practical exercises and simulations
 Role-playing and scenario-based |earning

Register asa group from 3 participantsfor a Discount

Send us an email: info@fineskilltrainingcenter.com or call +254769199797
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Certification

Upon successful completion of this training, participants will be issued with a globally- recognized
certificate.

Tailor-Made Course

We also offer tailor-made courses based on your needs.
Key Notes

a. The participant must be conversant with English.

b. Upon completion of training the participant will be issued with an Authorized Training
Certificate

c. Course duration is flexible and the contents can be modified to fit any number of days.

d. The course fee includes facilitation training materials, 2 coffee breaks, buffet lunch and A
Certificate upon successful completion of Training.

e. One-year post-training support Consultation and Coaching provided after the course.

f. Payment should be done at |east a week before commence of the training, to FINESKILL
TRAINING CENTER account, as indicated in the invoice so as to enable us prepare better for you

Upcoming Scheduled Sessions

Start Date End Date Location Price

07 Sep 2026 18 Sep 2026 Physical $3,000
14 Sep 2026 25 Sep 2026 Physical $3,000
21 Sep 2026 02 Oct 2026 Physical $3,000
28 Sep 2026 09 Oct 2026 Physical $3,000
05 Oct 2026 16 Oct 2026 Physical $3,000
12 Oct 2026 23 Oct 2026 Physical $3,000
19 Oct 2026 30 Oct 2026 Physical $3,000
26 Oct 2026 06 Nov 2026 Physical $3,000



Ready to enroll or request a customized program? Book online or contact us:

Register Online Now

Email: info@fineskilltrainingcenter.com | Website: www.fineskilltrainingcenter.com


https://fineskilltrainingcenter.com/courses/training-course-on-protocol-and-event-management

