	ETIQUETTE, PROTOCOL, INSTITUTIONAL CEREMONY
- interactive course - 

* 20 academic hours *

It is a mistake to think that etiquette, protocol and ceremony are to be used only for kings, presidents and rich people. Etiquette and protocol are a life philosophy, part of the education. Used when requested, they ensure success in everyday life as well as in career, regardless of the school degrees we might have or the domain we are working in. 


	Organizer
	CIFORD

	 Target groups
	Politicians, people working in public and private owned companies, mass-media, professional organizations, governmental and non-governmental organizations, students, any institution which should organize institutional events or be part of them.

	Schedule
	Thursday (9,00 -17,30) ; Friday (8,30 -17,00) ; Saturday (8,30 -13,00)
Note: for groups of over 10 person coming from the same institution, by request, we may organize lectures on Mondays, Tuesdays anf Wednesdays. 

	Place
	Curtea de Arges or, if the weather allows, in a cozy villa from a village around Fagarash mountains. If at least 10 participant, we can come to your headquarters. 

	Logistics
	Modern classroom with flipcharts, overhead projector, screen, protocol assistant, secretary. 

	Lecturers
	University lecturers, personalities with experience in this field. 

	Participants
	Group : to maximum of 14 participants
note:  for VIPs we ensure different services

	Services

	Lecture, exercises, videos, group theory, notebooks, course papers. Diplomas and small presents from CIFORD, group photos. Accommodation: 2 nights – breakfast, lunch, dinner (2 of each), coffee break (5), graduation ceremony. 


	Course Schedule / taxes
	Any question, please write to us at programe@ciford.net
NOTE: Full time students below 23 years old can benefit of special taxes.


	ETIQUETTE, DIPLOMATIC PROTOCOL, INSTITUTIONAL CEREMONY

Lectures

20 academic hours


	MODULE  I – DAY I 

  
	 International relations –  Laws of Manu (Mānava-Dharmaśāstra)

	
	 Protocol and ceremonies – origins, definitions, concepts. Ceremonials in ancient Greece and in Roman Empire. Ceremonial in China and Islam. Modern ceremonial. 

	
	Protocol and ceremonies: state, presidential, regal, diplomatic, military, religious, academic, cultural, in various public events, in public and private institutions.

	
	Similarities and differences between Protocol officers, Public Relations officers and Press officers.  The importance of the protocol and ceremonies officer. 

	
	Exercise / case study: workshop with international participation.

	
	Public ceremonies: organizer, participant, host, guest.

	
	Protocol in public and private administration. Customs, laws, norms, standards. Recommendations. 

	
	Exercise / case study: the ceremony for changing local / central decision-maker (president, mayor, director)

	
	Organizing protocol services – new technologies (public institutions, private enterprise, international organizations).) 

	
	The relation between state protocol and private protocol. 

	
	Protocol officers’ profile for 

· Public administration (local and central) 
· Corporations
· International organizations

	MODULE II –  DAY I 
	Priority: international protocol criteria. Norms established by Pope Julius the Second, Marquis of Pombal (1770s), the congress of Vienna (1815), Vienna Convention of Diplomatic Relations (1960)

	
	Presidentship and diplomatic priority. Simple priority, alternative priority. English model vs. French model

	
	Exercise / case study

	
	Protocol for members of a delegation of a High-rank official in an official visit or a special event. Exercise / case study.

	
	Exercise / case study:

	
	Protocol for dignitaries / public officials’ families and First Lady. 

	
	Exercise / case study.

	
	National symbols, local symbols, institutional symbols. Flags position, national flag, national hymn (when should be used and when not), presidential march, ambassadors’ march, institutional hymn.
· Exercise / case study. 

	MODULE III – DAY II 
	State visit. Official visit. Working visit. (international norms and local customs)

	
	Special events: award ceremonies, festivities, openings, official delegations, opening a condolences book, other special events.

Exercise / case study.

	
	·  Protocol and ceremony in private owned enterprises. 

Exercise / case study

	
	 Group dynamic – preparing a project

	MODULE IV –  DAY II 
	Personal image. Institutional image. 

	
	Etiquette and social protocol – basics.

	
	Greeting. Introducing yourself.

	
	Reception. Formal dinner. Dinner. Vin d’honneur. Social gathering. Memorial wraths. Working breakfast – lunch – dinner. Host, guest.

	
	Guest of honour

	
	Table priority

	
	Table etiquette. International norms and local customs. Using the utensils. Conversation. 

	
	Written invitation / Call. How to be a guest / host. 

	
	Dressing 

	
	Verbal and non verbal communication

	
	How to give and receive presents  

	
	How to move around in an environment (reception, social gathering,  small receptions)

	MODULE V –  DAY III 
	Ceremony: an obligatory knowledge for any official occasion. 

	
	Public and private events which request knowing and applying etiquette norms, protocol and ceremony. 
· Case study
· Operation manual 


