Protocol Manual
The mission of the Corpus Christi International Protocol office is to provide protocol support to the City of Corpus Christi and institutions that support its international growth. The protocol office offers hosting and hospitality services to high-level dignitaries and visitors, national and international, representatives from international organizations and civil society. It also manages ceremonies, conferences and social activities. Finally, it provides protocol and etiquette guidance for institutions in the city.

1. Work Book

Official host of the event:  ___________________________________________

Event Coordinator – Protocol Officer: __________________________________
Chart #1 – Definition of the event

	Background of the guest

	

	Background of the country and/or city of origin

	

	Protocol and or customs of the country of origin or the nature of the visitor

	

	Purpose of the visit

	

	About the official host


	

	People or institutions that intervene in the visit like co-hosts. (Leaders, restaurant managers, institution directors, and important people of the city, etc…)


	

	Nature of the relationship:


	

	Image that we want to project and show
	


Chart # 2 – Planning 
	
	
	Responsible
	Deadline
	Date check
	

	Schedules
	Do the schedules, making sure to  include all the events and allow time for the unexpected etc. … remember every place and person involved and announce visitors' arrival etc.
	
	
	
	

	Events
	List of the events that will take place during the visitor’s stay, along with time and place. Make sure to take into account traveling time. Advise the visitor of the kind of event: outside or inside, formal or informal, etc   
	
	
	
	

	Time outside of the events

	List of events that will be in place during the whole visit and the places (i.e. outdoors or indoors, restaurants, airport, offices of government, navy, and institutions)
	 
	
	
	

	Institutions
	List of institutions involved along with names and titles of respective representatives.  Be aware of  existing relations with the visitor …
	
	
	
	

	Accessories
	Attainment, rent, or purchase of elements necessary for the events (i.e. tents, chairs, carpets, parasols, plates, silverware, sound stage, and screens)
	
	
	
	

	Host
	Preparation of the official host(s) in cultural aspects, etiquette, dress code, speeches, schedules, protocol of events, world news, titles and how to address the guest. Also, know subjects of conversations and subjects to avoid.
	
	
	
	

	Housing
	Place in which the visitor will be received. Pay attention to decoration of this place.
	
	
	
	

	Attention and decoration.
	Flowers, gifts, and decoration in places in which the visitors will be.  Everything needs to indicate pleasure of receiving the visitor.
	
	
	
	

	Cultural Factors


	List of our customs that could turn out to be offensive to the visitor. Background of the native land and proper procedure of protocol of the visitors’ country.
	
	
	
	

	Transportation
	For the visitor and the processions (i.e. plane tickets, limousines, taxis, trains, and buses). Itinerary of transport and routes during the whole stay of visitor.
	
	
	
	

	Weather conditions 

	Constant information on the climate and be prepared for contingencies in the changing of climate.
	
	
	
	

	Meals
	List of all meals and menus at the places that will be attended during the stay. Disposition of the table: plates, drinks, crystals, and waiters.  Check tastes or get requests of the visitor, in case of need.
	
	
	
	

	Institutional image
	Design the image of the event according to the nature of the visit and the image the host wants to project (i.e. design of papers, invitations, decorations, and logos etc.)
	
	
	
	

	Persons image
	Description of the dress code for men and women in each of the events, in agreement with the place and the hour of the event.
	
	
	
	

	Before and after the visit

Communications:


	Make contact before the visit. Receive instructions of protocol and confirm needs or special requests of the visitor. Send programs and information about organization and confirm tickets and schedules.  After the visit, send cards and articles of newspaper published etc.
	
	
	
	

	Media & communications
	Call and report to the mass media. Deliver programs to those who must assist. Write and deliver official memorandums. Coordinate interviews, manage journalists, and control the flow of communication to all participants of events.
	
	
	
	

	Security and emergencies


	Record of possible medical emergencies of the visitor along with the visitors’ blood type and list of medicines and diseases of the visitor.  List of contacts and numbers of Hospitals, Paramedics, bodyguard and/or police.
	
	
	
	

	Personnel
	List of necessary personnel (i.e. tourist guide, translator, servant, nurse, assistant, and secretary)
	
	
	
	

	Economic resources
	Distribution of the budget, along with authorization of expenditures and control of the money.
	
	
	
	


1. Protocol Resources: Use the following resources to help you fill out the charts above:

a. The CIA – The World  Factbook – online resource
b. Kiss, Bow, or Shake Hands: How to Do Business in Sixty Countries by Terri Morrison, Wayne A. Conaway, George A. Borden - Adams Media 

c. DO's and TABOOs of International Trade
by Roger E. Axtell - John Wiley & Sons, Inc. 

d. DO's and TABOOs of Hosting International Visitors by Roger E. Axtell - John Wiley & Sons, Inc. 

e. Breaking Through Culture Shock: What You Need to Succeed in International Business by Elisabeth Marx 

