
PROTOCOL BASICS

The aim of the course is to 
give participants an up-to-date 
knowledge of the main practices 
and procedures of protocol today

www.ispdnetwork.org



Protocol Basics
Protocol Basics, level one of our three tiered MA 
programme, is a comprehensive 4-day intensive course. 
It has been specifically designed for those who wish to be 
introduced to this increasingly important field and acquire 
the basic skills of protocol for its practical application. 

Aim
The aim of the course is to give participants an up-to-
date knowledge of the main practices and procedures of 
protocol today. It is for this reason that ISPD has assembled 
a team of leading experts with decades of experience and 
thorough knowledge. It is our belief that our participants 
will, by the end of the course, posses the skills to deal with 
a wide range of situations where protocol is required.

Who Should Attend
It will be of particular interest to: 

•	 Current embassy personnel

•	 European Union officials

•	 International organisations staff

•	 University students in the fields of politics 

•	 International relations, communication and PR 
professionals

•	 Business people 

•	 Journalists

•	 Interpreters

•	 Hospitality and customer service managers

•	 VIP and guest managers

•	 Event organisers and public relations 
representatives



Method
Our intensive courses focus on gaining knowledge 
and skills for its practical application. The International 
School of Protocol & Diplomacy method has been proved 
to guarantee the mastering of contemporary protocol 
practices. 

These seminars are a combination of presentations, 
question and answer sessions and discussions carried 
out by a group of carefully selected and renowned 
experts in their respective fields. This approach ensures 
that in-depth discussions will lead to a richer and more 
comprehensive knowledge of the topics encountered.

Our Experts
ISPD only works with experienced specialists. Amongst our 
lecturers for Protocol Basics, we are pleased to include:

Ines Pires-Urquiza, ISPD Founder, Soft Diplomacy Skills 
Specialist and Protocol expert

Jacques de Baenst, former Head of Protocol of the 
European Commission

Luis Ritto, former EU Ambassador to the Holy See, FAO 
and Order of Malta

Thomas Sladko, Deputy Chief of Protocol of the Austrian 
Chancellery

Wolfgang Streitenberger, Media Advisor of the European 
Commission

Jacques de Cartier d’Yves, former Chief of Protocol of 
the Belgian Ministry of Defence



What you will learn
Participants of this course will be given the opportunity 
to master the main tools of modern protocol. In the 
first stage, the main elements of the protocol will be 
introduced including a comparison between protocol, 
etiquette and ceremonial. This will be then followed by 
a description of the protocol in public institutions. The 
final stage will focus on the application of the protocol 
in the organisation of events such as an official visit, a 
conference or a banquet.

•	 Introduction to Protocol and Diplomacy 

•	 Precedence and its Criteria

•	 Seating Arrangements for Events

•	 Symbolism and the World of Flags

•	 Invitations and Gifts

•	 Protocol at the Table

•	 Official Events Organisation

•	 The role of the Protocol Officer

•	 Organisation of Press Conferences 

•	 Organisation of Official Visits

•	 Organisation of Ceremonies

•	 Organisation of Conferences and Summits

Please visit our website for a full description at:

www.ispdnetwork.org



Programme
The programme will start on Monday at 09:00 h and will 
finish on Thursday at 17:15 h.

Course Venue
The course will take place at bdb House, Headquarters 
of The International School of Protocol & Diplomacy, Rue 
de Pascale 16, Brussels, Belgium.
Tel: +32 (0)2 830 1222

Course Language
The classes are conducted in English.

Fee
1375 EUR. Students who wish to obtain the Executive 
Diploma can do so by adding a 300 EUR fee to cover 
online evaluation and the issue of the diploma.

Hotel Reservations
The International School of Protocol & Diplomacy has 
partnered with a range of convenient hotels in order to provide 
discount rates. Please contact us for further information.

Meals
Meals are not provided within the school premises. 
However, there is a variety of restaurants and cafes in the 
area to suit all tastes.

Registration
Complete and return the registration form as soon as 
possible in order to guarantee you a place. The number of 
places is limited to a maximum of 27 for all intensive courses.
The registration form can be found at our website: 
www.ispdbrussels.org

General Information



Confirmation
Confirmation of registration will be forwarded to 
participants on receipt of the completed registration form. 
However, places are limited in order to be guaranteed 
payment must be received.

Payment
Prior payment is condition for participation. For 
cancellations received 10 days before the course, 
we will charge an administration fee of 150 Euros 
unless the reason falls under the scope of our extreme 
circumstances list.

Cancellation Policy
ISPD reserves the right to cancel the seminar up to 2 weeks 
before the starting date under certain circumstances. 
ISPD accepts no responsibility for any costs incurred 
(travel, hotel, etc.) under certain circumstances. Please 
contact Front Office for ISPD’s cancellation policy.

Clients and Partners

ISPD
Rue de Pascale 16

Brussels 1040
Tel. +32 (0) 2 830 1222

frontoffice@ispdnetwork.org


