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Protocol, Travel and Administration Operations Training

Ref: 321701_144270 Date: 25-29 Aug 2025 Location: Prague (Czech) Fees: 4400 Euro

Course Description

This intensive 5-day course provides comprehensive training in protocol management, travel
coordination, and administrative operations. Participants will gain practical skills and knowledge to
excel in organizing high-level events, managing travel logistics, and streamlining administrative
processes. The course combines theoretical concepts with hands-on exercises to ensure real-world
application.

Learning Objectives

Develop expertise in protocol management for various official events and ceremonies
Master travel coordination techniques for domestic and international trips

Enhance administrative skills to improve operational efficiency

Learn best practices in event planning, budgeting, and risk management

Understand cultural sensitivities and etiquette in international settings

Course Modules
Day 1: Fundamentals of Protocol Management

e Introduction to protocol and its importance

e Types of official events and ceremonies

¢ Protocol hierarchy and precedence

e Cultural awareness and international etiquette

Day 2: Travel Coordination and Logistics

Travel policy development and implementation
Visa and passport procedures

Transportation and accommodation arrangements
Travel risk assessment and management

Day 3: Event Planning and Management

Event conceptualization and planning
Venue selection and management
Guest list management and invitations
Event budgeting and cost control
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Day 4: Administrative Operations

¢ Document management and filing systems
o Effective communication in administrative roles
¢ Time management and prioritization techniques
e Office technology and software proficiency

Day 5: Advanced Protocol and Crisis Management

¢ VIP and dignitary handling

e Flag and national anthem protocol

e Crisis management in events and travel

e Future trends in protocol and administration

Practical Wins for Participants

Ability to confidently manage high-level events and ceremonies
Enhanced skills in coordinating complex travel arrangements
Improved efficiency in administrative tasks and processes
Developed crisis management skills for various scenarios
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Blackbird training cities

Accra (Ghana) Amman (Jordan)

Baku (Azerbaijan) Bali (Indonesia)
Barcelona (Spain) Batumi (Georgia)

Berlin (Germany) Birmingham (UK)
Brussels (Belgium) Cairo (Egypt)

Cascais (Portugal) Copenhagen (Denmark)

Disseldorf (Germany)
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Amsterdam (Netherlands)

Bangkok (Thailand)

Beijing (China)

Bordeax (France)

Cape Town (South Africa)

Doha (Qatar)
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Annecy (France)

Bangkok (Thailand)

Beirut (Lebanon)

Boston,Massachusetts (USA)
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Audit & Quality Assurance Finance, Accounting, Budgeting Marketing, Sales, Customer
Service

IT & IT Engineering

Supply Chain & Logistics

Health & Safety

Customs & Safety

Aviation C-Suite Training Agile and Refinement
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