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What is Protocol?

What exactly is protocol? Protocol is a set of guidelines and procedures for social behavior, a
framework for how to interact and communicate with one another. Protocol is interwoven in our
personal lives. From walking (staying to the right on a sidewalk) to eating (table settings) and

to celebrations (invitations and toasts). Protocol establishes the culturally agreed upon rules of
engagement.

In a professional setting, protocol can dictate seating, greetings, and dress code. In government,
protocol sets the stage for diplomacy, laying out a road map for every exchange, big or small,
between diplomats and leaders. In every scenario, relationships are built, and agreements are
made within the defined and carefully curated structure of protocol.




Why is it so important to have a road map for diplomacy, guidelines for welcoming delegations,
and process for exchanging gifts? No matter what your goal is in interaction, you first have to
establish a connection, and you cannot do that to the best of your ability without the elements of
protocol.

Atlanta's notoriety as the most vibrant, culturally significant international city in the Southeast,

and the anchor of America’s tenth-largest metropolitan region is testament to our unigue spirit of
collaboration and attitude towards establishing connections. Atlanta is home to Hartsfield-Jackson
Atlanta International Airport, the world's busiest and most efficient airport, which offers service

to more than 75 international destinations in 50 countries. Our global ecosystem is supported

by a dynamic community of international representatives and organizations, which includes

more than 70 consular and trade offices, 31 bi-national chambers of commerce, and 17 sister

city partnerships. In 2019, the Mayor’s Office of International Affairs welcomed more than 100
international delegations ranging from high-ranking diplomats, businesses, city representatives,
and educators and students seeking exchange of best practices.

Atlanta's diversity and vitality has been built on the strength of being a welcoming and inclusive
city. In the world of protocol, we see that differences in culture and nationality have an enormous
influence on the manner in which social interactions are conducted. It is important to make
international guests and immigrant populations feel welcome and supported. In order to
accomplish this, we must learn to respect differences and educate ourselves on the complexities
of interaction including, language, cultural customs, greetings, gift exchange, attire, forms of
address and more.

For governments, businesses, and personal relationships, our best chance of creating strong

and enduring relationships lies in understanding our counterpart and establishing a connection.
The Mayor's Office of International Affairs and Hartsfield-Jackson Atlanta International Airport

are a resource for City of Atlanta officials and members of our community to provide guidance

on protocol, diplomacy, and manners of procedure for international guests and dignitaries. This
manual is intended to be an accessible guide for anyone who wants to be empowered by the tools
of protocol and diplomacy in work and everyday life.



Mayor’s Office of International Affairs

Welcoming International Visitors

Every year the City of Atlanta welcomes approximately 100 international delegations from over 65 countries. The
delegations can range from 10 to over 50 people and can range from a variety of focus areas—from exchanging
best practices to exploring Atlanta's key industries. It is critical that hosts are appropriately prepared with the
knowledge and resources necessary to welcome international visitors. When we interact with people in a
welcoming, dignified way, we are encouraging communication and setting the stage for productive engagement.

The Mayor's Office of International Affairs (MOIA) provides protocol services and trainings to equip City
departments and partner organizations with the necessary tools to welcome foreign delegates. This guide will
provide a framework for welcoming international visitors and delegations and will cover the following protocol
elements: order of precedence, forms of address, greetings, special events, seating, flag etiquette, meals,
interpreters, and gift exchanges. The checklist below highlights key priorities to be conscious of when preparing for
an international visitor, but the guide in its entirety will provide the tools you will need to engage in diplomacy and
relationship building.

Checklist

Do your homework: In international dealings, preparation is key. Educate
yourself on customs and cultural details. Familiarize yourself with the
latest news from their countries to be privy to points of conversation or
subjects to avoid. Read through the biography or background of your
international visitor.

Plan ahead: The benéefits of proactive planning allows you to foresee
issues or roadblocks that may come your way. Creating to-do lists and
outlining a plan of action will provide you with the ability to manage your
time and energy of you, your counterparts, and your principals, as well as
react smartly to a surprise opportunity or unforeseen situation.

an international delegation, effective communication is a must. It allows

you and everyone involved to have clear expectations of their tasks and

increases productivity. It is always helpful to provide a “brief” or agenda,
updated schedule, contact information, and delegation list in advance to
all individuals involved in planning.

Know your contacts: It is essential that you acquire the email, phone
number, and personal cell number of the delegation coordinator or
leader, or "back-up” contact. It is critical that you are able to get in touch
with your visitors to inform them of any emergencies or changes in the
itinerary.

Don’t come empty handed: This applies to not only gift-giving, but
also to items that make visitors and your principals feel comfortable
and prepared. This could include anything from refreshments to spare
business cards to an extra notepad and pen.

e Communication is key: In the realm of event planning and coordinating




If you are expecting an international delegation or are traveling abroad for city-related matters and are interested
in our country specific manuals and protocol training, contact the Mayor’'s Office of International Affairs and email
Paulina Guzman at paguzman@atlantaga.gov or 470-303-9589.

For additional information on the Mayor's Office of International Affairs, please visit the Office’s website at
www.atlinternationalaffairs.com

Cesar A. Vence
Deputy Director
cvence@atlantaga.gov
@cesarvence

Vanessa lbarra
Director
vibarra@atlantaga.gov
@vanessaibarratl

Meredith Steinmetz-Rodriguez
Project Manager
msteinmetz-rodriguez@atlantaga.gov
@mereat!

Paulina Guzman

Global Engagement Officer
paguzman@atlantaga.gov
@pauguzatl

I
$
[
£
L/

_;‘.

ey




Order of Precedence

Hierarchy and precedence are central components in diplomacy. Who is first to enter the room? Where does each
person sit? Who will be presented with a gift? These are important questions that address hierarchy protocols in
international diplomacy and business negotiations. Precedence determines the highest honor in situations where
multiple people hold positions of power or respect. To get it wrong may be seen as an insult to the individual and
the country they serve. With that said, it is critical to treat each person will the same cultural courtesies, but certain
guidelines should be adhered to when planning an event or hosting an international delegation.

The U.S. Department of State maintains an official order of precedence for domestic and international officials. The
Department of State also maintains the Diplomatic List, which is an order of precedence for diplomatic corps, listing
all the international ambassadors posted in Washington D.C. along with their credential presentation dates. Unlike
the federal government, states and cities have no fixed order of precedence, though they generally follow the same
rules. Suggested guidelines for precedence and forms of address can be found below or by referring to the State of

Georgia Protocol Guide.

Forms of Address

When addressing a foreign dignitary, it is important to take into consideration title and order of precedence. In
some cultures, people are quick to go by a first name basis after initial instructions. In other cultures, titles and last
names are seen as part of a person'’s identity. Forms of address may vary between cultures, so it is essential to
have the appropriate information on honorifics and courtesy titles, as well as instructions on addressing written

correspondence.

Below you will find a table explaining forms of address for local, state, national, and international officials.

Federal Officials

Federal Official

President of the
United States

Former Presidents
of the United States

Vice President
of the United States

Cabinet Secretaries

The Attorney General

The Chief Justice

Judge of a Court

Address

The President
The White House

The Honorable
John Smith

The Vice President
United States Senate

The Honorable John
Smith Secretary of
Cabinet Name

The Honorable Jane
Smith Attorney General

The Chief Justice
The Supreme Court

The Honorable Jane
Smith Judge of the
United States District
Court for (District)

Salutation
Dear Mr. President/Dear
Madame President
Dear Mr. Smith
Dear Mr./Madame Vice
President

(Official)
Dear Mr. Secretary
(Unofficial)
Dear Mr. Smith

Dear Madame
Attorney General

Dear Chief Justice

Dear Judge Smith

In Conversation

Mr. President/
Madame President

Mr. Smith

Mr./Madame
Vice President

Mr. Secretary Or
Mr. Smith

Madame Attorney
General

Chief Justice

Judge Smith

Place Card

The President

Mr. Smith

The Vice President

The Secretary of
(Cabinet Name) or
Mr. Smith

The Attorney General

The Chief Justice

Judge Smith


https://www.state.gov/wp-content/uploads/2020/10/Fall-2020-Diplomatic-List1.pdf
http://online.flowpaper.com/79590748/georgiaprotocolguide/#page=1
http://online.flowpaper.com/79590748/georgiaprotocolguide/#page=1

Forms of Address (continued)

Federal Officials (continued)

Representative

Senator

The Speaker of
the House of
Representatives

State Officials

The Honorable John
Smith United States

House of Representative

The Honorable Jane
Smith United States
Senate

The Honorable John
Smith The Speaker
of the House of
Representatives

Dear Mr. Smith

Dear Senator Smith

Dear Mr. Speaker

Mr. Smith

Senator Smith

Mr. Speaker

Mr. Smith

Senator Smith

Mr. Speaker

Governor

Former Governor

Lieutenant Governor

Attorney General

Speaker of the
Georgia House of
Representatives

President Pro Tempore
of the Georgia Senate

State Senator

Former State Senator

Member of the House of
Representatives

Former Member
of the House of
Representatives

* Qutside of own state - The Governor of (State)

The Honorable John
Smith Governor of
Georgia

The Honorable John
Smith Street Address

The Honorable Jane
Smith Lieutenant
Governor of Georgia

The Honorable John
Smith The Attorney
General of Georgia

The Honorable Jane
Smith Speaker of the
Georgia House of
Representatives

The Honorable John
Smith President Pro
Tempore of the Senate
of Georgia

The Honorable Jane
Smith

The Honorable Jane
Smith

The Honorable John
Smith

The Honorable John
Smith

Dear Governor Smith

Dear Mr. Smith

Dear Lieutenant
Governor Smith

Dear Mr. Smith

Dear Madame Speaker

Dear Senator Smith

Dear Senator Smith

Dear Mrs./Ms. Smith

Dear Mr. Smith

Dear Mr. Smith

Governor Smith

Governor Smith or
Governor

Mrs./Ms. Smith or
Lieutenant Governor

Mr. Smith or Mr.
Attorney General

Madame Speaker

Senator Smith

Senator Smith

Mrs./Ms. Smith

Mr. Smith

Mr. Smith

** Qutside of own state - The Attorney General of (State)

The Governor*

Mr. Smith

The Lieutenant
Governor

The Attorney General**

The Speaker

The President Pro
Tempore of the Georgia
Senate

Senator Smith

Mrs./Ms. Smith

Mr. Smith

Mr. Smith




Forms of Address (continued)

Diplomatic Officials

Ambassador of the The Honorable John

Smith The American Dear Mr. Ambassador/ Mr. Ambassador/ The American
United States (at post) Ambassador Smith Ambassador Smith Ambassador
Ambassador
Ambassador of the ;;?trg'zzr:l:\i:iigi Dear Madame
United States (away Madame Ambassador =~ Ambassador Jane Smith
Ambassador to Ambassador
from post)
(Country)
Mr. John Smith Dear Consul General (First Name, Last Name)
Consul General The Consul General of . Consul General Smith Consul General of
Smith
(Country) (Country)
Ms. Jane Smith (First Name, Last Name)
Honorary Consul

The Honorary Consul Dear Ms. Smith Ms. Smith
General

Honorary Consul
General of (Country)

General of (Country)

Foreign Leaders and Officials

His/Her Majesty John/ His/Her Majesty

King/Queen Jane IX King/Queen of Your Majesty* Your Majesty** The King/Queen of
(Country) (Country)
His/Her Royal Highness . .
. . John/Jane Smith The HRH The Prince/ . Hls/He.r Royal !-hghness
Prince/Princess . . . Your Royal Highness** The Prince/Princess of
Prince/Princess of Princess (Surname)
(Country)
(Country)
His/Her Excellency
Prime Minister John/Jane Smith Dear Ms./Madame Ms./Madame Prime The Prime Minister of
The Prime Minister of Prime Minister Minister (Country)
(Country)
His/Her Excellency
. John/Jame Smith Dear Mr. Ambassador/ Mr./Madame The Ambassador of
Foreign Ambassador . Ambassador/
Ambassador of Ambassador Smith . (Country)
Ambassador Smith
(Country)

*His/Her Royal Highness (HRH) can be used when a prince holds another title such as duke (or a princess, the title of duchess) by which he
or she would normally be addressed.

**For prolonged conversations, use Your Majesty/Your Royal Highness when first addressing and Sir/Ma'am afterword.
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Greetings

Religious Practices



Special Events To-Do List (City Hall)

1. Submit request to City of Atlanta point of contact at least two months in advance, no later than four weeks in
advance.

2. Request should include the following:
a. Title/Summary of Event or Meeting
b. Date, Start Time, and End Time
c. Location Requirements (board room, large event space, small conference room, etc.)
d. Number of attendees

e. Technology requirements (microphone, AV system, stereo, on-screen slide-show, etc.). City Hall only
provides one handheld microphone.

f.  Food/Beverage Requirements
g. Do you require remarks from City of Atlanta official?

h. Marketing Requirements

3. A separate document should be provided that includes full name and contact information of coordinators, caterers
(if applicable), and any vendors that will be entering City Hall.

4, At least two weeks before the event date, an updated agenda/schedule will need to be provided by requestor.

Transportation/Accommodations

Preparing for transportation and accommodation requests are essential for a successful visit in the host country or
for an incoming delegation. It is important to inquire on specific transportation and/or accommodation needs and
become familiar with local transportation services (i.e. metro subway, train, taxis, streetcar, etc.) if visiting a foreign
country. Be prepared to provide a list of recommended hotels and private transportation services and be sure to notify
the delegates to download ride-sharing applications. This will be essential if the group is separated.

Police Escort: There will be certain delegates or dignitaries that will request protective services and/or motorcade
from local police authorities or private security firms. Depending on diplomatic precedence, a motorcade or police
escort may be warranted. Contact your public safety authorities to determine capacity and cost to provide these

services. It is also recommended to provide the incoming delegation with a list of private security firms in the area.



Local Attractions

As an "ambassador” to your City or State, it is important you highlight local attractions and provide resources for the
foreign delegation so they feel welcome and take the opportunity to explore their host City. The most memorable
moments are those that take place outside of the meetings. Be sure to share restaurant recommendations, sports
arenas, local neighborhoods, and other local attractions.

Visit Atlanta Convention and Visitors Bureau and Metro Atlanta Chamber ChooseATL for ideas and resources.

Seating Arrangements

Table seating for special events and meetings is a necessary procedure when hosting government officials, foreign
dignitaries and other distinguished persons. Precedence, based on a delegate’s official position or rank order, should
be the determining factor of seating arrangements for all official functions. In the absence of clear rank of precedence,
seating arrangements can reflect common interest, languages spoken, guests of honor and host preference.

When foreign delegations are present, linguistic ability may be a deciding factor in the seating, particularly if there
is an interpreter. After the guests of honor and second ranking officials have been placed, non-ranking officials may
be seated between or around those of official rank. A well-considered seating arrangement can make a tangible
contribution to an event or meeting's overall success.

Seating Arrangement Examples

Ranking Interpreter or other member of host party
Guest ORGANIZATION
U.S. FLAG ent FLAG

President
o g o @) . ] HOST GUEST  INTERPRETER
o e e e lﬂ:l e X X X

GUEST

‘ HEAD TABLE ‘ Principal host
INTERPRETER
U Principal guest D X M <

HOST

[ Vice : ' O Roundtable Seating Plan Rectangular or Square Seating Plan
r

Interpreter or other member of the guest party

TABLE
TABLE
TABLE



https://discoveratlanta.com/acvb/
https://www.chooseatl.com
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The United States of America flag
State of Georgia flag

City of Atlanta flag

Military flag

Other flags of the country

The United Nations uses alphabetical order when presenting a national flag. U.N. flag etiquette ensures that no one
country's flag has precedence over another country's flag. The U.S. flag should never be flown above another national
flag on the same staff as this would suggest superiority or inferiority of one flag, or nation, over another. A country's
flag should never be allowed to drag along the ground. The flags also must be at equal heights.

Order of Priority: your country's flag should be hoisted first and lowered last.

Placement: international flag use forbids the display of the flag of one nation above that of another nation in time
of peace.

Half-staff: The flag is hoisted to half the potential height of the flag pole to denote grief and mourning. This is
performed by raising the flag to the top, then lowering it halfway.

Distress: denoted by flying the flag upside down.
Manner of Hoisting: the flag should be hoisted briskly and lowered ceremoniously.
Disrespect: no disrespect should ever be shown to the flag.

Defacement: the flag should never have placed upon it, nor any part of it, or attached to it, any mark, insignia,
letter, word, figure, design, picture, or drawing of any nature.

Storage and Care: the flag should never be fastened, displayed, used or stored in such a manner as to permit the
flag to be easily torn, soiled, or damaged.

Flags may be flown at half-staff to denote mourning. The flag can be flown at half-staff each year on memorial
holidays (Memorial Day, Patriot Day, etc.). The governor of Georgia may also order flags on state property flown at
half-staff to honor the death of an influential individual or government official.

Flying national flags at half mast should officially follow these guidelines:

The flag should first be raised to the top, and then lowered approximately between halfway to two thirds of the
way up the flagpole. The flag should then be fastened.

When lowering the flag, it should first be raised to the top and then lowered.



The U.S,, State, City Flag Codes: Displaying a U.S. flag, state flag, and city flag

The flag of the United States of America should
be at the center and at the highest point of the
group when a number of flags of States or localities or
pennants of societies are grouped and displayed from
staffs.

When the flags are flown from adjacent staffs, the
flag of the United States should be hoisted first and
lowered last. No such flag or pennant may be placed
above the flag of the United States or to the United
States flag's right.

When flags of States, cities, or localities, or
pennants of societies are flown on the same
halyard with the flag of the United States, the latter
should always be at the peak.

State — | City

State | City

_
~

State

City




International Flag Code: Displaying a U.S. flag with international country flags

When flags of two or more nations are displayed,
they are to be flown from separate staffs of the
same height. The flags should be of approximately
equal size. International usage forbids the display of the
flag of one nation above that of another nation in time
of peace. The flag of honor, which is the nation’s flag

in most cases, is flown on the center mast if possible.

It is also correct to fly the flag on its own right. To an
observer it would be on the far left. If more than three
flags are used, the proper position is as far left from the
point of view of an observer. An additional flag may be
placed on the right side, but is not necessary.

When two poles are crossed, the position of honor
is the flag that ends on the left side from the point

of view of an observer (the pole will therefore end on

the right).

In a semicircle, the position of honor is the center.
If a full circle is used outside an entrance to an arena
or stadium, the position of honor is directly over the
entrance. If used to line the walls of the arena, the flag
should be placed directly opposite the entrance

When arranging a meeting it is important to note
that the U. S. flag is always to be on the right and
the guest country flag is on the left.

llg




Beverages and Food




UNITED STATES

Interpreter & Translation Services
Interpreter

Interpreters are an essential resource and serve as the voices of their leaders. Often, delegations will
bring their own interpreters, but it is important to first inquire with the delegation’s coordinator in case
other arrangements need to be made. The interpreter should sit close to the dignitary and the person
for whom he/she is interpreting. It is important to determine how the interpretation will be facilitated:
simultaneously with headsets or asynchronously (pauses between sentences). This is an important
factor for scheduling and coordination purposes. You may need to provide presentations, remarks, and
talking points in advance to ensure the meeting runs smoothly and the interpreter is able to accurately
translate the content.

iSpeak ATL (Translation Services)

The City of Atlanta iSpeak ATL, offers free, timely, and efficient language services to the City's Limited
English Proficient (LEP) population. Constituents will be able to receive excellent service in all City buildings
and offices, no matter what language they speak. For more information, please visit:
https://www.welcomingatlanta.com/ispeakatl/



https://www.welcomingatlanta.com/ispeakatl/

Gift Exchanges

In protocol, we use gift exchange to forge and reinforce relationships between individual dignitaries and the
countries they represent. Gift giving is a powerful way to convey respect and invoke intimacy in a natural way. Be
sure to pay attention to religious or cultural norms when selecting a gift.

Gift Selection

In diplomacy, a gift has to be carefully chosen for the occasion, context, and culture. A gift acceptable in one
country may be considered inappropriate in another. It is important to do your research and carefully select a gift
prior to presenting it. When selecting a gift, keep in mind travel restrictions, size, cultural requirements, and other
potential issues. These gifts are more than just an item but represent a special bond between the principals and
the countries they represent.

Be mindful of the recipient of the gift. Inquire on their specific interests or hobbies to ensure that the gift is unique
and personable. The gift will make an impact and be more meaningful if it is personalized and reflects their interests.

Gift Wrapping

In certain cultures, such as Japan, wrapping is just as important as the gift itself. From the quality to the color of
the paper, these are measures to take into consideration to avoid misunderstanding or misrepresentation.

Who to Gift

It is essential to identify the gift recipient. The recipient within the delegation may be identified by age, education
or seniority within the organization, business or department. Depending on the culture, the delegation leader may
receive a gift on behalf of all delegation participants or if small gifts are provided to each delegation participant.

When to Gift

Although gifts can be exchanged at any point during the visit, in protocol, they are typically presented after the main
meeting. Depending on the country’s customs, the gift may be presented at the beginning or towards the end of
the meeting. In diplomacy, gifts are exchanged in public to broadcast the appreciation of the relationship. However,
consider whether to make the exchange public or private. Not all gifts are meant for public consumption.




Hartsfield-Jackson Atlanta International Airport (ATL)
Protocol Services
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Requesting a Gate Pass

To request a pass, submit an official email at least 48 hours in advance of the flight time. Gate passes are subject to
Department of Homeland Security screening and require time to process.

Please email all requests to protocol@atl.com. This protocol mailbox is monitored by Airport staff to ensure your
request is reviewed and processed. The following information is required for all requests:

The names, titles and affiliation of those being met

The date, departing city, airline and flight number

The name, title and affiliation of the greeter

Copy of the greeter’s official identification (e.g., state-issued ID, driver’s license)

The greeter's mobile phone number

Additionally, please ensure that those using a gate pass bring the same official identification to the Airport and that
the names on the identification card are identical to the names indicated on the request.

Security Checkpoint Clearance

For admission to the checkpoint, present your gate pass and photo ID to the document reviewer at any of the
Domestic TSA security checkpoints or at the International checkpoint located on the Departures level of Maynard
H. Jackson Jr. International Terminal. Please note that the Plane Train operates within the secured area between the
Domestic and International terminals, allowing for quick travel between the two.

20
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Meet-and-Greet Protocol Courtesies: Domestic Arrivals and Departures

Access to flights arriving to Atlanta from U.S. domestic locations or pre-cleared international destinations, as well as
all departing flights, fall under the purview of TSA. Due to security requirements, entry into the Airport's post-security
areas is restricted. TSA guidelines dictate that for all arriving and departing domestic flights, only two representatives
can access the TSA sterile areas, regardless of the size of the delegation that is arriving or departing.

Persons Eligible for Domestic Flight Meet-and-Greet Courtesies:

Heads of State «  Mayors

Cabinet Secretaries and Deputies - Scholars

Ambassadors « Clergymen

Members of Congress - Directors of Tourism

Parliamentarians « Trade Mission Members

Government Ministers and Deputies « U.S. State Department International Visitors
Consuls and Consuls General «  Governors

Trade Commissioners »  Family Members of anyone on this list

ERCLLIEL LT P l-



Meet-and-Greet Protocol Courtesies: International Arrivals and Departures

Due to security requirements, entry to the International Arrivals area is highly restricted and controlled by U.S.
Customs and Border Protection (CBP). Those passengers arriving from a foreign country will need to be escorted by
a Customs and Border Protection officer. An escort will be arranged by protocol staff during the gate pass request
process. Per CBP and TSA guidelines, for all flights arriving from international destinations, only two representatives
can access the secured Customs clearance area, regardless of the size of the delegation that is arriving.

Persons Eligible for Domestic Flight Meet-and-Greet Courtesies:

Heads of State « Parliamentarians
Cabinet Secretaries and Deputies » Heads of Government Agencies
«  Ambassadors « Consuls
Ecclesiastical Leaders «  Governors
Foreign Ministers and Deputies »  Family Members of anyone on this list

Members of Congress

All other arriving international passengers may be met in the International Arrivals lobby of Maynard H. Jackson Jr.
International Terminal. No escort is necessary in this instance.

Entry to International Arrivals Area

Hartsfield-Jackson Atlanta International Airport has two concourses for international flight arrivals: Concourse E and
Concourse F. Your Customs and Border Protection escort will meet you inside the Global Entry-Customs and Border
Protection office, located on the lower Arrivals level of Concourse F. Exact escort arrangements will be made at the
time of gate pass issuance.

To reach the International Arrivals lobby at the Maynard H. Jackson Jr. International Terminal (Concourse F), take the
escalator down to the lower level of the Arrivals area. The Global Entry office is located next to CNN and Starbucks.

22
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Escort Screening Services

Government officials of ministerial rank and higher may be escorted through the security checkpoint without

search when escorted by a U.S. State Department diplomatic security escort. This courtesy is also extended to

the accompanying spouse and their children under 12 years of age. Members of an entourage of lesser rank will be
screened in an expeditious manner. Requests for escort screening courtesies must be made directly by your embassy
to the U.S. State Department 48 hours in advance (the State Department will not accept escort courtesy requests
from consulates).

Check Flight Information Prior to Traveling to ATL

Long-haul flights often arrive off schedule, and any flight can occasionally be early or delayed. Arriving after a flight
has landed creates the risk of the passenger getting lost in the crowd. Weather delays may also cause you to wait
longer than expected for a flight to arrive. To better assist you as you manage these issues, we offer ATL Trak-a-Flight,
a home page feature on the Airport’s website (www.atl.com) that tracks a flight's arrival time, departure time and
gate assignment. Alternatively, you can obtain flight status information by calling the airline's reservations number or
visiting the airline's website (e.g., www.delta.com).

Use of First-Class Security Lane When Traveling

When traveling economy class, members of the Consular Corps may use the shorter First and Business Class
security lanes. Simply present your boarding pass and Consular ID to the TSA document reviewer at the First Class
and Priority lanes of the South Security Checkpoint, behind Delta Air Lines. This is your primary checkpoint; however,
it closes daily at 8 p.m. In these instances, please use the Main Security Checkpoint located in the center of the
Domestic Terminal.



http://www.atl.com
http://www.delta.com

Department of Aviation-Protocol Staff
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Mar Anderson

Protocol Officer

Office: +1(404) 382 2401
Mobile: +1(404) 576-1919
Mar.Anderson@atl.com

Alrene Richards Barr

Airport Director, International Business
Office: +1(404) 382 2457
Alrene.Barr@atl.com

U.S. Customs and
Border Protection

Office Number: +1(404) 765-5702
Email address to contact all CBP Managers: ATLMANAGERS-HFA002A@cbp.dhs.gov

Chief Michael Fowlkes Brian Banks, Supervisory CBPO
Professionalism Standards Manager Professionalism Service Manager
Michael.Fowlkes@cbp.dhs.gov Brian.J.Banks@cbp.dhs.gov
Tel: +1(678) 399-4914 Tel: +1(678) 399-4913

Mobile: +1(404) 576-6221 Mobile: +1(678) 628-1531

Transportation Security Administration (TSA)
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TSA Coordination Center (Atlanta Airport): Charles S. Beaver Jr.

Phone: +1(404) 763-6016 Stakeholder Manager

Phone: +1(866) 289-9673 Charles.Beaver@tsa.dhs.gov
Email: TSA-ContactCenter@dhs.gov Tel: +1(404) 460-2281

Hours: Monday - Friday 8 a.m. - 11 p.m.
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Sample Gate Pass
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GATEPASS

Security Checkpoint Clearance

Valid Month xx, xxxx - Only

Government Issued Photo ID Required

Issued to: (Name of greeter and title), of the Consulate of (country), to meet and greet (name and
title of the dignitary travelling), who will be departing/arriving on (airline and flight no.) on (date of
the flight).

All individuals are subject to normal screening procedures when going through the checkpoint.
(Electronic signature)

Name

Director of International Business

City of Atlanta, Dept. of Aviation

Office: (XXX) XXX-XXXX

Note: Please present at the Business & Premium Class Line located at the South Security
Checkpoint behind the Delta Air Lines ticket counters for Domestic Flights. After 8:00 p.m. you
must use the Main Security Checkpoint in the center of the Terminal. IF YOU ARE ESCORTING
TO A DEPARTING INTERNATIONAL FLIGHT You must present this Gate Pass at the Maynard H.
Jackson, Jr. International Terminal located off of I-75 at Exit 239, TSA Security is on the Departures
Level. If you are meeting an arriving International Flight at the gate escorting must be arranged
through the Dept. of Aviation or Customs and Border Protection (CBP).




As with diplomatic and business protocol, military protocol encompasses a body of manners and forms of interaction
prescribed by custom, usage, or authority. There are protocol areas that pertain specifically to service men and
women and interactions with civilian and/or military personnel. For more information, please visit the links below or
request information from the Mayor's Office of International Affairs.

- Army Protocol Directorate

- A Guide to Protocol and Etiquette for Official Entertainment

- Salutes, Honors, and Courtesy

Protocol School of Washington Blog

Protocol School of Washington Video Library

Protocol and Diplomacy International Resources

The CPD Blog

Georgia Protocol Guide

U.S. Department of State Diplomatic List

American Diplomat

Awesome Etiquette

Schmanners

The Global Advocate Career Podcast

@the_psow
@SuccessfulMtgs

Kiss, Bow, Or Shake Hands: The Bestselling Guide to Doing Business in More Than 60 Countries by Terri Morrison,
Wayne A. Conaway

Protocol: The Power of Diplomacy and How to Make It Work for You by Capricia Penavic Marshall

An Experts’ Guide to International Protocol: Best Practices in Diplomatic and Corporate Relations by Gilbert Monod
de Froideville

Honor & Respect: The Official Guide to Names, Titles, and Forms of Address by Robert Hickey

The Protocol Red Book: 35th Anniversary Edition by Mary Jane McCaffree
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https://assets.system.tamus.edu/files/protocol/pdf/armyprotocol.pdf
https://armypubs.army.mil/epubs/DR_pubs/DR_a/pdf/web/p600_60.pdf
https://armypubs.army.mil/epubs/DR_pubs/DR_a/pdf/web/ARN20654_R600_25_Admin_FINAL.pdf
https://www.psow.edu/blog/
https://www.psow.edu/resource-library/
http://www.protocolinternational.org/protocol-links/
https://uscpublicdiplomacy.org/blog/highlights-cpds-first-virtual-roundtable-international-exchange
http://online.flowpaper.com/79590748/georgiaprotocolguide/#page=1
https://www.state.gov/resources-for-foreign-embassies/diplomatic-list/
https://amdipstories.org/
https://emilypost.com/podcast/awesome-etiquette-podcast
https://maximumfun.org/podcasts/shmanners/
https://www.stitcher.com/show/the-global-advocate
https://www.barnesandnoble.com/w/kiss-bow-or-shake-hands-terri-morrison/1116914875
https://www.amazon.com/Protocol-Power-Diplomacy-Make-Work/dp/0062844466
https://www.amazon.com/Experts-Guide-International-Protocol-Diplomatic/dp/9462981051/ref=asc_df_9462981051/?tag=hyprod-20&linkCode=df0&hvadid=312696355873&hvpos=&hvnetw=g&hvrand=1773793366512923890&hvpone=&hvptwo=&hvqmt=&hvdev=c&hvdvcmdl=&hvlocint=&hvlocphy=9010937&hvtargid=pla-332705569361&psc=1
https://www.amazon.com/dp/0989188604/ref=wl_mb_wl_huc_mrai_1_dp
https://www.amazon.com/PROTOCOL-35TH-ANNIVERSARY-Mary-Jane-McCaffree/dp/1935451162/ref=pd_bxgy_img_2/132-2853457-8308205?_encoding=UTF8&pd_rd_i=1935451162&pd_rd_r=b54ea8c4-a753-4f39-9364-1be1bc8e9914&pd_rd_w=OOnIh&pd_rd_wg=sBeMM&pf_rd_p=f325d01c-4658-4593-be83-3e12ca663f0e&pf_rd_r=XKJQF06G2MGXR11F4150&psc=1&refRID=XKJQF06G2MGXR11F4150

Mayor’s Office of International Affairs
55 Trinity Avenue SW
Atlanta, GA 30303

@ATLIntlAffairs ¥ [N

atlantaga.gov/internationalaffairs
atlinternationalaffairs.com
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