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CHAPTER 1

Guidelines for inviting foreign guests and replying to 


visit requests

-------------------------






	 Foreign VVIP/VIP visits originate from : 

	 1.	 Invitations from Royal Thai Government 

	 2.	 Requests to visit 





	 The task of receiving foreign VVIP/VIP guests of the 
Thai Government requires advanced planning, as well as proper 
 
adherence to guidelines for inviting foreign guests and replying 
to their visit requests. This will ensure that the visit is smooth 
and orderly, and is therefore most beneficial to the nation. To 
arrange visits based on their necessity and priority, it is worth 
 
considering the following : 



	 1.	 Obligations and Reciprocity 

		  1.1 Visit to reciprocate visit by Member of Royal 
of Thailand 

		  1.2 Visit to reciprocate visit by Head of Government of 
 
Thailand 	

		  1.3 	 Verbal or written invitation by Head of 
of Thailand 



	 2.	 Expected outcomes of visit 

		  2.1 	 Political benefits and interests 

		  2.2 	 Economic benefits and interests

		  2.3 	 Other benefits and interests 
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	 3.	 Relations with Thailand 

		  3.1 	 Diplomatic relations 

			   3.1.1 	Overall relations 

			   3.1.2 	Close relations between Royal Families and 
national leaders 

			   3.1.3 	Exchanges of visits between Royal Families 
and national leaders

		  3.2 	 Economic relations 

			   3.2.1 	Volume, value, and balance of trade 

			   3.2.2 	Opportunities for Thailand to expand 
 
market 

			   3.2.3 Volume of investment and the potential and 
tendency of Thai 

	  investment in that country and vice versa

			   3.2.4 	Tourism relations and number of tourists 

			   3.2.5 	Problems and obstacles in expanding 
relations 

		  3.3 	 Political relations 

			   3.3.1	 Neighbouring countries and ASEAN 
 
cooperation partners 

			   3.3.2 	Political and economic superpowers

			   3.3.3 	 International organisations and countries in 
 
cooperation frameworks which Thailand is a member of 
 
(prioritise significance and role of each framework)

			   3.3.4 Countries with which Thailand intends to 
 
enhance relations to expand allies in the international arena

		  3.4 	 Other relations  such as social, cultural, 
educational, technical, labor and energy relations 
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	 4.	 Economic potentials; role and importance of country in 
international community Consideration of overall picture or in 
 
multilateral fora, depending on current bilateral relations 
 
with that country 



	 5.	 Readiness and convenience of Thai side in receiving 
visit 

		  5.1	 Frequency of each type of visit per year 

		  5.2 	 Timing criteria needed for approach and prepara
tion of visit  

		  5.3 	 Frequency of visits from each country 

		  5.4	 Current domestic situation in Thailand, including 
 
holidays and important 

	 national days 

		  5.5	 During international meetings hosted by Thailand, 
there may be visits by 

	 Heads of States or Governments before, during or after 
meetings. 



	 6.	 Budget issues   In the case that the Royal Thai 
		  receives VVIP/VIPs as “Guest of the Government”, it 
		  be responsible for related expenditures in light of 
		  budgetary conditions.
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CHAPTER 2

Types of visits

--------------------






	 The Royal Thai Government is responsible for the 
 
facilitation and reception of foreign VVIP/VIPS traveling to the 
Kingdom of Thailand as Guests of His Majesty the King and 
 
Her Majesty the Queen and as guests of the Government, 
 
including private Royal Visits / visits and transits. The types of 
visits are as follows:



	 1.	 Visit by Guests of Their Majesties the King and Queen 

		  1.1 	 State Visit

Refers to visits by foreign VVIP/VIPs at the level of Head of 
State as guests of Their Majesties the King and Queen.

		  1.2 	 Visit as Private Guest of Their Majesties the King 
and Queen

		  Refers to visits by members of Royal Families of 
 
foreign countries or important personalities as private guests of 
Majesty the King and/or Her Majesty the Queen. The protocol 
and ceremonial arrangements would be scaled down from 1.1 
and be in accordance with their Majesties’ gracious approval.



	 2.	 Visit by Guest of the Government

		  2.1 	 Official Visit

		  Refers to visits by Royal Heads of State, Heads of State
Members of Royal Families, Heads of Government and Heads 
of International Organisations with equivalent ranks, as invited 
guests of the Government. The protocol and ceremonial arrange
ments would be accorded in official and full format.  
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		  2.2 Working Visit

		  Refers to visits by Heads of State, Heads of 
 
Government and Heads of International Organisations with 
 
equivalent ranks, for the purpose of having negotiations 
 
regarding current problems or specific issues. Such visit would 
be limited by  time. The protocol and ceremonial arrangements 
would be scaled down from 2.1

		  2.3	 As Guest of the Government

		  Refers to visits by Heads of State, Heads of 
Government and Heads of International Organisations with 
equivalent ranks, who are not visiting in an official capacity or 
to attend  meetings. Includes Royal Visits, visits by Vice 
Presidents, former Heads of State and leaders, and other 
important personalities. Guests of the Royal Thai Government 
are those that the Government wishes to express amity towards 
and offer appropriate courtesies in accordance with the specifics 
of each visit.



	 3.	 Private Visit

	 Refers to visits by Royal Heads of State, Heads of State, 
Heads of Government and Heads of International Organisations 
with equivalent ranks, former Heads of State, leaders, and other 
important personalities, for private visits 

 	 or transits through Thailand in a short span of time. 
Facilitation of such visit would be according to request or that 
which is deemed appropriate, and be approved on a 
case-by-case basis. 


Note

- His Holiness the Pope and Governors-General of the Commonwealth are 
 
equivalent to Heads of State

- Secretary-General of the United Nations and President of the European 
 
Commission are equivalent to Heads of Government
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CHAPTER 3

Normal practice in receiving foreign VVIP/VIP guests


of the Royal Thai Government

-----------------------




	 1.	 Official Visit

		  1.1 	 Pertains to invited Royal Heads of State, Heads of 
State, Members of Royal Families, Heads of Government and 
Heads of International Organisations with equivalent ranks who 
are officially visiting Thailand for the first time in such capacity

		  1.2 	 Official Visits are limited to not over 6 times per 
year, except for visits prior to or following international 
meetings hosted by Thailand. Initial approach for such a visit 
should be done approximately 2 months in advance. 

		  1.3	 The Government appoints reception committee 
with a Deputy Prime Minister as chair and related agencies as 
committee members. 

		  1.4 	 Announcement of visit at respective capitals are 
done approximately 1 week in advance. Ministries of Foreign 
Affairs are to agree on date of announcement.

		  1.5 	 During Official Visits, a request for VVIP/VIP to 
be granted a Royal Audience with His Majesty the King would 
be made. If VVIP/VIP visiting with spouse, Royal Audience 
would be with Their Majesties the King and Queen. The Prime 
Minister and spouse would present VVIP/VIP to Their 
Majesties.  This arrangement must be done at least 2 weeks in 
advance of the visit. Requests should avoid Thai national 
holidays and other important national days. 

	 If possible, a meeting with the Prime Minister prior to the 
Royal Audience would be considered. 
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	 In the case that VVIP/VIP requests for Royal Audience 
with other Members of the Royal Family, a representative of the 
Prime Minister would present VVIP/VIP to Their Royal 
Highnesses. 

		  1.6 	 Officials will be assigned in honour of the VVIP/
VIP for the duration of the visit. These officials would include a 
Minister of Honour, Thai Ambassador accredited to VVIP/VIP’
s country or international organisation, Director-General of the  
Department of Protocol, and a military officer. If there is a 
spouse accompanying the VVIP/VIP on the visit, the spouse of 
the    Minister of Honour and Thai Ambassador and a security 
officer for VVIP/VIP spouse would accompany the VVIP/VIP 
spouse. 

		  1.7 	 Thai side will arrange appropriate 
accommodations and shoulder expenses for the head of 
delegation and his/her spouse and official accompanying 
delegation of not more than 9 persons.  Duration of official 
visits should not exceed 4 days and 3 nights. Reciprocity and 
benefits of the visit to Thailand are considered. 

		  1.8 	 Greeter/Farewell

		  If visiting VVIP/VIP is Head of State, the Prime 
Minister will appoint a Deputy Prime Minister to receive and 
send-off  VVIP/VIP at the airport, except in case that the 
reception committee deems it appropriate for the Prime 
Minister to receive and send-off  VVIP/VIP (in which the Prime 
Minister has given consent).

 

	 If visiting VVIP/VIP is Head of Government, the Prime 
Minister will appoint a Deputy Prime Minister of Minister to 
receive and send-off  VVIP/VIP at the airport.
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		  1.9	 Welcoming Ceremony

		  If VVIP/VIP traveling on special flight arranged to land 
at a military airport, the Welcoming Ceremony will take place 
at the airport. The ceremony will comprise plane-side military 
 
honour guards in attendance beside a red carpet and 
 
performing a 21-gun salute (for Heads of State) or a 19-gun 
salute (for Heads of Government). A garland will be presented 
to the VVIP/VIP. The Official Welcoming Ceremony will be 
held at the Government House and comprise a review of 
military honour guards and an introduction to the Cabinet and 
Diplomatic Corps. 

	 If VVIP/VIP traveling on commercial flight arranged to 
land at Suvarnabhumi International Airport, the appointed 
 
government representative will present a garland to the VVIP/
VIP upon arrival. A receiving line of ladies dressed in Thai 
 
traditional costumes and a special VIP lounge will be arranged.

	 In the case that a special VIP lounge is unavailable or in 
case of inclement weather/rain, the motorcade will standby at 
the tarmac.

		  1.10 	 A courtesy call followed by a bilateral meeting 
with the Prime Minister, or only a bilateral meeting, will be 
arranged. If the Thai and visiting sides concur, a joint press 
conference will be arranged.

		  1.11 		 The Prime Minister will host luncheon at the 
 
Government House in honour of the VVIP/VIP. Invited guests 
will include distinguished guests and relevant members of the 
 
diplomatic corps. The Prime Minister will deliver 
 
welcoming remarks and propose a toast before the meal. An 
English-language translation of the toast will be placed on the 
table. Souvenirs will be exchanged and exhibited during the 
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luncheon.  Details of protocol arrangements during luncheon 
are dependent on the concurrence of both sides.

	 If VVIP/VIP is a Head of State, the Prime Minister will 
propose a toast and then deliver welcoming remarks.

		  1.12 	 An itinerary for tours will be arranged according 
to request of VVIP/VIP and as appropriate. A separate spouse 
 
program will also be arranged as requested. In case of 
 
provincial travel, the Governor of the province visited will 
 
receive and send-off VVIP/VIP and host meals as appropriate.  

		  1.13 	 The Government will arrange an official car for 
the VVIP/VIP and arrange motorcycle escort throughout the 
official visit. 

		  1.14 	 Flags of the VVIP/VIP’s country and Thai flags 
will be put up together along important roads and government 
facilities visited. The Bangkok Metropolitan Administration 
will hand out flags to government and other related agencies. If 
VVIP/VIP is a member of a Royal Family and has a Royal 
Eblem Flag, it will be flown on the official car and hotel where 
VVIP/VIP is accommodated. The Government will request a 
sample flag from the VVIP/VIP’s country.

		  1.15 	 The Bangkok Metropolitan Administration will 
produce a welcoming banner at the Government House, 
military airport (if aircraft lands at military airport), and venues 
according to the itinerary. The banner will be in the Thai 
language and in the language of the VVIP/VIP’s country. If it 
will not be possible to use the VVIP/VIP’s language, the banner 
will be made in the Thai and English languages. The Protocol 
Department will be consulted for text accuracy. In the case that 
the VVIP/VIP’s aircraft lands at Suvarnabhumi International 
Airport, Thai Airways International will handle production of 
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the welcoming banner.

		  1.16 Matters related to the bestowment of Royal 
Decorations must follow related procedures and be coordinated 
in advance of not less than 30 days, including the first approach
/request of bestowment. Relevant information must be 
coordinated in advance, such as rationale for bestowment and 
class of Royal Decoration that is most appropriate to be 
bestowed. There is no practice of reciprocating bestowments of 
Royal Decorations.

		  1.17 	 If there is to be a signing of an agreement during 
the visit, related procedures must be completed in advance of 
not less than 15 days ahead of the date of visit.

		  1.18 	 If there is to be an awarding ceremony of an 
Honorary Degree during the visit, there must be advance 
approach/request.

		  1.19 	 The Government will assign officials to facilitate 
the delegation, provide security detail according to Royal Thai 
Police procedures, and arrange dedicated doctors and nurses 
attached throughout the visit. The Government will provide 
facilitation for the delegation, such as customs and immigration 
clearances at the airport and in seeking permision to carry 
firearms and communication equipment.

		  1.20 	 If spouse is traveling with VVIP/VIP, the spouse 
of the Thai counterpart will be included in ceremonies.

		  1.21 	 The Government will publish a booklet that 
would include itinerary and details of protocol arrangements, 
both in Thai and English.



	 2.	 Working Visit

		  2.1	 Pertains to invited Heads of State, Heads of 
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Government and Heads of International Organisations with 
equivalent ranks.

		  2.2	 Working Visits are limited to not over 10 times per 
year, except for visits prior to or following international 
meetings hosted by Thailand. Initial approach for such a visit 
should be done approximately 1 month in advance. 

		  2.3	 The Government appoints reception committee 
with the Secretary-General to the Prime Minister as chair and 
related agencies as committee members. 

		  2.4	 Thai side will arrange appropriate 
accommodations and shoulder expenses for the head of 
delegation and his/her spouse and official accompanying 
delegation of not more than 5 persons.  Duration of working 
visits should not exceed 3 days and 2 nights. Reciprocity and 
benefits of the visit to Thailand are considered. 

		  2.5	 The Prime Minister will appoint a Deputy Prime 
 
Minister on Minister to receive and send-off VVIP/VIP at the 
airport.

		  2.6	 A high-ranking official will be assigned in honour 
of the VVIP/VIP for the duration of the visit.

		  2.7	 During Working Visits, a request for VVIP/VIP to 
be granted a Royal Audience with His Majesty the King would 
be made if it is the desire of the VVIP/VIP and if it would not 
cause inconvenience for His Majesty.  If VVIP/VIP visiting 
with spouse, Royal Audience would be with Their Majesties the 
King and Queen. The Prime Minister and spouse would present 
VVIP/VIP to Their Majesties.  This arrangement must be done 
at least 2 weeks in advance of the visit. Requests should avoid 
Thai national holidays and other important national days. 

		  If possible, a meeting with the Prime Minister prior to 
the Royal Audience would be considered.
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		  In the case that VVIP/VIP requests for Royal Audience 
with other Members of the Royal Family, a representative of the 
Prime Minister would present VVIP/VIP to Their Royal 
Highnesses.

		  2.8	 A bilateral meeting with the Prime Minister would 
be arranged in a format that is suitable with the purpose of the 
 
visit and the substantive issues discussed, with due 
consideration to appropriateness.

		  2.9 		  The Prime Minister will host luncheon at the 
 
Government House in honour of the participants of the bilateral
 
 meeting. The Prime Minister may deliver short remarks. 
Exchange of gifts would be done through diplomatic channels.

		  2.10		 The Government will arrange an official car for 
guests of the Government. No motorcycle escort will be 
arranged.

		  2.11		 An itinerary for tours will be arranged according 
to request of VVIP/VIP and as appropriate. A separate spouse 
program will also be arranged as requested. In case of 
provincial travel, the Governor of the province visited will 
receive and send-off VVIP/VIP and host meals as appropriate.

		  2.12 		 Flags and welcome banners will be placed only 
at the airport, Government House, and venue of bilateral 
meeting. If VVIP/VIP is a member of a Royal Family and has a 
Royal Emblem Flag, it will be flown on the official car and 
hotel where VVIP/VIP is accommodated.

		  2.13			 If there is to be a signing of an agreement during 
the visit, related procedures must be completed in advance of 
not less than 15 days ahead of the date of visit.

		  2.14 	 The Government will assign officials to facilitate 
the delegation, provide security detail according to Royal Thai 
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Police procedures, and arrange dedicated doctors and nurses. 
The Government will provide facilitation for the delegation, 
such as customs and immigration clearances at the airport and 
in seeking permission to carry firearms and communication 
equipment.

		  2.15 	 The Government will publish a booklet that 
would include details of protocol arrangements, both in Thai 
and English.



	 3.	 As Guest of the Government

		  3.1 	 Pertains to invited Royal Heads of State, Heads of 
State, Heads of Government, Heads of International 
Organisations with equivalent ranks, and other important 
persons for whom the Government would provide appropriate 
reception as the case may be.

		  3.2		  Initial approach for such visit should be done 
approximately 1 month in advance. There are no limits to the 
number of visits as guest of the Government, as it would 
depend on consideration of appropriateness.

		  3.3 		  If there is a need to hold a meeting of the 
reception committee to prepare for the Working Visit, the 
Secretary-General to the Prime Minister would chair the 
meeting and assign related agencies their tasks.

		  3.4 		  Thai side will arrange appropriate 
accommodations and shoulder expenses for the head of 
delegation and his/her spouse only for not exceeding 3 days and 
2 nights.

		  3.5		  The Prime Minister will appoint a Deputy Prime 
Minister or Minister to receive and send-off at the airport.

		  3.6		  If requested, a high-ranking official will be 
assigned for the duration of the visit.
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		  3.7 	 During visits of guests of the government, a 
request to be granted a Royal Audience with His Majesty the 
King would be considered on a case-by-case basis if it is the 
desire of the visitor and if it would not cause inconvenience for 
His Majesty. The Prime Minister and spouse would present 
VVIP/VIP to Their Majesties.  This arrangement must be done 
at least 2 weeks in advance of the visit. Requests should avoid 
Thai national holidays and other important national days. 

	 If possible, a meeting with the Prime Minister prior to the 
Royal Audience would be considered.

		  3.8	 A courtesy call on the Prime Minister would be 
arranged as appropriate. A meeting with a counterpart, such as a 
Thai Minister or senior official, may be arranged.

		  3.9	 The Prime Minister may host or assign a 
representative to  host one luncheon at the Government House 
in honour of the guest. There would be no remarks delivered. 
Exchange of gifts would be done through diplomatic channels. 

		  3.10	The Government will arrange an official car for 
guests of the Government. No motorcycle escort will be 
arranged.

		  3.11	An itinerary for tours will be arranged according 
to request of guest and as appropriate. A separate spouse 
program will also be arranged as requested. In case of 
provincial travel, the Governor of the province visited will 
receive and send-off VVIP/VIP and consider hosting meals as 
appropriate.

		  3.12 The Government will assign officials to facilitate 
the guest, provide security detail according to Royal Thai Police 
procedures, and arrange dedicated doctors and nurses. The 
Government will provide facilitation for the delegation, such as 
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customs and immigration clearances at the airport and in 
seeking permission to carry firearms and communication 
equipment.

		  3.13		 The itinerary of the visitor will be prepared.



	 4.	 Private Visit

	 Pertains to VIPs at the level of members of Royal Families
, Heads of State, Heads of Government, Heads of International 
Organisations with equivalent ranks, former Heads of State and 
Heads of Government, and other important persons visiting 
Thailand in a private capacity or briefly transiting through 
Thailand (not as guest of His Majesty the King). The 
Government would provide appropriate reception, as follows : 

		  4.1	 A VIP lounge will be arranged. The Government 
will provide facilitation for the delegation, such as customs and 
immigration clearances at the airport. Facilitation does not 
include waiver of fees. Requests for waiver of fees will be 
considered on a case-by-case basis.

		  4.2 	 The Government will appoint a Cabinet Minister 
or senior official to receive and send-off VVIP/VIP at the 
airport. A garland will be presented to welcome the VVIP/VIP 
on behalf of the Government, depending on Government policy 
consideration. The Government will provide security detail 
according to Royal Thai Police procedures.

		  4.3	 The Government will assign officials to facilitate 
the delegation at the airport on the day of arrival and departure, 
as requested by the Embassy of the visitor’s country, or as 
deemed appropriate. For example, a VIP lounge will be 
arranged and customs and immigration facilitation will be 
provided, although this does not include waiver of fees which 
will be considered on a case-by-case basis.
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		  4.4	 The Government will provide security for the 
visitor as requested, while the country of the visitor will be 
responsible for related costs. If deemed appropriate by the 
Government, a vehicle may be provided as courtesy.

  


Note : 

-  Details and protocol in receiving each visit from Royal Heads of State, 
members of Royal Families, and important high-level persons may differ 
by case and as considered to be appropriate. Factors for consideration 
include affinity, reciprocity and benefits of the visit to bilateral relations. 
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1. Level of VIP

2. Criteria

3. Times per year

4. Advance
    approach

5. Number of delegation
members received as
guest of government 

6. Number of days as
guest of government

7. Preparatory
    meeting 

8. Announcement
    of visit 

9. Greeter/Send-off
party at airport  

10. Welcoming
      Ceremony 

Official Visit Working Visit As Guest of 
the Government

Royal Heads of 
State, Heads of 

State, Members of 
Royal Families, 
Leaders of inter-

national organisa-
tions of equivlent 

rank

First official visit to 
Thailand in current 
capacity

6 times

2 months 1 months 1 months

Not exceeding
10 persons 

Not exceeding
6 persons 

Not exceeding 4 days
and 3 nights 

Not exceeding 3 days
and 2 nights 

Not exceeding 3 days 
and 2 nights

Chaired by Deputy 
Prime Minister

As appropriate for 
both sides, done 
approximately 1 
week before visit 

Official Welcoming 
Ceremony at 

Government House 

For Heads of State : 
Prime Minister or 

Deputy Prime 
Minister assigned  

For Heads of 
Government : Prime 

Minister assigns a 
Deputy Prime 

Minister 

No announcement 
of visit, but  

publicizing of visit 

Prime Minister 
assigns a Deputy 
Prime Minister or 

Minister 

Prime Minister 
assigns a Minister

Chaired by 
Secretary-General to 
the Prime Minister 

Chaired by 
Secretary-General to 
the Prime Minister

Head of delegation and 
spouse only

10 times Unlimited

- -

-

- -

Heads of State, 
Heads of Govern-
ment , Leaders of 

international 
organisations of 
equivalent rank

Members of Royal 
Families,, Heads of 

State, Heads of 
Government , Leaders 

of international 
organisations and other 
important persons of 

equivalent rank 

Summary Chart comparing types of visits
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-

-

-

11. Delegation
     of honour 

12. Official
      vehicle

13. Motorcycle
      of honour 

14. Flags and
      welcome
      banner

15. Royal
      Audience

16. Official
      meeting 

Minister of Honour 
and Delegation of 

Honour

-Flag hoisted at 
important venues 

according to itinerary
-Welcome banner at 
Government House 

and important venues 
according to itinerary

Request for Royal 
Audience with 

Their Majesties the 
King and Queen 
(with spouse, if 

applicable), with 
Prime Minister 
(and spouse) 

presenting guest/s 
to Their Majesties 

Formats (2) for 
Official meeting  at 
Government House:
1. Courtesy call on 
Prime Minister at 

Ivory Room or full 
meeting at Green 

Room, or 
2. Bilateral Meeting 

at Ivory Room if 
delegation is not large 

Full official meeting 
in accordance with 
purpose of visit and 

issue discussed, in the 
following formats :

1.  Courtesy call and 
official meeting  

2. Official meeting 
only

3. Courtesy call only

- Courtesy call on 
Prime Minister if 

desired

- Possible to 
arrange meeting 

between delegation 
members with Thai 

counterparts

Request for Royal 
Audience will be 
done if desired by 
guest and not an 

inconvenience for 
Their Majesties

Request of guest 
will considered on 

a case-by-case 
basis

-Flag hoisted and 
welcome banner 

put up only at 
airport and Govern-

ment House

Attached official 
(senior official)

Attached official 
(senior official) on 

a case-by –case 
basis

Arranged for guest 

5 motorcycles

Arranged for guest Arranged for guest 

Official Visit Working Visit As Guest of 
the Government
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Note : 

-	 His Holiness the Pope and Governors-General of the Commonwealth are 
equivalent to Heads of State. 

- 	 United Nations Secretary-General and President of European 
Commission  are equivalent to Heads of Government. 




-

- -

- -

Note : 
-His Holiness the Pope and Governors-General of the Commonwealth are
equivalent to Heads of State. 
- United Nations Secretary-General and President of European Commission 
are equivalent to Heads of Government. 

17. Speech /
      Remarks 

18. Press briefing

19. Bestowment
      of Royal
      Decorations

20. Granting of
      honourary
      degrees

21. Signing of
      agreements

22. Publication
      of itinerary 

Prime Minister 
delivers speech at 

official 
luncheon/dinner 
(before first dish)

If deemed appropri-
ate by both sides, 
may arrange joint 

press briefing

Advance approach 
must be done not 
less than 30 days

Agreements to be 
signed must be 
negotiated in 

advance of not less 
than 15 days prior 

to the visit 

Booklet will be 
published with 
protocol details

Booklet will be 
published

Itinerary will be 
prepared

Advance arrange-
ment of not less 

than 15 days prior 
to the visit

Case-by case basis 

Government 
Spokesman briefs 
press on outcome  
of official meeting

Prime Minister 
delivers short 

remarks at official 
luncheon /dinner 
(before first dish)

No speeches or 
remarks

Official Visit Working Visit As Guest of 
the Government
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Office of the
Prime Minister
(motorcade)

Ministry of
Foreign Affairs 

Minister of Honour 

Police Liaison 

Ordnance 

Total 

Metropolitan
Police
Crime Suppression
Police
Communications
Police 

Medical doctor / 
male nurse /
driver  

Military Officer
of Honour 

Special Branch
Police  

Agency Official Visit
(1+9)

Number of rooms

Working Visit
(1+5)

Number of rooms

As Guest of
Government (1)

Number of rooms

8

1 - -

2 

6 3

1

1

3

2 2 2

2

34 25 20

2 2

3 3

1 1

1 1 1

- -

1 1 1

Note : 
 1. Number of rooms to be adjusted according to size of delegation, mission and  itinerary.  
 2. In case there is a separate motorcade, rooms must be arranged for drivers from  
  Office of the Prime Minister, Special Branch Police and Metropolitan Police. 
 3. For multiple motorcades or in meetings with participants from many countries,
  1 room must be arranged for head of the Police Advanced Response Center.

Guidelines for arrangement of accommodations 
for Thai officials during each visit

4+2
(Director-General 
of Protocol and 

Thai Ambassador 
as Delegation of 

Honour)

8
(Dignitary protection 

/ venue security/ 
motorcycle of 

honour)

3+1
(Director-General 

of Protocol)

5
(Dignitary protec-

tion / venue 
security)

5
(Dignitary protec-

tion / venue 
security)
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Guidelines

---------------------






	 1.	 Protocol Guidelines

		  1.1	 Royal Audience

		  1.2	 Official Welcoming Ceremony

		  1.3	 Courtesy calls and official meetings

		  1.4	 Luncheons and Dinners

		  1.5	 Bestowment of Royal Decorations

		  1.6	 Signing of Agreements



	 2.	 Public relations and press issues



	 3.	 Security and traffic facilitation



	 4.	 Budgeting



	 5.	 Assignment of duties to government agencies
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	 1.	 Protocol Guidelines



		  1.1	 Royal Audience

		  1.2	 Official welcoming ceremony

		  1.3	 Courtesy calls and official meetings 

		  1.4 	 Luncheons and dinners

		  1.5  	Bestowment of Royal Decorations

		  1.6  	Signing of agreements
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Royal Audience 
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Royal Audience



	 1.	 Requests for guests of the government to have Royal 
Audiences with Their Majesties the King and Queen of 
Thailand must be approved by the Prime Minister and 
transmitted to the Office of the Principal Private Secretary to 
His Majesty the King for His Majesty’s gracious approval. The 
Ministry of Foreign Affairs will send the request to the 
Secretariat of the Prime Minister, as secretariat of the 
Committee on Receiving Foreign Heads of Government, and 
send a copy of the request to the Office of the Principal Private 
Secretary to His Majesty the King.  This arrangement must be 
done at least 2 weeks in advance of the visit. Requests should 
avoid Thai national holidays and other important national days.



	 2.	 Requests to be granted a Royal Audience with Their 
Majesties the King and Queen would be at Their Majesties’ 
pleasure.



	 3.	 If the guest of the government having a Royal Audience 
is a Head of State or President, the Prime Minister would join in 
the Royal Audience (rather than presenting guest to Their 
Majesties).



	 4.	 The number of foreign guests in the Royal Audience 
shall not exceed 5 persons, excluding interpreter. However, 
requests for guests holding positions of not lower than 
Permanent Secretary will be considered. The Ministry of 
Foreign Affairs shall compile a list of names and positions in 
Thai and English and curriculum vitae of the guest attending the 
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Royal Audience and attach these documents to a letter to be 
presented to His Majesty the King. After the information has 
been presented to His Majesty the King, the name list of guests 
attending the Royal Audience should not be changed abruptly.



	 5.	 In the case that an interpreter is necessary, the Ministry 
of Foreign Affairs is requested to inform the Committee on 
Receiving Foreign Heads of Government for consideration.



	 6.	 Specifically for Official Visits, the Ambassador of 
Thailand to the country of the visiting guest would be included 
in the Royal Audience (Thai side).



	 7.	 The Ministry of Foreign Affairs shall compile 
background information on the country of the visiting guest and 
on bilateral relations for presentation to His Majesty the King at 
the earliest opportunity before the day of the Royal Audience. 
In case that there would be a meeting with the Prime Minister 
before the Royal Audience, the Ministry of Foreign Affairs 
would be requested to transmit a summary report of the 
outcome of the meeting to the Office of the Principal Private 
Secretary to His Majesty the King on the same day of the 
meeting for presentation to His Majesty the King.



	 8. 	The number of photographers from the visiting guest’s 
side shall not exceed 3 persons.



	 9.	 Announcement of Royal Audience schedule shall be 
done only after His Majesty the King’s approval. 
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	 10. 	 Attire : 

			   Guest :	 - 	Dark suit or national dress 

							      - 	Gentlemen : Suit, shoes, no black neckties

							      - 	Ladies : blouse with sleeve, skirt, shoes, 						  						
no black dresses

		  Thai side attending Royal Audience : 

							      - White civil service uniform



		  In case of back-to-back engagements, the Thai side 
attending the Royal Audience must submit a letter to His 
Majesty the King requesting to wear dark suit. 



	 11.	 If guests plan to present His Majesty the King witha 
gift, it should be sent to the Bureau of the Royal Household at 
least 1 hour in advance, and details of the gift should be 
submitted in Thai and English.




Note : 

-  Letters regarding request for Royal Audiences must be submitted to the 
Office of the Principal Private Secretary to His Majesty the King by hand, 
and not by postal service (mail).
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Scenario for Royal Audience



	 1. 	Prime Minister arrives at Royal Residence or venue of 
Royal Audience before guest.



	 2.	 Guest and entourage arrive at Royal Residence or 
venue of Royal Audience at least 30 minutes before scheduled 
time.



	 3.	 Lord Chamberlain or representative welcomes guest 
and invites guest to holding room. Upon scheduled time, Grand 
Chamberlain invites guest to room for Royal Audience.



	 4.	 Guest has audience with His Majesty the King

		  4.1	 If visiting guest is Head of State, Crown Prince or 
Princess, member of Royal Family or Regents/
Governors-General, the Prime Minister would join in the Royal 
Audience (and not present guest to Their Majesties).

		  4.2	 If visiting guest is Head of Government, the Prime 
Minister would escort and present the guest to His Majesty the 
King.  

		  4.3	 Presentation of gifts by guest 

				    - If gift is of small size, guest may present to His 
Majesty after the Prime Minister presents guest and after 
handshake. 
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				    -	 If gift is of large size, it will be placed on a table 
for His Majesty’s viewing after the discussion and before the 
farewell. 



	 5.	 At an appropriate time, guest bids farewell.






Note : 

- If Royal Audience is held at Klaikangwon Palace, Hua Hin, the guest 
should arrive to rest at hotel at least one hour before scheduled Royal 
Audience.
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Official Welcoming Ceremony 
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Welcoming Ceremony at Airports



	 1.	 Welcoming Ceremony at Royal Thai Air Force  Base 
and other military airports 

		  1.1	 Thai government representatives 

The Prime Minister will appoint a Deputy Prime Minister 
 
(Chair of the Reception Committee)  

	 If guest is Head of State or in cases or reciprocity, the 
Prime Minister may receive guest at airport as a special case. 

		  1.2	 Thai delegation to receive guest at tarmac is 
composed of 

		  - Deputy Prime Minister assigned to represent Prime 
Minister

		  - 	Minister of Honour 

		  - 	Thai Ambassador to country of guest

		  - 	Director-General of the Department of Protocol 

		  - 	Representative of Royal Thai Air Force 

		  - Military Officer of Honour  

	 If the Prime Minister receives guest at airport, the Minister 
of Foreign Affairs and Secretary-General to the Prime Minister 
will also attend.  

	 	 1.3	 Attire : 

				    Receiving party 

				    Civilian 			   Suit 

				    Military/Police 		  Uniform with lapel 							

										          collar and long 

										          sleeves (For Navy and 

										          Air Force, use stiff 

										          shoulder loops)  

				    Military/Police (Honour) 	 Uniform with flat 

										          collar 
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				    Guest 					     National Dress / DarkSuit 
				    On-duty officers 

				    Military/Police 		  Uniform with lapel 							

										          collar and long

										          sleeves 

										          (For Navy and Air 

										          Force, use stiff s

										          houlder loops)  

	 	 1.4	 Presentation of Garlands and Flowers 

				    - 	Government representative offers guest a wrist 
garland at tarmac. 

				    -	 Spouse of government representative offers 
flowers to spouse of guest at tarmac. 

		  1.5	 Scenario 

				    - Director-General of the Department of Protocol 
and Thai Ambassador to country of guest invites guest to 
disembark from plane. 

				    - Government representative welcomes guest and 
offers a wrist garland. 

				    -	 Government representative introduces 
distinguished members of receiving party at tarmac. 

				    -	 Government representative invites guest to 
inspect plane-side honour guards and enter Royal Thai Air 
Force  reception room.  (Meanwhile, 21-gun salute for Heads of 
State and 19-gun salute for Heads of Government).

				    -	 At an appropriate time, government 
representative invites guest to board official vehicle. 

				    - Government representative sends off guest at 
vehicle. 
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	 2.	 Welcoming Ceremony at Suvarnabhumi International 
Airport or other commercial airports

	 	 2.1	 Thai government representatives

		  The Prime Minister will appoint a Deputy Prime 
Minister (Chair of the Reception Committee)  



		  2.2	 Thai delegation to receive guest at exit and 
connecting bridge/ stairs is composed of 

				    - Deputy Prime Minister assigned to represent 
Prime Minister

				    - 	Minister of Honour 

				    - 	Thai Ambassador to country of guest

				    - 	Director-General of the Department of Protocol 

				    - 	Military Officer of Honour  



	 	 2.3 	 Attire : 

				    Receiving party 

				    Civilian 		  Dark Suit / Short day dress 

				    Civil servant  		 Khaki uniform with lapel 

									         collar and 

									         long sleeves 

				    Military/Police	 Uniform with lapel collar 

									         and long sleeves 

									         (For Navy and Air Force, use 

									         stiff shoulder loops)  

				    Military/Police 	 Uniform with flat collar 

				    (Honour)

				    Guest 				   National Dress / Dark Suit 

				    On-duty officers 

				    Military/Police 	 Uniform with lapel collar 

									         and long sleeves 
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									         (For Navy and Air Force, use 

									         stiff shoulder loops)  



		  2.4	 Presentation of Garlands and Flowers 

				    - 	Government representative offers guest a wrist 
garland.  

				    -	 Spouse of government representative offers 
flowers to spouse of guest.



		  2.5	 Scenario

				    - Government representative waits at bridge to 
welcome guest. 

				    - 	Director-General of the Department of Protocol 
and Thai Ambassador to country of guest invite guest to 
disembark from plane. 

				    - 	Government representative offers a wrist garland. 

				    - Government representative invites guest to VIP 
reception room, walking pass ladies in national dresses.

				    -	 At an appropriate time, government 
representative invites guest to board official vehicle. 

				    - Government representative sends off guest at 
vehicle. 



Note :  No gun salutes and honour guards. A welcoming line of ladies in 
Thai traditional dresses will be arranged from the elevator to the vehicle.





Note : 

-	 Scenario for welcome at airports may be adjusted according to 
appropriateness and for scheduling reasons. 

-	 If guest is traveling with spouse, the spouse will be invited to join 
ceremonies. 

-	 For visits to provinces, the Governor of the province will be invited to 
receive guest. 
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3. 	 Official Welcoming Ceremony at the Government House

	 Official welcoming ceremonies are held at the 
Government House in this format: 

	 3.1 	 Venue of Official Welcoming Ceremony Lawn area in 
front of Thai Koo Fah Building and Purple Room, Thai Koo 
Fah Building, Government House 

	 3.2 	 Attire 

			   Military/Police 	 : 	 Uniform with flat collar

 			   Civilian 			   : 	 Dark Suit 

			   Ladies			   :	 Contemporary

	 3.3  Greeters

		  	 Lawn area 

			   - 	 Prime Minister 

			   - 	 Deputy Prime Minister (Chair of the Reception 		
Committee) 

			   - 	 Minister of Foreign Affairs

			   - 	 Secretary-General to the Prime Minister

			   - 	 Supreme Commander of the Royal Thai Armed 
Forces, Commanders-in-Chief of the Army, Navy and Air Force , 

Commissioner-General of the Royal Thai Police or 
representative

		  Purple Room

			   - Cabinet members (at least 10 members of the 
Cabinet to be on duty for the event with the Secretariat of the 
Prime Minister responsible for coordination) 

			   -	 Governor of Bangkok

			   - 	 Diplomatic Corps

		  	 - 	 Senior government officials (Permanent Secretaries 
or representative) 
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		  If guest is traveling with spouse, the spouses of the 
Prime Minister, Deputy Prime Minister, Minister of Foreign 
Affairs, and Secretary-General to the Prime Minister will be 
invited to join welcoming ceremonies. The spouses of officers 
in the honour delegation will also be invited to join the 
ceremonies. 



	 4. 	Inspecting Honour Guard 

		  - 	Done at the lawn area in front of the Thai Koo Fah 
Building. 

		  - 	A pedestal will be set up to pay respect while national 
anthems of both sides are played.  

		  - 	Inspect honour guard. 

		  - 	No gun salutes. 



	 5.	 Scenario of Official Welcoming ceremony at 
Government House



	 1.	 Welcome by Prime Minister 

		  - Protocol officer invites distinguished guests to 
standing positions at lawn area and Purple Room as arranged. 

		  - 	Prime Minister waits for arrival of Guest at entrance 
of Thai Koo Fah Building. 

 		  - 	Guest and delegation arrive at Government House. 

		  - When Guest steps out of vehicle, Prime Minister 
greets and shakes hand with Guest and invites guest to the front 
area of Thai Koo Fah Building for photo opportunity. 



	 2.	 Standing in designated positions on pedestal to pay 
respect 

		  - 	Prime Minister invites Guest to walk along side on 
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carpet to the pedestal at the lawn area, Thai Koo Fah Building. 
Prime Minister and Guest stand at designated positions on 
pedestal to pay respects.

 

	 3.	 Inspection of Honour Guard 

		  - 	Ceremony begins as commander of honour guard unit 
delivers report and invites Guest to inspect honour guard line.

		  - 	Upon stepping down from pedestal, Guest walks to 
the left, then straight, then makes a right turn and stops to pay 
respect to the Thai national flag and flag of the Guest’s country.

		  - 	When finished, Guest walks straight and makes a 
right turn back to the pedestal.  



	 4.	 Introduction of honoured guests at lawn area

		  - When the ceremony to inspect honour guard is 
finished, Prime Minister leads Guest walking on carpet pass the 
distinguished guests that are waiting to greet and welcome 
visitors in the lawn area. Prime Minister introduces Deputy 
Prime Minister (Chair of the Committee to Welcome Heads of 
Government), Minister of Foreign Affairs, and 
Secretary-General to the Prime Minister. 

		  - Supreme Commander of the Royal Thai Armed 
Forces, Commanders-in-Chief of the Army, Navy, Air Force  
and Police or their representatives introduce themselves to the 
Guest.

		  - Ambassador of the Guest’s country to Thailand 
introduces the official visiting delegation to the Prime Minister



	 5.	 Introduction of honoured guests at Purple Room

		  - 	Prime Minister invites Guest into the Purple Room, 
Thai Koo Fah Building. 
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		  - 	Prime Minister introduces members of the Cabinet. 
The Governor of Bangkok introduces him/herself. 
Director-General of Protocol introduces Diplomatic Corps. 
Distinguished Thai guests introduce themselves. 
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Courtesy Calls and Official Meetings 
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Courtesy calls and official meetings



	 1.	 Official Visit

Arrangements will be made for Guest to pay a courtesy call on 
and have an official meeting with the Prime Minister at the 
Government House in two formats, as follows : 

		  1.1	 Courtesy call on the Prime Minister and 
Plenary Meeting 

	 This will be the format if the visiting delegation is 
composed of many high-ranking officials. 

		  - 	Courtesy call at Ivory Room This will be an 
opportunity for the Prime Minister to welcome and have 
conversations with the Guest or to get to know the Guest and 
other high-ranking members of the delegation before the 
plenary meeting. It will also be an opportunity for the Prime 
Minister to discuss restricted matters or any issue that is not 
intended for discussion in the plenary meeting. This can be 
done in two formats :

	 Four eyes   The presence of a note taker will be up to the 
discretion of the Prime Minister.

	 Small Group Meeting   Participants from each side should 
not exceed 5 persons, or up to the discretion of the Prime 
Minister.

		  - 	Plenary Meeting at Green Room

	 For Plenary Meetings, the agenda for discussion should be 
coordinated in advance. 

	 Participants from each side should not exceed 13 persons, 
due to space limitations. 

	 For the convenient arrangement of rooms, the Ivory Room 
will be made the holding room before Guests proceed to the 
Green Room. 
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		  1.2	 Bilateral meeting at Ivory Room (Sofa Meeting) 

		  This will be the format if the visiting delegation is 
composed of few high-ranking officials, and if there is no 
specific issue to be discussed in detail and the issues are not 
very relevant to line agencies.



	 2.	 Working Visit

	 The main objective of this type of visit is to discuss 
official matters, and its focus will be on substantive issues. 
Therefore, there will be no welcoming ceremony at the airport 
and Government House. To fulfill the objectives of the meeting, 
the format and arrangements for the meeting should be 
appropriately adjusted to suit the issues being discussed, as well 
as consider the affinity between the leaders. The following 
formats can be considered : 

		  2.1	 Courtesy call and plenary meeting

		  Arranged in full format. The Guest will pay a courtesy 
call on the Prime Minister at the Ivory Room to exchange 
general niceties, get to know each other or discuss restricted 
matters before proceeding to the Green Room for the Plenary 
Meeting. 

		  2.2	 Plenary Meeting only

		  If the leaders have met before, or if there is no specific 
issue that needs to be specifically discussed between leaders, a 
Plenary Meeting may be arranged. An area for a photo 
opportunity may be arranged prior to the meeting. 

			   2.3	 Leaders-only Meeting

		  If thee is an intention to discuss specific issues or if 
there are not many issues to be discussed, the format arranged 
may be a courtesy call and discussion in the Ivory Room.  
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	 3.	 As Guest of the Government    As appropriate, 
arrangements will be made for Guest to pay a courtesy call on 
the Prime Minister. A bilateral meeting between the Guest and 
counterpart, as well as between Foreign Ministers or senior 
officials from both sides may be arranged.



	 4.	 Norms/Guidelines 

		  4.1 	 Before each visit, the political affairs department 
at the Ministry of Foreign Affairs will convene a preparatory 
meeting among concerned government agencies to gather 
necessary information and issues in the visiting country’s 
relationship with Thailand. The meeting will also formulate 
Thailand’s position and draft talking points for the Thai side.

		  4.2 	 The Bureau of International Affairs will convene a 
meeting to prepare on substantive matters and coordinate 
scheduling arrangements for the Prime Minister to be debriefed 
by the Ministry of Foreign Affairs. The Prime Minister will be 
briefed on substantive as well as protocol matters. Agencies 
concerned will be invited to the briefing. The Ministry of 
Foreign Affairs will be requested to send information folders at 
least three days before briefing the Prime Minister, for advance 
submission.

		  4.3 	 There will be prior agreement regarding the 
language to be used in the discussions. Should the Guest not use 
English, an agreement to arrange an interpreter will be made. 

		  4.4	 In normal circumstances during courtesy calls at 
the Ivory Room, the note taker on the side of the Guest will be 
limited to one person. 

		  4.5	 If Guest intends to have a joint press conference, 
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the Bureau of International Affairs will present assessments and 
proposals for the approval of the Prime Minister.

		  4.6	 For Official Visits, the Ministry of Foreign Affairs 
will draft the speech/remarks for the Prime Minister to deliver 
at the Official Luncheon/ Dinner. The draft should have an 
official translation and should be sent to the Bureau of 
International Affairs at least on week in advance.
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Luncheons and Dinners 
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Luncheons/Dinners for Official Visits



	 Official Luncheons/Dinners 

	 Held in honour of the visiting VIPs on an Official Visit: 

	 1.	 Head of State

	 2.	 Crown Prince/Crown Princess and Regents/
Governors-General

	 3.	 Heads of Government or Heads of International 
Organisations with equivalent ranks



	 1.	 Venue   Government House or other venues as 
appropriate



	 2.	 Guests to be invited 

	 Thai side 

	 - 	 Deputy Prime Minister / Ministerial level persons 

	 - 	 Political appointees and senior government officials 
concerned 

	 - 	 Governor of Bangkok

	 - 	 Supreme Commander of the Royal Thai Armed Forces, 
Commanders-in-Chief of the Army, Navy and Air Force , 

	 - 	 Commissioner-General of the Royal Thai Police 

	 - 	 Representative of the private sector 

	 - 	 Ambassadors of countries with close relations with 
Guest 

	 - 	 Other guests, as appropriate. 



	 Note : If Guest is traveling with spouse, the spouses of the 
Chair and Vice Chair of the Reception Committee, Minister of 
Foreign Affairs, and Secretary-General to the Prime Minister 
will be invited to join.
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	 Visiting Guest side 

	 Invited guests from this side will not exceed 25 persons (
Reciprocity will be considered) 



	 3.	 Attire  	 - Dark Suit

						      - National dress



	 4.	 Scenario 

	 1.	 Welcome by Prime Minister

		  - Prime Minister, Deputy Prime Minister and 
Secretary-General to the Prime Minister arrive at luncheon/
dinner venue at the Government House and wait to welcome 
Guest in front of the venue. 

		  - Guest arrives. Prime Minister and Deputy Prime 
Minister (Chair of the Committee for the Reception of Heads of 
Government) welcome Guest upon stepping down from vehicle.



Note  : If the luncheon/dinner is scheduled immediately after 
the bilateral discussion, the Prime Minister will invite the Guest 
from the meeting room to the room prepared for the signing of 
the guestbook and then to the luncheon/dinner room. 

 



	 2.	 Signing of Guestbook and viewing of gifts 

		  -	 Prime Minister invites Guest to sign in the 
Government guestbook at Yellow Room. 

		  - 	Prime Minister invites Guest to view gifts from the 
Royal Thai Government and views gifts received from the 
Guest. 
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	 3.	 Demonstration of Thai handicrafts and Reception 

		  - 	Prime Minister invites Guest to the lobby of the Santi 
Maitree Building to view demonstrations of Thai handicrafts. 

		  - 	Prime Minister and Guest join in the reception and 
have conversations at their pleasure. 



	 4.	 Beginning of Luncheon/Dinner 

		  - 	Protocol Officer invites distinguished guests to their 
seats in the Luncheon/Dining Room.

		  - 	When all guests have taken their seats, the Director of 
Protocol (Government House) invites the Prime Minister and 
Guest to the room. 

		  - 	When the Prime Minister and Guest are at their seats 
and seated, all guests bow and sit down.

		  - 	Prime Minister proposes a toast for the Head of State 
and spouse of Guest’s country 

	 (National Anthem of Guest’s country is played).

		  - 	Prime Minister delivers remarks.

		  - Guest proposes a toast for Their Majesties the King 
and Queen of Thailand 

	 (Royal Anthem of Thailand is played).  

		  - 	Guest delivers remarks in response. 

		  - 	Food is served.

	 (Performing arts show and music played throughout 
luncheon/dinner)

		  - 	At the end of the performing arts show, Guest hands a 
bouquet of flowers to the lead performer.

		  - 	Prime Minister sends off Guest at vehicle in front of 
Outer Santi Maitree Building.
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Luncheons/Dinners for Working Visits





	 1.	 Venue Government House or other venues as 
appropriate



	 2.	 Guests to be invited 

	 Thai side 

	 - 	 Deputy Prime Minister / Ministerial level persons 

	 - 	 Political appointees and senior government officials 
concerned 

	 - 	 Governor of Bangkok

	 - 	 Supreme Commander of the Royal Thai Armed Forces, 
Commanders-in-Chief of the Army, Navy and Air Force , 

	 - 	 Commissioner-General of the Royal Thai Police 

	 - 	 Representative of the private sector 

	 - 	 Other guests, as appropriate. 



Note : If Guest is traveling with spouse, the spouses of the Chair and Vice 
Chair of the Reception Committee, Minister of Foreign Affairs, and 
Secretary-General to the Prime Minister will be invited to join. 



Visiting Guest side 

Invited guests from this side will not exceed 25 persons (
Reciprocity will be considered) 



	 3.	 Attire  		  - Dark Suit

							       - National dress
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	 4.	 Scenario 

		  1.		 Welcome by Prime Minister

		  - Prime Minister, Deputy Prime Minister and 
Secretary-General to the Prime Minister arrive at luncheon/
dinner venue at the Government House and wait to welcome 
Guest in front of the venue. 

		  - 	Guest arrives. Prime Minister welcomes Guest upon 
stepping down from vehicle.

	

		  2.		 Signing of Guestbook and viewing of gifts 

		  - 	Prime Minister invites Guest to sign in the 
Government guestbook at Yellow Room.

- Prime Minister invites Guest to view gifts from the Royal Thai 
Government and views gifts received from the Guest.



	 	3 .		 Demonstration of Thai handicrafts and 
Reception 

		  - 	Prime Minister invites Guest to the lobby of the Santi 
Maitree Building to view demonstrations of Thai handicrafts.

		  - 	Prime Minister and Guest join in the reception and 
have conversations at their pleasure.

 

	 	4 .		 Beginning of Luncheon/Dinner 

		  - 	Protocol Officer invites distinguished guests to their 
seats in the Luncheon/Dining Room.

		  -	 When all guests have taken their seats, the Director of 
Protocol (Government House) invites the Prime Minister and 
Guest to the room. 

		  - 	When the Prime Minister and Guest are at their seats 
and seated, all guests bow and sit down.
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		  - 	Prime Minister proposes a toast for the Guest (and 
spouse) and to the relations between the two countries.

(National Anthem of Guest’s country is played).

		  - 	Guest proposes a toast for Prime Minister (and 
spouse).

					     (National Anthem of Thailand is played).

		  - 	Food is served. 

					     (Performing arts show and music played 
throughout luncheon/dinner)

		  - 	At the end of the performing arts show, Guest hands a 
bouquet of flowers to the lead performer. 

		  - 	Prime Minister sends off Guest at vehicle in front of 
Outer Santi Maitree Building.



Note :  This format may be adjusted as appropriate. 
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Luncheons/Dinners for Visits as Guest of 
Government






	 1.		  Venue	 Government House or other venues as 
appropriate. 



	 2.		  Format  	- Format and size of luncheon/dinner as 
 
							       appropriate. 

						      - 	A meeting prior to the luncheon/dinner 
 
							       may be arranged. 

						      - 	No speeches, remarks or toasts. 



	 3.	 Guests to be invited 

	 Thai side 

		  - Deputy Prime Minister / concerned Ministerial level 
persons 

		  - 	Participants in the courtesy call. 

		  - 	Other guests, as appropriate. 

	

	 Visiting Guest side 

		  - 	Participants in the courtesy call and other guests, as 
appropriate and as agreed upon. 



	 4.	 Attire  		  - Dark Suit

							       - National dress

	5 .	 Scenario 

		  - 	Prime Minister waits to welcome Guest.

		  - 	Guest arrives.

		  - 	Guest signs in the Government guestbook.
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		  - 	Guest greets other invited guests. 

		  - 	Invited guests move to luncheon/dinner venue.

		  - 	Prime Minister and Guest take their seats.

		  - Food is served.



Note  : If the luncheon/dinner is scheduled immediately after the bilateral 
discussion, the Prime Minister will invite the Guest from the meeting room 
to the  luncheon/dinner room. 



	 6.  Gifts 	To be exchanged through diplomatic channels. 
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Bestowment of Royal Decorations 
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Bestowment of Royal Decorations 





Guidelines for the bestowment of Royal Decorations on the 
occasion of visits



	 On Official Visits, if the Royal Thai Government intends 
to present Royal Decorations to the visiting delegation as a 
one-way bestowment, it would be possible to do so during the 
visit. Exchange of Royal Decorations with the visiting 
delegation, for the promotion of closer relations, may also be 
done.



	 1.	 Classes of Royal Decorations 

The Government proposes the highest Royal Decoration sash, 
the Knight Grand Cordon (Special Class) of the Most Exalted 
Order of the White Elephant (Maha Paramaporn Chang Pueak) 
to Heads of State, members of Royal Families, Heads of 
Government and Regents/Governors-General.



	 2.	 Royal Permission to wear Royal Decorations

In the case that the Guest intends to confer Royal Decorations /
Decorations to the Prime Minister and the Thai side, the 
Director-General of Protocol of the Ministry of Foreign Affairs 
shall present assessments regarding the acceptance of the 
foreign Decorations through the Secretariat of the Cabinet. The 
Secretariat of the Cabinet shall then present this assessment for 
the approval of the Prime Minister. The Director-General of 
Protocol of the Ministry of Foreign Affairs shall also request the 
Secretariat of the Cabinet to request Royal Permission for the 
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Prime Minister and the Thai side to wear such foreign 
Decorations in appropriate circumstances and in accordance 
with related regulations.



	 3.	 Length of process

In the case that the Thai side is requesting Royal Permission to 
bestow Royal Decorations to the Guest, the length of the 
process will be not less than 30 days.



	 4.	 Venue for bestowment ceremony 

Venue will be Ivory Room, Thai Koo Fah Building, 
Government House 

with His Majesty the King’s portrait or picture and flags of both 
countries arranged in the room. 



	 5.	 Attire 

		  - 	Dark Suit or uniform (if it is a request of the Guest) 

		  - 	Thai officials responsible for the bestowment 
ceremony will wear civil service uniform. 



	 6.	 Conductor of bestowment ceremony   Prime Minister 

 



	 7.	 Scenario for bestowment ceremony 

		  7.1	 Participants from both sides arrive at the venue. 

		  7.2	 Protocol officer invites participants from both sides 
to respective standing position at the left and right sides of the 
ceremonial  area (facing His Majesty the King’s picture and the 
ceremonial area). 
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		  7.3	 Director of Protocol (Government House) invites 
the Prime Minister and Guest to their respective standing 
positions at the venue. 

		  7.4	 Bowing to His Majesty the King’s picture / portrait

				    - 	Heads of State : Only Prime Minister bows to 
 
					     His Majesty the King’s picture / portrait

				    - 	Heads of Government :  Prime Ministers and 

					     Guests bow to His Majesty the King’s picture / 
 
					     portrait

				    -	 Crown Prince/Princess or Regents/

					     Governors-General : 

		  Only Prime Minister and Guests bow to 

		  His Majesty the King’s picture / portrait

		  7.5	 	 Announcer reads out the citation. 

		  7.6	 	 Official of the Secretariat of the Cabinet brings in 
a tray with Royal Decorations to the ceremony. 

		  7.7	 	 Prime Minister conducts bestowment ceremony. 

		  7.8	 	 Prime Minister delivers Congratulatory Remarks. 

		  7.9	 	 Prime Minister, Guest and participants drink to 
congratulate Guest. 

		  7.10 	Participants shake hands with the Guest, starting 
with Thai participants. 

		  7.11	 Prime Minister, Guest and participants take a 
group photo. 

		  7.12  End of ceremony. 
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Signing of Agreements 
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Signing Ceremony of Agreements or MOUs between Gover nments

With Prime Minister and Guest as Chair / Joint Witness




	 1.	 Length of Preparatory process

	 Advance approach and preparatory discussions shall be 
not less than 15 days before the visit. 



	 2.	 Arrangement of venue 

		  - 	Signing table and stationery 

		  - 	A chair for the Chair of the witnesses and for the 
signatories

		  - 	Small table flags of both countries (placed in front of 
both signatories) 

		  -	 Flags of both sides placed in accordance with the 
Office of the Prime Minister’s Regulation (of 1986) on the Use, 
Hoisting and Display of National Flags and Foreign Flags in the 
Kingdom : 

		  Article 18	 “…for the use of national flags alongside 
foreign flags in ceremonies with pedestals or areas reserved for 
chairpersons of ceremonies, the national flag shall be positioned 
on the right and the other flag on the left” 

		  Article 19	 “…1.If the total number of national and 
foreign flags combined are of an odd number, the national flag 
shall be at the center	

		       		 2. If the total number of national and foreign 
flags combined are of an even number, the national flag shall be 
at the center right side” 



	3 .	 Scenario of Signing Ceremony

		  - Protocol officer invites signatories, witnesses and 
participants to their positions at the signing room.
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		  - Director of Protocol (Government House) invites 
Prime Minister and  Guest to signing room and to their witness 
seats at the signing table

		  - 	Master of ceremonies announces start of signing 
ceremony

		  - 	Protocol officer invites signatories to their respective 
positions at the signing table

		  - 	Master of ceremonies announces the signing 

		  - 	Both signatories sign document and exchange 
agreement or MOUs

		  - 	Chair of the ceremony shakes hand with both 
signatories to congratulate signing 

		  - 	Chair of the ceremony, signatories and witnesses 
drink to congratulate the signing and take a group photo 

		  - 	End of ceremony 



Note : For guests from Muslim countries, alcohol will not be served.
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2. Guidelines for public relations and  
press issues 
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Guidelines for public relations and facilitation of press

in covering visits of VIP as guest of the government




	 1.	 Announcement of visit

	 The Ministry of Foreign Affairs will come to agreement 
with the visiting country regarding the announcement of the 
visit. Both countries will take measures appropriate to each side 
and announce the visit approximately 1 week ahead. The 
Spokesperson of the Ministry of Foreign Affairs of Thailand 
will make the announcement in the weekly press briefing and 
request the Thai and foreign press to publicize the visit, such as 
through Radio Thailand. 

The substance of the announcement would compose of the 
name and position of the visitor and the objective, level and 
dates of the visit. The Ministry of Foreign Affairs will draft the 
announcement. Precautions will be taken to avoid premature 
announcement. 



	 2.	 Press briefing on results of the meeting between the 
leaders of the two countries 

	 After bilateral discussions between the two leaders, the 
Spokesperson of the Office of the Prime Minister will brief on 
the results of the bilateral meeting. The Ministry of Foreign 
Affairs will assist in   publicising and extending the results of 
the meeting. 



	 3.	 Joint Press Conference

	 In the case that the visitor requests a Joint Press Briefing 
with the Prime Minister, the Department of Information of 
Ministry of Foreign Affairs, together with the Office of the 
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Spokesperson of the Secretariat to the Prime Minister, will be 
requested to propose an assessment of such request for the 
approval by the Prime Minister. The most important factors for 
consideration will be the benefit that the Thai side will receive 
and the convenience of the Prime Minister. The format of the 
Joint Press Conference will emphasize twin podiums. The 
Spokesperson will conduct the session at the Inner Santi 
Maitree Building or at other suitable venues. If the press 
briefing is to be conducted only by the visiting dignitary, the 
session shall be held in venues other than the Government 
House. 



	 4.	 Press Center

	 The Department of Information of the Ministry of Foreign 
Affairs will assess the appropriateness and necessity of setting 
up a press center to facilitate members of the foreign press 
accompanying the visiting delegation. Related government 
agencies will render support.



	 5.	 Identity Badges for members of the press traveling 
with the visiting delegation

	 The Department of Information of the Ministry of Foreign 
Affairs will produce and distribute identity badges and arm 
bands for members of the press accompanying the visiting 
delegation and the official Thai press.  Members of the press 
shall be advised to wear the badges at all times throughout the 
visit and wear appropriate attire.

	 The Department of Information will assign an official to 
facilitate the official press accompanying the visiting 
 
delegation. 
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	 6.	 Distribution of arm bands and inspection of photo 
recording equipment 

	 The Department of Information of the Ministry of Foreign 
Affairs will produce and distribute arm bands for members of 
the press accompanying the visiting delegation and the official 
Thai press.  For other members of the press, the venue host will 
distribute arm bands and the Special Branch Police will inspect 
recording equipment. The Special Branch Police will be the 
main control host for this function, with other related area 
agencies rendering support. 



	 7.	 Regulations for press covering Royal Audiences 

	 The Department of Information of the Ministry of Foreign 
Affairs will submit a letter to the Office of His Majesty’s 
Principal Private Secretary to request Royal Permission. 
Members of the press (photographers) entering the royal 
grounds will be limited to not over 3 persons. The attire for men 
shall be dark suit, conservative-colored shirt, ankle-covering 
shoes, while the attire for women shall be shirt with sleeves, 
skirt and ankle-covering shoes. 



	 8.	 Regulations for press covering bilateral meetings 
and ceremonies at the Government House 

	 The Office of the Spokesperson of the Office of the 
Secretariat to the Prime Minister will limit the number of 
photographers accompanying the delegation to not over 5 
persons. These photographers will take photographs inside the 
Government House and cover the official welcoming ceremony, 
bilateral meeting, official luncheon/dinner, etc. For the Thai 
press, a pooling system of still photographers will be used to 
cover activities inside function rooms.  Photographers attached 
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to Thai senior officials will also be reminded to remain in 
designated positions. 

	 Male members of the press shall wear suits and 
ankle-covering shoes, while the attire for women shall be shirt 
with sleeves, skirt (or suit pants) and ankle-covering shoes.



	 9.	 Regulations for press covering Royal Thai Air Force  
Base 

	 The Royal Thai Air Force, Department of Information of 
the Ministry of Foreign Affairs and Special Branch Police will 
jointly facilitate and designate areas for photographers to take 
pictures at the tarmac. The Special Branch Police and officials 
of the Royal Thai Air Force will inspect the recording 
equipment and appropriate attire of members of the press. 



	 10.	 Regulations for press covering airports in 
Bangkok and provinces (excluding Royal Thai Air Force ) 

	 The Airports of Thailand (AOT) Public Company Limited 
and Special Branch Police will jointly facilitate and designate 
areas for  photographers  (that are not official photographers).  
The Special Branch Police and AOT staff will inspect the 
recording equipment and appropriate attire of members of the 
press.





	 11.	 Regulations for press covering other venues in 
Bangkok and provinces

	 Local agencies and Special Branch Police will jointly 
facilitate and designate areas for photographers (that are not 
official photographers).  The Special Branch Police will inspect 
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the recording equipment and appropriate attire of members of 
the press. 

	 Other members of the press not designated by the Ministry 
of Foreign Affairs will be under the responsibility of local 
agencies. 



	 12.	 Recording official functions 

	 The Public Relations Department will assign a 
photographer attached to the visiting delegation to cover 
activities beyond the official schedule. The photographs will be 
submitted to the Office of the Spokesperson to produce a photo 
album, which will be presented to the Guest.



	 13.	 Plans for publicizing visits

	 The Director-General of Information, in the capacity of 
Chair of the Sub-committee to Publicize Visits of Guests of the 
Government, shall convene a meeting of the sub-committee. 
The meeting of the sub-committee, which includes government 
agencies concerned, will set the framework for action and 
distribute work assignments. The plan for publicizing visits, to 
be presented by the Department of Information to the Reception 
Committee, will be composed of 3 parts, namely, plan prior to 
the visit, during the visit, and after the visit.













Note :  Expenses incurred shall be in accordance with Section 4 (Guidelines) of 
this  manual.








72

3. Guidelines for security and traffic 
facilitation 
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Guidelines for security and traffic facilitation

during visits of VIPs As Guest of the Government






		  In receiving various types of VIP visits, the government 
shall create committees to be responsible for the many issues 
involved. On the issue of security, the committee shall create a 
sub-committee on security for specific responsibilities. 



		  The Sub-committee on Security, with the 
Commissioner-General of the Royal Thai Police as Chair, shall 
be responsible for the security of foreign VIP guests visiting 
Thailand as guest of the government in an Official Visit, 
Working Visit, As Guest of Government and other types of visit.  
This will not include visits as Royal Guests or State Visit, as 
according to the Royal Act on the Security of Their Majesties 
the King and Queen, Royal Heirs, Regents, Members of the 
Royal Family, Representative of Their Majesties and Royal 
Guests (2006), the Royal Aide-de-Camp Department shall then 
be responsible for security. 



		  In assigning security detail, the Royal Thai Police is 
assigned as the main agency to plan out implementation and 
deploy personnel, while supported by related government and 
other agencies, such as Royal Thai Army, Royal Thai Navy, 
Royal Thai Air Force, National Intelligence Agency, Armed 
Forces Security Center, Airports of Thailand Public Company 
Limited, etc. 



		  Security measures are composed of the following : 

		  1.  Intelligence work
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		  2.  Facilitation of immigration procedures

		  3.  Assigning of personal security

		  4. Security of venues, such as at accommodations, 
meeting venues, banquet venues and other venues scheduled to 
visit, both inside and outside buildings

		  5.  Regulations for photographers and media

		  6.		 Security of motorcades

		  7.		 Technical verification 

		  8.		 Traffic facilitation 

		  9.		 Medical service plan 

		  10.	Emergency plans, covering changes of motorcade 
routes  

		  11. Other facilitation permitted by law



	 Guidelines for security 

	 The Royal Thai Police, the main control host for planning 
and for implementation, will assign responsibilities for 
concerned agencies, as follows : 



	 1.	 In Bangkok vicinity   Metropolitan Police will be 
assigned to be the main agency responsible for planning and for 
implementation, with support from other Royal Thai Police 
units, governments agencies and related agencies.



	 2.	 Outside Bangkok vicinity Respective Provincial 
Police units will be assigned to be the main agency responsible 
for planning and for implementation, with support from other 
Royal Thai Police units, governments agencies and related 
agencies.
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	 3.	 In all areas, an Operations Center must be set up to 
coordinate and control operations. The main agency responsible 
and the supporting agencies shall assign officials stationed at 
the Operations Center for contact and coordination until the end 
of the mission.



		  Operating procedure

		  After the Government has favorably responded to the 
request for a visit by a VIP guest, the Government Committee 
responsible for the visit will convene meetings among various 
government agencies concerned, including the Royal Thai 
Police, to assign tasks for action by agencies. The 
Sub-committee on Security, chaired by the 
Commissioner-General of the Royal Thai Police and assigned 
to handle security issues, will convene a meeting among various 
government agencies concerned to assign security tasks. In 
urgent circumstances, the Sub-committee may opt not to 
convene a meeting in which the Royal Thai Police will set 
security measures as appropriate. 



		  The arrangement of security for foreign VIP guests will 
be more effective with the cooperation from officials of the 
visiting country, especially through the mutual exchange of 
information and situation assessments prior to the visit and the 
close coordination on the ground during the visit.







