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** Note: Luggage can be transported in a separate van, subject to prior arrangement.

HOSPITALITY DESK

VIP arrival

VIP & Liaison Officer 
escorted to the hotel 

Protocol staff will welcome 
the VIP from the plane and 
escort them to VIP Room

Accompanying VIP 
participant to VIP Room 

with Liaison Officer

Return Travel Documents to 
participant

Escort VIP to Vehicle

Passport and VISA will 
be taken to the Arrival 
terminal to be stamped

Return the stamped 
Passport and VISA to 

Protocol

VIP Luggage handling at the 
Arrival terminal

Luggage carried to the VIP 
vehicle 

Participants will be met 
inside the arrival terminal 

and escorted to the 
hospitality desk. 

Depart to hotel. 

Collects luggage tag from 
participants.

Gives lapel sticker if 
participant does not have 

one.

Coordinates with porter 
service for luggage handling

Escort participant to the 
waiting area

Escort participant to the 
vehicle

Escorts participant to the 
Immigration counter 

Customs information. VISA Information


