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Check-in process and 
Luggage handling

VIP & Liaison Officer  
embark from hotel  

to airport

Liaison Officer will take VIPs 
travel documents and l 

uggage for check-in  
process in advance

Departure

Welcome the VIP at the 
VIP Room

Accompany the VIP to the 
VIP Room

Escort VIP to Plane

Collect the VISA and 
Passport to be stamped  

by Immigration

Return the stamped 
Passport and VISA to  

Liaison Officer
Airport tax payment

Return the ticket to the 
Liaison Officer

Depart from Hotel to Airport

Depart

Welcome the participant at 
the departure terminal and 
help participant with check-

in process

Coordinates with porter 
service for luggage handling

Escort participant to the 
waiting area

Escort participant to the 
Immigration counter 

Customs information. VISA Information


