
Handling VIPs at a Malaysian event isn't simply about rolling out a red carpet. It's about getting a hundred small
things right so nothing becomes a story.

Get it right and it vanishes. Get it wrong and it's the only thing anyone remembers.

What follows is the Kollysphere approach.

The First Step
Not all VIPs are the same. A "Yang Berhormat" guest carries specific protocol governing how they're titled,
seating, and address. A C-suite guest operate on different expectations on scheduling, access, and privacy.

Treating them identically causes problems. Establish which protocols apply to which guest before you even think
about seating.

Invitations and RSVP Management
Invitations to VIPs go out earlier than the standard distribution — four to six weeks is typical. They should be
personal, not mass-distributed. Specify the purpose, the timing, the venue, and the senior attendees at senior
level.

RSVP confirmation should sit with a single named person on your team. Not a shared inbox. Avoid forms

Arrival Protocol

Before They Arrive

Confirm arrival time on the day. Check the vehicle details. Confirm the name is accompanying them. Have a
dedicated point of contact who can be reached and knows everything.



On Arrival

Someone senior should receive them at the vehicle — not at the entrance. Escort them straight to a holding
room or to the main hall depending on the clock. Do not leave them standing in a lobby.

The Green Room

A private room with refreshments, a briefing sheet, and the schedule. Make sure the emcee brief already been
delivered their aide.

Who Sits Where
Protocol around seating follows a structure that changes by event type. At government-linked events, the
protocol order is clearly set out. For corporate events, it's typically driven by seniority and relationship.

Don't place two VIPs next to each other without confirming that it's appropriate. Never position a VIP with their
back to the stage or the focal point.

Address and Introduction
Getting a title wrong matters. A mistake here is a visible error. Confirm event management event company event
organizer malaysia the correct form of address in writing beforehand. Brief the emcee and anyone speaking
who'll introduce them.

With "Yang Berhormat", the full title should be used on first mention. Subsequent mentions can be abbreviated if
appropriate.
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Speaking Slots and Timing
VIP schedules are tight schedules. If their slot is 10:15 they should be speaking at 10:15. Not 10:20. Not 10:25.
Build buffer time around their slot so problems elsewhere don't affordable full service event management
Malaysia affect them.

Establish a signal for time overruns. Confirm it with their aide in advance.

Media and Photography
Confirm in advance whether photography is permitted. Confirm whether press is allowed. Plan a photo moment
planned — not improvised. Brief your photographer on names and titles so captions are right.

Departure Protocol
Walk them out as they arrived. Have the vehicle ready before they stand up. Thank them in person then follow up
in writing within 24 hours.
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The departure is your final impression. Treat it accordingly.

Common Failures
No single point of contact. Last-minute arrival planning. Wrong titles. Poor seating. No holding room. Running
over schedule. Weak exit logistics.

Address those seven and you'll handle virtually any VIP situation with composure.


