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Effective: 20 MAY 2025

NAME CORRECTION POLICY FOR TRAVEL AGENTS

Dear Valued Travel Agent,
As a general policy, transfer of name to another person’s name is not allowed. However, we shall allow name changes/correction

provided proof must be presented by the passenger as the basis of the "same person".

1. Correction will be allowed without a fee, for the following cases:

2, Transposition of the passenger's name, provided all names are included.
¢x. MARIARAMIREZ/GONZALES MS to GONZALES/MARIA RAMIREZ MS
REYESIR/DONATO MR to REYES/DONATO JR MR
b Truncated first/last names due to, but not limited to system limitation, SSR CKIN remarks, SSR OTHS, OSI should be added in the PNR to reflect full name.
X, GARCIA/MARIAANGELICAMIKA MS to GARCIA/MARIA ANGELICA MIKA MS
DELACRUZ/MIGUEL MR to DE LA CRUZ/MIGUEL MR
*Please refer to Passenger Name Record - PSS Manual (Release Date 01Mar2019, Versiond, p16-20) for complete details on booking passenger with single name, one letter last name and names with hyphen, numbers or special characters,

2. Correction will be allowed for the following cases with a name change fee of PHPL,000 for purely PH domestic travel and USD25 for international travel, except for the fallowing countries:

COUNTRY RATE
Australia | AUD 100
New Zealand | NZD30
lapan | IPY2,500
(anada CAD 80
Hongkang | HKD 200
*Above rates shall only apply if the tickets will be reissued within the same country of origin at point of sale.

2. To correct spelling, add or delete 1 up to 3 characters of passenger’s surname/first name.
ex, RAMOS/LOUIE MR to RAMOS/LOUIS MR
MENDEZ/ALAN MR to MENDEZES/ALLAN MR
b. To add Maria or Ma ta the first name and to correct Ma. to Maria, vice versa,
ex. CRUZ/JULIA MS to CRUZ/MARIA JULIA MS
¢. To correct maiden name to married name or vice versa, or other legal reasons such as divorce/adoption which can be validated by verifying the date of hirth in the original and new document.
d. To carrect gender/title.
£.To add a second last name (as part of a hyphenated last name on a valid travel document) without changing the original name.
ex. SMITH/MARGARETH MS to TURNERSMITH/MARGARETH MS
f. Passenger preference to use another name, only if specified in the passport with A.K.A,
g. Double entry of first or last name.
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3. For all other changes not mentioned above, the change fee as specified in the fare rules shall apply. If ticket fare rule allows rebooking without a fee, reissue the ticket to correct a name without a fee.

Example:
a. To add/delete part of given name
ex. GARCIA/ANNA MARIA ELISA MS to GARCIA/ANNA MARIA
LEE/RYAN MR to LEE/RYAN JOSEPH MR

*However, if DOB s present in the existing PNR at the time of booking and proof/supporting documents submitted matches, collect name change fee of USD25.
b. To addj/delete Suffix, ie. R , SR, Il

ex. CHUA/JAMES MR to CHUA/JAMES JR MR

*However, if DOB is present in the existing PNR at the time of booking and proof/supporting documents submitted matches, collect name change fee of USD25.
¢. To add/delete middle name

d. To correct nickname/initials to given name.
ex. REYES/IM MR to REVES/JUAN MIGUEL MR
ORTEGA/MIKE MR to ORTEGA/MICHAEL MR

*However, if DOB is present in the existing PNR at the time of booking, proof/supporting documents submitted matches, and nickname/initials are close with given name, collect name change fee of USD25.
e.To correct shortened form of given name.

ex, VILLANUEVA/GRACE MS to VILLANUEVA/GRACELYN MS
FERNANDEZ/CARL MR to FERNANDEZ/CARLOS MR

*However, if DOB s present in the existing PNR at the time of booking, proof/supporting documents submitted matches, and shortened name is close with given name, collect name change fee of USD25.

4. For duplicate tickets, applicable refund fee shall apply. However, if purchasing another ticket for the correct passenger name using the same exact flight details, provided birth dates match, waive refund service fee on the old ticket.
5. Name correction for partially used tickets are only allowed due to legal reasons (i.e. married, divorce, adontion).

Note: Applicable to 079 document on PR routes only. Applicable to all GDS except for Infini.

Procedure of Travel Agency on Reissuance for Name Correction:

a. Verify if the name c. Do the name correction in

Travel
Agency

correction request is included
in the policies allowed for
Travel Agency.

b. Check the passenger name
reflected on the passport.

the PNR name field only if the
request is included in the
policies for Travel Agency.

d. Reissue the ticket to reflect
the correct name inputted in
the PNR.

¥

h. Collect the payment for
name correction.

g. MUST input the ticket
number with incorrect name
in the "In Connection With"
1ICW field of the price quote

for the service code.
An ADM shail be issued if the inputted ticket
Aumberis wrong.

f. Price the applicable service

4| code for Name Change Fee in

the PNR.

e. Bookthe service code NCFI
(Name Change Fee
International) or NCFD (Name
Change Fee Domestic),
whichever is applicable, in the

PNR.

i. Issue EMD-S to document
the payment.

v

MUST input SSR OTHS PR Name
Correction Fee EMD-5 079-
XXXXXXXXXX/Pax Name/New
Ticket Number in the PNR.

An ADM shall be issued if this is not included
In the PNR.

Amadeus
>
vser? .@ @
ry

Note reminder: If an existing EMD-A is associated to the ticket (i.e FBA, Seat reservation), it must also be exchanged to reflect the correct
name and associate to the new ticket number.

PHILIPPINEAIRLINES.COM | OO




Phrhpp.rne
Airlines

The Heart of the Filipino

5

PAL (lreutar

REF: ADV USC25 - 011 DATED 20 MAY 2025

This supersedes ADV USC25 - 007 DATED 14 APRIL 2025

Page 3 of 3

For issuance through PR direct channels only. For proper handling, please refer to the following procedure:

Travel Agency @4’

a. Verify if the name correction
request is included in the
policies allowed for Travel

Agency.

b. Check the passenger name
reflected on the passport.

c. Contact your GDS Helpdesk.

Travel agent to input name
change/correction request in
the GenFax field of the PNR
and queue to their GDS
helpdesk.

GDS Helpdesk
PAL CRS

PAL Direct
Channels

In cases where PNR contains other airlines (OAL) booking:

v

d. GDS Helpdesk to secure
authorization from PAL CRS
unit.

f. Once approved, GDS
helpdesk will perform the 1
name change.

e. PAL CRS unit to authorize
name correction.

i Secure authority to amend name from OAL first, to be inputted in the PNR (by OAL).
ii. Once approved, perform steps a-g.
iii. Travel agents are enjoined to check with OAL if the new ticket has generated in the OAL side.

Philippine Airlines
USA - Sales

g. PR ticket office to reissue
ticket with the corresponding
fee of USD25 through agent
paylink or cash.
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