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1. Overview and Purpose
This document is written to guide all agencies that reserve/issue individual tickets for T'way
Air, outlining the sales regulations and key policies. In the case of reserving/issuing group

tickets, the policies or restrictions for group tickets may take precedence.

The aim is to ensure that agencies fully understand and comply with T'way Air's individual
ticket sales policies to maximize seat availability through systematic and efficient seat
management. Simultaneously, the goal is to reduce Global Distribution System (GDS) costs

through productive and efficient system usage.

In case of violation of our reservation and issuance policies, an Agency Debit Memo (ADM)
may be issued, and continuous violations may lead to restrictions on T'way Air's seat

availability and reservation/issuance.

This policy is effective as from April 01, 2024, and may be subject to change without prior

notice.

2. Reservation Policy
2.1. Reservation Creation and Changes
When creating or changing a reservation, journeys must be booked in chronological order

and must adhere to the specified minimum transfer time.

2.2, Waitlist Reservations

T'way Air does not offer waitlist reservation services.

2.3. Inactive Segments
Inactive segments refer to segments with HX, NO, UC, UN, WK status, and they must be

deleted as soon as notified. T'way Air may impose a ADM for inactive segments.

2.4. Duplicate Bookings
T'way Air does not allow passengers to duplicate or make similar reservations for journeys
deemed logically impossible. In cases of duplicate bookings, the airline may cancel all or

partial segments of the duplicated itineraries.
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2.5. Repetitive Booking and Cancellation (Churning)

Churning, the repetitive cancellation and rebooking of the same itinerary using the same or
different fares to extend ticketing time limits or continuously secure seats, is strictly
prohibited. If it is deemed to be in violation, the airline may cancel reservations without
prior notice or take steps such as issuing ADMs. Additionally, repeated violations may result

in restrictions on seat availability and booking T'way Air tickets.

2.6. Fictitious/ Speculative/ Test Bookings

It is prohibited to create Fictious, Speculative and Test bookings. Creating bookings for the
purpose of fare confirmation, fare management or occupying seats without a passenger’
request, by anticipating future demand, is not allowed. In addition, test or training bookings

must be created in the test or training mode provided by the GDS.

2.7. Passive and Informative Segments
It is not permitted to create bookings or issue tickets on passive and informative segments
through any GDS.

2.8. Cancellation
T'way Air can monitor cancellation rates by agency for efficient seat management, and in

cases of high cancellation rates, the airline may take action.

2.9. Name Change and Correction
All reservations must be entered with valid first and last names according to passport

information.

2.9.1. Name Change

Name change refers to changing passengers, which is not allowed under any circumstances.
In cases when changing to another individual is necessary, the existing reservation must be
refunded according to fare rules, and a new ticket must be issued with valid fares at that

time.

2.9.2. Name Correction
Name correction refers to making minor spelling corrections or changing names, backed by a
valid reason acceptable to T'way Air. Modifications must comply with T'way Air

reservation/ticketing guidelines and may incur name correction fees.
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2.10. Contact Information
Passenger phone numbers and email addresses must be entered into the PNR in appropriate
formats to facilitate the smooth handling in case of flight delays, schedule changes, or other

irregular flight operations.

2.11. No-Show
Failure to cancel an issued or unissued reservation within the specified deadline, thereby

occupying seats and disrupting seat supply and sales, will result in No-show penalty.
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3. Ticketing Regulations
T'way Air evaluates whether appropriate fare regulations are adhered to in all processes of
ticketing, reissuance, and refunds conducted by agencies. If it is determined that fare

regulations are not complied with, ADMs will be issued.

3.1. Ticketing Time limits

The date and time for ticket issuance are set for each PNR based on the reservation time.

If ticket issuance is not completed by the ticketing time limit, the itinerary will be
automatically canceled.

Even if a PNR with two or more individuals is issued only for some passengers, the ticketing
time limit still applies. Consequently, if tickets for the entire group are not issued by the time

limit, the entire PNR will be canceled.

3.2. Ticket Issuance

At the time of ticket issuance, fares must be issued according to the Published/Private fares
provided by the airline.

Fares which are secured but not issued are subject to change.

T'way Air guarantees tickets created based on GDS auto fare inquiry, and all tickets,

including those based on manual fares, are monitored by the airline.

3.3. Reissuance
Any changes occurring in the Passenger Name Record (PNR) must be updated according to

the fare regulations.

3.4. Revalidation

T'way Air does not permit the revalidation.

3.5. Refunds

During refunds, agencies must comply with the fare regulations based on T'way Air's refund
regulations. Additionally, in case of fee waiver, agencies shall submit evidence for reasons
which is acceptable to the airline for fee exemptions. If there is no evidence or it is not

reasonable for the ticket refund, ADMs may be issued to recover the exempted fees.

3.6. EMD
T'way Air does not utilize the EMD function.
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4. ADM/ACM Policy

Based on IATA Resolution 850m, Tway Air (TW) regulates Agency Debit Memos (ADMs)
and Agency Credit Memos (ACMs) as follows:

T'way Air may issue ADMs to recover or adjust amounts related to ticket issuance,
reissuance, refund, and usage of all fares, including published and promotion fares.

The ADM/ACM policy is valid until further notice.

4.1. Issuance of ADM

4.1.1. ADMs shall be issued within 9 months from the last travel date for adjustment of sales
amounts.

4.1.2. ADMs shall be issued within 9 months from the remittance date in settlement period
for adjustment of refund amounts.

4.1.3. Exception: ADMs may be issued at any time for non-collected taxes, local government
surcharges, failure to report sales, card chargebacks and defaults, suspicious or fraudulent
transactions, regardless of the period.

4.1.4. Please refer to notices for ADM commission rates.

4.2. Handling of ADM

4.2.1. ADMs are issued through BSP link.

4.2.2. Agencies can provide justification within 15 days and ADMs may be recovered through
re-evaluation.

4.2.3. If agencies fail to provide valid justification, they must pay the ADM amount.

4.3. Handling of ACM
4.3.1. ACMs are issued through BSP link.
4.3.2. ACM requests are possible within 1 year from the ticket issuance date.

4.3.3. ACMs incur a fee of 10,000 KRW per ticket, regardless of the reason.
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5. Glossary
Abbreviation Description
1A Amadeus
1B Abacus
1F Infini
1G Galileo (Travelport Inc.)
1S Sabre
ACM Agency Credit Memo
ADM Agency Debit Memo
BSP Billing and Settlement Plan
DOB Date of Birth
ETKT Electronic Ticket
GDS Global Distribution System
GSA General Sales Agent
IATA International Air Transport Association
INVOL Involuntary
NUC Neutral Unit of Construction
NVA Not Valid After
NVB Not Valid Before
OAL Other Airlines (other than OS, LH, LX or SN)
OnD Origin & Destination
PNR Passenger Name Record
RBD Reservation Booking Designator
SKCHG Schedule Change (as per IATA definition)
SSR Special Service Request
TTL Ticketing Time Limit
UMNR Unaccompanied Minor
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1) Change rules

@ It is permitted to change the date

@ It is impossible to change the routing (A new ticket has to be issued if the routing is changed)

@ It is permitted to change to the same or higher class. (Changing to lower class is not allowed)

@ To change to lower class, a new ticket has to be issued after refund (Cancellation fee is applied)

® Apply exchange rate, fuel surcharges, and airport taxes based on the original ticket issue date

- You collect taxes on the original ticket as PD. If there are new taxes, you must add them.
- There is no need to collect or refund the difference in fuel surcharges paid in the original ticket
® In case a no-show segment exists, it is not allowed to add another SEG to the PNR and must be reissued after creating a new PNR.

2) Refund rules

@ Refund for ticket (Ticket refund is only allowed if a ticket refund request is made within 60 days after the ticket validity is expired

@ Apply exchange rate based on the original ticket issue date
Change / Refund

@ An inbound flight is not permitted if the outbound flight status is 'NO-SHOW".

@ If only an inbound flight was used, 100% of the outbound flight fare could be applied and canceled as a fee
3) The application of change/cancellation fees

@ Apply tax code 'MF' to specify the change fees

@ The amount for fees varies depending on the route, fare class, and time you change/cancel the flight. Check the rule by each fare.

@ The same change/cancellation fee is applied to both adults and children. But, it is not applied to infants.

@ A fee is applied per SEG, so when changing/canceling a round trip, the fee for changing/canceling each section is added up and collected.

® The fee is charged based on the time you change/cancel a flight. (If you only refund TKT without change/cancellation of flight, TW can issue ADM)

® If the fee is greater than the fare paid, 100% of the fare is charged as a fee.

@ If you change or cancel your itinerary on the day the ticket is issued, you can do without the fee.

[Exception] Case 1) From 50 minutes before departure time, No-show fees will be charged in addition to the change/cancellation fee.

Case 2) Void of reissued TKT is not allowed.
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Change
/ Cancellation Fees

X Fee information

@ In the case of passengers not boarding flight without changing or cancelling the reservation before check in closure time, no-show penalty will be applied separately

@ Change/Cancellation fees will be waived before midnight on the day of reservation. (KST, GMT+9)

(However, fees cannot be waived from the time of departure of domestic flights and 50 minutes before departure of international flights.)

1. Fee for itinerary from Korea (short/medium-haul)

(One Way / KRW)

Applicable routes

Japan, Northeast Asia (Taiwan, China, Hong Kong, Macau), Southeast Asia (Thailand, Laos, Vietnam, Philippines, Singapore,Malaysia),
Russia/Mongolia/Central Asia(Krgyzstan), Guam/Saipan

Fare Type Class Time of cancellation/change Change Fee Cancellation Fee No-show Fee
~ 91 days before departure 10,000 -
90 ~ 61 days before departure 20,000 20,000
Business F,.CR 60 ~ 31 days before departure 30,000 100,000
30 ~ 6 days before departure 40,000 140,000
5 days ~ 50 minutes before departure 60,000 180,000
~ 91 days before departure 5,000 -
90 ~ 61 days before departure 10,000 10,000
Normal Y 60 ~ 31 days before departure 15,000 30,000
30 ~ 6 days before departure 20,000 40,000
120,000
5 days ~ 50 minutes before departure 30,000 60,000
~ 91 days before departure 10,000 -
90 ~ 61 days before departure 20,000 20,000
W,z Vv
Smart S,P,O,N 60 ~ 31 days before departure 30,000 40,000
M, L K H
30 ~ 6 days before departure 40,000 60,000
5 days ~ 50 minutes before departure 50,000 80,000
~ 61 days before departure 60,000
Event D, B A I 60 ~ 6 days before departure 60,000 80,000
5 days ~ 50 minutes before departure 90,000
2. Fee for itinerary from Korea (Long haul) (One Way / KRW)
Applicable routes Australia, Europe(Croatia)
Fare Type Class Time of cancellation/change Change Fee Cancellation Fee No-show Fee
~ 91 days before departure 20,000 -
90 ~ 61 days before departure 40,000 50,000
Business F,CR 60 ~ 31 days before departure 70,000 240,000
30 ~ 6 days before departure 120,000 290,000
5 days ~ 50 minutes before departure 150,000 350,000
~ 91 days before departure 10,000 -
90 ~ 61 days before departure 20,000 30,000
Normal Y 60 ~ 31 days before departure 30,000 90,000
30 ~ 6 days before departure 40,000 120,000
240,000
5 days ~ 50 minutes before departure 60,000 150,000
~ 91 days before departure 10,000 -
90 ~ 61 days before departure 30,000 40,000
W,z Vv
Smart S P.ON 60 ~ 31 days before departure 70,000 120,000
M, L K H
30 ~ 6 days before departure 100,000 200,000
5 days ~ 50 minutes before departure 120,000 230,000
~ 61 days before departure 90,000
Event D, B A I 60 ~ 6 days before departure 150,000 200,000
5 days ~ 50 minutes before departure 240,000

3. Fee for itinerary

from Korea (Group fare)

(One Way / KRW)

~ 50 minutes before departure

50 minutes before departure
~ After departure

Fare Type Class Route
Change Fee Cancellation Fee Change Fee Cancellation Fee
Fee for itinerar.y from Korea not permitted 50,000 not permitted 100% of fare
(short/medium-haul) to change to change
Group G
Fee for itinerary from Korea not permitted 150,000 not permitted 100% of fare

(Long haul)

to change

to change
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Change
/ Cancellation Fees

4. Fee for itinerary from Overseas (One Way)
Departure Country Fare Type Time of cancellation/change Change Fee Cancellation Fee No-show Fee Currency
Business 6,000 9,000
Normal 1,000 2,000
Japan 10,000 JPY
Smart 3,000 4,000
Event 5,000 6,000
Business 360 540
Normal 70 120
China 650 CNY
Smart 200 250
Event 310 360
Business 350 580
Hongkong Normal 100 150 50 HKD
Macao Smart 220 280 Mop
Event 350 410
Business 1,600 2,200
Normal 300 600
Taiwan 2,800 TWD
Smart 800 1,100
Event 1,400 1,600
Business 1,900 3,600
Normal 600 800
Thailand 3,000 THB
Smart 1,100 1,300
Event 1,600 1,900
Business 70 130
Laos
Vietnam Normal 20 30
Philippines 100 usb
Oceania Smart 40 50
Kyrgzstan
yr9 Event 60 70
Business 47 69
Normal 9 16
Russia 90 EUR
Smart 25 32
~ 50 minutes before
Event 40 47
departure
Business 80 145
Normal 12 24
Singapore 120 SGD
Smart 36 48
Event 60 72
Business 280 520
Normal 80 120
Malay 400 MYR
Smart 160 200
Event 240 280
Business 60 80
Normal 20 30
Mongolia 100 usb
Smart 40 50
Event 50 60
Business 130 280
Normal 60 100
Australia 260 AUD
Smart 90 150
Event 150 230
8,000 14,000 10,000 JPY
Business
80 140 100 usb
3,000 5,000 10,000 JPY
Normal
Japan 30 50 100 usD
Guam 4,000 6,000 10,000 JPY
Smart
40 60 100 usb
6,000 10,000 10,000 JPY
Event
60 100 100 usb
Business 115 200
Normal 55 115
Europe 180 EUR
Smart 85 150
Event 90 180
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Allowable range

Fee Fee Application Criteria

Effective Date

1) If the pronunciation is the same,

or is considered the same person, you can change

(without a limit on the number of characters)

- You must pay every time regardless of
Yes who changes the spelling.
(TAX CODE : MF)

('Who' refers to an agency or TW's airport branch/reservation

From 2024.04.08

. . center.)
1) If the pronunciation is the same, you can change 2023.04.03
(without a limit on the number of characters) ~ 2024.04.07
2) In case the first and last names are reversed
3) Adding or deleting the entire middle name
4) Changing 'Title'
No N/A N/A

5) Changing 'Pax Type'

Spell Change 6) Modifying an 'INFT DOB'
7) In case a legal name has been changed
1) In case of spell change due to name change, you must submit documentary evidence within 7 days. (where to submit: twbsp@twayair.com)
2) If you don't follow the above spell change rules or submit documentary evidence, we can issue an ADM.
3) For GUM/SPN routes, you must enter the APIS first.
Note 4) For partially used TKT, you must change it after deleting the segment of flown status.
5) If you change the name of the adult accompanying the infant, you must also reissue the infant TKT. (TW does not allow "revalidation”)
6) If you need an infant's spell change, you must change it the same way as an adult's spell change procedure. (Spell CHNG fee WVR)
7) If only the infant's name is changed, you don't need to reissue the adult TKT.
10,000 KRW / 900 JPY / 60 CNY / 300 TWD / 70 HKD / 70 MOP / 300 THB / 40 MYR
Fee Amount Per PAX/SEG
10 USD / 9 EUR /12 SGD / 12 AUD / 173,000 VND / 445 RUB / 23,400 MNT
GDS Ticketing or not Procedure Entry Detail
First Name NU Name CHNG command
Middle Name 2/1 PAX No./Number of passengers on PNR
NU2/1KIM/YOUNGMI MS
Pax type KIM/YOUNGMI Name after change
@ Enter changes Title CHNG MS  Title
3/ PAX No./Number of passengers on PNR
Before/Aft
Before/After Last Name CHNG  |3/1KIM/YOUNGMI Ms KIM/YOUNGMI  Name after change
issuing a TKT N
MS Title
SR OTHS TW-SPL CHNG SSR command
U @ Enter SSR for SR OTHS TW-SPL CHNG FM KIM/YEONGMI FM KIM/YEONGMI Name before change
changes TO KIM/YOUNGMI/P1 TO KIM/YOUNGMI Name after change
/P1 PAX No.
@ Set TST to reissue TTK/EXCH
mode
After
issuing a TKT
gin tick
@ Origin ticket FO*L1 1 Origin TKT Line No.
information transfer
@ Enter ch; 2@KIM/YOUNGMI MS ~e PAX No.
nter changes -
9 KIM/YOUNGMI MS PAX Name & Title
Spell Change
Procedure 1B/1S Before/After
issuing a TKT 30THS/SPL CHNG SR command
@ Enter SSR for 30THS/SPL CHNG FM KIM/YEONGMI TO KIM/YOUNGMI-1.1 FM KIM/YEONGMI Name before change
changes : TO KIM/YOUNGMI  Name after change
-11 PAX No.
N.P1 PAX No.
@ Enter changes N.P1@KIM/YOUNGMIMS @ ° N
KIM/YOUNGMIMS PAX Name & Title
Before/After
16 issuing a TKT VATW*SPL CHNG ~ SSR command
FM KIM/YEONGMI Name before change
2 Enter SSR for ch: V.ATW*SPL CHNG FM KIM/YEONGMI TO KIM/YOUNGMI/P1
@ Enter SSR for changes 7y & / TO KIM/YOUNGMI  Name after change
/P1 PAX No.
First Name
Last Name -1#KIM/YOUNGMI MS o PAX No.
Title CHNG KIM/YOUNGMI MS PAX Name & Title
@ Enter changes
PDT PAX Type CHNG command
Before/After PAX type CHNG PDTCNN-2.1 CNN PAX Type after change
1 issuing a TKT 21 PAX No.
30THS1/SPL CHG SSR command
@ Enter SSR for 30THS1/SPL CHG FM OSAKA/TAROMR TO OHSAKA/TAROMR- FM OSAKA/TAROMR Name before change
changes : TO OHSAKA/TAROMR Name after change
-11 PAX No.
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1) You can add or delete infants regardless of issuing a ticket.
2) INFT addition and deletion must be applied equally to all segments within the PNR.
3) How to accompany an infant only on one segment of the round-trip itinerary
Note Method 1. Separate ticketing by SEG
Method 2. @ Issuing an INFT TKT for round-trip and use of one-way @ After the round trip is finished, R/N refund for unused INFT CPN
4) If you want to add after ticketing, the infant fare is applied as the fare at the time of initial ticketing.

5) When you add/delete an infant, the adult TKT accompanying the infant does not need to be reissued.

GDS Addtion or Deletion ENTRY Detail
1/ Accompanying adult PAX No.
Addtion 1/(INFLEE/HANAMISS/01FEB15) (INFLEE/HANAMISS/ INFT Name & Title
1A 01FEB15) INFT DOB
Deletion 1/ 1/ Accompanying adult PAX No.
-l/ INF Addition command
@ Name Field entry -I/KIM/BABYMISS*110 KIM/BABYMISS INFT Name & Title
*110 Number of INFT months
Addtion 3INFT/  3SSR
KIM/BABY/ INFT Name
SSR ent 3INFT/KIM/BABY/01JAN23-2.1
Infant @ v /KM / 01JAN23 INFT DOB
Addition/Deletion 1B/1S -2.1 Accompanying adult PAX No.
-4 INFT PAX No.
Name Field ent: -4@
@ I i @  Deletion command
Deletion
3 INF SSR
@ SSR entry 34-5.XX 4-5 INF SSR Line No.
XX Deletion command
NI/ INF Addition command
Addtion N.I/KIM/BABYMISS*10JAN23 KIM/BABYMISS INFT Name & Title
16 *10JAN23  INFT DOB
Deletion N.P3 N.P3 INFT PAX No.
-/ Accompanying adult PAX No.
@ Name Field entry -I/KIM/BABYMISS*110 KIM/BABYMISS INFT Name & Title
*110 Number of INFT months
Addtion 3INFT/ INF SSR command
KIM/BABYMISS, INFT N Titl
1F @ SSR entry 3INFT/KIM/BABYMISS/0TJAN22-1.1 / / ame & Title
01JAN22 INFT DOB
-1.1 line no.
@ Name Field entry -{n}.1# n  PAXline no.
Deletion
@ SSR entry 3{ny# n SSR line no




Involuntary TKT Handling Policy (ENG)

[TKT H/D Guideline for REACCOM FLT]

Items

TKT H/D Guideline

Application

OW/RT PNR with REACCOM FLT according to Twayair's business plan change
- If even one REACCOM FLT is included within the round trip, can waive the round trip change/cancel fee

- However, in case of departure flight N/S+ return flight REACCOM FLT, change/cancel fee exemption is not possible for departure flight

FEE WVR AUTH NO

Change : AL24ALLDC101 / Refund : AL24ALLRF101 (Period of use : 2024.01.01~2024.12.31)

- WVR AUTH NO input required (for GDS, fill in the TOUR CODE box)

Refund Waive for the Refund Penalty
1) Waive for the Change Penalty only once
- Change the date only, It shoule be same DEP/ARR
2) Allow change of reservation to FLT within +3days of the departure date
- Allow change to First Available Flight if full within £3 days
- Allow change of reservation to FLT within +7days of the departure date for non-daily flights only
- Unable to change to EMBARGO period
(If there is an EMBARGO period, it should be checked because it is written separately at the bottom)
However, if the REACCOM FLT was EMBARGO period, it can be changed to EMBARGO period
3) If some sections of the round trip are REACCOM FLT, the same guidance is applicable to others
change 4) Fare and TAX difference not collected
[Guidelines for GDS INVOL reissue]
@ Reissue with the same booking class
@ If there is no same booking class, NO-ADC reissue is required even when change to higher class (*fare discount is not required)
® Apply fuel surcharge/exchange rate/TAX/FBA based on the Origin TKT
[Procedure to reissue INVOL by GDS]
- Amadeus (1A) : Use 'TTK/CS-" entry (Input ORGN fare calculation)
- Galileo (1G) : NO-ADC reissue via R-manager
- Sabre (15/1B) : After revising the fare to be reissued and manually resissue via apps
Others No-show fees cannot be exempted when requesting change/cancel after no-show occurs

[TKT H/D Guideline for IROP FLT]

Items

TKT H/D Guideline

Application

OWY/RT PNR with IROP FLT according to maintenance, weather, natural disasters
- If even one IROP FLT is included within the round trip, can waive the round trip change/cancel fee

- However, in case of departure flight N/S+ return flight IROP FLT, change/cancel fee exemption is not possible for departure flight

FEE WVR AUTH NO

Change : AL24ALLDC102 / Refund : AL24ALLRF102 (Period of use : 2024.01.01~2024.12.31)

- WVR AUTH NO input required (for GDS, fill in the TOUR CODE box)

Refund Waive for the Refund Penalty
1) Waive for the Change Penalty only once
- Change the date only, It shoule be same DEP/ARR
2) Allow change of reservation to FLT within £7days of the departure date
- Unable to change to EMBARGO period
(If there is an EMBARGO period, it should be checked because it is written separately at the bottom)
However, if the REACCOM FLT was EMBARGO period, it can be changed to EMBARGO period
3) If some sections of the round trip are IROP FLT, the same guidance is applicable to others
4) Fare and TAX difference not collected
Change

[Guidelines for GDS INVOL reissue]
@ Reissue with the same booking class
@ If there is no same booking class, NO-ADC reissue is required even when change to higher class (*fare discount is not required)
@® Apply fuel surcharge/exchange rate/TAX/FBA based on the Origin TKT
[Procedure to reissue INVOL by GDS]
- Amadeus (1A) : Use 'TTK/CS-' entry (Input ORGN fare calculation)
- Galileo (1G) : NO-ADC reissue via R-manager

- Sabre (15/1B) : After revising the fare to be reissued and manually resissue via apps




Involuntary TKT Handling Guideline for GDS PNR (ENG)

% ADM may be issued in accordance with the previously announced Admin Fee regulations
in case of failure to comply with the instructions below, or if problems arise during the Data Processing process.

CASE TKT H/D Guideline

1. Guidance overview
- TKT H/D guideline for REACCOM FLT
2. H/D Guideline

1) Schedule changes are automatically applied to PNR, but not to TKT, so the agency must reissue the ticket for some cases

2) Details
CASE Guidance overview Details for reissue
TKT H/D Guideline for
REACCOM FLT Not required to TKT reissue
Time change However, if the departure date is @ TKT reissue required (NO-ADC)

changed due to time change, TKT reissue * AUTH NO : AL24ALLDC101 (Period of use : 2024.01.01~2024.12.31)

is required to reflect the change in TKT (NO-ADC)

@ However, for Amadeus (1A), if UN/TK STATUS, save PNR using
ERK or ETK ENTRY and then reissue

. . ERK : When saving PNR, corresponding PNR RETRIEVE
TKT Reissue required to reflect * N X A
FLTNO change the change in TKT (NO-ADC) * ETK : When saving a PNR, the corresponding PNR CLOSE
Aircraft change Not required to TKT reissue

1. Guidance Overview
- NO-ADC reissue guideline due to flight cancelation/SKD change

2. H/D Guideline

1A entry Contents
FXP/R,U or FXP Fare Pricing (same as Origin)
TTK/EXCH Change TST to Reissue Mode (if there is one TST)

Amadeus (1A) TTK/EXCH/T2 Change No. 2 TST to Reissue Mode
NO-ADC reissue TTK/B KKT/A15K Change to Origin F/B, FBA in other cases compared to Origin (ex, Origin F/B - KKT, FBA - 15K)

TTK/CS-TAE TW BKK Q74.00 99.80 - .

NUC173.80END ROE1302 562071 Change to Origin Fare Calculation

TTK/R226400/TKRWO Change to Origin Fare (ex. Origin Fare = 226400 , TKRWO = NO ADC)

If there is a change in Tax, change it to the same as Origin
TTK/X2-0600G8 ex. If Origin TAX is 600G8, and the second TAX after TTK/EXCH is 0700G8,

modify it to TTK/X2-0600G8

1. Guidance Overview
- If only RTN segments can be used due to irregular operations the departure flight, the reverse order is allowed to be used exceptionally
2. H/D Guideline
1) If th B h n cancel nd the I/B i withi hanging the itinerar
or 2) When O/B is no-show due to reasons such as weekends
@ Cannot be reissued for the entire journey
@ Input AUTH NO and comment and board the I/B itinerary with the initial ticket

@ Input comments in SSR OTHS

When coupons - Comments : Used coupon in reverse order due to IRR
should be used
in reverse order @ Refund O/B after I/B boarding is completed (Manual refund via BSP Link is required for Saber (1B))

3) If the O/B journey has been canceled and the itinerary change is required for the I/B
Or, 4) If n h B it is time-chan nd onl; he I/B (regard| f whether the I/B itinerary is chan
@ Reissue to include only 1 CPN (=I/B) in TKT
- Using Origin fare cal
@ Cancel the CPN that has not been reissued (=0/B) and refund it manually via BSP Link (create a Refund Notice)
@ Input AUTH NO
@ Input comments in SSR OTHS

- Comments : Used coupon in reverse order due to IRR

1. Guidance Overview

- When to cancel RTN flight before departure of round-trip ticket due to REACCOM or irregular operations

When to cancel 2. H/D Guideline
RTN flight
before departure @ Reissue to include only 1 CPN (=0/B) in TKT
of round-trip
ticket - Using Origin fare cal

© Cancel the CPN that has not been reissued (=I/B) and refund it manually via BSP Link (create a Refund Notice)

@ Input AUTH NO (Both reissue and refund WVR AUTH must be entered for each)




[TW] Basic Rules for International Flight Tickets

(For Overseas BSP Agencies)

2024.06.27
Cabin Class Fare Type Fare Class
Business Business FCR
Booking Class Normal Y
Economy Smart W,Z,V,S,P,O,N,M, L K H,E
Event D,B A, I
Stock Number 722
1) Making bookings with statuses such as OPEN, STANDBY, WAITING LIST, and QK is NOT allowed
Reservation
2) In case there is no last name or first name, you must enter 'LNU' (Last Name Unknown) or ‘FNU" (First Name Unknown).
. 1) Issued to NO DISC because the published fare and market selling price are the same
are

2) Published carrier fare of TW consists of OW fare. RT fare can be made by combining each ow fare

1) Ticket is valid for 1 year from the issue date if the ticket is unused.
Ticket Validity
2) Ticket is valid for 1 year from the departure date if the 1st segment of the ticket is used.

1) If a reservation is made 2 days before departure: You must issue the TKT within 3 days.
Time Limit % TL (Time Limit) can be changed later, and you must comply with the TL reflected in the PNR.
(except 18) 2) If a reservation is made between D-2 and on the day of departure: You must issue the TKT within 6 hours.

3) Note: If a ticket is partially issued, it is important to divide the PNR. Otherwise, all segments may be canceled due to TL.

1) All combinations are permitted for INDV fare class

2) END-ON-END combinations permitted. SIDE TRIPS are not permitted.
Combination
Fares may be combined on a half round trip basis for ‘OPEN JAWS/ROUND TRIPS/CIRCLE TRIPS'

To form' SINGLE OR DOUBLE OPEN JAWS' components the open segment at origin must be in one country.

1) Based on the issue date / per segment

2) How to collect @ Until July 31, 2023 based on issue date  : as Q charge

Fuel charge (2 From August 1, 2023 based on issue date :as YR TAX

3) Fuel surcharges are the same for both adults and children. It will not be applied to infants who do not occupy seats.

4) If you need a re-issue, you have to apply the same fuel surcharge type and amount applied at the time of original ticketing.

1) Age
- Child: between 2 years and 11 years
- Infant: between 14 days and 2 years old who will not occupy a separate seat (Infant with a seat: Child fare will be applied)
2) Child/Infant fare
- Discount rates or amounts for child/infant fare vary depending on a route and fare class. Check the rule by each fare.
Child and Infant 3) Note
- The CHD or INFT discount for a round trip will be determined based on the outbound departure date.
Ex) For children on departure and adults on return, a round-trip child discount is applicable.
- If you plan to accompany an infant on only one segment of the round-trip, you have to create and issue PNR per SEG
(If you create a PNR with a round-trip itinerary and issue the infant TKT for only one SEG, all segments are canceled due to TL.)

- If you issued round-trip tickets, including the infant, but the infant board only one SEG, you have to refund the infant's TKT for unused SEG after the adult TKT has been flown.

1) Change rules
@ It is permitted to change the date
@ It is impossible to change the routing (A new ticket has to be issued if the routing is changed)
® Itis permitted to change to the same or higher class. (Changing to lower class is not allowed)
@ To change to lower class, a new ticket has to be issued after refund (Cancellation fee is applied)
© Apply exchange rate, fuel surcharges, and airport taxes based on the original ticket issue date.
- You collect taxes on the original ticket as PD. If there are new taxes, you must add them.
- There is no need to collect or refund the difference in fuel surcharges paid in the original ticket.
® In case a no-show segment exists, it is not allowed to add another SEG to the PNR and must be reissued after creating a new PNR.
2) Refund rules
(D Refund for ticket (Ticket refund is only allowed if a ticket refund request is made within 60 days after the ticket validity is expired)
@ Apply exchange rate based on the original ticket issue date
Change / Refund
@ An inbound flight is not permitted if the outbound flight status is 'NO-SHOW".
@ If only an inbound flight was used, 100% of the outbound flight fare could be applied and canceled as a fee.
3) The application of change/cancellation fees
(D Apply tax code 'MF' to specify the change fees
(2 The amount for fees varies depending on the route, fare class, and time you change/cancel the flight. Check the rule by each fare.
(3 The same change/cancellation fee is applied to both adults and children. But, it is not applied to infants.
@ A fee is applied per SEG, so when changing/canceling a round trip, the fee for changing/canceling each section is added up and collected.
® The fee is charged based on the time you change/cancel a flight. (If you only refund TKT without change/cancellation of flight, TW can issue ADM)
® If the fee is greater than the fare paid, 100% of the fare is charged as a fee.
(@ If you change or cancel your itinerary on the day the ticket is issued, you can do without the fee.
[Exception] Case 1) From 50 minutes before departure time, No-show fees will be charged in addition to the change/cancellation fee.

Case 2) Void of reissued TKT is not allowed.




Catrgory Contents

Allowable range Fee Fee Application Criteria Effective Date
1) If the pronunciation is the same, you can change. YES - You must pay every time regardless of who changes the spelling.
(TAX CODE: MF) From 03APR2023
(without a limit on the number of characters) : ("Who' refers to an agency or TW's airport branch/reservation center.)
2) In case the first and last names are reversed.
3) Adding or deleting the entire middle name.
4) Changing 'Title'
5) Changing 'Pax Type'
6) Modifying an 'INFT DOB'
NO N/A From 08APR2024
7) In case a legal name has been changed.
8) When pax entered full name in the Last Name/Name column
9) In case of entering gender in the last name column
Spell Change or full name in the name column or full name in the last
name
column or gender in the name column
Fee Amount KRW JPY CNY TWD HKD MOP THB usb EUR SGD AUD VND RUB CAD MNT
(Rer PAYYE0) 10,000 900 60 300 70 70 300 10 9 12 12 173,000 445 10 23,400
1) In case of spell change due to name change, you must submit documentary evidence within 7 days. (where to submit: twbsp@twayair.com)
2) If you don't follow the above spell change rules or submit documentary evidence, we can issue an ADM
3) For GUM/SPN routes, you must enter the APIS first.
Note 4) For partially used TKT, you must change it after deleting the segment of flown status.
5) If you change the name of the adult accompanying the infant, you must also reissue the infant TKT. (TW does not allow "revalidation")
6) If you need an infant's spell change, you must change it the same way as an adult's spell change procedure. (Spell CHNG fee WVR)
7) If only the infant's name is changed, you don't need to reissue the adult TKT.
GDS Ticketing or not Procedure Entry Detail
First Name NU  Name CHNG command
Middle Name 21 PAX No./Number of passengers on PNR
Pax type NU2/1KIM/YOUNGMI M5 KIM/YOUNGMI Name after change
Title CHNG MS  Title
@ Enter changes
3/1 PAX No./Number of passengers on PNR
Before/After Last Name CHNG 3/1KIM/YOUNGMI Ms KIM/YOUNGMI Narme after change
issuing a MS  Title
1A
SR OTHS TW-SPL CHNG SSR command
S - FM KIM/YEONGMI  Name before change
(@ Enter SSR for changes SR OTHS TW-SPL CHNG FM KIM/YEONGMI TO KIM/YOUNGMI/P1 TO KIM/YOUNGMI  Name after change
/P1 PAXNo.
After (3 Set TST to reissue mode TTK/EXCH
issuing a TKT @ Origin ticket information transf FO*L1 1 Origin TKT Line No
. - 2@  PAXNo.
(D Enter changes 2@KIM/YOUNGMI MS KIM/YOUNGMI MS PAX Name & Title
1B/15 Before/After
issuing a TKT 30THS/SPLCHNG  SSR command
@ FM KIM/YEONGMI Name before change
o) -
Spell Change (2 Enter SSR for changes 30THS/SPL CHNG FM KIM/YEONGMI TO KIM/YOUNGMI-1.1 TO KIM/YOUNGMI  Name after change
Procedure <11 PAXNo.
. N.P1@  PAXNo.
@ Enter changes N.P1@KIM/YOUNGMIMS KIM/YOUNGMIMS PAX Name & Title
16 Before/After
issuing a TKT
V.ATW=SPLCHNG  SSR command
@ FM KIM/YEONGMI Name before change
o
@2 Enter SSR for changes V.ATW=SPL CHNG FM KIM/YEONGMI TO KIM/YOUNGMI/P1 TO KIM/YOUNGMI  Name after change
/P1 PAX No.
First Name
- -1#  PAXNo.
rasthame 1#KIM/YOUNGMI MS KIM/YOUNGMIMS ~ PAX Name & Title
(@ Enter changes
PDT  PAX Type CHNG command
1F ?Ef‘?’e’A?:{ PAX type CHNG PDTCNN-2.1 CNN  PAX Type after change
issuing a -2.1 PAX No.
30THS1/SPL CHG SSR command
. FM OSAKA/TAROMR  Name before change
@ Enter SSR for changes 30THS1/SPL CHG FM OSAKA/TAROMR TO OHSAKA/TAROMR-1.1 TO OHSAKA/TAROMR  Name after change
-1.1 PAXNo.




Category Contents

1) You can add or delete infants regardless of issuing a ticket.
2) INFT addition and deletion must be applied equally to all segments within the PNR.
3) How to accompany an infant only on one segment of the round-trip itinerary
Note Method 1. Separate ticketing by SEG
Method 2. @ Issuing an INFT TKT for round-trip and use of one-way (@ After the round trip is finished, R/N refund for unused INFT CPN
4) If you want to add after ticketing, the infant fare is applied as the fare at the time of initial ticketing
5) When you add/delete an infant, the adult TKT accompanying the infant does not need to be reissued.
GDS T2 Entry Detail
1/ Accompanying adult PAX No
Addtion 1/(INFLEE/HANAMISS/01FEB15) (INFLEE/HANAMISS/  INFT Name & Title
01FEB15) INFT DOB
1A
Deletion 1/ 1/ Accompanying adult PAX No.
-~ -/ INF Addition command
(D Name Field entry -I/KIM/BABYMISS*110 KIM/BABYMISS  INFT Name & Title
*110 Number of INFT months
Addtion 3INFT/ 3SR
@ - KIM/BABY/ INFT Name
Infant (2 SSR entry 3INFT/KIM/BABY/01JAN23-2.1 01JAN23  INFT DOB
Addition/Deletion 1B/15S -2.1 Accompanying adult PAX No
N . . -4 INFT PAX No.
(D Name Field entry 4@ @ Deletion command
Deletion
3 INFSSR
@ SSR entry 34-5.XX 4-5 INF SSR Line No.
XX Deletion command
N.I/ INF Addition command
Addtion N.I/KIM/BABYMISS*10JAN23 KIM/BABYMISS INFT Name & Title
*10JAN23  INFT DOB
1G
Deletion N.P3 N.P3 INFT PAX No.
-/ Accompanying adult PAX No.
(@ Name Field entry -I/KIM/BABYMISS*110 KIM/BABYMISS INFT Name & Title
*110 Number of INFT months
A
ddtion 3INFT/  INF SSR command
- B KIM/BABYMISS/  INFT Name & Title
1F (2 SSR entry 3INFT/KIM/BABYMISS/01JAN22-1.1 01JAN22  INFT DOB
-1.1 line no.
(D Name Field entr -} # n  PAXline no.
Deletion
@ SSR entry 3{n}# n  SSRline no
1) Change and Cancellation Fee waiver by Death / Disease / Pregnancy
* Definition of Family: Spouse / Son and Daughter / Parents / Brother / Sister / Grandparents / Grandson and Granddaughter / Parents in law / Brother and sister of Spouse
Type Subject References and terms
Passenger Documentary evidence Death certificate
Death Documentary evidence Death certificate / Family relation certificate
Family member
Fee Waiver Conditions Within 1 month of the date of death as of the travel date (Example) If the date of death is 6/15, the travel date must be within 6/15-7/14
Documentary evidence That it is impossible to board the flight on the reserved date must be proved by the medical certificate.
Passenger
Fee Waiver Conditions - Documentary evidence: A hospitalization certificate
Disease Documentary evidence A Hospitalization certificate & Family relation certificate
Family member 1) Only one of the accompanying persons booked on the same flight is eligible for the fee waiver.
Conditions
2) A diseased person must be one of the passenger's parents/husband or wife/children.
Waiver of
change/cancellation Fees Documentary evidence Diagnosis paper of pregnancy or Doctor's note
% No-show fees 1) Regardless of the number of months of pregnancy
are not allowed to waive. Passenger
Conditions 2) Documentary evidence must include specific phrases below.
Pragnancy - Unable to board an aircraft due to health problems of the mother and fetus
Documentary evidence Diagnosis paper of pregnancy or Doctor's note & Family relation certificate
Family member 1) Only one of the accompanying persons booked on the same flight is eligible for the fee waiver.
Conditions
2) The accompanying person must be a family member of the pregnant woman.
2) When causing the passenger to miss a connection because of cancels or postpones of a flight by T'way
- Terms: (D Connection from TW to TW
@ It is permitted to wavier change/cancellation fees only for the initial time
- In case of no exemption
(D When passengers miss a TW flight because of other transportation cancels or postpones like a train or ship
(2 When passengers miss a TW flight because of other airlines' cancels or postpones
1) ADM
(D ADM is issued if a ticket's condition does not match TW's fare regulation.
(2 An administrative fee is charged for all ADM issuance.
2) ACM
ACM/ADM
(D An administration fee of KRW 10,000 is charged per ACM issuance.
3) Refund
(@ Fill out R/N(Refund Notice) after changing the coupon status to 'Refund’ via a GDS terminal.
@ If it is not Auto Refunded through the system, it is available to be refunded by R/N through the BSP Link




Category Contents

Definition A journey between third countries using two or more flights to travel from the departure to the destination. (ex.FUK-ICN-SYD)

Transit In case of staying at a transit point for less than 24 hours
Itinerary type

Stopover In case of staying at a transit point for more than 24 hours

This fare is set as one from the departure to the destination point.

Can be used for only Transit itineraries.

Through fare (e FUR
XSEL TW 294 T T OlDEC 1715 TTIJAL 01DECOLDEC 30
5¥YD TW 501 T T OlDEC 2150 TTJAL 01DECOLDEC 30

This fare is the sum of the fares for each section

Fare type * Section means from the point of departure to the transit point or from the transit point to the destination

Can be used for both Transit and Stopover itineraries

There are combination restrictions depending on the fare type.

Transfer journey Combined fare
* Combinable case: Event x Event, Smart or Normal x Smart or Normal, Business x Business
A
[
SEL TW 292 ¥ ¥ OlDEC 1230 @ ¥FI 01DECOLDEC 30
SYD TW 501 5 5 OlDEC 2150 SIY 30MER 30
Change Only date change for the entire segment is allowed. (No route changes allowed.)
Cancellation is only allowed for the entire segment from departure to destination point.
Through fare Cancellation
Cancellation for each section is not allowed
Fee Applies according to fare rules set separately for the through fare (Check through GDS)
Regulation
Only date change is allowed. (No route changes allowed.)
Change
Date change for each section is also allowed
Combination fare
Cancellation You can cancel each section individually but must cancel sequentially starting from the last section
Fee Applies according to fare rules for each section

1) Purchase: Purchasing is possible by 25 hours before departure

Pre-booking Basic regulation 2) Change: Changing is possible by 25 hours before departure
Baggage 3) Refund: Refunding is possible by 25 hours before departure (Pre-booking Baggage is non-refundable from 25 hours before departure)
How to use You can purchase this service through TW's reservation center and website
1) Purchase: Purchasing is possible by 25 hours before departure
AdvanceSeat Basic regulation 2) Change: Changing is possible by 25 hours before departure

Reservation 3) Refund: Refunding is possible by 25 hours before departure (Pre-booking seat is non-refundable from 25 hours before departure)

How to use You can purchase this service through TW's reservation center and website

1) Purchase: Purchasing is possible by 3days before departure

Basic regulation 2) Change: Changing is possible by 3days before departure
Bundle Service
3) Refund: Refunding is possible by 3days before departure (Bundle service is non-refundable from 2 days before departure)

How to use You can purchase this service through TW's reservation center and website

1) You can request by 2 days before departure

2) Itis only permitted on some international routes; you must check available routes on TW WEB

3) Fee
- Japan and China(Short Distance) routes : KRW 100,000 / JPY 10,000 / CNY 700
- China(Long Distance), Taiwan : KRW 150,000 / CNY 1,050 / TWD 4,500 / EUR 150
Ancillary Service - Southeast Asia/Guam/Saipan : KRW 200,000 / JPY 20,000 / THB 7,000 / USD 200 / SGD 270
Basic regulation 4) Conditions of transportation
PETC
-Dogs and cats (at least 8 weeks old)
- 1 pet per adult passenger
- Maximum 6 pets are permitted per flight
- Pets are not permitted in the Business Saver Zone
5) Note
- You must check detailed conditions for transport availability and containers through TW WEB before making a reservation.
How to use You can purchase this service through TW's reservation center and website
1) You can request by 2 days before departure.
2) Only available on international routes operated by A330-300
Basic regulation
Bassinet 3) Fee : Free of charge
(BSCT) 4) for use of : infant weighted less than 11kg and lengthed less than 70cm
step 1) Purchase a seat where Bassinet is installed (1H, 15E, 16A)
How to use
step 2) Apply for BSCT through TW Reservation Center (+82 1688 - 8686)
- Agencies cannot directly enter unused SSRs or SSRs requiring confirmation from TW, in the GDS.
Note for SSR - TW sends the MSG below with 'NO' status when agencies try to enter an SSR that they cannot process directly.

- SSR NOT SUPPORTED FOR SEG
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