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To : Sales office / Call Center / Airport / CRD

Copy : Commercial Director / Assistant Commercial Director / RM

Passenger name change guideline and procedure — Revision 3
In order to standardize the passenger name change policy, the guideline of passenger

name change was revised as follows:

Applicable Flight
e All HX flights ( except charter flights )

Authority
e Applicable to Group bookings and individual bookings.
e Group passenger name changes are restricted performed to be performed by
sales office.
o HX operated flights + flights operated by any other carrier
If ticket is validated on HX and includes flights operated by any other carrier,
the incorrect name PNR should be cancelled and a new PNR must be created
with the same flight details and the same booking class with correct name.
Name change in the original PNR can be accepted only upon receive the
approval and confirmation from the other carriers.
e Name changes on codeshare flights are not permitted.
e Name change on charter flight shall ask charterer via Charter team of Airline

Planning.
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Name change fee NOT applicable before ticket issue, as described below:

Criteria

Acceptable Example

Suffix / prefix

MR, MRS, MS, MDM, Miss CHD
, MRS, MS, MDM, Miss C <-> WONG/Ming MR

Add / Remove / Change - WONG/Ming
Space in given Name

HO/Yuk W <-> HO/YuK
Add / Remove / Change /Yuk Wong / Yu Kwong
Inverted Name GEORGE/MICHAEL <-> MICHAEL/GEORGE
Pronunciation mistake GUO/Zhi Qiang <-> KWOK/Chi Keung
Surname change due to L1/Suk King <-> WONGLI/Suk King
marriage / Divorce
Name length shorten for ET | SANCHEZHERNANDEZ/ <> SANCHEZHERNANDEZ/
issuance FANNY MARYANN MS Fanny Mary
Given name I KWOK/Chi Ming
Add / Remove KWOK/Chi Ming <z Michael
Christian name to given KWOK/Michael <-> KWOK/Chin Ming
name
Given name
Maximum of 1 character WONG/Chi Min <-> WONG/Chi Man
Change / Add / remove
Typing mistake
Maximum of 2 characters KWOK/Mcihael <-> KWOK/Michael
swap
Inverted given name KWOK/Ming Chi <-> KWOK/Chi Ming

Name change fee NOT applicable after ticket issue, as described below:

Criteria

Acceptable Example

Suffix / prefix
Add / Remove / Change

MR, MRS, MS, MDM, Miss CHD

- WONG/Ming <-> WONG/Ming MR

Space in given Name
Add / Remove / Change

HO/Yuk Wong <-> HO/ Yu Kwong

Inverted Name

GEORGE/MICHAEL <-> MICHAEL/GEORGE
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Name change fee APPLIED after ticket issue, as described below:

Criteria Acceptable Example
Pronunciation mistake GUO/Zhi Qiang <-> KWOK/Chi Keung
Surname change due to L1/Suk King <-> WONGLI/Suk King
marriage / Divorce
Given name . KWOK/Chi Ming
Add / Remove KWOK/Chi Ming <> Michael
Christian name to given name | KWOK/Michael <-> KWOK/Chin Ming
Given name
Maximum of 1 character WONG/Chi Min <-> WONG/Chi Man
Change / Add / remove
Typing mistake
Maximum of 2 characters KWOK/Mcihael <-> KWOK/Michael
swap
Inverted given name KWOK/Ming Chi <-> KWOK/Chi Ming

Exceptional Scenario
- For group booking only
- Early final request by revenue control team due to flight overbooked

Category Before ticket issue After ticket issue
Fee X X
Tour Leader No limitation.
Number of No limitation Must provide staff ID and
alphabet medical certificate for
verification
Fee X
- Max of 3 characters
Other Change / Add / Follow name change
passengers Number of Remove guideline
alphabet - Max allow 2
passenger name
change per group
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Category Before ticket issue After ticket issue
Fee Fee Fee
Tour Number of No limitation. Must provide staff | No limitation. Must provide staff
Leader ID and medical certificate for ID and medical certificate for
alphabet . -
verification. verification.
Note:

e Other than above scenarios, hame changes are not permitted. Ticket must be
refunded with applicable penalties and new ticket must be issued. Incorrect
name PNR should be cancelled and rebooked into new PNR. If the original
itinerary is not available, waitlist the flight(s) and contact Reservation Control
(rescontrol@hkairlines.com) for assistance. Do NOT cancel original booking
until receive the confirmation on new PNR.

e Group name change before or after ticket issue (before or after importing
passenger name is suitable for GTO system).

e Name change fee is exempted for infant ticket.

e Failure to comply with the name change policy and any illegal name change will
result in the demotion of the confirmation and a warning letter will be issued by
the company to the concerning person(s).

Name change procedure:

After name change has been performed, “"OSI” (other services information) must be
added into the PNR to state the “original (incorrect) passenger name”, new (correct)
name” and the staff name:

a/ Within the criteria which name change fee is not apphcable

AME CHENGE FEE IS
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¢/ Beyond the criteria and name change is not permitted:

The applicable fee for name change in normal and peak season

Category Normal season Peak Season
Group HK$500 HK$700
FIT HK$300

Or equivalent to the local currency
For peak season, please refer to GI:HXNOTE/501

The name change policy will be effective from 200ct2015.

Revenue Management

200ct2015
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\ MR, MRS, MS, MDM, Miss CHD
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g/ gk /SR - WONG/Ming <-> WONG/Ming MR
i/ weN /B w4 RAEE | HO/Yuk Wong <-> HO/ Yu Kwong
IG5 A GEORGE/MICHAEL <-> MICHAEL/GEORGE

CE BT IR GUO/Zhi Qiang <-> KWOK/Chi Keung
$hn /Wb SRR LI/Suk King <-> WONGLI/Suk King
G 2K, UMEFHETFEZ | SANCHEZHERNANDEZ/ s SANCHEZHERNANDEZ/
i FANNY MARYANN MS Fanny Mary
BN/ BN KWOK/Chi Ming <> KWOK/ChiMing

Michael

JE AT e KWOK/Michael <->  KWOK/Chin Ming

S 1 AN R i
;ﬁ\% RO /I W onGychi Min <-> WONG/Chi Man
Firk QQADFEEHR) KWOK/Mcihael <-> KWOK/Michael
TR X e KWOK/Ming Chi <-> KWOK/Chi Ming
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g/ gk /S - WONG/Ming <-> WONG/Ming MR
g/ wes /B A AEE | HO/Yuk Wong <-> HO/ Yu Kwong
5 44 730 GEORGE/MICHAEL <-> MICHAEL/GEORGE
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aiikias GUO/Zhi Qiang <-> KWOK/Chi Keung
#hn /b SRR LI/Suk King <-> WONGLI/Suk King
W/ NI KWOK/Chi Ming <> KWOK/ChiMing

Michael

JEX AT e KWOK/Michael <->  KWOK/Chin Ming

N 1A : ¥
gf$ MERIOEE S W/ onG/chi Min <-> WONG/Chi Man
FiR QAR D KWOK/Mcihael <-> KWOK/Michael
A2 ERIIDOE: KWOK/Ming Chi <-> KWOK/Chi Ming
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