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Philippine Airlines - Japan

ADM Policy

Update: January 23, 2023
Applicable BSP Country: Japan

In compliance with IATA Resolution 850m of the Passenger Agency Conference Resolution Manual, Philippine
Airlines (PAL) hereby furnishes its Agency Debit Memo (ADM) Policy applied in Japan District.

1. ADM Principle
ADM shall be raised by Philippine Airlines through BSPIink to issuing agents, whose Ticketing Authority is
provided by PAL-Japan, within nine (9) months after the final date of travel, or travel document expiration,
or the BSP remittance date on which the refund document was processed.
Any debit action initiated beyond the 9-month period shall be handled directly between the Philippine Airlines
and the Agent, however it can be settled through BSP by ADM issuance based on mutual consent between
Philippine Airlines and the Agent.

2. ADM Dispute
The Agent shall have a maximum of fifteen (15) days to review and dispute the ADM.
In case of disagreement, the agent is obliged to raise and submit the reason with detailed information and
supporting documents through BSPlink or to PAL Sales representatives within the above dispute period.
After the period lapses, any disputes will not be acceptable.

Philippine Airlines will revert disputed ADMs within sixty (60) days upon receipt, stating approval or rejection.

3. ADM Issuance
ADM shall be issued based on the following conditions as examined directly by PAL-Japan and/or our
outsourced BSP ticket auditor, Accelya.
(1) Short or Non-collection of Fare/Taxes
(2) Erroneous application of Fare conditions
(3) Erroneous Booking Class (RBD) used
(4) Wrong percentage of commission or Commission Amount
(5) Wrong or No indication of Free Baggage Allowance, Not Valid Before/After
(6) Tour Code/CAR violation such as wrong code indication, missing or not encoded in Tour Code Box
(7) Short or Non-collection of fees (e.g. Rebooking fee, Refund fee, No-show fee, etc.)
(8) Violation on Rebooking fee collection — Proper Tax Code (OD) is not used upon exchange/reissuance,

collection by EMD issuance, or collection as Fare difference.



R
<4 Philippine Airlines

A /

' y B TRAVEL AGENTS

(9) Excessive refund (e.g. Fare, Tax, commission, other fee)

(10) Exchange ticket for Name Change/Correction

(11) Document is not exchanged/reissued at the original issuing agent/branch

(12) Involuntary Exchange not following PAL-Japan’s instruction, or Authorization Code errors — Missing,
Incorrect code used, Not shown in Endorse/Restriction box as instructed

(13) Involuntary Refund not following PAL-Japan’s instruction — Missing, Input wrong Waiver Code
(including Waiver Code provided outside Japan) or not shown in Waiver Code column properly.

(14) Missing data from BSP Report/Billing in any case

(15) Audit administrative fee (17% of proposed ADM amount issued by Accelya) in case Philippine Airlines
allows the agent special authorization of waiver for ADM [*refer to below-mentioned 4.(8)]

(16) Missing, incorrect indication, or misplace of necessary information/condition

(17) Any errors/violations upon issuance and refund except above mentioned

(18) Any cases agreed between Philippine Airlines and travel agent in advance

4. ADM calculation

(1) Difference between correct amount and incorrect amount

(2) Application of correct percentage of commission and amount

(3) In case of wrong RBD or fare conditions used, difference between original fare and correct or higher
fare which is applicable to the exchanged/reissued ticket

(4) Fare difference between Net and Gross fare in case of Tour Code Error

(5) Violation fee of USD25.00 in case of any violation which is not suitable for difference calculation

(6) In case of violation on Rebooking fee collection, charging applicable Rebooking fee or Violation fee
of USD25.00 which is higher

(7) In case of ticket exchange with Name change/Correction, Violation fee of USD25.00 and the Gross fare
amount of reissued ticket considering as “newly issued” ticket

(8) Collecting 17% of proposed ADM amount raised by Accelya in the case of above-mentioned 3. (15).

(9) Any amount agreed between Philippine Airlines and travel agent

5 Others —
In case of frequent errors made by travel agent, Philippine Airlines will contact the agent for the purpose of

investigating the cause and discuss preventive measures.

6. Contact Information
[Passenger Sales office] Tokyo 81-3-6262-5785 [Finance office] 81-3-6262-5849
Nagoya  81-52-228-6012
Osaka 81-6-6444-6372
Fukuoka 81-92-292-1628
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