AN

IATA

Personnel List Amendment Form
International Airlines Travel Agent Network

For travel agents who are currently registered or in the past have been registered with IATAN or appeared on a Personnel List, please
complete this form. Agents who have never been registered with IATAN or appeared on a Personnel List should submit the Personnel List
Registration & ID Card Order Form, document #102 (See instructions on page 2).

1. Personal Information

priN: [ L]
Social Security # DDD-DD'DDDD

Name of Travel Agent:
(As shown on the IATAN Travel Agency Personnel List or ID Card)

Email Address of Travel Agent:

Residence of Travel Agent:  City: State:

Have you had a change of name? Please print your new name here:
2. Present Agency Information

IATA Numeric Code: DD-D DI:“:“:' |:|

3. Type of Change: [ ] Employer — Complete Aand B[] Status — Complete B [_] Deletion — Complete C

Agency Name:

Is this a transfer within the same legal entity? |:| Yes |:| No
A. Former Agency IATA numeric code: [ | -l 1[Il 1[I ][ ] Last date worked here: [ I 1[I 1L I 1]
(mm/dd/yyyy)
New Agency IATA numeric code: | | J-[ 1[I I _I[_][ ] First date worked here: [ 1V 1L VL I L]
(mm/ddlyyyy)
B. Status
Position Duties Weeklv Hours Yearlv Earninas
Sole Proorietor S Administration 35 Hrs Or Over 1 $5.000 And Over
Partner *** P Inside Sales 25 To 34 Hrs 2 Under $5.000
Stockholder *** C Outside Sales 20 To 24 Hrs 3 Owner. 20%
Manaaer M 5To 19 Hrs 4
Emplovee E
Leased L
Independent | *** 20% Or More

C. Deletion — Termination Date: [ /[ LI L]

(mm/ddlyyyy)
4. Authorization for Changes
Signature of Owner/Manager: Date:

Owner/Manager’'s PRIN#: DDDDDD or Social Security #: DDDDDDDDD

5. Reissue ID Card & Payment Options (All fees are non-refundable) (see instruction five (5) on next page)

|:| $30.00 for 1 year ID Card |:| $50.00 for 2 year ID Card
|:| Discover/Novus |:| MasterCard |:| Visa

Charge Card Number Dl:”:”j DDDD DDDD Dl:”:“:' Expiration Date (mm/yy) DD/DD

Cardholder Name (printed):

|:| $20.00 to reissue with same expiration date

|:| American Express

Signature of Cardholder:

|:| Check enclosed for $20.00, $30.00 or $50.00 made payable to IATA.
Service charge for any returned check is $18.00. (subject to change)
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Personnel List Amendment Form
International Airlines Travel Agent Network

For travel agents who are currently registered or in the past have been registered with IATAN or appeared on a Personnel List, please
complete this form. Agents who have never been registered with IATAN or appeared on a Personnel List should submit the Personnel List
Reqistration & ID Card Order Form, document #102.

Helpful Hints

Be sure to keep a copy of this form in your files for future reference. Below you will find helpful hints for completing this form. It
is divided into five (5) sections to correspond with those divisions on the preceding page.

1. Personal Information

e All the personal information must be completed in full;
e Your PRIN can be found on the Agency Personnel List on which your name appears;

e If you have had a change of name due to marital status, court order or other legal means, please provide your new
name. An updated Agency Personnel List will be mailed to your office approximately three (3) weeks after IATAN
receives your Personnel List Amendment Form.

2. Present Agency Information
e Provide the IATA numeric code and name of the travel agency where you are currently employed.
3. Changes

e Employment — to appear on the Agency Personnel List of your new employer, complete sections A and B;

e Status — to change your position, duties, weekly hours and/or yearly earnings only section B should be completed,;

e Deletion — Section C must be completed by the owner/manager to delete a travel agent who no longer works with your
agency OR a photocopy of your Agency Personnel List may be used, draw a line through the names of the travel
agents to be deleted and provide their termination dates. Any deletions of travel agents who hold valid ID Cards will
result in the automatic cancellation of their ID Card,;

e Anupdated Agency Personnel List will be mailed to your office approximately three (3) weeks after IATAN receives
this completed form.

4. Authorization for Change or Deletion
e Any changes reported in section three (3) require the signature of the owner/manager.
5. Reissue ID Card & Payment Options

e If you meet the qualifications listed below you may then apply for an ID Card:
e atleast 18 years of age;
e work minimum 20 hours per week;
e earn a minimum of $5,000 yearly;

e [f you presently have an ID Card, any change you are reporting makes that card invalid. You may request to have your
card reissued showing the updated information with the same expiration date (if expiration date is greater than three (3)
months) for $20.00 fee;

e Your new ID Card will arrive in your office in approximately 3 — 4 weeks;

e [f you are using a charge card you must agree that IATAN maintains the right to deliver the ID Card only to the agency
location, not the billing address of the cardholder. Note: ID Cards are only delivered to the agency address where the
applicant is registered. Your ID Card will arrive in your office about three (3) weeks after processing. Any missing
signatures or information will delay the processing of your request.

MAILING ADDRESS FAX NUMBER COURIER ADDRESS
IATAN 1-514-868-8858 IATAN

PO Box 2988 800 Place Victoria, Suite 800
Plattsburgh, NY 12901-0999 PO Box 113

Montreal Quebec Canada H4Z 1M1
Tel: 1-514 868-8800
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