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7.5
Completion of the Flight Interruption Manifest

Remember the basic principle that a FIM is a document that is used in place of a ticket and should only be issued when, due to a flight interruption en route, it becomes necessary to reroute the passenger(s) involuntarily to their final destination or point of stopover and the flight coupons are not available at the point where the rerouting takes place. Only in exceptional cases when circumstances or insufficient time do not permit the involuntary reissue or acceptance of the original flight coupon(s) may a FIM be issued.

The FIM has three formats:

· the “paper size” FIM (A4 format)

· the “ticket size”  FIM, 

· the teletype FIM

Whenever possible, the “ticket size” FIM should be used as this format can be processed automatically in the Revenue Accounting systems. Each carrier will have their own procedures concerning which format they use however it is recommended that the “ticket size” FIM be used in most cases. Only for groups of more than 5 passengers should the “paper size” FIM be used. 

A “teletype” FIM is a method of transmitting by teletype message the information that would normally appear on the paper FIM. However due to the high risk of fraud this method can only be used if a bilateral agreement exists between the “Forwarding Carrier” and the “New Receiving Carrier”. This agreement should be endorsed by the senior management of the Interline and/or Revenue Accounting departments. Some carriers have already banned the use of the teletype FIM. It should be avoided where ever possible.

7.5.1
Completion

The FIM shall be completed as follows (applicable to both versions):

7.5.1.1
“Rerouted from” box

In the case of a “flight interruption en route” and the original flight coupons are not available, enter the airline designator, flight number, departure date of the flight being interrupted en route and the place where the interruption took place. In the case of codeshare flights, preferably (and if known) the flight number of the “Operating Carrier” shall be used.

Example:

Flight BB123 routing HEL - NYC is diverted to AMS and the passengers are involuntary rerouted to (an)other carrier(s).

Enter: 
BB123  08JUN  AMS (Note that AMS is the “place of interruption”)

In case of an involuntary reroute where the original flight coupons are available, enter the airline designator, flight number, departure date of the flight effecting the involuntary reroute and the place where the involuntary reroute took place.

In case of codeshare flights, preferably (and if known) the flight number of the “Operating Carrier” shall be used.

Example:

Flight CC6037 routing AMS - WAS is overbooked and the passengers are involuntary rerouted to (an)other carrier(s). Time or circumstances do not permit the reissuance of the available flight coupons.

Enter: 
BB037 (if known) 09JUN  AMS  or




CC6037  09JUN  AMS 

(Note:  BB037 is the “Operating Carrier”, CC6037 is the codeshare flight number)

Example:

Flight BB1840 routing VIE - AMS arrives late and causes the passenger to miss his/her connection to flight BB641 (AMS - NYC). The passenger is involuntary rerouted BB617 - CC518 (AMS - DTW - NYC). As the coupon AMS - NYC is available for involuntary reissue, but a FIM is issued instead, the “Reroute from” - box (“Forwarding Carrier”) must show:   BB641   date   AMS.

7.5.1.2
“Rerouted to” box

Enter the airline designator, flight number, departure date and from/to of the flight being selected for the onward carriage or for the new routing. In case the passengers are involuntary rerouted over 2 consecutive flights, show the details of the second flight in the “Second Receiving Carrier” box. 

If the “Second Receiving Carrier” box is not utilised, this box shall be voided. In such case, the second copy (both white and yellow) may be destroyed or otherwise voided subject to your own carrier’s regulations.

Examples:

Flight BB123 routing HEL - NYC is diverted to AMS en route from HEL to NYC. The passengers are involuntary rerouted onto CC641 from AMS to NYC.

Enter:
CC641  08JUN  AMS  NYC

If the passenger’s final destination is beyond NYC (e.g. SFO) alternatively reroute via another point.

Enter: 
CC611  08JUN  AMS CHI
DD456  08JUN  CHI  SFO

Flight CC6037 routing AMS - WAS is overbooked and the passengers are involuntary rerouted to WAS via NYC.

Enter:
CC 641  09JUN  AMS  NYC
DD567  09JUN  NYC  WAS

If the passenger’s final destination is beyond WAS (e.g. MIA).

Enter:
CC 641 09JUN  AMS  NYC
DD 678  09JUN  NYC  MIA.

7.5.1.3
“Passenger Name” box

Use one line for each individual passenger, showing full family name followed by given first name or initial(s) as shown on the passenger ticket. Cross out the second and subsequent name box(es) when multiple ticket numbers related to a single passenger are bracketed together. All unused name lines shall be voided.

7.5.1.4
“Ticket Number” box

Enter the ticket number(s) for which the FIM is being issued.

7.5.1.4.1
Flight diversion en route.

For each passenger, enter the ticket numbers affected by the flight diversion en route and for which the original coupon is not available.

Example:

CC642 scheduled routing: NYC – AMS. Due to adverse weather conditions in AMS, the flight diverts to BRU and does not continue to AMS. The flight coupon NYC - AMS has been uplifted in NYC. A FIM is issued to reroute passengers from BRU to AMS. However several passengers are booked to fly onward from Amsterdam to Vienna. The passengers being in BRU are rerouted BRU  DD  VIE. The ticket number(s) (coupons) for NYC - AMS and AMS - VIE must be entered on the FIM. The coupon AMS CC VIE must be uplifted at BRU where the FIM  for BRU DD VIE is being issued to cover the carriage from BRU to VIE.

7.5.1.4.2
Involuntary reroute.

For each passenger enter the ticket numbers being affected by the involuntary reroute.

Example:

Itinerary: NYC  CC  X/AMS  DD  X/FRA  EE  BUH

CC  flight arrives late in AMS and causes passengers to miss the connection on the DD flight from AMS to FRA and the subsequent flight from FRA to BUH. Passengers are involuntary rerouted AMS  CC  BRU FF  BUH.

The coupons AMS - FRA - BUH must be reissued into AMS - BRU - BUH.
However when circumstances or insufficient time do not permit the involuntary reissuance of the original flight coupon(s) a FIM may be issued. 

The ticket number(s) (coupons) for AMS - FRA and FRA - BUH must be entered on the FIM.

Multiple coupons for one ticket number must be entered on a single line, omitting the check digit(s)
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	Ticket Number

	
	Passenger Name
	Cpn
	Airline Code
	Form and Serial Number
	Ck

	
	JONES/ALAN
	1
	0 00
	4 2 2 0 1 1 2 6 7 8 
	3

	
	WRIGHT/BRIAN
	1-2 
	123 
	4 4 5 2 5 6 7 3 4 9
	


Multiple coupons for tickets issued in conjunction must be entered on a single line, omitting the coupon number(s) and check digit(s)
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	Ticket Number
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	Passenger Name
	Cpn
	Airline Code
	Form and Serial Number
	Ck

	
	GILBERT/JOHN
	
	0 00 
	2 4 8 6 5 8 9 3 4 5 - 4 7
	

	
	WRIGHT/BRIAN
	
	123 
	4 4 5 2 5 6 7 3 4 9 / 50
	


Multiple ticket numbers, not issued in conjunction, must be entered on separate lines

Example

	
	
	Ticket Number

	
	Passenger Name
	Cpn
	Airline Code
	Form and Serial Number
	Ck

	
	WRIGHT/BRIAN
	4
	0 00
	4 4 5 2 3 4 5 6 7 8
	2

	
	XXX
	1
	123
	4 2 1 7 9 8 7 6 5 4
	4

	
	GILBERT/JOHN
	
	123
	2 4 5 6 1 3 5 7 9 2 / 93
	

	
	XXX
	1
	123 
	4 4 0 6 7 8 1 3 5 7 9
	2


7.5.1.5
“ET” box

Enter “E” in case of flight interruptions en route and the original flight coupon was issued “electronically” (Electronic Ticket). Passengers holding an electronic ticket are treated in exactly the same way as passengers holding a paper ticket.

7.5.1.6
“Fare Basis and Passenger Type Code” box

Enter the complete Fare Basis as shown on the original ticket for each ticket (coupon) listed on the FIM.

7.5.1.7
“Class on new flight” box

Enter the cabin class of the flight(s) of the “New Receiving Carrier(s)” on which space has been involuntary booked or requested.

7.5.1.8
“Wt/Pc” box

When an excess baggage ticket is entered on the FIM, show the excess weight or pieces that has been paid for. 

e.g.
12K or 2PC 

When a paper size FIM is issued enter the excess baggage ticket number in the space provided under “Excess Baggage” noting the amount of excess baggage in either the “Exc Wt” or “Exc Pc” box as applicable. If there are more than two excess baggage tickets to be entered a separate FIM must be issued.

When a ticket size FIM is issued enter the excess baggage ticket number directly under the passenger ticket noting the amount of excess baggage in the “Excess PC/WT” box.

7.5.1.9
“Total Number of Passengers” box

Show the total number of ticketed passengers entered on the FIM, including children and infants. It is recommended to use letters rather than numbers  as an aid in preventing  fraud.

7.5.1.10
“Reason for Issuance” box  (Involuntary Reroute)

When the FIM is issued for involuntary reroutings, the reason for issuance of the FIM shall be marked in the appropriate box. Additional/clarifying information may be entered.

Example:

(  CXLD
(  DLYD
(  OVSLD
(  MSCN. 

In the case of a misconnection it may be useful to enter the flight number to which there is no connection.

7.5.1.11
“Diversion by” box (Flight Interruption En Route)

When the FIM is issued for a flight interruption en route, the carrier code of the flight being interrupted en route must be entered in the “Diversion By” box. In a codeshare situation, the airline code of the operating carrier must be entered if known.

IMPORTANT NOTE: DO NOT USE BOTH THE “Reason For Issuance” box AND THE “Diversion By” box. If the involuntary reroute is caused either by a cancellation, delay, oversale or misconnection check only one box in the “Reason for Issuance” box. Leave the “Diversion By” box blank. 

7.5.1.12
“Validation” box

This box shall be completed and validated by the FIM issuing carrier or the party acting on behalf of such carrier. The validation shall include the FIM issuing agent’s name and/or ID.

7.5.2
Distribution

The white copy(ies) shall be sent/forwarded to the “New Receiving Carrier(s)” 

The yellow copy(ies), together with the uplifted flight coupon(s), if any, shall be sent to your revenue accounting department who will forward it to:

either

· In case of involuntary rerouting, to the revenue accounting department of the FIM issuing carrier.

or

· In the case of a flight interruption en route, to the revenue accounting department of the carrier shown in the “Diversion By” box.

7.5.3
Segments for which the FIM Must be Issued 

It is important to note that the final destination on the FIM must match the final destination of the uplifted flight coupons.

Example:

If the new routing on the FIM shows AMS - BRU - BUH, the uplifted flight  coupons must cover the transportation from AMS to BUH.

The pink copy must be kept on file for a period of time determined by each carrier by the FIM issuing station/office. 

7.5.4
Endorsements

Normal endorsement procedures will apply. The ticket(s)/coupon(s) entered on a FIM must be endorsed if these coupons would be subject to an endorsement in normal reissuance situations. Issuing a FIM does not waive the endorsement requirements that you would expect for a reissue. Think about the FIM in this respect as simply facilitating quick and easy reissues and as such endorsements where necessary will still be required

7.5.5
Handling Agents

At stations where an airline is handled by non-airline (third) parties the airline’s own FIM must be supplied to these Handling Agents with clear instructions when and how the FIM must be issued, adhering to the instructions as shown above. In some circumstances, where an airline is acting as ground handler for another carrier, the ground handling airline may decide to issue their own FIM in which case settlement of the FIM will take place with the FIM issuing airline since they will be holding the coupons.


























































