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MASTERING THE
IATA TRAVEL
AGENT
HANDBOOK:
ESSENTIAL GUIDE
TO CREDIT CARD
PAYMENT CARD
COMPLIANCE

The travel industry
operates on razor-thin
margins, where a
single compliance
misstep can result in
costly chargebacks,
revoked accreditation,
and damaged client

trust. For travel
professionals, the IATA
Travel Agent
Handbook Credit
Card Payment Card
guidelines represent
the definitive rulebook
for processing airline
tickets and travel
services. Whether you
are a seasoned agency
owner or a newly
accredited agent,
understanding these

protocols is not
optional; it is the
foundation of

sustainable business
operations.

The International Air
Transport Association
(IATA) has long served


https://remodelicious.com/

UNDERSTANDING of
airlines, and its agent
accreditation program
is designed to ensure
that travel
intermediaries adhere
to stringent financial
and ethical standards.
Central to this
framework is the
handling of credit card
transactions. Why?
Because credit card
payments introduce
unique risks, including
fraud, identity theft,
and payment disputes,

that can directly
impact airline revenue
and agent

commissions. This
article explores every
critical aspect of the
IATA Travel Agent
Handbook Credit
Card Payment Card
requirements, offering
practical insights for
compliance and
operational excellence.

THE ROLE OF THE
IATA TRAVEL
AGENT HANDBOOK

Before diving into the
specifics of credit card
payments, it is
essential to understand
what the IATA Travel
Agent Handbook
contains and why it
matters. This
document serves as
the primary reference
for all accredited travel
agencies, detailing the
obligations,
procedures, and
standards that govern
the agent-airline
relationship. It covers
everything from
ticketing procedures
and reporting
deadlines to
commission structures
and, most importantly,
payment card
acceptance rules.

Agents who ignore or
misinterpret the
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handbook risk
suspension or RUleS Are
permanent revocation ,
of their IATA Emphas|z
accreditation. Losing

accreditation means
losing the ability to
issue tickets on most
major airlines, which
effectively ends the
agency's ability to
operate. Therefore, the
IATA Travel Agent
Handbook Credit
Card Payment Card
sections deserve
careful, ongoing
attention from every
staff member who
processes payments.

Why
Credit
Card
Payment

ed

The handbook places
extraordinary

emphasis on payment
card transactions
because these
represent the highest
fraud risk channel in
travel distribution.
Airlines face significant
financial exposure
when tickets are
purchased using stolen
or unauthorized credit
cards. When a
chargeback occurs, the
airline often bears the
loss unless the agent
can prove strict
compliance with
verification procedures.
For this reason, IATA
has developed a
comprehensive set of
rules that agents must
follow when accepting



credit card payments
for air travel.

Key reasons for the
strict credit card
payment rules include:

e Fraud
prevention:
Stolen credit
card numbers
are frequently
used to purchase
high-value airline
tickets that can
be resold or used
forillicit travel.

e Chargeback
reduction: By
following
standardized
verification
steps, agents
reduce the
likelihood of
disputes that
result in financial
losses.

e Brand
protection:
Airlines trust
IATA-accredited
agents to

maintain the
integrity of the
payment
ecosystem,
protecting
traveler
confidence.

e Regulatory
compliance:
Payment card
industry data
security
standards (PCI
DSS) require
strict handling of
cardholder data.

CORE
REQUIREMENTS
FOR CREDIT CARD
PAYMENT CARD
ACCEPTANCE

The IATA Travel
Agent Handbook
Credit Card Payment
Card guidelines
establish clear, non-
negotiable

requirements for
accepting payments.
These rules apply
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whether the that the person making
transaction occurs in the payment is the
person, over the legitimate cardholder

phone, via email, or
through an online
booking engine. Let us
examine the most
important

requirements
every agent
implement.

Cardhold
er
Verificati
on
Procedur
es

One of the handbook's
central tenets is the
mandate to verify the
cardholder's identity
and authorization.
Agents must confirm

that
must

or an authorized user.
The handbook specifies
acceptable verification
methods, including:

e Checking
government-
issued photo
identification
when the card is
presented in
person.

e Using address
verification
service (AVS) for
card-not-present
transactions.

e Requesting the
card security
code (CVV/CVC)
for online or
phone orders.

e Obtaining explicit
written
authorization
from the
cardholder for
third-party
bookings.



These steps are not
merely

recommendations;
they are requirements
that agents must follow
to avoid liability in case

of a disputed
transaction. The IATA
Travel Agent

Handbook Credit
Card Payment Card
sections also warn

against accepting
payments where the
cardholder is not
physically present
unless robust
verification  protocols
are followed.

Authorize
d
Signatory
and

Imprint
Rules

For in-person
transactions, the
handbook traditionally
required agents to
obtain an imprint of the
credit card and a
signed sales voucher.
While digital payment
terminals have largely
replaced manual
imprinters, the
underlying principle
remains: the agent
must capture evidence
of the cardholder's
presence and consent.
Today, this translates
to:

e Using chip-
enabled
terminals that
authenticate the
card
cryptographically

e Obtaining a
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signature or PIN
entry at the point
of sale.

e Retaining
transaction
records for the
period specified
by IATA and local
regulations.

Failure to follow these
procedures can result
in the agent being held
financially responsible
for chargebacks, even
if the airline provided
the transportation.

Third-
Party and
Corporate
Bookings

A particularly sensitive
area covered by the
IATA Travel Agent
Handbook Credit
Card Payment Card

guidelines involves
third-party payments.
When someone other
than the traveler pays
for the ticket, the risk

of fraud increases
dramatically. The
handbook requires
agents to:

e Obtain a signed
credit card
authorization
form from the
cardholder.

e Verify the
cardholder's
identity and
contact
information.

¢ Confirm that the
cardholder has a
legitimate
relationship with
the traveler (e.g.,
employer, family
member).

» Keep copies of
authorization
forms and
supporting
documentation
for audit



purposes.

Many agencies
mistakenly believe that
an emailed
authorization is
sufficient. While the
handbook does not
prohibit electronic
authorizations, it
stresses that the
documentation must
be verifiable and
stored securely. Agents
should treat any
deviation from
standard cardholder-
present transactions as
high-risk and apply
enhanced due
diligence.

IMPLEMENTING
SECURE PAYMENT
CARD
WORKFLOWS

Beyond compliance,
agents benefit from
implementing secure
payment workflows
that protect their
clients and their

businesses. The IATA
Travel Agent
Handbook Credit
Card Payment Card
guidelines provide the
baseline; smart
agencies build upon
this foundation with
additional safeguards.

Tokenizat
jon and
Data
Security

Storing credit card
numbers is strictly
regulated under PCI
DSS, and the handbook
reinforces that agents
must never retain full
card numbers,
expiration dates, or
security codes after a
transaction is
completed. Instead,
agencies should use
tokenization solutions
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provided by their
payment processors. A
token replaces the
sensitive card data
with a unique identifier
that can be used for
future transactions
without exposing the
actual card number.
This approach
minimizes the risk of
data breaches and
simplifies compliance
with both IATA rules
and data protection
laws such as GDPR.

Reconcili
ation and
Reporting

The handbook also
covers the
reconciliation of credit
card payments through
the IATA Billing and
Settlement Plan (BSP).
Agents must ensure
that payments

processed via credit
card are accurately
reported to the BSP
within the required
timeframes.
Discrepancies between
booked sales and
reported payments can
trigger audits and
penalties.
Implementing
automated
reconciliation tools
helps agents maintain
accuracy and avoid the
administrative burden
of manual matching.

Regular internal audits
of «credit card
transactions can
identify patterns that

may indicate
procedural

weaknesses. For
example, a high

volume of transactions
from a single
cardholder or repeated
use of the same billing
address with different
card numbers could
signal fraud or policy



violations. The IATA
Travel Agent
Handbook Credit
Card Payment Card
sections explicitly
encourage agents to
establish internal
controls that go
beyond the minimum
requirements.

COMMON
COMPLIANCE
PITFALLS AND
HOW TO AVOID
THEM

Even experienced
agents sometimes
stumble when it comes
to credit card payment
compliance.

Understanding the
most frequent
mistakes can help your
agency avoid costly

errors. Below are
common pitfalls
identified in the IATA
Travel Agent

Handbook Credit
Card Payment Card
enforcement cases.

10

Accepting
Cards
Without
Proper
Authoriza
tion

The most frequent
compliance failure is
accepting a credit card
payment without
verifying that the
person providing the
card details s
authorized to use it.
This often happens
when a traveler calls
and asks a friend or
family member to pay
for a booking. Agents
who process the
payment without
obtaining a written
authorization from the
cardholder expose

10
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themselves to
chargeback liability.
The solution is simple:
never process a
payment without
documented

authorization that
includes the

cardholder's signature,
the amount authorized,
and the specific
booking reference.

Storing
Card
Data
Improperl

y

Another common issue
involves the storage of
credit card information

in email inboxes,
spreadsheets, or paper
files. The handbook

explicitly prohibits
retaining card security

11

codes and full account
numbers after the
transaction is
completed. Agents who
store this data risk
non-compliance with
PCI DSS and potential

fines or loss of
merchant account
privileges. Using a
secure payment

gateway that tokenizes
card data ensures that
sensitive information
never touches your
internal systems.

lgnoring
Chargeba
ck
Notificati
ons

When a cardholder
disputes a transaction,
the agent receives a
chargeback



notification. The I1ATA
Travel Agent
Handbook Credit
Card Payment Card
guidelines require
agents to respond
promptly with all
supporting
documentation. Failing
to provide evidence of
authorization, delivery
of service, or
compliance with
verification procedures
can result in the
chargeback being
upheld, and the agent
may be required to
reimburse the airline.
Establish a clear
internal process for
handling chargeback
notifications, including
who is responsible for
gathering
documentation
meeting deadlines.

BEST PRACTICES
FOR TRAINING
YOUR TEAM

and

12

Compliance with the

IATA Travel Agent
Handbook Credit
Card Payment Card
guidelines is a team
effort.  Every  staff
member who handles
payments, from the
front desk agent to the
remote booking
consultant, must
understand and apply
the rules consistently.
Here are actionable
best practices for
training and ongoing
education.

Reqgular
Training
Sessions

Schedule quarterly
training sessions that
review the credit card
payment provisions of
the handbook. Use
real-world scenarios to
illustrate correct and
incorrect procedures.
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For example, walk
through a typical
phone booking where
the credit card is
provided verbally, and
demonstrate how to
verify the cardholder's

identity, obtain
authorization, and
document the
transaction. Role-

playing exercises help
reinforce the steps and
build confidence.

Clear
Written
Procedur
es

Create a simplified,
agency-specific  policy
document based on
the handbook's
requirements. This
document should
outline step-by-step
instructions for each

13

payment scenario: in-
person, phone, email,
and online. Include
checklists for
verification steps and
templates for
authorization forms.
Distribute this
document to all
employees and require
them to acknowledge
that they have read
and understood it. The
existence of such

procedures also
demonstrates good
faith compliance during
an IATA audit.

Designati
ng a

Complian
ce Officer

Consider appointing a
dedicated compliance
officer or lead
consultant responsible



for staying current with
changes to the IATA
Travel Agent
Handbook Credit
Card Payment Card
guidelines. This person
can monitor industry
updates, conduct
internal audits, and
serve as the point of
contact for staff
gquestions about
gquestionable
transactions. Having a
clear escalation path
reduces the likelihood
of employees making
judgment calls that
violate procedures.

THE FUTURE OF
CREDIT CARD
PAYMENTS IN
TRAVEL AGENCY
OPERATIONS

As payment technology
evolves, so too will the
IATA Travel Agent
Handbook Credit
Card Payment Card
requirements. Digital
wallets, contactless

14

payments, and
cryptocurrency are
already influencing
how travelers pay for
services. While the
handbook has
historically focused on
traditional credit card
transactions, agents
should anticipate
updates that address
emerging payment
methods.

Biometric
authentication,
tokenization, and real-
time fraud scoring
tools are becoming
more accessible to
small and mid-sized
agencies. Integrating
these technologies can
enhance compliance
while improving the
customer experience.
For example, a
biometric  verification
step during phone
bookings could satisfy
the handbook's
requirement for
cardholder
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identification  without
requiring physical
documents. Early

adoption of such
technologies may give
agencies a competitive
advantage while
strengthening their
compliance posture.

Furthermore, the trend
toward dynamic pricing
and ancillaries means
that agents will
process more
microtransactions for
seats, bags, and
upgrades. Each of
these transactions
must comply with the
same credit card
payment rules that
apply to the base fare.
Agencies should review
their systems to ensure
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that every payment,
regardless of value,
meets the verification
and documentation
standards outlined in
the handbook.

CONCLUSION

The 1ATA Travel
Agent Handbook
Credit Card Payment
Card guidelines are
not merely
bureaucratic red tape;
they are essential
safeguards that protect
travel agents, airlines,
and consumers alike.
By mastering these
rules, your agency can
reduce fraud risk,
minimize chargebacks,
and maintain the trust
that is the lifeblood of
the travel industry.




