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Official Course Description 

 
SUBJECT AREA Travel and Tourism     

 

COURSE RUBRIC AND NUMBER TRVM 1313     

 

COURSE TITLE Ticketing Forms and Procedures   
 

COURSE CREDIT HOURS       3            3      :       0      

 Credits     Lec         Lab 

 

I. Catalog Description 
 

Provides an introduction to manual travel agency operations and how they relate to computer reservation 

systems. Includes ARC ticketing, forms, and procedures.  (3:0). 

 

II. Course Objectives 
 

A. Unit I.  Introduction 

1. Identify major city, airport, and airline codes. 

2. Discuss the major differences between scheduled airlines and charter airlines. 

3. Identify the primary classes of service codes. 

4. Interpret a seat map for an aircraft. 

5. Decode major city and airport codes for the selected North American destinations by memory. 

6. Describe the airline hub system and how it benefits air passengers. 

7. Define and compare the types of flight services. 

8. Compare on-line and off-line connections. 

9. Identify the types of flight itineraries with routing examples. 

10. Read and interpret flight schedules. 

11. Describe how the Internet serves as an important resource for air travel information for the 

traveling public and travel professionals. 

12. Make an airline reservation by telephone. 

13. List common questions to ask a client in order to find the most suitable flight schedule.  

14. Discuss manual airline reservations, sales, and good telephone and email skills.  

15. Review and correct reservation procedures. 

16. Complete an airline reservation card in the required ARC ticket format. 

 

B. Unit II.  Fares and Pricing 

1. Identify point-to-point, through, and joint fare calculations. 

2. Discuss the Deregulation Act of 1978’s effect on airfares. 

3. Describe the various restrictive fares. 

4. Interpret the different code elements of a fare basis code. 

5. Read and interpret automated fare scans. 

 

C. Unit III.  Ticketing 

1. Discuss ticketing rules and routings. 

2. Describe the standard policy regarding commissions on the sale of airline tickets.  

3. Name and describe the functions of the types of ARC accountable and non-accountable traffic 

documents. 
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4. Name the sections of each type of accountable ticket and describe the location and 

distribution of each section. 

5. Describe the functions of the ticket imprint machine and identification plates validation 

process. 

6. Interpret standard entries on both a manual passenger ticket and an automated ticket/boarding 

pass. 

7. Identify and describe the procedures involved in issuing an electronic ticket (ET). 

8. Produce a ticket for an extensive circle trip routing. 

9. Write a ticket for an open-jaw routing. 

10. Complete a ticket with one or more open flight coupons. 

11. Generate a conjunction ticket. 

12. Produce a ticket for discounted airfares and for Hawaii and Alaska routings.  

 

D. Unit IV.  Refunds and Exchanges 

1. Complete the REN paperwork for a refund on the full ticket. 

2. Produce the REN document for a refund on a partial ticket amount. 

3. Write the REN by referring to unused flight coupons from both manual and automated ticket 

stock. 

4. Generate the REN and the new ticket for an even ticket exchange. 

5. Construct the REN and the new ticket for an exchange with additional collection. 

6. Create the REN and the new coupon(s) for a ticket exchange with a refund. 

 

E. Unit V.  Special Ticketing 

1. Define Prepaid Ticket Advice (PTA). 

2. Describe the procedure leading up to the issuance of the PTA document. 

3. Explain procedures to follow when issuing a refund for a PTA. 

4. Complete the miscellaneous charges order (MCO) for deposits and full payments on a variety 

of services such as tours, car rentals, and cruises. 

5. Generate a standard airline ticket for Amtrak rail transportation. 

 

F. Unit VI.  International Air Travel 

1. Define the following international travel documents:  passport, visa, and tourist card and 

identify the general requirements to obtain each type of document.    3.9 

2. Name and describe the major functions of the International Air Transport Association (IATA) 

as it relates to international air travel. 

3. Name and describe the major components of the two fare construction principles used for 

international routings:  routing and mileage system. 

4. Identify the types of taxes and fees applicable to international routings. 

5. Describe the functions of neutral units of construction (NUCs) and rates of exchange (ROEs) 

in international airline ticketing.  

6. Identify and describe the common elements of five general categories of international fares. 

7. Generate airline tickets for international itineraries to destinations within North America. 

8. Complete airline tickets for international itineraries to destinations outside North America. 

 

III. THECB Learning Outcomes (WECM) 
1. Identify major city, airport, and airline codes. 

2. Discuss manual airline reservations and ticketing in the required ARC format. 

3. Review ticketing rules. 

4. Interpret airfares and routing. 

5. Define discount, excursion, restricted and unrestricted fares. 

 

IV. Evaluation 
 

A. Unit Assignments 

1. Unit assignments are designed to give the student the practice needed to become competent in 

selling and advising travelers. 
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2. Activities will be graded based on being complete and correct. 

3. Assignments are due at the beginning of class unless otherwise instructed. 

4. The student has the responsibility to complete assignments as outlined in this syllabus. 

5. Web activities will be completed in the classroom when time permits or during open lab. 

 

B. Unit Written Exams 

1. There will be written exams. 

2. A major project will be assigned. 

3. Completion of assignments and satisfactory attendance will be part of the evaluation of the 

competency of a student. 

 

C. Final Evaluation 

1. The course grade will be based on point scale for each item used in the evaluation. 

2. The final grade will be determined by the percent of the total points accumulated during  the 

course.  

 

D. Grading Scale:   

900-1000 points (90 – 100%)  = A Incomplete  = I 

800-0899 points (80 – 89%)  = B  Withdrawal = W 

700-0799  points (70 – 79%) = C 

600-0699 points (60 – 69%)  = D 

000-0599 points (0  –  59% )  = F 

 

E. Remediation 

Students seeking additional help may obtain tutoring assistance from the instructor as time permits. 

 

V. Disability Statement (Americans with Disabilities Act [ADA]) 

 
EPCC offers a variety of services to persons with documented sensory, mental, physical, or temporary 

disabling conditions to promote success in classes. If you have a disability and believe you may need 

services, you are encouraged to contact the Center for Students with Disabilities to discuss your needs with 

a counselor. All discussions and documentation are kept confidential. Offices located: VV Rm C-112  

(831-2426); TM Rm 1400 (831-5808); RG Rm B-201 (831-4198); NWC Rm M-54 (831-8815); and MDP 

Rm A-125 (831-7024). 

 

VI. 6 Drop Rule  
 

Students who began attending Texas public institutions of higher education for the first time during the Fall 

2007 semester or later are subject to a 6-Drop limit for all undergraduate classes. Developmental, ESL, 

Dual Credit and Early College High School classes are exempt from this rule.  All students should consult 

with their instructor before dropping a class. Academic assistance is available. Students are encouraged to 

see Counseling Services if dropping because exemptions may apply. Refer to the EPCC catalog and 

website for additional information.  


