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System Refreshment 

Reissue

Name Change
မိမိတငထ်ားေသာ Booking တွင ်Full Name (or) Spelling Change လိǽပါက

၁။ အမည် Change လိǽေသာခရီးသည၏် ေǹǺတ˺ွငǹ်Ǻိေသာ Box ကိǽ Click လǽပ်ေပးပါ။

၂။ Change Name Button ကိǽ Click လǽပ်ေပးပါ။

၃။ Change Name Button ကိǽ Click လǽပ်ေပးပါ။

၁။ အမည် Change လိǽေသာခရီးသည်၏ ေǹǺ ˺တွငǹ်Ǻိေသာ Box ကိǽ Click လǽပ်ေပးပါ။
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Reissue

Name Change

၃။ Change လိǽေသာ ခရီးသည၏် Detail Informationကိǽ Box ထတဲွငြ်ဖည့ေ်ပးပါ။

၄။ Approve Button ကိǽ Click လǽပ်ေပးပါ။

၃။ Change လိǽေသာ ခရီးသည်၏ Detail 

Informationကိǽ Box ထဲတွငြ်ဖည့်ေပးပါ။

၄။ Approve Button ကိǽ Click လǽပ်ေပးပါ။
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Reissue

Name Change

၁။ Original Name ကိǽ ဤေနရာတွငေ်ဖာ်ြပထားပါသည။် 

၂။ ေြပာငး်လဲ ထားေသာအမညǳ်Ǻင့ ်  ကျသင့ေ်သာ Amount ကိǽ ဤေနရာတွငေ်ဖာ်ြပထားပါသည။်

၂။ Change ထားေသာအမညǳ်Ǻင့ ် ကျသင့ေ်သာ Amount ကိǽ ဤေနရာတွငေ်ဖာ်ြပထားပါသည်။

၁။ Original Name ကိǽ ဤေနရာတွငေ်ဖာ်ြပထားပါသည်။ 
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Reissue

Name Change

၃။ Payment Type တွင ်Partner Card Ticket Box ကိǽ Click လǽပ်ေပးပါ။ 

၄။ Purchase Button ကိǽ Click လǽပ်ေပးပါ။ 

၅။ Approve Changes And Retrieve Button ကိǽ လံǽးဝလံǽးဝ Click မလǽပ်ပါရန။် 

၆။ ေြပာငး်လဲေသာအမညက်ိǽ ြပနစ်စ်လိǽေသာ်လညး်ေကာငး်၊ မေြပာငး်လဲလိǽေသာ်လညး်ေကာငး် Show Reservation Button ကိǽ Click လǽပ်၍ အေǹǺသ˺ိǽ ့ြပနထ်ကွ်ǳိǽငပ်ါသည။် 

၄။ Purchase Button ကိǽ Click လǽပ်ေပးပါ။

၃။ Payment Type တွင ်Partner Card Ticket Box ကိǽ Click လǽပ်ေပးပါ။ 

၅။ Approve Changes And Retrieve Button ကိǽ လံǽးဝလံǽးဝ Click မလǽပ်ပါရန။် 

၆။ ေြပာငး်လဲေသာအမည်ကိǽ ြပနစ်စ်လိǽေသာ်လည်းေကာငး်၊ မေြပာငး်လဲလိǽေသာ်လည်းေကာငး် Show Reservation Button ကိǽ Click လǽပ်၍ အေǹǺ ˺သိǽ ့ြပနထ်ွကǳ်ိǽငပ်ါသည်။ 

၄။ Purchase Button ကိǽ Click လǽပ်ေပးပါ။
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Reissue

Date Change Process
၁။ Date Change ြပǿလǽပ်လိǽပါက Flight No. ေǹǺက˺ Box တွင ်Click လǽပ်ေပးပါ။ 
၂။ Change Flight Button ကိǽ Click လǽပ်ေပးပါ။ 

၃။ Keep RBD Button ကိǽ Click လǽပ်ေပးပါ။ 

၁။ Date Change ြပǿလǽပ်လိǽပါက Flight No. ေǹǺ ˺က Box တွင ်Click လǽပ်ေပးပါ။ 

၂။ Date Change ြပǿလǽပ်လိǽပါက Change Flight Button ကိǽ Click လǽပ်ေပးပါ။ 

၃။ Keep RBD Button ကိǽ Click လǽပ်ေပးပါ။ 

မǺတခ်ျက ်- Keep RBD Button ကိǽ Reissue လǽပ်ေသာအခါ Click မလǽပ်ခဲပ့ါက Change လိǽေသာရက်တွင် Same Class ǹǺိလȂငေ်တာင ်System တွင် မိမိ Booking 
ထက်ြမင့ေ်သာ Class သိǽ ့ Auto ချိနး်ပါမည။်
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Reissue

၂။ Fare အားလံǽးအား ƭကည့်လိǽလȂင ်Can See 
All Fares button ကိǽ Click လǽပ်ေပးပါ။ ၃။ သွားလိǽေသာ Travel type 

(One way/Round Trip) 
ေရွးေပးပါ။ 

၄။ သွားလိǽေသာ ရက်ကိǽ Departure Date 
Box တွငေ်ရွးေပးပါ။ 

၅။ Account Code Box တွင ်MMPSA Ǹိǽက်ထည့်ေပးပါ။ 

၆။ PSA မǺနလ်Ȃင ်Private with Account Code Button ကိǽ Click လǽပ်ေပးပါ။

၇။ Flight ǹǺာလိǽလȂင ်Search button ကိǽ Click 
လǽပ်ေပးပါ။

၁။ Keep RBD Button ကိǽ Click လǽပ်ေပးပါ။

Date Change Process
Change Flight Button ကိǽ Click ǳǺပ်ိƱပီး ေပȆလာေသာ Screen ေပȆတွင်

၁။ Keep RBD Button ကိǽ Click လǽပ်ေပးပါ။

၂။ Fare အားလံǽးအား ƭကည့လ်ိǽလȂင ်Can See All Fares button ကိǽ Click 

လǽပ်ေပးပါ။

၃။ သွားလိǽေသာ Travel type (One way/Round Trip) ေရွးေပးပါ။

၄။ သွားလိǽေသာ ရက်ကိǽ Departure Date Box တွငေ်ရွးေပးပါ။ 
၅။ Account Code Box တွင ်MMPSA Ǹိǽက်ထည့ေ်ပးပါ။ 
၆။ PSA မǺနလ်Ȃင ်Private with Account Code Button ကိǽ Click လǽပ်ေပးပါ။

၇။ Flight ǹǺာလိǽလȂင ်Search button ကိǽ Click လǽပ်ေပးပါ။
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Reissue

Date Change Process

Search ǳǺပ်ိƱပီး ေပȆလာေသာ screen ေပȆတွင ်

၁။ ေရွးချယ်လိǽေသာ Class တစ်ခǽကိǽေရွး၍ Click လǽပ်ေပးပါ။ 

၂။ Fare Different ကိǽƭကည့လ်ိǽလȂင ်Continue Button ကိǽ Click လǽပ်ေပးပါ။

www.maiair.com

၂။ Fare Different ကိǽƭကည့်လိǽလȂင ်Continue Button ကိǽ Click 
လǽပ်ေပးပါ။

၁။ ေရွးချယ်လိǽေသာ Class တစ်ခǽကိǽေရွး၍ Click လǽပ်ေပးပါ။
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Reissue

Date Change Process

၃။ Fare ကျလာƱပီး Date change လိǽပါက 

၄။ Payment Method တွင ်PSA ြဖစ်ပါက Invoice Box တွင် Click လǽပ်ေပးပါ။

၅။ Payment အƱပီးေပးေချƱပီး Ticket ထǽတ်လိǽလȂင ် Buy and Reissue Button ကိǽ Click လǽပ်ေပးပါ။ 

www.maiair.com

၃။ Payment Method တွင ်PSA ြဖစ်ပါက Invoice Box တွင် Click လǽပ်ေပးပါ။

၅။ Payment အƱပီးေပးေချƱပီး Ticket ထǽတ်လိǽလȂင ် Buy and Reissue Button ကိǽ Click လǽပ်ေပးပါ။

၄။ အချက်အလက်များကိǽ လက်ခံပါက I read and accept Box တွင် Click လǽပ်ေပးပါ။
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Reissue

Date Change Process

၁။ Penalty Fees ပဲသလိိǽပါက Amount ƭကည့Ʊ်ပီးလȂင် Show Reservation Button ကိǽ Click လǽပ်Ʊပီး မǾလေနရာသိǽ ့ြပနသ်ွားေပးပါ။

၂။ Change လိǽေသာ Date ကိǽ Booking အေနြဖင့ယ်ǾလိǽလȂင ်Approve Change and Retrieve PNR Button ကိǽ Click လǽပ်ေပးပါ။

www.maiair.com

၂။ Change လိǽေသာ Date ကိǽ Booking အေနြဖင့ယ်ǾလိǽလȂင ်Approve Change and Retrieve PNR Button ကိǽ Click လǽပ်ေပးပါ။

၁။ Penalty Fees ပဲသလိိǽပါက Amount ƭကည့Ʊ်ပီးလȂင် Show Reservation Button ကိǽ Click လǽပ်Ʊပီး မǾလေနရာသိǽ ့ြပနသွ်ားေပးပါ။

www.maiair.com 20



6/3/2024

6

Fare Calculation
Round Trip Ticket တငွ ်Wholly (or) Partial အသံǽးြပǿထားƱပီး Non-Mixed Class ြဖင့ ်ထǽတထ်ားပါက

ခရီးသည ်သည ်RGN-BKK-RGN ကိǽ Total Fare USD 100 (LSPRT) ြဖင့ထ်ǽတ်ထား ေသာTicket တွင ်RGN-BKK Sector ကိǽ အသံǽးြပǿထားƱပီး BKK-RGN ကိǽချိနး်ရန်
Same Class မရလȂင်

၁။ ချိနး်မည့ ်(BKK – RGN) One Way Total Fare ǳǺင့ ်အသံǽးြပǿထားေသာ (RGN-BKK) One Way Total Fare ကိǽ System တွင ်ƭကည့ပ်ါ။

၂။ ထǽတ်ထားေသာ Round Trip Total Fare ထမဲǺ အသံǽးြပǿထားေသာ (RGN-BKK) One Way Total Fare ကိǽ ǳǽတ်ေပးပါ။

၃။ǳǽတ်၍ရေသာ Fare ကိǽ ချိနး်မည့ ်(BKK – RGN) One Way Total Fare ထမဲǺǳǽတ်လိǽက်လȂင ်ကျသင့ေ်သာ Fare Different Amount ကိǽ သǹိǺိǳိǽငပ်ါသည။်

ဥပမာအေနြဖင့် - RGN-BKK-RGN 

LSPRT = 100 USD  (original ticket fare ကိǽ  Accounting History တွင ်ƭကည့ပ်ါ)

LSPOW = 50 USD 

IMMB2BOW = 80 USD (Available class checked in system)

Fare different = 100 (LSPRT) - 50 (LSPOW)

= 50 USD

= 80 USD (IMMB2BOW) - 50 USD

= 30 USD

မǺတခ်ျက ်- One-way ထǽတ်ထားေသာ Ticket တွငလ်ညး် Fare Different တွက်ရာတွင ်Total Fare အေပȆတွငသ်ာတွက်ချက်ရပါမည။်
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Fare Calculation

Round Trip Ticket တငွ ်Wholly (or) Partial အသံǽးြပǿထားƱပီး Mixed Class ြဖင့ ်ထǽတထ်ားပါက

ခရီးသည ်သည ်RGN-BKK-RGN ကိǽ Base fare USD 100 (LSPRT) ြဖင့ထ်ǽတ်ထားေသာ Ticket တွင ်RGN-BKK Sector အတွက် Same Class မရပါက ချိနး်ချငေ်သာ Sector 

တွင ်ေြပာငး်လဲသွားေသာ Class ၏ RGN-BKK-RGN Round Trip Base Fare ကိǽ System တွင ်ƭကည့ေ်ပးပါ။ 

၁။ ထǽတ်ထားေသာ Ticket ၏ Base Fare (Original Ticket Fare ကိǽ  Accounting History တွင ်ƭကည့ပ်ါ)  ǳǺင့ ်ချိနး်မည့ ် Class ၏ Round Trip Base Fare ǳǺစ်ခǽကိǽ 

ေပါငး်ƱပီးလȂင ်ရǹǺိလာေသာ Fare ကိǽ ၂ ြဖင့စ်ားပါ။

၂။ ရǹǺိလာေသာ Base Fare ထကဲ ထǽတ်ထားေသာ Ticket ၏ Base Fare ကိǽ ǳǽတ်လိǽက်လȂင ်ကျသင့ေ်သာ Fare Different Amount ကိǽ သǹိǺိǳိǽငပ်ါသည။်

ဥပမာအေနြဖင့် - RGN-BKK-RGN 

LSPRT = 100 USD  (original ticket fare ကိǽ  Accounting History တွင ်ƭကည့ပ်ါ)

SPRT   = 180 USD (Available class checked in system)

Fare different = 100 (LSPRT) + 180 (SPRT)

= 280 USD/2

= 140 USD (New Fare)

= 140 USD (New Fare) – 100 USD (Original fare)

= 40 USD
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Refund Process

Normal Refund
၁။ Refund တငလ်ိǽေသာ PNR or Ticket No. ကိǽ Search Box တွငǸိ်ǽက်ထည့ေ်ပးပါ။

၁။ Refund တငလိ်ǽေသာ PNR or Ticket No. ကိǽ Search Box တွငǸိ်ǽက်ထည့်ေပးပါ။  
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Refund Process

Normal Refund

၂။ Refund PNR အား ဝငေ်ရာက်ƱပီးလȂင ်Flight No.၏ အေǹǺb˺oxတွင် Click လǽပ်ေပးပါ။

၃။ Cancel All Flights Button အား Click လǽပ်ေပးပါ။

၃။ Cancel All Flights Button အား Click လǽပ်ေပးပါ။ 

၂။ Refund PNR အား ဝငေ်ရာကƱ်ပီးလȂင ်Flight No.၏ အေǹǺ ˺boxတွင် Click လǽပ်ေပးပါ။ 

www.maiair.com 24



6/3/2024

8

Refund Process

၄။ Penalty Fees ǳǺင့ ်Refund ြပနရ်မည့် Amount အား ဤေနရာတွင ်စစ်ေဆးǳိǽငပ်ါသည။် 

၅။ Refund Amount မǺနက်နပ်ါက Complete Refund ကိǽ Click လǽပ်ေပးပါ။

www.maiair.com

၄။ Penalty Fees ǳǺင့ ်Refund ြပနရ်မည့် Amount ကိǽဤေနရာတွင ် စစ်ေဆးǳိǽငပ်ါသည်။ 

၅၊ amount မǺနက်နပ်ါက Complete Refund Button ကိǽ Click လǽပ်ေပးပါ။ 

25

Refund Process

၆။ Refund Summary တွင ်မိမိတငထ်ားေသာ Refund Amount ကျ လာ ေရာက်လာမည် ြဖစ်ပါသည။်

www.maiair.com

၆။ Refund Summary တွင ်မိမိတငထ်ားေသာ refund amount ကျ လာ ေရာက်လာမညြ်ဖစ်ပါသည။်
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Refund Process

Fully Refund 

Fully Refund ေလȂာက်မညဆ်ိǽလȂင ်
 
၁။ Refund ေလȂာက်လိǽေသာခရီးသည၏် Ticket Information  အြပည့အ်စံǽကိǽ Refund Form တွင ်ေအာက်ပါအတိǽငး်ြဖည့ေ်ပးပါ။
 

1. Refund Form ၏ အေပȆဆံǽးတွင ်Agent Company Letter ထည့ပ်ါ။ 
2. Passenger Name, Ticket Number, PNR, Sector, Issue Date တိǽက့ိǽ ြဖည့ပ်ါ။ 
3. ထǽတ်ထားေသာ Ticket ကိǽ Attached လǽပ်ေပးပါ။ 
4. Refund form တစ်ခǽတွင ်PNR တစ်ခǽသာ ေလȂာက်ေပးရပါမည။် 

(PNR တွင ်ခရီးသည၃်ေယာက်ပါပါက ၃ ခါေလȂာက်ေပးစရာမလိǽပါ။) 
 
၂။ Information ြဖည့ထ်ားေသာ Form ကိǽ b2brefunds@maiair.aero သိǽ ့Email ပိǽေ့ပးပါ။ 

၃။ Email ဝငေ်ရာက်Ʊပီး ၂ ပတ်အတွငး် Agent Account အတွငး်သိǽ ့Refund Amount ကိǽ ြပနလ်ညြ်ဖည့သ်ွငး်ေပးပါမည။်

(မǺတ်ချက ်: Refund Form ကိǽ 15.05.2023 တွင ်Email ပိǽေ့ပးထားပါသည။်)
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Special Service Information

Pet in Cabin
 Cats, Dogs and Rabbits that can fit in a travel
 Can bring aboard his/her in-cabin pet’s kennel in addition to carry-on bag allowance.
 Service Charges will be applied for all kennels to be carried on board.

Requirement  In-Cabin Pets 
 Must be at least two months (8 weeks) old.
 Pets can’t travel as unaccompanied minors.
 MAI allow only one passenger with one pet and maximum 2 pets per flight.
 Need to buy an extra ticket for the pet and pay the service charge depending on the cage’s size.
 Pet must travel on the same flights as the traveler responsible for them.
 If there’s an emergency, oxygen services won’t be available for pets.
 MAI will not take any responsibility for the injury or death of a pet
 if it is attributable to the pet's inherent qualities such as their health condition and predispositions

as the conditions in an aircraft are very different to a pet’s daily environment.
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Special Service Information

Pet in Cabin
Documentation
 various state and country entry rules for animals
 The local Animal Health Quarantine Department for necessary documents before travel.
 Pet owner will be denied to accept the pet on flight if the necessary documents/ approvals are incomplete.
Carries and Kennels
 Must be carried in an approved hard-sided or soft-sided kennel.
 The maximum dimensions for hard-sided kennels - 17.5 inches long x 12 inches wide x 7.5 inches high (44 cm x 30 cm x 19 cm).
 The maximum dimensions for soft-sided kennels - 18 inches long x 11 inches wide x 11 inches high (46 cm x 28 cm x 28 cm).
 Soft-sided pet carriers can exceed these dimensions slightly
 Ventilation must be provided on all 4 sides of the container and ventilated area must be at least 16% ventilation of the 4 sides.
 Clean and leak-proof bedding or clothe flat on the floor of pet’s kennel to avoid bad smell in cabin.

www.maiair.com 29

Special Service Information

Pet in Cabin

Booking In-Cabin Pet

 If passenger want to bring his/her pet into the cabin, passenger will need to indicate passenger is traveling with his/her pet ahead of time. 
Passenger can do this when booking your trip and indicating the number of travelers in your reservation. Passenger can also add his/her pet 
to existing reservation. 

At the airport with an in-cabin pet

When you arrive at the airport with your in-cabin pet, please check in with a MAI representative who will give you a tag to attach to your pet’s 
kennel. 
Pet owner to present the following documents at check-in counter. 

 Pet Veterinarian Certificate 
 Rabies Certificate 
 Export/Import Permit (if required)
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Special Service Information

Pet in Cabin

On board with an in-cabin pet

Pet must stay in their kennel with the door always closed while in the airport, at the boarding area and while on board the plane. 
Pet’s kennel must stay at pet owner feet, underneath the seat in front of pet owner. 

Other Requirement

Pet is carried in a kennel which completely encloses the pet 
The dog must be muzzled during the flight. 
Remains in the bag or kennel throughout the flight. 
Together with the bag/kennel, has a maximum weight of 05 kg 
Does not have an offensive behavior, smell or appearance 
A kennel shall be strong and lockable. 
Wheels shall be detached. 
Wire type kennels shall not be accepted, in view of the possible injuries to staff and animals. 
Each kennel shall contain only one animal and shall offer the animal sufficient room. 
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Medical Travelers

Wheel Chair Services information

WCHC 
(Wheelchair Cabin_ with 
Medical References)

WCHR
(Wheelchair Ramp) 

WCRP 
(Wheelchair Ramp Paid)

WCCP 
(Wheelchair Cabin Paid)

WCCP/WCRP - USD15

• only available free of charge 
for wheelchair services at 
ICN, CAN, TPE & ex KUL.

• only available free of charge 
for wheelchair services at 
ICN, CAN, TPE & ex KUL.

• Medical certificate is not 
required, and only need to 
pay ancillary service charges 
depending on the relevant 
destinations.

• Need a medical certificate 
from MAI’s authorized doctor 
or a designated hospital.

• Ancillary Service Charges + 
Third Party Additional 
Charges (etc., Ambu-lift 
applicable fees) need to be 
paid separately by the 
passenger at the relevant 
airports, both the departure 
and arrival airports (if 
necessary), which will depend 
on the type of aircraft and 
airport facilities.
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Medical Travelers

Stretcher Case
 MEDIF with full medical report in details of passenger history and current conditions.
 MAI authorized doctor recommendation for fit to travel
 Ambulance services for both airports must be arranged by pax 
 If oxygen require, will charge
 IPL (Invalid Passenger Loader) charges will be collected at RGN airport check-in 

counter for both airports.
 Need doctor with STCR pax on flight.
 Passenger need to provide MEDIF form and necessary documents in advance
 HQ team send mail to airport Team by attached with MEDIF form and necessary 

documents to check necessary requirement before flight departure.
 To purchase for STCR pax ticket fees will be highest walk in Fare +YQ+YR =  x 12+ 1 

time A/P Tax.
 Will inform to passenger as per airport team advised.

Airline authorized doctor contact is as follow.
 Dr. Mo Nyan Kyaw +959 501 0510
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Medical Travelers

Oxygen require passenger on board with cabin wheelchair
 MAI authorized doctor recommendation for fit to travel

 MEDIF form

 Charges USD200/ bottle (If used) and USD100/bottle (If standby)

 If oxygen need continuously, passenger own arrangement on ground area both ends.

 (Ambulance to boarding gate, security pass, medical team, etc.…….)

 Airline able to provide oxygen on board only

 Need to purchase 1 extra seat for Business class

 Need to purchase 2 extra seats for economy class

 Passenger need to provide MEDIF form and necessary documents in advance

 HQ team send mail to airport Team by attached with MEDIF form and necessary
documents to check necessary requirement before flight departure.

 Need at least one family member to assist for passenger

 Will collect High loader charges if require.

 MAAS service fees if require
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Contact Information

FunctionContactDepartment

 Agents/ corporate clients relationship
 Assisting to agent’s system issues
 B2B date change, Name Change, Refund
 Contracting 
 Special request and other issues

01- 9670019
01 - 9670040
01 - 9670030 (762 ~ 766)

sales@maiair.aero
sales@mingalaraviation.com
groupbooking@maiair.aero
groupbooking@mingalaraviation.com

Sales (HO)

International
 B2C ( Ticket Issue, Date change, Name Change  
 Flight Cancel and flight time change information

Domestics
 B2C & Agent’s date change, name change, refund
 Flight Cancel and flight time change information

01 - 9670030 (1704 ~1707) 
01 - 9670007(1 ~ 4) 
09 - 977880293 - 294

ticketing@maiair.aero
ticketing@mingalaraviation.com
csc@maiair.aero
reservation@mingalaraviation.com

Customer Service 
Center
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Contact Information

FunctionContactDepartment
• Agents/ Cooperate Clients Relationship
• Assisting to Agent’s System Issues
• B2C Date Change, Name Change
• Special Requests and Other Issues

MDL Sales Team

(02 - 4024861~ 3)
mdlsales@maiair.aero

Sales (MDL)

• All payment related issues01 - 9670030 (616) (MAI)
09 - 40918533 (Viber Only)

fin.agenttopup@maiair.aero
finance@maiair.aero

09 - 40918544 (Mingalar - Viber Only)

fin.agenttopup@mingalaraviation.com
finance@mingalaraviation.com 

Finance
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