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TO: Ground Handling Agents and Partners 
FROM: Ground Operations Bureau 
ISSUE DATE: 24.09.2023 
REG:  11/ONPS/2023 
REVISION:                             1.0 
SUBJECT: ID tickets acceptance (Priorities concept LOT GHM ch.5) 
EFFECTIVE DATE: immediately 
FOREWORD: This MEMO contains a reminder of Procedure for ID tickets and priority. 
 

 
Dear Handling Agents and Partners,   
 
Due to significant increase in ticket sales of LOT Polish Airlines flights and consequently high seat factor, we would like to remind 
you about LOT Polish Airlines ticket policy for ID travel, as well as priority assignment. 
 
 General rules for acceptance process: 

 ID staff acceptance is based on priority rank (i.e. “P12”) and employment date (LO staff only)  
 Any upgrades to higher class (“C” or “P”) does not change the priority rank of seat allocation. 
 In the event of overbooking, seats are assigned to ID staff with higher priority rank before those with lower priority. 
 If two or more ID staff have the same priority, the acceptance (seat allocation) is determined by the date of employment 

and type of travel (duty/private). 
 Priority acceptance for ID staff in economy class “Y” 

A. [scenario: not enough seats to accommodate all ID members in “Y”] – priority guideline for Handling Agent: 
a. a full-fare passenger without a paid upgrade shall be upgraded to “C” or “P” to release seat for an ID staff 

                    in private trip with higher ID priority. 
b. an ID staff with travel Priority Group I on duty travel with right to upgrade to “C” or “P” shall be accepted in a 

higher class. 
c. an ID staff in private travel with a higher priority but without a purchased upgrade (no EMD) shall be accepted 

in economy class “Y” 
d. an ID staff in private travel with lower priority, but with an upgrade purchased (EMD), shall be accepted to a 

higher class “C” or “P” as long as there are still seats available in this class. 
 Priority acceptance for ID staff in higher class “C” or “P” 
B. [scenario: not enough seats to accommodate all ID members in “C” or “P”] – priority guideline for Handling Agent: 

a. a full-fare passenger with a purchased full-fare upgrade. 
b. an ID staff with travel Priority Group I on a duty travel with right to upgrade to “C” or “P”  shall be accepted in 

a higher class. 
c. an ID staff on a duty travel with right to upgrade to a higher class (“C” or “P”). 
d. an employee on a private trip with a purchased upgrade to a higher class (“C” or “P”). 

 
ATTANTION! 
No matter of what travel class was purchased (including EMD upgrades). The priority rank and date of employment determines 

the seat allocation in the higher class. 
 

Next page you will find a description of all Priority Group. 

Additionally, please find attached extract from LOT Ground Handling Manual chapter 5, with guidelines for ID tickets acceptance. 
 
Best regards, 
Ground Operations Bureau 
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Approval notice:  

 Name Function  Date 

Prepared by: Monika Zych Ground Operations Quality&Training Manager 25.09.2023 

Checked by: Bernadetta Podskrobko Safety&Procedure Manager 25.09.2023 

Approved by:  Sebastian Jadczak Ground Operations Bureau Director 25.09.2023 

 


