
AGENCY PROFILE REQUESTS 

Our Trade Support team will be happy to process any of the requests below. Please submit the 

required documentation via email to Trade Support at tradesupport@carnival.com. 

1. AGENCY ADDRESS OR NAME CHANGE (Same Owner)

a. Letter/email with both previous and new agency name, address, and CCL profile phone

number.

b. Letter/email must be signed and titled by the owner or manager.

c. For agency name changes, the letter must be on the original agency letterhead reflecting the

original name.

d. Copy of the ARC/IATA/CLIA/TRUE/SELLER OF TRAVEL CERTIFICATE or Business License.

e. Updated W-9 (www.irs.gov/pub/irs-pdf/fw9.pdf). Please use W-9 link provided, as it is the IRS'

most updated version of the form.

IMPORTANT: Since Carnival commission payments are processed by Bottomline Technologies 

(Pay Mode X), you will need to notify them directly with address changes. Please contact them at 

1-877-443-6944 or via email at memberservices@paymode-x.com.

2. AGENCY ADDRESS OR NAME CHANGE (New Owner)

a. Letter/email on the original agency letterhead including both previous and new agency name,

address, and CCL profile phone number.

b. Letter/email must be signed and titled by previous owner and new owner (names needs to

match owner/manager on profile).

c. Copy of the ARC/IATA/CLIA/TRUE/SELLER OF TRAVEL CERTIFICATE or business license.

d. Updated W-9 (www.irs.gov/pub/irs-pdf/fw9.pdf). Please use the W-9 link provided, as it is the

IRS' most updated version of the form.

Note: Bill of Sale is required if the new owner is unable to submit a signed letter/email reflecting the 

previous and new owner. 
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