APPLICATION FOR MERCHANT AGREEMENT – ISO Liable 
An application must be completed for each merchant that is applying for bankcard processing.  If an applicant has more than one business, using different legal names, an application must be completed for each.

Short Name – Please indicate the short name assigned to your bank or branch.

Association # - If you have a specific association number this application should be assigned, please indicate it here.

Sales Rep Name – If you have a specific sales representative responsible for the application, please indicate it here.

Merchant Agreement V.3T – This box must be checked for all agent bank applications to indicate you have provided a copy of the Merchant Agreement to the applicant.
CNP Addendum - If the merchant processes 50% or more of their transactions with no imprint, this box must be checked and a copy of the CNP Addendum must be provided to the merchant.

Specialized Services Addendum – If the merchant application is for a hotel, supermarket, car rental agency, cruise, preauthorized healthcare or express payment, this box must be checked and a copy of the Specialized Services Addendum must be provided to the merchant.

BUSINESS INFORMATION:  This section gives us general information about the business, including the name, address, phone and type of business.

Legal Business Name of Applicant - Legal name of the business.

Legal Address, City, State, Zip - The legal address of the business (may be a PO Box)

Phone - Legal phone number.

Fax – Legal fax number.

DBA Name - The DBA name of the business.  This may be the same as the legal name, in which case it is not necessary to complete the DBA information.

Physical Address, City, State, Zip - Street address for DBA location.  We must have a street address on all merchants.
Phone - DBA phone number.

Fax – DBA fax number.

Federal Tax ID # - This is the merchant’s Federal Tax ID or Employer ID# (EIN).  If the business is a sole proprietor, they may use their social security number if they have no employees.

Length Owned - The years and months that the business has been open under the current ownership.  If this is a newly opened business, check appropriate box.  If the current business is under new ownership, check the appropriate box.
Seasonal / Months Open – If merchant is seasonal, check yes and list months they are open.  This is important to avoid monthly service charges.  If the merchant is not seasonal check no.
Date of Birth (if sole proprietorship) – List owners date of birth if merchant is a sole proprietorship.
Email Address – Merchant’s email address.
Web Site Address – Merchant’s web site address

Bankruptcies - If any of the owner(s) or the business has had a previous bankruptcy, indicate if it was either personal or business, and how long ago the bankruptcy occurred.

Type of Entity - Indicate if the business is a sole proprietor, LLC, general or limited partnership, public or private corporation, non-profit or other.

Business Type - Indicate if the business is retail, restaurant, lodging, service, internet, mail order, business-to-business or home based.

Description of Products/Services Sold - Please describe the way the merchant does business and what they sell.  Be as specific as possible when describing the merchandise sold, as we are required to assign a Standard Industry Code (SIC) for each merchant.  For example:  If the merchant is a clothing store, indicate if it is women’s, children’s, men’s, etc.

Mailing Address – Check appropriate box where merchant wants mail delivered to.

Location Contact – Name of an individual that would be the main contact at the DBA location.  May or may not be owner/officer.

Location Phone # - Phone # at location of person mentioned above.

Refund Policy- Select which refund policy applies to the merchant.

PRINCIPAL INFORMATION:  This section gives us personal data on the owner(s)/officer(s).

Principal’s Name - The name of the owner/officer.

Title - The title of the owner/officer.

Ownership % - The percentage this owner has in the business.  Please show at least 50%.
Social Security # - The owner/officer social security number. This must be provided in order to verify personal credit.

Residential Address - The home address of the owner/officer.  No PO Box numbers please.

Residential Phone # - The owner/officer home phone number.

BANK REFERENCES:
The first line must be completed with the merchant’s primary financial institution account information.  This is the designated account the merchant’s deposits will be funded to.  This is also the account that the merchant’s monthly processing fees will be deducted from
AUTHORIZATION FOR AUTOMATIC FUNDS TRANSFER (ACH):  Merchant should read the ACH agreement and select what type of account they have chosen to deposit funds into such as checking, savings or bank GL for cash advance locations only.

TRADE REFERENCES:

This section gives us information about some of the vendors the merchant uses.  This provides us with references and verifies the type of business.  We need to know the name of the trade, the account number, the product that is purchased, and the phone number.  Please provide trades that relate to the business type, such as a clothing vendor for a clothing store.  No 800#’s please.

Merchant Initials-The merchant must initial the bottom of each page.

PROCESSING INFORMATION:  This section explains for us how the merchant does business, including the swiped/mail order %.

Card Types Accepted:

The merchant must select what type of Visa and Mastercards they want to accept.  In addition, they can select if they are applying for non-bankcard types such as American Express, Discover, JCB and Diners/Carte Blanche.  They will need to supply the appropriate MID#’s for those card types if they have one.

Projected Average Visa/MasterCard ticket size – Enter the average sale the merchant will process.

Projected Monthly Visa/MasterCard Sales - Enter the average monthly volume for MC/Visa transactions only.

Electronic merchants complete the first 3 sections, equaling 100% of their monthly transactions.

Electronic card-swiped transactions – Enter the % of transactions that are card present and swiped through the terminal.

Electronic key-entered (with imprints) – Enter the % of transactions that are hand keyed but imprinted.  An example of this type of transaction would be an unreadable card or a merchant that is a locksmith and gets an imprint of the card, but goes back to the office to key the transaction into the terminal. 

Electronic card not present (w/out imprints) – *Enter the % of transactions that are hand keyed due to the card not being present (mail, telephone and Internet transactions.)

Touch Tone, Dial Pay or Paper merchants complete these 2 sections, equaling 100% of their monthly transactions.

Touch Tone card present (with imprints) – Enter the % of transactions that the card is present and imprinted. 

Touch Tone card not present (no imprints) – *Enter the % of transactions that are card not present (mail, telephone and Internet transactions.)

*If % of transactions without imprints is greater than 20% answer the question about 3rd party fulfillment.

If processing via mail, phone or Internet:  supply copy of print advertising, catalogs and brochures.  Where applicable, provide:  videotape (TV), audio tape (Radio or IVR) and Web page screen prints/URL (Internet.)

Do you bill your customer prior to goods/services being shipped? – If yes, indicated the approximate numbers of days from the time the cardholder’s card is charged till the merchant ships the merchandise or provides the service.

How do you advertise? – What advertising method does the merchant use?

Have you ever accepted credit cards before? – Complete if the merchant has already accepted credit cards and the name of previous processor.   
# of locations - List the number of locations for this business.  If the business has another account processing with TransFirst, please list the Merchant ID number or the name of the account.

Qualified Processing Method – Select how the merchant processes their transactions (EDC retail, EDC Card Not Present, Touch Tone Capture or Cash Advance).

In the box provided, list the names of each of your independent contractors or agents that will have access to cardholder data.  (ie:  An accountant / bookkeeper for your business)

EQUIPMENT OPTIONS

List model and quantity of terminal(s) you wish to order for the merchant.  Indicate if the equipment listed is to be purchased new or refurbished, rented or merchant owns.  Price listed should include any markup to the ISO.  Shipping, handling and tax will be billed in addition to the equipment price you list here.
Equipment billing to – Check “merchant” if you are selling the equipment at cost.  Check “Agent” if you are marking up the cost of the equipment.

Ship equipment to – Indicate if the ordered equipment should be shipped to the merchant’s DBA or legal address.  If the ISO is handling the installation of the equipment, check “agent”.

Send Welcome Kit to – Indicate if the welcome kit should be mailed directly to the merchant or to the ISO.  If the ISO is preparing the welcome kit, check “n/a”
Merchant training provided by – Indicate if TransFirst or the ISO will handle the installation and training of the equipment with the merchant.

Merchant Initials - The merchant must initial the bottom of each page.
FEE SCHEDULE

Please remember: this section is used to disclose the pricing to the MERCHANT!  You must list all charges that you want the merchant to pay.  If an item is left blank, we will assume that the bank is covering that cost for the merchant.

DISCOUNT RATE/PER ITEM FEE – Choose one option only
Visa/MC Cards – Quote the discount rate and any per item if applicable in this section if the merchant wants to accept both credit and signature debit cards.

Visa/MC Credit and Business Cards only – Quote the discount rate and any per item if applicable in this section if the merchant does not want to accept signature debit cards. 

Visa/MC Debit Cards only – Quote the discount rate and any per item if applicable in this section if the merchant wants to only accept signature debit cards and not credit cards.  

DEBIT CARD REBATES

Indicate the rebate amount for signature based debit transactions.  

NON QUALIFIED SURCHARGE

Enter the surcharges in the appropriate category (Qualified Rewards, Retail, MOTO or Touch Tone Capture) that apply to the merchant based on your pricing.

TERMINAL/NETWORK ACCESS FEES

Visa/MC/Diners - This is the fee for Visa/MC/Diners transactions that is charged each time the terminal dials into the network.  This is also known as the “transaction fee”.

Amex/Discover/JCB/Fleet – This is the fee for Amex/Discover/JCB/Fleet transactions that is charged each time the terminal dials into the network.  A fee should always be quoted in the event the merchant adds these card types at a later time.

Voice Auth/ARU Fee - This is the fee for the merchant to call the voice authorization center for an approval.

PIN BASED DEBIT/EBT FEES

Pin Based Debit/EBT Application Fee – This is a one time application fee for adding pin based debit or EBT processing.  Remember that this fee is in addition to the application fee for credit card processing.

Pin Based Debit/EBT Monthly Fee – List the monthly fee for a merchant to accept pin based debit transactions.
Pin Based Debit Transaction Fee – List the fee for processing pin based debit transactions.  Remember, this fee is in addition to the network access fee.

EBT Transaction Fee - Complete this blank if you are requesting that a merchant be set up to accept EBT.  Remember, this fee is in addition to the network access fee.

NON BANKCARD TYPES ACCEPTED

Discover Card – If the merchant wants to accept Discover cards and does not have an existing Discover merchant ID#, a Discover rate and per item can be quoted on this line.  If the merchant already accepts Discover cards this field should be left blank. 

Discover Application Fee – The fee charged by Discover of $25.00 to set up a new account.  This will only apply to merchants new to accepting Discover.

JCB Card – If the merchant wants to accept the JCB card, indicate the rate to be charged on this line.
Diners / Carte Blanche – If the merchant wants to accept the Diners or Carte Blanche card, indicate the rate to be charged on this line.
American Express Discount Rate - If the merchant wants to accept American Express cards and does not have an existing AMEX merchant ID#, an AMEX rate can be quoted on this line.  If the merchant already accepts AMEX cards this field should be left blank.  Also indicate if the merchant prefers a daily or monthly payment of transactions, what their estimated annual volume and ticket size will be and the pay frequency.
MISCELLANEOUS FEES – Not all miscellaneous fees will apply.
Monthly Service Fee - This is the monthly service fee that is charged to the merchant each month they are active.  Any additional mark up is profit to the ISO.

Application Setup Fee – Enter the amount you would like to collect for an application fee.  You will be billed for any applicable application fees.  If an amount is listed in this section, it will be paid to you.
ACH Return/Change Fee - This is a $15.00 fee assessed to a merchant’s bank account if an ACH item is returned to TransFirst due to insufficient funds in their account.  A $15 fee will be assessed to a merchant’s account for a request to change a DDA number.

Chargeback Fee – This is the fee for TransFirst to process a chargeback.

Monthly Visa/MC Minimum Discount Fee - This is a fee assessed to a merchant’s account whose discount rate and per item does not equal a set minimum amount in that month.

Equipment Purchase – Indicate the amount you want TransFirst to collect on your behalf from the merchant via their first merchant statement for purchase of equipment or software.
TRANSACTION CENTRAL PROCESSING
Complete this section if merchant is setting up the Transaction Central Product.
CHECK SERVICES
Complete this section if merchant is setting up check service processing.

MERCHANT GIFT & LOYALTY CARD PROGRAM
Complete this section if merchant is setting up to offer a gift card program.

PATRIOIT ACT NOTIFICATION AND DISCLOSURE
The merchant account is a financial account that would be regulated by the Patriot Act.  Please complete the following in compliance with these regulations.
SECTION I – Government Entity Verification:
This section is required for Government Entities ONLY.  Sections II and III are not required for Government Entities.
Check the appropriate box of the supporting documents you have verified.  Write in the name of the business.
SECTION II – Business Verification:

This section is required for ALL merchants except Government Entities.

Choose at least one form of identification.  Check appropriate box that you have verified the required documentation.  From the documentation you verified, fill in the necessary data for the box you checked.
SECTION III – Individual Verification:
Individual Name / Address of Residence / Mailing Address / Date of Birth – Please complete with Principal’s information.
Verify a valid Driver’s License.  Complete the boxes requesting driver’s license number; date of issuance; state of issuance and expiration date.
If no driver’s license is available, another form of ID must be verified and the appropriate box checked.  From the documentation you verified, fill in the necessary data for the box you checked.
SIGNATURES FOR PATRIOT ACT

Name and Title – please print the name and title of merchant applying.

Signature / Date – merchant must sign and date Patriot Act.

Sales Representative Name – please print ISO rep’s name that verified information for the Patriot Act.

Signature / Date – ISO rep must sign and date Patriot Act.

MERCHANT SIGNATURES:

We need each person who provided information in the principal section to sign in this section.  If a guaranty is being provided, the applicant must also sign on the guaranty line and print their name below.  The signatures must be dated.  TransFirst strongly encourages personal guaranties on all applications.

FOR INTERNAL USE ONLY

An ISO representative must sign and date the application under “Accepted by Referral Party” for approval.  The rest of the section will be completed by TransFirst.
DISCLOSURE PAGE

All tri-party agreements must include a Disclosure Page which contains statements on important Member and Merchant responsibilities.  
A copy of the Merchant Agreement and the Card Acceptance Guide must be provided to the merchant.  The Disclosure Page must be dated and signed by the Principal owner or senior authorized officer of the merchant indicating they have received and reviewed the documents.
A copy of the signed and dated Disclosure Page must be provided to TransFirst.

Merchant Information:

Please fill in the merchant’s name, address and phone number.

Merchant Signature

Print the name and title of the merchant, have them sign and date the form.

