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Sale Office ISO DBA full name (no abbreviations)  
 

Print Sale Rep Name  
 

Sales ID # This is an assigned number 
You can request a Sale Rep ID in My Sales Office – Desktop – Traces Online  

 
Merchant Number Omaha merchant number (518564 …), this number is assigned upon approval. Or the MAI number (987…) if 

the account is pending credit’s review or is declined.  
 

Sales Rep. Signature  
 

Phone # Sale Rep phone number 
 

 
 
 
 
 

General Information Regarding Merchant Paperwork: 
1. Application must be signed by a minimum of 1 Owner/Officer 
2. A Site Survey Report or Section 2. Additional Credit/Site Survey Information  - is required for All merchants 
3. Business Check or Typed letter on Bank Letterhead are required for ALL merchants.  
4. Merchant Paperwork (MPA, Site Survey and voided checks) MUST be sent into First Data with in 15 calendar days, to avoid 

fines.  
5. A copy with all fees disclosed must be given to the merchant. 
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Client’s Business Name Merchant DBA name 
Business Address Merchant address information 

Business E-mail or Website  Address Website address will be required for Internet merchants 
Contact Phone # Merchant contact phone number 

Contact Fax # / E-mail Address Merchant contact fax number and/or email address 
Client’s Corporate/Legal Name Merchant’s corporate/headquarter name 

Billing Address Corporate/headquarter address information – required if it is different that the DBA 
Contact Name Merchant contact name 

Send Retrieval Request Mark the checkbox where merchant’s chargeback letters will be sent 
Send Merchant Monthly Statement Mark the checkbox where merchant’s statements will be sent 

Federal Tax Id # Fed ID Required (Corp), SS# Required for Partnership or Sole Owner for ALL 
Accounts. 

Detailed Explanation of the Type of Merchant  
SIC/MCC Merchant Category Code – a listing of these codes can be found on My Sales Office – 

Help – Training - FACS MCC Guide  
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Marketing materials are required for High Risk* merchants when 21% or more of Bankcard Sales are MO/TO or Internet. Marketing 

materials and a Detail Product Description is required for Business to Business Merchants*. 
*Refer to the Credit Policy for more information. 

**

**
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Date Business Started Dated the business was opened 
Prior Bankruptcies  

 
 

Trade References   Vendor Name  
 Address  
 City  
 State  
 Zip  
 Contact Name  
 Contact Telephone  
 Vendor Account #  

 
 

All High Risk*, Internet and MOTO merchants require 2 Trade References. 
Trade Reference are also required for Regular Risk* merchant who process over $2 million in Bankcard transactions a year. 

*Refer to the Credit Policy for more information. 
 

We recommend that you get Trade References from all merchant.  
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DBA Name You will need to provide this information at the top of each page on the MPA 
Merchant Number You will need to provide this information at the top of each page on the MPA 

 
 

Owner / Partner / Officer  Name

 
 
First name, middle initial, last name 

 % Ownership Supply their percentage of ownership 
 Title Title with the company  
 Home Address PO Boxes are not allowed 
 Social Security #  
 D.O.B Date of Birth 
 DL # Driver license number 
 State In which issued the driver license 

 
Name, Address and SS# required for all principals. Not required for well known Not-for profits (must  

have at least 50 employees), public companies and Government entities. 
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Deposit Bank Bank name 
Bank Contact Name of a bank contact 

Transit / ABA # Trans Routing Number  - must match voided check or bank letter 
Deposit Account # Deposit Account Number - must match voided check or bank letter 
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This information is primarily for your office’s use. It is very important to capture this information because 
it will determine which front-end the merchant will need to be setup on. 
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This section is used to capture the grid IDs that support the fees outlined for the merchant in Section 9. 
This section must be completed and the grids must match the exact pricing you disclosed in Section 9. 
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Financial Data is used to set the risk and underwriting thresholds. Providing inaccurate information 
may result in funding delays to your merchant or the account being closed. 

 
 

 
 

2 Year of Financials are required for High Risk* merchants with over $1MM in Bankcard Sales and  
any Regular Risk* merchant with $2MM or more in Bankcard Sales. 

 
*Refer to the Credit Policy for more information. 
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DBA Name You will need to provide this information at the top of each page on the MPA 
Merchant Number You will need to provide this information at the top of each page on the MPA 

 
 
 
Authorization & Capture Transaction Fees 
The fees disclosed in this section will be assessed to the merchant by attaching an Authorization Grid in MAE+. The fees disclosed in this section 
and the grid you attach must have the exact  pricing on all card types. For example if there is no American Express rate on the MPA, the 
Authorization Grid you attach CANNOT have American Express fee. 
 
 
 
Miscellaneous Fees  
The fees in this section will be entered into MAE+ separately.  Collecting an Annual Fee requires a manual effort by the ISO. To collect an Early 
Termination Fee it must appear on the MPA. This is not a fee that can be added after the MPA is signed.  
 
 
 
Monthly Fees  
The fees in this section will be bill to your merchant by attaching a User Define grid. Each User Define grid can bill up to 5 separate line items, but 
each merchant can only have one User Define grid attached to them.  
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To use the extended tiered pricing options (Worldcard or Rewards) or MPG TXN Fee column you need to have a Merchant Pricing Grid attached 
to your merchant.  
 
 
If a merchant does NOT want to accept MasterCard Credit/Debit or Visa Credit/Debit, they need to check the appropriate box(es).  If no boxes are 
checked we will assume that the merchant wants to be setup up for all MasterCard and Visa transactions. 
 
 
Discount Collected  

Daily – means we will debit the merchant daily  
Monthly – mean we will collect all of our fees at month end 
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To setup a merchant for Pass Through pricing you  MUST check the box in this section.   
 
 
Sales Transaction fee – assessed on every sale the merchant has  
 
Other Volume Percent – will be assessed on the merchant’s NET volume 
 
MC Qual Credit, MC Qual Debit, VS Qual Credit and VS Qual Debit - will be assessed on the merchant’s GROSS volume 
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Personal Guarantee for all high risk, MO/TO and Internet merchants. Highly recommended, although not required for all other accounts. 
 


