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Submit Service Requests

Welcome to our Commercial Card program.

You and your cardholders now have a comprehensive payment solution to effectively manage business expenses. This important business tool was specifically designed to:

•   Enhance your ability to reduce costs and increase productivity of purchasing resources
•   Reduce acquisition cycle time
•   Increase travel and other purchasing controls
•   Give cardholders better security and confidence when traveling on business
•   Offer a variety of flexible options to meet your accounting needs
•   Provide informative, easy-to-understand reports
•   Eliminate the need for an on-site cash advance program

Because our business is helping yours, making program management easy is our top priority.  This guide will assist you in the implementation and day-to-day administration of a winning Commercial Card program.  Each section provides detailed information on a specific topic.

This guide should be used in conjunction with your Commercial Card Program Master Agreement, cardholder agreements, benefits guides, and other system guides and tutorials. The information in this guide is always
subject to the controlling terms of your Program Master Agreement and cardholder agreements.  If you cannot find the answer you are looking for, our representatives are always happy to help.

We look forward to making your Commercial Card program a great success!
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10 Keys to a Successful Program



1.  Engage support for your program from Senior Management.
Mandate a card program for purchasing and travel throughout the company.  Create a detailed card program growth and
expansion plan.

2.  Align with company goals.
Integrate your commercial card program objectives into enterprise-wide performance improvement initiatives.  Use your card program to improve cross-functional communication and drive process standardization wherever possible.

3.  Assign a dedicated Program Administrator.
For larger programs, this may be a full-time job for one or more people.  He or she is responsible for the management of the card program(s) and should be given opportunities to share best practices and interact with other card management professionals regularly.

4.  Create well-defined program policies and procedures.
Establish a management framework for your Commercial Card program to address cardholder needs while maintaining a high level of compliance and control. Communicate to cardholders regularly.

5.  Get strategic with your suppliers.
When targeting new vendors, ask about their acceptance and the level of data they are passing, and then make acceptance
a requirement to be signed as a vendor.  If a current vendor does not accept Visa, consider alternative vendors.

6.  Negotiate discounts.
Use card program reporting to identify top suppliers with high dollar spend, and then negotiate preferred pricing based on your volume.

7. Broaden the scope of your program.
Include high dollar transactions (computers, utilities, etc.) and expand Merchant Category Code acceptance.  Increase card and transaction limits as appropriate to accommodate these larger purchases.

8.  Make use of Commercial Card technology and reporting capabilities.
Implement an end-to-end automation strategy for every step in the procurement process to improve efficiency, enhance spend visibility and optimize internal resources. Monitor employee usage often using advanced reporting and audit options.

9.  Evaluate and report your success.
Analyze card processes continuously to identify improvement opportunities. Use external benchmarks to compare
programs in similar industries.

10.  Realize that no program is the same.
What might work for one organization won’t necessarily work for all.  Commit to learning about other programs and analyzing their methods before adopting new procedures.
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Your Treasury Representative assisted you with the selection of a specific card program to meet your company objectives. This person will continue to support you and will also direct you to various resources within the Commercial Card Team listed below.

An Account Manager from within the Commercial Card Team may be assigned to serve as the subject matter expert and strategic growth partner for your program.  Your Account Manager will be introduced to you in a Core Implementation or Introductory call, with contact information provided as a follow-up to that initial meeting.  He or she will oversee the initial Commercial Card implementation process and other initiatives.

Please engage your Account Manager to:
    Conduct strategic program calls
    Perform supplier match analyses to uncover volume growth opportunities
    Benchmark your program against programs of a similar size in your industry
    Discuss Visa system optimization/feature adoption
    Conduct or direct you to available product training sessions and demonstrations
    Investigate escalated account servicing issues
    Coordinate resources within the Bankcard Services and Treasury Management teams as needed
    Introduce you to industry organizations/events for card program management professionals
    Facilitate and celebrate your revenue share payments

An Implementation Manager will be assigned to support all aspects of your program implementation (under the guidance of your Account Manager, as applicable).  He or she will also be introduced in your Core Implementation or Introductory Call to assist with additional system configuration and training.

The PA Support Team is the primary day to day contact for your company’s Program Administrators (PAs).  While most service requests can be self-administered through the Card Management system, this group of courteous and knowledgeable individuals will support you by answering routine account questions, resolving cardholder issues, performing account maintenance, and assisting you in using the various card systems. You can reach PA Support at:

[bookmark: _Hlk86651674]Phone: 1-888-635-8342; 7:00 AM – 6:00 PM MT, Monday-Friday.  Additional authentication through a One-Time Passcode may be required for certain requests.

[bookmark: _Hlk86651491]Written:  Program Administrators may submit written requests using our secure online form.  We recommend bookmarking the URL.  Upon submission, a tracking number is provided.  To ensure Program Administrator Access Codes are safeguarded from email compromises, initial requests should not be emailed to the support team.  Once an initial request is submitted and authenticated through the online form, additional correspondence on that tracking number may occur through our general inbox with security information excluded.  All written requests will receive an initial reply within 1 business day.

The document below contains step by step instructions for submitting requests using the online form.  You may also use the CC Support Maintenance Form found below to submit requests. 



					







The Customer Service Team is your cardholders’ primary contact.  This U.S. based team will support you by answering routine cardholder account questions, processing disputes, and requesting statement copies. This team also provides after hours support when the PA Support Team is unavailable and has on-call resources at their disposal if needed for more unique, but urgent situations.  The Customer Service Team is available toll-free, 24 hours a day; 7 days a week at 1-888-758-5349.  Cardholders can reach this department by dialing the numbers printed on the back of each card, including a Collect number for international use.

Our customer service team uses the following items to authenticate cardholders:  card number, card credit limit, card expiration date, cardholder date of birth, and the name of a company Program Administrator.  Program Administrators will be authenticated using their unique Program Administrator Authentication Code (PAAC).

The Visa Benefit Administrator is available to answer questions and process claims associated with your travel and emergency assistance service benefits 24 hours a day, seven days a week, by dialing 1-800-VISA-911.
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In addition to this Program Management & Implementation Guide, we have developed several recorded system trainings and system quick reference guides.  Your Account Manager will also provide information on program and system enhancements, client best practices, learning opportunities, and other relevant industry information.

Each Knowledge Center provides quick reference guides and videos for some of the most common Program Administrator tasks, such as ordering cards.  A new webinar is also posted to this site each quarter as part of our commitment to continuing education for company administrators.  Highlights from each system release are also posted to the site.  The Knowledge Center contains similar content for other Treasury products.  Bookmark the site for your Affiliate:

Amegy Bank Knowledge Center
California Bank & Trust Knowledge Center
	National Bank of Arizona Knowledge Center
	Nevada State Bank Knowledge Center
	Vectra Bank Colorado Knowledge Center
	Zions First National Bank Knowledge Center
 
We provide training for Program Administrators as part of the implementation process.  This training may also be repeated for new company Program Administrators. After training, the Commercial Card Team is available to assist with any system difficulties.  Additionally, we provide many recorded training modules for administrators and other system user roles:

Administrator System Training Playlist
Manager/Approver System Training Playlist 
Cardholder System Training Playlist 

You may have initially opted not to implement some of the more advanced system features available to you, such as Mobile Expense Management, Payables Automation, and Compliance Auditor.  It is common for client program needs to evolve over time and we recommend periodically revisiting these topics internally and with your Account Manager.  You can also refresh your understanding of these systems in reviewing our recorded system demonstrations.  

We provide special learning events such  as short lunch and learn presentations and User Conferences.  Events may be held virtually or in-person periodically in different regions. Watch for event announcements from your Account Manager.

In addition to our events, you may find learning and membership opportunities provided by organizations dedicated
to purchasing, travel and fleet card administrators or treasury professionals useful. Consult your Account Manager to learn more about these professional associations and upcoming events.

    National Association of Purchasing Card Professionals (NAPCP); www.napcp.org
    Association of Financial Professionals; www.afponline.org
    Global Business Travel Association; www.gbta.org
    Association of Corporate Travel Executives; www.acte.org
    NAFA Fleet Management Association; www.nafa.org
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Your Account Manager will oversee the implementation of your program.  He or she will also work with an Implementation Manager from within the Commercial Card Team. Together, this team will tailor our standard implementation process to accommodate your company’s specific needs and requirements. They will also coordinate with any other Bank, Visa or other third-party resources needed to implement your program.

Generally, the entire process will last 12 weeks, including a 90-day post implementation period with regular touch points designed to ensure you have a strong start.  This timeframe is largely dependent on the type of card plastic selected, your reporting needs, and your company’s ability to provide the required information timely.

The process begins with the delivery of your initial card order and your Core Implementation or Introductory call.  If needed, you will have frequent meetings facilitated by your Account Manager regarding your account requirements and the progress of your implementation. Along the way, you will also participate in various training sessions and receive best practices from other successful programs.

The Primary Program Administrator for your company is in control of the implementation process and will contribute to the overall design of your program.  In addition to the Primary PA, it is recommended that you consider securing the following internal resources to ensure a smooth and timely implementation:

-     Senior Management Champion:  Provides strategic vision, goal setting, and internal prioritization.
-     Finance Representative:  Provides direction for accounting and reporting design.
-     IT Representative:  Provides direct assistance in all technical specifications and testing.
-     Secondary PA:  Provides back-up to the Primary PA.
[bookmark: SampleImplementationPlan]-     Company Trainer:  Provides system and card usage training to cardholders

Sample Implementation Plan

Using our years of experience and success in the Commercial Card industry, we have created an implementation process that is unique in both its effectiveness and simplicity.  To illustrate our implementation approach, we have included a sample implementation plan and critical steps below. The plan may be customized as needed and the items listed below may also serve as a checklist of your completed activities.  

Clients with simplified initial implementations that consist of reporting only access to systems typically do not require a detailed plan.  These implementations often require a single training call only with additional implementation project plans and calls initiated over time as needed.
















Pre-work:
Before the first implementation begins, a Treasury Representative and members of the Commercial
Card Team may work with you to complete the items listed below. Timeframes associated with this section are dependent
upon your company’s ability to complete and return items.

· Complete a supplier match analysis, review results, and identify lists for conversion to card
· Benchmark your program potential against peers of a similar size within your industry
· Submit card image artwork (optional - see “Card Plastics” section for image specs/timeframes)
· Review a Card Management demo
· Review a Clarity - Enterprise Plus demo and identify features to be used in initial program launch
· Review a Visa Payables Automation (VPA) demo
· Execute the Commercial Card Program Agreement w/revenue share grid and other amendments
· Gather/submit a card/account list using the New Batch Add Form (Excel template)
· Approve card image proof

  Core Implementation or Introductory Call:
Your Implementation Manager will schedule a Core Implementation call to occur after your initial login email has been received – generally 5 business days from the receipt of your completed implementation package by our Implementation Team.  If your initial set-up request is less complex, you will receive a list of recorded trainings available. Your Implementation Manager will reach out within three business days of receiving your login credentials to ensure all your questions are answered and you receive a strong start to your program!

During this call, you will be introduced to your Account Manager and other resources within the Commercial Card Team. They may complete some or all the following items during this session:

 Confirm receipt of initial cards ordered from the New Batch Add Template
 Activate cards (this can be done in bulk over the phone during the call)
 Confirm Program Administrator logins to Visa systems have been received and are functional
 Complete Program Administrator training in Card Management or confirm receipt of recording links
 Complete Program Administrator training for reporting in Clarity - Enterprise Plus or confirm receipt of recording links 
 Identify any additional Clarity - Enterprise Plus set-up requirements
[bookmark: _Hlk58945222] Identify any other implementation activities to take place after the call

Post Implementation:
During the Core Implementation or Intro Call, your Implementation Manager may identify additional items to be completed in the 90 days following that meeting. A list of common activities is provided below, but your unique program may have additional tasks. Regardless of the size of your remaining list of action items, your Implementation Manager and Account Manager will be pro-actively checking in on you over the first 90 days to ensure you are off to a good start!

 Close card programs from other issuers
 Create custom authorization strategies
 Develop internal card usage policies and procedures
 Execute cardholder agreements
 Establish third-party system data feeds (Concur, etc.)
 Clarity - Enterprise Plus Expense Management Configuration:
 Review Clarity - Enterprise Plus Configuration Files and Guides
 Establish automated emails
 Create financial extracts
 Visa Payables Automation Launch:
 Approve/develop supplier enablement campaign materials
 Upload supplier information
[bookmark: IntelliLinkExpenseManagementPlanning]

Clarity - Enterprise Plus Expense Management Planning

Clarity - Enterprise Plus is a highly customizable reporting and account allocation tool that provides solutions tailored to your specific business needs.  Expense Management configurations require additional implementation activities. Expense Management implementation planning sessions using the questions below are designed to assist all parties in ensuring that the appropriate resources are assigned to the project and that delivery timeframes/expectations are known and accepted.

	
Area
	
Planning Questions

	
Resources
	
Who are your ongoing Clarity - Enterprise Plus administrators for reporting, extract, and audit functions?

	

Resources
	
Who is your company trainer responsible for deploying training to your users?  Note: We provide standard training presentations and will conduct your first few cardholder/manager trainings as a “train the trainer” exercise in support of your program launch.

	

Resources
	
Who will represent your Finance and Accounting Departments throughout the project?  Note: This person should have a solid understanding of your company’s chart of accounts and financial structure, as well as understanding your accounting system.

	

Resources
	
Who will be your technology representative throughout the implementation project?  Note: This person should be able to assist in any technology requirements, including Clarity - Enterprise Plus extract file specifications for compatibility with your accounting system.

	

Requirements
	
What reporting needs do you have?  What is the purpose and frequency of each report? What data elements are needed in each report?  Who will be responsible for building, running, and maintaining reports?  Do you wish to organize cardholders into a hierarchy by department for reporting?

	

Requirements
	
Who will be responsible for coding transactions, and who will be responsible for approving coded transactions? Do you require multiple approval levels? Will any of your cardholders have a delegate who is responsible for coding transactions on their behalf?  Will you manage any non-card transactions such as cash or mileage expenses in Clarity - Enterprise Plus?

	

Requirements
	
What automated communications to cardholders and approving managers would be useful?  How often will each communication occur, and who will be the intended recipients?  What email address should these communications come from?  What reply email address will be used?

	

Requirements
	
Identify your accounting code segments and in what order they should appear. Which segments are required for each transaction?  For each accounting code segment, are users required to select from pre- defined values, or will “free text” fields be used?  Are there any relationships between accounting code segments and/or code values?  Which segments will have default accounting code rules?

	

Requirements
	
What are your data extract requirements?  What data points need to appear in your extract file? What does the file need to look like to be compatible with your accounting system?  Do you wish to “lock” transactions as they are extracted to prevent further edits?  How often will you extract transactions?  Will your extract be dependent on the approval status of transactions?
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Your company has three card plastic options:  standard card plastic, semi-custom card plastic, or fully- custom plastic. Your Implementation Manager will discuss all options during your first program implementation call.

It is important to select a plastic option that meets your long-term needs.

Standard Card Plastic: Programs using our standard card plastics can be implemented quickly, typically within one week from the date we receive your completed and correctly formatted New Batch Add Template.  These cards feature laser etching instead of embossing which is not possible with semi-custom card options.

Semi-Custom Card Plastic:  Semi-custom plastics allow your business to display a single-color logo (red, blue, black or green) in the upper right-hand corner of your cards.  We offer the semi-custom option on a silver card stock for your program at no additional cost.

Semi-custom plastics require two weeks from the date we receive your camera-ready artwork for processing and customer approval.  Once approved, a production test card is ordered and verified before we process your card order (typically an additional 5 business days).

All artwork must be submitted electronically to your implementation manager in black and white PNG, JPEG, JPG, TIFF, PDF, or EPS format.  All artwork must be 100% of size or increase/decrease specifications provided.  Logos will be printed at a resolution of 240 DPI.

Fully Custom Card Plastic:  Fully custom plastics allow your business to create a completely unique card that reinforces your brand image.  We offer the fully custom option for your program at a cost of $3,000 to $5,000 per 1,000 plastics ordered. The minimum fully custom card stock order is 1,000 plastics (not 1,000 cardholders).  The
number of colors used for your design, and the number of cards ordered, will drive the total per card price.  For example, a three-color card with the minimum order of 1,000 is $3,000. This represents an ongoing expense for your program each time additional card stock is needed.

Fully custom plastics require up to twelve weeks from the date we receive your camera-ready artwork for processing, testing and approval.  Once approved, a production test card is ordered and verified before we process your card order (typically an additional 5 business days).

All artwork must be submitted electronically to your Account Manager in an Apple Macintosh compatible format.
Images created in Quark Express, Adobe Illustrator, Adobe Photoshop or Macromedia Freehand are acceptable.  Acrobat
.pdf files cannot be accepted.

Additional Fully Custom Specifications:
Please convert all RGB files to CMYK or Pantone colors. All images must be at least 300 DPI and supplied at finished output size.  Please ensure that placed images in Adobe Illustrator or Macromedia Freehand are supplied as separate files to allow us to carry out color correction if needed.  If screen < 5% the dots will not be accurately
printed on the card. Please supply all screen and printer fonts used in the artwork.  Do not include trapping or chokes in the artwork.  For laminated cards, total ink coverage must not exceed 270% from all combined colors.  Default cut card size is 85.6mm (+/- 0.125mm) by 53.98mm (+/-0.05mm) (ISO 7810 ID-1 format).  Artwork that "bleeds" off the card edge must have a minimum of 3mm beyond the cut size.
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The Commercial Card program is designed to procure goods and services for business purposes that can be paid with a Visa Card instead of an invoice and/or purchase order.  Card accounts may be issued to individuals, departments, and/or card custodians for a variety of different uses.  Please consider incorporating the following card types into your Purchasing and Travel card program.

Fleet Cards
Fleet Cards can help your business to better monitor vehicle usage, while providing additional security to drivers who will no longer need to carry large sums of cash.  Cards may be tied to an individual driver, vehicle, or company unit.  You may require users to enter an ID and/or odometer information at the point of sale. Prompting functionality is subject to each merchant’s terminal configuration.

Department Cards
It is recommended that a cardholder’s name appears on most cards so that merchants can properly authenticate users by requesting valid identification.  When merchants do not have an opportunity to authenticate an ID at the point of sale, increased fraud risk may occur. There is no additional cost associated with the number of cards in your Commercial Card program, so you can order as many as needed to accommodate your company’s needs.
However, your company may order cards where a department name replaces the cardholder's name as the responsible party (example: Accounting Department) if they prefer.  Department Cards allow your program to have more users without increasing the number of cards to keep track of.

Ghost Cards
Department Cards issued without a plastic are referred to as Ghost Cards. These cards are used in online or
telephone purchases only and may be issued to a department or a specific supplier name.  Ghost Cards provide additional security by eliminating the physical cards which may be lost or stolen. On the other hand, when merchants do not have an opportunity to authenticate an ID at the point of sale, increased fraud risk may occur.  For Ghost Cards, the card number, expiration date, and CVV number which is normally printed on the back of the card are provided within Card Management (see recorded training modules for instructions).   Ghost Cards can be issued to different individuals for use or may reside with a specific high-volume vendor.

Central Travel Accounts (CTA)
Designed for reservations with the use of a travel agent, Central Travel Accounts allow your company to centralize the purchasing of airline tickets, hotel reservations and car rentals.  Some travel agents may opt to provide ticketing information directly to the Clarity - Enterprise Plus tool for reconciliation.

Diversion Account
Diversion Accounts enable companies to have certain transactions charged to a separate account. With a Diversion
Account, our system can roll fees and/or standard expense items, such as airline tickets, to a central account, thus freeing the individual cardholder’s credit limit.

Meeting or Project Accounts
These accounts can improve visibility into meeting or project spending by simplifying your purchase, payment, reconciliation, and reporting processes.  Issue cards to specific meetings to track event-related purchases separately from routine business travel or procurement expenses.  You may opt for higher spending limits on these cards to accommodate the larger purchases typically associated with meeting expenses, such as group airfare, hotel room blocks, conference facilities, delegate meals, etc.
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Each company should develop its own Commercial Card program policies and procedures.  It is recommended that you begin this process by reviewing examples found below, and then consider your organization’s unique culture to ultimately determine requirements for card use at your business.

Be aware that overly restrictive policies may undermine the success of your card program.   Best practices indicate that it is better to audit and correct behavior after the purchase than to have a program perceived by cardholders as too difficult, confusing, or cumbersome.

Your company’s comprehensive program policies and procedures should:

-     Clearly communicate the program’s purpose and benefits.
-     Define cardholder responsibilities.
-     Provide examples of what can and cannot be purchased.
-     List unusual purchases that are allowed.
-     Detail card limitations and controls.
-     Explain card limit increase and card control (merchant restrictions, daily limits, etc.) procedures.
-     Describe dispute resolution requirements.
-     Outline the reconciliation process.
-     Demonstrate how to deal with exception situations.
-     Identify audit procedures and disciplinary actions for misuse.


Consider creating an acknowledgement form for new cardholders to sign, indicating they understand the rules your company has set for using the card.  You should keep this form for your files.  A sample cardholder agreement is provided below.

Distribute your Commercial Card program policies and procedures annually so that all cardholders and their managers have updated information.  If possible, maintain this with other necessary forms and program information on an easily accessible web site.




[bookmark: _MON_1669556698]   
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Distribute the quick reference guides (provided in English and Spanish below) to your cardholders in helping them to activate their cards and enroll in mobile services designed to improve the cardholder experience.  This includes integration of cards into mobile wallets, enrollment in mobile fraud alerts, and use of the mobile App for Clarity - Enterprise Plus Expense Management (if your company has opted to use that tool for expense reconciliation).

They also include helpful contacts and guidance for authenticating when calling the cardholder call center.  You should customize this document with your own Program Administrator contact information. 




[bookmark: _MON_1711783017]	
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Each company should develop its own communication strategy for introducing the launch of their new Commercial Card program. The samples below are intended to provide a starting point for you in crafting these important messages.



Company Credit Card Announcement: Transition from Current Company Card Program

Dear Company Credit Cardholders and Approving Managers:

With careful review, we have elected to switch our current program with (current bank’s name) to (new bank name).  On (date), you will receive your new (bank name) Commercial Card to be used for future company expenses.

There were three (3) principal reasons for choosing (bank name) as our new provider:
1.   Merchant Acceptability: Data suggests an extremely high acceptability rate among travel-related suppliers and purchasing card vendors under this new Visa program. We are working diligently to further narrow the gap, and to set up as many non-accepting merchants as possible to increase value to the company.

2.   Superior Customer Service: We are working with a dedicated team to assure a smooth transition and superior service is provided throughout the relationship.

3.   Program Software: The software we are provided with our new program offers accuracy and ease of use for the entire program.

Over the next few weeks, we will continue to communicate details about this transition, including card delivery/activation and systems training.  All cardholders will automatically receive a new (bank name) credit card, provided their old (bank name) card was used over the past 18 months.

In the interim, please send questions you may have to (email address).

Key Dates:

o (date) - New (bank name) card received

o (date) - Cardholder/Manager systems training

o (date) - New card use begins – old (bank name) cards will be closed

o (date) - Final reconciliation of expenses on old (bank name) card due

o (date) - First new (bank name) card expense reconciliation due




Company Credit Card Announcement: Transition to New Company Credit Card Program

With careful review, we have elected to launch a new company credit card program.  On (date), you will receive your new (bank name) Commercial Card to be used for future company expenses.  Expense re-imbursements (except for non-cardholders) will no longer be allowed after this change is complete.

There were three (3) principal reasons for making this change and choosing (bank name) as our provider:
1.   Merchant Acceptability: Data suggests an extremely high acceptability rate among travel-related suppliers and purchasing card vendors under this new Visa program. We are working diligently to further narrow the gap, and to set up as many non-accepting merchants as possible to increase value to the company.

2.   Superior Customer Service: We are working with a dedicated team to assure a smooth transition and superior service is provided throughout the relationship.

3.   Program Software: The software we are provided with our new program offers accuracy and ease of use for the entire program.  This will allow us to further automate expense reconciliation processes, saving the company time and money!

Over the next few weeks, we will continue to communicate details about this change, including card delivery/activation and systems training.

In the interim, please send questions you may have to (email address). Key Dates:
o (date) - New (bank name) card received

o (date) - Cardholder/Manager systems training

o (date) - Card use begins

o (date) - First new (bank name) card expense reconciliation due

o (date) - Personal expense re-imbursements no longer accepted for cardholders
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To assess your company’s policies and procedures, survey cardholders and other program users regularly.  Their feedback will tell you if policy and/or procedure changes need to be made.  In many organizations, cardholder feedback has led to greatly improved programs and much wider acceptance and use of the card program.

Using a mix of multiple-choice and open-ended questions for your survey is recommended.  You may wish to design different surveys for varying program roles, such as cardholders and managers, or opt for a survey with broader statements.   A sample user survey, designed for a broad audience, is provided below.   Use the same survey multiple times and then compare results to show the impact of program changes.

Share any action plans developed from your survey with the participants!


	
	
	
	
	
	
	

	
	Strongly
Agree
	

Agree
	

Neutral
	

Disagree
	Strongly
Disagree
	

N/A

	
Training and materials provided sufficiently prepared me for my role in the card process.
	
	
	
	
	
	

	
I understand the benefits of a card program for the organization.
	
	
	
	
	
	

	
The new process is quicker/easier than the old/previous process.
	
	
	
	
	
	

	
The Commercial Card helps me to do my job more efficiently.
	
	
	
	
	
	

	
The card usage policies and procedures are clear.
	
	
	
	
	
	

	
I could obtain answers to my questions in a timely manner.
	
	
	
	
	
	

	
What do you like most about the Commercial Card program?

	
What do you like least about the Commercial Card program?

	
What suggestions do you have for program improvements?

	
Additional comments, if desired:



[bookmark: AdministeringYourProgram]Administering Your Program
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Your company has designated Primary and Secondary Program Administrators (PAs) as part of the implementation process.  Both Primary and Secondary PAs can access account information and request changes through various Commercial Card program contacts. The Primary PA will authorize additional PAs, receive pro-active servicing calls from the Commercial Card Team, and serve as the first point of contact for your Account Manager when coordinating new program initiatives.

To ensure only authorized persons can access and change sensitive account information, each PA must select their own, unique, 4-digit Program Administrator Access Code (PAAC). The Commercial Card Team will verify PAAC each time your administrators call or submit a written request through our online support form.  If you forget your PAAC, alternate identification consisting of various pieces of program/company information will be used to authenticate the call.

To add, remove or change PA information, the Primary PA should complete and send the PA Change section of the online support form.  We do not limit the number of PAs allowed for your program.

You may also designate System Administrators for your program without giving them full Program Administrator (PA) access. These administrators will not be added to our core processing system or client listing, which means they cannot contact our support teams to make changes to card accounts, including limit changes and new card requests. To add, remove or change System Administrator information, the Primary PA should complete and send the PA Change section of the online support form in selecting this administrator option.  






[bookmark: NewCards]New Cards

In addition to all alpha and numeric characters, the following characters CAN be used for embossing and encoding and may be used for the personalization of a customer or business name:  _     .     ,    ‘   & -.  The following characters CAN NOT be embossed or encoded on a card plastic.  If you send these characters, your new card request will be rejected: [    ]     @     $    *    # :     <     >     “    (     )  \    / =     %     !    ^    ;

All new cards must be approved by a PA.  PAs may use Card Management to order new cards.  All cards ordered using Card Management are processed immediately and received 1-2 days faster.  Please reference the Card Management recorded training modules for specific processing instructions, including how to connect your cards to the correct Control Account for billing.  To add new cards outside of Card Management, PAs must submit a request in authenticating through the online support request form.  The support team will reply with the latest version of our New Batch Add Template for the PA to complete and return for processing.  Your company must complete all sections highlighted in green on the template. After the new card is set-up, it will be sent per the standard delivery procedures established during the program implementation process.  For delivery within the United States, please allow 3-5 business days for Bulk Ship/FedEx orders and 7-10 business days for regular mail processing and delivery.




[bookmark: CardActivation]  Card Activation

Once an employee receives their card, they will need to activate the card by calling the number listed on the activation sticker. Security information must be verified to complete card activation.  While optional, providing your cardholders’ date of birth when ordering cards will make authentication and activation easier for them.  Activation procedures
reduce the risk of fraud when a card is lost or stolen in the mail.  

Company Program Administrators may activate cards and obtain Ghost Card details within Card Management. 



[bookmark: ReplacementCards]Replacement Cards

A replacement card is a new plastic to replace a card that has been damaged, lost or stolen.  Replacement cards will be sent to the cardholder address on file, or another address specified at the time of request, unless your company has elected to have all cards sent bulk ship to the company.  Only a PA can override bulk shipping.

If a card is damaged, replacement cards can be requested by the cardholder or PA. Cardholders should call the customer service number printed on the back of their card to make their request. PAs can request a replacement card within Card Management, or by contacting the Commercial Card Team.

If a card is lost or stolen, the cardholder must call the Customer Service Team immediately, and we will open a new account with a new card number.  Although the account number is new on a lost or stolen replacement card, it is still linked to the old account number in our system; however, it will need to be mapped in Clarity - Enterprise Plus (if mapping of cards is applicable to your unique system configuration).  Balances will be automatically transferred to the new account. Lost or stolen card replacements cannot be ordered by Program Administrators in Card Management due to the need for verifying recent activity.

Replacement cards are sent regular mail to the cardholder or bulk ship to the PA at no charge.  Express shipments to the cardholder may be requested for a $30.00 fee.



[bookmark: ReissueCards]Re-issue Cards

The re-issue process begins a full month in advance of the card expiration date to accommodate delivery times. Activation blocks will be placed on the new cards, and the expiration dates will be reset.  A card may be blocked from reissuing if we have received returned mail with no address change, or if the account has been frozen for any reason.

Re-issue cards contain the same card number and will be sent directly to the cardholder address on file via regular mail, unless the company has elected to have all cards bulk shipped.

Existing cards can be used throughout the reissue process.  Upon receipt, each cardholder will be required to activate their new card. Purchases on the new card will not be approved until it is activated.  Activation of the new card will deactivate the old card.

Occasionally, travel agencies may choose to not pass an expiration date at all or to pass "0000". This may result in a decline during the reissue process when the new card has yet to be activated, as the system will assume the most current expiration date. If this occurs, please contact your travel agency to process the transaction with your old expiration date.

When a Ghost Card has expired, the Company Program Administrators must access the updated expiration and CVV through Card Management and provide it to suppliers to ensure there are no purchase disruptions (see recorded training modules for instructions). It is recommended that administrators set calendar reminders for themselves to manage this task monthly or as needed based on their card expiration dates.  Program Administrators may also pull a card listing with expiration dates using the Card Details report in the reporting section of Clarity - Enterprise Plus.



[bookmark: CardCancellation]Card Cancellation

Program Administrators may cancel a card at any time using Card Management or by contacting PA Support.

If the cancellation is related to an employee termination, it is important to reduce your company's overall program risk by immediately calling PA Support.  We recommend requesting that the cardholder return their Commercial Card to your Program Administration Team to ensure that cards are canceled and properly destroyed.



[bookmark: CardAcceptance]Card Acceptance

Visa is accepted by millions of merchants around the globe.  Cardholders should look for the Visa symbol at merchants, banks, currency exchange desks and ATMs worldwide.

Your Account Manager can help you maximize your Commercial Card benefits by identifying suppliers that accept
Visa. See the Supplier Strategy section of this guide for additional information on our match analysis services.

If you have a key supplier that does not accept credit cards, but would like to, your Account Manager can help them reach a merchant services representative.


[bookmark: MobileWallets]Mobile Wallets

The mobile wallet is an app that can be installed on a smartphone or it is typically an existing built-in feature of a smartphone.  A mobile wallet stores credit card, debit card, coupons, or reward cards information.  There are several different mobile wallet apps available.  

We currently support 5 of the most popular mobile wallet apps:

· Apple PayTM:  Compatible devices are most new iPhones, Apple Watch, MacBooks and iPads which can be used in store with Near Field Communication (NFC) terminals, in app or web transactions via Safari.  
· Google PayTM:  Compatible devices are most new Android devices which can be used in store with NFC terminals, in app or web transactions.  
· Samsung PayTM:  Compatible devices are most new Samsung Galaxy phones and watches which can be used in store with NFC, magnetic stripe or EMV terminals, in app transactions, and web transactions at sites that accept Visa Checkout.
· Fitbit PayTM: Compatible devices are most new Fitbit watches and wearables which can be used in store with NFC terminals.
· Garmin PayTM:  Compatible devices are most new Garmin watches and wearables which can be used in store with NFC terminals.

Cardholders should follow the directions on their smartphone to add their card to their mobile wallet app.  Card verification will be required, and in most instances, require a call to Customer Service.  The phone number will be provided within the app.  Customer Service will be able to validate the card by asking the cardholder 3 to 4 verification questions as outlined under the customer service section on page 7.


[bookmark: EnhancedData]Enhanced Data

Enhanced Data refers to Level II and Level III data; that is, additional transaction or customer information that a supplier may be capable of capturing at the point-of-sale (in addition to the Level I data captured by all suppliers). Not every merchant/supplier can capture Level II and Level III data, as it requires enhanced technology and point-of- sale equipment.

Level I data is captured on all transactions by all suppliers.  It includes merchant name, merchant location, transaction amount, Merchant Category Code, and transaction date.

Level II data may include sales tax and/or unique variable data fields (up to 16 digits).  Level II data can be extremely helpful to the cardholder in reconciling charges, especially in the case of repetitive charges. Examples of Level II variable data include:  an order number, an employee name (in the case of temporary service provider), and a sample number (in the case of providers of laboratory testing service).

Level III data is divided into two types, summary data and line-item detail data. Summary data contains information that applies to the transaction, such as an order date and invoice number.  Line-item detail data is detail information about individual line items, such as product code, description, quantity, and unit cost.

Fleet data is captured at participating fuel and vehicle maintenance merchants who provide fleet-specific transaction data such as odometer readings, vehicle, or driver ID numbers.  This data is used by fleet managers to help better control costs associated with operating a fleet of vehicles for their everyday business needs.  Cards must be set-up to capture some Fleet data at the time of issuance.

Amazon Business Visa has teamed up with Amazon Business to access full line-item detail on Amazon Business purchases to improve visibility and analytics.  Amazon Business also provides approval workflows for additional control and seamless integration with the most widely used reconciliation tools, including Clarity - Enterprise Plus.  Through the Visa Business Solutions portal, click on the Partners Quick Link to set up an Amazon Business account or enable this service with your existing account.

	Data Type
	Level-1
	Level-2
	Level-3
	Data Type
	Level-1
	Level-2
	Level-3

	
Merchant Name
	

	

	

	
Invoice Number
	
	
	

	
Transaction Amount (Total)
	

	

	

	
Order Number
	
	
	

	
	
	
	
	
	
	
	

	
Date
	

	

	

	
Item Product Code
	
	
	

	
Tax Amount
	
	

	

	
Item Commodity Code
	
	
	

	
Customer Code (30 Char)
	
	

	

	
Item Description
	
	
	

	
Merchant Postal Code
	
	

	

	
Item Quantity
	
	
	

	
Tax Identification
	
	

	

	
Item Unit of Measure
	
	
	

	
Merchant Minority Code
	
	

	

	
Item Extended Amount
	
	
	

	
Merchant State Code
	
	

	

	
Freight Amount
	
	
	

	
Ship from Postal Code
	
	
	
	
Duty Amount
	
	
	

	
	
	
	
	
	
	
	

	
Destination Postal Code
	
	
	
	
	
	
	


(*) This table is provided only for illustrative purposes and should not be construed as a listing of all the possible fields
associated with each data level or that every processor will support all the possible data elements.
[bookmark: Declines]  Declines

Cardholders are encouraged to contact the Customer Service Team regarding declines. Depending on the decline reason, cardholders may be directed back to their company administrator for assistance with limit changes, authorizations strategy changes, etc.

As a Program Administrator in Card Management, you can pull decline/authorization reports to specifically identify cardholder decline reasons and then resolve certain declines like limits and merchant restrictions within the system.  This decline information is only available for a few days following the transaction attempt.  In this reporting, you will see a variety of decline reasons.  For your convenience, explanations of the most common reasons have been provided in the attached document below.  This document also includes actions that should be taken to resolve the decline.






[bookmark: StatementsandCycleDates]
Fuel merchants may set single purchase limit thresholds to mitigate their fraud risk.  These settings may cause cardholder declines but are often in place “per design” as part of the merchant's strategy to protect themselves based on Visa liability thresholds.  Neither you as the company nor us as the bank has any ability to bypass or change these merchant settings.  Cardholders may need to go into the store to have the merchant verify their identify and override the system limitation or they may need to simply use a different fuel merchant or other form of payment if the merchant does not have the ability to override their own settings. 

In April 2022, Visa announced changes to Automated Fuel Dispenser (AFD) liability thresholds in response to rising fuel prices and other factors.  Limits effective May 22, 2022, are as follows:
· AFD $1 status check limits at EMV enabled terminals will be raised to $175.
· $100 for non-Fleet cards at non-EMV enabled AFDs (this does not apply to our Commercial Cards as all Commercial Cards reside on a Fleet BIN).
· $150 for magnetic-stripe-read Fleet cards.
· $350 for chip read Fleet cards.

Statements and Cycle Dates

Your account cycles on a specific date each month as determined during the implementation process.  All company statements are produced and sent via regular mail on your cycle date. When your cycle date falls on a weekend or bank holiday, your cycle date will be the next business day.  Your Account Manager can provide your exact cycle date and assist you in requesting a cycle date change if necessary.

For company billed accounts, the company will be sent a billing statement, summarizing all cardholder activity, to the company address on file.  Each cardholder will receive a memo statement of their transactions.  A Program Administrator may suppress cardholder memo statements by contacting the PA Support Team.  Six months of statement copies are available within Clarity - Enterprise Plus; up to 25 months of downloadable transaction history is also available within this tool.

For individually billed accounts, each cardholder will receive a billing statement of their transactions. Six months of statement copies are available within Clarity - Enterprise Plus; up to 25 months of downloadable transaction history is also available within this tool.

Cardholders and PAs may request statement copies through the Customer Service and PA Support Teams.



[bookmark: MakingPaymentsandReconciliation]Making Payments and Reconciliation

*See the Credit Limit section of this guide to learn how payments affect funds availability for different billing types.
** If you are using the Positive Pay system, you will need to approve ACH for payment timely so that it does not reject. Consult your Treasury Management Officer to learn about auto-approval settings within Positive Pay.

When originating from one of our bank’s deposit accounts, the following payment methods will be immediately memo- posted to your account, resulting in instantly available credit. While funds are made available in this scenario, actual balances are not changed until the payment truly posts 24-48 hours later.

Customer Service: Call the number on the back of your cards (also provided in the Support Team section of this guide) to make payment through the Interactive Voice Response Unit or with a live representative.

Branch Transfer: This is a Universal Funds Transfer (UFT) from your bank account with us and is different from a regular in-branch payment.

Regardless of their originating bank, the following payment methods cannot be memo-posted, resulting in available credit within 24-48 hours from their receipt/processing date.

PayPoint - Auto Payment:  Enrollment allows you to set recurring payments in full on specific days of the month (based on the ending balance for the previous day). PayPoint is facilitated by ACH and may be set to pull from any bank account.  PayPoint may be established for Individual Bill accounts, but only when the payment is coming from a business bank account (no personal bank accounts are allowed in the auto-pay system).  If you are using Positive Pay, be sure to set your payment to auto-approve- the ACH is processed by our vendor through PNC Bank.  Use this form to enroll or change:



ACH:  Payments may be made via ACH in a variety of ways, including using an ACH template in our treasury online banking systems. ACH Payments should be sent to: “Zions First National Bank”; R/T
124000054; Account Number 088317565.
* To ensure proper credit, please include your company name and the last 8 digits of the control account you are making payment to in the receiving company name field.

Check by Mail:  Mail payment to: Bankcard Payments, PO Box 30833, Salt Lake City, UT 84130 or FEDEX to 2200 South 3270 West, West Valley City, UT 84119
** Please include the last 8 digits of the control account you are making payment to in the memo field.

Wire Instructions:  Wire payments should be sent to: “Zions Bank”; Account Number 88317565; R/T
124000054.
** In the OBI field, please include the last 8 digits of the control account you are making payment to.

As a best practice, company payment reconciliation should occur monthly using the company billing statement, all payments made within the cycle, and any payments after the cycle used to pay the outstanding cycle balance only. If you are using Clarity - Enterprise Plus for expense management, these items should also be compared to your final extract of all transactions for the month. If you are using Visa Payables Automation, these items should also be compared to your reconciliation files for the month. Clients may also choose to pull statement extracts or reconciliation files, pushing payments for those totals each time instead of reconciling to the billing statement. When using this method, the company billing statement is not reconciled as payments may cross statement cycles. This is not recommended as it can create additional reconciliation challenges if there is a payment error.

[bookmark: CreditBalanceRefunds]Credit Balance Refunds

Program Administrators should contact the Commercial Card Team to make a credit balance refund request. If the credit balance is the result of a merchant credit, we can immediately process the request.  If the credit balance refund is the result of overpayment, you must wait 30 days before we can process the request. Refund requests take 7-10 days for processing and delivery.  Any credit balance on a company bill account will be paid to the company directly.



[bookmark: DisputingCharges]Disputing Charges

Cardholders should attempt to resolve any merchant issues prior to initiating a dispute.

Our Dispute Team records and processes disputed charges received from you and your cardholders. To investigate a disputed transaction, we require written notice from the cardholder within 60 days from the billing statement date on which the error first appeared.  PAs may submit disputes on behalf of their cardholders.

To dispute a transaction, please send the cardholder's name, last 4 digits of the card number, transaction details and description of your claim or reason for the dispute to  bankcard.disputes@zionsbancorp.com.  If you believe the transaction(s) are unauthorized, please call 888-223-3819 to report the card Lost/Stolen.  Fraud claims can also be submitted during this call.

Provided the dispute has been accurately submitted, resolution is usually achieved within 45-60 days.  Account availability will remain constant unless the cardholder fails to provide their required dispute information.  Dispute results, including fraudulent transaction disputes, are communicated via regular mail to the cardholder address on file.  These notices only communicate whether the card account has been credited for the disputed transaction.  A chargeback decision is typically reached within 90 days of the dispute letter to the cardholder. The primary company administrator will receive information on any actual fraud losses in their monthly volume email.

Chargeback rights are dependent on the transaction.  Some of the basic rules are listed below.

Chargeback Opportunities:

	Card Not Present Transactions to include Internet/Mail/Telephone Order (this segment is most of our chargebacks performed).
    Automated Fuel Dispenser pumps on Lost/Stolen cards (cannot perform this chargeback on counterfeit cards).
    Keyed transactions at face-to-face merchant where the merchant does not capture an imprint or CVV2.

No Chargeback Opportunities:
· Any swiped transaction (excluding gas pumps) regardless of who or how the draft was signed.  Signature could be a scribble or anything else.  Not specifically signed by the customer  does not  provide a chargeback right.
· Card Not Present transactions where the merchant participates in Verified by Visa (our bank does not participate in Verified by Visa).
· Keyed transactions to a face-to-face merchant where they capture an imprint or CVV2.
· Transactions made on a card not issued to a specific person's name may be prohibited from chargebacks.








[bookmark: UsingYourSpendVolumeReports]Using Your Spend Volume Reports

In the second week of each month, a spend volume report is sent to your Primary Program Administrator or designated Program Administrators.  If your program includes more than one company billing account, spend from all accounts is aggregated in this report.

The report is designed to provide you with a visual of program spend growth trends towards your estimated annual spend goal.  As a Program Administrator, you should share this information with executive sponsors in your organization regularly.

The report allows you to track and review your goal progress.  Additional program and spend statistics are provided in the box underneath the spend graph.  Using the Current PYTD Volume (Annualized) and the Payment Frequency you can anticipate the earning rate on your revenue share grid for all standard transactions.  You can view a video on how to use your report by clicking on this link: https://youtu.be/6JuGEixultU.

If you’re participating in a Consortium, your Account Manager can provide you the current revenue share earning rate for your Consortium.



[bookmark: ManagingFraud]Managing Fraud

We strive to reduce your company's risk of fraud by investigating unrecognizable or clearly suspicious charges.  A cardholder or PA may be contacted by a representative from the Fraud Department and/or blocks placed on a card while we investigate.

Our fraud detection and investigation team use smart technology to help protect cardholders and minimize fraud- related losses. Recognition processes may generate cardholder calls and/or temporary account holds for unusual spending pattern changes, such as:

•    International transactions
•    Dramatic increases in overall volume
•    Multiple, low-dollar transactions
•    High-risk merchants
•    Merchants previously identified in fraud cases
•    Merchant Category Codes which are unusual for the cardholder

If a cardholder reports fraud on their account, the card should be closed immediately.  Cardholders who are traveling should use another form of payment, including personal payment, rather than leaving a compromised card open.  To minimize the personal impact to a cardholder, many companies can pay for larger expenses such as hotel and airfare on behalf of the cardholder using a central company card account.  If the cardholder has no other form of payment, the card may be allowed to remain open and additional steps can be taken within our Bank’s Operations and Fraud teams to further restrict specific purchase categories, foreign transactions, and Card Not Present activity in mitigating the risk.

Please help us reduce fraud by providing the following guidelines to your cardholders:
1.   Promptly examine your monthly statement for unauthorized charges. Immediately notify your PA or the Customer
Service Team if there are charges on your statement that you do not recognize.
2.   Watch salesclerks to make sure your card is not being used to imprint more than one transaction slip. Be sure the card is returned and that the card you are handed is yours.
3.   Do not leave your card lying around the house, a hotel room, or in the car.
4.   Do not leave copies of your cardholder number lying around or posted in visible areas.
5.   Beware of callers seeking your account number. The telephone is a favorite tool for criminals seeking valid account numbers or information.
6.   Destroy expired cards by cutting them in half.
7.   If a card is lost/stolen/missing, please notify the Customer Service Team immediately.
8.   Call Customer Service to notify us before you travel outside your normal area (internationally or within the U.S).



[bookmark: FraudMonitoringOptions]Fraud Monitoring Options

We offer three fraud monitoring queue options for use within your Commercial Card program.  We believe that providing you with multiple fraud detection options allows you to be in the driver’s seat in balancing convenience and fraud protection settings in your Commercial Card program.   The options include:  990 (most restrictive), 994, and 997 (least restrictive).  As a default, all cards will be placed in the 990 queues.  Company Program Administrators may request to have individual cards moved to the other two queues, acknowledging that the Company will have increased risk, by sending a written request using the online support request form.  Please listing those cardholders requiring a queue change along with the queue number you would like each of them to appear in.



[bookmark: EMVChipCards]EMV (Chip Cards)

EMV enabled cards (chip cards) provide additional security measures to help prevent fraud.  EMV utilizes a microchip embedded in the card to enhance security. The chip generates unique data for each new transaction to verify card authenticity. Combined with a signature, this process provides greater security in reducing fraud risk associated with counterfeit plastics in card present transactions.


[bookmark: PurchaseandSMSTextAlerts]Purchase and SMS Fraud Text Alerts

Visa Purchase Alerts allow cardholders to receive timely updates and notifications on their credit card activity in real time.  Cardholders can elect to receive Purchase Alerts through mobile, email or both. Each cardholder can customize
their alert settings through the Visa Purchase Alerts website, electing to receive notices for:  foreign transactions, online or phone purchases (card not present), and purchases exceeding a set amount.  Cardholders can enroll at www.visa.com/purchasealerts in a few simple steps.

[bookmark: _Hlk86657534]Cardholders may opt to receive and respond to SMS fraud alerts on their mobile devices by registering their cards at the bank specific websites listed below. The cardholder’s mobile number must be setup on their account prior to registration. To register, cardholders must enter their mobile number and then verify the following: complete card number, security code (on the back of the card), expiration date, and card account zip code. Users must also agree to the terms of use and reply “Yes” to an initial confirmation message during the set -up process.

	[bookmark: _Hlk58597034]Amegy Bank
	https://www.smsservicesnow.com/fd/registernew/xsl/amegy/index.htm

	National Bank of Arizona
	https://www.smsservicesnow.com/fd/registernew/xsl/arizona/index.htm

	California Bank & Trust
	https://www.smsservicesnow.com/fd/registernew/xsl/calbanktrust/index.htm

	Nevada State Bank
	https://www.smsservicesnow.com/fd/registernew/xsl/nevada/index.htm

	Vectra Bank Colorado
	https://www.smsservicesnow.com/fd/registernew/xsl/vectra/index.htm

	Zions First National Bank
	https://www.smsservicesnow.com/fd/registernew/xsl/zions/index.htm




[bookmark: MerchantBreaches]Merchant Breaches

Occasionally, one or more of your cards may be identified as being connected to a merchant breach.  If one of your cards is impacted, your program administration team will be contacted and given several options to replace the card account with a new card number.

If an impacted cardholder is not traveling, or fraudulent activity has already appeared on their account, we will report the card as stolen to replace it with a new card immediately.  The cardholder’s existing card would be closed and unavailable for use and will be linked to the new replacement card.  The replacement card will arrive within 5 business days.

If an impacted cardholder is traveling or cannot be without a card for a few days, you may wish to consider having them use a personal card for their travel expenses while their card is reported as stolen, and a new card is delivered. If you wish to leave their existing card open for their use (which increases your company’s exposure to potential fraud loss es), we will order a new card for them rather than reporting the existing card as stolen. The new card will arrive within 5 business days.  When the cardholder receives their new card or returns from their travels, they can then activate the new card and close the old one. In this case, the cardholder’s old and new cards will not be linked.




[bookmark: CardControls]Card Controls

Our authorization system provides you the flexibility to set controls at company and individual card levels. By creating your own spending profiles, you will be able to better monitor and control transactions for your Commercial Card program.


[bookmark: CreditLimits]Credit Limits


The company credit limit was determined during the implementation process.  Contact your Account Manager to request an increase to this limit.  All company increases are subject to credit approval and may require additional company information to be supplied.

Program Administrators establish credit limits for each card at the time of issuance. The cumulative sum of your cards’ individual credit limits can be greater than your total company credit limit, with funds available on a first come basis.  PAs may change cardholder limits by using Card Management or contacting the Customer Service or PA Support Teams.

Typically, accounts are company billed and cardholder credit limits refresh at each billing cycle (not when payment is made to the company account).  As such, each card should have a limit that covers their monthly spend estimate and the aggregate limit of all individual cards does not need to equal the company credit limit.  Payment is made to the company billing control account.  Payment releases funds on the company account upon posting, but funds must also be available on the individual card account to allow charges.  If the individual card has hit their limit for the month, the company’s Program Administrator will need to raise the individual card limit (either permanent or temporary) to allow for purchases.

Instead of the typical card limit refresh at cycle described above, company administrators may opt for the mid-cycle refresh setting on some or all their cards.  Mid-cycle refresh is enabled on a per card basis using special authorization strategies (see the “Merchant Restriction” section of this guide for details on which authorization strategies to use).  When enabled, the cardholder credit limit is ignored and is effectively equal to the total company credit limit; as such, this feature should be used with caution.  This setting ensures the funds available on the card match the funds available at the company level – refreshing the cardholder limit availability as company payments are made mid-cycle.  This eliminates the need for administrators to set and adjust individual card limits to accommodate changes in utilization, while still providing the convenience of a single billing statement at the company level.  As with all combined billing accounts, the aggregate limit of all individual cards does not need to equal the company credit limit and payment continues to be made to the company billing control account only.  Payment releases funds on the company account, and any cardholders with a mid-cycle refresh authorization strategy, upon posting.  Any cards that do not have a mid-cycle refresh authorization strategy attached to them will follow the typical combined billing process with monthly limits enforced and refreshed at cycle.  

For individually billed accounts, cardholder credit limits refresh upon payment posting to their account.  Individually billed cards are restricted to a maximum individual card limit of $25,000.  Cardholder exceptions to this limit restriction require the company to be enrolled in autopay for the individual account.  Payments are made to individual card accounts by the individual cardholder or by the company on the cardholder’s behalf.  Payment releases funds on the individual account upon posting, but funds must also be available at the company level to allow authorizations. 





[bookmark: ManagingLimitsforMultipleCompany]Managing Limits for Multiple Company Billing Accounts

All company billing accounts under your program are connected by a “Super Company” that acts as an additional control account over the company billing accounts to ensure they cannot collectively spend above the approved credit limit for the company.  If your card program has multiple company billing accounts separating different entities, card types or VPA, you may divide the approved credit limit amongst them evenly or as you see fit.  If you set the limits on each billing account to overlap or be equal, funds are approved on a first come basis.


[bookmark: SinglePurchaseLimits]Single Purchase Limits

A single purchase limit is the maximum amount that can be purchased in any one transaction. As a default, each card’s single purchase limit is equal to their card credit limit.  PAs can assign alternative single purchase limits at the cardholder level using an authorization strategy (see section below).



[bookmark: DailyPurchaseLimits]Daily Purchase Limits

Daily purchase limits may be set to restrict amount of cardholder transactions allowed per day.  As a default, each card’s daily purchase limits are unrestricted.  PAs can assign alternative transaction limits at the cardholder level using the authorization strategy (see section below).



[bookmark: TransactionLimits]Transaction Limits

Transaction limits may be set to restrict the number of cardholder transactions per day and/or per cycle. As a default, each card’s transaction limits are unrestricted. PAs can assign alternative transaction limits at the cardholder level using the authorization strategy (see section below).



[bookmark: CashAccess] Cash Access

A company cash access limit was determined during the implementation process. As a default, all cardholder cash limits are set to $0.00. Program Administrators may set cash limits for cardholders by using Card Management or submitting a request to PA Support.

If authorized, cardholders may obtain cash from any ATM that is part of the Visa Network and from any Visa member bank, subject to ATMs transaction size and frequency limits set by the bank which owns that ATM.  

Cardholders with cash access must call 888-891-2435 from the Home Phone number listed on their account to establish a Personal Identification Number (PIN).  Cardholders cannot call from a different number and must be able to authenticate by entering their full card number and either the Zip Code listed on the card OR the Company Tax ID Number (TIN).  If the cardholder answers these questions incorrectly, they will be locked out of the automated PIN system for 24 hours before they can try again.   



[bookmark: MerchantRestrictions]Merchant Restrictions / Authorization Strategies

Authorization strategies provide a great way for you to establish controls for cardholder compliance with your business’ spending policies.  PAs may create and edit custom authorization strategies by using the Authorizations Strategy Workbook below.




PAs may also use our standard strategies. These 12 standard strategies (and their alternate versions used to further restrict purchases to the U.S. enable mid-cycle refresh) have automatically been loaded into Card Management for your use.  The standard authorization strategies available are listed below.  Also listed within the Pre-Built Authorization Strategy document are the individual MCC codes associated with each standard authorization strategy and a side-by-side comparison of all strategies and the MCC codes they include.





As a default, cards have no strategy applied to them.  Program Administrators can add or remove a strategy from a card, real-time, using Card Management or by calling PA Support.  It is recommended that every card has a strategy applied to it, even if it is only the HIGH strategy.

In addition to using authorization strategies for Merchant Category Classification (MCC) restrictions, Fleet cards can be restricted using the purchase type codes below. Please note that there is not a purchase type code available which further restricts the type of fuel available for purchase.  Please contact PA Support if you would like to use these Fleet-specific merchant restrictions.
      1 = fuel
      2 = nonfuel
      0 = not fleet related merchant


[bookmark: VisaBenefits]Visa Benefits


Visa provides a wealth of services that your cardholders can access 24 hours a day, 7 days a week, by contacting the Visa Benefits Administrator at 1-800-VISA-911.  Comprehensive benefit guides are provided with each new card. You may request a copy of the benefit guides by contacting PA Support.

All Visa benefits are provided at no additional cost to your company.  No enrollment is required to participate. Visa offerings may change at any time.

[bookmark: TravelandEmergencyAssistanceServices]Travel and Emergency Assistance Services

Visa Travel and Emergency Assistance Services will put your cardholders in touch with the appropriate emergency services should the need arise.  Assistance may include:

-     Emergency Message Service:  relays critical messages to family and business associates.

-     Medical Referral Assistance:  provides medical referral, monitoring, and follow-up.

-     Legal Referral Assistance:  arranges contact with English-speaking attorneys and U.S. embassies.

-     Emergency Transportation Assistance: arranges travel to home or nearest medical facility.

-     Emergency Ticket Replacement:  helps with the carrier’s lost ticket reimbursement procedures.

-     Lost Luggage Locator Service:  helps with carrier’s claim procedures or can arrange shipment.

-     Emergency Translation Service:  provides telephone assistance in all major languages.

-     Prescription Assistance:  can help cardholders get prescriptions filled or replaced.

-     Valuable Document Delivery Arrangements:  can help transport critical documents left behind.

-     Pre-Trip Assistance:  provides information on your destination before you leave.

Visa Travel and Emergency Assistance Services provide assistance and referral only.  Cardholders are responsible for the cost of any actual medical, legal, transportation, cash advance, or other services or goods provided.  Please refer to the Travel and Emergency Assistance Services section of the Guide to Benefits included with each card for additional terms, coverage, and claim details.






[bookmark: AutoRentalCollisionDamageWaiver]Auto Rental Collision Damage Waiver

[bookmark: _Hlk86411928]This service provides your cardholders with primary collision and loss damage insurance when you rent a car using the Commercial Card for 31 consecutive days or less. To qualify, cardholders must decline the vehicle rental company’s collision damage waiver option, or similar provision, if offered by the auto rental company.  Please refer to the Auto Rental Collision Damage Waiver section of the Guide to Benefits included with each card for additional coverage and claim details. To reach the claims department directly, you may call 1-800-348-8472.







[bookmark: TravelAccidentInsurance]Travel Accident Insurance

Cardholders (not the Company) are insured for up to $500,000 against accidental death and dismemberment that results from common-carrier transportation purchased with the Commercial Card. Please refer to the Travel Accident Insurance benefit guide included with each card for coverage and claim details.










[bookmark: VisaLiabilityWaiver]Visa Liability Waiver

The Visa Liability Waiver program insures your Company against eligible losses that might be incurred through card misuse by a terminated, eligible cardholder.  If an eligible cardholder misuses their Visa Commercial Card privileges, the Visa Liability Waiver reimburses certain eligible charges and helps minimize Company losses.

Visa Liability Waiver Benefits:

    Coverage up to $100,000 per eligible cardholder.
    Automatic enrollment.
    No deductible and no extra cost to the Company to participate.
    No maximum cap per Company.
    Coverage ghost accounts.
    Simple claim procedures.
    Coverage for non-employee contract workers.



Company Obligations:

	Advise your card users that accounts are for approved company expenses only; preferably within a documented company policy and through the execution of a card usage agreement with all users granted access to a card account.
    Cancel the card account within two (2) business days following the Notification of Termination Date.
    In the event of misuse, attempt to collect from the cardholder for 60 days.
    File a claim with all required documentation within 180 days of Notification of Termination Date.


  Eligible Transactions:

Charges incurred by an eligible cardholder or another authorized person which:
    Do not benefit the company directly or indirectly.
    Were billed up to 75 days before the Notification of Termination Date.
    Were incurred but unbilled as of the Notification of Termination Date.
    Were incurred up to 14 days after the Notification of Termination Date.

** Notification of Termination Date means the date the cardholder gives oral or written notice of immediate or pending termination to the company, or the date the cardholder leaves the Company, whichever is earlier.  The Company must cancel the card account within two (2) business days following the Notification of Termination Date.

Cash Advances incurred by an eligible cardholder or another authorized person which:
    Were made prior to the Notification of Termination Date.
    Were made after the Notification of Termination Date, up to $300 per day or a maximum of $1,000.









Filing a Claim:

After 60 days of collection efforts, a Company claim can be filed.  All claim documentation must be submitted within
180 days of the Notification of Termination Date.  Reimbursement to the Company for valid claims will occur within thirty (30) days of the receipt of all required claim documentation.

To file a claim, the Company must complete and sign the Company section of the Visa Affidavit of Waiver Claim Form (below) and send it to PA Support with the following required documentation listed below.  

	A copy of the Company’s executed cardholder agreement, stipulating the card is to be used only for approved company expenses.
	A copy of the written notification sent to the former cardholder, in writing, stating that their account has been canceled and they no longer have the right to use it.
    A list of all eligible charges requested for waiver (a computer screen printout of the cardholder’s account
statement or photocopy of the actual account statement with charges highlighted).
	Documentation and a written description of all actions taken by the Company to collect directly from the eligible cardholder during the 60 days following the Notification of Termination Date.
	A copy of the Account Cancellation Request sent to the bank or a screen shot from Card Management showing the cancellation actions taken by the Company.
    Proof of eligible cardholder reimbursement in cases where the eligible cardholder was reimbursed by the Company but failed to pay the bank (e.g., expense reports or canceled checks).




   

Clarity - Enterprise Plus


Whether you’re on the road or in the office, information about your accounts is just a few clicks away! Clarity - Enterprise Plus is our free, intuitive reporting and account allocation system.  For your convenience, this system is available 24/7, 365 days a year, via any standard web browser.


[bookmark: cardmanagement]Card Management

The Card Management module provides several self-servicing options.  Card Management features allow PAs to do the following:

•    Change cardholder credit limits (real-time, set for the future, or temporary).
•    Close an account.
•    Update cardholder address.
•    Request a new card.
•    Request a replacement card.
•    Apply authorization strategies.
•    Activate cards.



[bookmark: intAccessLevels]Access Levels

The system has three access levels, with varying functionality based upon your company configuration.

Cardholders can :
    View and download 6 months of statements and 25 months of transactions.
    View level II and III data (when supplied by the merchant) for posted transactions.
    Review, edit and approve transactions online or through the "Visa Spend Clarity Enterprise "mobile App.
    Create Expense Reports.

Managers can:
    Access manager reports.
    Review, edit and approve transactions.
    Approve Expense Reports.


Administrators can perform the following and more:
    Add and delete users while assigning access rights.
    Manage the account hierarchy.
    Upload accounting codes.
    Create default account code mapping.
    Post broadcast messages to other users.
    Create automated email messaging.
    Perform audit tracking.
    Report on spending pattern exceptions, preferred supplier spending, etc.
    Initiate data extracts for reconciliation with ERPs.

[bookmark: intRegistration]


Registration

Your company’s Primary Program Administrator is granted access to during the implementation process. Additional administrators, managers and cardholders may also be granted access. After implementation, PAs can add and remove additional users within the system as needed.

[bookmark: _Hlk86749802]To access Clarity - Enterprise Plus, go to https://enterprise.spendclarity.visa.com.  If you are a Program Administrator who has opted to have your Visa log-ins single sign-on enabled, you will go to www.businesssolutions.visaonline.com.

User IDs and initial passwords will be established by your Primary Program Administrator.  It is recommended that you use company email addresses for all User IDs.  During a user’s first login, they will be asked to create a new password, and establish two-factor authentication. Passwords are case sensitive.

If a user forgets their password, they may select “Forgot your password” from the home page and a new, randomly generated password will be emailed to their email address on file.  Users must contact one of their company Program Administrators for assistance with login issues.


[bookmark: intTraining]  Training and Recorded System Demonstrations

We will provide training for your Program Administration Team as part of the implementation process. After training, the Commercial Card Team is available to assist you with any system difficulties.  Additionally, we provide many recorded training modules - see the Other Program Resources and Training section of this guide for links. 

Virtual PA Training Courses are offered several times a year.  These courses are offered to clients at no cost.  Click here to register for any of our scheduled classes.

· In Foundations, we will cover: Keys to a strong program, Program management basics, Card Management and basic reporting within the Clarity – Enterprise Plus system, and targeting suppliers.  When offered, the 2-hour Foundations course is held on the second Wednesday of the month from 1:00PM to 3:00PM MT.  

· In Systems, we will cover we will cover: Mobile Expense Management / Expense Management set-up, user management, fleet cards, and Visa Payables Automation.  When offered, the 2-hour Systems course is held on the third Wednesday of the month from 1:00PM to 3:00PM MT. 
 
· In Advanced, we'll take a deeper dive into program maintenance, advanced Expense Management and reporting features within the Clarity - Enterprise Plus system, supplier enablement, and Compliance Auditor.  When offered, the 2-hour Advanced course is held on the fourth Wednesday of the month from 1:00PM to 3:00PM MT.  

[bookmark: VisaPayablesAutomation]Payables Automation (VPA)


VPA is designed to function with the traditional accounts payable process.  Using this system, steps for reconciling invoices and controlling payment timeframes are preserved, while processing controls limit your suppliers to charging accounts for the exact amount authorized and supplier communication is streamlined through automated email notices.

In VPA, clients upload a file of all invoices to pay, and then the system assigns a card number to be used for each invoice. The system then sets a limit on the card through Visa Payment Controls (VPC) which exactly matches the invoice
amount.  Suppliers cannot process the transaction for any more or less than this limit.  VPA handles the communication of card numbers for each invoice to the supplier in a payment instruction email, eliminating the need for your AP resources
to spend time calling suppliers with card numbers to use for each payment.  Program Administrators have visibility into
which suppliers have processed the payment and can even re-send the payment instruction email to a supplier as needed. Once the supplier processes their payment, they are not able to use the card again as the limit on that card is automatically reduced to zero upon authorization and placed back into the VPA card pool to be used for a future invoice with another supplier in no less than 60 days.

To further automate, clients may opt to connect VPA to our Integrated Payables solution which also handles check and ACH processing amongst other invoice processing improvements.  If you are interested in Integrated Payables, your Account Manager can connect you to a Treasury Management Officer for more information and to see a demonstration.


[bookmark: vpaRegistration]Registration / Implementation

Before VPA can be implemented for your company, you will need to create a test Payment Instruction File (PIF). Specs are available to assist you. Fees associated with the VPA program can be found within the Commercial Card Schedule of Fees, which is the last page of your Commercial Card Program Master Agreement.

Your company’s Primary Program Administrator is granted access to Visa Payables Automation during the VPA
implementation process.  A separate Company Billing Account will be created to support your instance of VPA.


To access Visa Payables Automation, go to www.businesssolutions.visaonline.com.  During your first login, you will be asked to create a new password, and then establish security questions and answers.  Passwords are case sensitive.  



Training and Recorded System Demonstrations

We will provide training for your Program Administration Team as part of the implementation process. After training, the Commercial Card Team is available to assist you with any system difficulties.  Additionally, we provide many recorded training modules - see the Other Program Resources and Training section of this guide for links. 

	












[bookmark: BoostPaymentSolutions]Boost Payment Solutions

Boost Payment Solutions is a payment facilitator that processes cards on behalf of suppliers.  In working with these suppliers, they have been able to increase card acceptance by making it easier for them to process your virtual card payments.  

If you’re paying one or more of the suppliers listed below via check or ACH today and would like to begin earning revenue share by paying them on your Commercial Card through Boost, please send an implementation request to CommercialCard@zionsbancorp.com.  

All Boost payments must be submitted through the VPA portal.  There are no additional transaction fees or implementation fees associated with enabling suppliers with this option on your VPA account.

	
Supplier
	Industry

	Accountemps (Robert Half International)
	Business Services

	Aramark Uniform Services (Uniform Division Only)
	Industrial Supplies

	AT&T
	Telecommunications

	AT&T Mobility
	Telecommunications

	Cooley LLP
	Legal Services

	DirecTV (AT&T)
	Media

	Iron Mountain (All Divisions)
	Business Services

	Littler Mendelson
	Legal Services

	OfficeTeam (Robert Half) 
	Business Services

	RHI (Robert Half International)
	Business Services

	ROBERT HALF INTERNATIONAL
	Business Services

	SBC (AT&T)
	Telecommunications












Compliance Auditor


Compliance Auditor is an easy-to-use data mining tool that helps you better manage your audit process without placing the burden on your resources.  Most companies recognize the importance of minimizing the risk of employee card misuse and conduct regular audits of their card programs  However, most of these audits only analyze a small fraction of the card data available to them.  Compliance Auditor analyzes 100% of your available card data through a mix of rules, random sampling, and proprietary transaction risk scores.  


Registration / Implementation

Fees associated with the Compliance Auditor program can be found within the Commercial Card Schedule of Fees, which is the last page of your Commercial Card Program Master Agreement.

During the implementation process, we will work with you to establish users, build rules, and learn to use the different modules of this robust system.  


Once enrolled, users access Compliance Auditor at www.businesssolutions.visaonline.com.



Training and Recorded System Demonstrations

We will provide training for your users as part of the implementation process. After training, the Commercial Card Team is available to assist you with any system difficulties.  




[bookmark: SupplierStrategy]Supplier Strategy



Expansion of your Commercial Card program is an ongoing process that begins by engaging support of your program from Senior Management.  It is in your company’s best financial interest to migrate spend to the Commercial Card program whenever possible.  Increasing card volume will allow your business to:

    Improve spending controls and reporting.
    Reduce acquisition cycle times.
    Eliminate costly, time-consuming, and paper intensive processes.
    Improve preferred supplier negotiating power.
    Reach higher contractual revenue sharing tiers.

Use this section and the Supplier Engagement Quick Reference Guide below in conjunction with the Supplier Enablement Toolkit available from our Implementation Team, to develop a winning supplier strategy that will expand your program. If you cannot find the answer you are looking for, contact your Account Manager for assistance.






[bookmark: ExpandingYourCardProgram]Expanding Your Card Program

Successful program managers continually analyze their supplier lists and present detailed card program growth and expansion plans for business approval.

When creating your expansion plans, consider how the card program will assist you in overcoming supplier challenges, reducing processing inefficiencies and aligning with other organizational goals. Different card types, such as ghost, meeting planner, central travel, project, and fleet accounts may present unique solutions for your business.

As you develop your Commercial Card program, consider migrating spend for the following, often overlooked purchasing types.

	Courier Services
Equipment Leasing Freight
Furniture
Guard Services Relocation Services Industrial Supplies Inventory
Janitorial Supplies
	Mailing Services Work Orders Office Supplies
Parking
Legal Services
Maintenance Contracts
Janitorial Supplies
Pest Control
Leasing

	Production Services
Promotional Items
Vehicle Maintenance Virtual Offices Subscriptions 
Temporary Services








[bookmark: AnalyzingExistingSuppliers]Analyzing Existing Suppliers

Your Account Manager can help you maximize your Commercial Card benefits by identifying current suppliers that accept Visa. Simply provide a supplier list including the business name, street address, city, state, ZIP
code, phone number, and Tax ID Number (optional) to the Commercial Card Team and they will reply within five business days with a matched supplier list. It is strongly recommended that you also include the supplier’s
average transaction size and annualized volume for further analysis.


Our bank also participates in the Commercial Card McKinsey Benchmark survey quarterly along with other regional and national banks.  Through this partnership, we gain access to the survey’s benchmarking information which is, in turn, available to you through your Account Manager.  Among other things, the benchmarking tool allows us to view typical card spend for individual industry classification codes relative to your company’s annual revenues.  Ask your Account Manager for your custom McKinsey Benchmark Report and review it with them at least annually. The report will compare your program to peers and to identify certain spend categories where others have been successful in negotiating card use – these are may represent your biggest growth opportunities! This information is very useful in determining which types of suppliers you may want to target first and is particularly helpful when combined with your supplier match results.

Use the Supplier-Company Report within Clarity - Enterprise Plus to identify suppliers with which you are already using
the Commercial Card programs.  Compare your Visa Supplier Match results to this report to determine where you have potential opportunities for moving supplier spend to the card program.

If a current vendor does not accept Visa, your Account Manager can help them reach a merchant services representative to work with your supplier in helping them to understand the benefits of card acceptance and facilitate the set-up process.



[bookmark: FindingNewSuppliers]Finding New Suppliers

When targeting new suppliers, ask about their acceptance and the level of data they are passing.  Make card acceptance a requirement to be initially signed or renewed as a supplier.



[bookmark: SupplierEnablementServices]Supplier Enablement Services

Visa Payables Automation clients may be eligible to participate in Visa-sponsored supplier enablement campaigns designed to obtain the supplier email addresses needed to use VPA as a payment vehicle.  Campaigns target those existing suppliers who matched as Visa acceptors and were not filtered out by the Visa Supplier Enablement
Team based upon industry and opportunity size (you must spend at least $10,000 annually with each supplier for them to be included in a campaign).

Once the match and filtering process is complete, the Visa Supplier Enablement Team can begin, provided the resulting list contains at least 100 qualifying suppliers.  Campaigns typically last 6 weeks and begin with a kick- off call for your Company to review and approve campaign materials, including customizable supplier letters.

Letters and supplier outreach (inbound and outbound calls) are supported by weekly dashboard reporting for you to monitor progress.

If your filtered supplier list falls short of the 100 suppliers required for a campaign, you may run your own enablement campaign using materials provided in the Supplier Enablement Toolkit.  


[bookmark: ManagingNonAcceptingSuppliers]Managing Non-Accepting Suppliers

Even though Visa is accepted by millions of merchants in over 170 countries, you may encounter suppliers who are not yet set-up to accept payment from your business’ Commercial Card program.  If you have a key supplier that does not accept credit cards, but would like to, your Account Manager can help them reach a merchant services representative to begin the set-up process


Even when the supplier accepts Visa as a form of payment, some suppliers may be hesitant to accept your card for the purchases associated with your unique supplier relationship. It is not uncommon for Program Administrators to experience supplier resistance to card payments for larger purchases or for larger, overall supplier relationships.

Supplier resistance is usually due to interchange fees associated with processing the card transaction. The purchaser's bank (that issued the credit card) and the supplier's bank (with whom the charge slip is lodged by the supplier) charge a percentage of the purchase amount on card transactions. This interchange fee amount essentially comes from the amount that is payable to the supplier.  As a result, the supplier typically receives one to three percent less than what they would have received had the transaction been paid for by cash.
	
Refer to the Supplier Engagement Quick Reference Guide above or consult your Account Manager for assistance in working with suppliers who accept Visa as a form of payment but are resistant to accepting your card due to your unique business relationship with them.  


[Type here]
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Commercial Card Program Management Guide



Submitting Service Requests Online









Program Administrators may submit written requests using our secure online form.  Upon submission, a tracking code is provided.  To ensure Program Administrator Access Codes are safeguarded from email compromises, initial requests may not be emailed to the support team.  Once an initial request is submitted and authenticated through the online form, additional correspondence on that tracking number may occur through our general inbox if no security information is included.  All written requests will receive and initial reply within 1 business day. 



Program Administrators may call PA Support at 1-888-635-8342; 7:00 AM – 6:00 PM MT, Monday-Friday.  Additional authentication through a One-Time Passcode may be required for certain requests.









To submit a service request online:
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CC Maintenance_Support Form.doc
Commercial Card Maintenance / Support Request Form


Use secure email to send your completed form.  If you do not have secure email capabilities, use the DocuSign Power Form. 


The following requests must be submitted using the DocuSign Power Form:  one-time payments, auto-pay changes, revenue share ACH payment account changes.  

When submitting service requests using this form, mark the applicable request types in each section below and input all information.  Send your completed form and any additional documents required to CommercialCard@zionsbancorp.com 

COMPANY NAME:       


AUTHORIZED BY / PA NAME:   




DATE:       




PAAC CODE:       

**PAAC is required to submit requests.  If you do not have a code, contact your Account Manager, Treasury Management Officer or Relationship Manager.

 FORMCHECKBOX 
  General Request (Include attachments as needed.)

NOTES:     


 

 FORMCHECKBOX 
 Administrator Changes  - Only a Primary PA can authorize changes.

ACTION:   FORMDROPDOWN 
  




We will contact new PAs directly to establish their Program Administrator Authentication Code (PAAC) by phone.  Primary PA changes may take an extra day to process as they require approval from internal relationship contacts.  Unlike Program Administrators, System Administrators will not be added to our core processing system or client listing because they are not allowed to complete account maintenance; they must work through a Program Administrator to engage our support team for assistance.  

PA FIRST NAME:         



LAST NAME:         

PHONE NUMBER:                                     

MOBILE PHONE NUMBER (OPTIONAL):                                    

EMAIL ADDRESS:       

CLARITY - ENTERPRISE PLUS:   FORMDROPDOWN 


VISA PAYABLES AUTOMATION:   FORMDROPDOWN 

VISA COMPLIANCE AUDITOR:   FORMDROPDOWN 


 FORMCHECKBOX 
 Add Employee ID

CARDHOLDER NAME:  

EMPLOYEE ID:        


 FORMCHECKBOX 
 Driver/Vehicle ID Table Maintenance

 FORMCHECKBOX 
 Add Driver/Vehicle ID:        


 FORMCHECKBOX 
 Add Driver/Vehicle ID:       

 FORMCHECKBOX 
 New Cards - Attach your completed New Batch Add Template to this request.  

Program Administrators are encouraged to order cards within the Card Management module of Clarity - Enterprise Plus unless they have a large card order or international delivery is required.  All new card requests submitted to the support team require the use of our New Batch Add Template.  If you do not have a copy of the New Batch Add Template, we will reply with the latest version to you.
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Sample Cardholder Agreement



Your participation in the (Company Name) Commercial Card program is a convenience that carries responsibilities along with it.   Although the card is issued in your name, it is (Company Name) property and should be used with good judgment.   Your signature below verifies that you understand and agree to comply with the special Commercial Card guidelines outlined in the (Applicable Policy and Procedure Name) and below.



	The Commercial Card is provided to employees based on their need for Company travel and business-related goods and services.  A card may be revoked at any time based on change of assignment or location.  The card is not an entitlement nor reflective of title or position.



    You must comply with the Cardholder Agreement that will accompany your Commercial Card upon delivery



    The card is for business-related purchases only.  Personal charges are not to be made on the card.



	The named cardholder is the only person authorized to utilize the card for Company travel and business-related expenses.



	Use of the card not in accordance with Company policies and procedures including the business-related expense policy may result in card revocation and disciplinary action.   You are financially liable for personal or other improper charges made by you or for you.



	All charges are billed directly to and paid directly by the Company.  Any personal charges on the card could be considered misappropriation of Company funds since the cardholder cannot pay the bank directly.



	Cardholders are expected to comply with internal control procedures in order to protect Company assets.  This includes obtaining original itemized receipts and reconciling transactions timely.   All discrepancies should be reported to the Purchasing Office.  Cardholders must follow proper card security measures and records as per the (Applicable Policy and Procedure Name).



    A lost or stolen card must be reported immediately to the phone number on the back of your card.



    A cardholder must surrender his or her card to the Purchasing Office upon termination of employment.



I have read the (Applicable Policy and Procedure Name) and the information above and agree to abide by (Company Name) policies and procedures over the Commercial Card program.  I understand that misuse of my card will result in deactivation and disciplinary action.











Cardholder Signature                                                                     Date



[bookmark: _GoBack]



Department                                                                                     Last 4 digits of Commercial Card



[Type here]
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Sample Cardholder FAQ







Frequently Asked Questions







Q: How do I obtain a card?

A: Complete the online Card Application Form and forward to your manager.



Q: Who approves my card application?

A: Your manager, Functional VP, and Finance must approve your application.



Q: How do I make a purchase using the card?

A: The card may be used at any supplier that accepts Visa for payment, subject to the merchant and usage restrictions of

the program.



Q: How do I get my monthly statement?

A: You will receive a paper statement and can also view and download 6 months of your statement history online Clarity - Enterprise Plus.



Q: What are my responsibilities after making a purchase?

A: You are responsible for the monthly online reconciliation of your card statement, including attaching electronic receipts/images to reconciled transactions when required. 



Q: What do I do if my card is rejected?

A: If a merchant rejects a charge, it may be because the merchant is excluded from participating in the program or that

you have exceeded the transaction or spending limits associated with your card.  Contact the Customer Service number on the back of your card or a Company Program Administrator for assistance.



Q: What if my card is lost or stolen?

A: Immediately contact the Customer Service number on the back of your card or 1-888-758-5349 to close the existing

account and request a new card.



Q: How do I dispute unrecognized charges?

A: First, please try to resolve the dispute by contacting the supplier.  If the dispute remains unresolved, please dispute the transaction(s) using the form on the back of your paper statement.  If you do not receive a paper statement, please contact

your Program Administrator to obtain a dispute form.



Q: Are there other terms to Cardholders?

A: Yes, Cardholders will be mailed a Cardholder Agreement with their Commercial Card.  The Cardholder Agreement is a contract between the issuing bank and both the Company and the Cardholder Employee.
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Sample Purchasing Cardholder Policy and Procedural Reference



-     Your card is for business purposes only.

-     Your card may not be used for personal use and is not transferable between cardholders or to any other person.

-     Do not lend your card to others for use.

-     Keep your card in an accessible, but secure location.

-	Misuse of your card will result in deactivation and disciplinary action and may result in your personal liability for improper charges made by or for you.







Card Usage



You are expected to make reasonable and prudent purchasing decisions.  Please consult your manager to verbally approve large or unusual items prior to purchase.







		

You can use the card for:

-     Water and beverage service

-     Office supplies

-     Pest control

-     Plumbing and electrical repairs

-     Awards and recognition expenses

-     Telecommunications charges

-     Special event planning

-     Office and general business supplies

-     Subscriptions, books and periodicals

-     Newspaper advertising/classifieds

-     Professional membership dues/fees

-     Professional and training seminars

-     Sales and marketing trade shows / meetings

-     Catering

-	Group functions (i.e., hotel conference rooms, team meals, etc.)

-     Janitorial/cleaning (Facilities only)

-     Computer hardware or software (IT only)

-     Equipment rental

-     Printing services

-     Service/maintenance Fees

-     Regulatory and related filing fees

-     U.S. Mail/postage

-     Published and printed materials

-     Business travel



		

You cannot use the card for:

      -     Cash advances

      -     Consulting or contract employee services

      -     Capital equipment over $X

      -     Computer software or hardware (non-IT)

      -     Standard category exclusions (jewelry stores, 

            doctors, gambling, etc.)

      -     Leasing

      -     Items prohibited by State/Federal law












Card Limits



Your card is for charges less than $X; all charges over $X must go through (Procurement system, etc.).  You may not have merchants split your transactions in order to bypass those limitations.



You have a monthly limit which refreshes on your cycle date (the ?th or next business day) each month.  You may view your monthly limit on Clarity - Enterprise Plus.  Daily and single purchase limits may also be set on your account.



Please contact your Program Administrator for changes to any of your limits.







Transaction Review



You are required to review and approve transactions each month using Clarity - Enterprise Plus.  To access Clarity - Enterprise Plus, go to  https://enterprise.spendclarity.visa.com.  Your User ID will be your email address and your initial login password is “Welcome1”.  You may reset your own password and memorable word or contact a Company Program Administrator for assistance.



Default accounting codes will be assigned to most transactions; however, it is your responsibility to ensure transactions are correctly coded and valid descriptions entered when required.



In addition to approving your items in Clarity - Enterprise Plus, it is your responsibility as a cardholder to submit all required receipts. Failure to review and approve transactions or submit receipts timely will result in suspension or closure of your card.



Your manager will approve transactions monthly and may contact you for additional information. Please contact a Program Administrator for information about Clarity - Enterprise Plus training.



Contacts



Contact one of the following Program Administrators for assistance:



Primary PA Name 

Primary PA Phone 

Primary PA Email



Secondary PA Name 

Secondary PA Phone 

Secondary PA Email





[Type here]
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Sample T&E Cardholder Policy and Procedural Reference



-     Your card is for business purposes only.

-     Your card may not be used for personal use and is not transferable between cardholders or to any other person.

-     Do not lend your card to others for use.

-     Keep your card in an accessible, but secure location.

-	Misuse of your card will result in deactivation and disciplinary action and may result in your personal liability for improper charges made by or for you.



Card Usage



Travel expenses incurred while on business will be paid for by the Company if the expenses are reasonable, properly approved and documented. Company approved travelers who incur such expenses should neither lose nor gain personal funds as a result.  You are expected to make reasonable and prudent purchasing decisions.  Actual reasonable expenses will be reimbursed subject to the limits set forth in these guidelines.





		

You can use the card for:

-     Airfare

-     Auto Rentals

-     Auto Mileage

-     Hotel Lodging

-     Meals (while traveling)

-     Gratuities

-     Tolls

-     Parking

-     Telephone Calls

-     Conference/Meeting Registration Fees



		

You cannot use the card for:

-     Cash Advances

-     Purchasing

-     Personal Entertainment

-     Additional Travel Insurance Premiums

-     Costs Incurred for Failure to Cancel Travel

Reservations Timely

-     Traffic/Parking Violations

-     Personal Vehicle Repairs During Travel

-     Spouse/Family Member Expenses

-     Commuting Costs

-     Laundry Service for Trips Under X Days

-     Items prohibited by State/Federal Law









Personal Automobiles: The use of a personal automobile is discouraged, except for regional travel. Personal vehicle travel shall be reimbursed at a stated IRS rate in effect at the time of travel.  Normally, the Company adopts the IRS standard reimbursement rate for personal auto use, fuel, insurance, depreciation, and any other costs of usage. Parking and tolls should be itemized separately, and receipts should be included.  Reimbursement should not exceed the cost of commercial transportation where available. For two or more persons traveling together in the same vehicle, only one person will be reimbursed for mileage.



Note:  An employee involved in an auto accident while on Company business and driving his/her own car is covered by his/her own automobile policy for damage to the vehicle and property.  Employees must contact the Purchasing Office within 24 hours, in addition to notifying his or her insurance company, if an accident occurs while on Company business travel.





Rental Cars: Automobile rentals should be limited to situations where other means of transportation are not practical, economical or available. Travelers are encouraged to choose compact or mid-sized cars whenever possible. The Company has discount agreements with major automobile rental agencies.  Detailed information can be obtained from the Purchasing Office. The loss damage coverage (LDW) and/or personal accident (PAI) or additional liability insurance (ALI) should be declined when renting a car using your Company issued commercial credit card. The Company

maintains comprehensive, collision and liability insurance on all vehicles rented or leased for official business.  If a rented vehicle is involved in an accident, the employee must notify the Purchasing Office within 24 hours, in addition to

notifying the car rental agency.  Reimbursable costs include the daily rental fee, gasoline charges, parking and tolls.



Note: Travelers should refill gas tanks before returning their vehicles.  Rental companies levy a charge for refueling which is far more than the price of gas.  Avoid drop charges by returning the vehicle to the renting location. Compare the cost of air travel versus driving and drop charge.





Bus, Train, Taxi and Limousine Service:  A receipt should be requested to document these expenses.  Indicate on the receipt the starting and ending point for the trip and a brief description of the purpose of the trip. Limousine service to and from airports should only be used when other means of transportation are not practical or available.





Commercial Air Travel: Commercial air travel expense is reimbursed on the basis of the actual cost incurred by the traveler using normally traveled routes. All Company approved travel should be arranged through the company's designated travel agencies and will be at the most economical rates, not first or business class. Travelers are expected to take the least costly fare offered that realistically meets scheduling needs. Air carrier selection cannot be biased by any traveler's frequent flyer affiliation. The lowest cost air travel should take precedence over frequent flyer programs.  The last page of an original airline ticket, called the "passenger receipt", is required for reimbursement, or in the case of E- tickets, the receipt provided or the ticket itinerary from the travel agent.





Lodging: Travelers are strongly encouraged to use standard accommodations at reasonably priced mid-market hotels or motels.  All Company approved travel should be arranged through the company's designated travel agencies. Original itemized hotel receipts are required for reimbursement.





Miscellaneous Expenses: Miscellaneous reimbursable expenses include business telephone calls, and charges for baggage handling, storage and tips (maximum of $X per day).  Incidental expenses do not include ground transportation, telephone calls or laundry (except trips longer than X days).  Personal phone calls to home from employees traveling on Company business are reimbursed on the basis of one call each day.





Conference Registration: Original receipts or proof of payment are required and must be accompanied by a requisition for reimbursement.  Prepayment registration can be arranged through the Purchasing Office.





Meals: The Company will reimburse a traveler for allowable meal and incidental expenses incurred during Company- related travel. The Company provides two distinct methods for reimbursement: meal and incidentals per diem or actual cost.





Per-diem Reimbursement:  Receipts and detailed documentation are not required when requesting reimbursement of meals and incidentals using the per-diem option. The Company expects to reimburse meal and incidental expenses based on the per-diem rates stated in the IRS per-diem rate guidelines according to geographic areas involved in travel.  For per- diem rates for foreign travel, the Company refers to guidelines for per diem rates as established by the U.S. Department of State by country and locality.  Because rates for specific localities may change as often as every two months, the traveler must be careful to ensure that the applied rate is appropriate to the actual dates of travel.





Actual Cost Reimbursement: The Company will generally reimburse travelers for three meals a day.  On the days of travel to or from the destination, the individual's departure and return times should determine whether a meal was incurred during the period of travel. Total meal expense for the day should generally be in line with per-diem levels.  All

restaurant receipts are required when the total meal expenses for the day exceed the average per-diem rate of $X. Individual meals over $X should include justification. Meal reimbursement for same day travel is allowed only for meals

purchased out-of-town.



The Company will not reimburse for gratuities that are greater than the accepted standards. (Currently, the domestic standard is 15-20% of the total bill; international standards may vary.)



In cases of reimbursement requests for business meals for others (e.g. additional guests), reimbursement will be made on the actual cost basis. Indicate on the receipt the name(s) of those at the meal and the purpose of the meal.





  Card Limits



You have a monthly limit which refreshes on your cycle date (the ?th or next business day) each month.  You may view your monthly limit on Clarity - Enterprise Plus.  Daily and single purchase limits may also be set on your account. You may not have merchants split your transactions in order to bypass those limitations.



Please contact your Program Administrator for changes to any of your limits.





Transaction Review



You are required to review and approve transactions each month.  To access Clarity - Enterprise Plus, go to  https://enterprise.spendclarity.visa.com.  Your User ID will be your email address and your initial login password is “Welcome1”.  You may reset your own password and memorable word or contact a Company Program Administrator for assistance.



Default accounting codes will be assigned to most transactions; however, it is your responsibility to ensure transactions are correctly coded and valid descriptions entered when required.



In addition to approving your items in Clarity - Enterprise Plus, it is your responsibility as a cardholder to submit all required receipts and expense reports.  Failure to review and approve transactions or submit receipts timely will result in suspension or closure of your card.



Your manager will approve transactions monthly and may contact you for additional information. Please contact a Program Administrator for information about Clarity - Enterprise Plus training.

Contacts

	

Contact one of the following Program Administrators for assistance:



Primary PA Name Primary PA Phone Primary PA Email



Secondary PA Name 

Secondary PA Phone 

Secondary PA Email

[Type here]
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Sample Fleet Cardholder Policy and Procedural Reference



-     Your card is for business purposes only.

-     Your card may not be used for personal use and is not transferable between cardholders or to any other person.

-     Do not lend your card to others for use.

-     Keep your card in an accessible, but secure location.

-	Misuse of your card will result in deactivation and disciplinary action and may result in your personal liability for improper charges made by or for you.



Card Usage



When using your card (particularly for fuel), you may be prompted at the point of sale for an Odometer Reading, Driver Number or Vehicle Number. You must enter this information when requested.  Failure to enter this information when requested may result in suspension or closure of your card.



		

You can use the card for:

-     Fuel

-     Oil Changes

-     Car Washes

-     Vehicle Repairs

		

You cannot use the card for:

      -     Cash advances

      -     Purchasing

      -     Food/Beverage/Snacks

      -     Personal Vehicle Expense

      -     Items prohibited by State/Federal law









  Card Limits



You have a monthly limit which refreshes on your cycle date (the ?th or next business day) each month.  You may view your monthly limit on Clarity - Enterprise Plus.  Daily and single purchase limits may also be set on your account. Your card may also be restricted for use only on specific days of the week.



Please contact your Program Administrator for changes to any of your limits.





Transaction Review



[bookmark: _Hlk86750164]You are required to review and approve transactions each month.  To access Clarity - Enterprise Plus, go to  https://enterprise.spendclarity.visa.com.  Your User ID will be your email address and your initial login password is “Welcome1”.  You may reset your own password and memorable word or contact a Company Program Administrator for assistance.



Default accounting codes will be assigned to most transactions; however, it is your responsibility to ensure transactions are correctly coded and valid descriptions entered when required.



In addition to approving your items in Clarity - Enterprise Plus, it is your responsibility as a cardholder to submit all required receipts. Failure to review and approve transactions or submit receipts timely will result in suspension or closure of your card.



Your manager will approve transactions monthly and may contact you for additional information. Please contact a Program Administrator for information about Clarity - Enterprise Plus training.



Contacts



Contact one of the following Program Administrators for assistance:



Primary PA Name 

Primary PA Phone 

Primary PA Email



Secondary PA Name 

Secondary PA Phone 

Secondary PA Email







[Type here]
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Commercial Card Cardholder Quick Reference 

Welcome to your new Commercial Card program!  As a Cardholder you have a responsibility to use the card with good judgement and in compliance with company policies.  This quick reference guide is designed to get you started.



1. Activate Your Card

Once you’ve received your card, you will need to activate the card by calling the number listed on the activation sticker. Security information must be verified to complete card activation.  See authentication questions below.



2. Add Your Card to the Mobile Wallet

You can add your card to the following mobile wallet apps within your smartphone:  Apple Pay®, Samsung Pay®, Google Pay®, Garmin PayTM and Fitbit PayTM.  Follow the directions on your smartphone to add your card to the mobile wallet app.  Card verification will be required, and in most instances, require a call to a specific Customer Service phone number provided within the mobile wallet app you are using.  See authentication questions below.



3. Add Mobile Fraud Alerts1

You may opt to receive and respond to SMS fraud alerts on your mobile device by registering your card at the site below.  You will enter your mobile number and then verify your complete card number, security code (on the back of the card), expiration date, and card account zip code. You must also agree to the terms of use and reply “Yes” to an initial confirmation message during the set -up process.  If you are unable to register, contact your Program Administrator.

Amegy Bank    National Bank of Arizona    CB&T    Nevada State Bank    Vectra Bank    Zions Bank



4. Clarity - Enterprise Plus Access and Mobile App

[bookmark: _Hlk86749802]If your company has granted you access to your account in Clarity - Enterprise Plus, click https://enterprise.spendclarity.visa.com  to enter your credentials.  

· You can update your language settings by clicking on your name and selecting Language.

You can download the "Visa Spend Clarity - Enterprise" mobile app from the app stores to complete your expense tasks on the go.  Click here for Cardholder training videos.





[bookmark: Text4][bookmark: Text5]Contact:                                                           	Email Address:                                                                                 

[bookmark: Text6][bookmark: Text7]Phone #: (     )                               



1) The Bank does not charge for Mobile Card Fraud Alerts. However, standard text message and data charges from your mobile phone carrier may apply. Available services are subject to change without notice. 



All official information you receive, such as approximate cost estimates and official documentation submitted for your signature, will be in English, as well as any corresponding communication in this regard. Our desire is that the transaction be clear and understandable; therefore, at any time during the application process, ask for the support of someone you trust who is fluent in English, with the purpose of jointly reviewing all related documentation.





General Service / Authentication





  Contact the Customer Service number on the back of your card or   888-758-5349.





Declines





  Contact the Customer Service number on the back of your card or   888-758-5349.





Disputes / Fraud /       Lost & Stolen





  Attempt to resolve any merchant issues with the merchant directly prior to initiating a dispute.  





  The customer service team uses the following items to authenticate cardholders:  card number, card credit limit, card expiration date, cardholder date of birth, and the name of a company Program Administrator.  





  If a merchant declines a charge, it may be because you have exceeded spending limits on your card or the purchase is restricted by the company.  Contact a company  contact below to resolve these decline reasons.  





  To dispute a transaction, send the card name, last 4 digits of the card number, transaction details and description of your claim or reason for the dispute to:  bankcard.disputes@zionsbancorp.com. 





  If you believe transaction(s) are unauthorized, please call 888-223-3819 to report your card Lost/Stolen.  Fraud claims can also be submitted during this call.





























A Division of Zions Bancorporation, N.A. Member FDIC
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Referencia rápida del titular de la tarjeta comercial

¡Bienvenido al nuevo programa de Tarjeta Comercial! Como Titular de la Tarjeta, usted tiene la responsabilidad de usarla con buen criterio y de conformidad con las políticas de la empresa. Esta guía de referencia rápida está diseñada para ayudarlo a comenzar.



1. Active su tarjeta

Una vez recibida la tarjeta, deberá activarla llamando al número que figura en la etiqueta de activación. Es necesario verificar la información de seguridad para activar la tarjeta. Preguntas de autenticación más adelante. 



2. Agregue su tarjeta al modero móvil  

Puede agregar su tarjeta a las siguientes aplicaciones de pago en su teléfono smart: Apple Pay®, Samsung Pay®, Google Pay®, Garmin PayTM y Fitbit PayTM.  Siga las instrucciones en su teléfono. Será necesario verificar la tarjeta y, en la mayoría de los casos, llamar a un número de servicio al cliente proporcionado por la aplicación del monedero móvil que está usando. Preguntas de autenticación más adelante.



3. Agregue alertas de fraude en su móvil1     

Puede optar por recibir y responder alertas de fraude por SMS en su dispositivo móvil registrando su tarjeta en el siguiente sitio. Ingrese su número móvil y luego verifique el número de su tarjeta, código de seguridad (en el reverso), fecha de vencimiento y código postal de la cuenta de la tarjeta. También debe aceptar los términos de uso y responder "Sí" a un mensaje de confirmación inicial durante el proceso de configuración. Si no puede registrarse, comuníquese con su administrador del programa.

Amegy Bank    National Bank of Arizona    CB&T    Nevada State Bank    Vectra Bank    Zions Bank



4. Acceso y aplicación móvil Clarity - Enterprise Plus 

[bookmark: _Hlk86749802]Si su empresa le ha otorgado acceso a su cuenta en Clarity - Enterprise Plus, haga clic en: https://enterprise.spendclarity.visa.com  para ingresar sus credenciales.  

· Puede actualizar su configuración de idioma haciendo clic en su nombre y seleccionando Language.

Puede bajar la aplicación móvil "Visa Spend Clarity - Enterprise" de la tienda de aplicaciones para llevar sus gastos desde cualquier lugar. Haga clic aquí para ver videos de ayuda.





[bookmark: Text4][bookmark: Text6][bookmark: Text7]Contacto:                                                              Email:                                 Tel: (     )                               



1) El Banco no cobra por Alertas de Fraude de Tarjeta Móvil. Sin embargo, es posible que su proveedor de telefonía móvil aplique cargos por mensajes de texto estándar y datos. Los servicios disponibles están sujetos a cambio sin previo aviso.



Toda la información oficial que usted reciba, como cálculos aproximados de costos y documentación oficial que se le presente para su firma, será en inglés, así como cualquier comunicación correspondiente al respecto. Nuestro deseo es que la transacción sea clara y entendible; por lo tanto, en cualquier momento del proceso de solicitud pida el apoyo de alguien de su confianza que domine el inglés, con el propósito de revisar en conjunto toda la documentación relacionada.



Servicio General / Autenticación





  Comuníquese al número de servicio al cliente en el reverso de su tarjeta 888-758-5349.





Rechazos





  Comuníquese al número de servicio al cliente en el reverso de su tarjeta 888-758-5349.





Disputas / fraude /       pérdida y robo





  Intente resolver el problema directamente con el comerciante antes de iniciar una disputa.  





  El equipo de servicio al cliente utiliza los siguientes elementos para autenticar a los titulares de tarjetas: número, límite de crédito y fecha de vencimiento de la tarjeta, fecha de nacimiento del titular de la tarjeta y nombre de un administrador del programa de la empresa.  





  Si un comerciante rechaza su tarjeta, es posible que haya excedido el límite de gasto o la empresa haya restringido la compra. Comuníquese con uno de los siguientes contacto de la empresa para resolver la situación.  





  Para iniciar un reclamo, envie el nombre, los últimos 4 dígitos de su tarjeta, detalles de la transacción y una descripción o razón de la disputa a:  bankcard.disputes@zionsbancorp.com. 





  Si cree que se trata de una transacción no autorizada, llame al 888-223-3819 para reportar su tarjeta perdida/robada. Los fraudes también se pueden reportar durante esta llamada. 





























Miembro del Federal Deposit Insurance Corporation
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New Batch Add Template 110923.xlsx
Instructions & Help Sheet

		Instructions

		1. Please enter card order information into the Enter New Card Orders Here sheet.

		2. Green columns are REQUIRED. Yellow columns are OPTIONAL on the Enter New Card Orders Here sheet.

		Authorization Strategies

		Authorization Strategy Code		Authorization Strategy Name		Description

		HIGH		HIGH RISK		Prohibits card use in 6 high risk MCC codes, including: gambling, dating/escort services, and massage parlors.

		FLTA		Fleet A		Allows for fuel transactions only, including pay at the pump, in-store, and at quasi-fuel merchants such as truck stops. This strategy does not allow for convenience store purchases.

		FLTB		Fleet B		Includes the MCC codes available in Fleet A, as well as maintenance expenses such as repair shops, car washes, and towing. Toll charges are also included.

		FLTC		Fleet C		Includes the MCC codes available in Fleet A and B, as well as telecommunications and on-the-road travel expenses such as: restaurants and hotels. No airfare.

		PCLA		Purchasing A		Allows for the top 100 most common purchasing card MCC codes, including utilities, office supplies, and direct marketing and food purchases.

		PCLB		Purchasing B		Includes the MCC codes available in Purchasing A, as well as basic travel expenditures such as airfare, hotels, rental cars, and restaurants.

		PCLC		Purchasing C		Includes the MCC codes available in Purchasing A and B, plus the next 50 most common MCC codes commonly used within purchasing card programs (transportation, restaurants, bars, resorts, etc.)

		PCLD		Purchasing D		Includes the MCC codes available in Purchasing A through C, plus the next 50 most common MCC codes commonly used within purchasing card programs (clothing, schools, liquor stores, photo services, etc.)

		TEA		Travel A		Allows for basic travel expenditures such as airfare, hotels, rental cars, and restaurants.

		TEB		Travel B		Includes the MCC codes available in Travel A plus seminar/membership expenses, entertainment (golf course, professional sports, caterers, etc.), gifts (florists, gift shops) and vehicle expenses (car washes and maintenance).

		TEC		Travel C		Includes the MCC codes available in Travel A and B plus expanded purchasing categories for entertainment and gifts. Postal and Professional services are also included.

		TED		Travel D		Includes the MCC codes available in Travel A through C, as well as most other MCCs not labled as High Risk.

		Fleet Prompting

		2		Vehicle ID and Odometer

		6		Vehicle ID Only

		4		Odometer Only

		3		Driver ID and Odometer

		6		Driver ID Only

				None



		Fleet Restriction

		1		Fuel and maint

		2		Fuel Only

		0		No Restriction

				none





Enter New Card Orders Here

		**First Name		**Last Name		Middle Initial		Suffix		**Order Plastic Card?

Sidney Vent: Select Y if there should be a physical plastic, and N if it should be a ghost card (not a physical plastic).

If N is selected, you will receive a secure email containing the card information.		ReferenceID		Authorized		**Credit Limit		SSN		Date of Birth		Mothers Maiden Name		Account Number		Fee		New Customer Setup		Annual Statement		Is Guarantor		Employee ID

Amy Johnson: Cannot use duplicate Employee IDs within this column (if used).
		**Cardholder Name Printed on Card

Sidney Vent: The cardholder name that should be embossed on the card.
		

Sidney Vent: Select Y if there should be a physical plastic, and N if it should be a ghost card (not a physical plastic).

If N is selected, you will receive a secure email containing the card information.																												Mailing Address		Shipping Method		Zip Code		City		State		Home Phone		Work Phone		Mobile Phone		Control Account Number		Company Name		**Company Name Printed on Card

Amy Johnson: The company name that should be embossed on the card.
		Statement Address

Sidney Vent: If different from Card Shipping Address.		City		Zip Code		State		**Cash Limit		Annual Fee Code		PayPoint Flag		**Ghost Letter		Auth Strategy (See Help Tab)

Sidney Vent: Recommended default is  HIGH (High Risk). See Instruction & Help Sheet tab for more details.		Custom Auth Strategy		Fleet Restriction (See Help Sheet Tab)

Amy Johnson: See Instruction & Help Sheet tab for more details.
		Fleet Prompt (See Help Sheet Tab)

Amy Johnson: See Instruction & Help Sheet tab for more details.
		

Amy Johnson: The company name that should be embossed on the card.
		

Sidney Vent: If different from Card Shipping Address.																								Fleet Group		Fleet Type

		Max Length: 20		Max Length: 20		Max Length: 1		Select from Dropdown		Select from Dropdown						Max Length: 20				FORMAT MM/DD/YYYY														Max Length: 12		Max Length: 21		Max len 50		Select from Dropdown		Max len 10		Max len 50		Select from Dropdown		(555)555-5555		(555)555-5555		(555)555-5555						Max Length: 21		Max Length: 50		Max Length: 50		Max Length: 10		Select from Dropdown		Max len 20						Select from Dropdown		Select from Dropdown				Select from Dropdown		Select from Dropdown		Max Length: 10		Max Length: 1

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N
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														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N

														Y														N		N		N																																				0		9				N				N
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Bank Use Only

		HIGH		2=Vehicle ID and Odometer		1=Fuel and maint				Y		II		Bulk		1		0		2		AA						GHOST CARD FORMUAL

		FLTA		6=Vehicle ID Only		2=Fuel Only				N		III		FedEx		2		1		3		AE

		FLTB		4=Odometer Only		0=No Restriction						IV		Regular Mail		3		2		4		AK

		FLTC		3=Driver ID and Odometer		none						V				4				6		AL

		PCLA		6=Driver ID Only								VI				5						AP

		PCLB		none								VII				6						AR

		PCLC										VIII				7						AS

		PCLD										JR				8						AZ

		TEA										SR										CA

		TEB																				CO

		TEC																				CT

		TED																				DC

																						DE

																						FL

																						GA

																						GU

																						HI

																						IA

																						ID

																						IL

																						IN

																						KS

																						KY

																						LA

																						MA

																						MD

																						ME

																						MI

																						MN

																						MO

																						MP

																						MS

																						MT

																						NC

																						ND

																						NE

																						NH

																						NJ

																						NM

																						NV

																						NY

																						OH

																						OK

																						OR

																						PA

																						PR

																						RI

																						SC

																						SD

																						TN

																						TX

																						UT

																						VA

																						VI

																						VT

																						WA

																						WI

																						WV

																						WY 
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Instructions


1. Please enter card order information into the 


Enter New Card Orders Here


 sheet.


2. Green columns are REQUIRED. Yellow columns are OPTIONAL on the 


Enter New Card Orders Here


 sheet.
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Decline Reason Descriptions.docx
		Decline Reason

		Description

		Action(s) To Take



		NO REASON SPEC (00)

		An authorization system error occurred, and the transaction was declined as a result.

		No card maintenance is needed.  Simply run the transaction with the merchant again.



		AUTH PROHIBITED (01)

		Card has been blocked for suspicious activity (possible fraud).

		Cardholder must call the number of the back of the card to verify recent activity in confirming the card is not compromised to reopen.  Program Administrator may also call on their behalf.



		CLOSED ACCOUNT (03)

		Card is in a closed status per company request or delinquency.

		Program Administrator must contact PA Support to approve reopening account.  This may require payment or credit approval if due to delinquency.



		Lost Card (08)

		Card has been reported as lost/stolen.

		None.  Cards may not be reinstated once they are reported lost/stolen.  The cardholder must use their replacement card or another form of payment if the replacement has not yet arrived.



		OVERLIMIT (09)

		The card has reached its individual monthly limit as set by the company.

		Program Administrator must increase the monthly limit using Card Management or by calling PA Support.



		STOLEN CARD (10)

		Card has been reported as lost/stolen and confirmed fraudulent activity has occurred.

		None.  Cards may not be reinstated once they are reported lost/stolen.  The cardholder must use their replacement card or another form of payment if the replacement has not yet arrived.



		COV - MCC/CTY/ZIP (22)

		The MCC code associated with the transaction is prohibited under the Authorization strategy on the card as set by the company.

		Program Administrator must move the card to a less restrictive Authorization Strategy using Card Management or by calling PA Support.



		3D SECURE REJECTD (28)

		3D Secure is a Visa system that allows merchants to complete additional verification for online purchases using a risk-based scoring system.

		Program Administrator must contact PA Support in coordinating with Fraud Detection Teams to temporarily reduce the 3D Secure score parameters within the Visa network for the card.  This can only be done for up to 24 hours.  The cardholder must immediately attempt the transaction again once the score has been reduced.



		[bookmark: _Hlk103091705]INVALID DRIVER NUM (35)

		Cardholder entered an invalid Driver ID at the point of sale, or the merchant did not pass this data correctly.  This only occurs if the company is using a Driver ID table in the card system to authenticate inputs at the point of sale.  

		Program Administrator should authenticate the driver and ensure they have their correct Driver ID Number.  Program Administrator must also contact PA Support to ensure the valid Driver ID has been added to their Driver ID table.  Companies experiencing frequent Driver ID declines should consider using Driver ID as a data capture only, rather than declining against a table, given these declines may be the result of merchant data quality challenges that are not easily resolved. 



		INVALID VEHICL NUM (36)

		Cardholder entered an invalid Vehicle ID at the point of sale, or the merchant did not pass this data correctly.  This only occurs if the company is using a Vehicle ID table in the card system to authenticate inputs at the point of sale.  

		Program Administrator should authenticate the driver and ensure they have their correct Vehicle ID Number.  Program Administrator must also contact PA Support to ensure the valid Vehicle ID has been added to their Vehicle ID table.  Companies experiencing frequent Vehicle ID declines should consider using Vehicle ID as a data capture only, rather than declining against a table, given these declines may be the result of merchant data quality challenges that are not easily resolved. 



		COMPANY OVERLIMIT (38)

		The company has reached its overall monthly limit as set by the bank.

		Program Administrator must contact PA Support to process a payment and/or obtain approval for a temporary company credit limit increase (subject to credit approval).  If funds are available at the Super Company Limit (as applicable), adjusting the individual company billing account limit may also resolve this issue without processing a payment or temporary increase.



		INVALID CVC2/CVV2 (49)

		Cardholder entered an invalid CVV number at the point of sale, or the merchant did not pass this data correctly.  

		Cardholder should verify the correct CVV value is being entered personally or by the merchant in attempting the transaction again.



		CARD VERIFY DECLN (092)

		The cardholder has not yet activated their card.

		Cardholder must call the number on the sticker or back of their card to authenticate and activate.  Alternatively, the Program Administrator may activate the card with Card Management or by contacting PA Support.



		SUPER CMPY OVERLM (112)

		The company has reached its overall monthly limit as set by the bank.

		Program Administrator must contact PA Support to process a payment and/or obtain approval for a temporary company credit limit increase (subject to credit approval).
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CC Maintenance_Support Form.doc
Commercial Card Maintenance / Support Request Form


Use secure email to send your completed form.  If you do not have secure email capabilities, use the DocuSign Power Form. 


Mark the applicable request types in each section below and input all information.  Send your completed form and any additional documents required to CommercialCard@zionsbancorp.com 


COMPANY NAME:       


AUTHORIZED BY / PA NAME:   




DATE:       




PAAC CODE:       

**PAAC is required to submit requests.  If you do not have a code, contact your Account Manager, Treasury Management Officer or Relationship Manager.

 FORMCHECKBOX 
  General Request (Include attachments as needed.)

NOTES:     


 

 FORMCHECKBOX 
 Administrator Changes  - Only a Primary PA can authorize changes.

ACTION:   FORMDROPDOWN 
  




We will contact new PAs directly to establish their Program Administrator Authentication Code (PAAC) by phone.  Primary PA changes may take an extra day to process as they require approval from internal relationship contacts.  Unlike Program Administrators, System Administrators will not be added to our core processing system or client listing because they are not allowed to complete account maintenance; they must work through a Program Administrator to engage our support team for assistance.  

PA FIRST NAME:         



LAST NAME:         

PHONE NUMBER:                                     

MOBILE PHONE NUMBER (OPTIONAL):                                    

EMAIL ADDRESS:       

CLARITY - ENTERPRISE PLUS:   FORMDROPDOWN 


VISA PAYABLES AUTOMATION:   FORMDROPDOWN 

VISA COMPLIANCE AUDITOR:   FORMDROPDOWN 


 FORMCHECKBOX 
 Add Employee ID

CARDHOLDER NAME:  

EMPLOYEE ID:        


 FORMCHECKBOX 
 Driver/Vehicle ID Table Maintenance

 FORMCHECKBOX 
 Add Driver/Vehicle ID:        


 FORMCHECKBOX 
 Add Driver/Vehicle ID:       

 FORMCHECKBOX 
 New Cards - Attach your completed New Batch Add Template to this request.  

Program Administrators are encouraged to order cards within the Card Management module of Clarity - Enterprise Plus unless they have a large card order or international delivery is required.  All new card requests submitted to the support team require the use of our New Batch Add Template.  If you do not have a copy of the New Batch Add Template, we will reply with the latest version to you.

 FORMCHECKBOX 
 Update Revenue Share ACH Information

FINANCIAL INSTITUTION NAME: 

FINANCIAL INSTITUITON ADDRESS IF NOT OUR BANK:  

ROUTING NUMBER:   

 FORMCHECKBOX 
 One Time Payment

The Company hereby requests and authorizes Bank to make a one-time payment to the Card Account listed by debiting the Company-owned deposit account identified below (the “Deposit Account”) and make any correcting debits and credits.  Payment shall be processed within 1 Business Day.  Posting to the Deposit Account may not appear until 5 Business Days after it is debited.  


PAYMENT TYPE:   FORMDROPDOWN 
  


PAYMENT AMOUNT:  $

CONTROL/CARD ACCOUNT NUMBER:       -      -      -     

ROUTING NUMBER:   

FINANCIAL INSTITUTION NAME & ADDRESS, IF NOT THE BANK:  

 FORMCHECKBOX 
 Recurring Autopay – Select ONE option.


 Monthly Payments in full,14 days from the billing cycle date and assuming a 28-day month.  This payment will be calculated as the previous statement balance minus any ad-hoc payments made in the interim period between the statement closing date and your specific payment date.

 Monthly Payments in full on the 

  Twice Monthly Payments in full on the 

  Weekly Payments in full on the 

CONTROL/CARD ACCOUNT NUMBER:       -      -      -     

ROUTING NUMBER:   

FINANCIAL INSTITUTION NAME & ADDRESS, IF NOT THE BANK: 

PAYMENT CONFIRMATION EMAIL ADDRESS (ONE ONLY):   

In addition to making the Automatic Payment Option selections above, by submitting this request from an authorized Company Program Administrator Company confirms it is the Deposit Account Owner and agrees to add or replace the AUTOMATIC CREDIT CARD PAYMENTS AUTHORIZATION AND AGREEMENT section of its Commercial Card Program Master Agreement with the following: 

AUTOMATIC CREDIT CARD PAYMENTS AUTHORIZATION AND AGREEMENT.  Company hereby requests and authorizes Bank to make automatic payments to the Account by debiting the deposit account identified (the “Deposit Account”) in the “Company Settings” section of this Agreement and make any correcting debits and credits.  


(a)  Company hereby represents and warrants that the Deposit Account is a business account and not a consumer deposit account, confirms it is the direct owner of the Deposit Account, and agrees to maintain sufficient available funds in the Deposit Account to cover all debits.  Nothing herein shall require Bank to honor any debit that would cause an overdraft in a Deposit Account. All payments posted are provisional until the debit to the Deposit Account settles. If any debit is returned or revoked for any reason, then (i) any posting of that debit as a payment will be reversed, (ii) return fees may be incurred, and (iii) late charges may be incurred. Bank need not attempt to resubmit any returned debit.  


(b)  If a selected payment date is not a Business Day, then the Deposit Account will be debited on the following Business Day.  A payment shall be credited to the Account as of the selected payment date, but the posting to the Account may not appear until 1 Business Day thereafter.  Posting to the Deposit Account may not appear until five (5) Business Days after it is debited.  


(c)  Company may cancel this enrollment by notifying Bank orally or in writing (received by Bank) at least three (3) business days prior to the scheduled debit transaction date. Bank may be notified by calling 888-635-8342 or by writing to CommercialCard@zionsbancorp.com.  Stopping any one preauthorized debit will result in Bank cancelling this enrollment in the automatic payment service, and automatic payments shall not continue without re-enrollment.  


(d)  Enrollment in automatic payment does not amend the terms of any cardholder agreement, any agreement governing the Deposit Account, any overdraft protection agreement, or any fee schedule (including fees for insufficient funds, returned transactions or overdraft transactions). 


(e)  Bank may cancel or suspend the automatic payment program, or Company’s or Cardholder’s enrollment in the automatic payment service, without cause by sending 21 days’ prior notice.  Bank can also cancel enrollment in the automatic payment service without prior notice if (i) Bank receives notice that the designated Deposit Account is closed, (ii) Bank’s debits to that Deposit Account are returned unpaid on two successive attempts for any reason (for example, due to insufficient funds), (iii) Bank has reason to believe that Company might not be authorized to make payments from that Deposit Account, or (iv) other legal cause such as Company’s material breach of these terms and conditions or other agreements with Bank.   


ADDITIONAL TERMS AND CONDITIONS FOR ONE TIME PAYMENTS AND RECURRING AUTOPAY


The Deposit Account Owner must maintain sufficient available funds in the Deposit Account to cover all debits. Nothing herein shall require Bank to honor any debit that would cause an overdraft in a Deposit Account.  All payments posted are provisional until the debit to the Deposit Account settles. If any debit is returned or revoked for any reason, then (i) any posting of that debit as a payment will be reversed, (ii) return fees may be incurred, and (iii) late charges may be incurred.  Bank need not attempt to resubmit any returned debit.  One-time payments do not amend the terms of the Card Account or its program agreement, any "PayPoint" autopay enrollments, any cardholder agreement, any agreement governing the Deposit Account, any overdraft protection agreement, or any fee schedule (including fees for insufficient funds, returned transactions or overdraft transactions).  The Deposit Account Owner agreements that all payments made pursuant to this authorization shall comply with the NACHA Operating Rules and all applicable laws. By submitting this request from an authorized Company Program Administrator, Company confirms it is the Deposit Account Owner and agrees to these terms and conditions.  The Deposit Account cannot be a consumer account.

Rev 2/27/2023

© Zions Bancorporation, N.A., doing business as Amegy Bank, California Bank and Trust, National Bank of Arizona, Nevada State Bank, Vectra Bank Colorado and Zions Bank
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I:lllllll cara EFT ERROR NOTIFICATION & VISA CHECKCARD

Products & Services CREDIT DISPUTE FORM
Last Name First Name Middle Initial
Street
Mailing Address
City State Zip Code

Daytime Telephone Fax
Evening Telephone Cell
Email Address
Card Number Account Number
Is the card in your possession? []Yes []No IfNo, was it lost or stolen? [JLost [] Stolen
If lost or stolen, complete the items below:
Date lost or stolen Date the loss or theft was reported to Bank
Police Case # Police Department Name
Name of Officer | reported to
Who has access to your card and PIN?
Have you ever authorized anyone else to use your card? L] Yes 1 No
Who?

Initials
1. [ ] 1didnotreceive the cash requested.

Date Location Amount

Initials

2. : ATM deposit error.
Date Location/ATM # Total Amount

Check one: [ Cash [ Checks Listindividual check amounts

(list checks cont'd.)

Initials
3. [ ] Iwas charged twice for the same transaction.
$
Amount Date Merchant's Name
Initials
4. [ ] Icancelled arecurring charge or guaranteed reservation and was still charged.
$
Amount Date Merchant’s Name
Method of Cancellation
Cancellation Date [ Phone [JE-mail [ Letter [ In-person
| spoke with Cancellation Number
Initials

5. [ ] Ireturned merchandise but did not receive a refund (credit).

**Please be advised that Visa’s rules allow the merchant 30 calendar days in which to process a credit transaction**

$
Amount Date Merchant’'s Name
Method of Return
Return Date [ Shipped [ In-person
Shipping company hame Tracking Number
R 08/15/2011 RSK EFT 101






Initials

6. | ordered goods or services and have not received them as of
**Visa requires that you attempt to resolve the matter directly with the merchant prior to initiating a dispute**
$
Amount Date Merchant’'s Name
The promised delivery date was
Initials
7. | received defective merchandise.
**Visa requires that you attempt to resolve the matter directly with the merchant prior to initiating a dispute**
$
Amount Date Merchant's Name
Method of Return
Return Date 1 Shipped 1 In-person
Shipping company name Tracking Number
Describe how it was defective and your attempt(s) to resolve the matter directly with the Merchant. Include the
date merchant was contacted, with whom you spoke, and his/her response:
Initials
8. The product or service | received was not the same as the merchant’s description.
**Visa requires that you attempt to resolve the matter directly with the merchant prior to initiating a dispute**
$
Amount Date Merchant’'s Name
Method of Return
Return Date [ Shipped [ In-person
Shipping company name Tracking Number
Describe the difference between what was ordered and what was received or why the purchase is not suitable for
the purpose intended. Also state your attempt(s) to resolve the matter directly with the merchant. Include the date
merchant was contacted, with whom you spoke, and his/her response:
Initials
9. | hereby declare | have carefully examined my account statement and the following described
transaction(s) was not made or authorized by me. Furthermore, | did not authorize anyone to make the
transaction(s), nor did | receive any of the proceeds, nor any benefit, either directly or indirectly from the
transactions. | understand my debit/credit card will be closed.
Note to Banker: Close card along with a lost/stolen report. List each unauthorized transaction separately in the
below table, if more space is required, also complete and sign Page 3.
Transaction Date Amount Merchant's Name or Transaction Location
Initials
10. None of the preceding statements are applicable, my detailed description of the problem or error is as

follows:

| declare under penalty of perjury that the forgoing is true and correct. | agree to cooperate fully in the banks investigation and
prosecute to the fullest extent of the law any person(s) found responsible for using my card without my authorization.

Cardholder Signature

Date Completed

Notice to customer: If we determine no error occurred or that an error occurred in a different manner or amount from what you
reported, you have the right to request copies of all documents used in resolving the matter.

R 08/15/2011
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| hereby declare | have carefully examined my account statement and the following described
transaction(s) were not made or authorized by me. Furthermore, | did not authorize anyone to
make the transaction(s), nor did | receive any of the proceeds, nor any benefit, either directly

or indirectly from the transactions.

Transaction Date

Amount

Merchant’s Name or Transaction Location

| declare under penalty of perjury that the forgoing is true and correct. | agree to cooperate fully in the banks investigation
and prosecute to the fullest extent of the law any person(s) found responsible for using my card without my authorization.

Cardholder Signature

R 08/15/2011

Date Completed
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Authorizations Strategy Workbook 

Our authorization system allows you the flexibility to set controls at individual card levels.  By creating your own spending profiles, you will be able to monitor and control transactions for your Commercial Card program better.  


Please complete one workbook for each authorization strategy and then return it to the Commercial Card Support Team.

It may take up to two business days to set-up your new authorization strategy.  You will receive confirmation that your new strategy has been created, along with the Bank-assigned Authorization Strategy Name/ID for your future use.  Using the Bank-assigned Authorization Strategy Name/ ID, you must advise us during the card set-up process which strategy you want us to apply to which cards.  Once your new strategy has been created, you may apply a new strategy to existing accounts by sending a list of affected accounts to the Commercial Card Support Team.

General Information


Date:       

		Company Name:       



		Last 4 Digits of Control Account(s) Strategy Applied To:       





		Authorization Strategy Description (35 alphanumeric characters):       





		Authorization Strategy Name/ID (4 digits – assigned by Bank):      





		Limits 


(If you do not wish to use a particular limit, please leave blank.)



		Number of Authorizations Per Day:       



		Number of Transactions Per Cycle:       



		Dollar Limit Per Day: $     



		Dollar Limit Per Transaction: $



		Cash Advance Limit $     



		Country Strategy



		Do you want to block outside the USA?  FORMDROPDOWN 




		Which countries would you like to block?       





		Merchant Category Code (MCC) Restrictions



		Contracted Services (CONTRACT)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 742


VETERINARY SERVICES


 FORMCHECKBOX 
 763


AGRICULTURAL CO-OPERATIVE


 FORMCHECKBOX 
 780


LANDSCAPE/HORTICULTURAL SER


 FORMCHECKBOX 
 1520


GEN CONTRACTORS RESIDENTL/COML


 FORMCHECKBOX 
 1711


HEATING


 FORMCHECKBOX 
 1731


ELECTRICAL CONTRACTORS


 FORMCHECKBOX 
 1740


MASONRY/TILE/PLASTER/INSUL


 FORMCHECKBOX 
 1750


CARPENTRY


 FORMCHECKBOX 
 1761


ROOFING/SIDING/SHEET METAL


 FORMCHECKBOX 
 1771


CONTRACTORS - CONCRETE


 FORMCHECKBOX 
 1799


SPEC CONTRACTORS - DEFAULT






		Publishing Services


 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 2741


MISC PUBLISHING & PRINTING


 FORMCHECKBOX 
 2791


TYPESETTING/PLATE MAKING ETC






		Cleaning Preparations

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     


 FORMCHECKBOX 
 2842


SPECIALTY CLEANING/POLISHING






		Airlines (AIRLINE)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 3000


UNITED AIRLINES


 FORMCHECKBOX 
 3001


AMERICAN AIRLINES


 FORMCHECKBOX 
 3002


PAN AMERICAN


 FORMCHECKBOX 
 3003


EUROFLY AIRLINES


 FORMCHECKBOX 
 3004


DRAGON AIRLINES


 FORMCHECKBOX 
 3005


BRITISH AIRWAYS


 FORMCHECKBOX 
 3006


JAPAN AIRLINES


 FORMCHECKBOX 
 3007


AIR FRANCE


 FORMCHECKBOX 
 3008


LUFTHANSA


 FORMCHECKBOX 
 3009


AIR CANADA


 FORMCHECKBOX 
 3010


KLM (ROYAL DUTCH  AIRLINES)


 FORMCHECKBOX 
 3011


AEROFLOT


 FORMCHECKBOX 
 3012


QANTAS


 FORMCHECKBOX 
 3013


ALITALIA


 FORMCHECKBOX 
 3014


SAUDI ARABIAN AIRLINES


 FORMCHECKBOX 
 3015


SWISS INTERNATIONAL AIRLINES


 FORMCHECKBOX 
 3016


SAS


 FORMCHECKBOX 
 3017


SOUTH AFRICAN AIRWAYS


 FORMCHECKBOX 
 3018


VARIG (BRAZIL)


 FORMCHECKBOX 
 3020


AIR-INDIA


 FORMCHECKBOX 
 3021


AIR ALGERIE


 FORMCHECKBOX 
 3022


PHILIPPINE AIRLINES


 FORMCHECKBOX 
 3023


MEXICANA


 FORMCHECKBOX 
 3024


PAKISTAN INTERNATIONAL


 FORMCHECKBOX 
 3025


AIR NEW ZEALAND


 FORMCHECKBOX 
 3026


EMIRATES AIRLINES


 FORMCHECKBOX 
 3027


UTA/INTERAIR


 FORMCHECKBOX 
 3028


AIR MALTA


 FORMCHECKBOX 
 3029


SN BRUSSELS AIRLINES


 FORMCHECKBOX 
 3030


AEROLINEAS ARGENTINAS


 FORMCHECKBOX 
 3031


OLYMPIC AIRWAYS


 FORMCHECKBOX 
 3032


EL AL


 FORMCHECKBOX 
 3033


ANSETT AIRLINES


 FORMCHECKBOX 
 3034


ETIHAD AIRWAYS


 FORMCHECKBOX 
 3035


TAP (PORTUGAL)


 FORMCHECKBOX 
 3036


VASP (BRAZIL)


 FORMCHECKBOX 
 3037


EGYPTAIR


 FORMCHECKBOX 
 3038


KUWAIT AIRWAYS


 FORMCHECKBOX 
 3039


AVIANCA


 FORMCHECKBOX 
 3040


GULF AIR (BAHRAIN)


 FORMCHECKBOX 
 3041


BALKAN-BULGARIAN AIRLINES


 FORMCHECKBOX 
 3042


FINAIR


 FORMCHECKBOX 
 3043


AER LINGUS


 FORMCHECKBOX 
 3044


AIR LANKA


 FORMCHECKBOX 
 3045


NIGERIA AIRWAYS


 FORMCHECKBOX 
 3046


CRUZEIRO DO SUL (BRAZIL)


 FORMCHECKBOX 
 3047


THY (TURKEY)


 FORMCHECKBOX 
 3048


ROYAL AIR MAROC


 FORMCHECKBOX 
 3049


TUNIS AIR


 FORMCHECKBOX 
 3050


ICELANDAIR


 FORMCHECKBOX 
 3051


AUSTRIAN AIRLINES


 FORMCHECKBOX 
 3052


LAN AIRLINES


 FORMCHECKBOX 
 3053


AVIACO (SPAIN)


 FORMCHECKBOX 
 3054


LADECO (CHILE)


 FORMCHECKBOX 
 3055


LAB (BOLIVIA)


 FORMCHECKBOX 
 3056


JET AIRWAYS


 FORMCHECKBOX 
 3057


VIRGIN AMERICA


 FORMCHECKBOX 
 3058


DELTA


 FORMCHECKBOX 
 3059


DBA AIRLINES


 FORMCHECKBOX 
 3060


NORTHWEST


 FORMCHECKBOX 
 3061


CONTINENTAL


 FORMCHECKBOX 
 3062


HAPAG-LLOYD EXPRESS AIRLINES


 FORMCHECKBOX 
 3063


US AIRWAYS


 FORMCHECKBOX 
 3064


ADRIA AIRWAYS


 FORMCHECKBOX 
 3065


AIRINTER


 FORMCHECKBOX 
 3066


SOUTHWEST


 FORMCHECKBOX 
 3067


VANGUARD AIRLINES


 FORMCHECKBOX 
 3068


AIR ASTANA


 FORMCHECKBOX 
 3069


SUN COUNTRY AIRLINES


 FORMCHECKBOX 
 3071


AIR BRITISH COLUMBIA


 FORMCHECKBOX 
 3072


CEBU PACIFIC AIRLINES


 FORMCHECKBOX 
 3075


SINGAPORE AIRLINES


 FORMCHECKBOX 
 3076


AEROMEXICO


 FORMCHECKBOX 
 3077


THAI AIRWAYS


 FORMCHECKBOX 
 3078


CHINA AIRLINES


 FORMCHECKBOX 
 3079


JETSTAR AIRWAYS


 FORMCHECKBOX 
 3082


KOREAN AIRLINES


 FORMCHECKBOX 
 3083


AIR AFRIQUE


 FORMCHECKBOX 
 3084


EVA AIRWAYS


 FORMCHECKBOX 
 3085


MIDWEST EXPRESS AIRLINES


 FORMCHECKBOX 
 3086


CARNIVAL AIRLINES


 FORMCHECKBOX 
 3087


METRO AIRLINES


 FORMCHECKBOX 
 3088


CROATIA AIRLINES


 FORMCHECKBOX 
 3089


TRANSAERO


 FORMCHECKBOX 
 3090


UNI AIRWAYS CORPORATION


 FORMCHECKBOX 
 3094


ZAMBIA AIRWAYS


 FORMCHECKBOX 
 3096


AIR ZIMBABWE


 FORMCHECKBOX 
 3097


SPANAIR


 FORMCHECKBOX 
 3098


ASIANA AIRLINES


 FORMCHECKBOX 
 3099


CATHAY PACIFIC


 FORMCHECKBOX 
 3100


MALAYSIAN AIRLINE SYSTEM


 FORMCHECKBOX 
 3102


IBERIA


 FORMCHECKBOX 
 3103


GARUDA (INDONESIA)


 FORMCHECKBOX 
 3106


BRAATHENS S.A.F.E. (NORWAY)


 FORMCHECKBOX 
 3110


WINGS AIRWAYS


 FORMCHECKBOX 
 3111


BRITISH MIDLAND


 FORMCHECKBOX 
 3112


WINDWARD ISLAND


 FORMCHECKBOX 
 3115


TOWER AIR


 FORMCHECKBOX 
 3117


VIASA


 FORMCHECKBOX 
 3118


VALLEY AIRLINES


 FORMCHECKBOX 
 3125


TAN


 FORMCHECKBOX 
 3126


TALAIR


 FORMCHECKBOX 
 3127


TACA INTERNATIONAL


 FORMCHECKBOX 
 3129


SURINAM AIRWAYS


 FORMCHECKBOX 
 3130


SUNWORLD INTERNATIONAL


 FORMCHECKBOX 
 3131


VLM AIRLINES


 FORMCHECKBOX 
 3132


FRONTIER AIRLINES


 FORMCHECKBOX 
 3133


SUNBELT AIRLINES


 FORMCHECKBOX 
 3135


SUDAN AIRWAYS


 FORMCHECKBOX 
 3136


QATAR AIRWAYS


 FORMCHECKBOX 
 3137


SINGLETON


 FORMCHECKBOX 
 3138


SIMMONS AIRLINES


 FORMCHECKBOX 
 3143


SCENIC AIRLINES


 FORMCHECKBOX 
 3144


VIRGIN ATLANTIC


 FORMCHECKBOX 
 3145


SAN JUAN AIRLINES


 FORMCHECKBOX 
 3146


LUXAIR


 FORMCHECKBOX 
 3148


AIR LITTORAL SA


 FORMCHECKBOX 
 3151


AIR ZAIRE


 FORMCHECKBOX 
 3154


PRINCEVILLE


 FORMCHECKBOX 
 3156


GO  FLY LTD


 FORMCHECKBOX 
 3159


PBA


 FORMCHECKBOX 
 3161


ALL NIPPON AIR WAYS


 FORMCHECKBOX 
 3164


NORONTAIR


 FORMCHECKBOX 
 3165


NEW YORK HELICOPTER


 FORMCHECKBOX 
 3167


AEROCONTINENTE


 FORMCHECKBOX 
 3170


MOUNT COOK


 FORMCHECKBOX 
 3171


CANADIAN AIRLINES INTERNATIONAL


 FORMCHECKBOX 
 3172


NATIONAIR


 FORMCHECKBOX 
 3174


JETBLUE AIRWAYS


 FORMCHECKBOX 
 3175


MIDDLE EAST AIR


 FORMCHECKBOX 
 3176


METROFLIGHT AIRLINES


 FORMCHECKBOX 
 3177


AIRTRAN AIRWAYS


 FORMCHECKBOX 
 3178


MESA AIR


 FORMCHECKBOX 
 3180


WESTJET AIRLINES


 FORMCHECKBOX 
 3181


MALEV


 FORMCHECKBOX 
 3182


LOT (POLAND)


 FORMCHECKBOX 
 3183


OMAN AVIATION SERVICES


 FORMCHECKBOX 
 3184


LIAT


 FORMCHECKBOX 
 3185


LAV (VENEZUELA)


 FORMCHECKBOX 
 3186


LAP (PARAGUAY)


 FORMCHECKBOX 
 3187


LACSA (COSTA RICA)


 FORMCHECKBOX 
 3188


VIRGIN EXPRESS


 FORMCHECKBOX 
 3190


JUGOSLAV AIR


 FORMCHECKBOX 
 3191


ISLAND AIRLINES


 FORMCHECKBOX 
 3193


INDIAN AIRLINES


 FORMCHECKBOX 
 3196


HAWAIIAN AIR


 FORMCHECKBOX 
 3197


HAVASU AIRLINES


 FORMCHECKBOX 
 3200


GUYANA AIRWAYS


 FORMCHECKBOX 
 3203


GOLDEN PACIFIC AIR


 FORMCHECKBOX 
 3204


FREEDOM AIR


 FORMCHECKBOX 
 3206


CHINA EASTERN AIRLINES


 FORMCHECKBOX 
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Taxicabs and Limousines


 FORMCHECKBOX 
 4131


Bus Lines


 FORMCHECKBOX 
 4214


Motor Freight Carriers and Trucking


 FORMCHECKBOX 
 4215


Courier Services – Air and Ground, and Freight Forwarders


 FORMCHECKBOX 
 4225


Public Warehousing and Storage


 FORMCHECKBOX 
 4411


Steamship and Cruise Lines


 FORMCHECKBOX 
 4457


Boat Rentals and Leasing


 FORMCHECKBOX 
 4468


Marinas, Marine Service, and Supplies


 FORMCHECKBOX 
 4582


Airports, Flying Fields, and Airport Terminals


 FORMCHECKBOX 
 4722


Travel Agencies and Tour Operators


 FORMCHECKBOX 
 4723


Package Tour Operators – Germany Only


 FORMCHECKBOX 
 4784


Tolls and Bridge Fees


 FORMCHECKBOX 
 4789


Transportation Services (Not Elsewhere Classified)






		Utilities (UTILITY)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 4812


Telecommunication Equipment and Telephone Sales


 FORMCHECKBOX 
 4814

Telecommunication Services, including Local and LONG-DISTANCE Calls, Credit Card Calls, Calls Through Use of Magnetic Stripe Reading Telephones, and Fax Services


 FORMCHECKBOX 
 4816


Computer Network/Information Services


 FORMCHECKBOX 
 4821


Telegraph Services


 FORMCHECKBOX 
 4829


Wire Transfer Money Orders (WTMOs)


 FORMCHECKBOX 
 4899


Cable, Satellite and Other Pay Television and Radio Services


 FORMCHECKBOX 
 4900


Utilities – Electric, Gas, Water, and Sanitary






		Business

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 5013


Motor Vehicle Supplies and New Parts


 FORMCHECKBOX 
 5021


Office and Commercial Furniture


 FORMCHECKBOX 
 5039


Construction Materials (Not Elsewhere Classified)


 FORMCHECKBOX 
 5044


Photographic, Photocopy, Microfilm Equipment and Supplies


 FORMCHECKBOX 
 5045


Computers and Computer Peripheral Equipment and Software


 FORMCHECKBOX 
 5046


Commercial Equipment (Not Elsewhere Classified)


 FORMCHECKBOX 
 5047


Medical, Dental, Ophthalmic and Hospital Equipment and Supplies


 FORMCHECKBOX 
 5051


Metal Service Centers and Offices


 FORMCHECKBOX 
 5065


Electrical Parts and Equipment


 FORMCHECKBOX 
 5072


Hardware, Equipment and Supplies


 FORMCHECKBOX 
 5074


Plumbing and Heating Equipment and Supplies


 FORMCHECKBOX 
 5085


Industrial Supplies (Not Elsewhere Classified)


 FORMCHECKBOX 
 5094


Precious Stones and Metals, Watches and Jewelry


 FORMCHECKBOX 
 5099


Durable Goods (Not Elsewhere Classified)


 FORMCHECKBOX 
 5111


Stationery, Office Supplies, Printing and Writing Paper


 FORMCHECKBOX 
 5122


Drugs, Drug Proprietaries, and Druggist Sundries


 FORMCHECKBOX 
 5131


Piece Goods, Notions, and Other Dry Goods


 FORMCHECKBOX 
 5137


Men’s, Women’s, and Children’s Uniforms and Commercial Clothing


 FORMCHECKBOX 
 5139


Commercial Footwear


 FORMCHECKBOX 
 5169


Chemicals and Allied Products (Not Elsewhere Classified)


 FORMCHECKBOX 
 5172


Petroleum and Petroleum Products


 FORMCHECKBOX 
 5192


Books, Periodicals and Newspapers


 FORMCHECKBOX 
 5193


Florists Supplies, Nursery Stock and Flowers


 FORMCHECKBOX 
 5198


Paints, Varnishes and Supplies


 FORMCHECKBOX 
 5199


Nondurable Goods (Not Elsewhere Classified)






		Retail Stores (RETAIL)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 5200


Home Supply Warehouse Stores


 FORMCHECKBOX 
 5211


Lumber and Building Materials Stores


 FORMCHECKBOX 
 5231


Glass, Paint, and Wallpaper Stores


 FORMCHECKBOX 
 5251


Hardware Stores


 FORMCHECKBOX 
 5261


Nurseries and Lawn and Garden Supply Stores


 FORMCHECKBOX 
 5262

Marketplaces

 FORMCHECKBOX 
 5271


Mobile Home Dealers


 FORMCHECKBOX 
 5300


Wholesale Clubs


 FORMCHECKBOX 
 5309


Duty Free Stores


 FORMCHECKBOX 
 5310


Discount Stores


 FORMCHECKBOX 
 5311


Department Stores


 FORMCHECKBOX 
 5331


Variety Stores


 FORMCHECKBOX 
 5399


Miscellaneous General Merchandise


 FORMCHECKBOX 
 5411


Grocery Stores and Supermarkets


 FORMCHECKBOX 
 5422


Freezer and Locker Meat Provisioners


 FORMCHECKBOX 
 5441


Candy, Nut, and Confectionery Stores


 FORMCHECKBOX 
 5451


Dairy Products Stores


 FORMCHECKBOX 
 5462


Bakeries


 FORMCHECKBOX 
 5499


Miscellaneous Food Stores – Convenience Stores and Specialty Markets






		Automobiles and Vehicles (AUTO)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 5511

Car and Truck Dealers (New and Used) Sales, Service, Repairs, Parts, & Leasing


 FORMCHECKBOX 
 5521


Car and Truck Dealers (Used Only) Sales, Service, Repairs, Parts, & Leasing


 FORMCHECKBOX 
 5532


Automotive Tire Stores


 FORMCHECKBOX 
 5533


Automotive Parts and Accessories Stores


 FORMCHECKBOX 
 5541


Service Stations (With or without Ancillary Services)


 FORMCHECKBOX 
 5542


Automated Fuel Dispensers


 FORMCHECKBOX 
 5551


Boat Dealers


 FORMCHECKBOX 
 5561


Camper, Recreational and Utility Trailer Dealers


 FORMCHECKBOX 
 5571


Motorcycle Shops and Dealers


 FORMCHECKBOX 
 5592


Motor Homes Dealers


 FORMCHECKBOX 
 5598


Snowmobile Dealers


 FORMCHECKBOX 
 5599


Miscellaneous Automotive, Aircraft, and Farm Equipment Dealers





		Clothing Stores (CLOTHING)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 5611


Men’s and Boys’ Clothing and Accessories Stores


 FORMCHECKBOX 
 5621


Women’s Ready-To-Wear Stores


 FORMCHECKBOX 
 5631


Women’s Accessory and Specialty Shops


 FORMCHECKBOX 
 5641


Children’s and Infants’ Wear Stores


 FORMCHECKBOX 
 5651


Family Clothing Stores


 FORMCHECKBOX 
 5655


Sports and Riding Apparel Stores


 FORMCHECKBOX 
 5661


Shoe Stores


 FORMCHECKBOX 
 5681


Furriers and Fur Shops


 FORMCHECKBOX 
 5691


Men’s and Women’s Clothing Stores


 FORMCHECKBOX 
 5697


Tailors, Seamstresses, Mending, and Alterations


 FORMCHECKBOX 
 5698


Wig and Toupee Stores


 FORMCHECKBOX 
 5699


Miscellaneous Apparel and Accessory Shops






		Miscellaneous Stores (MISCSTOR)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 5712


Furniture, Home Furnishings, and Equipment Stores, Except Appliances


 FORMCHECKBOX 
 5713


Floor Covering Stores


 FORMCHECKBOX 
 5714


Drapery, Window Covering, and Upholstery Stores


 FORMCHECKBOX 
 5718


Fireplace, Fireplace Screens and Accessories Stores


 FORMCHECKBOX 
 5719


Miscellaneous Home Furnishing Specialty Stores


 FORMCHECKBOX 
 5722


Household Appliance Stores


 FORMCHECKBOX 
 5732


Electronics Stores


 FORMCHECKBOX 
 5733


Music Stores – Musical Instruments, Pianos, and Sheet Music


 FORMCHECKBOX 
 5734


Computer Software Stores


 FORMCHECKBOX 
 5735


Record Stores


 FORMCHECKBOX 
 5811


Caterers


 FORMCHECKBOX 
 5812


Eating Places and Restaurants


 FORMCHECKBOX 
 5813

Drinking Places (Alcoholic Beverages) – Bars, Taverns, Nightclubs, Cocktail Lounges, and Discotheques


 FORMCHECKBOX 
 5814


Fast Food Restaurants


 FORMCHECKBOX 
 5815


Digital Goods – Media, Books, Movies, Music


 FORMCHECKBOX 
 5816


Digital Goods – Games


 FORMCHECKBOX 
 5817


Digital Goods – Applications (Excludes Games)


 FORMCHECKBOX 
 5818


Digital Goods – Large Digital Goods Merchant


 FORMCHECKBOX 
 5912


Drug Stores and Pharmacies


 FORMCHECKBOX 
 5921


Package Stores – Beer, Wine, and Liquor


 FORMCHECKBOX 
 5931


Used Merchandise and Secondhand Stores


 FORMCHECKBOX 
 5932


Antique Shops – Sales, Repairs, and Restoration Services


 FORMCHECKBOX 
 5933


Pawn Shops


 FORMCHECKBOX 
 5935


Wrecking and Salvage Yards


 FORMCHECKBOX 
 5937


Antique Reproductions


 FORMCHECKBOX 
 5940


Bicycle Shops – Sales and Service


 FORMCHECKBOX 
 5941


Sporting Goods Stores


 FORMCHECKBOX 
 5942


Book Stores


 FORMCHECKBOX 
 5943


Stationery Stores, Office and School Supply Stores


 FORMCHECKBOX 
 5944


Jewelry Stores, Watches, Clocks, and Silverware Stores


 FORMCHECKBOX 
 5945


Hobby, Toy, and Game Shops


 FORMCHECKBOX 
 5946


Camera and Photographic Supply Stores


 FORMCHECKBOX 
 5947


Gift, Card, Novelty and Souvenir Shops


 FORMCHECKBOX 
 5948


Luggage and Leather Goods Stores


 FORMCHECKBOX 
 5949


Sewing, Needlework, Fabric and Piece Goods Stores


 FORMCHECKBOX 
 5950


Glassware/Crystal Stores


 FORMCHECKBOX 
 5960


Direct Marketing – Insurance Services


 FORMCHECKBOX 
 5962


Direct Marketing – Travel-Related Arrangement Services


 FORMCHECKBOX 
 5963


Door-To-Door Sales


 FORMCHECKBOX 
 5964


Direct Marketing – Catalog Merchant


 FORMCHECKBOX 
 5965


Direct Marketing – Combination Catalog and Retail Merchant


 FORMCHECKBOX 
 5966


Direct Marketing – Outbound Telemarketing Merchant


 FORMCHECKBOX 
 5967


Direct Marketing – Inbound Teleservices Merchant


 FORMCHECKBOX 
 5968


Direct Marketing – Continuity/Subscription Merchant


 FORMCHECKBOX 
 5969


Direct Marketing – Other Direct Marketers (Not Elsewhere Classified)


 FORMCHECKBOX 
 5970


Artist’s Supply and Craft Shops


 FORMCHECKBOX 
 5971


Art Dealers and Galleries


 FORMCHECKBOX 
 5972


Stamp and Coin Stores


 FORMCHECKBOX 
 5973


Religious Goods Stores


 FORMCHECKBOX 
 5975


Hearing Aids – Sales, Service, and Supply


 FORMCHECKBOX 
 5976


Orthopedic Goods – Prosthetic Devices


 FORMCHECKBOX 
 5977


Cosmetic Stores


 FORMCHECKBOX 
 5978


Typewriter Stores – Sales, Rentals, and Service


 FORMCHECKBOX 
 5983


Fuel Dealers – Fuel Oil, Wood, Coal, and Liquefied Petroleum


 FORMCHECKBOX 
 5992


Florists


 FORMCHECKBOX 
 5993


Cigar Stores and Stands


 FORMCHECKBOX 
 5994


News Dealers and Newsstands


 FORMCHECKBOX 
 5995


Pet Shops, Pet Foods and Supplies Stores


 FORMCHECKBOX 
 5996


Swimming Pools – Sales and Service


 FORMCHECKBOX 
 5997


Electric Razor Stores – Sales and Service


 FORMCHECKBOX 
 5998


Tent and Awning Shops


 FORMCHECKBOX 
 5999


Miscellaneous and Specialty Retail Shops






		Service Providers (SERVICE)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 6010


Financial Institutions – Manual Cash Disbursements


 FORMCHECKBOX 
 6011


Financial Institutions – Automated Cash Disbursements


 FORMCHECKBOX 
 6012


Financial Institutions – Merchandise and Services


 FORMCHECKBOX 
 6051


Foreign Currency, Money Orders (Not Wire Transfer), Stored Value Card/ Load, & Travelers Cheques


 FORMCHECKBOX 
 6211


Security Brokers/Dealers


 FORMCHECKBOX 
 6300


Insurance Sales, Underwriting, and Premiums


 FORMCHECKBOX 
 6513


Real Estate Agents and Managers – Rentals


 FORMCHECKBOX 
 6540

non-financial institutions – stored value card purchas/load

 FORMCHECKBOX 
 7011


Lodging – Hotels, Motels, Resorts, Central Reservation Services (Not Elsewhere Classified)


 FORMCHECKBOX 
 7012


Timeshares


 FORMCHECKBOX 
 7032


Sporting and Recreational Camps


 FORMCHECKBOX 
 7033


Trailer Parks and Campgrounds






		Personal Service Providers (PERSONAL)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 7210


Laundry, Cleaning, and Garment Services


 FORMCHECKBOX 
 7211


Laundries – Family and Commercial


 FORMCHECKBOX 
 7216


Dry Cleaners


 FORMCHECKBOX 
 7217


Carpet and Upholstery Cleaning


 FORMCHECKBOX 
 7221


Photographic Studios


 FORMCHECKBOX 
 7230


Beauty and Barber Shops


 FORMCHECKBOX 
 7251


Shoe Repair Shops, Shoe Shine Parlors, and Hat Cleaning Shops


 FORMCHECKBOX 
 7261


Funeral Services and Crematories


 FORMCHECKBOX 
 7273


Dating Services


 FORMCHECKBOX 
 7276


Tax Preparation Services


 FORMCHECKBOX 
 7277


Counseling Services – Debt, Marriage, and Personal


 FORMCHECKBOX 
 7278


Buying and Shopping Services and Clubs


 FORMCHECKBOX 
 7296


Clothing Rental – Costumes, Uniforms, Formal Wear


 FORMCHECKBOX 
 7297


Massage Parlors


 FORMCHECKBOX 
 7298


Health and Beauty Spas


 FORMCHECKBOX 
 7299


Miscellaneous Personal Services (Not Elsewhere Classified)






		Business Services (BUSSERV)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 7311


Advertising Services


 FORMCHECKBOX 
 7321


Consumer Credit Reporting Agencies


 FORMCHECKBOX 
 7333


Commercial Photography, Art, and Graphics


 FORMCHECKBOX 
 7338


Quick Copy, Reproduction, and Blueprinting Services


 FORMCHECKBOX 
 7339


Stenographic and Secretarial Support


 FORMCHECKBOX 
 7342


Exterminating and Disinfecting Services


 FORMCHECKBOX 
 7349


Cleaning, Maintenance, and Janitorial Services


 FORMCHECKBOX 
 7361


Employment Agencies and Temporary Help Services


 FORMCHECKBOX 
 7372

Computer Programming, Data Processing, & Integrated Systems Design Services


 FORMCHECKBOX 
 7375


Information Retrieval Services


 FORMCHECKBOX 
 7379


Computer Maintenance, Repair and Services (Not Elsewhere Classified)


 FORMCHECKBOX 
 7392


Management, Consulting, and Public Relations Services


 FORMCHECKBOX 
 7393


Detective Agencies, Protective Services, and Security Services, including Armored Cars, & Guard Dogs


 FORMCHECKBOX 
 7394


Equipment, Tool, Furniture, and Appliance Rental and Leasing


 FORMCHECKBOX 
 7395


Photofinishing Laboratories and Photo Developing


 FORMCHECKBOX 
 7399


Business Services (Not Elsewhere Classified)


 FORMCHECKBOX 
 7511


Truck Stop transactions

 FORMCHECKBOX 
 7512

Automobile Rental Agency


 FORMCHECKBOX 
 7513


Truck and Utility Trailer Rentals


 FORMCHECKBOX 
 7519


Motor Home and Recreational Vehicle Rentals


 FORMCHECKBOX 
 7523


Parking Lots, Parking Meters and Garages






		Repair Services (REPAIR)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     

 FORMCHECKBOX 
 7531


Automotive Body Repair Shops


 FORMCHECKBOX 
 7534


Tire Retreading and Repair Shops


 FORMCHECKBOX 
 7535


Automotive Paint Shops


 FORMCHECKBOX 
 7538


Automotive Service Shops (Non-Dealer)


 FORMCHECKBOX 
 7542


Car Washes


 FORMCHECKBOX 
 7549


Towing Services


 FORMCHECKBOX 
 7622


Electronics Repair Shops


 FORMCHECKBOX 
 7623


Air Conditioning and Refrigeration Repair Shops


 FORMCHECKBOX 
 7629


Electrical and Small Appliance Repair Shops


 FORMCHECKBOX 
 7631


Watch, Clock and Jewelry Repair


 FORMCHECKBOX 
 7641


Furniture-Reupholstery, Repair, and Refinishing


 FORMCHECKBOX 
 7692


Welding Services


 FORMCHECKBOX 
 7699


Miscellaneous Repair Shops and Related Services






		Amusement and Entertainment (AMUSMENT)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only     


 FORMCHECKBOX 
 7800


Government-Owned Lotteries


 FORMCHECKBOX 
 7801


Government-Licensed On-Line Casinos (On-Line Gambling)


 FORMCHECKBOX 
 7802


Government-Licensed Horse/Dog Racing


 FORMCHECKBOX 
 7829


Motion Picture and Video Tape Production and Distribution


 FORMCHECKBOX 
 7832


Motion Picture Theaters


 FORMCHECKBOX 
 7841


DVD/Video Tape Rental Stores


 FORMCHECKBOX 
 7911


Dance Halls, Studios and Schools


 FORMCHECKBOX 
 7922


Theatrical Producers (Except Motion Pictures) and Ticket Agencies


 FORMCHECKBOX 
 7929


Bands, Orchestras, and Miscellaneous EntertainerS

 FORMCHECKBOX 
 7932


Billiard and Pool Establishments


 FORMCHECKBOX 
 7933


Bowling Alleys


 FORMCHECKBOX 
 7941

Commercial Sports, Professional Sports Clubs, Athletic Fields, & Sports Promoters


 FORMCHECKBOX 
 7991


Tourist Attractions and Exhibits


 FORMCHECKBOX 
 7992


Public Golf Courses


 FORMCHECKBOX 
 7993


Video Amusement Game Supplies


 FORMCHECKBOX 
 7994


Video Game Arcades/Establishments


 FORMCHECKBOX 
 7995


Betting, including Lottery Tickets, Casino Gaming Chips, Off-Track Betting, & Wagers at Race Tracks


 FORMCHECKBOX 
 7996


Amusement Parks, Circuses, Carnivals, and Fortune Tellers


 FORMCHECKBOX 
 7997


Membership Clubs (Sports, Recreation, Athletic), Country Clubs, & Private Golf Courses


 FORMCHECKBOX 
 7998


Aquariums, Seaquariums, Dolphinariums, and Zoos


 FORMCHECKBOX 
 7999


Recreation Services (Not Elsewhere Classified)






		Professional Services (PROSERV)

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only   


 FORMCHECKBOX 
 8011


Doctors and Physicians (Not Elsewhere Classified)


 FORMCHECKBOX 
 8021


Dentists and Orthodontists


 FORMCHECKBOX 
 8031


Osteopaths


 FORMCHECKBOX 
 8041


Chiropractors


 FORMCHECKBOX 
 8042


Optometrists and Ophthalmologists


 FORMCHECKBOX 
 8043


Opticians, Optical Goods, and Eyeglasses


 FORMCHECKBOX 
 8049


Podiatrists and Chiropodists


 FORMCHECKBOX 
 8050


Nursing and Personal Care Facilities


 FORMCHECKBOX 
 8062


Hospitals


 FORMCHECKBOX 
 8071


Medical and Dental Laboratories


 FORMCHECKBOX 
 8099


Medical Services and Health Practitioners (Not Elsewhere Classified)


 FORMCHECKBOX 
 8111


Legal Services and Attorneys


 FORMCHECKBOX 
 8211


Elementary and Secondary Schools


 FORMCHECKBOX 
 8220


Colleges, Universities, Professional Schools, and Junior Colleges


 FORMCHECKBOX 
 8241


Correspondence Schools


 FORMCHECKBOX 
 8244


Business and Secretarial Schools


 FORMCHECKBOX 
 8249


Vocational and Trade Schools


 FORMCHECKBOX 
 8299


Schools and Educational Services (Not Elsewhere Classified)


 FORMCHECKBOX 
 8351


Child Care Services


 FORMCHECKBOX 
 8398


Charitable and Social Service Organizations


 FORMCHECKBOX 
 8641


Civic, Social, and Fraternal Associations


 FORMCHECKBOX 
 8651


Political Organizations


 FORMCHECKBOX 
 8661


Religious Organizations


 FORMCHECKBOX 
 8675


Automobile Associations


 FORMCHECKBOX 
 8699


Membership Organizations (Not Elsewhere Classified)


 FORMCHECKBOX 
 8734


Testing Laboratories (Non-Medical Testing)


 FORMCHECKBOX 
 8911


Architectural, Engineering, and Surveying Services


 FORMCHECKBOX 
 8931


Accounting, Auditing, and Bookkeeping Services


 FORMCHECKBOX 
 8999


Professional Services (Not Elsewhere Classified)






		Government Services (GOVRNMNT) 

 FORMCHECKBOX 
  Include All      FORMCHECKBOX 
  Exclude All      FORMCHECKBOX 
  Include Selected Only         FORMCHECKBOX 
  Exclude Selected Only   


 FORMCHECKBOX 
 9211


Court Costs, Including Alimony and Child Support


 FORMCHECKBOX 
 9222


Fines


 FORMCHECKBOX 
 9223


Bail and Bond Payments


 FORMCHECKBOX 
 9311


Tax Payments


 FORMCHECKBOX 
 9399


Government Services (Not Elsewhere Classified)


 FORMCHECKBOX 
 9402


Postal Services – Government Only


 FORMCHECKBOX 
 9405


U.S. Federal Government Agencies or Departments


 FORMCHECKBOX 
 9406

Government-owned lotteries (non-u.s. region)

 FORMCHECKBOX 
 9700


Automated Referral Service


 FORMCHECKBOX 
 9701


Visa Credential Service


 FORMCHECKBOX 
 9702


Emergency Services (GCAS)


 FORMCHECKBOX 
 9950


Intra-Company Purchases
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Overview

Products
Level T&E Purchasing Fleet
g Airlines, Hotel, Car
o) A Rental, Other Top 100 Fuel Only
3 Transportation, Food
< M:rilnkllenriﬁ, . Automotive Services
g B ) Ps, Travel (T&E Level A) (Oil Change, Car
J Entertainment, Car
. Wash, Parts, etc.)
" Services, Home Supply
> Gifts, Limited Shopping, Limited T&E (Hotels,
g<, C Copy Services Top 150 Food)
= All other non-high-risk
) D MCC's Top 200 N/A
o E High Risk

Levels &re progressive (B includes A and B; C includes A, B & C, etc.)

T&E Card Levels

The Forbidden Five MCC’s

4829 | Money Transfer Merchant

6051 | Non Fin /FC/MO/TC/Stamps

7273 | Dating and Escort Services

7297 | Massage Parlors

7995 | Gambling Transactions

Single Purchase Limits

$250

$500

$1,000

$1,500

$2,000

$2,500

$5,000

$10,000

O|TIO(MmMO|O|m|>

Up to Card Limit






T&E Level A consists of the following MCC's:

3000-3302 | Airlines
3351-3499 | Car Rental Agencies
3501-3838 | Hotels
4011 Railroads Freight
4111 Transportation suburban and Local Commuter Passenger, including Ferries
4112 Passenger Railways
4121 Limousines and Taxicabs
4131 Bus Lines
4411 Cruise Lines
4468 Marinas, Marine Service/Supplies
4511 Air Carriers, Airlines not elsewhere classified
4582 Airports, Airport Terminals, Flying Fields
4722 Travel Agencies and Tour Operators
4784 Bridge and Road Fees, Tolls
4789 Transportation Services not elsewhere classified
4814 Telecommunication Services including but not limited to prepaid phone services and
recurring phone services
5541 Service Stations (with or without Ancillary Services)
5542 Fuel Dispenser, Automated
5812 Eating Places, Restaurants
5813 Bars, Cocktail Lounges, Discotheques, Nightclubs, and Taverns. Drinking Places (Alcoholic
Beverages)
5814 Fast Food Restaurants
5962 Direct Marketing Travel-Related Arrangement Services
6010 Member Financial Institution. Manual Cash Disbursements






T&

6011 Member Financial Institution. Automated Cash Disbursements
7011 Lodging Hotels, Motels, Resorts not elsewhere classified

7512 Automobile Rental Agency not elsewhere classified

7523 Automobile Parking Lots and Garages

8675 Automobile Associations

9752 U.K. Petrol Stations, Electronic Hot File

E Level B consists of All MCC’s from Level A plus the following:
4812 Telecommunication Equipment Including
4816 Computer Network/Information Services
5013 Motor Vehicle Supplies and New Parts
5045 Computers, Computer Peripheral Equipment, Software
5172 Petroleum and Petroleum Products
5200 Home Supply Warehouse Stores
5211 Building Materials, Lumber Stores
5309 Duty Free Stores
5399 Miscellaneous General Merchandise Stores
5411 Grocery Stores, Supermarkets
5499 Miscellaneous Food Stores. Convenience Stores, Markets, Specialty Stores, and Vending
Machines
5532 Automotive Tire Stores
5811 Caterers
5947 Card, Gift, Novelty, and Souvenir Shops
5964 Direct Marketing Catalog Merchants
5969 Direct Marketing Other Direct Marketers. not elsewhere classified
5992 Florists
7211 Laundry Services Family and Commercial
7338 Quick Copy, Reproduction, and Blueprinting Services
7379 Computer Maintenance, Repair, and Services not elsewhere classified
7399 Business Services not elsewhere classified
7513 Truck Rental
7538 Automotive Service Shops
7542 Car Washes
7549 Towing Services
7941 Athletic Fields, Commercial Sports, Professional Sports Clubs, Sports Promoters
7992 Golf Courses, Public
7997 Clubs, Country Clubs, Membership (Athletic, Recreation, Sports), Private Golf Courses
7999 Recreation Services not elsewhere classified
8220 Colleges, Universities, Professional Schools, and Junior Colleges
8299 Schools and Educational Services not elsewhere classified
8641 Associations Civic, Social, and Fraternal
8699 Organizations, Membership not elsewhere classified
9751 U.K. Supermarkets, Electronic Hot File






T&E Level C consists of All MCC’s from Levels A and B plus the following:

4813 Key-entry Telecom Merchant providing single local and long-distance phone calls using a
central access number in a non-face-to-face environment using key entry

4821 Telegraph Services

4900 Utilities Electric, Gas, Heating Qil, Sanitary, Water

5044 Office, Photographic, Photocopy, and Microfilm Equipment

5072 Hardware Equipment and Supplies

5085 Industrial Supplies not elsewhere classified

5099 Durable Goods not elsewhere classified

5111 Stationery, Office Supplies, Printing and Writing Paper

5192 Books, Periodicals, and Newspapers

5300 Wholesale Clubs

5331 Variety Stores

5441 Candy, Nut, Confectionery Stores

5451 Dairy Products Stores

5511 Automobile and Truck Dealers. Sales, Service, Repairs, Parts, and Leasing

5521 Automobile and Truck Dealers (Used Only) sales

5533 Automotive Parts, Accessories Stores

5942 Book Stores

5943 Office, School Supply, and Stationery Stores

5983 Fuel Dealers. Coal, Fuel Qil, Liquefied Petroleum, Wood

5993 Cigar Stores and Stands

5999 Miscellaneous and Specialty Retail Stores

6513 Real Estate Agents and Managers Rentals

7230 Barber and Beauty Shops

7251 Hat Cleaning Shops, Shoe Repair Shops, Shoe Shine Parlors

7299 Other Services not elsewhere classified

7311 Advertising Services

7392 Consulting, Management, and Public Relations Services

7511 Truck Stop Transactions

7922 Theatrical Producers (except Motion Pictures), Ticket Agencies

7929 Bands, Orchestras, and Miscellaneous Entertainers not elsewhere classified

7933 Bowling Alleys

7991 Tourist Attractions and Exhibits

7994 Video Game Arcades/Establishments

7998 Aquariums, Dolphinariums, Zoos, and Seaquariums

8244 Schools, Business and Secretarial

8249 Schools, Trade and Vocational

8398 Organizations, Charitable and Social Service

8999 Professional Services not elsewhere classified

9399 Government Services not elsewhere classified

9402 Postal Services Government Only

T&E Level D consists of All MCC’s from Levels A, B and C plus the following:






1799 | Contractors, Special Trade not elsewhere classified

2741 Miscellaneous Publishing and Printing

4214 | Motor Freight Carriers, Trucking Local/Long Distance, Moving and Storage Companies, Local
Delivery

4215 | Courier Services Air and Ground, Freight Forwarders

4225 | Public Warehousing Farm Products, Refrigerated Goods, Household Goods Storage

4457 | Boat Leases and Boat Rentals

4899 Cable, Satellite, and Other Pay Television and Radio Services

5021 | Office and Commercial Furniture

5039 | Construction Materials not elsewhere classified

5046 | Commercial Equipment not elsewhere classified

5047 | Dental/Laboratory/Medical/Ophthalmic Hospital Equipment and Supplies

5051 Metal Service Centers and Offices

5094 | Precious Stones and Metals, Watches and Jewelry

5122 Drugs, Drug Proprietors, and Druggists Sundries

5137 Men’s, Women'’s, and Children’s Uniforms and Commercial Clothing

5193 | Florists Supplies, Nursery Stock, and Flowers

5199 Nondurable Goods. not elsewhere classified

5251 Hardware Stores

5261 | Lawn and Garden Supply Stores

5271 | Mobile Home Dealers

5310 Discount Stores

5462 Bakeries

5551 Boat Dealers

5599 Miscellaneous Automotive, Aircraft, and Farm Equipment Dealers not elsewhere classified

5712 | Equipment, Furniture, and Home Furnishings Stores (except Appliances)

5719 Miscellaneous House Furnishing Specialty Shops

5735 Record Shops

5912 Drug Stores, Pharmacies

5921 Package Stores, Beer, Wine, and Liquor

5935 | Salvage and Wrecking Yards

5940 | Bicycle Shops sales and Service

5960 Direct Marketing Insurance Services

5965 Direct Marketing Combination Catalog and Retail Merchants

5968 | Direct Marketing Continuity/Subscription Merchants

5972 | Stamp and Coin Stores. Philatelic and Numismatic Supplies

5994 | News Dealers and Newsstands

5995 Pet Shops. Pet Food and Supplies

6211 Securities Brokers/Dealers

6300 Insurance Sales, Underwriting, and Premiums

7210 Cleaning, Garment, and Laundry Services

7216 Dry Cleaners

7221 Photographic Studios

7278 | Buying/Shopping Clubs, Services

7296 Clothing Rental. Costumes, Uniforms, and Formal Wear

7298 | Health and Beauty Spas

7321 Consumer Credit Reporting Agencies

7333 | Commercial Art, Graphics, Photography






7339 | Stenographic and Secretarial Support Services

7361 Employment Agencies, Temporary Help Services

7372 Computer Programming, Data Processing, and Integrated Systems Design Services

7375 Information Retrieval Services

7394 | Equipment Rental and Leasing Services, Furniture Rental, Tool Rental

7395 Photo Developing, Photofinishing Laboratories

7519 Motor Home and Recreational Vehicle Rental

7531 | Automotive Body Repair Shops

7534 | Tire Retreading and Repair Shops

7535 | Automotive Paint Shops

7631 | Clock, Jewelry, and Watch Repair Shops

7699 Miscellaneous Repair Shops and Related Services

7832 Motion Picture Theaters

7841 Video Entertainment Rental Stores

7932 Pool and Billiard Establishments

7993 | Video Amusement Game Supplies

8011 Doctors not elsewhere classified

8049 Chiropodists, Podiatrists

8062 | Hospitals

8241 | Schools, Correspondence

8911 | Architectural, Engineering, and Surveying Services

9211 | Court Costs including Alimony and Child Support

9222 Fines

9405 Intra-Government Purchases Government Only

9406 | Government-Owned Lotteries (Non-U.S. region)

T&E Level E consists of All MCC’s from Levels A, B, C and D plus the following:

0742 Veterinary Services

0763 Agricultural Cooperatives

0780 Horticultural and Landscaping Services

1520 General Contractors Residential and Commercial

1711 Air Conditioning, Heating, and Plumbing Contractors

1731 Electrical Contractors

1740 Insulation, Masonry, Plastering, Stonework, and Tile Setting Contractors

1750 Carpentry Contractors

1761 Roofing and Siding, Sheet Metal Work Contractors

1771 Concrete Work Contractors

2791 Typesetting, Plate Making, and Related Services

2842 Sanitation, Polishing, and Specialty Cleaning Preparations

4119 Ambulance Services

5065 Electrical Parts and Equipment

5074 Plumbing and Heating Equipment

5131 Piece Goods, Notions, and Other Dry Goods

5139 Commercial Footwear

5169 Chemicals and Allied Products not elsewhere classified

5198 Paints, Varnishes, and Supplies






5231 Glass, Paint, Wallpaper Stores

5311 Department Stores

5422 Freezer, Locker Meat Provisioners

5531 Auto Store, Home Supply Stores

5561 Camper Dealers, Recreational and Utility Trailers
5571 Motorcycle Shops and Dealers

5592 Motor Home Dealers

5598 Snowmobile Dealers

5611 Men’s and Boys. Clothing and Accessories Stores
5621 Women’s Ready to Wear Stores

5631 Women’s Accessory and Specialty Stores

5641 Children’s and Infants. Wear Stores

5651 Family Clothing Stores

5655 Sports Apparel, Riding Apparel Stores

5661 Shoe Stores

5681 Furriers and Fur Shops

5691 Men’s and Women’s Clothing Stores

5697 Alterations, Mending, Seamstresses, Tailors
5698 Wig and Toupee Shops

5699 Accessory and Apparel Stores Miscellaneous
5713 Floor Covering Stores

5714 Drapery, Upholstery, and Window Coverings Stores
5718 Fireplace, Fireplace Screens and Accessories Stores

Purchasing Card Levels

Purchasing Card Level A consists of the following MCC’s:

0780 Horticultural and Landscaping Services

1520 General Contractors Residential and Commercial

1711 Air Conditioning, Heating, and Plumbing Contractors

1731 Electrical Contractors

1799 Contractors, Special Trade not elsewhere classified

2741 Miscellaneous Publishing and Printing

2842 Sanitation, Polishing, and Specialty Cleaning Preparations

4214 Motor Freight Carriers, Trucking Local/Long Distance, Moving and Storage Companies,
Local Delivery

4215 Courier Services Air and Ground, Freight Forwarders

4225 Public Warehousing Farm Products, Refrigerated Goods, Household Goods Storage

4812 Telecommunication Equipment Including

4814 Telecommunication Services including but not limited to prepaid phone services and
recurring phone services

4816 Computer Network/Information Services

4899 Cable, Satellite, and Other Pay Television and Radio Services

4900 Utilities Electric, Gas, Heating QOil, Sanitary, Water

5013 Motor Vehicle Supplies and New Parts

5021 Office and Commercial Furniture






5039 Construction Materials not elsewhere classified

5044 Office, Photographic, Photocopy, and Microfilm Equipment

5045 Computers, Computer Peripheral Equipment, Software

5046 Commercial Equipment not elsewhere classified

5047 Dental/Laboratory/Medical/Ophthalmic Hospital Equipment and Supplies

5051 Metal Service Centers and Offices

5065 Electrical Parts and Equipment

5072 Hardware Equipment and Supplies

5074 Plumbing and Heating Equipment

5085 Industrial Supplies not elsewhere classified

5099 Durable Goods not elsewhere classified

5111 Stationery, Office Supplies, Printing and Writing Paper

5137 Men’s, Women'’s, and Children’s Uniforms and Commercial Clothing

5169 Chemicals and Allied Products not elsewhere classified

5172 Petroleum and Petroleum Products

5192 Books, Periodicals, and Newspapers

5199 Nondurable Goods. not elsewhere classified

5211 Building Materials, Lumber Stores

5231 Glass, Paint, Wallpaper Stores

5251 Hardware Stores

5310 Discount Stores

5399 Miscellaneous General Merchandise Stores

5499 Miscellaneous Food Stores. Convenience Stores, Markets, Specialty Stores, and Vending
Machines

5511 Automobile and Truck Dealers. Sales, Service, Repairs, Parts, and Leasing

5532 Automotive Tire Stores

5533 Automotive Parts, Accessories Stores

5599 Miscellaneous Automotive, Aircraft, and Farm Equipment Dealers not elsewhere classified

5712 Equipment, Furniture, and Home Furnishings Stores (except Appliances)

5734 Computer Software Stores

5811 Caterers

5942 Book Stores

5943 Office, School Supply, and Stationery Stores

5964 Direct Marketing Catalog Merchants

5965 Direct Marketing Combination Catalog and Retail Merchants

5968 Direct Marketing Continuity/Subscription Merchants

5969 Direct Marketing Other Direct Marketers. not elsewhere classified

5983 Fuel Dealers. Coal, Fuel Qil, Liquefied Petroleum, Wood

5994 News Dealers and Newsstands

5999 Miscellaneous and Specialty Retail Stores

6300 Insurance Sales, Underwriting, and Premiums

7296 Clothing Rental. Costumes, Uniforms, and Formal Wear

7299 Other Services not elsewhere classified

7311 Advertising Services

7333 Commercial Art, Graphics, Photography

7338 Quick Copy, Reproduction, and Blueprinting Services

7349 Cleaning and Maintenance, Janitorial Services

7361 Employment Agencies, Temporary Help Services






7372 Computer Programming, Data Processing, and Integrated Systems Design Services

7392 Consulting, Management, and Public Relations Services

7393 Detective Agencies, Protective Agencies, Security Services including Armored Cars, Guard
Dogs

7394 Equipment Rental and Leasing Services, Furniture Rental, Tool Rental

7399 Business Services not elsewhere classified

7513 Truck Rental

7531 Automotive Body Repair Shops

7538 Automotive Service Shops

7542 Car Washes

7549 Towing Services

7623 Air Conditioning and Refrigeration Repair Shops

7699 Miscellaneous Repair Shops and Related Services

7922 Theatrical Producers (except Motion Pictures), Ticket Agencies
8071 Dental and Medical Laboratories

8099 Health Practitioners, Medical Services not elsewhere classified
8111 Attorneys, Legal Services

8220 Colleges, Universities, Professional Schools, and Junior Colleges
8299 Schools and Educational Services not elsewhere classified
8398 Organizations, Charitable and Social Service

8699 Organizations, Membership not elsewhere classified

8734 Testing Laboratories (Non-Medical)

8999 Professional Services not elsewhere classified

9399 Government Services not elsewhere classified

9402 Postal Services Government Only

Purchasing Card Level B consists of All MCC’s from Level A plus the following:

3000-3299 | Airlines

3351-3499 | Car Rental Agencies

3501-3799 | Hotels

4011 Railroads Freight

4111 Transportation suburban and Local Commuter Passenger, including Ferries
4112 Passenger Railways
4121 Limousines and Taxicabs

4131 Bus Lines

4411 Cruise Lines

4468 Marinas, Marine Service/Supplies

4511 Air Carriers, Airlines not elsewhere classified

4582 Airports, Airport Terminals, Flying Fields

4722 Travel Agencies and Tour Operators

4784 Bridge and Road Fees, Tolls

4789 Transportation Services not elsewhere classified
5411 Grocery Stores, Supermarkets

5541 Service Stations (with or without Ancillary Services)

5542 Fuel Dispenser, Automated

5812 Eating Places, Restaurants

5813 Bars, Cocktail Lounges, Discotheques, Nightclubs, and Taverns. Drinking Places (Alcoholic






Beverages)
5814 Fast Food Restaurants
5962 Direct Marketing Travel-Related Arrangement Services
6010 Member Financial Institution. Manual Cash Disbursements
6011 Member Financial Institution. Automated Cash Disbursements
7011 Lodging Hotels, Motels, Resorts not elsewhere classified
7512 Automobile Rental Agency not elsewhere classified
7523 Automobile Parking Lots and Garages
8675 Automobile Associations
9752 U.K. Petrol Stations, Electronic Hot File

Purchasing Card Level C consists of All MCC’s from Levels A and B plus the

following:
0742 Veterinary Services
0763 Agricultural Cooperatives
1761 Roofing and Siding, Sheet Metal Work Contractors
1771 Concrete Work Contractors
2791 Typesetting, Plate Making, and Related Services
5122 Drugs, Drug Proprietors, and Druggists Sundries
5200 Home Supply Warehouse Stores
5261 Lawn and Garden Supply Stores
5561 Camper Dealers, Recreational and Utility Trailers
5571 Motorcycle Shops and Dealers
5699 Accessory and Apparel Stores Miscellaneous
5713 Floor Covering Stores
5719 Miscellaneous House Furnishing Specialty Shops
5722 Household Appliance Stores
5732 Electronic Sales
5733 Music Stores Musical Instruments, Pianos, Sheet Music
5912 Drug Stores, Pharmacies
5941 Sporting Goods Stores
5944 Clock, Jewelry, Watch, and Silverware Store
5946 Camera and Photographic Supply Stores
5947 Card, Gift, Novelty, and Souvenir Shops
5992 Florists
7217 Carpet and Upholstery Cleaning
7261 Funeral Service and Crematories
7342 Exterminating and Disinfecting Services
7375 Information Retrieval Services
7379 Computer Maintenance, Repair, and Services not elsewhere classified
7534 Tire Retreading and Repair Shops
7535 Automotive Paint Shops
7622 Electronic Repair Shops
7629 Appliance Repair Shops, Electrical and Small
7692 Welding Repair
7829 Motion Picture and Video Tape Production and Distribution






7832 Motion Picture Theaters

7941 Athletic Fields, Commercial Sports, Professional Sports Clubs, Sports Promoters

7991 Tourist Attractions and Exhibits

7992 Golf Courses, Public

7996 Amusement Parks, Carnivals, Circuses, Fortune Tellers

7997 Clubs, Country Clubs, Membership (Athletic, Recreation, Sports), Private Golf Courses
7999 Recreation Services not elsewhere classified

8043 Opticians, Optical Goods, and Eyeglasses

8641 Associations Civic, Social, and Fraternal

8911 Architectural, Engineering, and Surveying Services

Purchasing Card Level D consists of All MCC’s from Levels A, B and C plus the

following:
1740 Insulation, Masonry, Plastering, Stonework, and Tile Setting Contractors
1750 Carpentry Contractors
4119 Ambulance Services
5131 Piece Goods, Notions, and Other Dry Goods
5139 Commercial Footwear

5193 Florists Supplies, Nursery Stock, and Flowers

5198 Paints, Varnishes, and Supplies

5300 Wholesale Clubs

5311 Department Stores

5331 Variety Stores

5441 Candy, Nut, Confectionery Stores

5462 Bakeries

5521 Automobile and Truck Dealers (Used Only) sales

5551 Boat Dealers

5611 Men’s and Boys. Clothing and Accessories Stores

5621 Women’s Ready to Wear Stores

5655 Sports Apparel, Riding Apparel Stores

5661 Shoe Stores

5691 Men’s and Women’s Clothing Stores

5714 Drapery, Upholstery, and Window Coverings Stores

5735 Record Shops

5921 Package Stores, Beer, Wine, and Liquor

5945 Game, Toy, and Hobby Shops

5949 Fabric, Needlework, Piece Goods, and Sewing Stores

5970 Artist Supply Stores, Craft Shops

5971 Art Dealers and Galleries

5995 Pet Shops. Pet Food and Supplies

5996 Swimming Pools sales and Supplies

5998 Tent and Awning Shops

6012 Member Financial Institution. Merchandise and Services
6211 Securities Brokers/Dealers

6513 Real Estate Agents and Managers Rentals

7210 Cleaning, Garment, and Laundry Services






7216 Dry Cleaners
7221 Photographic Studios
7395 Photo Developing, Photofinishing Laboratories

7929 Bands, Orchestras, and Miscellaneous Entertainers not elsewhere classified
7933 Bowling Alleys

8011 Doctors not elsewhere classified

8062 Hospitals

8244 Schools, Business and Secretarial

8249 Schools, Trade and Vocational
8931 Accounting, Auditing, and Bookkeeping Services
9311 Tax Payments

Purchasing Card Level E consists of All MCC’s from Levels A, B, C and D plus the

following:
4457 Boat Leases and Boat Rentals
4813 Key-entry Telecom Merchant providing single local and long-distance phone calls using a

central access number in a non-face-to-face environment using key entry
4821 Telegraph Services

5094 Precious Stones and Metals, Watches and Jewelry
5271 Mobile Home Dealers

5309 Duty Free Stores

5422 Freezer, Locker Meat Provisioners

5451 Dairy Products Stores

5531 Auto Store, Home Supply Stores

5592 Motor Home Dealers

5598 Snowmobile Dealers

5631 Women’s Accessory and Specialty Stores

5641 Children’s and Infants. Wear Stores

5651 Family Clothing Stores

5681 Furriers and Fur Shops

5697 Alterations, Mending, Seamstresses, Tailors

5698 Wig and Toupee Shops

5718 Fireplace, Fireplace Screens and Accessories Stores
5931 Second Hand Stores, Used Merchandise Stores

5932 Antique Shops sales, Repairs, and Restoration Services

5933 Pawn Shops

5935 Salvage and Wrecking Yards

5937 Antique Reproduction Stores

5940 Bicycle Shops sales and Service

5948 Leather Goods and Luggage Stores

5950 Crystal and Glassware Stores

5960 Direct Marketing Insurance Services

5963 Door-to-Door Sales

5966 Direct Marketing Outbound Telemarketing Merchants
5967 Direct Marketing Inbound Telemarketing Merchants
5972 Stamp and Coin Stores. Philatelic and Numismatic Supplies






5973 Religious Goods Stores

5975 Hearing Aids sales, Service, Supply Stores

5976 Orthopedic Goods. Artificial Limb Stores

5977 Cosmetic Stores

5978 Typewriter Stores. Rentals, Sales, Service

5993 Cigar Stores and Stands

5997 Electric Razor Stores sales and Service

6529 Remote Stored Value Load Member Financial Institution
6530 Remote Stored Value Load Merchant

6531 Payment Transaction Provider Money Transfer for a Purchase
6532 Payment Transaction Provider Member Financial Institution Payment Transaction
6533 Payment Transaction Provider Merchant Payment Transaction
6534 Money Transfer Member Financial Institution

6535 Value Purchase Member Financial Institution

7012 Timeshares

7032 Recreational and Sporting Camps

7033 Campgrounds and Trailer Parks

7211 Laundry Services Family and Commercial

7230 Barber and Beauty Shops

7251 Hat Cleaning Shops, Shoe Repair Shops, Shoe Shine Parlors
7276 Tax Preparation Service

7277 Debt, Marriage, Personal Counseling Service

7278 Buying/Shopping Clubs, Services

7298 Health and Beauty Spas

7321 Consumer Credit Reporting Agencies

7339 Stenographic and Secretarial Support Services

7511 Truck Stop Transactions

7519 Motor Home and Recreational Vehicle Rental

7631 Clock, Jewelry, and Watch Repair Shops

7641 Furniture Reupholstery and Repair, Refinishing

7841 Video Entertainment Rental Stores

7911 Dance Halls, Schools, and Studios

7932 Pool and Billiard Establishments

7993 Video Amusement Game Supplies

7994 Video Game Arcades/Establishments

7998 Aqguariums, Dolphinariums, Zoos, and Seaquariums
8021 Dentists, Orthodontists

8031 Osteopathic Physicians

8041 Chiropractors

8042 Optometrists, Ophthalmologists

8049 Chiropodists, Podiatrists

8050 Nursing and Personal Care Facilities

8211 Schools, Elementary and Secondary

8241 Schools, Correspondence

8351 Child Care Services

8651 Organizations, Political

8661 Organizations, Religious

9211 Court Costs including Alimony and Child Support






9222 Fines

9223 Bail and Bond Payments

9405 Intra-Government Purchases Government Only
9751 U.K. Supermarkets, Electronic Hot File

Fleet Card Levels

Fleet Card Level A consists of the following MCC's:

5541 Service Stations (with or without Ancillary Services)
5542 Fuel Dispenser, Automated
9752 U.K. Petrol Stations, Electronic Hot File

Fleet Card Level B consists of All MCC’s from Level A plus the following:

4784 Bridge and Road Fees, Tolls

5013 Motor Vehicle Supplies and New Parts

5046 Commercial Equipment not elsewhere classified

5051 Metal Service Centers and Offices

5065 Electrical Parts and Equipment

5072 Hardware Equipment and Supplies

5085 Industrial Supplies not elsewhere classified

5172 Petroleum and Petroleum Products

5399 Miscellaneous General Merchandise Stores

5499 Miscellaneous Food Stores. Convenience Stores, Markets, Specialty Stores, and Vending
Machines

5511 Automobile and Truck Dealers. Sales, Service, Repairs, Parts, and Leasing

5521 Automobile and Truck Dealers (Used Only) sales

5531 Auto Store, Home Supply Stores

5532 Automotive Tire Stores

5533 Automotive Parts, Accessories Stores

5599 Miscellaneous Automotive, Aircraft, and Farm Equipment Dealers not elsewhere classified

5983 Fuel Dealers. Coal, Fuel Qil, Liquefied Petroleum, Wood

5999 Miscellaneous and Specialty Retail Stores

7299 Other Services not elsewhere classified

7349 Cleaning and Maintenance, Janitorial Services

7399 Business Services not elsewhere classified

7523 Automobile Parking Lots and Garages

7531 Automotive Body Repair Shops

7535 Automotive Paint Shops

7538 Automotive Service Shops

7542 Car Washes

7549 Towing Services

7623 Air Conditioning and Refrigeration Repair Shops






7692 Welding Repair
7699 Miscellaneous Repair Shops and Related Services
9399 Government Services not elsewhere classified

Fleet Card Level C consists of All MCC’s from Levels A and B plus the following:

3501-3799 | Hotels
4812 Telecommunication Equipment Including
4814 Telecommunication Services including but not limited to prepaid phone services and
recurring phone services
4816 Computer Network/Information Services
5411 Grocery Stores, Supermarkets
5812 Eating Places, Restaurants
5814 Fast Food Restaurants
7011 Lodging Hotels, Motels, Resorts not elsewhere classified
7512 Automobile Rental Agency not elsewhere classified

Any MCC’s not listed above are not available in a Fleet Card Level.

MCC Listing and Levels

T&E P-Card | Fleet McCC MCC Description
E C - 0742 Veterinary Services
E C -- 0763 Agricultural Cooperatives
E A -- 0780 Horticultural and Landscaping Services
E A -- 1520 General Contractors Residential and Commercial
E A -- 1711 Air Conditioning, Heating, and Plumbing Contractors
E A -- 1731 Electrical Contractors
E D - 1740 Insulation, Masonry, Plastering, Stonework, and Tile Setting Contractors
E D - 1750 Carpentry Contractors
E C -- 1761 Roofing and Siding, Sheet Metal Work Contractors
E C -- 1771 Concrete Work Contractors
D A -- 1799 Contractors, Special Trade not elsewhere classified
D A -- 2741 Miscellaneous Publishing and Printing
E C -- 2791 Typesetting, Plate Making, and Related Services
E A -- 2842 Sanitation, Polishing, and Specialty Cleaning Preparations
A B -- 3000-3299 | Airlines
A B -- 3351-3499 | Car Rental Agencies
A B C 3501-3799 | Hotels
A B -- 4011 Railroads Freight
A B -- 4111 Transportation suburban and Local Commuter Passenger, including Ferries
A B -- 4112 Passenger Railways
E D -- 4119 Ambulance Services
A B -- 4121 Limousines and Taxicabs
A B -- 4131 Bus Lines
D A -- 4214 Motor Freight Carriers, Trucking Local/Long Distance, Moving and Storage






T&E P-Card | Fleet McCC MCC Description

Companies, Local Delivery

D A - 4215 Courier Services Air and Ground, Freight Forwarders

D A - 4225 Public Warehousing Farm Products, Refrigerated Goods, Household Goods
Storage

A B - 4411 Cruise Lines

D E -- 4457 Boat Leases and Boat Rentals

A B - 4468 Marinas, Marine Service/Supplies

A B - 4511 Air Carriers, Airlines not elsewhere classified

A B -- 4582 Airports, Airport Terminals, Flying Fields

A B -- 4722 Travel Agencies and Tour Operators

A B B 4784 Bridge and Road Fees, Tolls

A B -- 4789 Transportation Services not elsewhere classified

B A C 4812 Telecommunication Equipment Including

C E -- 4813 Key-entry Telecom Merchant providing single local and long-distance phone
calls using a central access number in a non-face-to-face environment using
key entry

A A C 4814 Telecommunication Services including but not limited to prepaid phone
services and recurring phone services

B A C 4816 Computer Network/Information Services

C E -- 4821 Telegraph Services

-- -- -- 4829 Money Transfer Merchant

D A - 4899 Cable, Satellite, and Other Pay Television and Radio Services

C A - 4900 Utilities Electric, Gas, Heating Qil, Sanitary, Water

B A B 5013 Motor Vehicle Supplies and New Parts

D A -- 5021 Office and Commercial Furniture

D A -- 5039 Construction Materials not elsewhere classified

C A -- 5044 Office, Photographic, Photocopy, and Microfilm Equipment

B A -- 5045 Computers, Computer Peripheral Equipment, Software

D A B 5046 Commercial Equipment not elsewhere classified

D A - 5047 Dental/Laboratory/Medical/Ophthalmic Hospital Equipment and Supplies

D A B 5051 Metal Service Centers and Offices

E A B 5065 Electrical Parts and Equipment

C A B 5072 Hardware Equipment and Supplies

E A -- 5074 Plumbing and Heating Equipment

C A B 5085 Industrial Supplies not elsewhere classified

D E - 5094 Precious Stones and Metals, Watches and Jewelry

C A -- 5099 Durable Goods not elsewhere classified

C A -- 5111 Stationery, Office Supplies, Printing and Writing Paper

D C -- 5122 Drugs, Drug Proprietors, and Druggists Sundries

E D - 5131 Piece Goods, Notions, and Other Dry Goods

D A - 5137 Men’s, Women's, and Children’s Uniforms and Commercial Clothing

E D - 5139 Commercial Footwear

E A -- 5169 Chemicals and Allied Products not elsewhere classified

B A B 5172 Petroleum and Petroleum Products

C A -- 5192 Books, Periodicals, and Newspapers

D D -- 5193 Florists Supplies, Nursery Stock, and Flowers

E D - 5198 Paints, Varnishes, and Supplies

D A -- 5199 Nondurable Goods. not elsewhere classified






T&E P-Card | Fleet MCC MCC Description
B C -- 5200 Home Supply Warehouse Stores
B A - 5211 Building Materials, Lumber Stores
E A - 5231 Glass, Paint, Wallpaper Stores
D A -- 5251 Hardware Stores
D C -- 5261 Lawn and Garden Supply Stores
D E -- 5271 Mobile Home Dealers
C D -- 5300 Wholesale Clubs
B E - 5309 Duty Free Stores
D A - 5310 Discount Stores
E D - 5311 Department Stores
C D - 5331 Variety Stores
B A B 5399 Miscellaneous General Merchandise Stores
B B C 5411 Grocery Stores, Supermarkets
E E - 5422 Freezer, Locker Meat Provisioners
C D -- 5441 Candy, Nut, Confectionery Stores
C E -- 5451 Dairy Products Stores
D D -- 5462 Bakeries
B A B 5499 Miscellaneous Food Stores. Convenience Stores, Markets, Specialty Stores, and
Vending Machines
C A B 5511 Automobile and Truck Dealers. Sales, Service, Repairs, Parts, and Leasing
C D B 5521 Automobile and Truck Dealers (Used Only) sales
E E B 5531 Auto Store, Home Supply Stores
B A B 5532 Automotive Tire Stores
C A B 5533 Automotive Parts, Accessories Stores
A B A 5541 Service Stations (with or without Ancillary Services)
A B A 5542 Fuel Dispenser, Automated
D D -- 5551 Boat Dealers
E C -- 5561 Camper Dealers, Recreational and Utility Trailers
E C -- 5571 Motorcycle Shops and Dealers
E E -- 5592 Motor Home Dealers
E E -- 5598 Snowmobile Dealers
D A B 5599 Miscellaneous Automotive, Aircraft, and Farm Equipment Dealers not
elsewhere classified
E D -- 5611 Men’s and Boys. Clothing and Accessories Stores
E D -- 5621 Women’s Ready to Wear Stores
E E -- 5631 Women’s Accessory and Specialty Stores
E E -- 5641 Children’s and Infants. Wear Stores
E E -- 5651 Family Clothing Stores
E D -- 5655 Sports Apparel, Riding Apparel Stores
E D -- 5661 Shoe Stores
E E -- 5681 Furriers and Fur Shops
E D -- 5691 Men’s and Women'’s Clothing Stores
E E - 5697 Alterations, Mending, Seamstresses, Tailors
E E -- 5698 Wig and Toupee Shops
E C -- 5699 Accessory and Apparel Stores Miscellaneous
D A -- 5712 Equipment, Furniture, and Home Furnishings Stores (except Appliances)
E C - 5713 Floor Covering Stores
E D -- 5714 Drapery, Upholstery, and Window Coverings Stores






T&E P-Card | Fleet McCC MCC Description
E E -- 5718 Fireplace, Fireplace Screens and Accessories Stores
D C -- 5719 Miscellaneous House Furnishing Specialty Shops
E C -- 5722 Household Appliance Stores
E C -- 5732 Electronic Sales
E C - 5733 Music Stores Musical Instruments, Pianos, Sheet Music
E A - 5734 Computer Software Stores
D D -- 5735 Record Shops
B A -- 5811 Caterers
A B C 5812 Eating Places, Restaurants
A B -- 5813 Bars, Cocktail Lounges, Discotheques, Nightclubs, and Taverns. Drinking Places
(Alcoholic Beverages)
A B C 5814 Fast Food Restaurants
D C - 5912 Drug Stores, Pharmacies
D D - 5921 Package Stores, Beer, Wine, and Liquor
E E - 5931 Second Hand Stores, Used Merchandise Stores
E E -- 5932 Antique Shops sales, Repairs, and Restoration Services
E E -- 5933 Pawn Shops
D E -- 5935 Salvage and Wrecking Yards
E E - 5937 Antique Reproduction Stores
D E -- 5940 Bicycle Shops sales and Service
E C -- 5941 Sporting Goods Stores
C A -- 5942 Book Stores
C A -- 5943 Office, School Supply, and Stationery Stores
E C - 5944 Clock, Jewelry, Watch, and Silverware Store
E D -- 5945 Game, Toy, and Hobby Shops
E C -- 5946 Camera and Photographic Supply Stores
B C - 5947 Card, Gift, Novelty, and Souvenir Shops
E E -- 5948 Leather Goods and Luggage Stores
E D - 5949 Fabric, Needlework, Piece Goods, and Sewing Stores
E E -- 5950 Crystal and Glassware Stores
D E - 5960 Direct Marketing Insurance Services
A B -- 5962 Direct Marketing Travel-Related Arrangement Services
E E -- 5963 Door-to-Door Sales
B A -- 5964 Direct Marketing Catalog Merchants
D A -- 5965 Direct Marketing Combination Catalog and Retail Merchants
E E -- 5966 Direct Marketing Outbound Telemarketing Merchants
E E -- 5967 Direct Marketing Inbound Telemarketing Merchants
D A -- 5968 Direct Marketing Continuity/Subscription Merchants
B A -- 5969 Direct Marketing Other Direct Marketers. not elsewhere classified
E D -- 5970 Artist Supply Stores, Craft Shops
E D -- 5971 Art Dealers and Galleries
D E -- 5972 Stamp and Coin Stores. Philatelic and Numismatic Supplies
E E -- 5973 Religious Goods Stores
E E -- 5975 Hearing Aids sales, Service, Supply Stores
E E -- 5976 Orthopedic Goods. Artificial Limb Stores
E E -- 5977 Cosmetic Stores
E E -- 5978 Typewriter Stores. Rentals, Sales, Service






T&E P-Card | Fleet MCC MCC Description
C A B 5983 Fuel Dealers. Coal, Fuel Qil, Liquefied Petroleum, Wood
B C -- 5992 Florists
C E -- 5993 Cigar Stores and Stands
D A -- 5994 News Dealers and Newsstands
D D -- 5995 Pet Shops. Pet Food and Supplies
E D -- 5996 Swimming Pools sales and Supplies
E E -- 5997 Electric Razor Stores sales and Service
E D -- 5998 Tent and Awning Shops
C A B 5999 Miscellaneous and Specialty Retail Stores
A B -- 6010 Member Financial Institution. Manual Cash Disbursements
A B -- 6011 Member Financial Institution. Automated Cash Disbursements
E D -- 6012 Member Financial Institution. Merchandise and Services
E -- -- 6050 Quasi Cash Member Financial Institution
E -- -- 6051 Quasi Cash. Merchant
D D - 6211 Securities Brokers/Dealers
D A - 6300 Insurance Sales, Underwriting, and Premiums
C D -- 6513 Real Estate Agents and Managers Rentals
E E -- 6529 Remote Stored Value Load Member Financial Institution
E E -- 6530 Remote Stored Value Load Merchant
E E -- 6531 Payment Transaction Provider Money Transfer for a Purchase
E E -- 6532 Payment Transaction Provider Member Financial Institution Payment
Transaction
E E - 6533 Payment Transaction Provider Merchant Payment Transaction
E E -- 6534 Money Transfer Member Financial Institution
E E -- 6535 Value Purchase Member Financial Institution
A B C 7011 Lodging Hotels, Motels, Resorts not elsewhere classified
E E -- 7012 Timeshares
E E -- 7032 Recreational and Sporting Camps
E E -- 7033 Campgrounds and Trailer Parks
D D - 7210 Cleaning, Garment, and Laundry Services
B E -- 7211 Laundry Services Family and Commercial
D D -- 7216 Dry Cleaners
E C -- 7217 Carpet and Upholstery Cleaning
D D -- 7221 Photographic Studios
C E -- 7230 Barber and Beauty Shops
C E -- 7251 Hat Cleaning Shops, Shoe Repair Shops, Shoe Shine Parlors
E C -- 7261 Funeral Service and Crematories
-- - - 7273 Dating and Escort Services
E E - 7276 Tax Preparation Service
E E - 7277 Debt, Marriage, Personal Counseling Service
D E -- 7278 Buying/Shopping Clubs, Services
D A - 7296 Clothing Rental. Costumes, Uniforms, and Formal Wear
-- -- -- 7297 Massage Parlors
D E -- 7298 Health and Beauty Spas
C A B 7299 Other Services not elsewhere classified
C A -- 7311 Advertising Services
D E - 7321 Consumer Credit Reporting Agencies
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D A -- 7333 Commercial Art, Graphics, Photography

B A -- 7338 Quick Copy, Reproduction, and Blueprinting Services

D E -- 7339 Stenographic and Secretarial Support Services

E C -- 7342 Exterminating and Disinfecting Services

E A B 7349 Cleaning and Maintenance, Janitorial Services

D A - 7361 Employment Agencies, Temporary Help Services

D A - 7372 Computer Programming, Data Processing, and Integrated Systems Design
Services

D C -- 7375 Information Retrieval Services

B C - 7379 Computer Maintenance, Repair, and Services not elsewhere classified

C A - 7392 Consulting, Management, and Public Relations Services

E A - 7393 Detective Agencies, Protective Agencies, Security Services including Armored
Cars, Guard Dogs

D A -- 7394 Equipment Rental and Leasing Services, Furniture Rental, Tool Rental

D D -- 7395 Photo Developing, Photofinishing Laboratories

B A B 7399 Business Services not elsewhere classified

C E - 7511 Truck Stop Transactions

A B C 7512 Automobile Rental Agency not elsewhere classified

B A -- 7513 Truck Rental

D E -- 7519 Motor Home and Recreational Vehicle Rental

A B B 7523 Automobile Parking Lots and Garages

D A B 7531 Automotive Body Repair Shops

D C -- 7534 Tire Retreading and Repair Shops

D C B 7535 Automotive Paint Shops

B A B 7538 Automotive Service Shops

B A B 7542 Car Washes

B A B 7549 Towing Services

E C -- 7622 Electronic Repair Shops

E A B 7623 Air Conditioning and Refrigeration Repair Shops

E C -- 7629 Appliance Repair Shops, Electrical and Small

D E -- 7631 Clock, Jewelry, and Watch Repair Shops

E E -- 7641 Furniture Reupholstery and Repair, Refinishing

E C B 7692 Welding Repair

D A B 7699 Miscellaneous Repair Shops and Related Services

E C -- 7829 Motion Picture and Video Tape Production and Distribution

D C -- 7832 Motion Picture Theaters

D E -- 7841 Video Entertainment Rental Stores

E E - 7911 Dance Halls, Schools, and Studios

C A -- 7922 Theatrical Producers (except Motion Pictures), Ticket Agencies

C D - 7929 Bands, Orchestras, and Miscellaneous Entertainers not elsewhere classified

D E -- 7932 Pool and Billiard Establishments

C D -- 7933 Bowling Alleys

B C - 7941 Athletic Fields, Commercial Sports, Professional Sports Clubs, Sports
Promoters

C C -- 7991 Tourist Attractions and Exhibits

B C - 7992 Golf Courses, Public

D E -- 7993 Video Amusement Game Supplies

C E - 7994 Video Game Arcades/Establishments
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- - - 7995 Gambling Transactions

E C - 7996 Amusement Parks, Carnivals, Circuses, Fortune Tellers
B C - 7997 Clubs, Country Clubs, Membership (Athletic, Recreation, Sports), Private Golf
Courses
- 7998 Aquariums, Dolphinariums, Zoos, and Seaquariums
-- 7999 Recreation Services not elsewhere classified
-- 8011 Doctors not elsewhere classified
- 8021 Dentists, Orthodontists

-- 8031 Osteopathic Physicians

-- 8041 Chiropractors

-- 8042 Optometrists, Ophthalmologists

-- 8043 Opticians, Optical Goods, and Eyeglasses

-- 8049 Chiropodists, Podiatrists

-- 8050 Nursing and Personal Care Facilities

-- 8062 Hospitals

-- 8071 Dental and Medical Laboratories

- 8099 Health Practitioners, Medical Services not elsewhere classified

- 8111 Attorneys, Legal Services

-- 8211 Schools, Elementary and Secondary

- 8220 Colleges, Universities, Professional Schools, and Junior Colleges

- 8241 Schools, Correspondence

- 8244 Schools, Business and Secretarial

- 8249 Schools, Trade and Vocational

-- 8299 Schools and Educational Services not elsewhere classified
8351 Child Care Services

-- 8398 Organizations, Charitable and Social Service

- 8641 Associations Civic, Social, and Fraternal

-- 8651 Organizations, Political

- 8661 Organizations, Religious

-- 8675 Automobile Associations

-- 8699 Organizations, Membership not elsewhere classified

- 8734 Testing Laboratories (Non-Medical)

-- 8911 Architectural, Engineering, and Surveying Services

-- 8931 Accounting, Auditing, and Bookkeeping Services

-- 8999 Professional Services not elsewhere classified

-- 9211 Court Costs including Alimony and Child Support

- 9222 Fines

-- 9223 Bail and Bond Payments

- 9311 Tax Payments
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B 9399 Government Services not elsewhere classified
-- 9402 Postal Services Government Only

-- 9405 Intra-Government Purchases Government Only
- 9751 U.K. Supermarkets, Electronic Hot File

A 9752 U.K. Petrol Stations, Electronic Hot File
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Whenever you need emergency service or answers, call the Program Administrator, 24 hours a day, 365 days a year.

For calls outside the United States, call collect at 0-410-581-9994.

1-800-VISA-911

(1-800-847-2911)
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© 2006-2008, Visa. All Rights Reserved. visa.com

This Guide to Benefits describes the benefits in effect as of 3/1/08. These benefits and descriptions supersedes

any prior benefits and descriptions you may have received earlier. Please read and retain for your records.
Your eligibility is determined by the date your financial institution enrolled your account in the benefits.

Your Guide to Benefits Package
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VISA

Visa Commercial Card

FOR QUESTIONS OR ASSISTANCE 24 HOURS A DAY, 365 DAYS A YEAR, CALL THE TOLL-FREE NUMBER ON THE BACK OF

YOUR VISA" CARD, OR 1-800-VISA-911

For more information about the benefits described in this Guide, call the customer service number on your Visa card statement.

Travel and Emergency Assistance Services

You can enjoy greater peace of mind thanks to a wide range of Visa
emergency services which are available 24 hours a day, 365 days
a year. Please understand that, due to occasional problems such
as distance, location, or time, neither Visa nor its service providers
can be responsible for the availability, use, cost, or results of any
medical, legal, transportation, or other services.

Who is eligible for Travel and Emergency Assistance Services?
You, your immediate family members, and your business associates
may all take advantage of these special emergency services.

How do | get these services?

They're as close as the nearest phone. You simply call the Benefit
Administrator at 1-800-VISA-911 any hour of the day or night. If
you are outside the United States, call collect at 0-410-581-9994.

Is there a charge for these services?

No. Visa Travel and Emergency Assistance Services are available
to eligible Visa cardholders at no additional charge.

Please note: Visa Travel and Emergency Assistance Services
provide assistance and referral only. You are responsible for the
cost of any actual medical, legal, transportation, cash advance, or
other services or goods provided.

What are the specific services and what do they provide?
Visa Travel and Emergency Assistance Services will put you in
touch with the appropriate emergency services should the need
arise. Here are some of the ways we can help:

= Emergency Message Service can record and relay emergency
messages for travelers, immediate family members, or business
associates. NOTE: Visa will use reasonable efforts to relay
emergency messages in accordance with benefit guidelines
and limitations, but cannot take responsibility for the failure
to transmit any message successfully.

Medical Referral Assistance provides medical referral, monitoring,
and follow-up. The Benefit Administrator can give you names
of English-speaking local doctors, dentists, and hospitals; assign
a doctor to consult by phone with local medical personnel, if
necessary, to monitor your condition, keep in contact with your
family, and provide continuing liaison; and help you arrange medical
payments from your Visa or personal account. NOTE: All costs
are your responsibility.

Legal Referral Assistance can arrange contact with English-speaking
attorneys and U.S. embassies and consulates if you're detained
by local authorities, have a car accident, or need legal assistance.
In addition, the Benefit Administrator can coordinate bail payment
through a transfer of funds from your Visa or personal account.
The Benefit Administrator can also follow up to make sure bail
has been properly handled. NOTE: All costs are your responsibility.

» Emergency Transportation Assistance can help you make all the
necessary arrangements for emergency transportation home or
to the nearest medical facility. This even includes arranging to
bring your business associates home and staying in contact with
family members or employers. In the case of a death, the Benefit
Administrator can make arrangements to repatriate the remains.
NOTE: All costs are your responsibility.

Emergency Ticket Replacement helps you with the carrier's lost
ticket reimbursement procedures if you should lose your ticket and
can arrange delivery of a replacement ticket to you. NOTE: All costs
are your responsibility.

Lost Luggage Locator Service can help you through the common
carrier's claim procedures or can arrange shipment of replacement
items if an airline or common carrier loses your checked luggage.
The Benefit Administrator can also arrange a cash advance with
your Visa issuing bank. However, you are responsible for the cost
of any replacement items shipped to you.

Emergency Translation Service provides telephone assistance in
all major languages and helps find local interpreters, if available,
when you need more extensive assistance. NOTE: All costs are
your responsibility.

Prescription Assistance and Valuable Document Delivery
Arrangements can help you get prescriptions filled or replaced,
subject to local laws, and can even arrange pickup and delivery of
prescriptions filled for you at local or nearby pharmacies. It can
also help transport critical documents which you may have left at
your business or elsewhere. NOTE: All costs are your responsibility.
Pre-Trip Assistance can give you information on your destination
before you leave—information such as ATM locations, currency
exchange rates, weather reports, health precautions, immuniza-
tions, and required passport visas.

Additional Provisions for Travel and Emergency Assistance Services: The benefit
described in this Guide to Benefit will not apply to Visa cardholders whose accounts
have been suspended or canceled. The terms and conditions contained in this Guide
to Benefit may be modified by subsequent endorsements. Modifications to the terms
and conditions may be provided via additional Guide to Benefit mailings, statement
inserts, or statement messages.

FORM #VTEAB (07/08)

NOTE: In this document, “Visa card" refers to Visa Corporate, Visa Fleet, Visa Meetings, Visa Purchas-
ing, or any combination of these products (Visa Commercial).





Auto Rental Collision Damage Waiver

What is this benefit?

When certain terms and conditions are met, Visa Auto Rental
Collision Damage Waiver benefit (“Auto Rental CDW") provides—
at no additional charge—reimbursement for damage due to collision
or theft up to the actual cash value of most rental vehicles. Here
are answers to some commonly asked questions about the benefit.
Who is eligible?

You are eligible only if you are a valid cardholder whose name is
embossed on an eligible U.S.-issued Visa card. Only you, as the
primary renter of the vehicle, and any additional drivers permitted
by the auto rental agreement are covered.

What is covered?

Subject to the terms and conditions in the Guide to Benefit, Visa

Auto Rental CDW reimburses you for the repair or replacement of

covered losses to a rental vehicle while it is your responsibility and

while it is being used for business purposes. Only vehicle rental

periods which neither exceed nor are intended to exceed thirty-one

(31) consecutive days are covered.

This benefit is primary and provides reimbursement up to the actual

cash value of the vehicle as it was originally manufactured. However,

if the rental is for personal reasons, this coverage supplements,

and applies excess of, any valid and collectible insurance or

reimbursement benefits from any source.

Most private passenger automobiles, minivans, and sport utility

vehicles are eligible, but some restrictions may apply. Please contact

the Benefit Administrator to inquire about a specific vehicle.

Covered losses are:

» Physical damage and/or theft of the covered rental vehicle.

= Valid loss-of-use charges imposed and substantiated by the
rental agency through a fleet utilization log.

= Reasonable and customary towing charges, due to a covered
loss, to the nearest qualified repair facility.

How do | activate this benefit?

For the benefit to be in effect, you must:

= Initiate and complete the entire rental transaction with your
eligible Visa card, and

= Decline the vehicle rental company’s collision damage waiver
(CDW/LDW) option, or similar provision, if offered by the auto
rental company.

Helpful hints:

» Check the rental vehicle for prior damage before leaving the rental lot.

= Review the vehicle rental agreement carefully to make sure
you are declining CDW/LDW, and also, to familiarize yourself
with the terms and conditions of the auto rental agreement.

What do | do if | have an accident or the rental vehicle is stolen?

Immediately call the Benefit Administrator at 1-800-VISA-911 to

report the theft or damage, regardless whether liability has been

established. If you are outside the United States, call collect at

0-410-581-9994. The Benefit Administrator will answer any ques-

tions you or the rental agency may have and will then send you a

claim form.

All incidents must be reported immediately following the theft or

damage, but in no event later than forty-five (45) days* following the

date of theft or damage. Furthermore, we reserve the right to deny

any claim that contains charges that would not have been included

had the Benefit Administrator been notified before those expenses

were incurred. We therefore advise you to notify us immediately

after any loss.

You must make every reasonable effort to protect the rental vehicle

from damage or theft.

What is not covered?

= Any obligation you assume under any agreement.

= Any violation of the auto rental agreement or this benefit.

= Injury of anyone or anything inside or outside the rental vehicle.

* Loss or theft of personal belongings.

» Personal liability.

= Expenses assumed, waived, or paid by the rental agency or
its insurer.

= Cost of any insurance or collision damage waiver offered by or
purchased through the auto rental company.

= Expenses reimbursed under your business or personal automobile
insurance policy.

= Depreciation of the rental vehicle caused by loss or damage,
including, but not limited to “diminished value.”

* Loss due to intentional acts, or due to the driver(s) being under
the influence of alcohol, intoxicants, or drugs, or due to contraband
or illegal activities.

= Wear and tear, gradual deterioration, or mechanical breakdown.

= [tems not installed by the original manufacturer.

= Loss due to off-road operation of the rental vehicle.

= Loss due to hostility of any kind (including, but not limited to,
war, invasion, rebellion, or insurrection).

= Confiscation by authorities.

= Vehicles that do not meet the definitions of covered vehicles.

= Rental periods that either exceed or are intended to exceed
thirty-one (31) consecutive days.

» Leases and mini leases.

» Loss or damage as a result of the cardholder’s lack of reasonable
care in protecting the rental vehicle before and after damage occurs
(for example, leaving the vehicle running and unattended).

» Losses reported more than forty-five (45) days* from the date of loss.

= Losses for which a claim form has not been received within ninety
(90) days* from the date of loss.

= Losses for which all required documentation has not been received
within 365 days from the date of loss.

» Losses from rental transactions that originated in Israel, Jamaica,
the Republic of Ireland, or Northern Ireland.

What if the auto rental company insists that | purchase the auto
rental company's auto insurance or collision damage waiver?
Call the Benefit Administrator at 1-800-VISA-911 for help. If you
are outside the United States, call collect at 0-410-581-9994.

When and where am | covered?

This coverage is available in the United States and most foreign
countries. No benefit is provided for motor vehicles rented in Israel,
Jamaica, the Republic of Ireland, or Northern Ireland. Additionally,
coverage is not available where precluded by law or in violation of
the territory terms of the rental agreement, or where prohibited by
individual merchants. Because regulations vary outside the United
States, we recommend you check with your auto rental company
and the Benefit Administrator before you travel to make sure
Visa Auto Rental CDW will apply.

This benefit is in effect while the rental vehicle remains in your
control or in the control of a person permitted to operate the rental
vehicle in accordance with the rental agreement between you and
the rental company. Coverage terminates when the auto rental
company re-assumes control of the rental vehicle.

What type of coverage is this?

Visa Auto Rental CDW is primary coverage. In other words, when
your rental is primarily for business purposes, you do not have to claim
payment from any source of insurance before receiving coverage
under the benefit. However, if you are on a personal trip and you
use your Visa card to rent a covered vehicle, Visa Auto Rental CDW
supplements, and applies excess of, any valid and collectible insurance
or reimbursement benefits from any source. It does not duplicate
insurance provided by or purchased through the auto rental company;
it will not pay for losses reimbursed by your own insurer, employer,
employer's insurance, or any other valid and collectible insurance.
Visa Auto Rental CDW will reimburse you for the deductible portion
of your personal automobile insurance, valid administrative and
loss-of-use charges imposed by the rental car company, as well as
reasonable towing charges resulting from covered damage or theft
of a rental vehicle while it is your responsibility.

What types of rental vehicles are not covered?

Excluded worldwide are: expensive, exotic, and antique automobiles;
certain vans; vehicles that have an open cargo bed; trucks; motorcycles,
mopeds, and motorbikes; limousines; and recreational vehicles.
Examples of excluded expensive or exotic automobiles are the Aston
Martin, Bentley, Bricklin, Daimler, DeLorean, Excalibur, Ferrari, Jensen,
Lamborghini, Lotus, Maserati, Porsche, and Rolls Royce. However,
selected models of BMW, Mercedes-Benz, Cadillac, and Lincoln
are covered.

* Not applicable to residents of certain states.

(Continued on next page)

Auto Rental Collision Damage Waiver (Cont.

An antique automobile is defined as any vehicle over twenty (20)
years old or any vehicle that has not been manufactured for ten
(10) years or more.

This benefit is provided for only those vans manufactured and
designed to transport a maximum of eight (8) people and which
is used exclusively to transport people.

If you have any questions regarding a specific vehicle, call the
Benefit Administrator at 1-800-VISA-911. If you are outside the
United States, call collect at 0-410-581-9994.

What do | need from the auto rental company in order to file

a Visa Auto Rental CDW claim?

At the time of the accident, theft, or damage, or when you return

the rental vehicle, immediately ask the rental company for:

= A copy of the Accident Report Form and claim document, which
should indicate the costs you are responsible for and any amounts
that have been paid toward the claim.

= A copy of the initial and final auto rental agreement(s).

= A copy of the repair estimate or itemized repair bill.

= Two (2) photographs of the damaged vehicle, if available.

= A police report, if obtainable.

How do I file a claim?
You, the cardholder, are responsible for reporting your claim to
the Benefit Administrator immediately, but in no event later than
forty-five (45) days* from the date of theft or damage, or your claim
may be denied. Notice to any other party will not suffice. Further-
more, we reserve the right to deny any claim that contains charges
that would not have been included had the Benefit Administrator
been notified before those expenses were incurred. We therefore
advise you to notify us immediately after any theft or damage.

Mail the following documentation to the Benefit Administrator:

* The completed and signed Visa Auto Rental Collision Damage
Waiver Claim Form. Your completed claim form must be post-
marked within ninety (90) days” of the date of theft or damage,
even if all other required documentation is not yet available, or
your claim may be denied.

= A copy of your receipt or monthly billing statement as proof that
the entire vehicle rental was charged and paid for with your eligible
Visa card.

= A written confirmation from your employer that the rental was
primarily for business purposes.

= If the rental was for personal use, enclose a statement from your
insurance carrier showing the costs for which you are responsible
and any amounts that have been paid toward the claim. Or, if you
have no applicable insurance, please provide a notarized statement
to that effect.

= A copy of the declaration page from your primary automobile
insurance carrier if the rental was for personal use.

Enclose all the documents you received from the auto rental company:
= A copy of the Accident Report Form.

= A copy of the entire auto rental agreement(s).

= A copy of the repair estimate or itemized repair bill.

» Two (2) photographs of the damaged vehicle, if available.

= A police report, if obtainable.

= Any other documentation deemed necessary by the Benefit
Administrator to substantiate the claim.

For faster filing, submit your claim online. It's easy, convenient,
and available at no extra cost to eligible Visa cardholders. To submit
your claim and learn more about Visa Auto Rental CDW, go to the
Visa Auto Rental CDW Claim Center at www.visa.com/eclaims.

If you experience difficulty in obtaining all the required documents
within ninety (90) days* of the date of theft or damage, just submit
the claim form and any documentation you already have available.
NOTE: All remaining documents must be postmarked within 365
days of the date of loss.

Do | have to do anything else?

Usually not. Under normal circumstances, the claim will be paid
within fifteen (15) days after the Visa Auto Rental CDW Benefit
Administrator has received all documentation necessary to fully
substantiate your claim.

However, after the Benefit Administrator has paid your claim, all
your rights and remedies against any party in respect of this theft
or damage will be transferred to the Benefit Administrator to the
extent of the cost of payment made to you. You must give the
Benefit Administrator all assistance as may reasonably be required
to secure all rights and remedies.

* Not applicable to residents of certain states.

Additional Provisions for Visa Auto Rental CDW: You must make every effort that
would be made by a reasonable and prudent person to protect the Rental Vehicle
from damage or theft. This provision will not be unreasonably applied to avoid claims.
If you make any claim knowing it to be false or fraudulent in any respect, including,
but not limited to, the cost of repair services, no coverage shall exist for such claim
and your benefits may be canceled. Each cardholder agrees that representations
regarding claims will be accurate and complete. Any and all relevant provisions shall
be void in any case of fraud, intentional concealment, or misrepresentation of material
fact by the cardholder.

Once you report an occurrence, a claim file will be opened and shall remain open
for six (6) months from the date of the damage or theft. No payment will be made
on a claim that is not completely substantiated in the manner required by the Benefit
Administrator within twelve (12) months of the date of damage or theft.

No legal action for a claim may be brought against us until sixty (60) days after we
receive Proof of Loss. After the expiration of three (3) years from the time written Proof
of Loss was to be provided, no action shall be brought to recover on this benefit. Further,
no legal action may be brought against us unless all the terms in this Guide to Benefit
have been complied with fully.

This benefit is provided to eligible Visa cardholders at no additional cost. The terms
and conditions contained in this Guide to Benefit may be modified by subsequent
endorsements. Modifications to the terms and conditions may be provided via additional
Guide to Benefit mailings, statement inserts, or statement messages. The benefit
described in this Guide to Benefit will not apply to Visa cardholders whose accounts
have been suspended or canceled.

Termination dates may vary by financial institutions. Visa and/or your financial institu-
tion can cancel or non-renew the benefit, and if we do, we will notify you at least thirty
(30) days in advance. This information is a description of the benefit provided to you
as a Visa cardholder. It is insured by Indemnity Insurance Company of North America.
For general questions regarding this benefit, call the Benefit Administrator at
1-800-VISA-911. If you are outside the United States, call collect at 0-410-581-9994.

FORM #VBCDWO1 (06/08)

NOTE: In this document, “Visa card" refers to Visa Corporate, Visa Fleet, Visa Meetings, Visa Purchas-
ing, or any combination of these products (Visa Commercial).
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This Guide to Benefit describes the benefit in effect as of 3/1/08. This benefit and description supersedes
any prior benefit and description you may have received earlier. Please read and retain for your records.
Your eligibility is determined by the date your financial institution enrolled your account in the benefit.

Your Visa Card Guide to Benefit

Auto Rental
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VISA

Collision Damage Waiver

For questions about your balance, call the customer service number on your Visa statement.

What is this benefit?

When certain terms and conditions are met, the Visa Auto Rental
Collision Damage Waiver benefit (“Auto Rental CDW") provides—
at no additional charge—reimbursement for damage due to collision
or theft up to the actual cash value of most rental vehicles. In your
country of residence, this benefit is supplemental to, and excess of,
any valid and collectible insurance from any other source. We will
reimburse only for that damage or theft not payable by any other
party. Here are answers to some commonly asked questions about
the benefit.

Who is eligible?

You are eligible only if you are a valid cardholder whose name is
embossed on an eligible U.S-issued Visa card. Only you as the
primary renter of the vehicle and any additional drivers permitted
by the auto rental agreement are covered.

What is covered?

Subject to the terms and conditions in this Guide to Benefit, Visa

Auto Rental CDW reimburses you for the deductible portion of your

personal automobile insurance, valid administrative and loss-of use

charges imposed by the rental car company, as well as reasonable

towing charges resulting from covered damage or theft of the rental

vehicle while it is your responsibility. If you do not have personal

automobile insurance or any other insurance covering this loss,

this benefit reimburses you for the covered damage or theft as well

as valid administrative and loss-of-use charges imposed by the auto

rental company and reasonable towing charges. Only vehicle rental

periods that neither exceed nor are intended to exceed fifteen (15)

consecutive days within your country of residence or thirty-one (31)

consecutive days outside your country of residence are covered.

The benefit provides reimbursement up to the actual cash value of

the vehicle as it was originally manufactured. Most private passenger

automobiles, minivans, and sport utility vehicles are eligible, but some

restrictions may apply. Please contact the Benefit Administrator to

inquire about a specific vehicle.

Within your country of residence, this benefit supplements, and

applies excess of, any valid and collectible insurance or reimburse-

ment from any source. This means that, subject to the terms and

conditions of this Guide to Benefit, Visa Auto Rental CDW applies

to losses or expenses that are not covered by insurance or

reimbursement.

Covered losses are:

= Physical damage and/or theft of the covered rental vehicle.

= Valid loss-of-use charges imposed and substantiated by the auto
rental company through a fleet utilization log.

= Reasonable and customary towing charges, due to a covered loss,
to the nearest qualified repair facility.

How do | activate this benefit?

For the benefit to be in effect, you must:

= Initiate and complete the entire rental transaction with your
eligible Visa card, and

= Decline the auto rental company’s collision damage waiver
(CDW/LDW) option, or similar provision, if offered by the auto
rental company.

Helpful hints:

= Check the rental vehicle for prior damage before leaving the
rental lot.

= Review the auto rental agreement carefully to make sure you
are declining CDW/LDW and also to familiarize yourself with
the terms and conditions of the auto rental agreement.

What do | do if | have an accident or the rental vehicle is stolen?

Immediately call the Benefit Administrator at 1-800-VISA-911 to
report the theft or damage regardless of whether your liability
has been established. If you are outside the United States, call
collect at 0-410-581-9994. The Benefit Administrator will answer
any questions you or the rental agency may have and will then
send you a claim form.

All incidents must be reported immediately following the theft or
damage, but in no event later than forty-five (45) days* follow-
ing the date of the theft or damage. Furthermore, we reserve the
right to deny any claim that contains charges that would not have
been included had the Benefit Administrator been notified before
those expenses were incurred. We therefore advise you to notify us
immediately after any loss. You must make every reasonable effort
to protect the rental vehicle from damage or theft.

What is not covered?

= Any obligation you assume under any agreement (other than the
deductible under your personal auto policy).

= Any violation of the auto rental agreement or this benefit.

= Injury of anyone or damage to anything inside or outside the
rental vehicle.

* Loss or theft of personal belongings.

= Personal liability.

= Expenses assumed, waived, or paid by the rental agency or
its insurer.

= Cost of any insurance or collision damage waiver offered by or
purchased through the auto rental company.

= Depreciation of the rental vehicle caused by loss or damage
including, but not limited to “diminished value.”

= Expenses reimbursable by your insurer,
employer’s insurance.

= Loss due to intentional acts, or due to the driver(s) being under
the influence of alcohol, intoxicants, or drugs, or due to contraband
or illegal activities.

= Wear and tear, gradual deterioration, or mechanical breakdown.

* ltems not installed by the original manufacturer.

« Loss due to off-road operation of the rental vehicle.

» Loss due to hostility of any kind (including, but not limited to,
war, invasion, rebellion, or insurrection).

= Confiscation by authorities.

* Vehicles that do not meet the definition of covered vehicles.

= Rental periods that either exceed or are intended to exceed fifteen
(15) consecutive days within your country of residence or thirty-one
(31) consecutive days outside your country of residence.

» Leases and mini leases.

= Loss or damage as a result of the cardholder's lack of reasonable
care in protecting the rental vehicle before and after damage
occurs (for example, leaving the vehicle running and unattended).

» Losses reported more than forty-five (45) days* from the date
of loss.

» Losses for which a claim form has not been received within ninety
(90) days* from the date of loss.

= Losses for which all required documentation has not been received
within 365 days from the date of loss.

» Losses from rental transactions which originated in Israel, Jamaica,
the Republic of Ireland, or Northern Ireland.

employer, or

* Not applicable to residents of certain states.

(Continued on next page)





Auto Rental Collision Damage Waiver (Cont.)

What if the auto rental company insists that | purchase the auto
rental company's auto insurance or collision damage waiver?
Call the Benefit Administrator at 1-800-VISA-911 for help. If you
are outside the United States, call collect at 0-410-581-9994.

When and where do | have this benefit?

This benefit is available in the United States and most foreign
countries. No benefit is provided for motor vehicles rented in Israel,
Jamaica, the Republic of Ireland, or Northern Ireland. Additionally,
this benefit is not available where precluded by law or in violation
of the territory terms of the auto rental agreement or prohibited
by individual merchants. Because regulations vary outside the
United States, we recommend you check with your auto rental
company and the Benefit Administrator before you travel to
make sure Visa Auto Rental CDW will apply.

This benefit is in effect while the rental vehicle remains in your
control or in the control of a person permitted to operate the rental
vehicle in accordance with the rental agreement between you and
the auto rental company. This benefit terminates when the auto
rental company re-assumes control of the rental vehicle.

How does this benefit apply?

Within your country of residence, Visa Auto Rental CDW supple-
ments, and applies excess of, any valid and collectible insurance or
reimbursement from any source. It does not duplicate insurance
provided by or purchased through the auto rental company; it
will not pay for losses reimbursed by your own insurer, employer,
employer's insurance, or any other valid and collectible insurance;
however, it will pay for the outstanding deductible portion or other
charges, including valid administration and loss-of-use charges not
covered by your applicable automobile insurance policy. Outside
your country of residence or if you do not have automobile insur-
ance, this benefit is primary in those countries where it is available,
and in that case, you do not have to claim payment from any other
source of insurance before receiving the benefits.

What types of rental vehicles are not covered?

Excluded worldwide are: expensive, exotic, and antique automo-
biles; certain vans; vehicles that have an open cargo bed; trucks;
motorcycles, mopeds, and motorbikes; limousines; and recreational
vehicles.

Examples of excluded expensive or exotic automobiles are the Aston
Martin, Bentley, Bricklin, Daimler, DeLorean, Excalibur, Ferrari, Jensen,
Lamborghini, Lotus, Maserati, Porsche, and Rolls Royce. However,
selected models of BMW, Mercedes-Benz, Cadillac, and Lincoln
are covered.

An antigue automobile is defined as any vehicle over twenty (20)
years old or any vehicle that has not been manufactured for ten
(10) years or more.

This benefit is provided for only those vans manufactured and
designed to transport a maximum of eight (8) people and which
is used exclusively to transport people.

If you have any questions regarding a specific vehicle, call the
Benefit Administrator at 1-800-VISA-911. If you are outside the
United States, call collect at 0-410-581-9994.

What do | need from the auto rental company in order to file

a Visa Auto Rental CDW claim?

At the time of the damage or theft, or when you return the rental

vehicle, immediately ask the auto rental company for:

= A copy of the Accident Report Form and claim document, which
should indicate the costs you are responsible for and any amounts
that have been paid toward the claim.

= A copy of the initial and final auto rental agreement(s).

= A copy of the repair estimate or itemized repair bill.

» Two (2) photographs of the damaged vehicle, if available.

= A police report, if obtainable.

How do I file a claim?

You, the cardholder, are responsible for reporting your claim to
the Benefit Administrator immediately, but in no event later than
forty-five (45) days* from the date of theft or damage, or your claim
may be denied. Notice to any other party will not suffice. Further-
more, we reserve the right to deny any claim that contains charges
that would not have been included had the Benefit Administrator
been notified before those expenses were incurred. We therefore
advise you to notify us immediately after any theft or damage.

Mail the following documentation to the Benefit Administrator:

» The completed and signed Visa Auto Rental CDW Claim Form.
Your completed claim form must be postmarked within ninety
(90) days” of the date of the damage or theft, even if all other
required documentation is not yet available, or your claim may
be denied.

* A copy of your receipt or monthly billing statement as proof that
the entire vehicle rental was charged and paid for with your
eligible Visa card.

= A statement from your insurance carrier (and/or your employer or
employer's insurance carrier, if applicable) or other reimbursement
showing the costs for which you are responsible and any amounts
that have been paid toward the claim. Or, if you have no applicable
insurance or reimbursement, please provide a notarized statement
to that effect.

= A copy of the declaration page from your automobile
insurance carrier.

Enclose all the documents you received from the auto rental company:
= A copy of the Accident Report Form.

= A copy of the entire auto rental agreement(s).

= A copy of the repair estimate or itemized repair bill.

= Two (2) photographs of the damaged vehicle, if available.

= A police report, if obtainable.

= Any other documentation deemed necessary by the Benefit
Administrator to substantiate the claim.

For faster filing, submit your claim online. It's easy, convenient, and
available at no extra cost to eligible Visa cardholders. To submit
your claim and learn more about Visa Auto Rental CDW go to the
Visa Auto Rental CDW Claim Center at www.visa.com/eclaims.

If you experience difficulty in obtaining all the required documents
within ninety (90) days” of the date of theft or damage, just submit
the claim form and any documentation you already have available.
NOTE: All remaining documents must be postmarked within 365
days of the date of theft or damage.

Do | have to do anything else?

Usually not. Under normal circumstances, the claim will be paid
within fifteen (15) days after the Visa Auto Rental CDW Benefit
Administrator has received all documentation necessary to fully
substantiate your claim.

However, after the Benefit Administrator has paid your claim, all
your rights and remedies against any party in respect of this theft
or damage will be transferred to the Benefit Administrator to the
extent of the cost of payment made to you.

You must give the Benefit Administrator all assistance as may
reasonably be required to secure all rights and remedies.

* Not applicable to residents of certain states.

Additional Provisions for Auto Rental CDW: You must make every effort that would
be made by a reasonable and prudent person to protect the Rental Vehicle from dam-
age or theft. This provision will not be unreasonably applied to avoid claims.

If you make any claim knowing it to be false or fraudulent in any respect including,
but not limited to, the cost of repair services, no coverage shall exist for such claim and
your benefits may be canceled. Each cardholder agrees that representations regarding
claims will be accurate and complete. Any and all relevant provisions shall be void
in any case of fraud, intentional concealment, or misrepresentation of material fact
by the cardholder.

Once you report an occurrence, a claim file will be opened and shall remain open
for six (6) months from the date of the damage or theft. No payment will be made
on a claim that is not completely substantiated in the manner required by the Benefit
Administrator within twelve (12) months of the date of damage or theft.

No legal action for a claim may be brought against us until sixty (60) days after we
receive Proof of Loss. After the expiration of three (3) years from the time written
Proof of Loss was to be provided, no action shall be brought to recover on this benefit.
Further, no legal action may be brought against us unless all the terms of this Guide
to Benefit have been complied with fully.

This benefit is provided to eligible Visa cardholders at no additional cost. The terms
and conditions contained in this Guide to Benefit may be modified by subsequent
endorsements. Modifications to the terms and conditions may be provided via additional
Guide to Benefit mailings, statement inserts, or statement messages. The benefit
described in this Guide to Benefit will not apply to Visa cardholders whose accounts
have been suspended or canceled.

Termination dates may vary by financial institutions. Visa and/or your financial
institution can cancel or non-renew the benefit, and if we do, we will notify you at least
thirty (30) days in advance. This information is a description of the benefit provided
to you as a Visa cardholder. It is insured by Indemnity Insurance Company of North
America.

For general questions regarding this benefit, call the Benefit Administrator at
1-800-VISA-911. If you are outside the United States, call collect at 0-410-581-9994.

FORM #VCCDWO01 (06/08)
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This Guide to Benefit describes the benefit in effect as of 3/1/08. This benefit and description supersedes
any prior benefit and description you may have received earlier. Please read and retain for your records.
Your eligibility is determined by the date your financial institution enrolled your account in the benefit.

Your Visa Card Guide to Benefit

813811002

VISA

For questions about your balance, call the customer service number on your Visa statement.

Principal Sum: $150,000 - Gold Check Card;
$250,000 - Classic & MasterCard;
$500,000 - Business & Purchasing
$1,000,000 - Platinum, Gold

THIS IS AN ACCIDENTAL DEATH AND DISMEMBERMENT
ONLY POLICY AND DOES NOT PAY BENEFITS FOR LOSS
FROM SICKNESS

This Description of Coverage is provided to all eligible cardholders and
replaces any and all Descriptions of Coverage previously issued to the
insured with respect to insurance described herein.

Eligibility and Period of Coverage

As a cardholder, you are covered beginning on 3/1/08 or the date
your credit card is issued, whichever is later.

You and your dependents' become covered automatically when
the entire Common Carrier fare is charged to your covered card
account (“Covered Persons”). It is not necessary to notify the
financial institution, the Insurance Company, or the Plan Admin-
istrator when tickets are purchased. Coverage ends when the
policy is terminated.

Benefits

Subject to the terms and conditions, if a Covered Person'’s acciden-
tal bodily Injury occurs while on a Covered Trip and results in any of
the following Losses within one (1) year after the date of the acci-
dent, the Insurance Company will pay the following percentage of
the Principal Sum for accidental Loss of:

Sightof botheyes............ ... i, 100%
One hand and one foot ...t 100%
Speech and hearing ... 100%
One hand or one foot and the sight of oneeye............. 100%
One hand orone foot..............cooiiiiiii . 50%
Sightofoneeye. ... 50%
Speechorhearing. ... 50%
Thumb and index finger on the samehand ................. 25%

In no event will multiple charge cards obligate the Insurance
Company in excess of the stated benefit for any one Loss sustained
by a Covered Person as a result of any one accident. The maxi-
mum amount payable for all Losses due to the same accident is
the Principal Sum.

Loss means actual severance through or above the wrist or ankle
joints with regard to hands and feet; entire and irrevocable loss
of sight, speech or hearing; actual severance through or above
the metacarpophalangeal joints with regard to thumb and index
fingers. The life benefit provides coverage in the event of a Covered
Person’s death. If a Covered Person’s body has not been found
within one (1) year of disappearance, stranding, sinking, or wreck-
age of any Common Carrier in which the Covered Person was
covered as a passenger, then it shall be presumed, subject to all
other provisions and conditions of this coverage, the Covered
Person suffered loss of life.

Injury means bodily injury or injuries, sustained by the insured
person which are the direct cause of Loss, independent of disease
cause of Loss, independent of disease or bodily infirmity, and
occurring while the Covered Person is covered under this policy,
while the insurance is in force.

Covered Trip means a trip (a) while the Covered Person is riding
on a Common Carrier as a passenger and not as a pilot, operator,
or crew member; (b) charged to your covered card; and (c) that
begins and ends at the places designated on the ticket purchased
for the trip. Covered Trip will also include travel on a Common
Carrier (excluding aircraft), directly to, from, or at any Common
Carrier terminal, which travel immediately precedes departure to
or follows arrival at the destination designated on the ticket pur-
chased for the Covered Trip.

Common Carrier means any scheduled airline, land, or water
conveyance licensed for transportation of passengers for hire.
Exclusion: No payment will be made for any Loss that occurs in
connection with, or is the result of: (a) suicide, attempted suicide,
or intentionally self-inflicted injury; (b) any sickness or disease;
(c) travel or flight on any kind of aircraft or Common Carrier except
as a fare-paying passenger in an aircraft or on a Common Car-
rier operated on a regular schedule for passenger service over

an established route; or (d) war or act of war, whether declared or
undeclared.

Beneficiary: Benefit for Loss of life is payable to your estate, or to
the beneficiary designated in writing by you. All other benefits are
payable to you.

Notice of Claim: Written Notice of claim, including your name
and reference to your card type, should be mailed to the Plan
Administrator within twenty (20) days of a covered Loss or as
soon as reasonably possible. The Plan Administrator will send the
claimant forms for filing proof of Loss.

The Cost: This travel insurance is purchased for you by your
financial institution.

Description of Coverage: This description of coverage details
material facts about a Travel Accident Insurance Policy which has
been established for you and is underwritten by Virginia Surety
Company, Inc. Please read this description carefully. All provi-
sions of the plan are in the policy, issued to the financial institution
trust. Any difference between the policy and this description will
be settled according to the provisions of the policy.

Questions: Answers to specific questions can be obtained by
writing to the Plan Administrator:

CBSI Enhancement Services

550 Mamaroneck Avenue, Suite 309

Harrison, NY 10528

Virginia Surety Company, Inc.

175 West Jackson Blvd., 11th Floor

Chicago, IL 60604

Underwritten by:

' Your spouse, unmarried dependent child(ren), under age 19 (25 if a full-
time student). No age limit for incapacitated child. Incapacitated child means
a child incapable of self sustaining employment by reason of mental retar-
dation or physical handicap, and chiefly dependent on you for support and
maintenance. Dependent child(ren) receive 50% of your benefit amount.

(Continued on next page)





Travel Accident Insurance (C

Additional Provisions for Travel Accident Insurance: Travel Accident Insurance is
provided under a master policy of insurance issued by Virginia Surety Company,
Inc. (herein referred to as “Company”). We reserve the right to change the benefits
and features of all these programs.

The financial institution or the Company can cancel or choose not to renew the
Insurance coverages for all Insureds. If this happens, the financial institution will
notify the accountholder at least thirty (30) days in advance of the expiration of
the policy. Such notices need not be given if substantially similar replacement
coverage takes effect without interruption and is provided by the same insurer. Insur-
ance benefits will still apply to Covered Trips commenced prior to the date of such
cancellation or non-renewal, provided all other terms and conditions of coverage
are met. Travel Accident Insurance does not apply if Your card privileges have been
suspended or canceled. However, insurance benefits will still apply to Covered
Trips commenced prior to the date that Your account is suspended or

cancelled provided all other terms and conditions of coverage are met.

Coverage will be void if, at any time, the accountholder has concealed or misrepre-
sented any material fact or circumstance concerning this coverage or the subject
thereof or the accountholder’s interest herein, or in the case of any fraud or false
swearing by the Insured relating thereto. No person or entity other than the
accountholder shall have any legal or equitable right, remedy, or claim for insurance
proceeds and/or damages under or arising out of this coverage.

No action at law or in equity shall be brought to recover on this coverage prior to the
expiration of sixty (60) days after proof of loss has been furnished in accordance
with the requirements of this Description of Coverage.

The Company, at its expense, has the right to have you examined as often as reason-
ably necessary while a claim is pending. The Company may also have an autopsy
made unless prohibited by law.

FORM #VTAI (07/08)
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Visa Liability Waiver

Visa Commercial or Business Card Affidavit of Waiver Claim Form

This form must be returned to the Financial Institution within 90 days of Notification of Termination.

Company Information

Company Name Has a claim for this charge been submitted under any other insurance policy?
O Yes ] No

Street Address L )
Are you or the company aware of any prior dishonest acts committed by

City State ZIP this employee? O Yes [ No

Date Account Cancellation Notification Letter sent to employee
Contact Person

Please refer to the complete description of program requirements in the
Contact Phone Visa Liability Waiver Program Client Kit and Program Outline.

Date of Account Cancellation Request to Issuing Financial Institution (MM/DD/YY)

Employee Information

Employee Name
Notification of Termination Date

Street Address
Termination Date

City State ZIp Is the Employee an: [] Owner [ Partner  [] Principal Shareholder
Phone ‘ [J None of the Above
Transaction Type:

Social Security Number ] Does Not Benefit Company $
Account Number [] Employee Reimbursed but Failed to Pay Account $
Type of Card: [] Visa Business/Business Enhanced Credit Card Total Amount of Submitted Waivable Charges $

[] Visa Business Debit Card [ Visa Signature Business Please refer to the complete description of program requirements in the

[ Visa Corporate Card [ Visa Purchasing Card Visa Liability Waiver Program Client Kit and Program Outline.

[] Visa Large Purchase Advantage Card

Card Issue Date (MM/DD/YY) Employee Hire Date (MM/DD/YY)

Request for Waiver of Charges

| wish to certify that the above named Cardholder was an employee of (Company Name). According to the terms of
the policy, the above named former employee has used his/her card to make unauthorized transactions, or cash advances, which did not benefit our Company,
or has received reimbursement for Company expenses but failed to render payment to the account in the amount of $ as detailed above.
As (Company Name) is liable for these charges under the agreement with

(Financial Institution), we request a waiver of the charges under the terms and conditions of the policy. Furthermore, if the Company recovers any amounts for the
waived charges from any source after the Company has requested a waiver of the transactions, the Company will remit all such recoveries to the Financial Institution.

The Company agrees to assign any rights it may have to collect such amounts from the Cardholder to the Program Underwriter for Visa claims.
| CERTIFY THAT ALL OF THE ABOVE INFORMATION IS ACCURATE.

Signature Date

Printed Name Title

Claim Processing Checklist (Prior to Submission)

You Must:  [] Complete every question on this form (incomplete forms will be returned) [ Sign and date this form

Attach: [] Employee Account Cancellation Notification Letter
[] Copy of statement with Waivable Transactions highlighted (must equal amount claimed)
[] For claims over $5,000, proof of reimbursement in cases where the employee was reimbursed but failed to pay the Financial Institution.
(Examples of proof would include expense reports or canceled checks.)

continued on next page

Visa Confidential: This document contains Visa's proprietary information for use by Visa issuers and their processors solely in support of Visa card programs. Disclosure to third parties or any other use is prohibited
without prior written permission of Visa Inc.
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Visa Liability Waiver

Visa Commercial or Business Card Affidavit of Waiver Claim Form (cont.)

This form must be filed with the Program Underwriter within 180 days of Notification of Termination.

Issuer Information

Issuer Name Amount of Transactions Submitted by the Company (1) $
Street Address Amount Recovered to Date ) 3%
City State 7Ip Total Amount Claimed (Lines1-2) $
Must Be Equal To or Less Than Amount Claimed by Company (Line 1)
Contact Person Credit Cards Only:
Contact Phone Cardholder’s Credit Limit $
Is the Company Responsible for Charges under the Company Agreement?
Total Number of Valid Company Accounts ] Yes [ No
Collection Inf ti Is the Cardholder Responsible for Charges under the Cardholder Agreement?
ollection Intormation D Yes D No
Name of Collection Agency Is this Claim the Result of a Lost/Stolen Card?
[ Yes ] No
Street Address If Yes, Date Reported
- Is this Claim the Result of a Bankruptcy/Insolvency?
City State ZIP ] Yes ] No
Contact Person If Yes, Date Declared
Credit Cards Only:

Contact Phone Has the cardholder sent a check for payment on this account within the last

12 months which was uncollectible? [ Yes [J No
Please refer to the complete description of program requirements in the
Date Account Cancellation Request Received (MM,/DD/YY) Visa Liability Waiver Program Client Kit and Program Outline.

Date Assignment Made (MM/DD/YY)

Date of Account Cancellation on Base (MM/DD/YY) Date Affidavit of Waiver Claim Form Received (MM/DD/YY)

Recovery of Funds Certification

| certify that should any amount be recovered by (Financial Institution) or any other source with respect to
Waivable Charges, we agree to use these funds to reduce the Waivable Charges and/or the amount of any claim filed with the Visa Liability Waiver Program,
or if the claim payment has previously been submitted to us, we shall return such amounts to the Program Underwriter for Visa claims.

| CERTIFY THAT THE ABOVE INFORMATION IS ACCURATE.

Signature Date
Printed Name Title

Claim Processing Checklist (Prior to Submission)

You Must:  [] Complete every question on this form (incomplete forms will be returned) [ Sign and date this form
Attach: [] Account Cancellation Request Proof [ Cardholder Agreement with Financial Institution
[ Company Agreement with Financial Institution [] Detailed Description of Collection Efforts

[] Statement/Print Screens with billing date, balance, and account termination date highlighted

[ For claims over $5,000, proof of reimbursement in cases where the employee was reimbursed but failed to pay the Issuer.
(Examples of proof would include expense reports or canceled checks.)

Note: At any time, Visa and/or its Program Underwriter may request further documentation regarding proof concerning the charges in question.
Please Send To: Visa Program Underwriter, c/o Liability Waiver - ESIS, P.O. Box 5129, Scranton, PA 18505-0568
Phone: (888) 518-5665 Fax: (800) 503-7107 Email: liabilitywaiverprogram@esis.com

Visa Confidential: This document contains Visa's proprietary information for use by Visa issuers and their processors solely in support of Visa card programs. Disclosure to third parties or any other use is prohibited
without prior written permission of Visa Inc.
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Supplier Engagement

Last Updated:  8/10/16 Jared Nicholson

Last Reviewed:  8/10/16 Jared Nicholson

Overview

Our goal is to help your company optimize its Commercial Card program in order to improve process efficiency, reduce the cost of processing paper checks, and earn valuable revenue share associated with credit card processing.  Card use should be your preferred payment method, as illustrated by a directive you’re your executive management to use card whenever possible, while maintaining appropriate spending, approval and audit controls.


Your suppliers benefit from this strategy as well, since Visa payments provide consistent, predictable payments and allow for streamlined processes.  By allowing your company to pay by Visa Commercial Card, suppliers provide a valued service which may be a determining factor in becoming or remaining a preferred supplier.

VPA Supplier FAQs

Supplier Objections and Rebuttals

Phone Script

Surcharging and Convenience Fees

Phone Script


Hi, I’m [Name] from [Company] and I’m contacting you today to discuss an organizational initiative that we are implementing.  We are streamlining our payables process and would like to begin paying our suppliers by card. You may have recently received a letter detailing this change. 


We understand that you are currently a Visa card acceptor and would like to work with you to set up a process to begin paying you with our card instead of by check.  


I am ready to pay [Invoice] now using our card and need to obtain an email address to send the secure card information to now and in the future so you may process it.  If you are not able to process card payments using this email method, please explain your procedures for us to pay by card.

<OBTAIN INFORMATION AND PROCESS PAYMENT>

[If the person hesitates]


Potential benefits of payment by card include:

•
Prompt payment and consistent cash flow


•
Reduced paperwork and streamlined accounts receivables process


•
No changes or modifications to your existing card acceptance procedures 

· Providing a valued service to our company which may be a determining factor in becoming or remaining a preferred supplier

Please free to contact me at (XXX) XXX-XXXX if you have any questions.  

Thank you.  [End of call]

VPA Supplier FAQs

1.
Why has your company decided to pay our company by Visa card payments?


Our goal is to optimize our commercial card program in order to improve process efficiency and working capital management, as well as reduce the cost of processing paper checks.  This initiative also supports our green initiative by reducing our use of paper.  Our suppliers benefit from this strategy as well, since Visa payments provide consistent, predictable payments and allow for streamlined processes.


2.
What are the benefits to our company of receiving payment by Visa instead of by check? 

More and more, suppliers are coming to realize that they can enjoy significant, tangible savings from accepting Visa payment solutions from their customers, including:


· Working Capital Management:  As an incentive, we are agreeing to pay card accepting suppliers on approval of invoices. This may result in a significant acceleration of payment.


· Process Efficiency:  Suppliers can reduce internal processing and transaction costs by eliminating paper-based processes, including check processing and associated reconciliation efforts.


· Supports Internal “Green Initiatives”:  This automated electronic payment process reduces the use of paper from both you and your customer’s organization.


· Customer Acquisition and Retention:  By allowing our company to pay by Visa Commercial Card, suppliers provide a valued service which may be a determining factor in becoming or remaining a preferred supplier. Additionally, as your other customers seek to concentrate more spend with fewer preferred suppliers, offering flexible and beneficial payment solutions may increase your overall revenue and strengthen your competitive advantage.


3.
Are there fees associated with receiving payment by Visa card payments?

The standard processing fees administered by your merchant acquiring bank will apply. We encourage suppliers to review their merchant account agreement and discuss ways to achieve the most favorable rates with their bank. Additional programs may be available to help reduce these fees based on the transaction size, level of data provided, and frequency of transactions processed.  


Our bank also offers merchant services to clients!  If you would like us to provide a quote, I can get you in contact with a member of our sales team.

4.
How will card payment change the current purchasing and payment process with our company?  


The current processes for orders and invoices will remain the same. The only change will be to the payment process.  With the new payment process our suppliers will receive access to a secure web site where the transaction details will be available including the card account number and the amount to charge. 

You will receive a secure email notification for each payment instructing you to login to obtain the transaction details.  The new process will allows both of us to streamline operations in processing payment faster.


5.
What is the process for being paid by your company via the payables automation program?  


We will provide you with access to a secure web portal. You will receive an automated email notification for each payment. You will then login to the secure portal to obtain the transaction details including the card account number and the amount to charge.  We ask that suppliers include the appropriate invoice numbers and/or purchase order numbers when processing the transaction.


6.
Is it safe to have access to the card account number?


It is safe to have access to the card account number as these accounts are single use accounts and can only be charged for the specified amount through the expiration date.  Once the account is charged it will have zero dollar value.  This technology minimizes risk associated with maintaining the card account number on file.


7.
Can our company receive payment by ACH instead of card?


Our goal is to expand our commercial card program as much as possible in order to optimize the benefits we can achieve from process efficiency, working capital management, and spend visibility.  While ACH is possible, card is our preferred payment method.  


By allowing our company to pay by Visa Commercial Card, suppliers provide a valued service which may be a determining factor in becoming or remaining a preferred supplier.

10.
Where can I find more information about accepting Visa card payments?

Comprehensive information is available on Visa.com at http://usa.visa.com/merchants/operations/index.html.  You will find materials related to card acceptance guidelines, Visa operating regulations, and Visa interchange fees.  

Our bank also offers merchant services to clients!  If you would like us to provide a quote, I can get you in contact with a member of our sales team.

Supplier Objections and Rebuttals

Even when the supplier accepts Visa as a form of payment, some suppliers may be hesitant to accept your card for the purchases associated with your unique supplier relationship.  It is not uncommon for Program Administrators to experience supplier resistance to card payments for larger purchases or for larger, overall supplier relationships.  

Supplier resistance is usually due to interchange fees associated with processing the card transaction.  The purchaser's bank (that issued the credit card) and the supplier's bank (with whom the charge slip is lodged by the supplier) charge a percentage of the purchase amount on card transactions.  This interchange fee amount essentially comes from the amount that is payable to the supplier.  As a result, the supplier typically receives one to three percent less than what they would have received had the transaction been paid for by cash.  

Common supplier objections to card acceptance and rebuttals you may use in your negotiations are provided below.


1. OBJECTION:  


Processing card transactions is too costly and hurts our business profitability.



REBUTTAL: 


Most companies see these fees as a cost of doing business.  Cash is most often used for smaller purchases, but checks and cards become predominate as purchases become larger.  Bottom line:  customers want to use cards, and because of this, a merchant must consider the incremental lift to their business from customers who do not, or cannot, pay with cash or checks.  Big-ticket items typically yield larger profits.  Given the inherent advantages of plastic over checks, the acceptance of cards can actually improve profitability when unit sales of high-priced items increase.  When purchasers use cards, suppliers receive payment within two to three days of submitting the transaction to the bank.  The result is improved cash flow - two days vs. the 30 - 60 days often associated with other payment processes.  


2. OBJECTION:  


We are providing a cash discount to your business, which you will lose if we take a card for payment, because merchants take a “haircut” every time a customer uses a card.


REBUTTAL: 


When purchasers use cards, suppliers receive payment within two to three days of submitting the transaction to the bank.  The result is improved cash flow - two days vs. the 30 - 60 days often associated with other payment processes.  You can afford to keep our discounts because you will be receiving your payments much faster.  


3. OBJECTION:  


There is no real advantage for a merchant to take cards over checks or cash.


REBUTTAL: 


Eliminating invoices and consolidating receivables by accepting Commercial Cards saves businesses valuable time and money, while allowing them to differentiate themselves from competitors and build stronger business partnerships.  Typically, this results in additional sales revenue.  A merchant is typically guaranteed timely payment even if the cardholder never pays their bill.  The acquirer of card transactions also provides related merchant services such as periodic billing information that can be integrated into the merchant’s accounts payable system.  Finally, since physical cash is not being handled, cards are also more secure. 


4. OBJECTION:  


The cost of installing card acceptance devices and taking cards is prohibitive.


REBUTTAL: 


The fixed cost of taking payment cards has declined significantly, and merchant terminals have gotten cheaper and better over time.  Today, the price for far more sophisticated terminals with integrated printers and PIN pads can now be purchased $200 or less.  The return on this important investment in a supplier’s infrastructure is minimal.  Partnering with a reputable merchant processor can help suppliers manage processing expenses.  Interchange fees are determined by the nature of a particular business and the processing procedures they follow.  Card issuing associations like Visa determine these rates by assessing the level of risk and expenses associated with funding and processing a transaction.  For instance, the interchange fee for a face-to-face transaction is generally less than mail-order transactions, because you are present and can compare signatures and then swipe the card.  


5. OBJECTION:  


Processing checks is easy and is comparable in costs to bankcards.


REBUTTAL: 


The check processing industry within the US is indeed very efficient.  However, checks have more hidden costs associated with them than most people realize.   Processing them is a highly intensive manual effort and the risks that are associated with checks are unnecessary.  Cards are a more practical means of payment because they do not have geographic limitations, can be authorized for recurring use with key suppliers, and can be used to automate the account allocation processes associated with purchases of all sizes.


Surcharging and Convenience Fees

A payment card surcharge, also known as a checkout fee, is an additional fee that a merchant may add to a bill when card is used for payment.  As a result of a legal settlement to resolve claims brought by a group of U.S. merchants, merchants in the U.S. and U.S. territories may add a surcharge to certain credit card transactions, starting January 27, 2013.  However, many states have passed laws prohibiting surcharging and many other have similar legislation pending.

The following states prohibit surcharging:  California, Colorado, Connecticut, Florida, Kansas, Maine, Massachusetts, New York, Oklahoma and Texas.


States considering prohibition include:  Hawaii, Illinois, Missouri, New Jersey, Pennsylvania, Rhode Island, South Carolina, Utah, Vermont, Tennessee, and West Virginia.


If surcharging is allowed, merchants must comply with Visa rules and regulations.  They cannot simply add a surcharge to invoices.  Merchant rules:


(1) Merchants must disclose the surcharging at the point of entry and point of sale, including the exact amount or percentage of the surcharge.  


(2) Itemization of the final surcharge amount must be identified separately on the transaction receipt. 


(3) Merchants must be able to apply both full and partial refunds on the surcharge amount.

(4) The surcharge amount cannot exceed the average cost of card acceptance.


(5) The surcharge cannot exceed 4% of the sale amount.


Convenience fees are different from surcharges and have their own set of requirements:


(1) The convenience fee cannot be imposed by suppliers who are exclusively non face-to-face (E-commerce, mail or telephone orders only).


(2) Card payment must be a bona fide convenience for the cardholder outside the supplier’s customary payment channels.


(3) The convenience fee must be a fixed amount, regardless of the amount owed.  A percentage fee is strictly defined as a surcharge!


When confronted by a supplier who wishes to surcharge, you may push-back by asking the following:

· Have you complied with Visa surcharge notification requirements and received their documented approval?


· Does your software adhere to the receipt requirements?


· How are you disclosing your surcharging fee?


· Have you considered providing Level III data to reduce your costs instead of surcharging?


If you experience merchant violations related to surcharging rules, you may report them to Visa at:  https://usa.visa.com/Forms/checkout-fees-form.html 






