(SAMPLE) 


[COMPANY NAME]

Credit Card Processing Policy

Effective xx/xx/xxxx

[Company] will provide and maintain a merchant account with [Financial Institution] from which all associated driver will be expected to process credit card transaction for customer fares.  A copy of the merchant agreement with [Financial Institution] and driver instructions for processing credit card transactions is attached to this policy.

Associated drivers, as a condition of lease and at their own expense, must provide a portable web-enabled device (smart phone, tablet device, PC, etc.) and wireless internet account capable of accessing [company] provided merchant account, and electronically processing credit card transactions.

[Company] at its discretion, may assist drivers who may have difficulty securing devices and/or wireless internet accounts, so that they may comply with this requirement.  Company assistance, if granted, would be subject to company eligibility requirements, which may include a deposit equal to the cost/value of the device and cost of the monthly service. 

Customer credit card transactions are to be processed immediately upon reaching the customer destination, utilizing a web-enabled device connected to the company provided merchant account.  A transaction confirmation number must be provided to the customer, on a hand-written customer receipt, upon completion of the transaction.  A copy of the standard [Company] receipt form is attached to this policy.

[Company] reserves the right to establish a transaction escrow account, not to exceed $xxx.xx, to protect against unauthorized, fraudulent, or otherwise un-fundable transactions that have been processed by the driver.    

Credit card transaction funds will be reconciled and credited against the driver lease on a [daily / weekly/ monthly] basis.  Any credit card transaction funds in excess of the driver [daily / weekly / monthly] lease amount and required escrow amount will be returned to the driver in the form of a company check. 

Drivers who fail to maintain devices capable of processing credit card transactions as outlined within this policy will be dropped from the company permit, and their lease will be terminated.  Drivers may also be subject to warnings, fines, permit suspension or permit revocation by the Orange County Taxi Administration Program (OCTAP).

[Company] credit card processing requirements will be communicated to all associated drivers by providing a copy of this policy, along with instructions for processing transactions on the company merchant account, at the time that the driver establishes a lease agreement and association with [Company].  Drivers will be required to sign an acknowledgment that they received a copy of this policy, and are expected to comply with this policy, upon initiating a lease and association with [Company].
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