Henderson Caun@ Sechools

1805 Second Street, Henderson, Kentucky 42420
(270) 831-5000 Fax: (270) 831-5009
www.henderson. kyschools.us

To: Marganna Stanley, Superintendent
And School Board Members

From: Cindy Cloutier . r
Director of Finance W
Date: April 18, 2016

Re: Contract and Convenience Fee Schedule

In response to requests from Henderson County High School to accept online payment of book fees,
including payments with credit cards, I recommend that we accept a proposal from Vanco Services.
Vanco Services is the only approved vendor that integrates with Infinite Campus. The cost to add
this service is $150.00 and will cover all schools in the district.

In addition to the contract, I also request that a convenience fee structure is set to cover the program
charges for EFT services. The convenience fee would be charged to the parent/user of the eService
electronic funds transfer system through Vanco Services. This service will be completely optional
as cash and checks will still be accepted at the school. The fee schedule would be as follows:

Standard Program Charges for Payment by Visa, Mastercard or Discover:
Transaction Fee $0.35 per transaction
Credit Card Rate 3.5% per transaction
Infinite Campus Software Use Fee 1.15% per transaction
(This equates to a 32.10 convenience fee on a $50.00 book fee payment transaction)

Other Program Charges That May Apply (Credit Card Payments)
Chargebacks $25.00 per transaction

Standard Program Charges for Payment by Checking Account Auto Draft
Authorization Fee $0.50 per authorization
Transaction Fee $0.35 per transaction

Other Program Charges That May Apply (Auto draft)
Regular Returns $3.00 per return
Late Returns $5.00 per return
Credit Transactions $5.00 per credit

Equal Educational and Employment Institution



jVANCO

PAYMENT SOLUTIONS

eCheck & Credit and Debit Card Processing
for Infinite Campus Clients

Thank you for considering Vanco Payment Solutions. Attached is the startup
packet for the following solutions:

e eCheck - Direct debit via checking and savings accounts

¢ Credit and Debit Card Processing — Merchant Services

Items that need to be completed in this packet:
g Application for Service

eCheck Agreement

Credit and Debit Card Processing Agreement

Credit and Debit Card Processing Addendum (for American Express)

O

Voided Check - Please provide a voided check for the bank account referenced on the Application.
If a voided check is not available the first page of your bank statement or a lefter from your bank
verifying the bank account will also work.

Please fill in the following information:

Expected Live Date (when you plan to accept online payments): 07/01/2016

Estimated District Total StudentCount:‘}e L9712 ot lmqh dGebval { bnb plece we 2
_71570 AD\S ff'Crf'Ml‘d& ‘I’D a’p "wa..f)

Please return the above information to your Infinite Campus Sales Agent
Name: Paula Soucheray
Email: _paula.soucheray@infinitecampus.com
Phone: 763-795-4406 or 800-850-2335

12/21/2015



APPLICATION FOR SERVICE

COMPLETE ALL SECTIONS. Information provided will be used by
Vanco Payment Soluticns, LLC for the sole purpose of underwriting.

‘ PAYMENT SOLUTIONS

ORGANIZATION INFORMATION
1. Legal name (exactly as it appears on current IRS records):_ Henderson Countv Board of Education

_ 2. DBA Dateformed: /[
__ 3. Strestaddress: 1805 Second Street

__ 4 city,_Henderson state: KY  zip: 42420

___ 5. Mailing address (if different): ‘

___ 6. Phone: 270-831-5000 Fax 270-831-5009 Website: _http://www.henderson.kyschools.us

__ 7. Federal Tax ID (exactly as it appears on current IRS records): ‘ 61-6001295 I _

PRIMARY DIRECTOR OR OFFICER INFORMATION

Please provide the following information about your organization's directorfofficer or whoever is authorized to sign on behalf of your organization.

__ 8 Director/officer name:_Marganna Stanley Title:_Superintendent

__ 9. Social Security #: _Canned Send ih > oVer ema l Date of birth: 11 7 1965
_10. Home address: P.O. Box 275

__11. city,_Corydon state: KY  7zip: 42406

CONTACT INFORMATION
__ 12 Primary contact name: _Cindv Cloutier Title:_Director of Finance
13 Phone: 270-831-5000  Emai: _cindv.cloutier@henderson.kvschools.us

TRANSACTION SETTLEMENT AUTHORIZATION

__ 14, Name of financial institution: _See attached letter City: State:
__ 15 Accounttype: [ ] Chacking - (INCLUDE A COPY OF A VOIDED CHECK)
[ Savings - (Contact your bank for the appropriate Routing Number) 1123454789 % 123 123456 1" OOOL
1 1 1 |

___16. Routing #
L LAccountNumber i

Account #: Routing Number

| authorize Vanco Payment Sclutions, LLC to initiate VARIABLE transactions to the account indicated above for the SETTLEMENT OF TRANSACTIONS and the
collection of PROGRAM CHARGES AND TAXES per Vanco Payment Selutions AGREEMENT(s). Furthermore, | agree to provide the items listed below for
verification purposes. This authorization will remain in effect until | notify Vanco Payment Solutions, LLC in writing to discontinue.
‘ IMPORTANT: Provide the following items:
[] A voided check to verify your organization's routing & aceount numbers
[ A copy of the first page of your organization's most recent bank statement ( §e€ a,—kl—a_(,'l.e (;f / ’eﬂfr)
L] Acopy of your organization's 501(c)(3) or 501(c)(4) form — only if applicable

ﬁzll/&ié Today’s date: _z‘ll_'l_if_b _

1 - Authorized signature on account:

STATEMENT OF ACCURACY & PERMISSION TO VERIFY

| hereby certify that the information in this application is complete and accurate and | authorize Vanco Payment Solutions, LLC to verify this information.

__18 ‘ Authorized signature: Today’s date: _

Vanco Payment Solutions, LLG - Confidential . APPLICATION FOR SERVICE-NP SD
Revised on 01/01/15



T e THIS AGREEMENT, s made and entered as of the dale that the last party t the agreement execules It between
VANCO PAYNMENT SOLUTIONS, LLC {Vance®)y and_HeENderson Co Bd of Educati@ ¢company.

_ NVANCU CHECK AGREEMENT

{Legal name as It appears an current [RS records)

RECITALS:

A. Vanco provides services fo its customers pursuant to various programs;

B. Company desires fo purchase eCheck services ("eCheck”) from Vanco pursuant
to the terms and conditions of this Agreement; and

C. For the purpose of this Agreement, “nofice” or “nofification” may be given in
person, by United States Mail with postage prepaid, or by means of electronic
communication 1o the last known address of the other party.

Vanco and Company hereby agree as follows:

1. eCHECK. eCheck is an electronic funds transfer senvice utilizing the Automated
Clearing House ("ACH") Network. eCheck may include programming and data base
management services as requested by Company. Pursuant to the terms and
conditions of this Agreement, Vanco will collect amounts due Company from
Company's customer ("Customer”).

2. COMPANY DUTIES. Company agrees to comply with all of the rules and
procedures of Vance perfaining to eCheck ("Client Procedures").  Company
acknowledges receipt of the Client Procedures. The Client Procedures may be
amended from time fo time by Vanco upon thirty (30) days nofice to Company.
Company will be bound by any amendments to the Client Procedures thirty (30) days
after Vanco notfifies it of the amendments.

In order to initiate any transaction, the Customer must execute an authorization for a
direct debit to their checking or savings account for the amount which that Customer
owes Company. Such authorization form must be obtained prior to initiafing the
fransaction.

3. VANCO DUTIES. Vanco will utilize an Originafing Depository Financial Institution
(“ODFI") to initiate the electronic funds transfer entries. Company acknowledges that
Vanco and the ODFl are bound by ACH rules, regulations and guidelines.

The setilement of the debit transactions for the Customer and the crediting of those
transactions fo Company's depository account maintained at its financial institution
("Company's Account’) shall all be made pursuant to ACH rules. Af no time will the
setilement amounts be deposited in or credited fo Vanco's bank account.

4. PROGRAM CHARGES AND TAXES. Company agress to pay Yanco monthly for
Program Charges for eCheck by an ACH debit to Company's Account or ancther
account designated by Company. Said Program Charges, which Company
acknowledges receiving from Vanco, may be modified at any time upon thirty (30)
days notice to Company. The Program Charges are small in relation to the amount of
funds processed by Vanco pursuant to this Agreement. The Program Charges have
been established based upon the limitation of liability set forth in Paragraph 7.

5. COMPANY WARRANTIES. Company hereby warrants as follows:

a. That the autherization received from the Customer is genuine and enforceable;

b. Ifitinitiates a debit entry for the Customer by utilizing Vanco's internet site or if
it sends Vanco a data file which permits Vanco to initiate the transaction
without iiself entering the data, it is in possession of an authorization for each
such debit eniry as well as any modifications or changes made to the original
authorization for a debit entry and it shall maintain copies of such
documentation for two (2) years following termination or revocafion of the
authorization;

¢. That any and all Customer requests to terminate the authorization to debit their
bank account have been provided to Vanco unless it has utilized Vanco's
internet site or if it sends Vanco a data file which permits Vanco to initiate the
transaction without itself enterng the data and is bound pursuant to
Subparagraph b to maintain copies of the authorization;

d. Each debit entry is for an amount which will be due and owing to Company on
the seftlement date for a sum specified to be paid fo Company or is to correct a
previously transmitted entry;

e. Thatitwill not initiate any debit entry which violates any law or regulation;

f. That it shall be responsible for and pay the ODFI for any credit entries
originated and any debit entries returned by the RDFI (Receiving Depository
Financial Institution) when the ODFI does not recsive payment fram Vanco;

g. Company has not received any bankruptcy notice or other notification which
would in any manner bar the debiting of the Customer's bank account;

h. That if the amount of the debit entry to be initiated fo the Customer's account is
different from the amount of the immediately preceding dehit entry, that
Company has sent the Customer notification of the amount of the entry and the
date on or after which the entry will be debited;

i. It assumes the responsibiliies of an Originator under the NACHA Rules
(National Automated Clearing House Association), which includes but is not
limited to being bound by Article § of the NACHA Operating Rules regarding
returned entries. An "Originater” is an entity (such as Company) that agrees to
initiate ACH entries into the ACH Payment System; and

j. Company is a tax exempt entity.

6. COMPANY LIABILITY. Company shall be [liable for all damages which Vanco
suffers by reason of Company’s breach of any of its warranties set forth in Paragraph 5
of this Agreement or by reason of any other representation made by it in this
Agreement. In no event shall Company be liable for any consequential, special,
punitive or indirect loss or damage.

7. VANCO LIABILITY. Vanco shall be respensible for performing only those services
expressly provided for in this Agreement and shall be liable only for material losses
directly resulting from its intentional misconduct in performing those services. Except
as provided in the preceding sentence, Vanco shall not have any liability for failing to
perform, for delay in performing or for negligently performing any services pursuant to
this Agreement, and shall have no liability for any consequential, special, punitive or
indirect loss or damage.

8. INDEMNIFICATION. To the extent permitted by law, each party (“Indemnifying
Party”) hereby agrees to indemnify, defend and hold the other, and all ifs officers,
directors, owners, agents, employees, information providers, affiliates, licensors and
licensees (“Indemnified Parties") harmless from and against any and all fiability and
costs incurred by the Indemnified Parties, including, without limitation, attomeys’ fees
and costs, in connection with any claim arising out of any breach by Indemnifying
Party of this Agreement, including without limitation breach of the warranties and
representations made in this Agreement, or its provision of the services and products
fo be provided pursuant to this Agreement except when the conduct of the Indemnified
Parties giving rise to the liability is willful misconduct or negligent.

In the event that it is necessary to make a reversing entry for any debit transaction to a
Customer's account by reason of insufficient account funds, a withdrawal of the
authorization by the Cusfomer, or for any other reason, Company hereby authorizes
Vance to debit Company's Account in order to seftle such reversing enfry and
Company hereby indemnifies Vanco for all amounts which are subject to such
reversing entries.

9. TERM. This Agreement shall continue in effect, unless terminated by either party
upon thirty (30) days notice. Provided, however, that in the event that any of the
following occur, Vanco shall be entitled to terminate this contract immediately upon the
occurrence of such an event and thereafter give nofice to Company that this
Agreement has been terminated:

a. Vanco aftempts to make a debit to Company's Account pursuant te Paragraph
4 or Paragraph 8 of this Agreement which is later retumed because the
account has insufficient funds in it fo permit the debit ransaction,

b. Company has teminated Vance's authorization to debit Company's Account,
for any other reason which prevents Vanco from making the debit entry, or

c. Company breaches any of its warranties in Paragraph 5.

10. CONFIDENTIALITY. Vanco acknowledges that in performing services for
Company pursuant to this Agreement that it will have access to information about
Company and Customers that is confidential, including, without limitation, "Personally
Identifiable Informafion,” as defined by the Family Educational Rights and Privacy Act,
34 CF.R. Part 99 (“Confidential Information”), Vanco agrees to maintain the
confidentiality of Confidential Information and will not in any manner disseminate
Confidential Information to third persons, sither in whale or in part, and will not in any
manner use Confidential Information for its own benefit. Vanco shall also take such
steps as are reasonable and necessary to cause its employees to be individually
subject to an obligation to maintain the confidentiality of Confidential Information.

11. MISCELLANEQUS. This Agresment shall constitute the entire agreement
between the parties and supersedes all prior oral or written representations,

Effective: 01/01/2015
Revised: 12/21/2015
Agreement EFT SD



conditions, warranties, understandings, proposals or agreements regarding eCheck.
This Agreement may be modified or amended only by a duly autherized written
agreement executed by the Parties hersto. This Agreement does not and is not
intended to confer any rights or remedies upon any person other than the parties.

The laws of the State of Minnesota (without giving effect fo its conflicts of law
principles) govern all matters arising out of or relating to this Agresment, including,
without limitation, its validity, interpretation, construction, performance, and
enforcement.

All of the provisions of this Agreement shall survive its termination except for Vanco's
obligation to provide eCheck to Company.

This Agreement may not be assigned by either party except that either party may
assign this Agreement to any successor by sale of all or substantially all assets,
merger, consolidation or corporate recrganization.

Each party hereby warrants and represents that the person whose signature appears

below has been duly authorized and that all of the necessary and appropriate
corporate authority exists for said party to execute this Agreement.

VANCO PAYMENT SOLUTIONS, LLC

By,
(Vanco Payment Solutions, LLC Officer's Signature)
(Vanco Payment Solutions, LLC Officer’s Printed Name)
Its
(Vanco Payment Soluticns, LLC Officer's Title)
Dated:
COMPANY

Henderson County Board of Education
‘ (Legal Business Name)
By, ?Mzﬂfbﬂ wat Thailie

" (Company Officer’s Signature) (}

Marganna Stanley
(Company Officer's Printed Name)

{
ts Superintendent Dated: 1/}6;7 pilIA
(Company Officer's Title) !

Effective: 01/01/2015
Revised: 12/21/2015
Agresment EFT SD



MVANCU PROGRAM CHARGES
FAYMENT SOLUTIONS eCheck

for Infinite Campus Clients

eCheck

This solution electronically transfers funds from one bank
account to another.

1=

STANDARD PROGRAM CHARGES

Transactions ' $ 0.35 | Per Transaction

Authorizations (one-time per Individual) > | $0.50 | Per Authorization

" Transactions: Vanco transmits transactions for processing 2 business days
prior to settlement.

2 Authorizations: This is a ane-time fee per new authorization. It is charged
only when an individual is initially set up in My Vanco (Vanco's Online Service
Center). It is not charged per transaction.

OTHER PROGRAM CHARGES THAT MAY APPLY

Regular Returns 2 $3.00 | PerReturn
Late Returns * $5.00 | PerReturn
Credit Transactions * $5.00 | Per Credit

4 Regular Returns: If the withdrawal of funds from customer's account

generates a Return due to:

- Insufficient Funds (NSF) - Account # Changed

- Account Closed - Routing # Changed

- No Account/Unable to Locate - Account/Routing
Account Change

- Invalid Account # - Account Type Changed

4 Late Returns: If the withdrawal of funds from customer's account generates a
return due to:

- Revoked - Not Authorized

2 Credit Transactions: If a transaction is credited back to customer’s account.

CONFIDENTIAL — The information contained in this document is confidential and Pricing subject to change
proprietary to Vanco Payment Solutions, LLC and may not be shared or disseminated to Effective 04/01/12
any other person or entity without the express approval of Vanco Payment Solutions, LLC. Revised 01/01/15

EFT-8DIC
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PAYMENT SOLUTIONS

CREDIT AND DEBIT CARD PROCESSING AGREEMENT

THIS AGREEMENT, is made and entered as of the date that the last party to fhe agreement executes it between

VANCO PAYMENT SOLUTIONS, LLC (varcon and_HENAerson Co Bd of Educatie ycompany).

(Legal name as It appears on curent IRS records)

RECITALS:

A, Vanco provides services to its customers pursuant to various programs;

B.  Company desires to purchase Credit and Debit Card Processing from Vanco
pursuant o the terms and conditions of this Agreement;

C.  For the purpose of this Agreement, "nofice” or “notification” may be given in
person, by United States Mail with pestage prepaid or by means of electronic
communication to the last known address of the other party; and '

D.  For the purpose of this Agreement, a “business day’ means a calendar day
other than a Saturday, Sunday or Federal holiday.

Vanco and Company hereby agree as follows:

1. CREDIT AND DEBIT CARD PROCESSING.  Credit and Debit Card
Processing is a service pursuant to which Vanco acts as the Merchant Services
Provider and Payment Processor for credit card transactions for its customers. Vanco
utilizes Wells Fargo Merchant Services and First Data Corporation’s Cardnet platform
to process those credit card transactions.

2. COMPANY DUTIES. Company agrees to comply with all the rules and
procedures of Vanco pertaining fo Credit and Debit Card Processing (“Client
Procedures”), Company acknowledges receipt of the Client Procedures. The Client
Procedures may be amended from time fo time by Vanco upon thirty (30) days notice
to Company. Company will be bound by any amendments to the Client Procedures
thirty (30) days after Vanco notifies it of the amendments.

3. VANCO DUTIES. The transactions shall be processed in accordance with the
Client Procedures. Vanco has merchant accounts for the purpose of processing those
transactions. Company will recsive a credit to its designated account at its financial
institution (“Company's Account’) within two (2) business days after Vanco receives
notification that a transaction which it has processed has been funded. The funds
shall be transferred to Company's Account by utilizing the Automated Clearing House
("ACH’) Network,

In the event that there is a chargeback or refund for any credit card transaction
processed by Vanco, Company hereby authorizes Vanco to debit Company's Account
for such chargeback or refund together with any Program Charges. The debiting of
Company's Account shall be made by means of ACH.

4, PROGRAM CHARGES AND TAXES. Company agrees to pay Vanco monthly
for Program Charges for Credit and Debit Card Processing in accordance with the
Program Charges. The Program Charges, which Company acknowledges receiving
from Vanco, may be modified at any time upon thirty (30) days notice to Company.
The invoiced amounts shall be collected by an ACH debit to Company's Account or
another account designated by Company. The Program Charges establish fees that
are small in relationship to the dollar amount of the transactions which Vanco is
processing. Those fees have been established in contemplation of the limitation of
liability provisions of Paragraph 7 of this Agreement,

5. COMPANY WARRANTIES. Company hereby warrants as follows:
a.  Company has been authorized by its customer to receive payment by a
credit card transaction;
b.  The transaction between the Company and customer is genuine and
enforceable; and
c.  Companyis a tax exempt entity.

6. COMPANY LIABILITY. Company shall be liable for all damages which Vanco
suffers by reason of Company's breach of any of its warranties set forth in Paragraph 5
of this Agreement or by reason of any other representation made by it in this
Agresment.  In no event shall Company be liable for any consequential, special,
punitive or indirect foss or damage.

7. VANCO LIABILITY. Vanco shall be responsible for performing only those
services expressly provided for in this Agreement and shall be liable only for material
losses directly resulting from its intentional misconduct in performing those services.
Except as provided in the preceding sentence and except for the obligation to account
for all amounts, which are collected for Cempany's benefit as a result of processing a
transaction pursuant to Paragraph 3 of this Agreement, Vanco shall not have any
liability for failing to perform, for delay in performing or for negligently performing any
services pursuant to this Agreement, and shall have no liability for any consequential,
special, punitive or indirect loss or damage.

8.  INDEMNIFICATION, To the extent permitted by law, each party (‘Indemnifying
Party") hereby agrees to indemnify, defend and hold the other, and all its officers,
directors, owners, agents, employees, information providers, affiliates, licensors and
licensees (‘Indemnified Parties”) harmless from and against any and all liability and
costs incurred by the Indemnified Parties, including, without limitation, attomeys' fees
and costs, in connection with any claim arising out of any breach by Indemnifying
Party of this Agreement, including without limitation breach of the warrantiss and
representations made in this Agreement, or its provision of the services and products
to be provided pursuant to this Agreement except when the conduct of the Indemnified
Parties giving rise to the liability is willful misconduct or negligent Company shall
indemnify Vanco for all amounts which are due Vanco by Company pursuant to
Paragraph 3 by reason of any chargeback cr refund from any credit card transaction.

9, TERM. This Agreement shall continue in effect, unless terminated by
either party upen thirty (30) days notice. Provided, however, that in the event that any
of the following occur, Vanco shall be entitied to terminate this Agreement immediately
upen the occurrence of such an event and thersafter give notice to Company that this
Agreement has been terminated:

a.  Company breaches the warranties pursuant to Paragraph 5,

b.  Vanco is unable to debit Company's Account for a chargeback or refund
pursuant to Paragraph 3, or

¢ Vancois unable to collect its Program Charges pursuant to Paragraph 4,

10. CONFIDENTIALITY. Vanco acknowledges that in performing services for
Company pursuant to this Agreement that it will have access to information about
Company and its customers that is confidential, including, without limitation,
“Personally Identifiable Information," as defined by the Family Educational Rights and
Privacy Act, 34 C.F.R. Part 99 {"Confidential Information”). Vanco agrees to maintain
the confidentiality of Confidential Information and will not in any manner disseminate
Confidential Information to third persons, sither in whole or.in.part,-and.will_not in any
manner use Confidential Information for its own benefit. Vanco shall also fake such
steps as are reasonable and necessary to cause its employees to be individually
subject to an obligation to maintain the confidentiality of Confidential Information.

11. MISCELLANEOUS. This Agreement shall consfitute the entire agreement
between the parties and supersedes all prior oral or written representations,
conditions, warranties, understandings, proposals or agreements regarding Credit and
Debit Card Processing. This Agreement may be modified or amended only by a duly
autherized written agreement exscuted by the Parties hereto. This Agreement does
net and is not intended to confer any rights or remedies upon any person other than
the parties.

The laws of the State of Minnesota (without giving effect fo its conflicts of law
principles) govern all matters arising out of or relafing fo this Agreement, including,
without limitation, its walidity, interprefation, construction, performanca, and
enforcement.

All of the provisions of this Agreement shall survive its fermination except for Vanco's
obligation to provide Credit and Debit Card Processing to Company.

This Agreement may not be assigned by either party except that either party may
assign this Agresment to any successor by sale of all or substantially all assets,
merger, consolidation or corporate recrganization.

Effective; 01/01/2015
Revised: 12/21/2015
Agreement MS SD



Each party hereby warrants and represents that the person whose signature appears
below has been duly authorized and that all of the necessary and appropriate
corporate authority exists for said party to execute this Agreement.

VANCO PAYMENT SOLUTIONS, LLC

By
(Vance Payment Solutions, LLC Officer's Signatura)
(Vanco Payment Solutions, LLC Officer's Printed Name)
Its
(Vanco Payment Solufions, LLC Officer's Title)
Dated:
COMPANY

Henderson County Board of Education
(Legal Business Name)

ompany Officer’s Signature) U
Marganna Stanley
(Company Officer's Printed Name)

s Superintendent Dated: 2/ 1'7/ /(o
(Company Officer's Title)

By

Effective: 01/01/2015
Revised: 12/21/2015
Agreement MS SD
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V NBU ADDENDUM TO CREDIT AND DEBIT CARD PROCESSING AGREEMENT (for American Express)

savment soLuTions. THIS ADDENDUM, is made and entered as of the date (the “Effective Date”) that the last party executes it between

VANCOPAYMENT SOLUTIONS, LLC ("Vanco') and_Henderson Co Bd of Educatios (company’.

(Legal name as it appears on current IRS records)

RECITALS:

A, Vanco and Company are parfies to a CREDIT AND DEBIT CARD
PROCESSING AGREEMENT ("Agreement”),

B.  The parties desire to amend the Agreement to provide for Vanco to act as
Merchant Services Provider and Payment Processor for American Express
credit card fransactions for Company's customer, and

C.  Vanco and Company are subject to all rules and regulations pursuant to
American Express US Merchant Regulations (‘Regulations”).

TERMS AND DEFINITIONS: Any Terms and Definitions used in this Addendum that are
not defined in this section are defined in the Agreement or the Regulations.

A

"Affiliates” Any entity that confrols, is controlled by, or is under commen control with
either party or American Express, including its subsidiaries. As used in this
definition, "control" means the possession, directly or indirectly, of the power to
direct or cause the directicn of the management and policies of an entity, whether
through ownership of voting securities, by contract, or otherwise. For the avoidance
of doubt, but not by way of limitation, the direct or indirect ownership of more than
50% of (i) the voting securities or (ii) an interest in the assets, profits, or eamings of
an entity shall be deemed to constitute "control” of the entity.

“‘American Express Card" or "Card” {i) Any card, account access device, or payment
device or service bearing the American Express Card or its Affiliates’ Marks and
issued by an Issuer or (i) a Card number,

‘Applicable Law" (i) any law, statute, regulation, ordinance, or subordinate
legislation in force from fime to time to which either party or American Express, or its
Affiliate of either is subject, (i) the common law as applicable to them from time to
time, (iii) any court order, judgment, or decree that is binding on them, and (iv) any
directive, policy, rule, cr order that is binding on them and that is made or given by a
regulater or other government or govemment agency of any temitery, or other
nafional, federal, commonwealth, state, provincial, or local jurisdiction.
“Authorization" or “Authorized” The process by which Company obtains an Approval
for a charge in accordance with the Addendum.

“Cardmember” An individual or entity (i) that has entered into an agreement
establishing a Card accountwith an Issuer or (i) whose name appears on the Card.
“Claim" Any claim {including initial claims, counterclaims, cross-claims, and third-
party claims), dispute, or controversy between Company and American Express
arising from or relating fo the Regulations or prior Card acceptance agreements, or
the relationship resulting therefrom, whether based in contract, fort (including
negligence, strict liability, fraud, or otherwise), statutes, regulations, or any other
theory, including any quesfion relating to the existence, validity, performance,
construction, interpretation, enforcement, or termination of the Regulations or prior
Card acceptance agreements, or the relationship resulting therefrom, except for the
validity, enforceability, or scope of section 7.¢ of the General Provisions.
“Establishments” Any or all of Company's and Company's Affiiates' locations,
cutlets, websites, online netwerks, and all other methods for selling goods and
services, or collecting charitable contributions, including methods that Company
adopt in the future.

“lssuer” Any entity (including American Express and its Affiliates) licensed by
American Express or an American Express Affiliate to issue Cards and to engage in
the Card issuing business.

“Marks" American Express names, logos, service marks, trademarks, trade names,
taglines, or other proprietary designs or designations.

“Other Payment Products” Any charge, credit, debit, stored value, prepaid, or smart
cards, account access devices, or other payment cards, services, or products other
than the Card.

K

L.

"Transaction Data” All information required by American Express, evidencing one or
more Transactions, including information obtained at the point of sale, information
obtained or generated during authorization and submission, and any Chargeback.
‘Transaction” A charge or credit completed by the means of a Card.

NOW, THEREFORE, it is hereby agreed as follows:

1.

VANCO DUTIES: Vanco, in accordance with the Regulations, agress to comply
with all policies, procedures and requirements applicable to Merchants classified in
specific industries. It is the duty of Vanco fo provide all necessary documentation
and reporting to American Express upon its request. Vanco agrees to store
Cardmember information only to facilitate Transactions in accordance with, and as
required by, the Regulations. Vanco, and any other pary with whom Vanco
provides Cardmember information to in order to facilitate a Transaction, will comply
with the most current version of the Payment Card Industry Security Standards
“PCI DSS" along with all provisions of the American Express periodic valuations.

COMPANY DUTIES: Company authorizes Vanco, under the Vanco Merchant
number, fo act as the Merchant of record in order to facilitate the processing of
Transactions. Company authorizes Vanco o share data from Transactions with
American Express, and fo submit these Transactions to receive seftlement from
American Express on their behalf. Company is required to maintain customer
service contact information for Vanco. Company warrants that reasonable care will
be exercised in the performance of its cbligations under this Addendum and will
comply with all applicable laws, rules and regulations. Company is prohibited from
processing Transactions or receiving payments on behalf of, or (unless required by
law) re-directing payments to any other party. Company is prohibited from billing or
collecting frem any Cardmember for any purchase or payment on the Card unless
a Chargeback has been exercised, Company has fully paid for such Chargeback,
and Company otherwise has the right to do so.

AMERICAN EXPRESS LIABILITY: Company agrees to comply with the terms
which limit the liability as ouflined by American Express in the Regulations.
Company also asserts that it is not an intended or incidental beneficiary of Vanco.
American Express retains beneficiary rights, but not obligations, to the ability to
enforce the terms of the Regulations.

CARD ACCEPTANCE: Company must accept the Card as payment for goods and
services (other than those goods and services prohibited under section, “prohibited
uses of the Card" in Regulations) sold, or (if applicable) for charitable contributions
made, at all Company's Establishments, except as expressly permitted by state
statute. Company is joinily and severally liable for the obligations of Company's
Establishments under the Regulations.

TREATMENT OF THE AMERICAN EXPRESS BRAND; Except as expressly
permitted by Applicable Law, Company must not;

a. indicate or imply- that Company prefers, directly or indirectly, any Other
Payment Products over the Card,

b. fry to dissuade Cardmembers from using the Card,

c. criticize or mischaracterize the Card or any of the services or programs,

d. fry to persuade or prompt Cardmembers to use any Other Payment Products
or any other method of payment (e.g., payment by check),

e. impose any restrictions, conditions, disadvantages, differing return policies for
purchases, or fees when the Card is accepted that are not imposed equally on
all Other Payment Products, except for electronic funds transfer, or cash and
check,

Addendum to MS Agreement for American Express
Revised 01/01/15



f suggest or require Cardmembers to waive their right to dispute any
Transaction,

g. engage in activities that harm the business of American Express or the
American Express Brand {or both),

h. promote any Other Payment Preducts {except Company's own private label
card that Company issues for use solely at Company's Establishments) more
actively than Company promotes the Card, or

L. convert the currency of the criginal sale Transaction to another currency when
requesting Authorization or submitting Transactions {or boti}.

TREATMENT OF THE AMERICAN EXPRESS BRAND (U.S.): Company may
offer discounts or in-kind incentives from Company's regular prices for payments in
cash, ACH funds transfer, check, debit card or credit/charge card, provided that (fo
the extent required by Applicable Law): (i) Company clearly and conspicuously
disclose the terms of the discount or in-kind incentive to customers, (i) the
discount or in-kind incentive is cifered to all prospeciive customers, and (jii} the
discount or in-kind incentive does not differentiate on the basis of the issuer or,
except as expressly permitted by applicable state statute, payment card aetwork
{e.q., Visa, MasterCard, Discover, JCB, American Express). The offering of
discounts ar in-kind incentives in compliance with the ferms of this paragraph will
not constitute a violation of the provisions set forth above in this secticn, “treatment
of the American Express Brand".

TERM: This Addendum shall confinue in effect, unless terminated by either party
upen thity (30) days notice or, the Agreement is terminated by either parly
pursuant to the terms of the Agreement. In addition, this Addendum may be
terminated upen five (b} days nofice per the request of American Express. If this
Addendum is terminated, the provisions of the Agreement shall remain in full force
and effect unless the Agreement is separately terminated. if the Transaction
volume exclusively processed on cards issued by American Express exceeds
either {1} $1,060,000,00 in a rofing 12 manth petiod er (2) $100,000.00 n any
three consecutive months, American Express reserves the right o provide
Company with a "welcome kit" containing the American Express current Card
acceptance agreement and informatien about the American Express standard
Card acceptance program.

CONFIDENTIALITY: Company censents to allowing Vanco to disclose necessary
Transaction Data, Company data and other information about Company tfo
American Express and their Afffiates, agents, subcontractors and employees to
use such information to; perform under the Regulations, operate and promote the
nefwork, perform analytics and create reports, and for any other lawful business
purpose. Company furthermore agrees te authorize American Express the use of;
Company name, Company address and Company website (URL) in any media
from time to time.

TREATMENT OF THE AMERICAN EXPRESS MARKS:

a. Whenever payment methods are communicated fo customers, or when
customers ask what paymenis are accepted, Company must indicate
acesptance of the Card and display the Marks (including any Card application
forms American Express provides to Company) as prominently and in the same
manner as any Other Payment Products.

b. Company must not use the Marks in any way that injures or diminishes the
goodwill associated with the Mark, nor in any way (without the prior written
consent) indicate that we enderse Company's goods or services. Company
shall enly use the Marks as permitted by the Regulations and shall cease using
the Marks upon fermination of the Addendum.

10. TREATMENT OF AMERICAN EXPRESS CARDMEMBER INFORMATION:

a. Any and all Cardmember Informatior is confidential and the sole property of
the Issuer, American Express or #s Affiliates.

b. Except as otherwise specified, Company must not disciose Cardmember
information, nor use nor store i, other than to facllitate Transactions at
Company's Establishments in accordance with the Regulations.

11. ARBITRATION AGREEMENT (AS TO CLAIMS INVOLVING AMERICAN

EXPRESS} (U.S.): In the event that Company or Vanco are not able to rasoive a

Claim against American Express, or a claim against Vanco or any other entify that
American Express has a right to join, this section explains how Claims may be
resolved through arbitration, Company, Vanco, or American Express may elect to
resolve any Claim by binding individual arbitrafion. Claims will be decided by a
neutral arbitrator. If arbitrafion is elected by any party, neither Company nor Vanco
nor American Express will have the right {o litigate or have & jury irigf on that Claim
in court. Further, Company, Vanco, and American Express will not have the right fo
participate in a class action cr in a representafive capacity or in a group of persons
alleged 1o be similarly situaied perfaining to any Claim subject to arbifration under
this Addendum. Asbitration procedures are generally simpier than the rules in court.
An arbitrator's decisions are final and binding, and the arbitrator’s finat decision on a
Claim generally is enforceable as a court order with very fimited review by a court.
Qther rights Company, Vance, or American Express would have in courf may also
not be available in arbitration.

a. nitiation of Arbitration. Claims may be referred to either JAMS or AAA, as
selected by the party electing arbitration. Claims will be resclved pursuant to
this Arbitration Agresment and the selected organization's Tules in effect when
the Claim is filed, except where those rules conflict with this Addendum.
Contact JAMS or AAA to begin an arbitration or for other informaticn. Claims
may be referred to another ashitration organization if all parties agres in writing,
if American Express selecls the organization and Company selacts the other
withir 30 days thereafter or if an amitrator is appointed pursuant to section 5 of
the Federal Arbitration Act, 9 U.5.C. §§ 1-16 {FAA). Any arbitration heating will
take place in the federal judicial district where Company's headquariers is
located or New York, NY, at Company' electicn.

b. Limifations on Arbiiration, If any parly elects fo resclve a Claim by arbitration,
that Claim will be arbitrated on an individual basis. No Claim Is to be arbitrated
on a class or purported representative basis or on behalf of the general public
or other persons allegedly similarly situated. The arbitralor's authority is limited
to Claims betwean Company, Vanco, and American Express. An arbitration
award and any judgment confirming it will apply enly to the specific case
brought by Company, Vanco or American Express and cannot be used in any
other case except o enforce the award as between Company, Vanco and
American Express. This prohibiion is intended to, and does, preclude
Company from participafing in any action by any trade association or other
organization against American Express. Notwithstanding any other provision in
this Addendum, 1f any portion of these Limitations on Asbitration is found invalid
or unerforceable, then the entire Arbifration Agreement (other than ihis
sentence) will not apply, except that Company, Vanco, and American Express
do not waive the right to appeal that dedision.

Previously Filed Claims/No Waiver, Company, Vanco, or American Express

may elect to arbitrate any Claim that has been filed in court at any fime before

trial has begun or firal judgment has been entered on the Claim. Company,

Vanco, or American Express may choose to delay enforcing or to not exercise

rights under this Arbitration Agreement, including the right to elect to arbitrate 2

chaim, without waiving the right to exercise or enforca those rights on any ather

oceasion. For the avoidance of any confusion, and not to limit its scope, this
section applies to any class-action lawsuit refating to the "Honer All Cards,"

“non-discrimination,” or "no steering" provisions of the Regulations, or any

similar provisions of any prior American Express Card acceptance agreement,

that was filed against American Express prior to the Effective Date of the

Addandum fo the extent that such claims are not already subject to arbitration

pursuant to a prior agreement between Company and American Express.

d. Arbifrater’s Authority. The arbitrator will have the power and authority to award
any relief that would have been available in court and that is authorized under
this Addendura. The arbitrator has no power or autherity to alter the Addendum
or any of its separate provisions, including this arbitration agreement,

e. Split Proceedinas for Equitable Relief. Company, Vance, or American Express
may seek equitable relief in aid of arbitration prior to arbitration on the merits if
necessary to pre-serve the stafus quo pending completion of the arbitration.
This section shali be enforced by any court of competent jurisdiction, and the
party seeking enforcement is enfitled to seek an award of reasonable attorneys'
fees and costs to be paid by the party against whom enforcement is ordered.

o
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f. Small Claims. American Express will not elect arbitration for any Claim
Company properly files in a small claims court so long as the Claim seeks
individual relief only and is pending only in that court.

g. Governing _LawfArbifration Procedures/Enfry of Judament. This Arbitration
Agreement is made pursuant to a transaction involving interstate commerce
and is govemed by the FAA. The arbitrator shall apply New York law and
applicable statutes of limitations and henor claims of privilege recognized by
law. The arbitrator shall apply the rules of the arbitration organization selected,
as applicable to matters relating to evidence and discovery, not federal or any
state rules of procedure or evidence, provided that any party may ask the
arbitrator fo expand discovery by making a wriften request, to which the other
parties will have 15 days to respond bsfore the arbitrator rules on the request. If
Company’s Claim is for $10,000 or less, Company may choose whether the
arbitration will be conducted solely based .on documents submitted to the
arbitrator, through a telephonic hearing, or by an in-person hearing under the
rules of the selected arbifration organizafion. At the timely request of a party,
the arbifrator will provide a written opinion explaining his/her award. The
arbitrator's decision will be final and binding, except for any rights of appeal
provided by the FAA. Judgment on an award rendered by the arbitrator may be
entered in any state or federal court in the federal judicial district where
Company's headquarters or Company’s assets are located.

h. Confidentiality. The arbitration proceeding and all information submitted,
relating to or presented in connection with or during the proceeding, shall be
deemed confidential information not to be disclosed to any person not a party fo
the arbitration. All communications, whether written or oral, made in the course
of or in connection with the Claim and its resolution, by or on behalf of any party
or by the arbitrator or a mediator, including any arbitration award or judgment
related thereto, are confidential and inadmissible for any purpose, including
impeachment or estoppel, in any other lifigation or proceeding;' provided,

VANCO PAYMENT SOLUTIONS, LLC

By
(Vanco Payment Solutions, LLC Officer's Signature)
{Vanco Payment Solutions, LLC Officer's Printed Name)
Its
(Vanco Payment Solutions, LLC Officer's Titie)
Dated:

however, that evidence shall not be rendered inadmissible or non-discoverable
solely as a result of its use in the arbitration.

. Costs of Arbitration Proceedings. Company will be responsible for paying
Company's share of any arbitration fees (including filing, administrative, hearing
or other fees), but only up to the amount of the filing fees Company would have
incurred if Company had brought a claim in court. American Express will be
responsible for any additional arbitration fess. At Company's written request,
American Express will consider in good faith making a temporary advance of
Company's share of any arbitration fees, or paying for the reasonable fees of
an expert appointed by the arbitrator for good cause.

. Additional Arbitration Awards. If the arbitrator rules in Company's favor against
American Express for an amount greater than any final seftlement offer
American Express made before arbitration, the arbitrator's award will include:
(1) any money to which Company is entifled as determined by the arbitrator, but
in no case less than $5,000; and (2) any reasonable atforneys' fees, costs and
expert and other witness fees incurred by Company.

k. Definitions. For purpeses of section 11, "Arbifration Agreement (as to Claims
involving American Express) (U.S.)" only, (i) American Express includes ifs

Affiliates, licensees, predecessors, successors, of assigns, any purchasers of
any receivables, and all agents, directors, and representatives of any of the
foregoing, (i) Company includes Company's Affiliates, licensees, predecessors,
successors, or assigns, any purchasers of any recsivables and all agents,
directors, and representatives of any of the foregoing, and (i) Claim means any
allegation of an entittement to relief, whether damages, injunctive or any other
form of relief, against American Express or against Vanco or any other entity
that American Express has the right to join, including, a transaction using an
American Express product or network or regarding an American Express policy
or procedure.

COMPANY
WE DO NOT WISH TO ALLOW AMERICAN

By.

(Legal Business Name)

(Company Officer's Signature)

EXPRESS CREDIT CARDS TO BE

(Company Officer's Printed Name)

s, ACCEPTED

Dated:

{Company Officer’s Title)

—
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IV, VANCO

PAYMENT SOLUTIONS

PROGRAM CHARGES

Credit and Debit Card Processing

for Infinite Campus Clients

| STANDARD PROGRAM CHARGES
Registration $150.00 | One-Time
Transactions $0.35 | Per Transaction
Card Discount Rates
‘ - Visa, MasterCard, Diners Club and Discover 2.35% | PerTransaction
- American Express 3.50% | PerTransaction
1 Infinite Campus Software Use Fes 2 1.15% | Per Transaction
fl Visa Fixed Acquirer Network Fee ("FANF") Variable4 | PerMonth
OTHER PROGRAM CHARGES THAT MAY APPLY
Chargebacks $25.00 | Per Transaction

! The discount rate is the parcentage of each transaction that is

assessed for processing both credit cards gnd debit cards. Gross monthly dollar volume (Visa only) Monthly fee
2 The Software Use Fee Is the fee paid to Infinite Campus for the use No transactions $0.00
of the software provided by Infinite Campus and is the percentage of
each transaction thatis assessed for processing both credit cards Less than $50 $2.00
and debit cards. $50—$199 $2.90
3 The Visa Fixed Acquirer Network Fee ("FANF”) is based on the
monthly gross dollar ameunt of Visa transactions processed under 3200~ 3999 $5.00
your federal taxpayer identification number (see chart on the right). $1,000 - $3,999 $7.00
4 This fee is deducted if the Cardholder or Card Issuing Bank initiates a $4,000 - $7,999 $9.00
dispute. See Client Procedures for more information regarding
Chargebacks. $8,000 - $39,999 $15.00
$40,000 - $195,999 $45.00
$200,000 - $799,999 $120.00
Call Vanco

Vlisa Fixed Acquirer Networlk Fee ("FANF;’)

Greater than $800,000

CONFIDENTIAL — The information contained in this document is confidential and

proprietary to Vanco Payment Solutions, LL.C and may not be shared or disseminated to any
other person or entity without the express approval of Vanco Payment Solutions, LLC.

Pricing subject to change

Effective 04/01/12
Revised 12/21/156
MS -SD EOM



MVAN[}[] Client Procedures

eCheck Service
(ACH Processing)

Vanco utilizes the ACH Network when fransfering funds electronically. The ACH Network was
developed as an alternative to the paper check system. The operating rules and business practices for
the ACH network are set by the National Automated Clearing House Assoclation (NACHA,
www.nacha.org). Vanco is a member of the Upper Midwest Automated Clearing House Association
(UMACHA, www.umacha.org). A copy of the ACH rules and regulations can be ordered from the
NACHA website,

Best Practices

Once you have bsen set up for our eCheck Service, Vanco would like you to make the most of this
convenient payment soluion. In order to help us provide you with an easy, hassle-free experience,
please consider the following:
= Record your asslgned ES #for easy reference when calling Vanco.
« Schedule a time (approximately 15 minutes) for a Client Services representative to walk you
through the following:
- Using MyVanco
- UserID & Password
- Policies
- Timelines
- Reports
+ Review all ACH Confirmation Reporis to verify Adds, Changes, and/or Delefes.
» Reconcile your ACH Deposit Report to your bank account,
o Address all items on the Retums Report in a timely manner.

Obtaining Authorization

Vianco accepis authorizations for the following four approved ACH transaction types:
o PPD = business to consumer (most common}
o CCD = business fo business
o TEL = telephone initiated
s WEB = Web initiated

In arder to process the above typas of ACH transactions, authorization must be received for each
Customer. Vanco supperis the following three forms of authorization allowed under ACH rules:

o Written

* |ntemet-initiated

¢ Telephene-inifiated

The following are the procedures/guidelines, according fo ACH rules, that must be adhered to when
obtalning authorization for ACH transactions.

Vanco will perform random audits to monltor for compiiance fo these required rules.

Written Authorization (PPD or CCD): A writien authorization can be for either fixed or variable
amounts as well as single or recurring transactions.
+ Fixed transactions ~ The Authorization Form must include the amount of each fransaction and
the dales and/or frequency of the transactions.
o Variable transactions — You must give the Customer nofification of the amount and the date on
or after which the transaction will be debiled. This nofification must be given at least 10 calendar
days prior to the settlement date.

All authorization forms must be signed and dated by the Customer and include:
= Customer's name

Customer's address, city, siate and zip

Customer's bank routing and account numbers

A voided check or savings deposit ticket

Language on how the Customer can terminate the authorization

Vanoo Payment Solutions recommends using one of our pre-designed authorization forms. If you
choose to design your own form, Vanco Payment Solutions must review and approve It in order fo
make certain that all required information is included.

A copy of the authorization must be retained for a minimum of two years foliowing the
termination or revocation of the authorization.

Document Desfruction: ACH rules require thaf authorizations be destroyed after fwo years
from the date of the last transaction. Vanco will issue a Document Destruction Report
prompting the recipient to desfroy the listed authorizations.

For the security and privacy of Customers' personal information, Vanco Payment Solutions
highly recommends storing signed Authorization Forms in a secure place (i.e. a locked
cabinef).

Internet-Initiated Authorization (WEB): Authorizations received via the Internet can be for either one-
fime transactions or recurring transactions. The authorization must conform fo the ACH rules and
guidelines and include the same requirements as a written authorizafion.

Authorizations must be signed or simllarly authenticated. Two valid options for authentication are:
* Your safest oplion is using a User ID and Password that you have assigned the Customer, This
User ID and Password must be unigue to each Customer.
* Generate an email back fo the Customer confirming the information they entered. The
authorization is considered authenticated once the Customer has responded to the email,

FOR YOUR RECORDS ONLY.
PLEASE DO NOT RETURN.

In additien, the authorizafion must clearly staie that it is for an ACH debit, state the terms of the
authorization, and {for recurring payments) provide a method to terminate the authorization by notifying
you. You should also prompt the Customer to print and retain a copy of the authorization.

Note: You should take the following steps to minimize the risk associated wilh web fransactions:
= Have a way to verify the routing number. This can be done through a database, by computing the
check dlgit, or by calling the Customer's financial insfitution,
= Your website must also have a minimum of 128-bit SSL encryption.

Telephone-Initiated Authorization (TEL}: If you would like to be able to accept telephone-initiated
fransactions, please contact your marketing representative. When conducting TEL-transactions, you
must adhere to the following guidelines:
» TEL-transacfions are conducted for single debit entries only.
» The Cuslomer must initiate the telephone inquiry or have a pre-existing relationship with your
organization,
* Additional debits to an account require written authorization from the Customer and must be
Initiated by the Customer,
® Transactions must be coded as a ‘“TEL."
= Youmust either {1) record the oral authorization or (2) provide the Customer with written nofice
confirming the cral authorization prior to the setilement date.

Orlginal or duplicate recordings or written confirmation of Customer's authorization must be
retained for two years from the date of authorization and must be made avalfab!e to Vanco
Payment Solutions upon request ta review for compliance.

Document Destruction: ACH rules requi're that authorizations be destroyed after fwo years
from the date of the last fransacfion. Vanca will issue a Document Desfruction Report
prampting the recipient to destroy the listed authorizations.

Telephone-initiated authorizations must include the following Information:
e Customer's name
Customer’s address, city, state and zip
Date on which the account will be debited
The amount of the single entry debit
Cusfomer's bank account and routing number
Date of Customer’s verbal authorization
A business telephone number for the Customer to call during normal business hours,
A staternent that the Information given by the Customer will be used to originate a single ACH
debit entry to the Customer's account along with a clear expression of the terms of the
+authorization.

® 8 ® @ 0 @ @

Note: There are certain risks associated with telephone transactions. In order to minimize your risk,
you should verify the identity of the Customer. Originators of TEL entries are required to utilize
commercially reasonable procedures to verify the identity of the Customer. Methods include for
example, the use of a direclory or database to verify Customer’s name, address and phone number.

Flow of Funds

Prior to each setllement date, Vanco will send you an ACH Deposit Report. This report lists each
Customer whose account will be debited, the ameunt of each debit, the total number of transactions, as
well as the total dollar amount that will be deposited into your account. Processing cccurs at 3:00 p.m.
Central Time. On the authorized settlsment date, funds are transferred from the Customer's account
directly to your bank account. If any transaction should be returned:

1. Vanco sends you a Returns Report llsting the reason the transaction was returned,

2. The funds for any return items are debited from your account the next business day.

Issuing ACH Credits

There are two ways to credit funds back to a Customar:
1. Initiate a credit transaction via MyVanco (Vanco's Cnline Service Center).
2. Fax aChange/Stop/Credit Form to Vanco.

Credit transactions entered before 2:45 PM CT will be credited to the Customer's account the following
business day. See Program Charges for pricing.

Return ltems

Financial insfitutions have two {2) business days following settiement to return an ACH transaction,
When a transaction Is retumed, the following steps ocour:

1. Funds are debited from Vanco's trust account on the same day we receive nolification of return
items.

2. Thatsame day, Vanco sends you a Refurns Report. This report details all returned transactions
with the Customer’s name, number, amount and date of the transaction, and the reason for the
refurn.

3. Funds are debited from your account the next business day.

Accounts with refurns appearing on the Returns Report are placed on hold until your office

instructs Vanco Payment Solutions to remove them from hold or you remove them from hold
via MyVanco.
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If & transaction is refurned do to “Insufficient Funds” or “Uncollecfed Funds”, Vanco can
sefup a one-fime fransacfion to try and collect the funds again befora the account is put on
hold. This is an optional feature that can be turned on or off (calf 800-675-7430 for detaﬂs)
Normal transaction fees apply (see eCheck Program Charges),

You afso have tha option to set up an additienal tramsaction fo pull for a Non-Sufficient Funds
{NSF} fea, Normal fransaction feas apply (see aCheck Pragram Charges).

Late Refurns: Late refurns are defined as any return sent to Vance affer the second business days
foflowing sefilemant. These retumns are procassed Ike any other refum panding the oulcome of the
dispute, however Vansa will "Dishonor” them as zntimely, with the exception of retums coded “Not

Authorized® or "Revoked". A financial institution that repeatedly retums fransactions in an unfmely

manner can be reported to the goveming board of the ACH network and fined,

Wit business-to-consumer transactions the consumer has up to 60 days after the date their account
was debited fo dispute a transaction. To do this, the consumer must go o thelr bank and sign an
affidavit stating that thay wish to return a transaction dus fo Not Authorized or Reveked reasons.
According to NACHA rules, these types of raturned transactions may not be reinstaled unless
subsequant authorizallon has been recefved from the account holder, Occurrences of this are rare,

Notificaticn of Change: When a change ooours to a Customer's banking information {.e, Routing
Number, Account Number, andfor Account Typs) the following steps scour
1. The Customer's financlal institution nofifies Vanco Paymeni Solutions of the change.,
2. Vanco autematically updates the Gustomer's banking informaticn within cur system. -
3. Vanco sends you a Refurns Report detailing ane or more of the following reassns for change:
» ACCT# CHANGED,
» ROUTE# CHANGED,
» ACCTIRT CHANGE, or
o ACCT TYPE GHANGED.

When you receive a notification of changs, please ba aware of the following:

s No action is required on your part, buf we recommend that you update your internal
racords to reflact the informafion provided in fhe “Nofification of Change” section on the
Returris Report.

Scheduled fransactions will process as scheduled,

Normal return feas apply (see Pragram Charges).

Accounts appearing in the “Notification of Ghange” secfion of the Refurns Reporf are pat
placed on frold,

Reports

It is your responsibifify, as a client of Vanco, io review all reporis for accuracy,

ACH Confirmatian Report:
Description — Delalls all new Custemers and transactions as well as any changas and stop
payments that have baen entered Info Vance's system.
Timing - Generated at 240 am, Central Time the day after new entres, changes, or stop
payments have been entered.

ACH Deposit Report:
Description - Shows the total dollar ameunt to be deposited into your bank account, If you prefer,
ango can add a “ransaction datall” section te this report, which details each Individual fransaction
processed (call for details). Transactions #sted on this report have already been processed and
cannot ba stopped from baing settied,

Timing ~ Generated at 3:00 p.m, Cenfral Time two business days prior to each setfemant date, A
*business day” is any cafendar day other than a Saturday, Sunday, or Federal holiday.

ACH Fund Detait Report {optional)
Degcription - This is & customized report primarily used by religious erganizations and nonprofits in
place of the ACH Deposit Report. Ttlists all electronic fransactiens to be settled and It Is organized by
each individuat fund, Transactions isted on this report have already been processed and cannot be
slopped ffom being seflled,
Timing —Generated at 3:00 pm. Central Time fwo business days prior fo sach setiement date. A
“business day” is arty calendar day other than a Salurday, Sunday, or Fedsral holiday.

Returns Report:
Description — Dedalls all returned transactions, with the original settlsment date and the reason
for the refurn, as well as any changss fo a Ctistemer's banking information.
Timing =Generated in the morning upon receipt of & returned transastion or nofffication of change.
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IW,VANCO  Client Procedures

PAYMENT SOLUTIONS 8 - N
Credit and Debit Card Processing

Introduction

Thank you for choosing Vanco's Credit and Debit Card Processing for your card processing needs.
These Client Procedures are designed to provide you with the guldelines for processing credit card
and/or debit card transactions through Yanco Payment Solutions. The term "credit card” is used
throughout this document o denote both credit cards and debit cards.

Common Terms: Throughout this guide, we will use the following terms to refer fo the individual
parties involved in processing your credit card transactions.

Merchant: The recipient of funds (you) from an authorized transaction,

Cardhelder: The individual who authorizes you to transfer funds from their credit card account.
Vanco: Vanco Payment Solutions (often referred to as “we") is the service provider responsible
for facilitating the processing of your credit card transactions and the holder of the Merchant
Account.

Acquirer: The financial institution, which has coniracted with Vanco Payment Solutions to acquire
your fransactions and distribute them to the appropriate Gard-lssuing Bank,

Issuing Bank: The financial insfitution that issued the credit card to the Cardholder and bills that
individual for fransactions they authorize,

Assoclations: The associations of banks that electronically exchange credit card transactions
and Chargebacks for credits and debits. Visa U.S.A,, Incorporated (VISA) and MasterCard
International Incorporated (MasterCard) are both Associations.

Independent Card Issuers: Includes American Express/Optima, Diners Club/Carte Blanche,
Discover, and JCB. These cards have thelr own rules and best practices independent from the
Associations described above,

ACH Network: The Automated Clearing House (ACH) Network is the nationwide electronic funds
transfer system through which funds are fransfemed to or from your designated bank account.
The operating rules and business practices for the ACH network are set by the National
Automated Clearing House Associafion (NACHA — www.nacha.org),

MyVanco: MyVanco is the secure web-based portal that gives Vanco clients 24/7 access to
payment procassing tocls and reporfing capabilities.

The Transaction Lifecycle: Each credit card fransaction has a lifecycle, which begins when the
Cardholder provides Authorization and ends with the settiement of funds inte your designated account,
The individual steps involved In a transaction lifecycle include:

Authorization -

1. Cardholder gives Merchant the Authorization to charge their card,

2. Merchant transmits the Authorization fo Vanco,

3. Vanco transmits the Authorization to Acquirer and processes the fransaction request
accordingly.

4, Acquirer fransmits the Authorization to the appropriate Association.

. Assoclation transmits the Authorization informafion to Issuing Bank.

. Issuing Bank either approves or rejects the Authorization.

@

Settlement —

1. Upon approval, Issuing Bank elecironically transmils the transaclion data and funds to
Associafion,

2. Associafion fransmits the transaction data to Acquirer.

3. Acquirer transmits the transacfien data to Vanco,

4, Vanco directs the funds from Acquirer's account fo Merchant's appropriate bank account via the
ACH Network,

The timing in which card transactions are processed depends on the type of card used, All
transactions transmitted through the Associations are conditional and subject to reversals and
adjustments. The Associations have developed rules and best practices (the "Association Rules”) that
govem their member banks in the procedures, responsibilities, and allocation of risk for this process.
The Association Rules and applicable banking laws give Cardholders and Issuing Banks certain rights
to dispute fransactions, long after funds have been settled in Merchant's bank account, These disputed
transactions are referred to as Chargebacks.

Vanco does not decide which transactions are charged back, or rejected, and we do not control the
ultimate resolution of the Chargeback, While we can attempt to reverse a Chargeback to the Issuing
Bank, we can only do so If the lssuing Bank agreses to accept it or the Asscciation requires the Issuing
Bank to do so after a formal appeal process. In some cases, the Cardholder may be able fo
sucoessfully charge back a credit card transaction aven though Merchant has provided services and
are otherwise legally entitled to payment from Cardholder. While Merchant may still be able to pursue
clalms directly against Gardholder, Vanco will not be responsible for such transactions.

Vanco Rules and Best Practices: As we begin processing your credit card transactions, Vanco
suggests the following In order to enjoy an easy, hassle-free experience with us.

Record your assigned Client ID number (ES ####) for easy reference when calling Vanco,
Make tima for our Implementation Department to frain you in on the following:

- Using MyVanco

- User ID & Password

- Policies

- Timelines

- Reports

Review all Confirmation Reports to verify Adds, Changes, and/or Deletes.

Recongile your Merchant Services Deposit Report to your bank account in a imely manner.
Address all ltems In the “Failed Transactions” section of the Merchant Services Processing Report
in a timely manner,

FOR YOUR RECORDS ONLY.
PLEASE DO NOT RETURN.

MyVanco (Cnline Service Center): Vanco Payment Sclutions encourages you fo take advantage of
MyVanco for three main reasons:
= Selting up new Cardhclders is easier and more economical via MyVanco,
= You will be able to manage all credit card transactions processed through Vanco 24 hours a day,
7 days a week from any computer with Infernet access, and :
o You will have the ability at any time to view all transactions and operational reports.

To gain access to MyVanco, call our Client Services Department at 800-675-7430. For each
authorized user we will need the following infermation:

= Firstand last name

« Aneight character User-ID

» Avalid email address

» level of desired access (Full-Access or Read Only)

MyVanco Requirements:

128-bit Encryption = Vanco requires that you use a browser capable of 128-bit encryption.
Encryption is & security measure whereby information is scrambled ag it is transmitted over the
Internet to ensure confidentiality. Having a browser with 128-bit encryption will ensure maximum
security during your MyVanco sessions.

Upon logging in to MyVance, you can confirm that your session is encrypted by locating a small icon.
Netscape Navigator and Internet Explorer users will see a padlock icen in the lower right corner of the
browser. For information about your browser's specific security capabiliies go to the help section on
the browser menu. If your browser needs to be upgraded, we recommend downloading the latest
version of your browser.

Virus Protection = Yanco requires that you run anti-virus software before transmitting dafa through
MyVanco. The anti-virus software you run should be commercially available and updated no less
than onca per month,

Card Association Rules and Best Practices

This section focuses primarily on the MasterCard and VISA Assaciations' operating rules and best
practices and provides you with guidslines for a sound credit card program. The Information provided
in this section is designed fo help you decrease your Chargeback liability and to help you train your
employees,

Card Descriptions: To help prevent fraud, make sure you verify the credit card being used. The
following is a description of authorized Visa and MasterCard credif cards:

VISA cards have the VISA symbol on the right-hand side of the card. Above the VISA symbol is the
three-dimensional holegram of the VISA Dove design. The expirafion date must be followed by one
space and the symbol V", VISA account numbers are either 13 or 16 digits and the first digit is
always a four (4). In addition, the Classlc and Preferred Cards have the first four digits of the account
number printed directly below the embossed number. You must always check these numbers
carefully to ensure that they are the same. Only VISA cards fitting this description may be accepted.

MasterCard cards are issued under the following names: MasterCard, EuroGard, Access, Union,
Million and Diamond). The MasterCard symbol appears on the right-hand side of the front or back of
the card. MasterCard and the Globe designs appear in a three-dimensional hologram above the
symbol. In addition, the words Classle, Preferred, Gold, or Business may appear. MasterCard
account numbers are always 16 digits and the first digit is always a five (5). The first four digits of the
account must be printed directly below the embossed number. Only MasterCard cards fitting this
description may be accepted.

Discover account numbers on cards are made up of four groups of digits totaling 16 numbers and
always start with 6011. The embossed numbers should be clear and uniform in size and spacing and
should extend info the hologram. The expiration date appears in a MM/ format after the words
"Valid Thru.” A special embossed "n” or "D" appears on the same line as "Member Since” and Valid
Thru," All cards display the logo of either Discover or Novus. The Discover hologram appears with
the images of a sphere, water, and stars.

American Express/Optima account numbers on cards are made up of three groups of digits totaling
15 numbers. In addition, there is a four digit Card 1D number, which is printed on the card rather than
embossed.

Expiration Dates: Carefully verify the expiration (valid fo) date. Do not accept a card which has
expired or where the explration date has passed.

Recurring Transactions: The following are rules and regulations for processing Recurring
Transactions (e.g., monthly membership fees, regular confributions, orthodantic payments, ete.).

o Cardholder must complete and deliver to you a signed Authorization Form specifying the
fransaction amounts, the frequency of recurring charges and the duration of fime for which the
Authorization is valid.

If the Recurring Transaction is renewed, the Cardholder must complete and deliver to you a

subsequent Autherization Form for the continuation of such services to be charged to the

Cardholder's account,

= Youmay not complete a Recurring Transaction after receiving a cancsllation notice from the
Cardholder or Issuing Bank or after an Authorization has expired or been denied,
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« ARecurming Transaction may not include pariial payments for services purchased In asingle
fransacfion.
« ‘You may not impose a finance charge in connectien with a Resurring Transaction.

Henaring Cards: The following rules are requiremsnts sticlly erforced by MasterCard and VISA:
s You cannot establish minimum or maximum amounts as a condition for accepting a card.
= You cannot Impose a surcharge or fee for accepting a card,
+ Youcannct eslablish any special condifions for accepling a card.
s ‘You cannct establish procedures that discourage, favor or discriminate against the use of any
particular Card,
You must inchide any tax required to be collected in the tofal fransaction amount.
You cannet submit any transaction reprasenting the refinance or fransfer of an existing
Cardhoider obligation deemad urcollsctibla.
« You cannot submit & transaction or sale that has been previously charged back.
» You cannot submit & fransaction or sale fo cover a dishonored check,

L]

Effective January 1, 2004, the "honor all cards® rule has been revised to allow you to choose the
category of Visa and MasterCard cards you will accept. As of January 1, 2004, you can choose fo:

1. Accept all cards, including consumer credif and debit, and commercial cards.

2, Aocept consumer credit and commercial cards only (those Merchants chopsing this option must
aceept aff MasterGard and/or Visa credit and commersiat produsts including Visa busihess check
cards).

3. Accept consumer debit only (those Merchants choosing this option must accept alf MasterCard
andfor Visa consumer debit card products),

The new acceplance options apply only fo domestic transacfions. I you acocept any MasterCard or
Visa product bearing the MasterCard or Visa flag symbal, you must continue 1o ascept both debit and
credit card products issued by non-LLS. Members.

Deposits of Principals: Owners, pariners or officers of your business establishment are prehibiied
from deposiéing sales transacted on their own personal bankcards, other than transactions for valid
purchases of services (e.9., cash advances are prohibited),

Cash PaymentDishursement: You must not accept any direct paymenis from Cardholders for
senvices that have been Included on an Authorization Form, it is the right of the Card-ssuing Bank to
receive such payments, Taxes on Card fransactions must be fncluded in the amount chargad and may
not be collected by you In cash. You may not make any cash dishursements fo a Cardholder as part of
aCard transaction except to the exient expressly indlcated in the Assostation Rules or on ihe signed
Authonization Form.

Authorization

This section focuses on the rules and best practices as suggestad by both Vanco Payment Solutions
and Card Associations that should be acknowledged when obtaining Authorization for credit card
transactfons.

In order to pracess a credit card transastion, you must first obtain Aufhorization from the Cardholder,
Failure to do so may result in a Chargeback and/or the ferminafion of your agreement. A Cardholder's
Autherization iIndicates the Cardholder's willingness to aflow you to charge his/her card for the
axchange of asarvite. It dees not warrant that the person providing Authorization is the rightfil
Cardholder, nor is it an unconditional promise or guarantes that you will not be subject fo & Chargeback
or debit.

Upon recaiving Authorization, Vanco will submit the transaction to the appropriate AssosTaion where it
will be asslgned an “Authorization Coda”, The Authorization Code authorlzes Vange to process the
transaction, Vanco stores afl Authorization Codes.

The three forms of Authorization allowsd by Vance are Writien (Autherfzation Form), Internet-initiated,
and Telephone-initiated, All Autharizations must include the following:

Name on credit card

Carcholder’s billing address, city, state and zip *

Credit card type

Credit card # and expiration date

Transaction amount

Frequency of siarges and durafion {if reclirming}

Signature of Cardholder or elecironic aquivalent

Date of Authorization

* ® ® w s 2 8

* The Cardholder's bifing address is required and used with our Address Verification Service (AVS) to
protect against fraud,

Written Authorfzatlon: Vance Payment Solutions recommends using one of our pre-designed
Authorizatior: Forms. If you choosé o dasign your own autherization form, Vanco must review and
approve It to make cerfain that it complias with Assoctation Rules.

Internet-Initiated Authorization: To accept intemet-Inifiated transactions via your Web site, ask your
‘anco Payment Soluticns marketing representative about WebPay.

Telephone-initiated Autharization: if you use {he telephone to obtain Authorization for a credit card
fransaction, you must adhere to the following guidelines:

+ Telephone-Inifiated fransactions are one-tims transactions cnly.

« TEL entry may be transmitied only in circumslance In which (1) thers is an existing relationship
between consumer and organization, or (2) there is not an existing relationship, but the consumer
has initiated the telaphone call to the organization.

« Additional credit card charges require writien Authorization from the Cardholder and must be
initiated by the Cardhelder.

= Staff member faking the telephone Authorization must complete an Authorization form and write
“TO" {telephone order) on Cardholder's signature line.

Telephone-nitiated Authorizations must include the date of Cardholder's verbal Authorization and a
business telephone number for the Cardholder to call during normal business hours.

Nate: In order {o minimize your risk, you sheuld verify the identity of the Cardholder. As an originator
of a Telephene-Initiated entry, you are required to utiiize commercially reasonabla procedures to verify
the Identity of the Cardholder. Methods include the use of a directory or database 1o verify the
Cardholders name, address and phone number.

Retention of Records:

Weitten and/or Telephone Initiated Authorization ~ A copy of the Authorization Form or the original
cerfirmation of the Cardholder's Authorizafion must be retained for a minimurn of three (3) years
followinyg the termination or revocation of the Authorizatlon,

For the security and privacy of cardholders’ personal infarmation, Vanco Payment Solufions
highly recommends storing signed Authorization Forms in a secure place (i.e. a locked
cabinef).

Document Destruetion:

Gard associafion rules require that authorizations be destrayed after three years from the date
of the last fransaction. Vanco will issue a Document Desfruction Report prompting the
recipient to destroy the fisted authorizations.

Internat-Initiated Authorization ~ You are not required to retain any records regarding Internet-
Inffiated Authorzations, Vanco will store Authorizafions made via the Infernet in our system,

Processing and Settlement

Chnly valid debits that arise from a transaction betweaen a bona fide Cardholder and your establishment
may be presented for settlement. If you deposit or attempt to deposit sales between Cardholders and
any establishment other than yours, you will be subjest not only to a Chargeback, but also to immediats
terminalion of your agreement and/or legal action.

When Transactions Are Processed:
» Prescheduled transacilons (one-time or recurring) are processed at 3:00 a.m. CT. Any
necassary changes must ba completed by this time.
+ New transactions {one-time or recurring) with a start date of today are processed at 3:00 p.m.
CT. Any necessary changes must be completed by this fime,

Entry of Autharization Information: in order to process your credif card transactions, Autherization
infarmation must be entered inte our sysfem. You may enter Authorization information yourself via
MyVanco or send a data fle with the Authorization information.

Entering Data via Nyanco - Enter the authorization information yourself via MyVanco.

Sending a Data File = You can program your software fo generate a file using Vanso's standard
layout, f you have any questions regarding this opfion, please call Vanco's Client Services
Depariment.

The Confirmation Report = The day after new Authorizafions have been entered into cur sysiem or
changes have been mede to current Authorizations, a Confirmafion Report is sent to you. # is your
responsibllity o make sure all information on the Confirmafion Report is accurate. i you have any
discrepancies regarding the information on the Confirmation Report, make sure the corrections are
made.

Setflement: After transactions have been processed, Yanco will direct funds into your designated
account withln the following card-specific malines,

s VISA & MasterCarg - 2 business days

» Distover — 3 business days

» American Express - 4 business days

Note: The tenn “business days” refers to all calendar days other than Saturday, Sunday, and Federal
holldays. The timelines abova are based on fransactions that have been successfully processed. fa
Chargeback accurs, setfement may be delayed.

The dollar amount will be listed on your bank statement with 2 transaction description that includes the
{irst shddeen (16} characters of vour business name followad by "MERCHDEP” (e.g. COMPANY ABCG
MERGCHDEF), Vanco will direct settlament funds to vour ascount through the Automated Claaring
House {ACH) Network,

Refunds: The folfowing are rules and best practices for lssuing refunds.

» Complete and submit Vanco's Stop-Change-Credit Form for the total ameunt of the refund due
fo a Cardholder,

»  Authorization s not reguired for refunds.

» Refunds may only be credlfed back fo the original card.

» You cannot intentionally submit a transaction and an offsetting credit at a laer date solaly for the
purpose of debiling and crediting your own or another individual's account,

» Avoid giving cash, check or in-store credit rofunds for credit cand sales.

» For Internetinitiated Authorizations, we recommend you post vour return policy and have the
Cardholder click an "accepf button” to accept the terms of your retum policy prior to compteling
the Authorization,

Refunds must be fnitlated by Vanco Payment Solutfons, not via MyVanco.
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Chargebacks and Other Debhits credit nesds to be Issued, you must promptly enfer such informatien on MyVanco or complefe and
forward to Vanco a Change-Stop-Credit Form,

A "Chargeback” is a transaction that has beer retumed as unpaid dug to a dispute by the Cardhoider ar
Issuing Bank. You ara responsible for all Chargebacks and related costs arlsing from your credit card
transactions. ‘Your Setlement Account may also be debited in the avent we are required to pay
Assaociation fees, charges, fines, penalties, or ofher assessmants as & consequance of your fransaction
actlvitfes,

Managing Risk

According fo Viea and MasterCard rules, Merchants that accapt card payments and do not obtain a
signature at the time of sale are responsible and llable for transactions In the event of a Cardholder
dlspute. Cardholder disputes can result in Ghargebacks. To help prevent atd and Chargebacks:
»  Make every efforf fo know your custemer. The amount of expesure you have to Intemet fraud
depends en your business pelicies, operational practicas, fraud prevention and detection tools,
and {he type of service you sell,
» Make sure all employees have a thorough understanding of the fraud risk associated with any
Internet transactions.

When a Chargeback Oceurs: After the Cardholder has dispuied a fransaction, the Issuing Bank has
the followlng fwo aptions depending on what the Cardholder has Indlcated as the reason for.the
dispute.
a) Requestacopy of the sales record — *Media Retrieval Request’. Vanco will contact you for the
appropriate salas informatien.
b) Request that the transaction ba charged back to the Merchant. Vanco will notify you when
Chargebacks ocour and debit your account accordingly. Compifance with Visa, MasterCard, & Vanco: Vanco, along with both VISA and MasterCard have
Chargeback Moniforing and Fraud Review guidelines that are designed to mitigate fraud risk and curb
Chargebacks. Your transaction acfivily Is tracked fo ensure compliance within those guidelines. Hyou
generate more Chargebacks than the guidelines aflow, VISA and MasterCard will send several warning
Isttars asking that you take steps to decrease your Chargebacks—if there s no Improvement, penalties
may be assessed. in certain citcumstances, fees and fines ars immediate. However, itis the
responsibility of the Merchant to monitor thelr account, nof Vance Payment Soluflons.

Vanco will provide you with copies of these requests so that you can provide & response,

You must respend to Chargebacks Immediaiely! If you do nof respond fo a Chargeback In & timely
manner, you will be subject to a "non-receipt of requested sales slip” Chargeback. This type of
Chargeback Is non-reversible.

issuers have the right to charge back transactions for up to 120 days. # the Issuing bank has
submitiad a Chargeback, your account is immediately debited for the amount of the dispute and will not
be reversed unfll the Gardhelder and/or lesuing Bank accapts your defense. You have fourteen {14)
calendar days from the date on the request to gather as much information about the fransaction as
possible and provide us with a comprehensive response fo the request.

Address Verification Service {AVS): AVS Is a valuable fool to help verify Cardholder Information.
AVS checks the billing address that a Cardholder provides for Authorizaticn against the billing address
on file with their Issuing Bark. Vanco requires AVS.

Vanco's Risk Management Tools: Vanco is dedicated to mltigating risk. Some of the ways we help
manage risk for you and the Cardholder include;
+ Dufaying funding = Instead of immediate funding, Vanco may delay funds op fo seven {7)
business days. This allows the financial insfitution an opportunify to review the daily activity prior
to releasing the funds.

Chargeback Reasans: The following are common reasons for Chargebacks.
+ Transaction was not authorized.
« Transaction was processed on an account not found on an Issuing Bank's master file,

-

Transaction was prosessed more than once to the same Cardholder. = Capturing Reserves ~ This may be required and can be captured fram dafly funding holds or

Credit was not processed.

Cardholder never received service requested or setvice was not performed as represented by
Merchant,

Cardhalder claims they neifher autherized nor pariicipated in the transacfion, or a ficlitious

from another agreed upon method,

Monitoring of yeur account — Daily transaction monitoring may eccur fo check for any unusual
aclivity, Our Hawk System is a comprehensiva risk management system, which constantly
monitors sysiem imegularities for the detection and prevention of fraud.

account number was used to complete the fransaction.

« Card was used bafore effective date or atier expiration dale. In addifion, Vanco periodically conducts a credit review of your Merchant account. When this ocours,
we may contact you for upttated financial information.
Other Chargeback Reasons:

+ Services not rendered.
Services are paid by ancthar mathod {i.e., cash, chack, ancther card).
Ervor in addition was made when caloulating fransaciion amount,
Incorreetfinvalid account number,
A valid Authortzation was not obtained for a fransaction and Carcholder neither authorized aor
participated in fransaciion.
Credit was posted/processed as a deblt or a debit was processed as a oredit,
Cardholder did not recelve proper cradit,
Transaction was processed for an incomrect amount,
Services recelved by Cardholder did not match Merchant's description.
Counterfeit transaction.
Accourt number was listed on exception fie.
Transastion was completed after Authorization was declined,
Transactior was not processed within VISA, MasterCard, Discover, or American Express time
frames.

The rigk components discussed above are subject to change.

Reports

Ongce generated Vanoo's oparatienal reports may be accaseed 24/7 vla MyVanso. 14 s your
rasponsihility, as a client of Vanco, to review all reporis for accuracy.

LT

Confirmation Report:

Dascription — Detalls all new Cardholders and fransections as well as any changes and stop
payments that have been entered into Vanco's system.

Timing - Generated at 2:40 a.m. Central Time the day after new enfries, changes, or stop payments
have been entered,

s % 8 & 9 8 & 8

Processing Report;

» No Cardholder signature was obtained.
» Cardholder claims Merchant changed amount of transaction without permission, Description = Lists all credit card payments to be processed. Transactions lsted on this report
«  Fraudulent ransaction occurred with a Merchant wio has prior history of fraudulent transactions. cainiot ba stopped from being settled,
» Transaction was suspicious.
« Cardholder disputes the validity of a transaction. Timing ~ Generated at 6:00 p.m. Ceniral Time.
o Cardholder cancelled transactionforder.
Deposit Report:
Other Debits: . o . i
o Assosialion facs, charges, Tines, penalfies, or olhier assessments 2 a consequence of your Description ~ Shows the dolfar amount to be depasited ints your bank account. i you prafer, Vanco
transactons. Gan add a "ransacfion detal’ secion to this report, which defails each individual transaction
o Revereal of deposit posted to your accauntin error. processed {call for details). Transactions lisfed on this report have alroady been processed and
« Debit for summary adustment not previously eharged. cannatbs stopped from being seffied,
: EZ:;T:' 8;;;:2%;‘;;?3?Lgf;g’f;?oﬁsatggoum Tirning - Generaied at 3:00 p.m, Central Time two business days prior o each settlemant date. A
» Debit andfor fee for investigation and/er Chargeback costs related fo our termination of the business day” Is any calendar day ofher than & Saturday, Sunday, or Federa! holday.

Agreement for cause or for costs related to our collection activitizs including reascnable attomeys’
fees.
» Incorrect transaction date submittac.

Credit Card Expiraticn Date Report:

Description = Shows all Cardholders whose cards have an expiration date in the current month, the
. following month, and those that have already expired,
Account Maintenance

. Timing ~ Generated on the 1= of each h.
Please contact Vaneo Client Services If you: ing man

« Changa your DDA {Setllement Accound) Number,

» Changa your Legal Name or Structure.

» Change your Company DBA Name, Address or Telephone Number,
« Change your fype of business.

If a change ocours to your Sefflement Account, you must promptly complate and forward fo Vanco 2
Banking Authorfzation Change Form, If any change occurs to a Gardholder's Authorization
Information (i.&., change in credit sard number, change in scheduled transaction amount, et erifa
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