[bookmark: _GoBack]New Merchant ID Worksheet
Please complete the following information:
	Customer Legal Name: 
(Must match that of W-9)
	 

	Customer DBA (doing business as): 
	
 

	Site Address 1: 
	
 

	Site Address 2:
	
 

	Site City:
	
 

	Site State:
	
 

	Site Zip:
	
 

	Customer Service 
(What will show on a consumer's bank statement - who they should contact if they don't recognize the charge)
	 

	Phone #:
	 


	Web Site: (13 chars. max)
	 


	 
	 

	Banking Information
	 



	Company Name: 
(exactly as it appears on bank account) 
	 

	Bank Name
	
 

	Bank Address 1
	
 

	Bank Address 2
	
 

	Bank City
	
 

	Bank State
	
 

	Bank Zip
	
 

	Account #
	
 

	ABA/Routing #
	
 

	Contact Information
	
	
	

	Executive Contact: 
(Executes Agreement)
	
	Financial Contact: (Has authority to grant access to bank accounts) 
	

	First Name
	 

	First Name
	 

	Last Name
	
 
	Last Name
	 

	Address 1
	
 
	Address 1
	 

	Address 2
	
 
	Address 2
	 

	City
	
 
	City
	 

	State
	
 
	State
	 

	Zip
	
 
	Zip
	 

	Title
	
 
	Title
	 

	Phone
	
 
	Phone
	 

	Fax
	
 
	Fax
	 

	Email
	
 
	Email
	 

	
	
	
	

	1099k Contact: 
(Receives annual 1099k mailing)
	
	Virtual Terminal Access: (used for manually entering transactions – generally adjustments)
	

	First Name
	 
	First Name
	 

	Last Name
	 

	Last Name
	 

	Address 1
	
 
	Address 1
	 

	Address 2
	
 
	Address 2
	 

	City
	
 
	City
	 

	State
	
 
	State
	 

	Zip
	
 
	Zip
	 

	Title
	
 
	Title
	 

	Phone
	
 
	Phone
	 

	Fax
	
 
	Fax
	 

	Email
	
 
	Email
	 

	Reporting Contact 1: 
(Receives daily reports)
	
	Reporting Contact 2: 
(Receives daily reports)
	

	First Name
	 
	First Name
	 

	Last Name
	 

	Last Name
	 

	Address 1
	
 
	Address 1
	 

	Address 2
	
 
	Address 2
	 

	City

	 
	City
	 

	
State
	
 
	State
	 

	Zip
	
 
	Zip
	 

	Title
	
 
	Title
	 

	Phone
	
 
	Phone
	 

	Fax
	
 
	Fax
	 

	Email
	
 
	Email
	 

	Chargeback Contact 1: 
(Receives chargeback notifications - usually the same as reporting)
	
	Chargeback Contact 2: 
(Receives chargeback notifications - usually the same as reporting)
	

	First Name
	 
	First Name
	 

	Last Name
	
 
	Last Name
	 

	Address 1
	
 
	Address 1
	 

	Address 2
	
 
	Address 2
	 

	City
	
 
	City
	 

	State
	
 
	State
	 

	Zip
	
 
	Zip
	 

	Title
	
 
	Title
	 

	Phone
	
 
	Phone
	 

	Fax
	
 
	Fax
	 

	Email
	 

	Email
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