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BOOK FAIRS DEBIT & CREDIT CARD SWIPE MACHINE 

INFORMATION/INSTRUCTIONS

Dear Book Fair Organiser,

There has been a lot of media coverage of credit card fraud recently.  Capturing the 3-digit security number and obtaining the cardholders name and address protects the customer, the School, and Scholastic from risk of fraud.  All we ask is that you follow the guidelines provided on the guidance sheets found in the planning kit, on the Website (www.scholastic.co.uk/credit) or see below.

Taking transactions:

1.
Check the metal plate is attached to the base of the body of the machine (this plate reads 157 2607 04 and needs to make an imprint on to the voucher when swiped).

2.
Acceptable cards.  We accept MasterCard, Visa, Switch, Delta, Laser (Ireland).  We do not accept Electron, Solo or American Express cards.

3.
Checking the card.  Check the name on the card, the valid from and expiry dates to ensure the card is current.

· Please note:  we are unable to accept cards within 1 month before their expiry date due to the timescales involved in the receipt and processing of fair payments.

4.
Using the voucher.  Enter the date and transaction value on to a voucher (N.B: we cannot take transactions over the value of £100).  In the ‘Quantity and Description’ section, enter the name of the school.  Enter the total value of the customer’s purchase.

5.
Imprinting the voucher:  

· Place the card in the machine at the top and overlay the voucher.

· Swipe across from left to right then back again

· Ask the customer to sign the voucher and enter their address at the bottom on the front of the slip.

· On the front of the voucher is a box - ‘Authorisation Code’.  In this box, please enter the last 3-digit number printed on the signature strip on the back of the card. 

· Give the top copy of the voucher and the card back to the customer and keep the remaining copies, for sending back to Scholastic.

   Please note – once payments have been received and processed, Scholastic will delete the Card Security Number.

6.
After the fair:


· Send all vouchers and duplicate copies back to us in the brown Freepost envelope supplied in your planning kit along with your Cash Report Form, to Scholastic (Scholastic Ltd, Westfield Road, Southam, Warwickshire, CV47 0RA)

· Remember to add the total value of card transactions to your cash and cheque sales on your cash report form to calculate how much you have raised.  From this total figure you can then calculate the total book commission your school is entitled to.

· Re-pack the machine and unused vouchers into the box provided ready for collection by our driver when he collects the book fair cases.

· Tear off and include the following section in the envelope.

(----------------------------------------------------------------------------------------------------------------------------------------------

Total Value of card sales: £/Euros (delete as appropriate)________________________________________________

School Name: ___________________________________________________________________________________​___

School Address:  __________________________________________________________________________________

Postcode:________________
Fair Dates:   Start:______________________  Finish__________________________
THANK YOU
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