Grand Valley State University
Request for Loaner Credit Card Terminal

Please email signed requests to bankdesk@gvsu.edu.
Updated: March 2026

Event Name: Event Location:
Event Date: Desired Pickup Date:
Department Name: Department Contact;

Note: Person designated to pick up the terminal must be a GVSU employee or Student worker. Photo ID will be required.

Worktags for 3.5% fee: RC1071 DS cC FD P GRANT OR GIFT

The WORKTAGS listed above will be charged a rental fee of 3.5% of the dollar amount of activity for the use of the
terminal. Do not change revenue category RC1071

| understand that | am responsible for the proper use and security of this terminal. This includes always keeping the
terminal secured/locked or in supervised control. The terminal will not be considered secure by being locked in a
vehicle or by being in an open GVSU suite.

| have read and will adhere to GVSU PCI Processing Procedures (available at www.gvsu.edu/pci).

| will adhere to the University’s guidelines for acceptable use and storage of cardholder data. Specifically, |
understand that storage of payment cards, payment card numbers, expiration dates, PIN #s, and CVV data is
FORBIDDEN in any form, whether hard copy or electronically.

| understand it is my responsibility to inform and train all employees or student employees whose responsibility
includes the processing of cardholder data.

| understand if a credit card is left behind, | will adhere to the Credit Card Left Behind instructions (available at
www.gvsu.edu/pci) to properly secure, manage, and dispose of the card.

If the terminal does not work at the event, | will call Terminal Support for assistance. If the terminal still does not
work, | understand the best course of action is to revert to accepting cash or checks. If credit card information is
written down, | take full responsibility for securing that information until the transaction is processed at the cashier
window by the end of the current business day. That information shall not be handled by a student and will not be
considered secure by being locked in a vehicle or by being in an open GVSU suite.

| will balance my receipts and perform the settlement function at the close of business each day. Upon completion
of the event, | will complete a Loaner Terminal Credit Card Report for each batch (available at www.gvsu.edu/pci)
and email to bankdesk@gvsu.edu.

| understand that | am responsible for the retention of merchant records, including signed receipts (which should
only include the last four digits of a card number) and a copy of the balanced credit card report. These merchant
records need to be maintained for 7 years.

| understand the terminal needs to be returned within three business days of the event or late fees may be applied,
up to $1200 for the cost of a replacement machine.

Loaner terminals must be inspected for tampering before and after each event.

Any security concerns involving loaner terminals must be reported immediately to Business & Finance and IT.
Failure to comply with the above could result in denial of use of loaner terminals in the future

Signature Date



