
                   
 

MERCHANT REGISTRATION FORM 

(Form to be signed in all pages) 
 

Financial Transaction Services Zambia Ltd. (FTSZL) will provide You with a Point-of-Sale 

Terminal and grant You Acquiring Services to enable You to accept any valid and current 

Cards from Your customers to pay for goods and services.  The General Terms and Conditions 

contained in the Merchant Agreement appearing as Annexure 2, regulate the relationship 

between the Parties hereto and must be read in conjunction with the Product and/or Service 

Specific Terms and Conditions. You must read and understand this document carefully prior 

to entering into agreement with FTSZL. 

 New Merchant     Additional Device 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FINANCIAL TRANSACTION SERVICES ZAMBIA LIMITED 
Regd.  Office :  Radian Retai l Park, Plot No.8357-Great North Road,  

P O Box No. 36679, Lusaka +260 211 846421 

A.  MERCHANT INFORMATION  
  

Organization Name              

  

Year of Establishment          Registration. No.     
 

TPIN        Landline No.       Mobile No.      
 

Status:      Proprietorship    Partnership  Public Limited    Prive Limited 
 

    Trust    LLP   Club     NGO  Others (Please specify)   

Nature of Business                

Physical Address                

                                    

Postal Address:       Email Id:     Website:     

Office Premises Status     Self-Owned    Rented  Leased  Years in Current Location:  
 

• Please provide the required documents as listed in Annexure 1 as Proof 

Lease Years in Current Location    

Self-owned 

Rented 

Lease Years in Current Location    

                                

B. CONTACT PERSON DETAILS 

 

Proprietor   Partner Director   Power of Attorney Holder   Letter of Delegation   

 

Name:         Title/Position Held:        

 

Office Tel.No.   Mobile No.     Email:      

 

ID Document: NRC  Passport    Nationality;     

 

ID Document No.    Date of Issue:     Date of Expiary:   

 

Physical Address:             
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C. MERCHANT AUTHORIZATION 
I/We hereby confirm that all information given in this form is correct and accurate. I/We want 
to have an acquiring relationship with FTSZL. I/We agree to pay rental charges for the POS 
Device as applicable from time to time. I/We agree to abide by the terms and conditions laid 
down/or contents mentioned in the Merchant Agreement appearing as Annexure 2. I/We also 
agree to return the POS terminal or its cost (if terminal is lost) to FTSZL, if the agreement is 
terminated mutually or otherwise. 

 

I/We further confirm that I/We have read and understood the DOs and DONTs for Card 
Acceptance by Merchant Establishment (Annexure 3) and also the Safe Card Acceptance & 
Procedure / Guidelines (Annexure 4) and POS feature/s. 

I/We hereby accept Transaction Discount Rate (TDR) / Commission as given below + Applicable 
Taxes. 

I/We hereby acknowledge receipt of a Nexgo-N86 POS Device having Sl. No………………………………………….. 

  Yours faithfully, 

  For ………………………………………………………………………………………………………………….. 

                       

     (Signature)              (Name)               (Title)         
   

Place   Date    

 

 
D. MERCHANT FEES 

Visa / MasterCard Transactions %         

NFS Switching Fee       

 

E .  MODE OF SETTLEMENT 

Bank Name                                                                                                                                         

Branch Name Branch Code    

Account Number                              Account Name         

Email Id Mobile Number    

 

F. FOR FTSZL OFFICE USE 

KYC Done  Merchant Signed       Date      Time    

FTSZL Representative Name                           Signature:      

Supervisor Name       Signature      

Checked by Bank Team       Manager Approval     

Merchant ID     Terminal ID     Terminal IMEI No.     

Remarks          Approved By      

Terminal Usage From  DD/MM/YYYY  Time     

SIM Card No.             Service Provider      
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ESTABLISHMENT EXTERIOR PHOTO WITH SIGNBOARD -1 (Self-Attested) 

<Paste Photo Here> 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ESTABLISHMENT EXTERIOR PHOTO WITH STOCKS & STAFF -2- (SELF-ATTESTED) 

<Paste photo here> 

 

 

 

 

 

 

 

 

 

 

 

 

 

   ANNEXURE 1: DOCUMENT CHECK LIST 

 

ID Proof: Self-Attested by Establishment 

Attach with this form the following documents required for: 

   Copy of Incorporation / Registration Certificate  

   Copy of Organization TPIN 

   Copy of Bank Statement (Immediate past three months) 

   Communication Address Proof (Electricity Bill/Telephone Bill/Rent Agreement) 

   Identity & Address Proof (Passport or NRC of All Directors/partner/proprietors/LLP) 

   Passport Size Photographs (All Directors/partner/proprietors/LLP) 
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• 

• 

• 

• 

• 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.1.1. 

3.1.2. 

3.1.3. 

3.1.4. 
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• 

 

Official 

Seal 

 Official 

Seal 
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DOs 

 Display in easily visible locations, that you accept all types of cards. 

 Check card plastic to see any abnormality. Verify Visa / Master / UnionPay card 

emblem, logo, preprinted Bank Name before the transaction. 

 Check card validity period. 

 Check for card Security features. 

 Swipe the card through the terminal in the customer's presence. 

 Follow instruction from POS (approve /decline/collection etc.) 

 If the card is accepted request the customer to input his secret PIN for validating the 

transaction. 

 In case the card is declined as Lost/Stolen, Capture, Pickup, the merchant should 

retain the card or report it immediately to the acquiring bank. 

 If the Transaction got Failed, don’t part with the goods, even if the customer shows a 

message from the bank as his account has been debited. Take note of the Customer’s 

Mobile number for subsequent follow up. 

 Compare the card number & name printed on the charge slip with that on the card. 

 Make Invoice with all Terms & Conditions printed. 

 If the card is not signed then ask the customer to sign it in your presence. Verify the 

signature and name along with photo identification. 

 Return the card and customer copy of the charge slip to the customer. 

 Keep the merchant copy of the charge slip and the invoice of the Transaction for at 

least one year after the sale to settle any future disputes. 

 For all International/High Value card transactions, it is recommended that the 

merchant should check the ID proof of the card holder and compare the signature on 

the card to the signature on the ID proof. Also check whether the nationality as per 

ID proof matches with Issuing bank country. 

 Keep Xerox/Photo Copy of original charge slip to retain details imprinted for longer 

life, as charge slips are made of thermal paper & its life is low. 

 Keep stock of EDC paper roll for a minimum period of 30 days. 

DONTs 

 Accept white plastic / card without logo of Bank / Mastercard / Visa / UnionPay. 

 Split the amounts and swipe multiple times for a single transaction. 

 Provide cash against the cards. 

 Use your own card at the merchant establishment. 

 Handover the EDC to the card holder, unless the terminal asks for a PIN to be entered. 

 Write down the card information at any time. 

 Use the paper roll of the others / plain paper roll / expired paper roll. 
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• When possible, do not handle the card. Ask the customer to swipe the card and to show you the 

card if needed. If handling the card is required due to the location of the card device or other 

factors, keep the card in view of the customer at all times. 
 

• If the customer needs to give you the card to be swiped, do not give the card back to the 

customer until the payment is approved. 
 

• Store all materials containing cardholder account information in a restricted / secure area. 

●  Never store Sensitive Authentication Data subsequent to authorization. 

●  Limit access to sales drafts, reports, or other sources of cardholder data to employees on a 

need-to-know basis. 

●  Redact all but the last four digits of the account number if paper records containing payment 

card account numbers are stored. 

●  Printed customer receipts that are distributed outside the merchant department must show only 

the last four digits of the payment card account number. 

●  Do not store cardholder data in a customer database or electronic spreadsheet. 

●  Render unreadable and cross-cut shred materials containing cardholder data prior to discarding.  

●  Cardholder information is not to be taken or distributed for unauthorized purposes. 

●  Visually inspect any physical card devices on a routine basis to ensure that they have not been 

tampered with.  

• Payment card transactions must be done in person. Cardholder data should never be sent nor 

received via end-user messaging technologies. 
 

• Should never enter cardholder data directly into a website or payment gateway for a customer. 
 

• When a refund is necessary, the refund will be credited to the same account from which the 

purchase was made. 
 

• A refund will never exceed the original payment amount. 
 

• If any portion of a payment is non-refundable, the Merchant will declare this information to the 

customer before the transaction is processed and the customer must provide a means of 

acknowledgement (e.g., signature) that they understand and accept the terms of the payment. 
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