
 At the end of each business day, the appropriate employee(s) in th e  department will have the responsibilit y  of 

performing the following tasks :  

• Close out that day’s business and produce a batch report; and   
• Forward the original batch report to Bursar Operations to prepare a CARD entry to record revenue and 

charge the transaction fee amount.  A copy of the CARD entry along with 1 copy of the batch report will be 
sent to the department. 

 I understand a fixed transaction fee of 2.5% as well as chargebacks and any additional fees will be charged to the 
department.  I also understand the cred
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