
 

 

Important Changes to Our Merchant Operating 
Instructions – September 2018 
 
We've made several important amendments to our Merchant Operating Instructions as a result of The 
Payment Services Regulations 2017 and changes to our crediting and debiting service.  
 
The variations below are effective immediately and should be read in conjunction with our Merchant Operating 
Instructions. Please retain this document for future reference. 
 

WELCOME 
 
GLOBAL PAYMENTS – on page 1 the following sentence has been updated: 
 
In the UK, Global Payments is HSBC’s preferred strategic partner for card processing and together have an 
exclusive UK Marketing Alliance Agreement. 

 

CARD PRESENT (CP) TRANSACTIONS 
 
HOW TO SUBMIT YOUR ELECTRONIC TERMINAL TRANSACTIONS 
 
Processing Of Transactions – on page 29 this following paragraphs have been updated: 
 
Where you rent a terminal from us, providing your transactions have been successfully released by the host 
system, we’ll transmit the transactions to the relevant card issuers to request payment from them on the business 
day after we receive your transactions. If the transactions aren’t released by the host system until after 4.00am 
on a business day, or on a day which isn’t a business day, then your transactions will be treated as having been 
received on the following business day. For example:  

 if the host systems releases transactions overnight on a Monday, we’ll transmit them to the card issuers on 
Tuesday  

 if the host systems releases transactions overnight on a Friday, we’ll transmit them to the card issuers on 
Monday (unless this is a public holiday, in which case they will be transmitted on Tuesday).  

 
Where you own your own equipment or rent a terminal from someone else, you or your Payment Service 
Provider submit your transaction details directly to us by file transfer. The date on which the file is received, 
providing it’s received before 4.00am, is the day we transmit the transactions to the relevant card issuers. If we 
receive your file on a day which isn’t a business day, or after 4.00am on a business day, then your transactions 
will typically be treated as being received on the following business day.  
 

SPECIAL TRANSACTION TYPES 
 
FOREIGN CURRENCY TRANSACTIONS – on page 41 this section has been updated: 
 
Note: You can only accept Mastercard Credit, Visa Credit, Debit Mastercard, Visa Debit, Visa Electron, V 

PAY and Maestro cards issued outside the UK to undertake sales and refunds for foreign currency 
transaction types.  

 
We can arrange for you to accept payment in a selection of foreign currencies, such as euro and US dollars. 
You can choose to have all your currency transactions credited directly to a nominated foreign 
currency account, or to your sterling account. You’ll therefore need a foreign currency account for 
each applicable currency. If you choose to have your transactions credited to a sterling account, transaction 
amounts will be converted on the day the transaction is processed. Mastercard and Visa daily spot exchange 
rates for that day plus a variable margin will apply for all conversions. Details of the conversion charge and 
any subsequent changes will be notified where applicable. Charges will be converted on the date of 
calculation (usually the last business day of the month). We’ll provide details of the rate on request.  
 
Unless otherwise agreed, credits will be combined per currency, so that you’ll have a single credit for each.  
 
There are two methods for undertaking currency transactions:  

 if you want to accept payments over the internet or by mail or telephone order, we recommend that you 
use our Global Iris service. See page 47 for more information on this service  



 

 

 you can develop your own equipment to meet your specific currency requirements. We’ll provide you with 
technical help and advice, system specifications and an approval process to make sure your equipment 
meets our requirements.  

 
You must not use paper vouchers as Fallback for currency transactions if your equipment fails to read the 
card. Either undertake the transaction in sterling or ask the customer for another means of payment.  
 
Remember that paper vouchers cannot be used as Fallback for Maestro, Visa Electron, V PAY Discover 
Global Network and UnionPay cards and Mobile POS Solutions, regardless of the currency of the transaction.  
 
Each currency transaction should be authorised in the usual way. When obtaining telephone authorisation, 
you must quote the exact amount in the relevant currency. You must conduct transactions in foreign 
currencies within the UK only.  
 
At the beginning of the month, we’ll provide, or make available to you, an invoice for the previous month 
detailing the Service Charges relating to the transactions in all the currencies that we’ve processed for you 
that month. Charges for currency transactions will be shown and debited separately to your normal charges for 
sterling transactions.  
 
Note: Service Charges for all currency transactions will be deducted in sterling from a sterling 

account. Charges for currency transactions can’t be deducted in currency. 
 
If your refunds are greater than sales, we’ll hold your funds until such a time as the funds available 
exceed the accrued refunds, at which point we’ll release the funds to you, net of refunds. 
 
Note: International payments (ie if we are crediting a bank account outside the UK) can be subject to 

agent bank charges that are beyond our control. This may mean that you receive a lower value 
from your bank than the amount we originally sent. 

 
If you would like further information about accepting transactions in foreign currencies please contact us on 
the number provided on page 85. 
 
HOTEL AND CARD RENTAL TRANSACTIONS 
 
Check-in – on page 43 the following sentence has been updated: 
 

 a pre-authorisation should be made for either the full estimated bill amount (if above your floor limit) or £0 
(if below the floor limit). The cardholder must agree to this specified amount before the pre-
authorisation is submitted. 

 

CREDITS AND DEBITS TO YOUR BANK ACCOUNT  
 
CREDITS TO YOUR BANK ACCOUNT on page 63 the following sections have been updated: 
 
Timescales For Your Credit 
 
Where you process cards electronically, you should be credited with cleared funds the third business 
day following successful receipt of your transactions. 
 
Examples of typical Crediting Timescales are:  
Monday    - transaction undertaken 
late Monday/early Tuesday - transaction sent to us 
Thursday    - funds credited 
 
Note:  Typically, Crediting Timescales for Discover Global Network transactions take a day longer 

than the above example. 
 
Crediting days are Monday to Friday, excluding public holidays. 
 
Note:  UnionPay transactions are also subject to the Chinese public holidays listed below. These are non-

settlement days. For the specific dates of these holidays please contact us (see page 85 for our 
contact details). 

 



 

 

 New Year’s Day 

 Spring Festival, Chinese New Year 

 May Day/Labour Day 

 Dragon Boat Festival 

 National Day of China. 
 
If you’ve processed cards using Fallback paper vouchers, you should receive cleared funds within three 
business days of our receiving the paper vouchers. These funds will be available for withdrawal the same day 
as they’re credited to your account.  
 
Examples of typical Crediting Timescales are:  
Monday    - transaction undertaken 
Tuesday    - Fallback paper vouchers received 
Wednesday/Thursday   - transaction processed 
Friday     - funds are available for withdrawal. 
 
Crediting Timescales may vary if: 

 a different Crediting Timescale has been agreed as per your Service Schedule or otherwise in writing 

 you don’t complete your terminal ‘banking’ procedures every day  

 we’ve agreed any other arrangements in writing  

 you haven’t followed the Merchant Operating Instructions.  

 your foreign currency refunds exceed your foreign currency sales, in which case the funds will be 
held until such a time as you have sufficient sales to exceed refunds. 

 
Premier Payments 
This service provides faster crediting timescales for eligible merchants.  
 
If you’d like further information about Premier Payments, please contact us on the number provided 
on page 85. 
 
Bank Statement Entries  
 
Mastercard And Visa: Unless we’ve agreed otherwise with you in writing, we’ll credit your nominated bank 
account with a single credit for these card types, irrespective of whether the transactions have been processed 
both electronically and using Fallback paper vouchers or solely electronically.  
 
Depending on the payment method we use to credit you, the narrative that appears on your bank 
statement, unless we’ve agreed otherwise, may be: 

 ‘CARD TRANS DDMMYY’, where DDMMYY is the transaction date. 

 ‘GPUK LLP, MID, DDMMYYY’, where MID is your Merchant ID number and DDMMYY is the 
transaction date. 

 
If you only process cards using paper vouchers, you’ll receive a single credit for Mastercard, Visa Credit and 
Visa Debit. Each credit will represent the total value of all transactions for that group of card types processed 
by us on a given day. 
 

ADDITIONAL IMPORTANT INFORMATION 
 
KEEPING YOU INFORMED – page 84 the following sentence has been added: 
 
We’ll contact you by telephone, email or text message if we need to tell you about suspected or actual 
fraud, or a security threat. 
 
HOW TO END THE CARD PROCESSING AGREEMENT – on page 85, the following sentence has been 
updated: 
 
If you wish to end the Agreement within the first six months, we’re entitled to charge £150 in respect of our 
reasonable administrative costs.  
  



 

 

HOW TO CONTACT US 
 
IF YOU WANT TO COMPLAIN – on page 87, the following information has been added: 
 
Global Payments doesn’t currently offer any Alternative Dispute Resolution services, which is the 
process for settling disputes without litigation, such as arbitration, mediation, or negotiation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued 06/2018 
 

 
Global Payments is the trading name of GPUK LLP. GPUK LLP is authorised by the Financial Conduct Authority under the Payment 
Services Regulations 2017 (504290) for the provision of payment services and under the Consumer Credit Act (714439) for the 
undertaking of terminal rental agreements. 
 
GPUK LLP is a limited liability partnership registered in England number OC337146. Registered Office: 51, De Montfort Street, Leicester, 
LE1 7BB. The members are Global Payments U.K. Limited and Global Payments U.K. 2 Limited. Service of any documents relating to the 
business will be effective if served at the Registered Office. 


