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Complete the Customer Credit Application

2 Verifying Identification

NEW APPLICATIONS
Customer must have a valid picture ID in 
the form of a driver's license, state issued 
ID, passport or military ID.  No other forms 
of identification are acceptable.  The sales 
person or cashier should personally review 
the accuracy of the information on the 
application by cross checking the information 
with the appropriate identification.
Information required on identification and to 
be checked:
a) Name
b) Address*
c) Age (if under 18, DO NOT process)
d) Picture
e) Signature
*Not required on military identification.

The salesperson or cashier must review the 
application and check identification. 
If the address on the identification does 
not match on the application, the sales 
person must ask the applicant for a previous 
address.  The previous address should be 
written in the previous address field on the 
application.
Joint applicant must be present with 
aforementioned valid identification.

The salesperson should compare the name 
and signature of the consumer with that 
on the credit card.  If the credit card is not 
available, the dealer can call to get the 
number, provided the customer has valid ID.
If the individual does not have his/her card 
at the time of purchase, the customer must 
present proper valid ID as outlined in this 
section.  
Individuals may not add on to existing 
account if not on the original application.

ALL information MUST be completed for the 
applicant.
Optional credit insurance is now available!  
Have applicant sign and date if interested.
MUST be signed prior to submission for credit 
approval.
On all applications be sure to complete 
the "STORE USE ONLY" section of the 
credit application.  Write the customer's 
account number with the approval in the 
space provided.  Verify the applicant(s) ID by 
writing the drivers license or state ID number 
in the spaces provided. Verification of the 
applicant's identification is the responsibility 
of the dealer. 
Before faxing a completed credit application, 
keep in mind the following:
� Please print in CAPITAL letters
� Avoid contact with the lines 
� Fax only the page completed by the 
applicant and co-applicant
� DO NOT mail these forms to TD Retail  
    Card Services (TDRCS)
� Give the customer the "Terms and 
Agreements" section

ADD-ON SALES

Financing provided by TD Retail Card Services, 
A division of TD Bank, N.A.

When the fax is received, a computer will 
scan the information and create an image of 
the Credit Application, which will be stored 
digitally. Please ensure ALL the fields are 
filled out correctly. 
1.  Applicant's Name (Last, first)
2.  Applicant's Address (St., City, State, Zip)
3.  Birth Date (MM/DD/YYYY)
4.  Social Security # (111-11-1111)
5.  Joint Applicant (Only if applicable. If joint 
applicant, mark box, then complete spaces 
below. Must also sign. 18 years or older 
only)
6.  Authorized Buyer (Only if applicable. If 
authorized buyer, mark box, then complete 
name and address only)
7.  Photo ID # 1 & ID # 2 (credit card)
8.  Store Number (8 Digits)
9.  Credit Limit
10.  Account Number (16 Digits). 
If declined, please write  "DECLINED"
11. Applicant's Signature (Primary - Joint) / 
Date (MM/DD/YYYY)
12. SCA Account Protection Plus
Applicant must initial appropiate box in order 
to enroll for account protection.
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3 Customer Credit Approval

4 Complete the Sales Memorandum

5 Handling the Paperwork

6 Important Phone Numbers

Financing provided by TD Retail Card Services, 
A division of TD Bank, N.A.

A. USE FASTAPP FOR NEW ACCOUNTS
Once the Credit Application is complete, call our automated credit 
approval system, FastApp, at 1-866-808-5807 and follow the easy 
instructions. Each Application takes an average of less than 3 minutes 
for processing! Have Your Application Code and Store # Ready.
If Fast App is unavailable, call 1-800-808-6950
Credit Department Hours
Monday thru Saturday:  8:00 am - 12:00 am EST
Sunday:  10:00 am - 9:00 pm EST

B. USE VRU FOR EXISTING ACCOUNTS (ADD ON'S)
 If the customer is an existing cardholder, call our Voice Response Unit 
(VRU) for approval at 1-800-688-3448. You will be asked to provide us 
with your store number, 16-Digit customer's account number, and dollar 
amount (10018 for $100.18). The system will read back to you a 5-Digit 
approval code. Add a zero in front and write on the Sales Memorandum 
(If the approval code is 12345, write 012345).

Once the Credit Application is approved, you will be given the account 
number, the credit limit, and the approval code. This information is used 
to fill out a Sales Memorandum.  Once complete, ask the customer to 
sign it, and finalize the transaction. It is imperative that the following 
fields are properly filled out:

� 16 Digit Account 
� NumberDate (MM/DD/YYYY)
� Check Plan Box
� Subtotal / Total
� Authorization # (6 Digits)
� Plan # (5 Digits)
� Store # (4 Digits)
� Customer's Signature
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Fax the Credit Application to 1-800-358-8050 and keep the top copy of the Sales Memorandum for your records. These forms DO NOT NEED TO BE 
MAILED to TDRCS (mailing will cause the transaction to be processed twice).  Any faxes received before 2:00 PM EST will be processed the same 
day. Faxes received after 2:00 PM EST will be processed the next business day. Please ensure that these forms are properly filed as TDRCS might 
request copies of originals in the future for research purposes. 

For questions regarding Credit Plan, posted transactions, 
daily settlement, bookkeeping, supplies, please call:
MERCHANT SERVICES
(800) 538-3638

For questions regarding Web Transaction, Username & 
Password, please call:
HELP DESK
(866) 258-2536

To process the transaction, access TD Retail Card Services' (TDRCS) 
website and follow the simple and easy steps. Please refer to the 
enclosed Web Transactions manual. 

For questions regarding new applications, add-on sales, 
please call:
CREDIT SERVICES
(800) 808-6950
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