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What is a convenience fee?
Fees that are charged to constituents to compensate the municipality

for the cost associated with offering the customer the ñconvenienceò of 
completing their payment.
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Card Association Mandates

A merchant who accepts different 

card brands must always apply the 

most restrictive card brand rule to all 

their transactions
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In a Nutshell
Á Fees charged to the payer 

to recoup processing 
costs 

Á Card Associationsô have 
rules governing how and 
when convenience fees 
can be charged 

Á Rules are subject to 
change and interpretation 

Á Typically there must be a 
ñconvenienceò tied to the 
transaction (i.e. non-in 
person payments)

Á Rules differ for tax payments 
vs. non-tax payments. 

Á MasterCard and Visa rules 
differ; however if you intend 
to accept Visa AND 
MasterCard then Visa rules 
take precedent 

Á Merchant is ultimately 
responsible for compliance 
with rules (not a service 
provider that may have 
indicated merchant is not 
required to follow the rules) 
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Visa MasterCard Discover

What is 

considered a 

permissible 

ñConvenience 

Feeò?

Must be a fixed flat 

fee regardless of 

purchase amount. 

(it cannot be a 

percentage). 

Example: a flat 

convenience fee of 

$1 is assessed 

whether the 

transaction amount 

is $10 or $100.

Can be a flat fee or 

percentage, 

regardless of the 

purchase amount.

Can be a flat fee or 

percentage, 

regardless of the 

purchase amount.

Can a 

convenience fee 

be charged to 

purchase in all 

payment 

channels?

No. Can only apply 

to an alternate 

payment channel 

such as mail, 

phone, or internet, 

outside of the 

normal payment 

channel of the 

business.

Yes Yes

Rules on Convenience Fees
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Visa MasterCard Discover

Can a 

convenience fee 

be charged on 

Card Present 

transactions (e.g. 

face to face 

transactions)?

No. Unless for a 

tax application.

Yes Yes

Can a 

convenience fee 

be charged on 

Card Not Present 

transactions (e.g. 

mail/phone 

orders, or internet 

transactions)? 

Yes. As long as it is 

an alternate 

channel, which is 

outside of the 

normal payment 

channel of the 

business. 

Yes Yes

To what forms of 

payment can a 

convenience fee 

be applied? 

It must apply to all 

forms of payment 

accepted (Visa, 

MC, Discover 

Network, ACH, 

check, etc.)  

It must apply to all 

forms of payment 

accepted (Visa, 

MasterCard, 

Discover Network, 

ACH, check, etcé)  

It must apply to all 

forms of payment 

accepted (Visa, 

MasterCard, 

Discover Network, 

ACH, check, etcé)  

Rules on Convenience Fees
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Visa MasterCard Discover

Must the 

convenience fee 

be disclosed to 

the customer 

before completing 

the transaction? 

Yes Not specified Not specified

Must the 

cardholder be 

given an 

opportunity to 

cancel before 

completing the 

transaction when 

a convenience fee 

applies? 

Yes Not specified Not specified

Does the 

convenience fee 

need to be 

included in the 

total purchase 

amount?

Yes Not specified Not specified

Rules on Convenience Fees
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Visa MasterCard Discover

Who can assess a 

convenience fee?

The merchant, not 

a third party

Not specified Not specified

In which industry 

can convenience 

fees be 

assessed?

Merchants in most 

industries

Merchants in most 

industries

Merchants in most 

industries

Rules on Convenience Fees

VISA

(source: Card Acceptance and Chargeback Management Guidelines for VISA Merchants)
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For more information please reference:

MasterCard

"MasterCard Rules" Section "5.9.2 

Charges to Cardholders"

VISA

Card Acceptance and Chargeback 

Management Guidelines for VISA 

Merchants

Discover

"Discover Operating Manual", 

Section: "2.3 Surcharges"

American Express

"American Express Operating 

Procedures for US Merchants" 

section: "1.7 Prohibited Use of the 

Card"
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Instances of Non-Compliance

Á % base convenience 

fee with Visa 

acceptance

Á Over the counter with 

Visa acceptance

Á Payment ceilings on 

flat rate fees

Á Visa tax debit program 

adjustments
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Fee Assessment and Handling of Funds

Á Billing/Invoice Analysis

Á Single Transaction 

Settlement

Á Dual Transaction 

Settlement
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Power of the Enterprise
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Questions to ask Vendors

Á Can I accept all credit 

cards? 

Á Are the funds deposited 

directly into my account?

Á Can I make voids and 

credits in real time?
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Á Can all of my 

departments charge the 

same convenience fee?

Á Can Treasury have 

access to all 

department collections?

Á Can Treasury manage 

user privileges across 

departments?

Questions to ask Vendors
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