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Orange Proof Requirements

            Mail Order / Internet Sales

Where the customer places the order over the telephone or the Internet, the proof of signature becomes the Orange identification Voucher and proof of address is where the phone is being delivered.  

The following should be strictly followed:

· Goods should be delivered to the address provided for the Customer Information Form and the customers credit card* should be embossed onto the Orange Identification Voucher.  (The back of a pen or pencil can be used to do this or a standard imprinting machine.)
· The Customer should sign the Orange Identification Voucher in the presence of the delivery person.
· The top copy of the Orange Identification Voucher should be stapled to the Customer Information Form, and retained as your proof.

· The Customer should sign the Customer Information Form in the presence of the delivery person and a copy retained for your files.

· Legible copies of the driver’s manifest, signed by the customer will be accepted as proof of delivery to the stated address.

· The credit card must be in the name of the customer credit checked. Please refer to acceptable proofs of Identity
Mail Order – Recommended Additional Security Procedures

a) Validate address by using a Postal Address File facility (e.g. Quick Address) prior to credit checking.

b) Install Caller Line Identification to check caller is using their home or business telephone number when making an application.

c) Set up a ‘hot card’ list within your computer system to ensure that the same Credit Card is not being used for multiple applications.

d) Set up systems to check that the same house number and postcode are not used for different name applications from that address.

e) Validate all Credit Card numbers used by processing a value.  (Suggest £10 Minimum.)

Orange Conditions

a) You must ensure that you retain a copy of the original proofs, along with the 
Signed Customer Information Form. This includes connections done on Enable. You will need to submit these should any queries regarding unpaid commission arise in the future. 

b) Proofs that have been faxed to you are not acceptable.

c) Any proof of signature should match the signature on the Customer Information Form.  If this is not the case then it does not provide the necessary proof.  (Except credit cards where the name on the front of the card must match the name of the applicant).

d) If you are using computer equipment to store any information relating to an application you must ensure that access is restricted to certain staff.  This will avoid the possible misuse of sensitive customer information, which you are liable, within the Data Protection Act to keep safe.

e) Copies of proofs should be taken at point of sale and retained on file for a minimum of 6 months from date of connection.

        We reserve the right to request proofs at anytime. Failure to supply proofs may result in claw back of commission.

f)      If using Utility Bill/ or Statement as a proof of address then this must match the address if using driving license for proof of           

      signature.

f) Should the above not be adhered to or if there has been any breach of the Orange policy Orange reserve the right to claw      

        back any commissions paid.

h)     If you have any queries regarding your commission from Orange you must submit these within 11 months from the date of 

connection. Orange & EBS reserve the right to carry out an audit on your connections at anytime and we may withhold commission until valid proofs are received. 
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