Palatine Celtic Soccer Travel Program
2006/2007 M anna Express Procedur es

Revised July 25, 2006

Manna Express Start-Up Procedur es

1.

2.

3.

4.

Call Manna Express and arrange to receive an information packet with instructions.
Much of the information is on their webstie at www.mannaexpress.net.
Enroll online with Manna or with the documents that Manna mails to you. Use the next
page as a guideline on how to complete the enrollment form. Note that Delivery location
of your certificates must be to a place of business. Delivery must not be to persona
residences.
Review the materials from Manna Express to learn about the order taking and order
placing process. Call Manna Express if you have any questions.
Cdll Palatine Celtic Travel Business Administrator to:

a. register your team as a Manna Express participant with the club,

b. arrange for automatic debit of funds for your future orders, and

c. confirm your understanding of the procedure for transmitting team member

checks and credit amounts to the Treasurer (see below).

Coordination of Checks and Credits with Treasurer

1.

2.

Communicate to travel business administrator via email or phone the amount of the
payment to Manna for the order.

By the day that your order is placed, submit family checks to treasurer for deposit or
deposit directly into the Palatine Celtic Soccer Checking account at any Harris Bank
location (call treasurer for account number). If depositing the checks yourself, please
call/email the treasurer with the amount of the deposit.

No later than2 days after cash has been transferred from Palatine Celtic Soccer to
Manna, deliver to travel business administrator an itemization of the credits to be
received by the families. Thisitemization can be delivered in person or through email.
The transmittal on the following page represents the information that is required. You
may use this form or another created by you, aslong as it includes al the information on
the next page.

The following pages include blank forms thet you can use for your team. Also included are
those forms filled out with sample information as an example.

Palatine Cdltic Travel Business Administrator
LisaPerkins

847-705-5759

|.a.perkins@comcast.net

Manna Express
847-202-8442
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The following form can be filled out online at www.mannaexpress.net.
Please fill it in as indicated below in green and red.

Please fill out and submit to Manna Express. We require an enrollment form be on file with our office
before your Organization can start purchasing scrips through us. After submitting, please contact the
office for all updated information.

Organization Information:

organization: Pal atine Celtic Soccer — (your group name)
Addresst: 250 E Wood Street

Address2:

city: Palatine

state: | L

Zip code: 60067

Phone Number: 847- 705- 5759

Fax Number: 847-705-5759

Email Address: |.a.perkins@comcast.net

Ship To Information:

Ship ToName: M USE be a business
Address1: Must be a business
Address2:

city: Must be a business

sae Must be abusiness

zip code Must be a business

Volunteer Information:

Volunteer Name: Y OUI name
Addresst: Y OUr address
Address:

city: Your address

sate Y OUr address

Zip code: Y OUr address
Phone Number: Y OUr Phone
Email Address. Y our E-Mall
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Manna ExpressOrder Transmittal to Palatine Celtic Treasurer

Name Date

Phone Email

Team or Group Name

Total amount of checks collected (payable to Palatine Celtic Soccer) (A)
Total cost of certificates ordered (amount per Manna when ordering) (B)
Creditsto Team Members:

Player Name Credit Amount

N . - BN - IR - S - I - - B - 2N -~ S - - . - SR < S,

Total Credits (Should equal (A) — (B))*

|
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Manna ExpressOrder Transmittal to Palatine Celtic Treasurer

Name Sample Team Date 10/18/2004

Phone 555-555-5555 Emall  anyone@anywhere.com

Team or Group Name  Palatine Celtic Soccer — Sample Team

Total amount of checks collected (payable to Palatine Celtic Soccer) $750.00 (A)
Total cost of certificates ordered (amount per Mannawhen ordering) $714.40  (B)

Creditsto Team Members:

Player Name Credit Amount
Brown, Erin $ 3.70
Jones, Pat $ 3.70
Harris, Alex $ 1.50
Wallace, Frances $ 26.70

$

$

$

$

$

$

$

$

$
Total Credits (Should equal (A) — (B))* $ 35.60
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Palatine Celtic Soccer -

Date: 10/15/2004 - Sample Order

Coupon Type

Cost

%

Disc

Disc

Disc

Disc

Subtotal

Check #

Service Charge

Total Credit
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Palatine Celtic Soccer - Sample Team Manna Order
Date: 10/15/2004 - Sample Order
Brown Jones Harris Wallace Total
Coupon Type Cost % $ Disc # $ Disc $ Disc # $ Disc # $ Disc
Dominicks $ 25| 4% $125 | $5.00 | 3 | $ 75 | $3.00 8 | $200 | $ 8.00
Jewel $10 | 4% 30 120 | 8 80 3.20 11 110 4.40
Pizza Hut $10 | 8% 4% 40 |$ 320 | 4 40 3.20
Home Depot $25| 2% 200 4.00 8 200 4.00
Marriott $ 25 [ 13% 8 200 | $26.00 | 8 200 | 26.00
Subtotal $155 | $6.20 | 11 | $155 | $6.20 $200 | $4.00 | 12 | $240 | $29.20 | 39 | $ 750 | $45.60
Check # 4592 1644 984 3215

Service Charge $ 10.00 (2.50) (2.50) (2.50) (2.50) (10.00)
Total Credit $3.70 $3.70 $ 1.50 $26.70 $35.60

revised10/14/2004




