[image: image1.jpg]


          International Global Xchange Inc. 


May 29, 2007
Re: Doing Commission Runs 

Below are some instructions for you in preparing and completing your commission runs.
Please note that each time you send money to your float account, you would be wise to send us an e-mail at ceo@globalxchange.biz letting us know when and how much was sent. We get a number of wires to that account daily – so sending us an e-mail ensures that your wire is properly accounted for. Wires are usually processed and deposited to your account within 24 hours (one business day) of submission. If you do scheduled commission runs, you’d be advised to send these wires to us 24-48 hours ahead of each run to make sure the funds are there when you want them to be.

We also recommend that you setup a couple of pages on your website relating to the use of our services – which also provides your members with links on your site to purchase cards from us. We will be sending you a template of the text for these web pages that you can put on your site but you are free to put whatever you wish there as long as our product is not misrepresented in any way.

Please send us the contact information for your web/technical person that will be working with us. It will help speed up your implementation.

Performing a Commission Run

Also attached is our template Commission Run spreadsheet. This is what you will need to populate to complete each commission run you do.

The spreadsheet is an Excel spreadsheet saved as a .csv file. 

The columns in the spreadsheet are described below. Note there is a $1.00 per member load fee for each commission paid - which you can choose to pay for your member or have them pay. See below and attached.

Spreadsheet Columns:

EMAIL
        AMOUNT
GROSSAMOUNT
FEE

123@yahoo.com
9
                          10
              1

456@msn.com
10
                          11
              1

               etc.




The AMOUNT column is what the member actually will receive into his or her account. So If you had owed them a commission of $10 but want them to pay the fee, the spreadsheet would be filled out as above for the first member. If you had owed them a commission of $10.00 but you are willing to pay the processing fee yourself, you would fill it out as per the second example above.

Note: Our system will let you process up to about 1,000 commissions at a time. So if you have larger runs than this, split them out every 1,000 records or so and just do multiple runs if you need to. Each run only takes about a minute or so to process. When you are ready to do a run, let me know and I'll walk you through the first one so you fully understand it – they really are quite simple to do.
Best wishes,

International Global Xchange Inc.
_______Delivering Value Through Internet and Financial Systems Integration _______

26 Houston Road, Regina, Saskatchewan, Canada S4V 0G6            sales@globalxchange.biz
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