
INSTRUCTIONS HOW TO COMPLETE 
Seasonal Zone Pass Form 

Step 1: Entering Customer Information in the Excel or PDF form:  
Type in or use the drop down boxes to enter your customer information. 

• Blue boxes – Information input
• Gray boxes – Select option from drop down box

Excel Pass Order Form Customer Info 

Gray boxes – Select option from drop down box 
• Click on the Gray box next to the “Pass Effective Date” and choose the preferred date option: 

May 1, June 1, July 1, August 1, September 1 (this will affect pricing).
• Click on Gray box next to the “Chamber Member?” and choose from drop down option. “Yes”

–Chamber Member and “No” – Not a Chamber Member.
Blue boxes – Information input   (Click on the Blue boxes and enter Customer information data) 

• Company Name: Enter Business name or Customer name.
• Mailing Address: Enter Street or P.O. Box information.
• City of Chamber Member: Enter the town/city you are a current Chamber of Commerce member of.

Step 2: Providing Zone Pass Information:  
In this section, provide the information needed to provide each employee’s zone pass. In the excel form each 
employee will have his/her own row.   

Excel Pass Order Form Zone Pass Info 


