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INTRODUCTION

The e-Application for American Express Corporate Cards makes the
application process easy, fast and very secure for both the Applicants and
Program Administrators. It is easy to complete, approve and submit, which
speeds up the process of receiving a Corporate Card.

* Optimal accuracy and good support for Card Applicants.
» [Faster processing and more transparency for Program Administrator

* Options like invoicing type, PA name, ... are setup in advance
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MORE ADVANTAGES FOR ALL USERS

Transparency

Optimal accuracy

Secure transmitting

Fast handling

Flexibility
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The Program Administrator is able to get a fast overview of all open applications
and receives reports to all actions in regards to the applications.

Applications can only be sent if all mandatory fields are completed.

Applications are transmitted securely to American Express. Personal & Company
information are not transferred via unsecure email or post.

Directly submit and approve an application online.

Employees can apply for a Corporate Card every time — and everywhere
they have a network connection.
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EFFICIENT AND FAST APPLICATION

Comparison: PDF Application Form vs. new e-Application

PDF Application Form (Paper)

1 m R
m Bl I

Applicant Applicant prints Applicant Program Applicant/Program  Applicant/Program  Application is AMEX sends
completes and approves contacts the Administrator Administrator Administrator sends  received by the card to the
the PDF the application Program verifies and scans the the applicationto ~ AMEX and will applicant
form Administrator approves the application AMEX via email or  be executed
application post
VS.

=1, 3V __ .—/_,V _ .
V—k E’A ﬁT Mﬁ ExXPrecs

Applicant Program Administrator Program Application is Application is AMEX sends

completes the receives an automated ~Administrator securely received by the card to the
online form and  email to approve the approves the transmitted to AMEX and will applicant
transmits the application application AMEX be executed
application online
online

e-Application
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FIRST STEPS TO SETUP

What do | need to do to start working with the e-Application?

The Program Administrator visits the ‘Corporate v

e Card e-Application Set up Page’ and receives an ’ <—
email with a URL leading to the e-Application and a M
URL leading to the PA tool.

G After clicking on the URL leading to the PA tool, the PA CONFIRM

needs to log-in in his/her PA area

The Program Administrator can see an overview and
is able to approve, decline or send back the received
applications.

x
N

Approvals of submitted e-Applications are executed by the Program Administrator (PA). v

Note: this person is already registered as approver. There can be also more than one person, who are
allowed to process the application (approve/decline/address queries). The PA needs to take action within
30 days. After the expiry, the application will be deleted.



https://www.americanexpress.com/en-be/charge-cards/apply/corporate-card/setup/
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STEP )

Corporate Card e-Application Set up page

Setup Corporate Card e-Application

Your Company customer number (BCA) points to the application link

The Program Administrator visits the page
and Inti‘OdUCGS h|S BCA number and emall (s;u;?:‘izgﬁ;i;c;ﬁpanydeparfmem. For publication on your intranet
address. N

Here you have the opportunity to generate the appropriate link to the Corporate Card application for your company/employees. This enables
the card applicant toimmediately find the correct card application form, fill it out online and send it to American Express for further
processing (after approval by your company).

The Program Administrator receive an
. . . Please note that your corporate customer number(s) (BCA) is the key to the corresponding application. Entering the company customer
emall Wlth a URL Ieadlng to the e- number(s) and the e-mail address of the person named by your company with the "Program Administrator” function generates a link to the
appropriate card application form. This is sent together with the access data to the "Program Administrator". The "Program Administrator” is

app||cat|on and a URL Iead|ng to the PA the person responsible for American Express as the contact person.

tO 0 I Please understand that for data protection and security reasons, only authorized persons should apply for company credit cards issued to
your company. Please select one of the options below.

The link to the e-Application can be

When you complete the fields below you will receive a link to the PA tool and a link to the e-Application, that you can share with your

shared with the employees who will apply A
for an Amerlcan EXpreSS Card- Basic Control Account number (11 digits)* [E-mail (of the contact person registered with American Express)*

The PA tool URL links to the area where * Mandatoryfield et ik o your BCA sdnistation
the PA can approve, decline or send back
the applications.

AMERICAN 8
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STEP )

Access the PA tool: Confirmation of the email address — one-time

% American Express Corporate Card Online Application
EXPRESS

Please confirm your email address.

.nlfr

For security reasons we kindly ask that you confirm your email address by clicking on the Confirm button below. Once you have confirmed your email address, an access link will be sent to you which will direct you to an
overview of your pending Corporate Card application(s). Please note that this page is also displayed after a longer period of inactivity or after use of an expired access link.

Do you wish to stop having to confirm your e-mail address? Then create a password for your personal PA overview in the PA setup on the following page. As soon as you have created a password, you will be

directed to the login page via your current PA login link.

Privacy Statement Terms & Conditions

After the Program Administrator is directed to the URL, he/she will be asked to confirm email address
due to security reasons. This needs to be done just one time. After the confirmation he/she is able to
create a personal password, which will be used for accesses in the future.

AMERICAN 9
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Information for approving, declining
or returning the application (for the -
full text see the appendix).

STEP (®

Overview of the open applications

American Express Corporate Card Online Application

Pending Card Applications Program Administrator @ Company Account @ Invite Employee Submitted & -

Please review the pending Corporate Card Application(s) that have been submitted to be signed off by vou.

You have been listed as the Programme Administrator by the below Card Applicant(s). If this is incorrect please click on Send back.

You can Approve or Decline multiple Card applications in one go.

Please click on Details if you wish to review an application in detail.

Please note that all approved applications require an American Express Basic Control Account (BCA) of 11 digits. If you do not know your BCA number, please call our Corporate Customer Service on +32 2 676 29 26.\.@.

Company Account (BCA) Reference number €@ Urgent v Date submitted Company Name Official First Name @ Last Name Card Type Liability Print Details
029433242423200 201901310002NL 31.01.2019 American Express Test Test green-cc Full Corperate liability = ~
Company Affirmation
PA Name

By clicking on Approve, the undersigned declares that the information provided is accurate and complete. American Express reserves the right to refuse applications in accordance with the guidelines that American Express applies for assessment of applications. The undersigned
asks American Express to issue the American Express Corporate Gold Card to the above employee. The undersigned certifies that the identity details of the employee have been checked by means of an official identity document.

m

Privacy Statement Terms & Conditions

Selection of the
application(s).

Company Account
(BCA) number

Detailed view of the application
and send back option.

AMERICAN
EXPRESS 10




FUNCTIONALITIES AT A GLANCE

On the Overview page the Program Administrator can choose one of the
following options:

View details

Decline Approve

Decline one or more applications Approve one ore more applications

Decide for an application to see the full details.
The Program Administrator needs to decide for
one of the following options:

l l Decline Send back Approve

The applicant receives an emalil The application will be transmitted to l l l
with the information that the American Express (after the

application was declined. For identification was successfully The applicant receives The applicant The application will be

more information he/she is asked  completed). The applicant receives a  [EREAEUEIRIMEEEE SN I I
. . . . information that his/her the necessary American Express. The

to reach out to the ngram confirmation via email. application was declined. changes. applicant receives a
Administrator within the For more information confirmation via email.
company. he/she is asked to reach

out to the Program
Administrator within the
company.

,, l

AMEX receives the application. After the approval of AMEX,
@ the applicant will receive his/her Corporate Card.

11




DETAILS

Table of Contents

Details — Send back an application

By clicking on Send back a new
window appears. The Program
Administrator is asked to indicate
the reason(s) for that action.

The reason(s) for sending back the
application will be transferred to the
applicant via email. He/she will be
advised to change the application
and submit it for approval again.

Send back

Here you have the possibility to send the application back to the Card Applicant to revise and resubmit it.

Please choose the alternative that best describes the reason why you want the application to be revised by the Card Applicant”
| am not the correct Program Administrator
The application has missing information
The application has incorrect information

Other

* Mandatory field

12
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Customise your applications: Company Account settings (1)

Information on customizing a BCA and also make a . ol

choice to display certain fields or not, such as the the
American Express Corporate Card Online Application employee D field

Pending Card Applications Program Administrator @ Company Account @ Invite Employee Submitted €

Here you can create and configure your Basic Control Account number (BCA) for the online applications.

Please click on Edit if vou want to change settings for an existing BCA.

To provide your employees with a link to the card application page, please copy the link in the yellow line below the respective company number. Any number of employees can suhmi{k’l application via this link.

Please click on the Invite employee tab if vou only want to invite certain employees for selected BCAs.

Please click on Delete BCA if you want to delete a BCA. If you delete a BCA which you manage together with another program administrator, it is only deleted from your overview.

Company Account (BCA) Company Name

Card Type Liability Type Invoicing Edit Delete BCA
029433242423200 American Express Corporate Card Full Corporate liability CBCS [E3 "
https://aanvraag.amex-business.nl/cc/029433242423200/
b Delete selected BCAs

Privacy Statement Terms & Conditions

Selection of the

Company Account(s) Delete a Company Account if you no
longer manage this BCA anymore
AMERICAN
EXPRESS
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Customise your applications: Company Account settings (2)

Table of Contents

EXPRESS

Pending Card Applications

americaN] American Express Corporate Card Online Application

Program Administrator €@ Company Account € Invite Employee Submitted €&

nl  fr

Product, Liability and
Invoicing is pre-set

Basic Control Account (BCA)*

12345678992

Product Selection

Corporate Card

Invoicing Liability

ﬂ Centrally billed, individually settled ﬂ Full Corporate liability

You can use the below toggle switch function to control whether the corresponding fields are mandatory fields for the applicant If you enter the name of your Company name, the applicant can nolonger change it. You can select the delivery options of the Card to the home or work address. Membership
Rewards can also be switched onor off.

Fompany Name

Country fields

0 1 Belgium

TOYOTA MOTOR EUROPE " Cost center " Employee number

Restrict card delivery options @

Membership Rewards

* Mandatory field

v

Back

Set Cost Centre, Employee number, Country and Delivery options — with the
toggle you can switch the fields ON or OFF so the applicant either sees it or
not. Company Name and Membership Rewards are pre-set

AMERICAN
EXPRESS

Save

Privacy Statement  Terms & Conditions

14
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Customise your applications: invite employees (1)

Table of Contents

en nl fr
Information to send
American Express Corporate Card Online Application personalised applications
Pending Card Applications Program Administrator @ Company Account € Invite Employee Submitted & Logout
Here you can add employees and send them a personal invitation link. Each sent link can be opened several times, but can only be used once to submit an application.
Please click on Add employee to add an employee. If you want to change the data for an already added employee, click on Edit.
Please click on Send selected invitations to send an invitation email to the desired employee(s).
Employees who have been added are deleted from your overview if:
® they have successfully completed an application; or
® they have not taken any action in the last 30 days; or
® they are deleted manually by you.
If the emplayee successfully completes an application, it will appear in the tab Pending Corporate Card applications.
Pending invitations
Company Account (BCA) Salutation First Name Last Name Email Address Invitation sent Edit Send link Delete
Sent invitations
Company Account (BCA) Salutation First Name Last Name Email Address Invitation sent Edit Send link Delete
& Bulk Download £ Importinvitations Delete selected invitations Send selected invitations Add employee

Overview on pending and sent invitations

Privacy Statement Terms & Conditions

15
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Customise your applications: invite employees (2)

| Select the relevant BCA | . e

american] American Express Corporate Card Online Application

EXPRESS T

Pending Card Applications Program Administrator € Company Account € Invite Employee Submitted & -
Please select the BCA. If you want ta change the settings stored for the BCA or your PA details, please make the desired changes in the Basic Control Account or Program Administrator tab.
Company Account (BCA)*

- Please select -
Product Selection Company Name

™M M ™

Full name program administrator Email Address &

Fleur van Paridon Fleur.vanParidon@aexp.com
Please enter the data of the employee to whom you wish to send a personal invitation.
The data you enter will be pre-filled on the personalised application.
Salutation™ First Name* Last Mame" Email Address (work)™ Language™

.

Residential address Postcode City Country Telephone Number
Position Cost Centre Employee number

* Mandatory

Add employee

Privacy Statement Terms & Conditions

Back

Pre-fill fields for the applicant here

AMERICAN
EXPRESS 16
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Submitted applications

en nl fr
American Express Corporate Card Online Application
Pending Card Applications Program Administrator @ Company Account @ Invite Employee Submitted ® m
Here you can see all decisions made for applications on the BCAs that you have added in the Company Account tab. The decisions made by other Program administrators for
jointly managed BCAs are also displayed here.
Basic Control Account (BCA) Reference number @ Datesubmitted Company Name  FirstName LastName  Responsedate ¥ = Status Print
029348262000100 201903110001NL 11.03.2019 Unternehmen Name LastName  11.03.2019 Approved =
201811090001NL 09.11.2018 Arkwright Name Test 13.02.2019 Rejected =
201811050006NL 05.11.2018 Test Name Nguyen 11.02.2019 Sent back -
201811020002NL 02.11.2018 Test Tz T 11.02.2019 Sent back -

Privacy Statement | Terms & Conditions

List of submitted applications — if there are
multiple PAs responsible for the BCA, all

applications will show here Decis_ion taken
EXPRESS approved/rejected/sent back 17
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IF THE PA IS ABSENT / NOT AVAILABLE

Below the emall notifications, that will be received by the applicant if the
Program Administrator has not taken action on the application:

STANDARD DELIVERY OF THE CARD

Day 3 Day 7 Day 14 Day 23 Day 26 Day 28

email-notification email-notification email-notification email- email- email:
notification  notification Application
was deleted

email: Application was transmitted

Day 2 Day 4 Day 7 Day 14 Day 19

Email Notifications
inform that the application was

2 Days 2 Days 3 Days

not executed yet. The Card
_ . S o - applicant has the possibility to
email- email- email-notification email-notification email: choose an other Program

Application
was deleted

URGENT DELIVERY

@ NOTE FOR PA: it is important to appoint an approver in case of long leave (30 days and more) 18

notification notificati .. . .
notfication Administrator (if available!).
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ACCESS FOR APPLICANTS

Applicants can access the customized e-Application through a link generated via
the PA tool (see page 24).

English, French or

Dutch? Please

AmericaN] American Express Corporate Card - choose your
EXPRESS  personal details 20 preferred language.

Personal details Company details Summary Submit and Sign

Please register:

Digitally

* With an elD cardreader
* With itsme

Manually

e With you ID Card at hand
On the summary page, we ask you to review the information you provided us with and to accept the Terms and Conditions.
The application form can be signed electronically or manually. If you sigh manually, please print, sign and upload the document.

At the same time the form is sent to the selected Program Administrator for approval

Card Type* Billing and Settlement terms @+ Liability Type*

Corporate Card




CARD APPLICANT
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ENTRY AREA FOR CARD APPLICANT

American Express Corporate Card

 m- 7997
EXPRESS  personal details | 3150 000000 09000
95

Personal details Company details Summary Submit and Sign

Please register:
Digitally

* With an elD cardreader
* With itsme

Manually

= With you ID Card at hand
On the summary page, we ask you to review the information you provided us with and to accept the Terms and Conditions.
The application form can be signed electronically or manually. If you sign manually, please print, sign and upload the document.

At the same time the form is sent to the selected Program Administrator for approval

Card Type* Billing and Settlement terms @+ Liability Type*

Corporate Card v v

English, French or Dutch?

Please choose your preferred language.

The applicant completes the form:

I. Personal & Company information

[I.  Summary

[ll. Submit

In the end he/she sends the application to
the Program Administrator (PA)

The Program Administrator approves the

application and releases the transmission
to American Express.

%gggs NOTE: please advise the Applicant to have a copy of his/her valid ID ready 21
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TO BE COMPLETED BY THE APPLICANT

Allowed format: PDF, JPG" 1D expiry date 1D number
Personal information o o
Dateof birth” Country of birth Place of birth™
- - - 01 Baigium -

Depending on the way the applicant
identifies himself he needs to complete :
some personal information, like: L .

Street (legal residential address) & Number® Bax Postal Code”
Gity Country”
11 Baigium o
Private phone” Company telephone number Email Address™
Blpzezz - Bee+3z -

Carrespondence Address 0~

Residentizl address Office

Bankc account number (IBAN]®

Payment method*
®) Direct Debit Bank transfer

SEPA-Direct Debit Mandate

By signing this mandate form. you autharise A) Alphs Card scri (identification number BES2ZZZ0463926551) to send instructions
toyour bank to debit your account and B} your bank to debit your account in accordance with the instructions from Alpha Card serl
for the recurring payment of your spend related to your American Express Account.

Is the card applicant the sccount holder? @ Yes No
Mother's maiden name @+ Correspondance language
Franch N

The above mentionsd contact details (including but not limited to: e-mail. telephone, SMS, MMS or Voice Maill may be used by Alpha Card in
acenrdanca with the Privacy Statement included in the General Terms and Conditions.

* Mandatory field

=3 22




TO BE COMPLETED BY THE APPLICANT

Personal information

The applicant is obliged to attach a copy of a valid ID to the application if he
doesn’t identify himself with .belD or itsme:

BelD itsme

be )@

Select Select

@) | cannot be identified by these services

ID

Please provide

e Forresidents in Belgium, copy/picture (both sides) of valid Belgian ID.
e For all others, copy/picture (both sides) of valid EU Identity card or valid international passport.

Allowed format: PDF, JPG* ID number Nationality*

X Upload copy ID

I 1 Belgium

AMERI(AN!
EXPRESS 23




TO BE COMPLETED BY THE APPLICANT

Company information — (possible) mandatory fields

Company Name* Cost center Employee number

Programme Administrator (PA) @

Please provide details of the Programme Administrator (PA) that has the right to sign Card application forms on behalf of the company. The
person you name here will be asked to sign your application form.

Name* Job title Individual work e-mail address*

* Mandatory field

Company information*:

M * Company Name, PA name and e-mail are pre-populated. Cost Center, Employee number and Job tiltle, these
seress  fields can be pre-populate in the back-end prior to applicant receiving the personalized link 24




CARD APPLICANT

SUMMARY

- Review the completed
information

- Option Urgent Delivery of the
card (optional)

- Option Membership Rewards
program enrolment (only
when allowed by Company)

- Confirmation: Accept the
Terms and Conditions and
confirm the correctness of
the information (mandatory
field)

- By clicking on Submit the
application will be forwarded
automatically to the Program
Administrator

AMERICAN
EXPRESS

american] American Express Corporate Card
EXPRESS Summary

Summary

barms O

Suttma

taraizath

+ Forrardantzin Eaiglem, 2y, o#vaid Baigan 10
+ Forallothars, copyipicture (both sidas] ofvalld EU i

=rvalid Intanatiznal paemzart.

1D rm

Datn ot bt Countryateirh

atizansg
1 Belgium
T SMctal firzt amd icct namas - Laat Hama®
Stwat pagad rasidantial azdraa) - Humbaes B
cHy Country
0 Zelzium
Srhata o Cempary talphene mumbs

a0
Residential address Office

a s

Rt rumser (EANT"

Payment method:
® Direct Dekit Bank trarsfer

+ SEPA-Direct Debit Mandate
Ersu mandate form, you aul
instructions toyour bank to debit your acoount and
Al Ifor the recuri yeur spend

tion number
your bani to debit your acoount in ac:
adated 8o your American Expre

Isthe card applicant the account holder? = Yes ke

Table of Contents

Seatal Cozar

Company Name®

s

Programme Administrator (PA) @

Please provide details of the Programme Administratar [PA] that
The parzon you name here will be asked to sign your application farm.

the right to sign Card application forms on behalf of the company.

Mame™ Jobtitle Individual werk e-mail address™

-

Narmal Card delivery can take up to 15 working days (on receipt of a fully completed application farm). Urgent Card delivery takes up to
5 working days [on receipt of & fully completed application form). If you require urgent Card delivery, please tick the following box.
For the urgent Card delivery | accept a fee of EURO 50,00 that will be charged on my Card and which will appear on my first
statement.

=

Yes. | would like 2 y fincluding limited to &-mails, phone calls,

SMS. MMS. i1} 2nd so i infarmed sl offers or those of partners that re reserved for me. such as new

praduct ial di il time. Alpha Cardwil detailsin
i i The D ion of the Pri i i

you find nere. The Franch version of the Privacy Palicy / Privacy Statament you find hare.

Terms and Conditions

| have read and understood the Cardmember Tarms and Conditions provided. The Duteh Terms and Conditions you find here. The
Franch Terms and Conditions you find here. | confirm that | agree to these Cardmember Terms and Canditions.

_

By clicking Submit,

*» TheC: i has read, understoed and p = Termsand C i -FR)
and the Insurances Ganaral Terms and Conditions (ML - FR) i i
‘Administrator within his Company. A copy of the Card's General Terms and Conditions and the Insurances General Terms and
Conciti s ’ ot

- Thet: thatthi Card of this appli ance
the Card is activated, or after first use of the Card(s), whichever occurs first, all of which, including signing of the Application Form,
constitute acceptance of the General Terms and Conditions.

* The © 2 ¥ nd of the i ion provided in this Applicat and hereby
gives its consent to Alpha Card to sts. Alpha Card Dsta n its capacity as Data
Contralierin i the Privacy Statament inthe Card’s Gangral Terms and
Conditions. These dats are used by the Dats Controlier notably to manage customer relations, to comply with legal requirements,
for its own commercial purposes and to pr fraud. The C: may object any ti
these data far dir i aCorporate Card. the Company's contact persan may

by the Cardholder. To processed,
Alpha Card Customer Service, Vorstiaan 100. 1170 Brussels.
® The Card Alpha C: itional i ion prir to the issuance of this card and may

rejectthis Application atits discration.

* Wandatory field

Back Submit & Sign
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S I G N T R E american] American Express Corporate Card
ls l ' EXPRESS Summary

Personal detai

Summary Submit and Sezn

Manual Signature [ L
- Download and print the application L
P .

Programme Administrator (PA) @

- Sign the application form

+ Forrudantsin Baiglm, copr/sict:

. vald BaighiniD.
+ Forallsthars, copyipictura (both sid .

details of the Programme Administrator [PA] that has the right to sign Card applic:
The persan you name here will be asked to sign your application form

- Upload the signed application form o | T

T — omyy

- Confirmation: the applicant received M| [ [ [

¥ Exgium -

of the company.

an email confirming his submission Ap S

B Zelzium . Swwarking deys [on receipt of 2 fully completed application form). If you require urgent Card delivery, plesse tick the following box.
For the urgent Card delivery | sccept 3 fae of EURO 50,00 that will ba charged on my Card and which will sppear an my first
statement. @

e SNctalfirst amd midcia ramas - Laat Hama®

- After approval of the Program
Administrator the Card application is I
send to Amex - P e e e
Digital Signature

1

‘Strwat faga rasicantial azsraas) - Humbar Bz

el itsme youfind here. The French version of the Privacy Policy / Privacy Statement you find here.
Belzgium

Frivata pra: Cempany taluphone sumber

- - Tesms and Conditions
(LRI [TEtE] -

| the C. itions provided. The Dutch Terms and Conditions you find here. The
French Terms and Conditions you find here. | confirm that | agree to these Cardmember Terms and Canditions.

Select Select
Ceeraspensance Adzrass B

Residential address Office

- Sign the application form with .belD or - p—
itsme

 The Card applicant warrants that he/she has read, understaed and accepted the Card's General Terms and Conditions (NL - FR]

and the Insurances General Terms and Conditions (ML - FR) which he b ‘tohim by tf
‘Administrator within his Company. A copy of the Card's General Terms and Conditions and the Insurances General Terms and
. - . - . Conditi iawn i bei.
- Confirmation: the applicant received o - e i o vt i e
- ® DinectDetit : the Cardis acti or of the Card(s), whit first, sll of which, including s the Application Farm,

constitute acceptance of the Ganeral Terms and Conditions.

an email confirming his submission oo
Eysizni

ardzte form, you sutharize A Alpha Card sor (idemtification rumber BE92T Controller in accardance with the provisions of the Privacy Statement that can be found notably in the Card’s General Terms and
jons to your ban to debit your acoount and B} your bani to debit your account in sco Conditions. Theze datz are used by Iy ta manage ions, to comply i
Alpha Card scrlfor the ment of your spend related toyou Sxprem A for its own commercis| purposes and to pr fraud. The Cs may objs

- After approval of the Program bt s e

Algha Card Customsr Service, Vorstizan 100, 1170 Brussslz,
The Card that Alpha Card may s i E prier to the issuance of this card and may

Administrator the Card application is | RS
send to Amex

instrus

* Wandatary field

AMERICAN
EXPRESS

Back Submit & Sign
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AP P E N D | X Table of Contents

PA-OVERVIEW 1/2

Log-in as PA: Introducing information

American Express Corporate Card Online Application
EXPRESS  Pending Corporate Card Applications for Griet

Pending Corporate Card Applications Program Administrator @ Basic Control Account ® Invite Employee History © Logout

(i)

Please review the pending Corporate Card Application(s) that have been submitted to be signed off by you.

You have been listed as the Programme Administrator by the below Card Applicant(s). If this is incorrect please click on Send back.
You can Approve or Decline multiple Card applications in one go.

Please click on Details if you wish to review an application in detail.

Please note that all approved applications require an American Express Basic Control Account (BCA) of 11 digits. If you do not know your BCA number, please call our Corporate Customer Service on
+32267629 26,5.

AMERICAN
EXPRESS 28
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PA-OVERVIEW 2/2

Log-in as PA: Introducing information

Approve - You approve the application on behalf of your company. The application is sent to American Express for processing.

Decline - You decline the application on behalf of your company, because the Card Applicant is not permitted to have a Corporate Card.
Send back - You want the application to be sent back to the Card Applicant because:
* you are not the correct signatory; or

* there is missing or incorrect information on the application that you would like the Card Applicant to revise and resubmit for approval.

Applications have been sorted according to urgency, with the most urgent application on top of the list, followed by applications submitted in a chronological
order.

‘We will notify the Card Applicant of the decision that you have made for the application by email.
Application(s) will be deleted from your list of pending applications, if you have taken action.

In case you have not taken any action on the application in 14 days, we will ask the Card Applicant to confirm or change the details of the Program Administrator.
If the Applicant replaces your details with someone else’s, the application will be deleted from your list.

If you have not taken any action on the application and the Card Applicant has not named any other Program Administrator within 28 days, the application will be
deleted from your list.

Company Account (BCA) Reference number @ Urgent » Date submitted Company Name Official First Name € Last Name Card Type Liability Print Details
029433242423200 201901310002NL 31.01.2019 American Express Test Test green-cc Full Corporate liability = (ad
Company Affirmation
PA Name

By clicking on Approve, the undersigned declares that the information provided is accurate and complete. American Express reserves the right to refuse applications in accordance with the guidelines that American Express
applies for assessment of applications. The undersigned asks American Express to issue the American Express Corporate Gold Card to the above employee. The undersigned certifies that the identity details of the employee have
been checked by means of an official identity document.

Privacy Statement Terms & Conditions|

AMERICAN
EXPRESS

29




APPENDIX

PA SET UP

Table of Contents

You are not Set up as a PA yet or your would like access to the PA tool please visit:

www.americanexpress.be/pa-corp-card-setup
www.americanexpress.lu/pa-corp-card-setup

Please have your relevant Company Account number (BCA) ready

Setup Corporate Card e-Application

Your Company customer number (BCA) points to the application link
suitable for your company department. For publication on your intranet
or dispatch by e-mail

Here you have the opportunity to generate the appropriate link to the Corporate Card application for your company/employees. This enables
the card applicant to immediately find the correct card application form, fill it out online and send it to American Express for further
processing (after approval by your company).

Please note that your corporate customer number(s) (BCA) is the key to the corresponding application. Entering the company customer
number(s) and the e-mail address of the person named by your company with the "Program Administrator” function generates a link to the
appropriate card application form. This is sent together with the access data to the "Program Administrator”. The "Program Administrator” is
the person responsible for American Express as the contact person.

Please understand that for data protection and security reasons, only authorized persons should apply for company credit cards issued to
your company. Please select one of the options below.

You have your corporate customer number at hand and are registered as a program administrator with American Express?

You have your corporate customer number at hand and are registered as a Program administrator with American Express

Corporate customer number (BCA number, 15 digits)* E-mail (of the contact person registered with American Express)*

* Mandatory field

You do not have your corporate customer number at hand?

Request link to application

AMERICAN
EXPRESS

English, French or
Dutch? Please

choose your
preferred language.
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http://www.americanexpress.be/pa-corp-card-setup
http://www.americanexpress.lu/pa-corp-card-setup

QUESTIONS?

A Program Administrator who has questions regarding a specific Card

application can call our Corporate Customer Service on phone number +32
(0)2 676 29 26.

If a Card applicant has a question, he/she can refer to the Program Administrator of his/her company.

If you do not receive emails from our e-Application, please refer to the IT department of your company.
They can check, if the mails are blocked by the spam filter. The IT department should be able to resend
the blocked emails and can adjust the spam filter so you can receive our mails with the sender
@eapp.americanexpress.com and @email2.americanexpress.com




