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Welcome to the American Express® Corporate Card
program.

This program has been designed to help Corporate
Card Members with their day-to-day business expenses
requirements, while also offering a range of benefits that
reward their membership and loyalty.

Card Members can use the Card for all company travel and
entertainment expenses as well as a wide range of general
business expenses. For full convenience, the Card is widely
acceptend in most of the places where Card Members conduct their
business, both here and overseas.

This guide has been compiled to answer questions new Card
Members may have about the Card. For additional information,
please visit www.americanexpress.com/en-tw/business

or contact your Company's Corporate Card program
administrator.

Most importantly of all, please enjoy using the Card and the
ongoing benefits that come with it.
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Using American Express Corporate Card

What are your Company's American Express
Corporate Card program policies and
procedures?

Before using your Card, please familiarize
yourself with your Company's Corporate Card
program policies and procedures and make
contact with your Company's Corporate Card
program administrator.

The Corporate Card

A wide range of company expenses can be charged to the
American Express Corporate Card. It is widely accepted by
thousands of restaurants, hotels, airlines, mobile
telecommunications companies, couriers, stationery
suppliers, petrol stations and many other everyday
business merchants, worldwide.

Just look out for the American Express "Cards Welcome" sign.

Spending Limits

As the Corporate Card is a charge card, requiring payment
in full each month, you are not generally restricted or
inconvenienced with a fixed spending limit. Instead,
charges are approved on an ongoing basis, based on your
ability to pay (As is shown by your past spending, payment
patterns and financial resources. Security may be
required).

However, as many companies have their own internal
spending policies, a spending limit may be applied to your
Card at your Company's request.
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Billing Options

We bill Card Members in a number of ways, depending on
individual company billing policies and processes. The way
your Company is billed by us determines how you will
receive your monthly Statement of Account.

Corporate Cash

While the Corporate Card can be used for most day-to-day
business expenses, there will be times when cash is
required. For your convenience, the Corporate Cash
service ensures you are never stranded without access to
cash.

Card Members enroled in the Corporate Cash service can
use their Cards to access cash from ATM locations
worldwide. A transaction fee applies to each withdrawal
and appears as charges on the next statement after
withdrawal occurs.

Access to this service is not automatic, however. You require
approval from your Company to complete the separate
Corporate Cash enrolment form. To use the Corporate Cash
Service, please also apply for the Autopay Service.

Please contact your Company's program administrator for
more information.



Paying Your Corporate Card Account

Each month you need to pay in full the "Amount Due" that
is indicated on your Statement of Account. You can pay
this in a variety of ways including:

e Autopay

e ATM Remittance

e Bank or Post Office Remittance

Payments in Full

As the Corporate Card is a charge card, your Account
needs to be settled in full each month, otherwise late
payment charges will apply. Please refer to the

Card Member Terms and Conditions for further information.

Away for an Extended Period

If you are away for an extended period of time, please
ensure your payments are up to date to remain in good
standing by either:

e Arranging for your Statement of Account to be forwarded
to where you are staying; or

e Authorizing your bank, professional colleague or a family
member to pay your bills for you; or

e Estimating what you reasonably expect to spend while
you are away and pre-paying that amount.

For internet purposes, please ensure that you are
accessing a secure site.

Corporate Card Security

You are responsible for the safety and security of your
Corporate Card and you can help ensure the safety of your
Card by:

e Signing your Corporate Card as soon as you receive it.

e Always checking the Corporate Card returned to you after
you pass it over for a transaction is your own Card and
not someone else's.

e Not releasing your Membership number to other people.
If unsure, don't give out your number.

e Keeping the magnetic strip on the back of the Card away
from loose change and other cards to avoid it being
deactivated.

Corporate Card Renewal

Your Corporate Card is valid for the period indicated on the
face of your Card. Shortly before your Card is due to
expire, a replacement Card will be issued, provided your
Account is in good standing.

Managing Your Corporate Card Account Online

To provide fully flexible, secure and convenient
management of your Corporate Card Account, our Online
Services are available for your use 24 hours a day,

7 days a week, 52 weeks of the year.

By visiting us at www.americanexpress.com/en-tw/business,

you can access the following useful Account management
and administrative services:




Check YourBill

e CheckYour Bill assists you to review your charges online,

without having to wait for your monthly Corporate Card
Statement to arrive.

e Using Check Your Bill, you can track current charges and
payments and view statements for the past three months.

e You can also track your unbilled balance and new charges.

Membership Rewards™
e Review your Membership Rewards points balance.

e Transfer your Membership Rewards points to one of the
participating partner programs.

e Redeem a reward from the online Membership Rewards
catalog.

To access these online services, you need to register with us.
Please visit the website at
www.americanexpress.com/en-tw/business and under

Customer Service follow the instructions for secure
registration.

Rewarding Membership

Membership Rewards™ Program®

Access to Membership Rewards is not automatic - please
enroll with us personally by calling (886 2) 2717 8777 (Note:
You cannot delegate someone else in your Company to
enrol on your behalf). An annual membership fee applies.

The Membership Rewards Program enables you to reward
yourself every time you use the Corporate Card. Every 30
New Taiwan dollars charged to your Corporate Card can earn
you T Membership Rewards point that can be redeemed for
shopping, recreational, home and travel rewards.

Visit our website at www.americanexpress.com/en-tw/business
to find out more about the Membership Rewards Program.

#To check if you are eligible for enrolment in Membership Rewards, please contact your Company's
program administrator.




Traveler Services

Complimentary Travel Protector Insurance*

Business Travel Accident and Travel Inconvenience
Insurance are automatically provided when scheduled
common carrier travel tickets are charged to the Corporate
Card. Complimentary Business Travel Accident Insurance*,
providing coverage for business trips from departure
through your trip (up to 90 days) and until you return.
Additionally, you receive coverage for personal trips
charged to the Corporate Card while boarding, traveling on
and exiting the common carrier.

Maximum coverage is up to the following amounts:

Maximum Coverage Up to

Business Travel Accident Insurance NT$20,000,000
(Note: Door-to-door coverage for business
trip is limited to NT $10,000,000)

Accident Medical Expenses Extension NT$750,000
Travel Inconvenience Insurance
- Missed Connection NT$6,500
+ Flight Delay NT$6,500
- Luggage Delay NT$20,000
+ Lost/Stolen Luggage NT$20,000

*Please refer to your Travel Protector Plan for details. Insurance is underwitten by CHUBB (previous ACE)
and is subject to the terms and conditions of cover. Exclusions and limitations apply.

Emergency Services

Emergency Card Replacement

If your Corporate Card is lost or stolen, please report this
incident immediately to our 24-hour card replacement
hotline on (886 2) 2719 0606. If overseas, you need to
contact a local Representative Office.

Upon notification, the nearest American Express
Representative Office will issue you with a

replacement Card, usually within 24 hours at no extra cost.
Once you notify us, we accept full responsibility for all
unauthorised charges from that point on. And if you notify
us right away, your liability is limited to NT$1,000.

Global Assist™ Hotline

For legal or medical emergencies while traveling, call our
free Global Assist service to be put in touch with an
English-speaking doctor or lawyer.

This service is available 24 hours a day virtually anywhere in
the world, whenever you travel more than 200km from your
home, for up to 90 days.




Appendix

Matters Card Members Should Notice When Purchasing
Goods or Services
1. The credit (charge) cards merely serves as a payment

tool. The credit (charge) card issuer is not liable to the
product or service defects which the card member may
experience when making purchases. Card members are
advised to carefully assess their purchases beforehand. For
example, before purchasing product (service) vouchers, card
members should make sure that a delivery guarantee has
been provided by the issuer in accordance with regula-
tions.

2. When using the card, please check the details stated in

the products/service contract, particularly the transaction
amount, date, payment method (with printed credit (charge)
card number), personal information, and the content
purchased. For purchases of products/services that are
delivered at a later date (e.g. prepaid), pay special attention to
the products/service expiry and delivery terms. You should sign
for your purchases only after confirming every detail in the
product/service agreement. For prepaid purchases, the original
(or duplicate) copy of the invoice, product/service agreement,
and other relevant documents (e.g. proof of purchase,
receipt, usage record, statement, membership card, IC card,
course identity pass, etc.) shall be obtained after the credit card
purchase is complete. These documents should be retained
until the end of the product/service expiry, or upon delivery.

3. Each charge slip should be retained and reconciled with
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the monthly statement one by one. If you have any
questions concerning the transaction details, such as
omitted transactions, double charges, wrong amount, or if
the charges have been paid by other means, you should
immediately inquire the merchant or to American Express
International (Taiwan) Inc. (the “Company”).

4. If the products or services purchased are not delivered

to you (including circumstances where ATM does not
dispense cash for your cash advance request), you should
first approach the merchant or the bank from which you
requested your cash advance. If no resolution can be
reached, please follow the procedures specified in the credit
(charge) card agreement by submitting the documentary proof
of the disputed amount, as mentioned in paragraph 2
above. If the card member and the merchant have reached
an agreement, the Company will not be handling the
disputed sum. If you wish to seek assistance in
handling disputes over a credit (charge) card purchase,
please dial the Customer Service number printed on the
back of the credit (charge) card.

5. For purchases of prepaid products/services, please pay

special attention to the product/service expiry and the
deadline for submitting a dispute over the transaction.

6. The following is a summary of the American Express

Credit (Charge) Card Dispute Handling Procedure (the
"Dispute Handling Procedures"), in particular the parts
that require card member’s involvement:

(1) Undelivered product/services refers to the situations
where the card member does not receive the correct
item or quantity of goods/services from the merchant, or
where the card member does not receive the correct
amount of cash when making a cash advance request
over an ATM. The card member should prepare all
necessary documents and submit a chargeback
request to the Company at least fifteen working
days before the chargeback deadline. The card member
can only submit one dispute for every transaction. The
Company's chargeback deadline is either of the following:
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a. 120 calendar days from the Network Processing Date
of the Presentment (foreign and domestic); or
b. 120 calendar days from one of the below (whichever
occurred first):
(i) From the expected date of receipt of the goods and
services; or
(ii) From the date the card member becomes aware
that the expected goods and services would not be
provided, not to exceed 540 calendar days from
the Network Processing Date of the First
Presentment).

Note 1: "Network Processing Date of the Presentment" is
the day the acquirer submits the transaction
data for processing by the settlement agent.
Card member may contact the Company to find
out the settlement date of each transaction.

Note 2: Please notice that the Dispute Handling
Procedure shall be subject to the detailed rules
provided by each international credit card
organization. The international credit card
organization has the ultimate authority to
stipulate or amend the provisions of, interpret
and arbitrate the dispute between member
entities in accordance with the Dispute
Handling Procedure. Therefore, the fact that
the card member has filed a dispute does not
necessarily mean that a chargeback will be
granted or he/she will no longer need to pay the

(2) If the card member uses a credit (charge) card to

(3
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purchase the goods/services that are deliverable
over a prolonged period of time, it may give rise to a
situation where the merchant is unable to deliver the
remaining products/services outside the dispute dead-
line, and therefore rendering the card member
unable to claim according to these procedures. For
this reason, card member is advised to evaluate the
risks of delivery before purchasing this type of prod-
ucts/services.

If the card member has disputes over a credit (charge)
card transaction and requires arbitration from
American Express, the card member must agree to pay
for the possible charges associated with the arbitration. If
the arbitration is in favor of the card member, the arbitra-
tion charges can be fully or partially waived.

The Company does not collect arbitration charges.

remaining balance under the installment
payment plan.

Terms and conditions apply. Fees and charges apply.
This information is current as at June 2025
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