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CORPORATE SERVICES
EXPENSE MANAGEMENT SOLUTIONS

Introduction

The Corporate Purchasing Card is designed to
establish a more efficient, cost effective
method of purchasing for you and your
Company. By using the Corporate Purchasing

Card, you will assist your Company to:

m  simplify the purchasing process;
improve financial control;

m reduce the cost of buying and paying for
frequently sourced goods and services; and

m negotiate better deals with preferred suppliers.

Using the Corporate Purchasing Card

The Corporate Purchasing Card

The Corporate Purchasing Card is a charge card that requires
accounts to be settled in full each month. Because payment
is made in full each month, no interest is due. However if
the account remains unpaid, the account will be in default
and charged late payment fees accordingly. Charge
privileges will be suspended if the account remains in
default.

Paying the Card Account

If your Company has requested you to be individually billed
for Corporate Purchasing Card charges, a Statement of
Account will be sent to you each month. However, your
Company will centrally settle your account.

As Company policies and procedures vary, please check
with your Company’s Program Administrator for payment
procedures if your Corporate Purchasing Card charges are
billed centrally to your Company. Your account is centrally
billed if your Company receives the monthly Management
Information Reports and statements of all individual
Corporate Purchasing Card accounts. Your Company is
responsible for settling all Corporate Purchasing Card
payments.



Card Renwal

The Corporate Purchasing Card is valid for the period shown
on the face of the Card. Shortly before the current Card
expires a new Corporate Purchasing Card will be sent to
you, provided your account is in good standing.

m The new Card becomes valid when the present Card
expires, so please continue to use the present Card up until
the end of the month shown as the expiry date and then
destroy it.

m To maintain Card security, please sign the new Corporate
Purchasing Card upon receipt.

m  New and subsequent Corporate Purchasing Cards will
always display the date on which you became a
Cardmember.

m |f your Corporate Purchasing Card is worn or damaged,
you can also receive a new Card usually the next
business day. To request a new Card, simply call our
Corporate Card Customer Service hotline.

Corporate Purchasing Card Security

The Corporate Purchasing Card is a widely accepted method of
payment, so you must treat it with the same care as
handling cash. Please follow the simple procedures below
to ensure maximum Card security.

Make sure you have signed the Corporate Purchasing
Card.

Always carry the Corporate Purchasing Card with you or
keep it safe. Make sure that the Corporate Purchasing
Card returned to you after any transaction is the one
issued in your name.

Keep a separate record of your Membership number.

Only give your Membership number to authorized
people, such as authorized suppliers or phone order
operators. Beware of anyone who calls you and asks for
your Membership number; he or she may want it for
illegal purposes.

Try to keep the magnetic stripe on the back from making
contact with loose change or other cards as it may
become deactivated and unusable in authorization
terminals.

Do not affix stickers of any type to the Card.



The Authorization Process

When you make a charge with the Card, the merchant will
undertake security identification checks to ensure you are
authorized to make purchases with the Card. If you make a
charge with the Card in person, the merchant will check
validity dates and signature on the Card. In the case of
manual merchant facilities, further authorization is only
required if the charge amount is over the merchant’'s
authorization limit. In this situation, the merchant will
telephone American Express for approval. In all other cases,
electronic merchant facilities will manage the authorization
process of charges to the Card.

If your Company has elected to apply limits to the Card, you
may be precluded from making charges with merchants
within certain industry classifications. Additionally, your
Company may have elected to apply transactional limits to
the Card. In these instances, charge authorization may be
denied if these restrictions have been applied.

If purchases are ‘out of pattern’with your usual spending,
American Express checks to make sure that it is you using
the Card and not someone who may have stolen it from you. If
this happens, you will be required to speak with an
American Express representative who will then confirm your
identity by asking a question to which only you know the
answer.

Spending Limits

Most Companies have internal purchasing policies and for
this reason, spending limits are usually applied to your
Corporate Purchasing Card account. Spending limits may
apply to transactional amounts and to certain industries. To
find out what limits have been applied to your Card account,
please check with your Company’s Program Administrator.

Emergency Card Replacement

If the Corporate Purchasing Card is lost or stolen, please
report the incident immediately. Also, upon notification, we
will issue you with a replacement Card usually within 24
hours at no extra cost. Please call our 24-hour hotline on
(02)2547-3663. Once you notify us, we will accept full
responsibility for all unauthorized charges form that time
onwards. In any case, liability is limited to NT$1,000*.

Customer Service Contact Numbers

To acquire account information, or report a lost or stolen
Card, please call our 24-hour Customer Service hotline at
(02)2547-3663.

For general information, please visit our website at
www.americanexpress.com.tw



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 mem-
bers should make sure that a delivery guarantee has been
provided by the issuer in accordance with regulations.

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
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”).

. 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 request-
ed 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.

. 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.

. 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:
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 provid-
ed, 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
remaining balance under the installment
payment plan.

CORPORATE SERVICES
EXPENSE MANAGEMENT SOLUTIONS

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

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 deadline, 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 products/services.

(3) 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
arbitration charges can be fully or partially waived.

The Company does not collect arbitration charges.

* Please refer to Cardmember Terms and Conditions for more details.

Terms and conditions apply. Fees and charges apply.
This information is current as at November 2015.
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