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This guide provides Global Dollar Card (GDC) - American Express® Card Applicants instructions for completing the name and address sections 
of the GDC Corporate Card application and outlines the acceptable documents required to verify proof of address. For more information, 
please review the general considerations for completing and submitting Card applications here.  

Please note: This guide applies to both PDF GDC Corporate Card physical application forms and online applications through the @Work 
Global Apply for Card experience and is for illustrative purposes only.  PLEASE FOLLOW ALL INSTRUCTIONS CAREFULLY.  

FILLING OUT YOUR NAME: 
 
When writing FIRST and MIDDLE NAMES, follow the EXACT format in the ID being provided. 

• If your ID mentions “GIVEN NAMES”, “FIRST NAME” or “NAMES”, include all such names in the FIRST NAME field of the 
application. 

• If your ID mentions “MIDDLE NAME”, include all such names in the MIDDLE NAME field of the application.  
• If your ID does not mention “MIDDLE NAME”, do not include any middle name(s) in the MIDDLE NAME field of the 

application.  
• If your ID mentions “LAST NAME” or “SURNAME”, include all such names in the LAST NAME field of the application. 
• If any of your FIRST, MIDDLE or LAST NAME exceeds the space provided on the application for that field, include as much 

of the name(s) as fits in the space provided. 
• If any of your FIRST, MIDDLE, or LAST NAME does not fit in the space provided on the application, do not abbreviate or 

omit any portion of your name in an attempt to make it fit in the space provided; instead you should include the name(s) 
exactly as it appears on your ID until all spaces for that field have been used, and exclude any portion of your name that 
does not fit in the field provided. 
 

*Keep in Mind: Enter each name exactly as it appears on your ID. Do not abbreviate. If it doesn’t fully fit, include as much of the 
name as possible. 
 
Example of a Full Legal Name (with a middle name): 

 
 
Example of a Full Legal Name (middle name combined with first name): 

 
ID examples above for illustrative purposes only 

https://www.americanexpress.com/en-us/business/resource-center/gdc/program-administrator-guide/
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PROVIDING YOUR ADDRESS: 
 
Before initiating the Card application process, please ensure that the 
country on your application matches the country for which your 
company has a GDC Program. Please reach out to your Program 
Administrator if you have any questions. 

• You must provide your current residential address in its 
complete form. 

• City/Town, State/Province, and Postal Code will be mandatory 
if these exist in your country of residence. 

• The residential addresses provided must match the 
residential address in the verification documentation 
which you should have readily available for submission if it 
is requested by American Express. 

• The residential address cannot be a P.O. Box. 
• The residential address cannot be the same as the company 

address. 

*Keep in Mind: Enter your address exactly as it appears on your supporting 
documents. Do not abbreviate. If it doesn’t fully fit, include as much of the 
address as possible. 

 
Example of a United States Address: 

 
 
Example of an International Address:  
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PROOF OF ADDRESS  
 
A clear copy of one of the following documents containing your current 
residential address may be required. Please note the residential 
address on the documents listed below must not be your 
company’s address, but rather, your residential address where the 
service is provided: 

Acceptable Documents: 

• Active Government-Issued ID that is unexpired and shows your 
full name and complete date of birth, and matches the 
information on your application  

o Acceptable forms include Driver's License, Non-
Driver Photo ID, Passport, Passport Card, Tribal Card, 
or Permanent Resident Card 

• Bank Statement 
o Must be issued in the last 60 days 
o May be online or mailed 

• Utility Billing Statement 
o Must be issued in the last 60 days and cannot be 

marked as Final Bill 
o May be online or mailed 

• Credit Card Billing Statement 
o Must be issued in the last 60 days. 
o May be online or mailed. 

• Homeowner's/Renter's Insurance Statement 
o Must not be a future agreement. 
o May be online or mailed. 

• Lease or Rental Agreement 
o Must not be a future agreement. 
o Must be executed by both the landlord and the tenant. 

• Mortgage Statement 
o Must be issued in the last 60 days and cannot be 

marked Final Bill. May be online or mailed. 

Keep in Mind: 
• The name on your proof of address must exactly match your application. 

Mismatches may result in rejection. 
• Your country of residence must match the country of the Basic Control 

Account under which the Card is being requested, and this country must 
be approved for GDC Card issuance at the moment of the request. 

• Proof of address document must be less than 60 days old at the time of 
upload. 

  

 
 

 

 


