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An easy way to apply for Corporate Cards

The Corporate Card application process is now faster, more secure and collaborative than ever.

o«

Secure Digital Process

DocuSign allows individuals to securely sign and

complete the application from any digital device,

anytime and anywhere.

Environmentally Friendly

Application process is totally digital, no need to
print or scan any paper form.

More Efficient

Initiate, approve and submit applications with just a
few clicks. Forms are automatedly circulated to all
parties, making it more efficient than ever.

Accurate and Time-Saving

Application contains mandatory fields and does not
require any wet signature, significantly reducing
administration time.
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documents upload Authorized signer(s) Form automatically sent to Amex

Card Applicant
| I I o




APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Get the form to start the application

For Program Administrator/Application Initiator

You can get the application form from one of the following options.

Form Center

americanexpress.com/hk/en/business/support/customer-service/
forms-and-agreements.html
Form Center > Corporate Card Programs > Cardmember Application Forms

@ Work®

enroltoatwork.com
Log in to @ Work > Initiate Card Applications

Direct web link from Account Managers



https://www.americanexpress.com/hk/en/business/support/customer-service/forms-and-agreements.html
https://www.enroltoatwork.com

APPLICATION STEPS OVERVIEW

CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Roles assighment

For Program Administrator/Application Initiator

BEGIN SIGNING ~~ ® HELP

Program Administrator/Application Initiator to provide the

American Express Corporate Card
Applicant Information

American Express® Corporate Card Cardmember Application
Form - Indiidual
AMEELTFRABKELS - ARG

information of individuals involved with the application.

For Program Administrators: Piease fil in the name and email for
‘each rol sted below. Cick “Bagin Signing”. When you are

to complete the appication.

For Employees: Please fl in your name and emal address as both
the Appiiation Intiator (Program Adminisrator / Application

‘Signer for your Corporate Card program. Ciick “Begin Signing”

For Both: The Authorized Signer wil receive an emai initng them
0 review and sign the appiiation. Once complete, your
‘appication wil be automatically routed to American Express.

AMHBOEA : INOSATRILTRN - Bik (WeM, -
RASHBHE - AT FOPAREHBWOEAREAR -

ANFNA : NREMEETON LSO - BRALADR
WARE R REON) - REE-BHE - SREREHT
BENTAB=BS -

HiR - ADRMARGHREANBRIS - B - REZ
ABRAPRNERDESTIE -

Program Administrator / Application Initiator 2235t #
BEARIA

‘Your Name: *

=

Your Emait:*

[Emt saress

document.
Employee Applicant A)FHHA

Name:

=

=

Authorized Signer 22518
-
=

Emait *

[t Acaress

Authorized Signer #2 (Optional) AS)1FHA

Name:

[Foaname

Emait

=

Copyroht ©.2020 DocuSin,Inc. Al righs resenved

Povered by DocuSign

STREGR  ASREARREBIBAFEIRE - Bk > AL
RENEDREERDEEBIEE -

Please enter your name and email to begin the signing process.

Program Administrator / Application Initiator 235+l
BHEA/RIEA

Your Name: *

‘ Full Name ‘

Your Email: *

l Email Address ‘

Please provide information for any other signers needed for this
document.

Employee Applicant A5)£HEA

Name: *

[Farvams \

Email: *

l Email Address ‘

Authorized Signer AS)2IEA

Name: *

‘ Full Name ‘

Email: *

l Email Address ‘

Authorized Signer #2 (Optional) 23] ## A

Name:

l Full Name ‘

Email:

‘ Email Address ‘

sssm SIGNING

English (US) ¥ ContactUs | Terms of Use | Privacy | Intellectual Property | Trust

Copyright © 2020 DocuSign, Inc. Al rights reserved

Program Administrator or
Application Initiator

Card Applicant

Authorized Signer(s)

Tip:

Fill in information of the
second Authorized Signer if
you have more than one
Authorized Signer (optional)



APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Company information

For Program Administrator/Application Initiator

Form will be sent to Card Applicant
after clicking ‘FINISH’.

Please review the documents below. FINISH FINISH LATER OTHER ACTIONS v
o~ A

Q Q &8 &

@ DEMONSTRATION DOCUMENT ONLY
DocuSign Erwdoea 1D: B&OEFESF-STBD—:DDC&BBJaFFDDCGMDG PROVIDED BY DOCUSIGN ONLINE
American Express® Corporate Card ooo SR @A B - <hps) 219.0200
Cardmember Application Form ol R R
Ti p: Individual Liability HARE -
H Please ensure all the application details are compileted in English. Please sign your account signature next to any corrections you make on this application.
o ey A T T L M
H H H 1y £ . + AR IR * S (CF-¥ 1281 I -
rush card application (optional) Tel BIMIR. (352) 2277 1008 Fax MRS (352) 26117200 . Emok RH: P

Note: Membership Rewards™ enrolment is not automatic, there is a nominal fee and may be subject to your Company's approval. For details.
please call (852) 2277 2150.

i ARFRRYTRARNMASERA NN SELBMETRRY T HARERS TS 0(ERHRHRAD TR < SFWATW(B52)2277 21508
__ By ticking this box. | request that my application be given priority handling. | understand that upon supply of all necessary documents and
approval of the Corporate Card, a fee of HK$395 will be billed to my Corporate Card Account to cover the additional special handling costs. Tip:
ERFREL/E  BATEABREEZEERAGHE - TAFHE  AXARUIEARYARBAATFEAESRLE  —¥5 Ip'
B HE395TT » FAMBHEHEA 2 AT R0 - PA can click here to set

/Optional RAAR Card Limit R4 A HKSSEHS| T up Card limit (optional)

Name (in ) Account Number
TRER R ] FEREE I

Fill in the company P ol |
information. e - '
REABBAEH [ | Kopdwgr e [ ]
e Ry amnr | ] el s e ] Tip:
PA can fill in Employee Number
O O % R[] SRS ] and Cost Center Code for the

Card Applicant (optional)



APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Company information

For Program Administrator/Application Initiator

Tip:
Click ‘FINISH LATER’
if you want to complete
the form later

Please review the documents below. FINISH FINISH LATER OTHER ACTIONS v
= + S
CRECERAN - B3N ©) [
Tlp: B DEMONSTRATION DOCUMENT ONLY
C|ICk ASTART’ tO guide DchlmErwdoealD: asaEFESF-MBDtDDC-&&BBJGFFDDCGMDG PROVIDED BY DOCUSIGN ONLINE TS
to th t field 4“ American Express® Corporate Card o0 SR Bl Bk plps) 215-0200
you to the next 1e Cardmember Application Form SRR R
Individual Liability BARE
Pieaseeﬂsureall* o English. Please sign your account signature next to any corrections you make on this application.
Send Express lmemahond.hc 18/F, 12 Taikoo Wan Road. Taikoo Shing. Hong Kong,
ﬂﬂﬂxﬂ'ﬂ#itﬁ « MAEHEFNS - WRBZR 2O RZHEREE - AREREFEAS t'ﬁllﬁlﬂﬂ!&ﬂill!-
Tel ZEMS: (852) 2277 1088  Fax MIRAIS: (852) 2811 7299  Email MI:
Note: Membership Rewards™ enrolment is not automatic, there is a nominal fee and may be subject to your Company's appvwal. For details.
please call (852) 2277 2150.
EATFREYTRABNASERAS NN SRLEETRRYFCARTERS IS N(ERFRRAL TIR) - FWARWB52)2277 2150F 3
__ By ticking this box. | request that my application be given priority handling. | understand that upon supply of all necessary documents and
approval of the Corporate Card, a fee of HK$395 will be billed to my Corporate Card Account to cover the additional special handling costs.
El&fi*lt_/& RERTEABREAEERAGH - FAFHE  BXABHTHFARLARBAATFAAEARLE —¥3
BHE395TT s FARBHEHRA 2 AT RO -
/. Optional #7815 Card Limit/ =& A HK$/‘;§H¥$| | HK_CMAgg_PON IL_07/20 Tip'
™ A :
e red highlighted fields
Name (in English) I | o Account Number
SHEN Y ot B are mandatory; the rest
TR (F3) I are optional
nress | |
D EHEY
Narme of am TelNo. of Adrministrator
e e L | FagERa —
Emaiimessolh?gammmm [ ] Faxho.of Administrator A ;
DAWEATEE DAREANEA

Applicant Information B A R #
OM. O Ms Number Cost Center Code
A O Sl I I




APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Company information

For Program Administrator/Application Initiator

The form will be sent to the next signer automatically after PA/Applicant
Initiator completed the company information.

At the same time, Application Initiator will receive an email from DocuSign.

American Express Corporate Card Program via DocuSign Inbox - Exchange ~ 12:02 PM 9
American Express® Corporate Card Application EEEEAS K& S H:E - Ben Lee
To: Abby Kan,
. Tip:
Reply-To: American Express Corporate Card Program

PA can search the
form in mailbox using
Card Applicant’s name

American Express Corporate Card Program sent you a copy.

Tip:
Click here to track the

REVIEW DOCUMENT
progress of application




APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Applicant information and documents upload

For Card Applicant

Card Applicant will receive an email after PA/
Applicant Initiator had completed the company Fill in personal information on the form.
information. Click ‘REVIEW DOCUMENT".

R ST

EX O} ANCR NN iy S— ] E—

Famiytame | ] Guentemes [ ] tomenonnse ]
et o g A ] S— 4 S—
g I -y W |+ 7 ) —

Mabile Tel No. I I HomoTelNo:,‘ | Office TelNo.A FaxNo.& | |
FRRE H KON Anmaa | ) @n2

Home Address (n Engish
ik (£3) el ]

Home Address (in Chinese) 1 I
it (PX)
I Mortgagess JRentsr ) Own Property A “J Relative'sA 3 Company Quarters\
BRA BRA ARa WRETL RANREA

Preferred Mailing Address 7 1 Bt it i

.?fgﬂkﬂd'ess O C&WM?&S
"Appl addr l s SRRBEF e
. N . C f | 3 iths. (eg. utility bills, bank state it tax demand notice). Post
American Express Corporate Card Program sent you a document to review and sign. Grtcea AR = BAR : SR T S - BT+

Monthly Statement Language Preference f3 & Wil X . OErglshBUl o Chinese %

The Card (maximum 20 characters) " [ ]
BT ERARSI AR EAT L2 e
(ZERNEBNBRXFE)
REVIEW DOCUMENT Busines Ema Adress (Morcitony) [ !
Credit Reference {§ R # ( Optional BENS )

BarkNomeandBranch [ ]
RERTRATER
Type of Account [ I Account No. | ]
) Frms L33
American Express Corporate Card Program Lt ifany, SORRH RS - 3
corporatecardprogram@aexp.com Grname® [ ] e |
CardName (2) [ | AccontNo. [ ]
N L L. P ERFERQ [T
American Express® Corporate Card Cardmember Application Form - Individual Liability n - prerm—— e T
il
EEEBASFEERARE - BARE Dtee Ofesn (O Fome A
e BERE {3 |13 ‘

x ok x x ok x xx

HKCOl  proré

Tip:
Check with your PA if you are unsure of the information

10



APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Applicant information and documents upload

For Card Applicant

Click ‘FINISH’ when completed.

FINISH OTHER ACTIONS v

Card Applicant can scroll down to add Q@ Q& & e o &

= R DEMONSTRATION DOCUMENT ONLY
digital signature. J A754-4£13.6C17-83CB61FFO7B7 PROVIDED BY DOCUSIGN ONLINESIBNMERERICE

Agreement and Signatures (Continued) &bk 5 a3 (&)

WWW.0OCUSIGN.COM
By signing below, | acknowledge that | have read and agreed to the Important information a%gul the American Express Corporate Card and
Declaration stated above.

6) 219-0200

TUT RS T TREC A A o AT B 15 1 FIOF B o B 2 B T Y S S B A g 8 8«

Sign 15/11/2020
¥
Signature of Applicant Date DD MM YYYY
ABE B HE AR FFEFF
by C

On behall of the Company named in (hls appl»catlon ( Company )1 hereby reque 5t issuance of a C ate Card to the individual named above
ayments for the Corporate Card will be settled from outside
of the PR(Z | confirm that the information gwen /in this appl-callon form s, to the best of the Company's knowledge, true and correct, and that
the Company hereby agrees to be bound by the American Express Corporate Card Conditions, with respect to such Corporate Card
‘EHLTRN

SRRAEWARLOLE (X2F) FASRERLOFTFLARERZAL  URHBHRFZALAXLEAER - URFALABRFEAR
AARRNALZHFAELTFRR - FARBEFRRRE LOHLAREOIMARRER - EETET ZRES D 0 FORRFAOE «

Name of Authorised Officer (please print) {E A% £ (B EH)

I |

Position in Company B
I\;I nature of Authorised Officer  Date oD MM YYYY I I

AW ER B8 88 BA EEEF

Hease enclose the following mandatory document(s) with the application

9 If you are Hong Kong Permanent Resident. piease provide a copy of the Pe

Permane ent, please provide a copy of u ¢ page of an unexpired p:
FASEAARER i kA TR 2

ard application. If you are NOT a Hong
ort which contains your photograph and biographical
D UM TEFESBAAMER - MESFNAR

Se de

o\ F‘uh—ne\JMmhnh Address’ is your res e < f permanent address proof will be required ted
than 3 months ag or tax demand no FEAARREFRYE - AR{ XA
BHENNE (0D [ - REEEA
¥_u are advised to refer to the below URL or QR code with a P Key Facts i with this { ) ) )
RIS T 5 T SR A DA O 1R 2 SO - * See detailed instructions
- oo Kes on Signature and Document
H H H www.americanexpress.com, rop_| .
Click the paper Cllp icon to Key Facts Statement for American Express Corporate Card and American Express Gold Corporate Card attachments in the next
upload document(s RETALDFRANTEL N FNEEE pages

11



APPLICATION STEPS OVERVIEW

CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Applicant information and documents upload

For Card Applicant

Adopt Your Signature

There are 3 ways to create your digital signature:

LLEMBR . RIS ACHRERE LiERER.

Adopt Your Signature

Sign
¥
| 4
Signature of Applicant Date DD
REARE BHE HA

Declaration by Company Signatory

On behalf of the Company named in this applicatior

and certify that the named individual is an employ~
£tha PRI | ronfirm that tha infarmation oiver

Click ‘Sign’

Adopt Your Signature

s

1) COMPUTER GENERATED SIGNATURE

> Type in your signature name

> Click “Change style” to select the font style

> Click “ADOPT AND SIGN" to confirm your
E-generate signature

2) DRAW

> Type in your signature name
> Click “DRAW" and create your signature
using mouse

3) UPLOAD

> Type in your signature name
> Click “UPLOAD” to upload your signature
image

 signing below, | acknowledge that | have read and agreed to the In.,
Declaration stated above.

HTHEE  REZTACTHRREE LIARXEEEL S FOEERHH

Fr— 157117720
I—icarssserezssts
Signature of Applicant Date 2] MM YYYY
FRABE B AR AR #aes

Declaration by Company Signatory
On behalf of the Company named in this application (‘Company’), | hereby ri
d certify that th d individual is an employee of the Company and th
of the PRC. | confirm that the information given in this application form is. t
the Company hereby agrees to be bound by the American Express Corp
BHLEEY
TRRBRAREENOLE (FLOE) FAERBRABEFLARRS

Signature successfully added

Tip:
Signature style can be saved
and reused in other forms

12



APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Applicant information and documents upload

For Card Applicant

How to upload ID document(s):

Click on the paper clip icon to upload your ID documents or } Click ‘UPLOAD A FILE’ to choose a file from your local drive,
passport image according to instructions. then click ‘DONE’.

DEMONSTRATION DOCUMENT ONLY

DocuSign Envelope ID: 0D3AAFDS5-A754-4E13-8C17-83CB61FF07B7 PROVIDED BY DOCUSIGN ONLINEMSIBmeS BER TG
Agreement and Signatures. (cmmued. .‘.mma o 6) 219-0200|

By signing below, | acknowledge that | have read and agreed to the Important information about the American Express Corporate Card and
Declaration stated above.

HATH%E  RZTACHRAREELAERXATEL T FOEEARNERRRS o U p Ioad Attac h me nt

Sign 15/11/2020
+

Signature of Applicant Date DD MM YYYY

RAABE B HR AR FEEF
Declaration by Company sngnnory
On behalf of the Company named n t ‘Company’). | a Corporate Card tothe individual named above
Srchcoriy that te momed hdidual & an employee of the Company and that il payments for the Corporate Card wil be settied from outside UPLOAD A FILE
of the PRC. | confirm that the information given in this application form is, to the best of the Company's ki o ru and cortect ond that

he Company hereby agrees to be bound by the American Epress Corporate Card Conditions. with respect to such Gorporate Card.
BHLATER

SREEWRBELOLE (K28)  FABRERLADFFLAREZAL  DEHBRAZALARL AR - URADABRAEAR
AARFNZRHELBFRE  FARSBEASRAE LVLARHOMANRER - TEEEH ENER 2 5 FORRFTHE «

[ Name of Authorised Officer (please print) R & (A E)

I

Position in Company B

Signal re of Authorised Officer  Date oD MM YYYY
R EE B B8 BA b

Pleasefenclose the following mandatory document(s) with the application 135 22 - i % A8 B4 il B & R BUU T X A RN

© if ydh are Hong Kong Permanent Resident. please provide a copy of the Permanent HKID for this Card application. If you are NOT a Hong

Konfi Permanent Resident, please provide a copy of the page of an unexpired passport »\hwch contains your photograph and biographical
# 3

detalls. F0M T AFEKA KARERSHRBAAREATFOM - BUMTEHERAALER - WEEH AN
HaleaE s REARE —E BRI

© It Pibferred Mailng Address is your residential address, oy o permanent residential address proofwil b required and shall ot be dated
mordithan 3 months ‘)M) (e.g. utility bills, bank \Llh me or tax demand notice). MG EAAEREF Y AR OURIE AMZXA
GARREENE (02 RRRBERNY - R )

S+ De

) - Key Facts Statement and Personal Information Collection Statement R S & {8 A W39

You ar¢ advised to refer to the below URL or QR code with a comprehensive Key Facts Statement associated with this application.
TR DR R L0 R 2 SR

werw americanexpress.com/hk/Prop_KFS
Key Facts wd and -

13



APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Authorized sighature

For Authorized Signer

Authorized Signer will receive an email after Card Applicant had
completed the form. Click ‘REVIEW DOCUMENT’ to sign the form.

American Express® Corporate Card Application ZEEE/ASI F2EH:5 - Ben Lee U
To: Liz Yip,

Reply-To: American Express Corporate Card Program

American Express Corporate Card Program sent you a document to
review and sign.

REVIEW DOCUMENTS

14



APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Authorized sighature

For Authorized Signer

Click ‘FINISH’ when completed.

N N T
Save a Copy of Your Document
@ @ d o v

—
1

HKfCMApprGN?Comb70720.pdf Your document has been signed
If you would like a copy for your records, select Download or
Print and save.
DEMONSTRATION DOCUMENT ONLY
DocuSign Envelope ID: 0D3AAFDS5-A754-4E13-8C17-83CB81FFO7B7 PROVIDED BY D¢ SIGN ONLINEMSIBmeEBER TR

Agreement and Signatures (Continued) ki 5 i 3 6) Zreeuzoy

DOWNLOAD PRINT CLOSE

WWW.GOCUSIQ m
By signing below, | acknowledge that | have read and agreed to the Important information abgut the American Express Corporate Card and
Declaration stated above.

UTHEF  BEZFACMAREE LSRR EEEA T +OEERHRERRNRY - Tip:
— - 1571172020 Authorzied Signer(s) can
J} lee_ click here to download the
L icaroarezaits completed form

Signature of Applicant Date DD MM YYYY

FRAEE BN BE A8 FEEE

Declaration by Company Signatory

On behalf of the Company named in this application ('Company’), | hereby request issuance of a Corporate Card to the individual named above
and certify that the named individual is an employee of the Company and that all anrnents for the Corporate Card will be settled from outside
of the PRC. | confirm that the information given in this application form is, to the best of the Company's knowledge, true and correct, and that
the Company hereby agrees to be bound by the American Express Corporate Card Conditions. with respect to such Corporate Card.
‘EHLEAER

SHRARWA/LOLE (RLF) - FABRERANFFLAKRO AL AWHER L2 A+ AELEAER - URFLTABRPEAR
FAAMBNZHHELEFRE  FARBEFERRE LOHLFEHEMARS TR  CETEE EZRHE L8 FORBHHE -

sign 16/11/2020 Name of Authorised Officer (please print) (2R A 2 & (AFEEHE)

* |

Position in Company B

Signature of Authorised Officer  Date oD MM
BRAER B E

Sign and fill in the information.

our residential addr
> utility hille. hank <tate

permanent re

proof will be requir
ERE A A

ax demand ne

15

* See P.12 for signing instructions



APPLICATION STEPS OVERVIEW

CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Authorized sighature

For Second Authorized Signer (Optional)

Second Authorized Signer will receive an email after the first

Authorized Signer had completed the form. Click ‘REVIEW DOCUMENT’
to sign the form.

AINCIIVdIl CANIEDY LWUINUIALE WdiUu FIuyidill Vid wueuoiyll [J INDOX - EXCnange o

.96 FIVI
American Express® Corporate Card Application ZEEB/AS] EZEH 5 - Ben Lee B
To: Herrick Chan,

Reply-To: American Express Corporate Card Program

American Express Corporate Card Program sent you a document to
review and sign.

REVIEW DOCUMENTS

16



APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Authorized sighature

For Second Authorized Signer (Optional)

Click ‘FINISH’ when completed.

FINISH Save a Copy of Your Document

= +
CHECER A - BN =2N©) ¥,
DEMONSTRATION DOCUMENT ONLY Your document has been signed

DocuSign Envelope 1D: 0D3AAFDS-A754-4E13-8C17-83CB61FFO7B7 PROVIDED BY DOCUSIGN ONLINE"SIEMneSBEROTR If you would like a copy for your records, select Download or

Print and save.

Agreement and Signatures (Continued)

Wi ! C
By signing below, | acknowledge that | have read and agreed to the Important informa bout &e American Express Corporate Card and CLOSE
Declaration stated above.

LTHER  BITACHRREE L NERXDEED 5 FOEERENERRERE

DOWNLOAD

—oo - 15/11/2020 .
5 lee Tip:
| icarostarzsans Authorzied Signer(s) can
Signature of Applicant Date DD MM YYYY click here to download the
FRANE B BB AR FEEE
completed form

Declaration by Company Signatory

On behalf of the Company named in this application (‘Company’), | hereby request issuance of a Corporate Card to the individual named above
and certify that the named individual is an employee of the Company and that all payments for the Corporate Card will be settled from outside
of the PRC. | confirm that the information given in this application form is, to the best of the Company's knowledge. true and correct, and that
the Company hereby agrees to be bound by the American Express Corporate Card Conditions, with respect to such Corporate Card.

L
SRESWRS LOLE (FLEH)  RABRERAOEFLARESAL  UWABUE> AL AL AEA - LURALDBHPBAR
4 3000 &8 A o 44 ER 2 il Bb ol o LIS A8 A i ok A R A }»o{nA :!?&i’?l-’{!_ﬁ*ﬂ.‘fm Lt |#ﬁ#$mﬂ;‘:ﬁ :|4:N'-l¢2?&§h$ 2
[owswmasy | Sen  I6/II720Z0 | Nameof Authorised Officer (please print) BREAIEE (ABEH)
-k ¥ Test
b~ Yy — 16/11/2020

e Position in Company B&f&

Sl%\atum of Authorised Officer  Date DD MM YYYY Test
HRABE 21] 88 ER diEg | |

Sign and fill in the information.

* See P.12 for signing instructions 17



APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

@ Completed application

The completed form will be automatically sent to our Amex mailbox
after all parties had signed and submitted the application.

Tip:

Once our team received and
start viewing your completed
form, a notification email will
be sent to all parties
(Program Administrator/
Application Initiator/

Card Applicant/
Authorized Signer(s))

Your document has been completed

Tip:

You can click here to view VIEW COMPLETED DOCUMENTS
the completed form

American Express Corporate Card Program
corporatecardprogram@aexp.com

18



APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Frequently Asked Questions

What is the new Card Application process and what are the
benefits of using this process?

The new digital experience allows for an end-to-end digital
Employee Card Application process, which previously included
print-outs, wet signature, and physically passing applications.

Is American Express using a secured platform to process my
personal information?

Yes, American Express takes security very seriously. Each form,
with all personal and company data, is encrypted with the
strongest data encryption technologies. For more information
see https://www.docusign.co.uk/products/electronic-signature

Is the digital application mobile or tablet friendly?
Yes, the application can be accessed on desktop, mobile and
tablet devices.

What Card products can we apply for using the digital Card
application process?

American Express® Corporate Card, American Express® Gold
Corporate Card, American Express® Cathay Pacific Corporate
Card, American Express® Cathay Pacific Elite Corporate Card,
American Express® Corporate Meeting Card and American
Express® Corporate Purchasing Card.

Who do | contact if | need assistance?
If the Program Administrator has questions, they can contact the
American Express PA Servicing Team.

Once the process is initiated, how long do | have to complete
an application?

You and your team will have 30 calendar days to complete your
application form, starting from the day you completed the first
part and sent the form to Cardmember.

If | save my application for later, how do | access my
application again?

After you click ‘Finish Later’, the website will ask you to input
your email address. A reminder email with a link to the form will
be sent to you.

What happens to my application if the Authorized Signatory
originally nominated to approve my application is on
unexpected leave and I've completed my Card Application?
The application will be on hold until the Authorized Signer
completes the application.

19


https://www.docusign.co.uk/products/electronic-signature

APPLICATION STEPS OVERVIEW CARD APPLICATION PROCESS FREQUENTLY ASKED QUESTIONS

Frequently Asked Questions

9. How can a PA see where a Card Application is at in the 13. What are the required formats of the identity documents?
process? If you are Hong Kong permanent resident, please provide a copy
Once PA finished their part and send the form to Cardmember, of your permanent HKID Card in JPG/PNG/PDF format. If you
there will be a link to the application sent to PA via email, so PA are not a Hong Kong permanent resident, please provide your
can check on the form’s progress. passport copy (the page with your photograph and personal

information), also in JPG/PNG/PDF format.
10. How will the PA know if an application has been rejected by
American Express?
An email notification will be sent to the PA if the application has
been voided for reasons including errors or misinformation.

11. Are there any notifications sent to remind me to complete my
application online?
Yes, reminder emails will be sent to signers to remind them to
complete the form.

12. Once my application has been submitted, can | still edit the
application?
No, the process cannot be reverted once you have completed
your part.
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