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Secure Digital Process

DocuSign allows individuals to securely sign and 
complete the application from any digital device, 

anytime and anywhere.

More E�cient

Initiate, approve and submit applications with just a 
few clicks. Forms are automatedly circulated to all 

parties, making it more e�cient than ever.

Environmentally Friendly

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

Accurate and Time-Saving

Application contains mandatory �elds and does not 
require any wet signature, signi�cantly reducing 

administration time.
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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.



This Document is fully interactive. Click on links within each page to navigate between sections.

Application Steps Overview

Card Application Process
1) Get the form to start the application 
2) Roles assignment
3) Company information
4) Applicant information and documents upload
5) Authorized signature
6) Completed application

Frequently Asked Questions

ContentsContents
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application steps overview card application process frequently asked questions

Application steps overview

Get the form to start
the application

Program Administrator / 
Application Initiator 

1

5

Roles assignment
Program Administrator / 

Application Initiator 

2

4

Company information
Program Administrator /

Application Initiator 

3

6
Applicant information and 

documents upload
Card Applicant 

Authorized signature 
Authorized signer(s)

Completed application 
Form automatically sent to Amex
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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®

atworkenrollment.americanexpress.com
Log in to @ Work  > Initiate Card Applications

Direct web link from Account Managers

1 Get the form to start the application
For Program Administrator/Application Initiator
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Program Administrator/Application Initiator to provide the 
information of individuals involved with the application.

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

Program Administrator or
Application Initiator

Card Applicant

Authorized Signer(s)

2 Roles assignment
For Program Administrator/Application Initiator
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Tip: 
PA can click here to set 
up Card limit (optional)

Tip: 
PA can �ll in Employee Number 
and Cost Center Code for the 
Card Applicant (optional)

Tip: 
PA can click here to request 
rush card application (optional)

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

Fill in the company 
information.

3 Company information
For Program Administrator/Application Initiator
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Tip: 
Click ‘FINISH LATER’

if you want to complete 
the form later

Tip: 
The red highlighted �elds 
are mandatory; the rest 
are optional

Tip: 
Click ‘START’ to guide 
you to the next �eld

3 Company information
For Program Administrator/Application Initiator
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Tip: 
Click here to track the 
progress of application 

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

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.

3 Company information
For Program Administrator/Application Initiator

9



application steps overview card application process frequently asked questions

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

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

4 Applicant information and documents upload
For Card Applicant
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* See detailed instructions 
   on Signature and Document  
   attachments in the next 
   pages

Card Applicant can scroll down to add 
digital signature.

Click ‘FINISH’ when completed.

Click the paper clip icon to 
upload document(s).

4 Applicant information and documents upload
For Card Applicant

11



application steps overview card application process frequently asked questions

There are 3 ways to create your digital signature:

1) COMPUTER GENERATED SIGNATURE

> Type in your signature name 
> Click “Change style” to select the font style 
> Click “ADOPT AND SIGN” to con�rm 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

Signature successfully addedClick ‘Sign’

4 Applicant information and documents upload
For Card Applicant

Tip: 
Signature style can be saved 
and reused in other forms
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Click ‘UPLOAD A FILE’ to choose a �le from your local drive, 
then click ‘DONE’.

Click on the paper clip icon to upload your ID documents or 
passport image according to instructions.

4 Applicant information and documents upload
For Card Applicant

How to upload ID document(s):
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Authorized Signer will receive an email after Card Applicant had 
completed the form. Click ‘REVIEW DOCUMENT’ to sign the form.

5 Authorized signature
For Authorized Signer
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* See P.12 for signing instructions

Click ‘FINISH’ when completed.

Sign and �ll in the information.

Tip:
Authorzied Signer(s) can 
click here to download the 
completed form

5 Authorized signature
For Authorized Signer
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Second Authorized Signer will receive an email after the �rst 
Authorized Signer had completed the form. Click ‘REVIEW DOCUMENT’ 
to sign the form.

5 Authorized signature
For Second Authorized Signer (Optional)
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* See P.12 for signing instructions

Click ‘FINISH’ when completed.

Tip:
Authorzied Signer(s) can 
click here to download the 
completed form

Sign and �ll in the information.

5 Authorized signature
For Second Authorized Signer (Optional)
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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 noti�cation email will 
be sent to all parties 
(Program Administrator/
Application Initiator/
Card Applicant/
Authorized Signer(s))

Tip: 
You can click here to view 
the completed form 

6 Completed application
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What is the new Card Application process and what are the 
bene�ts 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 Paci�c Corporate 
Card, American Express® Cathay Paci�c Elite Corporate Card, 
American Express® Corporate Meeting Card and American 
Express® Corporate Purchasing Card. 

1. 

2.

3.

4.

Who do I contact if I 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 I 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 �rst 
part and sent the form to Cardmember. 

If I save my application for later, how do I 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. 

5. 

6.

7.

8.

Frequently Asked Questions
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How can a PA see where a Card Application is at in the 
process? 
Once PA �nished their part and send the form to Cardmember, 
there will be a link to the application sent to PA via email, so PA 
can check on the form’s progress. 

How will the PA know if an application has been rejected by 
American Express? 
An email noti�cation will be sent to the PA if the application has 
been voided for reasons including errors or misinformation. 

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

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

9. 

10.

11.

12.

What are the required formats of the identity documents? 
If you are Hong Kong permanent resident, please provide a copy 
of your permanent HKID Card in JPG/PNG/PDF format. If you 
are not a Hong Kong permanent resident, please provide your 
passport copy (the page with your photograph and personal 
information), also in JPG/PNG/PDF format.

13. 

Frequently Asked Questions
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