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CORPORATE CARD E-APP

More advantages for all users

The Programme Administrator is able to get a fast overview of all open

Transparency applications and receives reports to all actions in regards to the applications.

Optimal accuracy Applications can only be sent if all mandatory fields are completed.

Applications are transmitted securely to American Express. Personal & Company

Secure transmitting . : ) :
information are not transferred via unsecure email or post.

Fast handling Directly submit and approve an application online.

Employees can apply for a Corporate Card every time — and everywhere

Flexibility they have a network connection.
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CORPORATE CARD E-APP

Efficient and fast application process

Corporate Card e-Application

X B

U

Card Applicant Programme Programme Application is Application is AMEX sends
completes the Administrator Administrator securely received by Card to the
online form and receives an approves the transmitted AMEX and Applicant
transmits the automated email to application to AMEX will be
application approve the online executed
online application

% Table of Contents 5



CORPORATE CARD E-APP

Personal & Company Information

TO BE COMPLETED BY APPLICANT ey

I.  Personal Information
— [I.  Company information

. Please tick the box in case you would like a Direct Debit on your bank account for the Corporate Card charges. I I I S I I ll I I y
American Express Corporate Card = u ar
EXPRESS  Personal & Company Information SEPA-Direct Debit Mandate I V S u b m | t
By ittin i lication, you authorise (A) i S.A.to send instructions to your bank to debit your

account and (B) your bank to debit your account in accordance with the instructions from American Express Europe SA.. As part of

your rights, you are entitled to a refund from your bank under the Terms and Conditions of your agreement with your bank. A refund
Personal & Company information Summary Submit must be claimed as soon as possil at the latest within eight (8) weeks starting from the date on which your account was
debited.

Please fill in your personal information and the company details, including information about the Program Administrator. In the summary
section we ask you to review the details you have provided and to accept the Cardmember Terms & Conditions. Once you have completed all
‘mandatory fields and you've submitted the form, the form will be sent to the nominated Program Administrator for approval.

Personal Information, like:
Official First Name(s)
CardType® Liability Type* Invoicing* N ame on Ca rd
n: ity - Individually billed and individually settled Mother's maiden name @ Last N a m e
Residential address
Salutation” OfficialFirst Name(s) ©" First name or initials on the Card @ LastName E ma i | a d d ress (WO rk )
i TN Date of birth
= Netrrinds . National ID
— IBAN (if Direct Debit)
S concenme Mother’'s maiden name

Residential address” City* Country

American Express SEPA Creditor ID: NL78ZZZ332722460000

Corporate Card - Cor

Employee numbar
= Netherlands -

Moino Phone Number* cTany Telaphone Number Email Address (wor)* CO m pa ny | nform atl on - 9 I | ke 2
Snal 6 =neal Company name
Dateofbirth @ National ID* Expiration Date of D@* Program Administrater © COSt Ce ntre

dd/mm/yyyy dd/mm/yyyy provi of the Program Adminis that has the right to approve C: icati ehalfof The
personyou name here will be asked to approve your application form.

Employee number
Full name* Email Address* PA Name
Please upload a copy of your valid passport or European ID (issued in a EU or EEA country).” PA Emai I Add ress

If permitted by your Company you can sign up for Express Cash here by uploading your signed Express Cash Application form.

2 Upload file Allowed format: PDF, JPG

By clicking Next, you agree to et tain your information and contact you about the status of your application in accordance to
Cardh ber Terms & Conditions. .
ance a the
Dlea ad ara
* Mandatory field
A o
IBAN Account holder . . - . - - . . .
Back
A A
alid ID ada

Privacy Statement _Terms & Conditions

* Please note: as a Programme Administrator you can pre-populate some of these
e fields at back-end prior to Applicant receiving the personalised link and also some
Table of Contents of these fields can be switched on/off (more details on page #23) 6




CORPORATE CARD E-APP

American Express Corporate Card
EXPRESS  Summary

Summary

TO BE COMPLETED BY APPLICANT

Mother's maiden name @*

- Review the completed information P
- O pti 0 n : U rg e nt De | ive ry Of th e Ca rd Salutation® Official First Name(s) @* Firstname or initials on the Card @ A

- Option: Membership Rewards/Flying ety

Blue Miles* programme enrolment S
(only when allowed by Company, can

be switched on/off) b i

= Netherlands

Please provide details of the Program Adminis that has the right icati f . The

Mobile Phone Number* Company Telephone Number H person you name here will be asked to approve your application form.

- Confirmation: Accept the Terms and Swa - e S - s
ConditionS, |_|ab|||ty and confirm the Dateofbith " National 0 Expraton Dateof DO

dd/mm/yyyy dd/mmiyyyy

correctness of the information

The Standard Card processing and delivery can take in total 9 working ipt of afull leted application form). Urgent
~— t : f' I Card processing and delivery takes up 3 - 5 working days (on receipt of a fully completed application form). If you require urgent Card
a n a l » I e Please upload a copy of your valid passport or European ID {issued in a EU or EEA country).” delivery, please tick the following box.
For the urgent Card delivery | accept afee of EURO 22,50 that will be charged on my Card and which will appear on my first
statement. @

If permitted by your Company you can sign up for Express Cash here by uploading your signed E>

, BY clicking on Submit the gpplication - | - r
will be forwarded automatically to the S e e e

IBAN® Account holder*

Programme Administrator for review —
and approval S e

ina assessment of the
| Please tick the box in case you would like a Direct Debit on your bank account for the Cory applications.

SEPA-Direct Debit Mandate

By submitting this application, you authorise (A) American Express Europe S.A. to send ins

* Mandatory field
account and (B) your bank to debit your account in accordance with the instructions from
% . partof your rights, you areentitied toa refund from your bank under the Terms and Cond|
Depend | ng the Card Type bank. A refund must be claimed as soon as possible and at the latest within eight (8) weeks Back

account was debited.

Privacy Statement _Terms & Conditions

American Express SEPA Creditor ID: NL78ZZ2 332722460000
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Approval Process
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How to get started

LINK TO THE APPROPRIATE E-APPLICATION FOR YOUR COMPANY/EMPLOYEES

To set up your customised profile, please contact our Corporate Customer Service team.

You can contact the team by phone on +31 (0)20-504 8999, Monday-Friday from 9 am to 5 pm.

The “PA Setup” helps to generate the appropriate e-Application for your Company/employees.
By entering the Company Account number(s) (BCA) and the email address of the Programme
Administrator (PA), a customised link will be generated and sent to the PA together with the

access details.

Your BCA will automatically be linked by the system to the corresponding e-Application. It
enables the Card Applicant to immediately find the correct e-Application, complete it online and
send it to American Express for further processing (after approval by your company).

Table of Contents



APPROVAL PROCESS PA OVERVIEW PAGE

L .
JAmerican Express - DO NOT REPLY <cor usiness.nl> o — American Express - DO NOT REPLY <corporatecard@amex-business.nl>
Access Link - Summary of Pending A rporate Card applications. . . American Express Corporate Card - Reset Password
americaN]  American Express Corporate Card Online Application
AMERICAN| EXPRESS AMERICAN|
EXPRESS [EXPRESS

Dear Sir/Madam,

Your personal login page Dear Sir/Madam,

Please click on the link below to review applications that are currently pending for
Your action. Please note that the link is only valid for 30 minutes. Enter the password you defined in the PA setuptolog in. Please click on the link below to change your password.

Set new password

Confirm link Pas: d
to re st for a new access link, please click on the link included in
ail wlth b] ject “Action required: Corporate Card Application(s) 1 you have yq uestions or if you have difficulty in accessing the application(s),
e = k dly u c orporate c istomer Service on +31 (0)20 - 504 8999. The team is
N = vailable on working days from 9.00 to 17.00 hrs.

1f you ssing the application(s), Login
k indly call our Corpora
ailable Monday to defum 0 to 17.00.

american] American Express Corporate Card Online Application
EXPRESS
Kind regards —-

American Express

‘Wrong password - 2 attempts remaining before you have to confirm your email and change the password

ifficul
Custor rvice on +31 (0)20 504 8999. The team is

Your personal login page

Enter the password you defined in the PA setup to log in.

Password

The PA receives an email Enter your password. By clicking on Set new
notification about pending Card password, the system
applications and will be taken You have 3 attempts to provide the will trigger an email
directly to the login page. correct password and will be given the which includes a link to
option to reset your password in case reset password.

you fail to provide it.

Table of Contents 10




APPROVAL PROCESS FIRST STEPS

First steps of the approval

WHAT HAPPENS AFTER THE APPLICATION IS SUBMITTED?

The Programme Administrator receives an email
STEP with a URL leading to the open applications.

After the Programme Administrator is directed to the
STEP e URL, he/shel will be asked to confirm email address CONFIRM
due to security reasons.

STEP G After clicking on the URL the PA needs to log-in in
his/her PA area via password (settled in advance).

x
N

STEP Q The Programme Administrator can see an overview
and is able to approve, decline or send back the
received applications. !

Approvals of submitted e-Applications are executed by the Programme Administrator (PA).

Note: the PA is a person that is already registered as approver. There can be also more than one person,
who are allowed to process the application (approve/decline/address queries). The PA needs to take
action within 30 days. After the expiry, the application will be deleted.

Table of Contents 11



APPROVAL PROCESS FIRST STEPS STEPA

Step @

RECEIVE EMAIL WITH LINK TO PENDING APPLICATIONS

The Programme Administrator receives an email with
a URL leading to the pending applications.

As long as the applications are not approved he/she
will receive a daily email.

The Programme Administrator is directed through the
URL to the overview of pending applications and just
needs to use the URL and log-in with personal
password.

For quick access and continuous use: please
bookmark the URL or save it as favourite in the
internet browser. The Overview page is updated in
real-time and can be accessed at every time.

Table of Contents

American Express - DO NOT REPLY <corporatecard@amex-business.nl»

AE

Access Link - Summary of Pending American Express Corporate Card applications

Dear Sir/Madam,

Please click on the link below to review applications that are currently pending for
your action. Please note that the link is only valid for 30 minutes.

Confirm link

Should you need to request for a new access link, please click on the link included in
our previous email with subject “Action required: Corporate Card Application(s)
Pending for Action”.

If you have any questions or if you have difficulty in accessing the application(s),

kindly call our Corporate Customer Service on +31 (0)20-504 8999. The team is
available Monday to Friday from 09.00 to 17.00.

Kind regards

American Express

[ <
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APPROVAL PROCESS FIRST STEPS STEP B

Step @

CONFIRMATION OF EMAIL ADDRESS — ONE-TIME

American Express Corporate Card Online Application

Please confirm your email address.
For security reasons we kindly ask that you confirm your email address by clicking on the Confirm button below. Once you have confirmed your email address, an access link will be sent to you which will direct you to an

overview of your pending Corporate Card application(s). Please note that this page is also displayed after a longer period of inactivity or after use of an expired access link.

Do you wish to stop having to confirm your e-mail address? Then create a password for your personal PA overview in the PA setup on the following page. As soon as you have created a password, you will be
directed to the login page via your current PA login link.

Privacy Statement  Terms & Conditions

After the Programme Administrator is directed to the URL, he/she will be asked to confirm email address
due to security reasons. This needs to be done just one time. After the confirmation he/she can create a
personal password, which will be used for accesses in the future.

Table of Contents 13



APPROVAL PROCESS FIRST STEPS STEP C

Step @

RECEIVE EMAIL WITH ACCESS LINK TO OVERVIEW PAGE

When the PA has confirmed the email address, an et reuired - American Bxpress Corporate Card Applicationts) Pending for Action
access link to an Overview page with the pending
applications is sent in a separate email. The link is
valid for 30 minutes.

If the PA fails to access the link within 30 minutes, Dear sirjmadam,
he/she will be advised to go back to an email sent Fisase click on the following link o review the Amarican Express Corparate Card
preViously (Step A), Or a preViOUSIy Saved Iink, and application{s] currently penchng Tor pour action:

repeat the steps until PA receives a new email with E—

If you hawe any questdons or IF you have difficuloy in accessing the application(s),

ad hew access Ilnk kindly call our Corparabe Custemer Service on +31 (0)20-504 B9%S. The team is
avalahle Monday to Fricay from 050060 b 17200,

Vear dmvcricas Expross Caeparabs Cand BCAs

In case the PA manages different BCAs, please
ask our Corporate Customer Service team for a %
BCA Overview and he/she will receive an email

with the BCAs listed. S—

The Bagic Cantral Acoount)s) you manage ane s faliows:
O29TFATHERTAG00
NATAREFL243 5200
N29SR4ERAR AR

Ini crder to aotain acc=ss o the apolcations for your Sasc Control Acoount|s), enter
a BUA rambsar and your email sddresa here oree,

I have ¢ questions or B have drfloumy In accessing the applicatianis),

Table of Contents




APPROVAL PROCESS FIRST STEPS

1 profile. Pending e-apps in one of the markets
will be highlighted here upon login.

Select your current market E= &
Ste p @ All markets the PA is registered for, will show in

ACCESS TO THE PA OVERVIEW PAGE

amemcan] American Express Corporate Card @#fine Application
EXFRESS

I-Elre:t-'c.l'-:_l'rr'.mrﬂ: = E =

Punding Card Apgiications.  Progrem Administrabor Company Arcountd) invite Employes Submitted £ Logout

L]

"

Plcaze roview the perding Corporabe Card AppdiccBiendzi thak have boen submithed b b 2poroeed by pou.
fou hawe boor listes az e Frogrom Sominkstrabar by Be bodow Cand Aoplicanis]

Flepee olick on Liztalls Fyouwizn to reviewy 2n 2oo leation Indetal ar Fyvou wold The to Send back hor exampbs Hvou ane not Bre com s Frogram sl miniskracor
e £ Anpeave o ecline mukphe Card apslizabans 0o go
Plasr noks hat sl apersessd sed decdiacd spslizsk oo seopuine 5= Smer e Eooress Al Centeal Aremoet 0S| ef 15 digits. B yen degeet smovesmor BCA mimiser, sleass el moe Cnporste Distemes Seewins nn 50 06000 G2 BREG,

Company Account HEA] Beterence number ) Urgent = latw mshmittacd Cnmpany Hafhe CHficial et Parma ) Lant Bams Card Typs Lishiity Frint Dbl
15-digit BCA number Reference number b B B B sz Deofe Tesi Tt Card Type Full Corprarsteliskiily — -

Comngairy AlTimualicn

PA Name

Evclckingon Approw. the undetimed doclores that the imteemation orovksed s aooumats and comedeos, Amer kan Bepress meseraes tharbeh oo cetuse aopleations Inazeo dance wit b the quid ol that Smerkcan bspross apalies bor sescseme mt ot appicatior s, The undersigned
ki S rian Exon i L0 Boue b Asericen Exprass Corgerale Gold Card do the aberes armg ke Tha uiedassignead oo e et Uoe ool iy dal b o D srned orpen hisw D Coackoes B i of an official ety dosanmnl

=3

Prresizy S sh=nen Terme & Camal Bl

Pending Card Applications Program Administrator €@ Company Account € Invite Employee Submitted €@

Table of Contents 15



APPROVAL PROCESS PA OVERVIEW PAGE

PA Overview Page — 5 tabs

American Express Corporate Card Online Application

Select your current market E2 2 =

Pending Card Applications Program Administrator & Company Account € Invite Employee| Submitted €@

a
Please review fhe pending Corporate Card Application(s) that hafe been submitted to be app oved by you.
You have beenflisted as the Program Administrator by the below fard Applicantis).
Please click onfDetails if you wish to review an application in detal or if you would like to Sen | back, for example if yu are not the correct Program Administrator.

You can Appraye or Decline multiple Card applications in one go.

Please note th#t all approved and declined applications reguire af American Express Compar y Account number (BCOR) of 15 digits. If vou do not know your BCA number, please call our Corporat : Customer Service on +31(0)20 504 8999\';54‘.

1) Pending Card Applications 4) Invite Employee 5) Submitted

List of all pending application
forms waiting for the PAs
approval

Invite specific History of actioned
employees to apply applications
for a Corporate Card

2) Program Administrator 3) Company Account

Login credentials for login
and name of the PA

BCA set up and create a
customised application for
each BCA

Table of Contents
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Tab 1: Pending Card Applications — Overview

This box will be
checked if Applicant
has applied for
Urgent Card delivery.

Fill in the Company’s

PA can uncheck the

Account/BCA number box if needed.

(15 digits)

Information on how to
Approve, Decline and Send

View application in
detail and take

action for the
relevant application

back an application
(view full text in Appendix)

Pehding Card Applications Pogram Administrator @ Company Account @ Invite Employee Submitted @ Logput
o
p—
Plef se review the pending CorporatefCard Application(s) that have been submitted to be ap| roved by you.
You have been listed as the Program fdministrator by the below Card Applicant(s).
Pledse click on Details if you wish to rgwiew an application in detail or if you would like to Ser d back, for example if you are not the correct Program Administrator.
You can Approve or Decline multiplefard applications in one go.
Plel se note that all approved and dedined applications reguire an American Express Compa 1y Account number (BCA) of 15 digits. If you do not know your BCA number, please call our Corporate Customer Service on +31 (0)20 504 8999@.\
b
Company Account (BCA) Reference number @ Urgent ~ Date submitted Company Name Official First Name @ Last Name Card Type Liability Print Details
15-digit BCA number Reference number 31.01.2019 American Express Test Test Card Type Full Corporate liability = g

Company Affirmation

PA Name

By clicking on Approve, the undersigned declares that the information provided is accurate and complete. American Express reserves the right to refuse applications in accordance with the guidelines that American Express applies for assessment of applications. The undersigned
asks American Express to issue the American Express Corporate Gold Card to the above employee. The undersigned certifies that the identity details of the employee have been checked by means of an official identity document.

Decline the application on behalf of the

Company because the Card Applicant is
not permitted to have a Corporate Card.

Table of Contents

Approve the application on behalf of
the Company. The application is sent g
to American Express for processing.

Privacy Statement Terms & Conditions

17



Tab 1: Pending Card Applications — Details

VIEW APPLICATION IN DETAIL

Company Account (BCA) ‘erence number €& Urgent ~ Date submitted Company Name Official First Name & Last Name Card Type Liability

15-digit BCA number eference number 31.01.201% American Express Test Test Card Type Full Corporate liability

By clicking the Details icon, PA will be able to review \
\ the application in detail and will be offered to take

one of the following actions:

By clicking on Send Back the PA requests Card Applicant to
revise and resubmit the application for the following reasons:

» PAis not authorised to sign the application
» The application has incomplete or incorrect information

Table of Contents 18



Tab 1: Pending Card Applications — Send back

IF APPLICATION CONTAINS INCORRECT OR MISSING INFORMATION

By clicking Send back, a new window opens Send back

Where the PA Wi” be asked to Specify the reason Here you have the possibility to send the application back to the Card Applicant to revise and resubmit it.

why the application needs to be revised by the _ _ N "
Ca rd Ap pl i Ca nt Please choose the alternative that hest. d.sscrlbss the reason why you want the application to be revised by the Card Applicant

The application has missing information

The specified reason is communicated to the Toespplction s inorrec nformaon
Card Applicant by email, and he/she is advised to -

revise accordingly and to resubmit the application
for Company approval.

* Mandatory field

Back

Table of Contents 19



APPROVAL PROCESS

PA OVERVIEW PAGE

ACTIONS TO TAKE

Tab 1: Pending Card Applications — Actions

POSSIBLE ACTIONS TO TAKE:

Decline the selected

Approve the selected
application form(s).

application form(s).

The Card Applicant
receives an email
confirming that the
application has been
declined and is asked to
contact the Company for
further information.

American Express for
processing. An email

Card Applicant.

The application is sent to

confirmation is sent to the

American Express reviews the application. Once approved, a Card will be sent
out to the Card Applicant. If the application is rejected, the PA will be informed.

Select an application to review in detail and click on
one of the following options:

Send back Approve

l

The Card Applicant  The Card Applicant The application is

receives an email receives an email sent to American
confirming that the with the required Express for
application has changes. processing.
been declined and An email
is asked to contact confirmation is sent
the Company for to the Card
further information. Applicant.

Table of Contents
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APPROVAL PROCESS PA OVERVIEW PAGE PROGRAM ADMINISTRATOR

Tab 2: Programme Administrator

PA PROFILE AND LOGIN CREDENTIALS

American Express Corporate Card Online Application

Select your current market E=

Pending Card Applications Program Administrator @ Company Account @ Invite Employee Submitted & Logout

The data you enter here is automatically copied for all Company Account numbers you add and employee invitations you create.

Full name* Email Address

PA Name

If you want to change your password, you can db so here. Please enter your desired password and click Save
Your password must be at least eight character§ long and contain a number and a special character.

Password Repeat new password

* Mandatory field

Login credentials for personal login page
to avoid having to go through the 2-way
authentication process demonstrated in
Approval Process — Step A-C Save your settings

Full Name and Email Address as
displayed in the online Application
form for the Applicants

Table of Contents 21



Tab 3: Company Account (1/2)

LIST OF CUSTOMISED APPLICATION FORMS

ala =
american] American Express Corporate Card Online Application
EXPRESS
Select your currentmarket EE IR =
Pending Card Applications Program Administrator € Company Account & Invite Employes Submitbed € Logout
Here you can creat e and configure your Company Account number [BCA] for the online applications.
Please dick on Add BCA to set the desired sattings of the Company Account.
Please dick on Edit If vou want to change settings for an exlsting BCA
Toprovide your employess with a link to the card application page, pleass copy the link below the respective company number. Any number of employees can submit an application via this link.
Please dick on the Invite employes tab if you only want to invite certain employees for selected BCAS,
Flease click on Delete BCA T you want to delete a BCA, If you delete a BCA which you manage together with another program administrator, it is only deleted from your overview,
Company Account [BCA) Company Mame Card Type Liability Type Invoicing Edit Drelete BCA
W 15-diigit BCA number American Express Carporate Card Full Corporate liability CBCS & =
https://aanvraag.amex-business.nl/cc/

Link to customised e-Application.

This link can be posted on your intranet Add an additional BCA if you manage
for employees to use to apply for their multiple BCA’s as a PA and create a
new Corporate Card. customised form for the specific BCA.

Table of Contents




Tab 3: Company Account (2/2)

CREATE A CUSTOMISED E-APPLICATION FOR A SPECIFIC COMPANY ACCOUNT (BCA)

Pending Card Applications Program Administrator i Company Accownt N Irvite Employes Submitted Logout

Erter & BOA ot ol r company and chisose @ prodoct, @ lshiling tpe and aminoicing that is to be assigned to it

oAy A REAT Choose BCA number that you are
15-digit BCA number authorised to manage
FTOME GRIAINS TTARAIiTy Tnvaiang
Carparate Card w|  Full Corperata liabiltty w|  Contrally billed and contrally settied v Select Product, Liability and Invoicing
that has been assigned to the BCA

Yo can uss the bebow tagple swisch functlon mo contral whethar the correspending fieles are mandatary ficlds far the appllzant IF vou enter the rame of vour Company name. the appllcant can no longer changes it
Yo can select the delivery oot ians of the Cand to the iome ar eork acdress, Mamberehip Bewards can also e switched onar off,

Compary M
american bearess Pasizian Caoet Dentre Fmiployss rumber
; > ; > ; > With the toggles you can switch the

I fields ON or OFF so it either displays
st sy aptons @ or not at front-end to Applicant
‘ embsership Rewards
bing Blus Miles Consumer Card Offer: special offer for

applicants for a Consumer Green or
Gold Card for their personal expenses

Corsumer Card Cfer

= Mandzory feld

Save your settings

Set Company Name, Position, Cost Centre, Employee ID,
Membership Rewards/Flying Blue Miles, Consumer Card
Offer and Delivery options

23

Table of Contents



Tab 4: Invite Employee (1/3)

SEND A PERSONAL INVITATION TO AN EMPLOYEE TO APPLY FOR A CORPORATE CARD

st —_.
CRCHLELRSHIEEIMIGLIEIEIE | st of invitations that have been added List of invitations that have been
Inf i but not sent to the Employee yet sent but the invited Employee has
nrormation . . :
Select your current M ) not submitted an application yet
Pending Card Applications | Program Administrator®  Company Accqurt @ Invite Employes  Submitted @ Logout
Hereyiou can add amployass and send them s perconal Insitetion link. Fach sant link gan ba npenad sevaral times, but cen only b wsed nnce ta submitt an application.
Pheass click on Add employes Lo add sn employes, I vow wanl o change Be dats Tor i alresdy sdded emglogpes, click on Edit
Please click an Send selected invitations to serd an invitation emadl to the desired cnffalovee (=)
Employees who hares been added are deleted from your overview if:
= thesy havs successfully completesd an application; or
# they have niot taken amy action Inthe last 30 days; ar
= Ly are deleled manually by vou.
If the employes successfully comaletes an cpplication, it veill appear in the tab Perding: Corporate Card applications.
Parding Inwitatians
Company Account (BCA) Salutation First Mame Lzt Mamio Email Address Irrvitation semt Edit Sond link Dieleta
Sent invitations
Company Account (BCA) Salutation First Mame Last Mame Email Sddress Irrvitation semt Edit Serd link Dhelete
L Bulk Danvwribosd 3 It imvitations Delate salact sd invitations Send sslacted inwitations

If you want to invite several Employees to apply for a Add an Employee that you want
Card, use this Bulk Download function which enables to send a personal invitation to
you to import data for several Employees in one go

Table of Contents



Ta b 4 : I nVite E m p I Oyee (2/3) Select which customised application

form the Employee is invited to complete
(in case of multiple Basics)

CUSTOMISE THE INVITATION FOR THE EMPLOYEE

Pending Card Applications Program Administr ator £ Eumpa'l}-.&t:uunt'ﬂ- Invite Employes Submitted € Logout

Plezse selecl the BCAL I you weant Lz change Lhe sellings sbored foe the BCAor vour PA delails, plesse make U desired chanees in e Basic Control Account or Program Administrator Gsb,

Cnmqany Aonound {BEA|

- Ploase sclect - e
Praduct Selectian Liabilisy Invndcing Company hama
Full nams program adminstrator Email Addrossie

PMease anter the data of the enployes bowhonm you wish to sénd a personal invitation.

The dala wou enber veill b pre-Filled on Lhe persoralised applicalion.

Salutation® Flrst Mama® | ast Mama® Frmadl Addrase ok L anguaage”

Rl dertial address Pratends Ciry Country kil Phane Mumbss

Pasiticn

Provide Employee’s Name, Email Address and Preferred
language (language in which email should be sent) and
customise the application form with further information

arme & Condlfions

Save settings and add
Table of Contents Employee to list of invitations
that have not been sent yet



Tab 4: Invite Employee (3/3)

PERSONAL INVITATION EMAIL

American Express - O MOT REPLY <corporatecard@amex-business nl>

AE

Invitation to apply for an American Express Corporate Card

Dear i

¥ou have been invited by your company to apply for
an American Express Corporate Card.

Please click on the following link to start the card
application:

Start card application

In case of any questions, please contact the person
responsible for corporate credit cards in your
company.

Kind regards

American Exprass
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Tab 5: Submitted applications

LIST OF ACTIONED APPLICATION FORMS

American Express Corporate Card Online Application

EXPRESS

Selectyour current market E2 EE =

Pending Card Applications Program Administrator € Company Account € Invite Employee Submitted & Logout

Here you can see all decisions made for applications on the BCAs that you have added in the Company Account tab. The decisions made by other Program administrators for
jointly managed BCAs are also displayed hereYou have currently no pending Corporate Card applications

Basic Control Account [BCA)  Reference number®  Datesubmitted  Company Mame  FirstMName  LastMame  Responsedate = Status Print

15-digit BCA number Reference number 11.03.201%9 Company Name Mame Last Mame 11.03.201% Approved =
Reference number 09.11.2018 Company Name Name Test 13022019 Rejected (=]
Reference number 05.11.2018 Company Name Mamme MEUYen 11022019 Sent back =
Reference number 02112018 Company Name Tz T 11022019 Sent back (=

Privacy Statement | Terms & Conditions

List of submitted applications within last 30
days — if there are multiple PA’s responsible

for the BCA, all applications will show here .
Table of Contents
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APPROVAL PROCESS OUT OF THE OFFICE

When the PA is Out of the office/unavailable

EMAIL NOTIFICATIONS THAT CARD APPLICANT WILL RECEIVE IF PA TAKES NO ACTION:

Normal Card

Day 3 Day 7 Day 14 Day 23 Day 26 Day 28

Email Email Email Email Email Email:
notification notification notification notification notification Application
T is deleted
Email: Application is submitted
l The email notifications
Day2 Day4 Day 7 Day 14 Day 19 explain that the

application has not yet
been actioned and it gives

3 days \
. the Card Applicant the
option to change approver
Email Email Email Email Email:
notification notification notification notification Application
is deleted

Rush Card
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Weekly Reports

KEEP TRACK ON LATEST ACTIONS

Every Monday at 6 a.m. CET the PA Wi" AL :lrne:lcan Exuress-DO‘NOT REPLY <(orucrate(‘ard.@amex-busmessnI>

; . eekly report of submitted Corporate Card applications -
receive a report that summarises the
applications that have been submitted for
approval the previous week and what actions
have been taken on each application.

Y]

Dear Sir/Madam,

Below you will find a summary of your actions on the American Express Corporate
Card applications that have been submitted for your approval the previous week:

Official First Name(s) Last Name Action taken Date of action
Test Test Declined 2020-01-03
Test test Approved 2020-01-03

If you have any questions regarding this, kindly call our Corporate Customer Service
on +31 (0)20-504 8999. The team is available Monday to Friday from 9.00 to
17.00.

Kind regards,

American Express

American Express Europe 5.A. has its registered office at Avenida Partenén 12-14, 28042, Madrid,
Spain. It is registered in Spain with fiscal identification number A-82628041 and is authorised and
regulated by the Banco de Espafia with its office at C/ Alcald 48, 28014 Madrid Spain. Fer American
Express Europe 5.A.'s branch activities in the Netherlands with its branch office at gebouw Amerika,
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Frequently Asked Questions

ANIERICAEEXPRE:



Frequently Asked Questions

Is the email notification for open requests sent only to the PA entered in the request or to all

Programme Administrators who have access to the same BCA?

There are two different cases:

1. The applicant used the general link to open the application: email notifications and reminders are
sent only to the PA entered.

2. The applicant uses a BCA link or invitation to open the application: email notifications and
reminders are sent to all PAs listed for each BCA.

Can different PAs have the same team email address in their profiles or do they have to have
different email addresses?

It is not possible to set up two or more PAs with the same email address for a BCA. If a team email
address is used by several PAs, the name of the PA that checks the request can be entered in a free
text field in the “detailed view” of the requests. This makes it possible to identify the approving PA.

How long will applications remain in the system?

After the applicant has submitted the application, it remains in the system for 30 days. During this
time, the applicant must identify themselves and the PA must give their approval, return the
application, or reject it. After 30 days, the application will be deleted.
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Questions?

If you have any questions related to the Corporate Card e-Application tool or related
to a specific Card application, please call our Corporate Customer Service on phone
number +31 (0)20-504 8999 (Mo.-Fr., from 9 am to 5 pm).

If you do not receive emails from our e-Application, please refer to the IT department
of your company. They can check, if the mails are blocked by the spam filter. The IT
department should be able to resend the blocked emails and can adjust the spam
filter so you can receive our mails with the sender @americanexpress.nl and
noreply@eapp.americanexpress.com

This material contains information that is proprietary and confidential to American Express. It cannot be shared with third parties without American Express’ written consent.
AMERICAN EXPRESS PROPRIETARY & CONFIDENTIAL. DO NOT COPY. DO NOT DISTRIBUTE.
American Express Europe S.A.: Dutch Chamber of Commerce number 71660275. Address: Gebouw Amerika, Hoogoorddreef 15, 1101 BA, Amsterdam, americanexpress.nl

2021 © American Express® All rights, typing errors and price changes are reserved
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