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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.




CORPORATE CARD E-APP

Efficient and fast application process

..E. —_— v —_— . = - W - -

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




CORPORATE CARD E-APP

Personal & Company Information

TO BE COMPLETED BY APPLICANT

AMERICAN
EXPRESS
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erican] American Express Corporate Card
EXBRESS  Personal & Company Information
Personal & Company information Sammary Submit
i andto he itions, Once you have completed all
el yuu' for approval

Card Type" Liabity Type" Invoicing”
Salutation® Ay Lt Nama'*
Naticnality”

= Netherlands
Peatcode”

Sasrch sddress O
Residentlal address” City" Country
= Netherlands

Mablle Phone Mumbes Comparey Talephone Numbe: Emall Address twork)”

=3l v L] -3
Date of bieth @ Nationsl 1D Eapitation Date of DY

dmmAnry ddimenryyy
L of your tor I EUor EEA country).®

pan Express Cash hare by signed Express C.
L Upsad il Allowed format: PDF, JPG

12AN Account holdes

SEPA-Direct Debit Mandate

for the Corporate Card charges.

By iplicats o yaur bank ta debit your
sccounit ¥ it your E A A part of
waur tights, you bank urder the T ind Conditi fyour your bank. A refund
must be claimed as soon as at the atest Your sccount was

debited.

American Express SEPA Creditor 1Dz NL7BZZZ 332722460000

Mother's maiden name 0

Correspondence Address®

Addressabove. Business address

Company Name* Puosition

Employes numbar

Program Admindstrator

i ihe details of the P

Cost Centre

Full name*

LLLLL The

By cficking Next, you agree to o
Cardmember Terms & Conaitions,

* Mandatory ieid

[ Y

Privacy Statement _Terms & Conditions

English or Dutch?

TO BE COMPLETED:

I.  Personal Information
[I.  Company information
lll.  Summary

IV. Submit

Personal Information, like:
Official First Name(s)
Name on Card
Last Name
Residential address
Email address (work)
Date of birth
National ID
IBAN (if Direct Debit)
Mother’'s maiden name

Company information*, like:
Company name
Cost Centre
Employee number
PA Name
PA Email Address

O Dlease ad e the
Applica O have a copy o
er valid ID reaa

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




CORPORATE CARD E-APP

BE=
american] American Express Corporate Card
EXPRE! Summary
Personal & Company information Subsmit

TO BE COMPLETED BY APPLICANT

—"

Cand Type® Liability Type™ Invoicing”|

Miothes's malden name @'

- Review the completed information

Caeraspandeece Address’

- Option: Urgent Delivery of the Card e

Sabutation” Oficial Fi i initi wd @

- Option: Membership Rewards/Flying e _ P— e o~

Blue Miles* programme enrolment — -
(only when allowed by Company, can b

be switched on/off) e St et

= Netherlardd

or i ar that ight 1o approve Card application forms on benatf of the company. The

Mabile Phone Number Coempany Tebephons Number H

- Confirmation: Accept the Terms and S - e Swen - phmet b S
Conditions, Liability and confirm the ot et Casmine 00

correctness of the informaton | - =

d f' Id Card i ey .,,3.’ e I it of st b i Caed
(mandatory field) s st iyt s s O o o GEcoutyss | o ket

statement. )

fee of EURD 22.50 that harged onmmy first

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

- By clicking on Submit the application — S —
will be forwarded automatically to the R i

IBAN" Acoount boldar*

Programme Administrator for review =
and approval e

| Please tick the box In case you would llkee a Direct Debét on your bank account for the Cor, spplications.

SEPA-Direct Deblt Mandato

: it Ahorkia &) Armari A
aceount and (B} your bank to debit your sccount in sccordance with the instructions from

. part ol your rights, you ) ear dar the Tarms and Cond
* Depending the Card Type Bk A rabund st b claimed as 000 35 possible and within sight 4] wesks Back m

sccount was debited,

American Exprass SEPA Crediter ID: NL7SZZZII2T 22460000

AMERI
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APPROVAL PROCESS HOW TO GET STARTED

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.

Or alternatively you can use the PA Setup — self-service (see link on page #32)

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).

AMERICAN
EXPRESS



APPROVAL PROCESS PA OVERVIEW PAGE

Login
LOGIN AND RESET PASSWORD

Americas Esproys « DO HOT REPLY peratevand Patren- bushen s T = Aemericen Dypress- DO NOT REFLY <corporstecard @emsn-tusnessnl s
emess Link - Summary of Pending American Express Corporate Card applications " e ‘i:!l = e M‘;‘_;_;";“w i Rt 4

mericaN] American Express Corporate Card Online Application

EEES %
E: ELS

Dasr SifMadam,

Your personal login page et SayMadam,
Please dick to revew that v pending for
your pcticn, Please nste that the bnk i only vilid far 30 minutes. Enter the password you defined in the PA setup to log in. Please clck on the bnk below te change yeur passwond
Confm bk — St e D]
Should yoru need o roquest fr b new nezesa liak, ploase click on the Bnk ncuded in
OUr rEVIOUS el WL SUBJECT “ACTON reqUITeD: COpOrte Card AppICEDon;s) - £ yeu hive By gacitors or If yeu have Afculty s secsssing the spplestions],
Pending for Action”. B = KInG'y E8lI 6u” COFPOETE Customier Service on +31 (0)20 - S04 5999, The Team
- anliable on working cays from 9,00 to 17.00 hes,

1F you have ary questicen er f you have dfficully i scoessing the agplication(i), Login
Roraciy call our Lorporate Customer Servics on +J1 (0)20-504 8959, The team i
avalanle Monday t2 Friday from 09.00 t2 17.00.

american] American Express Corporate Card Online Application nd snpeict,
EXPRESS Amanan Bxprise
i |

American Capress

L

Wirong passwaord - 2 sttemgits remalning before you have to confirm your emall and change the password

Your personal login page

Enter the p wou defined in the PA login.

Password

The PA receives an emall 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.
PRESS 10




APPROVAL PROCESS FIRST STEPS

First steps of the approval

WHAT HAPPENS AFTER THE APPLICATION IS SUBMITTED?

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

After the Programme Administrator is directed to the
STEP e (LjJRL, he/she. will be asked to confirm email address CONFIRM
ue 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

The Programme Administrator can see an overview
STEP . )

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.

AMERICAN
EXPRESS
E 11




APPROVAL PROCESS FIRST STEPS STEP A

Step @

RECEIVE EMAIL WITH LINK TO PENDING APPLICATIONS

The Programme Administrator receives an email with | e, T om0 e s
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

Dear Sir/Madam,

Please click on the link below to review applications that are currently pending for

needS tO USG the U RL and |Og-ln Wlth peI'SOﬂal your action. Please note that the link is only valid for 30 minutes.
password. Confirm link
. . Should you need to request for a new access link, please click on the link included in
For q u |Ck access an d Contl n u OUS use please s:;;;e;\le:s‘;tr?j:nrvith subject “Action required: Corporate Card Application(s)
bookmark the URL or save it as favorite in the . N . .
. . R . _ you have any questions or if you have_ difficulty in accessing the appl\catlon(s_),
Internet browser The OverVIeW page |S updated In kindly call our Corporate Customer Service on +31 (0)20-504 8999, The team is L

available Monday to Friday from 09.00 to 17.00.

real-time and can be accessed at every time.

Kind regards

American Express

AMERICAN
EXPRESS
E 12



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 is able to create
a personal password, which will be used for accesses in the future.

AMERICAN
EXPRESS
E 13




APPROVAL PROCESS FIRST STEPS STEP C

Step G

RECEIVE EMAIL WITH ACCESS LINK TO OVERVIEW PAGE

When the PA has confirmed the email address, an B o requvea- Amercan bgeess Corporat Gard apacationt) Pening for At
access link to an Overview page with the pending
applications is sent in a separate email. The link is

valid for 30 minutes. @
EXPRESS

If the PA fails to access the link within 30 minutes,
he/she will be advised to go back to an email sent Dear Sir/Madam,
previously (step A), or a previously saved link, and e m(a) ety for o e eTican Express Corporate Card
repeat the steps until PA receives a new email with a Open PA overvienw

new access I|n k 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.

I+ <

Kind regards,

American Express

American Express Services Europe Limited has its registered office at Belgrave House, 76 Buckingham
Palace Road, London, SW1W 9AX, United Kingdom. It is registered in England and Wales with Company
Number 1833139 and is authorised and regulated by the Financial Conduct Authority with its office at
The Morth Colonnade, Canary Wharf, London E14 5HS. For American Express Service:

s Europe Limited's

14




APPROVAL PROCESS

FIRST STEPS

Step @

ACCESS TO THE PA OVERVIEW PAGE

American Express Corporate Card Online Application

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

-

Please review the pending Corporate Card Application(s) that have been submitted to be approved by you.

You have been listed as the Program Administrator by the below Card Applicant(s).

Please click on Details if you wish to review an application in detail or if you would like to Send back, for example if you

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

Please note that all approved and declined applications require an American Express Company Account number (BCA)

Company Account (BCA) Reference number € Urgent ~ Date submitted
15 digit BCA number Reference number 31.01.2019
Company Affirmation
PA Name

By clicking on Approve, the undersigned declares that the information provided is accurate and complete. American Ex|
asks American Express to issue the American Express Corporate Gold Card to the above employee. The undersigned cef

Submitted @ Logout
e not the correct Program Administrator.
15 digits. If you do not know your BCA number, please call our Corporate Customer Service on +31 (0)20 504 8999, .
Company Name Official First Name @ Last Name Card Type Liability Print Details
American Express Test Test Card Type Full Corporate liability = ~

ress reserves the right to refuse applications in accordance with the guidelines that American Express applies for assessment of applications. The undersigned
itifies that the identity details of the employee have been checked by means of an official identity document.

Privacy Statement Terms & Conditions

Pending Card Applications

Program Administrator @ Company Account @ Invite Employee

Submitted €@

15




APPROVAL PROCESS PA OVERVIEW PAGE

PA Overview Page — 5 tabs

American Express Corporate Card Online Application

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

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 al 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 Invite specific History of actioned
forms waiting for the PAs employees to apply applications
approval for a Corporate Card

2) Program Administrator 3) Company Account

Login credentials for login BCA set up and create a
and name of the PA customised application for
each BCA

AMERICAN
EXPRESS

16



APPROVAL PROCESS PA OVERVIEW PAGE

Tab 1: Pending Card

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)

Applications — Overview

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—
Pled 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 rgview 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.
Pleid 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.

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

Privacy Statement Terms & Conditions

17



Tab 1: Pending Card Applications — Detalls

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 31.01.2019 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:

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

AMERICAN
EXPRESS
E 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 Please choose the alternative that best describes the reason why you want the application to be revised by the Card Applicant™
Card Ap p I icant . | am not the correct Program Administrator

The application has missing information

The specified reason is communicated to the Thesplcation s corrctinformation
Card Applicant by email and he/she is advised to -

revise accordingly and to resubmit the application
for Company approval.

* Mandatory field

Back

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

The application is sent to

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 American Express for receives an email receives an email sent to American
firming that the rocessing. An email confirming that the with the required Express for
Con_ Irmmg a P . ) g application has changes. processing.
application has been confirmation is sent to the been declined and An email
declined and is asked to Card Applicant. is asked to contact confirmation is sent
contact the Company for the Company for to the Card
further information. further information. Applicant.

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.

AMERICAN
EXPRESS

20



APPROVAL PROCESS PA OVERVIEW PAGE PROGRAM ADMINISTRATOR

Tab 2: Programme Administrator

PA PROFILE AND LOGIN CREDENTIALS

American Express Corporate Card Online Application

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

21



Tab 3. Company Account (1/2)

LIST OF CUSTOMISED APPLICATION FORMS

American Express Corporate Card Online Application

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

Here you can create and configure your Company Account number (BCA) for the online applications.

Please click on Add BCA to set the desired settings of the Company Account.

Please click on Edit if you want to change settings for an existing BCA.

To provide your employees with a link to the card application page, please copy the link below the respective company number. Any number of employees can submit an application via this link.

Please click on the Invite employee tab if vou only want to invite certain employees for selected BCAs.

Please click on Delete BCA if vou want to delete a BCA. If you delete a BCA which you manage together with another program administrator, it is only deleted from yvour overview.

Company Account (BCA) Company Name Card Type Liability Type Invoicing Edit Delete BCA

[l 15 digit BCA number American Express Corporate Card Full Corporate liability CBCS 4 F-"

https://aanvraag.amex-business.nl/cc/

Delete selected BCAs

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.

22



Tab 3. Company Account (2/2)

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

Logout

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

Enter a BCA of your company and choose a product, a liability type and an invoicing that is to be assigned to it

Company Account (ECA) Choose BCA number that you are
15 digit BCA number authorised to manage
Product Selection Liability Invoicing
Corporate Card Full Corporate liability Centrally billed and centrally settled Select Product, Liability and Invoicing
that has been assigned to the BCA

You can use the below toggle switch function to control whether the corresponding fields are mandatory fields for the applicant. If you enter the name of your Company name, the applicant can no longer change it.

You can select the delivery options of the Card to the home or work address. Membership Rewards can also be switched on or off.

Company Name
American Express ‘ Position Cost Centre Employes number
With the toggles you can switch the

I _ o fields ON or OFF so it either displays
et carddenery opons @ or not at front-end to Applicant

( MMembership Rewards
Consumer Card Offer: special offer for
applicants for a Consumer Green or

Gold Card for their personal expenses

Iying Blue Miles

Consumer Card Offer

* Mandatory field

Save your settings

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

23



Tab 4: Invite Employee (1/3)

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

LINEERESGICIRIGLIEIERE | st of invitations that have been added List of invitations that have been

but not sent to the Employee yet

EXPRESS

sent but the invited Employee has
not submitted an application yet

Pending Card Applications Program Administrator @ Company Accgunt @ Invite Employee Submitted € Logout

Here you can add employees and send them a personal invitation link. Each sent link gan be opened several times, but can only be used once to submit an application.
Please click on Add employee to add an employee. If vou want to change the data forfin already added emplovee, click on Edit.

Please click on Send selected invitations to send an invitation email to the desired enfployes(s).

Employees who have been added are deleted from your overview if:
» they have successfully completed an application; or

» they have not taken any action in the last 30 days; or

» they are deleted manually by you.

If the employee successfully completes an application, it will appear in the tab Pending Corporate Card applications.

Pending invitations

Company Account (BCA) Salutation First Name Last Name Email Address Invitation sent Edit Send link Delete

Sent invitations

Company Account (BCA) Salutation First Name Last Name Email Address Invitation sent Edit Send link Delete

—
& Bulk Download | X Import invitations Delete selected invitations Send selected invitations Add employee

If you want to invite several Employees to apply fora B 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

24



APPROVAL PROCESS PA OVERVIEW PAGE

Tab 4 I nV|te 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 Administrator € Company Account @ Invite Employee Submitted @ Logout

Please select the BCA. If vou want to change the settings stored for the BCA or vour PA details, please make the desired changes in the Basic Control Account or Program Administrator tab.

Company Account (BCA)*

- Please select -
Product Selection Liability Invoicing Company Name
Full name program administrator Email Address @

Please enter the data of the employee to whom you wish to send a personal invitation.

The data you enter will be pre-filled on the personalised application.

Salutation™ First Name™ Last Name™ Email Address (work)* Language®

-
Residential address Postcode City Country Mobile Phone Number
Position Cost Centre Employee number

* Mandatory field

Add employee

Provide Employee’s Name, Email Address and Preferred
language (language in which email should be sent) and

customise the application form with further information ,
Save settings and add

Employee to list of invitations
that have not been sent yet

Privacy Statemenf Terms & Conditions



Tab 4: Invite Employee (3/3)

PERSONAL INVITATION EMAIL

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

Invitation to apply for an American Express Corporate Card

I

Dear N

You 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 Express

AMERICAN
EXPRESS
E 26



Tab 5: Submitted applications

LIST OF ACTIONED APPLICATION FORMS

American Express Corporate Card Online Application

EXPRESS

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 € Date submitted Company Name FirstMame  LastMame  Responsedate =  Status Print

15 digit BCA number Reference number 11.03.201% Company Name MName Last Mame 11.03.201% Approved -
Reference number 09.11.2018 Company Name Mame Test 13.02.2019 Rejacted =
Reference number 05.11.2018 Company Name Manme MEUYEn 11022019 Sent back -
Reference number 02.11.2018 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 -

27



APPROVAL PROCESS OUT OF THE OFFICE

When the PA I1s 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 ~ notifi- Application
T cation is deleted
Email: Application is submitted
The email notifications
l Day 2 Day 4 Day 7 Day 14 Day 19

explain that the
application has not yet

been actioned and it gives
the Card Applicant the
option to change approver

2 days 2 days 3 days

Email Email Email Email Email:
notify-  notification  notification notification Application
cation is deleted

Rush Card




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>

; i 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,

AMERICAN

EXPRESS
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USEFUL LINKS

TO SAVE TO YOUR FAVORITES

PA SETUP (more details on page #32) STANDARD LINK
http://www.americanexpress.nl/ http://www.americanexpress.nl/

pa-corp-card-setup corp-card-application
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APPENDIX

PA Setup - self-service

HTTP://WWW.AMERICANEXPRESS.NL/PA-CORP-CARD-SETUP

Entering the Company Account number(s) (BCA) and the email address of the Programme Administrator,
generates a link to the appropriate e-Application for your Company/employees.

4] ﬁ)u do not Have a! OMmpany choun! numser ana you are no! a prngr’am Rammls!rakar

‘You are Program Administrator and you have your Company Account numberat hand?

American EXprESS COrpOratE Ca rd e-App |icat|0n Please enter your Company Account number and email address below:
Your Company Account number is linked to the correct e-Application.

C e "
You can publish the generated link on your infranet or send it via email Company Account number (BCA, 15 diglts) Email Address™
to your employee(s).
* Mandatory field X
Here you can generate the appropriate link to the Corporate Card application for your company/employees. This enables the card applicant Eoialr
toimmediately find the correct e-Application, fill it out online and send it to American Express for further processing (after approval by your
company).
‘“You are Program Administrator and you do not have your Company Account number at hand?
Entering the Company Account number(s) (BCA) and the email address of the Program Administrator, generates a link to the appropriate
e-Application. Your BCA will automatically be linked by the system to the corresponding application. The link is sent together with the access Please request your Company Account number from American Express:
details to the Program Administrator. The Program Administrator is the person that is responsible for the American Express Corporate
Programme within your company. Email Address™
We would like to point out that for data protection and security reasans, only authorized persons should apply for Corporate Cards issued to
your company.
* Mandatory field

Request Company Account number
Select one of the options below:

1) Youare Program Administrator and you have your Company Account number at hand
2) You are Program Administrator and you do not have your Company Account number at hand

3) You have your Company Account number, but vou are not a Program Administrator

4)Youdo not have a Company Account number and you are not a Program Administrator Please fill out the form to set up a Pregram Administrator and send it to American Express.

Download form

'ou are Program Administrator and you have your Company Account number at han

Dloace antarymr Carnany Arcmunt ourmbar and craail oddeace baloue
=

“You do siot have a Company Account number and you are not a Program Administrator?

Please contact us to request your Company Account number and the details of your Program Administrator. Call our Corporate
Customer Service at +31(0)20-504 8999, (Mon-Fri, 9am-5pm) or fill out the contact form below.

First name and surname* Jobtitle™ Email Address™ Phone number®

* Mandatory field
Send request
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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
@amex-business.nl

% DON'T 0{0 bus::n%s WITHOUTIT"
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