
BUSINESS TRAVEL ACCOUNT

Introducing the Business Travel Account
Welcome to the American Express® Business Travel Account (BTA). This product guide 
contains all the information you need to manage your BTA program efficiently and 
effectively. The guide includes details on the latest innovations and new benefits you’ll 
enjoy in your enhanced BTA.

The American Express BTA is a centrally billed, cardless account that now combines all 
your air, hotel and car rental expenses into one account with one statement. The BTA 
is lodged with your Travel Management Company (TMC). American Express works in 
partnership with your TMC to set up the BTA solution and ensure a seamless and effective 
management process.

A major innovation is the launch of Virtual Account Numbers (VANs). VANs are digitally 
generated for each travel booking by your TMC. With a VAN, customers can set transaction 
level controls to spend limits and dates, reducing the risk of fraud and increasing policy 
compliance and security. Detailed information capture for each transaction gives 
near-perfect reconciliation and fewer disputes, automating reconciliation with a single 
customised data file.

The latest BTA enhancements combine to give your Company greater visibility, a holistic 
view of all travel expenses, time and money savings and increased control.
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BTA – Designed for the times

The BTA has been designed to meet the  
needs and demands of modern business.  
It enables speed, flexibility and control in the 
end-to-end process of travel management  
and reconciliation.

The cardless nature of the BTA solution means 
it is ideally suited to the diverse employment 
arrangements in today’s business world. 

As a centrally billed account, the BTA  
enables the management of all categories  
of employees including contractors and  
other business travellers who might not  
be full-time employees.

Highly mobile 
employees

Frequent 
travellers 

Virtual Account 
Numbers

Temporary 
employees

Bulk people 
movements

BTA

BUSINESS
TRAVEL 
ACCOUNT

TRAVEL
MANAGEMENT
COMPANY

S T E P 0 3

Travel services provided as specified in the  
reservation and charges settled against VANs

TRAVEL PROVIDER

S T E P 0 1

03

02

Client makes a travel booking 
including flights, hotel and 
car rental through their TMC

CLIENT

S T E P 0 4

TMC booking data and 
VAN billing data is 
consolidated into a 
single eData File

S T E P 0 2

TMC makes reservations 
with travel providers using 
Virtual Account Numbers 
(VANs). Booking data is 
sent to BTA

01

S T E P 0 5

One statement and one 
eData File generated 
for all travel

ONE 
STATEMENT

04

05

S T E P 0 6

Client makes one payment 
to BTA for all travel

ONE PAYMENT
06

Enhanced data sent to BTA

BTA – One account to manage Air, Hotel and Car Rental 

The BTA provides a single account for air, hotel and rental car commodities with Virtual Account Numbers that 
are issued in line with your Company’s travel policy. In addition to their security, VANs also play a key role in the 
end-to-end process from booking through to the ease of reconciliation and payment.
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An enhanced BTA experience with Virtual Account Numbers 

A Virtual Account Number (VAN) is the digital equivalent of an American Express Corporate Card Number and features 
a unique 15-digit number, a CVV and an expiry date. The 15 digit number is linked to a specific travel purpose and 
transaction for increased security and control.

1. Virtual account

Detailed information capture for 
each transaction enables near 

perfect reconciliation, time savings 
and fewer disputes.

2. Transaction level 
controls

Your TMC can set specific 
parameters for each transaction 

to increase policy compliance and 
ensure preferred supplier usage.

3. Customised defined 
data fields

VANs let you customise your 
BTA using defined data fields and 
enable faster reconciliation with a 

single data file.

TMC sends itinerary to guest

Hotel receives payment in line 
with their current agreement 
with American Express

The invoice is handed to the 
guest or forwarded to the 
end-recipient, according to the 
booking specifications. 

Client makes booking with TMC

TMC sends Hotel a booking 
request. The unique VAN is 
attached to the booking notes 
section and also faxed to the Hotel

Guest checks-in to Hotel – VAN 
used to authorise check-in

Guest checks-out of Hotel – Hotel 
settles  transaction using the VAN

01
S T E P 0 1

02
S T E P 0 2

06
S T E P 0 6

03
S T E P 0 3

04
S T E P 0 4

05
S T E P 0 5

07
S T E P 0 7

How VANs work for hotel bookings
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American Express 
works in partnership 
with your dedicated 
TMC to set up your 
account and capture 
the data you need. 

The data includes 
reference fields defined 
by you such as Cost 
Centre or Project Code.

Your dedicated TMC 
manages your account 
for you. 

Travellers book through 
your dedicated TMC.

VANs are digitally 
generated or BTA 
account details are sent 
to the merchants for 
booking and payment. 

The transactions are 
consolidated to a single 
BTA that provides 
enhanced data for 
simple reconciliation.

American Express 
provides a monthly 
statement or data file 
in either PDF or Excel 
format.

The BTA covers all 
travel commodities i.e. 

 • Air

 • Hotel

 • Car rental

Filter, sort and 
manipulate your data 
according to your needs 
and criteria.

Use the information for 
reporting or to upload 
to your internal financial 
systems1. 

Reconcile your 
statement quickly 
and easily using 
the statement data 
provided.

VANs enable near-
perfect matching of 
transactions.

Streamline the 
reconciliation process 
further using tools 
such as BTAConnect 
and e-Data File. 

Pay American 
Express and send 
your payment details, 
the list of approved 
transactions and any 
disputed transactions.

Account setup Traveller bookings BTA statement Reconciliation 
and payment

The BTA process – How it works

The key to the BTA is its simplicity. The account setup is done for you, and the bookings, reconciliation and payments 
processes are simple and logical.

1 Subject to TMC enablement

The American Express Merchant Closed  
Loop System provides a source of rich  
data from suppliers that is: 

 • Specific to the traveller's BTA. 

 • Pre-determined by your Company  
(e.g. Cost Centre, employee ID, etc.). 

 • Controlled from point to point.

 • Wholly owned 'Closed Loop' network.

 • Greater data accuracy and security.

 • Streamlined and efficient servicing.

BTA

Merchant
Corporate 

Client

American Express Unique 'Closed Loop' Network
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How BTA benefits your Company 

A robust expense management program provides valuable support in the monitoring and control of expenses. The BTA 
provides increased visibility of all business-related travel expenses and gives you the ability to manage and control the 
whole process simply and effectively.

Save time

Save money

Maximise 
control

 • Monitor all employee travel expenses easily and effectively.

 • Increase the visibility of potentially “invisible” travellers, for example infrequent 
travellers and non-employees such as consultants or clients. 

 • Capture the travel and charge data required to easily identify, reconcile and allocate 
transactions based on criteria relevant to your Company.

 • Increase policy compliance and ensure preferred supplier usage as your TMC 
manages all bookings through specified VAN criteria.

 • Improve your Company’s cash flow with up to 51 cash flow days.¹

 • Access valuable statement information to help you optimise your 
travel-related spend. 

 • Increase effectiveness of vendor negotiations using travel data from your TMC. 

 • Increase capture of actual hotel spend to support negotiations.

 • Reduce the risk of fraud through the issue of single-use VANs. 

 • Reduce time spent on administrative tasks and manual processes.

 • Streamline the reconciliation process using a range of reconciliation options. 

 • Receive one convenient statement for all air, hotel and car rental expenses rather 
than dealing with multiple invoices from travel agents.

 • Make one payment rather than multiple payments for every transaction.

 • Eliminate administration linked to employee reimbursements and cash advances.
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How BTA benefits your travellers 

The BTA simplifies the expense reimbursement process, leaving your employees with less administration and more 
time to focus on their core responsibilities. 

2 American Express Business Travel Account Insurances are underwritten by ACE Insurance Limited (ABN 23 001 642 020, AFSL No. 239687) (ACE) and 
are subject to the terms, conditions and exclusions contained in the American Express Business Travel Account insurances policy of insurance between 
American Express International Inc. (ABN 15 000 618 208, AFSL No. 237996) (American Express) and ACE.

This brochure does not take into account your objectives, financial situation or needs. It is important for you to read the Terms and Conditions available in 
the American Express Business Travel Account Insurances Product Disclosure Statement and consider the appropriateness of that insurance in relation to 
your individual requirements.

3 Global Assist: You must arrange all medical and visitor transportation. As the Global Assist Hotline is an assistance service, we cannot reimburse you for 
expenses you incur on your own. Please refer to the Global Assist Summary of Cover or additional details and restrictions. Only available when you travel 
more than 200km from your home, for up to 90 consecutive days.

 • Complimentary Business Travel Accident Insurance2 is provided when 
common carrier tickets are charged to the BTA.

 • Includes accidental death and dismemberment insurance. 

 • Provides cover in the case of accident on business trips from their departure, 
throughout their trip (up to 30 days) and until they return. 

 • Limited coverage is provided for personal trips charged to the BTA while on a 
wider business trip. 

 • Travellers have access to legal and medical support in emergencies.

 • The complimentary Global Assist™3 service connects them to an English-speaking 
lawyer or doctor.

 • The service is available 24 hours a day, virtually anywhere in the world, whenever 
they travel more than 200km from home, for up to 90 days. 

 • To contact Global Assist, please call (+61) 2 9231 6517.

Peace of 
mind

Emergency 
support

 • Reduced need for cash advances and reimbursements.

 • VANs reduce the need for physical card transactions.

 • No reconciliation of individual travel expenses.

 • Reduced post-trip administration.

 • Saves time and effort for busy travellers.

 • A flexible and user-friendly solution.
Reduced 

administration
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 • Increased data, making reconciliation faster and more accurate. 

 • Increased policy compliance.

 • Contractor or non card-holder spend is brought into the travel program.

 • No disruption to existing travel relationships.

 • Increased security and reduced risk of fraud.

 • Increased visibility through quality and quantity of data.

 • Faster reconciliation, particularly for hotels.

 • Improved audit trails.

 • Reduced use of personal credit card for expense payments. 

 • Reduced need for physical card payments.

 • Streamlined upload to online expense management tools.

 • Reduced effort with an end-to-end booking.

 • Reduced post-trip administration and reimbursements.

 • Removes the need for hotel chargebacks.   

 • All travel booked to a single BTA account.

 • Extend the use of BTA to hotel booking.

 • Reduced queries and disputes due to precise matching.

 • VANs remove payment delays while waiting for invoice to be processed.

 • Enables online booking and payments.

BTA benefits for all 

The enhancements to the BTA solution provide end-to-end benefits to stakeholders across the process.

Program 
Administrator

Finance

Travellers

TMCs

Suppliers
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Virtual Account Numbers – Key features and benefits 

The introduction of Virtual Account Numbers (VANs) is a key pillar in the enhanced BTA solution that offers benefits 
across the corporate travel payments process.

VANs are the digital equivalent of a physical card number and are generated when your TMC makes a booking. A VAN can be 
issued to the travel providers for each individual booking. Travel providers then use the VAN to bill for the services provided.

The data from the TMC (booking) and the travel providers (billing) is sent to the BTA and is consolidated in a single 
eData File for reconciliation.

FEATURES BENEFITS

1. Secure bookings

 • Reduced risk of fraud

 • Bring “invisible” travellers into view

 • Reduced need for travel expense claims

2.  Specific limits for each 
transaction

 • Enhanced travel policy compliance

 • Prevents excess charges at time of use

 • Set multiple restrictions and industry level blocks

3. Unique number for 
each transaction

 • Avoids need for a physical card number

 • Avoids need for hotel charge-back

 • Decreases risk of one company account number 

4. VANs are present  
end-to-end

 • Streamlined matching of transactions

 • Fast, accurate reconciliation

 • Saves time and money

5. Customised data fields

 • Data fields can be tailored to your Company

 • A valuable source of enriched data

 • Enhanced spend analysis and control
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BTA – Reconciling and Paying Your Account 
American Express has designed a range of options to make reconciling your BTA as easy and effective as 
possible. Depending on your Company’s needs you have a choice of using either: 

BTA Online Statements

Online Statements are pre-formatted statements in a choice of formats that can be 
downloaded from American Express @ Work.

This form of account reconciliation is ideally suited for customers with a low transaction 
volume and simple needs. Online Statements are free of charge and offer major 
business advantages over paper-based statements. 

Online 
Statements

BTA 
Connect

eData  
File

Or a combination 
of all three 

Online Statements – Benefits

Flexible and  
user-friendly 

Save time and 
reduce paperwork

Take control 
wherever you are

Better for the 
environment

Receive statement data in 
a highly flexible Microsoft 
Excel or PDF format 

Filter, sort and manipulate 
your data easily according 
to your own criteria

Simplify reconciliation and 
improve analysis 

Reduce paperwork and 
filing, cut down on clutter 
and increase productivity

Increase the efficiency and 
organisation of your office 

Access up to 13 months 
of statement history 
24/7 safely and securely 
through American Express 
@ Work 

Never miss a statement 
with email alerts to let you 
know when your latest 
statement is ready 

Switch off paper 
statements and reduce 
the impact on the 
environment

To see a sample Online Statement click on one of the links below: 

 • Illustrative PDF Statement Sample

 • Illustrative XLS Statement Sample 

BTA Online Statements are easy and quick to implement.  
To upgrade your view at no additional cost, sign up online today  
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Online Statements – Reconciliation and Payment 

1. Check your transactions for any errors 

Refer to either: 

 • The New Debits, Overdue Transactions and New 
Unallocated Payments and Credits sections of the 
statement, or 

 • The Transaction category on the Excel statement. 

Check that your previous payment has been received: 

 • The payment is processed and allocated if it is 
shown in the Cleared Transactions section, or 

 • The payment has not been allocated if it is showing 
in the New Unallocated Payments & Credits 
section. If this is the case, please contact the BTA 
Servicing Team. 

Check for any Overdue Transactions, as late payment 
fees may apply: 

 • If you believe you have already paid for these 
transactions and can see the payment has been 
received, it means that the payment has not yet 
been allocated. If this is the case, please contact 
the BTA Servicing Team. 

2. Complete the Remittance & Reconciliation 
     Advice page 

If you are receiving Paper or PDF statements: 

 • Complete these steps only if you are not paying  
the total balance due. 

 • On the Reconciliation Advice page, tick all the 
transactions that you want to pay and indicate  
the total amount you are paying. 

 • For any transactions you are not paying, don’t tick 
the transactions. Instead, please specify the dispute 
reason in the ‘Comments’ column and provide any 
supporting information or documentation. Refer to 
the Dispute Guide for details. 

If you are receiving an Excel statement or eData File: 

 • Complete this step only if you are not paying the 
total balance due 

 • Refer to the BTA Remittance Guide for instructions 
on how to create and send an electronic Remittance 
and Reconciliation Advice file online to 
American Express. 

Send the Remittance & Reconciliation Advice to  
American Express: 

 • For a Paper or PDF Remittance & Reconciliation 
Advice, please email the document to  
btaaustpayments@aexp.com and copy in  
bta.allocations@aexp.com along with the  
date of payment, BTA number(s) and total  
amount of the payment. 

 • For an Excel or text file Remittance & 
Reconciliation Advice, please refer to page 16 
for instructions on how to create and send an 
electronic Reconciliation Advice file online. Then 
email the date of payment, BTA number(s) and 
total payment amount to the BTA Servicing 
Team at anz.bta.client.services@aexp.com
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Online Statements – Reconciliation and Payment (Cont’d) 

3. Make payment to American Express once  
     you have sent the Remittance &  
     Reconciliation Advice. 

Refer to page 17 for payment options. 

Hot tips: 

 • If you are not paying the full account balance, 
you must complete and submit a Remittance & 
Reconciliation Advice detailing the transactions 
you are paying. This will ensure American Express 
can correctly allocate the payment and make it 
easier for you to reconcile statements  
every month. 

 • To enable American Express to investigate  
any disputes correctly and for you to receive  
the temporary credits, you will need to provide  
a listing of the disputed transactions and  
the reasons for the dispute. Refer to the  
Dispute Guide for details. 

You can access more statement-related information 
at the following links: 

 • Illustrative PDF Statement Sample 

 • Illustrative XLS Statement Sample 

 • BTA Statement User Guide for PDF & XLS formats 
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BTAConnect

With BTAConnect you can access transactions, create and send a Remittance & 
Reconciliation Advice, enquire about transactions and export transactions, all within 
the convenience of the same online network. Your Company can choose to upgrade to 
BTAConnect and enjoy a broader view and more streamlined reconciliation process at 
no additional cost. 

The BTAConnect tool is best suited for customers who prefer a standard online process 
that simplifies their reconciliation and payment process. Enrolment is required.

BTAConnect – Benefits

Increased visibility Flexible data
Secure, centralised 
queries

 • Increase visibility of all travel 
expenses

 • Increase visibility at every stage 
of the reconciliation process

 • A simpler, more transparent 
approach to a complex task

 • Customise how you view data to 
suit your Company’s needs

 • Additional online data fields (e.g. 
Cost Centre) help matching and 
reconciliation

 • Quick and simple export of 
data, making it easier for you 
to send information to other 
departments

 • Select and deselect fields to 
control the information you see

 • Sort and filter data e.g. by Cost 
Centre Number or Project Code

 • Use the convenient ‘Search’ 
function to find information you 
need

 • Select, submit and view your 
transactions approved for 
payment

 • Simple tracking of queries 
raised and answers received

 • Complete visibility of responses 
and answers, avoiding the need 
to explain a situation twice

 • Improve communication and 
streamline the query process 
as a result

BTAConnect is easy and quick to implement. To upgrade your view at no additional cost, sign up  
online today or call American Express BTA Servicing on 1300 655 354, 8:30AM - 5:00PM AEST/AEDT 
Monday to Friday (except Public Holidays).
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1. Check your transactions for any errors 

 • Select the BTA and statement period you 
want to view, and click the View Selected 
Statement(s) button. 

 • Check your transactions and reconcile 
against your Company’s defined processes. 
For example, validating against a trip 
approval or checking against an invoice. 

 • Check for any unpaid transactions in the 
previous statement period, as late payment 
fees may apply.

Hot tips: 

 • If a transaction has not been paid for any 
reason, an enquiry must be raised to avoid 
the possibility of the transaction becoming 
overdue and incurring a late payment fee. 

 • Once you have Approved a transaction in 
BTAConnect, payment must be received 
within 15 days. If payment is not received 
within 15 days, the status of the transaction 
will revert back to Unpaid and you will need 
to Approve it again before completing the 
payment. 

 • Late payment fees will apply 15 days after 
the end of your billing period if the account 
becomes overdue. 

2. Submit approved transactions for payment to 
American Express 

 • Select the transactions you wish to approve for 
payment. 

 • Click Pay Selected Transactions. 

 • Confirm the total number and value of transactions 
that have been approved for payment.

 • All transactions selected can be exported and then 
emailed to another department or uploaded to a 
financial system to facilitate the payment. 

 • Click Send Payment Information. BTAConnect sends 
American Express the transactions approved for 
payment, and you make the payment through your 
bank to American Express. The Transaction Status 
will update from Unpaid to Approved. Once your 
payment has been processed, the status will change 
to Paid. Refer to page 17 for payment options. 

 • If there are any transactions you wish to  
query or dispute you can raise an enquiry to  
American Express. Select the Transaction(s) button. 
Choose an enquiry category from the drop down 
menu and enter your question. Click Create Enquiry 
to Submit. Refer to the Dispute Guide for the list of 
valid dispute reasons. 

 • Track the status of enquiries by checking the  
Enquiry Status: 

 • A blue circle with a question mark icon indicates 
the enquiry is open. 

 • A green tick icon indicates the enquiry has been 
answered. 

 • Double click the icon to view the status or 
answer and take appropriate action. 

BTAConnect – Reconciliation, Payment and Enquiries Management
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BTA eData File

The BTA eData File contains all the data from your air, hotel and car rental  transactions 
in a single integrated data file, all in one place.   

The BTA eData File enables you to integrate transaction data directly into your financial 
systems. The data is sent via a secure online connection.

The eData File is best suited for customers with high transaction volumes and 
sophisticated reconciliation needs e.g. integrating transaction data with internal 
experience and financial management systems.

BTA eData File – Benefits

Enhance spend 
visibility    

Keep up to date     Increase flexibility High security

 • Enhance visibility of 
all air, hotel and car 
rental spend through 
enriched statement 
data delivered direct to 
your financial systems

 • Keep your account 
up to date through 
timely and convenient 
reconciliation 
processing

 • VANs enable 
automated matching 
for fast, accurate 
reconciliation  

 • Customise, sort and 
manipulate data based 
on your individual 
requirements

 • Choose to receive data 
transfers as a monthly 
and weekly or daily 
option

 • Enjoy the highest 
levels of data security 
with data delivered 
via Secure File 
Transfer Protocols

1. Check your transactions for any errors 

 • The eData file will contain transactions that 
have not yet been paid. These will be either new 
transactions or unpaid overdue transactions 

 • Check for any overdue transactions, as late 
payment fees may apply. Transactions showing 
an amount of $0.00 in the ‘UNPAID_ AMT’ 
column have not been paid. If these transactions 
are from a previous statement date (refer to 
‘STMT_DT’ column) then they will be overdue. 
If you believe you have already paid for these 
transactions and can see the payment has 
been received, it may mean that the payment 
is not yet allocated. In this instance you should 
contact the BTA Servicing Team on  
anz.bta.client.services@aexp.com 

2. Create and send an electronic  
     Remittance & Reconciliation Advice 

 • Please refer to page 16 to find out how to 
create and send an electronic Remittance & 
Reconciliation Advice file online 

 • Make payment to American Express once you 
have sent the Remittance & Reconciliation 
Advice. Please refer to page 17 for payment 
options

BTA eData File – Reconciliation and Payment
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Program Management 

*American Express requires this so we can accurately allocate payment 
to the transactions. However, there is no need for this if you pay the 
full statement account balance. That is, if you are not disputing or 
withholding payment of any particular transactions in that statement.

How to dispute a BTA charge 

BTA statements are payable in full on receipt of the 
statement. For any transactions you’re not paying, you 
are required to notify American Express and specify the 
reason for the dispute to avoid a late payment fee. 

If you wish to raise a dispute on a transaction on your 
BTA statement, you need to either: 

 • Clearly identify the disputed transaction on  
the Remittance & Reconciliation Advice and provide a 
valid dispute reason 

 • Call the BTA Servicing Team prior to the next 
 billing cycle. 

You need to ensure you supply all the necessary detail 
and references to support your claim. 

Refer to the list of valid Dispute Reasons and  
support required. 

Once you advise a transaction is in dispute and the 
dispute reason is valid, American Express will remove 
the transaction from the statement. However, if the 
investigation confirms that the transaction is valid, it will 
be re-billed to your account. All undisputed transactions 
must be paid on receipt of the BTA statement. 

Remittance & Reconciliation Advice 

A Remittance & Reconciliation Advice must accompany 
all EFT and cheque payments if you are not paying the 
full account balance*. The Remittance & Reconciliation 
Advice details all the transactions you wish to pay, and 
those you may wish to dispute. 

If you are using the Remittance Reconciliation Advice 
from the paper or PDF statement, you can either: 

 • Email it to btaaustpayments@aexp.com  
and copy in bta.allocations@aexp.com or

 • Fax it to (+612) 9271 1851.

This needs to be done on the same day the cheque  
is mailed or payment is transferred into the  
American Express bank account. 

Alternatively you can prepare your own Remittance 
Reconciliation Advice by following these instructions 
and submit online. 
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Payment options 

Please note that payments are due on receipt of 
statements. There are several methods for paying  
your BTA statement: 

1. Direct Debit 

Your nominated bank account will be debited  
14 days after your statement cut-off date. To enable  
this payment option, access the Direct Debit  
Authority Form. 

2. Cheque 

All cheques must be accompanied by a Reconciliation 
Advice and be sent to: 

American Express Australia Limited  
GPO Box 3928  
Sydney NSW 2001  
Australia. 

Please include the BTA number(s) with the cheque to 
ensure your account is properly credited. For example, 
you could attach a list or write on the reverse side of 
the cheque. Please allow seven days for receipt and 
allocation of cheque payments by mail. 

Bank Name: Westpac Banking Corporation

Bank Address: 341 George St, Sydney, NSW, 
2000, Australia

Account Name: American Express  
Australia Limited

BSB No: 032-000

Account No: 372 409

3. Electronic Funds Transfer (EFT) 

Transfer your payment into the American Express  
bank account: 

Please email btaaustpayments@aexp.com, and copy 
in bta.allocations@aexp.com on the same day the 
payment is transferred into the American Express bank 
account, advising the date of payment, BTA number(s) 
and the amount paid.
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Late payment fees 

Late payment fees are easily avoided simply by  
making sure the full account balance is paid on  
receipt of the statement. 

If the account is not being paid in full, then a Remittance 
& Reconciliation Advice must be sent to American 
Express along with the matching payment, clearly 
indicating which transactions are being paid and which 
are being disputed. 

If the full balance is not paid by the receipt date of 
the next account statement, American Express may 
charge your Company late payment fees on the overdue 
balance. Payment must be made at least three working 
days before the next statement cycle ends to ensure 
allocation of payment. 

If a BTA is 45 days overdue for payment, late payment 
fees will apply, the Program Administrator may be 
contacted via letter or telephone, and the account may 
be suspended. This will only happen after the Program 
Administrator has been advised that this will occur. 

Missing or misallocated payments 

If there is no Remittance & Reconciliation Advice 
accompanying a payment, or if the Reconciliation 
Advice is incorrect, the payment(s) will remain 
unallocated. This means that the BTA may become 
overdue and late payment fees may apply. 

Forms 

Click the links below to download the  
appropriate forms:

 • Direct Debit Form 

 • Change of Company Details Form 
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https://business.americanexpress.com/au/~/media/Files/GCP/au2/PDFs/customer-centre/AECC/Direct_Debit_Request_Form_AU_Prop.pdf?la=en-AU
https://business.americanexpress.com/au/~/media/Files/GCP/au2/PDFs/customer-centre/AECC/AMEX_Change_Company_Details.pdf?la=en-AU


FAQs
How do I add or change my Company contacts? 
If your Company wishes to add or change any of your 
contacts, including Authorised Signatory and Program 
Administrator, you need to complete a Change of 
Company Details form. Once complete have the form 
signed by an Authorised Signatory and fax it to  
(02) 9263 6025. These changes should take up to  
10 working days to finalise from receipt.

How do I change the @ Work online user details? 
You can enrol a new @ Work user via the online  
BTA enrolment form. To remove a user, your Program 
Administrator or an Authorised person in your Company 
can contact the BTA Client Serving team on   
1300 655 354 or email anz.bta.client.services@aexp.com

Who can help me with a question regarding a 
transaction in the statement? 
You can contact the BTA Servicing Team by  
emailing bta.client.services@aexp.com or  
calling 1300 655 354. 

Useful contacts
Business Travel (BTA) Servicing Team

Phone: 1300 655 354

Fax: (+612) 9271 1851

Email: anz.bta.client.services@aexp.com

Operating Hours: 8:30am – 5:00pm AEST/AEDT 
Monday to Friday  
(except Public Holidays)

Government BTA Servicing Team

Phone: 1300 787 120

Fax: (+612) 9266 3611

Email: govt.bta.servicing@aexp.com

Operating Hours: 8:30am – 5:00pm AEST/AEDT 
Monday to Friday  
(except Public Holidays)

Program Administrator Corporate Support Team

Phone: 1300 655 300

Fax: (+612) 9263 6061

Email: castsyd@aexp.com

Operating Hours: 8:30am – 6:00pm AEST/AEDT 
Monday to Friday  
(except Public Holidays)

American Express Australia Limited (ABN 92 108 952 085). ® Registered trademark of American Express Company
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