
                              

  

    
   
 

OPTIONAL PRODUCT NAME IN GRADIENT BAR 

 

© 2011 American Express – This material contains information that is proprietary and confidential to American Express. It cannot be shared with third parties without American Express’ consent. 

 
Frequently Asked Questions – Programme administrators 
 
As the nominated Programme Administrator, the following Frequently Asked Questions have been created 
to help you understand the details of the process around the identification of Cardmembers and answer any 
queries your employee Cardmembers may have. 
 
1. Why does American Express need to verify the identity of existing Cardmembers?  
American Express has a regulatory obligation to identify its Cardmembers by obtaining a valid identity 
document, and to regularly review the information it holds on its Cardmembers to ensure that this 
information is kept up to date and accurate. The legal requirement to identify the Corporate Cardmembers 
is based upon the Anti-Money Laundering and Counter-Terrorist Financing Act and the Sanctions Act 
Section 1 (definition of a client) in conjunction with Section 5 (archiving documents) and the DNB Guidance 
Anti-Money Laundering Financing and Sanctions Act. As a result American Express has modified its policy 
and identification procedures for both its new and existing Cardmembers.  
 
2. Why is an identity check necessary when the Card is a ‘Company Liability’ or a ‘Company-settled’  
    product? 
 American Express has modified its policy in relation to the information it needs to have on its 
Cardmembers. A named individual who is issued with a Card Account (a Cardmember) is deemed to be a 
customer. As a Cardmember, an individual has been issued with a financial tool, therefore the same policy 
applies, irrespective of liability or settlement option.  
 
3. To which American Express products is this modified identification process applicable? 
This applies to all Corporate Cards, Corporate Meeting Cards and Corporate Purchasing Cards in name of 
an individual.  
 
4. How will American Express verify the identity of existing Cardmembers? 
 American Express will write to all of its existing Cardmembers who possess a Corporate Card issued from 
the Netherlands, and request from them either a valid copy of an ID document in the form of either a 
passport, European ID Card (issued in a EU or EEA country) or Dutch drivers license. Cardmembers can 
upload their copies of ID using a specially created secure online portal which is accessible via the following 
URL; www.americanexpress.nl/corporate/doc. 
 
5. What are the timeframes for this ‘Know Your Customer’ review? 
From September 2015, American Express will begin to contact Programme Administrators and Corporate 
Cardmembers to request a copy of a valid ID document. American Express will continue to communicate 
with individual Cardmembers, and Programme Administrators via email or letter, outlining the actions that 
need to be taken and the consequences of not taking the required actions, until a valid copy of ID has been 
received.  
 
A summary of the communication timeframes is shown below. 
 

• You as Programme Administrator (contact person) will receive a communication from us in August 
via email (or letter in case we have no valid email address), explaining the Cardmembers need to 
supply a copy of their id document. We ask you to share this information with the Cardmembers, so 
that they are already aware.   
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• The Cardmember will receive the first email (or letter if no email address is held on file) in 
September 2015 explaining that they need to provide American Express with a copy of a valid- ID. 

• 60 calendar days after the first communication, Cardmembers will receive a reminder (if needed) 
requesting a copy of a valid ID as this documentation is still outstanding.   

• If after a further 60 calendar days we have still not received a copy of a valid ID, those 
Cardmembers who have not responded will receive a final reminder advising that if we do not 
receive the requested documentation their account will be deactivated and later cancelled. Before 
sending this communication, we will advise you that the copy of ID is still outstanding from these 
Cardmember(s). 

 
6. What document needs to be supplied by the Cardmember? 
The Cardmember should return to us, within the advised timeframe, a clear and legible, copy of one of 
the documents listed below.  
Please note that the ID document must be valid for at least one month at the time of receipt. 
 

• A valid passport page showing the Cardmember’s photograph, full name, date of birth and passport 
number 

• The front of a valid European ID (issued in a EU or EEA country) showing the Cardmember’s 
photograph, full name, date of birth and ID number. 

• The front of a valid Dutch Drivers license showing the Cardmember’s photograph, full name, date of 
birth and drivers license number. 

 
7. How to make a safe copy of an ID document? 
In order to avoid identity fraud, everyone should be careful when supplying their personal details. American 
Express does not need the social security number (BSN), so we would advise Cardmembers to hide this 
information on the copy ID that they send to us (on the most recent ID documents the BSN number already 
appears on the back or another page). An app has been developed by the Dutch government to support 
this. To find out more visit the following website Dutch government (Rijksoverheid)  .  
 
8. How can a Cardmember supply the copy ID?    
The copy of ID can be sent to American Express using the secure online tool accessible via the following 
URL: www.americanexpress.nl/corporate/doc. 
 
9. Why can Cardmembers only send their copies of ID from 21 September? 
Because the secured site www.americanexpress.nl/corporate/doc, in which Cardmembers can supply their 
copy of ID will only be available from that date.  
 
10. Can I collate the copies of the required documents and send them in to American 
Express in batches on behalf of my employee Cardmembers? 
This is possible, however in this scenario you will need to upload the copy of ID of each indvidual 
Cardmember separately using the secure online tool. You will also be required to enter in to the tool the 
Corporate Card number, the ID number and the expiry date of the ID document for each individual 
Cardmember. 

 
11. What will American Express do with the identity information it receives? 
The American Express Customer Service Team will update its records with the information that has been 
supplied. The Cardmembers copy of ID will then be kept on file in accordance with local legal and data 
protection requirements.  
 

http://www.rijksoverheid.nl/nieuws/2014/11/04/kopieid-app-maakt-misbruik-met-kopie-identiteitsbewijs-moeilijker.html
http://www.americanexpress.nl/corporate/doc
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12. What happens if a Cardmember refuses to supply the required documents? 
If a Cardmember refuses to supply the required documentation, American Express will not be able to 
continue to provide that individual with a Card account. This is because it is a legal requirement in the 
Netherlands for American Express to verify the identity of its Cardmembers and keep the information it 
holds on that Cardmember up to date and accurate as required. 
 
13. How do I update the details of the Programme Administrator with American Express? 
The key contact for an organisation is generally the Programme Administrator or a named individual who is 
set up to receive American Express Cards. If your organisation needs to change the name of the named 
individual who is listed in American Express’ Card system, you should use the ‘Programme Administrator 
(PA) Information Update Form’. This form can be found here on the PA guide.  
For a change of address the Programme Administrator or authorised signer should submit details of the 
address change in writing to the Corporate Admin department via corporateadmin-
btaamsterdam@aexp.com. 
 
14. Is there any documentation to support this process? 
For further support and guidance please refer to the following documents which can be found online within 
the Programme Administrator Guide at http://www.amex-corporate-information-nl.com/english/welcome.htm 
under ‘Administrative information’’: 

• Cardmember Frequently Asked Questions 
• Template Employee Communication –This can be sent internally to all your Cardmember employees 

and already explains the process. 
 
15. Who do I contact at American Express if I have any further questions about the review process? 
Please contact the American Express Customer Service Team on 020-5048999 for further information. 
 
 
 
 

http://www.amex-corporate-information-nl.com/documents/amerianexpress_changecontact_pa_nl_nov14.pdf
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