
Card Application Guide 
for Spain



Secure digital processing

DocuSign allows applicants to sign and complete their 
applications securely from any digital device at any 

place and at any time.

More e�cient

Start, approve and submit applications in just a few 
clicks. The forms are distributed automatically to all 
parties, making the process more e�cient than ever.

Environmentally friendly

The application process is entirely digital with no need 
to print or scan hard copy paper forms.

Accurate and time-saving

The application includes mandatory fields and does 
not require a physical signature, which significantly 

reduces management time.
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A simple way to order Corporate Cards
The Corporate Card application process is now faster, more secure and collaborative than ever before.



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

Summary of Application Steps

Card Application Process

1) Access the form to start the application

2) Assignment of functions

3) Company details

4) Upload the applicant's information and documents

5) Authorised signature

6) Application complete

Frequently Asked Questions 

Data to be filled in
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Summary of the application steps Application process Frequently Asked Questions 

Summary of application steps

Get the form to start 
the application

Programme Manager/
Application Initiator

1
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Assignment of functions
Programme Manager/

Application Initiator

2

4

Company details
Programme Manager/

Application Initiator
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6
Upload the applicant's information 

details and documents
Card applicant 

Authorised signature 
Authorised signer(s)

Application completed 
Form automatically sent to Amex
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You can obtain the application form by using any of the following options.

Forms centre

https://www.americanexpress.com/es/servicio-a-clientes/formularios-de-empresa/ 

Direct web link sent by American Express Account Managers
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1 Access the form to start the application
For the Programme Administrator/Application Initiator

Summary of the application steps Application process Frequently Asked Questions 

@ Work®

https://www.americanexpress.es/atwork

Access @ Work®       Start Card Application
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2 Assignment of functions
For the Programme Administrator/Application Initiator

Summary of the application steps Application process Frequently Asked Questions 

The Programme Administrator/Application 

Initiator provides the details of the people 

involved in the application process.

The Application Initiator will have 

to enter an access code that they 

will receive by an e-mail in order 

to proceed with the application.

Tip: 
Fill in the details of the second 
Authorised Signer if there is 
more than one Authorised 
Signer (where applicable)

Programme Administrator or 
Application Initiator

Card Applicant

Authorised signer(s)
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Tip: 
The Programme Administrator 
can fill in the Applicant’s 
Employee Number and Cost 
Centre Code (optional)

The form will be sent to the Card Applicant 
after clicking ‘COMPLETE’.

Fill in the company 
details
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3 Company details
For the Programme Administrator/Application Initiator

Summary of the application steps Application process Frequently Asked Questions 
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Tip: 
Click on ‘COMPLETE LATER’

Should you wish to complete the form later

Tip: 
Fields highlighted in red 
are mandatory; others are 
optional

Tip: 
Click on ‘START’ to 
navigate to the next 
field
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3 Company details
For the Programme Administrator/Application Initiator

Summary of the application steps Application process Frequently Asked Questions 
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Tip: 
The Programme 
Manager can 
search for the form 
in the mailbox 
marked with the 
name of the Card 
Applicant

Tip: 
Click here 
to track the 
application 
process
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3 Company details
For the Programme Administrator/Application Initiator

Summary of the application steps Application process Frequently Asked Questions 

Applicant's name

The form will be automatically sent to the next Signer once the Programme 
Administrator/Application Initiator has filled in the company details.
At the same time, the Application Initiator will receive an e-mail from DocuSign.

CARD APPLICATION GUIDE – SPAIN / 2024



Tip: 
Check with your Programme Administrator if 
you have any doubts about the details
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4 Upload the Applicant's details and documents
For the Card Applicant

Summary of the application steps Application process Frequently Asked Questions 

The Card Applicant will receive an e-mail once 
the Programme Administrator/Application 
Initiator has filled in the company details.

Click on ‘DOCUMENT REVIEW’ 
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Fill in your personal details in the form
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4 Upload the Applicant's details and documents
For the Card Applicant

Summary of the application steps Application process Frequently Asked Questions 
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Click on ‘COMPLETE’
once you have filled it in.

Click on the paperclip icon 
to upload the document(s).

* See detailed instructions 
under Signature and 
Attachments on the 
following pages

The Card Applicant can scroll down 
to add the digital signature.



There are three ways to create your digital signature:

1) COMPUTER-GENERATED SIGNATURE

> Enter the name that appears in your signature

> Click on ‘Change style’ to select the font type

> Click ‘ADOPT & SIGN’ to confirm your 
electronically generated signature

2) BY HAND

> Enter the name that appears in your signature 

> Click ‘DRAW’ and sign your signature by using 
the mouse as if it is a pen

3) UPLOAD SIGNATURE

> Enter the name that appears in your 
signature 

> Click ‘UPLOAD’ to upload your signature 
image

Signature added correctlyClick on ‘Sign’
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4 Upload the Applicant's details and documents
For the Card Applicant

Tip: 
The signature style can be saved 
and reused in other forms

Summary of the application steps Application process Frequently Asked Questions 
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Click on ‘UPLOAD A FILE’ to choose a file from your local 
drive and then click on ‘COMPLETED’.

Click on the paperclip icon to upload your ID documents or 
passport image by following the instructions.
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4 Upload the Applicant's details and documents
For the Card Applicant

How to upload identity document(s):

Summary of the application steps Application process Frequently Asked Questions 
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The Authorised Signer will receive an e-mail once the Card 
Applicant has completed the form. Click on ‘DOCUMENT REVIEW’ 
to sign the form.
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5 Authorised signature
For the Authorised Signer

Summary of the application steps Application process Frequently Asked Questions 
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* See pg. 11 for signature instructions

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

14

5 Authorised signature
For the Authorised Signer

Summary of the application steps Application process Frequently Asked Questions 
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Complete the details 
and add your signature

Click on ‘COMPLETE’ 
once you have finished
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5 Authorised signature
For the second Authorised Signer (optional)

Summary of the application steps Application process Frequently Asked Questions 

The second Authorised Signer will receive an e-mail once the first 
Authorised Signer has completed the form. Click on ‘DOCUMENT 
REVIEW’ to sign the form.

CARD APPLICATION GUIDE – SPAIN / 2024



* See pg. 11 for signature instructions

Tip:
Authorised Signer(s) can 
click here to download the 
completed form
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5 Authorised signature
For the second Authorised Signer (optional)

Summary of the application steps Application process Frequently Asked Questions 

Complete the details 
and add your signature
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Click on ‘COMPLETE’ once 
you have finished



Tip:
When our team receives 
and starts viewing your 
completed form, a 
notification email will be 
sent to all parties ��
[Programme 
Administrator/Application 
Initiator/Card 
Applicant/Authorised 
Signer(s)]

Tip: 
Click here to see 
the completed form
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6 Application completed

Summary of the application steps Application process Frequently Asked Questions 
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The completed form will be automatically sent to our Amex mailbox 
once all of the parties have signed and submitted their application.



1. What are the advantages of the digital Card Application process? 
The digital experience is a completely digital. The card application 
process, previously included paper forms, ink signatures and the 
physical submission of applications. 

2. Does American Express use a secure platform to process my 
personal data? 
Yes, American Express takes security very seriously. Every form, 
along with the personal data and company details contained in it, is 
encrypted using the most reliable data encryption technology. 
For more information, please click on  
https://www.docusign.co.uk/products/electronic-signature

3. Can this digital application process be completed on a mobile 
phone or tablet? 
Yes, the application can be accessed from desktops, mobile 
phones and tablets. 

4. What products can be ordered through the digital Card 
Application process? 
The American Express Corporate Card and the American Express 
Corporate Gold Card.

5. Whom should I contact if I require assistance?
If the Programme Administrator (PA) has any questions, he/she 
can contact the American Express PA Support team.

6. Once I have started the process, how long do I have to complete 
the application process? 
You and your team will have 30 calendar days to complete your 
application form, starting from the day on which the first part was 
completed and the form was sent to the Card Applicant.

7. If I save my application to complete later, how can I access it 
again? 
After clicking on ‘Complete later’, the website will ask you to enter 
your e-mail address. A reminder e-mail will be sent to you with a link 
to the form. 

8. What happens to my application if the Authorised Signer initially 
appointed to approve my application unexpectedly becomes 
absent when I have already completed my Card Application? 
The application will be suspended until the Authorised Signer is able 
to complete the application.

9.   How can a Programme Administrator view the processing status 
of a Card Application? 
Once the Programme Administrator has finalised their part and 
sent the form to the Cardholder, a link will be sent to the 
Programme Administrator by e-mail so that he/she can check the 
progress of the form.

18

Frequently Asked Questions

Summary of the application steps Application process Frequently Asked Questions 

CARD APPLICATION GUIDE – SPAIN / 2024



10. How is a Programme Administrator able to discover if an 
application has been rejected by American Express? 
An e-mail notification will be sent to the Programme Administrator 
if the application has been cancelled for any reason, such as an 
error or incorrect information. 

11. Will a notification be sent to remind me to complete my online 
application? 
Yes, a reminder e-mail will be sent to signatories in order to remind 
them to complete the form. 

12. Once submitted, can I continue to edit the application? 
No, the process cannot be reversed once your part has been 
completed.

13. What formats are required for identity documents? 
Valid formats for attaching any documentation are JPG/PNG/PDF 
and both the front and the back of the documents must be sent. 
All Spanish nationals must send a copy of their valid National 
Identity Card. All Portuguese nationals must attach a copy of their 
Foreigners’ Identification Number if they reside in Spain or 
otherwise, a copy of their valid Portuguese Identity Card. All other 
EU citizens: Foreigners’ Identification Number + a valid passport or 
identity card from their country of origin. Non-EU residents must 
provide their Residence Card.

14. What banking documentation is required? 
If an employee's bank details are included, the following 
documentation must be provided:
Bank account certificate issued by the bank with explicit 
information about the account holder and the 20-digit bank 
account number or IBAN.

. 
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Frequently Asked Questions

Summary of the application steps Application process Frequently Asked Questions 
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Application link:

Programme Administrator name: 

Programme Administrator e-mail:  

Representative/Authorised Signatory name: 

Legal Representative/Authorised Signatory e-mail: 

Employee no.:

Notes:
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DETAILS TO BE FILLED IN

Control Account no.:  

Company name:  

Address: 

Town/City:      Post Code: 

Country:   Business phone no.:

Tax ID or Fiscal Licence no.:

MR:
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