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Citibank® Commercial Cards

Form Processing Instructions

The following table outlines the process for submitting your completed PA Form for processing. The form should be printed multiple times and signed according to your company setup signatories in each region or country. Please reference this table and contact your Implementation Manager or Client Account Specialist with any questions. 

FORM COMPLETION & DOCUMENTATION REQUIREMENTS

SEND COMPLETED FORM AND DOCUMENTATION TO

REGION

CARD PROGRAM COUNTRIES

Page  of 

V 2.2

ASIA

AUSTRALIA

1) Check off the ASIA Declaration.

2) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity. If there are any signing exceptions they will be listed at the bottom of the form.

3) Courier mail the wet ink signed form to the Australia address.

ATTN: TTS Documentation UnitCITIL26, 2 Park StreetSydney NSW 2000Australia +61-2-8225-0250

ASIA

CHINA

1) Do not use the Global PA Form for China. Please use the local language version of the form, which can be obtained by contacting your Citi China representative.2) Signature(s) on the local form are required by the approved list of Board Resolution or the Letter of Authority signatories for the legal entity.3) Identification document of the new Program Administrator 

a. For Chinese Citizens - Copy of Government issued identity card  (Shen Fen Zheng) 

b) For Non-Chinese Citizens - Copy of Passport or Driving License

4) Courier mail the wet ink signed form with China Company Seal and identification document to the China address.

ATTN: CN Implementation Team 34F CItigroup Tower NO.33 Hua Yuan Shi Qiao Road Shanghai 200120 China

ASIA

HONG KONG

1) Check off the ASIA Declaration.2) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity. If there are any signing exceptions they will be listed at the bottom of the form.3) Courier mail the wet ink signed form to the Hong Kong address.

ATTN: EB Activation Team

Citibank N.A.55th Floor One Island East18 Westlands RoadIsland East, Hong Kong  

+852-34198611

ASIA

INDIA

Mandatory Submission of Regulatory Documents:1) Affix a recent color Passport size photo of the Program Administrator or Non-PA, depending on the request type.

2) Identification document of the new Program Administrator or Non-PA:     a.  For Indian Citizens - Copy of Government issued identity card (Passport or Driving License or Permanent Account Number (PAN) showing photo, issue date, signature & expiry date).     b.  For Expatriates - Copy of Passport (showing photo, issue date, signature & expiry date).

     c.  All photocopies should be clear, visible and in black & white only.

     d.  Please mention based on request type, one of the following: "For Commercial Card PA Addition" or "For Commercial Card Non-PA Addition" on the top of the identification document.3) Program Administrator or Non-PA signature on the application form should match with the signature on the identification document.

4) The form has to be approved by any one or two signatories as required by Company. The approval levels are defined and submitted previously to Citibank as part of a Board Resolution (BR) of the Company. If not submitted previously, a BR defining the new authorized signatories needs to be submitted. If you have questions, please contact your Account Manager (AM) or Relationship Manager (RM).

5) Courier mail the wet ink signed form & verification documents to the India address.

6) Incomplete forms or documents cannot be processed and will require an entire resubmission.

Commerical Card Operations Citibank N.A.
ATTN: DAS Operations GCIB Operations
Fort House, 4th Floor
Dr D.N. Road
Fort, Mumbai - 400 001
India

ASIA

INDONESIA

1) Check off the the ASIA Declaration.2) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.3) Courier mail the wet ink signed form to the Indonesia address.

INDONESIA – JAB26ATTN: Shanti YahyaCitibank GTS - ImplementationBapindo Plaza, Citibank Tower 6th FloorJl. Jend. Sudirman Kav. 54-55Jakarta 12910, Indonesia  

+62-21-5290-8144

ASIA

JAPAN

1) Enter the new PA's Employee Number on the form.

2) Check off the ASIA Declaration.

3) Stamp the Japan Company Seal

4) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.

5) Courier mail the wet ink signed form to the Japan address.

Triton Square Tower X36F
1-8-10 Harumi
Chou-ku Tokyo 104-6035  Japan +81-45-523-1559

ASIA

KOREA

Mandatory Submission of Regulatory Documents:

1) Along with the PA form you must provide copies of the New PA's: 

a. Employment Verification Certificate

b. Identification (Passport, Country ID or Drivers License)

c. Corporate Seal Certificate

2) Enter the new PA's Identification Number (Passport, Country ID or Drivers License #).

3) Check off the KOREA Declaration.

4) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.

5) Courier mail the wet ink signed form & verification documents to the Korea address.

 

** Verify you are sending the documents to the correct Branch **

184 Branch:ATTN: Corporate Card Operation Team4Fl, Haesung Bldg, 942-10, Daechi-Dong, Kangnam-Gu, Seoul 135-725 Korea.        

+82-2-566-2766 

 

334 Branch:                                                            ATTN : Corporate Card Operation Team5FL, Citibank Bldg, 39, Da-Dong, Jung-Gu, Seoul 100-180, Korea

+82-2-2124-3841

ASIA

MALAYSIA

1) Check off the ASIA Declaration.

2) Enter the new PA's ID Number on the form.

3) The new PA must submit certified true copy (CTC) of NRIC (for Malaysian/Permanent Resident) or Passport (for Foreigner). In the absence of either of these, PA can submit CTC of any other official document bearing the photograph of the PA. We accept Identification Document CTC by Authorized Signor or Company Secretary. 

4) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.

5) Courier mail the wet ink signed form & verification documents to the Malaysia address.

ATTN: Account Service Unit
Level 43, Menara Citibank
165 Jalan Ampang
Kuala Lumpur 50450, Malaysia +603-2383-2056

ASIA

NEW ZEALAND

1)  Identification Verification:

For New Zealand individuals:

Certified true copy of NZ Passport or Certificate of identity. Or either: 

(a) Certified true copy of NZ full birth Certificate plus NZ Drivers licence, or (b) NZ Citizenship certificate plus NZ Drivers licence Or Certified true copy of NZ Drivers licence plus any one of the following:

a. Document issued by a registered bank contacting the person's name and signature for e.g. credit/debit/eft pos card

b. A bank statement issued by a registered bank not older than 12 months

c. A letter / statement issued by a Government agency not older than 12 months for e.g. A statement from the Inland Revenue Department.

For Overseas individuals:

Either Certified true copy of an Overseas Passport or National Identity card containing name, date of birth, photograph and signature of the person, Or Certified true copy of birth certificate plus International Driving permit (not local drivers licence).

Or Citizenship certificate plus International Driving permit (not local drivers licence).

2)  Address Verification: Certified true copy of any one of the following documents (not older than 12 months: Bank statement, Utility Bill or Government issued letter or document in English.

3) Courier mail the wet ink signed form & verification documents to the New Zealand address.

ATTN: Documentation Unit
Citibank
Level 11
23 Customs St East
PO Box 3429
Auckland 1140, New Zealand +64-9-307-1993

ASIA

PHILIPPINES

1) Check off the ASIA Declaration.

2) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.

3) Courier mail the wet ink signed form to the Philippines address.

Citibank Commercial Cards9F Citibank Tower8741 Paseo de RoxasMakati City 1226, Philippines

+63-2-8026000

ASIA

SINGAPORE

1) Check off the ASIA Declaration.

2) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity. If there are any signing exceptions they will be listed at the bottom of the form.

3) Courier mail the wet ink signed form to the Singapore address.

Citibank N.A. Singapore branch
Transaction Exchange Centre (TXC)
8 Marina View
#16 - 01 Asia Square Tower 1
Singapore 018960 +65-66575330 

ASIA

TAIWAN

1) Check off the ASIA Declaration.

2) Complete the Taiwan Company Chop (Large & Small).

3) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity. If there are any signing exceptions they will be listed at the bottom of the form.

4) Courier mail the wet ink signed form to the Taiwan address.

Electronic Banking and Information Services
16/F, No.1 Song-Zhi Rd
Xin-Yi District, Taipei 110 Taiwan, R.O.C. +886-2-2576-2621 

ASIA

THAILAND

1) Check off the ASIA Declaration.

2) Copy of Passport or National ID is required when submitting the form.

3) To certify the passport belongs to the applicant, the applicant must sign below the copy of passport (signature must match that on the passport / national ID).

Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity. If there are any signing exceptions they will be listed at the bottom of the form.

4) Courier mail the wet ink signed form & verification documents to the Thailand address.

Citibank, N.A. Bangkok BranchCommercial Cards Account Services Unit399 Sukhumvit RoadInterchange 21 Building, 18th FloorKlongtoey Nua, WattanaBangkok - 10110, Thailand

+60-2-788-3184+60-2-788-2667

EMEA

Austria, Belgium, Bahrain, Benin, Bulgaria, Cameroon, Czech Republic, Denmark, Estonia, Finland, France, Gabon, Germany, Greece, Hungary, Iceland, Ireland, Israel, Italy, Ivory Coast, Jordan, Kazakhstan, Kuwait, Latvia, Lebanon, Lithuania, Luxembourg, Morocco, Netherlands, Norway, Pakistan, Poland, Portugal, Qatar, Romania, Saudi Arabia, Senegal, Serbia, Slovakia, Spain, Sweden, Switzerland, Tanzania, Tunisia, Uganda, Ukraine, United Kingdom

1) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.
2) Send the form into your Implementation Manager or Client Account Specialist.

New Programs - Implementation Manager
Existing Programs - Client Account Specialist
OR
By Courier:
Citi Commercial Cards    
ATTN: Dony Benedict     
1st Floor (left wing)         
United House    
Mayflower Court             
Mayflower Street            
London
SE16 4JL                
United Kingdom

By Standard Post:
Citi Commercial Cards
P.O. BOX 66393
25 Canada Square
London
E14 1LX
United Kingdom

EMEA

EGYPT

1) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.2) Courier mail the wet ink signed form to the Egypt address.

Account Service Counter
4 Ahmed Pasha Garden City
Cairo 11511
Egypt

EMEA

KENYA

1) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.2) Courier mail the wet ink signed form to the Kenya address.

ATTN: Beth Mwai
The Manager, Account Services
Citibank House, Upper Hill Road
P.O. Box 30711 00100
Nairobi, Kenya

EMEA

KUWAIT

1) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.2) Courier mail the wet ink signed form to the Kuwait address.

ATTN: Amer Zarour
Ahmed Tower, Building No. 1  Arabian Gulf Street
Kuwait 986

EMEA

NIGERIA

1) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.2) Courier mail the wet ink signed form to the Nigeria address.

Citi Commercial CardsPhilomina Oiwoh (Implementations Head)Citibank NigeriaCharles S. Sankey House27, Kofo Abayomi StreetVictoria Island  P.O.Box 6391  Lagos    Nigeria  

EMEA

PAKISTAN

1) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.2) Courier mail the wet ink signed form to the Pakistan address.

Citi Commercial Cards
P.O.Box #4889
I.I. Chundrigar Road
Karachi
Pakistan

EMEA

RUSSIA

1) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.2) Courier Mail the wet ink signed form to your Citi contact.

New Programs - Implementation Manager Existing Programs - Client Account Specialist 

EMEA

SOUTH AFRICA

1) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.

2) Submission of Regulatory FICA Documents:

a. South African Citizen PA FICA Requirements - Certified copy of official green 

bar-coded identification document and certified proof of residence (e.g. utility bill), not older than 3 months. Include 2 telephone numbers on the copy of the photo document. These documents must be certified by a commissioner of oaths.

b. International PA FICA Requirements - Certified copy of passport or any other identification document issued by the government that contains a photo and unique number (e.g. Drivers License). Include your residential address and 2 telephone numbers on the copy of the photo document. 

Note: The document copies must be certified as a true copy of the original documents by a person who has certification rights (i.e. taken an oath to certify legal documents). Typical ways to demonstrate the persons rights are:

a. A notary public stamp

b. Legal stamp with name and practice number

c. A certification stamp displaying the wording "Verified as true copy of the original"

3) Courier mail the wet ink signed form and original certified documents to the Johannesburg address.

Citibank Plaza
Attn: Account Services
145 West Street
Sandown 2196
Johannesburg  South Africa

EMEA

TURKEY

1) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.2) Courier Mail the wet ink signed form to the Turkey address.

Citibank A.S, Delivery & Embossing Dept

Inkilap Mah, Yilmaz Plaza

Ömer Failk Atakan Caddesi No:3

Ümraniye

Istanbul

34768

Turkey 

EMEA

UNITED ARAB EMIRATES

1) Signature(s) on the form are required by the approved list of Board Resolution signatories for the legal entity.2) Courier Mail the wet ink signed form to the Dubai address.

ATTN: Vani RaoOud Metha BuildingDubai  ARE  749 

LATAM

BRAZIL

1) Sign the required fields at the bottom of the form. 2) Email the scanned & signed form to the address provided.

Email the Scanned & Signed Forms to: atendimentocorporativo@citi.com

LATAM

MEXICO

Important Note: The Mexico version of the form with the Banamex logo must be used. Forms that do not contain the Banamex logo cannot be accepted. This form version should only be used for Mexico program access.

 

1) Sign the required fields at the bottom of the Banamex form.

2) Email the scanned & signed Banamex form to the address provided.

New Programs - Email the Scanned & Signed forms to: bciimpleme@banamex.com

 

Existing Programs -  Email the Scanned & Signed forms to: atntcorpo@banamex.com

LATAM

PUERTO RICO

1) Sign the required fields at the bottom of the form. 2) Email the scanned & signed form or post mail the form to the Puerto Rico address.

Email Scanned & Signed Forms to: 

ccardspacsv@citi.com

 

Or Post Mail to:

Citibank, N.A.

ATTN: Documentation Unit

PO BOX 70301

San Juan, PR 00936

NA

CANADA & UNITED STATES

1) Check off Acknowledgement of Canada Declaration and/or USA Terms & Conditions.2) Sign the required fields at the bottom of the form. 

New Programs - Use your Intralinks account to send the form to the Implementation Manager

Existing Programs - Upload the form to your company library folder inside CitiManager 
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Please return the completed form to the specific country location described in the 'Form Processing Document'. You should submit one form per Programme Administrator. 
* Indicates required fields.
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New Programme Administrator Form
GENERAL INFORMATION FOR NEW PROGRAMME ADMINISTRATOR
Step 1: Some countries have specific declarations or terms and conditions that are required to process this signed form. Please check off any of the below countries that apply to this request for access. *
Step 2: Check off the regions below that this request applies to:  *
Step 3: Is the new PA physically located in Australia, Canada or the United States? *
Step 4: Complete the remainder of the required form fields: *
FORM PROCESSING INSTRUCTIONS
If you have different signers in each region, country or by card programme, this form should be printed multiple times and signed according to your company designated signatories in each region or country. Reference the 'Form Processing Document' for detailed instructions on properly signing the printed forms and where the documentation should be sent by region and/or country. Improperly submitted forms cannot be processed and will be rejected.
Enter the Card Programme details for the Access Request below: *
Note: You can locate your programme customer number or hierarchy in CitiManager under the menu 'Manage Card Programme > View Hierarchy > Unit Number'. Alternatively, contact the dedicated regional customer service team to obtain this information.
ASIA, EMEA, LATIN AMERICA OR MEXICO PROGRAMMES:
Company Name *
Customer # (EMEA) or
Relationship # (ASIA) *
Hierarchy Name or Level *
(only required for lower level hierarchies)
Country *
NORTH AMERICA PROGRAMMES:
Hierarchy Number *
Country *
For Chinese Programmes Only: The PA Name & Address fields must be typed/written in Chinese and not exceed 12 characters in each of these fields.
Important Note: If you have a CitiManager User Name in any region, please list it in the box above.
Please Note: The Group Email is not currently used in the Asia region.
ONLINE SYSTEMS ACCESS INFORMATION
19. Please indicate required access to the following online systems: * (CitiManager and GCMS are not currently used for Korea & Japan card programmes)
The PAT option should only be selected if your company has requested for this feature to be turned on. The default selection is 'No'.
Enter Library Folder Name(s) below:
Folder Name *
Folder Type *
ROLE OF THE INCOMING PROGRAMME ADMINISTRATOR
Asia Region (excluding Japan & Korea) *
Card Address Change / Card cancellation / Card and PIN issuance details change
Any system related changes and request (CitiManager, CCRS, GCMS and File Delivery)
Korea *
North America Region *
This will be requested during verification over the phone for all countries, except Korea.
SECURITY DETAILS FOR INCOMING PROGRAMME ADMINISTRATOR
ACKNOWLEDGEMENT OF ASIA REGIONAL DECLARATION *
ACKNOWLEDGEMENT OF CANADA TERMS & CONDITIONS *
ACKNOWLEDGEMENT OF CHINA DECLARATION *
 
Affix Color Photo *
(Passport Size)
 
Mandatory Requirement 
(only when sending the form 
to the India Address)
INDIA (Mandatory Requirement) *
Please Note: 
1) The India Current Account Number is the account you opened with the Citibank India Branch for the company legal entity.
 
2) If you have multiple India Current Accounts, you will need to submit them to the India address on separate forms and have the correct designated country signatories sign for their specific account number.  
ACKNOWLEDGEMENT OF KOREA DECLARATION *
Korean Corporate Stamp and Seal *
ACKNOWLEDGEMENT OF USA TERMS & CONDITIONS *
SIGNATURES
PROGRAMME ADMINISTRATOR SIGNATURE (MANDATORY) *
Enter and Sign with your complete name. Please retain a copy of the duly filled and signed form for future reference.
Programme Administrator 
Signature: *
AUTHORISING OFFICER SIGNATURE (MANDATORY) *
This signature is not required for Korea and Taiwan programmes, all other programmes require this signature. 
This is the person who executed the contract or was listed as an Authorising Officer.
Authorising Officer Signature: *
China Official Seal *
(Only Required for China Programmes)
Taiwan AO Seal 
(Optional)
Japan Seal *
AUTHORISING OFFICER 2 SIGNATURE
This signature is only required if your company Board Resolution has two Authorising Officers.
Authorising Officer Signature: 
Note: Please see top of the form for processing instructions.
Global PA Form
Lee Holder
 
Delete Programme Administrator Form
 
FORM PROCESSING INSTRUCTIONS
If you have different signers in each region, country or by card programme, this form should be printed multiple times and signed according to your company designated signatories in each region or country. Reference the 'Form Processing Document' for detailed instructions on properly signing the printed forms and where the documentation should be sent by region and/or country. Improperly submitted forms cannot be processed and will be rejected.
GENERAL INFORMATION FOR CURRENT AND/OR OUTGOING PROGRAMME ADMINISTRATOR
Step 1: Some countries have specific declarations or terms and conditions that are required to process this signed form. Please check off any of the below countries that apply to this request for access. *
Step 2: Complete the remainder of the required form fields: *
Enter the Card Programme details for the Access Request below: *
Note: You can locate your programme customer number or hierarchy in CitiManager under the menu 'Manage Card Programme > View Hierarchy > Unit Number'. Alternatively, contact the dedicated regional customer service team to obtain this information.
ASIA, EMEA, LATIN AMERICA OR MEXICO PROGRAMMES:
Company Name *
Customer # (EMEA) or
Relationship # (ASIA) *
Hierarchy Name or Level *
(only required for lower level hierarchies)
Country *
NORTH AMERICA PROGRAMMES:
Hierarchy Number *
Country *
For Chinese Programmes Only: The PA Name fields must be typed/written in Chinese and not exceed 12 characters in each of these fields.
ACKNOWLEDGEMENT OF CHINA DECLARATION *
SIGNATURES
PRIMARY PROGRAMME ADMINISTRATOR SIGNATURE (MANDATORY) *
This signature is not required for EMEA & Taiwan programmes, all other regional programmes must sign.
Primary Programme 
Administrator Signature: *
AUTHORISING OFFICER (MANDATORY) *
This signature is not required for EMEA, Korea and Taiwan programmes, all other regional programmes must sign.
Authorising Officer Signature: *
China Official Seal *
(Only Required for China Programmes)
Taiwan AO Seal 
(Optional)
Authorising Officer Signature: 
AUTHORISING OFFICER 2 SIGNATURE
This signature is only required if your company Board Resolution has two Authorising Officers.
 
Note: Please see top of the form for processing instructions.
 
Change or Modify Programme Administrator Form
FORM PROCESSING INSTRUCTIONS
If you have different signers in each region, country or by card programme, this form should be printed multiple times and signed according to your company designated signatories in each region or country. Reference the 'Form Processing Document' for detailed instructions on properly signing the printed forms and where the documentation should be sent by region and/or country. Improperly submitted forms cannot be processed and will be rejected.
GENERAL INFORMATION FOR CURRENT PROGRAMME ADMINISTRATOR
Step 1: Some countries have specific declarations or terms and conditions that are required to process this signed form. Please check off any of the below countries that apply to this request for access. *
Step 2: Check off the regions below that this request applies to: *
Step 3: Is the new PA physically located in Australia, Canada or the United States? *
Step 4: Complete the remainder of the required form fields: *
Enter the Card Programme details for the Access Request below: *
Note: You can locate your programme customer number or hierarchy in CitiManager under the menu 'Manage Card Programme > View Hierarchy > Unit Number'. Alternatively, contact the dedicated regional customer service team to obtain this information.
ASIA, EMEA, LATIN AMERICA OR MEXICO PROGRAMMES:
Company Name *
Customer # (EMEA) or
Relationship # (ASIA) *
Hierarchy Name or Level *
(only required for lower level hierarchies)
Country *
NORTH AMERICA PROGRAMMES:
Hierarchy Number *
Country *
For Chinese Programmes Only: The PA Name fields must be typed/written in Chinese and not exceed 12 characters in each of these fields.
ONLINE SYSTEMS ACCESS INFORMATION
17. Please indicate required access to the following online systems: * (CitiManager and GCMS are not currently used for Korea & Japan card programmes)
The PAT option should only be selected if your company has requested for this feature to be turned on. The default selection is 'No'.
Enter Library Folder Name(s) below:
Folder Name *
Folder Title *
ROLE OF THE INCOMING PROGRAMME ADMINISTRATOR
Asia Region (excluding Japan & Korea)
Any system related changes and request (CitiManager, CCRS, GCMS and File Delivery)
Card Address Change / Card cancellation / Card and PIN issuance details change
Korea
North America Region
SECURITY DETAILS FOR INCOMING PROGRAMME ADMINISTRATOR
This will be requested during verification over the phone for all countries, except Korea.
ACKNOWLEDGEMENT OF ASIA REGIONAL DECLARATION *
ACKNOWLEDGEMENT OF CANADA TERMS & CONDITIONS
ACKNOWLEDGEMENT OF CHINA DECLARATION *
ACKNOWLEDGEMENT OF KOREA DECLARATION *
Korean Corporate Stamp and Seal *
ACKNOWLEDGEMENT OF USA TERMS & CONDITIONS
SIGNATURES
PRIMARY PROGRAMME ADMINISTRATOR (MANDATORY) *
Primary Programme 
Administrator Signature: *
AUTHORISING OFFICER SIGNATURE (MANDATORY) *
This signature is not required for Korea and Taiwan programmes, all other programmes require this signature. 
Authorising Officer Signature: *
China Official Seal *
(Only Required for China Programmes)
Taiwan AO Seal 
(Optional)
Authorising Officer Signature: 
AUTHORISING OFFICER 2 SIGNATURE
This signature is only required if your company Board Resolution has two Authorising Officers.
Note: Please see top of the form for processing instructions.
Non-PA User Access Form
FORM PROCESSING INSTRUCTIONS
If you have different signers in each region, country or by card programme, this form should be printed multiple times and signed according to your company designated signatories in each region or country. Reference the 'Form Processing Document' for detailed instructions on properly signing the printed forms and where the documentation should be sent by region and/or country. Improperly submitted forms cannot be processed and will be rejected.
GENERAL INFORMATION FOR NEW NON-PROGRAMME ADMINISTRATOR
Step 1: Some countries have specific declarations or terms and conditions that are required to process this signed form. Please check off any of the below countries that apply to this request for access. *
Step 2: Check off the regions below that this request applies to: *
Step 3: Is the new Non-PA physically located in Australia, Canada or the United States? *
Step 4: Complete the remainder of the required form fields: *
Enter the Card Programme details for the Access Request below: *
Note: You can locate your programme customer number or hierarchy in CitiManager under the menu 'Manage Card Programme > View Hierarchy > Unit Number'. Alternatively, contact the dedicated regional customer service team to obtain this information.
ASIA, EMEA, LATIN AMERICA OR MEXICO PROGRAMMES:
Company Name *
Customer # (EMEA) or
Relationship # (ASIA) *
Hierarchy Name or Level *
(only required for lower level hierarchies)
Country *
NORTH AMERICA PROGRAMMES:
Hierarchy Number *
Country *
For Chinese Programmes Only: The Non-PA Name & Address fields must be typed/written in Chinese and not exceed 12 characters in each of these fields.
Important Note: If you have a CitiManager User Name in any region, please list it in the box above.
Please Note: The Group Email is not currently used in the Asia region.
ONLINE SYSTEMS ACCESS INFORMATION
 19. Please indicate required access to the following online systems: * (CitiManager and GCMS are not currently used for Korea & Japan card programmes)
The PAT option should only be selected if your company has requested for this feature to be turned on. The default selection is 'No'.
Enter Library Folder Name(s) below:
Folder Name *
Folder Type *
SECURITY DETAILS FOR INCOMING NON-PROGRAMME ADMINISTRATOR
This will be requested during verification over the phone for all countries, except Korea.
ACKNOWLEDGEMENT OF ASIA REGIONAL DECLARATION *
ACKNOWLEDGEMENT OF CANADA TERMS & CONDITIONS *
ACKNOWLEDGEMENT OF CHINA DECLARATION *
INDIA (Mandatory Requirement) *
 
Affix Color Photo *
(Passport Size)
 
Mandatory Requirement 
(only when sending the form 
to the India Address)
Please Note: 
1) The India Current Account Number is the account you opened with the Citibank India Branch for the company legal entity.
 
2) If you have multiple India Current Accounts, you will need to submit them to the India address on separate forms and have the correct designated country signatories sign for their specific account number.  
ACKNOWLEDGEMENT OF KOREA DECLARATION *
Korean Corporate Stamp and Seal *
ACKNOWLEDGEMENT OF USA TERMS & CONDITIONS *
SIGNATURES
NON-PA SIGNATURE (MANDATORY - AUSTRALIA ONLY) *
Non-PA Signature: *
PROGRAMME ADMINISTRATOR SIGNATURE (MANDATORY) *
Existing Programme 
Administrator Signature: *
AUTHORISING OFFICER SIGNATURE (MANDATORY) *
Review the note below for the list of country programmes that do not require this signature. 
Authorising Officer Signature: *
Taiwan AO Seal 
(Optional)
Japan Seal *
China Official Seal *
(Only Required for China Programmes)
Please Note: 
The Authorising Officer signature on this Non-PA form is not required for the following countries: Australia, China, Hong Kong, Korea, New Zealand, Philippines, Taiwan and Thailand. All remaining countries still require this signature.
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