
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.





Page: 1 
 


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. 
 
Where a wet Signature is required, this signature must match to that of the signature on record at the Bank.  Please further note, if the Signature held at the 
Bank does not include a middle name the same should be signed. For example, if the signature on record is John Smith, Citi will not accept John Peter Smith. 
If in doubt, please raise this with your Implementation Manager. 
 


REGION 
PROGRAM 
COUNTRY 


REQUIRED 
FORM 


FORM COMPLETION & DOCUMENTATION REQUIREMENTS 
SEND COMPLETED FORM AND 


DOCUMENTATION TO 


APAC AUSTRALIA 
Global PA Form - 
US English 


 
1) Check off the ASIA Declaration. 
2) Signatures are required either by 2 directors or by 1 director + 1 company secretary. 
Alternatively, the company can nominate signatories through an Officer’s Certificate (or 
a Board Resolution if the Client desires), and then they can sign off on the form. 
3) Email the signed & scanned copy to the Australia email address. 
 


Email to: TTSAUPAform@citi.com 


APAC CHINA 
Global PA Form - 
China 


 
1) The China-specific form is required 
2) Signature(s) on the local form are required by the approved list of signatories 
nominated in the Letter of Authority (or Board Resolution if the client desires) 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. 
 


31F Citigroup Tower 
33 Hua Yuan Shi Qiao Road  
Lu Jia Zui Finance and Trade Area 
Shanghai 200120 
China 


APAC HONG KONG 
Global PA Form - 
US English 


1) Check off the ASIA Declaration. 
2) Signature(s) are required by the approved list of signatories nominated in the Officer’s 
Certificate (or Board Resolution if the Client desires) for the legal entity. 
3) Courier mail the wet ink signed form to the Hong Kong address. 


 
ATTN: EB Activation Team  
Citibank N.A. Hong Kong Branch 
9/F Citi Tower, One Bay East 
83 Hoi Bun Road, Kwun Tong 
Kowloon, Hong Kong 
 


APAC INDIA 
Global PA Form - 
US English 


 
1) Check off the ASIA Declaration. 
2) PA form must be dated; Entity name should be mentioned correctly on the form & 
Type of PA should be correctly selected 
 
Mandatory Submission of Regulatory Documents: 
 
3) Affix a recent original color Passport size photo (Photo should be in original printed on 
photographic paper)  


 
Send completed form to your nearest location.  
 
North & East: 
Commercial Card Operations,  
Citibank N.A., 
ATTN: DAS Operations  
DLF Square, 5th Floor, ICG Operations,  
M Block, Jacaranda Marg,  



mailto:TTSAUPAform@citi.com
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4) Identification Proof Requirement: 
      a. For Indian Citizens - Copy of Government issued identity card (Passport or Driving 
License or Permanent Account Number (PAN) card showing photo, issue date, address, 
signature & expiry date). 
      b. For Expatriates - Copy of Passport, Driving License or Govt. Issued National ID proof 
(showing photo, issue date, address, signature & expiry date). 
      c. All photocopies should be clear and visible. Black & white or color copies, both are 
acceptable 
      d. Please mention based on the 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. 
If the identification document does not include address proof, then additional address 
proof must also be provided 
5) Address Proof Requirement (only needed if ID doesn’t have address): 
      a. For Indian Citizens - Copy of Government issued document (Passport, Driving 
License, Voter ID Card or Aadhaar Card showing all the details). 
      b. For Expatriates - Copy of Government issued document showing all the details 
(Passport, Driving License or Govt. Issued National ID proof which contains address). 
      c. All photocopies should be clear, visible and in black & white only. 
      d. If documents are non-English, translation should be provided from a public notary in 
original  
      e. Please mention based on the 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. 
6) Program Administrator or Non-PA signature on the application form must match with 
the signature on the identification document. 
7) Signature(s) are required by any one of two authorized signatories / officers as per 
approval levels defined and submitted previously to Citibank as part of the Commercial 
Cards Board Resolution (BR) of the Company. 
8) Signatures and names of designated PA and Authorizing Officer should be provided in 
respective signature & name fields.  Signatures on the form must match with the 
signatures in the provided identification documents  
8) Courier mail the wet ink signed form & verification documents to the India address. 
9) Incomplete forms or documents cannot be processed and will require an entire 
resubmission. 
 


DLF City, Phase II, Gurgaon – 122002 
 
 
South: 
Commercial Card Operations,  
Citibank N.A., 
ATTN: DAS Operations  
2nd Floor, #5, M.G.Road,  
Ranga Complex,  
Bangalore 560001 
 
West: 
Attention: Ketki Shroff/ Sushma Wadekar (DAS 
Ops) 
Citibank NA,     
293 D. N. Road,  
Bombay Mutual Building,  
Fort, Mumbai 400 001 


APAC INDONESIA 
Global PA Form - 
Indonesia 


1) Check off the ASIA Declaration. 
2) Signature(s) on the form are required by the approved list of signatories nominated in 
the Officer’s Certificate (or Board Resolution if the Client desires) for the legal entity. 
3) Courier mail the wet ink signed form to the Indonesia address. 
4) Stamp Duty required on document. 


 
Clients in Implementation: 
TTS - Implementation 
Citibank N.A. Indonesia 
Citibank Tower 11th Floor 
SCBD Lot 10 
JL Jend. Sudirman Kav 52-53 


Jakarta 12190, Indonesia 


For Existing Clients: 
TTS OPS - Non Cash Counter 
South Quarter Tower B 9th Floor 
JL RA Kartini, Cilandak Barat 
Jakarta Selatan, 12430 
T: +6221-29961755 
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APAC JAPAN 
Global PA Form - 
US English 


（Cards under Tokyo Branch） 
1) Check off the ASIA Declaration. 
2) Complete either a) the Japan Company Seal or b) Signature(s) by the approved list of 
the Universal Onboarding Form (for cash account holding clients) or Board Resolution for 
the legal entity. 
3) Courier mail the wet ink signed form to the Japan address. 


 
Mail address 
Attention: Commercial Card / TTS Onboarding 
Citibank, N.A., Tokyo Branch  
Shinjuku Eastside Square 8F  
6-27-30 Shinjuku Shinjuku-ku Tokyo Japan 
Zip Code: 160-8810 
 


APAC KOREA Local PA Form 


 
Mandatory Submission of Regulatory Documents: 
1) Along with the PA form you must provide the below supplement copies:  
   a. Copy of the New PA’s Employment Verification Certificate 


b. Copy of the New PA’s Identification (Passport, Country ID or Driver’s License) 
c. Corporate Seal Certificate (issued within 3 months) 
d. Copy of the Business Registration Certificate 
e. Letter of Consent on Collection, Use and Provision of personal (credit) information 


2) Enter the new PA's Identification Number (Passport, Country ID or Driver’s License #). 
3) Check off the KOREA Declaration & affix the Korean Corporate Seal. 
4) PA’s signature needs to be affixed on the top of the PA form and the company’s name 
stamp and corporate seal needs to be affixed on the bottom of the form. 
5) Courier mail the wet ink signed form & verification documents to the Korea address. 
 


ATTN:  
Card Operations Team 
JungAng Center of Excellence 
5 F, 24 Cheonggyecheon-ro, Jung-gu  
Seoul, Korea 100-180 
+82-2-2124-3804 


APAC MALAYSIA 
Global PA Form - 
US English 


 
1) Check off the ASIA Declaration. 
2) Enter the new PA's ID Number on the form. 
3) Certified true copy (CTC) of NRIC (for Malaysian/Permanent Resident) or for non-
Malaysians, an official document bearing the photograph of the PA (passport preferred). 
We accept Identification Document CTC by Authorized Signer or Company Secretary. 
4) Signature(s) on the form are required by the approved list of Board Resolution 
signatories for the legal entity. 
5) Email the signed & scanned copy to the Malaysia email address. 
 


Email to: ttsmycommcard@citi.com 
 
(Important: this is an inbound submission mail 
only, for status follow up please write in to 
CUSTOMERSERVICE.COMMCARDS@citi.com) 
 


APAC NEW ZEALAND 
Global PA Form - 
US English 


 
1) Check off the ASIA Declaration. 
2) Identification Verification: 
 
For New Zealand individuals: 
Certified true copy of New Zealand passport or certificate of identity 
Or: 
Certified true copy of New Zealand full birth certificate or New Zealand citizenship 
certificate and Certified true copy of New Zealand driver’s license 
Or: 
Certified true copy of New Zealand driver’s license 
PLUS, one of the following: 
    i. Document issued by a registered bank contacting the person's name and signature 
for e.g. credit/debit/eft pos card 
   ii. A bank statement issued by a registered bank not older than 12 months 
  iii. 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: 
Certified true copy of overseas passport or national identity card or a similar document 
containing the name, date of birth, a photograph and the signature of the person. 


ATTN: TTS Documentation Unit 
Citibank NA 
Level 24, 2 Park Street 
Sydney NSW 2000 
Australia +61-2-8225-0250 
 
 
Certification must be originals (wet ink) and be 
no more than 3 months old when received by Citi 
personnel. 
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Or: 
Certified true copy of citizenship certificate or birth certificate issued by a foreign 
government. 
PLUS, a certified true copy of a secondary or supporting form of photographic 
identification, for example: a valid and current international driving permit (not local 
driver’s license). 
 
 
Certification requirements: 
 
Certified within New Zealand: 
• Commonwealth representative (Ambassador, High Commissioner, etc. of a 
Commonwealth country) 
• An employee of the Police who holds the office of constable Justice of the Peace 
• Lawyer with a practicing certificate  
• Notary public 
• NZ honorary consul 
• Member of Parliament 
• Chartered accountant (within the meaning of section 19 of the New Zealand Institute of 
Chartered Accountants Act 1996) 
Certified overseas 
• Justice of the Peace 
• Lawyer with a practicing certificate  
• Notary public 
• Other persons legally able to certify documents in the country 
 
Please note that the information provided must be in English. 
 
3) Signature(s) are required by 2 directors or by 1 director + 1 company secretary. 
Alternatively, the company can nominate signatories through an Officer’s Certificate (or 
a Board Resolution if the Client desires), and then they will need to sign off on the form 
4) Courier mail the wet ink signed form & verification documents to the Australia address. 
 


APAC PHILIPPINES 
Global PA Form - 
US English 


 
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. 
 


16/F Citi Plaza 
34th St. cor. Lane D, 
Bonifacio Global City, 
Taguig, Metro Manila, 
Philippines, 1634 


APAC SINGAPORE 
Global PA Form - 
US English 


 
1) Check off the ASIA Declaration. 
2) Signature(s) on the form are required by the approved list of signatories nominated in 
the relevant Officer’s Certificate or equivalent document (or Board Resolution if the 
Client desires) 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 


APAC TAIWAN 
Global PA Form - 
US English 


 
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. 


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


APAC THAILAND 
Global PA Form - 
US English 


 
1) Check off the ASIA Declaration. 
2) A self-certified copy of passport (preferred) or ID issued by the national’s respective 
government is required for a non-Thai PA and a copy of a National ID is required for Thai 
citizens  
     • ID submitted must include full name, date of birth, ID number, and residential address 
     • To certify the copy of passport or ID issued by national’s respective government or 
agency belongs to the applicant, the applicant must sign below the copy of passport 
(signature must match that on the passport / national ID).  
3) Signature(s) on the form are required by the approved list of signatories nominated in 
the Officer’s Certificate (or Board Resolution if the Client desires) for the legal entity.  
4) Courier mail or deliver in person the wet ink signed form & verification documents to 
the Thailand address. 
 


Citibank, N.A. Bangkok Branch 
Commercial Cards Account Services Unit 
399 Sukhumvit Road 
Interchange 21 Building, 18th Floor 
Klongtoey Nua, Wattana 
Bangkok - 10110, Thailand 
 
Contact for Delivery by hand: 
+66 2 079 2796 or +66 2 079 2079 


APAC VIETNAM 
Global PA Form - 
Vietnam 


1)Check off the ASIA Declaration. 
2)Signature(s) on the form are required by the approved list of signatories nominated in 
the Officer’s Certificate or equivalent document (or Board Resolution if the Client desires) 
for the legal entity. 
3) The form must also be affixed with the Vietnam Company seal. 
4)Courier mail the wet ink signed form to either Vietnam address. 


 
Ho Chi Minh City: 
Citibank, N.A., Ho Chi Minh City Branch 
Attention: Implementation Team 
15th Floor, Sun Wah Tower 
115 Nguyen Hue, District 1 
Ho Chi Minh City 
Vietnam 
 
Hanoi: 
Citibank, N.A., Hanoi Branch 
Attention: Implementation Team 
12B Floor, Horison Tower 
40 Cat Linh Street 
Hanoi 
Vietnam 
 


EMEA 


 
Austria, Belgium, 
Bulgaria, Czech 


Republic, 
Denmark, 


Finland, France, 
Germany, 


Greece, Hungary, 
Ireland, Israel, 


Italy, 
Luxembourg, 
Netherlands, 


Norway, Poland, 
Portugal, 
Romania, 


Slovakia, Spain, 
Sweden, 


Switzerland.   
 


Global PA Form - 
US English 


1) Signature(s) on the form are required by whom the company designates as the 
appropriate person to sign and represent the legal entity (e.g. signatory listed on the 
Assignment of Responsibility Form, Officer’s Certificate etc.). 
2) Scan and send the form into your Implementation Manager or Client Account 
Specialist. 


New Programs - Implementation Manager 
 
Existing Programs - Client Account Specialist 
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IPC Programs: 
Bahrain, Estonia, 
Jordan, Kingdom 
of Saudi Arabia, 
Latvia, Lebanon, 


Lithuania, 
Morocco, Nigeria, 


Oman, Qatar, 
Tunisia, Turkey 


and UAE. 
 


EMEA EGYPT 
Global PA Form - 
US English 


1) Signature(s) on the form are required by the empowered signatories who have the 
power to delegate and commit the entity into agreements with the Bank as per the 
Commercial Register (or Board Resolution if the Client desires). 
2) Courier mail the wet ink signed form to the Egypt address. 


 
ATTN: The Manager, Account Services 
Boomerang Building,  
Plot 46, Zone J, 1st district,  
5th Settlement,  
New Cairo, Egypt 
 


EMEA KAZAKHSTAN 
Global PA Form - 
US English 


 


1) Company stamp and signature(s) on the form are required by the authorized company 
signatories assigned through the “Signature Card” for the legal entity. 
2) Include a national ID/passport copy for the PA. 


3) Include Data Protection, Disclosure Consent and Declaration, which will be sent 
separately by the Implementations team, signed by the PA. 


4) Courier Mail the wet ink signed forms to Citi Kazakhstan address. 
 


Citibank Kazakhstan at 41a Kazybek bi st, 
Almaty, Kazakhstan 


EMEA KENYA 
Global PA Form - 
US English 


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


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


EMEA KUWAIT 
Global PA Form - 
US English 


 
 
1) Signature(s) on the form are required by the person(s) who has the power to open, 
operate, borrow and sign / enter into agreements on behalf of the company with the 
Bank. 
2) Courier mail the wet ink signed form to the Kuwait address. 
 
 


ATTN: The Manager, Account Services 
Ahmed Tower, Building No. 1 
Arabian Gulf Street 
Kuwait 986 


EMEA NIGERIA 
Global PA Form - 
US English 


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


 
Citi Commercial Cards 
ATTN: The Manager, Account Services 
Citibank Nigeria 
Charles S. Sankey House 
27, Kofo Abayomi Street 
Victoria Island 
P.O.Box 6391 
Lagos, Nigeria 
 


EMEA PAKISTAN 
Global PA Form - 
US English 


 
Citi Commercial Cards 
Citibank N.A. Pakistan 
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1) Signature(s) on the form must be from an empowered signatory having the power to 
borrow and commit the entity into agreements with the Bank as per the Constitutive 
Documents (e.g. Officer’s Certificate or Board Resolution if the Client desires) 
2) In line with local regulation, biometric verification is required for all Program 
Administrators who are resident Pakistani Nationals. Please contact Citi via email 
at commercial.pk.cards@citi.com to schedule an appointment. 
3) Courier mail the wet ink signed and company stamped form to the Pakistan address 
along with a certified identity card copy (for Pakistani Nationals) or passport copy (for 
Foreign Nationals) of the program administrator. 
 


1st Floor, AWT Plaza 
I.I.Chundrigar Road 
Karachi, Pakistan 


EMEA RUSSIA 
Global PA Form - 
US English 


 
1) Signature(s) on the form are required by the authorized company signatories assigned 
through the “Signature Card” 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 
Global PA Form - 
US English 


 


1) Signature(s) on the form are required by the authorized signatory listed in the Board 
Resolution (if there is a previous Board Resolution on file) or in the Assignment of 
Responsibility form.  


2) Submission of Regulatory FICA Documents: 


a. South African Citizen PA FICA Requirements –  


i. Official greenbar-coded identification document  
ii. Proof of residence (e.g. utility bill), not older than 3 months.  
iii. A photo ID document with 2 telephone numbers mentioned (e.g. Driver’s 


License).  


The above documents must be submitted as a copy and be certified by a commissioner of 
oaths. 


b. International PA FICA Requirements - Certified copy of  


i. Passport or any other identification document issued by the government 
that contains a photo and unique number (e.g. Driver’s License).  


ii. Proof of residence (e.g. utility bill), not older than 3 months.  
iii. A photo ID document with 2 telephone numbers mentioned (e.g. Driver’s 


License) 


Note: Proof of residence and ID with contact details (ii and iii) are not required if they are 
written on the PA’s ID / Passport copy. 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 person’s 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 South 
Africa address. 
 


Attention: Account Services 
Citibank N.A. South Africa  
145 West Street, Sandown,  
Sandton 
2196 
South Africa 


EMEA 
TURKEY - 
CITIZENS 


Global PA Form - 
US English 


 
After filling-in the form, please kindly make sure that the below check-list is satisfied. 


o In accordance with the company’s signatory circular: All pages should be signed 


by the authorizing officer and these signatures should be placed on the company 


stamp/legal name if necessary. 


 
Please share the soft copy of the form and the 
certified passport copy with your dedicated 
Customer Account Specialist (CAS) or 
Relationship Manager (RM) prior to sending the 
hard copies to Citibank Turkey so that it can be 



mailto:commercial.pk.cards@citi.com
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o The authorizing officer should have the authorization to make transactions on 


behalf of the company and to delegate its powers to third parties. The 


authorizing officer might need to write “on behalf of company name”, as a result, 


details regarding these rights should be checked with Citibank A.Ş. prior to wet-


signature 


o Program Administrator should only sign inside its dedicated box. 


o All spaces with “*” should be completed. 


o There shouldn’t be a third person’s signature and/or paraph. 


The form should be accompanied by an official ID document of the program administrator 


whom the form is being filled for. 


 


ID Details are below: 


 
1) Scanned National Identity Document or Driving License of the PA.  
2) RM (or any other Citi employee) has to see the original and certify the copies; if not 
then those documents have to be certified through Notary Approval. 


checked whether they satisfy the requirements. 
Following the confirmation from Citibank Turkey 
Card Operations Team 
(kartoperasyon@citi.com), hard copies of both 
documents should be send to the below address. 
The tracking number of the post and the post 
company’s name should be shared with Citibank 
Turkey Card Operations Team’s mail address. 
The process of your post can only begin when 
the hard copies of both documents are received. 


 
Address for documents delivery: 
Kart Operasyon Merkezi 
Allianz Tower 
Küçükbakkalköy Mahallesi 
Kayişdaği Caddesi No: 1 Kat:2-3 
34750 Ataşehir Istanbul   
Turkey 


 
CTC should be done as below:  
 
-“Certified True Copy” or “original seen by” 
should be written  
-The name and surname of the Citi Officer should 
be written  
-Signature & SOEID should be written 
 


EMEA 
TURKEY – NON-
CITIZENS 


Global PA Form - 
US English 


 
After filling-in the form, please kindly make sure that the below check-list is satisfied. 


o In accordance with the company’s signatory circular: All pages should be signed 


by the authorizing officer and these signatures should be placed on the company 


stamp/legal name if necessary. 


o The authorizing officer should have the authorization to make transactions on 


behalf of the company and to delegate its powers to third parties. The 


authorizing officer might need to write “on behalf of company name”, as a result, 


details regarding these rights should be checked with Citibank A.Ş. prior to wet-


signature 


o Program Administrator should only sign inside its dedicated box. 


o All spaces with “*” should be completed. 


o There shouldn’t be a third person’s signature and/or paraph. 


The form should be accompanied by an official ID document of the program administrator 


whom the form is being filled for. 


 


ID Details are below: 


 
Please share the soft copy of the form and the 
certified passport copy with your dedicated 
Customer Account Specialist (CAS) or 
Relationship Manager (RM) prior to sending the 
hard copies to Citibank Turkey so that it can be 
checked whether they satisfy the requirements. 
Following the confirmation from Citibank Turkey 
Card Operations Team 
(kartoperasyon@citi.com), hard copies of both 
documents should be send to the below address. 
The tracking number of the post and the post 
company’s name should be shared with Citibank 
Turkey Card Operations Team’s mail address. 
The process of your post can only begin when 
the hard copies of both documents are received. 


 
Address for documents delivery: 
Kart Operasyon Merkezi 
Allianz Tower 
Küçükbakkalköy Mahallesi 
Kayişdaği Caddesi No: 1 Kat:2-3 
34750 Ataşehir Istanbul   
Turkey 



mailto:kartoperasyon@citi.com

mailto:kartoperasyon@citi.com
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1) Resident Permit ID and passport of the PA  
2) RM (or any other Citi employee) has to see the original and certify the copies, if not 
then those documents have to be certified through Apostille. 


 
CTC should be done as below:  
 
-“Certified True Copy” or “original seen by” 
should be written  
-The name and surname of the Citi Officer should 
be written  
-Signature & SOEID should be written 
 


EMEA 
TURKEY – NON-
TURKISH 
NATIONALS 


Global PA Form - 
US English 


 
After filling-in the form, please kindly make sure that the below check-list is satisfied. 


o In accordance with the company’s signatory circular: All pages should be signed 


by the authorizing officer and these signatures should be placed on the company 


stamp/legal name if necessary. 


o The authorizing officer should have the authorization to make transactions on 


behalf of the company and to delegate its powers to third parties. The 


authorizing officer might need to write “on behalf of company name”, as a result, 


details regarding these rights should be checked with Citibank A.Ş. prior to wet-


signature 


o Program Administrator should only sign inside its dedicated box. 


o All spaces with “*” should be completed. 


o There shouldn’t be a third person’s signature and/or paraph. 


The form should be accompanied by an official ID document of the program administrator 


whom the form is being filled for. 


 


ID Details are below: 


 
1) Certified passport copy 
2) If PA is residing: 


o In FATF member country: RM (Relationship Manager) in that country has to 
certify your passport copy via Certified True Copy (CTC) process. CTC 
should be done in a face-to-face meeting between the PA and the RM. 
Following the confirmation, RM should write his/her Name, Surname, SOEID, 
Signature, CTC on the photocopy of the PA’s passport. 


o In non-FATF country: The passport has to be certified through Apostille 
approval. Apostille process varies from country to country. PA should get 
in touch with the relevant government body to learn about how to obtain 
this document.  


 
* FATF (Financial Action Task Force) member countries can be viewed here.  
* Apostille (Convention de la Haye – 5 October 1961) member countries can be viewed here.  
 


 
Please share the soft copy of the form and the 
certified passport copy with your dedicated 
Customer Account Specialist (CAS) or 
Relationship Manager (RM) prior to sending the 
hard copies to Citibank Turkey so that it can be 
checked whether they satisfy the requirements. 
Following the confirmation from Citibank Turkey 
Card Operations Team 
(kartoperasyon@citi.com), hard copies of both 
documents should be send to the below address. 
The tracking number of the post and the post 
company’s name should be shared with Citibank 
Turkey Card Operations Team’s mail address. 
The process of your post can only begin when 
the hard copies of both documents are received. 


 
Address for documents delivery: 
Kart Operasyon Merkezi 
Allianz Tower 
Küçükbakkalköy Mahallesi 
Kayişdaği Caddesi No: 1 Kat:2-3 
34750 Ataşehir Istanbul   
Turkey 
 
CTC should be done as below:  
 
-“Certified True Copy” or “original seen by” 
should be written  
-The name and surname of the Citi Officer should 
be written  
-Signature & SOEID should be written 
 



https://www.fatf-gafi.org/countries/#FATF

https://www.hcch.net/en/instruments/conventions/status-table/?cid=41

mailto:kartoperasyon@citi.com
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EMEA 
UNITED ARAB 
EMIRATES 


Global PA Form - 
US English 


1) Authorizing Signatory needs to be empowered by delegation and operating powers as 
per the relevant statutory document (Power of Attorney or Board Resolution if the Client 
desires) 
2) The “Company Name” field needs to bear the Name of the Company identical to the 
executed Commercial Cards Agreement. 
3) Courier Mail the wet ink signed form to the Dubai address on the right. 
 
Note: No hand-written notes / filling on the PA form is allowed with the exception of wet-
ink signatures, which need to march with the Signature Card maintained by the Bank. 
 


Citibank N.A. 
ATTN: Commercial Cards Operations Team 
P.O. Box 749 
2nd Floor, Al Wasl Building 
Oud Metha 
Dubai UAE 


EMEA 
UNITED 
KINGDOM 


Global PA Form - 
US English 


 
1) Signature(s) on the form are required by the authorized company signatories assigned 
through the separate Authorizing officer form for the legal entity (e.g. signatory listed on 
the Assignment of Responsibility Form, Officer’s Certificate etc.). 
2) Scan and send the form into your Implementation Manager or Client Account 
Specialist. 
 


New Programs - Implementation Manager 
 
Existing Programs - Client Account Specialist 


EMEA UKRAINE 
Global PA Form - 
Ukraine 


 
1) The Ukraine version of the form must be used.  
2) Signature(s) on the form are required by the authorized company signatories assigned 
through the “Signature Card” for the legal entity. 
3) Courier Mail the wet ink signed form to the Ukraine address. 
 


PJSC “Citibank” 
Client Delivery Team 
16G, Dilova Street,  
Kyiv, 03150, Ukraine 


LATAM ARGENTINA 
Global PA Form - 
Argentina 


 
1) Sign the required fields at the bottom of the form and initial all pages. Signature(s) on 
the form are required by whom the company designates as the appropriate person to 
sign and represent the legal entity (e.g. signatories listed on the Assignment of 
Responsibility form, Officer’s Certificate etc.) 
2) Select the country: Argentina & Check off the Argentina Declaration. 
3) Courier Mail the wet ink signed form to the Argentina address. 
 


Bartolomé Mitre 530 Primer Subsuelo 
Documentación 
1036 Buenos Aires, Argentina 


LATAM BRAZIL 
Global PA Form - 
Brazil 


 
1) The Brazil version of the form must be used. Please contact your Citi Brazil 
representative for the Brazil form. 
2) Signature(s) on the form are required by whom the company designates as the 
appropriate person to sign and represent the legal entity (e.g. signatories listed on the 
Assignment of Responsibility form, Officer’s Certificate etc.) 
3) Courier Mail the wet ink signed form to the Brazil address. 
 


Banco Citibank S / A 
A/C Área GCD/Canais de abono 
Av Paulista 1111 -. 13th floor 
Bela Vista 
Sao Paulo-SP 01311-910 


LATAM COSTA RICA 


Global PA Form - 
Costa Rica, 
Guatemala, 
Panama 


 
 
1) The Spanish Version of the form must be used. In the top drop-down of the Spanish 
Form, select the option "Programas Locales de Centro América (Local Central America 
Programs)" 
   i. Select “Costa Rica” in the PA Information section 
2) Signature(s) on the form are required by whom the company designates as the 
appropriate person to sign and represent the legal entity (e.g. signatories listed on the 
Assignment of Responsibility form, Officer’s Certificate etc.) 
3) Courier Mail the wet ink signed form to the Costa Rica address. 
 
 


Banco CMB (Costa Rica), S.A.  
TTS Client Operations 
Avenida Próspero Fernandez 
Edificio Plaza Tempo, Torre B, 5to nivel 
Escazú, Costa Rica 10203 
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LATAM COLOMBIA 
Global PA Form - 
Spanish 


 
1) The Spanish Version of the form must be used. In the top drop-down of the Spanish 
Form, select the option "Programas Locales de Centro América (Local Central America 
Programs)" 
   i. Select “Colombia” in the PA Information section 
2) Signature(s) on the form are required by whom the company designates as the 
appropriate person to sign and represent the legal entity (e.g. signatory listed on the 
Assignment of Responsibility form, Officer’s Certificate etc.) and the Program 
Administrator. Form submissions should include:  
   i. Signatory(s) and PA’s fingerprints (must be either the index finger or the thumb)  
  ii. Copy of Signatory(s) and PA’s ID  
3) Courier Mail the wet ink signed form to the Colombia address. 
 


Citibank Colombia S.A.  
Calle 13 No.65A-83, Edificio FIVA 
Bogotá, Colombia 
Atn: Tarjetas Comerciales – Área de Operaciones 


LATAM 
DOMINICAN 
REPUBLIC 


Global PA Form - 
Spanish 


 
1) The Spanish Version of the form must be used. In the top drop-down of the Spanish 
Form, select the option "Programas Locales de Centro América (Local Central America 
Programs)"  
   i. Select “Dominican Republic” in the PA Information section 
2) Signature(s) on the form are required by whom the company designates as the 
appropriate person to sign and represent the legal entity (e.g. signatory listed on the 
Assignment of Responsibility form, Officer’s Certificate etc.) 
3) Courier Mail the wet ink signed form to the Dominican Republic address. 
 


Citibank NA Sucs. República Dominicana 
Atn Kathia Encarnacion/Lucila Tavarez 
Ave Winston Churchill No. 1099 
Citi Tower in Acropolis Center 
24th Floor 
Santo Domingo, Dominican Republic 


LATAM EL SALVADOR 
Global PA Form - 
Spanish 


 
1) The Spanish Version of the form must be used. In the top drop-down of the Spanish 
Form, select the option "Programas Locales de Centro América (Local Central America 
Programs)" 
   i. Select “El Salvador” in the PA Information section 
2) Signature(s) on the form are required by whom the company designates as the 
appropriate person to sign and represent the legal entity (e.g. signatory listed on the 
Assignment of Responsibility form, Officer’s Certificate etc.) 
3) Courier Mail the wet ink signed form to the El Salvador address. 
 


Relationship Support Unit – Citibank N.A., 
Sucursal El Salvador 
Edificio Palic 
Alameda Enrique Araujo y Calle Nueva No. 1, Col 
Escalón  
San Salvador, El Salvador 


LATAM GUATEMALA 


Global PA Form - 
Costa Rica, 
Guatemala, 
Panama 


 
1) The Spanish Version of the form must be used. In the top drop-down of the Spanish 
Form, select the option "Programas Locales de Centro América (Local Central America 
Programs)" 
   i. Select “Guatemala” in the PA Information section 
2) Signature(s) on the form are required by whom the company designates as the 
appropriate person to sign and represent the legal entity (e.g. signatory listed on the 
Assignment of Responsibility form, Officer’s Certificate etc.) 
3) Courier Mail the wet ink signed form to the Guatemala address. 
 


Relationship Support Unit – Citibank N.A. 
Sucursal Guatemala, 15 calle 1-04 zona 10, 
Céntrica Plaza Torre 1, Nivel 8, Guatemala 


LATAM MEXICO 
Global PA Form - 
Mexico 


 
1) Click “Mexico” from the list of countries at the top of the form. Ensure that the logo 
changes to the Citi Banamex logo. 
2) Sign the required fields at the bottom of the Banamex form. 
3) Signature(s) on the form are required by whom the company designates as the 
appropriate person to sign and represent the legal entity (e.g. signatory listed on the 
Assignment of Responsibility form, Officer’s Certificate etc.) 
4) Provide a scanned copy of the Program Administrator’s Proof of Home Address and a 
Valid ID.  
5) Email the scanned documents & signed Citi Banamex form to the address provided. 


New Programs - Implementation Manager 
 
Existing Programs – mail the form to:  
Torre Anseli | Av. Revolución 1267, Piso 11 
Ventanilla Trade 
Colonia Los Alpes 
Ciudad de México 
CP 01010 
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LATAM PANAMA 


Global PA Form - 
Costa Rica, 
Guatemala, 
Panama 


 
1)  The Spanish version of the form must be used.  In the top drop-down menu select 
"(Programas locales de América Latina / Local Latin America Programs)".                               
i. Select "Panama" in the PA Information Section                                                                               
 
2) Signature(s) on the form are required by whom the company designates as the 
appropriate person(s) to sign and represent the legal entity (e.g. signatory listed on the 
Assignment of Responsibility form, Officer's certificate, etc.).  
- If the authorized signer(s) is/are in another country at the time of signing the document, 
it must be notarized and apostilled or legalized at the Consulate of Panama in that 
country.  If the Global PA Form has been signed in Panama by the Authorized Signee, 
client must send two originals of the document (both signed in wet ink).  One of the 
originals will be returned to the client, once the document has been notarized.  
- If Authorized Signees are Panamanian, simple copy of their local personal ID (cedula) 
must be provided.  If they are not Panamanian, a simple copy of the page of their 
passport with the last entry stamp is required in order to evidence they were in Panama 
at the time of signing the Global PA Form.                                                
 
3) Courier Mail the wet ink signed form to the Panama address. 
 


TTS Client Operations 
Citibank N.A. Panama Branch 
Torres de las Americas, 14th Floor, Tower B 
Calle Punta Darien y Punta Coronado, Panama 
Phone:  210 5900 


LATAM PERU N/A 


 
Please contact your local Peru representative to setup the Peru Program Administrator. 
Note: PA information is captured in the Global Requirements Grid. 
 


Citibank del Perú S.A. 
Av. Canaval y Moreyra 480 
Piso 3, Lima 27, Perú 


LATAM PUERTO RICO 
Global PA Form - 
Puerto Rico 


1) Sign the required fields at the bottom of the form. 
2) Signature(s) on the form are required by whom the company designates as the 
appropriate person to sign and represent the legal entity (e.g. signatory listed on the 
Assignment of Responsibility form, Officer’s Certificate etc.) 
3) Email the signed & scanned form or post-mail the form to the Puerto Rico address. 


 
Email Signed & Scanned Forms to: 
ccardspacsv@citi.com  
Or Post Mail to: 
Citibank, N.A. 
ATTN: Documentation Unit 
PO BOX 70301 
San Juan, PR 00936 
 


NAM 
CANADA & 
UNITED STATES 


Global PA Form - 
US English 


1) Check off Acknowledgement of Canada Declaration and/or USA Terms & Conditions. 
2) Sign the required fields at the bottom of the form.  
3) Signature(s) on the form are required by whom the company designates as the 
appropriate person to sign and represent the legal entity (e.g. signatory listed on the 
Assignment of Responsibility form, Officer’s Certificate etc.) 


 
New Programs: Upload the completed form to 
your company Library folder in CitiManager; or 
send the form via email to your assigned 
Implementation Manager (IM). 
 
Existing Programs: Upload the completed form 
to your company Library folder in CitiManager; 
or send the form via a