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Annexure

The below are the list of User manuals that you can refer to

S.No ‘ User Manual Name Description

1 Register as Online User This manual is prepared to help you navigate through the
Federal Tax Authority (FTA) website and create an
EmaraTax account with the FTA.

2 Manage online user profile This manual is prepared to provide you an understanding
on Login process, user types, forgot password and modify
online user profile functionalities.

3 User Authorisation This manual is prepared to provide you an understanding
on Account Admin, Online User, and Taxable Person
account definitions and functionalities.

4 Taxable person dashboard This manual is prepared to help the following ‘Taxable
person’ users to navigate through their dashboard in the
Federal Tax Authority (FTA) EmaraTax Portal:

e Registered for VAT

e Registered for Excise

¢ Non-registered Taxpayer

e Tax Group

e Warehouse Keeper

e Freight Forwarder/VAT Clearing Company (TINCO)

e Excise Tax Clearing Company (TINCE)

5 Link TRN to email address This manual is prepared to help you navigate through the
Federal Tax Authority (FTA) website to Link TRN to New
Email Address.
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Navigating through EmaraTax v s

The Following Tabs and Buttons are available to help you navigate through this process
Button Description

In the Portal

This is used to toggle between various personas within the user
@ User types profile such as Taxable Person, Tax Agent, Tax Agency, Legal
Representative etc

::]}) This is used to enable the Text to Speech feature of the portal

This is used to toggle between the English and Arabic versions of the
portal

This is used to decrease, reset, and increase the screen resolution of
-A A +A the user interface of the portal
|

English ke

8 This is used to manage the user profile details such as the Name,
Manage Account Registered Email address, Registered Mobile number, and password
This is used to log off from the portal
Q Log Out

In the Business Process application

This is used to go the Previous section of the Input Form
Previous Step

This is used to go the Next section of the Input Form
Next Step

This is used to save the application as draft, so that it can be
Save as Draft completed later

o This menu on the top gives an overview of the various sections within
o ° the. All the sections need to be completed in order to submit the
application for review. The Current section is highlighted in Blue and
the completed sections are highlighted in green with a check

The Federal Tax Authority offers a range of comprehensive and distinguished
electronic services in order to provide the opportunity for taxpayers to benefit from
these services in the best and simplest ways. To get more information on these
services Click Here
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Review and Declaration ...t s an e s aane 25
Post ApPlication SUDMISSION ... s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s 27
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Introduction
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This manual is prepared to help the applicant who can be a Tax Agency
registrant to navigate through the Federal Tax Authority EmaraTax
portal to submit their Tax Agency registration application. A Tax
Agency allows Taxable Person to facilitate the Tax return filing.

You are required to perform the selection of the user type before
proceeding for the Tax Agency registration at EmaraTax portal.

Federal Tax Authority Register Tax Agency - Taxpayer User Manual Page 5
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Login to EmaraTax

) L i @E @
hrorren ey
@ eme

welcome to the new e-CTS ¥

United Arab Emirates

Login
Welcome to the Federal Tax Authority

Login with FTA account Login with your Emirates ID
New Here? Emal Address
UAE Pass provides single trusted digits! identity solution for service providers

If you are not registered, please signup here.

up

2 diod)l Aol
(@ Uae pass

iyt L) & oLaill gl
FEOERAL TAX AUTHORITY

e  You can login into the EmaraTax account using your login credentials or using UAE Pass. If you
do not have an EmaraTax account, you can sign-up for an account by clicking the ‘sign up’
button. If you have forgotten your password, you can use the “forgot password” feature to
reset your password.

e If you login via your registered email and password, on successful login, the EmaraTax online
user dashboard will be displayed. If you had opted for 2 factor authentication, you will be
required to enter the OTP received in your registered email and mobile number to
successfully login.

e If you wish to login via UAE Pass, you will be redirected to UAE Pass. On successful UAE Pass
login, you will be redirected back to the EmaraTax online user dashboard.

Federal Tax Authority Register Tax Agency - Taxpayer User Manual Page 6
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Select User Type
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e training_ay@abc.com v n oo | A A +A
User Profile
Please select the relevant purpose(s) for using e-CTS portal
L]
@ ’
Taxable Person Tax Agents Tax Agency Special Refunds
A Person who is subject to Tax Any Person registered with the Any legal entity which has a
under the provisions of the Authority in the Register, who is trade license to operate as a Tax
relevant Tax Law appointed on behalf of another Agency
Person to represent him before
Proceed
Step Action

Select the checkbox for Tax Agencies to choose the User Type as 'Tax Agency'.

[ )
e  (Click ‘Proceed’ to continue to the home page.
(1) e If you are already VAT registered, you will not get the same page directly.

i)
IINSZ
.l

e
AN

(
Wl
g

United Arab Emirates
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Tax Agency Tile

O noining_tymenc.com n vsertyee ) ouc [0 AR

= tom
S HOME .

Required Actions Most Used Services
2 omhen services

Due Date Description B siom e Process >
MY CORRESPONDENCE
o No data

. v
Overview More Tax Types

Tax Agency Details

My Reports

QUICK LINKS OTHER LINKS
il d U @ glsidla iy g il
FEDERAL TAX AUTHORITY

What's New (&

FOLLOW US

OmY s

foral Tax Authority. FaGs 1B

Contact Us 1B Contact Us

Step Action

Click ‘Register’ on the Tax Agency tile to initiate the Tax Agency registration application.

(1)
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Guidelines and Instructions

B usseTipe Q) | wne

E%

- Tax Agency Registration

No. of form Sections
6 sactions

g Expected time to complete this spplication =Y Expected fees for this service
@7y Drecs [, Drese

Required Documents
1wl 4 nacassary for you 15 prepars the fallowing informatian in an
. Trad lcs o

Required Templates

¢ and includs 1t In your

by the Department of Economic Developmart, “DED")

. P respect oy
~ It is not mandatary for you to upload extra information if you have already provided us with a valid UAE Trade Licence and/or Certificate of lncorporation.
Depending on the basis o which you ars rogistaring, other Felovant documsnts may include:

* Partnersnio

. mirates ID
Accepted file types are BOF, JBG, PNG, Excel and JPEG. The

Service Details
About the service
Eligibility Criteria
Service steps

FAGS

@ | confirm that | have read the above instructions and guidelines

Back

g Il

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements related to Tax Agency registration in the UAE. It also provides guidance on what
information you should have in hand when you are completing the Tax Agency registration
application.

= ome = TaxAgency Registration

Tax Agency Registration

No. of form Sections. = Expected time to compiete this application
2 &

_;_-_.; Expected fees for this service

Free of charge

Required Documents
Required Templates v
na

. A y €5 1D of the owner or a scann
Accented W types are POF, JPG, PNG, Excel and JPEG, The Inividual file 5128 it is § MB.

Service Details
About the service
Eligibility Criteria
Service steps

FAGS

I @ | confirm that | have read the above instructions and guidelines K

0

Step Action

You are requested to read through the terms and conditions carefully. Once satisfied, you are
requested to click checkbox to agree the terms and conditions.

(1)
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= ome = Tax Agency Registration

., Tax Agency Registration
& No. of form Sections Expected time to complete this appiication =
TR Gy S -

Required Documents

Expected fees for this service
Eree of charge

= Required Templates 1wl B4 nacessary foe you 15 prepans the fallowing Informatian i an
= s th

e in respect of you

extra information

Service Details
About the service
Eligibility Criteria
Service steps

FAGS

@ | confirm that | have read the above instructions and guidelines

¢ and includs 1t In your
- the Departs

Back

Step Action

(1) Click ‘Start’ to initiate the Tax Agency Registration application

Federal Tax Authority Register Tax Agency - Taxpayer User Manual
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Trade License Details

United Arab Emirates

Tax Agency Details

5 you have 2 Trade License?

) vos

Do you have a Trade License that allows you to operate as Tax Agency?

ho

o) Yes o

Step Action
(1) e Select ‘Yes’ if you have a Trade License that allows you to operate as a Tax Agency.
e  C(Click 'proceed' to continue.

Federal Tax Authority Register Tax Agency - Taxpayer User Manual Page 11
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Applicant Details Section
e Q)

United Arab Emirates

[ — [

e The application is divided into a number of short sections which deal with various aspects of
the registration process. The progress bar displays the number of sections required to
complete the application. The section you are currently in is highlighted in blue. Once you
progress to the next section successfully, the previous section will be highlighted in green.

e In order to move from one section to the next, all mandatory fields of the current section
must be completed. Any field that is not marked as ‘Optional’ is mandatory and must be filled
out in order to move to the next section.

e Ensure that data you enter in the application is identical to the relevant supporting
documents in order to avoid rejection or resubmission of your application.

SEi nﬁ

|~ e

Step Action

Enter your Trade License details

(1)

Federal Tax Authority Register Tax Agency - Taxpayer User Manual Page 12
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[ - N - |
Step Action
(1) e  Enter details of your certificate of incorporation
e  Upload supporting documents.

Tax Agency Registration

]

[ — [

Click on the ‘Save as draft’ button to save your application and return to continue working on
your application later.

Click on ‘Previous Step’ to move to the previous section.

Click on ‘Cancel’ to cancel the application without saving.

Federal Tax Authority

Register Tax Agency - Taxpayer User Manual
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g United Arab Emirates
S

]

Step Action

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the next
section.

(1)
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Identification Details Section

Tax Agency Registration
° ° : . : :
- Aspicant Details aentication Getails Contact Detaits Tk Agency Details Autortzea ew
Sianatory Dectaration
Identification Details
e - L]
et v
Licenaa tssue dat Licanse Expiry Date o
" a =
Lagal Narma in English @  Losaiame in Aratic [}
. ot 1 04 UL A5
Trade Nams in Englsh (optianaly ©  rss Hame in Avabic coptions o
Drag les here
M il size: 15 MB Focmats: $OF, BOE Max No.of Fies -3

Step Action

(1) Enter your main trade license details.

Tax Agency Registration

Trade Name in Engish (optianaiy @  Trade Hame in Asabi optianal) o

pload copy of Trade License
L addpviewn Erag fle here

Ma e size: 15 MB Farmats: PDF, BOC Max No. of Flles : 3

Business Activity Details

Business Activitio Activity Code Actions

=y Incstey s Grovp Subgroup siness actiition
No data o u

Owners List
O o ey o e A 0 Mormber Sharsholding Percontage Al

No data

Local Branch Details

Do you have branches in UAE?

O™
e s

Step Action

Click ‘Add Business Activities’ to enter the business activity information associated to the trade
(1) license.

Federal Tax Authority Register Tax Agency - Taxpayer User Manual Page 15
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Business Activities

ngustry

Manutacturing

Sub-Grovp

(i<

b5 this  primary activity?

Step Action

®) ves No

(1)

Enter the mandatory business activity information and click on 'Add".

Business Activities

e  The activity code will be populated by the system.
e Ensure that the information about all your business activities is included.

Federal Tax Authority

Register Tax Agency - Taxpayer User Manual
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v ia
Home » Tax Agency Registration

Tax Agency Registration

Trade Nama in Engiish (aptional)

Uplaad copy of Trade License
1 adaiviewtn
Ma e size: 15 MB
Business Activity Details

Primary
= Industry

. Manutacturing

Owners List

Ouner Type

Local Branch Details

Do you have branches in UAET

Yes (@) Mo

Farmats: PDF, BOC

Guner name in English

@  rode Hame in Arabic opiansh

Brag Fles here

Max No. of Flles : 3

Main Graup Subgroup

Manufscture P B . 2

Business Activities

Owner nama in Arabic D Murmber

No data

+ Ad Business Activities

Activity Code Actions
1010
Sharshalding Percentage Actions

Previous Step

Step Action

(1) Click ‘Add Owners’ to enter the Owner information associated to the trade license.

Owner Datails

Owner Type

Lagal Persan

Legal Name in Arabic

Tradke Name in Arabic

Teacie Licanse Issuing Authonty

Tradie Licanse Numtser

Dubai Departmant of Economic Development

Tradie License Expiry date

54554

Upload copy of Trade License

‘Sharehaiding Percentage

*

Step Action

I naarnewe

Max Fil size 115 MB.

Drag files here

Formats: PDF, DG Mo Mo, of iles 1 3

(1)

Enter the mandatory Owner information and click on 'Add".

Federal Tax Authority

Register Tax Agency - Taxpayer User Manual
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= ome = TaxAgency Registration

Tax Agency Registration

Trade Nama in Engiish (aptional)

Uplaad copy of Trade License

1 adaiviewtn

Ma e size: 15 MB

Business Activity Details

Primary

= Industry

. Mar

Owners List

Ouner Type

Legal Person

Local Branch Details

@  rode Hame in Arabic opiansh

Brag Fles here

Farmats: PDF, BOC Max No. of Flles : 3

Subgroup

5 2
Guner name in English Owner nama in Arabic D Murmber
ABC Agency Co o g g 454554

00 you have branches in UAET

o ves no

Activity Code

1010

Sharshalding Percentage

100.00

Provious Siep

©

Step Action

-+ Add Business Activities

-
[+
.

Select ‘Yes’, if you have one or more branches, and add the local branch details. For each branch,
(1) enter the trade license details and associated business activities and owners list.

= ome = TaxAgency Registration

Tax Agency Registration

Trade Nama in Engish optional)

Uplosd copy of Trade License

Max e size: 15 MB

Business Activity Details

Primary

— Ingustry

. Manutatturing

Owners List

Ouner Type

Legal Person

Local Branch Details.

00 you have branches in UAET

o ves no

@  toodo Namoin Arabic foptinsl)

Formats: POF, BOC Max No, of Files : 3

Main Group Subgroup Business Activities

Manufacturs of foad products a e

Guner name in English Ovener name in Arabic D Hurmber

ABC Agency Co o g 54554

of meat

Activity Code

w010

Sharsholding Percentage

100.00

Provious Step

UserType o) | wne I:u

Actions

-
(% |
.

Branches are not legally distinct from the wider entity to which they belong. Therefore, registration
will not be made in the name of a branch but in the name of the head office where it meets the
relevant criteria. Even if you are operating via branches in more than one Emirate, only one Tax
Agency registration is required.

Federal Tax Authority

Register Tax Agency - Taxpayer User Manual
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= ome = TaxAgency Registration

Tax Agency Registration

Trade Nama in Engiish (aptional)

Uplaad copy of Trade License
1 adaiviewtn

Ma e size: 15 MB

Business Activity Details

Primary
= Industry

Owners List

Ouner Type

Legal Person

Local Branch Details

00 you have branches in UAET

) ves no

Provious Siep

@  rode Hame in Arabic opiansh

Brag Fles here

Farmats: PDF, BOC Max No. of Flles : 3

-+ Add Business Activities

Subgroup Activity Code Actions
- - of mest 1010 n
+ Add Cwner .
uner name in Engisn Qwner name in Arabic 10 Mumiser Sharshoicing Percentage actions
ABC Agency Co R asassd 100.00

Step Action

(1) section.

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the next

Federal Tax Authority

Register Tax Agency - Taxpayer User Manual

Page 19

‘n.‘-.‘

T\
i 4
VDY
S
United Arab Emirates



il A 1 @ slailldsag I

FEDERAL TAX AUTHORITY

Contact Details

Tax Agency Registration

o° o° )

Gantact Detaits

Aoolicant Details aentiication Details

Contact Details

UssrType ) | wne I:“

4 s 6
Tax Agency Detalls Autmonzea Review &
Signatory Declaration

Country

Unitsdl Arab Emiratas

Streat

Country Coce Mabita Number

971 ( Lnited Arabs Emirates v | [earesem

EmanD

Lainiony_tydabe com

B Fare & Noriber
- o
arss
@  counrycone Lanane rumber
<471 (urited Aret Emwates v | [ seresasz
#0 Box
= |

Provious Siep

Step Action

(1)

Enter the address of the business here.

= Home » Tax Agency Registration
Tax Agency Registration
o° o° °
Aspicant Details aentitication Details Cantact Detais
Contact Details
Country

Unitsdl Arab Emiratas

Streat

Country Coce Mabita Number

971 ( Lnited Arabs Emirates v | [earesem

EmanD

Lainiony_tydabe com

UssrType ) | wne I:“

4 s 6
Tax Agency Detalls Autmonzea Review &
Signatory Declaration

Buikding Name & Number

@  counrycone

971 { United! Arats Emirates v

0.

Provious Siep

carried out.

Do not use another company’s address (for example, your accountant). If you have multiple
addresses, provide details of the place where most of the day-today activities of the business are

Federal Tax Authority

Register Tax Agency - Taxpayer User Manual
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@ United Arab Emirates

Tax Agency Registration

o o o 4 s B
Gantact Detaits Tax Agency Detalls Autmonzea

Aoolicant Details aentiication Details Review &
Signatory Declaration

Contact Details

Counry Buikding Name & Number

Unitsdl Arab Emiratas ~ o

Streat area

971 ( Lnited Arabs Emirates v | | es7ssam 971 { United! Arats Emirates v

Step Action

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the next
section.

Federal Tax Authority Register Tax Agency - Taxpayer User Manual Page 21
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Tax Agency Details

United Arab Emirates

E

Declasation

Tax Agency Details
Ploase select the date your Business was extablished or commenced cperations in the USE? Haws many persons do you currently employ?
I your Business registered with any professicnal body?
. ves No.
A a mich tax refatea proessional boay
Ploase estimate the percentagel’th of your smployoes who are, indivicually members of a professional body

| ]

Step Action

(1) Enter the details of the Tax Agency.

e o - R

etais Authorized
Signatory

Tax Agency Details

Poass salect the date your Business was estabished or ComMMeNced SRSTAtiGns in ths UAE? Haws many parsons o you cumantly smplay?

15 your Business registered with any professicnal body?

o v () o n

ryes, please incicate which tax related professional body

Ploass estimate the percentage(’t) of your smployees who are, indivicually members of a professional body

Provieus Step

Step Action

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the next
section.

(1)
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5\

B

il A 1] dgslaidlafag I i
=
FEDERAL TAX AUTHORITY i%'//ll\\\‘\:."r
’*I\«ﬂuq\:\»‘\
A t h [} d S [} t United Arab Emirates
Tax Agency Registration
. ©° o° o° o’ o s
1] customize Cotumns 2 Search
= = = = = )
0]
Step Action
(1) Click on 'Add Authorized Signatory', to enter the Authorized Signatory details.
Step Action
(1) e  You can add one or more authorized signatory.
e  After completing all mandatory fields, click ‘Add’ button to save and proceed.
Federal Tax Authority Register Tax Agency - Taxpayer User Manual Page 23
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Tax Agency Registration

o° o° o° o°

Aoolicant Details aentiication Details Gantact Detaits Tax Agency Detalls

Review &
Declaration

Autheorized Sianatery

Authorized Signatory list + Add Authorized Signatony
|1 customize cotumns QU soarch
Name in Engiish Name in Arabic 10 Number Emai Actions
BC agency C Rt 4 st Training_tywae.cam

X Detete

Step Action

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the next
section.
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Review and Declaration

Tax Agency Registration

o° o°

dentification Details

Aoolicant Details

Review & Declaration

Step 1: Applicant Details

o° o°
- —

Plsass snter tax agency trade licenss details that sllows you 15 Sperats & & tax sgency

Issuing Authority of Business or Tracse icanse

Business or Trada Liconse Expiry Date

o you have a cortificate of incorporation”

. v

Bate of incorporation

Busimes: or Trade Liconss Number

@® View Attachments

® View Sttachments

Autmonzea

Review &
Signatory Declaration

Expand 41 / Collapse A1

Provious Siep

| e

This section will help you to make sure that you have completed the registration application correctly
and included the documents we have asked you to send.

it
e

= Home » Tox Agency Resistration

Tax Agency Registration

Step 5: Autherized Signatary

Name in English

ABC Agency Ca

Dectaration
First Kama in English

Last Name in English

T Agancy Detaits

[TOCEEY]

Fost Name in Arabic

Last Name in Arabic

e | =B | v ﬂu

°
© o

Review &
Declasatian

Authon
Signatory

Training_ty®ate com

C | =
(=71 ¢mitec o it 3 [[serasaan training_tyebe.com
[[roarzoe

Step Action

After carefully reviewing all of the information entered on the application, mark the checkbox to
(1) declare the correctness of the information provided in the application.

Federal Tax Authority

Register Tax Agency - Taxpayer User Manual
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Step 5 Authorized Signatory

Name in English

ABE Agency Co

ectrnaton
Fiest Nama in Engilsn

=

Name in Arabic

(TR LY}

Fuest Name in Aratic

Last Name in Engiish

Last Name in Arabic

Mo Number email

[[seresamn

W] 1 cectare that sl nformation provided i true , accurate and complete 16 the best of my knowledge and beliel

Provieus Step

Step Action

(2) Click ‘Submit’ to submit the application to FTA.
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Post Application Submission

Application Submitted Successfully LY e—

e After your application is submitted successfully, a Reference Number is generated for your
submitted application. Note this Reference Number for future purposes.

e FTA may request for clarifications, Once FTA approves the application, your status will be
changed to 'Awaiting Tax Agent linking'.

e The status of your request on the Dashboard will change to “In Review” and you will receive
an email from us to confirm receipt of your application.

o Pl will be required to be submitted at the time of first linking.

e Read the “What Next” and “Important Notes”.

Application Submitted Successfully & e pas

Step Action

e Click 'Download' to download a pdf copy of the acknowledgement screen.

1
(@) e Click 'Back to Dashboard' to navigate back to the Tax Agency dashboard.
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Post Application Approval

@ traning.ty@abe.com

HOME

.

Required Actions Most Used Services
[ OTHER sERVICES
Due Date Description Tax Agency Registration
£ MV CORRESPONDENCE
No data
~
Overview More Tax Tynes
Tax Agency Details Tax Agent Management Taxable Person Management

My Reports

More Reparts

OTHER LINKS

QUICK LINKS
ilaa ) sl sl iy gl
FEDERAL TAX AUTHORITY

taxgovae B What's New (&

FOLLOW US

@MY &

Linking’.

generated.

e After your application is approved by FTA, the status of your Tax Agency will be ‘Awaiting Tax Agent

¢ Only once your Tax Agency is linked to a Tax Agent, you will be able to operate as a Tax Agency.
¢ Once the linking process is completed, your Tax Agency Number and Tax Agency certificates will be
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Correspondences

w LT Al _of

P 6 =MARATAX

Tax Agency receives the following correspondences:

¢ Application submission acknowledgment.

¢ Additional information notification (only if FTA requires more
information to assist with their review of your application).

e Application approval or rejection notification.
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Thank you
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