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1. Brief overview of this user guide

This guide is prepared to help you navigate through the Federal Tax Authority (FTA)
website and successfully complete your Warehouse Keeper and Designated Zone
registration forms as well as subsequent amendment and de-registration of the
registration (where appropriate). It is designed to help you:

create an e-Services account with the FTA (you will need to do this before you
can register as a Warehouse Keeper and register Designated Zones);

provide accurate answers to the questions on your Warehouse Keeper and
Designated Zone registration, amendment and de-registration forms by explaining
what information you are required to provide;

understand the steps that follow the submission of the Warehouse Keeper
registration amendment and de-registration form, including the financial security
and the Designated Zone registration fee payment;

understand how a registered Warehouse Keeper can add more designated
zones by submitting the Designated Zone Registration form; and

understand the icons and symbols you might see as you complete the
registration form.

You should find that setting up an e-Services account is similar to setting up the other
online accounts that you hold. The Warehouse Keeper and Designated Zone registration
forms are also designed to be straightforward and wherever possible it will auto-complete
information for you.

If you need help setting up your e-Services account or have questions on specific fields
in the Warehouse Keeper and Designated Zone registration forms, please contact us.
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2. Creating and using your e-Services account

When you arrive at the FTA website, you will notice in the
top right hand corner of the screen you have the option to
either Sign up to the e-Services account service, or Login
to an existing e-Services account.

2.1 Create an e-Services account (new users)
2.1.1 Signup

To create an account, simply click on the Sign up
button on the home page. Sign up
Welcome to the Federal Tax Authority
To sign up, you must enter a working emalil
address and a unique password of 6-20 Email address
characters that includes at least:

Password must be 8-20 characters long with at least one numeric, one
alphabet and one special character such as @. £ §,%. &

e oOne number;

e one letter; and Password
e one special character (e.g.@,#,%$,%,&, and
*) . Confirm password
You must confirm that you are a genuine user by Enter security code:
completing the alphanumeric verification test that T
you will see.

Select security question L

Finally, you will be asked to select a security

guestion, provide an answer to it and a hint in Answer
order to recover your password in case you forget
it. Hint

[ 1agree fo the FTA terms and conditions of FTA

Please read and agree to the Terms &

Conditions of the FTA in relation to using e- [ sew

Services and the FTA website before clicking e e
on the Sign up button.
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2.1.2 Verify your e-Services account

You will receive an email at your registered email address asking you to verify your email
address.

Do this by clicking on the Click
here to verify your email text in Dear Recipient,
the body of the email that you

H Thank you for creating an account with the Federal Tax Authority.
have received. v . "

Please click on the below link to verify your email address and login fo the portal.

Please Vel’ify your email Click here to verify your email
address within 24 hours of
requesting to create the e-
Services account, otherwise
the verification link will expire

again.

Once you have successfully verified your email address, your e-Services account will be
created and you will be invited to Login for the first time.

2.2 Using your e-Services account (registered users)

When you arrive at the FTA website having created -
an e-Services account, simply click on the Login O~ [Loo ) 2on e
button. Enter your registered e-Services username
and password when prompted to do so. You will also
be asked to complete an alphanumeric verification.

To change your e-Services account password or
security question/answer, click on the My Profile tab.
To exit from your account, click on the Logout button at the top right corner of the screen.

2.2.1 Services available in your e-Services account

There are a number of dedicated services available to you through your e-Services
account. Currently, you will be able to access the following:
e Dashboard which displays key information;

e My Profile which contains a range of information about your e-Services account;

e Downloads which contains more detailed guidance which is designed to help you
understand and manage your day-to-day Tax obligations.

2.3 Changing the email address of the Online User

An Online user can change their account email address, where necessary. The process
is divided into the below steps:

1. Verifying the new email

2. Submitting the email change request to the FTA

5
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2.3.1 Verify your new email

In order to verify your new email, follow the steps set out below:

e Log in to the eServices portal, go to the
‘My Profile’ section. DASHEOARD MY PROFILE DOWNLOADS

e At the bottom left of the screen, you will see
the option to add a new email address. Add =~ “"=no= ==
a new email address and click on ‘Y o st

our emall’, reece.harris@gmail.com

New Email address ™

¢ You will receive an email link in the newly
added email address asking you to verify

your email address.

o Verify the email by clicking on the “Click here to verify your new email” link in the
body of the email that you have received.

2.3.2 Submit the email address change request to the FTA

Once you verify the new email and in order to submit the email address change request
to the FTA, follow the below steps:

e Log into the eServices portal (using your old email address) and go to the ‘My
Profile’ tab.

¢ Upload the supporting document(s) that will
help the FTA review and approve your
request for the change of email addressand

click on the “SitloJppligie]@atelel{e)l@button. ahinduja@gmail.com

Please provide supporting documents ™

Choose files to upload Choose Files
Submit for Approval Change Email

Change Email

Existing Email address

reece.harris@gmail.com

Supporting documents would be:

¢ Signed and stamped Letter from Authorized Signatory of the company
requesting the email change request and providing the details (hame, email
address, passport number etc.) of the old and new email holder. This letter
must be on official company headed paper, include a company stamp and
business contact details of the company.

e Copy of passport of the old and new email holder

e Copy of Emirates ID of the old and new email holder (if applicable)

6
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e Once the request is submitted, a Change Email
confirmation message will be displayed as
shown in the screenshot. The FTA will
review your request and take appropriate
action within 5 business days. If the FTA
requires any further details from you in order

Existing Email address

reece.harris100@gmail.com

New Email address ”

ahinduja11@gmail.com

to process your appllcat'on, you W|" I’ecelve ;Z;‘r_OEV:Iailaddresscnangerequesthas been submitted to the FTA for
an email notification setting out the
information required from you. e

100064469800003.png

¢ When the request is approved, you will
receive an email notification on the newly
registered email address and your email will be updated in the system.

IMPORTANT: Once the new email address is updated in the system, you will no
longer be able to login to the eServices portal using your old email address. Please
use the updated email address to login to eServices. Should you require to change
back to the old email address, you will be required to follow the same procedures
above.

Additionally, all the notifications related to the Taxable Person accounts associated
with the account will be sent to the updated email address.
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3. Overview on Account Admin, Online User, and taxable person
account definitions and functionalities

Account admins (i.e. users who have already registered / wish to register the taxable
person’s account with the FTA’s e-Services portal) can manage multiple tax accounts
using a single email address or can assign many users to view or manage one taxable
person’s account.

For example:

e If many businesses are owned by a single entity/person and that entity/person
wishes to have access to the tax accounts of all businesses using a single email
address, then this can be done using this functionality;

e |If multiple online users need to have access to the tax account of one taxable
person, then this can be done using this functionality.

Definitions
The following definitions apply in the context of this functionality:

Definition
Taxable person Any entity created for allowing the registration of a taxable
account person and or any other tax related activities.
Online user Users Who have already registered with the FTA’s e-Services
portal.
Taxable person The dashboard which allows users to perform all tax related
account dashboard | activities such as registrations, returns, payments, refunds etc.
Online user The dashboard which allows an online user to add taxable
dashboard person accounts and also perform actions, such as grant or
revoke read and write access of taxable person accounts to
online users.
Admin The admin of the taxable person account is the online user who

has actually created the taxable person account in the system

(i.e. the online user who has created the taxable person profile
on the eServices system). Please note that only the admin of a
taxable person account can provide or revoke access rights to

other online users.

Access rights Online users can either have read or write access to a taxable

person account. Please note, at any point in time, ONLY ONE

online user will have write access to a taxable person account.

Functionalities
The following sections describe the privileges of online users, account admins and
taxable person accounts.
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- Manage multiple tax accounts using a single email address to perform all tax
related functions, such as registration, filing returns, making tax payments,
requesting refunds, deregistering etc for multiple taxable person accounts using
the same email address (i.e. the same online user account)

- Assign multiple online users to have access to a single taxable person’s
account. The admin of the account can control the level of access i.e. read or
write to be given to users. Multiple online users can have view access to a
particular taxable person account, but only one user can have write access. By
default, the write access rests with the account admin who is then free to assign
it to another online user or to hire a tax agency

- Appoint / dismiss tax agency — Admins of taxable person accounts can assign
a tax agency to assist them in managing their tax responsibilities. Approved tax
agencies will need to share the designated online user account for the agency to
the admin of the taxable person account. The account admin can then add the
agency to the taxable person account and transfer the write access to the agency
who in turn will hire a tax agent to work actively with the taxable person’s
account. The account admin is free to retake write access to the taxable person’s
account at any point in time without having to dismiss the tax agency

A summary of who has which access can be seen on the online user dashboard. The
following sections describe how an online user can go about executing responsibilities
for a taxable person.

Creating and assigning taxable person accounts (Online user dashboard)
3.1 Adding a new taxable person account (who is not yet registered) to my
account

An account admin who has signed up on e-

Services has the ability to create one or more

taxable person accounts to manage or view
their accounts.

In order to do so, go to the Online User

Dashboard, and click on the JedRNETRIEVEL (S vew J fovontnewtse | AESTe
EEIETl button. Assigned Agencyl adda Porcon'e

Users new user

account

Enter the Legal Name of Entity of the taxable
person in English and Arabic and then click on ‘{QEEICHEVEIEREEIE]Y button. The
taxable person account will be automatically added (i.e. no approval required).
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Add New Taxable Person

Legal Name of Entity (English)* Legal Name of Entity (Arabic)*

Create Taxable Person

3.2 Assigning Online Users to a taxable person account

Once a taxable person’s account has been

created, the account admin can assign

online users who will have access to the
taxable person’s account.

To do so, follow the below steps from the
Taxable Person screen:

el NI ppoint new Tax Agency/adcill vew [ sooointnewrax J§ A0 e
p Assigned Agency/ add a )
WENTAVELETY button, i new user Parson's
. . . accoun
2. Provide the Email ID’s of online users
who have already registered with the FTA, and
3. Click on SfzElfeg} button to verify the email.

Appoint new Tax Agency/add a new user

Please note the email address you provide must already be registered with the FTA.
If it is not currently registered the user can register by selecting “sign up” at https-/feservices tax gov ag/en-us/signup ™

4. Once the email is retrieved, click on ‘[X5yels} button to assign the online user to
the taxable person account.

10
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Appoint new Tax Agency/ add a new user

Please note the email address you provide must already be registered with the FTA
Ifit is not currently registered the user can register by selecting “sign up” at https://eservices.tax.gov.ae/en-us/signup

farin_ou@mailinator.com Search

Email Tax Agent

Farin_ou@mailinator.com No

3.3 Providing write access to the online users

Once an account admin has assigned one

or more Online Users to a taxable person
account, the type of access rights can be

selected for every online user, to do so,

follow the below steps from the Online

user screen:

1. Click on RS RSEES', where :
View Appoint new Tax

the ‘assigned users to taxable person Assigned Agency/ add a
account’ screen will appear. Jsers new user

Access the
Taxable

Person's
account

Assigned users to Taxable Person

Legal name of entity (English) Legal name of entity (Arabic)
Mohammad TP Al pnls tens

Write Access Account Owner’'s Email
sarah_owner@mailinator.com sarah_owner@mailinator.com

Tax Agency Email

NIA
Assigned User Email Tax Agent Date Assigned  Tax Agent Name (English) Tax Agent Name (Arabic) Give write access Action
sarah_owner@mailinator.com No 10/04/2018

fatimah_ou@mailinator com No 10/05/2018

11
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Click on R e button. A confirmation pop-up will appear, click on
18] button to proceed. Write access will be then granted to that online user. The

online user will then be able to edit the taxable person’s account and act on his
behalf.

Note: Only one online user will be able to have the privilege of write access at a
particular point in time. The account admin is the only one who can give access.

3.4 De-linking online users from a taxable person account by the Account Admin

Account admins can delink online users from a taxable person account by following
the below steps:

1.

2.
3.
4

Access the Taxable Person’s Dashboard,

go to the ‘Assigned Users to taxable person’ section,

click on the BEII4 button, and

Confirm the request by clicking on {8]& button. The delink request will be reflected
on the taxable person’s dashboard, where the online user delinked will no longer
be listed. You may confirm so by clicking on the ‘NI A aey button.

Assigned users to Taxable Person

Legal name of entity (English) Legal name of entity (Arabic)
Mohammad TP Appall pnli vaas

Write Access Account Owner's Email
sarah_owner@mailinator.com sarah_owner@mailinator.com

Tax Agency Email

MN/A
Assigned User Email Tax Agent Date Assigned  Tax Agent Name (English) Tax Agent Name (Arabic) Give write access Action
sarah_owner@mailinator.com No 10/04/2018
fatimah_ou@mailinater.com No 10/05/2018 m

3.5 De-linking an Online User from a taxable person account by the Online User

Online users can delink themselves from a taxable person account by following the

below steps:

1. Access the Online user’s Dashboard,

2. Click on the VEWRLEEECMOEEIEY button to access the ‘Assigned Users to
taxable person’ screen,

3. Click on the B4 button, and confirm the request by clicking on {84 button

12
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The delink request will be reflected on the Online user’s dashboard, where the online
user delinked will no longer be listed.

Assigned users to Taxable Person

Legal name of entity (English)

Mohammad TP

Write Access

sarah_owner@mailinator com

Tax Agency Email

NIA

Assigned User Email

sarah_owner@mailinator.com

fatimah_ou@mailinator.com

Legal name of entity (Arabic)

Loyl anls sesa

Account Owner's Email

sarah_owner@mailinator com

Tax Agent Date Assigned Tax Agent Name (English)
No 10/04/2018
No 10/05/2018

3.6 Changing the admin of a taxable person account

Tax Agent

Name
(Arabic)

Online users can change the admin of a taxable person account to another online
user. The definition of the ‘admin’ can be found in section 3.0 above. The following
steps are to be followed in order to change the admin —

1. Access the Online user’s Dashboard,
2. Add the online user who will be the new admin of the account by following the

steps described in section 3.1 above,
3. Click on the N U E 0 button to access the ‘Assigned Users to taxable

person’ screen,

Taxable Person

Legal Name of
Entity (English)

Legal Name of
Entity (Arabic)

SarahDemo1 Uae

SarahDemo2

SarahDemo3 Dae

Tax
Agency

Account Owner's Email Write Access

View
sarah_owner@mailinator.com sarah_owner@mailinator.com No

Assigned
Users

Vier
No Assigned

sarah_owner@mailinator.com sarah_owner@mailinator.com

View

sarah_owner@mailinator.com sarah_owner@mailinator.com Yes Assigned

Users

13
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4. Click on the WEUCHACMIY button and click on Ok on the subsequent pop-up to
confirm.

Assigned users to Taxable Person

Legal name of entity (English) Legal name of entity (Arabic)
SarahDemob A

Write Access Account Admin's Email
sarah_owner@mailinator.com sarah_owner@mailinator.com

Tax Agency Email

A
Assigned User Email Tax Agent Date Assigned Tax Agent Name (English) Tax Agent Name (Arabic) Make Admin Give write access Action
sarah_owner@mailinator.com No 19/02/2018
fatimah_ou@mailinator.com No 10/05/2018 Make Admin m

3.7 Shifting between taxable person accounts (taxable person dashboard)

Online users can have multiple taxable person accounts assigned to them. They can
shift from one taxable person to another from within the taxable person dashboard.

The steps are as follows -
1. On the Taxable Person’s dashboard, click on the (YIS senas button.

Legal Name of Entity (English) ABC Legal Name of Entity (Arabic) Gl My Accounts

2. Upon clicking the button, you will be asked to reconfirm your password

Access the Account Admin's dashboard

3. Enter the password and click on the ‘el
button. This will take you to the online user =
dashboard wherein you can choose the  =rnome@rainoreon
other taxable person account that you wish 7=
to access.

14
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4. Registering as a Warehouse Keeper

On logging into your e-Services account you will see a button [EEESET e ERIpesras
inviting you to apply to Register as a Warehouse Keeper. You

may also see other buttons inviting you to register for VAT and IL‘E
Excise Tax. =
Click on Register as a Warehouse Keeper to start the
Warehouse Keeper Registration form.

IMPORTANT: You are not required to possess a Tax Registration Number (TRN) or to
be a taxable person in order to register as a Warehouse Keeper.

4.1 Warehouse Keeper and Designated Zones Getting Started Guide
You will see the guide as soon as you click on the Register as a Warehouse Keeper
button.

Warehouse Keeper and Designated Zones - Cetting Started Guide

The guide is designed to

help you u nd e rstan d ce rtal n Important basics about Warehouse Keeper and Designated Zone registration v
important requirements e corens v
relating to  Warehouse Defitdons that you should b ware o a his tme v

Keeper and Designated .
Zone registration in the

UAE. It is divided into a
number of short sections

Can one person have more than ane registration number for Warehouse Keeper? v

Important information about using the online Warehouse Keeper and Designated Zone application form v

which deal with various B ’
as peCtS Of th e reg istrati 0 n Click here to confirm that you have read the getting started guide.
process.

It also provides guidance on what information you should have to hand when you are
completing the Warehouse Keeper/Designated Zone registration form.

It is strongly recommended that you read each of the sections carefully. Once you have
done so, select the Click here to confirm you have read this getting started guide check
box to confirm that you have read it in order to move forward.

Click on Proceed to initiate the Warehouse Keeper Registration form.

15
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4.2 Steps to complete the Warehouse Keeper registration form

There are 2 sections that must be completed to
register as a Warehouse Keeper; the first

- . . 0 Cm
section allows you to provide details to () =
register as a Warehouse Keeper, and the 2. Designated 3. Review &
second section requires you to mandatorily =on= submi

I'Eglsﬁtan

register one designated zone. Your progress

will be shown each step of the way (denoted in brown) with
each completed section shown in blue with a

green tick mark.

In order to move from one section to the next, all ["|'eqalname of entity (English)"
mandatory elements of the current section must
be completed. Any field that is marked with a red
asterisk (*) is mandatory and must be filled out in
order to move to the next section.

If you attempt to move to the next section without completing the mandatory information
in the current section, you will receive a pop-up message under the relevant field
indicating that additional details are required.

4.3 Saving your progress

It is recommended that you save your progress as you

complete the form. Click on the Save as draft button at the Save as draft Iil
bottom of the screen. You will be logged out of the system

after 10 minutes of inactivity.

After completing the first section, click on the Save and Save and continue —>
Continue button in order to move to the next section.

After completing all mandatory fields in both sections of the
Warehouse Keeper registration form, click on the Save and
review button at the bottom right hand corner of the screen
to proceed to review the form.

Your application will not be submitted at this point; you will have an opportunity to
read through your answers before submission.

Save and review —»

4.4 Submitting your Warehouse Keeper registration form.

To submit the Warehouse Keeper registration form, carefully
review all of the information entered on the form in both
sections after clicking on Save and review. Submit for Approval —
Once you are certain that all of the information is correct,

click on the Submit for Approval button at the bottom right hand corner of the screen.

16
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The status of your application on the Dashboard will change to Pending and you will
receive an email from us to confirm receipt of your application. If the FTA requires any
further details from you in order to assist with the verification of your application, you will
receive an email notification setting out the information required from you.

4.5 Providing a Financial Security

After submitting the Warehouse Keeper registration form successfully, the FTA will review
your application and determine the amount of the financial security that is required for
the designated zone.

In such a case, you will be sent an email and SMS with the financial security amount
required. In order to provide the financial security to the FTA, follow the below steps:
1) Visit your bank and create an e-Guarantee or a Bank Guarantee for the amount
requested by the FTA.
2) Email the reference number of the e-Guarantee to the FTA.
3) In case of a Bank Guarantee, please note that the hardcopy has to be delivered
to FTA office.

After the FTA has received your reference number in the case of an e-Guarantee or the
hard copy of a Bank Guarantee, the guarantee will be verified.

4.6 Paying the Registration Fee

Once the FTA has verified your Warehouse Keeper

registration application, you will be notified and also

be able to view the “Pay Now” button on your =
Dashboard, as shown on the right. Click on this

button to proceed to pay the registration fee for the """ "
Designated Zone you registered as part of your

Warehouse Keeper registration.

Once you click “Pay now” you will be
directed to the screen below that displays
the amount due for the Designated Zone
registration fee and requires you to provide
a mandatory remark. To proceed with the
registration fee payment, click on the “Pay
now” button at the bottom left. This will
direct you to the e-Dirham payment
gateway where you can enter your card Py tow || Concol |
details and make the registration fee

payment.

The status of your application is as below:

Payment Information

Pay Amount 2,000.00 AED

Remark
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¢ugyisil ajall
Once you are redirected to the e-Dirham gateway, e-dirham
you will be able to make a payment through an e- B ——.
Dirham or non e-Dirham card. After confirming the —

transaction and once the payment is processed -

successfully, you will be redirected to the FTA

website. ER

4.7 Receiving the Warehouse Keeper Registration Certificate and Registration
Numbers

After making the registration fee payment successfully, you will be sent an email that
includes the following information:

1) Warehouse Keeper Registration Number

2) Designated Zone Registration Number

3) Warehouse Keeper Registration certificate

The certificate will also be available on your Dashboard page, along with the

registration numbers assigned to you. The certificate will include the details shown
below:

wadlpaa L) & aladdl &g dl
FEDERAL TAX AUTHORITY

Sasaall a0l SVl 8 e391ame cuel Jemansd Sslpats
Certificate of Registration as a Warehouse Keeper In the United Arab Emirates

The Federal Tax Authority certifies that the person
MMMMW&MMJ Wall 4ol Al g
g:‘owbmummhrm Basaall a0l chle)l Sl A AUV Al SLla) e3sis cuslS

Full Arabic legal name Name Ao mll el JotSIl Luglall sVl

Name
Full English legal name
Registered address

Effective Date of Warehouse Keeper
registration

Warehouse Keeper Registration Number

Designated Zone Registration Number
Effective Date of Designated Zone registration

AoVl @aalll LS eugiladl oW
Jnasall Glgiall

£39immnll Guol Jamaud) olaall 3, W

e39immall Gual Jonass o3,

Ssamall Aibuiall Jowass o8,
83amall Adloiall Jomans Gl pan 80,0
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bl ad 11 & sal adull & i s g dl
FEDERAL TAX AUTHORITY

Basanll agell Sl o3 £3iun eol Jameaus Eslpn
Certificate of Registration as a Warehouse Keeper in the United Arab Emirates

United Arab Emirates

kaep=:°r (=) s by the Warehouse tesstunnll el lpale iy waall Ssimell Gbolioll fasliall bl

Designated Zone Registration Number 100018101 Gsaseall Aakbioll  Jus s 0d;

Registered address 3a. 3a, . Dubai, , United Arab Emirates, mall wigasll
Sharjah

il GV s Il o8 Slial) dsl=sMIl Al s wamey LBslpidl Jeolss = o ST 5=y
il el saupiall | s sl o8, (sde Lpd clas
Please check that the details on this certificate are correct. You must inform the Federal Tax
Authority of any change on the basis of which you obtained your certificate.

Issuing Date: 26/09/2017 Slas¥l 20,6

5. Registering another Designated Zone

5.1 Adding a Designated Zone

Once you are registered as a Warehouse Keeper, you will be able to see the
registration number of the Designated Zone which you mandatorily registered as part of
your Warehouse Keeper registration application, on the Dashboard page.

If you need to add another Designated Zone that would be under your supervision as a
Warehouse Keeper, click on the button on your Dashboard page.
This will start a new Designated Zone registration form, similar to the second section
of your Warehouse Keeper registration application. Complete the form and provide all the
necessary details relating to the Designated Zone being added.

All mandatory elements must be completed. Any Legal name of entity (English) *
field that is marked with a red asterisk (*) is
mandatory and must be completed in order to
submit the form. FrE prmEe e reaen

If you attempt to the form without completing the mandatory information,
you will receive a pop-up message under the relevant field indicating that additional
details are required.

5.2 Saving your progress
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It is recommended that you save your progress as you

complete the form. Click on the Save as draft button at the Save as draft Iil
bottom of the screen. You will be logged out of the system

after 10 minutes of inactivity.

After completing all mandatory fields in the Designated Zone

registration form, click the button at the
bottom right hand corner of the screen to proceed to review

the form.

Your application will not be submitted at this point; you will have an opportunity to
read through your answers before submission.

5.3 Submitting your Designated Zone registration form

To submit the Designated Zone registration form, carefully review all of the information
entered on the form after clicking on VR0

Once you are certain that all of the information is correct, click on
the button at the bottom right hand corner of

the screen.

The status of your Designated Zone registration application on the Dashboard will change
to Pending and you will receive an email from us to confirm receipt of your application.

If the FTA requires any further details from you in order to assist with the verification of
your application, you will receive an email notification setting out the information required
from you.

5.4 Paying the Registration Fee

Once the FTA haS Veriﬁed your Designated zone-2  Awailing payment m
Designated Zone registration
application, you will be able to view the
“Pay Now” button on your Dashboard, as
shown on the right.

Click on this button to proceed to pay the
registration fee for the new Designated
Zone.

Once you click “Pay now” you will be
directed to the screen on the right that
displays the amount due for the
Designated Zone registration fee and Remark
requires you to provide a mandatory

remark. To proceed with the registration

fee payment, click on the “Pay now”
button at the bottom left. This will direct
you to the e-Dirham payment gateway where you can enter your card details and make
the registration fee payment.

Registration Fee 2000AED & Pay Now

Payment Information

Pay Amount 2,000.00 AED
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Once you are redirected to the e-Dirham gateway, quags o
you will be able to make a payment through an e-
Dirham or non e-Dirham card. After confirming the
transaction and once the payment is processed  ......
successfully, you will be redirected to the FTA ™™=
website. et s
5.5 Receiving the Designated Zone
Registration Number
After making the registration fee payment successfully, .. icqzone 1 Approved

you will be sent an email that includes the Designated

Zone

registration number and your updated DZRegisirationNo. 1007118901

Warehouse Keeper Registration certificate. This registration number will also be available
on the Dashboard page.

IMPORTANT: Designated Zone registration needs to be renewed annually. Please refer
to Section 8 (Renewal of the Designated Zone Registration) in this guide for the
renewal process.

5.6 General Information

Reviewing the status of your Warehouse Keeper/Designated Zone registration form:

Drafted means the Warehouse Keeper/Designated Zone registration form has not
been completed or submitted by the applicant;

Pending means the Warehouse Keeper/Designated Zone registration form has
been received by us and is being processed or that we are awaiting further
information from you;

Awaiting Payment means that we have verified your Warehouse
Keeper/Designated Zone application and are awaiting the payment of the
Designated Zone registration fee;

Awaiting Approval means that the Designated Zone registration fee payment
has been made by you, and has to be approved by us;

Rejected means the Warehouse Keeper/Designated Zone registration form has
been rejected by us;

Approved means the Warehouse Keeper/Designated Zone registration form has
been approved by us and that you are successfully registered as a Warehouse
Keeper or have successfully added a Designated Zone.
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6. Amendment to the Warehouse Keeper registration
Warehouse Keepers will not be able to make amendments to their details after their
registration is approved. This will be allowed at a later stage.

However, it should be noted that any amendments or updates which are done into any of
your Designated Zone registrations regarding the types of Excise Goods that will be
entered into the Designated Zone(s), will automatically be reflected on your Warehouse
Keeper registration as well.

7. Amendment to the Designated Zone registration

The details of a Designated Zone can be amended after the registration application is
approved. Refer to section 7.1. below for instructions on how to make any amendments.

7.1Completing the Designated Zone Amendment Form

To complete the Designated Zone amendment
form, log in to the e-Services and go to the
Warehouse Keeper & Designated Zone tab.

The status of your application is as below

Click on the “IRENREINERL’ button as shown inthe  9&= oo

screenshot. WHK Registration No. 1001411
. « » Designated Zone 1 Approved

Once you click on the “Amendment” button, the

registration form opens up in an editable mode. DZ Regisiration No. 100141101

Some details will be pre-populated and editable, Amendment Status  N/A
some will be pre-populated but not editable, and
some details will be empty as follows:

De-registration status ~ N/A De-Register

EX103 Add another designated zone

Sections which will be prepopulated and available for amendment are:

e About the Designated Zone

e Location of records relating to the proposed Designated Zone (Please note that this
change is only envisaged for changing the location of holding the records related to
the Designated Zone and not for changing the location of the Designated Zone itself.
If you wish to change the location of the Designated Zone itself, you will need to
deregister the Designated Zone and register again.)

e Systems and procedures to be adopted at the proposed Designated Zone

e Authorized Signatory

Sections which will be prepopulated but restricted from amendments are:
e About the applicant
e Communication preferences
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Sections which will not be prepopulated, and must be completed prior to submission are:
e Valuation and Financial Security

NOTE:

If you wish to update your tax registration records concerning the restricted fields /
sections, please raise a request and provide the reason for making the changes. You
can contact FTA either by logging in a request on https://www.tax.gov.ae/contact-
us.aspx or calling 600 599 994. Your request will be assessed and processed on a
case by case basis.

Add details to the ‘Valuation and Financial Security’ section along with the other editable
sections wherever applicable.

The following financial values need to be provided along with supporting

documents to substantiate the values reported:

e An estimate of the value of the annual throughput level of excise goods passing
through the proposed Designated Zone.

¢ An estimate of the amount of Excise tax (based on the annual throughput estimate)
which will be suspended on Excise Goods entered into the proposed Designated
Zone.

e An estimate of the average value of Excise Goods held at month-end in the
proposed Designated Zone.

e An estimate of the amount of Excise tax (based on the average month-end stock
holding estimate) which will be suspended on Excise Goods entered into the
proposed Designated Zone.

For details on the above values, please refer to relevant section of the form as
described in Appendix B - Section 2: Desighated Zone Registration Form.
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Valuation and Financial Security

Please provide an estimate of the value of the annual throughput level of [i ]

o

excise goods passing through the proposed Designated Zone

Value (in AEC

Based on the annual throughput estimate, please provide an estimate of the Please provide evidence to support the estimate * o
amount of Excise tax which will be suspended on Excise Goods entered into
the proposed Designated Zone * Choose files to upload Choose Files

Value (in AEC

Please provide an estimate of the average value of Excise Goods held at [i]
month-end into the proposed Designated Zona™

Value (in AED

Based on the average month-end stock holding estimate, please provide an €@ Please provide evidence to support the estimate * (i ]
estimate of the amount of Excise tax which will be suspended on Excise
Goods entered into the proposed Designated Zone * Choose files to upload Choose Files

Once the above is completed, confirm all 4 declarations by ticking the check box next to
each as shown below.

Checklist for Completion

By registering to create a Tax Registration Account on this website, either for personal use, or on behalf of an organisation, you acknowledge and agree that:

All information provided by you is true, accurate and complete and that you have provided all supporting information or documentation which has been
requested of you, or which you think may be relevant

you have read, and are compliant with, the relevant requirements as set out in Federal Decree Law No. (7) of 2017 on Excise Tax; and Federal Law No. (7) of
2017 on Tax Procedures (as applicable); you have read, and are compliant with, the Registration User Guides, which can be found in the downloads section;
and that you understand your obligations and rights in relation to your use of the website;

if registering or providing on behalf of an organisation, you are authorised by that organisation to do so; and

the FTA may share any information you provide through the website to any relevant third-parties in accordance with the federal laws of the UAE or policies of
the UAE government as updated from time to time.

Save 28 dEt Iil

Once you have completed the declarations, click on the FENIEIERISIEN button to
proceed to review the form.

Carefully review all of the information entered in the form and once you are certain that
all of the information provided is correct, click on the ‘S{tlsJalig{e]@aNelelfe)'l button.

Reviewing the progress of your Designated Zone Amendment application
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To review the status of your Desighated Zone amendment application, click on the
Dashboard tab and look next to Amendment

e Drafted means the Designated Zone

amendment form has not been completed

The status of your application is as below:

or submitted by the applicant (you); . —
e Pending means the Designated Zone ~ "'Feostonto o

amendment form has been received by  pesionated zone 1 Approved

us and is being processed or that we are 7 regststion e, 100124101

awaiting further information from you; T | [
e Approved means the Designated Zone o regismton st

amendment form has been approved by

us y EX103 Add another designated zone

8. Renewal of the Designated Zone registration

Designated Zone registrations must be renewed annually. If the Designated Zone
registration is not renewed, the registration will expire and the Designated Zone status
will be lost. The following two steps must be completed to ensure the Designated Zone
registration is renewed:

1) Amendment of the Designated Zone registration application, where the details in
the “Valuation and Financial Security” section must be submitted. Other sections
can also be amended at this stage. Refer to details in section 7.1.

2) Payment of the renewal fee amount of AED 2,000. Refer to details in section 8.2.

Additionally, you may be required to provide an updated financial guarantee. Refer to
details in section 8.3.

IMPORTANT: If you do not renew the Designated Zone by the due date and/or if you do
not complete the payment, the Designated Zone shall become 'Suspended' and the
Designated Zone number shall be 'Locked'. You will not be able to use this Designated
Zone number in declarations as the Designated Zone account will be suspended. An
excise liability may arise as a result. If payment has not been received by the FTA within
20 business days after suspension, the Designated Zone will automatically 'Expire’.
The Warehouse Keeper will then have to re-register for a new Designated Zone.

8.1 Amendment of the Designated Zone registration application for renewal
purposes
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Designated Zone registrations shall be due for renewal on or before the 12 month
anniversary of the current registration. 30 days before the renewal of a Designated Zone
is due, the Online User account associated with that Warehouse Keeper and Designated
Zone will be notified via email about the upcoming renewal.

To renew the Designated Zone registration, you must amend the Designated Zone
registration form. To complete the amendment form, refer to details in Section 7.1.

IMPORTANT: If you have submitted an amendment application previously and it is in
‘Pending’ state i.e. the FTA is yet to review the application, you have to pay the
renewal fee directly. Therefore, the amendment step will be skipped automatically.

8.2 Paying the Renewal Fee

After you have updated the “Valuation and Financial Security” section and submitted the
Designated Zone amendment application, you must complete the renewal by paying the
renewal fee of AED 2,000.

To complete the payment of the renewal fee, follow the below steps:

Login to e-Services and go to the Warehouse Keeper & Designated Zone tab.

A “Pay renewal fee” button will be displayed }

for each Designated Zone for which the
renewal fee has to be paid as shown in the e sausoryour appicaton is as beiow

SCI’eenShOt Status  Approved View

) WHK Registration No 1001858
Click on the “{ZEVACHEVEREE" button and you

will be redirected to the payment page. For "7t e

details on the payment options, please referto Pz reostetontio. To0mess -|
‘payment user guide’ published on the e-  amenmenisaus  pending
Services portal of the FTA. De registration status  N/A

Each Designated Zone renewal will be valid “
for one year.

NOTE: The process of paying the renewal fee is not linked to the approval of the
Designated Zone amendment application. Once the amendment form is submitted, the
user will be able to pay the renewal fee, even if the amendment application is pending for
approval from the FTA.

IMPORTANT:
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1. If the payment has not been received by the FTA within 20 business days of the due
date, the Designated Zone will automatically 'Expire'. The Warehouse Keeper will then
have to re-register for a new Designated Zone.

Example: The renewal due date for a Designated Zone is Monday, October 1, 2018
and there are no other special holidays in October. The online user must pay the
renewal fee by October 29, 2018 to avoid the expiration of the said Designated Zone.

2. If the renewal fee is paid later than the due date, the effective date of renewal shall
be backdated to the due date for the payment, irrespective of the date when the amount
was paid.

Example: The renewal due date for a Designated Zone is October 1, 2018 and the
online user makes the payment on October 10, 2018.

The renewal period of 1 year will still be considered as October 1, 2018 and the next
renewal due date will be October 1, 2019.

8.3Providing a Financial Security

After submitting the Designated Zone amendment form successfully, the FTA will review
your application and determine the amount of the financial security that is required for the
Designated Zone according to the financial values mentioned in the amendment
application.

Where a financial security is required, you will receive an email notifying you of the value
of the financial security you should submit to the FTA. In order to provide the financial
security to the FTA, follow the steps documented in section 4.5 - Providing a Financial
Security.

IMPORTANT: If the financial security has not been received by the FTA within 20
business days of the date requested, it will automatically 'Expire' the Designated Zone.
The Warehouse Keeper will then have to re-register for a new Designated Zone.

Example: The FTA has requested the financial security for a Designated Zone on
Sunday, October 7, 2018 and there are no other special holidays in October. The online
user must submit the financial security by Sunday, November 4, 2018 the latest to avoid
the expiration of the said Designated Zone.
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9. De-Register a Designated Zone

e Warehouse keepers shall login to the FTA e-

Services, and go to the Warehouse Keeper &

Designated Zone tab.

The status of your application is as below

e The Online User associated with the — sous o Viow
Warehouse Keeper selects the function to de-  vskregiraion o 100158
register a Designated Zone for which the .

Warehouse Keeper is responsible. e 1o0esa0,

e If more than one Designated Zone is associated  amenoment stais  penaing
with the Warehouse Keeper Online User, the o cosmon s

Online User can select to the specific :
| .
Designated Zone(s) to be de-registered.

When you should use this function?

The Warehouse Keeper shall use this function when he has ceased/will cease to be
responsible for the supervision and management of this Designated Zone, or when this
Designated Zone will cease operation.

9.1How do | complete the de-registration application form?

e Once you click on the gBEERERINGlg button, the
de-registration application form appears.

The Warehouse Keeper details are pre- =
populated. ——

e Please select the reason for de-registration

from the dropdown and specify the proposed effective date from which the Warehouse
keeper is required to de-register the
said Designated Zone. Provide
details of the stock level in the
Designated Zone on the proposed
effective date of de-registration and
upload supporting documents which
confirm the stock levels by clicking on
to support your application for de-registration. Acceptable supporting
documents confirming stock levels with the Designated Zone may include an extract
from an inventory system confirming the goods held within the Designated Zone at the
point of de-registration.
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e If the intention is that the Designated Zone will continue to operate under the
supervision of a new Warehouse Keeper, provide below details of the proposed

Warehouse Keeper:

o Is the proposed Warehouse Keeper a registered Warehouse Keeper? If yes,
provide the other details of the Warehouse Keeper

o Proposed

Is it the intention for this Designated Zone to continue to operate under the @
Ware h 0 U Se supervision of a new Warehouse Keeper?*
® Yes O No
Keeper
. . Is the proposed Warehouse Keeper a registered Warehouse Keeper?™
Registration o Yos & o
N um ber Please provide the proposed Warehouse Keeper Registration Number*

o Proposed
Warehouse
Keeper
Application Number

Proposed Warehouse Keeper Application Number™

New Designated Zone Application Number*

o New Designated Zone Application Number

e Review the Authorized
Signatory  details and
upload a scan of a signed
document proving that
they have the necessary
authority, click on the
button to proceed

What’s next?

Once the de-registration
request is submitted, the FTA
shall approve or reject the
request and notify the
registrant accordingly. The
FTA may contact you if any
actions are needed to be

Authorised Signatory

Passpon expiry date (dd/mmyyyy)

02/05/2018

abo@mainatar.com

Please upload a scan of 2 signed document proving that the has the necessary
authority

Passport number*

5455464564564

FhoneMobie number

5645545656
Dat
107102018
Choose file: Choose Files
Submit —»

taken to settle any outstanding tax liability with respect to the Designated Zone. Further,
the FTA may ask you to provide additional supporting documents to validate the
information you declared within your application.
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10. De-Register a Warehouse Keeper

e A Warehouse Keeper does not have the option to de-register, but when a Warehouse
Keeper de-registers all Designated Zones under its control and these Designated
Zones are de-registered, then the Warehouse Keeper is automatically de-registered.

In such a case, where the Designated Zone that was de-registered was the only
Designated Zone linked to the Warehouse Keeper, the end date field in the
Warehouse Keeper record is also populated with the de-registration date. This means
that the Warehouse Keeper is now de-registered.
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Appendix A: Important on-screen tools and other tips

You can change the language of the forms from
English to Arabic. Click on the icon at the top right hand
side of the screen to do so.

For some fields you will see a small icon with an “i” next
to the field. Hover the cursor over the icon to read
additional information relevant to the field completion.

To upload a file, click the Choose Files button, select
the file on your desktop and click the Open button to
upload the file. To upload multiple files, repeat this
process. To delete a file that has already been
uploaded click the small red x.

To complete a field with a drop-down menu, click the
downwards pointing arrow to the right of the field and
select the option that applies. You will only be able to
select one option in most cases.

To complete a field that requires a date, click the
Calendar icon to the right of the field and enter the date
from the calendar. The date will then appear in the field
in dd/mm/yyyy form.
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A trade name is a name under which a person
conducts a business, other than its legal name.
Sometimes, a frade name is called an “Operating

Name".

Upload a scannes

Choose files

(i

d copy of the Certificate of incorporation *

to upload

On what basis are you applying for registration?*

Select busine:

ss type

Select business type

Legal person
Legal person
Legal person
Legal person

- Public Joint Stock Company (PJSC)

- Incorporated (LLC, LLP, Partnership etc)
- Club, Charity or Association

- Federal UAE Government entity

Select Trade License expiry date (ddimmiyyyy)*
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Appendix B: Completing your Warehouse Keeper and Designated
Zone registration forms

The Warehouse Keeper and Designated Zone registration forms capture a number of
details about the applicant and the Designated Zone. The following guidance is designed

to help you understand the questions that the form asks in order for you to complete the
form accurately.

Section 1: Warehouse Keeper Reqistration Form

This is an application to act as a Warehouse Keeper in the UAE. An Excise Designated
Zone can be a place within a UAE Free Zone which is under the control of a UAE Customs
Authority, or any other place which has been approved as an Excise Designated Zone by
the FTA; in both cases, Excise Designated Zones should be registered and approved by
the FTA. A Warehouse Keeper is any person who has been registered with and approved
by the FTA to supervise an Excise Designated Zone. You should be aware that unless
you have applied for one Designated Zone, and that Designated Zone application has
been approved, you will be unable to complete your Warehouse Keeper application and
you will not be able to operate as a Warehouse Keeper.
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About the applicant

Are you registered or Generally the Warehouse Keeper should be a UAE

resident in the UAE? registered business or resident for Excise tax purposes
in the UAE.

On what basis are you You should register the person that is intending to

applying for registration? operate as a Warehouse Keeper.

In most cases, the Warehouse Keeper is a UAE
resident. This can be an individual (i.e. operating as a
sole trader), or a legal person (e.g. an incorporated
business, a company) or another form of entity (e.g. an
unincorporated body such as a charity or club, a
partnership or trust).

Natural person is simply an individual operating in their
personal capacity (i.e. they are not incorporated as a
company. The definition covers individuals, individuals
operating in partnership where the partnership itself
does not have a specific legal form) and similar.

Legal person is an entity with legal personality formed
under relevant laws that is capable of entering into
contracts in its own name. For registration purposes, the
definition can include companies and other incorporated
corporate entities; partnerships with legal form; clubs,
charities or associations; Federal UAE Government
entities; Emirate UAE Government entities and other
entities with similar circumstances.

Please note, 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 Warehouse Keeper
registration is required.
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If other, please specify

Do you hold a Trade
License in the UAE?

Details of the applicant

You must specify the type of the person you are
registering if you select either of the options “Natural
person - other” or “Legal person -other”. It is not
mandatory for you to provide further detail in other
situations.

In the UAE, Trade License is a term often used
interchangeably with business license, commercial
license or similar. It refers to any such license issued by
an authorized issuing body in the UAE, including those
in a UAE Free Zone.

If you hold one, or more than one, trade license, you
must select “Yes” and enter the additional information
requested. Otherwise, please select “No” (this includes
instances where the Warehouse Keeper is a non-
established business, albeit this does not occur very
often).

Generally, your Trade License should cover the relevant
descriptions of your business activities as a Warehouse
Keeper.

Name of the Applicant

Existing TRN for Excise Tax

Existing TRN for VAT

You do not need to input any information here. If you
have already obtained a TRN for Excise Tax and now
you are applying to register as a Warehouse Keeper,
your existing TRN should automatically appear here. If
it is not the case, please contact us via the service
request portal.

You do not need to input any information here. If you
have already obtained a TRN for VAT and now you are
applying to register as a Warehouse Keeper, your
existing TRN should automatically appear here. Ifitis
not the case, please contact us via the service request
portal.
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Legal name of the entity
(English)

Legal name of the entity
(Arabic)

Do you have a trade name
that differs from the above?

Enter trade name (English)

Enter trade name (Arabic)

Identification of the Applicant

United Arab Emirates

IMPORTANT: This information, together with your
trade name (if applicable), will appear on your
Warehouse Keeper registration certificate. It is
Important that you enter the details accurately.

If you are a natural person, this is your full name.

If you are a legal person, this is the name under which
you have been incorporated or which you are known by.

If you have a UAE Trade License, you will find your
legal name listed in the license. It may alternatively be
listed as your “Company Name” or “Business Name”.

You must provide the legal name of the entity in Arabic
as well as in English. You may need to seek the
assistance of a recognized translator to assist you.

IMPORTANT: The Federal Tax Authority cannot
assist you with the translation of any information on
the application form.

A trade name is a name under which a person conducts
a business, other than its legal name. Sometimes, a
trade name is called an “Operating Name”.

If you have a UAE Trade License you will find your trade
name (if you have one) name listed in there.

It is important that you enter the details accurately.

You must provide the trade name of the entity in Arabic
as well as in English. You may need to seek the
assistance of a recognized translator to assist you.
IMPORTANT: The Federal Tax Authority cannot

assist you with the translation of any information on
the application form.
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Select the name of the A list of UAE Trade Licensing authorities is provided in a
authority that issued the drop-down list on the form. Select the one that is

Trade License relevant for you.

Trade License number You will find this on your Trade License.

Select Trade License expiry Please enter the expiry date shown on your Trade
date License.

Upload scanned cop(ies) of Accepted file types are PDF, JPG, PNG and JPEG. The
Trade License individual file size limit is 2 MB.

Save Trade License IMPORTANT: Please include all Trade Licenses
registered under the legal name of the entity.

Do you have a Certificate of A certificate of incorporation is a legal document relating

Incorporation? to the formation of an entity which is incorporated. It is a
license to form a corporation and is issued by a
government or, in some jurisdictions, non-governmental

entities.
Upload a scanned copy Accepted file types are PDF, JPG, PNG and JPEG. The
individual file size limit is 2 MB.
Upload any other relevant In the event that you do not have any licenses to prove
supporting documents you your incorporation, you should upload any other relevant
may have supporting documents you may have (e.g. articles of

association).

If you are a Legal person — Incorporated, you must
submit the articles of association to provide the
information regarding your ownership.

It is not mandatory for you to upload extra information if
you have already provided us with a valid UAE Trade
License and/or certificate of incorporation.

Accepted file types are PDF, JPG, PNG and JPEG. The
individual file size limit is 2 MB.

Contact details of the applicant
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Building name and number Please enter your detailed address here. This is the

etc. address where you are carrying out your business as a
Warehouse Keeper. If you have multiple addresses,
please provide details of the place where most of the
day-to-day activities of the warehousing business are
carried out. If you have established branch offices, this
is usually the address for your head office.

The building name and number, street, city and country
are the mandatory fields that you have to input.

You must notify us if your address(es) change within 30
days.

Banking details of the applicant

IBAN This must be an account held with a bank established in

BIC the UAE. The account name must match the business’

etc. legal name you are registering with the FTA. You must
also ensure that you enter the details requested
accurately.

IMPORTANT: You must ensure that your account
details are accurate. Some accounts cannot receive
payments electronically. We recommend that you
check with your provider if you are unsure whether
or not your bank has made this facility available to
you.

If you are in the process of opening a bank account, you
must provide copies of any relevant correspondence
received from your bank or building society. You can
proceed with the registration application if you do not
have a local bank account.

You may also provide or update the bank account
details after the Warehouse Keeper registration is
completed.

About the Warehouse Keeper registration
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United Arab Emirates

Activities related to excise goods

If you have already registered with the FTA for Excise tax, the answer for the
below section should be the same as your Excise tax registration. If you provide a
conflicting answer, you should notify the FTA about the change in your
circumstances and information via email or phone.

Which excise goods do you
intend to enter into the
Designated Zone(s) that
you will supervise?

Do you release excise
goods from a Designated
Zone?

Are you a producer of
excise goods?

Which excise goods do you
produce?

Are you an importer of
excise goods?

Which excise goods do you
import?

Please select all that apply from the options below:

e Tobacco and tobacco products

e Carbonated drinks

e Energy drinks
Please select “Yes” if you are releasing goods (e.g.
releasing goods as the importer of record/owner of the
goods for customs clearance purposes) from a
Designated Zone and the goods are released into free
circulation in the UAE.

Please select “Yes” if you will be producing any excise
goods in the UAE and/or if the excise goods that will be
stored in your Designated Zone(s) will also be produced
by you in the UAE.

Please select all that apply from the options below:

e Tobacco and tobacco products
e Carbonated drinks
e Energy drinks

Please select “Yes” if your name appears as the
importer of the excise goods for customs clearance
purposes and/or if the excise goods that will be stored in
your Designated Zone are imported under your name
(i.e. your name appears as the importer of the excise
goods for customs clearance purposes).

Please select all that apply from the options below:
e Tobacco and tobacco products
e Carbonated drinks
e Energy drinks
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Are you a stockpiler of
excise goods?

Which excise goods do you
stockpile?

Would any of the goods
stored in the Designated
Zone(s) be transferred from
one Designated Zone to
another Designated Zone?

Would any of the goods
stored in the Designated
Zone(s) be transferred from
the Designated Zone
directly to another GCC
country which has
implemented Excise Tax?

Would any of the goods
stored in the Designated
Zone(s) be exported from
the Designated Zone
directly to a non-GCC
country or a GCC country
which has not yet
implemented Excise Tax?

United Arab Emirates

If you hold excess excise goods in free circulation in the
UAE, intended to be sold in the course of business and
Excise Tax on those goods has not been paid, remitted,
relieved or deferred, then you are viewed as a stockpiler
of excise goods and should answer “Yes” to this
guestion. This should also be considered when new
products are added to the scope of Excise Tax. Please
refer to the Taxable Person Guide for Excise Tax
(EXGO001) and the other guidance published by the FTA
for more details.

Please select all that apply from the options below:
e Tobacco and tobacco products
e Carbonated drinks
e Energy drinks

Please select “Yes” if you will transfer the excise goods
between Designated Zones.

Please select “Yes” if you will transfer any excise goods
from the Designated Zone(s) to another GCC country
without being entered into free circulation in the UAE.

Other GCC countries include:
e Kingdom of Bahrain
Kingdom of Saudi Arabia
Sultanate of Oman

State of Qatar

State of Kuwait

Please select “Yes” if you will export any excise goods
from the Designated Zone(s) to a third country without
being entered into free circulation in the UAE.
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Basis of Registration

What is the proposed
effective date of your
registration as a
Warehouse Keeper?

Will you store your own
goods and/or goods owned
by other parties in the
Designated Zone(s)?

Please provide any
documentation which can
support your financial
solvency (e.g. copy of most
recent financial statements,
bank statement for the last
three months at least or
other)

Declaration

You may propose a date from which you will carry on
the operations of a Designated Zone as a Warehouse
Keeper. The date can be any date (or the same day
you submit this registration form). Your effective date of
registration as a Warehouse Keeper will be the day on
which your application is approved or any date
requested from you and agreed by the FTA.

Please select one of the following options based on your
situation:

e Own Goods;
e (Goods owned by others; or
e Both.

As a Warehouse Keeper, you are liable to pay the
Excise tax owed to the FTA in case the person who is
required to pay the tax fails to do so. To ensure that
you are financially capable for the potential tax liability,
documentary proof on your financial solvency should be
submitted for the FTA’s review. Furthermore, the FTA
may ask you to submit a financial security against
Excise tax that may accrue to the excise goods stored in
the Designated Zone.

It is mandatory to provide documentary proof of your
financial solvency. You may also provide us with
additional comments for more explanation (as optional).

Authorized Signatory

Title
Name in English
etc.

If the nationality of the authorized signatory is selected
as UAE, you must provide the Emirates ID number.
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United Arab Emirates

Proof of Authorization The documents for proof of authorization may include:

e a Power of Attorney;

e a letter of authorization from the legal person
authorizing the Authorized Signatory to declare and
sign this form; or

e a job description of the Authorized Signatory
indicating that part of his duties and responsibilities
is to represent the legal person;

Accepted file types are PDF, JPG, PNG and JPEG. The
individual file size limit is 2 MB.

Communication Preferences

Preferred channel of Please specify the preferred channel of communication,
communication i.e. either email or telephone.

Preferred language of Please specify the preferred language of
communication communication, i.e. either Arabic or English.

Checklist for Completion Using this checklist will help you to make sure that you

have completed the form correctly and included any
other forms and documents we have asked you to send.

Section 2: Designated Zone Reqgistration Form

Note: This is an application for the registration of a Designated Zone with the FTA. A
separate application is required in relation to each Designated Zone. A Designated Zone
can be a place within a UAE Free Zone which is under the control of a UAE Customs
Authority, or any other place which has been approved as a Designated Zone by the FTA,
in both cases, Excise Designated Zones should be registered and approved by the FTA.
A Warehouse Keeper is any person who has been registered with and approved by the
FTA to supervise an Excise Designated Zone. You should be aware that unless you have
applied for one Designated Zone, and that Designated Zone application has been
approved, you will be unable to complete your Warehouse Keeper application and you
will not be able to operate as a Warehouse Keeper.
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United Arab Emirates

About the Applicant

Details of the Applicant

Existing TRN for Excise tax This field is auto-populated based on the Warehouse
Keeper registration form that you have submitted.

Existing TRN for VAT This field is auto-populated based on the Warehouse
Keeper registration form that you have submitted.

Name of Warehouse This field is auto-populated based on the Warehouse
Keeper (Business) Keeper registration form that you have submitted.
(English)

Name of Warehouse This field is auto-populated based on the Warehouse

Keeper (Business) (Arabic) Keeper registration form that you have submitted.

About the Designated Zone

Location of the Proposed Designated Zone

Name of the proposed Please enter the details accurately.
Designated Zone (English)

Name of the proposed IMPORTANT: The Federal Tax Authority cannot
Designated Zone (Arabic) assist you with the translation of any information
on the application form.

Building name and number Please enter the detailed address of the Designated
etc. Zone here.

The building name and number, street, city are the
mandatory fields that you have to input.

You must notify us if your address(es) changes within
30 calendar days.

IMPORTANT: The registered address will appear
on your Warehouse Keeper Registration
certificate. It is important that you enter the details
accurately.
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Please select which type of Please select all that apply from the options below

Excise Good(s) will be e Tobacco and tobacco products

entered into the proposed e Carbonated drinks

Designated Zone e Energy drinks

Please explain the use to Please explain how you will use the Designated Zone.

which the proposed This should generally cover:

Designated Zone will be

put e Expected activities within the Designated Zone
(e.g. storage, production, receipt and dispatch of
the goods)

e Expected types of goods stored within the
Designated Zone (e.g. whether excise goods only
will be produced/stored in the Designated Zone or
other types of goods as well)

¢ What about periods? For how long excise goods
are usually kept in the designated zone?

e Any other relevant details

Please provide a location Please provide the location map or site plan as
map and site plan of the appropriate.
proposed Designated Zone
Accepted file types are PDF, JPG, PNG and JPEG.
The individual file size limit is 2 MB.

Location of records relating to the proposed Designated Zone

Please specify whether the A Warehouse Keeper is required to keep records of
records relating to the excise goods held in the Designated Zone at any time
excise goods entered into  including the stock levels, the value and quantity of
the proposed Designated excise goods entering / leaving / produced within the
Zone will be kept in the Designated Zone and its destinations (e.g. another
same place as the Designated Zone, third country, release for
proposed Designated Zone consumption).

If the place where the relevant records are kept is the

same as the proposed Designated Zone location, you
may select “Yes” here.
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Building name and number If you select “No” above, please enter the detailed
etc. address where the records are retained by other
persons as mentioned above.

The building name and number, street, city and
country are the mandatory fields that you have to

input.

You must notify us if your addresses change within 30

days.
Please provide the name of IMPORTANT: You may rely on other persons to
the person keeping the retain the records for you but you will be held
records (if other than the accountable as a Warehouse Keeper for the
Warehouse Keeper) responsibility to maintain compliant record-
(English) keeping.

The person maintaining the excise goods records
could be a natural person (i.e. an individual) or a legal
person (i.e. an incorporated business, a company).

If a person other than the Warehouse Keeper
maintains and keeps the relevant records, please
provide that person’s (legal) name.

If you have more than one person who maintains and
keeps the relevant records on your behalf, please
contact and notify the FTA by phone or email.

Please provide the name of IMPORTANT: You may rely on other persons to

the person keeping the retain the records for you but you will be held
records (if other than the accountable as a Warehouse Keeper for the
Warehouse Keeper) responsibility to maintain compliant record-
(Arabic) keeping.

IMPORTANT: The Federal Tax Authority cannot
assist you with the translation of any information
on the application form.

Systems and procedures to be adopted at the proposed Designated Zone
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Please provide details of the systems and procedures that you will use to
ensure that goods entered into, held in and removed from the proposed
Designated Zone are accurately recorded and Excise tax due thereon is properly
determined and paid at the correct time. You are expected to provide full details;
failure to do so will delay your application and may result in its rejection.

Please provide details of Please provide a brief description of the system you
the stock and record use to manage excise goods (if any), which may
management system(s) include:

that will be used with
respect to excise goods

Name and version of the system

entered into and removed e Developer of the system
from the proposed e Typical information recorded by the system when
Designated Zone goods are entered into and removed from the

proposed Designated Zone.

e Typical information maintained for the goods
stored in the Designated Zone

e Any other relevant details

Please provide sample Please provide screenshots of the system which
information demonstrating shows a movement of excise goods during a certain
the capabilities of the period and the balance of the excise goods in a
system(s) to be used specific time.

Accepted file types are PDF, JPG, PNG and JPEG.
The individual file size limit is 2 MB.

Please explain the Please provide as much detail as you can. This
processes which will be process explanation should cover:

adopted with respect to the

entry and removal of e Confirm whether physical checks will also be
excise goods removed made and at what point.

to/from the proposed e Indicate how regularly you will undertake to audit
Designated Zone the contents of the proposed Designated Zone
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Please provide details of

United Arab Emirates

Please provide an explanation of the relevant

any measures which will be measures in place. For example:

put in place to control the
access of personnel to the
proposed Designated Zone
and the excise goods
within it

Please indicate how excise
goods entered into the
proposed Designated Zone
on which Excise tax has
not been paid will be
identified and monitored

Please indicate how excise
goods on which Excise tax
has not been paid arriving
from or transferred to
another Designated Zone
will be identified and
monitored

Is entry/exit from the
proposed Designated Zone
subject to the control of
the Customs Authority?

Physical fencing;

Electronic access cards to allow or restrict access
to the premises depending on the security level;
Manned security points to manually check the
identity of the personnel and cargos entering into
or exiting the premises;

Logistical processes to handle specific type of
goods;

Setup of video surveillance cameras; and

Any other relevant detalils.

Please provide an explanation of the relevant
measures in place. For example:

Physical marking of goods through bar-coding;
Pallet numbering and tracking;

Physical marking of areas used for excise goods
and non-excise goods; excise goods on which the
tax has been provided and excise goods on which
the tax has not been provided; and

Any other relevant details.

Please provide an explanation of the relevant
measures in place. For example:

Physical marking of goods through bar-coding;
Pallet numbering and tracking.

Physical marking of areas used for excise goods
on which the tax has not been paid and where
these goods have arrived from or will be
transferred to another Designated Zone; and
Any other relevant details for this type of excise
goods.

Please select “Yes” if the Designated Zone is
controlled and supervised by a Customs authority/
department in the UAE (could be fenced free zone).
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Emirate of the Customs Please select from the following:
department* e Abu Dhabi

e Dubai

e Sharjah

e Ajman

e Umm Al-Quwain

¢ Ras Al Khaimah

e Fujairah

Valuation and Financial Security

IMPORTANT: The FTA may impose financial security/ guarantee requirements on
Warehouse Keepers and Designated Zones.

The requirement for and amount of a financial security will be evaluated based on a
series of factors including the average month-end stock holding, the annual throughput
and the risk profile assessed by the FTA.

Please note that the FTA may adjust the amount of financial security depending on the
risk profile of the applicant. The financial security will be valid for one year upon
provision. You are required to revisit the financial security before it expires. To do so,
you may either provide the FTA with a written confirmation that the guarantee values
are still correct and/or provide us with updated information using the same form you
are filling out now. Depending on your reply, a new guarantee may be imposed if
necessary.

Please provide an estimate The figures must only be reported in UAE Dirhams
of the value of annual (AED).
throughput of excise

goods entered into the The value of the excise goods should include goods
proposed Designated entering into the Designated Zone under a tax
Zone. suspension regime.
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Based on the annual
throughput estimate,
please provide an estimate
of the amount of Excise tax
which will be suspended
on excise goods entered
into the proposed
Designated Zone

Please provide evidence to
support the estimate

Please provide an estimate
of the average value of
excise goods held at
month-end into the
proposed Designated Zone

United Arab Emirates

The figures must only be reported in UAE Dirhams
(AED).

The annual throughput is defined as the total value of
goods passing through a Designated Zone in a twelve-
month period.

Excise goods can be transferred into a Designated
Zone under tax suspension. This means goods are not
considered released into free circulation in the UAE if
they are transported between Designated Zones, or
from a Designated Zone for export, provided certain
conditions are met.

Please upload any calculation details through working
papers (e.g. historical data on the entry into, storage
within and dispatch from the warehouse of excise
goods in Microsoft Excel spreadsheets or other format)
or other information which can assist the FTA with
reviewing the estimated figures provided. You must
ensure the data you used for estimation purposes is
reliable and can be reviewed. Generally, this could
include third party logistics service agreements,
invoices, sales revenue reports or current warehouse
stock records, etc. You are not required to submit the
additional supporting documentation along with the
calculation, but, it would be very helpful if you do so.
However, the FTA may require you to provide similar
supporting documents on an as needed basis.

Accepted file types are PDF, JPG, PNG and JPEG.
The individual file size limit is 2 MB.

The figures must only be reported in UAE Dirhams
(AED).

This should be based on your average end of month

stock calculated over a twelve-month period, allowing
for seasonal variations.
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Based on the average The figures must only be reported in UAE Dirhams
month-end stock holding (AED).

estimate, please provide an

estimate of the amount of This should be based on your average month-
Excise tax which will be endstock calculated over a twelve-month period,
suspended on excise allowing for seasonal variations.

goods entered into the

proposed Designated Zone

Declaration

Authorized Signatory

Title If the nationality of the authorized signatory is selected

Name (English) as the UAE, you must provide the Emirates ID number.
etc.

Upload scanned copy of The documents for proof of authorization may include a
proof of authorization (if Power of Attorney.

applicable)

Accepted file types are PDF, JPG, PNG and JPEG. The
individual file size limit is 2 MB.

Communication Preferences

Preferred channel of Please specify the preferred channel of communication,
communication i.e. either email or telephone.

Preferred language of Please specify the preferred language of
communication communication, i.e. either Arabic or English.

Checklist for Completion Using this checklist will help you to make sure that you

have completed the form correctly and included any
other forms and documents we have asked you to send.
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