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FEDERAL TAX AUTHORITY

Introduction

This manual is prepared to help the applicant to navigate through the Federal Tax Authority
EmaraTax portal to submit their Natural Person Tax Agent Update Qualification application. Note
that this application will be reviewed by the FTA and will be approved only once all the
preconditions are met.
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Login to EmaraTax

_ it ) NPT I Iy PN dika
ZMARATAX @
Q < e

@ Are you an existing e-Services user?
If you aiready have an acc

ount with the FTA you will need to reset your password before you can login to

It you have already successtully reset your password please login to EmaraTax with your new credentials.

Pl

'Y
Login with your E-mail
Eomail Address
Don't have an account?
demotmact.com
If you do not already have an account with the FTA please d ‘ .
v = Lo
signup here — or [ @ Login with UAE PASS J
Forgot password? A single trusted digital identity for all citizens,
Enter Sacurity Code residents and visitors.
430637 3 430637 =% 0
Got any question on the new system? Logln
Read the FAGs
QUICK LINKS OTHER LINKS OUR LOCATION
ol sa U anlajdl aiag )l B . -
FTYTTTEN taxgovas & What's New (5 8 Eaicai froe e Buildica D

You can login into the EmaraTax account using your login credentials or using UAE PASS. If you

have forgotten your password, you can use the 'Forgot password?' feature to reset your
password.
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Natural Person Tax Agent Dashboard
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@ HOME

= agenT

] OTHER SERVICES

=] urm-mnxm1'|

= JURIDICAL PERSON TAX

8L wlyLo]

=MARATAX

= Home

1 Create New Taxable Person Profile

profile Name in English Profile Name in Arabic

Preferred Language Preferred Communication Channel

MY CORRESPONDENCE

Upload Taxable Person Logo (Optional)
1 ada Drag files here

Max File Size : § MB Formats : JPEG, JPG, PNG Maximum number of files : 1

i=  Taxable Person List
1, Search by TRN Number or Taxable Person

No Taxable Person added. Please click ‘Create’ to add new Taxable Person

b A LaTi e QUICK LINKS OTHER LINKS
aadlya L) gsLaiall & fy g ) B
FEDERAL TAX AUTHORITY tax.govae & what's New &

5
[ ARET R P
FEDERAL TAX AUTHORITY

Dusertyee ) oue [N ERECSEEPY

Search

<
I H (]

OUR LOCATION

@ emirates Property investment Company

+A

Step

Action

Click on the 'NATURAL PERSON TAX AGENT'

Federal Tax Authority

Tax Agent User Manual - Natural Person Tax Agent
Update Qualification
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=MARATAX FEDERAL TAX AUTHORITY
9 demotmiactcom ﬂ ) User Tyme =0} e [n | A A A
= Natural Person Tax Agent
N Hone
Required Actions Most Used Services
[27] MNATURAL PERSON TAX AGENT
Due Date Description Tax Agent - New Registration >
o JURIDICAL PERSON TAX
AGENT No data
=] OTHER SERVICES
Overview e
o Natural Person Tax Agent Tax Agency Details Juridical Person Agent Management
(1]
O actie F
Assigned Tax Agents -
= Taxable Person/Tax Group List
Step Action
(1) Click ‘Actions’ on the Natural Person Tax Agent tile.
. Tax Agent User Manual - Natural Person Tax Agent
Federal Tax Authority g g Page 6
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Update Qualification of Natural Person Tax
Agent

“MARATAX o— gy

O semormaeteom a PO RN (§ | A A <A

= Natural Person Tax Agent

Y HOME

Required Actions Most Used Services
] MATURAL PERSON TAX AGENT

Du Date Description Tax Agent - New Registration >
= JURIDICAL PERSON TAX
AGENT No data
%] OTHER SERVICES
£ MY CORRESPONDENCE
® view
| amena >
Overvi
— Yz Deregister —
Tax Agency Details
5 print Certificate

Juridical Person Agent Management

| % Update Qualification |

& active Ai |

Assigned Tax Agents

3= Taxable Person/Tax Group List

Step Action

(1) Click ‘Update Qualification’ to initiate the Natural Person Tax Agent Update Qualification
application.

Federal Tax Authority Tax Agent ld;z;ga(;::lli;ig?;;al Person Tax Agent Page 7
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Instructions and Guidelines

wusLiclyLof
=MARATAX
O comomiactcon

Update Qualification for existing Tax Agent
No. of form section
() i

Tutorial materials
b Video: Click here (TBP)

4 User Manual: Click here (1BP)

Required Templates
N

Service Details
About the service
Eligibility Criteria

Service steps

= Maturol Porson Tax Agent ® Update Qualification for existing Tax Agent

©)

Expected time to complete this application = Expected fees for this service

30 minutes il

Required Documents

List of documents that are reguired for making an applicatien to update your qualificatian as a Natural Persen Tax Agent are provided below.
Provicie the evidence that you have completed the prescribed training by the FTA including passing the examination specified by the

Accepted file types are PDF, DOC and DOCX. The Individual file size limit is 15 M.

{3 | 8

A

+A

The ‘instructions and guidelines’ page is designed to help you understand certain important
requirements relating to Update Qualification for existing Tax Agent in the UAE. It also provides
guidance on what information you should have in hand when you are completing the Update
Qualification for existing Tax Agent application.

Federal Tax Authority Tax Agent User Manual - Natural Person Tax Agent
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(2} User Type ) e m A A +A
= gent * Update Gualification for existing Tax Agent
at oint in time. However. if you do not submit your application within 60 calendar days of initiating it. your application will be automatically cancelled. There will be reminder
] 1 confirm that I have read the above instructions and guidelines
Step Action
(1) Read the instructions and guidelines for Update Qualification for existing Tax Agent and mark the
checkbox to confirm.
. Tax Agent User Manual - Natural Person Tax Agent
Federal Tax Authority Update Qualification Page 9
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(2} User Type ) e m

nt in time. However, if you do not submit your application within 60 calendar days of initisting it. your application will be automatically cancelled. There will be reminder

[m] | confirm that I have read the above instructions and guidelines

Back

i sUiSlyLol @l@qumw\@ ‘ @

Step Action

(1) Click ‘Start’ to initiate the Update Qualification for existing Tax Agent application.

. Tax Agent User Manual - Natural Person Tax Agent
Federal Tax Authority g Update Qualification g

e {\

i

I "‘//
WW“

) \!
\ A\
I Q|
(
United Arab Emirates

=
Y

Page 10



il aa L dslaidlasag 1l

FEDERAL TAX AUTHORITY

Progress Bar
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O somomiactcom E Suseree ) e [0 RIESERELD
= x Agent » Update Qualification for existing Tax Agent
Update Qualification for existing Tax Agent
o -
Tox Agent Details Review &
Declaration
About the Applicant
Tax Agent Number (TAAN)
‘ 2001870 |
Tax Agent name in English Tax Agent name in Arabic
[ oewo usen e |
Tox Type Gualified for Tox Agent Registration Expiry Date | !
[omecr s compescrse == \
Languags Proficiancy
[Co= |

Previous Step

“ B ml

The Update Qualification for existing Tax Agent application has been divided into two
short sections, each section being represented in the progress bar. The current section
will get highlighted in blue color on the progress bar. As you move to the next steps, the
completed sections will get highlighted in green color.

In order to move from one section to the next, all mandatory fields of the current section
must be entered. The fields which are optional are marked as optional next to the field
name.

You are requested to ensure that the documents submitted, support the information
entered by you in the application and all the documents and details are up to date.

Federal Tax Authority
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Tax Agent Details Section

8L Lol

ZMARATAX R @

eegmnmﬂg:!:um ﬂ Dusertiee ) ouc [0 IR

ggnt » Update Qualification for existing Tax Agent

Update Qualification for existing Tax Agent

o :

Tax Agent Details Review &
Declaration

About the Applicant

Tax Agent Number (TAAN)

‘ 2001870 |

Tax Agent name in English Tax Agent name in Arabic

‘ DEMO USER |

[ o \

Tox Type Gualified for Tax Agent Registration Expiry Date .

‘ INDIRECT TAXES (VAT/EXCISE) |

= \

Languags Preficiency

[ovaes |

Previous Step “ i ml

You cannot make amends to the greyed-out fields in this section.

Federal Tax Authority Tax Agent ld.::j; xag:::i;igig;al Person Tax Agent Page 12
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ggnt » Update Qualification for existing Tax Agent

Update Qualification for existing Tax Agent

o :

Tax Agent Details Review &

Declaration

[ oemo user | [et oan |

Tax Type Qualifiad for Tax Agent Registration Expiry Date

[woinecr vases ooz | [ramncr \

Languags Proficiency

== |

Provide the evidence that you have completed the training as prescribed by the autherity including passing the examinations
for the type of tax/taxes selected above

Update Qualification

Select the Tax Type you want ta Provide Qualifications for

Corparate Tax

I addviewcn Drag files here

b Max file size: 1§ MB Formats: PDFDOC Max. No. of files: 3 J
Pravious Step “ i ml

Step Action

(1) Select the Tax Type from the dropdown list.

Tax Agent User Manual - Natural Person Tax Agent

Federal Tax Authority Update Qualification Page 13
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ggnt » Update Qualification for existing Tax Agent

Update Qualification for existing Tax Agent

Tax Agent Details

&) User Type

)

one N

2

Review &
Declaration

A

4 | 8

NERNETTIR T N

A +A

| [et oan

Tax Type Qualifiad for

Tax Agent Registration Expiry Date

[ moimect Taxes cvavexcise)

| [ramncr

Languags Proficiency

Update Qualification

Select the Tax Type you want ta Provide Qualifications for

Corparate Tax

for the type of tax/taxes selected above
I addviewcn Drag files here

Max file size: 15 MB. Formats: PDF.DOC

Max. No. of files: 3

Provide the evidence that you have completed the training as prescribed by the autherity including passing the examinations

Pravious Step

Save as Draft

Step Action

(1)

Upload supporting documents.

Federal Tax Authority

Tax Agent User Manual - Natural Person Tax Agent
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O sroimgeteon ﬂ D vsertioe | )

oue [ AN
= gent ® Update Gualification for existing Tax Agent
Update Qualification for existing Tax Agent
o -
Tox Agent Details Review &
Declaration

[ oemo user | [et oan

Tax Type Qualifiad for Tax Agent Registration Expiry Date

[woinecr vases ooz | [ramncr

Languags Proficiency

== |

Update Qualification

Select the Tax Type you want to Provide Gualifications for Provide the evidence that you have completed the training as prescribed by the authority including passing the examinations
for the type of tax/taxes selected above
Corporate Tax
L add/viewd) Drag files here

Max file size: 15 MB. Formats: PDF.DOC

“ i

Max. No. of files: 3

Pravious Step

A +A

Step Action

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

. Tax Agent User Manual - Natural Person Tax Agent
Federal Tax Authority g Update Qualification g
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Review and Declaration Section

w8 o] RO @
=MARATAX
) User Type <) e m A A +A

[y — a)

= x Agent » Update Qualification for existing Tax Agent

Update Qualification for existing Tax Agent

0° o

Tax Agent Details
Declaration

Review and Declaration
Expand &1 / Collapse all

Review
-]

Step 1: Tax Agent Details
e “

Tax Type Gualified for Tax Agent Registration Expiry Date

Language Proficiency

“ B

Previous Step

This section highlights all the details entered by you across the application. You are required to
review and submit the application.

. Tax Agent User Manual - Natural Person Tax Agent
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Tax Agent Details

Review

Tax Agent Number (TAAN)
Tax Agent name in English
Tax Type Gualified for

Language Praficieney

ggnt » Update Qualification for existing Tax Agent

Update Qualification for existing Tax Agent

Review and Declaration

Step 1: Tax Agent Details

Tax Agent name in Arabic

Tax Agent Registration Expiry Date

(2} User Type ) e m A A +A

Review &
Declaration

Expand AUl / Collapse Al

Pravious Step

ﬁi Save as Draft

You may click on ‘Save as Draft’ to save your application and return to continue working

on your application later.

You may click on 'Cancel' to cancel the application.

Federal Tax Authority

Tax Agent User Manual - Natural Person Tax Agent

Update Qualification
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ggnt » Update Qualification for existing Tax Agent

Update Qualification for existing Tax Agent

S610CT INe 1aX TYPE YOU WANL 10 FrOVIGE QUANITICATIONS 107

Declaration

First Name in Enalish

(2} User Type ) e m A A +A

for the type of tax/taxes selected above

Last Name in English

demo

First Nama in Arabic

Last Name in Arabic

Country Code Mobile Number Email
Submission Date

== |

| [B] | hereby dectare that the information provided above is cornect |

I acknowledge that | will not be au\?%[? as Tax Agent unless | am listed in the Register of Tax Agents and my TAAN is linked to a registered Tax Agency o Juridical Person Tax Agent.

Pravious Step

Save as Draft

Step Action

(1)

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

Federal Tax Authority

Tax Agent User Manual - Natural Person Tax Agent
Update Qualification

Page 18
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= gent ® Update Gualification for existing Tax Agent
Update Qualification for existing Tax Agent
S10C1 the 12X TYPE YOU WaNL 10 FrOVIGE GUANNCATIGNS 0T wervisue cony or 2 08 raining as prescrioeq oV ne AUINONGY INCILOING, RASSING (N
for the type of tax/taxes selected above
Declaration
First Nama in English Last Name in English
[ | [
First Name in Arabic Last Name in Arabic
= -

Country Code Mobile Number Emait
Submission Date
[Em= |

[B] | hereby dectare that the information provided above is cornect
I acknowledge that | will not be able to practice as Tax Agent unless | am listed in the Register of Tax Agents and my TAAN is linked to a registered Tax Agency or Juridical Persen Tax Agent.

Pravious Step “ i

Step Action

(1) Click ‘Submit’ to submit the Update Qualification for existing Tax Agent application.

Federal Tax Authority Tax Agent ld.::j; ;/Iaa (;:::i;igi?; ;al Person Tax Agent Page 19
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Confirmation

Are you sure you want to submit the application?

Step Action

(1) Click ‘Yes’ to confirm.

Tax Agent User Manual - Natural Person Tax Agent

Federal Tax Authority Update Qualification
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Post Application Submission

8L Lol

=MARATAX

[oy— o)

x Agent » Update Qualification for existing Tax Agent

Update Qualification for existing Tax Agent

Application Submitted Successfully ® submitted

Applicant Name Dema user
Reference Number 108000027547

Submission Date & Time © 29 February 2024, 14:35 GST

After your application is submitted successfully, a Reference Number is generated for your
submitted application. Note this reference number for future communication with the FTA.

What’s next?

e Once the application is submitted, the FTA shall approve, reject or resubmit for additional
information and notify the applicant accordingly.

e 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.

e  Once the FTA confirms acceptance of your application, you will be notified on the
decision.

e The status of your application in the dashboard will be updated accordingly. You may
check your application status in the dashboard from time to time.

Tax Agent User Manual - Natural Person Tax Agent
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Natural Person Tax Agent » Update Qualification for existing Tax Agent

) Where we reject an application, we will provide you with the reasons for doing 56. Vau may re-apply But snly ORCE you have resolved the matters brought ta your attentian

2. FTA Natural Person Tax Agent exams:

a) Once the FTA has verified your Natural Person Tax Agent registratien application, you may be netified to schedule an appeintment for the FTA Tax Agent Arabic Reading and Writing Exam from your EmaraTax account. You may register with our approved vender
for the FTA Tax Agent Qualificaion.

b) On completing both the Natural Person Tax Agent Arabic Exam and the FTA approved Natursl Person Tax Agent Qualification Standards Test, sttach both the exam results to your application in your EmaraTax account and submit

©) Yeur application will now be reviewsd by us. If we require more information to assist with our review, we will contact you by email. You will need to provide the information requested for us o continue processing your application.

3. Paying the registratien fee:
a) Once the FTA has verified your Natural Person Tax Agent registration application and exam results, you will be notified to make the required payment. You can pay the registration fee from your EmaraTax account. On payment, you will receive an email and an
SMS notification informing you of tha status of the application and payment status. Once the FTA confirms acceptancs of your application, you will be notified on the decision.

4. Tax Agent "To Whom It May Concern” lettar :
#) Once the FTA confirms your payment, You will be issued a “Tax Agent To Whom It May Concern” letter and notified via email and SMS. You can download this Istter from your EmaraTax account. Please note that this an initial approval of Natural Person Tax Agent,
and you cannat operate as a Natural Person Tax Agent at this stage until you complete step 5.

5. Listing in the Natural Person Tax Agent Register:
a) The registered Tax Agency/Juridical Person Tax AGent with which you wish to work Should apply to the FTA requesting to link you as a Natural Person Tax Agent to the Tax Agency/Juridical Person Tax Agent. ONce the request to link to the Natural Person Tax
Agent is sent 1o the FTA, the FTA will review this. If the FTA approves the linkage, your Natural Person Tax Agent Approval Number (TAAN) will be issued and linked to the Tax Agency/Juridical Person Tax Agent. A Natural Person Tax Agent registration certificate will
be issued by us and notified to ¥ou via email and SMS. You can download this letter from your EmaraTax account. You will be listed in the FTA Tax Agent Register and published in the FTA website (hitp:/www.taxgov.ae)

Important Notes:

1. The status of your application will be updated In the dashbeard of your EmaraTax portal. You can check it 2t any time by lag In te your EmaraTax pertal. n

2. Succssstul completion of the FTA Natural Person Tax Agent sxams is mandatory (ss per aiscretion of FTA) for complating the Natural Persen Tax Agent registration process.
3. The Natural Person Tax Agent registration payment of AED 3.000 is mandatory for completing the Tax Agent registration process

4. The “Natural Person Tax Agent to whom It May Concern letter” dogs net grant you to perform the duties of a Tax Agent and dees not certify listing you in the Tax Agents Register at the Federal Tax Autherity. You should satisfy the last condition fer listing in the
register, which is linking 1o a Registered Tax Ageney/Juridical Person Tax Agent

5. Your Natural Person Tax Agent registration with the FTa Is walid for a period of 36 months from the date of first-time registration or the date of renewal of the registration as a Tax Agent with FTA.

ibility for the dealings with the FTA by the Natural Person Tax Agent/Agency/Juridical Person Tax Agent on their behall. However,
tis satisfied that continuing to list you would adversely affect the integrity of the tax system

6. The Taxable Person who appointed the Natural Person Tax Agent/Agency/Juridical Person Tax Agent bears the ultimate legal respon
professional due care must be observed throughout the practice to pravent malpractice/negligence and consequential liailities. The FTA may de-list you as a Tax Agent

or yeu have committed a significant violation of the relevant laws.
x.gov.ae
Back to Dashboard Download

00509994 | Outside UAE: 4871 600509994 Email us at info@t

For any inquiry or assistance, please contact us an: Within UA!

veres | B | e

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 Natural Person Tax Agent dashboard.

Tax Agent User Manual - Natural Person Tax Agent
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Correspondences

Natural Person Tax Agent receives the following correspondences:
e Application submission acknowledgment.

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

e Application approval or rejection notification.

e Reminder to complete the draft application (only if the applicant fails to take action on a
drafted application within the regular time period).

e Draft Application auto cancellation notification (only if the applicant fails to take action on
a drafted application within a Particular time period).

Tax Agent User Manual - Natural Person Tax Agent

Federal Tax Authority Update Qualification
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Application History - In-Review

Once the Natural Person Tax Agent submits the application for Update Qualification for existing
Tax Agent, the application will be sent to the FTA for review and the status of the application will
be ‘In Review’.

O somomiactcom a (PR RN (W | A A +A

= Natural Person Tax Agent

5 HOME

Required Actions Most Used Services
[27] MNATURAL PERSON TAX AGENT
Due Date Descripton . >
& JURDICAL peRSON TAX No data
B2 update Guaiiication for existing Tax agent >
5] OTHER SERVICES
£ MY CORRESPONDENCE
® view
{7 Amena
overvii \(D e
— % Deregister I

Tax Agency Details Juridical Person Agent Management
S print Certiticate

£ Update Qualification

& active -~

Assigned Tax Agents

3= Taxable Person/Tax Group List

arch by TRN Num

Step Action

e Inorder to view the status of your application, click ‘Actions’ against the Natural Person
(1) Tax Agent.
o Select ‘View’ to view the status of your application.

Tax Agent User Manual - Natural Person Tax Agent
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O wrormactcon a]

= Matural Person Tax Agent » Natural Person Tax Agent Application Histary

HoME Natural Person Tax Agent Application History

NATURAL PERSON TAX
AGENT

Natural Person Tax Agent Application History

) User Type

MY REPORTS

QTHER SERVICES

This site is best viewed in Screen Resolution 1024 x 764
Supports Microsoft Edge, Firefox 92+, Chrome 83+

Disclaimer | Termsand Conditions |  Accessibility

Inquiries and Complaints

| privacy Policy |

VAT
|| Customize Columns S v Q@ search
EXCISE TAX
Ref. No. Application Name Date of Submission Status Status Date
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You can check the status of the application based on the application number once the application
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Application History - Approved

Once the FTA approves the application for Update Qualification for existing Tax Agent, the status
of the application will be ‘Approved’.
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Step Action

e In order to view the status of your application, click ‘Actions’ against the Natural Person
(2) Tax Agent.
e Select ‘View’ to view the status of your application.

Tax Agent User Manual - Natural Person Tax Agent

Federal Tax Authority Update Qualification

Page 26



il aa L dslaidlasag 1l

FEDERAL TAX AUTHORITY

United Arab Emirates

O ceroimiseicon la cuerwe @ o R

= Natural Person Tax Agent * Natural Person Tax Agent Application History

HOME

Natural Person Tax Agent Application History

MATURAL PERSON TAX
AGENT

Natural Persen Tax Agent Application History

VAT
|| Customizs Columns Stat v A sear
EXCISE TAX
Ref. No. Application Name Date of Submission status Status Date
CORPORATE TAX
109000027547 :sgsieeuahﬁ(almn for existing Tax 29/02/2024 @ Approved 28/02/2024
=5 Y PAYMENTS
109000027541 Tax Agent - New Registration 29/02/2024 @ Avproved 29/02/2024
5 MY CORRESPONDENCE
QUICK LINKS OTHER LINKS OUR LOCATION
2 USER AUTHORIZATION il a1l @ aslaiall & fag Wl - -
FEDERAL TAX AUTHORITY Lo L IRt e B @ Emirates Property Investment Company
Y AuDIT Help Center Fags @ Bullding, P.O. Box 2440, Abu Dhabl,
Glossary & Contact Us @ vAE
Sn—— Inaulis and Complaiis @ Contra ark Business Towers - DIFC, 20 | x|

% 800 82923
info@taxgovae
)
N B

ion 1024 x 764

Disclaimer | VAE Government Charter Of Future Sarvices

You can check the status of the application based on the application number once the application
has been approved.
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