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Annexure

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

S.No |User Manual Name Description

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

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

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

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

e Registered for VAT

e Registered for Excise

¢ Non-registered Taxpayer

e Tax Group

¢ Warehouse Keeper

* Freight Forwarder/VAT Clearing Company (TINCO)

e Excise Tax Clearing Company (TINCE)

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

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

Button

Description

In the Portal

{0} User types

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

<)

This is used to enable the Text to Speech feature of the portal

English oL

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

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

8 Manage Account

This is used to manage the user profile details such as the Name,
Registered Email address, Registered Mobile number, and password

|

This is used to log off from the portal

In the Business Process application

Previous Step

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

Next Step

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

Save as Draft

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

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

The Federal Tax Authority offers a range of comprehensive and distinguished
electronic services in order to provide the opportunity for taxpayers to benefit from
these services in the best and simplest ways. To get more information on these

services Click Here
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This manual is prepared to help you navigate through
the Federal Tax Authority (FTA) portal and submit the
VAT Registration application. You must be eligible to
register for VAT mandatorily or voluntarily as per the
turnover threshold criteria stipulated in Federal
Decree Law Number (8) of 2017 on Value Added Tax.
The applicant can be a natural person (For example,
Individual), or a legal person (For example, a Public
Joint Stock Company, Incorporated, government
body).
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Login to EmaraTax

Welcome to the new e-CTS ¥

Login

Welcome to the Federal Tax Authority

New Here? Login with FTA account t Login with your Emirates ID
1t you are not registered. please signup here.

UAE Pass provides single trusted digital identity solution for service providers

- 72N, UobylQgall
PRSI © Q' uae pass

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

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

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

Federal Tax Authority VAT Registration - Taxpayer User Manual
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I Create New Taxable Person Profile

5 omew semvices

Praas Nama in Engiisn Prafia Nams in Aranic
£ wr coRRESPONDENCE

.

QUICK LINKS OTHER LINKS FOLLOW US
[Glink -}

taxgouse 1B s now

Contact Us

% 600599 954

Step Action

On successful login, the Taxable Person list screen is displayed. It displays the list of the Taxable
(1) Person linked to your EmaraTax user profile. If there are no Taxable Person linked to your user profile,
this list will be empty and you would need to create a Taxable Person.

Federal Tax Authority VAT Registration - Taxpayer User Manual Page 7
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FOLLOW US

[Glink -}

Contact Us
% 600 599 994

Step Action

To create a new Taxable Person, enter the mandatory details and click 'Create'. The new Taxable
(1) Person will be displayed in the list.

Federal Tax Authority VAT Registration - Taxpayer User Manual Page 8
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5 omew semvices

£ wr coRRESPONDENCE

FOLLOW US
(Gl -]

Contact Us

% 600599 954

Step Action

Select the Taxable Person from the list and click 'View' to open the dashboard.
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EmaraTax Taxable person dashboard

No data
= Most Used Services
No dat:

Overview Mare T e

Value Added Tax Excise Tax Warehouse Keeper
# - 5§ - |

Tax Group
My Reports -

Click ‘Register’ on the VAT tile with in the Taxable Person dashboard to initiate the VAT registration
(1) application.
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Guidelines and Instructions
0 : o - NI
@ Yo o s (@) st tme e someliis i spsliction % Erestes e for s e
[ o]

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

FAGs a

/8] | confirm that | have read the above instructions and guidelinas

Step Action

A screen will appear with guidelines and instructions. Read the guidelines and instructions for VAT
(1) Registration and mark the checkbox to confirm.
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g United Arab Emirates
S -
About the service ]
Sl Crteriz ]
Service Steps ]
Facs ]

[®] i confirm that I have read the above instructions and guidelines

Step Action

(1) Click ‘Start’ to initiate the VAT Registration application.
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Entity Details Section

Entity Details

Entity Details

rotion

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

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, supports the information entered

by you in the application. This would help to avoid any rejection or resubmission of the
application later.

Federal Tax Authority
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Value Added Tax Registration

Entity Details

Entity Details

980 crasta orjain  Tex Grousz L}

Step Action
Select the Entity Type of your business from the list in the entity details section. Note that the input
(1) fields in this section may vary based on the entity type selected.
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Value Added Tax Registration

Entity Details

Entity Details

A = - - - United Arab Emirates

You will be able to see the following list of entity types in
the application:

Legal Person - Public Joint Stock Company
Legal Person - Incorporated

Legal Person - Foreign Businesses

Legal Person - Club or Association

Legal Person - Charity

Legal Person - Exhibitions

Legal Person - Federal UAE Govt Entity
Legal Person - Emirate UAE Govt Entity
Legal person -Others

Natural Person - Individual

Natural Person - Partnership / Heirs of Natural
Person

Natural Person - Others

Federal Tax Authority

VAT Registration - Taxpayer User Manual
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Value Added Tax Registration

° ; s

Entity Details

Entity Details

Entity Tyoe

Do you have 8 cartifcate of incorpomationt

O™ He

Ars you apaiying o crests or jain 3 Tax Groua?

Ve (8] Ho

o g
croaties hee

Step Action

(1) application later.

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

Federal Tax Authority

VAT Registration - Taxpayer User Manual
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e o IR
Value Added Tax Registration

(] 2 ' P s 8 s
Enty Dotals denttcation Detals E—— Contact Bl - Adationsl et R
oee

Entity Details

Entity Type L]

[Se——— o

Orog fes nere
v (e
Fomats: poF. DaC Hax N or Fies 3
AT 400 3331nG 1 Creatsor ain 3 Tax Grous? o
o (8) No

- .
Step Action

After completing all the mandatory fields, click ‘Next Step’ to save and proceed to the 'ldentification
(1) Details' section.
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Identification Details
Main License Details

e o - IR
Identification Details
o ade Licanse. e r)
[:] (]
o
= =
oal e [:]

©rag il nsre
e Formats: PO, DOC Max Ha. of Fles 3
Business Activity Details - Add Business Activite
Drimary Activity  Industey Main Grovp. Subgrap Bucinsss Activiton Activity Codo Actions

Step Action
(1) Depending on the ‘Entity Type’ selected, you are required to provide the main trade license details in
the identification details section.
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Value Added Tax Registration

o
o ° 3 2 s & 8 il
Entty Detal sdentiicaton Dstal Esiniity Detais Contact Detats Sank Detals Adaitonsi De: a Review and
o Geciaran
|dentification Details
00 you have o Teade Licanse in the UAE? o
Main License Details
e e
o
[=] =
Logal Nam in Englsh e A Harma in Avats ;)
8 = o .
*
oram s nere
Hax fla iz 15 HE Farmats POF. BOC Max N of Files - 3
usiness Activity Details
B Ay ey W Grove [a— [—— Actions

Trade License is not applicable for the below entity types:
e Natural Person - Partnership or Heir
e legal Person - Foreign Business
e Legal Person - Federal UAE Govt. Entity
e legal Person - Emirate UAE Govt. Entity
Federal Tax Authority VAT Registration - Taxpayer User Manual

AN

United Arab Emirates

Page 20



el A 1 @ gslaill dGag I

‘(l’!'i\‘/i'!"l(
FEDERAL TAX AUTHORITY

N
Business Activities i Ak

Value Added Tax Registration

]
o o : :

Identification Details

06 you have s Trade Licerse in the UAE?

L]

Main Licensa Details

race oty L] (1]
icene Expiry Date o
a B
e (]
e Ha 9 [i] e 1 ranic (ostionaiy

Uslood capy of Trage License

M i sizec 15 M Farmats: POF, DOC Max o, of Files: 3
Business Activity Details

Primary Activiy  ladustey

Step Action

Click on 'Add Business Activities' to enter all the business activity information associated to the trade
(1) license.
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Step

Action

(1)

Enter the mandatory business activity information and click on Add.
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Ensure that the information about all your business activities is included. The activity code will get
populated in the screen.

Federal Tax Authority VAT Registration - Taxpayer User Manual Page 23



el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

A
Owner Details ol

Value Added Tax Registration

Expiey Date [:]
= a
L] (]
ostiorais o - o
Business Activity Details 4+ Add B A
No data o
Local Branch Details
Step Action
(2) Click on 'Add Owners' to enter all the owners’ associated to the trade license.
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Step

Action

Draa fles here

Formatx. BOF, BOC

(1)

Enter the mandatory owner information and click on Add.
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Branch Details

Hgme » Comosnes

Value Added Tax Registration

Lo name n Ensizn o o
Teadte N « > e - [i]
Formats: POF. DOC M Mo, of les -3
4 add B A
Subgrous Activty Cods Actions
v o ocossing sns proseruing -“ o
Owners List + Add Owner .
r— [ER——— [ER——— F— snaronataing Percentage acton:
- compa " saprszF00 o0

Losal Branch Details

00 you have branches in UAE? Add New Branch

@ ) w

Step Action

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

Logi name n Engiien [ YT —— [y
Trade Mamme in English (optiorsl) O Teade Hame in Arabic (optional) o
Uplaad apy of Trade Licenas
T sarviewm rag files here.
Mo e sze- 15 18 Formats: PO, 00 an o, of Fies : 3

Business Activity Details 4 Aad Business Activities.

Primany Activty Ity vaim Groun — C—— Actiy caa neens

. Harutac s o

Owners List + aad 0w

s Typs Qunar s in Engisn Ownar nams i Aranic 10 taumser Snaranatcing Parcsntags Actions .

Logal Pecson Company A iasi saprszron w000

Lozal Branch Details

00 you have brnches i UAE? m

@ O me

The registration will be in the name of head office meeting the relevant criteria. Registration will not
be performed in the name of Branch. Even if you are operating via branches in more than one
Emirate, only one VAT registration is required.
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Value Added Tax Registration

e @ euremena o
T ostiorsd @ e Y
.
Formats: PO, 00 A

Business Activity Details 4 Aad Business Activities.

Prmary astivty sy wain Graus p— [Erm— p—— netons

. Manutactuing Haruts taad procuct Proc o . a et o

Owners List 4+ aad Qwner

owner yma unsr name in Enatsn Ownar nams in aranic - B — actons .

per— Compery A [ saprszron wn.00

Lozal Branch Details

D6 you have branches in UAE?

Step Action

After completing all mandatory fields, click ‘Next Step’ to save and proceed to the 'Eligibility Details'
(1) section
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Eligibility Details

Taxable supplies and Taxable expenses

e AR
Taxable supplies
I AmeuntiaED) ) CumuativeAED) @)

Step Action

There are two options to enter your taxable supplies and Taxable expenses.

1. Download the excel template, enter the details and upload it back. The details provided in the excel
template will get populated in the screen.

OR

2. Enter the taxable supplies and Taxable expenses directly in the screen.
3. The figure must only be reported in UAE Dirhams (AED).
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[0 1]

= pome » Comoamd F VAT Resstration

Value Added Tax Registration

L
Upiosa scannoa copies of ocumentary proof - Purchase ordars, contracts

L nca/vienm

Draq fles nars

Upioad scanned coples of Gacumantary proof - pal varsion of the upioaTed o
Fecenats; PO, DOE

L add/viowm

M e siss: 15 MB Farmata: POF, DOE Mas M. of Files : 3 Mas e size: 15 M8
Upioea seanmas copies of osumentary pross - Sample sales mvaices

2 rsarviewn

Oras s here

Usioad scanned capies o gscumentary prost - Sample expenses invoices
I asarvewm Oraa ez nere
Ma Ha. of Fles 3 Hax tie size: 1518 Earmats: POF, DOC

Formats: POF, DOC

Max Mo, of Files: 3

Max Ho. of Fies: 3

services i the UAE and either:

Y pon it
making suosies of goads o
Ot on p— ©  Ressen torchangs in Gwgstion Data ogton)
=]
on it you o 82 bo rogiciore prior o thectandandafctiv dato 2 por o ) @ Fessontor chamge n Etective sate Optionan
v in your 0 00 you eratct maks sremat supgees?
ves (8) e

D5 yeu expsct the VAT an your

B0 vou wish ta apply For Exception from VAT?

ve: (8 Mo

VAT registration.

If the ‘VAT registration criteria’ is determined as "Mandatory’ or ‘Voluntary’, you are eligible for VAT
registration. If the ‘VAT registration criteria’ is determined as ‘Not applicable’, you are not eligible for

Federal Tax Authority VAT Registration - Taxpayer User Manual
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= pome » Comoamd F VAT Resstration

Value Added Tax Registration

Upioad scanned coples of Gacumantary proof - pal varsion of the upioaTed o
L add/viowm
M e siss: 15 MB Farmata: POF, DOE

Usioad scanned capies o gscumentary prost - Sample expenses invoices

I asarvewm
Formats: POF, DOC

Oraa ez nere

o0 copies of ocumantary proof - Purcase orgers, contracts

L nca/vienm Draq fles nars
Mas M. of Files : 3 Mas e size: 15 M8 Fecenats; PO, DOE Max N, of Fies
Upioea seanmas copies of osumentary pross - Sample sales mvaices
2 rsarviewn Oras s here
Max Ho. of Files

Ma Ha. of Fles 3 Hax tie size: 1518 Earmats: POF, DOC

making supsiies of Geads or services i the UAE and efther

D

2 You expect that

Dateon p—
what dsta would you ke to be registorad (prior to the standand affectivs date 3¢ por the law)

Rsazen for changs In Cugation Data (OpYGNID

L]

2

R e ——
2

D5 yeu expsct the VAT an your VAT in your

B0 vou wish ta apply For Exception from VAT?

ve: (8 Mo

-]

b,mmw [ ———
Yo (@) W

Step Action

(1) .

The obligation and effective date of registration will get populated in the screen

You can change the date by providing the reason.

Federal Tax Authority
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5 wser Tyme

[0 1]

Value Added Tax Registration

Home * Comoaned F VAT Regtration

Upiosa scannoa copies of ocumentary proof - Purchase ordars, contracts

L nca/vienm

Draq fles nars

ot ascumantary proof - pat varsion of ths upsoaced e
Max Mo, of Files: 3

Fecenats; PO, DOE

I add/viowm
Max i szs 15 M2 Farmats. PO, DOC Max No. o Fien: 3 [
Usiasa seanes espies o spcumenter pragt - Sampe eepenses voces Usiosa 33 cooiesof Gopumentary arost - Sample sales musices
L nsarvewm Oragties here 2 noarvewm Drag ties here

[ Pormats:POF, DOC Max Mo, of ez -3 [P Fomats: PoF, 0T Max o, of s 3

el
making auosies of Goads or services n the UAE and efthers
Ot on p— ©  Ressen torchangs in Gwgstion Data ogton)
=]
it you o 82 bo rogiciore prior o thectandandafctiv dato 2 por o ) @ Fessontor chamge n Etective sate Optionan

D5 yeu expsct the VAT an your

B0 vou wish to ap

ve: (8 Mo

D3 you BHBect 1o maks sromat suppsss?

L]

VAT in your
Ve (@ W

iy For Exceptian from VAT?

Action

Step

(1)

After completing all mandatory fields, click ‘Next Step’ to save and proceed to the 'Contact Details

section.
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Step Action

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

e If you are a foreign business applying to register for UAE VAT, you may choose to appoint a tax
agent in the UAE. In such cases, provide the necessary details.
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Step Action

After completing all mandatory fields, click ‘Next Step’ to save and proceed to the 'Business
(1) Relationships' section.
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Step Action

Enter the details of the Manager OR CEO.
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Step Action
(2) Click 'Add Relationships' to add more relationship details, this is an optional field.
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Step Action

(1) Enter Partner or Director details and click ' Add".
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Action

After completing all the mandatory fields, click ‘Next Step’ to save and proceed to the 'Bank Details
section.
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Officer Notes

Bank Details (Optional)

Formats POF, GOC
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e  Bank details are optional at the time of VAT Registration. You may also provide or update the
bank account details after the VAT registration is completed. However, you are advised to
provide the bank details as a part of this application to avoid submission of bank details at the
time of refunds processing.

e  You are requested to ensure that your account details are accurate. Some accounts cannot

receive payments electronically. Also, ensure that your Bank has this facility.

If you are in the process of opening a bank account, you must provide copies of any relevant

correspondence received from your bank.

e If your account is held with a bank established in the UAE or a foreign bank account. The
account name must match the legal name of the entity you are registering with the FTA.
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Step Action

You may enter your bank details and click ‘Next Step’ to save and proceed to the 'Additional Details'
(1) section
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Step Action
Click ‘Add GCC Business activities’ If the person is intending to import goods or services and these
(1) imports are from GCC member states.
Page 42
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Step Action
e  Select the GCC state from the drop down.
e  Enter the Tax Registration Number (TRN) or equivalent if the entity is already registered for
(1) VAT purposes with the respective tax authority in the GCC Member state.

Enter the value of goods you expect to import and sell in the 12 months following the date of
registration

Click 'Add'.
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Do not include the value of any services unless they are directly related to moving goods ( Example.,
commission, and freight insurance ).
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Action

Custom Details’ to enter the customs registration details.

If you are registered with any of the Customs Authorities in the UAE, select ‘Yes’ and click ‘Add
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Step

Customs Registration Datails.

Action

(1)

Select the Emirate from the drop down.

Enter your Customs Registration Number, issued by the relevant Customs department in the
UAE.

Upload supporting document and click ‘Add".
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Customs Registration Datails.

e If you have multiple Customs Registration Numbers (“CRN”) in the UAE, add each of them as a
separate line item.

e The Customs Registration information will assist the FTA and the relevant Customs
departments to identify you accurately at the time of importing and exporting goods into or
from the UAE. Failure to enter this information may result in delays at the border.

e  You may also remove any item from the list by clicking on ‘Delete’.
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Step Action

(1) After completing all mandatory fields, click ‘Next Step’ to save and proceed to the 'Authorized
Signatory' section.
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Step Action

(1) Click 'Add Authorized Signatory' to enter the Authorized Signatory details.
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Step Action

e |f Manager OR Chief Executive Officer (CEQ) is the authorized signatory, select ‘Yes’. The
Manager OR CEO details provided in the '‘Business Relationships' section will get populated in

(1) the screen.

e  Otherwise, select ‘No’, to enter the authorized signatory details .

e After completing all mandatory fields, click 'Add'.
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persons.

e  You can add one or more authorized signatory, if required.

e  Evidence of authorization may include a Power of Attorney or similar in the case of legal
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Step Action
(1) After completing all mandatory fields, click ‘Next Step’ to save and proceed to the 'Review and
Declaration' section.
Federal Tax Authority VAT Registration - Taxpayer User Manual Page 52



el A 1 @ gslaill dGag I
FEDERAL TAX AUTHORITY

Review and Declaration

=
AN
sk

United Arab Emirates

= poms > Someanea » VAT Regation

Value Added Tax Registration

Declaration

Cuntoma Humbe

taz3enan

N in Arsbic 5 Humser
Faapa 2y SPAFCASAZD
 bama in Arabi

S

[[ssmesaamn | [ecaeazanceon

[z

(W] 1 deciars that ail intarmation providad is trus . ace:

wats 3n camplats 15 tha bast of my knowisage and ber

This section highlights all the details entered by you across the application. You are requested to
review and submit the application formally.
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Step Action

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

Click ‘Submit’ to submit the VAT Registration application.
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Application Submitted Successfully

What’s next?

information and notify the applicant accordingly.

you.

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

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

e  Once the application is submitted, the FTA shall approve, reject or resubmit for additional

e [f 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

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.
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Taxpayer receives the following correspondences:

* Application submission acknowledgment.

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

» Application approval or rejection notification.
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Thank you
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