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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 a VAT Tax Group
representative member to navigate through the
Federal Tax Authority (FTA) EmaraTax website and
submit a VAT Tax Group Registration application. The
representative member must login into their EmaraTax
account to initiate the VAT Tax Group Registration
application. Other Tax Group Members, who are not a
representative member, will not be able to submit this
application.
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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.
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5 Tax AGENCY
oTHER sERvIcES

£ MY CORRESPONDENCE

e,
& United Arab Emirates

OTHER LiNKS FOLLOW US
QnY &

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.
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O Create New Taxable Person Profile

B taxacenCy

rote Nama in Sngiicn
5 omew sevices

£ MY CORRESPONDENCE
eraserred Langunge

Upiasd Taxabia Parson Logs (Opticnal)

Max Fie Size 5 MB

= Taxable Person List

Preterrad Communicaton Chamel

Brag fles here

Formats : JPEG. 195, PG Masimum sumber of fiss

Senrch

QI

@ United Arab Emirates

[« Y- O e (e Y-

[« YN

-

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

Tax Group Registration - Taxpayer User Manual
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T rax AcencY
oTHER sERvIcES

£ MY CORRESPONDENCE

OTHER LINKS FOLLOW US
@]~k X
What's Hew

racs @
Contact Us

Comact vz &
Comaiaints and Inquirles % 600 599 954

Step Action

(1) Select the Taxable Person from the list and click 'View' to open the Taxable Person dashboard.
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: Jla] S
o Required Actions Mast Used Services
bl No data
Z USER AUTHORIZATION Registration Overview ——— =
‘Warehouse Keeper
-
My Reports -
Application Status ! Return Filing Status E Payment Status E
Step Action
(1) e Within the Taxable Person Dashboard, you will be able to see Tax Group tile.
e  Click ‘Register’ on the Tax Group tile, to initiate the Tax Group registration application.
Federal Tax Authority Tax Group Registration - Taxpayer User Manual Page 10
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Tax Group Representation Member

RS

Step Action

If you are the representative member of the Tax Group, Select ‘Yes' to initiate the Tax Group
(1) registration.
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Step

Tax Group Representation Member

Action

(1)

Click ‘proceed’ to initiate the Tax Group registration , otherwise select ‘No’.
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Tax Group Representation Member

If you select ‘No’, You are not allowed to initiate the Tax Group Registration as you are not the
Representative Member.

Federal Tax Authority Tax Group Registration - Taxpayer User Manual Page 13
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O 1 confirm that I have read the above Instructions and uidslines

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements relating to Tax Group registration in the UAE. It also provides guidance on what
information you should have in hand when you are completing the Tax Group registration application.
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Step Action
(1) Read the guidelines and instructions and mark the checkbox to confirm.
Page 15
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Expocted time to complote this application

@ I

Fas
W | confirm that | have read the above instructions and auidslines : I ;

Step Action
(1) Click ‘Start’ to initiate the Tax Group Registration application.

Page 16
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Represenatative Member Details
Representative member with out TRN

wadlya Ll dgslaiall @iy gl
FEDERAL TAX AUTHORITY

The following sections explain the steps to be Taken by the
Representative Member is not yet registered in EmaraTax.
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Representative Member Details

[=] Entity Details

Business Relationships

‘ Bank Details ‘ Additional Details ‘ Authorized Signatory

The application is divided into a number of short sections which deal with various aspects of
the tax group 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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VAT Group Registration

Reoresentative
Member Deais

Representative Member Details

Memaer Detass Tex groun Detais sutnarizes

2 °© : .
= |
’ | |
a
e = [
Step Action
e [f the Representative Member is not yet registered in EmaraTax, the VAT Registration section
will be displayed.
(1) e  Click ‘Start’ on the Entity Details tile to initiate the VAT registration for the Representative
member.
e  Complete all the sections of the VAT registration.

Federal Tax Authority
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VAT Group Registration

o 2 5 .
Reoresentative etsie Tex groun Detais e

Representative Member Details

° o o ° ° o o °
[=] Entity Details [25] identification Details (D) Eigitility Details Contact Details
stat Sisksa st siskso st iz s
© o ° ] ° ° o
52, Business Relationships 2§ Bank Detais £) Adaitionsl Detals 1 Muthosized signatory

Step Action

Click on ‘Save as draft’ to save your application and return to continue working on your application
later.
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VAT Group Registration

Memaer Detass

Representative Member Details

° o o ° ° o o °
[=] Entity Details [25] identification Details (D) Eigitility Details Contact Details
stat Sisksa st siskso st iz s
© ° ] ° ° o
52, Business Relationships 2§ Bank Detais £) Adaitionsl Detals 1 Muthosized signatory

Step Action

(1) Click ‘Next Step’ to save and proceed to the next section.

Federal Tax Authority Tax Group Registration - Taxpayer User Manual
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Representative Member with TRN
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FEDERAL TAX AUTHORITY

The following sections explain the steps to be Taken by the
Representative Member is already registered in EmaraTax.

L)

United Arab Emirates
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If the representative member is already registered for VAT or has a TIN, the TRN/TIN and legal
name will be auto populated. The TIN can either be a TRN, TINXC or a TINVG.

While entering the turnover details, the figure must only be reported in UAE Dirhams (AED).

Federal Tax Authority

Tax Group Registration - Taxpayer User Manual

ﬁ‘ U 'l:
p/ m H

United Arab Emirates

Page 23



el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

o =

Step Action
If the Representative Member is already registered, the TRN details will be displayed by EmaraTax.
(1) Enter the Taxable Supplies and Taxable Expenses fields for the representative member.
Federal Tax Authority Tax Group Registration - Taxpayer User Manual

ﬁ‘ U 'l:
p/ m H

United Arab Emirates

Page 24



wdlysa 1l agslailld iag ll
FEDERAL TAX AUTHORITY

Homs ® ABCSupsmman -

VAT Group Registration

Memaer Get

Representative Member Details
Regresentative member TRN
To0834131900003

p/ m Ki

United Arab Emirates

Step Action
(1) Click ‘Next Step’ to save and proceed to the next section

Federal Tax Authority

Tax Group Registration - Taxpayer User Manual
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Member Details

..... =0

VAT Group Registration

Memaer Detass

Member Details

statuz an Legal Name of Entity in Engitsh

Legsi Name of Entty in Arsbic Actions

No records found. Please add at least 1 Tax Group member to proceed.

—

a
— = [ -
Step Action
(1) In the Member Details section, click ‘Add members’, to add new members to the Tax Group.
Federal Tax Authority Tax Group Registration - Taxpayer User Manual
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Add Member without TRN

Step

Action

(1)

If the member is not registered for VAT or does not have a TIN, select ‘No’.
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Step Action
(1) Enter all the mandatory information and click ‘Proceed to VAT Registration’ to initiate the VAT
registration of the un-registered member.
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Homs ® ABCCompiny

VAT Group Registration

Memaer Detass

Member Details T e

° o
[*=] Entity Detalls Identification Datails Eligibility Details Contact Datails.
st
Business Relationships ‘ Bonk Details ‘ dditionsl Details ‘ ‘ Authorized Signatory
Proviows stap Cancal o

Step Action

You are required to complete all the sections of the VAT registration for the un-registered member.
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Homs ® ABCCompiny

VAT Group Registration

Memser Getaiz
Member Details —
° o
[*=] Entity Detalls Identification Datails Eligibility Details Contact Datails.
st

Business Relationships

‘ Bank Details

‘ Additional Details

Refer the VAT registration user manual for completing the VAT registration sections of the un-
registered member.

Federal Tax Authority
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Add Member With TRN

Step

Action

(1)

If the member is registered for VAT or has a TIN, select ‘Yes’ and enter the TRN or TIN. The
legal name will be displayed by EmaraTax. The TIN can either be a TRN, TINXC OR TINVG.
Enter the Taxable Supplies and Taxable Expenses fields for the member.

Federal Tax Authority
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United Arab Emirates

Legsl Mams o Entty in English Logal Name of Entty n Arabic

Tasable Supplies Naxt 30 Days

Step Action

(1) After entering all details click ‘Save’.
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United Arab Emirates

Legsl Mams o Entty in English Logal Name of Entty n Arabic

Tasable Supplies Naxt 30 Days

The taxable supplies and expenses figures must only be reported in UAE Dirhams (AED).
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Member Details
+ nad Mempers
e .
a
Step Action
(1) Click ‘Next Step’ to save and proceed to the next section.

Federal Tax Authority
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Tax Group Details

Member Detai o groum Detaie

Tax group Details

Has any propased Group Membbers made of recaived any pré-payment or down-payment In fespact of any supply, of all of which s to be delivered after It has joined the GrouUp?

o e Wo

Actual or Estimate Financial Transaction value for the group

Tasaie Susgies - Last 12 menhs Tasaie Supases - Next 39 ass

Tasasi L 12 ma s s o 5-CTS B n

D you sxpact to make sxsenst suppl

w e

Effective Date of Registration

o —
Provious stsp |m

Step Action

Group, select the “Yes” option.

In the Tax Group Details section, If any of the members to be added to the group have received any
(1) kind of payment related to a supply that has to be delivered after the member has joined the Tax

Federal Tax Authority Tax Group Registration - Taxpayer User Manual
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= Home » ABC Supemmanst

VAT Group Registration

0 ° o° -]

Reviews
Deciaration

Tax group Details

Has any propased Group Membbers made of recaived any pré-payment or down-payment In respact of any supply, o al of which Is to be delivered after It has joined the aroup?
o e Wo

Piease provide payment detsils

Actual or Estimate Financial Transaction value for the group

Tavani Sumie: LA 12 mann

Taxaie Supanes - Next 9 3357

Effective Date of Registration

s receives Byt FTA. The FTA may in certain situstions scoept & preferred date

Provious stsp

Cancat Save 22 Drar

Step Action

(1) o If “Yes “is selected, provide details of the delivery.
e  Enter the Tax Group supplies and expenses details.

Federal Tax Authority Tax Group Registration - Taxpayer User Manual
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VAT Group Registration

0° o° (-] :

Reoresentative Member Detai o groum Detaie Autrerizes Reviews
Signatory

Member Do Deciaration
Tax group Details

Has any propased Group Membbers made of recaived any pré-payment or down-payment In respact of any supply, o al of which Is to be delivered after It has joined the aroup?
o e Wo

Piease provide payment detsils

Actual or Estimate Financial Transaction value for the group

Tasaie Susgies - Last 12 menhs Tarazie Susses - et 50 dsve
Taxable Exgenses -Last 12 manths (as por &-CTS systorny Tasable Expsnsss - Nesi 30 days
D0 you sxpact to make sxeenst sopples?

e e

Effective Date of Registration

- E
sreceived ot FTA, The £7A may in cartain situstions sccept a prefarred date

e The turnover refers to the Tax Group’s taxable supplies (including transactions between the
group’s members).

e The expenses refer to the Tax Group’s expenses subject to VAT (including transactions
between the group’s members).

e The taxable supplies and expenses figures must only be reported in UAE Dirhams (AED).

Federal Tax Authority Tax Group Registration - Taxpayer User Manual
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FEDERAL TAX AUTHORITY

Effective Date T

VAT Group Registration

Effective Date of Regi

a
[ o | - |
Step Action
(1) e  Effective Date of Tax group registration as per the law, will get displayed on the screen.
e  Enter your preferred effective date of tax group registration and the reason.
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FEDERAL TAX AUTHORITY

o :

Effactive Date of Regi

Tax Group contrel conditions.

By default, the Effective Date for the member to join the Tax Group, subject to necessary
checks being satisfied, will be the first day of the tax period following the tax period in which
the application is received, or any other date as decided by the FTA.

The FTA may contact you for more information in order to assess the appropriate effective
date of registration.

Federal Tax Authority
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FEDERAL TAX AUTHORITY

Tax Group Control Details

RN | T

VAT Group Registration

Effective Date of Registration

this
11 you want 83 propose 8 preterred date o re

B the FTA. The FTA may In

istration far the Tax Group, please inaicate t beiow,

Effuciivs Daio o Tax group as per lan

ovraon B

Prafaad Eflectiva Daia G piar 12 i s1andard ofoctivg 4318 26 par Ehe law)

Resson tor Preterred Efstve Bate

Tax Group control conditions.

Frease provids the values for tuaver or expenses as

Far 0 the Tax Group registration guide for more delail (e, Grous Siructurs including details of sharalholdings i subaiciary comparias)

orag miss nars

ReaTRANSI7ES Formats: BBF, 50C

Refer the eligibility criteria and FAQs section for more details on the Tax Group control conditions.
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FEDERAL TAX AUTHORITY

O—

o B | m
VAT Group Registration
Effective Date of Registration
e any oy ine FTA. The T may In

1#you w10 propose s preferred date o regisraton for the Tox Grou, piesse ndicste & beiow
Effuctive Data of Taz group as par ew Brafarrac Efective Bats O peiae o tha sandard afective data as par the lan)

ovner2022 B
Tax Group control conditions.

Ficaze orowide the volues for urnover or expenies 33 sopropriste u

15t eprasantative Mt the Graus Contiomer?
o v e
oup M - o 10 the Tax Graus registratian guice for mare cetait (03, Grow Structure i s 4 sharein
Orag fles here
REGTRANSZ7E Focmais: POF, 00C
Eanent : ora

Action

Enter all the mandatory information and upload the supporting documents.
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O—

VAT Group Registration

Effective Date of Registration

e

8y want 0 propose & preferred date of regisiration for the Tax Group, piesse indicate

Effactive Dats of Tax group as per law

Brafarad Eflective Dats G priar o the st

ovirzon

Tax Group contral conditions.

By e FTA. The FTA may In

ancard ffactive dats as par the law)

Please provide the values for turnover or expenses a3 sopropriste

s thare a Graus Caniratiert

190 Groun Membsers. are rolabed partien. Pisase rofer 1o the Tax Graup registration g for mare delals (9.5, Grous Structure i

16 e Ropres antative Marmbies, e Graus Contraiier?

o v | Mo

Drag fies here

Max e ise: 10 MB RESTRANS2763 Farmats: POF, 0OC

Step Action

You may click the Previous step button, if required to move back to any of the previous sections.
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VAT Group Registration

Effective Date of Registration

e
1# v want 0 peopose & preterred date of regisiratian for the Tax Grous, plesss indicate i below

Effactive Dats of Tax group as per law

any By e FTA. The FTA may In

Brafirad Eflectiva Dats G priar o the standard ffactive dats as par the law)

ovirzon

Tax Group contral conditions.

Please provide the values for turnover or expenses a3 sopropriste

s thare a Graus Caniratiert

Max e ise: 10 MB RESTRANS2763

16 e Ropres antative Marmbies, e Graus Contraiier?

o v | Mo

e relatet partien. Piease rofer 6 the Tan Grau registratian guiee for more el (0. Grouss Structure i

Drag fies here

Farmats: POF, 0OC

Step Action

Click ‘Next Step’ to save and proceed to the next section.
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Authorized Signatory

Authorized Signatory list

a
I
Step Action
(1) e  Verify the authorized signatory list.
e To add any Authorized Signatory to the list, click on ‘Add Authorized Signatory’.
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Review and Declaration

Name i Arstic 10 bumber £t

i 1hn - ascarzscom

First Nama in Enalish Last Name in Engish
| [ | Bl

Forst Mame in Aratie Last Narms in Arabic

we] | =]

Mol Numer Emat

| [ | [ommsemn \

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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M, m Ki

Name i Arstic

Declaration

Farst Nama in Enailzn

United Arab Emirates

e R Mermber, the Group €

Gistiation Guide for mass SeLals (69, Group Shructurs acliuiag Setais of shareIhaldings i ubsidiary comasnies)
10 bumber £t
- ascarzscom

s

——
| [ \

we] | =)
o e | [

| [ommsemn \

Submission Dats

omonaez

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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VAT Group Registration

Declaration

Farst Nama in Enailzn

Name i Arstic

10 bumber

-

Last Nama in Engiin

e il Gotails oF sharsIhaidings in by comasnias)

comzscom

s

| [

Forst Mame in Aratie

Last Narms in Arabic

]

Country Code Mol Numer

o e | [

| [ommsemn

Submission Dats

omonaez

Action

(1) Click ‘Submit’ to submit the Tax Group registration application.
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Post Application Submission

Tax Group - New Registration

Application Submitted Successfully

r
 Applicant (Taxable Person) may be liable for a late registration administrative penalty if FTA determines that the Texsble Person failed ta register for VAT on time. The FTA may charge the appiicant a late registration administrative penaity of AED 10,000 if the applicant fails to submit the application withil W
s of being required to ragist

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

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