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1 Process Flow Diagram

Workflow of Penalty Exemption Request
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2 Purpose of this document

As per the State of Qatar Tax Regime, a Taxpayer can have various
types of penalties in certain circumstances such as failure to file a tax
return by the deadline, failure to pay tax due by the deadline, failure to
register or renew the tax card, failure to withhold tax where required,
contravention to certain tax law articles or failure to submit documents
when benefitting an exemption.

As per the law, if a Taxpayer is unable to pay any unpaid penalty, he
has the right to request GTA for exemption of unpaid penalties. To
request for exemption from penalty, the Taxpayer submits the form or
request to the GTA for review and approval.

The request is reviewed based on the amount of exemption the
Taxpayer is requesting.
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3 Steps for Exemption from penalties

Step 1: Log in Screen

Taxpayer should Log-in through Dhareeba, where the Taxpayer is
automatically directed to NAS (to know how to Sign-up please refer to
the document: GTA_TAS_ Self Registration on National
Authentication System).

NOTE: “FAQ” and “Taxpayer Guide” are available under the “Help” tab.

eyl
Dhareeba About Dhareeba Dhareeba Features Dhareeba News Legislations Help gﬁ LogIn | e ®
xxxxxxxxx

Dhareeba is the

all-in-one platform for
Tax Filing and Returns.

~r

What is Dhareeba System?
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Taxpayer should enter QID or Email address as 'Taxpayer name' and
its associated password and click on "Continue" button after providing

the login credentials.

wibgll §Lieill pLAj

National Authentication System

Authenticate

A username & Password Authentication

Username 54553600883

Pessword | ...

Forgot your password?

Create new account

Cancel

@ 2020 Government of Qatar

00
€3]

TAWTHEEQ

i= Smart Card authentication

Smartcard FAQs

Step 2: Dashboard

After successful login, Taxpayer will be navigated to the below screen.
Taxpayer should click on the TIN for which the Penalty Exemption

Request is to be submitted.

Dhareeba O e l @
Login As:

TIN: 5000010942 TIN: 5000022566 TIN: 5000017418 TIN: 5000022665

Sparsh Kumar Tyag Sparsh s s

TIN: 5000195487 TIN: 5000195677 TIN: 5000195693 TIN: 5000194860

MR - Foreign + Qatari + GCC Haad X multiple rate gatari'00%
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The Taxpayer will be navigated to the ‘Home’ on Dashboard.

Tttt Name: Kala my 1
Cillckihiin ® e ‘ ® TIN- 5000196340 ‘ éﬂ H 27 ‘ © 0

Return/Statement & Payments/Refunds =] Requests ER Declarations @il Reports [ Taxpayer Services
Home

My Notifications My Certificates My Profile Manage Employees

7
@ View

Manage Taxpayer

Representative
g’Assignment g"Disengage

Step 3: Taxpayer should select the ‘Requests’ tab. The Taxpayer
should then click on 'Create’ button on ‘Penalty Exemption’ tile.

il MName: Kala
Dligrosta ®“”‘ ®T|N soo0ssec0 ‘ gﬂ H ‘ ©
& Home Return/Statement € Payments/Refunds Requests ER Declarations Al Reports [ Taxpayer Services
Requests
Return Deadline Excisable Goods Excise Goods Transport Penalty Exemption
Extension Management

/# Create ®View # Create @ View # Create ®View

Change in Accounting Special Depreciation Rate Mutual Agreement Tax Residency Certificate
Period Procedure [MAP)
/ Create @ View / Create ®View / Create ®View / Create ®View
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Step 4: The Taxpayer should read the Instructions for Taxpayers and
Select “Start Now” button to proceed.

2 > Name: Income Tax
Dhdreehd ® "’JL‘ @T[N:SUOOOS%DA ® ‘ gﬂ ‘ )
Instructions

These Instructions need to be read and understood before starting the penalty Exemption Request.

o Ensure to provide accurate information

The information you provide in this return will be kept strictly confidential

it is an offence to provide false and misleading information to General Tax Authority

if any penalty has unpaid liability, then it will be available for exemtion after payment of its liability

If you have ongoing appeal for return, you will not have the right for the Penalty Exemption

Any Penalties imposed for which appeal has been raised will not be available for exemption

Request Exemption from Financial Penalties
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Step 5: The Taxpayer will be navigated to the “Select Penalty”
screen where the options are available.

1. Select the Tax Type field
2. Search by Reference Number
3. Select the Financial Year/Calendar year

For Income Tax, Taxpayer should select ‘Income Tax’ for field ‘Select
the Tax Type'.

. Name: Income Tax

3 A |
ondrechd ® e ‘ @T\N 5000057604 O ‘ gﬂ | O
Request Number: Penalty Exemption Request

o Select Penalty o Select Reasons o Additional Information ° Summary o Declaration
Select The
Tax Type v Search Reference Number Search
Tax Type !

Amount

- Original ~ Qutstanding ) Requested Payment
Reference # Tax Type  Description Due Date Penalty Penalty for Currency Status
Exemption
No data

& Save as draft m
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Taxpayer should click the checkbox next to the penalties and insert
the amount to request exemption from and click on ‘Continue’.

13

Dhareeba
tox porta

Request Number:

o Select Penalty

Select The
Tax Type

Reference #

v 100000012472

[]| 100000012472

° Select Reasons

Income Tax v

Tax Type

Description

2019 Jan
Late payment Penalty

Late Lodgement
Penalty

Late Registration
Penalty

Penalty Exemption Request

o Additional Information

Financial Year

Due Date

01/02/2019

01/02/2019

25/08/2020

Original
Penalty

600,000
150,000
450,000

30,000

20,000

f) \ @ Name: Income Tax
¥ e TIN: 5000057604

Outstanding @
Penalty

600,000

150,000

450,000

30,000

20,000

° Summary

Search Reference Number

&[0

o Declaration

Amount
Requested Payment
for Cugtency Status
Exemption
QAR OVERDUE
15,000. QAR
45,000. QAR
QAR
QAR

Aeeasral m
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Step 6: Select Reasons

Taxpayer will be directed to the next screen “Select Reasons”.

Taxpayer should select a reason from the dropdown list provided, add
details for table “Describe the reason in detail” and upload supporting
document as evidence for field “Attach Supporting Documents”

QG Name: Income Tax |
Dhgrecba ® e ‘ ®‘HN 5000057604 OO ‘ 8,_1] ‘ O
Request Number: Penalty Exemption Request

o Select Penalty o Select Reasons o Additional Information ° Summary ° Declaration

Select Reasons

Reasons for Penalty Exemption Request*

Other ~

Describe the reason in detail *

TEST|

Attach supporting Documents* @

S Save as draft

For Attachment, file Size should be less than or equal to 5SMB, multiple
attachments are allowed (maximum 10), Attachment types permitted :
DOC, PDF, JPEG, JPG, XLS, DOCX.

Attachments

1. File size should be less than SMB

2. Choose only file with extension: DOC / DOCX / PDF / JPG / XLS /
XLSX

Attachments (1) +

2 Insurance contract.pdf

®

Upload successful

Request Exemption from Financial Penalties
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Step 7: Additional Information
The Taxpayer will be navigated to ‘Additional Information’ screen

where the Taxpayer can fill the optional field and attach any
document(s). The Taxpayer then clicks “Continue” button.

15

L ya Name: Income Tax

3 |
Ej}g,f.sebﬂ ® VJ“ @T\N 5000057604 (V) | 8'-]] | )
Request Number:91100000140 Penalty Exemption Request

o Select Penalty o Select Reasons o Additional Information e Summary o Declaration

Additional Information
Attach any supporting documentslif any) @

Additional Notes

TEST

T Save as draft m
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Step 8: Summary

In ‘Summary’ section, Taxpayer can view Summarized information of
the form. The Taxpayer should verify the details and can select Edit
button to go back to the earlier information and make changes
wherever required.

The Taxpayer then clicks on "Continue" button.

B sk e Tax
Charesba @ & e @ II‘z'-l:'LLL::'T:‘ : o QJ 'I"
Feguest Number: 71100000140 Penalty Exemption Reguest
D setect Pesairy B select Rousans ©) rdanianatintormat [ p— O tectaration
1.5elect Penalty Ecit
LU
Oragmal Dutztanding Regaested Payme.
Reference & Tax Type  Descrighion Do Dt Penally Pensity for O States
Exemplion
00000 002 00 0 AR
Late payrmwat Penally 010202099 150,000 150008 00 15,000 BAR
Lt T 0 0 450,000 5000 00 a nak
2.5elect Reasons Edil
Reasans lar Penally Exemplion [+i[}=T,
Request
Describe the reasen in detal
Arp olher seppariing docements g
3J.Additional Information Edat
Andrionel Moies
Attach sy supporteg docurentslil g I ]
anyl
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Step 9: Declaration

After clicking on "Continue" button, the Taxpayer will be navigated to
"Declaration” screen where the details in all the fields will be pre-
populated from National Authentication Section Sign-up.

Taxpayer should tick the declaration checkbox. ‘Submit’ button will be

displayed. Taxpayer should click on the ‘Submit’ button.

e Name: Income Tax |
EFES,’-E?E""’ ® e ‘ @TW 5000057604 Y ‘ éu ‘ O
Request Number:91100000140 Penalty Exemption Request

o Select Penalty o Select Reasons o Additional Information

Declaration

° Summary o Declaration

I hereby canfirm that the information provided in this request is complete,true and correct to the best of my knowledge and belief and |, the undersigned, am

authorised to make this representation on behalf of the aforementioned entity.

First Name Last Name Designation
= dams Member of the Board
Email Address Phone Number
sparshtyagi2010@gmail.com +| 974

| declare that the information provided in this form is true and correct.

Request Exemption from Financial Penalties

version 1.0 -2020

55646913

Date

25/08/2020

=
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Step 10: Acknowledgment

After clicking on "Submit" button, Taxpayer will be navigated to
"Acknowledgement" screen where the application reference number is
displayed.

L pa > Name: Income Tax
§ A |
E.h;grfebo ® e ‘ @Tm;soooomm ) ‘ éﬂ } O

Request for Penalty Exemption complete.
Your Request Reference Number is
91100000140 submitted on : 25/08/2020
Your request is under review.

Kindly use your reference number to track your application’s status in the system and when contacting us.
This Notification confirms that we have received your application however this is not an approval nor a rejection of your application
Kindly note that the General Tax Authority reserves the right to request additional documents and details concerning your registration.

For any inquiry or assistance, please contact us on:

Within Qatar: 16565
Outside Qatar: +974 4406 9941
Write to us at support(@gta.gov.qa or to learn more, visit www.gta.gov.qa

Request Exemption from Financial Penalties
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4 Annexure — Correspondence received by
Taxpayer

4.1 Steps how Taxpayer can open and view notifications on
the portal

Taxpayer should log in to Taxpayer Portal and needs to click on “View”
button on “My Notifications” tile under the “Home” tab.

e Name: Divya A o |
Snareaba © e | @T\N.soomzasza t | gﬂ H F OO
Return/Statement E3 Payments/Refunds Requests ER Declarations .l Reports (3 Taxpayer Services
Home
My Notifications My Certificates My Profile Manage Employees

18

& Amend

Manage Taxpayer
Representative

& Assignment | a%Disengage

Request Exemption from Financial Penalties
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The Taxpayer can check and download the Notifications received from

GTA.

Request Exemption from Financial Penalties
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4.2 Taxpayer will receive SMS, Email, PDF on Mobile, Email
ID, Dashboard
Taxpayer will receive an SMS, Email and PDF on Submission.
Taxpayer will receive SMS, Email and PDF for Approval.

Taxpayer will receive SMS, Email and PDF for Rejection.

22

Taxpayer will receive SMS, Email and PDF for Additional Information.
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Status of penalty Exemption

Taxpayer should click on Request Tab and select ‘View’ option on the
Penalty Exemption tile.

Ayl Name: Kala A = I
LNmrenaa ®Lf”‘ @T\N s0001968¢0 ¥ ‘ gu H Fe | ® O
£ Home Return/Statement £: Payments/Refunds Requests ER Declarations .l Reports 55 Taxpayer Services
Requests
Return Deadline Excisable Goods Excise Goods Transport Penalty Exemption
Extension Management

# Create ®View Z Create @ View # Create ®View

Change in Accounting Special Depreciation Rate Mutual Agreement Tax Residency Certificate
Period Procedure (MAP)
/# Create ®View # Create ®View Z Create @ View # Create @ View

The various status are as follows:

Draft: when Taxpayer Save the form.

[ SR 3 Name: Tazz A |
Dhareeba ® ‘-’J“ @T{stoooosmzz (@ ‘ 8'-]] ’ O

Penalty Exemption Request

Reference # Y/ Date of Submission T¢ Type of Application Tax Type Y status Y Actions
91100000088 21/07/2020 Request Exemption from Penalties Draft X Ei

Request Exemption from Financial Penalties
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Submitted: when Taxpayer has submitted his form.
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e - Name: Tazz
Dhareeba ® e ‘ ® TIN: 5000053322

Penalty Exemption Request

o 88| o

Reference # Y/ Date of Submission T, Type of Application Tax Type Y/ Status Y Actions
91100000088 21/07/2020 Request Exemption from Penalties Submitted R
Under Review: when Tax Officers are reviewing the form.
i ® e | @ T ® | &P O
Penalty Exemption Request
Reference # Y/ Date of Submission T\L Type of Application Tax Type Y/ Status Y/ Actions
91100000103 10/08/2020 Request Exemption from Penalties IT Under Review E

Request Exemption from Financial Penalties
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Processed: when Tax Officers have approved the form.
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Dhareeba

Penalty Exemption Request

Reference # Y/ Date of Submission T\L Type of Application
91100000104 10/08/2020

Request Exemption from Penalties

91100000103 10/08/2020 Request Exemption from Penalties

® | @

Tax Type V

ame: Ziyaad Ziyaad

N: 5000057281

Status V

Draft

Processed

)

| &
Actions
“ x R

- End of Document -
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