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1 Purpose of this document

The main purpose of this document is to guide Taxpayer how to
raise Refund Request for Special Entities. Only certain Special
entities would be eligible to raise the refund request. Taxpayer
can raise refund request for specific half-yearly period.

Refunds for Special Entities
version 1.0 -2021



Refunds for Special Entities




>)
2 Steps to Submit Refund Request

Step 1: Login Screen

Taxpayer should login on the Dhareeba and is there after directed
to the NAS portal where the Taxpayer should login through QID or
Email address and its associated password, as shown in the
screen below:

Dhareeba About Dhareeba Dhareeba Features Dhareeba News Legislations Help 83 LogIn ! e ®
tox portal

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

00
ool Grigill plaj (dop)

National Authentication System N
TAWTHEEQ

Authenticate

4 Username & Password Authentication iS Smart Card authentication
Usemame | 5. g63400147 Login with Smartcard
Password | - Smartcard FAQs

Forgot your password?

Create new account

Cancel

© 2021 Government of Qatar
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Login As:

a Q
TIN: 5000422196 TIN: 5000422204 TIN: 5000422212 TIN: 5000409599
0150 - Foreign Government 0155 - Embassy SP Group Herbs
TIN: 5000417196 TIN: 5000417477 TIN: 5000277137 TIN: 5000422220
sagar sagar Neha JR Enterprises

Step 2: Dashboard

After successful login, the Taxpayer will be navigated to the home
tab on Dashboard.

Taxpayer will click on Create Button on Refunds Tile on the
Payments/ Refunds tab to raise request for Refunds.

I

. - Name: 0155 - £ =
Dhareeba ® e ‘ @T&mgout}z.zzzuznbassy &) ‘ éﬂ H E':F ‘ © 0

Return/Statement £ Payments/Refunds EEl Requests ER Declarations il Reports B9 Taxpayer Services
Payments/Refunds
= | = _ :
Total Due Payments Advance Payments Pending Payment Transfers Refunds
QAR 10,000.00

& Pay Taxes / Create

®View i Z Create

Installment Plan Request Financial Transaction History

Z Create ®View ®View
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Step 3: Tax Type Selection

After clicking on “Create” button on "Refunds" tile, Taxpayer will
be navigated to the page where the Taxpayer needs to select Tax
Type and Refund Type.

If Taxpayer is registered only for Excise Tax, then Refund type
would be defaulted as “Special Refund”, else Taxpayer should
select Tax Type as “Special Entities” and Refund type as ‘Special
Refund.

R e Name: 0155 - Embassy
P I
Thirecha ® ‘f’L| ®T\N.5000422204 () | gﬂ ‘ O

Request for Refund

Select Tax Type*

Special Entities [ET & VAT] v

Select Refund Type*

Special Refund ~

Refunds for Special Entities
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Step 4: Instructions Screen

The Taxpayer will be navigated to “Instructions” screen and must
click on “Start Now” button, after reading the instructions.

Taxpayer should select the Refund period.
If Taxpayer selects the period which is less than Six months, then

Taxpayer needs to answer the following question “Are you leaving
your Diplomatic mission in State of Qatar”?

e Name: 0155 - Embassy
A ]
Dhareeba ® e | ® TIN: 5000422204 & | g‘m ‘ o

Instructions for Taxpayers

These instructions need to be read and understood before starting the Refund Request

® Ensure to provide correct information

* Ensure that exisitng details are complete and up to date before filling your refund request
« The information you provide in this request will be kept strictly confidential

® |tisan offence to provide false and misleading information to General Tax Authaority

® Ensure to provide aporisial document from Qatari Ministry of Foregin Affairs

Refund Period

2021 H11(01.01.2021-30.06.2021] ~

Are you leaving your Diplomatic mission in State of Qatar?*

©ves QO No @0

Refunds for Special Entities
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Taxpayer needs to attach mandatory attachment for the question.

Attachments

1. File size should be less than 5MB
2. Choose only file with extension: DOC / DOCX / PDF / JPG / XLS / XLSX

Attachments (1)

(> sample.pdf

If the Taxpayer is filing the refund later than 60 days from the end
of that period, then system will ask Taxpayer ‘Reason for delay’.

A 1pun Name: 0155 - Embassy 1
Dhareeba ® W‘| @Tw 5000422204 el ‘ &rﬂ ‘ O

Instructions for Taxpayers

These instructions need to be read and understood before starting the Refund Request

* Ensure to provide correct information

* Ensure that exisitng details are complete and up to date before filling your refund request
e The information you provide in this request will be kept strictly confidential

e ltis an offence to provide false and misleading information to General Tax Authority

* Ensure to provide approval dacument from Qatari Ministry of Foreign Affairs

Refund Period Reason for Delay

2019 HZ2 [01.07.2019-... Late Return Filing

Start Now »

Refunds for Special Entities
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Step 5: Refund Details

After clicking on "Start Now" button, Taxpayer will be navigated to
"Refund Details " screen where Taxpayer can submit the refund
details by using any of the below methods:
¢ Dby entering the details manually by clicking on Add More
button, or,
e Dby uploading the details using Excel sheet using the Upload
and Download Buttons

pid Name: 0155 - Embassy
A {
?h.?'febu @ e | ®TIN 5000422204 (&) | gﬂ | ©
Reguest Number: Special Refund
o Refund Details o Additional Information o Bank Details o Summary o Declaration
Refund Details L Download || 1 Upload H T Delete A ‘
Invoice
Date of Supplier's Amount Claimed Claimed Claimed Proof of
imvoiceth Invoice TIN including  Amoun.. Amount[ET] Amount[VAT]  Transaction Upload Statusy/ @ctons
Tax(QAR)
No data
Total 0/0
@ Add More

Refunds for Special Entities
version 1.0 —2021
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To enter details manually, Taxpayer should enter the Invoice number
and related details.

To enter the details related to Excise tax, the Taxpayer must click on
“Details” icon which is there on the top of the “Total Excise Tax Paid
(QAR)” and “Total VAT Paid (QAR)” fields.

oo o Name: 0155 - Embassy
A )
Dharesba @ ® we ’ ® TIN: 5000422204 t ‘ gD ‘ O
Request Number: Special Refund

o Refund Details o Additional Information o Bank Details o Summary e Declaration
Invoice # Date of Invoice Supplier's TIN Supplier's Name

123 01/03/2021 =] 500042220 0155 - Embassy
Invoice Amount including Tax(QAR) Total Excise Tax @ Details Total VAT Paid(QAR]) @ Details

Paid(QAR]

50,000

Attach Proof of transaction @ o Total Claimed(QAR)

Click on + Details button for Total VAT Paid (QAR)

Once clicked on + Details, the below screen will be available.
Taxpayer should enter the details. Click on Save.

Total VAT Paid

Goods Description Amount Exclusive of VAT VAT Paid[QAR]

Total

Refunds for Special Entities
version 1.0 —2021
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If Taxpayer wants to add more details, then he can click on + button.

After adding Goods Details, click on Save.

Total VAT Paid

Goods Description Amount Exclusive of VAT VAT Paid[QAR]

Energy Drinks 500000 25,000.00

Total 25000.00

Now Click on + Details button for Total Excise Tax Paid(QAR)

Once clicked on + Details, the below screen will be available.
Taxpayer should enter the details. Click on Save.

Total Excise Details

Goods Type Goods Description Quantity Unit of Measure Excise Tax paid(QAR)

No data

-
=

Refunds for Special Entities
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To enter details, the Taxpayer should select one the option as Goods
Type or SKU Code.

Total Excise Details

Declareby  © Goods Type O SKU Code

Taxpayer should enter the required details and click on Save.

Total Excise Details
Declareby  © Goods Type O SKU Code
Goods Type TOBACCO AND ITS DERIVATI SKU Code 0010031001

HS Code 0031001 Quantity per SKU 200

Brand BENSON Unit of Measure L

Description GOODS Excise Tax paid(QAR] @

Refunds for Special Entities
version 1.0 —2021
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After clicking on Save, the below screen appears.

Total Excise Details

Goods Type Goods Description Quantity Unit of Measure Excise Tax paid(QAR)

TOBACCO AND ITS
DERIVATIVES G000s 200.00 L 25,000.00

If Taxpayer wants to add more details, then he can click on + button.

After adding Goods Details, the Taxpayer should click on Save
button. After clicking on Save button, he will be navigated to the
below screen:

n v

-t Name: 0155 - Embassy _a, 1

Dhareeba ® ‘f"‘ ®TIN 5000422204 td ‘ &FD ‘ O
Request Number: Special Refund

o Refund Details o Additional Information o Bank Details o Summary o Declaration

Invoice # Date of Invoice Supplier's TIN Supplier's Name

123 01/03/2021 =] 500042220 0155 - Embassy
Invoice Amount including Tax(QAR) Total Excise Tax @ Details  Total VAT Paid(QAR) @ Details
Paid(QAR]
50,000 25,000.00
25,000.00
Attach Proof of transaction @ e Total Claimed(QAR]
50,000.00

Refunds for Special Entities
version 1.0 —2021
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When the Taxpayer clicks on attachment icon, a popup window will
open where Taxpayer can attach the invoice copy and the payment
document. Taxpayer should upload and then click on Close button.

Attachments

Copy of Invoice

Payment Document

If the Taxpayer chooses to use the Upload and Download
Buttons, Taxpayer can download the Excel sheet by clicking
Download button.

Dhareeba @ e | ® Name: 0155 - Embassy & | &"D | 10

TIN: 5000422204

Reguest Number: Special Refund
o Refund Details o Additional Information o Bank Details o Summary o Declaration
Refund Details L Download || T Upload H W Delete Al ‘
Invoice
Date of Supplier's Amount Claimed Claimed Claimed Proof of
Invoice # |1 oice TIN including  Amoun.. Amount[ET] Amount[VAT]  Transaction Upload Statusy/ aions
Tax(QAR)
No data
Total o/0
@ Add More

Refunds for Special Entities
version 1.0 —2021
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The Excel sheet gets downloaded as shown in the below screen.
Taxpayer should save the Excel sheet to the computer, open the
same and enter the details of Refund into the Excel sheet. After

entering the required details, the Taxpayer should save this excel
file.

2 Share 2 Comments

B B BRE IO 4

=7 - . e o0 | Conditional Formatas Cel | Insed Delete Format | o Sotd& Find® | Ansiyze
B Merge & Center $-% 9 W3 Formatting~ Table~ Styles~ | v v v ~ Filter~ Select~ | Data

Number el Stytes Celis Editing Analysis A

12/1/2021 5000014191

instructions | Refund Details | Excise Tax detais | (@

Taxpayer should click on the Upload button, select the excel file to
be uploaded and click on OK, as shown in the below screen.

[z[ Caution

Are you sure you want to upload the Excel File?

n

Refunds for Special Entities
version 1.0 —2021



18

>

During the upload process of the Excel, below screen will appear.

The file has successtully been
ploaded. System is val the
uploaded records.

Details uploaded by Taxpayer are available on Refund Detalils
page. Taxpayer clicks on Continue button to proceed ahead.

T Name: 0155 - Embassy . I
Dhareeba @ ® ‘-“L| ®T\stnnmzzzm & ‘ éﬂ ‘ S
Request Number:94000000294 Special Refund

o Refund Details o Additional Information o Bank Details o Summary o Declaration

Refu nd Details | 2 Download | ‘ 2 Upload | | W Delete All |
Invoice
erem0 :]".:,I:\ICD; ?rﬁplmr‘s I"Acmllj:gt A[,:“L::de . Claimed Claimed N Proof of Upload Stalusv Actions
Tax|QAR]
123 01/03/2021 500042220 50,000.00 50,000 2500000  25,000.00 @ v z x EQ
Total 00/00
& Add More

Refunds for Special Entities
version 1.0 —2021



Step 6: Additional Information

This will be an optional section to enable the Taxpayer to add
some notes or attachments that will support this application.
However, this is mandatory in case additional information is
requested by GTA.

il Name: 0155 - Embassy |

Dhareeba @ ® “'ﬁ| ®T\N—5000422204 & ‘ gﬂ | ©
Request Number:94000000294 Special Refund

© refund Detaits © additionat information © sank Details ©Q summer y @ oectarztion

Additional Information
QO Yes O No @
Attach any other supporting documents (if any) @

Additional Notes

Refunds for Special Entities
version 1.0 —2021
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Step 7: Bank Detalils

Taxpayer will either enter IBAN number and validate the IBAN number
or will select the checkbox for “Use your previous bank account
details” to get the previous account details.

- Name: 0155 - Embassy _a. |
Dhareeba G] “f‘L‘ ®T\N 5000422204 tad ‘ éﬂ | 9

Reguest Number:094000000294 Special Refund

o Refund Details o Additional Information e Bank Details o Summary ° Declaration
Bank Details

D Use your previous Bank Account Details

IBAN @ Beneficiary Name in English Beneficiary Name in Arabic
QA37QNBA7877650B4004043434333 Validate 0155 - Embassy 0155 - Embassy
Bank Name SWIFT/BIC Code

Proof of Bank Account
Qatar National Bank QNBAGAGA (i ]

Taxpayer should attach mandatory Proof of Bank Account details.

Attachments

1. File size should be less than SMB
2. Choose only file with extension: DOC / DOCX / PDF / JPG / XLS / XLSX

Attachments (1)

a8 SampleJPGImage_50kbmb.jpg

Refunds for Special Entities
version 1.0 —2021



Step 8: Su

After clicking on "Continue" button, the Taxpayer will be navigated to

mmary

21

"Summary" screen where Taxpayer will be able to view details for each

section. The Taxpayer should check all the details and click on Edit

button if any details require to be updated.

After verifying details, Taxpayer should click on the ‘Continue’ button.

o Refund Details

1.Refund Period

Are you leaving your Diplomatic

Y
mission in State of Qatar o o

Dhareeba

Request Number:094000000294

Refund Period

2.Refund Summary

Tax Type
Excise tax

VAT

Yes

o Additional Information

¥ Name: 0195 - Embassy | ‘ I
® ‘”L‘ @) T saonezzos oo

Special Refund

a Bank Details

2021 H1 101.01.2021-30.06.2021)

Amount [QAR]

25000.00

25000.00

o Summary a Declaration

Edit

m
=3

Save as draft

—
iy pa
Dhareeba

Are you leaving your Diplomatic
mission in State of Qatar?

2.Refund Summary

TaxType

Excise tax

3.Additional Information

Additional Notes.

Attach any supporting documents (it
an

4 Bank Details

_n

Ves
Qe

o

® we | @ TS @ | | O

Amount (QAR]

25000.00

2500000

50000.00

=

Refunds for Special Entities
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Step 9: Declaration

After clicking on "Continue" button, Taxpayer will be navigated to
"Declaration" screen.

Taxpayer needs to select the checkbox to submit his application.

E I

. Name: 0155 - Embassy _a, 1
Stk & e ‘ @ TIN: 5000422204 o) ‘ éﬂ | O
Reguest Number:094000000294 Special Refund

o Refund Details o Additional Information o Bank Details o Summary o Declaration

Declaration
First Name Last Name Designation Date
Sparsh Tyagi Member of the Board 17/03/2021
Email Address Phone Number
sparsh@gmail.com +| 974 55646913

I declare that the information provided in this form is true and correc

_:::l

Refunds for Special Entities
version 1.0 —2021
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Step 10: Acknowledgement

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

[ BT

ST Name: 0155 - Embassy A 1
Dhareeba ® kf"‘ @TIN 5000422204 @ ‘ éﬂ ‘ O

Request for Special Refund complete
Your Request Reference Number is
094000000294 Submitted on : 17/03/2021
Your request is under review.
Kindly use the Request reference number to track your Request's status when contacting us

This confirms our receipt of your Request and it is not a notice of approval or rejection.
The General Tax Authority reserves the right to request any additional documents, clarifications, or information

For any inquiry or assistance, please contact us on
Within Qatar: 16565
Outside Qatar: +974 4406 9941
Write to us at support@dhareeba.qa or to learn more, visit Dhareeba.gov.qa

Refunds for Special Entities
version 1.0 —2021
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3 Annexure — Correspondence received by
Taxpayer.

3.1 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.

T Name: 0155 - Embassy
i A = 1
Dharecbo @ & e ‘ @ TIN: 5000422204 e ‘ &TI H 43 | © 0

Return/Statement £¢ Payments/Refunds EZl Requests ER Declarations il Reports [BF Taxpayer Services

Q h & {&

My Notifications My Certificates My Profile Access My Odoo Account

5
>0
[T

Manage Employees Manage Taxpayer Correspondence in/out to
Representative

= 06en el I

Refunds for Special Entities
version 1.0 —2021
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Taxpayer can check and download the Notifications by clicking on

the Download button.

The

1

2.

A s

A Name: 0155 - Embassy 1
Dhareeba ® wue ! @ TIN: 5000422204 ) ‘ SII ‘ ©)
My Notifications

¥ Date of the issue Y Reference Number 7 Application Type Y Subject ¥ Tax Type ¥ Classification
Acks led t -
Specific Entities CKIO g men Specific Entities (ET & Y

24/03/2021 94000000335 Special Refunds Informative x

Refunds VAT)
Request
22/03/2021 94000000294 Payments Refund Notification General Informative XS
22/03/2021 94000000294 Payments Refund Notification General Informative L
Specific Entit Acknowledgment:= Specific Entities (ET &
17/03/2021 94000000294 Hesiic RouHee Special Refunds PG Enles. Informative L
Refunds VAT)
Request
Specific Entities Approval of - Special Specific Entities [ET & 5
17, 1 4 94 Inf =
/03/202 940000002 P — Refunds Request VAT) nformative

3.2 Taxpayer receives SMS, Email, PDF on
Mobile, Email ID, Dashboard

Taxpayer will receive the following notifications:
. Taxpayer will receive SMS, Email and PDF on Submission
Taxpayer will receive SMS, Email and PDF for Approval

Taxpayer will receive SMS, Email and PDF for Additional
Information required

Taxpayer will receive SMS, Email and PDF for Additional
Information received.

Taxpayer will receive SMS, Email and PDF for Rejection

Refunds for Special Entities
version 1.0 —2021
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Status of Refunds for Special Entities form.

Taxpayer needs to navigate to the Payments/Refunds tab on the
Taxpayer Dashboard and click on the View button of Refunds tile.

i

TN & Mame: 0155 - Embassy  _a, r\= |
Dhareeba @& oue | @ TIN: 5000422204 @ ‘ é:ﬂ || 23 © o0
£ Home Return/Statement £ Payments/Refunds EZl Requests ER Declarations il Reports B Taxpayer Services
Payments/Refunds
Total Due Payments Advance Payments Pending Payment Transfers Refunds
QAR 0.00

& Create

& Pay Taxes # Create @ View

Installment Plan Request Financial Transaction History

/ Create ®View @ View

The Taxpayer will be navigated to below screen.

’ v

LA Name: 0155 - Embassy &, I
Dhareeba ® w“ @T\N 5000422204 ) | gl] ‘ )

Refund Request(s)

Reference # 77 Tax Type v Refund Type 7 Status 7 Date of Submission 7 Actions
094000000294 Special Entities [ET & VATl Special Refunds Approved 17/03/2021 Ei
094000000335 Special Entities [ET & VAT]  Special Refunds Under Review 24/03/2021 E

=n

- End of Document -
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