Who is a domestic tax agent?
According to the law, a tax agent is an individual, partnership, or company who has been approved and licensed following a successful application, reviewing, vetting and awarding of a certificate of registration to become a tax agent by the Tax Agents Registration Committee. 
What is the Tax Agents Registrations Committee (TARC)?
The Tax Agents Registration committee (TARC) is a 5-membber committee chaired by the URA Commissioner General, a representative from the Accountancy profession nominated by the Institute of Certified public Accountants of Uganda (UCPA-U) and two members from the private sector with expertise or relevant experience in Economics, Finance of taxation appointed by the URA Board
What is the role of the Tax Agents Registrations Committee (TARC)? 
· It handles grievances that may arise from the conduct of tax agents
· It amends tax agent registration details and cancellation of tax agent’s registration
· Proposes policy changes t existing laws in the administration, mandate and processes of tax agency
What is expected of a tax agent?
Upon approval, a tax agent is responsible for the following:
· Preparation, certification, and filing tax returns, information returns, or other statements or reports required by the URA on behalf of a taxpayer. 
· Represent the taxpayer in meetings and hearings in all matters relating to a taxpayer rights, privileges, or liabilities and other official correspondences with the Authority. 
Note
Taxpayers MUST never handover the payment obligations for taxes exclusively to the tax agents. Payment should be made into URA Account in the bank or other approved payment platforms.
What are the requirements for registration as a tax agent?
· You must present a Tax Clearance Certificate (TCC)
· A copy of a professional certificate i.e. a practicing or membership certificate 
· A copy of academic certificates
· Proof of payment of a non-refundable application fee of Ugx 200,000
· Profile of applicant and nominee (experience and works done)
· Copy of ID for the individual applicants and nominees
How do I register as a tax agent?
Click here for a step by step instruction on how to register as a tax agent


Click here for a step by step instruction on how to approve a tax agent


Who needs the services of a tax agent?
Taxpayers, especially those whose turnover is above Ugx 500,000,000 as recommended in the Tax Procedures Code Act.
How do I appoint a tax agent?
Click here for a step-by-step instruction on how to appoint a tax agent 


Note
Taxpayers are advised to appoint ONLY tax agents who have been licensed by URA 
[bookmark: _GoBack]How do I verify a licensed tax agent? 
This can be verified by visiting the URA web portal 
Click here for a list of approved tax agents
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HOW TO APPOINT A DOMESTIC TAX AGENT.

Go to https://www.ura.go.ug

Step 1: Log in to your URA account on the web portal.

Need Login Assistance? & Create Account

» Don't Have Portal Account? TIN Form For

Enter your TIN

and Password

[ sonp | then click Login.

| ™ TxAssistant Service Desk Help
’ Quickly get answers to your Tax A-Z Tax Topics
questions using the Interactive ;
- Tax Assisstant. More=

Easily calculate your Tax
obligations to URA using the
new Tax Calc.

Q/ Tax Tools Document Authentication

Com pliance Report Non-Compliance

v.
A | Always fulfil your tax
PAID

obligations and report any
= non-compliance.

Page 10of4




https://www.ura.go.ug/



Step 2: Under eservices, select Customs/DT Agent Appointment->Tax Agent for
Domestic Tax.

E-Refunds

Tax Clearance Certificate Select Appomt agent under

Tax Agent for Domestic Tax
Debt Management

ICustom/DT Agent Appointment V4

Taxpayer Ledger

Customs Clearing Tax Agent for
Agent Domestic Tax

» Appoint Agent » Appoint agent
? Deactivate Agent » Deactivate Agent

Contact Us

»? View Appointed
Toll Free Number: 0800117000

Customs Agents

Email eTAX Service Desk
Contacts URA Address

¥ Report of Agents
Appointed

Step 3: Enter TIN of approved Agent, License period, appointment start and end
date and then Validate and Add

. . HOME = APPOINT TAX AGENT (5
e-Communication B

Compose Message Appoint tax agent (s)

Sent Messages Note: Tax-agent shall be able to declare self-assessment as per tax-type appointment date. Tax-agent shall be able to perform all other activities
(e-Objections, TCC, e-Refund,etc) as per agent appointment Start Date and End Date.

.

Enter TIN of Tax Agent
Tidpaty| and appointment date

Received Taxpayer Details

1000125276

Agent Details

Agent TIN* 1002806004 Name of the tax Agent* HUSE OF CARDS ENTERP
“ Tax agent license Period 26/03/2018 - 31/12/2018

E-Registration Agent appointment Start Date* 23/10/2018 Agent appaintment End Date* 31/12/2018

Do u want a Tax agent to file your
E-Returns returns?’YES/NQ™

X . Validate And Add
Payment Click Validate
Submit
and Add

Objection and Appeals
Motor Vehicle Registration

Page 2 of4






Step 4: Modify details of the Tax Agent and add Tax Type details.

HOME = APPOINT TAX AGENT (S)

Appoint tax agent (s)

Note: Tax-agent shall be able to declare self-assessment as per tax-type appointment date. Tax-agent shall be able to perform all other activities
(e-Objections, TCC, e-Refund,etc.) as per agent appointment Start Date and End Date.

Taxpayer Details

TIN of taxpayer® 1000125276

Agent Details

Agent TIN* Name of the tax Agent*

Agent appeointment Start Date* Agent appointment End Date*

Do u want a Tax agent to file your
returns?'YES/NO™

Validate And Add

Tax Agent Details

---Select---

: Agent appointment Start  Agent appointment End Seprate Tax Type
Modify Delete Agent TIN Name of the tax Agent )
0. Date Date Return Details
. HUSE OF CARDS . .
1 Modify Delete 1002806004 ENTERPRIZES 23/10/2018 31/12/2018 Yes Add/View/Edit

Click here to add Tax
Type details

Step 5: Select Tax type from the drop down, enter appointment start/ end date,
add details and save

Appoint tax agent (s)

Tax Type Details

Tax type* Income Tax
Tax type appointment Start Date® 23/10/2018 Tax type appointment End Date* 31/12/2018

ADD CLEAR

Click Add to
add details and
then save
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Step 6: Submit the Application

Appoint tax agent (s)

Note: Tax-agent shall be able to declare self-assessment as per tax-type appointment date. Tax-agent shall be able to perform all other activities
(e-Objections, TCC, e-Refund,etc.) as per agent appointment Start Date and End Date.

Taxpayer Details

TIN of taxpayer* 1000125276
Agent Details
Agent TIN* Name of the tax Agent*

Agent appointment Start Date* Agent appointment End Date*

Do uwant a Tax agent to file your
returns?'YES/NO™

Validate And Add

---Select-—-

Tax Agent Details

. Agent appointment Start  Agent appointment End Seprate Tax Type
Modify Delete Agent TIN Name of the tax Agent
No. Date Date Return Details
‘ HUSE OF CARDS , .
4 Add/View/Edit
1 Modify Delete 1002806004 ENTERPRIZES 23/10/2018 31/12/2018 Yes Add/View/Edit

Click Submit

Step 7: A notification will be sent to the selected Tax Agent.

e —]

HOME =+ APPOINT TAX AGENT (S)SUCCESS

Agent Appoinment Successful

Application Submitted Successfully. It is subjected to approval by an agent.

End

Page 4 of 4










image1.emf
How to Register As a  Domestic  Tax Agent.pdf


How to Register As a Domestic  Tax Agent.pdf
HOW TO REGISTER AS A DOMESTIC TAX AGENT

Go to https://www.ura.go.ug

Step 1: Log in to your URA account on the web portal

8 Login

Login Id
1002807319

Password

& Create Account

Need Login Assistance?

» Don't Have Portal Account?

TIN
_ Enter your TIN

and Password
then click Login

» Request Passcode
» Forgot Password? Pass Code
» Forgot Security Question & Answer?

» Account Locked?

B Use Virtual KeyBoard For Password
Login

Hello Guest! | X' Close Panel

‘A 3
y.
P& URA SIEZES IVORY
| - 'A I
Contrary to popular belief, Lorem Ipsum is not simply random text. It has roots in a piece of classical Latin
literature from 45 BC, making it over 2000 years old. Richard McClintock, a Latin professo......

v
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Step 2: Under e-services, select E-Registration and then select “Register as Tax
Agent”.

Compose Message

WELCOME TO UGANDA REVENUE AUTHORITY
TRACK APPLICA

Enter Your Refe}

Sent Messages

PRINT SUBMITT

Received Messages
9 o Extra

Month's

Salary...? Enter Your Refel

Third party Agency Notices a

Enter Your Sear

.L

Pri
E-Registration BE THE LUCKY WINNER PRINT PRN SLIP|
E-Returns =
A | Tax Agent Registration Others it o
Select s
Payment b “ » Register as Tax Agent » Application for Income Tax i
» RegISter as » Tax Agent Reactivation Exemption Prin
Objection and Appeals z
* Tax Agent" % E-Amendment of Registration » Cancellation for Income Tax
Motor Vehicle Registration Detats Exemption
» Tax Agent Registration Certificate
Stamp Duty Regeneration
» Tax Agent Payment Registration

Withholding Exempted List

Step 3: Select Application type from the drop down.

Tax Agent First Time Registration

Purpose || Identifying Information

1) Application Type* --Select--

Fields marked with ~ are mandatory

New Application
Continue With Previously Filled Form
Continue With Previously Rejected Application

Select Application Type.

Page 2 of 8





Step 4: Enter all the mandatory fields.

[ZRGEEN Identifying Information

Received Messages o Identifying Information
Tick the appropriate box* Registration Renewal Amendment
Third party Agency Notices o Applicant Type* Individual Non-Individual
TIN 1002807319 Full Name of Applicant as it appears [\ ce) 4 anp ROSE Ass(
at TIN registration*
“ rexpeyer Physiel Addest
E-Registration Plot Number Street Name
Building Name UAP BUILDING Trading Center* KAMPALA
E-Returns
District/City* KAMPALA County/Municipality* NAKAWA DIVISION
Payment Sub-County/Town Council/Division* NAKAWA DIVISION Parish* BANDA

* B6 - NAMUWAWS

Objection and A Enter Val'd TCC
number and
click on “Next”

of renewal, indicate Date of Expiry

. vious/ current License:*
Motor Vehicle Re

u ever had to appeal to be

Yes ®No
Stamp Duty .
. ominees ever been Yes ®No
cormrtted of al offence?*
Withholding Exempted List
. . 31/12/2019
License Start Date* 01/01/2019 License End Date* ]

Penalty Reversal Request
TCC Number*

Step 5: Under Individual/Nominee Details tab,add nominees and their details.

HOME = TAX AGENT REGISTRATION

Tax Agent First Time Registration

Purpose || Identifying Information | @Ils i =IINGTEE EVE TSN | Reference for Work Done || Personality Checklist || Payment Details
Individual Details /Nominee Details

Add Nominee View Updated Nominees

S lrianinnn Rl

Designation

I
Click on “Add Nominee”
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Step 5.1: Enter TIN of Nominee,add their qualifications and work experience.

TIN of Nominee* 100228901 Miss. ROSE NAMAYANJA

Enter TIN of
Nominee, their
qualification

Designation* Employee

A. Professional Certificate/License/Membership

Profession* Certified Public Accountant ¢ dEtails/Work |CPAU
Reference/Certificate Number* 2123444 eXperlenCE a nd Doc2.docx

and click on “Add”

B. Under graduate or Post graduate awards

Qualification Attained* --Select-- Awarding Institution®
Attachment to be uploaded Choose File |No file chosen

Add

C. Any other Qualification that is relevant to tax agency service

Qualification Attained Awarding Institution

Attachment to be uploaded Choose File |No file chosen

ation Attained i FileName Delete

Step 5.2: Click “Close” after entering all the appropriate details.

Attachment to be uploaded Choose File |No file chosen

Add

C. Any other Qualification that is relevant to tax agency service

Qualification Attained Awarding Institution

Attachment to be uploaded Choose File |No file chosen

Add

Meodify Record Qualification Attained Awarding Institution ““ Delete

Work Experience Details

TIN of Employer/ Entity/ Client Name* Name of Employer/ Entity/ Client Name*

Position Held* Responsibilities*

Period of service From Period of service To
E Mail of Employer Entity/ Client* Contact of Employer Entity/Client*

Attachment to be uploaded * | No file chosen

Click “Close”
after entering
the nominee
details

Add Clear

Period of service | Period of service | E Mail of Employer Entity Contact of Employer Entity /
[View|Delete
From To Client Client

TIN of Employer/ ity / Client | Position

Nam¢ Held
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Step 5.3: Add as many nominees as you want.

HOME -+ TAX AGENT REGISTRATION

Tax Agent First Time Registration

Purpose || Identifying Information |[@LlsQNGICIITGTPSTE ESETIEN | Reference for Work Done || Personality Checklist || Payment Details

Individual Details /Nominee Details
Add Nominee

View Updated Nominees

1002289018 Miss. ROSE NAMAYANJA Employee iew elete
1002335934 Mr. DAVID MWEBAZA Employee View elete
Click “view” to Click “Delete “to
see Nominee remove a
details Nominee.
Step 6: Add reference for work done if available.
HOME =+ TAX AGENT REGISTRATION
Tax Agent First Time Registration
Purpose || Identifying Information || Individual/Nominee(s) Details Personality Checklist || Payment Details
TIN* 1000125276 Client Name* MS PHOEBE KANKUNDA
Service Provided* Return filing
Period of service From* 01/07/2017 Period of service To 30/06/2018

Add Clear

Service Provid

Enter details of the taxpayer, the
service provided and service period
and click on “Add”.
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Step 7: Under Personality check list tab, complete the personality checklist and
click next.

HOME » TAX AGENT REGISTRATION

Tax Agent First Time Registration

Purpose || Identifying Information || Individual/Nominee(s) Details || Reference for Work Done |[3EE G WEsSws [l | Payment Details

Has there been any allegation against the agent of fraud by his/her clients, general

Ye N
public, professional body or any URA department? s ©
If Yes, did it involve a significant financial loss to the Government?Specify the amounts
2 ) Yes No
involved.
3 Has the agent or their nominee ever been convicted of any taxation or criminal offence s No

in the past 2 years?

Is the applicant declared bankrupt?

Complete all the questions

on the personality checklist
and click “Next”.

Step 8: Select Payment details to register payment.

HOME + TAX AGENT REGISTRATION

Tax Agent First Time Registration

Purpose || Identifying Information || Individual/Nominee(s) Details || Reference for Work Done || Personality Checklist |G s b= cls]

Payment Heads* Tax Agent Registration-First Time Registratiol

. Fees*® 200,000.00
Assessment Details*

Click to Register Payment ‘
e —

Payment Mode* ~—Select-- Click to register payment and

URA’s Banker Name * --Select-- then select payment mode
and bank.

] Enter text from Given A dv G 3 ®) (Letters are case sensitive)

image *

{ declare that the information given on this application is true and correct and that failure to provide correct information may result in delayed

g or rejection of this application .

Click on the declaration
and then submit the
application.
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Step 9: Upon submission, an Acknowledgment receipt and a Payment registration

receipt will be generated.

H For General Tax Questions
. - i Toll F
e Tax Agent Registration e- T 0117000
LIRA, Acknowledgment Receipt
g 1E 3 Ol

_— ——

Or log on to URA web portal
https:/iura.go.ug

Receipt Date : 08/10/2018

ANGELA AND ROSE ASSOCIATES

TIN : 10028073189
AP BUILDING

Acknowledgement Mo :  FLO119057E8584

BE - MAMUWAWS, MAKAWA DIVISION
MHAKAWA DIVISION. KAMPALA

Section A: Application Type

E Registration D Amendment D Remewal

DT-1018|

D Re-activation I:l Cancellation D De-activation

Section B — Attachments Received

S5r. Mo, Mame of Attachment
1 [Certified Public Accountant of Uganda (CPA-U)
2 [Certified Public Accountant of Uganda (CPA-U)

Please check for the Status of your applicaton at the nearest tax office or The URA web site at httpzf'ura.go.ug

Your Search Code : 8301 20548685WA

PLOT 3-7 PORT BELL ROAD MAKAWA BUSINESS PARK BUILDING, 15T FLOOR, MAKAWA AREA MEAR
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UARP BUILDING BAMD A,
BS - MAMUWAWS,

Payment Registration Slip

AMNGELA AMD ROSE ASSOCIATES

MAKAWA DIVISION, MAKAWA DIVISION,

For General Tax Questions
call cur Toll Free
0800117000
Or log on to URA web portal
https:ffura.go.ug
DT-10128
Motice Date : 0BMO0F2018
Taxpayer TIN
10028073189
Payment Registration Number
2120000001030

hef\erence NMumber :

KAMPALA
TERL (O AT T
Payment Registration Details
USANDA REVEMUE AUTHORITY -= TAXM AGENT RESISTRATION = FIRST TIME

Tax Head © pegISTRATION -> APPLIGATION FEES

Aot (im Wgx) - Z00,000.00]| Base Value (in WWGXE]) : o.oo
Linits - Identity Proof Typse - Y

BFPAF Serial Number : MA Identity Proof Number : M,

A Reference Date : oaMozZois

To be filled by taxpayer during payment af bank

|Elank Mane: Fank Of Baroda

Account HNumber:

CHEQUES

ONLY

CASH ONLY

Bank Cheque No

Amount {Lhgx)

Curmemcy

Armount

S0, 00005

Amounit i wiords:

20, 000/

A0 000

5_ 000/ =]

2 000d=

oo

BANK STAMP AND ENDORSEMENT

500/

20075

100

S0/

20/=

10v

5i5

Total

FPaid im by

Contact MHumber

Signature

SEARCH CODE

5B56565555467

Step 10: After making payments, submit the physical documents to any nearest

URA Domestic Taxes office.
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HOW TO APPROVE A DOMESTIC TAX AGENT APPOINMTMENT

Go to https://www.ura.go.ug

Step 1.Log in to your URA account on the web portal with your Tax Agent login

credentials

Need Login Assistance?

» Don't Have Portal Account?

% Request Passcode

» Forgot Password?

» Forgot Security Question & Answer?

2 Account Locked?

N‘I

& Create AccouTNNS your
TN Tax Agent

L login details

and then

Hello Guest!

Tax Assistant

Quickly get answers to your Tax

- questions using the Interactive

Tax Assisstant.

a Tax Tools
\ Easily calculate your Tax

obligations to URA using the
new Tax Calc.

Compliance

V.
STAX Always fulfil your tax
PAID

obligations and report any
non-compliance.

a8 Login

Login Id
1002806004A

PSSl Password

B yse virtual KeyBoard For Password

| X Close Panel

Service Desk Help
A-Z Tax Topics

More...

Document Authentication

Report Non-Compliance
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Step 2: Under e-services, select Custom/DT Agent Appointment and from the
submenu select View Appointments.

NTR Refund

cXxuda

Month'’s
Salary.. |

E-Registration
E-Returns
Objection and Appeals

E-Registration Help Guide
BE THE LUCKY WINNER
|

1_ Select hing a campaign to motivate her workers under the brand name of “Bonus reward”. This comes at a time w|

ts goal in this last quarter of the financial ye......
Custom/DT Agent
Appointment

Extend Return Due Date

Penalty Reversal Request

Tax Clearance Certificate

Tax Agent for Domestic Tax

2. Select view

Appointments. » View Appointments Exchange Rates Useful Link
% Report of Appointments-

Imports Ministry of Finar]|
Client/Agents

Exports East African Cusf

Email elAX Service Desk

Step 3: View and Select Client (s) from the displayed list

. 4 HOME + VIEW APPOINMENTS
e-Communication

Compose Message View Appoinments

Sent Messages

S ' . Client Taxpayer ~ Client Jurisdiction  Agent appointment Start  Agent appointment End
Select Client TIN Client Name
X No. Type Location Date Date
; Click here to i
ec Vi
select client o toporszzg Mo PHOEBEKANKUNDA —indvidual oo e iy 2371072018 31/12/2018
BUROKO Taxpayer

NTR Refund Click here to view
details of the
E-Registration client

E-Returns






Step 4: View client details and either Approve or Reject the application, enter
remarks and submit.

. HOME » CLIENT DETAILS
e-Communication

Compose Message Client Details

Sent Messages Client Details

TIN of taxpayer 1000125276 Client Name MS PHOEBE KANKUNDA BUROKO
Received Messages o Clien Individual Taxpayer Client Jurisdiction Location EAST BLOCK NAGURU
Agen el 23/10/2018 Agent appointment End Date 3171272018
Approve
Dou . Ves
NTR Refund Tax Agent Decision ¥Approve - Reject Tax Agent Remarks Clent approved

o Tax Type Details
E-Registration

St.No. Taxtype  TaxtypeappointmentStartDate  TaxtypeappointmentEndDate  TaxAgentDecision  Tax Agent Remarks

FRetuns 1 Income Tax 2311072018 31/12/2018 Ohporove Rejeet 11RO
it B m
E-Registration Help Guide

Step 5: An email notification will be sent to the client’s web portal account and
registered email address.

. HOME » VIEW APPOINMENTSSUCCESS
e-Communication

Compose Message

Client Appoinment Processed

Sent Mesages Client Appoinment Processed Successfully.

Get Client List
Received Messageso
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