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Introduction

1. Introduction

1.1.  Purpose of this guide

This guide aims to provide an overview of:
1. The process to obtain NBR authorization as a VAT agent or representative including:
a) The rules and procedures for registering as a VAT agent or representative;

b) The process for registering as a VAT agent or representative through the NBR’s
online portal; and

c) Functionality available to a VAT agent or representative on the NBR’s online portal.
2. The process for a VAT payer to appoint a VAT agent or representative including:

a) The rules and procedures relating to the appointment by a VAT payer of a VAT agent
or representative; and

b) The process to be followed on the NBR'’s online portal by a VAT payer when
appointing a VAT agent or representative.

This Guide is intended to provide general information only and does not represent exhaustive
or legally binding guidelines. For additional information, please contact your VAT Relationship
Manager (RM) or refer to the VAT Guidelines on the NBR’s website through the “Guidelines”
page . You can also contact the NBR’s Contact Centre via email or the VAT hotline, details of
which can be found under “Contact us” on the NBR’s website.
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2. About VAT agents and representatives
21. VAT agent

A VAT agent is a person who is authorized by the NBR to act as an agent on behalf of a VAT
payer in his name and on his behalf in relation to the VAT payer’s obligations towards the NBR.
A VAT Agent helps a VAT payer in fulfilling his VAT obligations including and not limited to:

o Preparing and submitting VAT returns to the NBR on behalf of a VAT payer;
¢ Making enquiries to the NBR on behalf of VAT payer; and

e Submitting reconsideration requests and filing VAT appeals to the NBR on behalf of the
VAT payer.

Any VAT payer who is resident in Bahrain may appoint a VAT agent to act in his name and on
his behalf in relation to his VAT obligations.

Appointing a VAT agent does not transfer a VAT payer’s VAT obligations onto that agent. The
VAT payer is still fully responsible for all his obligations under the VAT Law and Executive
Regulations.

Appointing a VAT agent is not required by the VAT Law and its Executive Regulations. It is a
voluntary appointment, solely at the discretion of the VAT payer, subject to the agent being
authorized by the NBR.

2.2. VAT Representative

Non-resident VAT payers who are obliged to register for VAT in Bahrain have the option to
appoint a VAT representative. A VAT representative essentially replaces the VAT payer in his
relationship with the NBR and becomes responsible for all the VAT payer’s obligations towards
the NBR. This includes correctly calculating and reporting VAT for the VAT payer. A VAT
representative becomes jointly liable with the VAT payer who appointed him to pay any VAT
(including penalties) due to the NBR. The VAT representative will be the first point of call for
NBR in the case of questions or audits.
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3. Obtaining authorization to act as VAT agent/ VAT
representative

3.1. Rules and procedures

Unless a VAT agent or representative has been authorized by the NBR, a VAT payer may not
appoint that VAT agent or VAT representative. Either a natural or legal person can apply for
authorization. In either case, the person must demonstrate that he meets the conditions to be
a VAT agent or representative set out in the Executive Regulations:

e He must be resident in Bahrain;

o He mustbe a person of good conduct and reputation and must never have been sentenced
to a restriction of freedom in a crime against honor;

o A natural person must hold a university degree, accounting or legal qualification which has
been certified and approved by the Ministry of Education; and

e Alegal person must carry on the proposed VAT agency / representative services under a
valid and current commercial registration. This can be in the form of, among others, a
Commercial Registration issued by the Ministry of Industry, Commerce and Tourism and
an authorization to conduct certain activities by the Ministry of Justice.

In accordance with Ministerial Decision No. 33 of 2020, a fee amounting to BHD 300 is payable
for the applicant to be authorized as a VAT agent or representative. On being authorized, the
VAT agent or representative will receive a certificate and unique VAT registration number. The
authorization to act as a VAT agent or VAT representative is valid for three years but can be
renewed subject to meeting the relevant conditions and paying the renewal fee of BHD 300.
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3.2. Process to apply for authorization from the NBR

VAT agents and VAT representatives can access the NBR online portal via the NBR website
via “Login / Register”.

Figure 1: Accessing the NBR online portal via the NBR website
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Upon accessing the home page, the VAT agent or VAT representative will have the option to
sign up.

Figure 2: National Bureau for Revenue (NBR) online portal landing page
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On the sign-up page, the applicant must select “VAT agent / VAT representative” for the
“Purpose” field (see Figure 3). After completing all details, the applicant should submit the
form and will receive a one-time password via e-mail.
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Figure 3: NBR online portal sign-up page
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After logging into the portal and changing the one-time password, the applicant will be able to
initiate his application for authorization by the NBR. The applicant can choose to seek to be
authorized as a VAT Agent or a VAT Representative. An applicant may seek to be authorized
as both a VAT agent and a VAT representative, but must complete a separate application for
each.

Figure 4: VAT agent / VAT representative registration screen
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Once the applicant has successfully completed all required fields capturing basic information,
he will be redirected to the attachment section, which is different for natural and legal persons.
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Natural persons (i.e. individuals) should attach the following documents to their application:

e Copy of his CPR (front and back);

o A copy of the applicant’s university degree, accounting or legal qualification as certified by
the Ministry of Education;

o A certificate of good conduct issued by Ministry of Interior in Bahrain; and

o Proof of home address (e.g. utility bill), not older than three months.

Figure 5: Attachments for a natural person
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Legal persons (companies, partnerships, other bodies corporate) should attach the following
documents to their application:

o Copy of Commercial Registration (CR) certificate or any other eligible identification
document (issued by IGA, MOJ, etc);

¢ An authorization certificate for the person who will be the primary contact with the NBR;
and

o A copy of the ID of the primary contact person (front and back).
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Figure 6: Attachments for a legal person
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Upon successful submission of the application:

o A bill for the BHD 300 registration fee will be sent to the e-mail provided by the applicant
during the sign up process. The bill will contain all information needed to make payment.
The NBR will not approve an application before the fee is paid. See a sample of the bill at

Figure 7 below.

o An acknowledgment letter will be issued on the NBR online portal as per Figure 8 below.
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Figure 7: Bill for registration

as VAT agent / VAT representative
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Figure 8: Acknowledgment of application
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Once the application is approved by NBR, a certificate will be issued to the VAT agent or VAT
representative in line with the format as per Figure 9. The effective authorization period, which
is for three years, is indicated on the certificate.

Figure 9: VAT agent / VAT representative certificate
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Flease ensure that the details on this certificate are correct. ¥ou must infonm the MNational Bureau for Revenue of any change an the basis of
which you obtained this certificate. NBR reserves the right to deregister you as VAT Agent based on the evidence of non-compliance with the
requirements stipulated in Article 853 A of the Executive Regulations of the VAT Law.
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3.3. Renewal of authorization

The VAT agent / VAT representative will be authorized for three years, beginning on the day
of the approval of the application. On expiry of the authorization, the VAT agent/ VAT
representative may not present himself as an authorized VAT agent or VAT representative,
and will not be able to access the NBR online portal for VAT agents and representatives.

The VAT agent / VAT representative may apply to renew the authorization. He will receive a
reminder on the NBR portal 90 days before the authorization expires, as per Figure 10 below.

Figure 10: VAT agent / VAT representative renewal reminder

[l Information

The authorization can be renewed at any time within 90 days period prior to expiry. To access
the renewal functionality, the “Update Agent / Rep. details” section should be accessed as per
the pop-up.

The VAT agent/ VAT representative will need to complete all relevant details and attach certain
documents (similar to those attached during the new registration process). A renewal fee of
BHD 300 is payable. Once the application has been submitted and the renewal fee has been
paid, the application will be reviewed by NBR. If the application is approved, a new certificate
will be issued and can be printed via the “Reprint certificate” functionality (see Figure 11).

The start date of the new authorization period is the day after the end date of the current
authorization period. Early renewals will therefore not end an existing authorization
prematurely.
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Figure 11: VAT agent / VAT representative certificate reprint after renewal
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3.4. Functionality available on the NBR online portal

3.4.1. Introduction

Following authorization, a VAT agent or VAT representative will have access to the NBR online
portal. Through this portal, the VAT agent or representative can manage his own account and
perform tasks for VAT payers who have appointed him (see section 4 of this guide) such as
filing VAT returns and amending VAT registration details.

The VAT agent or VAT representative may create internal sub-accounts for employees and
assign a subset of clients to a given employee to manage.

The below is the menu overview for VAT agents and VAT representatives once their
registration application has been approved.
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Figure 12: VAT agent / VAT representative portal overview
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3.4.2. Inbox

New appointment requests (i.e. link requests whereby a VAT payer requests the VAT agent
or VAT representative to act on his behalf) are received in the Inbox. When the VAT agent
accepts the request in the Inbox by clicking on “confirm”, the VAT agent will be immediately
able to perform activities on behalf of the VAT payer.

Unlike an application to appoint a VAT agent, an application by a VAT payer to appoint a VAT
representative does not take effect immediately. The NBR will review each application and will
need to ensure that the power of attorney is validly executed.

In addition, the VAT representative must provide a proof of financial capability for the joint
liability.

If a VAT payer chooses to revoke the appointment of his VAT agent or representative, a
de-representation notification is received in the Inbox.
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Figure 13: VAT agent / VAT representative Inbox

©
B
1l

Inbox Welcome
National Bureau for Revenue

SIS B o
e W

The status of a request by a VAT payer to appoint a VAT agent or VAT representative can be
one of the following:

o New: These are new requests submitted by VAT payers and received by a
VAT agent or a VAT representative, which are yet to be approved or
rejected.

o Approved: This is an appointment application that has been accepted by the VAT

agent or VAT representative in the past and is stored for reference.

e Cancelled: This is an appointment application that has been rejected by the VAT
agent or representative in the past and is stored for reference.

The status of de-representation notifications can be one of the following:

o New: This is a new de-representation notification, i.e. not yet opened and
viewed by the VAT agent or VAT representative.

e Processed: This is a de-representation notification that has been opened and
viewed by the VAT agent or VAT representative.

The Inbox has an embedded search function, which will enable the VAT agent or VAT
representative to search for notifications. It is possible to search by VAT payer name in the
search bar.

3.4.3. Employee administration

The employee administration option allows a VAT agent or VAT representative that is a legal
person to create, update and delete internal employee sub-accounts within its organization.
Each employee sub-account has login credentials and can manage a subset of VAT payers
as selected by the VAT agent or VAT representative. To add an employee, proof of his
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employment by the VAT agent or VAT representative must be uploaded on the portal. NBR
approval is not required for this process.

By clicking on “add employee”, the VAT agent/ VAT representative can directly create
sub-accounts.

Figure 14: Employee administration — adding new employees

Add new employee

Employee idgentification number

Proof of employment’
Add attachment &@

Dacument name for proof of employment should ba the name & employee ID number of the
employes

In the employee administration menu, the VAT agent/ VAT representative can search for
employees, update details of employees and delete employees (for instance, those that no
longer work for the organization). If an employee is deleted, the link to the VAT payer is
reversed, and the VAT payer can be re-assigned to another employee by the VAT agent or
VAT representative using the “VAT payer assignment” tile.
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Figure 15: VAT agent / VAT representative employee administration
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3.4.4. Client administration

The client administration tile provides an overview of all the clients of the VAT agent and VAT
representative. The master account contains an overview of all linked VAT payers.
Sub-accounts can only see VAT payers that have been assigned to them.

Figure 16: Client administration overview
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Client administration

Clients can be searched for by name and by VAT account number. On this view, the VAT
agent or VAT representative can see the details of each client and the assigned employee.

Clicking on the name of the VAT payer redirects the user to the portal of his client, enabling
the VAT agent or VAT representative to carry out VAT related all activities of that VAT payer.
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The VAT agent and VAT representative can access all sections of the VAT payer portal,
except for the “Manage Profile” section.’

Figure 17: VAT Agent / VAT representative access to VAT Payer portal

SRl AT S s | e .
|__;,H|> gdié‘tﬂ I)L‘ujl \w Welzomea {,'.D\‘ =
Mational Bureau for Revenue 3
- in
[ 4 &0 X
VAT Returns My Documents Update VAT Review Request VAT payer
Payer Details Service Request

Contact Us

The VAT agent or VAT representative may choose not to represent a client any longer. This
can be done by clicking on “de-represent” in the client administration overview tile. In the
pop-up window, reasons must be confirmed for ceasing to act as VAT agent or VAT
representative, and the commercial relationship can be ended. The NBR and the VAT payer
are both informed about the termination of the representation. The NBR is notified through the
system and the VAT payer via SMS/ e-mail & document on the NBR portal.

' This would allow the VAT agent or VAT representative to change the phone number and e-mail address related
to the User ID of the VAT payer, which is not permitted due to security restrictions.
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Figure 18: Client de-representation
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3.4.5. VAT payer assignment to sub-accounts

Within the VAT payer assignment tile, the VAT agent or VAT representative can link VAT
payers (whose link with the VAT agent or VAT representative has been previously approved)
to sub-accounts created for employees. After linking a VAT payer and an employee, the
employee will have access to the VAT payer’s account and can perform activities on behalf of
the VAT payer. He will also receive all documents that the assigned VAT payer receives on
his portal (under “My Documents” tile).

On selecting an employee, the list of his assigned VAT payers will become visible. To
successfully link an employee with a VAT payer, the following steps should be followed:

1. Select the employee to whom the VAT payer should be assigned;

2. Select VAT payer (or multiple VAT payers) to be linked to the employee;
3. Click on the “Add” button to transfer the VAT payer to the employee;

4. Click on the VAT payer that should be linked; and

5. Select “Link” and confirm.
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Figure 19: VAT payer assignment step 1-3
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Figure 20: VAT payer assignment step 4-5
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The VAT agent or VAT representative can also de-link an employee and a VAT payer, so that
the VAT payer can be reassigned to a different employee. To de-link a VAT payer and
employee, the “de-link” button can be clicked in the same overview.
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Figure 21: VAT payer de-linking step 1-3
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Figure 22: VAT payer de-linking step 4-5
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3.4.6. My Documents

In the “My Documents” tile, the VAT agent or VAT representative can find all documents
relating to his account and the accounts of the VAT payers he is managing. These include,
among others:

o VAT agent/ VAT representative authorization certificate;

o Bill and receipt for registration and renewal fee;

o Change registration notifications; and
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o Client (VAT payer) notifications.

All notifications received by VAT payers are also received in the “My Documents” tile of that
VAT payer’'s VAT agent or VAT representative. These include the VAT payer's VAT Account
Number (VAN), so the VAT agent or VAT representative can easily search for his clients if
required (see below).

Figure 23: VAT agent / VAT representative “My Documents” tile
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By using the keyboard shortcut “Ctrl” + “F”, the VAT agent or VAT representative can search
for the VAT of his VAT payer clients using the TIN (which is the first 10 digits of the VAN). All
documents related to the client searched for will be highlighted and are easily accessible.

Figure 24: Search VAT payer in My Documents
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3.4.7. Update VAT agent/ VAT representative details

Using the “Update VAT agent/ VAT representative details” tile on the portal, the VAT agent or
VAT representative can update his own details.

Figure 25: Update VAT agent / VAT representative details overview
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Upon submission of a request to update, the request will have to be approved by NBR, who
may request further information or clarifying documents. Once approved, the VAT agent or
VAT representative can reprint his certificate with the updated details in the “My Documents”
section of the portal.

The renewal of the VAT agent or VAT representative’s authorization is also done through this
section of the portal. A renewal application will only be processed by the NBR upon the
payment of the required renewal fee.

3.4.8. Deregister as a VAT agent/ VAT representative

The VAT agent or VAT representative can deregister through the “Deregister” tile on the portal.
When accessing the tile, he must enter a One-Time password (OTP), which will be sent to his
registered phone number. Upon entering the OTP, the VAT agent or VAT representative can
confirm his deregistration. The NBR does not need to process the deregistration request, as
this will be done automatically through the NBR’s IT system.
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Figure 26: VAT agent/ VAT representative deregistration request
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Upon successful deregistration, the VAT agent or VAT representative will only have access to
the “Inbox” and the “My Documents” tiles. All employee sub-accounts will be deactivated. The
joint liability of a VAT representative for his client’'s VAT liabilities incurred in respect of the
period when he acted as a VAT representative remains after deregistration (subject to the
normal limitation period discussed in the “Statute of Limitations” period in the VAT General
Guide). If the VAT agent or VAT representative who has deregistered wishes to register again,
he will need to go through the full application process and pay the full registration fee.

The link between a deregistered VAT agent or VAT representative and his VAT payer clients
is terminated upon deregistration of the VAT agent or VAT representative. VAT payers have
the option to appoint a new VAT agent or VAT representative through the “Appoint VAT agent/
VAT representative” functionality on the “VAT payer services requests” tile on the NBR online
portal.
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4. VAT payer appointing a VAT agent/ VAT representative
41. Rules and procedures

4.1.1. Introduction

A VAT payer may wish to appoint an authorized VAT agent or VAT representative to assist
with his VAT obligations such as filing, updating VAT payer details and corresponding with the
NBR during a review etc.

4.1.2. VAT Agent

A VAT payer might choose to appoint a VAT agent. The VAT agent or the VAT payer
appointing him must notify the Bureau of his appointment within thirty days of the date of
appointment. This requirement is satisfied by the online appointment process outlined in this
guide.

The VAT payer appointing a VAT agent remains liable to the NBR for all his VAT liabilities
despite the appointment of a VAT agent.

4.1.3. VAT representative

A non-resident VAT payer may choose to appoint a VAT representative.

A VAT representative is jointly liable with the VAT payer appointing him for all that VAT payer’s
VAT obligations of the latter, and replaces him in the relationship with the NBR from the date
the NBR approves his appointment. The NBR is entitled to legally pursue the VAT
representative to collect VAT due by the VAT payer.

Where the VAT representation has been terminated, the VAT representative remains jointly
liable with the VAT payer with respect to transactions made during the period of his
representation until the date of termination.

4.2. Process to appoint a VAT Agent / VAT Representative

4.2.1. Introduction

VAT agents and VAT representatives can be appointed by a VAT payer through the NBR
portal. The VAT payer should access the “VAT payer Service Request” tile on his portal. The
VAT payer should select “VAT payer Agent/Rep Appointment”.
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Figure 27: VAT agent/ VAT representative appointment request
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4.2.2. Appointing a VAT Agent

After selecting the “VAT agent” option, the VAT payer must specify the VAT agent he intends
to appoint. He can search by VAT agent name or VAT agent registration number to find the
desired VAT Agent.

Figure 28: Submission of VAT agent appointment request
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The appointment request will be received in the “Inbox” of the VAT Agent. When the VAT
agent approves the appointment request, the link is immediately established. No further
approval by NBR is required, and the VAT Agent will immediately be able to carry out activities
on behalf of his VAT payer client.
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4.2.3. Appointing a VAT Representative

A VAT representative can be appointed by a non-resident VAT payer using a similar process
to appoint a VAT agent. After accessing the “VAT payer service request” tile and choosing the
“WVAT payer agent/rep appointment” option, the VAT payer should choose “VAT
representative”.

The VAT payer can search by VAT representative name or registration number, and then
complete the form in a similar method to that described in the previous section. The main
difference between the forms is that a copy of the power of attorney document must be
provided. This document grants the VAT representative the right to act on behalf of the VAT
payer in relation to the VAT obligations of the VAT payer.

Figure 29: Submission of VAT representative appointment request
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The appointment request will be received in the “Inbox” of the VAT representative. When the
VAT representative approves the appointment request, the link request will be processed by
the NBR. Additional information might be required by the NBR from the VAT representative.
The link will only be active and official once it has been approved by NBR.
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