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1) Introduction

The e-Registration system is a web-based system that allows the user to request for new NTN.
Having a computerized system will allow more efficient processing of applications and allow the
entire process to be completed in a much shorter duration. This User guide has been prepared

in order to facilitate the work of applicants when completing the registration form.
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2) System Requirements

Please ensure that the system requirement is fulfilled to enable user accessing the system

E-Application URL http://e.fbr.gov.pk

Browser: Internet Explorer 6 or later
PC Resolution: 1024 x 768 or more

Other Office s/ware: Microsoft Excel 2003 or later

To access the system, a computer connected to the Internet is required. The computer should
have a web browser installed. Any recent browser version should work although the system was
extensively tested and verified to work with Internet Explorer (version 7). It is recommended

that a screen resolution of at least 1024 X 768 pixels is used when accessing the system.

3) Types of Registration Application

These are following types of registration:-

1. New Registration

a. Income Tax

b. Sales Tax

c. Federal Excise
2. Change In Particulars

3. Duplicate Certificate

page 4 of 22 | http://e.fbr.gov.pk Support No: 051-111-772-772
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4) Apply for New Registration
1) Enter the URL: http://e.fbr.gov.pk
2) Click E-Registration

§ Taxpayer Facilitation Portal
F R (e.fbr.gov.pk)

PAKISTAN

Home e-Enroliment  e-Registration . Search Taxpayers Helpdesk & Support . FAQs Contact Us
R RS LG =i mple Steps for e-Filing of Income Tax Return
Find your NTN Check Digit User ID:
Now (Swift o-Enoliment for Salaned Persony

\ow you have a Virtual Tax
e e @ You should be e-Enrolled at eFBR Portal ek heretoearorhow 5. i
(Upon completion of e-Enroliment process, you will be issued User-ld, Password and PIN immediately)

@) Access the eFBR Portal by visiting https:/e.fbr.gov.pk

@) Login by using your User-Id and Password
a. Ifyou are Salaried Person or Business Individual, then your CNIC is your User-ld
b. If you forget your password
Click Forget Password and follow the guidelines for getting new password yourself
OR Call at (051) 111-772-772 (24 Hrs Helpline and get your password via e-Mail)
(@ Atter successful Login, follow the following navigation path to prepare your return:
Declaration >>Income Tax >>Annual Income Tax Return
(®) Atter Preparing the retur, first Veerify and then Submit the return.

For submission of the return, the system will ask for your

Password:
Office & Virtusl Bank

working round the clock
therefore, why visit Tax
offices/bank and submit
returns manually, if you can
zasily prepare and submit
returns electronically
without leaving your office or
home,

Save your precious time,
apply for e-Enrollment now

and enjoy the benefits of e-

Services offered by FER PIN which was issued to you during the e-Enroliment process.
Pakistan, If you forget your PIN, you can generate it as follows:
SELF SERVICE While you are logged in, click Change PIN under the Administration link
Downlaats (Your new PIN will be sent to you at your registered e-mail address)

. OR Call at 051 111-772-772 (24 Hrs Helpline and get your PIN via e-Mail)

Quick User Guide for Income Tax Return & Tax Payment Forms can be downloaded as follows: Y4 !‘E%t’gl;

Enrollment Nt
il L 12]
http:{freasys.fbr.gov.pkfreg i jistration. aspx?type=1 o Internet LT Ho0% v

Figure 1: Home Screen
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4.1 Taxpayer Registration Application Screen
= New Registration Screen will appear.

F'E‘R Taxpayer Facilitation Portal (Training)

PAKISTAN (RegSys Training)

Helpdesk & Support FAQs  ContactUs

Welcome to eFBR Portal TAXPAYER REGISTRATION APPLICATION

Now you have a Virtual Tax Office &

\Virtual Sank werking round the clock @ Hew Registration O Change in Particulars O ST FED Registration O Duplicate CERTIFICATE
therefore, why viet Tax offices/bank

and submit returns manually, if you can NTN

i Taxpayer Type @ mOwiDUAL O aop O conpany

electronically without leaving your office

A — Passpart No. based applications should be filed st nearest RTO in the p
Save your precious time, apply for e- CHIC

Enroliment now and enjoy the benefits of Name
e-Services offered by FBR Pakistan.

Downloads

AAF sl 010
Image Character
w Inceme Tax Return
B

Forms For Tax Year

2010
« For Companv Without Home | Contact Us | Security Tips | Terms & Conditions

Figure 2: New Registration Screen

= Select the Application type and Taxpayer type and then fill the rest of the fields
depending on your selection.

o Application Type:
= New registration (if you want to apply for new NTN)
= Change in Particulars (if you want to change some information,
which was submitted previously)
= ST FED Registration (If you want to apply for STRN)

= Duplicate Certificate(lf you want to reclaim the registration
certificate)
o Taxpayer Type:
= Individual
= AQOP
=  Company

If you have selected New Registration, as the application type, then the following fields
will appear:

o For Individual
=  Name
= CNIC
= |mage character

Page 6 of 22 http://e.fbr.gov.pk Support No: 051-111-772-772
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o For AOP
= Reg/Inc. No (Optional)
= Name
= |mage Character
o For Company
= Reg/Inc No.
= Name
= Image Character

4.2 TRF 01 Form Portions

= The TRF 01 form consists of the following sections.

v

ASANENE NN NN

Application (For Individual, AOP and Company)

Registry (For Individual, AOP and Company)

Representative (For Individual, AOP and Company)

Directors and Shareholders (For AOP and Company)

Other Activities(For AOP and Company)

Business Branches (For Business Individual, AOP and Company)
Bank Accounts(For Individual, AOP and Company)

Employer (For Individual and AOP)

Declaration(For Individual, AOP and Company)

4.2.1 The Application Section

Hew .

Initially the form will be in “Preparing” mode

de Lines for Taxpayers who want to register online !} T|Pi Help Guides ¥ [Downloads b

Taxpayer Registration Form Preparing I['|ven'ﬁed [] submitted

T~y

Figure 3 Mode of application The current mode of application

Ap

Type

plication
New

Registration

Figure 4 Application Section of TRF 01 Form

In the Application section, Application Type is being shown. The System automatically
fetches the application type that you’ve selected on the last screen (For e.g. in this case
the user selected New Registration option), and the rest of the options are shown
disabled.

Page 7 of 22
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= |n this section you can attach new documents with the application and you can also
view Already Attached Documents, using the links given on the right side.

4.2.2 The Registry Section

All Registry Portion fields/columns are mandatory
Categery Salaried M
CNIC/PH| | [For Individual anly, Mon-Resident ta write Passport [PF) Mo.]
Na.
MName [ASNAAHMED ] Gendar @ waie O Femalz
Trade | |
Name
Date of
1~ n ¥ r = Status Fesident b’ Country
Eirth
Address House/ Flat/ Plot No. Stre=tf Lan=/ Flaza/ Floorf \illage Block/Mcohala/Sector/Reoad/Post
[ ] [ | Office/ete
Province District City / Tehzeel Dist.Codl=
Select ¥ | Select ¥ | select o —
Area/Town
Selact b
Principal Activity Sslect o
Activity Code ]
Register [sales Tax [ Federal Excize CJ1.T Wik Agent 5.7 wiH Agent Rewvision N® l:l
For
Businzss [yanuracTurer [iweortzre [ exrorTer [oisTrisuTcR [ wrolssater [ reTallsr [ssrvice FroviceR [ oTHER
Nature
(IT)
Businzss
MNature
(ST}
Basis Expected Annual Turnowver
@ Above Thresho O Below threshhold {Woluntary Registration O Not Appiicable O Compu =ony Registration Re

Figure 5 Registry Section

=  The Registry section consists of the following fields:

v’ Category:
The Category field will be pre filled, as the system will automatically fetch it

from the previous screen. However you have to select the Sub category
from the given drop down. The sub categories available for different
categories are given below:
= Individual:
Salaried Individual, Business Individual or Other. (Note: In case of
“Other” specify.)
= AOP:
HUF, Firm, Artificial Juridical Person, or Body of persons formed
under a foreign law.
=  Company:
Pvt Itd, Public Itd, Small Company, Trust, Unit trust, Modarba, NGO,
Society or Other.(Note: In case of “Other” specify.)

Page 8of 22
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v CNIC/PP no

The System will fetch the CNIC/PP no. from the previous screen.

v' Gender
Gender is required only for Individual, for Company and AOP it should be
left blank

v Reg/Inc. No

In case of Company, write SECP incorporation number. In case of AOP write
the registration number of AOP if available, otherwise leave it blank.

v/ Name
The System will fetch the Name from the previous screen.

v Trade Name
Enter your trade name. "Trade Name" is an optional column which means
that the name under which the business or operation is conducted and
presented to the world is not the legal name of the legal person (or persons)
who actually own it and are responsible for it.

v Address
Company should write the address of Registered Office, Individual and AOP

should write Business/Mailing Address.

v’ Principal Activity

Principal Activity of the Person being registered should be written here, in
case of multiple business activities the Principal Activity at the time of
registration should be determined on the basis of major revenue generating
business activity. Detailed list of Business Activities can be accessed from
FBR's web site http://fbr.gov.pk or https://e.fbr.gov.pk. Individuals having
only salary income should write Salary Income as Principal Activity.
Professionals should specify their profession as Principal Activity or Other
Activity as the case may be.

v’ Activity Code
Activity Code will be filled by the system automatically.

Page 9of 22
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v Business Nature

Select separate business nature for IT and ST, the nature of business, more
than one nature of business can also be selected.
v’ Register For

Tick (V) the relevant boxes. All the relevant boxes should be checked.

v’ Initial Capital Investment

Initial Capital Investment is mandatory, for all applicants other than Salaried
Individual and Other Individual

4.2.3 The Representative Section

Rep. Type O Representative U/S 172 O Authorized Rep. wis 223 In Capacity as  |Select w
CNIC/NTN/PP | | MName | |
Address House/ Flat/ Plot No. Street/ Lan=/ P )/ Floor) =g= Biaci/Mahala/Sectar,! Moa stz
[ ] | |
Province District City [ Tehseel Dist. Code
Select ¥ | select W Select W —/
Area/Town
Select hd
N I | I— S = o — = I —
Email [

Figure 6 Representative Section

The Representative section consists of the following fields:

v Rep. Type
"Representative as defined u/s 172" or "Authorized Representative in case

of Company not having Permanent Establishment in Pakistan, as defined u/s
223" of the Income Tax Ordinance 2001

v In Capacity as
Capacity in which Representative/ Authorized Representative is mentioned

as defined u/s 172 or 223(2) of Income Tax Ord. 2001
v Phone, Mobile, Fax

Phone, Mobile and Fax number of the Legal Representative or Individual (in
case of self) should also be written. Fax number is optional.

v’ E-Mail
E-Mail address of the legal representative should be written here, which will
be used to serve legal notices and correspondence.

page 10 of 22 http://e.fbr.gov.pk Support No: 051-111-772-772
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Save Registry & Representative portion and complete remaining form ...

Figure 7 save registry

When you've filled the form till this point, Click “Save Registry” button to save your Application.
The system will display the message on successful completion of this section.

+ Registry updated successfully

Figure 8 Registry saved

Afterwards, a popup will appear showing your application reference number

n
bt
L
n
I
=]
=]
01
W
1
]
b
"
]
-z
&
-
I
=]
=]
01
W
=
]
1
&
=
1

Figure 9 Registry updation screen

Furthermore an email will also be sent, on the entered email ID, intimating the user about the Reference
number
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4.2.4 The Directors/ Shareholders/ Partners Section

Please provide Information about Top 10 Directors/Shareholders/Partners. This portion is required for Company
and AQP. Use below options to provide the capitals of all Others/Non-Resident/Minors Directors/Shareholders
® Rezizznt O Non-Residznt With NTN O Nen-Resiznt Witnaut NTN O'kinars O 2l Remain ng sharsholdzrs/ Directors
NTM/ENIC | Il |# sHare [ ]* Capital ——————*

Figure 10 Directors/ Shareholders/ Partners Section

=  This section consists of the following fields:

= This portion is required for Company and AOP. Use below options to provide the

capitals of all Others/Non-Resident/Minors Directors/Sharehold
v' NTN/CNIC

ers

NTN/ CNIC of all the shareholders/ directors/ partners should be provided in

this portion
v' Name of Director

Enter name of Director/Shareholder/Partner.
v’ Capital

Enter Capital share of owner in terms of capital amount, for Company only

v Share %

%age of share will be calculated by the system on the basis of share value

provided in the capital column

NTHICHIC Orwner Name Capital

1| C | 51101-5433535-2

Figure 11 Add Directors table

=  To add more Directors/Shareholders/Partners Click on the “Add” Button.

4.2.5 The Other Activities Section

Other Business Activities in addition to the Principal Activity given at 5r-9 above

Activity [ | [ Jestect Activity

Figure 12 Other Activities Section

Page 12 of 22 http://e.fbr.gov.pk
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= Detailed list of Business Activities can be accessed from FBR's web at site
http://fbr.gov.pk or http://e.fbr.gov.pk. Do not re-write the Principal Activity given
in the registry section. Hence if there is no activity other than the Principal Activity,
then this portion should be left blank. More activities can be added later through
the Change Request as explained above.

4.2.6 The Business Branches Section

Please provide details of all businesses/branches/outlets ete.
Is it 3 szles taxablz business @ves O o
Bus/Br. Type Business/Branch Name
Select w | |
Trade Name
| |
Address HouseyFlat/Plot No. Str=et/Lans,Plaza/Floor Villags Blzck/ Mozl S=ctor/Roas) Bost Offize/ =1z
o | | [ [ |
Province District City Dist. Code
Select | |Select hd Select b :l
Area/Town
Select b
Mature of Premises Owner's CNIC/NTMN/FTN Owner's Name
Possession [ ] [
@ Owned ORE"E] O Other
Electricity Ref. No. Gas Connection installed Gas Consumer No,
| | ®vee ONe |
Phone Feal T ]
Business/Branch Start Date Diay M| Mon W || Year W Business/Branch Close Date

Figure 13 Business Branches Section

= he Registry section consists of the following fields:

v’ Is it sales taxable business
Check (V) the relevant box

v’ Business/Branch Type
Select type of Business/ Branch such as Head Office, Sub-Office, Factory,
Show Room, Godown, Sub Office, Outlet from the given drop down.

v Business/ Branch Name

Enter name of the Business or Branch in accordance with the Business
Branch Type selected

Page 13 of 22 http://e.fbr.gov.pk Support No: 051-111-772-772
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v Business/ Branch address

Enter the complete address.
v’ Nature of Premises

Select Nature of Premises Possession as Owned, Rented or Others, along
with CNIC/NTN/FTN and Name of the Owner should be written
v' Electricity Reference No.

Enter Electricity Consumer number of the connection installed at the
business/ HQ/ branch premises.
v’ Gas Connection installed

Select the relevant box, showing the gas connection installed at the
premises
v’ Gas Consumer No.

If Gas connection is installed, then enter Gas Consumer number of the
connection installed at the business/ branch premises.

v Phone No.
Phone number with area code should be entered for the Business/ Branch
mentioned

v’ Business/Br. Start Date
Select the start Date of the Business/ Branch, date should be written in the

format of
v’ Business/Br. Close Date

Closing Date of the Business/ Branch. This is applicable only when Close
Business/ Branch is selected as Action Requested
=  You can add more businesses by clicking on the “Add Businesses” button.

4.2.7 The Bank Accounts Section

Please provide details of all bank accounts. All fizlds are mandatory.

AJC No L ] A/C Title | Typel Selec v
Bank Select e’ City | Select e Eranch| Select w
Account Start Date | gay (W Mon W |vear w Close Date Dav ™| Mon ™| vear w

Figure 14 Bank Accounts section

= The Bank accounts section consists of the following fields:

v A/Cno
Bank Account No. as allotted by the bank.
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v' A/CTitle

Title of Account
v’ Type

Select the Account Type such as PLS or Current as the case may be.
v’ Bank

Select Bank name from the given drop down.
v’ City

Select City name from the given drop down.
v’ Branch

Select Branch name from the given drop down.
v Account Start date
Select the Account start date.

v" Account close date

Select the account close date (If applicable)
=  You can add more bank accounts by clicking on the “Add Bank accounts” button.

4.2.8 The Employer Section

Figure 15 Employer section

= The employer section consists of the following fields:
v NTN
Enter the NTN of the employer. (In case of individual and AOP)
v Employer Name

Enter the Employer name
v’ Address
Enter Address of Employer
v’ City
Enter City of Employer's Head Office

Page 15 of 22
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4.2.9 The Declaration Section

1, the undersigned solemnly declare that to the best of my knowledge and belief the information given above is correct and complete. It is further declared

E
S
E that any notice sent on the email address given above will be accepted as legal notice served under the law.
=
o
[}
= [13/12/2012 | | 12588-6466666-6 | [ ASDF
Date CNIC/Passport No Name of Applicant Signature

Figure 16 Declaration Section

= The declaration section consists of the following fields:

v’ Date
Date of signing the application, in the format of DD-MM-YYYY.

v CNIC
CNIC/Passport No. of the applicant. Applicant can be the Person him/herself
or his/her authorized representative having written Authorization.

v' Name of Applicant
Name of Applicant as appearing in the CNIC/Passport.

v’ Signature
Enter the Signature of the applicant.

Support No: 051-111-772-772
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4.2.10 Verification Process

Once you have completed the form, you have to verify it. By clicking the Verify Application
button.

H | I Werify Application ||I

Figure 17 Verifying application

When you'll click the “Verify Application” button following popup will appear:

verification [l

Please Enter Representative CNIC/NTHN/PP

| Werify /JUn-Verify [I

Figure 18 CNIC Verification

Enter Representative CNIC/NTN/PP and click Verify/Un-Verify to verify your application

lNew : Guide Lines for Taxpayers who want to register online \‘_.') TlFS Help Guides P [Downloads b
Taxpayer Registration Form O PreparingI n verified I [] submitted

Figure 19 Mode of application after verification The current mode of

application

On successful verification of application, following popup will appear:

Verification Successful !
Your application is successfully verified

Now it is advised to print your application by click on Print button and
read it thoroughly, if any discrepancy found and its correction is

required then you hawve to un-werify the application for correction by
Werify/Unwverify button.

Figure 20 Verification Successful
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4.2.12 Submission Process
Once the application has been submitted successfully, you can, Print, Un-Verify or Submit the
application.

I Print Application IH Un-VerifyAppIicatmI |I Submit Application |‘

Figure 21 Application options

When you click the “Submit” button, the following popup will appear:

Receiving Tax Office Selection

Tax Office as Per Juriediction: RTC [SLAMABAD |

E Please Select Tax Office, if you want to RTO ISLAMABAD - F
receive certificate other than above tax office.
Please Select TFC. --Select-- -

Y Hote:

You have reguested for (New/Change in) Registration. For successful
processing, of your application at FBR, you are reguired to send your signed
E applications along with (complete) required attachments to the following 3

address through courier.

Central Registration Office, PRAL,
5th Floor, Evacuee Trust Complex,
Agha Khan Road, Izlamabad. Pakistan.
T Phone: (082)51) 111-772-772 i

Il Ok | | Cancel

Figure 22 Receiving Tax office Selection

Select the Tax Facilitation Center (TFC) from the given dropdown. And click OK.
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Receiving Tax Office Selection

Tax Office as Per Jurisdiction: RTO [SLAMABAD

Central Registration Office, PRAL,

Eth Floor, Evacuee Trust Complex,
Agha Khan Read, Islamabad. Pakistan.
Phone: (092)(51) 111-772-772

| Ok | | Cancel

Figure 23 Confirmation message box

Click Ok to confirm your selection.

On Successful submission of the application the system will show the folowing message.

Registration application submitted seocesshully and copy of Application sent 25 an atfechment by

Figure 24 Successful Submission message

The applicant will be assigned a Tax office.

Tax Office changed successfully.

WMhAted [ ] e [ ]
Income Tax

Date ] . RTOISLAMABAD
Office

E
E

Signature of lesuing Officer

Figure 25 Tax Office change

The mode of the application once again will change to “Submitted”

New:  axpayers who want to register online \!)ﬂlll
Taxpayer Registration Form [ ereparing []ven'ﬁecl uSubmitbed |

Figure 26 Mode Submitted
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5. Apply for Change in Particulars

= If you have selected Change In Particulars, as the application type, then you’ll be
redirected to the following screen:

Welcome to eFBR Portal TAXPAYER REGISTRATION APPLICATION

MNow you have a Virtual Tax Office &

e O Hew Registration) (&) Change in Particulardl (O ST FED Registration () Duplicate CERTIFICATE

therefore, why visit Tax offices/bank i) e-Enrolled persons are reguested to login at hitps.ife. fbr.gov.pk and complete the change in particulars
and submit returns manually, if you can request
easily prepare and submit returns. i) The perzons not e-Enrolled are requested to either get e-Enrelled by clicking e-Enrolment or prepare a paper

electronically without leaving your office request for change in particulars and submit at nearest NTH cell. Please click TRF-01 Form for dewnloading

or home. the taxpayer registration form.
Save your precious time, apply for =-

Enreliment new and enjoy the benefits of

Home | Contact Us | Security Tips | Terms & Conditions
e-Services offered by FBR Pakistan -

nue Automatio t) Limited - 2009

68 with Internet Explorer 6.0
Downloads

LA* st 2010
m‘ Income Tax Return
Forms For Tax Year

2010

+ For Company VWithout

Figure 27 Change in particulars

Follow the instructions given on the screen (you have to be an enrolled user in order

to file a change in particulars request)

If you are enrolled please follow the steps below to process your change in

particulars:-

1. Login at e.fbr.gov.pk by giving your user id and password.

2. On successful logon, click on “Registration” main menu and select “Change
Profile”.

Taxpayer Facilitation P
Fpnéﬁ (e.fbr.gov.pk)

Administration Registration Declaration Requests e-Payments e-Folder CREST Logout

View Profile 3 RAWALPINDI)
Add Clisnis
Now you have a Virtual Tax Office & [ERITEGERTELHSN TR ENTE
Virtual Bank working round the clock IRTEN TR0 Dear Taxpayer,

Figure 28 Change in particulars link
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3. After clicking, TRF 01 form will be displayed in editable mode. Now you can
update your information and submit and process it as described in new
Registration process.

6. Apply for Duplicate Certificate

6.1 Pre-Requisite

You have to prepare and deposit the duplicate certificate fee before apply for duplicate registration.
There are following steps to make payment:-

1. You can directly go to the bank officer at your nearest National Bank of Pakistan. Where our
bank officer will prepare and payment slip and you will deposit the fee there. On payment you
will get the computerized payment Receipt (CPR).

2. To create payment slip at your desk, please logon the system and click on “Payment” from main

menu and select “Direct Tax” link.

Fill the form and submit.

Print the slip and note the PSID number.

Go to the bank and make the payment.

o vk w

Upon successful payment, you will be eligible to process your duplicate certificate application

6.2 Application Process
Following steps are required to process duplicate registration fee application:-

1. Enter the URL: http://e.fbr.gov.pk
2. Click E-Registration

Taxpayer Facilitation Portal
FBR

PAKISTAN (e.fbr.gov.pk)

Home eEmollment  eRegistation . Sesch Taxpayers . Helpdesk & Support . FAQs Contact Us

Figure 29 Home Screen

3. Select duplicate certificate option.
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D 0 0 (
il
) Reg g
ome e olime e-Registratio £a axpaye elpdesk & ppo AQ onta
Welcome to eFBR Portal TAXPAYER REGISTRATION APPLICATION

Now you have a Virtual Tax Office &

Virtual Bank working round the clock @ Newr Registration O Change in Particulars O ST FED Registratiof O Duplicate CERTIFICATE

therefore, why visit Tax offices/bank
and submit returns manually, if you can NTN
easily prepare and submit returns

Taxpayer Type @ monvouaL O aor O coupany
electronically without leaving your office

e Passpart o based spplicstions shauld be filed st nesrest RTO in the psper form
Save your precious time, apply for e- CNIC
Enrollment now and enjoy the benefis of Name

e-Services offered by FBR Pakistan.

AA0095

Downloads
AF  cstai20m
Image Charactar
‘ﬂﬂ Income Tax Return
Forms For Tax Year
2010
+ For Company Without Home | ContactUs | Security Tips | Terms & Conditions

Figure 30 Duplicate Certificate Screen

Fill the preliminary information and click Ok.

Upon successful information, the basic information will be displayed about profile.
Ensure the profile and process the application.

Visit the nearest TFC to collect your certificate.

4.
5.
6.
7.
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