
Syrian Arab Republic 
Ministry of Finance 

General Commission for Taxes and Fees 
No: 
Date: 

The book of the legal and financial conditions for an 
internal and external request for bids for the integrated 
tax Administration system project of the General 
commission for taxes and fees. 

1. Project description: 
The integrated tax management system aims to improve 
the performance and effectiveness of the tax 
administration, automate its work, simplify its 
procedures, achieve accuracy, comprehensiveness, and 
fairness 'in terms of assignment and collection, and 
provide the necessary services to the taxpayers with all 
the means and tools provided by modem technologies 
to include all specific taxes currently in force and the 
transition to the unified tax on income, sales tax and 
value added tax and treat them on the basis of functional 
rather than qualitative and migrating the data available 
at the tax administration to the new software system, 
securing secure and stable linking with the systems 
operating at the tax administration, and allowing 
connection with the information systems of the other 
parties according to specific rules. 

1.1. The parties benefiting from the project 
1. All public entities funded by the state treasury, 

which is reflected on increased revenues for the 
implementation of their plans and projects. 

2. Citizens of the Syrian Arab Republic according 
to the income redistribution policy. 

3. All entities engaged in commercial or financial 
activity. 

4. Investors who wish to invest in the Syrian Arab 
Republic. 

2. Scope of work of the project: 
2.1. basic operations: 

They are the typical tax operations that are related 
to tax administration and revenue collection. It 
depends on the fact that the taxpayers will always 
adhere to and declare the taxable claims accurately 
and honestly. These operations consist of taxpayer 
registration, data processing, payment processing, 

!(!.,..i~,d accounting. 
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2.2. secondary operations: 
Additional operations required to support basic 
operations cannot be avoided because taxpayers, 
by their nature, do not comply and often do not 
declare their revenues accurately (or do not 
accept the decisions of the tax administration) 
and consist of follow-up and debt management, 
audits, objections, repayments, and installments. 

3. Entities with operations: 
The system provides its services to all citizens of the 
Syrian Arab Republic, public and private entities 
operating within the Syrian Arab Republic, and 
foreign and international natural and legal 
personalities. 
3.1. General requirements: 
1. Providing a comprehensive vision of tax 

procedures (registration, verification, audit, 
objection, .... ) including handling unified income 
tax procedures, sales tax and value added tax. 

2. Processing of specific taxes and fees in accordance 
with the laws and regulations in force, including: 
(real profits tax, lump-sum income tax, 
consumption expenditure fee, salaries and wages 
tax, stamp fee , current capital revenue tax, real 
estate revenue tax, non-resident tax, real estate 
sales tax Law No. /15/ of 2021, fmancial and 
consular fees, ....... ), according to the rules and 
mechanisms of each tax, including the issuance of 
automatic verification of all types of taxes 
mentioned in accordance with the legislation in 
force and within an integrated tax management 
system in a manner that guarantees the transition 
to the tax Unified income, sales tax and value 
added tax when applied automatically. 

3. The software system should include the possibility 
of the system administration to add new interfaces 
to the system or to modify the old interfaces, as 
well as the possibility of adding or updating any 
applicable rules or work procedures in the 
software system when new instructions, laws, 
decrees or procedures are issued or amended in the 
future so that these new rules are applied 
automatically after entering it. 

4. The software system can accommodate the 

introduction of any new type of taxes in the future 
through the use of existing interfaces or the 
addition of new interfaces, as well as through the 

1 ility of adding or modifying the rules of 
~" ·l 1 · F,.c .f procedures and so that the new specific taxes are 
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order to achieve harmony with all the taxes, 
processes and procedures used essentially. 

5. An integrated risk management and decision 
support system that includes a statement of the 
immediate actual situation in terms of risk or not 
for any taxpayer and all of his activities, and 
collections in the tax administration, provided that 
the identification and the entry of criteria for the 
risk management system are within the interfaces 
of the software system that can be added, updated 
and modified. 

6. A rule of all financial and accounting transactions 
and entries that adopts double entry. 

7. The software system can treat taxpayers according 

to its standards, interfaces, procedures, rules and 
risk management system according to interrelated 
and integrated levels that include different levels 
of taxpayers. 

8. A unified collection system so that through this 
software system and through the tax number, the 

taxpayer can access his account and identify all his 
activities and collect all his investigations and 
taxes, fees, services fees and personal receivables 
incurred by him for the various taxes and perform 
special operations such as: advances, clearance 
and refunds. 

9. The source code of the software system is owned 
by the tax administration (General commion for 
taxes and fees) and is registered among the 
authorized bodies and authorities in the Syrian 
Arab republic and the country with which the 
intellectual property of this license has been 
registered and at the expense of the contractor. 

1 0. It is the responsibility of the contractor to secure 
the licenses necessary to implement and operate 
the software system at his expense, and the tax 
administration (General commion for taxes and 

fees) doesn't bear any responsibility in this field. 
11. Completion of the operations within the software 

system in at least two stages: 
v' Show results. 
v' Adoption and approval of the results. 

4. Execution period 
/27/ months (divided into four phases), starting from 

the date of commencement until the temporary receipt 
,---.., · ' of all works the contract signed according to the 
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5. 

-

First Analytical and design Six months 
study 

Second Basic operations Twelve months 
execution 

Third Secondary operations Six months 
execution 

Fourth Electronic services Three months 

The bidder is obligated to submit work plan for the 
complete implementation of the project within the 
specified time period, including the period of 
development, installation, testing and training with the 
outputs of each stage and completion percentages on a 
monthly basis in accordance with the international 
standards approved for this type of work. 

reguired software system: 
5.1. Analytical and design study: 

./ Completion of primary and analytical studies 
that describe the basic and secondary 
operations and electronic services of the 
software system in general, and their approval 
by the tax administration (General commion 
for taxes and fees) and are considered the basis 
for all functional and non-functional 
requirements which are required by the 
software system and in need to be met. 

./ Completion of the design study of the database 
and the design study of the interfaces of the 
software system and its approval by the 
administration. 

5.2. Building the interfaces of the software system 
and the database: 

It is based on the preliminary, analytical and 
design studies approved by the administration 
according to the following: 
./ Building the software system database 

within the provided database management 
system environment. 

./ Building interfaces for the software system 
using development tools. 

./ Completing technical documentation of the 
software system interfaces and describing the 
structure of the database, including an 
explanation supported by the Arabic 
language, and submitting it to the 
administration. 
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5.3. Executing a test for softwar system interfaces: 
./ Develop a test plan and submit it to the 

administration. 
./ Putting the required software system under 

trial in the test environment in the central 
administration, and carrying out the required · 
tests on the software system interfaces and 
ensuring the validity of their work. 

./ The tests must include all functional and non
functional requirements, information security 
requirements, and the generation of the 
required reports that were approved in the 
analytical and design study, including the 
procedures for managing the software 
system and the system of powers . 

./ The contractor provides a testing 
environment that remains available even after 
the software system is put into investment. 

5.4. Data rely and collection: 
./ Building the procedures and work tools 

necessary for the data migration process, 
while taking all necessary means to ensure 
the integrity of the migration process, and the 
possibility of repeating the process in the 
event of an error . 

./ Presenting a data migration plan that includes 
a mechanism for transferring data to new 
databases, reformatting data to suit the new 
design of databases, and uploading data to 
new databases . 

./ Develop rules for transferring values and 
relationships from old databases to new 
databases and include them in the system 
design study. 

./ Rely data from the old databases in the 
fmancial directorates to the new databases . 

./ Ensure data integrity after displacement. 

./ Data collection after displacement in the 
central database. 

5.5. Putting the software system in the 
investment: 

Preparing a user guide for the presented 
system and presenting it to the administration 
in written and visual form and within the 
application interfaces that help the investor to 
know the investment mechanism of the 
application. 
:"illli.R'--m· vesting in the software system 
according to the plan approved by the 
administration. 
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../ Presenting the source code of the system and 
the used libraries (with explanations m 
Arabic) to the administration. 

../ Training the technical team m the tax 

administration to invest it in an optimal 
manner, and its ownership inevitably belongs 
to the tax administration, in addition to the 
use of licenses 

../ Setting a backup & recovery policy. 

6. Technical requirements 
6.1. passwords 

1. Verification of the usemame and password 
must be done on the server interface and not 
only on the client interface. 

2. The software system should allow setting rules 
for passwords, such as the minimum length of 
these words, rejecting passwords that contain 
the user name, prohibiting the use of old 
passwords, and using certain conditions for the 
password. 

3. The software system shall prompt users to 
change their passwords after the frrst login or 
after a specified time. 

4. The software system must record all changes 
that occur to passwords, along with the time 
period for each password. 

5. The software system must support the 
generation of random passwords when creating 
an account for a new user. 

6. The possibility of closing a user account either 
manually through the software system 
administrator or after a specified period of 
inactivity. 

7. The possibility of resetting the password by the 
software system administrator in case the user 

forgets the password. 
8. The software system must encrypt or hash the 

passwords and store them in the database. 
9. The software system should close the account 

after several failed attempts to log in, with the 
possibility of re-opening the account by the 
software system administrator. 
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2. The possibility of defming groups of users with 
the same permissions, with the possibility of 
one user belonging to more than one group. 

3. Controlling access to any sub-function in the 
interface (entering, modifying, canceling ... ) 
through an interface that defmes for each user, 
by the software system administrator, the 
software that he can implement in the various 
interfaces (query without modification, enter 
and cancel without querying .... etc). 

4. The possibility of defming powers according to 
some specifics of work procedures. 

5. The software system must provide the 
possibility of protecting the data exchanged in 
the software system via the Internet using the 
(HTTPS) protocol and the accompanying 
possibility of using digital certificates to 
perform the encryption and digital signature 
process. 

6.3. Administration and database access: 
1. The contractor must protect the database and 

not allow programs to access it from the user's 
side except through channels related to job 
roles and through the software system. 

2. Notifying the software system administrators 
when some accidents occur at the moment of 
their occurrence, and securing a mechanism to 
send warning reports to the software system 
administrator or the authorized person for some 
cases that require prompt intervention, such as: 

../ Write code in a field: Checks for SQL
specific symbols at the level of input 
interfaces. 

../ Attempted wrong entry more than 
three times . 

../ Recursive attempt to enter values that 
are not allowed: level input interfaces. 

3. The contractor should set up the scheduling of 
automated software system administration 
operations (e.g. backup). 

4. Access to the database tables from outside the 
software system is allowed for very special and 
necessary cases to ensure certain purposes such 
as maintenance, for example, but with high 
protection means exclusively by the delegate of 
the authority responsible for maintenance. 
The large and increasing size of the database 
must be taken into account. 

6. Show I export I delete Log file. 
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6.4. Design limitations: 
1. The software system must be guaranteed not to 

stop. 
2. The design of the interfaces should be simple 

and convenient in terms of distributing 
information on the screen, its coordination and 
colors, and in terms of providing the necessary 
explanation about how to enter data, the 
mechanisms of moving between pages, and 
providing alternative options (if any) so that 
the user is able to deal with the interfaces 
without assistance and without No confusion. 

3. The software system must ensure that the 
information entered in the fields is correct. 

4. It must be done find the mask of information in 
order to tell the user about the values that are 
allowed to be entered in the fields and the 
appropriate format for them, in addition to 
showing the appropriate error messages if 
incorrect values are entered 

5. The writings must be in a sound and 
understandable Arabic language. 

6. The interfaces must be consistent with each 
other so that they use the same form for 
selecting menus, entering commands, 
displaying data, etc, for example: expressing 
the date within all interfaces in the form (day I 
month I year). 

7. Arabic character processing: applying a set of 
criteria for searching in databases that allow 
fmding the required word (name - nickname ... 
etc.) within a text, even if its spelling is written 
in a different pronunciation, with extra spaces 
deleted, and so on ( eh - eh - ayat .. etc.) . 

8. All of the above must be done in accordance 
with the national standards for information 
technology projects, so that these standards are 
used to design all the communication interfaces 
used in addition to error and confirmation 
messages, shortcut keys, and other things that 
are necessary to deal with the interfaces of the 

-~~ ~..... communication programs. The contractor 
{;'-.-~' ~~?~~. , submits the necessary designs and awaits 

~\ \:::-\written approval before Start implementing. 
~ The software architecture is three-tiered (3 -. 

iers) and has a service-oriented architecture 
(Service Oriented Architecture), while 
adhering to standard standards for designing 
web services such as XML, SOAP, and UDDI. 
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10. The design should enable the browser to 
increase and decrease the font size by at least 
three orders of magnitude. 

11. The design must support the display of content 
compatible with mobile devices (Responsive 
Web Design). 

12. It should support the implementation of a digital 
signature. 

13. Compliance with the legislation and procedures 
in force for information technology in the Syrian 
Arab Republic. 

6.5. Additional requirements: 
1. The system must provide a mechanism to save 

all executed operations performed by each 
user, such as editing, searching, deleting, 
exporting, printing, sending an e-mail, etc., so 
that the observer can know precisely who 
performed the work. 

2. The system must provide a mechanism for 
saving all documents and documents related to 
the taxpayer and other operations so that all 
documents and documents related to the 
assignment and the archive are known 
according to the system of permissions and 
roles. 

3. Recording all operations related to updating 
data at all levels, so that the previous value, the 
current value, and the field level are recorded 
in the database, at the job level and at the table 
level, whether the update process is done using 
application software or using standard tools 
provided by the database management system 
or Any other development tool like sql *plus, 
pl*sql, plsql studio .... etc. 

4. The system should include an electronic user 
guide for the software system that can be 
updated when any modification occurs to the 
system receives. 

5. Approval of digital certificates issued by the 
licensed authorities in accordance with the 
laws and regulations of the Syrian Arab 
Republic. 

6. HTTPS protocol adoption. 
~ 7. Functional Requirements: 
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7.1. Register: 
The registration process has four parts: 
~ Register in person. 
~ Registration by mail or at a post office box 

designated for the tax administration. 
~ Register through the Internet. 
~ Recording deletion process. 

7 .1.1. Personal taxpayer registration: 
This process is used for taxpayers who 
apply for registration at the General 
Authority for Taxes and Fees by coming in 
person or (their representatives). The 
process covers receiving registration forms 
and sub-processes related to: 
~ Verify the presence of all mandatory 

and other documents. 
~ Verify that the recording is not 

repeated. 
~ Ensure that you are registered with 

the main specific taxes. 
~ Create financial accounts for the 

taxpayer. 
~ Initiates an audit case to verify that 

VAT registration complies with 
registration requirements. 

~ Calculating and realizing late 
registration fmes. 

~ Indexing and scanning of basic 
documents submitted with the 
application. 

Lack of compulsory documents stops the 
registration process; in which case the 
application is kept but the tax number 
cannot be issued. 
-Lack of non-mandatory documents does 
not prevent the process of issuing a tax 
number. In such a case, the form is kept 
and a notice is issued to the taxpayer to 
request these documents. 
-Enable modification of registration data 
in the event of an error occurring during 
the entry while saving all modified values, 
who made it, the time, date and the 
document related to it. 
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7 .1.2. Online registration: 
This process is used for taxpayers who wish 
to register for tax through the electronic 
portal of the General Authority for Taxes 
and Fees, by submitting their registration 
form electronically. 
This process is similar to the Paper 
Enrollment process but has the following 
differences: 

./ Mandatory and other documents 
are submitted after online 
registration, and the registration 
form is kept in the status of 
"registration request" until the 
required documents are received, if 
necessary. 

./ All other operations are the same as 
the personal registration process. 

./ All documents attached and 
uploaded by the taxpayer are kept. 

7 .1.3. Delete the recording: 
The taxpayer during his "life" can have cases: 
./ "Effective" - the taxpayer is registered, 

submits regular statements and is 
therefore expected to pay the taxes to 
which he is subject. 

./ "Inactive" -the taxpayer is still present 
but has stopped his taxable activity and 
no statements or payments are expected 
from him. The taxpayer usually reverts 
to "active taxpayer" status at some point. 

The recording is deleted in the following cases: 
./ The case of a natural person (individual 

taxpayer): The taxpayer has passed 
away and is therefore not subject to any 
new tax obligations. 

./ The status of the legal person: the 
company has been liquidated, the 
commercial, industrial or craft register 
has been canceled, or it has been 
acquired or In this case, the old legal 
entity (the taxpayer) also ceases to exist, 
so the original legal entity (the taxpayer) 
is not subject to any new tax obligations. 

The process of deleting the registration goes 
·through certain stages affected by possible 

.,........Eiimngt~s in the status of the taxpayer until 
reaching the stage of "deleting the 
registration". 
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Once the recording has been successfully 
deleted, it performs the following: 

./ The taxpayer registration number is 
retrieved to the software system, and 
it's not granted to any other taxpayer . 

./ The taxpayer remains obligated to pay 
the debts owed by him before the 
situation changes. 

./ The taxpayer is no longer obligated to 
submit tax data . 

./ The taxpayer is no longer required to 
pay (after paying off the debts owed to 
him). 

./ The taxpayer is deleted from any 
correspondence addressed to "all 
taxpayers". 

./ The status of the taxpayer does not 
reach the deletion of the registration 
except after the payment of all debts 
and dues . 

./ The registration number cannot be 
reissued or reused . 

./ Once the registration is deleted, the 
taxpayer's account is frozen and no 
further operations are allowed. 

7.2. Data processing 
7.2.1. Data provided personally: 

This process is used to receive, enter and 
process all tax data submitted by the 
taxpayer. 
This process contains a number of sub
processes: 

./ Record the date and time the 
statement was received. 

./ Enter statement data . 

./ Calculating the tax due on the 
taxpayer. 

./ Calculating any fines and interest 
due on the statement. 

./ Receiving a subsequent statement 
of the taxpayer, if any. 

This process relates to the data submitted in 
paper form by the taxpayer (across the 
window). The process includes the following 
sub-processes: 
./ The process of verifying the submission 

of all required documents. 
Manage various versions of the 
statement. 

./ Arithmetic error correction process. 
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./ Implementation of direct tax assessment 
in the absence of supporting data or lack 
of data after several claims. 

./ The process of verifying that the 
statement was submitted on time 
continues. 

./ Manage the process of scanning and 
indexing data and supporting 
documents. 

./ Entering the accounting entries related 
to the taxpayer's entitlements on his 
account. 

./ The taxpayer can submit the data to any 
directorate of the General Authority for 
Taxes and Fees . 

./ The completeness of the data is checked 
manually by the data receiving 
employee. 

./ The tax estimation process rules must be 
defmed for each tax type and each 
statement type. 

7.2.2. Data provided through the mail: 
This process is used in order to receive, 
entry and processing all tax data submitted 
by mail, as in the previous procedures form, 
the process contains a number of sub
procedures: 

./ Record the date and time the 
statement was received. 

./ Enter statement data . 

./ Calculating the tax due on the 
taxpayer. 

./ Calculating any fmes and interest due 
on the statement. 

The procedures are the same as in the process of 
submitting the statement manually, with the 
exception of the existence of a modified sub
process to obtain and verify all the required 
supporting documents, and since the taxpayer is 
not present in this case, dealing is through mail 

·: ~·: .. :
1 

<· .• , .,_ correspondence, and the taxpayer must send the 
~~;~~~~; j~:0'!.(:;\0\ statement by mail to the tax administration. 
(,~. 4oi 7.·".;~·\\' \ 7.2.3. Data provided electronically 

F.~~·l \ 
.,,,.,\. !' . t'•\:i~ ... .,.-
.'• ~\'.,' 

,,~~p 
This process is used to receive, enter and 
process all tax data submitted by special 
platform for this purpose ( e-services 
platform). As is the case in the previous 
procedures form, the process contains a 
number of sub-procedures: 
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~ Record the date and time the statement was 
received. 

~ Enter statement data. 
~ Calculating the tax due on the taxpayer, 

calculating any fines and interest due on the 
statement. 

~ Electronic payment of the tax incurred by 
the taxpayer with additions, or pay through 
operating banks. 

~ The taxpayer must be able to enter his 
registration number in the electronic portal. 

~ The system must issue the statement form 
in PDF format that actually displays the data 
of this taxpayer and a barcode reflecting the 
taxpayer's registration number and tax 
number, and the possibility of paper 
printing. 

~ The taxpayer must also be allowed to enter 
the data in a real PDF copy and then submit 
the statement electronically or print the 
statement and submit it on paper. 

~ The electronic portal must allow the 
taxpayer to enter the data of the statement 
directly into the interface of the electronic 
statement and then submit it with an 
electronic signature to it. 

~ The document verification process is done 
automatically before accepting the 
statement. 

~ Sending the tax assessment and other 
correspondence electronically to the 
taxpayer. 

~ Print original documents and save them to 
paper files instead of scanning them. 

7 .3. Daily operation of commitment: 
The compliance process is the final stage of 
the data processing process, which 
determines whether the taxpayer is tax 
compliant. The compliance process verifies: 
~ Make the statement already. 
~ Submit it on time. 
~ Pay the tax incurred based on the 

statement. 
~ Payment on time. 
~ Pay the full amount. 
~ An automated process performed by 

the software system. 
This process is operated according to controls 
determined by the tax administration that 
require it to take legal procedures to oblige the 
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taxpayer to complete the rest of the stages until 
he pays his tax obligations in full. 

7.4. Payment's processing: 
Divide payment processing into four core areas: 

./ The procedures required to allow the 
taxpayer to attend and pay "Payment in 
Person" at the tax administration . 

./ Transactions that allow the taxpayer to 
pay by means of a check sent by mail or 
delivered to the Authority by a party 
other than the taxpayer (not at the 
window /cashbox), through banking 
channels. 

./ The necessary procedures to allow the 
taxpayer to submit a payment through 
electronic payment channels or banking 
operations. 

./ Processes needed to allow collection 
workers to settle, reconcile, and close 
fund diaries on a daily basis each of the 
aforementioned areas. 

7.4.1. to receive payment in person: 
This process is used to process the 

payments made by the taxpayer himself, 
where the taxpayer personally goes to pay in 
cash, it consists of the following sub
processes: 

./ Receipt and actual verification of 
payment documents (cash or check) 
by the cashier. 

./ Enter the batch data. 

./ Issue a receipt for the payment. 

./ Create the necessary accounting 
entries in the account of the taxpayer. 

./ The taxpayer can pay at any work 
center of the tax department. 

./ You must know the registration 
number (tax number) in order to 
allow the payment. 

./ You must know the type of tax upon 
payment- in the event that the type of 
tax is not known, the payment is 
made into the taxpayer's account and 
deduction from it for each new 
verification of a tax or fee 
electronically without the need for a 
request from the taxpayer to 
complete the process. 
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../ Payments are made to the oldest 
indebtedness for the type of tax or as 
desired by the taxpayer . 

../ Partial payment is made by the 
taxpayer according to controls 
determined during the analytical 
study. 

7.4.2. Receipt of payment by mail: 
This process is used for the payment of tax 
benefits that are made through payments by 
checks sent by mail by the taxpayers. 
This process is similar to the in-person 
payment process, except that payment will 
often be made by check. 
Postdated checks are not accepted. 
There are specific rules for accepting checks 
set by tax administration in coordination 
with the Central Bank of Syria. 

7.4.3. Electronic payment: 
This process is used to process electronic 
payments made by taxpayers through 
operating banks, the central bank, or 
electronic payment companies. 
It is carried out according to the controls of 
the electronic payment process and is 
determined during the analytical study. 
The taxpayer has the right to pay in advance, 
and it is dealt with according to what was 
explained above. 

7.4.4. Fund Daily Reconciliation and 
Reconciliation: 

This process deals with closing journals of 
funds that have made cash payments. 

This process covers: 
../ Closing all individual cashiers' 

journals and ensuring that their 
journals match the receipts issued 
once all funds are closed and settled . 

../ The main fund journal is closed and 
the daily bank documents are 
prepared. 

../ Daily reconciliation of each sub
cashier separately . 

../ Daily matching of the main cashier 
by the head of the cash department. 

- Preparation of bank documents. 
The process of managing cases 

where the cash held by the cashier 
does not equal the receipts issued. 
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./ The cash desk cannot be closed until 
all boxes have been settled, matched 
and closed individually. 

7 .5. Accounting: 
The system of accounts of the General Authority for 
Taxes and Fees operates on the basis of double entry 
accounting, and the taxpayer's accounting records and 
entries are monitored through the taxpayer debtor's 
ledger - and the total of this sub ledger is reflected in 
the debtors control account in the general ledger. 
The accounting process is based on the following 
principles: 

./ A separate general ledger and a sub-ledger 
for the taxpayer. 

./ Accrual accounting. 

./ Double Accounting Entry- For each entry 
made in the debtor's sub-ledger (the 
taxpayer's account) it is accompanied by a 
double entry in the general ledger. 

./ The report is based on cash and accrual basis. 
There is a specific report for use which is 
prepared on the principles of accounting on 
the cash basis . 

./ Transactions are recorded based on the 
software system history as well as activation 
date. 

./ The discovery principle will always be used 
for cases that require entering a record related 
to an old incident. This principle states that 
the activation date for the correct transaction 
is the date on which the error or incorrect data 
was discovered. In such cases, fmes and 
interest are recalculated from the original 
transaction date and sent to the date Present. 

7.6. Special Operations (Advance, Fold, Return, 
Clearance): 

The process of approving special operations based 
on a request submitted by the taxpayer or without 
a request (the software System Administrator 
parameters), to start the following processes: 
./ A barcode containing the registration number 

is added to the request by the receiving 
officer, who verifies that the submitted 
documents are complete. 
The barcode is scanned and the software 
system prints a document for the taxpayer. 
All requests are collected in groups and 
submitted by taxpayers' services to the 
competent response officer. 
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./ The replying officer enters the request details 
into the software system. 

If the debt reaches the statute of limitations, a 
notice is issued to the taxpayer stating that the 
request was submitted late and that the debt has 
expired. In this case (there are specific rules for 
each type of operation), the software system 

issues a transaction for the taxpayer's account that 
deletes the credit. 

./ If there is a pending debt owed by the 
taxpayer - the response is settled with the 
pending debt (clearing). This is a compulsory 
work rule in the system. If the debt is settled, 
the software system issues a notification to 
the taxpayer informing him of the settlement. 

./ In the event that there is no settlement, there 
may be a need for an audit, this decision is up 
to the person responsible for the refund 
process. In cases that need audit, the audit 
result will determine whether the credits that 
have already been requested to be refunded 
are correct. 

./ If the response is accepted, the system will 
enter the necessary accounting entries and 
thus pay the amount to be refunded . 

./ A debt that has not been claimed for a period 
longer than the "aging variable" is considered 
to be obsolete and will not be refunded and it 
becomes revenue for management and is 
transferred to a special account for this 
purpose . 

./ Reconciliation of creditors with outstanding 
debt is compulsory . 

./ Carrying out clearing operations between the 
different activities of the taxpayer or to pay 
off the indebtedness of another taxpayer. 

7.7. Audit: 
7.7.1. The annual plan for setting audit objectives: 

The process of auditing taxpayers' data 
consists of several steps - the process begins 
at before the end of the tax year, where an 
audit plan is drawn up for the following 
year. (Depending on international and local 
standards for this type of audit) 
This plan aims to determine the number and 
quality of taxpayer's files that can be audited 
in the following year as well as an estimate 
of the amounts that will be collected from 
the audits. This process is called audit 
objectives planning . • 
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After setting the audit objectives plan and 
determining the total number of files that 
will be audited, the taxpayers will be 
classified according to their degree of 
severity from highest to lowest, so that the 
taxpayers whose tax data will be audited are 
determined in a manner consistent with the 
number of files that have been previously 
determined (according to the possibility of 
audit available). The second step is related 
to determining the risk level of taxpayers. 
(According to a special risk management 
system) 

7.7.2. The amount ofthe taxpayer's risk: 
The risk level of taxpayers is calculated 
building 
On a set of selection rules in addition to the 
fmancial risk shown by the taxpayer (the 
size of the debt) and the possibility of tax 
evasion. And by using the risk level of the 
taxpayers, the _taxpayers are classified and 
arranged according to their risk level, so that 
the most dangerous of them are selected for 
scrutiny in the second step. The risk level of 
the taxpayers is updated on a periodically 
(monthly, quarterly, semi-annually, ...... etc. 
The risk level is not limited to determining 
the taxpayers to be audited, but rather 
determining the risk level will help to know 
the most appropriate collection action to be 
taken against the taxpayer if he fails to 
pay.(Depending on international and local 
standards for this type of risk assessment 
process for the taxpayer, and each tax type 
has different business rules that can be used 
for other types of taxes), the contractor shall 
design the commonly used basic models and 
allow them to be developed, up and down, 
by the tax administration, according to 
special powers for managing the software 
system. 
7.7.3. Choose audit files 
The automated audit file selection process 
aims to make optimal use of the limited 

audit resources, by selecting the riskiest 
payers. 

types of audit file 
selection processes: 

../ Through the automated software 
system, which is based on the risk 
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management system to determine the 
risk level of the taxpayer. Here, the 
software system can choose the most 
dangerous files or the least ones 
based on the required sample size 
associated with the limited auditing 
resources (auditing power). 

~ Manually based on information 
received by the tax administration 
and determined by a regulatory 
decision by it. 

~ The random sample that is selected 
based on the mathematical rules for 
selecting random samples. 

~ So that the sum of files selected by 
the automated software system, files 
selected manually, and files selected 
by random sample is the total number 
of files that will be audited in the 
audit year ( 100% of the audit power 
= files selected by the automated 
software system + manually selected 
files + randomly selected sample). 

The automated process of selecting files 
takes place at the beginning of the year and 
then it is repeated periodically (monthly, 
quarterly, semi-annually, ...... etc.), based 
on the latest information available to the 
software system and tax administration 
related to the risks of taxpayers. 
During the periodic review process, some 
previously selected taxpayers can be 
replaced by more dangerous others based 
on the latest data 

Preparing for the audit 
After the completion of the file selection 
process (either automatically or manually), 
there is a need to prepare for the auditing 
process that will start after it. The preparation 
process includes choosing the areas that should 
be focused on during the audit process, so that 
this allows the auditor to start the audit process 
systematically and correctly. 
There are two types of audits: (office, field). 
The type of audit used, whether office or field, 
is determined at the taxpayer's place of work 
according to the size of the risk (provided that 
the director of the audit process is allowed to 

e the most appropriate decision regardless 
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of the recommendations of the software 
system). 
There is no distinction in the audit process 
between one specific tax and another, as the 
audit process depends on the total risk of the 
taxpayer - and therefore the audit may cover 
one or more taxes, depending on the areas that 
were previously identified during the 
preparation for the audit. 

7.7.4. Determine the objectives of the audit plan: 
This process sets the maximum number of files 
that can be audited over the next year. 
The number of audit files is determined by a set 
of variable indicators including but not limited 
to: 

./ The number of working days in the 
audit year. 

./ The number of auditors (income 
controllers, auditors) available. 

./ Standard periods required to carry 
out each type of audit. 

./ Standard revenue expected from 
each type of audit. 

./ The number of unfinished files from 
the past year (the number of files that 
the audit started in the last year and 
has not been completed yet). 

./ Number of files (as a percentage) that 
need to be rechecked. 

1. Update the audit calendar (new audit 
year): 
The audit department updates the audit 
calendar on the system, specifying working 
days and holidays. The software system is 
also fed the average number of working 
hours per day. Leave and training days or 
non-audited days should also be taken into 
account. Then the software system 
calculates the number of total working 
hours available for the audit process 

2. Updating the amount of work reguired 
for each type of audit: 
The central audit team will - based on the 
data accumulated over time - determine the 
number of standards working hours required 
in each type of audit. The audit matrix 
consists of: 
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./ Senior taxpayers I (office, field) 
audit. 

./ Average taxpayers (office, field) 
audit. 

./ small taxpayers I (office, field) audit. 

3. Updating the expected revenues from 
each type of audit: 
Based on data accumulated over time, the 
central audit team will determine the 
standard revenue volume required for each 
type of audit. The audit matrix consists of: 

./ Senior taxpayers/ (office, field) audit. 

./ Average taxpayers/ (office, field) 
audit. 

./ small taxpayers I (office, field) audit. 

4. Update the number of files selected 
electronically as a percentage of the files 
to be audited: 
Management enters a percentage 
representing the number of files to be picked 
from the software system as a percentage of 
the total number of files to be audited, While 
the remaining percentage represents the 
files that will be picked manually. 

5. Converting audits from office to field or 
vice versa: 
According to an automated mechanism or 
manually for a taxpayer or several taxpayers 
according to specific rules and principles. 

6. Updating the audit type matrix (office or 
field): 
The software system must provide a 
threshold (or set ofthresholds depending on 
the activities) that determines whether the 
taxpayer will be audited in office or in the 
field. In general, the most dangerous files 
are checked in the field while the less 
dangerous files are checked in the office. 
Then this variable will determine the risk 
limit, which, if the taxpayer exceeds it, will 
be checked in the field. 
Update unexpired files from the last 
year: 
The administration enters the unfmished 
files from the last year, which will continue 
to be audited this year. The number of these 
files must be subtracted from the total 
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number of files selected to ensure that the 
number of files matches the audit power. 

8. Update the percentage of files that will be 
rechecked as a percentage of the total: 
There are many files that will be re-audited, 
either for internal reasons related to quality 
control of the work, or because of the 
objections raised by taxpayers to the results 
of the audit. Here the software system has 

to reduce the number of files selected so that 
the total number includes such as files. The 
administration here has to estimate the 
number of such files. 

9. Updating the expected change in the 
number of auditors: All the above 
variables will be seized by the central 
administration: However, the number of 
auditors available to branches will change 
from year to year. Although the software 
system knows the number of auditors, but 
the branches must determine (or anticipate) 
the expected change in the number of 
auditors during the year (the number of 
auditors who will be appointed and the 
number of auditors who will leave the audit 
function). The software system will use 
such numbers to adjust the expected number 
of auditors in the next year. 

10. Updating the competencies and 
qualifications of auditors. 

Each auditor has a score (reflecting his 
experience) in auditing, either low, 
medium, or high, or scores (up to 100 
degrees, for example). The experience of 
the auditors affects the type of file 
assigned to them (e.g. the software 

system will not assign large field audit 
files to an inexperienced auditor if a more 
experienced one is available). Here, the 
branch administrations must update the 
auditors' competencies and experience 
data every year. 
Immediately after entering all these 
variables, the system will be able to issue 
an audit objectives plan, which includes at 
least the following: 
./ The number of files selected by the 

software system for verification in 

each financia1/money directorate. 
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../ The number of files that can be 
manually selected m each 
finance/money directorate. 

../ Type of files to be picked (large, 
medium, small). 

../ The type of audit that will be 
performed on each file (number of 
office/field audit files). 

../ Expected revenue from selected 
files . 

../ The central administration can then 
review the results of the plan, change 
the variables, and then issue the new 
plan until it reaches the required 
optimal results . 

../ After obtaining the optimal results, 
the central audit department will 
approve the audit plan and 
objectives. 

../ After approval, the plan is sent to the 
fmance/money directorates by the 
software system (so that each 
directorate gets its own data only). 

7. 7 .5. Determine the risk level of the 
taxpayer: 
The risk level of the taxpayer is determined 
by two main factors 
- Risk of evasion based on risk management 
system or illegal actions and the impact of 
this evasion if the evasion incident is 
proven. 
This process determines the risk score for 
each taxpayer within each risk group - high, 
medium and low, or degrees (up to 100 
degrees, for example). 
The process starts manually when needed, 
and the process is started and reviewed by 
the software system periodically and in 
groups. The Audit Department shall review 
and update (if necessary) all of the 
following: 

../ Updating the rules for selecting files 
based on the financial analysis and 
the data contained in the taxpayer's 
statement. Example: Verifying 
consistency of data between data of 
different types of taxes. 

../ Updating the rules for selecting files 
based on the analysis of taxpayers' 
tendencies: 
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change in the taxpayer's data 
(fmancial information) over time 

./ With the increase in the size of the 
taxpayer's database and the data 
saved on the taxpayer, it becomes 
possible to identify imbalances 

through the fmancial analysis of the 
previously submitted data of the 
taxpayer. 

./ Updating the file selection rules ratio: 
These rules assess the fmancial 
taxpayer's position based on 
fmancial ratios. This is done by 
comparing a set of financial values 
against fmancial ratios ( eg liquidity 
ratio, debt turnover ratio, quick 
liquidity ratio ... ). In addition to 
evaluating the taxpayer's financial 
ratios, these ratios are compared with 
the ratios of his region or industry to 
which he belongs . 

./ Updating the rules for selecting files 
based on events: These rules specify 
the events that have occurred or have 
not yet occurred (for example, did the 
taxpayer submit the statement before 
the end of the legal term? Did the 
taxpayer respond to warnings during 
the legal term?). 

./ Updating other rules for selecting 
files: additional rules can be added -
with the aim of targeting taxpayers in 
specific sectors (by using the 
economic activity code of the 
taxpayer) or taxpayers m specific 
regions (by using a code m the 
governorate). These are stereotypes 
that the user has been using for a 
period of time in order to identify 
potential tax evasion points. 

7 .8. Automated file selection: 
At the beginning of the process (manually or automated 
through the software system), the files are arranged 
from the highest risk to the lowest, then the system 
selects a number of files for each region/province as 

? indicated in the audit plan and its objectives from the 
~~~ \ highest risk until the req~ired number of files is 
~\.· ·: completed based on the requrred threshold. The system 
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This process results in the set of files to be audited. The 
number of these files corresponds to the number to be 
audited according to the audit plan set for one tax year. 
The system specifies a certain percentage of files 
(Automated File Selection Ratio). The remaining files 
are manually selected throughout the year, and the 
software system sorts the files for desk and field audit 

based on the risk level and the required percentage of 
files for office and field audit. 
The Audit Department studies the selected files, and 
then approves them. The software system distributes 
the selected files to the auditors and adopts the 
following working conditions for distribution: 

./ The auditor and the assigned person follow the 

same area (in some cases it may be required to 

audit by auditors from regions and governorates 
other than the taxpayer's governorate, especially 
for senior taxpayers). 

./ The size of the file is commensurate with the 
auditor's skills. 

./ The audit directorate in the region or province 
agrees to the distribution and can amend it if it 
fmds it necessary (according to specific ratios 
and rules based on a regulatory decision from the 
tax administration). 

This process is repeated at least once a quarter (3 
months) to ensure that the selection of files falls on the 
higher risk payers. Previously selected files that have 
not yet started the review process (at the end of 3 
months) are removed from the list of files that will be 
reviewed and re-evaluated. The decision is taken to 
return these files to the list of files that will be checked 
based on the evaluation and the amount of risk of the 
taxpayers, according to the approved risk management 
system. 

7.9. Preparing for the audit: 
This process identifies areas of work in the taxpayer's 
institution that are required to be evaluated and 
investigated as part of the audit process. This process 
allows for the following: 

./ Modifying the audit from a desk audit to a field 
audit based on the information available before 
the start of the audit. 
Reasons for selecting the file I potential 

risks/doubts. 
for potential. 
The software system defmes a list of the risks 

based on the file selection criteria that match the 
elected file, each criterion used to select files is 

associated with one or JV.Ore risk areas. The file 
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scanning module can modify the risk list issued 
by the software system before the start of the 
audit. 

The software system shall issue the following form 
to the auditor before beginning the audit: 

./ The last estimate of the taxes to be 
audited. 

./ A list of work areas that will be audited. 

./ List of documents to be audited. 

./ The amount of risk of the taxpayer. 

./ Recent audit reports for the taxes to be 
audited. 

./ Notice of audit sent to the taxpayer. 

./ Reasons for choosing the file. 

./ Risks. 

7.10. office audit: 
This process describes the steps that the software system 

or auditor takes to complete the office audit process. The 
auditor checks the taxpayer's records at the tax 
administration during the implementation of this process. 
In some cases, the auditor requests additional documents 
from the taxpayer, and the first can summon the taxpayer 
to attend a meeting in order to clarify some matters or 
obtain additional information. 
This process is based on the following work steps: 

./ The auditor begins the audit at his tax 
administration office. 

./ The auditor requests additional documents 
from the taxpayer if the need arises. These 
documents are requested through a letter form 
issued by the software system. 

./ If the need arises for the taxpayer to attend the 
meeting in person, the auditor records the date 
and time of the scheduled meeting, and then the 
software system issues a letter form requesting 

the taxpayer to attend the meeting, mentioning 
the place and time. 

./ The auditor performs the audit, completes the 
audit report, and enters it into the software 
system. 

./ The auditor (observer) visits the taxpayer's 
workplace when needed and records in the visit 
report his observations and observations on the 
taxpayer's work, in addition to real-time 
observations of the reality of the taxpayer's 
work. 
The audit director reviews the report and 
approves it (returns it for expansion or auditing, 
approves it with observations, or disagrees with 
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justifications, ..... ) as determined by the 
applicable regulations. 

./ In case of disagreement, the manager returns 
the file to the auditor to correct errors, or gives 
the file to another auditor for review . 

./ After accepting the report, the software system 
calculates the assessment data after review and 
calculates the fmes and interest that are recorded 
in the account of the taxpayer. The software 
system changes the value of the estimated claims 
and replaces it with the newly estimated value. 

7 .11. Field audit: 
This process describes the steps that the software system 

or auditor takes to complete the field audit process. 
The auditor checks the taxpayer's records at his 
workplace during the implementation of this process. 

This process is based on the following work steps: 
./ After preparing for the audit, the auditor begins to 

audit the taxpayer's workplace. 
./ The auditor prepares minutes to record the steps 

that were taken, the investigations that took place, 
and the discussions that took place with the 
taxpayer. 

./ The minutes signed by the taxpayer are entered 
into the software system. 

./ The signed original is scanned and stored in the 
database when the proofreading process is 
completed. 

./ The auditor performs the audit, completes the 
audit report, and enters it into the system 

./ The check results in a new estimated value - this 
value is entered into the system 

./ The chief audit reviewer reviews and approves the 
report. 

./ If not approved, the manager returns the file to the 
auditor for correction or gives the file to another 
auditor for review . 

./ After accepting the report, the software system 

calculates the assessment data after the review 
process and calculates the fmes and interest that 
are recorded in the account of the taxpayer. The 
software system changes the previously declared 

claim value and replaces it with the newly 
estimated value. 
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7.12. Collection: 
It is divided into two stages: 

Preliminary collection procedures: 
represent 
Notifications - verification schedules -
claims - phone calls - e-mail - and inviting 
the taxpayer to visit the tax administration 
for an interview with him regarding the 
debts incurred by him. 

- Effective collection procedures: represent 

- Collection from a third party. 

Seizing the assets of the taxpayer and 
appointing a collection officer at the 
place of work of the taxpayer. 

Sale of seized assets at public auction 
(movable or immovable funds). 

7 .12.1. Preliminary procedures for collection: 
These procedures are implemented by the tax 
administration and are limited to: 

~ Sending messages to taxpayers including 
their debts 

~ Reminders for payment dates 
~ Alarms 
~ Books claim 
~ phone calls 
~ Placing a sequestration sign on the money 

of the debtor taxpayer by addressing the 
Real Estate Authority, and other entities 
that have property registered in the name 
of the debtor taxpayer, such as (transport 
managers in the governorates, ..... etc). 

7.12.2. Effective collection procedures: 
1. Collection from a third party: 

This procedure is taken against a third party 
who owes the taxpayer the debtor of the tax 
administration. 

2. Seizing the assets of the taxpayer and 
appointing a collection officer at the place of 
work of the taxpayer: 

The procedure of seizing the place of work of 
the taxpayer is used when the work is 
ineffective, but it still contains 
addition to furniture or other 

Such a procedure is implemented to oblige 
taxpayers to pay their tax obligations before 
they are allowed to carry on their business. 

ereas, the procedure for appointing a 
collection officer at the place of work of the 
taxpayer is used when the taxpayer is 
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employee from the tax administration is 
appointed at the taxpayer's place of activity and 
is authorized to collect part of the revenue 
collected on a daily basis until the full amount 
of the debt is collected. 

3. Sale of seized assets: 
Within this procedure, the seized movable and 
immovable assets of the taxpayer are sold so 
that all amounts owed by the taxpayer are 
recovered. 
Sale of reserved assets consists of the following 
steps: 
a. Asset reservation. 
b. After the seizure process, the relevant 

committee evaluates the value of the assets 
and the collection manager decides to either 
reject or accept the estimated value. 

c. Procedure for sale can be repeated three 
times. In each of them, a notice of the sale 
is prepared and sent to the taxpayer, and 
announcements of the sale are placed in the 
media. 

d. The sale committee meets with potential 
buyers on a predetermined day in a public 
session to complete the sale process. If the 
price reaches the agreed price, the sale 
process takes place, otherwise the process 
is cancelled. 

e. After the sale (or attempted sale) the sale 
organizing committee records the results 
and these are entered into the software 
system. 

f. If the sale is completed successfully, the 
employee enters the sales costs and taxes 
incurred in this process into the software 
system and deducts them from the total 
proceeds of the sale. 

g. The net proceeds from the sale shall be 
recorded in the taxpayer's credit account 

h. If the sale fails after three attempts and the 
agreed price has not been reached, the sale 
will be recorded in the name ofthe Syrian 
Arab Republic, the allocation of the 
Ministry of Finance. 

1. The taxpayer has the right to recover these 
assets within a period of three years after 
paying the liabilities incurred and what has 
been added to them in terms of expenses, 
fines and fees incurred on these funds as of 
the date of their registration in the name of 
the Syrian Arab Republic and the allocation 
of the Ministry of Finance, and any other 
possible additional procedures 
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Decision making about active and preliminary: 
collection actions the decision to take depends on two 
levels of the software system decision. The first 
decision determines the type of procedure that will be 
adopted (active or preliminary), and the second 
decision determines the type of effective procedure (if 
the first type is adopted) in the event that the first type 
of procedure is approved according to the following 
controls: 
./ If the taxpayer is a non-resident, a quick method 

can be used so that there is no need for initial 
warning letters and a waiting period. 

./ Assets can be reserved at any stage of the process. 

./ If the taxpayer is unable to release the assets held 
by the tax administration by paying his dues, he 
will present himself to complete the legal 
procedures. 

./ If the taxpayer does not own any assets to seize, 
the tax administration can issue a decision to seize 
any assets that the taxpayer will own in the future . 

./ The reservation process can be stopped and the 
assets that have been reserved can be released at 
anytime by: 

- A court decision (initiated by the 
taxpayer) stipulating that the tax 
administration stops the seizure process. 

- Third party proof of ownership of the 
assets seized or being seized. 

- Limiting the seizure based on a request 
submitted by the taxpayer, approved by 
the administration. 

Issuance of a decision to fold Kamel 
Al-Din. 

Dependence on payment on an 
installment plan stops the procedures 
temporarily, because in the event that the 
taxpayer fails to make the payments, the 
procedures start again from the point at 
which they stopped temporarily. 

7 .12.3. Installment process: 
Where the taxpayer has the right to pay off the debt 

through installment payments. These payments are 
called an installment plan. However, there are interests 
on the installment process, so the total debt becomes 

~··. (tax, penalties and applicable interest) divided by the 
:..; .. "" 
~ ·.. '\ number of future installment payments. Each payment 
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1. The taxpayer must request the installment plan 
2. The collection officer reviews the application 

and enters it into t11e system 
3. In the event that 111111!'1'1 are approved, the 

software system issues a schedule for the 
installment payments. 

4. If the manager or supervisor approves the 
schedule, the software system issues an 
approval for the installment plan, which 
includes approval of the payment terms, and 
therefore the taxpayer must sign this 
agreement. 

5. After approval and signing of the agreement, 
the software system reflects the debt of the 
taxpayer and postpones it to the future. 

6. If the taxpayer fails to make a payment on time, 
the installment plan will be canceled and the 
total debt value (without calculating the 
interest on future payments) will become due 
immediately. 

7. Installment plans are not granted to taxpayers 
with high risk except with the approval and 
decision of the central administration. 

7 .13. Appeals and objections: 
Taxpayers object to a decision of the tax administration 
through the process of appeals and objections. 
Different procedures are used depending on the type of 
tax. These procedures involve different elements of 
decision-making, some of which are in the tax 
administration and others are outside the tax 
administration. 
This process will consist of the following steps: 

./ The taxpayer submits an objection request 
to the tax administration . 

./ The software system checks the date of 
submitting the application (there must be a 
specified period of time between the date of 
notification and the date of submission of 
the appeal) . 

./The software system calculates the 
insurance amount. 
The software system issues the appeal file 

(the objected object). 
./ The software system issues a message to 

the taxpayer to inform him of: 
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response of the observer who originated the 
assignment to them. 

./ This committee reviews the 
recommendation and decides based on facts 
(accepting the appeal in full, accepting the 
appeal in part, rejecting the appeal). 

./ The committee may decide that the 
available information is insufficient to 
make a fmal decision. In this case, the file 
is converted to proofreading and is 
considered to be a manually selected file. 

./ The audit department checks the file and 
sends the results to the appeal committee 
which reaches the appropriate decision as a 
result of the appeal committee. 

./ The possibility of objecting to the decision 
of the Appeal Committee by the fmancial 
departments in the event of a reduction if it 
is not justified 

./ The software system calculates fines, 
additional taxes and interest based on the 
results of the revised estimate (or reverses 
the existing interest, additional taxes and 
penalties if appropriate) . 

./ A letter of the reviewer's estimate is sent to 
the taxpayer to inform him of the decision 

./ The taxpayer has the right to object to the 
decision to a higher appeal committee 
(Reconsideration Committee) . 

./ The appeal process against the appeal 
committee's decision is similar to the 
appeal process itself. 

7.14. archives: 
The software system achieves the preservation of 

documents, information and documents, adjusting 
the conditions for viewing them, modifying their 
names, saving them, or deleting them, while 
achieving the necessary security and flexibility for 
that according to the following features: 

1. A hierarchical structure that reflects the 
various activities in the tax administration. 

2. A quick text search that supports the linguistic 
rooting of vocabulary. 

3. The ability to add folders to collect documents 
in any of them. 
Search for documents based on a specific 
descriptor or a group of descriptors. 
The ability to upload a file using the Drag and 
Drop feature. 
View the archive according to a tree structure. 
The ability to add a description at the folder or 
file level. 
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8. Possibility to define different types of 
documents/folders. 

9. The ability to define fields (text, date, 
number .... ) according to the type of document. 

10. The possibility of defining tags or tags that 
allow the user to add the word he deems 
appropriate to classify the document. 

11. The ability to defme paths for storage disks I 
arrays according to the document type. 

12. The possibility of determining successive cases 
of the status of the document according to the 
type of document. 

13. The ability to restrict access permissions 
(view/print/download/modify ... ) on the 
folder/document. 

14. Restricting access permissions to 
documents/folders based on defming weights 
for each job title so that restrictions can be 
made according to the level in the 
organization's hierarchical structure or based 
on the name of an employee in the 
organization. 

15. Inheritance Access permissions when adding a 
file or folder "child" with the possibility of 
subsequent modification of those permissions. 

16. Documenting the physical storage location of 
the original paper document so that different 
storage locations can be defmed with multiple 
levels in each of them. 

17. Record events on the document. 
18. Support for various file extensions. 
19. Control the successive versions of the 

document. 
20. Add the document/folder to favorites. 
21. The ability to send a file/folder to the Recycle 

Bin for those with authority and the possibility 
of restoring it from the Recycle Bin. 

22. Control the levels of security and powers on 
archiving. 

7.15. electronic services: 

Providing the Authority's services electronically 

aims to facilitate the taxpayer's access to the 
Authority, which encourages voluntary submission 
of applications. The online tax website displays the 
Authority's services, and taxpayers or other users 
can access different sections of this website. And to 

-.·,"':' _,.... .,_ pay the due payments through electronic payment, 
~~~·~·: J~"· the website contains five main sections: 
6;\c;,_)~, ·x~ ., 
~·c. " \' ' ./ Recording section . 

. r,:... ./ Registration section for electronic services. 
-~' ill'; ;;,:· 

/~-~. 
"My Tax" section. 

Department of submitting data 
electronically, and attaching documents, 
documents and filt;s. 
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./ Information section 

7.15.1. Registration Division: 
./ The user who enters the website selects this 

section and enters all the data required to 
register as a regular taxpayer. 

./ When submitting data, the software system 
verifies the validity of the data entered in the 
mandatory fields. 

./ If all are correct, the software system gives a 
number to the taxpayer's request. 

./ The software system defines a list of 
mandatory documents (a specified form) . 

./ The taxpayer is required to submit these 
documents to the tax office. This form 
contains the registration application number. 

./ The registration documents submitted 
electronically are treated as the documents 
submitted in person. If they are correct, a 

unified (and unique) tax number is issued to 
the taxpayer. 

./ If it is incorrect. The taxpayer is notified 
according to the registration processes 
mentioned in this report. 

./ If the original documents are not received 
during (a specified period), the application 

will be cancelled. 
7.15.2. Registration Department for Electronic 
Services: 
./ The website user selects this section and enters 

all the required data, 
./ Tax number (TIN) is mandatory. 
./ The software system verifies the validity of the 

data of the mandatory fields, if the tax number 
is correct and matches the information of the 
taxpayer. 

./ If all are correct, the software system sends an 

e-mail to the taxpayer, asking him to complete 
the registration process. This message contains 
the access code and password. 

./ The taxpayer has to change the password. 

./ After completing these steps successfully, the 
taxpayer can benefit from "My Tax" services 

7 .15.3. My Tax section: 
This section requires the taxpayer's tax number, access 
code and password to enter it. After successfully entering 
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../ Information about his account. 

../ The software system displays the 
data of the taxpayer. 

../ The taxpayer can update the 
displayed data and submit the 
updated data to the Authority . 

../ The updated data is recorded in the 
audit trail file. 

../ The software system updates the 
taxpayer's data in the tax database. 

../ An email is sent to the taxpayer 
containing the updated data. 

../ The taxpayer can use this section to 
change his password. 

../ The taxpayer can use this section to 
view his current demographic data as 
defmed by the tax administration. 

../ The software system displays the 

last taxpayer statement in PDF 
format. 

7.15.4. Submitting data electronically, and 
attaching documents, documents and files: 

../ The taxpayer chooses the type of tax from a 
list (this list displays the taxes registered to 
the taxpayer) . 

../ The taxpayer chooses the tax period. 

../ The taxpayer enters the data of the statement. 

../ When submitting the statement, the software 
system verifies that the mandatory data 
entered is correct. 

../ The software system calculates the tax value 
and presents it to the taxpayer. 

../ The taxpayer chooses "acceptance" and the 
statement is submitted. 

../ The software system issues the statement 

receipt containing a designated number as 
well as a list of mandatory documents to be 
submitted with the statement. 

../ electronic payment of the submitted 
statement. 

../ The tax administration records the claims of 
the statement in the account of the taxpayer. 

../ If the payment process is not completed 
within a certain period, the software system 

marks the taxpayer so that he becomes a 
candidate for audit. 
Upload) attach) the data and documents 
required by the tax administration. 
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7.16. external data sources 
Incoming external data is used for the primary 
purposes: 
a. to sign up. 
b. for collection 
c. To ensure the validity of existing information as 

part of the audit and risk identification process. 
The system allows linking with the various entities 
related to the work of the tax administration in terms 
of (registration, audit, payments and collection) 
according to the requirements of each process. 

8. Hardware: 
The bidder is committed during the analytical and 
design study to providing a complete study on the 
computer and network infrastructure required to 
operate the tax system in an optimal manner and in 
accordance with the recognized systems for this type 
of system and in accordance with the expected 

estimated values for each of: 

./ The number of the software system users. 

./ Number of taxpayers. 

./ The average number of data submitted 
annually for each taxpayer . 

./ The expected growth rates for the software 
system users in addition to taxpayers during the 
next ten years. 

./ Expected storage volumes. 
9. Operation and installation requirements 

a) The contractor must adhere to the location 
designated for the installation and operation of 
the system. 

b) The contractor must submit everything related to 
the software system, including user guides, 
software system management guides, and initial 
technical support guides. 

c) The contractor must provide technical support for 
the system for a period of /3/ Three Gregorian 
years after the temporary receipt of the system. 

d) He is committed to providing sufficient staff to 
work within the tax administration building to 
carry out the necessary technical support process 

~- ._ according to the plan set for that. 
~~- ;\ 10. Test requirements: 

1 \ ~) The contractor must submit the test plan to ensure 
d-H h rfi . d . fh ;:;:;; ' t e pe ormance, operation an secur1ty o t e 
:.,_".7 provided software system and to ensure the 

rovided standards and their conformity with 

~_;UJI.::.bl.HJI_;,)~ .7.16 

~L..t.il ..JI..J..A)U i;.)_;I_,JI ~).~.II .::.lll:+ll !"'~ 

:d.,JWI 

.~ .i 

.~ ....... 

0.4 ~~ ii-:~..P.-_,11 .::.IA_,hll ~ 0.4 .£lill ·~ 

.):.WI ~...~..=o:J_, J,!.S...ull ~ 

J.-1 ~~ .::.~1 ~ ~ .J..:_)I d.A_,l:ul.l ~-' 

.::.k_,A..U.I_, J,!.S...ul\_, ~I) '4>W '4+>~1 ii.;b'til 

-~JS'.::.4Jb;Lo~(~l_, 

:.::.~1.8 

~~ a!a!atoill_, ~~ a.....G..UI J~ .;..;Wir.Jtl: 

a.,. ILl I ~~ a...., kJI 4...WI · a.l.o\S' a.....l .:1 .~ - . " __ .,...... - . ~ ') 

~t.il ~-" J!,ot.il ~4 '4+>~1 d.A_,l:ul.l ~ 

~~~ &JI ~-" ~t.il 0.4 ~~ I~ ~ ..J_;Wl.l 

:0.4$.1 W_,:dl 

.~fl.lrili..l.ll ~~ .:~~ ./ 

.~1.:~~ ./ 

.......iKo ~ ~ d.A.J.a.l,l .::.lll:+ll ,)~ .b...... _,:LA ./ 

rili..l.ll ~~ ,p.. w _,:..t 1 .J-4l.ll .::.~..l.£.4 ./ 

.::.l_,.i..... ~~ J~ ~~ J! o~'tl4 ~fl.l 
.d.A.:~WI 

.w_,:..t1 0-'~lry:p ./ 

:.........&'~ 1 1 1..:. ·" 11\.::.WbM .9 •• !JW!j~ • 

~., ..,_.$jtl ~~ 0~4 ~~ ..y.:;:.ll ,p.. -i 

. d.A _,l:ul.l 

~bi 0.4 ~fl.lrili..l.l4 ~LA JS' ~ ..y.:;:.ll ,p.. -..,... 
~..u1 ~.:~i., ·~fl.l rili..l.ll ii.;l-:~1 ~.:~t., ·r~~~~ 

.J,t.il~l 

/3/ ii..U. d.A~ ~~ ~""..UI ..y.:;:.ll !"'~ ui ~ -~ 

.d.A~ .::..Aj.l.ll"'~~l..l.a.! ~,)~ .::.ly..... .!.~ 

ii.;b'til ~ ~ r'-'..ill ...siS' .;.:~IS' ~~ r.Jtl: --:~ 

.,I "'I .... d.A ""111 !! 11 ..u:...UI ., I . L.a.1.l a.....u .. !... II ~ ~_, ').AJ ~ ,- ~ !"' - -.::r-

.d.l-4 ~~_,11 

:_;~~1.::.4-\b:W.10 

0.4i_,~_,~bi 0~.;~~1 ah> ~ ..y.:;:.ll J.s.. -i 

d.A.J.a.l,l J.!:!W.I 0~-' d.A.J.a.l.l ~fl.l d.A_,l:ul.l 

.~WI J.!:!W.I ~ ~lbJ_, 



b) The test plan and test times shall be agreed upon 
between the contractor and the supervisory 
committee. 

c) The contractor shall provide test cases that test all 
work streams so that it is possible to re-test all 
software when needed. 

d) Tests must include all functional and non
functional requirements, job security 
requirements, generation of required reports, 
including the software system management 
procedures, permissions system, and monitoring 
and tracking requirements, so that all items 
related to the aforementioned items are verified. 

e) Testing should be done on a primary (virtual) 
environment so that testing and development 
tools are installed on suitable servers. 

f) The test plan must include at least each of the 
following: 
./ Test scenarios that will be carried out for all 

functional and non-functional requirements 
of the proposed software system mentioned 
in this document, provided that these tests are 
clear, simple and executable. 

./ Determine the approved test methods for the 
software system and its parts, so that the tests 
of the parts are verified first, and then the 
system as a whole. 

./ Determine the expected data and results for 
each test. 

./ Determine how and where the test will be 
carried out, with a description of the 
equipment available to complete it, provided 
that it is similar to the actual work 
environment. 

./ Issuing reports on the results of the tests with 
a detailed and clear explanation of the 
problem in the event that the test was not 
successful in addition to the proposed 
solution. These reports are submitted to the 
supervision committee. 

g) When the tests are successful, the supervisory 
committee tests the work, and if it is not 
successful, the contractor is asked to fix the 
problem, and then the test is repeated again. 

11. Maintenance and technical su ort re uirement 
The contractor undertakes to guarantee free 
maintenance of the software and databases for a 
period of /3/ Three years from the date of 
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b) The contractor is obligated to provide technical 
support, and he is also obligated to perform the 
necessary maintenance that requires stopping the 
software system during holidays and outside 
working hours. 

c) Maintenance operations must include: 
./ Remove errors from software 

wherever they appear. 
./ Correct data errors resulting from 

software errors wherever they appear 
d) The contractor shall provide the new reports 

requested from him free of charge during the 
guarantee year, along with training users to use 
the report generator. 

e) Errors in the data must be removed within a 
period not exceeding 24 hours from the date of 
notifying the contractor. 

f) Errors in software that hinder work must be 
removed within a period not exceeding /36/ 
hours, and the period may be up to three days 
from the date of reporting the error if the 
malfunction does not hinder work. 

g) Implementation of all software modifications 
agreed upon by the management from the 
contractor during the guarantee period and 
without any additional cost. 

h) Maintenance of any failure, defect, or errors 
affecting the work, investment, performance, 
correctness of restrictions, or the software system 
integration resulting from a defect or deficiency 
in any part of the software, including the origin 
programs, interfaces, software, operating 
procedures, or others. 

i) Maintenance of any shortage, defect or 
disoperation in the software of any kind and at 
any stage of the work from the installation stage 
to the operation stage, including ensuring 
compatibility with the provided computer 
equipment or networks and the basic software of 
operating systems and network software 

j) Determine the response time and start 
troubleshooting. 

12. Training and qualification requirements 
a) The contractor must prepare and implement a 

training and qualification plan. So that a number 
of the concerned figures from the central 
administration (at least 12) are trained to 
manage, maintain and use the software system. 
The training scheme should include: 
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./ Methods of creating, preparing and investing 
the system in a detailed manner and with an 
appropriate number of hours, provided that 
the training includes all the functions of the 
software system without exception. 

./ Training on the management of the 
standardized software in use 

./ A detailed training schedule, especially the 
database management system and tools used 
in the development process . 

./ The development tools used in the system 
according to the approved curricula and the 
developed system. 

c) The explanation during the training shall be in 
Arabic. 

d) The contractor must provide the system user 
guide (written and visual) in addition to the 
training material, at least one month before the 
start of the training. 

e) The training plan must take into account the 
following points: 
./ Reliance on approved curricula and 

accredited training centers whenever 
possible. 

./ Defme the qualifications of the trainees 
clearly . 

./ The timetable for training programs is 
determined in its fmal form in agreement 
with the supervision committee. 

./ The training includes real practical cases 
implemented by the trainees under the 
supervision of the trainers 

.13. Required documents 
a) The contractor must provide separate documents 

for all stages of project implementation. This 
includes: 

./ Analytical and design documents. 

./ System testing strategy and plan. 

./ Technical Guide. 

./ Administration Guide. 

./ User Guide. 

./ The source code of the system. 

./ Data Dictionary. 

./ training documents. 

./ Errors record and correct them. 

b) The "User's Guide" and "Administrative Guide" 
documents must be in Arabic. 
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14. Obligations of the bidder 
a) The bidder must submit a detailed description of 

the solution proposed by him, provided that this 
solution includes a set of points: 

~ Software system design. 
~ detailed work plan. 
~ timeline. 
~ The bidder must also describe the 

method of managing the project and 
prepare and present his own vision for 
the implementation of the project, which 
fulfills the requirements mentioned in 
the book of conditions. 

b) The bidder shall submit an integrated work plan 
for the implementation of the project, including 
periods of development, testing, installation, 
training, investment and maintenance. 

c) The bidder shall submit the necessary proposals 
to protect and organize the database in terms of 
access, relationships and sizes. 

d) The bidder must present his vision of the 
hardware structure of the software system with all 
its equipment 

e) The bidder shall submit a plan for maintenance 
and technical support of the software system and 
databases during the guarantee period. 

15 The expertise ofthe bidder 
a) The bidder must be specialized in the field of 

information technology (related to the 
functioning offmancial or tax systems). 

b) His legal status with regard to the software 
system provided (agent- distributor- ... etc.). 

c) A statement of his experience with similar 
systems (related to the functioning of financial or 
tax systems), especially his previous experience 
in the countries in which he supplied, installed 
and operated a sllll system for tax 
administration supported by the documents 
certified by the authorities in which the projects 
were implemented, if he has such experience. 

d) A list of similar projects in type and size that 
were implemented by the bidder during the past 
five years, along with their financial value and 
the customers for whom the product was 
marketed. 

e) The size of his work and budget for the past five 
years, documented by tax data and related 
documents 
He must mention in his technical proposal the 

ames and experiences of his work team, the 
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number, CVs, and the level of experts who will 
carry out the various studies, write the software, 
synthesize it, adapt it, put it into investment, and 
carry out the required transfer and rely 
operations, including the names of the manager 
and members of the quality assurance team, and 
the experiences of the aforementioned. and their 
previous experiences in similar work. 

g) Disputes with customers in similar projects for at 
least three years. 

16. Project management 
The bidder shall propose an appropriate methodology 
and method of work for the project in order to fulfill 
the requirements of the tender book through: 
a) Presentation of a proposed project management 

structure, including the human resources that the 
bidder will allocate to the project on a full-time 
basis. 

b) Submit a project management document that 
includes the following: 
./ Project plan. 
./ Work Breakdown Structure (WBS) with the 

time plan for each part of the work. 
./ Potential risks in the project and their 

management plan . 
./ Change Management Plan . 
./ Forms used in project management. 

17. Obligations of the contractor 
a) The contractor must build the system and all its 

components and features, after submitting a 
detailed analytical study in accordance with the 
previously stated requirements. 

b) The contractor submits a design study after 
approving the findings of the analytical study 
including the aforementioned requirements, at 
least, to be approved by the tax administration, 
and on the basis of which the software system is 
built. 

c) The contractor shall provide detailed copies of the 
following documents: 
./ Test plan for the developed software system. 
./ Operational plan of the software system . 
./ Suggested operation and maintenance 

procedures during the warranty year. 
18. Training 

The bidder must submit his proposal for the 
training program that fulfills all the requirements 
specified in the Training and Qualification 
Re · ements paragraph. 
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19. Maintenance and technical support 
The bidder must submit a plan for maintenance 

and technical support for the software system and 
databases during the warranty period, including at 
least the following items: 

a) The mechanism for documenting errors, 
inquiries and observations, and the 
duration and speed of response. 

b) The mechanism of notifying the bidder 
and contacting him directly. 

c) Maintenance services program during the 

free warranty period, which includes 
periodic and emergency maintenance. 

d) Basic technical support training program 
for the required systems. 

e) The modifications required by the 

administration during the warranty period. 
20. Technical bid Structure 

The bidder shall submit his offer so that the offer is 
divided and numbered according to the following: 

a) Cover page. 
b) Table of Contents. 
c) Abstract. 
d) An overview of the exhibiting company and its 

expertise: 

1. The name and address of the company 
making the offer. 

2. Description ofthe company. 
3. Company Organizational Structure Chart. 
4. Name of the contact person responsible 

for the offer (phone number and e-mail). 
5. Previous Similar Works, with samples, 

proven documents and contacts 
(preferential advantage) 

e) The solution proposed by the bidder: 
1. Overview. 
2. A detailed description of the proposed 

solution along with the physical 
architecture required to implement the 
system. 

3. Notes on scope of work, and proposed 
changes to requirements (if any). 

4. Compliance with the requirements table 
of the requirements must be attached and 
an indication of how each of them is 
achieved). 

5. Presenting detailed presentations of the 
functions of the software system in front 
of the tax administration and the 
presentation evaluation committee for 
the work of the various functions of the 
system, showing the capabilities of the 
software system, its performance, the 
inte ation of its functions and its level. 
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f) System Implementation Approach: 
1. System development plan. 
2. Initial Receipt Plan. 
3. Project implementation schedule. 
4. Maintenance and technical support 

plan. 
5. Operation Plan. 

g) Curricula and training plan to invest the 
system. 
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