TAX INSPECTORS WITHOUT BORDERS

How-To User Guide for Host Administrations to
Submit an Assistance Request Form to
Tax Inspectors Without Borders
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This guide is destined for tax administrations wishing to submit a TIWB
Assistance Request Form via the TIWB Portal. You will find the necessary steps
to do create your account and submit a request below.

1. TIWB Portal

Access the TIWB portal via the following link: https://portal.tiwb.org/en-US/

TlWB Porta| Home | ContactUs | Requestaprogramme | Q | English- | signin

TAX INSPECTORS WITHOUT BORDERS

Portal Access
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To create an account, click on “Sign in”, in the top right corner.

2. Access the Portal
After selecting “Sign in”, you will be redirected to the Home page.

TIWB Portal Home | ContactUs | Requestaprogramme | Q | English- | Signin
+Jsign in Regisier ~ Redeem invitation
Signin Sign in with your OECD account
Te— |

* Password ‘ |

O Remember me?

Forgot your password?
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https://portal.tiwb.org/en-US/

If you already have an account, you can access the Portal with your username
and password. If you have forgotten your password, click on “Forgot your
password?”

a. Create an account
You can create an account by either registering directly on the Portal, or via an
invitation code sent by the TIWB Secretariat.

Register directly on the Portal
To create a new account, click on “Register”.

) Sign in Register Redeem invitation

Signin Sign in with your OECD account

* Password

Remember me?

SOYUM [ Forgot your password?

You will be redirected to the registration page, where you can create a new
account by providing your official email address, a username and a password.

<JSignin Redeem invitation

Register for a new account

* Email
* Username
* Password

* Confirm password

Click on “Register” to submit. Note that you must enter an email address not
previously used. Otherwise, a duplicate will be created.
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Register with an invitation code
It is also possible to register if you have received an email invitation from the
TIWB Secretariat.

Invitation to create an account on the TIWB Portal / Invitationacréer & &
un compte sur le portail [ISF / Invitacion para crear una cuenta en el
Portal Web de IFSF OECD:0086009  Recibidos x

. Secretariat@tiwb.org 11:14 (hace 4 minutos) Ty 4=
= -
lC ) parami «

¥ inglés + > espafiol v+ Traducir mensaje Desactivar para: inglés x

Dear colleague,

The Tax Inspectors Without Borders (TIWE) Secretariat is pleased to invite you to activate an account on the TIWE Portal. The
TIWE Portal will allow you to liaise with the Secretariat and see information about TIWE programmes.

To create your account, please go to https-/iportal tiwb.org/ and use the following invitation code:

OTotxybFBUD4k2aL 5AB-nkH1-X3-rGkCOWBN3KwDF S961CQszo0 SW43m2x
cwZrBKoWLmpbzYgoROOoRNTMDupXsCCanOnQbk5Peqy6-9s2CEzdhGNHiZ4ss-jPGgZ 11U16-1-BpWq StcTMbsPl4tGqyf-
Wy 1Kj-hd 11A4EgVy TM-

The TIWE Secretariat (secratariat@tiwb.org) remains available for any quastions you may have.

Best regards,

TIWB Portal Team

Go to the Portal and under “Sign in”, click on “Redeem invitation.” Enter the
invitation code you received by mail. Make sure to copy the exact code from the
email, being careful not to copy any spaces before or after.

TIWB Portal o | comacts | mwtanms | @ | oo~ [ oo |

+J Sign in Register Redeem invitation

Sign up with an invitation code

*Invitation code

| have an existing account
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You will be redirected to the Registration page, where you can create a new
account by providing your official email address, a username and a password.

=) Sign in Register Redeem invitation

Redeeming code: OTotxybFBUD4kZaL5AB-nkH1-X3-rGkCOWBN3KwDF S961CQsz00 SW43m2xcwZrBKoWLmpbzYgoROCQoRN7TMDupXsCCan0nQbk5Peqy6-
982CEzdhGNHIZ4ss JPGEZ11UIG1-BpWg StcTMbsPI4tGayf Wy1Kj-hd11A4EgVyTM-

Register for a new account

* Email nadia keizalli13@gmail.com

* Password

* Username ‘
* Confirm password ‘

Click on “Register” to submit. Note that you must enter an email address not
previously used. Otherwise, a duplicate will be created.

b. Update information
Once you have registered, log in your account and go to the Profile page
clicking on the drop-down menu on the top-right corner of the page. Proceed
to fill in the corresponding fields with your information. Click on “Update” at
the bottom of the page to submit.

Home > Profile

Profile

Sign out

Please provide some information about yourself

The First Name and Last Name you provide will be displayed on the site.

/4| Nadia Sanchez
| | The Email Address and Phone number will not be displayed on the site.

‘Your Organisation and Title are mandatery. They will be displayed with your comments

Profile Your Information
. First Name * Title *
Securi
iy . [a]
Change your password
Last Name * E-mail
Update your email address ‘ ‘ ‘
Manage external authentication
Organisation Name * Phone (Country Code and Number)

‘ Provide a telephone number ‘

Please contact the TIWB Secretariat
secretarial@fiwb org in case of difficulties

Job Title * Country *

How may we contact you? Select all that apply.

Email
Fax
Phone
Mail

f'
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c. Confirm email
Once you have updated your personal information, go back to your Profile
page clicking on the drop-down menu on the top-right corner of the page.

Profile

TIWB Portal wacvs | ssauostaprornme | | enovn - ||

TAX INSPECTORS WITHOUT BORDERS

Portal Access

Request a TIWB Programme

An OECD/UNDP joint initiative @) OECD
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On your Profile page, click on “Confirm Email.”

”HWB Porta‘ Home | ContactUs Requestaprogramme | Q \ English ~

Home > Profile

Profile

Please provide some information about yourself.

The First Name and Last Name you provide will be displayed on the site
Profile name
The Email Address and Phone number will not be displayed on the site.

Your Organisation and Title are mandatory. They will be displayed with your comments.

Profile
© Your email requires confirmation.
& Securit :
Y Your Information

Change your password

First Name * Title
Update your email address o [ | E
Manage external authentication

Last Name * E-mail

Organisation Name * Phone (Country Code and Number)

‘ Q Provide a telephone number ‘

Please contact the TIWB Secretariat
secretariat@tiwb.org in case of difficulties
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You will then receive a confirmation email in your inbox. Click on the link
provided to confirm your email address.

TIWB Portal - Confirm your account / Portail [ISF — Confirmez la création de votre compte / Portal IFSF & 2
— Confirme su cuenta OECD:0000001  Recividos x

Secretariat@tiwb.org 10:46 (hace 2 minutos) Ty 4=
parami -

TAX INSPECTORS WITHOUT BORDERS

Dear TIWE Portal User,

Your account requires confirmation. Please click this link to complete the registration.

Or you can copy the following URL and paste it into your web browser.

https:/iportal tiwb org/Account/Manage/ConfirmEmail?userld=1a52ec? 1-afcf-ec11-a7b5-000d3a3c10bcécode=vQz++SEdHBc2QrdSkkgGZKT77kH{dOJiB 1b
ENqB4AE ZwdwWeq0SIlyexXbS/dI0QuiixdGnncbKnXDOF 8zzNB+HQQnWXCLcAAWUGOIdVyY cHUptSaQ/NIhpul OgGhivFt7DZ5bgN03n 3Q3+4JMrVpEmYzB37zPBC qwQJTaNb7YUUL
BHjK/XEYUC+9vilgSgLV

If you believe you received this email in error or have additional inquiries, please contact the TIWB Secretariat for assistance.

Thank you,

Tax Inspectors Without Borders Secretariat
2. rue André Fascal - 75775 Paris Cedex 16
Tel: +23 14524 81 04 - Fa: +33 1 44 3083 13

secretariat@fiwb.org || www.tiwb.org || @TIWE News

You will be sent back to your Profile page on the Portal, where you can see that
your e-mail address has been confirmed (highlighted in green).

T‘WB Porta‘ Home Contact Us Manage requesis | Requestaprogramme | Q | English ~ | Nadia Sanchez ~

Home > Profile

Profile

Please provide some information about yourself.

The First Name and Last Name you provide will be displayed on the site
Nadia Sanchez youp Py

The Email Address and Phone number will not be displayed on the site.

‘Your Organisation and Title are mandatory. They will be displayed with your comments

Profile ;
@ Your email has been confirmed successfully. x
il Securty Your Information
Change your password
g yourpasey First Name * Title
Update your email address | Nadia | | Ms ‘ ® | Q |
Manage external authentication Last Name = E-mail
| Sanchez | | nadia. ketzalli13@gmail.com |
Organisation Name * Phone (Country Code and Number)

OECD-OCDE | Provide a telephone number |

Please contact the TIWB Secretariat
org in case of

Country *

France

An OECD/UNDP joint initiative




3. Account validation by the TIWB Secretariat

Once you have completed your profile information and confirmed your email
address, the TIWB Secretariat will validate your account. You will receive an
email confirmation when your account has been activated. Only then can you

start filling in an Assistance Request Form.

TIWB - Account Approved OECD:0001071 Recibidos x ]

~~ Secretariat@tiwb.org vie, 22 abr, 17:53 (hace 4 dias) $¢ =

{fr= .
e parami =

TAX INSPECTORS WITHOUT BORDERS m‘

Dear Madia,

We are pleased to confirm that your TIWB Portal account is now activated. You can sign in at hitps:/iportal.tiwb.org.
We look forward to cellaborating with youl

Best regards,
TIWB Secretariat

Mos complace confirmarle que su cuenta en el Portal IFSF ya esta activada. Puede iniciar sesién haciendo click aqui: https://portal tiwb.org .
iEsperamos poder colaborar con usted!

Saludos cordiales,
Secretaria IFSF

Mous avons le plaisir de vous confirmer que votre compte est maintenant activé. Vous pouvez vous connecter au Portail [ISF a l'adresse suivante :
https:iiportal fiwb.org.

Mous sommes impatients de collaborer avec vous |

Meilleures salutations,
Le Secrétariat [ISF

TAX INSPECTORS

WITHOUT BORDERS |
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4. TIWB programmes

a. Request a programme

Even before your account is validated, a preview of the Assistance Request Form
is available on the Portal under the menu “Request a programme”. You will not
be able to fill in any fields, but can see the different information required for the
various types of assistance requests.

Home > Requesta programme

Request a programme

Assistance Request Status

Draft v

ASSISTANCE REQUEST FORM

Tax Inspectors Without Borders (TIWB) is a hands-on approach to help developing countries collect their fair share of taxes. Launched jointly, by the Organisation for
Economic Co-operation and Development (OECD) and the United Nations Development Programme (UNDP) in 2015, the initiative supports developing countries in
building tax audit capacity. TIWB uses a 'learning by doing’ approach to effectively transfer knowledge and skills to Host Administration staff.

Background information about TIWB is available on our website: www.tiwb_.org
A Host Administration may use this form to request any of the following five types of TIWB assistance:

Audit assistance programmes bring foreign tax auditors to work directly with tax officials in assistance-requesting countries and jurisdictions on actual audit
cases and audit-related issues in transfer pricing and international taxation, bridging the gap between theory and practice. This assistance mainly provides
support on audits of multinational enterprises

Criminal tax i ion pilot pr provide on-the-job support to e-requesting countries and jurisdictions undertaking tax crime investigations
through experienced financial crime investigators, working on a real-time basis to resolve complex cases of tax evasion

Effective use of automatically exchanged information (AEOI) pilot programmes provide on-the-job support to assistance-requesting countries and jurisdiction
in treatment of Common Reporting Standards (CRS) Data. This includes searching and filtering data received, as well as integrating with other third-party data
sources and automated crosschecking; Use of CRS Data; data analytics, risk assessments, compliance interventions, notifications to taxpayers, audit policy,
practice and tax assessments.

Joint or simultaneous audit pilot programmes bring together two (or more) tax administrations to collaborate on a tax audit, supported by an expert who can
help guide the audit process.

To submit an Assistance Request Form for a TIWB programme, you must first
log in to your Portal account, following the steps outlined in Item 1 of this How-
To Guide.

Once you have logged in to your Portal account, select “Request a programme”
and fill in the form.

Once logged in the Portal, you will be able to fill in and submit an Assistance
Request Form; it is also possible to begin filling in certain fields, but complete
the full form later. At the bottom of the request form, you will find tree buttons:
“Request Assistance”, “Save and complete later” and “Cancel”. If you select
“Save and complete later”, the form will be saved as a "Draft" and you can come
back to the form at a later time.

An OECD/UNDP joint initiative &) OECD
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What results does your administration aim to achieve with the support of the TIWB expert?

[ Ihereby certify that the above-mentioned information is correct and true to the best of my knowledge.

[ The Host Administration agrees to provide i through the TIWB programme to the Secretariat upon
completion.

[ Tconfirm that an y of this assi: request may be made publicly available on the TIWB website,

() The Host Administration acknowledges and confirms that authorised OECD/UNDP officials may access all non ial p

under this TIWB programme.

Request Assistance Save and complete later

An OECD/UNDP joint initiative &) OECD

BETTER POLICIES FOR BETTER LVES

Once you have filled in all of the fields, click on “Request Assistance” to submit
the form.

What results does your administration aim to achieve with the support of the TIWB expert?
|

@  Ihereby certify that the above-mentioned information is correct and true to the best of my knowledge.

The Host Administration agrees to provide i through the TIWB programme to the Secretariat upon
completion.

| confirm that an app y of this assi request may be made publicly available on the TIWB website.

@ The Host Administrati ges and that ised OECD/UNDP officials may access all non ial pi

under this TIWB programme.
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b. Manage requests

Once connected to the TIWB Portal, you can visualise details of current and

previous requests made by your tax administration (type, status, date, and
contact) under “Manage requests”.

T‘\NB Pcrta‘ Home | ntact Us Manage requests Requestaprogramme | Q | English - Nadia Sanchez ~

Home > Manage requests

Manage requests

i= Assistance Request Under Review ~ T My~ Search Q

Assistance Type of Assistance

Request Request Status Assistance Request Status Created On ¥ Contact
Criminal Tax Active Draft 12/05/2022 11:24 AM  Nadia Sanchez
Investigations

It is also possible to View details or Edit a request (according to its status in the
Portal).

T‘:\V‘\/B POFT:H Hor tact Us Manage requests equest a programr | Q | Engiish~ Nadia hez ~

Home > Manage requests

Manage requests

i= Assistance Request Under Review~ Y My~ Search IE

Type of A
Request Request Status Assistance Request Status Created On ¥ Contact
Criminal Tax Active Draft 12/05/2022 11:24 AM Nadia Sanchez E
Investigations "
© View details
@ Edit

An OECD/UNDP joint initiative @» OECD
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After clicking “See details” or “Edit”, a pop-up window displaying the request
will appear. Therein you can directly edit the Assistance Request Form fields.

@ View details

Assistance Request Status

Draft

ASSISTANCE REQUEST FORM

Tax Inspectors Without Borders (TIWE) is a hands-on approach to help developing countries collect their
fair share of taxes. Launched jointly, by the Organisation for Economic Co-operation and Development
(OECD) and the United Mations Development Programme (UNDP) in 2015, the initiative supports
developing counfries in building fax audit capacity. TIWBE uses a 'learning by doing’ approach o
effectively transfer knowledge and skills to Host Adminisiration staff.

Background information about TIWE is available on our website: www tiwb.org.

A Host Administration may use this form to request any of the following five types of TIWB
assistance:

Audit assistance programmes bring foreign tax auditors to werk directly with tax officials in
assistance-requesting countries and jurisdictions on actual audit cases and audit-related issues in
fransfer pricing and international taxation, bridging the gap between theory and practice. This
assistance mainly provides support on audits of multinational enterprises.

Criminal tax investigation pilot programmes provide on-the-job support to assistance-requesfing
countries and jurisdictions undertaking tax crime investigations through experienced financial crime
investigators, working on a real-time basis to resolve complex cases of tax evasion

Effective use of automatically exchanged information (AEOI) pilot programmes provide on-the-
job support to assistance-requesting counfries and jurisdiction in treatment of Common Reporiing
Standards (CRS) Data. This includes searching and filtering data received, as well as integrafing

At the bottom of the pop-up window, you can choose between the buttons
“Save”, to save the draft, and “Update and Submit”, to finish and submit.

© View details

%

I hereby certify that the above-mentioned information is correct and true to the best of my
knowledge.

] The Host Administration agrees to provide results/achievementsirevenue recovered
through the TIWB to the iat upon i

I confirm that an approved summary of this assistance request may be made publicly
available on the TIWB website.

The Host Administration acknowledges and confirms that authorised OECD/UNDP officials
may access all non-confidential programme materials under this TIWB programme.

Update and Submit

Do not forget to submit the Assistance Request Form once you have completed
all fields. Only then can the form be successfully submitted. The assistance
request status will then be updated to “Submitted” on the Portal.

An OECD/UNDP joint initiative &) OECD




13

TIWB Portal

Home > Manage requests

Manage requests

i= Assistance Request Under Review ~ Y My~ [ Search I Q

Assi Type of A

Request Request Status Assistance Request Status Created On ¥ Contact
Criminal Tax Active I Submitted I 12/05/2022 1124 AM  Nadia Sanchez ¥
Investigations

You will receive an automatically generated email acknowledging receipt of
the Assistance Request Form from the TIWB Secretariat. This serves as
confirmation of successful submission.

Thank you for completing a Tax Inspectors Without Borders (TIWB) Assistance Request Form on behalf of Organisation for Economic Co-operation and
Development (OECD).

The TIWB Secretariat will get back to you soon in case of any required clarification. Once finalised, you will receive a PDF copy of this completed
Assistance Request which must be signed and dated by the Head of the Host Tax Administration or competent authority and returned to the TIWB

Secretariat via the Portal.

Review your Assistance Request

We look forward to working with you on this upcoming TIWB programme!
Best regards,

Tax Inspectors Without Borders Secretariat

2, rue André Pascal - 75775 Paris Cedex 16

Tel: 433145248194 -Fax: +33144 3063 13
secretariat@tiwb org | | http://www.tiwb.org | | @TIWB_News
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c. Validation of the request by the Secretariat
After receiving the Assistance Request, the TIWB Secretariat will review the
request. If any clarification is needed, the Secretariat will contact you to request
revisions and the status of the Assistance Request is changed to “For Revision”.

Only assistance requests in Draft or For Revision status may be edited via the
Portal. If the Assistance Request Form has been submitted and vyour
administration needs to make adjustments, please contact the Secretariat
(secretariat@tiwb.org) to allow modifications.

Once validated by the TIWB Secretariat, the status of the Assistance Request in
the Portal will show the status “Validated”.

The TIWB Secretariat will generate a PDF of the assistance request and send it
to the Host Administration by email for signature by the Head of your tax
administration or competent authority.

Home > Manage requests

Manage requests

i Assistance Request Under Review~ Y My~ Search IE
Assistance Type of Assistance
Request Request Status Assistance Request Status Created On ¥ Contact
ALB20220002 Criminal Tax Active I Validated I 12/05/2022 11:24 AM Nadia Sanchez
Investigations

d. Upload the signed Assistance Request Form
The PDF of the Assistance Request received by email must be signed by the Head
of your tax administration or competent authority. Once signed, scan and
upload the document directly in the Portal.

To do so, go to “Manage requests”, and select "View Details" or "Edit" from the
drop-down menu next to the validated assistance request.

@)
An OECD/UNDP joint initiative @) OECD oy
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T|WB POrta| Home Contact Us Manage requests Requesta programme | Q | English ~ Nadia Sanchez ~

Home > Manage requests

Manage requests

= Assistance Request Under Review~ T My~ Search Q

Type of Assi

Request Request Status Assistance Request Status Created On + Contact
ALB20220002 Criminal Tax Aclive I Validated I 13/05/2022 522 PM Nadia Sanchez .@
Investigations

@ View details
G Edit

An OECD/UNDP joint initiati e
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At the bottom of the pop-up window, you can then upload the signed PDF of the
Assistance Request Form, by clicking on “Choose file”. To submit the signed
document, select “Save”.

© | hereby certify that the above-mentioned information is correct and true to the best of my
knowledge.

& The Host Administration agrees to provide
through the TIWB to the upon

© | confirm that an approved summary of this assistance request may be made publicly

available on the TIWB website.

@ The Host Administration acknowledges and confirms that authorised OECD/UNDP officials
may access all non-confidential programme materials under this TIWB programme.

Attach a file

Nofie chosen
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Once the signed request has been uploaded to the Portal and validated by the
Secretariat, the Assistance Request Status will be updated to “Signed” and the
process is complete. The TIWB Secretariat will subsequently source an expert
that meets the needs expressed by the tax administration.

Home > Manage requests

Assistance Type of A
Request Request

ALB20220002 Criminal Tax
Investigations

Manage requests

i= Assistance Request Under Review~

Assistance Request Status

Signed

C— Y

Created On ¥ Contact

13/05/2022 5:22PM  Nadia Sanchez E

For additional information, please visit the TIWB webpage (www.tiwb.org) or
contact the TIWB Secretariat (secretariat@tiwb.org).
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