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Access to Taxpayer Online Services:

Welcome to the Municipal Government of Carolina, PR Tax Payer Online Service Portal. From here you
can register as an existing client and manage all your tax submissions and payments, like:

Complete the Temporary Patent Application

Submit your:
Business Volume Declaraction (Patent)
Filing Extension Application of Business Volume Declaration
Sales and Use Tax Return (IVU)

Review account balances
Pay your invoices or account balance

Customer Support

Assistance schedule: Monday to Friday from 8:00 a.m. to 4:00 p.m.

Telephone contacts: (787)757-2626, ext. 4227

Email: contactanos@carolina.pr.gov

Customer (Taxpayer) registration

To access the Online Services, you must be a taxpayer (client) duly registered in the Registry of
Municipal Patents of Industry, Commerce, Services and the Integrated Computer System and have
a ID GMAC (Id with which you identify yourself in the Municipal Government of Carolina of six
digits).

If you or your company are already taxpayers registered with GMAC, you must select the
alternative "Taxpayer Registry". The system will display on the screen the form that you must
complete and send for proper processing.
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Step 1 — Select "Taxpayer Registry"

IC] Registro de Contribuyente/Taxpayer Registry

Step 2 — Fill out the form

e Select the option that best identifies you in the Municipal Government of Carolina (Person
or Organization)
e According to the type of business option, fill out the following field:

Social Security Number: Enter 9 digits

Employers ID number: Enter 9 digits

e Complete the following fields:

E mail

Phone Number: Enter 10 digits

ser
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Step 5 — Send your request by clicking the button . You will receive an email once
your account has been activated containing your temporary password to gain access to the portal.

Frequently Asked Questions (FAQ)

1. Q: Whois a Taxpayer?
a. A:Heisaperson obliged by law to pay taxes.

2. Q: Who must Register in the GMAC System?
a. A: Taxpayers and Withholding or Non-Withholding Agents (IVU) who have their
business in Carolina.

3. Q: Who is a Withholding or Non-Withholding Agent?
a. A:The term “withholding agent” means any person obliged to deduct and withhold
any contribution, in accordance with the provisions contained in the Internal Revenue
Code, created by Law No. 1 of January 31, 2011. The non-withholding Agent is one
that offers a service not subject to the IVU. - Except for those services provided by
persons whose annual business volume does not exceed $50,000; and designated
professional services.

Temporary Patent Application

If you are starting operations in the Municipal Government of Carolina, you must have the
following documents on hand before beginning to fill out the Temporary Patent Application.
These documents must be uploaded in PDF format to the page once you have completed your
application

e letter authorizing representative and Foto ID

e Approved operating permit by OMPU or OGPE in name of the business and new owner
(proposer)

e Lease agreement, property deed or purchase/sale contract (whichever applicable)

e Incorporation Certificate and registration date

e Employer ID or Social Security evidence (printed document)

e Merchant Registration number in Puerto Rico's Department of Treasury (Hacienda) IVU

e Individual / Corporation State Income Tax Return or Audited Financial Statements for
the las three years

e PR's Department of Treasury (Hacienda) Certification: Income Tax Return Filing for
Individual or Corporations.
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e If Business is operated in another jurisdiction (City) must provide Patent payment
evidence.

e Exemption Decree granted by Office of Industrial tax exemption (if applicable)

e Owner's or companies President Postal and residence address evidence

e Business and main office address and telephone evidence

e Letter that certifies opening business operations date

e If Business is a Gas Station, must provide letter form supplier stating gasoline gallons
sold to business

e Taxpayers located in Carolina must provide Property registration certification

e No debt Certification for Real and Personal Property

e Real Property Filing Certification for the last five (5) years (CRIM)

e Other documents requested by the Finance Director or other authorized personnel

Step 1 - select the alternative “Temporary Patent Aplication”
T 00000000
IE Patente Provisional/Temporary Patent Application

Step 2 - Go through the different icons and complete the information on the form:

= @0 000 0
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Step 3 - Complete all form fields in CAPITAL LETTERS

Points to consider when filling out the application:

a. Select the option that best identifies you in the Municipality of Carolina (Person or
Corporation)

b. For the Date fields you can select the same, using the Calendar provided in the field
or write it in Day.Month.Year format

i i % 5 § L]
1] E = | '] b ]
13 W om ad
o 2 M I I O W

b. For fields that contain drop-down lists you can look for the option

c. Fill out the calendar or tax year starting/ending
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d. Fill out the following fields according to the selection between Person or
Corporation
Person

Corporation

I

e. Fill out the field with the merchant registration number according to the certificate
issued by the Treasury Department (SURI)

f. Select according to the information from the merchant registry according to the
certificate issued by the Treasury Department (SURI)

g. Select the fiscal year to which the request belongs from the drop-down list

h. Fill out the following fields according to the business information
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Select the NAICS code from the drop-down list according to the information from the
merchant registration issued by the Department of the Treasury (SURI) or manually
enter the NAICS code

ol e ) (i Profpimranl el ol TR e sl

Select the type of business
Brrsimess Ty & Indivicha

Fill out the following fields according to the business information

Fill out the following fields with the physical address as it appears on the Use Permit
and merchant registration
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m. Fill out the following fields with the postal address of the owner or representative

n. Fill out the following fields with the postal address of the business
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o. Fill out the field with the required information of the name of the person with both
last names

p. Fill out the field with the required information of the name of the person with both
last names

en and sutsorited beloie me

g. Select from the drop-down list or manually enter the town where the person resides

r. Select the date of the day using the calendar tool or make manual entry
Day.Month.Year

s. Select from the drop-down list or manually enter the town

t. Check the box for Accept the terms and condition

Step 6 — Press the button . If the form still contains errors or missing
information in any field, the page will show them in the section at the bottom of the page

OF
-, select the errors to display them as below:
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The message will include which field contains the error.

Submit
pressing the button .

The system will give you a shipping and confirmation number.

Form: 1005938 submitted

successiully

Note: The Temporary Patent will be evaluated by personnel from the Municipal Tax and Revenue
Office (OCIM) and they will contact you to notify you if it was approved or if any situation arises
that prevents its approval.

Frequently Asked Questions (FAQ)

1. Q: Whois subject to filing the Temporary Patent?

a. A:Any person who begins any newly created industry or business subject to payment
of the license fee will be required to notify the Director of Finance of the
corresponding municipality, no later than thirty (30) days after beginning such
activity. The Director of Finance will issue you a provisional patent exempt from
payment for the semester corresponding to that in which said activity begins. At the
beginning of the next semester, said person will file a declaration computed in the
manner provided according to the Municipal Code of Puerto Rico Book VII Chapter I,
at the time of filing it, the entire amount of the patent corresponding to said
semester. For successive semesters, the patent will be computed in the manner
provided in the aforementioned Article 7.204 (Patent calculation) of this Chapter and
will be paid as provided in Article 7.208 (Payment of the patent) of this Chapter.

Recover password

If you have forgotten your password, press the “Forgot password” button.

Forgot Password

Complete required information to recover your password:
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o reset your password, enter the usermame used 1o 1og In

Press the button — to submit your password reset request. You will

receive a notification with a temporary password to access the system. Follow the steps indicated
in the email received.

Frequently Asked Questions (FAQ)

1. Q:If you forget your password, can you request a new one?
a. A:If you can request a new password; You must complete required information.

Transactions

Access your business transactions

Login

Forgot Password
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Once you are registered and have your Portal username, you can access to carry out online
transactions. Enter your username and password. Then press the button that says "Login".

Transactions to which you have access:

Once the taxpayer or client appears in the Registry of Municipal Patents of Industry, Commerce,
Services and the Integrated Computer System and has a ID GMAC ID (Id with which you identify
yourself in the Municipal Government of Carolina of six digits), they can proceed to register in
the GMAC-SEL where you will have access to:

e Filings
o Filing Extension Application of Business Volume Declaration
v" You may submit electronically the Filing Extension Application of Business
and pay the patent as estimated.
o Business Volume Declaraction (Patent)
v" You may submit electronically the Business Volume Declaraction, attach the
required documents and pay the determined patent.
o Sales and Use Tax return (Municipal IVU)
v" You may submit electronically the Sales and Use Tax return, and pay the tax
owed.

e Payments for the following concepts:
Patent

IVU

Leasing of Municipal Premises
Municipal Aqueduct
Construction Taxes

Construction Patent

O O O O O O

e They will be able to have access to:
o History of Filings made online

o History of Payments made online
o Invoices pending payment

Frequently Asked Questions (FAQ)
1. Q: What transactions are allowed to be carried out online?
o A: Filing Extension Application of Business Volume Declaration, Business Volume
Declaration (Patent), Sales and Use Tax Return (Municipal IVU), view your balances
and pay your bills.

2. Q: Can transactions be accessed without being registered in the GMAC System?
a. A:No
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Overview

Taxpayer will have the alternative to review in detail items (Invoices) pending payment that you
have on record. The status of these items whether or not they are overdue, the period to which
it corresponds and the outstanding amount is presented.

Filing Returns

Filing Otdgaticns

11 =l

This screen presents information about your tax obligations ie Business Volume Return and Sales
and Use Citizen Contribution tax (IVU)

You have the following alternatives:

e File a New Declaration
e Process or complete a Draft of your Return

Considering that this is a new system, submission of tax return forms will be permitted for
recent periods onwards, and these are:

e Business Volume Return (Declaration) Patente — For fiscal years 2013-2014 and forward
e Sales and Use Tax Return (IVU) — from december 2011
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If you have the need to submit returns for prior periods of Business Volume (Patente) you should
visit The Municipal Contributions and Revenue Office (OCIM). If you need to submit prior returns
for Sales and Use Tax Return (IVU) please visit Tax auditing and other income office (OICOI)

** Explanatory note: The items presented may not include deficiencies, lack of filings and non-
compliance with payments to be remitted in the past. To clarify or submit a complaint about

your account statement, please send an email to the following address:

contactanos@carolina.pr.gov

Filing Business Volume Declaration (Patent)

Documents to be taken into consideration to attach to the Business Volume Declaration in PDF
format:

e Business volume greater than three million ($3,000,000.00) — Audited Financial
Statements

e Business volume less than three million ($3,000,000.00) — Income Tax Return

e No debt Certification for Real and Personal Property (CRIM)

o Real Property Filing Certification for the last five (5) years (CRIM)

Explanatory note: You must accompany this Business Volume Declaration with the documents
mentioned above, as applicable. If this filing is not accompanied by the required documents, it
will be considered NOT FILED.

Steps to file the Business Volume Declaration:

Step 1: Enter the following icon

F o Db b g,
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Step 3: Select the form type:

Sedesct Form

W Buminess Vourme Declarabion

FRing Exlensandy Arcdcaiom

Step 4: To complete the form, it will display the different icons that appear below (you must complete

the fields in capital letters):

Information:

Chisick

e You must press the button to view your personal data, which is filled in automatically:
o IDGMAC
o Name of Individual and Last Name of the Individual o Name of Industry, Business or Service
o Business Name (DBA) if applicable

Section 1:

e Contains the information on the determination of Patent to pay (it is filled automatically when
you finish filling out the form and clicking verify)
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e Breakdown of income by Municipality, must be completed if you have operations in other
Municipalities

Depending on the type of business, the income section you must complete is:
Section 2:

e Comercial Activity: Comerce, Industry or Service
e Financial Activity

Section 3:

e Comercial Banks, Savings Loans Associations Mutual and Savings Banks
Section 4:

e Others Financial Businesses
Section 5:

e (as Stations - Retail.
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Section 6:

e Contains the information on the determination of the Patent to be paid in detail (it is filled out
automatically when you finish filling out the form and clicking verify)

Annex 1:

e Exempt Business
o The following information in this section is automatically filled out when you finish filling out the
form and clicking verify

Certification:
Fill out the following fields:

e Date on which the business's accounting books close

e Date you are filing

e Signature of the Taxpayer or his Authorized Agent - Certification
e Signature of the Taxpayer or his Authorized Agent - Oath

e Sworn and subscribed before me

e of legal age and resident of

e inthe City of

e | accept these conditions

Step 5: Once the form is completed, you must press the button |m so that the system calculates
the patent to pay and displays the error messages if any exist

e To see the error messages, click on the icon at the bottom of the page and the
errors will be shown:
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e You must correct the errors and press m (until it shows no more errors).
e If there are no errors, the system will show you the following message:

Check successfully
executed withoul emors

and the system will show you the following message

&

Step 7: You must press theicon ~ and include the documents that must accompany your

Business Volume Declaration. Documents must be uploaded in “PDF” form
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o Press and locate in your documents the one you want to upload (It is
recommended to place the document on the desktop of your computer).
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The uploaded document will be displayed as shown in the example:

~
]
L

@ o

S— ——— TS

el b 1

Sl
Step 8: Press the icon to finish processing the form
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Step 9: The system will issue you confirmation that the Business Volume Declaration has been sent to
GMAC and provide you with a submission ID number.

Form: 30096267 submitted
successfully

H) Pay Bill

Step 10: To make the payment, press " andthen
screen, complete all required fields and submit the payment.

. The system displays the bank

MUNIOPIO DE CAROLINA '
& 3
N |
Vival
A
Cormes Cactiona s Cactanos@carciing gadéems o Hom
@ Tarjetas ACH
isa S8
Frumero de Trjets Dwrwcods
Fecha da Lrpiracisn Oweasan ?
Nonbew on Twwts Cralme L
Cotdgn Pt Treloms
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Filing Extension Application

Steps to apply the Filing Extension Application:

Step 1: Enter the following icon

Filing Obligations

B it Fimal P FITREON  Ad1 JETE LY s Bansrey ang-m ap M omn

[ormwrn B
Barmy comw Pl Pt 0303008 i | N0 . B0 TR [ e ]
[, i
Fomiwmi Wt Pl P FENLET R, L 0, o Biomrwet - Ay =

Do v e wrmwar

Step 3: Select the form type:

Sojec] Form

Birsimess Wolime [LhesCianaiao

& Filing Extenzion Application

Step 4: To complete the form, it will display the different icons that appear below (you must complete the
fields in capital letters):
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Informeabon  Filing Exten Swom Dath

Patent Information:

You must press the button

e |DGMAC
e Name of Individual and Individual's Last Name or Business, Industry or Service Name

to view your personal data, which is filled in automatically:

e Business Name (DBA) if applicable
Complete the following fields:

e Calendar Year or instead Taxable starting/ending
e Patent Type

File Extension Details:

e Complete the fields as applicable according to the type of business: Non-financial
business, Financial business or Exempt operations

Sworn Oath:
Complete the following fields:

e Taxpayer's signature or its authorized representative's
e Sworn and suscribed before me by

e of legal age and resident of

e today

e inthe City of

e Accept these conditions

e Reason for requesting this extension

e Taxpayer's Signature

) creck
Step 5: Once the form is completed, you must press the button so that the system calculates
the patent to pay and displays the error messages if any exist

Pag. 23 de 36



e
i
Gobierno Municipal Auténomo de Carolina LN
Departamento de Finanzas y Presupuesto '\}'a
Servicios En Linea £ i

LNl LRRLE S

To see the error messages, click on the icon at the bottom of the page m and the errors
will be shown:
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P 0 it e |
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) FReason s a reguined fesd
) oo of, Requesd Fieis

) 1 me Cay of: Requined Fiexd

| E‘ Wit B Ve o] o st Miests with
siarting and endeng dates

n‘ Fll:'l;rﬂnﬁ-u.r FEafUESl [ OO EE, [edss
B8 gereey e Pasli]

You must correct the errors and press m (until it shows no more errors).
If there are no errors, the system will show you the following message:

Check successiully
executed without emors

Form: 30096272 saved
successfully

Step 7: You must press theicon  and include the documents that must accompany your

Business Volume Declaration. Documents must be uploaded in “PDF” form
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e Press and locate in your documents the one you want to upload (It is
recommended to place the document on the desktop of your computer).
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Step 8: Press the icon = to finish processing the form
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Step 9: The system will issue you confirmation that the Filing Extension Application of Business Volume
Declaration has been sent to GMAC and provide you with a submission ID number.

Form: 30096272 submitted
successfully

H) Pay Bill

Step 10: To make the payment, press " andthen
screen, complete all required fields and submit the payment.

. The system displays the bank

..“\
LN
Via
R R E T

06 Caciona o contactanasScarcding gobiema or Moo §95.00

MUNIOPI0 DE CAROLUINA

Coer
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Famero de Terjets Drwcods
Focha 2e Dapiracian Dwrecoign 2
Nonbew o Tt Crolmt uade
Codgn Prile Trelom
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Sales and Use Citizen Contribution Tax Return (IVU)

Steps to file the Sales and Use Citizen Contribution Tax Return:

Step 1: Enter the following icon

Filing Obligations

10

Step 2: Select the period you wish to file, clicking on it:

Step 3: Complete the form:

@ check
You must press the button H to view your personal data, which is filled in

automatically:

e City Merchant Registration Number (ID GMAC)
e State Merchant Registration Number

The fields from the Treasury IVU Form up to 13 must be filled in (if there is no amount, fill in 0.00
with zero), with the exception of 4 and 9, which are totals and the system calculates them.

Step 4: Once the form is completed, you must press the button so that the system
calculates the tax to pay and displays the error messages if any exist.
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i 3
e To see the error messages, click on the icon at the bottom of the page - and the

errors will be shown:

0 Indicate taxable sales of [-ﬁl'lg-lblﬁ persona
property: otherwise enter 0

0 Indicate Totsl amount for Lise Imports,
otheryise enter 0

\ g Hacienda VU Retumn : Required Field

| @ check

e You must correct the errors and press (until it shows no more errors).

e If there are no errors, the system will show you the following message:

Check successfully
execited without emmors

and the system will show you the following message

Paso 7: If you have any document that you wish to attach to the Sales and Use Citizen

&

Al tyrazia

Contribution tax Return (IVU), you must click the icon and include the documents.

Documents must be uploaded in “PDF” format.

L

G - &4 =~ (B

Salea arwd L) Aftarhrmeams Sl

e Press and locate in your documents the one you want to upload (It is
recommended to place the document on the desktop of your computer).
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The uploaded document will be displayed as shown in the example:

QL6

i

Aftachments (1)

[::l PLAMEL LA TV MUNICIPAL FORMA, paf
g

- .'.r:I
Step 8: Press the icon =2 to finish processing the form

Step 9: The system will issue you confirmation that the Sales and Use Citizen Contribution tax
Return has been sent to GMAC and will provide you with a submission ID number.

Form: 20308267 submitted

successfully
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Step 10: To make the payment, press and then

. The system displays the bank
screen, complete all required fields and submit the payment.

MUNIOPIO DE CAROUNA '

Chonte Comrtn

Cormes Dactionao antactanas@carciing gobiema pr Moo §95.00
ECIETN o O
@ Tarjetas JACH
visa S8
amero de Terjets Derecoan
Fecha e Dapiracian Dwreccin 2
Nonbew en Twpets Oudas usde
£ THON -
Cindgn Prile Trelom

Pag. 30 de 36



Gobierno Municipal Auténomo de Carolina
Departamento de Finanzas y Presupuesto Ja
Servicios En Linea - g

G LEE RFEAEEE

Print Form

In this section you can view the forms of the filings submitted by the system and the documents
attached to them.

Step 1: Enter the following icon

My Documaents

&

Step 2: Select the form or document you want to view and click on it
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Payments
Step 1: Enter the following icon

View Bills

Hdls

View BE Misiory

Step 2: Click on Bills

Current Naarce %
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Step 4: The system displays the bank screen, complete all the required fields and submit the
payment.

MUNIOPI0 DE CAROUINA
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Pay outstanding invoices. Select the type of tax and the period for which you want to make a
payment. You can pay with:

e ATH (Debit Card)
e ACH (Automated Clearing House)
e VISA and MASTERCARD credit cards

It is important to mention that ACH payments will be reflected in our system within a period of 7
calendar days from the date that you made payment.

Payments made with credit cards and ATH (Debit cards) will be reflected the next day.

This screen presents options for processing your payment for outstanding invoices, your payment
history, and also an account balance section.
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Payment History

Step 1: Enter the following icon

View Bills

Pyrosnt Hisiory
‘wiew aird Maragn Fagmmenia

Step 2: Click on Payment History
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On this screen you can see the payments made.
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Bibliography

Who is a Taxpayer? - http://buscon.rae.es/drae/?type=3&val=5&val aux=&origen=REDRAE

Who must register for Sales and Use Citizen Contribution (IVU)? -Resource (taken from): the Department
of the Treasury’s (Hacienda) Guide for merchant registration.
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