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1 Introduction
Business Registration and Licensing Agency (BRELA) is a Government institution with

the functions of business administration and regulation of the laws; namely Companies
Registration, Business Names Registration, Trade and Service Marks Registration,
granting of Patents and issuing of Industrial License. It was established under the
Government Executive Agencies Act No. 30 of 1997 and formally launched on 3rd
December 1999.

The Parliament of the United Republic of Tanzania through the Finance Act, 2020,
passed an amendment to the Companies Act, Chapter 212 with the aim of facilitating
access to information for the last beneficial owners in companies whose information
is important for tax purposes as well as controlling money laundering and terrorist

financing.

As a result of the amendment, BRELA in collaboration with experts from the Attorney
General's Office and the Ministry of Industry and Trade drafted Regulations under the
Companies Act, which will facilitate access to final beneficial owner information

including the preparation of Final Beneficial Owner Registry.

Following the drafting of the Regulations BRELA had the opportunity to engage with
various stakeholders from public institutions and the Private Sector received their
views on the regulations before they were submitted to the Attorney General and finally

signed by the Minister in charge.

Stakeholder comments were collected and analyzed in detail by the task force and
eventually drafted a second draft of the regulations which was submitted to the
Attorney General and finally to the Minister in charge who approved the regulations
and caused the regulations to be published on government gazette on 14th May, 2021

via notice number 391 and 386.

1.1 Purpose

The purpose of this document is to provide instructions and procedures for BO Portal
users to understand how the system works and enable the user to navigate and use
the system efficiently.



1.2 About the system

The BO Portal is used to capture all information regarding beneficial (substantial)
ownership in the companies. The information will be stored permanently in electronic
format in BO Database.

1.3 System requirements
The minimum requirements needed to access this system is: -

i. A web browser
ii. A reliable internet connection
ii. A BO Portal account

1.4 Audience
This manual is intended for system users (External users) to help them understand
the interface and its features and how to navigate through.

1.5 Features
The BO Portal has been designed to accommodate the following features:

e User account creation

e User login and logout

e User change password
e Add BO information

e View BO information

¢ Pending BO submission
e Supplemented BO

e Change of particulars

e Pending changes

e Supplemented changes
e Cessation of BO

e Pending cessation

e Supplemented cessation



2 Signin And Sign Out
The system is accessible through the URL:

https://bo.brela.go.tz/

e If you are already registered in the portal, sign in using your username and

password
Please signin
]
| forgot my password
Mewto |:-CII'EEI|?_. Create account
e If you are new to the portal, click create account
e Fill the required details then click Register
See figure 2.2 below
Create account
2
D]
-
=3
Your password must be more than 8 characters long, should contain at-least 1
Uppercase, 1 Lowercase, 1 Mumeric and 1 special character.
I already have a membership

e To logout from the system, click logout at the top right corner
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https://bo.brela.go.tz/

Password Reset

To reset your password, click Change password at the top right corner

See figure 3.1 below
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Dashboard

Please use the left menu links

Click change

I Change password Sign out

password




3 Main Menu
4.1 Add BO information

To Add BO information after sign in, follow these steps: -

1. Click Add BO information menu
2. Enter incorporation number then click search

See figure 4.1 below

Beneficial ownership = ﬁga QBREL& BoDemo  ©f

Bo Demo  Online V
Add BO information

$  Beneficial ownership

Preview entity data

Company rwb: Incorporation name

3858 Searc| SAFARIS (TANZANIA) LIMITED

Incorporation date Entity type

2020-01-04 Private company Limited by shares v

Beneficial ownership submission type

BO Registration "/

e e

3 Select BO registration then click save and continue.

Continue to fill all the required details, request control for payment then submit the
application for processing.

3.1 View BO information
This menu enable applicant to view the status of submitted application




See figure 4.2 below
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$ Beneficial ownership

Search application Company number Company name

SN Company number Company name Incorporation date Created date Submitted date Status Action

1 o Vibrations Company Limited 03052013 31052022 1031:34 02-06-2022 12:35:37 E
PR bamu (1) Limited 10:05-2017 04-06-2022 13:52:20 08:06-2022 133457 E
LI Group Limited 23052013 09-06-2022 12:13:41 00.06-2022 132301

3.2 Pending BO Submission.
Applicant is able to see the application that is not submitted to BRELA for
processing. To view the pending application, click Pending BO submission menu.

See figure 4.3 below

Beneficial ownership e QQE‘ELA BoDemo ¢
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BO list

$  Beneficial ownership

earch application Company number Company name

SN Company number Company name Incorporation date Created date Submitted date Status Action

1 38597 Kobo Safaris (tanzania) Limited 04-01-2020 18-06-2022 14:36:48 :]
B Delete app




3.3 Supplemented BO
Applicant is able to view an application that is returned for correction, to view a
supplemented application click Supplemented BO

See figure 4.4 below

ssarch spplication Company sumbsr Company nEmy

8N Campany numbes Lo phiy R Incérpeiation data Craated date Submted date Shatws Bt

To continue with the application, click Edit

3.4 Change of particulars
Applicant is able to make changes to the previous approved BO application either by
adding or removing BO owner or change BO information

To make change, click View BO information, then click change

See figure 4.5 below

Beneficial ownership

Online

$ Beneficial ownership v

Search application

Company number Company name

Company Incorporation
SN number Company name date Created date Submitted date Status Action

1 98998 Ebenezer Vibrations Company 03-05-2013 31-05-2022 02-06-2022 l ‘

Limited 10:31:34 12:35:37

O view

3.5 Pending changes

To see application for a change that is has not been submitted for processing click
BO Change, then click pending changes, then click continue to proceed of Delete to
delete the application.

See figure 4.6 below
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BO list

Search application Company number Company name
Company Incorporation Submitted

SN number Company name date Created date date Status jon
138583821 Winona Transport Company 11-01-2019 27-09-2022 G 2

Limited 12:32:15 =
//_’ B pelcie opp
Copyright © 2022 Business Registrations and Licensing Agency (BRELA), All rights reserved

3.6 BO cessation
To remove a beneficial owner as a part of a company, click View BO information, for
a previous approved application that you wish to remove BO owner, click cessation.

See figure 4.7 below
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Search application Company number Company name

Company Incorporation
SN number Company name date Created date Submitted date Status Action
1 98998 Ebenezer Vibrations Company 03-05-2013 31-05-2022 02-06-2022 |
Limited 10:31:34 12:35:37

3.7 Pending cessation
To see a cessation application that has not been submitted, click pending cessation,
then click continue to proceed or Delete to delete the application.




See figure 4.6 below
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Limited

Incorporation
date

11-01-2019

Copyright © 2022 Business Registrations and Licensing Agency (BRELA). All rights rese

Company name

Submitted
Created date date
-2022
14:23:12

erved

3.8 Supplemented change
Applicant is able to view an application of change that is returned for correction, to
view a supplemented application click Supplemented Change, then click Edit to

make correction

See figure 4.7 below
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Company number
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Copyright © 2022 Business Registrations and Licensing Agenc

Incorporation
date

11-01-2019

Company name
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y (BRELA). All rights reserved
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3.9 Supplemented cessation

Applicant is able to view an application of cessation that is returned for correction, to
view a supplemented application click Supplemented cessation, then click Edit to
make correction

See figure 4.8 below
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BO list
Se: application Company number Company name
$ B8O Cessation
Company Incorporation
SN number Company name date Created date Submitted date Status ction

1 138583821 Winana Transport Company 11-01-2019 21-09-2022 27-09-2022 e / Edit
Limited 14:23:12 14:40:01 i

Copyright © 2022 Business Registrations and Licensing Agency (BRELA). All rights reserved.
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