
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Electronic Protocol Guide



 

 
 
 

 

 

Electronic Protocol Guide – ANAC 

September/2025 

 

Technical Advisory Office (Astec) 

Ana Carolina Motta Rezende  

 

Technical Branch of Innovation and Information 

Vitor Mateus Silva Ramos  

 

Technical Team 

Carlos Almeida Cardoso 

Cesar Costa Viana 

Rommel Costa Moura 

 

 

Graphic Design and Layout - Communications Office (Ascom) 

 

 

Questions, suggestions, and feedback can be sent to the email sei@anac.gov.br 



- 3 - 

Electronic Protocol Guide 
 

 

 

TABLE OF CONTENTS 

 
1. USER REGISTRATION IN THE ELECTRONIC PROTOCOL SYSTEM 4 

2. ACCESS TO THE ELECTRONIC PROTOCOL SYSTEM 

3. EXTERNAL ACCESS CONTROL 8 

4. PASSWORD CHANGE AND RECOVERY 

5. REGISTRATION OF THE LEGAL REPRESENTATIVE OF A LEGAL ENTITY 10 

6. GRANTING OF ELECTRONIC POWERS OF ATTORNEY 12 

7. DOCUMENT SUBMISSION (PETITIONING) 14 

7.1 NEW PROCESS 14 

7.2 INTERCURRENT PETITIONING 20 

8. ELECTRONIC PROTOCOL RECEIPT 21 

9. ELECTRONIC NOTICES 22 

10. BEST PRACTICES FOR USING SEI 25 



- 4 - 

Electronic Protocol Guide 
 

 

1. USER REGISTRATION IN THE ELECTRONIC 

PROTOCOL SYSTEM 
To access ANAC’s Electronic Protocol System, visit the official website: 

www.gov.br/anac/en 

On the main page, locate the Electronic Protocol button under “Service Channels”. 

 
 

You will be redirected to the Electronic Protocol page. On this page, click on “Access 

to the Electronic Protocol” 

 
 

www.gov.br/anac/en
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If you are not registered yet, you will need to create an account on the gov.br portal to 

continue. 
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On the system's home screen, click on the corresponding link. 
 

 

On the next screen, enter your details, set a password, and click on Submit. 
 

 
 

After submitting the information, you will receive an email with the following 

additional instructions to complete the registration: 

 

Submit the Statement of Agreement and Truthfulness, filled in with the same 

information as in the form, signed and validated using one of the methods below: 
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Option 1: Send an email  

If you have the Individual Taxpayer ID Number (CPF) you can sign the document 

digitally using the Federal Government Digital Signer (https://assinador.iti.br/) or an ICP-Brasil 

Digital Certificate; and  

send the PDF file to: sei@anac.gov.br. 

Otherwise, you send by email to sei@anac.gov.br  

the Statement of Agreement and Truthfulness duly completed and hand-signed in PDF 

format + a digitalized copy of the passport. 

 

 

Option 2: Mail or delivery by a third party 

Send the original document signed and notarized + a certified copy of a civil 

identification document containing the Individual Taxpayer ID Number (CPF) or passport 

number to the following address: 

 

ANAC Central Registry Office (Protocolo Central da ANAC) 

SCS - Quadra 09 - Lote C - Ed. Parque Cidade Corporate 

Torre A - 2º andar, Brasília-DF - CEP 70308-200. 

 

 

 
 

 

 

  

Once registered in the Electronic Protocol System, you will be able to: 

a) electronically sign related instruments executed with the Agency; contracts, agreements, terms, 

arrangements, and other instruments; 

b) submit documents electronically; 

c) view processes as an interested party, subject to prior authorization from the area responsible for analyzing 

the process; 

d) receive and respond to notices electronically. 

mailto:sei@anac.gov.br
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2. ACCESS TO THE ELECTRONIC PROTOCOL 

SYSTEM 
 

To access the Electronic Protocol System, use the email and password you registered: 

 
 

 

On the main screen of the Electronic Protocol System, you will find the available options 

in the menu on the left: 

 
 

 

This is a personal page and only you will have access to it. In this menu, you will be 

able to: 

• check the processes made available for your signature or viewing; 

• change the password;  

• register the Legal Representative of a company; 

• appoint Special Attorneys-in-Fact; 

• submit documents in new processes or in existing processes within the 

Agency; 

• check electronic notices received and responded to; 

• view the receipts of the documents you have already submitted to ANAC; 
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• access general guidelines for using the Electronic Protocol System; and 

• access the Public Search tool for processes and documents. 
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3. EXTERNAL ACCESS CONTROL 
When accessing the system, you will see a list of processes available to you. This list 

includes several columns with important information: 

 

 

 

 

Column Description 

Processes displays the number of each process made available for your viewing 

Document displays the number of the document made available for your signature 

Type 
indicates the type of document made available for your signature, such as 

contract, agreement, term, etc. 

Release refers to the date on which the process/document was released by ANAC 

Expiry Date 
records the expiration date of the release. After this date, it is no longer 

possible to access the process 

Actions shows the actions you can perform, such as signing, responding, etc. 

 

 

To sign a document: 

When clicking on the pen icon, the “Document Signature” window opens. The external 

user must confirm their SEI access password and click on the “Sign” (Assinar) button. 

 

The pen icon indicates a 
document generated by the 
agency and made available for 
signature by the external user. 
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4. PASSWORD CHANGE AND RECOVERY 

4.1 Password change: 

If you need to change your password, access the "Change Password" (Alterar Senha) option in 
the system’s side menu, enter your current password, type the new desired password, confirm 
it, and click on save to complete the change: 

 

 

 

4.2 Password recovery: 

If you do not remember your password, on the system’s login screen, click on “I forgot my 
password.” 

On the next screen, enter your email and click on “Generate new password.” 
 

 

 
The system will send you an automatic email with instructions for setting a new password. 
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5. REGISTRATION OF THE LEGAL 

REPRESENTATIVE OF A LEGAL ENTITY 
Legal Representative is the person listed in the Company’s Shareholders and 

Administrators Register (QSA), with management powers, as recorded in the Federal Revenue 

database. 

• only one Legal Representative can be registered per company. 

• the Legal Representative, in turn, may register as many Special Attorneys-in-

Fact as desired. 

 

5.1 Registering the Legal Representative: 
Click on the “Legal Representative of a Legal Entity” option in the Electronic Protocol 

System’s side menu. 

Then, click on “New Legal Representative”. 

 

On the next screen, enter the Corporate Taxpayer ID Number (CNPJ), input the 

verification code, and click on Validate. 
 

 

After validating the Corporate Taxpayer ID Number (CNPJ), it is necessary to sign the 

Legal Representative declaration (1), provide additional information about the legal entity (2), 

as well as submit a copy of its articles of incorporation (3). Finally, click on “Submit Petition”. 
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The Legal Representative must be listed among the individuals named in the articles of 

incorporation (articles of association or similar document). 

On the next screen, enter your Position/Role, your password, and click on Sign. 

For more information on how to upload files, refer to the section on document 

submission in this Guide. 

Done! To check whether you are already registered, access the “Legal Representative 

of a Legal Entity” option in the system’s side menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.2 Replacement of the Legal Representative of a Legal 

Entity 
If the Legal Representative of the legal entity has been changed in the Federal Revenue 

records, the new Representative must access SEI and complete a new registration, following 

the steps indicated previously. 

The system identifies the previous and the new Legal Representative in an automatic 

way, generating the replacement of the Legal Representative. 

Replacing the Legal Representative does not automatically revoke powers of attorney 

issued by the previous representative. 

Remember: 

as a Legal Representative, you: 

 

• will receive all Electronic Notices sent to the legal entity; 

• may perform Electronic Petitioning on behalf of the legal entity; and 

• may grant Special Electronic Powers of Attorney to other external users, as well as revoke them at any 

time. 

 

Attention: it is your responsibility to ensure the accuracy and validity of the information provided 

1 

2 

3 
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6. GRANTING OF ELECTRONIC POWERS OF 

ATTORNEY 
After being registered, the Legal Representative may appoint Special Attorneys-in-Fact. 

To do so, the Legal Representative must access the Electronic Powers of Attorney 

option in the side menu and then click on New Electronic Power of Attorney. 

 

 
 

On the next screen: 

• enter the Type of Power of Attorney and select the Legal Entity Grantor of the 

Special Power of Attorney (1); 

• enter the Individual Taxpayer ID Number (CPF) of the external user to whom 

the Special Power of Attorney will be granted and click on Validate. The system 

will automatically identify the user in its database. Next, click on Add (2); and 

• click on Submit Petition (3). 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

Note: only individuals previously registered in the Electronic Protocol System may be 

3 

1 

2 
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appointed as Special Attorneys. 
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On the next screen, enter your Position/Role, your password, and click on Sign.  

 

Done! The Special Attorney has been appointed. 

 

To ensure that the authorization was successfully granted, check the Electronic Powers of Attorney 

option in the system’s side menu. 

 

 

 

 

 

 

 

 

 

 

The validity of the Special Power of Attorney is limited to ANAC and is indefinite, unless revoked 
or renounced. The prerogative may not be used to validate any acts performed by the grantee on behalf of 
the legal entity within other agencies or entities. 

The Legal Representative may, at any time, revoke the Special Electronic Power of Attorney through 
the Electronic Protocol System. 

Thus, both the Legal Representative and the Special Attorneys will receive all notices sent to the 
legal entity. The actions of the Special Attorneys are not limited to specific proceedings. 

 

Remember! 

 

Special Attorneys: 

• will receive all electronic notices sent to the legal entity; 

• will be able to submit documents on behalf of the granting legal entity; 

• may, at any time, renounce the Special Electronic Power of Attorney through the SEI-ANAC 

system. 
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7. DOCUMENT SUBMISSION 
To submit documents, in the system menu, hover the cursor over the “Petitioning” 

option. 

Two options will be displayed: 

• new process: to initiate a new process that does not yet exist at ANAC; and 

• intercurrent: to submit documents related to an existing process. 

 

7.1 NEW PROCESS 
 

Step 1: click on “New Process”: 

A list of process types available for submission will be displayed. 

 

Step 2: choose the “Type of Process”: 

 

 

After making your selection, the system will display a screen with the specific 

requirements for that type of process (mandatory documents, optional documents, guidelines, 

etc.). 

 

Remember! 

If you cannot find the desired process type, contact the technical department responsible for the 
subject and request its inclusion. ANAC will assess the feasibility of making the Process Type 
available in the Electronic Protocol System. 

If you do not know which department is responsible, submit an information request to the Agency 
via “Fale com a ANAC” (Talk to ANAC) (https://www.gov.br/anac/faleanac). 
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Once the process type has been selected, a screen will be displayed for specifying the 

submission, as follows: 

 
Each process type has its own configuration and may require a main document, as well 

as essential and supplementary documents: 

 
Type of Document Mandatory Notes 

Main Document mandatory for all 
processes 

• main process document  
• without it, the process will not 

be accepted 
• only 1 file PDF or HTML 

Essential Documents mandatory for some 
types of processes 

• it can be 1 or more. 
• all have to be submitted, if 

required 
• the system does not accept 

partial submission. 

Supplementary Documents optional 
• inclusion is optional 
• only if additional information 

is necessary 

 

 

 

Step 3: submission specification 

 

• after selecting the process type, carefully read the instructions at the top of the 

page. 

 

• next, fill in the specification for the submission, that is, a summary of the content 

or purpose of the process. 

 

 
 

Step 4: selection of the interested party: 

 

Interested Party – Legal Entity: 

 

select Legal Entity. 
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enter the Corporate Taxpayer ID Number (CNPJ) in the format 00.000.000/0000-00 and 

click on Validate. 

if the CNPJ is not registered, you will need to complete the company registration and 

click on Save. 

click on Add. If the company is not registered in the system, after entering the 

corresponding CNPJ, the following screen will be displayed: 
 

 
Fill in the information and click on Save. You will be taken back to the submission 

registration screen. Click on Add. 

 

 
Interested Party – Individual: 

 

If you are submitting as an individual, enter your Individual Taxpayer ID Number 

(CPF), click on Validate, and then click on Add. 
 

 
Step 5: inclusion of the main document 

The main document can be either external or internal: 

 

external document: 

• you select a file that already exists on your computer. 

• only one file is accepted in PDF or HTML format. 

 
Remember! 

 

The indication of a legal entity is solely intended to include it as an interested party in the process and 
should not be confused with the registration of the Legal Representative and their formal linkage to the 
CNPJ. 
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• after selecting it, fill in the document’s supplementary information. 

 

 

 

 

 

 

 

 
internal document: 

• the system provides an internal editor: 

 

 

 

• when you click on the link, a document will be made available for editing, 

similar to the following: 

 
Remember! 

 

All PDF files must have Optical Character Recognition (OCR). Illegible documents may be rejected by 

ANAC. 
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• after completing the document, save it and continue with the submission. 

• after inserting the main document or completing it in the system, add 

information through the Document Type Complement field. If you have any questions, click 

on the question mark. 

 

 

• next, indicate whether the document is born-digital or digitalized. 

 

 

 

 

 

 
 
 

If it is a digitalized document, indicate in the “Verification with the digitalized 

document” field the Type of Verification (original, certified copy, administratively certified 

copy, or simple copy). The reference for this classification is always the original source 

 
Born-Digital Document: an internal document created within the system itself or produced by 
another system, but which has not undergone a digitalization process. 

Digitalized Document: PDF files originating from a digitalization process. 

Note: PDF documents must have Optical Character Recognition (OCR). 
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document. 

Thus, if you digitalize a notarized document, select that option. In this way, ANAC will 

be aware that you hold a physical document notarized by a registry office and may request that 

you present it, if necessary. 

 

• next, select Add. 

 
 

 

 

Step 6: insert essential documents (if required by the process type) or 

supplementary documents (if necessary): 

 

If there are additional documents to be submitted, whether essential or supplementary, 

fill in the fields in the same way as done for the main document. 

 
 

For essential and supplementary documents, file formats other than PDF and HTML are also 
accepted, including: amr, avi, bmp, csv, doc, docx, dwg, gif, htm, jpeg, jpg, json, mp3, mp4, mpeg, 
mpg, odp, ods, odt, ogg, ogv, p7s, png, ppt, pptx, svg, txt, wav, wmv, xls, xlsx, xml, zip. 
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Step 7: complete the submission: 

 

to complete the procedure, click on Submit Petition. A window will appear with 

information about the submission. Read it carefully, enter your Position/Role, type your 

password, and click on Sign. 

 

 

Once the submission is completed, the Electronic Protocol Receipt will be displayed, as 

shown below. 
 

 

Done! Your document has been sent to ANAC and made available to the unit 

responsible for its analysis. 
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7.2 INTERCURRENT SUBMISSION 
Intercurrent submission is used when you want to send documents to ANAC to be added 

to an existing process. Thus, if there is an ongoing process and you wish to add a new document 

to it, use this option. 

• hover over the Petitioning option in the side menu and select Intercurrent. 

• on the next screen, enter the process number in which you wish to file the 

document and 

• click on Validate. The system will automatically recognize the process and 

indicate its type. Click on Add. 
 

 

• fields will be made available for specifying the document. Choose the file 

(which must be saved on your computer), indicate its Type, add any additional 

detailing information, and specify its access level. 

• then, specify the access level and add the document. Finally, click on “Submit 

Petition”. 

Remember: 

 

• you can view all Electronic Protocol Receipts on the main page of the Electronic Protocol System; 

• do not forget to keep the original source documents submitted to ANAC, as the Agency may request 

that you present them in case of doubt; 

• the interested party is responsible for the accuracy of the information submitted. Improper use of the 

Electronic Protocol may result in administrative, civil, and even criminal sanctions; 

• if you have any question, contact the technical department responsible for analyzing your 

request/document or submit an information request to the Agency via “Fale com a ANAC” (Talk to 

ANAC). 
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The procedure is similar to submitting a document when initiating a new process. 

If you have any questions about how to complete the fields, refer to the section on 

Document Submission/New Process in this Guide. 
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8. ELECTRONIC PROTOCOL RECEIPT 
For your security, the system allows you to view all receipts for documents submitted 

to the Agency. 

 

To do so, click on the Electronic Protocol Receipt option in the side menu. The 

following screen will be displayed: 

 

To access the receipt, click on the icon, as highlighted above. 
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9. ELECTRONIC NOTICES 
As established by Resolution No. 520, dated July 3, 2019, as of December 31, 2019, 

individuals and legal entities whose activities are regulated by the Agency are notified 

electronically. 

 

9.1 How to view received notices: 
You should periodically check the system to verify whether there are any new notices. 

 

• access the ANAC Electronic Protocol System; 

• in the side menu, click on “Electronic Notices”; 

• a screen will be displayed with the list of received notices. 

 

 

 
Notices may be issued to legal entities or to individuals. In the case of legal entities, 

notices will be made available to their Legal Representative and to the registered Special 

Attorneys. For more information, refer to the section on the registration of the Legal 

Representative and Special Attorneys in this Guide. 

The previous table provides details of the notice, such as process number, notice status, 

and possible actions. 

In the Actions column, you can view the notice, the filing receipt of the response sent 

to ANAC, and the certificate of compliance with the notice. 
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If the notice status is listed as Pending, view the notice by clicking on the icon in the Actions column. This 
way, you will have access to the process. 

In the Actions column, click on the icon. The following screen will be displayed to you: 

 

 

 

 
The effective compliance with the notice will only occur after confirming that the notice has been viewed, as 
highlighted above. 
 

9.2 How to file your response to a notice 

When you click on “Confirm Viewing of the Notice”, you will enable the functionality to submit your 

response to the notice. Thus, locate the icon in the Actions column. 
 

 

Upon clicking on the indicated icon, the following screen will be displayed: 
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Choose the file to be sent to ANAC, enter the additional information, and click on Petition. 

If you have any questions regarding how to fill in the fields, refer to the section on document petitioning in this 
Guide. 

 

 

 

 

 

 
To confirm that your response has been properly submitted to ANAC: 
 

• access the Electronic Notices option in the system’s side menu; 
 

• check the Actions column for notice status and the receipt of the submitted response. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Attention: do not use the Petitioning/Intercurrent functionality to submit responses to a notice. 

 
Attention: 

• confirmation of notice receipt must be completed within fifteen (15) calendar days 
from the date the notice was sent, otherwise it will be automatically deemed completed 
on the last day of this period; 

• when the consultation occurs on a non-business day, the notice shall be considered 
carried out on the first subsequent business day; 

• notices that provide access to the full case file shall be considered as acknowledgment 
and awareness of all procedural acts by the interested party for legal purposes. 
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10. Best Practices for Using SEI 
 

To avoid problems while using the system, follow these guidelines: 

• to access the system, it is recommended to use the Mozilla Firefox browser; 

• always keep the browser updated; 

• perform periodic clearing of the browser cache; 

• names of the files to be attached must not contain diacritical marks or other special 

characters (+, -, /, %, =, <, >, and others); and 

• pay attention to the file size, as the system allows up to 100 MB for the main document 

and additional 100 MB for all essential/complementary documents. 

 

 

 

 

 

 

 

 

  

 
Attention: the system message “You must add at least one Essential Document for each Type” means that, 

for each document type listed in the “document types” field of the “essential documents” section, you must 

attach a digital file. 
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11. Final remarks 
 

The Electronic Protocol was implemented with the aim of streamlining the management 

of administrative proceedings within ANAC, making the analysis faster and facilitating the 

routine of companies and civil aviation professionals. 

We hope this Guide helps you use the Electronic Protocol. 

If you have any questions, please contact “Fale com a ANAC” (Talk to ANAC) 

(https://www.gov.br/anac/faleanac). 

 

Team SEI/ANAC. 
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Graphical User Interface, Application. AI-generated content may be incorrect. 


