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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”.

= Ageéncia Nacional de Aviacao Civil (Anac) What are you looking for? & Q

& Service Channels SE!

Electronic Protocol (SEI!)

Public S h of
Access to the Electronic : 1cSeare z Statement of Agreement Request For Changing
Protocol rocesses an and Truthfulness Registration Data
Documents

FAQ

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

= Agéncia Nacional de Aviacao Civil (Anac) What are you looking for? & Q

o Service Channels SEI!

Electronic Protocol (SEI!)

Public S h of
Access to the Electronic : e earc:; Statement of Agreement Request For Changing
Protocol rocesses an and Truthfulness Registration Data
Documents

FAQ


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.

sel.

Acesso para Usuarios Externos

l Clique aqui para se cadastrar '

Esqueci minha senha

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

AGENCIA NAGICNAL DE AVIAGAT CIVIL

sel.

External User Form

Registration Data

Name:
Foreigner
Passport Number: lIzsuing Country:
v
‘Work Phone: Cell Phone: Home Phone:
Home Address:
Address Complement: District:
Country: State: City: Postal Code:
Brasil A e w

Authentication Data

Personal E-mail:
Password (at least 8 characters with letters and numbers):

Confirm Password:

Submit ] [ Back

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 - 2° andar, Brasilia-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;

¢) 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.
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2. ACCESS TO THE ELECTRONIC PROTOCOL
SYSTEM

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

sel

Acesso para Usuanos Externos

On the main screen of the Electronic Protocol System, you will find the available options
in the menu on the left:

a el

This is a personal page and only you will have access to it. In this menu, you will be
able to:
e check the processes made available for your signature or viewing;
e change the password;
e register the Legal Representative of a company;
e appoint Special Attorneys-in-Fact;
e submit documents in new processes or in existing processes within the
Agency;
e check electronic notices received and responded to;
e view the receipts of the documents you have already submitted to ANAC;
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e access general guidelines for using the Electronic Protocol System; and
e 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:

Controle de Acessos Externos

The pen icon indicates a
document generated by the
agency and made available for
signature by the external user.

4 1 ‘** Intimagdo Eletrénica

‘Column HDescription ‘

‘Processes Hdisplays the number of each process made available for your viewing ‘

‘Document Hdisplays the number of the document made available for your signature ‘

Tvpe indicates the type of document made available for your signature, such as
yp contract, agreement, term, etc.

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

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

Expiry Date .

possible to access the process

‘Actions Hshows 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.

Assinatura de Documento

Usuario Externo:
[ Jayahoo.com.br
Cargo / Funcgao:

Senha

Assinar

-10 -
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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:

Alteracao de Senha
Senha Atual
Nova Senha (no minimo 8 caracteres com letras e numeros)

Confirmar Nova Senha

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.”

Sel

Acesso para Usuarios Externos
o
-

ENTRAR

Clique agui para se cadastrar

Esqueci minha senha I

AGENCIA NACIONAL DE AVIACAO CIVIL
sel

Geracao de Senha para Usuario Externo

E-mail:

| Gerar nova senha | | Voltar [

The system will send you an automatic email with instructions for setting a new password.

-11 -
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S. 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.
e only one Legal Representative can be registered per company.
e 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”.

sej! G E

Responsavel Legal de Pessoa Juridica

Numero do Processo CNP)

- Responsavei Legal | | Stuacso 1] Agdes

On the next screen, enter the Corporate Taxpayer ID Number (CNPJ), input the
verification code, and click on Validate.

Novo Responsavel Legal de Pessoa Juridica

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”.

-12 -
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oo

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.

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 an
time.

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

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.

-13 -
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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.

sei!

On the next screen:

e enter the Type of Power of Attorney and select the Legal Entity Grantor of the
Special Power of Attorney (1);

e 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

e click on Submit Petition (3).

Nova Procuracao Eletronica 9

Tipo dé Procuras

=2

S0 n Pessoa Juridica Outorgante

Atenclo: Para o

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

- 14 -
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appointed as Special Attorneys.

- 15 -
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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.

Remember!

Special Attorneys:
e 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.

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.

-16 -
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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:
o new process: to initiate a new process that does not yet exist at ANAC; and
. intercurrent: to submit documents related to an existing process.

71 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”:

Peticionamento de Processo Nowvo

dade peiscaii pars 3 ANAC

I Escolha o Tipe do Processo que dessja iniciar: l

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).

-17 -
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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 |
q ; I e main process document
. mandatory for a e without it, the process will not
Main Document processes be accepted

only 1 file PDF or HTML

mandatory for some

Essential Documents 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

Tipo de Processo

Step 3: submission specification

o 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.

Formulario de Peticionamento

Especficacio (resumo bimtado a 100 caracteres)

Interessados n

Pessoa Fisica Pessoa Jundica

CPF/CNPJ

Nome/Razio Socal

Step 4: selection of the interested party:
Interested Party — Legal Entity:

select Legal Entity.

-18 -
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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:

Cadastro de Interessado - Pessoa Juridica

Natureza
®) Peszoa

Formulario de Cadastro

Tipo de Interessado.
Razao Social
CNPJ

Telefone:

Endereco Bairro:

Estado Cidade CEP.

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

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.

Interessados: [@l

’\.\’ Pessoa Fisica () Pessoa Juridica

CPF: Nome:

Validar Adicionar

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.

-19 -
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o after selecting it, fill in the document’s supplementary information.

Documentos

Documento Principal (100 Mb)

Tipo de Documento Complemento do Tipo de Documento n

v
Nivel de Acesso Hipotese Legal n

v v
Formato: [E

Nato-digital Digtalizado

Nome do Arquivo 3 Tamanho Documento Nivel de Acesso Formato

Remember!

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

internal document:
o the system provides an internal editor:

Documentos

Documento Principal EB Fomml.m!“.chq:m aqun para editar conteudo) I

Nivel de Acesso [ Hipotese Legal [H

o when you click on the link, a document will be made available for editing,
similar to the following:

-20 -



Electronic Protocol Guide

23 seranac.gov.br/sei/controlador_externo.phpacac=md_pet_editor_ montar&id_sene=43808id_orgao_acesso_externo=( 128d a
.‘-u.auls~\.ue,,-- ‘| Qe =/ » s ana s
DECLARACAO DE TIPO DE USO PUBLICO 2
AERODROMO - DECLARACAO DO TIPO DE USO PUBLICO
| [papos DO AERODROMO
{Indicador de Localidade (Codigo OACT):
INome do Aerodromo:
Municipio/UF:
INTERESSADO
[Nome (operador do aerédromo):
]
[E-mail: -
o after completing the document, save it and continue with the submission.
o 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.

Documentos

Documento Principal (100 Mb)

Tipo de Documento n Complemento do Tipo de Documento

Nivel de Acesso

Formato
Nato-digital Digntalizado

Nome do Arquivo Tamanho Docurmento Nivel de Acesso Formato

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

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).

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

-21 -
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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.
Nivel de Acesso n
v
Formato n Conferéncia com o documento digitalzado
Nato-digital (@) Digitalizado v

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, wmyv, xls, xIsx, xml, zip.

_22.
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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.

Concluir Peticionamento - Assinatura Eletronica

Usuario Externo

Carlos Almeida Cardoso

Cargo/Funcao:
Analista Administrativo V!
Senha de Acesso ao SEI

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

Reclbo Eletronico de Protocolo - 9524277

Usuario Externo (signatario); Carlos Almesda Cardoso
Data e Horario: 05012024 1414 46
Tipo de Peticionamento: Processo Novo
Numero do Processo: 00058 000982/2024-50
Interessados:
CARLOS ALMEIDA CARDOSO
P los dos D (i SEI):
- Documento Principal:
- Requenmento Vald /Alteracao Grau Conectividade 9524275
- Documentos Essenciais:
- Relaténo Fotografico 33 9524276

0 Usuéno Externo acima wentificado for previamente avisado que o peticionamento importa na aceitacho dos termos e condiches que regem o processo eletrdnico, além do
ESPOSIO NO Credenciamento prévio, @ nNa assinatura dos documentos nato-digitais e declaracio de que B0 auténlicos os d»guskzaoos sendo responsavel cvil, penal e
admir ente pelo uso do. Ainda, foi do que os niveis de acesso indicados para os doc tos 4 analise por servwdor publico, que
poderd alterd-los a qualquer momento sem necessidade de prévio aviso, @ de que s30 de sua exclusiva responsabilidade

* a conformidade entre os dados mformados @ os documentos,

* 2 conservacio dos onginais em papel de documentos digitalizados até que decasa o direito de revisio dos atos praticados No PrOcesso, Para que, Caso solicitado, sefam
apresentados para qualquer tipo de conferéncia

o 3 realizacdo por MoK oletrdnico de todos s alos @ COmMUNICAGheS Processuas com o propno Usuédno Extemo ou, por seu intermédio, com & entidade porventura
representada;

* aobservancia de que 0s atos proc S8 C no dia e hora do recetsmento pelo SEI, considerando-se tempestivos os praticados até as 23h59min50s
do Gltimo dia do prazo, considerado sempre o hordrio oficial de Brasilia, independente do fuso horéno em que $e encontre,

* a consulta periddica ao SEI, a im de verificar o recebimento de ntimagdes eletronicas

A oxistdncia deste Reabo, do p @ dos doct sama dos pode ser confenda no Portal na Intemet do(a) Agéncia Nacional de Aviagao Civl

Done! Your document has been sent to ANAC and made available to the unit
responsible for its analysis.

-23 -
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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).

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.

e hover over the Petitioning option in the side menu and select Intercurrent.
e on the next screen, enter the process number in which you wish to file the
document and

e click on Validate. The system will automatically recognize the process and
indicate its type. Click on Add.

Peticionamento Intercorrente

lnmn g

e 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.

e then, specify the access level and add the document. Finally, click on “Submit
Petition”.

_24 -
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Documento (tamanho mdcamo. 100Mb)
| Excother s | e
Tipo de Documento [ ] Complemento do Tipo de Documento a

Nivel de Acesso n

Formato (Bl —

Mato-degtal Digptalizacd

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.

-25.-
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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:

sel!
Recibas Eletrénicos de Pratacola

Tipo che Pebacionurnento

] Fim

8 s

To access the receipt, click on the icon, as highlighted above.

-26 -
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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.

e access the ANAC Electronic Protocol System;
e in the side menu, click on “Electronic Notices”;
e ascreen will be displayed with the list of received notices.

Biiermen do Procetss Pt che Dxpacic b whib Tt Pttinating

Tipe the Intimacha Gitusa ks

B

I

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.

-27 -
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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.

1 ———
sel

Acesso Externo com Acompanhamento Integral do Processo

Lista de Protocolos (2 regrtron)

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

Consultar Intimacao Eletronica

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.

Processo / Documento Tipo Data Unidade Agdes

2309853 Anexo teste 06/09/2019 GTIG!

2309854 Racibo Eletrénico de Protocolo 06/00/2019 GTG!

2310413 Oficio 20 0412/2019 GIGI Ay
2310415 Certidao de Intimagao Cumprida 0411272019 GTGI

2310416 Anexo teste 0411272019 GTGI

2310417 Recibo Eletrénico de Protocole 04/12/2019 GIG!

2310434 Oficio 21 05112/2019 GTG! o &
2310435 Certidao de Intimagao Cumprida 05112/2019 G1GI

Upon clicking on the indicated icon, the following screen will be displayed:

-28 -
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Peticionamento de Resposta a Intimacao Eletronica

Tipo de Resposta

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.

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

To confirm that your response has been properly submitted to ANAC:
e access the Electronic Notices option in the system’s side menu;

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

Attention:

e 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.

-29-



10. Best Practices for Using SEI

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

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

e always keep the browser updated;

e perform periodic clearing of the browser cache;

e names of the files to be attached must not contain diacritical marks or other special
characters (+, -, /, %, =, <, >, and others); and

e 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.

-30 -



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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