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1. Introduction

In December 2018, the procedure for submitting an electronic application for a craft licence was
revamped on the SPOT Slovenian Business Point portal for prospective craftspeople. As part of the
redesign of the procedure, a set of procedures linked to the craft licence was finalised, such as:

* change of data in the Craft Register,

* removal of a craftsperson from the Craft Register,
» issue of EU certificate for craftspeople,

* obtaining a duplicate craft licence.

Legal framework:
* Small Business Act (Obrz) (Official Gazette of the Republic of Slovenia , Nos. 40/04 — official
consolidated text, 117/06 — ZDavP-2, 102/07, 30/13 and 36/13 — corr.)

* Rules on the procedure for issuing craft licence and on the Craft Register and
* Decree on craft activities

If a representative craft licence is lost, destroyed or damaged, the Chamber of Craft and Small Business
of Slovenia (hereinafter referred to as the OZS) may issue a duplicate representative craft licence to the
holder upon his/her application.

In order to ensure the security of legal transactions, the OZS must make public on its website
information on lost, destroyed, damaged and withdrawn representative craft licences, as follows:

- the name of the authority that issued the representative craft licence,
- number of the representative craft licence,
- date of issue of the representative craft licence,

- date of notification of loss, destruction and damage or the date of withdrawal of the
representative craft licence.


http://www.pisrs.si/Pis.web/pregledPredpisa?id=ZAKO355
http://www.pisrs.si/Pis.web/pregledPredpisa?id=ZAKO355
http://www.uradni-list.si/1/objava.jsp?sop=2004-01-1657
http://www.uradni-list.si/1/objava.jsp?sop=2004-01-1657
http://www.uradni-list.si/1/objava.jsp?sop=2006-01-5018
http://www.uradni-list.si/1/objava.jsp?sop=2006-01-5018
http://www.uradni-list.si/1/objava.jsp?sop=2007-01-5069
http://www.uradni-list.si/1/objava.jsp?sop=2013-01-1129
http://www.uradni-list.si/1/objava.jsp?sop=2013-01-1129
http://www.uradni-list.si/1/objava.jsp?sop=2013-21-1427
http://www.uradni-list.si/1/objava.jsp?sop=2013-21-1427
http://www.uradni-list.si/1/objava.jsp?sop=2013-21-1427
http://www.uradni-list.si/1/objava.jsp?sop=2013-21-1427
http://www.uradni-list.si/1/objava.jsp?sop=2013-21-1427
http://www.pisrs.si/Pis.web/pregledPredpisa?id=PRAV11791
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2. Instructions for completing the application for a duplicate craft
licence

2.1. Login to the SPOT portal

Before starting to complete the application, you must first log in to the SPOT portal at the following
address — https://spot.gov.si/.

W . v Prijava

SLOVENSKA
SP O T | posLovna
TOCKA

@ rostovanje [ DElAVNOSTIINPOKUCH  (S) PORTALINTOCKESPOT I3 E-POSTOPKIINSTORMTVE  [2) POMOE IN PODPORA 53 Moj spoT

Portal SPOT - e-postopki in storitve

)

Prijavite se v portal SPOT

EVROPSKA UNIIA
EVROPSEI SELAD 74

................

? Portalin tocke SPOT

Portal SPOT vam omogenéa e-poslovanje z drzavo. V portal se prijavite s POMOC IN PODPORA

Enotni kontaktni center dr¥avne uprave
Telefon: 0BO 2002 (ponedeljek-petek: 8.00-22.00

kvalificiranim digitalnim potrdilom. Vet informacij o prijavi na portal SPOT.

Prijava s certifikatom SI-PASS prijava

Telefon: 080 2002

@-t@ga. H]

Figure

Figure 1: Login to the system

You are advised to log in via the SI-PASS login, as this method will soon become mandatory. Registration
instructions are available here.

2.2. Selection of company

After successful login to the SPOT portal, you need to select the business entity that is the subject of
the application. If the entity is a sole trader, the tax ID number of the entity is entered in the box “Vpisite
davéno Stevilko s.p.” [Enter the tax ID number of the sole trader]. For other business entities, the
registration number of the business entity is entered in the box “Vpisite 10 mestno mati¢no Stevilko”
[Enter 10-digit registration number]. The taxable person can also be selected by clicking on the tax ID
numbers in the “Zadnja uspesna iskanja” [Last successful searches] or “Pooblastila” [Powers of
attorney] tab. The portal user can only select the business entity for which he/she is registered as a
responsible person in the PRS (Slovenian Business Register).


https://spot.gov.si/
https://spot.gov.si/
https://www.si-trust.gov.si/sl/si-pass/
https://www.si-trust.gov.si/sl/si-pass/
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If a user who is not the responsible person will be submitting applications, he/she must arrange for a
power of attorney.

Delo s poslovnim subjektom

tooke lahko opravijate 2a subjekte, pri Katerih ste registrirani kot odgovorna oseba all pa ste za delo s subjektom poobladéeni

P~ ; 2
2o imate 2.9.7 Vaia davéina Stevilia jef & maticna st / poslovni subjekt / postopek

Da
")

“

Vpisite davéno Stevilko s.p. @
Zadnja uspedna iskan@ Pooblastila

Vpisite 10-mestno mati¢no Stevilko 0,

CSO Lublana

Podjpetie

Podrtie

Vpidite SPOT 3tevitko (2

Figure 2: “Delo s poslovnim subjektom” [Business Entity Section]
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2.3.  Selection of procedure

From the procedures available to the selected company in the Chamber of Craft and Small Business of
Slovenia (OZS) category, select the procedure “Pridobitev dvojnika obrtnega dovoljenja” [Obtaining a
duplicate craft licence].

0zs

« Pridobitev obrtnega dovoljenja
Portal omogoca oddajo vloge za pridobitev obrtnega dovoljenja.

« Sprememba podatkov v obrtnem registru
Portal omogoca oddajo vloge za spremembo podatkov v obrtnem registru.

« lzbris obrtnika iz obrtnega registra
Portal omogoca oddajo vloge za izbris iz obrtnega registra.

« lzdaja evropskega potrdila za obrtnike
Portal omogoca oddajo vloge za izdajo evropskega potrdila.

« Pridobitev dvojnika obrtnega dovoljenja (GD)
Portal omogoca oddajo vloge za pridobitev dvojnika obrtnega dovoljenja.

« Pridobitev licence za opravljanje prevozov v cestnem prometu
Portal omogoca samostojnim podjetnikom oddajo vloge za pridobitev obeh vrst licenc (licenta skupnosti, nacionalna licenca) za
opravljanje vseh vrst prevozov (blaga, potnikoy, taxi) v cestnem prometu.

« Obnova licence za opravljanje prevozov v cestnem prometu
Portal omogoca samostojnim podjetnikom oddajo vioge za podaljSanje obeh vrst licenc za opravljanje vseh vrst prevozov v cestnem
prometu.

« Sprememba podatkov licence za opravljanje prevozov v cestnem prometu
Portal omogoca samostojnim podjetnikom prijavo sprememb podatkov podjetja, dodajanje in odvzemanje vozil, dodajanje in
brisanje upravljavcev prevozov, sprememb podatkov licence za opravljanje prevozov v cestnem prometu

« Pridobitev dvojnika originala licence, izvoda licene za vozilo ali taxi nalepke
Portal omogoca samostojnemu podjetniku oddajo vloge za pridobitev dvojnika originala licence, posameznega izvoda licence za
vozilo ali taxi nalepke.

« Potrdilo za voznike - nedrzavljane EU
Portal omogoca samostojnim podjetnikom oddajo vloge za pridobitev potrdila za voznika, ki ni drzavlja EU

« Odjava voznika, ki ni drzavljan EU
Portal omogoca samostonjim podjetnikom odjavo voznika, ki ni drzavijan EU

Figure 3: Selection of procedure

2.4, New application

1. Step 1: Legal entity details
The first part of step 1 shows your personal data extracted from the SiPASS login system, and your
company’s basic details extracted from the PRS.
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Podatki o podjetju

Naziv podjetja (kratki)

Prost Test. d.o.o.

Dolgi naziv podjetja

Naslov

Baragova ulica 005 , 1000 Ljubljana,

Mati¢na Stevilka Davcna Stevilka
6943683000 7557793

Zastopnik podjetja

Ime in priimek Tip zastopnidtva

Podatki osebe, ki izpolnjuje/oddaja vlogo

Ime Priimek
Jure Prost
Naslov

Novi log 19A, Hrastnik, 1430, Hrastnik, S

Kontaktni podatki

Telefon E-posta *

Kontaktni telefon (+386 (1) 999 9999 jure.prost22@gmail.com

Figure 4: Applicant

In the second part of step 1, you select the reason for obtaining a duplicate.
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Razlog

Stevilka obrtnega dovoljenja: Datum izdaje obrtnega dovoljenja:

9911 8 1512017

Reprezentativno obrtno dovoljenje se je: *
_) izgubilo

(®) unicilo

(O poskodovalo

O drugo

*

[] seznanjeni smo, da mora zarad zagotovitve varnosti pravnega prometa OZS na svojih spletnih straneh javno objavit
podatke o izgubljenih, uniéenih, podkodovanih in odvzetih reprezentativnih obrtnih dovolienjin

Shrani Podpisovanje vioge
Figure 5: Reason
You continue the procedure by signing.
2. Step 2: Signing the application

In this step you will see a full read-out of the application.
Podatki osebe, ki izpolnjuje/oddaja vlogo
Ime Priimek
Naslov

ovi log 19A, Hrastnik. 1430. Hra: Si
Kontaktni podatki
Telefon E-posta *
elefon (+386 (1) 993 9999 jure.prost22@gmail.com

Razlog
Stevilka obrtnega dovoljenja: Datum izdaje obrtnega dovoljenja:
991111 £ | 1512017

Reprezentativno obrtno dovoljenje se je: *
_ izgubilo

® unitilo
) poskadovalo

D drugo

*

[[] seznanjeni smo, da mora zarad zagotovitve varnosti pravnega prometa OZS na svojih spletnih straneh javno objaviti
podatke o izgubljenih, uni€enih, poskodovanih in odvzetih reprezentativnih obrtnih dovaljenjih.

Shrani Podpisovanije vioge

Figure 6: Display/preview of the application
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By clicking on the “Podpisi” [Sign] button at the bottom of the display, the portal redirects the user to
"SiPASS", which allows cloud-based signing. By entering the SiPASS password, you sign the application.

SI-TRUST

SI-PASS

Storitev za spletnAo prijavo jn e-podpis

2
()
E-podpis dokumenta

Vnesite svoje geslo SI-PASS za e-podpis
dokumenta

Vloga.xml
Vloga.pdf

e

Nazaj

Figure 7: Si-PASS signature

G

If you notice that you have made some mistake, by clicking on the “Nazaj na obrazec” [Back to form]
button you can return to the form and correct the mistake. You can also print the application before

signing it.

3. Step 3: Electronic payment

Za vaso vliogo je potrebno placati naslednje stroske/takse:

Upravna naloga

1x33.00€

4

nesek

23 placio

Podatki o placilu UPN:

lzdaja dvojnika obrtnega dovoljenja

33.00€

33.00€

Naziv prejemnika:
Naslov prejemnika
IBAN:

Koda namena:
Namen:

Skicireferencs

Prilozite potrdilo o placilu

Prebrskaj Izberits vaso datotsko

Obrtno-podjetniska zbornica Slovenije
Celovika cesta 71, Ljubljana, 1000 Ljubljana
5156 0201 3025 3606 416

COST

S5147409000/03-313-12-14/2018

00 5147408000-0331312-14

Natisni UPN

Figure 8: Display of payment details

10
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The Payment of Costs of Procedure step displays the amount of the charge and payment details. The
cost of procedure for the issuing of a duplicate is EUR 33.00.

To make it easier to pay, you can print out the universal payment order and pay the costs at your bank.
If the payment cannot be made in a short time, click on the “Namzije” [Desktop] link (top right) to
interrupt the procedure and resume it after the payment has been made. To continue the procedure,
you need proof of payment, which you can attach in image (JPEG, PNG, TIFF) or PDF format by clicking
on the “Prebrskaj” [Browse] button. Once the receipt is attached, the Submit Application button is
activated.

4. Step 4: Submitting the application
At this point, the system offers you the option of saving the signed application with attachments in your
own records. Once the application has been submitted, the user no longer has access to it. The “Poslji”
[Submit] button is activated in the event that you download your application or confirm the box “Ne

Zelim prenesti vloge” [I do not want to download my application]. To continue, click on the “Poslji”
[Submit] button.

Figure 9: Full application download and submission

11
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5. Step 5: Conclusion

The portal submits the application to the competent authority for processing. In the final step,
submission details and the link to the desktop are displayed. The applicant receives an email notification

that the application has been submitted.

Spostovani/-a Jure Prodt,
Vasa vioga je bila uspesno oddana!

Podatki o viogi

Pridobitev dvojnika obrtnega dovoljenja

Oznaka v
Ocdano

09000/03-3
st 2021

13-12-

-1/2021

Zadnja sprememba:
Avtor zadnje spremembe:
Pristojni organ:

Stroski postopka

Vas komentar

To viogo lahko paimenujete, oziroma ji dodate neko opisno identifikacijsko oznake, po kateri boste v

Vsebina tega poljz bo prikazana na seznamu viog na namizju

Odstran

vsaki spremembi statusa Vase viose.

se vioge so na voljo na namizj

Figure 10: Conclusion

elsktronsko posiana pristojnemu organu. V naslednjih dneh bo vl

25.08.2021 12:31:30

Jure Prost

Obrtno-podjetnidka zbornica Slovenije

3300 €

logo lazys nasli v seznamu.

o=a sprejeta in pregiedana. Preko e-poste boste

Shrani kamentar

12
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2.5. Supplement the application

If the application is not complete, the competent authority will ask you to supplement it. You can
supplement your application electronically by selecting the application you wish to supplement from
the list of pending applications and selecting “Dopolni” [Supplement] in the “Delo z vlogo” [Application
Section].

Seznam vlog v postopkih

SPOT stevilka

[# 5147409000/03-313-12-1/2021

(¥ 5147409000/03-313-14-18/2021

(H 5147409000/03-313-13-3/2021

Postopek

Pridobitev dvojnika obrtnega dovoljenja

Pridobitev obrtnega dovoljenja

Izdaja evropskega potrdila za obrinike

Status Datum
Vloga je bila 2508.2021
poslana na

registrski organ

Vloga je bila 25082021
poslana na

registrski organ

Vloga je bila 26082021
poslana na

Figure 11: Company desktop — “Seznam vlog v postopkih” [List of pending applications]

Podatki o vlogi

Odgovorna oseba na vlogi: Uporabnik od doma
SPOT Stevilka: 51£7409000/03-313-12-1/2021
Postopek : Pridobitev dvojnika obrtnega dovoljenja
Status vioge : Vloga je bila poslana na registrski organ
[# Zgodovina vloge

Delo z vliogo

* Dopolni

* Preklici

Figure 12: Company desktop — “Podatki o vlogi” [Application details]

Datum
brisanja
vloge

The portal offers a specific form where the applicant has the option of describing missing information
or adding missing attachments.

By clicking on the “Naprej” [Next] button, the portal displays a preview of the application and offers
signing and submission of the application.

13
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Dopolnitev vioge

S pritiskom na sumb "Naprej" boste kreirzli dopis za dopolnitev vioge, ki se bo posredoval pristojnemu organu. V kolikor Zelits lahko dopisu
priloZite priloge ali vase opombe namenjene pristojnemu organu.

Vlagatelj lahko dopolni svojo vioso ves cas med postopkom na prvi stopniji do vrocitve odiocbe in med postopkom na drugi stopnji do
vrocitve odlocbe.

Podatki o vlogi, ki jo zelim dopolniti:
Pridobitev dvojnika obrinega dovoljenja
Oznaka vioge: 5147409000/03-313-12-1/2021

atum nastanka: 25. aveust 2021 - Oddano

Priloge

Pripnite ustrezna dokazila cz. priloge.
Prebrska) Izberte vaso datwotsko

Opomba

‘pisite kratko obrazloZitev vase dopolnitve zsoraj navedens viose.

Dopis za dopolnitev vioge

2= LEEL I dopisa v PDF obliki

Nazaj na namizje m

Figure 13: “Dopolnitev vloge” [Supplement the application] form

14
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2.6. Withdrawal of application

Before the application is decided, the portal allows the applicant to withdraw the application. On the
“Podatki o vlogi” [Application details] page, selecting the “Prekli¢i” [Cancel] button will start the
withdrawal procedure.

Podatki o vlogi
Odgovorna oseba na viogi: Uporabnik od doma
SPOT Stevilka : 5147409000/03-313-12-1/2021
Postopek : Pridobitev dvojnika obrtnega dovoljenja

Status vioge : Vloga je bila poslana na registrski organ

(# Zgodovina vloge
Delo z vlogo

¢ Dopolni

= Preklici

Figure 14: Company desktop — “Podatki o vlogi” [Application details]

The portal offers a fully extracted application for the withdrawal of the application, with all the
necessary information.

By clicking on the “Naprej” [Next] button, the portal displays a preview of the application and offers
signing and submission of the application.

Umik vioge

e, ki s2 bo posredoval pristojnemu organu. V kolikor Zelits lahko dopisu

viogo ves ¢as med postopkom na prvi stopnji do vrocitve odlocbe, v Casu, ko tece pritozbeni
opnji do vroditve odlccbe

Podatki o vlogi, ki jo zelim umakniti:
Pridobitev d.'o;nlka obrtnega dov oljen[a

Ozna

Figure 15: “Umik vloge” [Withdrawal of application]

15



OBRTNO-PODJETNISKA
*<==ZBORNICA
SLOVENIJE

ﬂ
il

i

i
i

SLOVENSKA
POSLOVNA
TOCKA

sp(Or

2.7. Tracking application status

Vloge
Seznam vlog v postopkih
viailja n
vloge
5147409000/03-313-12-1/2021  Pridobitev dvojnika obrtnega dovoljenja Vloga je bila 25.08.2021
poslana na
registrski organ.
5147409000/03-313-14-18/2021  Pridobitev obrtnega dovoljenja Vloga je bila 25.08.2021
posiana na
registrski organ.
5147409000/03-313-13-3/2021  |zdaja evropskega potrdila za obrtnike Vloga je bila 2408.2021
poslana na
registrski organ.
Delni seznam oddanih vliog
SPOT stevilka Postopek Status Datum
(# 2256584000/03-184-1-105/2021 Vloga za registracijo poslovnega subjekta z dejavnostjona  Vloga je bila 04.08.2021

podrocju medicinskih pripomockov

prekinjena s
strani viagatelja
ali registrskega
organa.

[ 2256584000/03-184-1-165/2021  Vloga za registracijo poslovnega subjekta z dejavnostjo na  Registrskiorgan  23.07.2021

podrocju medicinskih pripomockov

je resil vlogo.

Figure 16: Company desktop — “Seznam vlog v postopkih” [List of pending applications] and “Delni seznam oddanih vlog”

[Partial list of submitted applications]

Details of applications not submitted, submitted or under consideration can be found in the list of
pending applications. When an application is decided, it is moved to the partial list of submitted

applications.
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