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1. Introduction 

 

In January 2020, a new procedure for submitting an electronic application for an EU certificate for trade 
in animals and plants as well as parts or derivatives thereof was launched on the SPOT Slovenian 
Business Point portal. 
 
Legal framework: 
 
Nature Conservation Act (Articles 25 and 25a) 

Decree on the conduct and protection methods in trade in animal and plant species  

Council Regulation (EC) No 338/97 on the protection of species of wild fauna and flora by regulating 

trade therein (Articles 8 and 10) 

Commission Implementing Regulation (EU) No 792/2012 laying down rules for the design of permits, 

certificates and other documents provided for in Council Regulation (EC) No 338/97 on the protection 

of species of wild fauna and flora by regulating trade therein and amending Commission Regulation (EC) 

No 865/2006 

 
The procedure is aimed at domestic business entities. The procedure will only be possible through the 

SPOT portal and not also through the eugo.gov.si portal.  

http://pisrs.si/Pis.web/pregledPredpisa?id=ZAKO1600
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2. Instructions for completing the application for an EU certificate 

for trade in animals and plants as well as parts or derivatives 

thereof  
 

2.1 Logging in 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/. 

Figure 1: Logging in to the SPOT portal 

 

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

instructions are available here.  

 

  

https://spot.gov.si/
http://evem.gov.si/info/pomoc-in-podpora/navodila-za-izvedbo-e-postopkov/SI-PASS-registracija/
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a. 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 "Vpišite 

davčno številko 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 "Vpišite 10-mestno matično številko" 

[Enter 10-digit registration number]. The taxable person can also be selected by clicking on the tax ID 

numbers in "Zadnja uspešna 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). If a user who is not the responsible person will be 

submitting applications, he/she must arrange for power of attorney. Instructions on the procedure of 

conferring power of attorney are available on this webpage.  

 

Figure 2: Business entity section 

 

 

 

 

 

 

 

 

 

 

 

Instructionsonhowtocarryouttheauthorisationprocedureareavailableonthiswebsite.
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b. Selection of procedure  
 

From the procedures for the selected company in the MOP category, select the procedure "Pridobitev 

potrdila EU za trgovanje z živalmi in rastlinami ter njihovih delov ali izdelkov iz njih" [Obtaining EU 

certificate for trade in animals and plants as well as parts or derivatives thereof]. 

 

Figure 3: Selection of procedure 
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c. New application 
 

Step 1: Applicant details 

In the first step, the purpose of the EU certificate must be selected. The system offers three options. 

The commercial activities certificate is preselected.  

This step further shows the company's (legal entity's) details ("Podatki o vlagatelju potrdila") extracted 

from the PRS (Slovenian Business Register – AJPES), and your personal data ("Kontaktni podatki – osebe, 

ki oddaja vlogo") extracted from the SiPASS login control.  

The system requires the full name and address of the actual importer, not of an agent. 

 

Figure 4: Details of the company that is the requesting party 

 

 

 

 

 

 

 

 

Figure 5: Applicant details 
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If you are an agent/a company employee who has power of attorney to submit this application ("Podatki 

o podjetju, ki ima pooblastilo"), you fill in the details of the company you work for and attach the power 

of attorney. 

 

Figure 6: Details of the company holding power of attorney 

At the end of this step, select one option from the five different purposes of the application. The pre-

selected purpose is point b) "Izvzeti osebke vrst iz priloge A iz prepovedi, ki se nanašajo na komercialne 

dejavnosti iz člena 8.1 Uredbe (ES) št. 338/97" [To exempt specimens of Annex A species from the 

prohibitions of the commercial activities laid down in Article 8.1 of Regulation (EC) No 338/97]. 

 

Figure 7: Purpose of the application 
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Step 2: Specimen details  

Provide details of the wild species for which you wish to obtain trade certificates. 

A certificate can be granted for several types of specimens and several specimens of one or more 

species.   

First, select "Znanstveno/slovensko ime vrste" [Specimen type (scientific or Slovenian name)] from 

the list. Enter a keyword and the list will be reduced to the selected hits that include that word. If 

the species is not listed, tick the declaration "Vrste ni na seznamu" [Species not listed] and enter 

"Znanstveno ime" [Scientific name] and "Slovensko ime" [Slovenian name] of the species as well as 

"Dodatek CITES" [CITES Appendix] and "Priloga ES" [EC Annexes] in the boxes provided. In this case, 

these boxes are mandatory.  

 

Figure 8: Selection of species – search for the relevant species 

This is followed by a description of the specimen ("Oznaka opisa osebka/osebkov"), which should 

be as precise as possible and contain a three-letter code in accordance with Annex VII of Regulation 

(EC) No 865/2006. A list of 71 descriptions with codes is provided together with their descriptions. 

By entering a keyword, the list is reduced to the hits that include the keyword. 

To indicate the source ("Vir"), a list of codes is provided. If you select option I ("Odvzeti ali zaseženi 

osebki" [Confiscated or seized specimens]) or option O ("Predkonvencijski osebki" [Preconvention 

specimens]) you must select an additional source, if you select U – "Vir ni znan" [Source unknown], 

you must enter an additional justification ("Utemeljitev neznanega vira") in the box provided. 

 

Figure 9: Description of specimen and indication of source – lists 
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Describe also "Dovoljeni kraj bivanja za žive osebke vrst iz priloge A, vzete iz narave" [Authorised 

location for live specimens of Annex A species taken from the wild]. This box appears when you 

select LIV for the specimen description code and W for the source – "Osebki odvzeti iz narave" 

[Specimens taken from the wild]. 

 

 

 

 

 

 

Figure 10: Authorised location for live specimens 

 
In the next step, a more detailed description of the specimens is required.  

For each specimen, provide details such as the number and markings, and add a description of the 

specimens. In the case of a large number of identical specimens, a list of marking codes (rings or 

microchips) may be attached ("Priložite datoteko s podatki o mikročipih"). If the specimen(s) is/are 

marked in another way, this should be described in the box provided ("Dodaten opis 

osebka/osebkov iste vrste").  

In the case of a live specimen, the sex ("Spol") and date of birth ("Datum rojstva živega osebka") 

are also to be filled in.  

Add a new specimen by clicking on "Dodajte nov osebek/osebke" [Add new specimen(s)] button at 

the end of the above sections.  

 

Figure 11: Description of specimens 
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Next, in the list below, select the country from which the specimens originate ("Država porekla" 

[Country of origin]). The country of origin is the country in which the specimens were taken from 

the wild, born and bred in captivity or artificially propagated. 

If the country of origin is a third country (i.e. not a Member State), the import data ("Uvoz") must 

also be completed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 12: Adding a country of origin – searching the relevant country 

 
Add a new species by clicking on "Dodaj novo vrsto osebkov" [Add new type of specimens] button 

at the end of the above sections.  

 

Figure 13: Add new specimen type 

Proceed to step: Confirmations and declarations. 

 

  



 
 

14 

Step 3: Confirmations and declarations  

 

In the first part of the step, the system provides a list of options from a) to g). By selecting one of these 

options, you confirm the way in which the specimens have been acquired. Additional justification for 

the selection can be provided in "Opombe" [Note box]. 

 

Figure 14: Confirmation of the manner of specimen acquisition. 

Attach supporting documentation ("Priložite dokazano dokumentacijo") to the application and tick 

appropriate declarations where necessary. 

 

Figure 15: Attaching supporting documents and making a declaration. 

 

Proceed to signing.  
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Step 4: Signing the application 

In this step you will see a full read-out of the application. At the bottom of the read-out, you have the 

option to print the application ("Natisni"), return to the form ("Prejšnji korak") to correct entered 

information and proceed to signing ("Podpisovanje vloge"). The signing process generates a folder 

(compressed ZIP folder) containing the signed PDF application, the signed XML and all the attached 

documents. 

 

Figure 16: Read-out/preview of the application 

By clicking on "Podpiši" [Sign] button, the portal redirects the user to "SiPASS", which allows cloud-based 

signing. By entering the SiPASS password, you sign the application. 

 

Figure 17: Signing in SiPASS 

If you notice that you have made some mistake, by clicking on "Nazaj na obrazec" [Back to form] button 

you can return to the form and correct the mistakes. You can also print the application before signing 

it. 

The process continues to the payment of the fee. 
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Step 5: Payment of costs of procedure 

 

The Payment of costs of procedure step displays the amount of the charge and payment details. As 

this is an electronic procedure, only the fee under tariff 3 is payable. 

 

Figure 18: Read-out of the amount of the costs 

The payment method is then selected. 

a) "Plačilo UPN in prilaganje potrdila o plačilu" [Payment by a universal payment order and 

attachment of the proof of payment]: this payment method allows you to print out the universal 

payment order and make the payment at your bank, but you must attach the proof of payment. 

If the payment cannot be made in a short time, click on "Shrani in zapri" [Save and close] link to 

interrupt the process and resume it after the payment has been made. To proceed, you need 

proof of payment, which you can attach in image (JPEG, PNG, TIFF) or PDF format. 

b) The second payment method "Elektronsko plačilo" [Electronic payment] allows users to pay 

charges electronically via eUJP. eUJP supports card payments, mobile payments and online 

banking. 

 

 

Figure 19: Selection of payment method 

To proceed with the payment, click on "Plačaj elektronsko" [Pay electronically]. 
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The portal will direct you to the UJP e-payment service, which offers various forms of payment. Select 

the most suitable one and fill in the details. If you do not want an anonymous invoice, tick the box 

"Označite in izpolnite podatke, če želite prejeti račun, ki se bo glasil na vaše ime" [Tick and fill in the 

details if you want to receive an invoice in your name]. Then click on "Nadaljuj" [Continue] button. 

Once the payment has been made, the UJP system will display the invoice for you. Click "Zapri" [Close] 

to continue with the application process. 

 

 

Figure 20: Payment to the UJP – read-out of individual items 

 

 

Figure 21: Payment to the UJP – invoice read-out 

Continue the process by submitting the application. 
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Step 6: Submission of application 

 

Figure 22: Full application download and submission 

 
Step 7: Conclusion 

The portal submits the application to the competent authority for processing. The user is presented 

with the details of the submission and a link to the desktop. The user receives in his/her e-mail a 

notification that the application has been submitted. 

 

Figure 23: Conclusion 
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d. Supplementing 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 

"Seznam vlog v postopkih" List of pending applications] and selecting "Dopolni" [Supplement] in "Delo 

z vlogo" [Application Section]. 

 

Figure 24: Company desktop – List of pending applications 

 

Figure 25 : Company desktop – Application details 

 

The portal offers a specific form where the applicant has the option of describing missing information 

or adding missing attachments.  

By clicking on "Naprej" [Next] button, the portal displays a preview of the application and offers the 

signing and submission of the application. 
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Figure 26: "Supplementing the application" form 

 

 

  



 
 

21 

3. Withdrawal of application  

 

Before the application is decided on, the portal allows the applicant to withdraw the application. On 

"Podatki o vlogi" [Application details] page, selecting "Prekliči" [Cancel] button will start the withdrawal 

procedure. 

 

Figure 27: Company desktop – Application details 

 

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

information. 

By clicking on "Naprej" [Next] button, the portal displays a preview of the application and offers the 

signing and submission of the application. 

 

Figure 28: Withdrawal of application  
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4. Tracking application status  

 

 

 

Figure 29: Company desktop - List of pending applications and Partial list of submitted applications 

 

Details of applications not submitted, submitted or under consideration can be found in "Seznam vlog 

v postopkih" [List of pending applications]. When an application is decided on, it is moved to "Delni 

seznam oddanih vlog" [Partial list of submitted applications]. 

 


