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APPROVED by
Decision of the UCCI Presidium 
dated July 21, 2016 No. 14(7)

REGULATIONS on
Procedure of Certification by Chambers of Commerce and Industry in Ukraine of Documents Associated with Foreign Economic Activity 
(Documents of Commercial Nature) 
(as amended by Decisions of the UCCI Presidium 

dated February 23, 2017 No. 20(2),

dated November 15, 2017 No. 28(9))

1. SUBJECT AND SCOPE 
1.1. Regulations on procedure of certification by chambers of commerce and industry in Ukraine (hereinafter referred to as “Regulations”) of documents associated with foreign economic activity shall outline the uniform procedure for activities within the Ukrainian CCI system. 
1.2. The Regulations shall become effective as of their enforcement by the Presidium of the Ukrainian Chamber of Commerce and Industry and remain in force on the whole territory of Ukraine.  
2. REFERENCE SOURCES 
2.1. The Regulations shall be approved based on:
Law of Ukraine dated 02.12.1997 No. 671/97-VR “On Chambers of Commerce and Industry in Ukraine” as amended by the Laws 
dated 10.01.2002 No. 2921-III (2921-14),

dated 29.06.2010 No. 2367-VI (2367-17),

dated 07.04.2011 No. 3205-VI (3205-17), 

dated 16.10.2012 No. 5461-VI (5461-17),

dated 15.04.2014 No. 1206-VII ( 1206-18),
dated 12.08.2014 No.1636-VII ( 1636-18),
dated 02.09.2014 No.1669-VII ( 1669-18 )
specifying the competence of chambers of commerce and industry to certify documents associated with foreign economic activity. 
3. DEFINITION OF NOTIONS, TERMS AND ABBREVIATIONS 
3.1. Certification of documents associated with foreign economic activity (documents of commercial nature) shall mean the procedure for confirming validity of originals of documents of commercial nature issued by enterprises and organizations or state authorities, representative offices of foreign economic entities registered within the territory of Ukraine to be further delivered to their counterparties abroad. 
3.2. Documents associated with foreign economic activity (documents of commercial nature) shall mean the documents supplemented by applicants for certification, particularly:
-  agreements, contracts, their appendices, specifications, invoices, bills of lading, consignment notes; documents of title; customs declarations, declarations of goods’ manufacture; certificates of origin of goods, veterinary certificates, certificates of quality, phytosanitary certificates (their appendices), certificates of free trade, certificates of conformity, hygiene certificates, 
sanitary and epidemiological inspection reports, radiological certificates, health certificates etc.; 

- constituent and registration documents specifying legal entities/natural persons-entrepreneurs and pubic associations associated with foreign economic transactions, particularly: charters, constituent agreements, general meeting minutes, instructions, extracts from the Unified State Register of Legal Entities, Natural Persons-Entrepreneurs and Public Associations etc.   

The given list shall not be exhaustive and other documents of commercial nature executed in the course of foreign economic activity may be presented for certification.

(Paragraph 1 Clause 3.2 Section 3 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 
3.3. Persons admitted to certification of documents associated with foreign economic activity shall mean officials of chambers of commerce and industry who as resolved in the order of the UCCI President are included to the unified register of  persons admitted to certification of document associated with foreign economic activity and whose information along with signature specimens and seal impressions of chambers of commerce and industry are delivered on an annual basis and in centralized manner by the Ukrainian Chamber of Commerce and Industry to the Ministry of Foreign Affairs of Ukraine and respective consular institutions of foreign states. 
3.4. Applicant shall be a company, enterprise, organization, institution, firm etc. or a natural person registered as a person running the business or qualified among independent professions (residents); representative offices in Ukraine of international organizations, foreign companies; enterprises, organizations, firms etc. or a natural person registered in the business-founding country as a person running the business or qualified among independent professions (non-residents); natural persons.

3.5. Chambers of commerce and industry shall mean the Ukrainian Chamber of Commerce and Industry, regional chambers of commerce and industry.

3.6. Application shall be a written address of an applicant in the prescribed form (according to Appendix No. 3 hereto).


(Section 3 is added with a new Clause 3.6 by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9))

4. PROCEDURE FOR CERTIFICATION OF DOCUMENTS ASSOCIATED WITH FOREIGN ECONOMIC ACTIVITY 
4.1. To have documents of commercial nature certified an applicant shall address the Ukrainian Chamber of Commerce and Industry or respective regional chamber of commerce and industry with a completed application in the prescribed form and documents to a person admitted for such function.

(Clause 4.1. Section 4 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

4.1.1. An application in the UCCI-prescribed form on certification of the documents associated with foreign economic activity shall be filed and signed by an enterprise or organisation’s senior official or on his/her behalf by an attorney bearing seal impression of such enterprise. An application of a natural person shall be filed under the hand personally or on his/her behalf by an attorney.   

(Clause 4.1. Section 4 is added with Sub-clause 4.1.1. by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

4.1.2. An application shall contain inter alia: applicant’s name, quantity of presented documents, service rendering mode in CCI and a country where certified documents will be filed.  

(Clause 4.1. Section 4 is added with Sub-clause 4.1.2. by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9))

4.2. A person admitted to certification of documents of commercial nature shall make sure that the presented documents are in conformity with the list of documents as specified in Clause 3.2. of these Regulations. Officials’ signatures and seal impressions on the documents presented for certification shall be clear and free of erasures and corrections.
(Clause 4.2. Section 4 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

4.3. Requirements to documents of commercial nature to be presented for certification: 
4.3.1. The following shall be subject to certification:

- originals of documents duly certified by signatures of competent persons and seals/stamps of respective issuing state authorities, enterprises, organizations, institutions, firms etc.;

- copies of documents duly certified by signatures of competent persons and seals/stamps of respective state authorities, enterprises, organizations, institutions, firms etc. which issued or certified them;

- notarized documents, notarized copies of documents including with notarized translation specifying legal entities/natural persons-entrepreneurs and pubic associations associated with foreign economic transactions.


Documents of commercial nature previously notarized for foreign economic activity including notarized translations shall not be denied certification.   

 4.3.2. The following may not be subject to certification:

- documents contrary to the legislation of Ukraine; 
- originals, copies and photocopies of passports, identity cards, military service record cards, employment record books, gun carry permits, vehicle registration certificates, driving licenses, laws and regulations and explanations on their application; 

- documents with unreadable texts due to their damage, as well as the ones written or signed with a pencil or received by fax and via e-mail;
- damaged documents (torn, worn, unreadable and/or with signs of forgery) and/or documents on two or more separate sheets that are unnumbered, untied and unfixed with signature and seal (if any) of respective state authorities, legal entities/natural persons-entrepreneurs which issued or certified them. 

(Clause 4.3. Section 4 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

4.4. For certification of documents of commercial nature: 

- natural persons shall present their identification document; 

- representatives of enterprises organizations, institutions, companies, firms, entrepreneurs shall present their identification document and a power of attorney proving their authorities; 

- representatives from representative offices of foreign economic entities shall present an identification document, a power of attorney proving their authorities and original or duly copy of the document evidencing registration of a representative office issued pursuant to requirements of Article 5 of the Law of Ukraine “On Foreign Economic Activity”. 

4.5. During certification of documents of commercial nature availability of a registration record on an applicant in the Unified State Register of Legal Entities, Natural Persons-Entrepreneurs and Public Associations shall be checked.
4.5.1. If a person admitted to certification of documents of commercial nature has some concerns regarding presented documents he/she shall be entitled to address for respective official interpretation a competent issuing authority of Ukraine, enterprise, organization, institution, firm etc., as well as where applicable require an applicant to file originals of documents for examination, additional data to documents, explanations etc. to have the possibility to check the fact of document issuance and their validity.    
(Clause 4.5. Section 4 is added with Sub-clause 4.5.1. by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9))

 4.6. Upon verification, a person admitted to certification of documents of commercial nature shall make a certifying note in English on originals of presented documents (as set forth in Appendix No. 1 hereto). 

4.7. Documents of commercial nature presented for certification to chambers of commerce and industry shall be registered by a person admitted for certification of documents in a registration log of the documents presented for certification.
4.8. A certifying note:

- shall be executed on each single document free of corrections and erasures;

- shall be made usually on top overleaf;

- shall be executed overleaf of the documents in any blank space in case of no space available on top of the document;

- in case of document executed on two or more separate sheets which should be numbered, tied and attested with signature of an official and seal (if any) of an issuing legal entity or natural person-entrepreneur – shall be made on top overleaf of the last sheet of the document.   
(Clause 4.8. Section 4 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

4.9. A certifying note may be done in printed manner or with a special stamp. In each single case, a person admitted to certification of documents of commercial nature shall elect a form of a certifying note. Mandatory elements of a certifying note shall include signature of a person admitted to certification of documents of commercial nature, seal impression of a chamber of commerce and industry, document certification date and a sequential registration number.  

(Clause 4.9. Section 4 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

4.10. The Ukrainian CCI seal No. 3 shall be used for certification of the documents. Persons admitted to certification of documents of commercial nature in regional chambers of commerce and industry shall use seals as specified by these Chambers for certification of documents. 
4.11. Certification of documents of commercial nature shall belong to services of chambers of commerce and industry to be provided in accordance with approved rates. 
4.12. Chambers of commerce and industry shall not be liable for contents of originals (copies) of the documents of commercial nature presented for certification. 

4.13. During certification of documents of commercial nature, persons admitted for this function shall keep their contents confidential.  
4.14. Persons admitted to certification of documents of commercial nature of a respective CCI shall:

- keep copies of certified documents of commercial nature with certifying notes (in paper or electronic format) for 3 (three) years;
- upon issuance of documents to an Applicant, mandatory within 1 (one) business day deposit copy in an electronic format in the UCCI Department of Legal Support for storage during 3 (three) years.

 (Section 4 is added with Sub-clause 4.14. by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9))

4.15. Upon requests from the Ministry of Foreign Affairs of Ukraine, respective consular institutions of foreign states in Ukraine and foreign counterparties on check of validity of a certifying note on certain documents a person admitted to certification of documents of commercial nature of a respective CCI who performed certification of such documents shall be obliged to check conformity of the notes made with the ones executed on a registration log. 


In there is no temporary possibility to receive this information under the above requests from a respective regional chamber of commerce and industry officials of the UCCI Department of Legal Support shall be entitled to provide requested information on validity check of a certifying note on certain documents.  

(Section 4 is added with Sub-clause 4.15. by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9))

5. PROCEDURE FOR REGISTRATION OF DOCUMENTS ASSOCIATED WITH FOREIGN ECONOMIC ACTIVITY 
5.1. The documents presented to a chamber of commerce and industry for certification shall be subject to registration in a separate log to be numbered, tied and attached with a senior official’s seal of a respective chamber of commerce and industry.  
5.2. A registration log shall contain as follows: 
- document registration number in CCI;

- document certification date;

- name/full name of an applicant with details (address of location, telephone, e-mail, identification code of a legal entity or a taxpayer’s identification number);  
- document name and its brief description;
- name of a county where the document will be applied;

- name of a consular institution the document will be presented to;
- full name of a person certifying the documents. 
5.3. The retention period for a registration log shall make 3 (three) years. Determination of the retention periods shall be executed from January 1 of the year following the one of records keeping expiration. 

(Clause 5.3. Section 5 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

5.4. A person admitted to certification of the documents of commercial nature shall enter all required records into a registration log and assign individual sequential registration number to each document.  
5.5. A registration number shall consist of an index of a chamber of commerce and industry (pursuant to Appendix No. 2 hereto), two last figures of the document certification year and a sequential number in a registration log of a respective chamber.   
(Clause 5.5. Section 5 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

5.6. At the beginning of each calendar year a sequential registration number of certified documents shall start with number 1 (one). 
6. UNIFIED STATE REGISTER OF PERRSONS ADMITTED TO CERTIFICATION OF DOCUMENTS ASSOCIATED WITH FOREIGN ECONOMIC ACTIVITY  
6.1. The Ukrainian CCI shall keep within the UCCI system the unified register of persons admitted to certification of documents of commercial nature containing the following information: 
- person’s full name; 

- position a person holds in a respective chamber of commerce and industry; 

- name and legal address of a chamber of commerce and industry where a person is employed, means of communication (phone numbers and e-mail address);  
- order date and number of a person’s incorporation into the Register; 
- signature specimen.

6.2. The unified register of persons admitted to certification of documents of commercial nature shall include officials of the Ukrainian CCI and regional chambers of commerce and industry with university degree and work experience in a chamber of commerce and industry of at least 1 (one) year as determined by the President of a respective chamber of commerce and industry. 
(Clause 6.2. Section 6 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

6.3. To have persons incorporated among the register regional chambers of commerce and industry shall provide the Ukrainian CCI with information on persons’ registration including:  
- application of a respective person’s inclusion on the register;
- person’s signature specimen;

- seal imprint specified for certification of documents of commercial nature. 

6.4. Data shall be incorporated among the unified register of persons admitted to certification of documents of commercial nature according to the order of the Ukrainian CCI President on inclusion of a person on this Register based on an application of a respective chamber of commerce and industry and recommendation of the Director of the UCCI Department of Legal Support. 
(Clause 6.4. Section 6 as amended by the Decision of the UCCI Presidium dated February 23, 2017 No. 20(2)) 

6.5. The Ukrainian Chamber of Commerce and Industry shall present on an annual basis and in centralized manner information on the persons incorporated among the unified register and admitted to certification of documents of commercial nature within the system of Ukrainian CCI along with their signature specimens and seal impressions of chambers of commerce and industry to the Ministry of Foreign Affairs of Ukraine and respective consular institutions of foreign states in Ukraine. 

(Clause 6.5. Section 6 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

6.6. Expulsion from the register of persons admitted to certification of documents of commercial nature shall occur in the following cases:
- dismissal from a chamber of commerce and industry,
- relief of function on certification of documents of commercial nature 
and in other cases excluding possibility to continue performance of such function. 
The regional chambers of commerce and industry shall notify the Ukrainian CCI on the above cases within 2 (two) business days. 
(Paragraph two Clause 6.6. Section 6 as amended by the Decision of UCCI Presidium dated November 15, 2017 No. 28(9)) 

6.7. In case of expulsion from the register of persons admitted to certification of documents of commercial nature the Ukrainian CCI, in its turn, shall, within 2 (two) business days, notify the Ministry of Foreign Affairs of Ukraine and respective consular institutions in Ukraine.  
(Clause 6.7. Section 6 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

7. COORDINATION AND CONTROL 
7.1. The UCCI Department of Legal Support shall coordinate execution of these Regulations within the UCCI framework, keeping of the unified register of persons admitted to certification of documents of commercial nature, methodological activities, as well as training of officials from regional chambers of commerce and industry and professional development of persons admitted to certification of documents of commercial nature. 
(Clause 7.1. Section 7 as amended by the Decision of the UCCI Presidium dated February 23, 2017 No. 20(2))

(Clause 7.1. Section 7 as amended by the Decision of the UCCI Presidium dated November 15, 2017 No. 28(9)) 

_________________

  Appendix No. 1 to                                                       

Regulations on Procedure of Certification 
by Chambers of Commerce and Industry in Ukraine 
of Documents Associated with Foreign Economic Activity 
(Documents of Commercial Nature) 

Samples of certifying notes 
1. A certifying note in English on documents of state origin, specifically certificates of origin of goods, veterinary certificates, certificates of quality, phytosanitary certificates, radiological certificates, health certificates and other documents issued by state authorities: 
	CERTIFIED                                                              
THE _______________CHAMBER OF COMMERCE AND INDUSTRY.
            (Ukrainian or Regional)             
(date, registration number)

Name and Surname, signature




2.  A certifying note in English on documents of non-state origin, specifically agreements (contracts), invoices, bills of lading, customs declaration, information letters of Ukrainian enterprises (organizations), certificates (which do not require receipt from state authorities), notarized documents, notarized copies of documents including the ones with notarized translation specifying legal entities/natural persons-entrepreneurs and public associations related to foreign economic activity and other documents mentioning the above enterprises (organizations):    
	NOTICE IS HEREBY GIVEN THAT THE ’’ХХХХХХХ’’ LTD. (Kyiv, Ukraine) IS REGISTERED WITH THE COMPETENT AUTHORITY IN ACCORDANCE WITH THE UKRAINIAN LAW. 
 THE _______________CHAMBER OF COMMERCE AND INDUSTRY.
            (Ukrainian or Regional)   
 (date, registration number) 




Name and Surname, signature
  Appendix No. 2 to                                                       

Regulations on Procedure of Certification 
by Chambers of Commerce and Industry in Ukraine 
of Documents Associated with Foreign Economic Activity 
(Documents of Commercial Nature) 

Indices of chambers of commerce and industry in Ukraine 
for the purposes of registration of certified documents of commercial nature 
	Index of a chamber of commerce and industry 
	Name of a chamber of commerce and industry 

	01
	UKRAINIAN CHAMBER OF COMMERCE AND INDUSTRY 

	02
	VINNYTSIA CHAMBER OF COMMERCE AND INDUSTRY 

	03
	VOLYN CHAMBER OF COMMERCE AND INDUSTRY 

	04
	DNIPROPETROVSK CHAMBER OF COMMERCE AND INDUSTRY 

	                            
	04-1
	KRYVYI RIH REPRESENTATIVE OFFICE OF DNIPROPETROVSK CCI 

	
	

	05
	DONETSK CHAMBER OF COMMERCE AND INDUSTRY 

	                             
	05-1
	MARIUPOL OFFICE OF DONETSK CCI

	
	

	06
	ZHYTOMYR CHAMBER OF COMMERCE AND INDUSTRY 

	07
	ZAKARPATTYA CHAMBER OF COMMERCE AND INDUSTRY 

	08
	ZAPORIZHIA CHAMBER OF COMMERCE AND INDUSTRY 

	09
	IVANO-FRANKIVSK CHAMBER OF COMMERCE AND INDUSTRY 

	10
	KYIV REGION CHAMBER OF COMMERCE AND INDUSTRY 

	11
	KYIV CHAMBER OF COMMERCE AND INDUSTRY 

	12
	KIROVOHRAD REGION CHAMBER OF COMMERCE AND INDUSTRY 

	13
	LUHANSK REGION CHAMBER OF COMMERCE AND INDUSTRY 

	14
	LVIV CHAMBER OF COMMERCE AND INDUSTRY 

	15
	MYKOLAIV REGION CHAMBER OF COMMERCE AND INDUSTRY 

	16
	ODESSA REGION CHAMBER OF COMMERCE AND INDUSTRY 

	
	16-1
	ORCCI CHORNOMORSK ENTERPRISE 

	
	16-2
	ORCCI IZMAIL ENTERPRISE 

	
	16-3
	ORCCI RENI ENTERPRISE 

	
	

	17
	POLTAVA CHAMBER OF COMMERCE AND INDUSTRY 

	18
	RIVNE CHAMBER OF COMMERCE AND INDUSTRY 

	19
	SUMY CHAMBER OF COMMERCE AND INDUSTRY 

	20
	TERNOPIL CHAMBER OF COMMERCE AND INDUSTRY 

	21
	KHARKIV CHAMBER OF COMMERCE AND INDUSTRY 

	22
	KHERSON CHAMBER OF COMMERCE AND INDUSTRY 

	23
	KHMELNYTSKYI CHAMBER OF COMMERCE AND INDUSTRY 

	24
	CHERKASSY CHAMBER OF COMMERCE AND INDUSTRY 

	25
	CHERNIHIV CHAMBER OF COMMERCE AND INDUSTRY 

	26
	CHERNIVTSI CHAMBER OF COMMERCE AND INDUSTRY


  Appendix No. 3 to      
Regulations on Procedure of Certification 
  by Chambers of Commerce and Industry in Ukraine of 
 Documents Associated with Foreign Economic Activity 
                               (Documents of Commercial Nature) 

____________________________________________

(name of the UCCI/Regional CCI)

____________________________________________

(Structural division of the UCCI/Regional CCI)

___________________________________________

(Address of the UCCI/Regional CCI)

Date of applying to UCCI/Regional CCI   

____   ______________ 201_____ 

Application for 

certification of documents associated with foreign economic activity 

(documents of commercial nature)
1. Applicant: _______________________________________________________________________ ;
(name of a legal entity/natural person-entrepreneur)
2. Applicant’s contact person:_________________________________________________________;

   Contact telephones:_____________________________________________________________;

3. Quantity of documents filed for certification:_______________________________;

	4. These documents (tick as appropriate with “Х”):



	                                 will be legalized in a consular institution of foreign states in Ukraine                                                                                                                                                                                               

                               ___________________________(name) and upon the  legalization will be forwarded 
                                to _____________________________________________________ (name of a country)    
                               will not be legalized in a consular institution of foreign states in Ukraine, 

                               will be forwarded to a foreign counterparty to  

                               ____________________________( name of a country)    


4. Rate:                                                                                      

(tick as appropriate with “Х”):   

                 ordinary                                                                   urgent
               (service to be rendered within 3 business days)                                  (service to be rendered within 1 business day)

5. Payment:                                                                                      

(tick as appropriate with “Х”):   

                 

                 paid ____.____.__________                                              not paid         

7.  An applicant herewith communicates on the method of receiving certified documents and service delivery report             

   (tick as appropriate with “Х”):


	at the applicant’s expense 
by a courier service 
	_______________________  (name of a courier service)

_____._______.____________________ sent to an applicant;    
No._________________________________________(receipt)

	receipt by a senior official 
	     ______________________________________

(full name of a senior official/ natural person-entrepreneur)

	receipt by an applicant’s representative under a Power of Attorney 
No. _____ dated ___.____. ______ .
	     ______________________________________

                     ( full name of a representative)



For reference:

Herewith an applicant certifies that he/she is fully liable for accurate representation of facts in an application, reliability of presented documents, this to be true copies by virtue of the applicable legislation of Ukraine.    
__________________
_______________
___________________

Stamp here
/position /
/signature/                                 /full name/

Documents under this application are certified:   

(to be completed by a person admitted for certification of documents of commercial nature of a respective CCI)

_______________________________________

                                        (name of the UCCI/Regional CCI)
Date:              _____._______._____________.

under Registration No. __________________
