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  Attachment No. 5 

 

INFORMATION ON HOW TO VOTE  

(INSTRUCTIONS FOR VOTING IN THE KRZ) 

 

After creating an account in the KRZ and completing and signing the voting card, in 

order to vote on the arrangement in the course of the rehabilitation proceedings, the 

Creditor should send the signed voting card to the rehabilitation proceedings file.  

 

Instructions for voting are provided below.  

 

 

1. After logging into the National Debt Register, click on "New application" (“Nowy 

wniosek”) in the menu on the left. 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

2. Then select the "Search for a letter template" (“Wyszukaj wzór pisma”) option.  
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3. In the "Search for document" window, enter "Other letter" (“Pismo inne”) (without a 

space at the end). The search results should display the letter: "70008 – Other letter – 

Create" (7008 – Pismo inne – Utwórz”), which should be selected.  

 

 

 
 

 

 

 

 

 

4. When a new window appears, fill it in according to the template below. Please name 

the letter: "Vote on the arrangement (creditor)". In the data in brackets, please indicate 

the creditor's company, i.e. in the case of companies, e.g. XYZ Ltd., and in the case of 

natural persons, their first and last names.  

 

After filling in the above details, select the "Create" (“Utwórz”) option. When a message 

appears recommending the use of a dedicated form, select the "Create" (“Utwórz”) 

option again.  

 

 

 

 

5. After creating the letter, a form will be displayed, which should be completed as follows.  
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a) Authority to which the letter/document is submitted 

 

Please select the option "Judge-Commissioner" (“Sędzia – komisarz”). Leave the other 

fields blank.  

 

 
 

 

b) Person submitting the letter/document 

 

Please select "Creditor" („Wierzyciel”).  

 

If the Creditor is voting independently, please select "independently" 

(“samodzielnie”).  

If the Creditor votes through a proxy, please select ‘proxy’ (“pełnomocnik”).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Then select the "Enter data" option and fill in the Creditor's details.  
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When the "save data" window appears, select the "Save" option.  

 
(If the vote is cast by a proxy, the proxy's details must also be entered.)  

 

In "Creditor details" (“Dane wierzyciela”), first select one of the three options.  

 

Then fill in the required Creditor details.  

 

 
 

 

After filling in the details, select the "Save" (“Zapisz”) option and then "Back" 

(“Wróc”). 

 

 The "Back" option will return you to the application form.  

 

c) Details of other participants 

 

In the window, select the "add debtor/bankrupt" (“dodaj dłużnika/upadłego) and "add 

details of extrajudicial authority" (“dodaj dane pozasądowego organu”) options.  
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After selecting the above options, the details should be filled in automatically  

(as below).  

 

 
 

d) Content of the letter 

 

In this part of the form, select the option "add application/content of the letter" (“dodaj 

wniosek/treść pisma”) and complete the form. The other options can be left blank.  

 

 
 

e) Justification 

 

The "justification" (“uzasadnienie”) section of the form may be left blank.  
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f) Attachments 

 

In the "Attachments" (Załączniki”) section, select the "Add another document" (“Dodaj 

inny document”) option.  

 

 

 
 

 

Select the "Save" (“Zapisz”) option, and then the "Add" (“Dodaj”) option will become 

active. Select the "Add" option.  

 

 
 

  

 

Then select the "Add attachment" (“Dodaj załącznik”) option.  
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Then select the "Select file" (“Wybierz plik”) option and attach the completed and 

signed (by hand or electronically) ballot paper.  

 

In the description of the contents, enter "voting card" (Karta do głosowania”).  

 

 
 

 

After completing the details, select the "Save" (“Zapisz”) option and then "Back" 

(“Wróć”). 

 

 The "Back" (“Wróć”) option will return you to the application form. 

 

 

 

 

6. After completing the form in its entirety, select the "Save" (“Zapisz”)  option at 

the end and go to the "Mailbox" (“Skrzynka przesyłek”).  
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7. In the Mailbox panel, follow the instructions below to send a letter:  

 

a) expand the options next to the prepared letter (down arrow), 

b) then select the action option (three vertical dots),  

c) then select the "Sign" (“podpisz”) option 

 

 

 
 

 

After selecting the "Sign" (“Podpisz”) option, the system will take you to the identity 

module, where you should select any option with which the document will be signed.  
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After signing the prepared document, the appropriate information should appear: 

signature "submitted" (“złożony”).  

 

 
 

 

 

d) Sending the signed letter  

 

In order to send the signed letter containing the ballot paper, select the action option 

(three vertical dots). 

 

Then send the letter by clicking on the "Send" (“Wyślij”) option.  

 

 

 

 


