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 1. APPLICATION  

Automated system for conducting procurement procedures in electronic form for the needs 

of the State Atomic Energy Corporation «Rosatom» (hereinafter referred to as the System, 

electronic trading platform, or ETP) is designed to provide a unified procedure for conducting 

various procurement procedures in electronic form.   

This document is intended for users of participants in the procedure for small and medium-

sized businesses and contains a description of actions performed on the ETP when participating in 

процедурthe Ah procedures in electronic form.  

The system is an electronic trading platform (ETP) which meets the requirements of the 

following legal acts:  

⎯ Federal Law No. 223-FZ of 18.07.2011 «On procurement of goods, works and 

services by certain types of legal entities»;  

⎯ Federal Law No. 63-FZ of 06.04.2011 «On electronic signatures»;  

⎯ Resolution of the Government of the Russian Federation of 17 March 2008 № 

179 «About the statement of Regulations about the use of sites in the Internet 

on which carrying out open auctions in the electronic form, and the 

requirements to technological, software, linguistic, legal and organizational 

means of ensuring of use by the specified sites, as well as to systems providing 

carrying out of open auctions in electronic form».  

⎯ Unified industry standard for procurement (procurement regulations) of the 

state atomic energy corporation «Rosatom» (hereinafter referred to as the 

UIPS, Standard). 
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2. VIEWING A NOTIFICATION  

1) To view the notification, open the page with the list of current procedures and find 

the procedure and click the button in the list of actions .  

2) As a result, a notification viewing form is displayed that contains:  

⎯ Figure 1; 

⎯ Figure 2; 

⎯ Figure 3; 

⎯ Figure 4; 

⎯ Figure 5; 

⎯ Figure 6; 

⎯ Figure 7; 

⎯ Figure 8. 

 

Figure 1 
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Figure 2 

  

Figure 3 

  

Figure 4  
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Figure 5  

  

Figure 6 
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Figure 7  

3) When publishing the procedure, the Customer may require filling in the 

manufacturer's questionnaire or the contractor's/service company's questionnaire in 

order to conduct a data integrity audit. In this case, the notification of the procedure 

in the section «List of supplied goods, performed works, rendered services» will 

indicate the signs «Mission Critical Products» and «Tax deduction» for each 

purchase item (Figure 8).  

  

Figure 8   
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3. CLARIFICATION OF DOCUMENTATION  

3.1. Submission of a request for clarification of the documentation for the ETP 

procedures  

1) Any interested person has the right to send the organizer a request for clarification 

of the documentation on the procedure.  

2) To submit a request for clarification of the documentation, open the page with a list 

of current procedures, find the procedure and click on the button in the list of actions 

 (Figure 9).  

 

Figure 9 

3) On the request submission form (Figure 10), enter the request text and attach the 

necessary documents.  

 

Figure 10   
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4) To fill out the request submission form in the «Create / change a question» block, 

select the appropriate item in the «Subject matter» field (Figure 11).  

  

Figure 11  

5) When you select the field «Subject matter» in the field «Brief content of the 

question» will contain a certain list of items available for selection. After filling out 

the request submission form, select the action «Sign and send» (Figure 10) and in 

the opened data confirmation form (Figure 12) carefully check the information 

contained in the text field.  

  

Figure 12  

6) If all the specified data are correct, click on the «Sign» button and in the window 

that opens, click on the «Yes» button, then select the registered ES certificate that 

was uploaded to your personal account and click on the «OK» button. A message 

will appear about the successful publication of the protocol on the ETP (Figure 13).  
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Figure 13 

7) Additionally, the ETP provides the ability to view a request for clarification of the 

results of the procedure, for this, in the main menu, select the item «Procedures - 

Explanations of the documentation for procedures». As a result, the page 

«Explaining the results of procedures» will be displayed, tab «Requests for 

clarification»  (Figure 14).  

  

Figure 14 

8) At the push of a button  in the column «Operations» a form for viewing the 

request will open (Figure 15).  

  

Figure 15  



 
User manual for the procedures for small and medium-sized of 

the State Atomic Energy Corporation «Rosatom» 

 

12  

  

9) To view the response to the request, in the main menu, select the item «Procedures 

- Explanations of the results of procedures», the tab «Responses to requests».  

10) You can view the response to the request in the section «Procedures - Explanations 

of the documentation for procedures» on the tab «Responses to requests» (Figure 

16).  

  

Figure 16 

11) On the tab «Responses to requests», click on the button in the column «Operations», 

after which the form for viewing the response to the request and attached documents 

will open (Figure 17).  
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Figure 17 

3.2. Submission of a request for clarification of documentation for procedures in 

the open part  

1) Any interested person has the right to send the organizer a request for clarification 

of the documentation on the procedure.  

2) To submit a request for clarification of the documentation in the open part, open the 

«Bidding» tab in the «All procedures» list, find the required procedure and fill in 

the «Request for clarification» form in the list of lots (Figure 18).  
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Figure 18 

3) On the request form (Figure 19) enter your request text and attach the required 

documents.  
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Figure 19 

4) To fill out the request submission form, select the appropriate item in the «Subject 

matter» field. When you select the field «Subject matter» in the field «Brief content 

of the question» will contain a certain list of items available for selection.   

5) When filling out the request submission form, the «Attach file» field is required 

(Figure 20).  

  

Figure 20 

6) After filling out the request submission form, as well as attaching all documents, 

click on the «Submit request» button (Figure 21).   
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Figure 21 

7) In case of successful publication of the request, the notification «A request for 

clarification was successfully sent. Thanks!» (Figure 22).  

  

Figure 22 
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4. CLARIFICATION OF THE REQUEST  

1) When conducting the procedure for small and medium-sized businesses, the 

procurement Commission in accordance with the UIPS and 223-FZ may decide to 

send the participant a clarifying request for clarification of the application's 

provisions.  

2) A clarifying request is provided in a tender, auction, or request for proposals at the 

stages «Consideration of the first parts of applications» and «Consideration of the 

second parts of applications», and in a request for quotations at the stage of 

consideration of applications.  

3) The decision to specify the first parts of bids (in a tender, auction, and request for 

proposals) or to specify one part of bids (for requesting quotations) for participation 

in a procurement is reflected in the Protocol for requesting clarifications on bids. 

The decision to specify the second parts of bids (in a tender, auction, and request 

for proposals) for participation in a procurement is reflected in the request for 

clarification act on bids.  

4) To view the requests themselves, go to the section «Applications for participation 

– Clarification of the provisions of applications for participation» (Figure 23), then 

the registry of all requests opens (Figure 24).  

  

Figure 23 

  

Figure 24 

5) To view the request, select an action , and then the form opens (Figure 25).  
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Figure 25 

6) When receiving a request, the participant must respond to it within the specified 

time limit. After the specified time limit expires, you can no longer respond to the 

request.  

7) Responses to requests are available for viewing on the ETP in the Section 

«Applications for participation – Clarification of the provisions of applications for 

participation» in the «Answering requests» tab.  
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5.  STAGES OF THE AUCTION FOR SMALL AND MEDIUMSIZED 

BUSINESSES  

5.1. Submission of application 

Attention! When working, you must make sure that the form for creating or editing an 

application is not opened by the user himself in other places (for example, on another browser 

page, in another browser or on another device) or is not opened by another user. In this case, when 

signing the application, incorrect information may be sent. 

1) The participant submits an application for each lot of the procedure separately, and 

it is possible to participate in any number of lots included in the procedure.  

2) Before submitting an application, you must submit a request for registration in the 

procedure. The request is submitted once, after which you can submit a request.  

3) To submit a registration request in the list of actions for the procedure, click on the 

button and on the request form (Figure 26) click the «Sign and send» button and 

use the item instance certificate to sign the request.  

  

Figure 26 

4) After registering to apply for participation in the procedure, click on the button in 

the list of actions for the procedure . As a result, the application form opens.  

5) On the application submission page, you must fill in the following information: − 

first part of the application; − second part of the application;  

− price offer.  

6) The list of forms that are part of each part of the application is assigned by the 

organizer at the stage of publication of the notice (For more information about 

working with the application, see paragraph 12 of this document).  

a. The first part of the application may contain the following forms:  
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− The technical proposal, completed in the form of loadable files; − 

Requirements for products to be completed in the form of loadable files.  

b. The second part of the application may include the following forms:  

− Securing the application;  

− Requirements for participants;  

− Human resources;  

− Certificate of experience of fulfilled contracts;  

− Delivery schedule.  

c. Included in the price offer:  

− Summary table of costs; filled in as a structured form.  

5.2. Consideration of the first part of the application  

1) At this stage, the Organizer's Commission considers the first part of the application for 

compliance with the requirements of the goods supplied, work performed, and services 

rendered, which are the subject of purchase in accordance with the requirements of the 

purchase documentation.  

2) During the review, the Commission may decide to send a clarification request to the 

participant to clarify the provisions of the application (item 4).  

3) Based on the results of consideration of the first parts, the Commission makes either a 

decision to allow participation in the further stage of the procedure, or to refuse 

admission.  

4) The result of reviewing the first part of the application can be viewed in the protocol.  

5) To view the protocol, go to the procedures registry section in your Merchant profile and 

select the one you need in the list, then select «Protocols» in the list of actions (Figure 

27).  

  

Figure 27 

6) On the protocol form that opens, in the «Application consideration protocols» section, 

you will be able to view and download the protocol (Figure 28).  
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Figure 28  

5.3. Submitting price offers  

1) The stage begins after the publication of the protocol of consideration of the first 

parts of applications.  

Note 1. If at the stage of consideration of the first parts of applications, a mistake 

was made2 applications, then the stage is not held and the procedure goes to the 

consideration of the second parts.  

2) The start time for submitting price offers is set immediately after the publication of 

the minutes of consideration of the first parts of bids, which can be viewed on the 

notification form (Figure 29). The time is displayed according to your local time 

zone installed on your computer.  

 

Figure 29  
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3) At the appointed date and time, the stage of submitting price offers by participants 

begins. Bids are served by reducing the initial maximum price of the contract (lot 

price), specified in notification about conducting of auction.  

4) The time limit for accepting bids for the contract price is 30 (thirty) minutes from 

the beginning of the submission of price offers, as well as 30 (thirty) minutes after 

the receipt of the last offer for the contract price.  

5) To submit price offers, open the page with the list of current procedures and find 

the procedure in the status «Bidding process» and in the «Operations» column, click 

on the button .  

6) If the start time for submitting price offers has not yet reached us, a message will 

be displayed (Figure 30) with an indication of the time before the start of the stage.  

  

Figure 30 

7) When the trading time expires on the page, the trading progress page displays an 

informational message about the end of trading (Figure 31).  

  

Figure 31 

8) After the price offer submission stage is completed, the ETP automatically 

generates and publishes a protocol for comparing price offers.  

9) To view the published protocol, go to the procedures registry section in your 

Personal account and select the one you need in the list, then select «Protocols» in 

the list of actions (Figure 32).  
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Figure 32 

10) On the Protocol form that opens, in the «Price offer protocols» section, you will be 

able to view and download the Protocol (Figure 33).  

  

Figure 33   

5.4. Consideration of the second part of the application  

1) The stage «Consideration of the second parts of applications» is held after the 

publication of the Protocol for comparing price offers.  

2) At this stage, the Organizer's Commission considers the second part of the 

application for compliance of information about the participants themselves in 

accordance with the requirements of the procurement documentation.  

3) During the review, the Commission may decide to send a clarification request to 

the participant to clarify the provisions of the application (item 4).  

4) Based on the results of consideration of the second parts, the Commission makes 

either a decision to allow participation in the further stage of the procedure, or to 

refuse admission.  

5) The result of consideration of the application can be viewed in the Protocol.  

6) To view the published Protocol, go to the procedures registry section in your 

Personal dashboard and select the one you need in the list, then select «Protocols» 

in the list of actions (Figure 34).  
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Figure 34  

7) On the protocol form that opens, in the «Application consideration protocols» 

section, you will be able to view and download the Protocol (Figure 35).  

  

Figure 35  

5.5. Summarizing  

1) The «Summarizing» stage is held after the publication of the protocol of 

consideration of the second parts of applications.  

2) At this stage, the organizer's Commission selects the winner of the procurement 

procedure, assigning each participant a place.  

3) During the summarizing stage, you cannot reject applications.  

4) If during the examination of the second part admitted application, then published 

the protocol of consideration of the second parts and the procedure moves on to 

summarizing the results and published the results report indicating the decision on 

entering/not entering into a contract with the sole member.  

5) Based on the results of the reviewed applications, a summary report is formed and 

published.  

6) To view the published protocol, go to the procedures registry section in your 

Personal account and select the one you need in the list, then select «Protocols» in 

the list of actions (Figure 36).  
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Figure 36  

7) On the protocol form that opens, in the «Summing-up minutes» section, you will 

be able to view and download the protocol (Figure 37).  

8)  

  

Figure 37  
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6. STAGES OF THE CONTEST FOR SMALL AND MEDIUMSIZED 

BUSINESSES  

6.1. Submission of application 

Attention! When working, you must make sure that the form for creating or editing an 

application is not opened by the user himself in other places (for example, on another browser 

page, in another browser or on another device) or is not opened by another user. In this case, when 

signing the application, incorrect information may be sent. 

1) The participant submits an application for each lot of the procedure separately, and 

it is possible to participate in any number of lots included in the procedure.  

2) Before submitting an application, you must submit a request for registration in the 

procedure. The request is submitted once, after which you can submit a request.  

3) To submit a registration request in the list of actions under the procedure, click on 

the button and on the request form (Figure 38) click the «Sign and submit» button 

and use the item instance certificate to sign the request.  

  

Figure 38  

4) After registering to apply for participation in the procedure, click on the button in 

the list of actions for the procedure . As a result, the application form opens.  

5) The list of forms that are included in each part of the application is assigned by the 

organizer at the stage of publication of the notification (For more information about 

working with the application, see paragraph 12 of this document).  

6) The first part of the application may contain the following forms:  

⎯ Technical proposal;  

⎯ Product requirements.  

7) The second part of the application may include the following forms:  

⎯ Securing the application;  
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⎯ Requirements for participants;  

⎯ Certificate of material and technical resources;  

⎯ Human resources;  

⎯ The plan for the distribution of volumes between the participant in the 

procurement procedure and subcontractors;  

⎯ Certificate of experience of fulfilled contracts;  

⎯ Delivery schedule. 

8) Included in the price offer:  

⎯ Summary table of the costs.  

6.2. Consideration of the first part of the application  

1) At this stage, the Organizer's Commission considers the first part of the application 

for compliance with the requirements of the goods supplied, work performed, and 

services rendered, which are the subject of purchase in accordance with the 

requirements of the purchase documentation.  

2) During the review, the Commission may decide to send a clarification request to 

the participant to clarify the provisions of the application (item 4).  

3) Based on the results of consideration of the first parts, the Commission makes either 

a decision to allow participation in the further stage of the procedure, or to refuse 

admission.  

4) The result of reviewing the first part of the application can be viewed in the 

protocol.  

5) To view the protocol, go to the procedures registry section in your Merchant profile 

and select the one you need in the list, then select «Protocols» in the list of actions 

(Figure 39).  

  

Figure 39  

6) On the protocol form that opens, in the «Application consideration protocols» 

section, you will be able to view and download the Protocol (Figure 40).  

  

Figure 40  
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6.3. Submitting additional quotations  

Attention! When working, you must make sure that the form for creating or editing an 

application is not opened by the user himself in other places (for example, on another browser 

page, in another browser or on another device) or is not opened by another user. In this case, when 

signing the application, incorrect information may be sent. 

1) The «Submission of additional price offers» stage is optional and is carried out in 

the procedure if the organizer has specified this stage.  

2) The stage begins after the publication of the protocol of consideration of the first 

parts of applications.  

Note 2. The stage is held even if a single application is accepted  

3) During this stage, you can improve your price offer.  

4) The duration of the stage is 3 hours.  

5) The start time of the stage is set immediately after the publication of the protocol of 

consideration of the first parts of applications, which can be viewed on the 

notification form. The time is displayed according to your local time zone installed 

on your computer (Figure 41).  
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Figure 41  

6) After the additional price offer submission stage is completed, the ETP 

automatically generates and publishes a protocol for comparing price offers.  

7) To view the published protocol, go to the procedures registry section in your 

Personal dashboard and select the one you need in the list, then select «Protocols» 

in the list of actions (Figure 42).  

  

Figure 42  
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8) On the protocol form that opens, in the «Quotation matching protocols» section, 

you will be able to view and download the protocol (Figure 43).  

  

Figure 43  

6.4. Consideration of the second part of the application  

1) The stage «Consideration of the second parts of bids» is held after the publication 

of the Protocol of consideration of the first parts or after the publication of the 

Protocol of comparison of additional price offers.  

2) At this stage, the Organizer's Commission considers the second part of the 

application for compliance of information about the participants themselves in 

accordance with the requirements of the procurement documentation.  

3) During the review, the Commission may decide to send a clarification request to 

the participant to clarify the provisions of the application (item 4).  

4) Based on the results of consideration of the second parts, the Commission makes 

either a decision to allow participation in the further stage of the procedure, or to 

refuse admission.  

5) The result of consideration of the application can be viewed in the Protocol.  

6) To view the published protocol, go to the procedures registry section in your 

Personal dashboard and select the one you need in the list, then select «Protocols» 

in the list of actions (Figure 44).  

  

Figure 44  

7) On the protocol form that opens, in the «Application consideration protocols» 

section, you will be able to view and download the Protocol (Figure 45).  
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Figure 45  

6.5. Summarizing  

1) The «Summarizing» stage is held after the publication of the protocol of 

consideration of the second parts of applications.  

2) At this stage о, the organizer's Commission selects the winner of the procurement 

procedure, assigning each participant a place.  

3) During the summarizing stage, you cannot reject applications.  

4) If during the examination of the second part admitted 1 application, then published 

the protocol of consideration of the second parts and the procedure moves on to 

summarizing the results and published the results report indicating the decision on 

entering/not entering into a contract with the sole member.  

5) Based on the results of the reviewed applications, a summary report is formed and 

published.  

6) To view the published protocol, go to the procedures registry section in your 

Personal dashboard and select the one you need in the list, then select «Protocols» 

in the list of actions (Figure 46).  

  

Figure 46  

7) On the protocol form that opens, in the «Summing-up minutes» section, you will 

be able to view and download the protocol (Figure 47).  
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Figure 47  
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7. STAGES OF THE REQUEST FOR PROPOSALS FOR SMALL AND 

MEDIUM-SIZED BUSINESSES  

7.1. Submission of application 

Attention! When working, you must make sure that the form for creating or editing an 

application is not opened by the user himself in other places (for example, on another browser 

page, in another browser or on another device) or is not opened by another user. In this case, when 

signing the application, incorrect information may be sent.  

1) The participant submits an application for each lot of the procedure separately, and 

it is possible to participate in any number of lots included in the procedure.  

2) Before submitting an application, you must submit a request for registration in the 

procedure. The request is submitted once, after which you can submit a request.  

3) To submit a registration request in the list of actions under the procedure, click on 

the button and on the request form (Figure 48) click on the «Sign and forward» 

button and use the item instance certificate to sign the request.  

  

Figure 48  

4) After registering to apply for participation in the procedure, click on the button in 

the list of actions for the procedure . As a result, the application form opens.  

5) The organizer assigns the list of forms that are included in each part of the 

application at the stage of publication of the notification (For more details about 

working with an application, see paragraph 12 of this document).  

6) The first part of the application may contain the following forms:  

­ Participant's application form part 1; ­ 

Technical proposal;  

­ Product requirements.  

7) The second part of the application may include the following forms:  
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−  Part 2 application for participation;  

−  Securing the application;  

−  Certificate of material and technical resources;  

−  Human resources;  

−  The plan for the distribution of volumes between the participant in the 

procurement procedure and subcontractors;  

−  Certificate of experience of fulfilled contracts;  

−  Delivery schedule.  

8) Included in the price offer:  

− Summary table of the costs.  

7.2. Consideration of the first part of the application  

1) At this stage, the Organizer's Commission considers the first part of the application 

for compliance with the requirements of the goods supplied, work performed, and 

services rendered, which are the subject of purchase in accordance with the 

requirements of the purchase documentation.  

2) During the review, the Commission may decide to send a clarification request to 

the participant for clarification of the application's provisions (item 4).  

3) На Based on the results of consideration of the first parts, the Commission makes 

either a decision to allow participation in the further stage of the procedure, or to 

refuse admission.  

4) The result of reviewing the first part of the application can be viewed in the 

protocol.  

5) To view the protocol, go to the procedures registry section in your Merchant profile 

and select the one you need in the list, then select «Protocols» in the list of actions 

(Figure 49).  

  

Figure 49  



 
User manual for the procedures for small and medium-sized of 

the State Atomic Energy Corporation «Rosatom» 

 

35  

  

6) On the protocol form that opens, in the «Application consideration protocols» 

section, you will be able to view and download the protocol (Figure 50).  

  

Figure 50  

7.3. Consideration of the second part of the application  

1) The stage «Consideration of the second parts of applications» is held after the 

publication of the Protocol of consideration of the first parts.  

2) At this stage, the Organizer's commission considers the second part and the price 

part of the application for compliance with the information about the participants 

themselves in accordance with the requirements of the procurement documentation.  

3) During the review, the Commission may decide to send a clarification request to 

the participant for clarification of the application's provisions (item 4).  

4) Based on the results of consideration of the second parts, the Commission makes 

either a decision to allow participation in the further stage of the procedure, or to 

refuse admission.  

5) The result of consideration of the application can be viewed in the Protocol.  

6) To view the published protocol, go to the procedures registry section in your 

Personal dashboard and select the one you need in the list, then select «Protocols» 

in the list of actions (Figure 51).  

  

Figure 51  

7) On the protocol form that opens, in the «Application consideration protocols» 

section, you will be able to view and download the protocol (Figure 52).  
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Figure 52  

7.4. Summarizing  

1) The «Summarizing» stage is held after the publication of the Protocol of 

consideration of the second parts of applications.  

2) At this stage, the organizer's Commission selects the winner of the procurement 

procedure, assigning each participant a place.  

3) During the summarizing stage, you cannot reject applications.  

4) If during the examination of the second part admitted 1 application, then published 

the Protocol of consideration of the second parts and the procedure moves on to 

summarizing the results and published the results report indicating the decision on 

entering/not entering into a contract with the sole member.  

5) Based on the results of the reviewed applications, a summary report is formed and 

published.  

6) To view the published Protocol, go to the procedures registry section in your 

Personal dashboard and select the one you need in the list, then select «Protocols» 

in the list of actions (Figure 53).  

  

Figure 53  

7) On the protocol form that opens, in the «Summing-up minutes» section, you will 

be able to view and download the protocol (Figure 54).  
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Figure 54  
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8. STAGES OF THE REQUEST FOR QUOTATION FOR SMALL AND 

MEDIUM-SIZED BUSINESSES  

8.1. Submission of application 

Attention! When working, you must make sure that the form for creating or editing an 

application is not opened by the user himself in other places (for example, on another browser 

page, in another browser or on another device) or is not opened by another user. In this case, when 

signing the application, incorrect information may be sent. 

1) The participant submits an application for each lot of the procedure separately, and 

it is possible to participate in any number of lots included in the procedure.  

2) Before submitting an application, you must submit a request for registration in the 

procedure. The request is submitted once, after which you can submit a request.  

3) To submit a registration request in the list of actions for the procedure, click on the 

button and on the request form (Figure 55) click on the «Sign and submit» button 

and use the item instance certificate to sign the request.  

  

Figure 55  

4) After registering to apply for participation in the procedure, click on the button in 

the list of actions for the procedure . As a result, the application form opens.   

5) The list of forms that are included in each part of the application is assigned by the 

organizer at the stage of publication of the notification (For more details about 

working with an application, see paragraph 12 of this document).  

6) The main part of the application may include the following forms:  

−  The main part of the application for participation;  

−  Technical proposal;  
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−  Product requirements;  

−  Requirements for participants;  

−  Distribution plan;  

−  Delivery schedule;  

−  Certificate of experience of fulfilled contracts;  

−  Securing the application.  

7) Included in the price part of the application:  

− Summary table of the costs.  

8.2. Summarizing  

1) The « Summarizing» stage is held after the deadline for accepting applications for 

participation.  

2) At this stage, the organizer's commission selects the winner of the procurement 

procedure, assigning a place to each participant.  

3) During consideration, the commission may decide to send a clarifying request to 

the participant for clarification of the provisions of the application (item 4).  

4) Based on the results of the considered applications, a summary protocol is formed 

and published.  

5) To view the published protocol, go to the section of the register of procedures in the 

Personal Account and select the one you need in the list, then select «Protocols» in 

the list of actions (Figure 56).  

  

Figure 56  

6) On the protocol form that opens, in the «Application consideration protocols» 

section, you will be able to view and download the protocol (Figure 57).  
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Figure 57  
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9. EDITING AND REVOKING A REQUEST  

1) When conducting the procurement procedure, the organizer may make changes to 

the notification and documentation on the procedure before the deadline for 

accepting applications.  

2) In this case, or for other reasons, the participant may adjust the previously submitted 

application, or refuse to participate.  

3) To edit an application or cancel participation, you need to find the procedure and 

perform the withdrawal of the application in the list of actions.  

4) After that, the request will go to the «Filed in, not reviewed» status then you will 

be able to correct your request (Figure 58).  

  

Figure 58  

5) To make changes to the request, select the «Change request» action (Figure 59).  

  

Figure 59  
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10. REFUSAL TO PERFORM THE PROCEDURE  

1) The customer has the right to refuse to conduct the procedure before the deadline 

for accepting applications.  
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11. OTHER REQUESTS  

11.1. Explanation of the reasons for refusal of admission  

1) Any participant has the right to send a request to the organizer for an explanation 

of the reasons for refusing admission to participate in the subsequent stages of the 

procedure.  

2) To submit a request, find the procedures and select «Submit a request for 

clarification of the reasons for refusal of admission» in the list of actions (Figure 

60).  

 

Figure 60  

3) Fill out the request form and attach the necessary documents (Figure 61).  

 

Figure 61  
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4) To send a request, select the «Sign and send» and in the data confirmation form that 

opens (Figure 62) read the information carefully contained in the text field.  

  

Figure 62  

5) If all the specified data is correct, click on the «Sign» button and click on the «Yes» 

button in the window that opens, next, select the registered electronic signature 

certificate, which was uploaded to your personal account and click on the «OK» 

button. You will see a message about the successful publication of the protocol on 

the ETP.  

6) Additionally, the ETP provides the ability to view the request to do this, select the 

item «Applications for participation – Requests for clarification of reasons for 

denial of admission» in the main menu. As a result, the page «Explanations of the 

reasons for refusal to admit to participation in the procedure» (Figure 63), 

consisting of sections:  

⎯ Clarification requests — displays a list of all requests;  

⎯ Answering requests — displays a list of all responses to queries.  

  

Figure 63  

7) By clicking the button  in the «Operations» column a request viewing form opens 

(Figure 64).  
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Figure 64  

8) To view the response to the request in the main menu, select the item «Applications 

for participation – Requests for clarification of reasons for denial of admission» - 

the «Answering requests» tab.  

11.2. Explanation of the procedure results  

1) Any participant has the right to send a request to the organizer for clarification of 

the results of the procedure.   

2) To submit a request, find the procedures and select «Submit a request for 

clarification of the results of the procedure» in the list of actions (Figure 65).  

  

Figure 65  

3) Fill out the request form and attach the necessary documents (Figure 66).  
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Figure 66  

4) To send a request, select the «Sign and send» and in the data confirmation form that 

opens (Figure 67) read the information carefully contained in the text field.  

  

Figure 67  

5) If all the specified data is correct, click on the «Sign» button and click on the «Yes» 

button in the window that opens, next, select the registered electronic signature 

certificate, which was uploaded to your personal account and click on the «OK» 

button. You will see a message about the successful publication of the Protocol on 

the ETP.  

6) Additionally, the ETP provides the ability to view a request for clarification of the 

procedure results to do this, select the item «Procedures – Explanations of the 

results of the procedures» in the main menu. As a result, the «explanations of the 
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results of the procedure» page will be displayed «Clarification requests» tab (Figure 

68).  

  

Figure 68 

7) Clicking the button in the «Operations» column opens a request viewing form 

(Figure 69).  

  

Figure 69 

8) To view the response to a request in the main menu, select the item «Procedures – 

Explanations of the results of the procedures», the «Answering requests» tab.  
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12. APP 1. APPLICATION FORM  

1) To apply for participation in the list of steps for the procedure, click on the button 

. The application form will open. In the «Tax system» block, by default, the value 

that was selected when you first entered the form is displayed. To edit, click on the 

dropdown list and select the option you want.  

2) In the block «Structured application forms» fill in the forms, for this click on the 

button «Fill in the form» opposite the corresponding name of the form. The form 

filling page will open. For more information on filling out forms, see paragraph 13 

of this document.  

3) The block «Price offer» contains the price calculated on the basis of the attached 

form of the summary table of costs. When the data in the form changes, the price 

will change. In the «Purchase requisition documents» block, fill in the «Document 

description» field, then click the «Select and upload file» button and attach the 

document in the form that opens. To delete a document, click the button . In the 

confirmation window that opens, click «Yes» (Figure 70). To add a document to the 

file storage of your personal account, click the button . In the confirmation 

window that opens, click «Yes» (Figure 71). 4) After filling in the data, click on the 

«Apply» button on the application form.  

  

Figure 70 

  

Figure 71 
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13. APP 2. STRUCTURAL APPLICATION FORMS  

13.1. Product requirements, requirements for participants  

1) To fill in the requirements for products or requirements for participants on the form 

«Application for participation in the procedure», in the block «Structured 

application forms» in the appropriate field, click on the button «Fill in the form» 

(Figure 72).  

  

Figure 72 

2) In the form that opens, the corresponding requirements are displayed, as well as a 

description of the documents confirming compliance with the established 

requirements (Figure 73). In the «Confirmation of compliance with the 

requirement», the participant attaches a file.  
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Figure 73 

3) To attach a file, click on the «Select a file» button (Figure 73), in the form that 

opens, enter a description of the document, click on the «Select and upload file» 

button and attach the document in the form that opens (Figure 74).  
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Figure 74 

4) To add a file from your personal account, click on the «Attach files from your 

personal account» button. In the form that opens, check the box next to the required 

documents, click the «Attach selected files» button (Figure 75). To delete files, 

uncheck the previously selected documents, click the «Attach Selected Files» 

button.  
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Figure 75 

5) After attaching the file, the participant clicks on the «Save» button (Figure 74). The 

file will appear in the table row (Figure 76). By clicking on the hyperlink, the file 

can be downloaded to your local computer.  

  

Figure 76 

6) To add a file to the personal account, the participant clicks on the button « », in 

the confirmation window that opens, clicks on the «Yes» button (Figure 77).  
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Figure 77 

7) To delete a file from the form, the participant clicks on the button « », in the 

confirmation window that opens, clicks on the «Yes» button (Figure 78).  

  

Figure 78 

8) After filling in the data in the table, click on the «Save» button (Figure 73). To 

return to the application, click on the «Back to application» button. In the window 

that opens, select the option to save information by clicking on the appropriate 

button (Figure 79). You will go to the application form.  

  

Figure 79 

13.2. Securing the application  

1) To fill out the application security on the «Application for participation in the 

procedure» form, in the «Structured application forms» block in the «Securing the 

application» field, click on the «Fill in the form» button (Figure 80).  

  

Figure 80 

2) In the opened form, the participant indicates one of the ways to secure the 

application: «Independent guarantee» or «Special account» (Figure 81). In case of 

choosing an independent guarantee, the participant in the "Independent guarantee" 

block can select the number of the independent guarantee issued to the participant 
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for this procedure. Also, the participant can enter the independent guarantee number 

manually if the guarantee data has not been transferred from the EIS. The number 

of independent guarantees available for specifying as application security is not 

limited. In the Independent Guarantee File block, the participant can add an 

independent guarantee file. To do this, the participant enters a description of the 

document, clicks on the button "Select and upload a file" and attaches the document 

in the form that opens.  

 

Figure 81 

3) To add a file from your personal account, click on the «Attach files from your 

personal account» button (Figure 81). In the form that opens, check the box next to 

the required documents, click the «Attach selected files» button (Figure 82). To 

delete files, uncheck the previously selected documents, click the «Attach selected 

files» button.  
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Figure 82 

4) After downloading the file will be displayed in the «Independent Guarantee File» 

block (Figure 83). By clicking on the hyperlink, the file can be downloaded to your 

local computer.  

 

Figure 83 
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5) To delete a file from the form, the participant clicks on the button « », in the 

confirmation window that opens, clicks on the «Yes» button (Figure 84).  

  

Figure 84 

6) If a special account is selected, the participant selects a bank in the drop-down list 

and enters the special account number (Figure 85).  

 

Figure 85 

7) After filling in the data in the table, click on the «Save» button (Figure 85). To 

return to the application, click on the «Back to application» button. In the window 

that opens, select the option to save information by clicking on the appropriate 

button (Figure 86). You will go to the application form.  

  

Figure 86 

13.3. Plan for the distribution of types and volumes of work / services  

1) To fill out the plan for the distribution of the types and volumes of work / provision 

of services on the form «Application for participation in the procedure», in the block 

«Structured application forms» in the field «Plan for the distribution of types and 

volumes of work / services» click on the button «Fill in the form» (Figure 87).  
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Figure 87 

2) In the form that opens, the participant can indicate information about himself and 

about subcontractors / co-executors (Figure 88). Fills in the value in the field «Name 

of works and services», indicates the cost in% of the total cost of works / services 

(the sum of the fields «Cost in% of the total cost of works / services» for all 

contractors must be 100%, mandatory). To add documents to the «Required 

documents» block, the participant fills in the document description and clicks on 

the «Select and upload file» button.  

  

Figure 88 

3) To add a file from your personal account, click on the «Attach files from your 

personal account» button (Figure 88). In the form that opens, check the box next to 

the required documents, click the «Attach selected files» button (Figure 89). To 

delete files, uncheck the previously selected documents, click the «Attach selected 

files» button.  
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Figure 89 

4) After uploading, the file will be displayed in the «Required Documents» block 

(Figure 90). By clicking on the hyperlink, the file can be downloaded to the local 

computer.   

  

Figure 90 

5) To add a contractor, the participant clicks on the «Add contractor» button (Figure 

88). A block will open with fields for filling in information for the contractor 

(Figure 91).  
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Figure 91 

6) The participant fills in information on the contractor, indicates the name of the 

organization, the organization's attitude to small and medium-sized businesses  

(Figure 91). Fills in the value in the field «Name of works/services», indicates the 

cost in % of the total cost of works/services (required). To add documents to the 

«Required documents» block, the participant fills in the description of the document 

and clicks on the «Select and upload file» button or attaches files from the personal 

account.  

7) To remove a contractor, the participant clicks on the «Delete contractor» button  

(Figure 91). The block with fields to fill disappears.  

8) In order to view the completed form in the table, the participant clicks on the button 

«View form in the table» (Figure 88). In the opened form «View table» the 

completed data will be displayed, which can be downloaded by clicking on the 

«Download» button (Figure 92), After that, the file will be downloaded in Excel 

format.  

  

Figure 92 

9) To clear the form, the participant clicks on the «Clear Form» button (Figure 88). В 

in the confirmation window that opens, click «Yes» (Figure 93).  
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Figure 93 

10) After filling in the data in the table, click on the «Save» button (Figure 91). To 

return to the application, click on the «Return to application» button. In the window 

that opens, select the option to save information by clicking on the appropriate 

button (Figure 94). You will be redirected to the application form.  

  

  

Figure 94 

13.4. Cost summary table  

1) The cost summary table is of 3 types: for the supply of goods (type 1), for the 

provision of services (type 2), for contract work (type 3).  

13.4.1. Summary table of cost for the supply of goods (type 1)  

1) To fill in the summary table of the cost for the supply of goods on the form 

«Application for participation in the procedure», in the block «Price offer» in the 

field «Summary table of the cost for the supply of goods» click on the button «Fill 

out the for (Figure 95).  

  

Figure 95 

2) In the form that opens, the participant fills in the following table data (Figure 96):  

⎯ Product EXW;  
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⎯ % VAT;  

⎯ Mandatory columns marked with «*».  

  

Figure 96 

3) When you click on the «Manufacturer of goods» field, the form «Manufacturer of 

goods» will open, in which you need to enter a description of the manufacturer, if 

necessary, check the boxes next to the signs «Is the manufacturer» and «Apply to 

all positions» (Figure 97). Then click on the «Save» button.  

  

Figure 97 

4) After filling in the «EXW item» and «% VAT» fields, the «Unit price without 

VAT», «Unit price with VAT», «Total cost without VAT» and «Total price with 

VAT» fields will be filled in automatically. In the «Offer price» block, the bid price 

will be automatically calculated (Figure 98).  
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Figure 98 

5) If necessary, you can replace the position, to do this, in the line of the position to be 

replaced, click on the «Replace» button. As a result, under the position line, a new 

position line will be displayed in edit mode, the field values of which are equal to 

the field values of the replaced position. The original (replaced) position will 

become inaccessible for editing (Figure 99).  
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Figure 99 

6) When you click on the «Replace» button, you can create multiple replacement 

strings. In order to delete a replacement position, in the line to be deleted, click on 

the «Delete» button. After deleting all replacement positions, the original position 

becomes active.  

7) The participant can also fill in the table by importing the completed Excel file. To 

do this, you need to download the template, where all positions will be displayed, 

as well as replacements for them, by clicking on the «Download» button (Figure 

99).   

8) The template for filling out is downloaded in excel-file format, where, in addition 

to the basic information about the positions, information about the replacement 

positions (if any) is indicated, as well as information about the notice version and 

lot number (Figure 100). If it is necessary to replace the product name by position, 

you must click on the «Replace» button in the position line in the table and make 

changes to the name manually (Figure 99). For more information about importing 

a file, you can read the link to the instruction (Figure 99).  

  

  

Figure 100 

9) The participant in the block «Primary table of costs» can attach the necessary files, 

for this you need to fill in the «Document description» field, then click on the 
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«Select and upload file» button and attach the document in the form that opens 

(Figure 99).  

10) To add a file from your personal account, click on the «Attach files from your 

personal account» button. In the form that opens, check the box next to the required 

documents, click the «Attach selected files» button (Figure 101). To delete files, 

uncheck the previously selected documents, click the «Attach selected files» button.  

  

Figure 101 

11) After uploading, the file will be displayed in the «Cost summary table» block 

(Figure 102). By clicking on the hyperlink, the file can be downloaded to the local 

computer.  
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Figure 102 

12) To add a file to the personal account, the participant presses the button , in the 

confirmation window that opens, click on the «Yes» button (Figure 103).  

  

Figure 103 

13) To delete a file from the form, the participant clicks on the button , in the 

confirmation window that opens, click on the «Yes» button (Figure 104).  

  

Figure 104 

14) To clear the table, click on the «Clear table» button (Figure 99). In the form that 

opens, click «Yes» (Figure 105). The information in the table will be permanently 

deleted.  

  

Figure 105 

15) After filling in the data, click on the «Save» button (Figure 99). To return to the 

application, click on the «Return to application» button. In the window that opens, 
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select the option to save information by clicking on the appropriate button (Figure 

106). You will be redirected to the application form.  

  

Figure 106 

13.4.2. Summary table of costs for the provision of services (type 2)  

1) To fill in the summary table of costs for the provision of services on the form 

«Application for participation in the procedure», in the block «Price offer» in the 

field «Summary table of costs for the provision of services» click on the button «Fill 

out the form» (Figure 107).  

  

Figure 107 

In the form that opens, the participant fills in the unit price without VAT, indicates VAT 

(  
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2) Figure 108). The fields «Price per unit with VAT», «Cost without VAT», «Cost 

with VAT» are calculated automatically. In the «Offer Price» block, the bid price 

will be automatically calculated.  

  

 

Figure 108 

3) If necessary, you can replace the position, to do this, in the line of the position to be 

replaced, click on the «Replace» button. As a result, under the position line, a new 

position line will be displayed in edit mode, the field values of which are equal to 

the field values of the replaced position. The original (replaced) position will 

become inaccessible for editing (Figure 109).  
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Figure 109 

4) When you click on the «Replace» button, you can create multiple replacement 

strings. In order to delete a replacement position, in the line to be deleted, click on 

the «Delete» button. After deleting all replacement positions, the original position 

becomes active.  

5) The participant can also fill in the table by importing the completed Excel file. To 

do this, you need to download the template, where all positions will be displayed, 

as well as replacements for them, by clicking on the «Download» button (Figure 

109).   

6) The template for filling out is downloaded in the format of an Excel file, where, in 

addition to the basic information about the positions, information about the 

replacement positions (if any) is indicated, as well as information about the notice 

version and lot number (Figure 110). If it is necessary to replace the name of the 

stages of services by positions, you must click on the «Replace» button in the line 

of the position in the table and make changes to the name manually (Figure 109). 

For more information about importing a file, see the link to the instructions.  

  

Figure 110 

7) The participant can attach the necessary files in the «Summary Table of Costs» 

block, for this you need to fill in the «Document Description» field, then click on 

the «Select and Upload File» button and attach the document in the form that opens 

(Figure 109).  
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8) To add a file from your personal account, click on the «Attach files from your 

personal account» button. In the form that opens, check the box next to the required 

documents, click the «Attach selected files» button (Figure 111). To delete files, 

uncheck the previously selected documents, click the «Attach selected files» button.  

  

Figure 111 

9) After uploading, the file will be displayed in the «Cost summary table» block 

(Figure 112). By clicking on the hyperlink, the file can be downloaded to the local 

computer.  

  

Figure 112 
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10) To add a file to the personal account, the participant presses the button , in the 

confirmation window that opens, click on the «Yes» button (Figure 113). 

 

  

Figure 113 

11) To delete a file from the form, the participant clicks on the button , in the 

confirmation window that opens, click on the «Yes» button (Figure 114).  

  

Figure 114 

12) To clear the table, click on the «Clear table» button (Figure 109). In the form that 

opens, click «Yes» (Figure 115). The information in the table will be deleted 

without the possibility of saving.  

  

Figure 115 

13) After filling in the data, click on the «Save» button (Figure 109). To return to the 

application, click on the «Return to application» button. In the window that opens, 

select the option to save information by clicking on the appropriate button (Figure 

116). You will be redirected to the application form.  

  

Figure 116 

13.4.3. Summary table of costs for contract work (type 3)  

1) To fill in the summary table of cost for contract work on the form «Application for 

participation in the procedure», in the block «Price offer» in the field «Summary 
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table of cost for performance of contract work» click on the button «Fill out the 

form» (Figure 117).  

  

Figure 117 

2) In the form that opens, the participant fills in the cost of construction and installation 

works, cost of equipment, indicates VAT (Figure 118). The fields «Cost of the total 

work without VAT» and «Total cost, in the currency of the initial price of the 

contract. with VAT» are calculated automatically. In the «Offer Price» block, the 

bid price will be automatically calculated.  

  

Figure 118 
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3) If necessary, you can replace the position, to do this, in the line of the position to be 

replaced, click on the «Replace» button. As a result, under the position line, a new 

position line will be displayed in edit mode, the field values of which are equal to 

the field values of the replaced position. The original (replaced) position will 

become inaccessible for editing (Figure 119).  

  

Figure 119 

4) When you click on the «Replace» button, you can create multiple replacement 

strings. In order to delete a replacement position, in the line to be deleted, click on 

the «Delete» button. After deleting all replacement positions, the original position 

becomes active.  

5) The participant can also fill in the table by importing the completed Excel file. To 

do this, you need to download the template, where all positions will be displayed, 

as well as replacements for them, by clicking on the «Download» button (Figure 

119).   

6) The template for filling out is downloaded in excel-file format, where, in addition 

to the basic information about the positions, information about the replacement 

positions (if any) is indicated, as well as information about the notice version and 

lot number (Figure 120). If it is necessary to replace the name of work and cost by 

item, click on the «Replace» button in the line item in the table and make changes 

to the name manually (Figure 119). For more information about importing a file, 

you can read the link to the instruction.  
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Figure 120 

7) The participant can attach the necessary files in the «Summary Table of Costs» 

block, for this you need to fill in the «Document Description» field, then click on 

the «Select and Upload File» button and attach the document in the form that opens 

(Figure 119).  

8) To add a file from your personal account, click on the «Attach files from your 

personal account» button. In the form that opens, check the box next to the required 

documents, click the «Attach selected files» button (Figure 121). To delete files, 

uncheck the previously selected documents, click the «Attach selected files» button.  

  

Figure 121 

9) After uploading, the file will be displayed in the «Cost summary table» block 

(Figure 122). By clicking on the hyperlink, the file can be downloaded to the local 

computer.   
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Figure 122 

10) To add a file to the personal account, the participant presses the button , in the 

confirmation window that opens, click on the «Yes» button (Figure 123).  

  

Figure 123 

11) To delete a file from the form, the participant clicks on the button , in the 

confirmation window that opens, click on the «Yes» button (Figure 124).  

  

Figure 124 

12) To clear the table, click on the «Clear table» button (Figure 119). In the form that 

opens, click «Yes» (Figure 125). The information in the table will be permanently 

deleted.  

  

Figure 125 

13) After filling in the data, click on the «Save» button (Figure 119) To return to the 

application, click on the «Return to application» button. In the window that opens, 

select the option to save information by clicking on the appropriate button (Figure 

126). You will be redirected to the application form.  
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Figure 126 

13.5. Schedule of delivery / performance of work / provision of services  

13.5.1. Schedule of delivery  

1) To fill in the schedule for the delivery of goods on the form «Application for 

participation in the procedure», in the block «Price offer» in the field «Delivery 

schedule» click on the button «Fill out the form» (Figure 127).  

  

Figure 127 

2) In the form that opens, the participant fills in the mandatory fields of the table «Date 

from», «Date to», «n/a number». If required fields are not filled in, an error will be 

displayed. The value of the «Quantity» field or the sum of the fields must match the 

declared quantity in the STS. The fields «n/a number», «Stage name», «Quantity», 

«Unit of measurement» are pre-filled with data from the STS automatically. To 

display the delivery time of the goods, the participant presses the button 

«  » (Figure 128)  
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Figure 128 

3) The participant can also fill in the table by importing the completed Excel file. To 

do this, you need to download the template, where all positions will be displayed 

by clicking on the «Download» button (Figure 128).  

4) The template for filling out is downloaded in excel-file format, where, in addition 

to the basic information about the positions, information about the version of the 

notification and the lot number is indicated (Figure 129).  The values in the «Дата 

с» and «Дата по» columns are filled in the DD- MM-YYYY format.  

  

Figure 129 

5) To download the completed excel file, the Participant in the block «Import data 

from an Excel file to a graph» clicks on the button «Select and upload a file» and 

indicates the path to the file on the local computer (Figure 128). After loading the 

excel file, the columns for each position will be automatically filled in the table.  

6) In the «Delivery schedule» block, the participant can attach the necessary files, for 

this you need to fill in the «Document description» field, then click the «Select and 

upload file» button and attach the document in the form that opens (Figure 130). 
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Figure 130 

7) To add a file from your personal account, click on the «Attach files from your 

personal account» button. In the form that opens, select the desired document and 

click the «Attach selected files» button (Figure 131). To delete files, uncheck the 

previously selected documents, click the «Attach selected files» button.  

  

Figure 131 

8) To clear the table, click on the «Clear a table» button (Figure 128). In the form that 

opens, click «Yes» (Figure 132). The information in the table will be permanently 

deleted.  

  

Figure 132 
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9) After filling in the data, click on the «Save» button (Figure 128). To return to the 

application, click on the «Return to application» button. In the window that opens, 

select the option to save information by clicking the appropriate button (Figure 

133). You will be redirected to the application form.  

  

Figure 133 

13.5.2. Work Schedule  

1) To fill in the schedule of work on the form «Application for participation in the 

procedure», in the block «Structured application forms» in the field «Schedule of 

work», click the button «Fill out the form» (Figure 134).  

  

Figure 134 

2) In the form that opens, the participant fills in the mandatory fields of the table «Date 

from», «Date to», «n/a number». If required fields are not filled in, an error will be 

displayed. The field «Date of the provision of services» is filled in if available. The 

value of the «Quantity» field or the sum of the fields must match the declared 

quantity in the STS. The fields «n/a number», «Stage name», «Quantity», «Unit of 

measurement» are pre-filled with data from the STS automatically. To display the 

delivery time of the goods, the participant presses the button « 

» (Figure 135).  
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Figure 135 

3) The participant can also fill in the table by importing the completed Excel file. To 

do this, you need to download the template, where all positions will be displayed 

by clicking on the «Download» button (Figure 135).  

4) The template for filling out is downloaded in excel-file format, where, in addition 

to the basic information about the positions, information about the version of the 

notification and the lot number is indicated (Figure 136). The values in the «Дата 

с», «Дата по» and «Дата выполнения работ» (in the presence of) columns are 

filled in the DD- MMYYYY format.  

  

Figure 136 

5) To download the completed excel file, the Participant in the block «Import data 

from an Excel file to a graph» clicks on the button «Select and upload a file» and 

indicates the path to the file on the local computer (Figure 135). After loading the 

excel file, the columns for each position will be automatically filled in the table.  

6) In the «Work schedule» block, the participant can attach the necessary files, for this, 

fill in the «Document description» field, then click the «Select and upload file» 

button to attach the document (Figure 137).  
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Figure 137 

7) To add a file from your personal account, click on the «Attach files from your 

personal account» button. In the form that opens, select the desired document and 

click the «Attach selected files» button (Figure 138). To delete files, uncheck the 

previously selected documents, click the «Attach selected files» button.  

  

  

Figure 138 

8) To clear the table, click on the «Clear a table» button (Figure 135). In the form that 

opens, click «Yes» (Figure 139). The information in the table will be permanently 

deleted. 
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Figure 139 

9) After filling in the data, click the «Save» button (Figure 135). To return to the 

application, click the «Return to application» button and in the message that 

appears, confirm saving the entered data or refuse to save (Figure 140).  

  

Figure 140 

13.5.3. Service Schedule  

1) To fill in the schedule for the provision of services on the form «Application for 

participation in the procedure», in the block «Structured application forms» in the 

field «Schedule delivery schedule» click the button «Fill out the form» (Figure 141)  

  

Figure 141 

2) In the form that opens, the participant fills in the mandatory fields of the table «Start 

of the provision of services (stages)», «End of the provision of services (stages)», 

«Date of the provision of services». If required fields are not filled in, an error will 

be displayed. The field «Date of the provision of services» is filled in if available. 

The fields «n/a number», «Name of services or individual stages» are pre-filled with 

data from the STS automatically. To display the delivery time of the goods, the 

participant presses the button « » (Figure 142).  
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Figure 142 

3) The participant can also fill in the table by importing the completed Excel file. To 

do this, you need to download the template, where all positions will be displayed 

by clicking on the «Download» button (Figure 142).  

4) The template for filling out is downloaded in excel-file format, where, in addition 

to the basic information about the positions, information about the version of the 

notification and the lot number is indicated (Figure 143). The values in the «Начало 

оказание услуг (этапов)», «Окончание оказание услуг (этапов)» and «Дата 

оказания услуг» columns are filled in the DD- MM-YYYY format.  

 

  

Figure 143  

5) To download the completed excel file, the Participant in the block «Import data 

from an Excel file to a graph» clicks on the button «Select and upload a file» and 

indicates the path to the file on the local computer (Figure 142). After loading the 

excel file, the columns for each position will be automatically filled in the table. 

6) In the «Service Schedule» block, the participant can attach the necessary files, for 

this, fill in the «Document Description» field, then click the «Select and Upload 

File» button to attach the document (Figure 144).  



 
User manual for the procedures for small and medium-sized of 

the State Atomic Energy Corporation «Rosatom» 

 

83  

  

  

Figure 144 

7) To add a file from your personal account, click on the «Attach files from your 

personal account» button. In the form that opens, select the desired document and 

click the «Attach selected files» button (Figure 145). To delete files, uncheck the 

previously selected documents, click the «Attach selected files» button.  

 

Figure 145 

8) To clear the table, click on the «Clear a table» button (Figure 142). In the form that 

opens, click «Yes» (Figure 146). The information in the table will be permanently 

deleted.  

 

Figure 146 

9) After filling in the data, click the «Save» button (Figure 142). To return to the 

application, click the «Return to application» button and in the message that 

appears, confirm saving the entered data or refuse to save (Figure 147).  
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Figure 147 

13.6. Certificate of material and technical resources  

1) Certificate of material and technical resources can be of 2 types, depending on the 

selected type of the Summary table of costs: Certificate of material and technical 

resources for the implementation of research, design and development work, R&D, 

provision of services, Certificate of material and technical resources for the 

performance of contract work. 

13.6.1. Certificate of material and technical resources for the implementation of 

research, design and development work, R&D, provision of services  

1) To fill out a certificate of material and technical resources for the performance of 

research, design and development work, the provision of services on the form 

«Application for participation in the procedure», in the block «Structured 

application forms» in the field «Certificate of material and technical resources for 

the performance of research, R&D, R&D, provision of services» click on the button 

«Fill out the form» Figure 148).  

  

Figure 148 

2) In the form that opens, the participant clicks on the «Add to» button to fill in the 

table (Figure 149), in the window that opens, fills in the fields (Figure 150).   

3) In the field «MTP chapter» the participant indicates the chapter in accordance with 

the structure of the consolidated estimate calculation, when you hover over the icon 

, a pop-up hint appears (Figure 151).  
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Figure 149  

  

Figure 150  
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Figure 151 

4) In the field «Ownership or other right (economic management, operational 

management)», the participant selects one of the values in the drop-down list: 

«Own» or «Rent». If you select «Rent», you must fill in the «Number and date of 

the lease» field. After filling in the data, the participant clicks on the «Save» button 

(Figure 151).  

5) A row with filled data appears in the table (Figure 152). To delete, you need to click 

on the button . To edit a line, the participant clicks on the button , in the opened 

editing form edits the required fields, clicks on the «Save» button (Figure 153).  
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Figure 152 

  

Figure 153 

6) Also, the data can be loaded into the table from the template. To do this, the 

participant clicks on the button «Load from template» (Figure 152), in the window 

that opens, he selects the required template, clicks on the button  (Figure 154). 

The data from the template will be loaded into the table.  
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Figure 154 

7) The manually filled-in data in the table can be saved as a template, for this, after 

filling in the data, the participant clicks on the «Save as template» button (Figure 

152). In the window that opens, he selects the required template, clicks the button 

 (Figure 155). In the window that opens, enters the name of the template, clicks 

«OK» (Figure 156).  

  

Figure 155 

  

Figure 156 

8) The participant can download the template, which will display all the fields of the 

table, by clicking on the «Download» button (Figure 152).  

9) The template for filling is downloaded in the excel file format, filled in and saved 

on the local computer (Figure 157).  
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Figure 157 

10) The participant in the block «MTP certificate» can attach the necessary files, for 

this you need to fill in the «Document description» field, then click on the «Select 

and upload file» button and attach the document in the form that opens (Figure 152).  

11) To add a file from your personal account, click on the «Attach files from your 

personal account» button. In the form that opens, check the box next to the required 

documents, click the «Attach selected files» button (Figure 158). To delete files, 

uncheck the previously selected documents, click the «Attach selected files» button.  

  

Figure 158 

12) To clear the table, click on the «Clear table» button (Figure 152). In the form that 

opens, click «Yes» (Figure 159). The information in the table will be deleted 

without the possibility of saving. 
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Figure 159 

13) After filling in the data, click on the «Save» button (Figure 152). To return to the 

application, click on the «Back to application» button. In the window that opens, 

select the option to save information by clicking on the appropriate button (Figure 

160). You will go to the application form.  

  

Figure 160 

13.6.2. Certificate of material and technical resources for the performance of 

contract work  

1) To fill out a certificate of material and technical resources for the performance of 

contract work on the form «Application for participation in the procedure», in the 

block «Structured application forms» in the field «Certificate of material and 

technical resources for the performance of contract work», click on the «Fill in the 

form» button (Figure 161).  

  

Figure 161 
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2) In the form that opens, the participant clicks on the button «Add to» to fill in the 

table (Figure 162), in the window that opens, fills in the fields (Figure 163).   

3) In the «Head of the MTP» field, the participant indicates the chapter in accordance 

with the structure of the summary estimate calculation, a popup hint appears when 

hovering over the icon . 

 

Figure 162 

  

Figure 163 
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Figure 164 

4) In the field Ownership or other right (economic management, operational 

management, number of the lease agreement in the case of lease of materials and 

equipment) needed select one of the values in the drop-down list: «Own» or «Rent». 

If selected «Rent», requiring fill in the «Number and date of the rent agreement» 

field. In the «Owner (tenant)» field, the participant selects one of the values in the 

drop-down list: «Own» or «Rent». After filling in the data, the participant clicks on 

the «Save» button (Figure 164).  

5) A row appears in the table with the filled data (Figure 165). To delete it, click on 

the button .   To edit the participant clicks on the button , in the editing form that 

opens, edits the necessary fields, clicks on the «Save» button» (Figure 166).  
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Figure 165 

  

Figure 166 

6) Patrician can also upload data to the table from the template. To do this, the 

participant clicks on the «Load from template» button (Figure 165), in the window 

that opens, select the desired template, click on the button  (Figure 167). The 

data from the template will be loaded into the table.  



 
User manual for the procedures for small and medium-sized of 

the State Atomic Energy Corporation «Rosatom» 

 

94  

  

  

Figure 167 

7) Manually filled in data in the table can be saved as a template, for this, after filling 

in the data, the participant clicks on the «Save as template» button (Figure 165). In 

the window that opens, select the desired template, click on the button  (Figure 

168). In the window that opens, enter the name of the template, click «OK» (Figure 

169).  

  

Figure 168 

  

Figure 169 
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8) The participant can also fill in the table by importing the completed Excel file. To 

do this, you need to download a template where all the fields of the table will be 

displayed by clicking on the «Download» button (Figure 165).   

9) The template for filling is downloaded in excel file format, filled in and saved on 

the local computer (Figure 170).   

  

Figure 170 

10) The participant in the «MTP certificate» block can attach the necessary files, for 

this you need to fill in the «Document Description» field, then click on the «Select 

and upload file» button and attach the document in the form that opens (Figure 165).  

11) To add a file from your personal account, click on the «Attach files from your 

personal account» button. In the form that opens, check the box next to the required 

documents, click the «Attach selected files» button (Figure 171). To delete files, 

uncheck the previously selected documents, click the «Attach selected files» button.  

  

Figure 171 



 
User manual for the procedures for small and medium-sized of 

the State Atomic Energy Corporation «Rosatom» 

 

96  

  

12) To clear the table, click on «Clear table» (Figure 165). In the form that opens, click 

«Yes» (Figure 172). The information in the table will be permanently deleted.  

  

Figure 172 

13) After filling in the data, click on Save» (Figure 165). To return to the application, 

click on the «Back to application» button. In the window that opens, select the 

option to save the information by clicking on the corresponding button (Figure 173). 

The transition to the application form will occur.  

  

Figure 173 

13.7. Information about human resources  

1) Certificate of human resources is of 3 types: Certificate of human resources for the 

implementation of research, design and development work, the provision of 

services with information on the total staffing, Certificate of human resources for 

the implementation of research, design and development work, provision of 

services without information on the total staffing level, Certificate of human 

resources for the performance of contract work.  

13.7.1. Certificate of human resources for the implementation of research, 

design and development work, R&D, provision of services   

1) To fill out a certificate of human resources for the implementation of research, 

design and development work, the provision of services on the form «Application 

for participation in the procedure», in the block «Structured application forms» in 

the field «Human resources» click on the button «Fill out the form» (Figure 174). 
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Figure 174 

2) A form will open that displays a table of involved managers and staff, and can also 

display a table of the total staffing. The participant fills in the table on involved 

managers and staff, to add an entry to the table, clicks on the «Add» button (Figure 

175).  

  

Figure 175 

3) In the window that opens, the participant fills in the fields (Figure 176).   
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Figure 176 

4) In the field «On the staff of the Participant / co-executor / involved (third-party) 

specialist», the participant selects one of the values in the drop-down list: «On the 

staff» or «Third-party specialist». After filling in the data, the participant clicks on 

the «Save» button (Figure 176).  

5) A row with filled data appears in the table (Figure 177). To delete, click on the 

button  

. To edit a line, the participant presses the button , in the editing form that opens, edits 

the required fields, clicks on the «Save» button (Figure 178).  
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Figure 177 

  

Figure 178 

6) The participant can download the table in excel format, where all the fields of the 

table will be displayed, by clicking on the «Download» button (Figure 177).   
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7) To clear the table for involved managers and staff, click on the «Clear table» button 

(Figure 177). In the form that opens, click «Yes» (Figure 179). The information in 

the table will be deleted.  

  

Figure 179 

8) If there is a table of the total staffing, the participant fills in the table, to add an entry 

to the table, clicks on the «Add» button (Figure 177).  

9) In the window that opens, the participant fills in (Figure 180). In the «Chapter» 

field, indicates the chapter in accordance with the structure of the summary estimate 

calculation, when hovering over the icon  tooltip appears (Figure 181). After 

filling in the data, the participant clicks on the «Save» button.  

  

Figure 180  
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Figure 181 

10) A row with filled data appears in the table (Figure 183). To delete, click on the 

button . To edit a line, the participant presses the button , in the editing form that 

opens, edits the required fields, clicks on the «Save» button (Figure 184).  

  

Figure 182 

  



 
User manual for the procedures for small and medium-sized of 

the State Atomic Energy Corporation «Rosatom» 

 

102  

  

  

Figure 183 

11) The participant can download the table in excel format, where all the fields of the 

table will be displayed, by clicking on the «Download» button (Figure 183).   

12) To clear the table by total headcount, click on the «Clear table» button (Figure 183). 

In the form that opens, click «Yes» (Figure 185). The information in the table will 

be deleted.  

  

Figure 184 

13) After filling in the data, click on the «Save» button (Figure 183). To return to the 

application, click on the «Return to application» button. In the window that opens, 

select the option to save information by clicking on the appropriate button (Figure 

185). You will be redirected to the application form.  

  

Figure 185 

13.7.2. Certificate of human resources for the performance of contract work  

1) To fill out a certificate of human resources for the performance of contract work on 

the form «Application for participation in the procedure», in the block «Structured 
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application forms» in the field «Human resources» click on the button «Fill out the 

form» (Figure 186).  

  

Figure 186 

2) A form will open that displays a table on the key personnel involved in working 

specialties. The participant fills in the table, to add an entry to the table, clicks on 

the «Add» button (Figure 187).  

  

Figure 187 

3) In the window that opens, the Participant fills in the fields (Figure 188).   
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Figure 188 

4) In the field «Personnel affiliation (contractor, subcontractor)», the participant 

selects one of the values from the drop-down list: «Contractor» or «Subcontractor». 

After filling in the data, the participant clicks on the «Save» button (Figure 188).  

5) A row with filled data appears in the table (Figure 189). To delete, click on the 

button . To edit a line, the participant presses the button , To edit a line, the 

participant presses the button (Figure 190).  

  

Figure 189 
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Figure 190 

6) The participant can download the table in excel format, where all the fields of the 

table will be displayed, by clicking on the «Download» button (Figure 189).   

7) To clear the table for the key personnel involved in working specialties, click on 

the «Clear table» button (Figure 189). In the form that opens, click «Yes» (Figure 

191). The information in the table will be deleted.  

  

Figure 191 

8) After filling in the data, click on the «Save» button (Figure 189). To return to the 

application, click on the «Return to application» button. In the window that opens, 

select the option to save information by clicking on the appropriate button (Figure 

192). You will be redirected to the application form.  

  

  

Figure 192 
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13.8. Certificate of experience in the implementation of contracts  

1) Certificate of experience in the execution of contracts is of 3 types, depending on 

the selected type of the summary cost table: Certificate of experience in execution 

of contracts for contract work, Certificate of experience in execution of contracts 

for the supply of goods, Certificate of experience in execution of contracts for the 

implementation of design and survey work services.  

2) To fill out a certificate of experience in the execution of contracts on the 

«Application for participation in the procedure» form, in the «Structured 

application forms» block in the «Inquiries on contracts» field, click on the «Fill in 

the form» button (Figure 193). One of the certificates about the experience of 

fulfilling contracts will open.  

  

Figure 193 

13.8.1. Certificate of experience in the implementation of contracts for contract 

work   

1) When filling out the data on the experience of contracts for contract work, the 

participant adds information on the Participant. The participant adds a contract by 

clicking on the « » («Add contract») button (Figure 194).  
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Figure 194 

2) In the opened form «Add a contract to the organization», the participant fills in all 

the data on the contract, adds the appropriate documentation (Figure 195). The 

amount of the contract with VAT can be higher or equal to the amount of the 

contract without VAT. The deadline for the completion of the contract work may 

be equal to or later than the start date for the contract work. When you select the 

sign «The contract was concluded in a different currency», a block appears for 

filling in the amount in foreign currency (Figure 196).  

  

Figure 195 
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Figure 196 

3) If the start date of the contract work is later than the end date of the contract work, 

a warning window will appear when you click on the «Save» button (Figure 197).  

  

Figure 197 

4) If the amount of the contract with VAT turns out to be lower than the amount of the 

contract without VAT, when you click on the «Save» button, a warning window 

will appear (Figure 198).  

  

Figure 198 

5) After filling in the data, the participant clicks the «Save» button (Figure 196). 

Information about the contract for the Participant appears in the table row. The 

participant can edit the information by clicking on the « » («Edit») button (Figure 

199). The form for editing the Participant's agreement will open (Figure 200). 
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Figure 199 

  

Figure 200 

6) If not all the fields were filled in, when you click on the «Save» button, a 

notification appears that not all the fields are filled in (Figure 201). 
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Figure 201 

7) To delete a contract from the table, the participant clicks the « » («Delete») button 

(Figure 199), in the confirmation window that opens, he clicks the «Yes» button 

(Figure 202).  

  

Figure 202 

8) Then the participant adds a year of work under the contract for the Participant by 

clicking on the button « » («Add year of work») (Figure 199). In the opened form 

«Add the year of work to the contract» indicates the year of work performed under 

the contract, clicks the «Save» button (Figure 203).  

  

Figure 203 

9) Information about the year of work under the contract appears in the table row. The 

participant can edit the year by clicking on the « » («Edit») button (Figure 204). 

A form for editing the year of work will open (Figure 205).  
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Figure 204 

  

Figure 205 

10) To delete the year of work under the contract from the table, the participant clicks 

the « » («Delete») button (Figure 204), in the confirmation window that opens, 

he clicks the «Yes» button (Figure 202). 

11) Then the participant adds a certificate of the cost of work performed under the 

contract for the Participant by clicking on the button « » («Add a certificate of the 

cost of work performed») (Figure 204). In the opened form «Add a certificate of 

the cost of work performed», fills in all the fields (Figure 206). The cost of contract 

work performed with VAT must be higher or equal to the cost of contract work 

performed without VAT, and must also not exceed, but may be equal to, the amount 

of the contract with VAT. The start date for the performance of contract work may 

not be earlier than or equal to the start date of the contract and no later than or equal 

to the date of the actual completion of the contract. The deadline for the completion 

of the performance of contract work may not be earlier than or equal to the date of 

commencement of the performance of the contract and not later than or equal to the 

date of the actual completion of the performance of the contract. If the contract was 

concluded in foreign currency, a block is displayed in the form to fill in the cost of 
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the completed contract work in foreign currency (Figure 207). Currency selection 

is not possible at this stage.  

  

Figure 206 

  

Figure 207 
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12) If the start date of the contract work is later than the end date of the contract work, 

a warning window will appear when you click on the «Save» button (Figure 208). 

  

Figure 208 

13) If the participant applies an act of acceptance of work performed, he ticks the box 

next to the sign «An act of acceptance of completed works is planned» (Figure 209), 

so he will not need to fill in the fields for the cost of completed contract work, the 

participant will fill in this information in the act of acceptance of the work 

performed.  

  

Figure 209 

14) After filling in the data, the participant clicks the «Save» button (Figure 206). 

Information about the certificate on the cost of the work performed appears in the 

table row. The participant can edit the information by clicking on the « » («Edit») 

button (Figure 210). A form for editing the help will open (Figure 211).  
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Figure 210 

  

Figure 211 

15) To delete a certificate on the cost of the work performed from the table, the 

participant clicks the « » («Delete») button (Figure 210), in the confirmation 

window that opens, he clicks the «Yes» button (Figure 202).  

16) If, when adding a certificate of the cost of work performed, the sign «An act of 

acceptance of completed works is planned» was indicated, the participant adds an 

act of acceptance of work performed by clicking on the button « » («Add a 

certificate of acceptance of completed work»). In the opened form «Add a 
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certificate of acceptance of the work performed» fills in all the fields (Figure 212). 

The cost of contract work performed with VAT must be higher or equal to the cost 

of contract work performed without VAT, and must also not exceed, but may be 

equal to, the amount of the contract with VAT. The start date for contract work may 

be no earlier than or equal to the start date of contract work in the certificate of the 

cost of work performed and no later than or equal to the date of the actual 

completion of the contract work in the certificate of the cost of work performed. 

The deadline for the completion of contract work may be no earlier than or equal to 

the start date of the contract work in the certificate of the cost of the work performed 

and no later than or equal to the deadline for the actual completion of the contract 

work in the certificate of the cost of the work performed. 

  

Figure 212 

17) If the contract was concluded in foreign currency, a block is displayed in the form 

to fill in the cost of the performed contract work in foreign currency (Figure 213). 

Currency selection is not possible at this stage.  
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Figure 213 

18) If the start date of the contract work is later than the end date of the contract work, 

a warning window will appear when you click on the «Save» button (Figure 214).  

  

Figure 214 

19) After filling in the data, the participant clicks the «Save» button (Figure 212). 

Information about the acceptance certificate of work performed appears in the table 

row. the participant can edit the information by clicking on the « » («Edit») button 

(Figure 215). The form for editing the act will open (Figure 216).  
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Figure 215 

  

Figure 216 

20) To delete the certificate of acceptance of work performed from the table, the 

participant clicks the « » («Delete») button (Figure 215), in the confirmation 

window that opens, he clicks the «Yes» button (Figure 202).  

21) After filling in all the information, the «Total» line displays the amount of the 

contract without VAT and with VAT for all contracts of the organization, as well 
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as the amount of the cost of the completed contract work on documents with VAT 

and without VAT for all contracts of the organization.  

22) Then the participant identifies subcontractors by adding them by clicking on the 

«Add subcontractor» button (Figure 217).  

  

Figure 217 

23) In the «Add organization» form that opens, the participant enters the name of the 

organization, clicks the «Save» button (Figure 218).  

  

Figure 218 

24) Information about the subcontractor appears in the table row. The participant can 

edit the name of the subcontractor by clicking on the « » («Edit») button (Figure 

219). A form for editing an organization will open (Figure 220).  
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Figure 219 

  

Figure 220 

25) To remove a subcontractor from the table, the participant clicks the « » 

(«Delete») button (Figure 219), in the confirmation window that opens, he clicks 

the «Yes» button (Figure 221).  

  

Figure 221 

26) Then the participant adds a contract by clicking on the « » («Add contract») 

button (Figure 219). In the opened form «Add an agreement to the organization» 

fills in all the data on the contract, adds the appropriate documentation (Figure 222). 

The amount of the contract with VAT can be higher or equal to the amount of the 

contract without VAT. The deadline for the completion of the contract work may 

be equal to or later than the start date for the contract work. When you select the 
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sign «The contract was concluded in a different currency», a block appears for 

filling in the amount in foreign currency (Figure 223).  

  

Figure 222 

  

Figure 223 
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27) If the start date of the contract work is later than the end date of the contract work, 

a warning window will appear when you click on the «Save» button (Figure 224).  

  

Figure 224 

28) If the amount of the contract with VAT turns out to be lower than the amount of the 

contract without VAT, when you click on the «Save» button, a warning window 

will appear (Figure 225).  

  

Figure 225 

29) After filling in the data, the participant clicks the «Save» button (Figure 222). The 

contract information appears in the table row. The participant can edit the 

information by clicking on the « » («Edit») button (Figure 226). The contract 

editing form will open (Figure 227).  

  

Figure 226 
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Figure 227 

30) If not all the fields have been filled in, when you click on the «Save» button, a 

notification appears that not all fields are filled in (Figure 228).  

  

Figure 228 

31) To delete a contract from the table, the participant clicks the « » («Delete») button 

(Figure 226), in the confirmation window that opens, he clicks the «Yes» button 

(Figure 221).  

32) Then the participant adds a year of work under the contract by clicking on the «

» («Add year of work») button (Figure 226). In the opened form «Add the year of 

work to the contract» indicates the year of work performed under the contract, clicks 

the button «Save» (Figure 229).  
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Figure 229 

33) Information about the year of work under the contract appears in the table row. The 

participant can edit the year by clicking on the « » («Edit») button (Figure 230). 

A form for editing the year of work will open (Figure 231).  

 

Figure 230 

 

Figure 231 
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34) To delete the year of work under the contract from the table, the participant clicks 

the « » («Delete») button (Figure 230), in the confirmation window that opens, 

he clicks the «Yes» button (Figure 221).  

35) Then the participant adds a certificate of the cost of work performed under the 

contract by clicking on the button « » («Add a certificate of the cost of work 

performed») (Figure 230). In the opened form «Add a certificate of the cost of work 

performed», fills in all the fields (Figure 232). The cost of contract work performed 

with VAT must be higher or equal to the cost of contract work performed without 

VAT, and must also not exceed, but may be equal to, the amount of the contract 

with VAT. The start date for the performance of contract work may not be earlier 

than or equal to the start date of the contract and no later than or equal to the date 

of the actual completion of the contract. The deadline for the completion of the 

performance of contract work may not be earlier than or equal to the date of 

commencement of the performance of the contract and not later than or equal to the 

date of the actual completion of the performance of the contract.  

36) If the contract was concluded in foreign currency, a block is displayed in the form 

to fill in the cost of the performed contract work in foreign currency (Figure 233). 

Currency selection is not possible at this stage.  

  

Figure 232 
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Figure 233 

37) If the start date of the contract work is later than the end date of the contract work, 

when you click on the «Save» button, a warning window will appear (Figure 234).  

  

  

Figure 234 

38) If the participant applies an act of acceptance of work performed, he ticks the box 

next to the sign «An act of acceptance of completed works is planned» (Figure 235), 

so he will not need to fill in the fields for the cost of completed contract work, the 

participant will fill in this information in the act of acceptance of the work 

performed. After filling in the data, the participant clicks the «Save» button.  
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Figure 235 

39) Information about the certificate of the cost of work performed appears in the table 

row. The participant can edit the information by clicking on the « »  («Edit») 

button (Figure 236). A form for editing the help will open (Figure 237).  

  

Figure 236 
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Figure 237 

40) To delete a certificate of the cost of work performed from the table, the participant 

clicks the «  « («Delete») button (Figure 236), in the confirmation window that 

opens, he clicks the «Yes» button (Figure 221).  

41) If, when adding a certificate of the cost of work performed, the sign «An act of 

acceptance of completed works is planned» was indicated, the participant adds an 

act of acceptance of work performed by clicking on the button « » («Add a 

certificate of acceptance of completed work»). In the opened form «Add a 

certificate of acceptance of the work performed» fills in all the fields (Figure 238). 

The cost of contract work performed with VAT must be higher or equal to the cost 

of contract work performed without VAT, and must also not exceed, but may be 

equal to, the amount of the contract with VAT. The start date for contract work may 

be no earlier than or equal to the start date of contract work in the certificate of the 

cost of work performed and no later than or equal to the date of the actual 

completion of the contract work in the certificate of the cost of work performed. 

The deadline for the completion of contract work may be no earlier than or equal to 

the start date of the contract work in the certificate of the cost of the work performed 

and no later than or equal to the deadline for the actual completion of the contract 

work in the certificate of the cost of the work performed.  
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Figure 238 

42) If the contract was concluded in foreign currency, a block is displayed in the form 

to fill in the cost of completed contract work in foreign currency (Figure 239). 

Currency selection is not possible at this stage.  

  

Figure 239 
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43) If the start date of the contract work is later than the end date of the contract work, 

a warning window will appear when you click on the «Save» button (Figure 240).  

  

  

Figure 240 

44) After filling in the data, the participant clicks the «Save» button (Figure 238). 

Information about the acceptance certificate of work performed appears in the table 

row. the participant can edit the information by clicking on the « » («Edit») button 

(Figure 241). The form for editing the act will open (Figure 242).  

  

Figure 241 
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Figure 242 

45) To delete the certificate of acceptance of work performed from the table, the 

participant clicks the « » («Delete») button (Figure 241), in the confirmation 

window that opens, he clicks the «Yes» button (Figure 221).  

46) After filling in all the information, the «Total» line displays the amount of the 

contract without VAT and with VAT for all contracts of the organization, as well 

as the amount of the cost of the completed contract work under documents with 

VAT and without VAT for all contracts of the organization (Figure 241). The 

participant clicks the button «Back to the application», in the window that opens, 

clicks on the button «Yes, save» (Figure 243) and returns to the application form.  

  

Figure 243 

47) The participant can clear the form of a certificate of experience in the execution of 

contracts for contract work, for this he clicks on the button «Clear table» (Figure 

241). In the notification window that opens, he clicks the «Yes» button (Figure 

244).  
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Figure 244 

48) All previously filled data will be cleared. To save the result, the participant clicks 

on the «Save» button (Figure 241).  

13.8.2. Certificate of experience in the implementation of contracts for the 

supply of goods   

1) To fill in the data on the experience of contracts for the supply of goods, the 

participant adds an agreement on the experience of the participant by clicking on 

the button « » («Add contract») (Figure 245).  

  

Figure 245 

2) In the opened form «Add a contract to the organization», the participant fills in all 

the data on the contract, adds the appropriate documentation (Figure 246). The 

amount of the contract with VAT can be higher or equal to the amount of the 

contract without VAT. When you select the sign «The contract was concluded in a 

different currency», a block appears for filling in the amount in foreign currency 

(Figure 247).  
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Figure 246 

  

Figure 247 
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3) If the amount of the contract with VAT turns out to be lower than the amount of the 

contract without VAT, when you click on the «Save» button, a warning window 

will appear (Figure 248).  

  

Figure 248 

4) After filling in the data, the participant clicks the «Save» button (Figure 246). The 

contract information appears in the table row. The participant can edit the 

information by clicking on the « » («Edit») button (Figure 249). The contract 

editing form will open (Figure 250).  

  

Figure 249 



 
User manual for the procedures for small and medium-sized of 

the State Atomic Energy Corporation «Rosatom» 

 

134  

  

  

Figure 250 

5) If not all the fields have been filled in, when you click on the «Save» button, a 

notification appears that not all fields are filled in (Figure 251).  

  

Figure 251 

6) To delete a contract from the table, the participant presses the « » («Delete») 

button (Figure 249), in the confirmation window that opens, clicks the «Yes» button 

(Figure 252).  

  

Figure 252 

7) Then the participant adds the specification / invoice to the contract by clicking on 

the button « » («Add specification / waybill») (Figure 249). In the opened form 

«Add specification / invoice to the contract» selects the document type 

«Specification» or «Packing list» and fills in all the fields (Figure 253). The 



 
User manual for the procedures for small and medium-sized of 

the State Atomic Energy Corporation «Rosatom» 

 

135  

  

deadline for completing the manufacture of equipment may be no later than or equal 

to the deadline for the completion of the manufacture of equipment under the 

contract. The value of the supplied goods with VAT must be higher than or equal 

to the value of the supplied goods without VAT, and must not exceed, but may be 

equal to, the amount of the contract with VAT.  

8) If the contract was concluded in foreign currency, the form displays a block to fill 

in the cost of the delivered goods in foreign currency (Figure 254). Currency 

selection is not possible at this stage.  

  

Figure 253 
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Figure 254 

9) If the deadline for the completion of the equipment manufacturing is later than the 

deadline for the completion of the equipment manufacturing under the contract, a 

warning window will appear when you click the «Save» button (Figure 255).  

  

Figure 255 

10) If the cost of the delivered goods with VAT turns out to be lower than the amount 

of the contract with VAT, when you click the «Save» button, a warning window 

will appear (Figure 256).  

  

Figure 256 

11) If the cost of the delivered goods with VAT turns out to be lower than the cost of 

the delivered goods excluding VAT, a warning window will appear when you click 

the «Save» button (Figure 257).  

 



 
User manual for the procedures for small and medium-sized of 

the State Atomic Energy Corporation «Rosatom» 

 

137  

  

  

Figure 257 

12) After filling in the data, the participant clicks the «Save» button (Figure 253).  

13) Specification/packing list information appears in the table row. The participant can 

edit the information by clicking on the « » («Edit») button (Figure 258). The form 

for editing the specification/packing list will open (Figure 259).  

  

Figure 258 
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Figure 259 

14) To delete the specification/packing list from the table, the participant clicks the «

» («Delete») button (Figure 258), in the confirmation window that opens, he 

clicks the «Yes» button (Figure 252).  

15) After filling in all the information, the «Total» line displays the amount of the 

contract without VAT and with VAT for all contracts of the organization, as well 

as the amount of the cost of the delivered goods according to documents with VAT 

and without VAT for all contracts of the organization. The participant clicks the 

button «Back to application», in the window that opens, clicks on the button «Yes, 

save» (Figure 260) and returns to the application form.  

  

Figure 260 

16) The participant can clear the form of a certificate of experience in fulfilling 

contracts for the supply of goods, for this he clicks on the «Clear table» button 

above the table (Figure 258). In the notification window that opens, he clicks the 

«Yes» button (Figure 261).  

  

Figure 261 
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17) All previously filled data will be cleared. To save the result, the participant clicks 

on the «Save» button (Figure 258).  

13.8.2.1 Certificate of experience in the implementation of contracts for the 

supply of goods and the manufacturer's experience in quantitative terms  

1) When filling out data on the experience of contracts for the supply of goods, the 

participant, if necessary, also fills in information on the experience of the 

manufacturer in quantitative terms. To do this, the participant clicks on the «Add 

manufacturer» button (Figure 262).  

  

Figure 262 

2) In the opened form «Add manufacturer» the participant enters the name of the 

manufacturer, clicks the button «Save» (Figure 263).  
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Figure 263 

3) Manufacturer information appears in the table row. The participant can edit the 

manufacturer's name by clicking on the « » («Edit») button (Figure 264). A form 

for editing a manufacturer will open (Figure 265).  

 

  

Figure 264 
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Figure 265 

4) To remove a manufacturer from the table, the participant clicks the « » («Delete») 

button (Figure 264), in the confirmation window that opens, he clicks the «Yes» 

button (Figure 266).  

  

Figure 266 

5) Then the participant adds a contract by clicking on the « » («Add contract») 

button (Figure 264). In the opened form «Add a contract to the manufacturer» fills 

in all the data on the contract, adds the appropriate documentation (Figure 267). 

After filling in the data, the participant clicks the «Save» button.  
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Figure 267 

6) Information about the contract appears in the table row. The participant can edit the 

information by clicking on the « » («Edit») button (Figure 268). The contract 

editing form will open (Figure 269).  

  

Figure 268 
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Figure 269 

7) If not all the fields have been filled in, when you click on the «Save» button, a 

notification appears that not all the fields are filled in (Figure 270).  

  

Figure 270 

8) To delete a contract from the table, the participant clicks the « » («Delete») button 

(Figure 268), in the confirmation window that opens, he clicks the «Yes» button 

(Figure 266).  

9) Then the participant adds the specification / waybill to the contract by clicking on 

the button « » («Add specification/waybill») (Figure 268). In the opened form 

«Add specification / invoice to the contract» selects the document type 

«Specification», «Packing list» or «Quality plan» and fills in all the fields (Figure 

271, Figure 272, Figure 273). The deadline for completing the manufacture of 

equipment may be no later than or equal to the deadline for the completion of the 

manufacture of equipment under the contract.  
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Figure 271 

  

Figure 272 
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Figure 273 

10) If the deadline for the completion of the equipment manufacturing is later than the 

deadline for the completion of the equipment manufacturing under the contract, a 

warning window will appear when you click the «Save» button (Figure 274).  

  

Figure 274 

11) After filling in the data, the participant clicks the «Save» button (Figure 273). 

Specification / invoice information appears in the table row. The participant can 

edit the information by clicking on the « » («Edit») button (Figure 275). The form 

for editing the specification / invoice will open (Figure 276).  
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Figure 275 

  

Figure 276 

12) To delete the specification/invoice from the table, the participant clicks the « » 

(«Delete») button (Figure 275), in the confirmation window that opens, he clicks 

the «Yes» button (Figure 266).  
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13) After filling in all the information, the «Total» line displays the total amount of 

equipment manufactured for all contracts of the organization.  

14) The participant can clear the form of the certificate of the manufacturer's experience 

in quantitative terms, for this he clicks on the «Clear table» button next to the button 

for adding a manufacturer (Figure 275). In the notification window that opens, he 

clicks the «Yes» button (Figure 277).  

  

Figure 277 

15) All previously filled data will be cleared without the possibility of saving. To save 

the result, the Participant clicks on the «Save» button (Figure 275). To return to the 

application, click on the «Back to application» button. In the window that opens, 

select the option to save information by clicking on the appropriate button (Figure 

278). You will go to the application form.  

  

Figure 278 

13.8.2.2. Certificate of Certificate of experience in the implementation of 

contracts for the supply of goods and the manufacturer's experience in value 

terms  

1) When filling out data on the experience of contracts for the supply of goods, the 

participant, if necessary, also fills in information on the experience of the 

manufacturer in value terms. To do this, the participant clicks on the «Add 

manufacturer» button (Figure 279).  
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Figure 279 

2) In the opened form «Add manufacturer» the participant enters the name of the 

manufacturer, clicks the button «Save» (Figure 280).  

  

Figure 280 
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3) Manufacturer information appears in the table row. The participant can edit the 

manufacturer's name by clicking on the « » («Edit») button (Figure 281). A form 

for editing a manufacturer will open (Figure 282).  

  

Figure 281 

  

Figure 282 

4) To remove a manufacturer from the table, the participant clicks the « » («Delete») 

button (Figure 281), in the confirmation window that opens, he clicks the «Yes» 

button (Figure 283).  
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Figure 283 

5) Then the participant adds a contract by clicking on the « » («Add contract») 

button (Figure 281). In the opened form «Add an agreement to the organization», 

he fills in all the data on the contract, adds the appropriate documentation (Figure 

284). The amount of the contract with VAT may be higher or equal to the amount 

of the contract without VAT. When you select the sign «The contract was concluded 

in a different currency», a block appears for filling in the amount in foreign currency 

(Figure 285). 

  

Figure 284 
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Figure 285 

6) If the amount of the contract with VAT turns out to be lower than the amount of the 

contract without VAT, when you click on the «Save» button, a warning window 

will appear (Figure 286). 

  

Figure 286 

7) After filling in the data, the participant clicks the «Save» button (Figure 284). The 

contract information appears in the table row. The participant can edit the 

information by clicking on the « » («Edit») button (Figure 287). The contract 

editing form will open (Figure 288).  
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Figure 287 

  

Figure 288 
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8) If not all the fields have been filled in, when you click on the «Save» button, a 

notification appears that not all the fields are filled in (Figure 289).  

  

Figure 289 

9) To delete a contract from the table, the participant clicks the « » («Delete») button 

(Figure 287), in the confirmation window that opens, he clicks the «Yes» button 

(Figure 283).  

10) Then the participant adds the specification / waybill to the contract by clicking on 

the button « » («Add specification / waybill») (Figure 287). In the opened form 

«Add specification / invoice to the contract» selects the document type 

«Specification», «Packing list» or «Quality plan» and fills in all the fields (Figure 

290, Figure 291, Figure 292). The deadline for completing the manufacture of 

equipment may be no later than or equal to the deadline for the completion of the 

manufacture of equipment under the contract. The cost of the delivered goods with 

VAT must be higher or equal to the cost of the delivered goods without VAT, and 

must also not exceed, but may be equal to the amount of the contract with VAT.  

  

Figure 290  
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Figure 291 

  

Figure 292 

11) If the contract was concluded in foreign currency, the form displays a block to fill 

in the cost of the delivered goods in foreign currency (Figure 293). Currency 

selection is not possible at this stage.  
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Figure 293 

12) If the deadline for the completion of the equipment manufacturing is later than the 

deadline for the completion of the equipment manufacturing under the contract, a 

warning window will appear when you click the «Save» button (Figure 294). 

  

Figure 294 

13) If the cost of the delivered goods with VAT is lower than the cost of the delivered 

goods excluding VAT, when you click on the «Save» button, a warning window 

will appear (Figure 295).  

  

Figure 295 

14) After filling in the data, the participant clicks the «Save» button (Figure 292). 

Specification / invoice information appears in the table row. The participant can 

edit the information by clicking on the « » («Edit») button (Figure 296). The form 

for editing the specification / invoice will open (Figure 297).  
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Figure 296 

  

Figure 297 

15) To delete the specification/invoice from the table, the participant clicks the « » 

(«Delete») button (Figure 296), in the confirmation window that opens, he clicks 

the «Yes» button (Figure 283).  
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16) After filling in all the information, the «Total» line displays the amount of the 

contract without VAT and with VAT for all contracts of the organization, as well 

as the amount of the cost of the delivered goods according to documents with VAT 

and without VAT for all contracts of the organization.  

17) The participant can clear the form of the certificate of the manufacturer's experience 

in value terms, for this he clicks on the «Clear table» button next to the add 

manufacturer button (Figure 296). In the notification window that opens, he clicks 

the «Yes» button (Figure 298).  

  

Figure 298 

18) All previously filled data will be cleared without the possibility of saving. To save 

the result, the Participant clicks on the «Save» button (Figure 296). To return to the 

application, click on the «Back to application» button. In the window that opens, 

select the option to save information by clicking on the appropriate button (Figure 

299). You will go to the application form.  

  

Figure 299 

13.8.3. Experience in execution of contracts for the implementation of design 

and survey work/provision of services   

1) To fill in data on the experience of contracts for the implementation of design and 

survey work/provision of services, the participant, if necessary, identifies co- 

executors by adding them by clicking on the button «Add co-executor» (Figure 

300).  
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Figure 300 

2) In the «Add organization» form that opens, the participant enters the name, clicks 

the «Save» button (Figure 301).  

 

  

Figure 301 

3) Information about the co-executor appears in the table row. The participant can edit 

the name of the co-executor by clicking on the « » («Edit») button (Figure 302). 

A form for editing an organization will open (Figure 303).  
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Figure 302 

  

Figure 303 

4) To remove a co-executor from the table, the participant clicks the « » («Delete») 

button (Figure 302), in the confirmation window that opens, he clicks the «Yes» 

button (Figure 304).  

  

Figure 304 

5) Then the participant adds a contract by clicking on the « » («Add contract») 

button (Figure 302). In the opened form «Add a contract to the organization» fills 

in all the data on the contract, adds the appropriate documentation (Figure 305). 

The amount of the contract with VAT can be higher or equal to the amount of the 

contract without VAT. The end date for the provision of services may be equal to 

or later than the start date for the provision of services. When you select the sign 
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«The contract was concluded in a different currency», a block appears for filling in 

the amount in foreign currency (Figure 306).  

 

  

Figure 305 

  

Figure 306 
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6) If the start date for the provision of services is later than the end date for the 

provision of services, a warning window will appear when you click on the «Save» 

button (Figure 307).  

  

Figure 307 

7) If the amount of the contract with VAT turns out to be lower than the amount of the 

contract without VAT, when you click on the «Save» button, a warning window 

will appear (Figure 308).  

  

Figure 308 

8) After filling in the data, the participant clicks the «Save» button (Figure 305). The 

contract information appears in the table row. The participant can edit the 

information by clicking on the « » («Edit») button (Figure 309). The contract 

editing form will open (Figure 310).  

  

Figure 309 
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Figure 310 

9) If not all the fields were filled in, when you click on the «Save» button, a 

notification appears that not all the fields are filled in (Figure 311).  

  

Figure 311 

10) To delete a contract from the table, the participant clicks the « » («Delete») button 

(Figure 309), in the confirmation window that opens, he clicks the «Yes» button 

(Figure 304).  

11) Then the participant adds an act of delivery and acceptance of services under the 

contract by clicking on the button « » («Add an act of delivery and acceptance of 

services»). In the opened form «Add an act of delivery and acceptance of services 

under the agreement», fills in all the fields (Figure 312). The cost of services 

rendered with VAT must be higher than or equal to the cost of services rendered 

without VAT, and must not exceed, but may be equal to, the amount of the contract 

with VAT. The start date for the provision of services can be no earlier than or equal 

to the start date of the contract and no later than or equal to the date of the actual 

completion of the contract. The deadline for the end of the provision of services 

may be no earlier than or equal to the start date of the contract and no later than or 

equal to the date of the actual completion of the contract.  
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Figure 312 

12) If the contract was concluded in foreign currency, a block is displayed in the form 

to fill in the cost of services rendered in foreign currency (Figure 313). Currency 

selection is not possible at this stage.  

  

Figure 313 
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13) If the start date for the provision of services is later than the term for the provision 

of services, when you click on the «Save» button, a warning window will appear 

(Figure 314).  

  

Figure 314 

14) If the cost of services rendered with VAT turns out to be lower than the cost of 

services rendered without VAT, when you click on the «Save» button, a warning 

window will appear (Figure 315).  

  

Figure 315 

15) After filling in the data, the participant clicks the «Save» button (Figure 312). 

Information about the act of delivery and acceptance of services appears in the table 

row. The participant can edit the information by clicking on the « » («Edit») 

button (Figure 316). The form for editing the act will open (Figure 317).  

  

Figure 316 
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Figure 317 

16) To delete the acceptance certificate of services from the table, the participant clicks 

the « » («Delete») button (Figure 316), in the confirmation window that opens, 

he clicks the «Yes» button (Figure 304).  

17) After filling in all the information, the «Total» line displays the amount of the 

contract without VAT and with VAT for all contracts of the organization, as well 

as the amount of the cost of services rendered according to documents with VAT 

and without VAT for all contracts of the organization.  

18) The Participant can clear the form of the certificate of experience in the execution 

of contracts for the Execution of IDP / Provision of services, for this he clicks on 

the button «Clear table» (Figure 316). In the notification window that opens, he 

clicks the «Yes» button (Figure 318).  

  

Figure 318 

19) All previously filled data will be cleared without the possibility of editing. To save 

the result, the participant clicks on the «Save» button (Figure 316). To return to the 

application, click on the «Back to application» button. In the window that opens, 

select the option to save information by clicking on the appropriate button (Figure 

319). You will go to the application form.  
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Figure 319 

13.9. Specification for calculating the cost of services  

1) To fill in the specification for the calculation of the cost of services on the form 

«Application for participation in the procedure», in the block «Structured 

application forms» in the field «Specification of the calculation of the cost of 

services» click on the button «Fill out the form» (Figure 320).   

  

Figure 320 

2) In the form that opens, the Participant fills in the fields - mandatory fields are 

highlighted in red. Fills in the field in the «Employee participating in the services 

provided» column. At least one entry must be added to the «Employee participating 

in the services provided» field. (Figure 321). If the specified fields have not been 

filled in, an error will be displayed at the time of application.  
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Figure 321 

3) If the value of the field «Total cost of services with VAT» is not equal to the price 

offer of the participant with VAT (CTC form, field «Price of application with 

VAT»), the following error will be displayed: «Dear participant! The value of the 

field «Total cost of services with VAT» (form «Specification of the calculation of 

the cost of services») must be equal to the price of the application with VAT.   

4) To fill in the field «Employee participating in the services provided», the Participant 

presses the icon «  Add» in the «Operations» (Figure 321). This will open a form 

to fill out (Figure 322).  
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Figure 322 

5) The participant fills out the opened form and clicks the «Save» button. Then there 

will be a return to the form «Specification of the calculation of the cost of services».  

6) To edit the completed information in the field «Employee participating in the 

services provided», the Participant presses the icon «  Edit», to delete « » 

(«Delete »).  

7) To return to the application form for participation without saving the completed 

data, press the button «Return to the application» (Figure 321), in the window that 

opens, clicks the button «No, do not save» (Figure 323).   

  

Figure 323 

8) To return to the application form for participation with saving the completed data, 

the Participant presses the «Save» button (Figure 323), then «Return to the 

application».  

  

  


