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Policy on Student Academic Trips of MSe
and PhD Students at Skoltech

"

Glossary

Student — is a person mastering MS or PhD
education program at Skoltech.

Academic trip —is a trip of a student outside
of Moscow or Moscow region for one or more
working days in order to fulfill task prescribed
by his/her educational program or for
mastering part of the educational program in
third-party organization of higher education .

Supervisor — Skoltech Faculty responsible for
the guidance of the student's studies and
research towards a Skoltech degree.

Skoltech -  Autonomous  non-profit
organization of higher education “Skolkovo
Institute of Science and Technology™

This Policy defines the order and procedures of
compensation of expenses for students
assigned for participation in conferences and
other Academic trips provided by the
education program.

1. Scope of Application of This Policy
1.1. This Policy (hereinafter “Policy”) is an in-

house regulation applicable to the students and
governing Academic travel.

2. Objectives of This Policy

2.1. This Policy has been adopted to achieve
the following objectives:

IToaoxenue 06 AkazeMHMECKHAX HOEIAKEX
odyHarmuxes

Ucnosaniyemuie NOHATH

Obyuaromuiics — MUI0, o6yUaronieecs B
Cxontexe 1o 06pa3oBaTeIEHEIM IIPOIPAMMAM
MaruCTpaTypsl WiH aciUpanTyphL.

AxajeMHuecKas  MOE3AKAa  —  I0e3NKa
OOyuatomerocs 3a npexens! MockBsl  uin
Mocxosekolt obmacty Ha omwH WM Gonee
palounx [HeH ¢ Henpl0 BHITONHEHHS 34jA49H,

oupefeleHHOM B ero  obBpasoBarenbHO
porpaMme, o OCBOCHIIN HACTH
obpazoBaTeNpHOHl  NPOTPAMMEL B HHOM
OPraHM3aliM BEICIIETO 00pa3oBaAHNS.

Hayusabiii PykoBoauTenn - Unen
MPOQEeccOPCKO-NPENIONARATENLCKOTG  COCTaBa
CKoNTex, OTBETCTBEHHBIM 3a pPYKOBOACTBO
obyueHneM " IPOBEACHUEM HAy4YHO-

uccaeosarenbekoi paboter Obyuaoimmces ¢
HENbIO OCBOCHHA 00pa30BaTeNpHOMN IpOTpaMMEL
Cxosrexe.

Cxonrex -~ ABTOHOMHas HeKOMMepuecKas
obpasopaTeNpHAl  OpPTaHMU3aIMs  BLICHIETO
npodeccHoHaaEHOTO obpasoBaHus

«CKOJIKOBCKHH HHCTHTYT HAYKH ¥ TEXHOJIOTHI»

Hacroamee nmonomexne onpenenseT NOPSIOK
BO3MENICHHS pacxojios O6yuaromuxcs,
HalpaBiCHHBIM U1 Y4ACTHS B KOH(PEPSHITUAX, U
B IpyTHe AxageMuueckue TIOE3KH,
APEOYCMOTPEHHBIE  €F0 oOpasoBaTensROH
[ pOTPaMMOH.

1. O6nacTh IpEMeHeNHS HACTOSUIET 0
Ioaoxenusn.
1.1. Hactogmiee  Ilonokenme — smnsercs
JIOKANBHBIM HOPMATHBHBIM aKTOM A7 JIWIL,
O0YyUAGIOINXCA B MarucTpaType M acllipartype
Ckonrtexa ¥ peryaupyeT NOpsA0K HanpaBieHUs
ofydaroummxes 8 AKaZeMHIECKUE TIOE3HKH.

2, Menw nacronuero IHonoxenns

2.1.  Hacrosmee llonoxeHne IPHHATO s
JOCTHXKEHHA CHCIYIOMIMX HeTeli:
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2.1.1. Implementing a common procedure how
Academic trip expenses shall be incurred
documented and compensated;

2.1.2. Ensuring control over compliance with
the said procedure, including compliance of
any expenses, which are incurred by the
Students in accordance with this Regulation
for the account of Skoltech, with the intended
purpose and efficiency criteria.

2.2 Each Student is responsible for
complying with this Policy, for accurate
submission of the related expenses and travel
related documents.

2.3. Each Student is guaranteed reimbursement
of expenses related to Academic trip in
accordance with this Policy.

2.4, Normally The Office of Student Affairs
will be responsible directly for purchasing
tickets and services. In exceptional situations
the student may pay on his own and request for
reimbursement of the expenses or receive the
funds in advance upon the President’s
approval,

2.5  Compliance with this Policy 1s
mandatory. The expenses of the Students who
do not comply with this Policy will not be
reimbursed.

3. Academic Trip Arrangement

3.1. The Student may be assigned to
Academic trip provided that:

e The student is enrolled as fulltime
degree-seeking students and must be in
good Academic standing

2.1.1. PopmupoBanme  eIMHOTO  [OpsIKa
OCYILIECTBICHUSL, OQOPMAECHUA H BOIMEINEEHS
pacxoios Ha AKaTeMUYECKYIO T0e3IKY,;

2.1.2. OGecnedeHne KOHTPOJIL 3a COBMONEHIEM
BHILICYKA3AHHOIO IIOPANKA, B TOM YHCIE 34
LEJAEBBIM  HazHaueHdeM U 3DPEKTHBHOCTLIO
pacxogor OO0ydalolmxesa, OCYIIECTBISCMBIX B
COOTBEeTCTBYN ¢ HacrosinyM [lonoweHmem 3a
cueT cpeactr Ckosrexa.

2.2, Kaxasiit OOyyarompiics, HanpaBleBHeE B

AKaNeMUUECKyI0  TOS3IKY, OTBEYaeT 13a
cobmopenve Hacrosmiero Ilomowenud, 3a
AKKYpAaTHOCTE BIUIIOYMCHHA TeX WM HHBIX

PACXOJOB VI BOSMEIIEHHS ¥ KOPPEKTHOIO
oopMIeHHS  JOKYMEHTOB, CBS3aHHEIX C
AxageMuuecKoil moesaxoii.

23. Kaxnomy Ob6yuvaromemycs
TapDAaHTHPYETCH  BO3MEILGHHEC DACXOMOB  Ha
AKaJIEeMUYECKYI0 IOE€3IKY B HOPANKE M Ha
YCIOBHAX, YCTAHOBICHHEIX HACTOSUIEM
Honoxennem.

2.4. Kax npaguano, JlenapraMent no paboTe co
CTYACHTAMHM HETOCPEICTBEHHO OCYINECTRISET
nppobperenne  OHneroB  u yenyr, B
HCKIIOUHTENBHBIK  CIydasX IIpH OTCYTCTBUH
BO3MOKHOCTH OTUIATHL PacxonoB o}
OezxanuyHoMy pacueTy HaIIPAMYIO
Ob0yuarompiica MoXeT JHYHO OIUIATHTL CBOH
pacxXonbl, & 3aTeM HalpaBHTh 3adBKY O
KOMTICHCAIHH PACcXooB, mubo, o
COTJIaCOBAKMIO ¢ PEKTOPOM, TIONYUNTE AeHEKHEIE
CPEHACTBA ABAHCOM.

2.5. Cobmopesne nadHo# TONATHKA ABIETCH
obs3aTensHbM. Pacxomel O6yuaroummxcd, He
HCIONHUBMINX TpeOoBanus [lomosxeHms, wHe
HOoATe)aT BOIMEIICHHIO.

3. Opraumzanmus AxageMudecKoll moesxxu

3.1. Obyuzaromuiics MoxeT OBITL HATPABJIEH B
AXaZIeMHYECKYIO NOe3Ky IPH COBOKYHHOCTH
CHERYIOIIUX YCIOBUH:
¢ QObyqawmmuiics 3AYUCIICH Ha
06pazoBaTeNBEHYIO TIPOTPaMMy 110 OYHOI
dopme  obydeHHs H  He  HMeeT
Axanemudeckoil 3a00/DXKEHHOCTH.



e Academic trip is approved by the
student’s Supervisor.
3.2. Students may be sent on Academic
trips on the initiative of the Rector, Provost,
Dean of Education or research supervisor.

An Academic trip shall be based on a student
assignment form (Annex 1) specifying task,
dates, place and budget.

3.3. The student assignment form shall be
signed and approved by the Student’s research
SUpPErvisor.

34. In case an Academic trip is financed,
whether fully or partially, out of the budget of
another division, the official assignment shall
also be agreed with the head of that division.

3.5. Based on the signed official assignment,
Provost or other authorized person shall issue
an order on assignment of the Student to the
Academic trip. Such Order is a strong
requirement for an Academic trip. If the Order
is not issued and signed the Finance
department cannot accept expense report for
reimbursement and the Student’s absence at
the classes acknowledged as an unauthorized
absence and may be subject to Disciplinary
Board.

3.6. The Order for the academic trip is an
obligatory document to assign a student for an
Academic trip and should be issued and signed
even though the student makes the tickets and
hotel reservations at its own cost and expense.

e  Axanemmdeckas moesgka  ojobpena
HayYHEIM PYKOBOJHTEIEM
Ob6yuaiourerocs.

3.2, Hampasnenue O0yqaronuxes B
AxanemMugeckue HOEe3NKH MOIKET
OCYHIECTBNATEC 10 MHHIMATHRE PeKkTopa,

[popextopa, [lekana mo o0pa3soBAHUIO KK
Hay4qHOTO pykoroauTens Obyuaiomerocs
OBocroBaIHEEM AxageMudeckol TTOe3KH
sengercs Hanpasnenue ama  obyvaromierocs
(Ilpunoxxenue 1), B KOTOpPOM YKa3BIBAKOTCA
3a0aHKE, CPOKH, MECTO HalipaBIeHHA
Obyugaromerocs 4 cMeTa pacxol0oB  Ha
AKaJeMHAYECKYIO TTOE3AKY.

3.3. HampasicHue YTBEPMACTCH HAYYHBIM
pyxopoautenem Odygaronierocs.

34. B cuyuae, ecnd QUHAHCHPOBaHHE
AKageMHIecKOoH [Ooe3AKH I[ONHOCTRIY MU
YAaCTHUHO OCYILECTBIACTCS 38 CueT ORKeTa
IpYTOre TMOAPA3ZS/ISHUs, HAlpaBIeHHe AOIDKHO
BBITE TAKIKE COIJIACOBAHO PYKOBOZUTEIIEM 9TOTO
[OApa3/IeNeHus.

35, B COOTBETCTEHMM ¢  TOANHCAHHEIM
HaNpaBlICHUCM lipopextop  wim HHOE
YIIONHOMOYEHHOE JIMLO U3JaeT IPHKa3 o
HANpPaBICHAH Obyuaronierocs B
AXameMHUecKyK Ioe3AKy. Taxol  mpukas
ABIIACTCS  OCHOBAHWEM  JUIS  HANPaBICHAS
Obyuaromerocs B AKaAEMUYECKYIO Noe3/Ky. B
OTCYTCTBUM NoAmmcaHHoTo [Ipukaza pacxoxs! Ha
AxXaZeMUYecKy:) TOe3OKy He MOryT OBITh

npuHATE  OHHAHCOBRIM  HENapTaMeHTOM K
ordery 1 orcyrerBue  Ofyuaromerocs B
Mucrutyte  OylAeT  paccMaTpupaThes — Kax

HEMOCEHIEEMOCTE 083 YBAWHTENBHEIX NPUYHH U
MOKET OBITP BHIHECEHO Ha pPACCMOTPCHME B
HucununmiHapHsil coseT CronTEXa.

3.6. Ilpuxas o manpaenerun OOyuatomierocs B
AKaneMHIECKyIo TIOE37IKY SIBTIETCH
0OA3aTE/NBHEIM JOKYMEHTOM I/ HAallpaBlieHUS
Obyuaonierocs B HOE3AKY Jaxe B TOM ClydYae,
eCIH Obyyaronuics CAMOCTOATERLHO
OCYLIECTBIIET 3aKa3 OMETOR H HaifM JKHIOro
noMelnenud (6poHHpPOBaHAE TOCTHHHNE]) 32 CIET
COOCTBEHHBIX CPEICTB.



3.7. Prior to the Academic trip the Office of
Student Affairs shall handle any associated
paperwork with student travel.

4. Concept and Payment of Academic Trip
Expenses

4.1.  Academic trip expenses shall include:

4.1.1. Expenses for ftravelling to the
destination and back to the place of mastering
the education program, including:

* expenses for travelling by air or rail, or
bus including booking expenses;

» airport taxes and commission fees;

e expenses for baggage transportation
subject to baggage allowance set by the
relevant airlines for tickets of the
corresponding class;

o expenses for ftransfer from the
accommodation (hotel) to the place of
event which is the purpose of the
Academic trip, transfer between
multiple purposes of Academic trip (if
the assignment includes multiple tasks)
airport (railway station) and back, in
particular, expenses for using taxi or a
suburban  train  (ncluding aero
express);

4.1.2. Accommodation expenses as well as
hotel booking services (for trips under 30
days).

4.1.3. In case a Student is sent to an Academic
trip outside of Russia, Academic trip expenses
shall also include:

3.7. Jlo nauana AxaneMHdecKolf [Oe3mKH
HenapramenT oo pabote co CTYAEHTaMH NOTOBUT
BCE OKYMCHTEI, HEOOXOHUMBIE IS COBEPINCHHS
TIOE3IKH,

4. Ilomsitge pacXoqoB Ha AKAZEMMYECKYID
TO0€3KY H IOPAROK MX OCYIHECTBIEHN:

4.1. Pacxomamm Ha AKaZeMHUHECKYIG IIOE3ZKY
IPU3HAIOTCA:

4.1.1. Pacxompl Ha poe3n K MECTy HASHAYSHHUS
Axanemuieckoif moesnxd m 06paTHO K MeCTy
NPOXOKAGHUS 00ydedus mo o6pazoBaTersHOH
IIporpaMMe, B TOM HHCITE:

¢  pacXoAbl Ha IIPOE3)] BOZAYIIHBIM WM

HEIE3HOROPOIKHEIM TPAaHCHOOPTOM,
aBToOycOM  BKJIOYAas  PacXombl  Ha
OpoHHpORARHE;

*  PacXOJmI Ha a3poApPOMHEIE,

KOMHACCHOHHBIC CﬁOpH;

* pPacXonbl Ha IpOBO3 Oaraxa B npenenax
TaﬁapHTOB H HOPpM, YCTaHOBACHHBIX

aBHAKOMIIAHHSIMH st OmteToB
COOTBETCTRYIOMIETO Kiacca
Oponuposanys,

* pacxossl Ha TpaHcep OT  Mecra
MpOXKUBauus (TOCTHHMILI) IO MecTa
NPOBENEHHA MEPOTIPHATHS, YKAZAHHOTO B
uemix AxazieMUNecKON NOe3fIKU, Tpoes
OT OfHOH Henu AKAZeMHYEeCKOH NOe3 KA
K Opyroii (ecmy B HampaBIeHUN YKA3aHO
Oonee ogHOro 3amaHMA) AIPONOPTA
(Bok3ama) W oOpaTHO, B HYACTHOCTH,
pacxo/sl Ha Taxcw, NPHIOPOSHBIH Hoesn
(B ToM 9MCIIe a3pOAKCTIPECE);

4.1.2. Pacxonpt 1o HaiiMy XKHIOTO MOMEIICHHS a
TalKe ycnyrHm ODOHHPOBRHMS HOMEPOB (nd
II0e3710K MeHee ueM Ha 30 aueir).

4.1.3. Ilpn wnanpaBnenuu O@yuaiomerocs B
AxazeMuueckylo HOE3OKY 3a mpegedsl PO
6



* Expenses for obtaining visas and other
travel documents (except for expenses
for obtaining a regular foreign passport
of a citizen of the Russian Federation),

» Mandatory consular charges;

» Other mandatory payment and charges.

4.1.4. In case a Student is sent to an Academic

trip including conference the Academic trip
expenses will include conference registration
fees.

4.2. Any expenses related to an Academic trip
but not supported with documents drawn up as
required by this Policy shall not be reimbursed
to the Student.

4.3. Academic trip expenses shall be covered
by the Student using advance or his/her own
funds. In case the Student covers expenses
using own funds, such expenses will be
reimbursed by Skoltech only in case the
expenses claimed are in compliance to this

Policy, the Expense report (attachment 2) is
approved and signed and that the Student
delivers supporting documents, including
Academic Trip Order.

5. Air and Rail Travel. Ground
Transportation.

5.1.  Students should wuse  Skoltech

recommended carriers in order to maximize
savings. Students may use other carriers,
provided that the cost of the services of such
carriers 1s lower than the cost of Skoltech
recommended carriers.

pacxonaMH Ha AKANECMHUYECKYIO TIOC3AKY TaKKe
ApH3HAIOTCA;
®  pacxonel Ha o(opMicHUE BH3 H APYIHX

BBIE3IHBIX OKYMEHTOR (3a
UCKITIOMCHAESM 3aTpaT Ha
obmerpaxaanckmii 3arPAHIHBIN
nacnopr  rpaxaasuHa  Poccmiickoi
Denepauun};

¢  pPacXoXbl Ha O0A3ATENBLHBIC KOHCYTHCKHE
cboprr;

*  DacXoZsl Ha MHBIE  O0A3ATENLHBIE

INaTexU | cOOpLL
4.1.4. llpr Hanpaerenun OOCygaromierocs B

AKaneMHUIeCKyI0  IIOG3IKY,  BKAOYAICLIYIO
HOCEenIeHHE  KOH(EePeHHMH, pacxogamy  Ha
AxazeMHUIeCKYIO HOe3]IKY [IPUZHAIOTCS
perucTpaliMoHHbe  cOOpBI 3@ ydYactue B
KOHQEPEeHITHH.

4.2.  Pacxonpt, cBI3anHbe ¢ AKageMHUECKOH

IOE3/IKOH, He MOATBEPIKACHHEIC TOKYMEHTAMH,
ohopMICHHBIMHA B COOTBETCTBUH c
TpeOOBaHHSIMKM  HacTosAmiero  IlonoxeHnd,
ObyuaromeMycs He BO3MELIa0TCs

4.3. Pacxombl Ha AKAJIeMHYECKYI0 HOE3IKY
Obyuaiomerocs  omragupaorcs  CKOATEXOM,
abo  ocymectensiores  O6yuwamompimed  3a
cobcTBeHHEIH cuer. B ciyuae oCyiliecTBieHHs
yKasamHplX  pacxofoB  Ofydamolmumcs  3a
coOCTBeHHBIH  cuer, TAKHE  pacXojbl
BO3MEINAOTCA  CKOATEXOM, Iip¥  YCIOBHH
COOTBETCTBHA TaKWX pacxofioB TpeboBaHuaM
Hacrosmero  Iomowenuws, Ilpukasa  ma
AKaIEMUYECKYIO TIOC3AKY, YTREPKACHUS
opefcTapneHaoro  Obyuarontumcs  OTdeTa o
pacxona (IIpunoxeHne 2) M npegoCTaBICHHS
ObyyaromuMest HOATBEPKAAONMX JOKYMEHTOB.

5. Ilpagnga OponnpoBanust aBHA H w/n
OuNeroB H  OCYHIECTBJIEHHS  IEPEBOIKM
HA3CMHBIM TPAHCHOPTOM

5.1, Obygaromelica o6g3aHpl  HCOONL30BATE
[IEPEBO3YHKOB, PEKOMEHAYEMEIX (CKOATEXOM C
Uenpl0 MUHUMu3aIM#u 3arpar. O6yvarominecd
MOTYT BOCIIONL30BATBCA  YCIYramMy  JAPYFHX
[EPEBO3YUKOB, NPH YCIOBHH, €CIHM CTOMMOCTE
YCIYr  TaKHX  IEPCBOIUMKOB  HHXKE, UeM



5.2. The cost of airline tickets purchased with
frequent flyer miles shall not be compensated.

5.3. Regardless of the duration of the flight/trip
and numbers of flights/trips per calendar year
the students shall use economy class only for
air and railway tickets. When there is a choice
between compartment or economy class for
rallway trips the student must chose economy
class. The students must not use business or
first class.

5.4. For transfer the students must use public
transport. When there is no public transport in
the location or in the time of arrival and in case
of night-time transfer (since 0.30 till 05.30
AM), the student is allowed to use taxi as an
exception.

3.5. The following shall be provided to support
travel expenses:

. Original travel documents (air and
railway tickets, bus tickets or other travel
documents) and original boarding passes. In
case of air travel, the original boarding passes
shall always be presented.

5.6. Student may be allowed to extend his stay
at the place of destination of an Academic trip
for the period not exceeding 3 days. The
extended  stays  requires  supervisor's
permission and should not affect mastering the
educational program. Transport expenses
incurred by the Student in this case will be
reimbursed only within the limits of the cost of
the transportation at the date of actual return /
arrival and will not exceed the cost of the
return / arrival at the date of planned end /
beginning of the Academic trip. It is Student’s
responsibility to present data on the cost of
transportation at the planned day of departure
/return.

CTOMMOCTE yCIyT
PEKOMEHYeMBIX CKONTEXOM.

IIEPEBO3YHKORB,

5.2. CTomMOCTE HarpafHblX  aBHAbHIETOB,
NprOOPETEHHBIX 10 IPOTPAMME HOCTOSHHOTO
KITHEHTA 8BHAKOMIIAHHHE He KOMICHCUPYETCS.

5.3. BHe 3aBHCHMOCTH OT HPOIOIKMTENLHOCTH

HoNeTa/moesaKu | KOJHYEecTBa
MEPECTORB/IOE3A0K B TEYCHUE KANCHOAPHOTO
roga OOyuarommmecs HMeEIOT [paBe  Ha

npuoOpereHne aBHA- H  OKCIC3HOZOPOKHBIX
OMJIETOB TONBKO «3KOHOM» Kihacca. B chyuae
BBIOOpA MEXITY KyHEHHBIM JKENe3HOTOPOMHEIM
OuneTom xunu GHIETOM SKOHOMHMYECKOTO Knacca
Obyuatomuiica o6s3an  BeIOUpaTE  OHIETHI
S3KOHOMHYECKOTO  KJacca. O0y4aromumes
3anpemaercy npuobperars OMICTH «OH3HEC»
HIIH TIEPBOTO KJ1acca.

5.4, Jimx uenedt Tpanchepa OBywaromuecs
00%3aHbI OB3I0BATECH OOIMECTBEHHBIM
TpaHcnopToM. 1Ipy oTcyTeTBUH OSIECTBEHHOIO
TPEHCNOPTA B MecTe NpHMOBITHA, a TakKe MpH
Tpaucepe B HOUHOE Bpems (¢ 0.30 mo 05.30)
Obyqalomemycs  paspemiaeTcs B KAYeCTBE
HCKJIOYEHHA BOCIIONB30BATLC YCIYTaMY TaKCH.

3.5. Jln1 HOATBEpKNCHUA PacXolioB Ha IPOes]
OPeaOCTABIAIOTCA:

. OpuruHamsl  OPOE3NHEIX  HOKYMEHTOB
(aBMa- WK KENEIHONOPOIKHDIE GUIETE, OUIeTh!
Ha apTo0YChI, KBHTAHINH UITH APYTHE TPOe3HHbIe
JAOKYMEHTHI) 1 OPUIMHANL] TIOCAGOYHBIX TAKOHOR
UL TIEPEBO30OK ABHATPAHCIIOPTOM.

5.6. B dexmowntensHEX chayyasx O6yuarompuiics
MOXET NpOJNNTE CBoe IpeOnIBaHHE B NYHKTE
HazHadeHUS AKaIeMHYECKOH ITOS3(KH Ha CPOK HE
Oonee 2 pmueH ¢ onobpedus ero HAYYROIO
PYKOBOBMTENN K IPH YCHOBHH, €CAH 3TO He
MOBIHACT Ha ocBoeHpe QOOydarImuMcs ero
oOpaszoparensHoff mporpaMMeL.  TparcHOpTHEIE
pacxonsl OGydaromierocs [0 BO3BPaTY M3
AKameMuuecKkoH TJOe3IKy UIH PaHHEMY OTBE3AY
B AKaJIEMHYECKYIO TI0€3/IKY B 3TOM Cliy4ae OYayT
KOMIIGHCHPOBAHBI, €CIIH CTOUMOCTh MpPOE3fia B
neHb (aKTHYECKOTO BO3BpPATA MM OTBE3INE
Obfywaromerocs: u3 /B AKaJleMIUECKOM T0S3KH
He OyIeT npeBBllaTh CTORMOCTE IIPOE3/a B IEHb
3aBepHICHHA/Hadana AKaIeMHYECKOR ITOe3IKH.



6. Accomntadation

6.1. Students should use hotels where Skoltech
has special deals / discounts, Students can use
other hotels as long as the rate does not exceed
the discounted rate arranged by Skoltech. The
preferred way to book hotels is through Office
of Student Affairs.

6.2. Accommodation expenses shall be
compensated to the Students sent on Academic
trips based on actual costs supported with
appropriate documents subject to the limit
specified in this Policy. In case no
accommodation is available within the limit
specified (which is supported with a letter from
the travel agency and a printout from online
hotel booking site), expenses can be
reimbursed in excess of the applicable limit
subject to preliminary approval of such excess
by the Provost.

6.3. The accommodation limit 1s 250 USD per
might or the equivalent in local currency.

6.4. Accommodation in apartments is allowed
as long as the apartment option is less costly
than a hotel.

6.5. The following is needed to support
accommodation expenses:

e Documents certifying payment of
expenses (registered high-security
form / cashier's check / receipt / bill /
slip in case of payment with a bank
card);

» Bill with a breakdown of services
provided by the hotgl;

6.6. In case Skoltech pays expenses via bank
transfer, the Student sent on a business trip
shall enclose a hotel invoice (for business trips

6. [Ipasuia 6POEHPOBAHNAN rOCTHRHI

6.1. Obydarommecs OMKHB TOIb30BATHLES
yclyraM# FOCTHHHI, ¢ KOTOpsIMHA y (Ckonrexa
33KIHOYEHBI CTECHUANBHEIE
COTJIaNICHAM I/ TIPE AOCTABIIOTCS CKUAKH.
Obyuatommecs MOTYT BOCTIOB30BATHCS
YCHyFaMh ApYTUX TOCTHHULL, eciy uX Tapudsl Ha
IPOKUBAHAE HE MPEBLIIAIOT IbTOTHEIE Tapha(bi,
Oprafvu30BaHHbIE " TEPEOCTABIIEMBIC
Cronrexom. IlpeamouruTensupiM  4BIAETCS
OpoHipOBaHHE TOCTHHHYHBIX HOMEPOR depes
HenapraMenT no pabore Co CTyACHTaMH

6.2. Pacxopbi, CBA3aHHBIE ¢ MPOXUBAHKEM BO
BpeMsa AKaNEMHUSCKON TIOE3/IKH, ROIMEMAIOTCS
ObGyvaromipMes 1o (PaKTHYECKMM  3aTparam,

NOATBRCPKICHHBIM COOTRCTCTBYIONIHMU
JAOKYMCHTaMHK B npeaeitax JIAMHTA,
YCTAHOBASHHOIO  HACTOAIIHNM [Tonoxennem,

Ilpu OTCYTCTBHM RO3MOXKHOCTH HaliMa JMCHIIOro
OOMEICHH B npeAenax  JIUMHTa,  {(4T0
MOATBEMKIACTC [HCLMOM W3 areHTCTBa HIIH
pacmevarkoid ¢ caiita oHnallH OpoHHpPOBaHHA
TOCTHHHIL), BO3MOXKHO BO3MEINICHHE PacxomOB
CBEpPX YCTAHOBICHHOIO JIMMHTa LpH YCIOBHH
OpeaBapuTeABHOIG  COITIACOBAHMA  TaKOro
npessitiienus [IpopexTopom.

6.3. JluMuT Ha DNPOXHBaHHE B IOCTHHHIE
cocrarngeTr 250 gmomnm.  ClIA/cytku  wnu
IKBUBAJIEHTY JaHHOI CyMMEI B MECTHOI BalOTE.

6.4. Jlomyckaercs BapHaHT HPOXHUBAHUA B
ApEHAYEeMBIX KBAPTHPAX, €CIIH TAKOH BapHaHT
ACIUEBJIE TI0 CPaBHEHHMIO C HPOXKUBAHHEM B
POCTUHWIIE.

6.5. Hns nmoATBepxeHus pacxoH0B MO HaiMy
JKHIOTO NOMEHIEHUSE HE0OX 0 TUMBI;

o JIOKyMeHTHI, TIOATBEPHIAIOIIHE OLIATy
pacxonos (GnaHK cTporoil otyerHocTH /
TIPHXOXHBIA KACCOBLIH opaep / KaccoRbIi
YeK / cia¥n npH omiaTe OaHKOBCKOH
KapToii);

s (Cuer, B KOTOPOM paciiHgpOBaHbI YCIYTH,
0KA3aHHbIE TOCTHHHULEH;

6.6, B cnywae, ecim omiaTa  pacxoaon
ocyinecTeiseTes CroNTexoM o Oe3sHaM4HOMY
pacaery, OOyJaromuiics JOMKEH TIPUIOKHUTE K
OTYETY CYeT T[OCTHHHULI, BHLIABAEMOH Iipn
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within Russia) or hotel report (for business
trips outside Russia) to his/her report.

7. Registration Fees
7.1. The following is needed to support

conference of other event registration
expenses:

» Documents certifying payment of

expenses (registered high-security

form / cashier's check / receipt / bill /
slip in case of payment with a bank
card);

» Bill with a breakdown of services;

8. Extra Stipend

8.1. Apart from reimbursement of the expenses
the Student may be awarded extra stipend upon
the decision of the supervisor for the period of
Academie trip in accordance with the Policy on
Student Stipends and Other Benefits and
Compensations.

9. Expenses Not Included in Academic Trip
Expenses and Not Reimbursable

9.1. Any expenses not specified in this Policy
are not included in Academic trip expenses and
will not be paid or reimbursed by Skoltech, in
particular:

1) expenses for purchase of any goods, work or
hotel services not included in the room rate (in
particular, mini-bar, paid TV chamnels,
services of health and leisure facilities);

2) meals and related services at bars and
restaurants including breakfast at the hotel in
case it is not included into the room price;

3) services of health and leisure facilities;

4) customs charges related to personal
belongings;

5) expenses for obtaining a regular travel
passport of a citizen of the Russian Federation;

BRIC3JIe IIpH AKaZeMHYCCKOH TIoe3Jike 110
Teppuropru  P®, oT4eT TOCTHHHIL ©
MPOKHBAHNHE IMpH AKaZeMHUecKoil moesjke za
npenenamu P,

7. PernerpannosHeie ¢6opbi

7.1, Jlns MoATBepKAEHHS PACXOAOR MO OILIATe
perucTpannoHEoro cbopa Ha KOHQEPEHIHA WITH
HMHOM MEPOIIPUATHH HEQOXOMMMBL:

o JIOKYyMEHTHI, MOATBEPXRAIOIINE OIIATY
pacxonoB (bmank cTporoi oTyeTHOCTH /
IMPUXOAHLIA KACCOBBIM OpAEp / KaccoBbLi
yek / BEIMCKA H3 DaHKOBCKOTD CUETa NPH
omnare OaHKOBCKOH KapToit); '

¢ (4erT, B KOTOPOM pacHIn(pOBAHEL YCIYTH;

8. Hapbaska x cTHHCHAUH

8.1, ITomumo KOMIICHCAITHH pacxo/ioB
ObyvalonieMycs [0 PEIICHUIO €r0 HAYYHOTO
PYKOBOIUTEISE MoxeT ObITh HazHa4deHa HagbaBKa
K CTHIICHIHH HA IEPUO aKaAeMHIeCKOH [TOS3 K
B COOTBETCTBHHE C Tlonoxennem 0
CTHITEHJAATTBHBIX BRILIATAX U HHEIX TAPaHTHIX U
KOMIIEHCaluax 00yIaloInMCH.

9. PaCXOJIbI, He IIpAZRABaAeMbIC PACX0oJaMHi HA
AK&}ICMH‘IGCK}’IO MOE3AKY M HC TMOLJIeKANHE
BOIMEHICHHIO B KAYECTBE TAKOBLIX

9.1. He nmpusHatoress  pacxofaMH  Ha
AKaJIeMHYECKYIO TIO€3IIKY, HE OINAYHBAFOTCS H
He Bo3MmemaoTcs CKOATEXOM pacxofpi, He
yKasaHHBIe B HactosmieM [lomokeHus, B
YACTHOCTH:

1) pacxonrl Ha npuobperenye mOOLIX TOBAPOB,
3aKa3 paboT U YCIYT TOCTUHHIH, HE BXOAAINX B
CTOHMOCTE FOCTHHHIHOTO HOMEPa (B YACTHOCTH,
TOBapOB U3 MUHHOApa, IIATHRIX TENEBU3HOHHBIX
KaHAMNOoB, yCIyr peKpeanoHHO-
03J0POBHTENLHEIX 00BEKTOR);

2) pacxofsl Ha THUTaHWE H CBA3AHHOE C HEM
oCcnyxupanse B Gapax # pecTopaHax, B TOM
9HCIE CTORMOCTE 3aBTPAKA B TOCTHHHLE, €CJIH OH
HE BXOJMT B CTOMMOCTE HOMEpA,;
3) pacxoost Ha  YCIyru
03ZOPOBUTEIBHBIX O0BEKTOR;

4) pacxonbl Ha TAMOMCHHBIE
OTHOWIECHUHN JINIHOTO HMYIIECTBa;

PeKpealHOHHO-

OJIaTexu B
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6) newspapers, magazines, books or their
electronic versions;

7) mobile communication expenses;

8) hairdresser or barber services;

9) laundry/dry cleaning services in case
business trip duration is less than 7 days;

10) expenses incurred by the Student in
connection with his/her stay at the place of
destination outside the dates of Academic trip,
except of transport expenses limited as
specified by paragraph 5.6.

11) travelling expenses of the Students' family
members or persons other than employees or
students;

12) expenses connected with the use of
personal fransport, including the petrol
expenses

10. Reimbursement Grounds and
Procedures

10.1. After a student has paid for expenses
related to an Academic trip, but not later than
five working days after return, he/she shall
submit the expense report and supporting
documents stipulated in this Policy. Such
documents shall be attached to a separate sheet
in a legible format. In case documents in a
foreign language are attached, they shall be
translated into Russian. After the expense
report is reviewed the department of student
affairs presents this report to the Finance
department.

10.2. The student is responsible for collecting
all reporting documents and bears the risk of
non-reimbursement of the expenses if hé/she
fails to provide the required reporting
documents.

3) pacxonel Ha oopMieHUe OGIEIPAKIZHCKOTO
3arpaHUIHOTO nacnopTa FpaXaHuHa
Poccuiickoit Gepepanym;

6) pacxoisl HA Ta3eTEl, XYPHAIB, KHUIM M MX
SIEKTPOHHEIC BEPCHH,

7) Pacxofibl HA.COTORYIO CBSI3b;

8) pacxosl Ha YCILyIH HapHKMaxepcKoi;

9) pacxoBl Ha YCIYTH IPauedHON/ XUMYMCTKH;
10) rpancmoprabie pacxopsr Ofyyamomuxes B
IHH, HE COBIAJAONME ¢ JaraMM Hadana u
OKOHYAaHHA  AKafeMHUecKoll  10e3dkH, 34
HCKTIOYEHHEM DACXOJ0B, YKA3aHHEIX B IYHKTE
5.6.

11) pacxompl, CBS3aHHBIE ¢ COIPOBOXKAECHHEM
Obyuaromerocs B AxafeMuueckolt moesjke
qeHaMu ero ceMbH ¥ WHRIMH JHIAMH, He
ABJAIOIUMUCS paboTHRKaMH HJTH
Obyqaromumucs;

12) pacxoxsl, CBI3AHHBIE ¢ OS3AKAMH Ha
JTHUHOM TpPaHCIOPTE, B TOM YUCAE CTOMMOCTD
OeH3nHa.

10, OcHoBamus U NpoueAypa Bo3MeEMICHAS

10.1. Hocne roro xak OOydarommiics omarun
pacXompl,  CBA3AaHHBIE C©  AKaAeMHYECKOH
NOE3xKOH, HO HE IO3HEe MATH pabounx aHel ¢
Jatel BosspaiueHHs OOyuaiorierocs u3 3ToH
AxaneMHUYECKON NOE3IKH, OH HAUPABISAET B
HenapramenT 1o pabote co cTyaenTamu OT4eT o
pacxomax ¢  OpUJIOKEHHEM  JOKYMEHTOR,
NOATEEPACIAIOIINX PAcXOABi, B COOTBETCTBHH C
TpeboBaHusIMH HacTOANIEro Honoxenns.
JlokyMeHTsl  mO/DKHBI  OBITH  HAKJIEEHBI Ha
OTHEJLHEBLH THCT B yA0OHOM /s uTeHus Buge. B
cnydae, eChy NpunaraTci AOKYMEHTHI Ha
HHOCTPAHHOM #3bIKe, HeoOXOJHUM IIepeBO Ha
pycckuii s3piK. Tlocne mpomepku Otuera o
pacxonmax  MemapramenT mno palote o
CTY/CHTAMH  HalpaBIseT 3TOT OTYET B
(DuHaHCOBBI AeNapTaMeHT.

10.2. Obyuaromuiics oTeeyaeT 3a IONY4YEHME H
c00p BCEX OTYETHBIX JOKYMEHTOR, M HECET PUCK
OTKa3a B KOMIEGHCALIMH pPacXOHMOB B Clydae
HENPEACTABICHUS  HEOOXONHMBIX  OTUETHBIX
JOKYMEHTOB.
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10.3. If the actnal expenses exceed the
expected travel budget by 20% the decision on
compensation will be made by the Provost.

11. Tax Implications

11.1. Unless the activity is included in the
individual student’s official study plan, any
amount that will be paid by Skoltech on a
student’s behalf, whether directly or indirectly,
to participate in educational activities outside
of Skoltech would be considered taxable
income in the Russian Federation. If the
student is a tax resident of Russian, the taxation
rate of a travel award is 13%; for non-tax
residents, the taxation rate is 30%. The amount
of tax will be withheld from the student’s
stipend.

11.2. Extra stipend is subject te personal
income tax regardless of the fact whether the
activity is included or not included in the
individual student’s official study plan.

10.3. Ecnn daxtudeckue pacXxoasl HPeBbIIAIOT
3aMasipoBaHHBIN B10/pKeT noes3nku Ha 20%,

peIieHre 0  KOMIICHCAIWH  NPHHAMAETCH
IIpopexropom.

11. Hanorosnie mocaeacTBus

11.1.  3a wHexmoueHHeM  ciIyvaeB, KoOrma
MEDOIIPHATHE BKHOYEHO B  OhHMIHAIBHLIH

yaeOnpiil mian Obyuaromerocs, mofas cymma,
KoTopas OyHer, IIpsAMO WIH  KOCBEHHO,
BpifnadeHa CxonrexoM 3a Obyuaromerocs ans
yyacTud B 00pazoBaTeNbHON  OeSTEeNILHOCTH
(MeponpusTax) 32 npefenaMu Ckonrexa, Oyier
paccMaTpaBaTHCA B KauecTRe
HasoroobnaraeMoro joxona B Poccuiickoi
Qepepaunda. Eceim  Obyuarommiiicss  spmigercs
peanaentoM Poceulicko# Penepanun ans ueneil
Hanoroo{IoKeHn, CTaBKa HalIora  Ha
onnavycHupie 3a cdyer CkonTexa  pacxombl
coctapisieT 13%; X8 HepeInAEHTOR HPUMEHATCS
craska B 30%, Cymma Hanora Oymet yaepxana 3
CTHIEHAWH.,

11.2. Hangbapka K crTuneHaum# obnaraeTcs
HAJIOFOM  HA  JOXOABL  (MIMUSCKHX  JIAL
HE3ABHCHMO OT TOTO, BKTIOYEHO JIX MEPOIPHATHE
B othuuManeHei yuebupii mian O6yuaromerocs
HITH HET.
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Appendix I to the
Policy on Academic Trips of MSc and PhD Students at Skoltech

HANPABIEHHE IJ5 OBYUYAIOHIET'OCH / STUDENT ASSIGNMENT FORM

OBVYAIOUIHHACH/STUDENT:

Hanparnexrse noarotosky / Educational Program
Hara sa4uciienus / admission date
Hayunsiii pykoseauTens / Supervisor

3AHAHHE / TASK

OPTAHU3AILA (raumenosanue, aapec) / ORGANIZATION (name, address)

Hara nayana / start date
Hara oxoruauug / end date

expected travel budget (estimation)

Type of expense Amount (including To be paid by Skoltech
carrency) directly or reimbursed
afterwards

Air / train / bus tickets
Transfer from /to the airport / station
Registration fee
Visa
Accommodation
Extra Stipend*

Hara/Date «__» 201 1
Hexan no ofpasoeanmo / Dean of education/
/ M.IL./Stamp here
Honmkek / signatuve
Hayuuwiii pyxosoautens / Supervisor Obyyaowmiics /Student
e /

*if applicable
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YTBEPKJIAID/APPROVED
OT4er B cymme / report in the amount

Py6 / rub
Hayunsiii pykoBoauTesh / supervisor
/ /
OTHYET 0 PACXOJAX /EXPENSE REPORT
Jarta / Date
O6yuaromuiica / Student
O6pasoBarennHasn nporpamma / education program
Bup pacxoaa /Type of expense Cymma g Paid directly Joxymenr, K sozMenienns
Bajore or BOATBEP:KAA LI B pybaax /
{yiazarTh reimbursed? | npomspoacTBennbic To be
BAAIOTY) paexoas! / reimbursed in
Amount in document Rubles
currency confirming the {ToAnKe AnA
{provide expense BOAMEIIAEMBIX
currency) pacxoaos / only

for reimbursed)

ABHA/KA/ABTOGYCHBIC GHIETHI
Air | train | bus tickets
Tpanedep ui/ B asponopra /
BOK3a/3
Transfer from /to the airport /
station
Perncrpanuonueiii cdop
Registration fee
Buzopbie pacxopp! /

Visa
Hpoxusanne /
Accommodation
HanpGaewka x cTHeHaN /
Extra Stipend*

IIpuaokenue fattachment AoKymenToB /fdocuments Ha __ sawuctax / shests

Oryer nposepewn. K yrsepixaenuio B cymme / report reviewed. To be approved in the
amount

Byxranrep (noanucs) / Accountant (signature)

Ooyuaommiica (moanucs) /Student (signature)
14
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Skoltech

CKONKOBCKWUIA MHCTUTYT HayKN U TEXHONOT I

ABTOHOMHAas HeKoMMepueckas 00pa3oBaTe/bHas
OpraHM3aiys BICLIEro NMpoQecCHOHAILHOTO
obpazoBaHus
«CKONKOBCKHIL HHCTHTYT HAYKH H TeXHOJIOTHID»
143025, MockoBckas obnactb, ONHHLOBCKHI paioH,
nep. CkoJnkoBo,
yi. Hoeas, nom 100
OI'PH 1115000005922
HMHH/KIIIT 5032998454/503201001
Ten.: +7 (495) 280-14-81

r. Mocksa / Moscow
«25» nexabpsa 2015 / December 25, 2015

ITPUKA3 / ORDERNe 264
06 yreepxaennn Ioaoxenns 06 akageMHuecKHX Noe3Kax 00y4al0MIUXCS
| On approval of Policy on Academic Trips of MS and PhD Students at Skoltech

B nmensx  opraHuzauuu  ofpaszoBarenbHOMH
AeATeIbHOCTH ~ ABTOHOMHOH  HeKOMMeEpYecKoH
obpasoBaTenbHoi opraHusaLuu BBICLIETO

npodeccHoHallbHOro obpa3zoBaHus
«CKONKOBCKHH MHCTUTYT HAYKM M TEXHOIOTHH»
(nanee — UHctuTyT),

For the purpose of organization of educational
activities in Autonomous Non-Profit Organization
of Higher Education Skolkovo Institute of Science
and Technology (hereinafter — “the Institute™),

IlpukassiBaio / I hereby order:

Yreepauts ITonoxkenue 06 akaieMHUYECKHX
1oe3Kax o0y4aromnxces.

To approve the Policy on Academic Trips of MS
and PhD Students at Skoltech

KonTtpons 3a ucnonHeHuem HacTOSLIEro Np1Kasa
BO3JI0;KUTh Ha JlupexTopa no pabore co
crynentamu bpama Kannana.

This Order shall be followed by Director for
Student Affairs Bram Caplan.

Pekrop / President

LN

Onsapa Opsucuc Kpoynu/ Edward Francis Crawley




