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1. O0mue nosoxeHust

1. General Provisions

1.1. ITonoxenue 0 Henapramente 1.1.The  Regulations on  Strategic
CTpaTernuyecKux KOMMYHHKAI[HH Communications Department define its
ompesenser ero byHKITHN 15 functions and organizational structure,
OpraHM3alMOHHYIO CTPYKTYPY, Ipasa u rights and obligations of its employees,
0053aHHOCTH ero pabOTHHKOB, liaison with the Institute’s structural

B3aMMOJEHACTBAE CO CTPYKTYPHBIMHU
nonpasgeneHuamMu HcTuTyTa.

1.2. [lenapTaMeHT SBJSETCS CTPYKTYPHBIM
[IOpa3ielleHueM CKOJIKOBCKOTO
HMHCTHATYTa HAYKH U TEXHOJIOTHH (1aiee
~ MHCTUTYT), HaXOUTCSI B TOTYHHEHNUH
IPSMOr0 IIOJYUHEHHOIO pEKTopa B
COOTBETCTBUU C Pacnpenenenvem
obsg3aHHOCTeH (moMHOMOYHH) (Hanee —
Pyxosogurens JlemapraMmeHTa).

1.3. JlearenbHocTh [enapTaMenTa HalleneHa
Ha (OpMUpOBaHHE W  pealU3aluIo
CTpaTerud pasBUTUS U yIOpaBICHHS
Opennom MHCTUTYTA.

1.4. B cpoell nestenpHOCTH JlemapraMeHT
PYKOBOJICTBYETCS 3aKOHOAATEIHCTBOM
Poccuiickoit  ®enepanuu, VYcrasow,
ITonoxenuem, JIOKaJILHBIMU
HOpDMAaTHMBHBIMU axkTamu HHcTHTyTa,
JOKYMEHTaMHM  CTPaTeTH4YecKOro H
OIIEPaLlHOHHOIO [IIIaHAPOBAaHUS,
IIpUKa3aMH peKTopa.

2. OyHKIUH
2.1./lemapTaMeHT BBIIONHSAET CIEAYIOIINE
byHKITH:
1) MapkeTHHI W IpoABIXKeHHe OpeHja

HNuctutyTa,

2) cBs3U ¢ 00IIECTBEHHOCTEIO,

3) pazpaboTka " peanuzanus
MeIUarpoeKTOB,

4) opraHu3anus MepOTIPUSTHIA,

5) npusiedeHue GUHAHCUPOBAHMSA Ha
uend pasBuTHs MHcTHTyTa, BKIIIOYAs
noxxeprBoBaHuss B DOHI IeneBoro
KalkTana, CIIOHCOPCKYIO ITOMOIIb,
uHble (OPMBEI HHUHAHCOBOTO YYACTHA
IapTHEPOB,

units.

1.2.The Department is the structural unit of

the Skolkovo Institute of Science and
Technology (hereinafter — Institute),
subordinated to the President’s direct
subordinate in  accordance  with
Delineation of responsibilities
(authorities) (hereinafter — Head of
Department).

1.3. Activities of the Department aim at

forming and implementing strategy for
the Institute’s brand development and
management.

1.4.In 1its activities the Department is

governed by the legislation of the
Russian Federation, Charter, present
Regulations, institutional policies and
procedures, documents of strategic and
operational planning, President’s orders.

2. Functions

2.1.The Department performs the following

functions:

1) marketing and advancement
of the Institute's brand,

2) public relations,

3) development and implementation of
media projects,

4) organization of events,

5) fundraising for the purpose of the
Institute’s development, including to
the Endowment, sponsorship, other
types of financial support of the
partners,



6) opraHu3zays

7) pa3BuTHE

paspaboTku u
peanu3aryu IporpamMm
JIOTIOHUTEIEHOTO
IIpo(PecCHOHAIEHOI0 00pa3oBaHMs,
BHYTpEHHEU

KOMMYyHUKanruu B MHCTHTYTE.

3. OpraHu3alHOHHAsI CTPYKTYpa

3.1.PykoBogurens [JemapramenTa:

3.1.1.

3.1.2.

3.1.3.

3.14.

3.1.5.

3.1.6.

Opranusyer paboty JlernapramenTa
pykosogut uM. Hecer nepconanbuyro

OTBETCTBEHHOCTh 3a KauyecTBO U
CBOECBPEMEHHOE BBITTOJTHEHHE
BO3JIOKEHHBIX Ha  Jlemaprament
byHKIUH, TPYIOBYIO 151
UCTIOJIHUTENBCKYIO JUCLHUILUIAHY €ro
PaboOTHHKOB.

CornacoBbIBaeT KaJIpOBYIO
JOKYMEHTAllMI0 110  OpTaHU3aIlid
NIeATeTBHOCTH Henapramenra,

BKIII0Yasi JOJDKHOCTHBIE WHCTPYKITUH
ero pabOTHHKOB.

CormnacoBeiBaer paboTHHKaM
HemapramMenTa ciry>KeOHbIE 3aJaHMs O
KOMaHJMpOBaHUH, OTYETHl 00 Hx
BBIIIOJIHEHUH, 3asIBIIEHNS 0
IIPENOCTABICHHH OTITYyCKOB.

Brocur IPEIOKESHUS Io
[IOOIIPEHHUIO pabOTHHKOB
Hemnapramenra, UHUIIAUPYET
IPUMEHEHHE K HUM IUCITUIUTHHAPHbIX
B3BICKaHUH B YCTaHOBJIEHHOM
HIOpPSIIIKE.

OcymecTBiseT  IUTaHUPOBaHWE U
KOHTPOJIb ~ HCIIOJHEHHS  OlomKeTa
HenapTaMeHTa, HECET MEPCOHAILHYIO
OTBETCTBEHHOCTH 3a I[eeBoe
pacxo0BaHUE BHIIEICHHBIX CPEACTB.
Brocur HETOCpeICTBEHHOMY
PYKOBOIMTEIIO  IIPEUIOKEHUS 10
COBEPILEHCTBOBAHUIO  JIEATENLHOCTH
HenapramMeHta, B  TOM  4YHCIE
U3MEHEeHUIO OpraHM3alMOHHO
CTPYKTYpPBI ¥ IITATHOI'O PACHIHCAHUS.

6) organization of development and

implementation  of  professional
training programs,
7) development of internal

communications in the Institute.

3. Organizational structure

3.1.The Head of Department:

3.1.1.

3.1.2.

3.1.3.

3.1.4.

3.1.5.

3.1.6.

(V5]

Organizes work of the Department
and leads its activities. Bears personal
responsibility for quality and on time
performance of functions of the
Department, labor and executive
discipline of its the employees.

Approves HR documentation on
organization of activities of the
Department, including job

descriptions of its employees.

Approves business travel requests,
reports on their implementation,
vacation requests to employees of
the Department.

Submits proposals for incentives to
employees of the Department,
initiates disciplinary sanctions to
them in due order.

Plans and controls execution of the
budget of the Department, bears
personal responsibility for targeted
use of allocated funds.

Submits to the Supervisor proposals
for improving activities of the
Department, including changes in its
organizational structure and a
personnel list.



3.2./lenapraMeHT  OCYIIECTBJIIET  CBOIO
NeATEIBHOCTE 10  (YHKIIMOHAJIBHBIM
HaIpaBJICHUSIM.

3.3.OyHKIIHOHAILHOE HalpaBiieHuE

BO3TJIaBJIACT pa6OTHI/IK, BBITTOJIHS O N

00s13aHHOCTH PYKOBOIHUTEIS
(GYHKLUOHATILHOTO  HANpABJIEHHS B
COOTBETCTBUH c TOJDKHOCTHOH
HHCTPYKLIUEH.

33.1.B pamkax (GYHKIIMOHATBHBIX
HaIpaBleHUN JenaprameHT
obecrieynBaeT pelleHre ClieayOIuX
3ajad:

3.3.2. MapkeTuHT U IpOABrKeHHe Openya

Hucturyra:

1) pa3paGoTka CTaHIapTOB u
[IOIXO/I0B II0 MCIIOJIb30BaHUIO
Operna MHctuTyTa, paspaboTka u
yIIpaBieHUe OpeHIOyKOM
HucTutyTa,

2) paspaboTka %4 yIIpaBJeHue
pa3BUTHEM MeHa-pecypcoB
HMucTUTyTa, BKIIOYAs WHTEPHET-
CaWT, JDHAUHIA O TPOAYKTax
(yemyrax) u MEpOLPHUATHIX
HUHCTHUTYTA, odunyassHbIe
AKKayHTHI WNuctutyra
B COLMAIIBHBIX CETsX,

3) paspaboTka 1 peaytn3aus
KaMITaHU¥,  HalpaBlIeHHBIX Ha
ITOBBIIIEHYE Y3HABAEMOCTH OpeHia
HuctuTyTa cpenu [IETIEBBIX

aypuropuil. [lonmynsapusanms Hayku
U TEeXHOJOTMH,  KOOpIMHAIHSL
IPOGKTOB 110  TOJJIEpPXKe |
Pa3BUTHIO OJJaPEHHBIX JeTel,

4) moAaroToBKa pa3naToYHbIX
(MHOGOPMAMOHHBIX, PEKIAMHBIX),
CYBEHUPHBIX MaTepHaJIOB,

5) Buzyanuzamus u OpeHAupOBaHUE
NoMeIleHmi Kamiyca MucTuTyTa.

3.3.3. CBs13u ¢ 00I[€CTBEHHOCTBIO:
1) urpopmMarmoHHOE
COIIPOBOXICHUE MEpPOIPUATHH U

3.2.The Department conducts its activities
by functional directions.

3.3.Functional Direction is led by an
employee performing
responsibilities of the Head of the
Functional Direction in accordance
with his or her job description.

3.3.1. Within the Functional Directions the
Department ensures performing the
the following tasks:

3.3.2. Marketing and advancement
of the Institute's brand:
1) development of standards and

approaches on using the Institute’s
brand, development and
management of the Institute’s brand
book,

2) development and management
of the Institute’s media
resources, including internet site,
landing pages on Institute’s
products (services) and events,
official Institute’s accounts in the
social media,

3) development and implementation
of campaigns aimed at aimed at

attracting  targeted  audiences.
Science popularization, coordination
of projects for support

and development of gifted kids,

4) preparing hand-outs (information,
promotion materials), souvenirs,

5) visualization and branding of the
Institute’s campus premises.

3.3.3. Public relations:
1) informational support of events

and activities of the Institute,
4



3.3.4.

3.3.5.

1y

cobpiTut UHCTHTYTA, B
qucie NOATOTOBKA
U pacIIpOCTpaHeHUe npecc-
pEN30B, MaTepHuaioB JUISt
pasMelleHusl Ha Meaua-pecypcax
HNuctutyTa,

2) B3aUMOJEHCTBUE C POCCUMCKAMH
u 3apybexseiMu CMH, PR wu

TOM

IIpecc-cIy>k0amu NapTHEPOB
WMucturyra, Britodas  OoHp
«CKOJIKOBOY. Opranuzamnus
IIPECC-TypOB u MHBIX
MEpPOTIPUSTHI c Mexua-
IapTHEpaMH, y4acTHe B JEIOBBIX
MEpPOTIPUATHUIX IIapTHEPOB,
npencrapneHue UWHcTHTYTa Ha
HUX,

3) opraHm3amys MEPOTIPUSITHHI
(yqacTus B MEpOIPHUATHIX),
HaIpPaBIEHHBIX
Ha OCBEHIEHUE AeATEIbHOCTH
PYKOBOJICTBA HuctutyTa,
[IPOTOKOJIEHOE  COTIPOBOXKIEHUE
OpULIMATHHBIX MEPOIPHSITHIA,

4) pazpaboTka  HH(POPMAIHMOHHBIX

KaMIIaHWH, aHTUKpU3UCHEBIH PR,
5) ynpasneHue doTto-
U BuAeobankoM UHcTHTYTA.

PaspaboTka 5 peanuzanus
MENMANPOEKTOB, HAIPABIEHHBIX Ha
IIOBBIIICHUE Y3HaBaeMOCTH
Wuctutyra 1 IOITYJISIP U3ALIMEO
HayKH.

VYyacTue B ITOITOTOBKE
Crparerndyeckoro IuiaHa pa3BUTHSL U
rogosoro  ordera  HHCcTHTyTA.
MoOHUTOPHHT Menrachepsl,
IIOJITOTOBKA aHAIUTHYECKUX

MaTepHalloB U CIPaBOK.
Oprasuzanus MeponpusATHL:

OIIEPallHOHHOE COIIPOBOXIEHHE
Hay4HBIX KOH(QepeHIH, CeMHHAPOB,
KPYITBIX CTOJOB, MEPOIPHATHI B
LIENIX IIpUBIIeYeHus cpecTB B DoH

including preparing and
distribution of press releases,
materials for posting on the
Institute’s media resources,

2) liaison with Russian and foreign
mass media, PR and press offices
of the Institute’s partners,
including the Skolkovo
Foundation. Organization of
press tours and other types of
business events with media
partners, participation in
partners’ business events,
representing the Institute,

3) organization of events
(participation of events), aimed
at coverage of the Institute’s
senior management activities,
protocol support of official
events,

information
anti-crisis

4) development of
campaigns,
communication,

5) management of the Institute’s
photo and video storage.

3.3.4.Development and implementation of

media projects aimed at increasing the
Institute’s  visibility and science
popularization.

Participation in  preparing the
Institute’s Strategic Action Plan and
Annual report.
Monitoring of media sphere, preparing
of analytical materials and information
notes.

3.3.5.0rganization of events:

1) operational management of scientific

conferences,  workshops, round
tables, fundraising events, other type
of the Institute’s events,



L[EJIEBOT0 Kanurana, UHBIX
MeponpusaTuil IHcTUTyTa,

2) omeparMoHHOE COIIPOBOXKJEHUE
MEPOIIPUATUHI TPETHUX JINLL,

3.3.6.

1) dbopmupoBanue

2)

3)

3.3.7.

OPraHM30BaHHBIX B IOMEIEHUIX
WncTtutyTa.

1eny pasBuThs MHCTUTYTA, BKITIOYAS
noxxepTBoBaHus B DOHA IeneBoro
KalluTala, CIOHCOPCKYIO ITOMOIIb,
uHBIEe (POPMBI (PUHAHCOBOIO YYACTHS
HapTHEPOB:

bYHKIIMOHABHOMH
CTpaTeTHH, BKJIIOYAsS MEpPOIPHATHA,
KPDUTEPUH HUX pPe3yJbTaTHBHOCTH,
LeJIeBEIe I0Ka3aTelH,

OpraHM3alys CICLUATH3UPOBAHHEIX
MEPOIPUATUH, IPOTPAMM, IPOEKTOB
B IeNsX IpHUBIICUEHUS
(GUHAHCUPOBAHMUS HA IENId PA3BUTHS
WncTturyra,

IIPOBEJIEHUE NIEPErOBOPOB C LIeNeBOM
ayIIUTOPHEH, MTOATOTOBKA

IOpelIoKeHuH 1Mo  (QUHAHCOBOMY
YYaCTHIO IIapTHEPOB B pPA3BUTUH
UncTuTyTA. Obecnieuenue
3aKIIOYCHUS JIOTOBOPOB 51

COTVIALIEHUH, KOHTPOJIb UCHIOIHEHIS
00s13aTeNILCTB

Oprasuzanus pazpaboTku u
peanu3anuu IporpaMm
JOTIOJIHUTENEHOTO
Ipo(ecCHOHATEHOTO  06pa3oBaHms
(mamee — JII10):

1) aHanu3 prlEKa W (QopMUpOBaHHe
cTpareruu npoaswkenus JI10,

2) opraHu3aIys pa3zpaboTKu
nporpamm 11O, popmuposanme u
peann3anus CTpaTeruu
IPOABIKEHUS U [PHUBJICYECHUS
KOPIIOPaTUBHBIX KIHEHTOB,

3) omepallMOHHOE  COIPOBOXIEHHE
peanuzanyy nporpamm JAI1O, B Tom
qHCIIe IOArOTOBKA U COTIIACOBAHME

2) operational support for events of the
third parties organized at the
Institute’s venue.

Ilpusneuenre ¢unancupoBanus Ha 3.3.6.Fundraising for the purpose of the

Institute’s development, including to
the Endowment, sponsorship, other
types of financial support of the

partners:
1) forming a functional strategy,
including activities, criteria of

effectiveness, target indicators,
2) organization of specialized events,
programs, projects with a goal to
attract funds for the purpose of the
Institute’s development,
conducting  negotiations with
targeted audience, preparing
proposals on financial contribution
of the partners in the Institute’s
development. Ensuring concluding
agreements, control of the obligation

3)

fulfillment.
3.3.7. Organizing of development and
implementation  of  professional

training programs:

1) market review and development of the
strategy for promoting professional
training programs,

2) organizing of development of
professional programs, forming a
strategy for promotion and attracting
corporate clients,

3) operational support of delivery of
professional training programes,
including drafting and approval the



JIOrOBOPOB C KIIMEHTaMHU, KOHTPOJIb
BBIIIOJIHEHUS YCIIYT.
3.3.8. Pa3zButue BHYTpEHHEHR
KOMMYyHHUKanuu B IHCTUTYTE:

1) dopmmpoBanue  GYHKUHOHAILHOM
CTpaTerun BHYTpeHHEH
KOMMYHHUKAIIUH,

2) obmass  KOOpAWHALMSA  KaHAJIOB
BHYTpeHHeH KOMMYHHUKaIIUH,
KOHTPOJIb UX 3} ()EeKTUBHOCTH,

3) ynpaBnenwe e-mail pacchuIKamu
B MHCTHUTYTE, B  TOM  4YHCIe
IUIaHApOBaHUE, ohOopMIIeHHE |

OLIeHKA HX 3P ()EeKTHBHOCTH.

4. IIpaBa u o6s3aHHOCTH
4.1. PabotHuku JlemapraMeHTa BIpase U
00s13aHBI:

1) cBoeBpeMeHHO 17§ Ka4eCTBEHHO
BBIIIONHATh (YHKIUHM ¥ 3a[a4H,
yKasaHHBIE B HacTosieM [lonoxenuy,

2) BHITOJHATE JOJDKHOCTHEBIE
0053aHHOCTH B COOTBETCTBUH C
JOJDKHOCTHBIMU MHCTPYKLMAMH,

3) 3ampammBath u IOJy4aTh
UHPOPMAIIHIO y  ApYTHX
PabOTHHKOB HncturyTa,
HEOOXONUMYIO  IUIS  BBHIIOJIHEHMS

JOJDKHOCTHBIX 00SI3aHHOCTEHH,
4) BBIIONHSATH YKA3aHUSA ¥ IOPYUEHHST
PyxoBonutens [lemapramenra.

5. BsammopeiicTBHE CO CTPYKTYPHBIMH
noapasaeneHusMu MacTuryra
5.1.B  uensx  BeINONHEHHS  QYHKLHUH,
YCTaHOBIEHHBIX ITonoxenuewm,
JlemmapTaMeHT  B3aUMOJIEHCTBYET €O
CTPYKTYPHBIMU HOAPA3AEIICHUSIMHU
HHcTuTyTa, BKIIOYas:
5.1.1.IleHTpEl  HayKW, WHHOBAUN W
oOpazoBanus, Kocmurdeckuii wnentp,
Lentp [IEPCIIEKTUBHBIX
HACCIIEAOBaHUH, Llentp
IpeApUHUMATENbCTBA M MHHOBAIUM —
B YacTHu UH(POPMAITMOHHOTO

terms with clients, control over
services delivery.
3.3.8.Development of internal
communications in the Institute:
1) development of the functional
strategy of internal
communications,

2) general coordination of the internal

communications channels, control
over their effectiveness,

3) management of e-mails
communications, including

planning, design and processing,
review of results.

4. Rights and Obligations
4.1.Employees of the Department have the
rights and obligations to:
1) timely and qualitatively perform

functions and tasks set by the
present Regulations,

2) perform  employment  duties
in accordance with job
descriptions,

3) request and receive information
required to perform employment
duties from other employees of the
Institute,

4) perform tasks and instructions
of the Head of the Department.

5. Liaison with Institute’s structural
units

5.1.With a goal to perform functions

specified in the present Regulations, the

Department liaisons with the Institute’s

structural units, including:

5.1.4.The Centers for Research, Education
and Innovation, Space Center,
Center for Advanced Studies,
Center for Entrepreneurship and
Innovation  —  withregard to
information support of the key

7



COIIPOBOXIEHUS KJIFOYEBBIX
MEPOIIPUATHH, pa3paboTku U
pearmzanuy nporpamm JII10.

5.1.2. lenapramesT 1o  pabore  ¢oO
CTYILEHTaMHu — B YacTU
IIPOEKTUPOBAaHUA W peallu3alun

KaMITaHUH 0 IPUBJIEUEHUIO U 0TOOPY
obyqaromuxcss Ha 06pasoBaTeNbHbIE
[IPOrPaMMBI MarucTpaTypsl 15§
acCIIMpPaHTYpPBl, PA3BUTHIO COOOINECTRBA
00y4aroMMXCs ¥ BBITYCKHUKOB.
5.1.3.[lemapTaMeHT HHCTHUTYLUOHAIBLHOIO
PasBUTHS — B YacTU IIPEJCTABIECHHUS
JAHHBIX IO OCHOBHBIM HAIpaBJICHUIM
passutua MHCTUTYTA.
5.1.4.lemapramenTt Io paboTe v
IIEPCOHANIOM — B YaCTH MPOIBIIKEHUS

OpeHna HuctutyTa Kax
paboronarens.
5.1.5.IlpueMHast pexTopa ¥  IIEPBOIO

IIPOPEKTOPa — B YacTH OpPraHM3alid
BH3UTOB O(HIMATBHBIX JeIeraliii.

5.2.PabotHuxu  [emapramenta  BIpaBe
MPOBOJIUTE pabOYKe BCTPEUH C yJACTHEM
pabOTHUKOB MHBIX  CTPYKTYPHBIX
nojpasneneHui MuctuTyTa, a Takke
IIPUBIIEKATh TaKuX pabOTHHUKOB
K pealMs3allid OTIENBHBIX 3ahad C
COIJIacus pYKOBOAMTENEH
COOTBETCTBYFOIIIX CTPYKTYPHBIX
II0JIpa3ieIeHu .

6. 3akauuTeNbHbIE NOJJOKEHHS

6.1. JlemaptameHT co3zaercs,
peopraHusyercsa, JHKBHAMPYETCS Ha
OCHOBE IIpHUKa3a pexTopa

B YCTAaHOBJIEHHOM IIOPSIKE.

6.1.The

activities,
implementation
training programs.

5.1.5.The Student Department — on issues
related to design and implementation
of MSc andPhD outreach and
selection campaigns, development of
student and alumni community.

development and
of  professional

5.1.6.The  Institutional = Development
Department — with regard to
presenting data on key institutional
activities.

5.1.7.The HR Department — on issues
related to advancing the Institute’s
employer brand.

5.1.8. The President’s and Provost’s office
with — on issues related to organization
of official delegations’ visits.

5.2.Employees of the Department are

entitled to hold working meetings with
participation of employees of other
Institute’s structural units as well as
involve such employees
in implementation of select tasks upon
approval of the heads of corresponding
structural units.

6. Final Provisions
Department s

reorganized,  liquidated
President’s order in due order.

established,
by the



