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Tepmuns! u onpeneenns

I'panroBoe cornamennme - Jlorosop o
IPEOCTaBICHUH TIpaHTa Mexay DoHmoMmM u
Hucturyrom.

Mucturyr — CKOIKOBCKHit HHCTUTYT HAayKd U
TEXHOJIOTHUH.

HMC — nndopmanuonnsie cucrembl MHCTHTYTA.

UP®HC - uncnexnus OeneparbHOM HAOTOBO
CITy>XOBI.

Crapran — [opuInYecKoe JIHMIO, B KATUTAJe
KoToporo ydacteyer MWHctutyr sumbo ero
00yJaroIuecs, BRITYCKHAKH, PAOOTHHKL.

Crparermdecknii maam -  JOKyMeHT,
YCTaHABIMBAIOIIUH JONTOCPOUHBIEC IIPUOPUTETHI
pa3BuTUS, CTpaTEeruuecKue IIOKa3aTelH,
IPSIMBIX IO XYMHEHHBIX peKTOpa,
OTBETCTBEHHBIX 3a WX BBINOJIHEHHUE.
Biitouaer KoHNemmuu passutus L[eHTpoB,
KIIFOYEBBIE 3aJa9u U MEPOIPHITHS
HenapramenTos. OcHOBBIBaeTca Ha YcraBe W
MOJOKEHHUAX [IoMIIporpaMMBL, CITY)KHUT OCHOBO
It ['paHTOBOTO COTNIANICHUS. Y TBEPKIAETCS
IloneunTenbCcKuM COBETOM.

IMomo:xxkenne — Ilonoxenme o ®uUHAHCOBO-
aJIMIHHCTPATUBHOM JIeTIapTaMEHTe.

Yeras — Yeras Uncrutyra.

®ong — HexoMMepueckast opranmsanus DoH
pasBUTHSA Llentpa pa3paboTKu u
KOMMEpIHAIU3alui HOBBIX TeXHOIOrHH (DoH
«CKOIIKOBOY).

OIK - croenwanu3mpoBaHHas OpPraHU3AIMS
YIpPaBJICHUS IEeNeBbIM KanuTauoM KHHcturyra,
CO3/IaHHas B OPraHU3al[MOHHO-IIPaBOBOM hopme
(oHIa HCKIIFOUUTENTHHO UIst (POPMHUPOBAHUS H
[OMOJIHEHUA  LEJNEBOr0  KalWTalla,  €ro
UCIIONIB30BAHUA M pPAaCIpeNeNicHus I0XOoHa B
nons3y MHCTHTYTA.

IlenTp - IEHTPH HaAyKW, WHHOBAIMH U
obpazosanms, Kocmmuecknit uentp, Llentp
NEePCIEKTUBHEIX HccaenoBanuii, Jlaboparopus
(QPOBOrO CETHCKOTO X03SHCTBA.

ERP - cucrema NIaHUPOBAHUS ¥ YIPaBIIEHHs
pecypcaMu.

Terms and Definitions

Skolkovo grant — Agreement on grant
funding between the Foundation and the
Institute.

Institute — Skolkovo Institute of Science and
Technology.

IS — Institute’s information systems.
FTSI - Federal tax service inspection.

Startup — a legal entity established in
accordance with the legislation of the Russian
Federation, received / or having the intention
to receive the status of a Participant

Strategic Action Plan — the Institute’s plan for
strategic development, which includes the
concept of its development, indicators of
development, strategic goals, tasks and
activities for their implementation. It takes into
account the provisions of the Charter and the
Subprogram, is approved by the Board of
Trustees and serves as the basis for the Grant
Agreement.

Regulations — Regulations on Finance and
Administration Department.

Charter — Institute’s Charter.

Foundation — Non-commercial organization
"Foundation for Development of the
Center for Elaboration and Commercialization
of New Technologies".

Endowment — a specialized Institute’s
endowment  management  organization,
established as a legal entity for forming and
development of endowment capital, its use and
income distribution to the Institute.

Center — Centers for Research, Education
and Innovation, Space Center, Center
for Advanced Studies, Digital Agriculture
Laboratory.

ERP - planning and resource management
system.
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1. O0mmue noomenns
llonoxenme  ompemenser  QyHKIHHU
OPTraHH3aUUOHHYIO CTPYKTYpy PuHaHCOBO-
aMHHHCTPATUBHOIO JeNapTaMeHTa, [IpaBa u
00s13aHHOCTH €ro PabOTHHKOB,
B3aUMOZICHCTBHE C MHBIMH CTPYKTYPHBIMH
nonpasnenenuamu Mucturyra.

JlemaprameHT  SBISETCS  CTPYKTYPHBIM
noxpaznenendeM MHCTHTyTa, HaXOmUTCS B
[MONYMHEHHH  IPSAMOTO  IOLYMHEHHOTO
PEKTOpa B COOTBETCTBUU ¢ Pacmpenencuuem
obssamHOCTed  (mOnHOMOWMi) (mamee —
Pykosomuremns JlemapramenTa).
Henaprament Qopmupyer u peanmsyer
buHAHCOBYIO IIOJIUTHKY WHctuTyTa,
HAaIEJIEHHYIO Ha ero ycToiunBoe
GyHKIIMOHUpOBaHHUE " pas3BHTHE,
peammsanmio  CTparterndeckoro  IIiama,
Y4acTByeT B (POPMHPOBAHWUH W PeaTH3aIHH
crparerwu OIIK, obecnieunBaer puHAHCOBO-
aIMHHUCTPATUBHYIO O PIKKY
nesrensHocTH MuCcTHTyTa, ®OIK B MHBIX
JOYEPHUX OpraHu3aImii WucturyTa,
OKa3bIBACT YCIYI'W IO aIMHUHHUCTPATHUBHOMN
nojnepxkke Craprarmos.

B cBoeli gestempHOCTH
PYKOBOJICTBYETCS 3aKOHOJATEIHCTBOM
Poccumiickoit Oeneparuu, VYcrasowm,
[lonoxennem, JTOKaIBHBIMA HOPMATHBHBIMA
aKTaMHd, JOKYMEHTaMH CTPATErHm4ecKOro
" OIIEPaIOHHOTO IIJJAHUPOBAHMS,
IPUKA3aMHU PEKTOpa.

Henaprament

2. ®OyHKOUHA

JlemapraMeHT  BBIIOJHSET

GbysKIHH:

1) ¢unancoBOe mmaHUpOBaHME, aHAIN3
(GUHAHCOBO-3KOHOMHYECKOTO COCTOSHUS
WuctutyTa;

KOHTPOJTb

CIIETYIOIITHE

2) (bUHAHCOBBIX
IUIAHOB ¥ OFOJDKETOB,  KOHTPOIb
(QuHAHCOBBIX  PHUCKOB, IEIEBOTO |
3} dEKTUBHOTO pacXoM0BaHMUS JEHEKHBIX
cpencts Mucturyra;

HaJIOTOBOE ITAHUPOBAHME,
OyXralnTepcKMii ¥ HAJIOrOBBIA yder,
IIOATOTOBKA u IIPEIOCTaBJICHHE
OyXTaJITepCKOU U HATOTOBON OTYETHOCTH
IO POCCHHMCKAM M MEXIyHApPOIHEIM
CTaHJapTaMm;

VIOPaBIICHYECKUN  y4eT, IOArOTOBKA
YIPABIEHYECKOH OTYETHOCTH, OIEHKA

HCIIOJTHCHU

3)

4)

u 1.1.The

1. General Provisions
Regulations define functions and
organizational structure of the Finance and
Administration Department, rights and
obligations of its employees, liaison with
other structural units of the Institute.

1.2.The Department is a structural unit of the

Institute, reporting to the President’s direct
subordinate in accordance with the
Delineation of responsibilities (authorities)
(hereinafter — Head of the Department).

1.3.The Department forms and implements the

Institute’s financial policy aimed at its
sustainable functioning and development,
implementation of the Strategic Action Plan,
participates in defining and implementation
of the endowment strategy, provides
financial and administrative support to the
Institute, endowment and other subsidiaries,
provides administrative support services for
Startups.

1.4.In its activities the Department is governed

2.1.

by the legislation of the Russian Federation,

Charter, Regulations, other institutional
policies and procedures, documents of
strategic ~ and  operational  planning,
President’s orders.

2. Functions
Department  performs the following
functions:

1) financial planning, analysis of financial
and economic position of the Institute;

2) control over execution of financial plans
and budget, control over financial risks,
targeted and efficient spending of the
Institute’s financial assets;

3) tax planning, accounting and tax
accounting, drafting and submission of
accounting and tax reporting in
accordance  with  national  and
international standards;

4) management  accounting, drafting
management reporting, assessment of

3



3)

6)

7
8)

9)

10) B3aumopeticteue ¢

SKOHOMHYECKOU
npoekToB MHCTUTYTA;
VIPaBICHUE JCHEKHBIMU
B3aHUMOIEHUCTBHUE c

U KPSAUTHLIMHA OpraHU3aIlAsIMU;
COIIPOBOXKICHHUE buHaHCOBO-
aJIMAHHACTPATHBHOM JeATEITbHOCTH
LlenTpoB (6u3HEC-TIAPTHEPEL);
IIPEIOCTABICHUEC  aJMHUHHUCTPATHBHEIX
CEepBUCOB PaOOTHUKAM U 00YUAFOIIAMCSI,
(HUHAHCOBO-aIMUHUCTPATUBHAS
noanepxkka Crapraros;
KOHTPOJb COXPaHHOCTH
WucTuTyTa;

1eIeco00pa3HOCTH

MTOTOKaMH,
OankamMu

AKTHBOB

buHAHCOBBIMU
KOHTPOJIUPYIOIIAMHE
U HaI30PHBIMH OpraHaMH, BKIIOYas
NOHC, OpraHbI CTaTUCTUKH,
rOCYJapCTBCHHEIE BHEOIOKETHBIC
(hOHIEL, ayUTOPOB,

opramu3anusamMu,

11) popmupoBanue Gusnec-tpedoranmit VIC,

31
3.1.1.

313

3.14.

BHEJZpeHue U conmpoBoxaenue MC.

3. OpraEm3anuoHHast CTPYKTYpa

PyxoBomurens Jlenapramenta:

Oprammsyer pabory JlemaprameHTa
U pykoBomuT uM. Hecer mepcoHambHyro
OTBETCTBEHHOCTh 32  KA4eCTBO |
CBOEBPEMEHHOE BBIITOJTHCHHE
BO3JI0KEHHBIX Ha Jenaprament
byHKIHHA, TPYIOBYIO u
UCIIOJIHUTENbCKYIO  IUCIUILIAHY  €ro
PabOTHHKOB.

CornacoBpIBa€T KaIpOBBIE JIOKYMEHTEI
o OpraHu3aIuu JeSITEITHbHOCTH
JlemapramenTa, BKIIOUYas JOKHOCTHEIE
HHCTPYKIIAU €r0 pabOTHHKOB.
CornacoBbiBacT PYKOBOIATEISIM
(YHKIMOHAIIBHBIX HANPABIECHUH ¥ HHBIM
OPSAMBIM ~ IOAYMHEHHBIM  CIIy:KeOHBIE
3aJlaHusA 0 KOMaHTUPOBaHHUH,
OTYETHI 00 wmx BBITIOJTHEHWH,
3a4BJICHUS O IIPEIOCTABICHIH OTITYCKOB.
BHOCHT Npe/yIoXKEHHS 10 MOOUIPEHHUIO
PabOTHUKOB JlenmapramenrTa,
WHULUUPYET [pUMEHEHWe K  HHAM
JTUCTIMTUTHHAPHBIX B3BICKAHMIHA
B YCTaHOBJICHHOM ITOPSIZIKE.

IInanupyer  GromkeT
¥ KOHTPOJIUPYET €ro UCIOJHEHHE, HECET
MIEPCOHATBHYIO OTBETCTBEHHOCTH

5)

6)

7)
8)

9

the economic justification of the
Institute’s projects;

management of cash flow, liaison with
banks and credit organizations;
supporting the Centers on financial and
administrative  activities  (business
partners);

providing the employees and students
with administrative services;

financial and administrative support to
Startups;

control over secure of the Institute’s
assets;

10) liaison with the financial organizations,

control and ccompliance monitoring
authorities, including the FTSI,
statistical bodies, state non-budgetary
foundations, auditors;

11) forming business requirements to the IS,

implementation and support on the IS.

3. Organizational structure

3.1. The Head of Department:
3.1.1.0rganizes work of the Department and

313,

3.1.4. Submits

. Approves

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

the HR documents on
organization of activities of the
Department, including job descriptions of
its employees.

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

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

Henapramenta 3.1.5. Plans and controls execution of the budget

of the Department, bears personal



3a IICJICBOE PAcXOJIOBAHHE BBLIEICHHBIX
CpEICTB.

3.1.6. BHOCHT peKkTopy MpemIosKeHHs 10
COBEPIICHCTBOBAHHUIO JEATEIBHOCTH
JHenapramenra, H3MEHEHUIO ero
OpraHM3alMOHHOM CTPYKTYPBI "
IITATHOTO PACITUCAHMS.

3.2. Jlemaprament OCYIIECTBIISAET CBOIO
ACATCNIPHOCTh [0  (YHKIMOHAIBHBIM
HallpaBJICHUSM:

3.2.1. bromxerupoBanue, GUHAHCOBLIN aHAIN3 U

KOHTPOJIb:

1) ysactme B paspaGoTke M BHeIpeHHH

JIOKQJIBHBIX HOPMAaTUBHBIX aKTOB,
PEryIHpPYOMUX (UHAHCOBYIO TOJIUTHKY,
KOHTPOJIb BEIIOJHEHUS YCTAHOBJIEHHBIX
HODM;

2) paszpaboTka (axTyamm3arus)
bunanCcOBOrO IJ1aHa, OromKera
Hucrutryra; IIOJITOTOBKA CMETHI

3)

4)
5)

6)

7

8)

9)

I'panToBOrO CormamieHns W oT4eTa IO
UCTIOJTHEHUIO CMETEL;

KOHTPOJIb ~ MCIOJHEHHS (HHAHCOBOTO
iana u 6romkera MHCTHTYTA (MCKITFOUast
KOHTPOIb ~ (OHJA OIUIATBI  TPyZa),
KOppeKTHpoBKa Orovketa MHCTHTYT];
yIIpaBJICHHE CIIPaBOYHHKOM
(bMHAHCOBBIX AHAIIMTHK;
VIPaABIEHYECKUH yYeT W IOArOTOBKA
YIPaBIEHIECKOH OTYETHOCTH,
(bHHAHCOBO-aIMUHICTPATUBHOE
COIIPOBOXKICHHUE IenTpos u
nabopaTtopuii (bm3Hec-mapTHEpEI),
BKIIFOYas  aHaM3  SKOHOMHMYECKOH
sddexTuBHOCTH IIPOEKTOB,
cormacoBaHue OIOMKeTa, KOHTPOIb H
AHaJM3 €ro HCIOJHCHHUS, 3aKphITHE
MPOEKTOB, DAaCIpENeNiCHHe IMIPHOBIIH,
IOJTOTOBKY (PMHAHCOBOM OTYETHOCTH;
OIICHKA ¥ KOHTPOJIb (PUHAHCOBBIX PHCKOB

WucTuTyTa;

B3aMMOJEHCTBHE ¢  (PHHAHCOBBIMHU
OpraHU3aIIsIMH, rOCyIapCTBCHHBIMHU
KOHTPONUPYIOIAMA ¥ HAJ30PHBIMH
OpraHam¥, ayJUTOpPaMH;

bopmupoBanme OousHec-TpeboBaHMIM
K KOHTPOJIb 32 KOPPEKTHOCTHIO pabOTEI
nuc B 30HE OTBETCTBEHHOCTH
(bYHKIIHOHATIBHOT'O HallpaBJICHHUS,
BKIIIOYAs CHCTEMBI OIODKETHPOBAHHUS

U yIPaBJIE€HYECKOH OTYETHOCTH.

responsibility for targeted spending of
allocated funds.

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

3.2. The Department conducts its activities by
functional directions:

32.L

D

2)

3)

4)
S)

6)

7)

8)

9

Budgeting, financial analysis and control:

participation in  development and
implementation of the policies and
procedures regulating financial policy,
control over compliance with the
established provisions;

development (update) of the Institute’s
financial plan, budget; drafting the cost
estimate of the Grant agreement and the
report on the cost estimate execution;

control over execution of the
implementation of the Institute’s
financial plan and budget (excluding
control over the payroll budget),

adjusting the Institute’s budget;
management of the register of the
financial analytics;

management accounting and preparing
management reporting;

financial and administrative support of
the Centers and laboratories (business
partners), including analysis of the
economic  efficiency of  projects,
approval of budget, monitoring and
analysis of budget execution, closing of
projects, distribution of profit, preparing
financial statements;

Institute’s financial risks assessment and
their control;

liaison  with financial organizations,
state regulatory and supervisory bodies,
auditors;

setting business requirements and control
over correctness of the IS in the area of
responsibility of the functional direction,
including budgeting and management
reporting systems.



3.2.2. KazHaueiicTso:

1)
2)

3)

4)

S)

6)

8)

9)

10)

11)

12)

13)

14)

YOPaBICHHE  JIEHEKHBIMH  IIOTOKAME
Wucrutyra;

B3aMMOJIEMCTBYE C GAHKAMH, B TOM YHCJIE
IO YCIOBHUSIM 3apIUIATHBIX IIPOEKTOB,
OTKPBITHE MW  3aKPhITHE PACYETHBIX
CYETOB;

paboTa ¢ OGaHKOBCKMMH TapaHTHSIMH,
BCKCISIMU: OLIEHKA OaHKOB-IapaHTOB,
BEJICHHE peecTpa OaHKOBCKUX FapaHTH;
IIOATOTOBKA peectpa IJIaTexe,
(hopMHEpOBAHKE [LTATEXHBIX KaleHIAPeii;

OCYIIECTBIICHUE HJ'I&TC)KGfI, BaTXOTHBIHN

KOHTpOJb  (9KcHopT /  mMIopr),
OTKPBITHE/3aKPBITUE TTACIIOPTOB CIEIOK,
c60p TEepBHYHBIX JOKYMEHTOB  TIO
cIenkam aJist OaHka;

Ka3HaYeWCKUHA KOHTPOJIb,

OTpOKCHME  3amucell Mo  cueram
OyXranTepckoro  y4era B YacTH

IUTATEXXHBIX ONEpaluil 10 pacYeTHBIM
cycram MHCTHTYTa, TIpenocTaBieHHe
JAHHBIX IJISI OTYETHOCTH KACCOBBIM
METOJOM IIO 3aIpocy (GYHKIHOHATIBHBIX
HanpasieHu# JlemapramenTa;
Ka3HaYEHCKOE COIIPOBOXKICHHUE IIPOEKTOB
LleHTpOB, BKIIIOYAS OTKPHITHE U BEICHUE
OTHENBHEIX OAHKOBCKMX U JIMILEBBIX
CUETOB;

MOJArOTOBKA CIIPABOK [UISI yYacTHS B
TEHJIEpaxX, KOHKYpCaxX; IPEeIOCTaBICHHUE
BBINKMCOK IIO 3allpocaM I'paHTozareneii B
9aCTH Ka3HA4eHCKOTO COMPOBOXKIECHNS;

B3aHMOJEHCTBHUE c KpPEIUTHLEIMH
OpraHusalusMH H  YTpaBiIeHHIMH
DenepabHOTO Ka3HauelcTBa

110 MockoBckoii obiacta u T. Mockse,
DenepanbHBIM Ka3HAYEHCTBOM;
YIpaBIE€HUE DPa3MENICHUEM BPEeMEHHO

CBOOOTHBIX JEHEHKHBIX CPEICTB,
ITOJIyYEHUS KPEAUTOB;

OlEeHKa (HHAHCOBOM  yCTOMYMBOCTH
ITOTEHIINATTBHBIX KOHTPare¢HTOB
WNucTutyTa;

IIPEeOCTaBIICHYE PYKOBOIHUTEIIO
Jenapramenta peKOMeHranui
[0  BaIIOTHBEIM  DHCKAM,  pPHUCKaM

M3MEHECHHUSI IPOTICHTHBIX CTABOK;
opranusanus paboThI ¢ OHJIAKH-KACCAMH,
BKJIFOYasl PETHCTPALUIO, CHATHE C yUera,
TEXHAYIECKOE 00CIyKUBaAHHUE;

5.2.2,
)

2)

3)

4)

S)

6)

7

8)

9

Treasury:
Institute cash flow management;

liaison with banks, also on issues related
to the terms of salary projects, opening
and closing settlement accounts;

work with the bank guarantees, bills:

assessment of banks-guarantors,
maintaining the register of bank
guarantees;

preparing the payments register, forming
payment calendars;

making payments, currency control
(export / import), opening / closing the
transaction certificates, collecting primary
transaction documents for the banks;
treasury control;

keeping records on accounting accounts
regarding payments on the Institute’s
settlement accounts, providing data for
reporting on a cash basis by request of the
Department functional areas;

treasury support on projects of the
Centers, including opening and operations
of certain bank and personal accounts;

preparing documents for participation in
tenders, providing extracts by request of
grant funding agencies with regards to
treasury support;

10) liaison with credit organizations and

federal treasury departments of Moscow
Region and Moscow, Federal Treasury;

11) management of placing temporarily free

monetary funds, obtaining loans;

12) assessment of financial stability of

potential counterparties of the Institute;

13) providing the Head of the Department

with recommendations on the currency
risks, risks of changes in the interest
rates;

14) organization of work with online cash

desks, including registration,
deregistration, technical maintenance;



15)

16)

17)

18)

3.2.3.

1)

2)

3)

4)

5)
6)

7)

8)

B3aumozercTBae ¢ Pornom «CKOIKOBOY
10 I'paHTOBOMY COTNaleHUIo, BKITIOYAS
IOJTOTOBKY 3asBOK
Ha buHaHCHpOBaHHE, CIIPaBOK
0 GaHKOBCKHX OCTATKaX;

IOATOTOBKA ¥ BHEJIPEHUE MEPOIPUATHIL
II0 ONTHUMM3AIKUU OOOPOTHOIO KarmuTaia

WucTtutyTa;

B3aUMOJCHCTBAE ¢  ()DHHAHCOBHIMH
OpraHu3alusIMH, rOCyIapCTBEHHBIMHU
KOHTPOJIUPYIOIIMMHA M HaJA30PHBIMHA

OpraHaMH, ayJAUTOPaMH;

¢bopmupoBanue OusHec-TpeboBanHmit
U KOHTPOJIb 32 KOPPEKTHOCTHIO PabOTHI
nc B 30HE OTBETCTBEHHOCTH
bYHKIHOHATBHOTO HaIIpaBIICHUS,

BKmo4ast ERP-momyss ka3naueiicTsa.
Byxranrepckuit u  HanoroBelf  yuer
U OTYETHOCTE:
dbopmMupoBaHUE  y4eTHOM
yJacTHe B  pa3paboTKe JOKaJIbHBIX
HOPMATUBHBIX  aKTOB B  o0iactu
OyXranTepcKoro ¥ HAJIOTOBOIO YUETa;
OyXraliTepckuif yder, MHDOATOTOBKA W
CBOEBpPEMEHHOE IIPEJOCTABIICHHE
OTYCTHOCTH  II0  POCCHMCKHM  H
MEXAyHapOoaHEIM cranpapram (PCBY,

TTOJIATUKH;

MC®O);
HaJIOTOBOE HIIaHI/IPOBaHI/Ie nu yuerT,
IIOATOTOBKA H CBOCBpEMECHHAA Imoaavya

HAJIOTOBOW OTYETHOCTH, CBOCBPEMEHHOE
UCTIOJTHEHHE HAIIOTOBBIX 00513aTENIbCTB;
pacdeT ¥ BBIILIATA 3apPa0OTHOM ILIATEI K

CTMIIEHAMH, BO3HATPAKIECHHUM  MHBIX
bu3ImIecKux JIVII, oopmiicHHE
0aHKOBCKMX  KapT pabOTHHKAM |
o0yJaroIumMcs;

HUHBCHTApHU3ALKA UMYIIECTBA M TOBAPHO-
MaTepHAIbHBIX HeHHOCTel HCTUTYTa;
BEJICHUE OTYETHOCTH II0 KOPIIOPATUBHBIM
0aHKOBCKHM KapTaMm;

IIOJITOTOBKA uH(GOpManuu u
B3aUMOJEHCTBAE ¢  (DUHAHCOBBIMH
OpraHM3alisIMU, KOHTPOIUPYIOMIAME K

HaJ30PHBIMH OpraHamu, BKJIIOYAs
HUDHC, OpraHbl CTaTHCTHUKH,
roCyJIapCTBCHHBIE BHEOIODKETHBIE

(bOHIEI, ayAUTOPOB;

IIOJITOTOBKA M OTIPABKA YBEIOMIIEHHUH O
PETUCTPALNY U 3aKPBITHH 000COGIEHHEIX
noapasnenenuit Macruryra;

15) liaison with the Skolkovo Fund regarding
the  Grant Agreement, including
preparing applications for financing,
documents on bank balances;

16) preparing and implementation of
activities on optimization of the
Institute’s working capital;

17) liaison with financial organizations, state
regulatory and supervisory bodies,
auditors;

18) setting business requirements and control
over correctness of the IS in the area of
responsibility of the functional direction,
including the ERP treasury module.

3.2.3. Accounting and tax accounting and

reporting;:

1) developing the accounting policy,
participation in development of the
institutional policies and procedures in
accounting and tax accounting;

2) accounting, preparing and timely
reporting according to Russian and
international standards (RAS, IFRS);

3) tax planning and accounting, preparing
and timely submission of tax reporting,
timely fulfilment of tax obligations;

4) calculation and payment of payroll and
stipends, honoraria to individuals,
issuing bank cards to employees and
students;

5) inventory of property and goods and
materials assets of the Institute;

6) maintaining reporting on the corporate
bank cards;

7) preparing information and liaison with
financial organizations, regulatory and
supervisory authorities, including the
FTSI, statistical authorities, state non-
budgetary funds, auditors;

8) preparing and sending notifications on
registration and closure of the Institute’s
separate units;



9)

10)

3.2.4.

1)

2)

3)

4)

S

1Y)

2)

3)
4)

CONMPOBOXK/ICHUE ayauTa OyXraaTepckoit
U HAJIOTOBOH OTYETHOCTH;
(opmupoBarue Ou3HEC-TPeGOBAHWI W
KOHTPOJIb 32 KOPPEKTHOCTEIO paboTsl YIC
B 30HE OTBETCTBEHHOCTH
byHKIHOHATBHOTO HaIIPaBIICHUS,
BKIFo4Yast ERP-mMomyis Gyxrantepckoro u
HAJIOTOBOTO yUeTa.

Vrpasnenne aJIMAHUCTPATUBHLIMA

CEpBUCAMH:

OpraHu3aIs " KOOPAVHAITHSI

AJIMAHUCTPATUBHLIX CEepBUCOB

PabOTHHKAM ¥ 00YJarOIIHMCS, BKITFOYASL:

—~  CEpBHCHI o OpPOHUPOBAHHIO
TPAHCTIOPTHLIX YCIYT, MPOKUBAHMUA,
BH30BOM MOANEP)KKH B  paMKax
CITy)KeOHBIX KOMaHUPOBOK "
aKaJeMUIeCcKOt MOOUITEHOCTH
obydarormuxcs, BU3HUTOB
IIPUIJIANICHHBIX CIIEI[UAITUCTOB,
O3HAKOMHUTEITBHBIX BU3UTOB,

penokanus pabOTHHUKOB,
IPEAOCTaBICHHE JXKUIbsS PaOOTHHUKAM
U IIPUTJIANIEHHBIM CIIeIUAINCTaM;
TPaHCIIOPTHHIE YCIIYTH;
MOOHITBHYIO CBA3b.
B3aMMOJICHCTBHE G IOCTaBIIAKAMHU
aIMAHUCTPATUBHEIX CEPBHCOB, KOHTPOIb
Ka4ecTBa YCIyT;
COIPOBOX/ICHHE  JIOTOBOPOB  apeHB
Wncturyra, BKJTIOYAs o(uCHEIE,
1a00PATOPHEIE U HKUIIEIE TTIOMEIICHHS;
dopmupoBanue Ou3HEeC-TPEOOBAHUN ©
KOHTPOJIb 38 KOPPEKTHOCTHIO paboTel IC B
30HE OTBETCTBEHHOCTH (DYHKIIMOHAIBHOTO
HalpaBJCHUs, BKmodas ERP-momyns
JIEJIOBBIX MTOE3JI0K.
®uHAHCOBO-aIMAHHCTPATHBHOE
conposoxzaeHue CrapTamos:
OyXTralITepcKuil ydyer, MOATOTOBKA U

IIPEIOCTaBICHUE OTYETHOCTH 110
poccuiickum CTaHIapTaMm
OyXTanTepcKoro y4era;

HaJOrOBBEIH  y4eT, TIOATOTOBKA W

IIPEIOCTABIICHUE HAJIOTOBO# OTYETHOCTH;
OaHKOBCKOE COMPOBOXK/ICHHE;
COTPOBOXIECHUE ayAUTa OyXranTepcKoi
M HaJIOTOBOM OTYCTHOCTH;

3.2.4. Management

1

9)

support on the audit of accounting and
tax reporting;

10) setting business requirements and control

)

2) liaison

3

4

)

)

Sk

1)

2)

3)
4)

over correctness of the IS in the area of
responsibility of the functional direction,
including the ERP accounting and tax
accounting module.
of the administrative
services:
organization and coordination of
administrative services to employees and
students, including:
services  for  booking  transport,
accommodation, visa support within
business trips and academic mobility of
students, visits of invited specialists, site
visits, relocation of employees,

providing housing for employees and
invited specialists;

transportation services;

mobile communications.

with  providers of the
administrative services, quality control of
services;

support on the lease agreements of the
Institute, including office, laboratory and
residential premises;

setting business requirements and control
over correctness of the IS in the area of
responsibility of the functional direction,
including the ERP business travel module.

Financial and administrative support for
the Institute’s Startups:

accounting, preparing and providing
reporting  according to  Russian
accounting standards;

tax accounting, preparing and providing
tax reporting;
bank support;
support on the audit of accounting and
tax reporting;



5)

3.2.6. PazButHe "

Y

2)

3)

4)

)

6)

3.3

IIPOBEJCHUE BCCCTOPOHHEH (DHMHAHCOBOM
SKCITEPTHU3EI (unancoBEIH JBIO
JTUTHIDKEHC).

IOJJIEPXKKA  OH3HEc-
MIPUJIOKEHU

B3aMMOJICHCTBHE ¢ pPabOTHUKAMH TI0

opmupoBanmIO TpeGOBaHMH M IOHCKY

Haunboee ITOIXOJTSAIINX ouzHec-

npunoxenuit (UT-penrenwuii);

ydactue B popmupoBanne UT-crparerun

Wuctutyra B wacte passurms  UT-

peeHuH;

paspaboTka,  BHEApEHHE, pPa3BUTHE,

UHTETpalusl, COLpPOBOXKIEHHE OH3HEC-

npwiokenni  HMuctutyra B memsx

aBTOMAaTH3AIMH u ITOBBIITICHHSI
3¢ dexTHRHOCTH OU3HeC-TIPOIECCOB,

BKJTIOYAsT:

— asayu3 OU3HEC-TIPOIECCOB;

— IPOEKTHUPOBAHUE, pa3paboTKy,
BHEJIpCHHE OU3HEC-TIPUIIOKEHHUI;
pasrpaHuveHue poien
II0JIb30BATENEH;

— COIPOBOXJIEHHE W
beciepeOoHOM
NIPHJIOKEHUH;

— ofecrieucHme LEJIOCTHOM
apPXUTEKTYPhl OM3HEC-TIPUIIOKEHUIA;

—  yIpaBlIeHUE CIIPAaBOYHOMN
rHpOpMaIHei.

B3aMMOJEHCTBHE C KOHTPAareHTAMHU II0

paspaboTKe ¥ MONIEpPKKE Ou3Hec-

IIPHJIOKEHUH, TOJTOTOBKA TEXHUYECKUX

3aJlaHMi, NPOBENCHUE ayIuTa KauecTBa

BHEAPECHUSI OM3HEC-TIPUIIOKEHHH;

B3aUMOJICHCTBAE C KOHTPOJIHPYIOIIAMHE

OpraHamu, ayJAuTOpaMHu;

IIOAJEPKAaHUE B aKTYadbHOM COCTOSHUU

TOKYMEHTaITu! o ouzHec-

IIPHIIOKEHUSIM.,

PyxoBomurenu (bYHKIIHOHATBEHEIX
HalpaBICHUA  COITACOBBIBAIOT  IIPSIMBIM
MOMYMHEHHBIM pabOTHUKAM  CIIyKEOHBIE
3a/laHusI O KOMaHIUPOBAHWUH, OTYETEI
00 ux BBITTOJTHEHUH, 3asIBIICHUSA
0 IIPEAOCTABIICHUH OTITYCKOB.

obecrieueHne
paboTer  Om3Hec-

5) conducting comprehensive financial
expertise (financial due diligence).

3.2.6. Development and support of business

applications:

1) liaison with employees on setting
requirements and search for most suitable
business applications (IT solutions);

2) participation in development of the
Institute’s IT strategy with regard to
development of IT solutions;

3) elaboration, implementation,
development, integration, support on the
Institute’s business applications in order
to automate and increase efficiency of
business processes, including:

— analysis of business processes;

— design, development,
implementation of business
applications; splitting users roles;

— maintenance and ensuring
uninterrupted operations of business
applications;

— providing a holistic architecture of
the business applications;
managing the reference information.

4) liaison with contractors for development
and support of business applications,
preparing technical tasks, conducting
audit of quality of implementation of
business applications;

5) liaison with regulatory
auditors;

6) keeping up-to-date documentation on the
business applications.

authorities,

3.3. The Heads of the functional directions

approve to the direct subordinates business
trips  requests, reports on their
implementation, vacation requests.



4. Ilpama u o6s13aHHOCTH

4. Rights and Obligations

4.1.Pabotuuxu Henapramenra Brpase 4.1. The Department employees have the rights

¥ 00sI3aHEI:

1) cBoeBpeMeHHO " Ka4eCTBEHHO
BBIIONHATE  QYHKIHM W 3a37adW,
yKa3aHHbIE B HacTosmeM [lomoxernny,

2) BBIIONHATH NOJDKHOCTHBIE OGS3aHHOCTH
B COOTBEICTBUH C JO/DKHOCTHBIMHU
HHCTPYKIIASAMH,

3) sampammBaTth H IOJXy4YaTh HH(GOPMAIHUIO
Y Apyrux pabOTHHKOB WHCTHTYTA,
HEOOXO0MMYTO JUIS BEIIIOJTHEHUS
JIOTDKHOCTHBIX 00sI3aHHOCTEN,

4) BBIIONHATE YKA3aHAS W IOPYYEHHS
pyKoBoauTens Jlemapramenta.

S. BsammopeiicTBHE €O CTPYKTYpHBIME
noapasaeaenusvMu Uucraryra
5:.1.B Lemix BBIITOJIHEHHS byHKIMI,
YCTaHOBJICHHBIX HAcTOAMMM [losoxeHHeM,
JleniapTaMeHT B3aMMOJEHCTBYET ¢ WHBIME

CTPYKTYPHBIMHK OApa3aeICHAIMHI
WHcTuTyTa, BKIIKOYAS:
5.1.1. CrpykrypHsie [oApa3AeICHUs

Wucruryta — B 9acte (DMHAHCOBOTO
IUIAaHUPOBAHKA,  OyXranTepckod  u

YIIPaBIEHYECKOM OTUYETHOCTH,
Ka3HAYCHUCKUX  ONepanuif,  yciyr
aIMHUHUCTPATUBHOM OAICPIKKH,
noaaepkku U pazsutuio YT Ousmec-
NPUIOKEHUH;

5.1.2. Jemaprament 10 paboTe c
IIEPCOHAIOM — B YacTH

OO KETHPOBAHHSI " KOHTPOJIS
Oropkera  (GOHZA OMIATEL  TpPyXa,
pacyera 3apabOTHOM ILIATHI, KaJpOBOi
OTYETHOCTH, B TOM 4YHCIE IIO
UCTIOHEHHIO (OHIA OIUIaTHl TPYy.a,
ONEPAIMOHHON TOJIEPKKH JHIOT Ha
IIPOKMBAaHUE PaOOTHHKAM;

5.1.3. JlemapramMeHT 10 0Opa3oBaHMIO — B
YaCTH pacdeTa CTHIICH I,

5.1.4. JlemapTaMeHT IO 3aKylKaM — B 9acTH
BBIOOpa MOCTABIIUKOB PabOT U YCIIYT.

5.2. PaboTHHKH Henapramenta BIIpaBe
IPOBOJHUTE pabodme BCTPEYM C Y4acTHEM
PabOTHUKOB HHBIX CTPYKTYPHBIX
noxpasgenennii  MHcTHTyTa, a @ Takxe
OPUBIICKATh  TAKUX  PabOTHUKOB K
pea3aliy  OTAENBHBIX MEPOIPHATHHA ¢
COITIacHs UX PYKOBOJUTEIICH.

and obligations to:

1) duly and on time perform functions and
tasks  specified in the present
Regulations,

2) perform  employment duties in
accordance with the 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 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 other Institute’s structural units,
including:

5.1.1. The Institute’s structural units — on

issues related to financial planning,
accounting and management reporting,
treasury operations, administrative
services, support and development of
IT business applications;

5.1.2. The HR Department — on issues related

to payroll, HR reporting, also including
the execution of the payroll budget,
operational support on benefits for the
employees housing;

5.1.3. Educational Department — on issues

related to calculation of stipends;

5.1.4. Procurement Department — on issues

related to selection of providers of
work and services.

5.2.The 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 activities upon
approval of the Heads of corresponding
structural units.
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6. 3akarounTeIbHBIE MOI0KEHHUS 6. Final Provisions

6.1. JlemapramenT cospaercs, peopranusyercst, 6.1. The Department is established, reorganized,
JIAKBUIUPYETCS IIPUKA30M PEKTOPA. dissolved by the President’s order.
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