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1.1.

1.2.

1.3.

1.4.

2.1

1. O0mmue noJioxkesus

ITonoxxenue o
WHCTUTYIIUOHAIILHOI'O Pa3BUTHS
CKOIIKOBCKOTO HHCTHTYTa HAYKH W
TexHosorui (mamee — Ilonoxkenue,

Henaprament, MHCTUTYT) ompemenser
€ro (QYHKIMHM W OpraHU3alMOHHYIO
CTPYKTYDY, IpaBa U 0OSI3aHHOCTH €ro

pabOTHUKOB,  B3aMMOJEHCTBHE  CO
CTPYKTYPHBIMU IIOApa3IeICHUSIMHU
UncTutyTa.
JemapTaMeHT SIBISETCS CTPYKTYPHBIM
IIOAPA3IEICHUEM WHuctutyTa.
HesitensHOCTE Henapramenra
KypUpyeT BUIE-TIPE3UACHT II0
Pa3sBUTHIO B COOTBETCTBUU

C  pacmpeleneHHeM o0s3aHHOCTeH
(momroMounit) (manee — Kyparop).

JearenbHOCTE Henaptamenrta
HalleneHa Ha dopmupoBanne u
MOHUTOPHHI BBIITOJHEHUS CTpPATErHU

I/IHCTI/IT}’Ta, IIPOCKTHPOBAHHUE
u COIIPOBOXICHUC MepOHpI/IHTI/H’I
1o ITOBBIIIEHHTIO

Opra’u3aIMOHHON 3((HEKTUBHOCTH.

B cBoeii nearensHocTH lenaprament
PYKOBOJICTBYETCS
3aKOHOJATEIECTBOM Poccuiickon

Qenepauuu, Ycrasom, Ilonoxenuem,
JIOKaJILHBIMU HOPMATHUBHBIMU aKTAMH
HNucruryrTa, JIOKyMEHTaMU
CTPaTErHYeCcKoro

u OIEPalOHHOI'0
TUIAHHPOBAHMS, IPUKa3aMU PEKTOpa.

2. OyHKHUH

.HCHaPTaMeHT BBITTOJIHACT CIIEAYIOIHE

GyHKIUM:

1) pa3pabotka (axTyanmsanus)
" MOHHUTOPUHT  BBITIOJIHEHHSI
JOKYMEHTOR CTpaTeruIecKoro
TUTAHUPOBAaHUA (32 HCKIIOYEHHEM
¢buHaHCOBOTO IIIaHAa),

2) opraxuzaryus
%}

pa3paboTKu
COIIPOBOXKIIEHUE BHEIPEHHUS

Hemnapramente 1.1. Regulations

1. General Provisions

on the Institutional
Development Department
of the Skolkovo  Institute  of
Science and Technology (hereinafter
— Regulations, Department, Institute)

define its functions
and organizational structure,
rights and obligations of its

employees, order of liaison with the
Institute’s structural units.

1.2.The Department is the structural unit

1.3.

1.4.

of the Institute. Activities of the
Department are supervised by the
Vice President for Development in
accordance with delineation of
responsibilities (authorities)
(hereinafter — Supervisor).

The activities of the Department aim
at forming the Institute’s strategy
and monitoring its implementation,
design and facilitation of activities for
increasing organizational
effectiveness.

In its activities the Department is
governed by the legislation of the
Russian Federation, the Charter,
Regulations,  other institutional
policies and procedures, documents
of strategic and operational planning,
President’s orders.

2. Functions

2.1.Department performs the following

functions:
1) development (update) of the
strategic  planning  documents

(excluding the financial plan),
monitoring of its execution,

2) organization of  development
and implementation of institutional



3)

4)

S)

3.

JIOKAJIbHBIX HOPMATHBHBIX AaKTOB,

IIPOEKTUPOBAHUE 51
COIIPOBOXIECHIE
Opra’Hu3alMOHHEIX U3MEHEHUH,
bopmMupoBanue IIOJIUTHUKHI
OpraHU3aluOHHOMN

30 heKTUBHOCTH,

COIIPOBOXKIEHUE paboTeI
KOJLIIErMaJIbHBIX OpraHoB
yIlpaBieHus,

IOJIIOTOBKA U IIpeJICTaBIICHHUE
CTATUCTUYECKOH OTYETHOCTH,
opraHusaiys ydyactusi UHCTUTyTa B
MEXIYHApOIHBIX PEUTHHIaX.

OpraHusanHoHHas CTPYKTYpa

3.1.PyxoBogurens JlenapramenTa:

3.2.1.

3.2.2.

3.2.3.

3.2.4.

Opranmzyert paboty JenapramenTa

U PYKOBOAUT UM. Hecer
IEPCOHANLHYIO  OTBETCTBEHHOCTH
32 Ka4eCTBO M  CBOEBPEMEHHOE
BLIIIOJIHEHUE  BO3JIOXKEHHBIX Ha

HemnapraMeHT QyHKUUH, TPYIOBYIO
U HCIOJHHUTEIBCKYIO

JUCLUIUIMHY pabOTHHUKOB
Henapramenra.

CoracoBbiBaet KaJpOBbIe
JOKYMEHTHl [0  OpraHu3aluy
JEesITeNbHOCTH Jenapramenra,
BKJIIOYast IOJKHOCTHEIE
UHCTPYKLUH ero pabOoTHHKOB.
CornacoBbiBaet paboTHUKaM
HenapramenTa CIry>XeOHbIE
3alaHus 0 KOMaHJUPOBaHWUH,
OT4eTsl 00 WX  BBITOJHEHUH,
3asIBIICHUS 0 IIpeIOCTABICHUH
OTIIYCKOB.

Brocur IIPETOKESHIS I10
IIOOIIPEHHUIO paboOTHUKOB
Henapramenra, UHULMUPYET
IIpUMEHEeHHe

K HUM JUCIUIUTMHAPHBIX
B3BLICKAHUIA B YCTaHOBJIEHHOM
TIOpSIZIKE.

3)

4)

5)

policies and procedures, design
and facilitation of organizational

changes, forming policy of
organizational effectiveness
administrative support to the

collegial governing bodies,

drafting and submitting statistical
reporting,
organization of the Institute’s
participation in the international
rankings.

3. Organizational structure

3.2.Head of Department:

3.2.1. Organizes @ work  of the
Department and leads its
activities. Bears personal

3.2.2.

3.2.3.

3.2.4.

responsibility for quality and on
time performance of functions
assigned to the Department, labor

and executive discipline of
employees of the Department.
Approves 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 employees of the
Department.

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



3.2.5. Ilnanupyer OromKer
JemapraMeHTa ¥ KOHTPOJHUPYET

ero HCIIOJIHEHHE, HeceT
MIEPCOHATIBHYI0  OTBETCTBEHHOCTH
3a LieJeBoe pacxonoBaHue

BBLIIEIICHHBIX CPE/CTR.
3.2.6. Brocur Kyparopy mnpenioxeHus

I10 COBCPIICHCTBOBAHHIO
ACATCIIBHOCTHU JlenapTaMeHTa, B
TOM qUCiIe H3MCHCHHUIO

OPraHU3allMOHHOM CTPYKTYPBI U
IITATHOT'O PaCIUCaHHUS.
3.2.lemapTaMeHT OCYINECTBIISIET CBOIO
HAESTEIIBHOCTE 110 (YHKIIMOHAIBHEIM
HaIlpaBlIEHUAM, B paMKaX KOTOPBIX
pelaer Clenylomue 3a0aqu:

3.2.5. Plans and controls execution of the

budget of the Department, bears
personal responsibility for targeted
spending of allocated funds.

3.2.6. Submits to the  Supervisor

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

3.3.The Department conducts its
activities by functional directions,
within ~ which performs the
following tasks:

3.3.1. Pa3zpaboTka (axtyammsanus) 3.3.1. Development (update) of the

IOKYMEHTOB CTpaTern4ecKoro
IUTAaHUPOBAHMUSL:

1) cbop mpemnoxenuit mo 3amadam,
MEPOIPHUATUSIM ¥ IIOKa3aTelsaM
Pa3BUTHUS; IOATOTOBKA IIPOEKTOB
IUIsl pACCMOTPEHUS PYKOBOICTBOM
HHucTuTyTa, KOJIJIeTHAIBHEIMHE
OpraHaMH yIIpaBJIeHus,

2) MOHHMTOPHHT BHIIOJHEHHMS 33139 1
MEpOIPUATHH, [IOArOTOBKA
OAHHBIX IS BKIIOYEHHS B
IIPOMEXYTOYHYIO ¥  TOHOBYIO
oT4eTHOCTh MHCTHTYTA.

3.3.2. Opranuzarus pa3paboTku
U CONPOBOXKICHWE  BHEAPEHHUS
JOKaJbHBIX HOPMATHUBHEIX aKTOB,
IIPOEKTUPOBAHUE U COIMPOBOXKIECHHUE
OpPraHU3alMOHHBIX U3MEHEHMIH:

1) moAroTOBKa W MOHHMTOPHHI
BLIIIOJIHEHMS IUIaHa pPa3pabOoTKu
(axTyanm3armm) JIOKJIBHBIX
HOPMAaTUBHBIX aKTOB,

2) OpraHM3aIMOHHOE
COIIPOBOXKJIEHUE  JIEeATEIIBHOCTH
paboyux Tpynm mo paspaboTke
(axTyanu3amum) JIOKaJIBHBIX
HOPMaTHBHBIX aKTOB,

strategic planning documents:

1) collection of proposals for goals,
activities and indicators of
development, preparing drafts
for review of the Institute’s
leadership and collegial
governing bodies,

2) monitoring of completion of tasks
and activities, preparing data for
inclusion in the Institute’s interim
and annual reporting.

3.3.2. Organization of development

and implementation of institutional
policies and procedures, design
and facilitation of organizational
changes:

1) preparing and monitoring of
implementation of the plan for

development (update) of
institutional policies and
procedures,

2) organizational support to working
groups on development (update) of
institutional policies and
procedures,



3) MOHHTOpPHHT BHEJIPEHUS
JIOKaJIbHBIX HOPMAaTHBHBIX aKTOB,
MOATOTOBKA  MPEIJIOKEHUH 110
aKTyaJIH3aliu.

3.3.3. CompoBoxeHue paboThI
KOJIIIerHaIbHBIX OpraHoB
YIpaBJICHHS:

1) opranuzanus cobpaunuit OGImero
cobpanus yapeauTene,
Iloneuurensckoro coBeTa,
VY4yenoro cosera.

2) aIMHHUCTPATUBHOE
COIIPOBOXIEHUE pOTaIH
COCTaBOB KOJIJIeTHaTbHBIX
OpraHOB YIIPaBICHHUS.

3.3.4. Coop, TmpexacTaBieHHE M  y4YET
CTaTUCTUYECKUX  JaHHBIX 1o
HalpaBIeHUSIM IesATEIbHOCTH
WucTutyTa B HOpsIIKE,

3.3.5.

4.1.

YCTaHOBJIICHHBIM MI/IHI/ICTepCTBOM
HaYKH H BBICHIETO o6pa3013aH1/1;1

Poccuiickoit Denepaliuy,
DenepanbHOU ciyx60Hi
roCyJapCTBEHHOM CTaTHUCTUKHU
Poccuiickoit Oenepanuy,
MunuctepcTBO FOCTHIINH

Poccuiickoii enepanun.
Oprasmuzanus ygactus MHCTHTYTa B
MEXTyHapOIHbIX pedTuHrax:
B3aUMOJICHCTBIE c
OpraHU3aTOPaMHU, y4acTHe B
IIPOMHUIBHBIX MEPONPHUATHAK, cOOp
u IpeicTaBICHUE JaHHBIX,
MOHUTOPHUHI  IO3UIUH(IIO3HUINE),
hopMHpOBaHUE TIPEUIOKEHUNA IO
NIOBBILICHUIO PEATHHTA.

4. 1lpaBa n 00SI3aHHOCTH
PaborHuxu JlemapramenTa Bhpase

U 00sI3aHbI;

1) cBoeBpeMeHHO

U  KadeCTBEHHO
BBIIOJIHATE (YHKIHUH H 32134,
YKa3aHHBIC B HACTOSHIEM
Ionoxxenuu,

3) monitoring of implementation of

3.3.3.

3.34.

3.3.5.

institutional policies and
procedures, drafting proposals for
update.

Administrative support to the

collegial governance bodies:

1) organization of meetings (in
presence and absentee) of the
General Founders, Board of
Trustees, Academic Council,

2) administrative  support  on
rotation of membership of the
collegial governing bodies.

Collection, submitting and storage
of statistical data on the Institute’s
activities in order set by the
Russian Ministry for Science and
Higher Education, Federal State
Statistics Service, Ministry of
Justice of the Russian Federation.

Organization of the Institute’s
participation in the international
rankings:  liaison with  the
organizers, participation in the
relevant events, collection and
submission of data, monitoring of

the Institute’s position(s),
preparing proposals on
advancement.

4. Rights and Obligations

4.1.With a purpose to perform its
functions  employees  of  the
Department have the rights and

obligations to:
1) duly and on time perform functions

and tasks specified in the present
Regulations,



2) BBIIIOJIHATH JAOJLKHOCTHBIE
00SI3aHHOCTH B COOTBETCTBUH C
HOJKHOCTHRIMHA HHCTPYKLIMAMU,

3) 3ampamuBarh U [IOJTY4YaTh
UHDOPMAITHIO y JIpyrux
pabOTHUKOB WNucTuryTa,
HEOOXOJIUMYIO JUIS  BBLIIOJHEHUS
GyHKITUH, YCTaHOBJICHHBIX
Tlonoxxennem,

4) BBINOJHATH YKa3aHUS U IMOPYUECHHUS
pykosonutens JlenapramenTa.

S. BzaumopgeicTBHe cO CTPYKTYPHBLIMHU

noJxpasaeieHusaIMu I/IHCTI’ITyTa

5.1.B mensx BBIDONHEHUS (GYHKIUH,

YCTaHOBJICHHBIX HaCTOSAIUM
Ilonoxenuem, HenapraMent
B3aUMOJIEHCTBYET c UHBIMU
CTPYKTYPHEIMUA  HOApa3ieleHuIMHU
HucTuryTa.

5.2.B nmensx BBITONHEHHS (QYHKIHUH,

YKasaHHBIX B IyHkTax 3.3.1 u 3.3.4

Ilonoxenus, paboTHHKH
JenapramMenTa, YbH JHOJKHOCTHEIE
WHCTPYKIIUH YCTaHaBJIUBAIOT
BBHIIIOJIHEHNE YKA3aHHBIX (DYHKIHH,
BIpaBe 3alpaliyBaTh JaHHBIE Y
CTPYKTYPHBIX IIOApa3IeeHIH
UncturyTa, CaMOCTOSITENBHO
ompenenss TpeOOBaHMUI K COCTABY M
CpoKaMm IIpeNICTaBICHUS TaKuX
JIaHHBIX.

5.3.PabotHuku [lemaprameHTa BIpaBe

OPOBOAUTE pabouue BCTpedd ¢
y4acTueM pabOTHHKOB HHBIX
CTPYKTYPHBIX IIOJIpa3eeHUH
MucTtutyTa, a TaKke IPUBIEKATEH

TaKUX PaOOTHUKOB K peau3alnu
OTHENBHBIX MEPOIPUSITHM C COTTIACHS
DPYKOBOIUTENEH  COOTBETCTBYIOIIUX
CTPYKTYPHBIX IIOApa3IeICHHUI.

6. 3akarounTeIbHBIE MOJ0KEHU S

2) perform employment duties in
accordance  with  the  job
descriptions,

3) request and receive information
required to perform functions set
by the Regulations,

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

5. Liaison with Institute’s
structural units
With a goal to perform functions
specified in the present Regulations,
the Department liaisons with other
Institute’s structural units.

With a goal to perform functions,
specified in clauses 3.3.1 and 3.3.4 of
the present Regulations, employees of
the Department, whose  job
descriptions establish such functions,
are entitled to request data from
employees of the Institute’s structural
units, defining requirements for the
content and due dates for submitting
data requested.

The employees of the Department
are entitled to hold working meetings
with participation of employees of
other Institute’s structural units as well
as 1nvolve such employees in
implementation of select activities
upon approval of the heads of
corresponding structural units.

6. Final Provisions



6.1. Jlemaprament cosmaercd, 6.1.The Department is established,
peoprasuzyercs, JIUKBUIUPYETCS reorganized, dissolved by the

IIPUKA30M PEKTOPa B YCTAHOBIEHHOM President’s order in due order.
NIOpsIIKe.



