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1. O0mue nonoxenus 1. General Provisions

1.1.  Ilonoxenue 0 IlpasoBom [.1.Regulations on Legal Department
JernapTaMeHTe olpesenser ero define its functions and organizational
byHKITHH U OpraHU3allHOHHYIO structure, rights and obligations of its
CTPYKTYpPY, IIpaBa U OOS3aHHOCTH E€ro employees, liaison with the Institute’s
pabOTHHUKOB,  B3aMMOJENCTBUE  CO structural units.

CTPYKTYPHBIMHU NIOJIpa3/IeTICHUSIMU
HuctutyTa.

1.2. JlemaprameHT asisercs 1.2.The Department is the structural unit
CTPYKTYPHBIM HoJIpasieieHueM of the Skolkovo Institute of Science
CKONKOBCKOTO WHCTUTYTA HAYKH U and Technology (hereinafter —
TexHonoru (mamee — MHCTUTYT). Institute). Activities of the Department
JlesarenbHOCTD JlemapTameHTa are supervised by the President’s
KypHpyeT  IpsSMOH  NOJYHHEHHBIH direct subordinate in accordance with
pekTopa B COOTBETCTBUHU C delineation of responsibilities
pacrpeeeHHeM o0s3aHHOCTEH (authorities) (hereinafter -
(onrOMOuHit) (manee — Kyparop). Supervisor).

1.3. B CBOEH nearenpHocTH 1.3. In its activities the Department is
HenapramenT PYKOBOJICTBYETCS governed by the legislation of the
3aKOHOJATENLCTBOM Poccuiickoit Russian Federation, Charter, present
Qenepauuu, YcraBoM, llomoxeHuew, Regulations, institutional policies and
JIOKAJIBHBIMA HOPMATUBHBIMH aKTaMU procedures, documents of strategic
HucTtutyra, TIOKYMEHTaMH and operational planning, President’s
CTPAaTEeTHYecKOro M  OIEPAIliOHHOIO orders.

TUTaHUPOBAHI, ITPUKA3aMH PEKTOPA.

2. OyHKUUH 2. Functions

2.1.  JlemapTameHT soionHsger 2.1. The Department performs the

cienyromue QyHKITy: following functions:

1) npaBoBoe obeciedenne 1) legal support and protection of
JesTenbHoCTH MHCTUTYTA, 3aIuTa Institute’s  rights and legitimate
€ro Ipas ¥ 3aKOHHBIX HHTEPECOB, interests,

2) oprammsagus u  obecrmeuenue 2) organization and ensuring document
IeJIONPOU3BOJICTBA. flow.

3. OpranMzanuoHHasi CTPYKTYypa 3. Organizational structure

3.1.PyxoBonutens JlenmaprameHra: 3.1.Head of the Department:

3.1.1. Opranusyer pabory Jlenapramenta 3.1.1 Organizes work of the Department
U PYKOBOIHUT UM. Hecet and leads its activities. Bears personal
[IEPCOHABHYIO OTBETCTBEHHOCTH 34 responsibility for quality and on time
Ka4eCTBO u CBOEBpPEMEHHOE performance of functions of the
BLIIIOJIHEHUE  BO3JIOKEHHBIX  Ha Department, labor and executive

HenapramMeHT QyHKIMHA, TPYIOBYIO H discipline of its the employees.



HCIIOJTHUTCIBCKYIO JUCLHHUILUIMHY €ro

~ pabOTHUKOB.
3.1.2. CornacoBsiBaer KaJpOBYIO
JOKYMEHTAMIO [0  OpraHu3aiui
JIesITeNIbHOCTH HenaprameHTa,

BKJIFOYasl JTOJDKHOCTHBIC MHCTPYKIHH
€ro pabOTHHUKOB.

3.1.3. CormnacoBeiBaeT paboTHUKaM
HenapraMenTa Ciry)XeOHbIE 3aMaHus O

KOMaHIWPOBAHMAM, OTYEThI 00 ux
BBITIOJIHEHMH, 3asBIICHUSI 0
IIPENOCTABIICHUH OTITyCKOB.

3.1.4. Buocur NIPEIIOKECHUS o
ITOOIIPEHHIO paboTHHKOB
Henapramenra, AHHALIUAPYET
IIpYMEHeHHUE K HUM
JUCIUINIMHAPHBIX  B3BICKAHWH B

YCTaHOBIEHHOM IOPSIIIKE.
3.1.5. OcymecTBisger IUIAHUPOBAHUE |

KOHTPOJIb  HCHOJNHEHWs 6}0,u>1<e'ra
,Z[enapTaMeHTa, HeCeT NNCPCOHAIIBHYIO
OTBCTCTBEHHOCTL 3a eeBoe

pPacxol0BaHME BBIIEICHHBIX CPEICTB.
3.1.6. Brocur KypaTopy npemnoxeHus 1o
COBEPIIEHCTBOBAHUIO JESATECIIFHOCTU
HenaprameHTa, B TOM  YHCIe
V3MEHEHUIO OpraHU3alMOHHON
CTPYKTYPEI H IUTATHOTO PACIIHCAHMS.
JenapraMeHT OCYIIeCTBISET CBOIO
JIEATENBHOCTE 0 (YHKIMOHAILHEIM
HaIpaBlIeHUsM, B pPaMKax KOTOPBIX
peLIaroTCs CIeNYIOINe 3aIauH:
3.2.1.IIpaBoBoe obecrieyeHue

nestenbHocT MHCTHTYTa, 3ammuTa

€r0 IIPaB U 3aKOHHBIX UHTEPECOB:

1) obGecrieyenue coOroneHus
TpeboBaHwmit 3aKOHOJATeJIbCTBA
Poccuiickoit eneparnumu,
[IOATOTOBKA, BHECEHUE H3MEHEHHH,
[IpaBoBast JKCIIEpTU3a IIPOEKTOB
YUPEIUTENBHBIX TOKYMCHTOB,
JKCIepTU3a JIOKQJIBHBIX
HOPMAaTHBHBIX aKTOB 51
OpraHU3aIMOHHO —

3.2.

2)

3)

3.1.2. Approves HR documentation on
organization of activities of the
Department, including job
descriptions of its employees.

3.1.3. Approves business travel requests,

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

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

3.1.5. Plans and controls execution of the
budget of the Department, bears

personal responsibility for targeted use
of allocated funds.

3.1.6. Submits to the Supervisor proposals

for improving activities of the
Department, including changes in its
organizational  structure and a

personnel list.

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

3.2.

3.2.1. Legal support and protection of
Institute’s rights and legitimate
interests:

1) ensuring compliance with
Russian Federation legislation,

the

2) drafting, amending, legal review of
founding the institutional
documents,



4)

S)

6)

7)

pacopsAIUTENbHBIX
UnctutyTa,
BEICHHE
MIPETEH3UOHHO! paboTEHL,
B3auMoOelcTBHE  C opraHamu
roCyJapCTBEHHOM BIACTH;

JOKYMECHTOB

cyneOHOH u

JIOroBOpHast paboTa, IPaBOBOE
COIIPOBOXKICHHUE CIIENIOK
HNHcTutyTa, MHUHHUMU3aITHS
PHCKOB;

3allluTa IpaB H  3aKOHHBIX
uHTepecoB MHcTUTyTa B 00NacTH
MHTEIUIEKTyallbHOU
COOCTBEHHOCTH;

3amura rpaB MHCcTUTyTa B 00I1acTH
TPYHOBBIX OTHOIIICHHIA,
obecrieyeHue coOroieHme
3aKOHOJIaTeJILCTRA Poccutickoii
Denepanuu B OTHOIIIEHUU

HUHOCTPAaHHBIX PAOOTHHKOB;

8) peamMzanus  MEpONPHATHH IO
obecreyeHnIo COOTBETCTBUS
OesITeTbHOCTH MHCTUTYTa HOpMaM,
CTaHJapTaM U IIpaBHUIIaM
(xoMrIuIaeHc) B obnacTu
yIIpaBIICHHUS KOH(IMKTaMU
UHTEPECOB, IIPEIOTBPAIICHHUS
3I0YTIOTpeOIeHHA, 00paboTKkH
IePCOHATBHBIX JAHHBIX,
JUACIUIIIIMHAPHON
OTBETCTBEHHOCTH;

9) MOHHUTOPHHT U3MeHeHUH
3aKOHOJATeNhCTBA  PoccHiickoi
Denepanuy, UHQOPMHUpPOBaHHE
pabOTHUKOB HHucTHuTyTA 00
U3MEHEHUSX, OTHOCSINMXCS K
nestenbHOCTH IHCTHTY TS,

10) koHCynbTHpOBaHUE  pPabOTHUKOB
WuctutyTa 1o IIPaBOBBIM

BOIIPOCaM, IIOArOTOBKA MPAaBOBBLIX
3aKIIIOYEeHUH.

10)

3)

4)

5)

6)

7)

8)

9)

review of institutional policies and
procedures, other organizational and
administrative documents,

conducting judicial and claim work,
liaison with state authorities,

contractual work, legal support for
the transactions of the Institute,
mitigation of the risks of the
Institute;

protection of Institute’s rights and
interests in the area of intellectual
property;

protection of Institute’s rights with
regard to labor relations, ensuring
compliance with the Russian
Federation legislation with regard to
foreign employees;

implementing activities on ensuring
compliance of Institute’s activities
to the rules, standards in field of
conflict of interest, prevention of
abuse, personal data processing,
disciplinary liability;

monitoring of changes to the
legislation, timely information of the
leadership and employees of the
Institute on the changes to the
legislation related to the activities of
the Institute;

consulting employees of the Institute
on legal issues, drafting legal
opinions.



3.2.2. IlpaBoBoe obecrieyenue
00pazoBaTenbHO IEeATENbHOCTH
WNuctutyTa:

1) npasosoe COIIPOBOXKIEHUE
BKJIOYasl, HO HE OTPaHUYUBAsCH,
TEeKyIIen obpazoBaTenbHOU
IEATEeIBHOCTH, odopmieHHe
paspelieHui, JULEH3MH,
rocyaapCTBEHHAas U

2)

3)

4)

3.2.3.

npodeccroHaNbHAS aKKPEIUTaLHS,
MEXIYHAPOAHOE COTPYIHUIECTBO;
ydacTHe B pa3paboTKe IIPOEKTOB
JOKAIBHBIX HOPMATHBHBIX aKTOB,
PeryIupyronmux ob6pa3oBaTeabHyIO
JIesITeIIbHOCTE;

paBoBas IOJIEPIKKA
B3aumonelicteus  Muctutyra ¢
KOHTPOJMPYIOIIUMY OpraHaMy IIpu
IIPOBEICHUN IIPOBEPOK
negrenbHoct  HMHCcTHTYTAZ 1O
OCYIIECTBICHHAIO 00pa30BaTENbHOM
JIeITEIbHOCTH, IIOITOTOBKA
CIIPaBOK, Pa3bICHEHUH,
BO3PaXXEHUU U UHBIX IOKYMEHTOB B
CBSI3U C TAKMMU IIPOBEPKAMU;

KOHCYJIFTUPOBaHUE Hay4HO-
IIeJarOrHYeCKUX pabOTHUKOB,
00ydJaromuxcss ¢  BBITYCKHHUKOB
WHctutyTa 1o BOIIpOCaM
peanuszauuu WHCTHTYTOM TmpaB u
o0s3aHHOCTEH B chepe
00pa3oBaHwsl.

Opranmsanuss  u  obecrieueHue

ZeJIOTIPOM3BOICTBA (3a

UCKJIIOYeHEeM KaJpOBOT0O

IeJIOTIPOU3BOICTBA):

1) perucrpanus, y4er ¥ XpaHeHHe
JIOKYMEHTOB B cucreMe
3JIEKTPOHHOTO
JIOKyMeHTo0oO0poTa,

2) opraHuzamys M KOHTPOJb
IPOLE Iy PEI COIJIaCOBAHHS
IOKYMEHTOB,

3.2.2.

D

2)

3)

4)

3.2.3.

1Y)

2)

3)

Legal support of the Institute’s
educational activities:

legal support, including, but not
limited, of the ongoing educational
activities, registration of
permissions, licenses, state and
professional accreditation, issues
related to international cooperation,
participation in development of
policies and procedures in the
educational domain,

legal support on liaison of the
Institute  with  the regulatory
authorities during inspections of the
activities of the Institute on
implementation of educational
activities, preparation of memos,
explanations, objections and other
documents  related to  such
inspections;

advising to the academic personnel,
students and alumni of the Institute
on issues related to implementation
of the Institute’s rights and
obligations in the field of education.

Organization and ensuring document
flow (excluding HR document flow):

registration, recording and storage
documents in the electronic
document flow system,
organization and control over the
process for approving documents,
drafting and register of powers of
attorney issued by the Institute;



3) moAroTtoBka 174 y4eT
IOBEPEHHOCTEH,  BBIIaBaEMBIX
HHCcTUTYTOM;

4) opraHuzamMs ~ OTHPaBKH U
IIpHEMKH KOPPECIIOHACHIINH;

5) opraHu3zaIms apxuBa
WucTtutyTa.

4. IIpaBa u 06A3aHHOCTH
4.1. PabotHuxu [enapraMenTa BIpaBe
¥ 0053aHBIL:
1) cBoeBpeMEHHO ¥  Ka4eCTBEHHO
BBINIONHATE (QYHKIMH U 3a7aud,

YKa3aHHLIe B HaCTOSIIEM
Ionoxenun,
2) BBHITIONHSATH JIOIKHOCTHBIE

00S13aHHOCTA B COOTBETCTBUHU C
HAOJDKHOCTHBIMH HHCTPYKITHAMM,

3) 3ampaimmBaTth 17§ IOJy4aTh
rHbOpMaIHIO y IpYyTUX
paboOTHHUKOB WucrutyTa,

HEOOXOAMMYIO JIISi  BBIMOJIHEHHS
JOJDKHOCTHEIX 00513aHHOCTEH,

4) BBIIONHATH YKa3aHUS M TIOPYYEHUS
PyxoBomurens /lenaprameHTa.

5. B3aumogeilicTBHe O CTPYKTYPHBIMH
noapasjesieHuaMu Muetutyra

5.1.B uensx BHIIONHEHUS QYHKIMH,
YCTaHOBJIEHHBIX HaCTOSIIIM
ITonoxeHueM, HenaprameHT
B3alMOJIeHCTBYET C UHBIMU
CTPYKTYPHBIMU IIOIpa3/IeICHUSIMU
WucTturyTa.

5.2.PabotHuku JlemaprameHTa BIpaBe
IpOBOIUTH  pabodme  BCTpeYd C
y4acTHEM pabOTHHUKOB UHBIX
CTPYKTYPHBIX II0/Ipa3IeeHUM

HHcTuTyTAa, 2 TaKXKe IPUBIEKATh TAKUX
PabOTHUKOB K peajii3alliyl OTAETbHBIX
3a7a4 C COrJacus pyKOBOIUTENEH
COOTBETCTBYIOUIUX CTPYKTYPHBIX
HofpasiesIeHu .

4) organization of sending and
receiving correspondence;

5) organization of Institute’s archive.

4. Rights and Obligations
4.2.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
5.2.With a goal to perform functions

specified in the present
Regulations, the  Department
liaisons with other Institute’s

structural units.

5.3.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. 3axiodutelbHbIe M0JI0KEeHHS

6.2. JlemapraMeHT co3jaeTcs,
peoprasusyercs, JIUKBUIHUPYETCS Ha
OCHOBE IIpUKasa pexTopa B

YCTaHOBJIEHHOM IIOPAIKE.

6. Final Provisions

6.1.The Department is established,

reorganized, liquidated by
President’s order in due order.

the



