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0 l[enapTameHTe COIIPOBOXKIACHHUA IIPOCKTOB

Regulations on Project Support Department



1.1.TTonoxeuue 0

1. O0mue mMoJI0KEeHUS

COIIPOBOKJICHHS TMPOEKTOB (Haynee —
JlemapTaMeHT) omnpeaensier
ero (PyHKIIMM W OpraHU3aIMOHHYIO
CTPYKTYpYy, TpaBa U OOS3aHHOCTH
ero pabOTHUKOB, B3aMMOJICHCTBUE
CO CTPYKTYPHBIMHU MOJPA3ACIECHUSIMU
HNuctutyTa.

1.2. lenaptameHT ABIIAETCS
CTPYKTYpPHBIM HOJIpa3AcIICHuEM
CKOJKOBCKOTO HMHCTUTYTa HAyKH

U TexHosioruid (manee — MHCTUTYT).
JleaTenbHOCTh JlemapramenTa
KypUPYET CTApUIUi BULE-TIPE3UICHT
0 CBS3SIM C MPOMBIIUIEHHOCTBIO
B COOTBETCTBUM C PacnpeneneHuem

00s13aHHOCTEM (mosmHOMOYHH)
(manee — Kyparop).
1.3. leATenbHOCTh JlemaptamenTa

HalpaBJICHaA Ha MCTOJ0JOIrHYCCKOC
N aHAJIUTUYCCKOC COIIPOBOXACHUC,
MOHUTOPHHI' W PAa3BUTHUC CHUCTCMbI

YIIPaBJICHUS MIPOEKTHOU
NeATEeNIbHOCTBIO B MHcTHTYyTE,
COIIPOBOXKJICHUE IJJAHUPOBAHUS,

peanu3aliy ¥ 3aBEPIICHUS BHEITHUX
UCCJIEIOBATELCKUX U KOMILIEKCHBIX
IPOEKTOB, (PMHAHCUPYEMBIX 3a CYET
cyOcumuii  Ha  (QyHIaMEHTaJIbHBIC
U TOpUKIaJHBIE  HCCIEOBaHUS,
KOMMEPYECKOTO  BO3HATPaXXICHUS,
BBITIAYUBAEMOTO
BBICOKOTEXHOJIOTHICCKUMU
KOMITaHUSIMH 32 BBITIOJTHEHUE Pa0OT U
(nu) mpenocTaBienuss VHCTUTYTOM
yCIyr 1o WuX 3akazy (mamee —
WHIYCTPUATBHBIC IPOCKTHI).

1.4.B cBoeilt nesarenbHOCTH JlemapTaMeHT

PYKOBOJCTBYETCS

Henapramente 1.1.The

1.3.

1. General Provisions

Regulations  on the Project
Support Department (hereinafter —
Department) define its functions
and organizational structure, rights
and obligations of its employees,
liaison with the Institute’s structural
units.

1.2. The Department is the structural

unit of the Skolkovo Institute
of Science and Technology
(hereinafter — Institute). Activities
of the Department are supervised
by the Senior Vice President
for  Industrial Cooperation
in accordance with the Delineation
of responsibilities (authorities)
(hereinafter — Supervisor).

The activities of the Department
aim at methodological and
analytical support, monitoring and
development of project activities
management  system in the
Institute, support for planning
implementation and closure of
external research and complex
projects, financed from subsidies
for fundamental and applied
research, remuneration of high-
tech companies paid for conducted
work and (or) providing services
by their order (further referred as —
industrial projects),

1.4. In its’ activities the Department
Is governed by the legislation of



3.1.2.

3.1.3.

3aKOHOJ1aTE€JILCTBOM Poccuiickon
Oenepanuu, YcraBoMm, [lonoxeHnem,
[lonoxxenuem 0 IIPOEKTHOMU
JIESTCIbHOCTH M MHBIMH JIOKAJTLHBIMH
HOPMaTUBHBIMU aKTaMH,
JOKYMEHTaMHU  CTPaTErH4ecKkoro M
ONEPAIOHHOTO MJIAHUPOBAHMSI,

pUKa3aMu peKTopa.

2. OyHKIUN
2.1.]JlemapTaMeHT BBITONTHIET (DYHKIIHIO
[IpoektHOrO0  Oouca  Kak  3TO
OIIPEEIIEHO [Tonoxenuem 0
MPOEKTHOU NEATEIIbHOCTH,
COIPOBOXK/IAET WH/yCTpUAJIbHBIC
MPOEKTHI.

3. OpraHm3zalnuoHHasi CTPYKTYypa

3.1.PykoBogutens JlenapraMeHTa:
3.1.1. Opranusyer

paboty
JlenapTameHTa U PYKOBOJUT HM.
Hecer MIEPCOHAIIBHYIO
OTBETCTBEHHOCTh 33 KadyeCTBO H
CBOEBPEMEHHOE BBITIOJIHEHUE
BO3JIOKEHHBIX Ha JlemapTaMeHT
byHKIIUH, TPYIOBYIO U
VCITOJIHUTENIbCKYIO  TUCLUATUIMHY
€ro pabOTHUKOB.

CornacoBbIBaeT KaJpOBYIO
JOKYMEHTALMIO 10 OpPraHu3aluu
nesTenpHocTH  JlemaprameHTa,
BKJIIOYAS JOJKHOCTHBIE
WHCTPYKIIUHU €ro paOOTHUKOB.
CornacoBbpIBacT pPYKOBOJMTEISIM
(yHKUMOHATIBHBIX HapPaBJICHUM
u pabotHukam [lemaprameHta
CITy>KeOHbIe 3a1aHus 0
KOMaH/JAMPOBaHUH, OTYETHI 00 HX
BBIIIOJIHEHUH,  3asBJIICHHUS O
IIPENOCTABIEHUU OTITYCKOB.

the Russian Federation, Charter,
Regulations, Policy on project
activities, institutional policies and
procedures, documents of strategic

and operational planning,
President’s orders.
2. Functions
2.1.The Department performs the

functions of the Project Office as
defined in the Policy for project
activities, provides support on
industrial projects.

3. Organizational structure
3.1.Head of the Department:

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

responsibility for quality and on
time performance of functions
assigned to the Department,
labor and executive discipline
of employees of  the
Department.

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

3.1.3. Approves  Dbusiness travel
requests, reports on their
implementation, vacation

requests to employees of the
Department.



3.1.4.

3.1.5.

3.1.6.

3.1.7.

Baocur PEI0KEHUS o
ITOOILPEHUIO pabOTHHKOB
[enapramenra, VHHALIMUPYET
PUMEHEHUE K HUM

JUCUUIUIMHAPHBIX B3bICKAHUHA B
YCTaHOBJICHHOM TOPSIJIKE.
OcyiiecTBiIsI€T IUIAHUPOBAHUE H
KOHTPOJIb MCIOJHEHUsS OoKeTa
JlenaprameHrTa, HECET
IIEPCOHAIIBHYI0 OTBETCTBEHHOCTH
3a LIEJIEBOE pacxooBaHuE
BBIJICJICHHBIX CPEICTB.

Brocur Kypartopy npennoxxeHus
II0 COBEPIIEHCTBOBAHUIO
nedarenbHocTH JlemaprameHnra, B
TOM qucie WU3MEHEHHIO
OpraHU3alNOHHON CTPYKTYpPBHI
Y IITaTHOTO PACIHACAHUSI.

Kypupyer JIESATEIIbHOCTh
POEKTHBIX MEHEIKEPOB
(cneuuanucToB) B ciaydasx, KOorja
POEKTHHIE MEHEIKEPhI
(ceruanucThl) Ha3HAYCHBI IS
aIMUHHUCTPATUBHON  TOAJEPKKHU
0 MPOEKTaM B YCTAHOBJIEHHOM
MOPSIIKE.

3.2.JlemapTaMeHT OCYIIECTBISIET CBOIO
JESTENBHOCTD MO0 (YyHKIIMOHATHEHBIM
HANpaBIEHUSIM B paMKax KOTOPBIX
pelIaroTcs ceyromue 3a1a4n:

3.2.1. ®ynukuuu [IpoexTHoro oduca:

1)

o0ecreynBaeT MeTOA0JIOTNYECKOe

Y AaHAJIMTHUYECKOE COMPOBOXKAECHUE

MIPOEKTHOIO yIIPaBJICHUS,

MOHUTOPHUHT MMPOEKTHOMU

JNEATEIBHOCTH, B TOM YUCJIE:

— (YHKIIMOHUPOBAHUE  E€AUHOM
CHUCTEMBI MIPOEKTHOTO
yOpaBJICHUs, OTBEYaeT  3a

3.1.6. Submits to the

3.1.7.

3.2.The

3.1.4. Submits proposals on incentives

of 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 spending of allocated
funds.

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

Oversees activities of the
project managers (specialists) in
cases, when the project
managers  (specialists) are
assigned  for  administrative
support on the projects in due
order.

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

3.2.1.Functions of the Project Office:

1) ensuring methodological and
analytical support for project
management, monitoring  of
project activities including:

— functioning of the unified system

of project management, bears
responsibility for development,
application ~ compliance  of



1) xoopauHAanuUs

pa3paboOTKy, BHEIPCHHE U
coOJroienue METOI0JIOTHH,
COTJIaCOBBLIBACT JIHA,

PETryIUpPYIOLINE JIEATEIbHOCTh
0(HCOB MOJAEPKKU MPOCKTOB
B 4acTH MIPOEKTHOU
NEeSATENbHOCTH,

— TMPOBOAUT
MIPOCKTHOMN
TOTOBUT
MaTepHabl,

— COIPOBOXKJAET
BHEJIpEHUE U
MH(}OPMAITMOHHBIX
00ecreynBaroIIMX
peanu3anuo
NEATENBHOCTH;

— KOOpJIMHUpPYET oO0yueHue u
NOBBIIICHUE  KBaIU(UKAIMH
pPabOTHUKOB B obsactu
IIPOEKTHOU JNEATEIIBHOCTH.

2) TPOBOJMT OMPOCHI  3aKa34YMKOB

paboT (yciayr) mo pesyJibTaram

BBITIOJIHEHHSI TPOEKTOB (OLEHKA

KadyecTBa W T.1.). Peructpupyert

UTOTH B Oaze JAHHBIX

U3BJICUEHHBIX YPOKOB, TOTOBHT

Kyparopy  npemnoxenus  mo

COBEPIIECHCTBOBAHUIO

NESATEIBHOCTH.

MOHHUTOPHUHT
ACATCIBHOCTH,
AHAJIMTHYCCKHUC

pa3paboTKy,
pa3BUTHE

CHCTEM,

MPOCKTHOMN

3.2.2. ConpoBoOKIeHNE

WHIYCTPUAJIbHBIX TPOECKTOB!
NOATOTOBKU |
IIPEANPOCKTHOU 51
JOKYMEHTAIUl 110
IporpaMmam (mpoexkTam)
KOHKYPCHOTO  (pMHAaHCHpPOBaHUS,
3aKazy BBICOKOTEXHOJIOTUYHBIX
KOMITaHWW, WHCTUTYTOB PAa3BUTHUA,

MOJIa4u
MPOEKTHOMN

— facilitates

methodologies, approves policies
and  procedures  regulating
activities of the Project support

offices with regards project
activities,
— monitors  project  activities,

prepares analytical materials,

design,
implementation and development
of information systems ensuring
project activities,

— coordinates professional training

for  personnel for
activities.

project

2) conducts surveys of contractors
for work (services) on results of
projects (assessment of quality,
etc.) Registers results in the
database. Prepares for the
Supervisor proposals on
improving activities.

3.2.2.Industrial projects support:

1) coordination of preparation,
review and submission of pre-
project  documentation  on
programs (projects) of
competitive funding, order of
high-tech companies, institutes
for  development, federal
executive authorities;



2)

3)

4)

benepaabHbIX
WCITOJTHUTEIILHOH BJIACTH,
IPaBOBOE COITPOBOXK/ICHUE
MOATOTOBKM  MPEANPOCKTHOU |
MIPOCKTHOU JJOKYMEHTAITUH;
KOHCYJIbTaIIHOHHAS MOIJIePIKKA
pabOTHUKOB MO TUJIAHUPOBAHMIO,
peanuzanuu U 3aBEPIIICHUIO
WHTYCTPUATHHBIX MIPOCKTOB;

OpraHoB

MOHUTOPUHT BBITIOJIHEHUSI
KOHTPaKTHBIX 00513aTEIBCTB,
yIpaBJICHHUE pUCKaMU B

coorBeTrcTBUM C [lonoxxkennem o
MIPOCKTHOM JAESITEIbHOCTH.

4. TlpaBa u 00S13aHHOCTH

4.1.PabotHuku JlemapraMeHTa BIpaBe U
00s13aHBbI:

1)

2)

3)

4)

CBOCBPCMCHHO MW  KAa4YCCTBCHHO
BBITTOJIHATD (I)YHKLII/II/I Hn 3aaa4u,

yKa3aHHBIC B HACTOSIIEM
[Tonoxxenunu,
BBITIOJIHATH JIOJDKHOCTHBIC

003aHHOCTH B COOTBETCTBHUH C
JOJDKHOCTHBIMUA MHCTPYKITUSMU,

3anparBaTh 17} 10JIy4aTh
nH(pOopManuio y JpyTrux
pPabOTHHKOB HNHuctutyTa,

HEOOXOJIUMYIO JIJI1 BBITIOJIHEHUS
JIOJKHOCTHBIX 00SI3aHHOCTEH,

BBIIOJIHATD yKa3aHus 51
IIOPY4YEHUS PYKOBOAUTENS
JlemaprameHra.

5. B3aumoneicrBue co

CTPYKTYPHBIMMU IOAPA3ACJICHUAMHA

HNucruryra

2) legal support on pre-project and
project documents;
3) consulting support of personnel

on planning, implementation
and closure of industrial
projects;

4) monitoring of fulfillment of
contractual obligations,
management  of risks in

accordance with the Policy on
project activities.

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.B 1uenax BBINOJHEHUS (PYHKIIHH,
YCTaHOBJICHHBIX HACTOSIIHUM
[Tonoxenuewm, JlemaprameHT
B3aNMOJICUCTBYET c ApyrUMU

CTPYKTYPHBIMM TIOJPA3ACICHUSAMH, A

MMEHHO:

1) LleHTpBI — B 9aCTH KOHKYPCHBIX H
TEHJICPHBIX poLeayp,
KOHTPAKTHOMN 151
KOHCYJIbTAlHOHHOW  MOJJICPHKKH
N0 3allyCcKy W  pealn3aluu
WHyCTPHUATbHBIX IIPOEKTOB,
MOHUTOPHUHTA BBITIOJTHEHUS
KOHTPaKTHBIX 00s13aTEIbCTB,
BHEIPECHMUS MIPOEKTHOTO

2)

3)

4)

yIpaBiieHUs, 00y4eHUs mepcoHana

B o0nacTu IPOEKTHOU
JESITEIbHOCTH.

JlemapTaMeHT  WHAYCTPUATIBHBIX
nporpaMmm — B 4acTH
UHUIMMPOBAHUS W 3aIlycka

UHYCTPUATIBHBIX TPOCKTOB.
Oduce! MOAACPKKH TMPOCKTOB — B

4acTu pa3paboTKu
METOH0JIOTMYECKOU
NOKYMEHTALMM IO  MNPOEKTHOU
NEATEIbHOCTH,  COMPOBOXKICHUSA
BHEJPEHUS u pa3BUTHSA
MH(pOPMAITMOHHBIX CHUCTEM,
00eCITIeYBaOIINX MPOLIECCHI
MPOEKTHOM JICSITCIBHOCTH,
COOJIFOIEHUSA MIpaBUII 51
CTaH1apTOB MPOEKTHOMN
JIEATEIILHOCTH.

[IpaBoBoii JenapTaMeHT,
DOHUHAHCOBO-aIMUHUCTPATUBHBIN
JETIapTAMEHT, JlenaprameHT

oe3omacHoctn, WT-/lemaprament,
JlemapTaMeHT 3aKyIllOK — B 4acTH
COIJIaCOBaHUsA IIPOEKTHOM

5.1.With a goal to perform functions

1)

2)

3)

4)

specified in the present
Regulations, the  Department
liaisons with other structural units

including:

The Centers — in terms of
sponsored research and tender
procedures,  contractual  and
consulting support on the launch
and implementation of industrial
projects, monitoring of fulfillment
of contractual obligations, project
management, training of personnel
In project activities;

Department of Industrial Programs
— in terms of initiating and
launching industrial projects.

The Project Support Offices — in
terms  of  development  of
methodological documentation on
project activities, facilitation of
implementation and development
of IT support systems for project
activities processes, compliance
with the rules and standards for
project activities.

The Legal Department, Financial
and Administrative Department,
Security Department, IT
Department, Procurement
Department — with regards to
approval of project documentation,



JOKYyMEHTALH, IIPOBEICHHUS
AKCIEPTU3bI, Pa3pabOTKH NpPABUII
u IIPOLEYD IIPOEKTHOU

nearenpbHocT, UT nHCTpYyMEHTOB.
5) LlenTp mnpeAnpUHUMATEILCTBA H
WHHOBAaLlM/ — B 4acTU pa3pabOTKu

€ INHBIX CTaHJapTOB
KOMMEPIHUAIU3ALNN PE3YJIHTATOB
MIPOCKTHOMU JICITEIbHOCTH,

BEJICHUsI €JAMHOW 0a3bl JaHHBIX
HAy4YHO-TEXHOJIOTHYECKUX
3a/I€JI0B.

6) Otaen BHYTPEHHETO KOHTPOJIS — B
4acTh pa3pabOTKU TMopsaKa |

MIPOBEICHUS IIPOBEPOK 1o
MIPOEKTHOM JEATEIbHOCTH.

7) Lentp HCCIIEIOBATEIILCKOM
HHQPACTPYKTYpel — B YaCTH
(GYHKIIMOHUPOBAHUS CHUCTEMBI
MEHEKMEHTA KadecTBa
IPOEKTHOM JeATETbHOCTH.

8) JlemapramenT 1o paboTe ¢
IEPCOHATIOM — B 4acTH
B3aUMOJICUCTBUS 1o HalMy
IPOEKTHBIX MEHEKEPOB
(crienmaaucToB), 00yueHus
PabOTHUKOB (IpOEKTHBIN
MEHEIKMEHT).

9) JlemapraMeHT  CTPaTErHYECKUX
KOMMYHUKAIlM# — B YacTH
MH(}OPMATMOHHOTO
CONPOBOXKICHUS MIPOEKTHOMN
NEeSTENbHOCTH (oOHOBIIEHME

uHpOpMaIlMd Ha CalTe, OTYETHI,
HHBIC MaTEPHAJIBI).

5.2.PabotHuku JlemaprameHTa BIIpaBe

MPOBOJUTH paboune BCTPEUUd C
ydyacTUeM  pabOTHHKOB  HHBIX
CTPYKTYPHBIX IIOJIpa3JCiICHUM, a

5)

6)

7)

8)

9)

expert support, development of
rules and procedures of project
activities, IT tools.

The Center for Entrepreneurship
and Innovation — in the terms of
development of uniform standards
for commercialization of the
results of project activities,
maintenance of a joint database of

scientific  and  technological
groundwork.

The Internal Control Office — in
terms  of  development of

procedures and conducting audits
of project activities.

The Research Facilities Center —
with regards to implementation of
guality management system for
project activities.

The Human Resources Department
— with regards to interaction on
recruitment of project managers
(specialists), training the personnel
(project management).

Communications
Department — on information
support of project activities
(updating information on the
Institute's website, reports, and
other materials).

Strategic

5.2.Employees of the Department are

entitled to hold working meetings
with participation of employees of
other structural units as well as



TaKKe IPHBJICKATh TaKHUX involve such  employees in

pabOTHUKOB K peanu3aryu implementation of select tasks
OTIEIABHBIX 3aJad C  COIJIacus upon approval of the heads of
PYKOBOJUTEINECH COOTBETCTBYOIIUX corresponding structural units.

CTPYKTYPHBIX ITOAPa3/ICIICHUMN.

6. 3akYUTEIbHBbIE MOJI0KEHUS 6. Final Provisions
6.1./lenaprameHT co3maercs, 6.1.The Department is established,

pCOpPraHu3yeTcs, JIUKBUANPYETCS Ha reorganized, liquidated by the

OCHOBE  TMpUKaza  peKTopa B President’s order in due order.

YCTAHOBJICHHOM ITOPAOKC.
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