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NONOXEHUE
o duHaHCcoBOM AenapTamMmeHTe

REGULATIONS
on Finance Department



TepMUHbI 1 onpeaeneHns
(B andaBnTHOM nopsiake)

[paHTOBOE cornawieHne — [O0roBop O
npegocrasneHum rpaHta mexagy doHgom
n IHCTUTyTOM.

NHCTUTYT — CKOSTIKOBCKUIA MHCTUTYT HaYyKu
N TEXHOMOMUMN.

MC — WHPOPMAUMOHHLIE  CUCTEMDI
NHcTuTtyTa.
O30 — pgodepHMe ©  3aBUCUMbIE
obLiecTBa.
HanoroBble opraHbl - eaunHas

LeHTpaJIn3oBaHHaA CUCTEMa KOHTPOJIA 3a

cobnogeHmem  3akoHogaTtenbctBa O
Hanorax W cbopax, YCTaHOBIIEHHas
3aKoHOOATENbLCTBOM Poccuinckon
denepaunu.

Ctparerus - OOKYMEHT,

yCTaHaBMBaoWWMA OOSITOCPOYHbIE Lienu
pa3sutna UHctutyta. CnyxuT OCHOBOW

ans [‘paHTOBOrO cornawleHms.
YT1BEpXOaeTcs [Noneyntenbcknum
COBETOM.

[MonoxeHue — NonoxeHmne o PrHaHCOBOM
aenapTamMeHTe.

YcTtaB — yctaB UHCcTuTyTAa.

doHO — HekoMMmepueckasi opraHmsauus
®oHa passutusa LleHTpa paspaboTku u
KOMMepuuanmsaumm HOBbIX TEXHOSOormm
(PoHa «CKonkoBoOY).

LK — cneunann3vpoBaHHas
opraHusaums  ynpasreHus  uereBbiM
Kanutanom WHCTUTyTa, co3gaHHaa B
OpraHn3aumnoHHO-NPaBoOBOM dopme
doHaa NCKIMIOYNTENBHO ans

Terms and Definitions
(in the alphabet order)

Center — Centers of the Institute.

Charter — Charter of the Institute.

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.

ERP - planning and
management system.

resource

Foundation — Non-commercial
organization "Foundation for
Development of the Center for

Elaboration and Commercialization of
New Technologies".

Grant agreement — the agreement
between the Skolkovo Foundation and
the Institute on allocating the grant.

Institute — Skolkovo Institute of

Science and Technology.

IS — Information systems of the
Institute.

Regulations — Regulations on Finance
Department.

Tax authorities — unified centralized
system for control over compliance of
the tax legislation, as set in the
legislation of the Russian Federation



chbopMMpOBaHUS 1 MOMOSNHEHUS LIeNeBoro
KanuTana, €ero  WUCMonb30BaHUA MU
pacnpeneneHuss goxoga B MOMb3y

NHcTuTtyTa.

LieHTp — ueHTpbl MHCTUTYTA. Subsidiaries —  subsidiary and
dependent companies.

ERP - cuctema nnaHupoBaHuss wn Strategy — a document setting long

ynpaBneHnsa pecypcamu. term priorities of the Institute’s

development. Developed based on the
Charter, serves a basis for the Grant
Agreement. Approved by the Board of
Trustees.



1.1.

1.2.

1.3.

1.4.

1. O6BLwme nonoxeHus

[MonoxeHune onpegenseT dyHKUUU U
OpraHn3aunoOHHYHO CTPYKTYPY
durHaHCOBOro genapTaMeHTa, npaea
n obsaszaHHOCTU ero paboTHUKOB,
B3aUMOAENCTBME CO CTPYKTYPHbIMU
nogpasgeneHnamun n [130.

ABMSIETCS
nogpasneneHmem
HaxoauTcs B
cTapLuero BULE-
npesngeHta no  duHaHcam U
ornepaunoHHON  OedATeNnlbHOCTU B
cooTBeTCcTBUM C PacnpegeneHnem
obsa3aHHOCTEN (oanee
PykoBoguTtens [JenaptameHTa).

HenaptameHT dopmupyeTt n
peanusyeTt YyTBEPXOEHHYIO
domHaHcoBYO NONUTUKY VHCTUTYTa 1
030, HaLeneHHy Ha nx
yCTONYMBOE (PYHKUMOHMPOBaHNE W
pa3suTue, BbiNonHeHne CTpateruu,
yyactByeT B (OpMUPOBaHMM ¢
peanusaumnu cTparerum OLIK,
obecneunBaet dorMHaHCOBYO
noaaepxKy OEeATeNIbHOCTU
NHcTtutyTa, UenTpos, O30.

[lenapTameHT
CTPYKTYPHbIM
NHcTuTyTa,
NOOYNHEHUM

B CBOEN NesaATernbHOCTU
[enaptameHT PYKOBOACTBYETCS
3aKoHOOAaTENbCTBOM Poccunckon
depnepauumn, Yctasom, onoxeHnem,
NoKanbHbIMW HOPMaTUBHBLIMW akTamu,
AOKYMEeHTaMn  CTpaTern4yeckoro Wu
ornepaunoHHOro NfaHNPOBaHUS,

npukKasamm pektopa.

1. General Provisions

1.1. The Regulations define functions

and organizational structure of the
Finance Department, rights and
obligations of its employees, liaison
with structural units and
Subsidiaries.

1.2. The Department is a structural

1.3.

1.4.

unit of the Institute, subordinated to
Senior Vice President for Finance
and Operations in accordance with
the Delineation of responsibilities
(hereinafter Head of the
Department).

The Department establishes and
implements the approved financial
policy of the |Institute and
Subsidiaries aimed at its
sustainable functioning and
development, implementation of
the Strategy, participates in
defining and implementation of the
endowment strategy, provides
financial support to the Institute,
Centers, Subsidiaries.

In its activities the Department is
governed by the legislation of the

Russian  Federation,  Charter,
Regulations, other institutional
policies and procedures,
documents of strategic and

operational planning, President’s
orders.



2.1.

1)

2)

2. OyHKUMK

2. Functions

Department performs the

following functions:

1)

2)

[enaptameHT BbINONHsAeT 2.1.
cnepyowmne OyHKUMN:

pa3paboTka n peannsaums

domHaHcoBOWM cTparerum n

NOSINTUKW;

opraHusaums JoMHaHCOBO-

9KOHOMWYECKNX BusHec-

NPOLECCOB;

domHaHcoBoE niaHnpoBaHue,

3)

6)
7)

8)

OTYETHOCTb U KOHTPOIb, paboTa B

cucrteme «ONEKTPOHHbIN
orogKeT»;

Harioroeoe nnaHMpoBaHue,
ByxranTepCckuim 1 HanoroBbIN y4er,
nogrotoBka W npegocTaBneHne

Bbyxrantepckon N Hanorosom
OTYETHOCTU MO POCCUNCKAM WU
MeXayHapoaHbIM CTaHAapTaMm;

KOHTPOIb NCMOJTHEHUA
dMHaHCOBbIX NNaHOB U BIOOXETOB;
KOHTPONb (PUHAHCOBLIX PUCKOB W
Mepbl MO UX CHUXEHWUID; KOHTPONb
NCMOJSTHEHMNSA CMETblI no
(paHTOBOMY COrfaLlieHn0 N NHbIM
aorosopam, CconpoBOXaeHmne
WUCMOMIHEHMNA MO CornaweHnsM o
npegocTaeBneHnn cybenaomm;

KOHTPOIb LeneBoro
pacxo4oBaHWA CPeacTB;
yrnpasJieH4YeCKUm y4erT,
ynpaBneH4yeckas OTYETHOCTb;
OoLieHKa 3KOHOMMYECKOWN
LenecoobpasHoCTH n
9 (PEeKTUBHOCTH NPOEKTOB

MHctnutyta n O30; paspaboTtka

3)

4)

5)

6)
7)

8)

development and execution of the
financial strategy and policy;

development of financial-
economy business processes;

financial planning, reporting and
control, work with the “Electronic
budget”;

tax planning, bookkeeping and
tax accounting, preparation and
provision of accounting
statements and tax records in line
with Russian and international
standards;

control over execution of financial
plans and budgets; control over
financial risks and measures to
reduce them; control over the
execution of the cost estimate
under the Grant agreement and
other contracts, support for
execution of subsidies;

control over targeted use of
financial resources;

management accounting,
management reporting;

assessment of economic
feasibility and effectiveness of
Institute's and  Subsidiaries
projects; development of



9)

10)

11)

12)

13)

14)

MEPONPUATUA MO NOBLILLEHMUIO
9O PEKTUBHOCTH, yBennmyeHuno
NPUOBLINIBHOCTH NPOEKTOB,
noaroToBka nNpeasiokeHunm  no
LeHoobpa3oBaHuio;

ynpasrieHne AEHEeXHbIMU
NnoTOKaMu N JNIMKBUOHOCTbLIO,

pabota C¢ duMHaAHCMpOBaHMEM W3
cpeacTs cdegepanbHoro droaxeTa,

pernameHTaums npoueayp
nraTtexen, KOHTPOSb nraTexewn,
yrnpaBreHue KpeauTHbIM
noptdenem NHCcTUTyTA;
B3aumogencteme ¢ H6aHkamu

N KpeaAnTHbIMU OpraHn3aumnamm;

durHaHcoBble  GM3Hec-napTHeps.I
(nopaepxka LleHTpoB);

KOHTPOSIb COXPaHHOCTU aKTMBOB
NHctutyta n 30;

B3ammogencTene ¢ oMHaHCOBbIMU
opraHmsaumsmu,

KOHTPONUPYOLLMMU n
HaA30pPHBLIMU OpraHamu, BKMOYas

HanoroBble  OpraHbl,  OpraHbl
CTaTUCTUKM, rocyaapCTBEHHbIE
BHEOOOKETHbIE dooHAbl,
ayanTopoB;

pa3paboTka n BHeOpeEHne
brHaHCOBbIX NONUTKK,
CTaHOapTOB, HOPM U pernamMeHTOB;
KOHTPOIb 3a cobnogeHnem
dbrHaHcoBoON ANCLUUNIINHbI,
CBOEBPEMEHHLIM n MNONHbIM
BbIMOSIHEHNEM OOrOBOPHbIX

obA3aTenbCTB, pacxogamum w”
NOCTYNNEeHMEM LOXOO0B;

10)

11)

12)

13)

14)

9)

measures to improve
effectiveness, and increase
profitability of projects,

development of pricing proposals;

management of cash flow and
liquidity, work with financing from
the federal budget, regulation of
payment procedures, payment
control, management of the
Institute’s credit portfolio; liaison
with banks and credit
organizations;

finance business partners (support
to the Centers);

control over safety of the Institute’s
and Subsidiaries assets;

liaison with financial organizations,
regulatory and supervisory
authorities, including tax and
statistical authorities, state non-
budgetary funds, auditors;

development and implementation
of financial policies, standards,
norms and regulations;

control over compliance with
financial discipline, timely and
complete fulfillment of contractual
obligations, expenses and revenue
collection;



15) npepocTaBneHne  onepaTtuBHOM,

16)

17)

18)

peryndpHon u”  aHanmMTuyeckomn

domHaHcoBOM MHpopmaumnm
BHYTPEHHUM n BHELUHUM
nosib3oBaTensw;

dopmMmmnpoBaHue ObusHec-

TpeboBaHuin k IC no ynpaBneHuto
duHaHCaMn B COOTBETCTBMU C
TpeboBaHnamMn  ByxranTepckoro,
HaforoBoro, CTaTUCTUYECKOTO U
yrnpaBreH4YecKoro y4eTa; KOHTPOJSb
3a JOCTOBEPHOCTLI0 MHPOpMaLINW;

obecneyeHune XpaHeHus
AOKYMEHTOB BGyxrantepckoro,
HanoroBoro y4eTa;

ynpasneHue aaMUHUCTPaTUBHbIMU
cepBUcamu.

3. OpraHusaumoHHas CTPYKTypa

3.1.

1)

PykoBoautens [lenapTameHTa:

opraHusyeTt paboTty
[enapTtameHTa ” pyKoBOOUT UM;
HeceT NnepcoHanbHy
OTBETCTBEHHOCTb 3a KayecTBO U
CBOEBpPEMeEHHOoe BbIMOSHEHNE
BO3MIOXEHHbIX Ha [HenapTameHT
dyHKLUUN, TPYy4OBYHO n

NCMONHUTENbCKYID  OUCUUNITUHY
ero paboTHUKOB.

cornacosbiBaeT KagpoBble
OOKYMEHTbI MO opraHusauuun
AEeATenbHOCTU [enapTameHTa,
BKIHOYas [OMKHOCTHbIE
WHCTPYKLUN ero paboTHUKOB.

15)

16)

17)

18)

3.1
1)

provision of operational, regular
and analytical financial information
to internal and external users;

setting business requirements for
financial management IS in line
with the standards of bookkeeping,
tax, statistical and management
accounting; control over the
reliability of information

ensuring the storage of accounting
and tax accounting documents;

management of administrative
services.

3. Organizational Structure

. The Head of Department:

organizes work of the Department
and leads its activities; bears
personal responsibility for quality
and timely performance  of
Department functions, labor and
performance discipline of its
employees.

approves HR documents on
organization of Department
operational activities, including
employees’ job descriptions.



3) cornacoBbiBaeT  pykoBOAUTENHAM
JYHKUMOHASbHBIX HanpasfieHU n

NPSAMbIM NOAYUHEHHbBIM
cnyxebHble 3a4aHuns o)
KOMaHOMpOBaHUM, OT4YeTbl 00 ux

BbIMOJIHEHUN, 3adaBlieHNdA
O npepocTtasrieHnn OTMYCKOB.

BHOCUT
NOOLLPEHUIO
[lenapTameHTa,
npUMeHeHne K HUM
ANCUMNINHAPHbIX B3bICKaHUI
B YCTAHOBIIEHHOM MNopsaKe.

npeanoXxeHus no
pabOTHUKOB
NHUUMMpPYEeT

nnaHnpyet OrooxeT
[enapTtameHTa  © KOHTpoOnupyeT
ero NCMOJTHEHMe, HeceT
NnepcoHanbHyl0 OTBETCTBEHHOCTb
3a uenesoe pacxogoBaHue

BblAeJIEHHbIX CPEACTB.

6) BHOCUT pPEKTOpY NpeasioXeHusi no
COBEPLUEHCTBOBAHUIO
JeATenbHOCTU [enapTameHTa,
N3MEHEHNIO €ro OpraHn3aLnoHHOM
CTPYKTYpbI n LITaTHOro
pacnucaHus.

3.2. [enaptameHT ocyLlecTBnsieT

CBOI0 AEeATENbHOCTb MO CneayoLmm
byHKUMOHANbHLIM HaNpaBNeHWsIM:

3.2.1.®duHaHcoBoe
OTYETHOCTb n
KOHTPOSb:

nraHnpoBaHue,
doMHaHCOBbIN

1) y4vactue B paspaboTke n
BHeOpeHNN domHaHcoBOM
cTpaTermm n MoOSIUTUKN; KOHTPOIIb

3) approves to the heads of functional
areas and direct subordinates’
business travel requests and travel
reports, vacation requests.

4) submits proposals on incentives for
employees of the Department,
initiates disciplinary sanctions in due
order.

5) plans the budget of the Department
and controls its execution, bears
personal responsibility for targeted
spending of allocated funds.

6) submits proposal to the President
on improving activites of the
Department, including changes in its
organizational structure and a
personnel list.

3.2. The Department carries out its
activities in following functional
areas:

3.2.1.Financial planning, reporting and

control:

1) participation in development and
implementation of the financial
strategy and policy; control over
compliance with the provisions



2)

3)

4)

5)

6)

7)

8)

BbINOSTHEHWS YyCTaHOBIIEHHbIX
HOPM;

paspaboTka (akTyanusaums)
KOHCONMANPOBAHHOIO

dMHaHCOBOro nrfiaHa u OwmxeTa
NHctutyta n O30. OpraHunsaums

npouecca NnnaHNpoBaHuA,
noarotoBka cmeTbl [paHTOBOro
cornaweHusi, OaXeTHOW CMeThl

Ansa oMHaHCUpOBaHNA N3 CpeacTB
degepanbHoro drogxeta, OTY4ETOB
MO UCMONHEHUIO CMET;

KOHTPOIb NCNOMNHEeHns
dMHaHCOBOro NnaHa u OwgxeTa
NHctutyta 1 030, koppekTupoBka
6rogxeta NHctutyta 1 30;

ynpaBneHue CNpaBOYHUKOM
PMHAHCOBbLIX aHANUTWK,;
noaroToBka KOHCONMWAMPOBAHHOM
yrnpaBneH4Yeckom OTYETHOCTMH,
Aawbopaos, CTaTUCTUYECKOWN
OTYETHOCTN, OTYETHOCTM  And
KonnernanbHbIX opraHos
ynpaBreHus;

OLEeHKa M KOHTPOSb (PMHAHCOBbIX
puckoB  WHctutyta wn O30,
KOHTPOJIb LIENEBOr0 pacxo4oBaHus
CPeAcTB; KOHTPOnb 3a
cobnogeHneM CpoKOB JOKYMEHTOB
BaIOTHOMO PerynnpoBaHNS;

dmHaHcoBasa oOuEHKa WHULWATUB,
OoLleHKa UHBECTULMNN;

B3aMmogencTene ¢ oMHaHCOBbIMU
opraHmsaumsimu,
rocygapCTBEHHbIMM
KOHTPONUPYIOLWMMN N Ha430PHbIMU

2) development (update) of the
consolidated financial plan and
budget of the Institute and
Subsidiaries;  organization  of
planning process, preparation of
the cost estimate to the Grant
agreement, budget estimates for
financing from the federal budget
and report on its execution;

3) control over execution of the
financial plan and budget of the
Institute and Subsidiaries,
adjustments to the budget of the
Institute and Subsidiaries;

4) management of the register of the
financial analytics;

5) preparation of consolidated
management reports, dashboards,
statistical reports, reporting for
collegial governing bodies;

6) assessment and control of financial
risks of the Institute and
Subsidiaries; control of the targeted
use of funds, compliance with the
deadlines of currency regulation
documents;

7) financial evaluation of initiatives,
investment evaluation;

8) liaison with financial organizations,
state regulatory and supervisory



9)

opraHamu, aygutopamum B 30He
OTBETCTBEHHOCTH;

dopmupoBaHue BusHec-
TpeboBaHMN N  KOHTPOSNb  3a

KOPPEKTHOCTLIO paboTbl C B 30HE
OTBETCTBEHHOCTM.

3.2.2. dunHaHcoBblE BusHec-
napTHepbI:

1) conpoBoxgeHue n
KOHCYyNnbTUpOBaHME  pabOTHUKOB
LleHTpoB no WHaAHCOBbIM WU
aAMWUHUCTPATUBHbIM  BOMpPOCAaM.
OnpegeneHne un obecne4veHne

2)

3)

4)

edVHbIX MeTodoB / MoaxodoB K
peanusauuu;

yyacTtume B pa3paboTke
(cornacoBaHun) NOSINTUK n
npoueanyp B obrnactu ¢puHaHCOB,
BKMtOYasa ynpasrfieHMe MNpoeKTamu
(B yacTtu KacatoLlencs),
MOHUTOPUHT cobntogeHus
npoueayp BHYTPEHHEro KOHTPONS;
yyactue B dopmMmnpoBaHum

domHaHcoBon cTpaterun LleHTpoB
B Lensax obecneyvyeHuns
cornacoBaHHocTn co CrtpaTtermen

N nokasatensaMm (PUHaAHCOBOro
nnaHa;

KOHTPOIb NCMOJTHEHUA
OlOMKETHOW MNOMUTUKA B Y4acTu
LieHTposB, noaroToBka
pekoMeHgauMnm no OroXKeTHbIM
nuMuTam, NOCTPOEHNEe

OroQKeTHOro NporHo3a;

3.2.2.

10

9)

1)

bodies, auditors in the area of

responsibility;

setting business requirements and
control over the correctness of IS
operation in the area.

Finance business partners:

assistance and advising Centers’
employees on financial and
administrative issues. Defining
and ensuring unified
methods/approaches their
operations;

for

participation in  development
(approval) of financial policies and
procedures, including project
activities (in respective parts),
monitoring of compliance with
internal control procedures;

participation in defining Centers’
financial strategy in order to
ensure compliance with the
strategy of the Institute and
financial plan indicators;

control over implementation of
budget policy with regards to
Centers, recommendations on
budget limits; preparation of a
budget forecast;



5)

6)

7)

8)

9)

10)

doopmMmupoBaHue
KOHCONMaMpOBaHHOM
ynpasneH4eckon n JgoUHaAHCOBOM
oTt4yeTHOCTM LleHTpoB, nnaH-gakr
aHanus, gawoopasbl;

perynspHom

KOHTPOSlb  KOHCONMAMPOBAHHOIO
AEHEXHOro MnoTtoka MnNo  BCEM
NCTOYHMKaM B paMkax LIeHTpoB;

corfiacoBaHue BHYTPEHHEero
pMHAHCMpPOBaHUA N UCKITHOYEHUN
M3  (PUHAHCOBbLIX MOMUTUK B
npegenax NOSTHOMOYUN,
onpeaeneHHbIX NoKanbHbIMU
HOPMaTUBHbLIMWU aKTaMmWu;

KOHTPOMb Hanuuus nepBUYHbIX
AOKYMEHTOB, paboTa No CHMXEHUIO
YPOBHS NPOCPOYEHHON
nebuTopckon UK KPeauTOPCKOW
3a0/HKEHHOCTMW.
KoHcynbTupoBaHue puHaHCOBbLIX
Bu3Hec-napTHePOB/MEHEOKEPOB
no oopMnpoBaHMIO PE3EPBOB;

OoLleHKa 3KOHOMUYECKOMN
uenecoobpasHocTH n
9 PEKTUBHOCTH NPOEKTOB,
KOHTPOIb 3a cobnogeHnem
JoMHaAHCOBbIX nokasarteneu
9 (PeKTUBHOCTK,  CoOrfacoBaHue
WCKIMKYEHNI B YaCTW HaKMagHbIX U
HOpM  npubbinn;  paspaboTka
MEpPONPUATUA MO  MNOBLILLEHMUIO
9PEKTUBHOCTN  MPOEKTOB U
CHWKEHNIO (OMHAHCOBBLIX PUCKOB,
KOHTPOMb 3a YPOBHEM HaKragHbIX
pacxodoB B 4acTu BbIMNOSIHEHUSA
KOHCONMMANMPOBAHHOIo 6oaXeTa;

KOHTPOJb CBOEBPEMEHHOTO
(pMHaAHCOBOrO 3aKpbITUS NMPOEKTOB
N nepepacnpeaeneHns NpuobInu;

S)

generation of regular consolidated
management and financial
statements of the Centers,
carrying out plan-fact analysis,
dashboards;

control over consolidated cash
flow from all sources within the
Centers;

approval on internal financing and
exceptions from financial policies
in limits of authorities defined in
policies and procedures;

control over availability of source
documents, work on reducing the
number of overdue receivables
and payables. Counselling the

finance business
partners/managers on reserves
constitution;

assessment of the economic

feasibility and effectiveness of
projects, monitoring compliance
with  projects’” key financial
performance indicators,
coordination of exceptions to
Institute’s policies in terms of
overhead and profit margins;
development of measures to
improve effectiveness of projects
and reduce financial risks, control
over the level of overhead costs in
terms of the implementation of the
consolidated budget;

10)control over a timely financial

closure of projects and
redistribution of profits; regularly



11)

12)

3.2.3.
1)

2)

3)

4)

5)

KOHTPOJSIb JoMHaAHCOBbIX
pe3ynbTaToB MPOEKTOB, KOHTPOSb
eXXeMeCSYHOro oTpaXXeHus B y4eTe

HaKnagHbIX pacxoaoB no
NpoeKTam;

KOHTPOJb OTpaXxeHus
MaTtepuarnbHbIX 7
HemMaTepuarnbHbIX aKTUBOB;
dopmupoBaHue BusHec-

TpeboBaHnn kK IC 1 KOHTpOmb 3a
KOppPEKTHOCTbLIO paboThl MIC B 30HE
OTBETCTBEHHOCTW.

KasHa4dyeuncrso:

yrnpaBneHve
notokamun MHCTUTYyTA;

OEeHEeXHbIMU

pabota ¢ doMHaAHCUMpPOBaAHMEM U3
cpencTB doegeparnbHoro doaxeTa,
nogavya OTYETHOCTU B
denepanbHoe KasHa4YencTBo,
pabota B TMNC «OneKkTpoHHbIN
orogKeT»;

B3aumogencteme ¢ 0OaHkamu, B
TOM yucne no yCIOBUSAM
3apnnaTtHbIX MPOEKTOB, OTKPbITUE
N 3aKpbITUE PaCYETHbIX CYETOB;

pernameHTauma npouenyp
OCYyLLIeCTBIeHund nnaTexen,
KOHTPONb 3@  KOPPEKTHOCTbIO
naketa nepBuYHbIX [OOKYMEHTOB,
noaTeBepXgawLwmnx uenesoe U
adhdpeKTUBHOE pacxogoBaHue
CpeacT.;

paboTa c BGaHKOBCKMMM

rapaHtTmamMn, BeEKCEJSTAMU. OLEeHKa

3.2.3.

1)

5) work  with

control over financial results of
projects, control over monthly
accounting of projects’ overhead
costs;

control over the reflection of
tangible and intangible assets;

setting business requirements
and control over the correctness
of the IS operation in the area
supervised.

Treasury:

cash flow management of the
Institute;

2) work with federal financing from

the federal budget, submission of
reports to the Federal Treasury,
reporting in government budget
platform;

3) liaison with banks, including on the

terms of salary projects, opening
and closing settlement accounts;

4) regulation of payment execution

procedures, control over the
correctness of documents
confirming the targeted and

effective use of funds;

bank guarantees,
promissory notes: evaluation of



6)

7)

8)

9)

12)

13)

OaHKOB-rapaHTOB, BeJeHue
peecTpa DaHKOBCKUX rapaHTun;

NpuBreYeHne KpeamToB, KOHTPOIb
KpeauTHbIX 0653aTenbCTB,
KOBEHAaHTOB;

obecneyeHne dUHaAHCMPOBaHUSA
O30, KOHTpOnb NMMUTOB MO
KPEeOUTHOM JNIMHUM ONsi BHELLUHUX
NPOEKTOB;

NoAroToBKa peecTpa nraTexewn,
dopmunpoBaHue NraTeXHbIX
KaneHgapew;

OCyLLeCTBIeHne nnaTexen,
BaSIlOTHBLIN KOHTpOmb (3kcnopT /
nMnopT), OTKpbITUE/3aKpbITUE
nacnopToB COENOK, cbop
NepBUYHbIX AOKYMEHTOB no
caenkam anga 6axka;

) Ka3Ha4YeuCKUn KOHTPOIIb;

OTpaXxeHue 3anucen no cyetam
OyxranTepckoro y4yeta B 4acTu
nnaTeXXHblX onepaunu no
pacyeTHbIM cyeTam WHcTUTyTa,
npegocTaBneHne  OaHHbIX 4N
OTYETHOCTM KacCOBbIM METOAOM
no 3anpocy YHKUMOHASTbHbIX
HanpasneHun [lenaptaMeHTa;

Ka3Hauyenckoe conpoBoOXaeHune
npoektoe LleHTpoB,  BKIo4as
OTKPbITUE U BefeHue OTAEeNbHbIX
BaHKOBCKUX U NNLEBLIX CYETOB;

NoaroToBKa CNpaBoOK AN yvyacTus
B TeHaepax, KOHKypcax;
npenocTaBrieHne  BbIMUCOK MO

3anpocam rpaHtogaTeneun B 4actu
KadHa4YencKoro conpoBOXAEHUS;
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guarantor banks, maintaining a
register of bank guarantees;

6) work with banks to attract loans,
control of debt, control of bank
covenants;

7) ensuring financing of Subsidiaries,
control of credit line limits for
external projects;

8) preparation of payments registers,
generation of payment calendars;

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

10) treasury control;

11)keeping records on accounting
accounts in terms of payment
transactions on the settlement
accounts of the Institute, provision
of data for cash-based reports at
the request of the functional areas
of the Department;

12) treasury support of the projects of
the Centers, including opening and
maintenance of certain bank and
personal accounts;

13) preparation of documents to
participate in tenders,
competitions; provision of extracts
at the request of grant-givers in

terms of the treasury support;



14) B3aumogencTene C KpeauTHbIMU
opraHusaunamMm n YnpasneHusiMu

denepanbHoOro Ka3HayeuncTsa
no MockoBckon obnactu n
r. Mockse, denepanbHbIM
Ka3Ha4YenCcTBOM;

15) ynpaBneHue pasmelleHneM
BPEMEHHO CBODOAHLIX OEHEXHbIX
CpeacrTs;

16) oueHka domHaHcoBOWM
YCTON4YNBOCTU noTeHumnanbHbIX

KOHTpareHToB HcTuTyTa 1 A30;

17) npegocTaBneHne pPyKoOBOOUTESO
[lenaptTameHTa pekomeHgauum no
BartOTHbIM puckam, puckam
N3MEHEHUS MPOLIEHTHbIX CTaBOK;

18) opraHmsauma paboTbl C OHMAWH-
Kaccamu, BKM4vasi perncrpauuio,

CHATME C Yy4yeTa, TEexXHU4eckoe
obcnyxneaHue;

19) B3aumopgenctene c¢ doHaoMm no
[‘paHTOBOMY cornalleHmio,
BKMNOYasi NoAroToBKY 3asiBOK Ha
domHaHcupoBaHue, cnpaBokK
0 OaHKOBCKMX OcTaTKax;

20) nogrotoBKa " BHeapeHne
MEpPONpUATUA  NOo  OoNTUMKU3auumn

obopoTHoro kanutana WHcTutyTa
n A30;

21) B3anmopencTeme ¢ oMHaHCOBbIMU

opraHusaumsamu,
rocy4apCTBEHHbIMM
KOHTPOSNUPYHOLLMMM 7
HaA30pPHbIMU opraHamu,
ayguTopamu, B 30He

OTBETCTBEHHOCTMH;

14)liaison with credit organizations
and federal treasury departments
in Moscow and the Moscow
region, Federal Treasury;

15) management of placing
temporarily free monetary funds;

16) assessment of financial stability of

potential counterparties of the

Institute and Subsidiaries;
17)providing the Head of the

Department with

recommendations on
risks, interest rate risks;

currency

18) organization of work with online
cash desks, including registration,
deregistration, technical
maintenance;

19) liaison with the Foundation under
the grant agreement, including
preparation of applications for
financing, and bank balance
certificates;

20) preparation and implementation of
measures to optimize the working
capital of the Institute and
Subsidiaries;

21) liaison with financial organizations,
state regulatory and supervisory
bodies, auditors in the area
supervised;

14



22)

3.2.4.

dopmMmmnpoBaHue ObusHec-
TpeboBaHu K MC 1 KOHTpoOImb 3a
KOppeKTHOCTbIO paboTkl IC B 30HE
OTBETCTBEHHOCTMW.

Byxrantepcknn n HanorosbIn yyeT

M OTYETHOCTb.

1)

2)

3)

4)

5)

dopmmnpoBaHue y4yeTHOM
NONIUTUKK; ydacTue B paspaboTke
noKanbHbIX HOPMaTUBHbIX aKTOB B
obnactu ByxranTepckoro,
ynpaBneH4Yeckoro Wu HaroroBoro
yyeTa;

OyxranTepckuin y4eT, NoAroToBKa U
CBOEBpEeMEeHHOe npeaocTaBrieHne
OyxranTepckon OTYEeTHOCTM o
POCCUICKMM W  MeXayHapOoOHbIM
cTaHgapTam;

yrnpasJieH4YeCKUm y4erT,
obecneyeHne CXOOUMOCTM
nokasatenen OyxranTepckoro u
yrnpaBneH4YecKoro y4eTa;

Hanoroeoe nnaHnpoBaHME N y4eT,
noarotoBka wn cBoeBpeMeHHanA
nogaya HaroroBouM OTYETHOCTH,
cBOeBpeEMEHHOE NCrnoJsiHeHne
HanoroBbIX 06513aTENbLCTB;

pacyeT M BbiNfarta 3apaboTHoM

nnaTtbl n cTUNeHgun,
BO3HarpaxxgeHun WUHbIX
dom3nyeckux vy, odopmreHue

GaHKOBCKMX KapT paboTHMKaM WU
obyvatrowmmcs;

22) setting business

requirements
and control over correctness of the

IS operation in the area
supervised.
3.2.4. Accounting and tax

15

accounting, reporting:

1)

4)

S)

development of the accounting
policy; participation in
development of Institute’s policies
in accounting, management and
tax accounting;

accounting, preparation and
timely accounting reporting in line

with Russian and international
standards;

management accounting,
ensuring the convergence of

accounting and management
accounting indicators;

tax planning and accounting,
preparing and timely submission
of tax reports, timely fulfilment of
tax obligations;

calculation and payment of payroll
and stipends, incentives to
individuals, issuance of bank
cards to employees and students;



6)

7)

8)

9)

10)

11)

12)

13)

14)

opraHunsauus MOMECAYHOro
3aKpbITUS domHaHcoBOM
otyeTtHocTn UHctutyta n A30;

opraHus3auusi ”  KypupoBaHMue
npouecca WHBEHTapu3aumm
nmyLLecTea n TOBapHO-
MaTtepuarnbHbIX LeHHoCcTeNn
NHctutyta n [30;

BedeHune ByxranTepckoro n
yrnpaBfieH4YEeCKOro yyeTa no
NPOEKTHOWN OEATENbHOCTY;

BefeHue OTYETHOCTU no
KopropaTUBHbIM GaHKOBCKUM
KapTam;

KOHTPOIb aedutopckomn n
KpeauTOPCKON 3a0MKEHHOCTH;

noaroToBka nHdopmaumnm n
B3anmogencTeme ¢ PMHaHCOBbLIMM
opraHmsaumsmu,
KOHTpONMpyoLWLnMmn n
HaA30pPHbLIMW OpraHamu, BKOYas
HanoroBble OopraHbl, OopraHbl
CTaTUCTUKN, rocygapCTBEHHbIE
BHEOOKETHbIE dooHbl,
ayamTopos, B 30HEe
OTBETCTBEHHOCTU;

noaroToBka n oTnpaBka
yBEOOMIIEHUM O perncrpauum wu
3aKpbITUK 060CO0BNEHHbIX
nogpasgeneHnn MHctutyra,

conpoBoXaeHue
byxrantepckon wu
OTYETHOCTY;

ayouta
Hanorosou

dopmupoBaHue BusHec-
TpeboBaHnn kK IC 1 KOHTpOsb 3a
KOppPEKTHOCTbLI0 paboThl MIC B 30HE
OTBETCTBEHHOCTW.

6) preparation of monthly closure of
the financial statements of the
Institute and Subsidiaries;

the inventory
Institute’s and
property and

7) supervising of
process of the
subsidiaries
inventory items;

8) accounting and management
accounting for project activities;

9) record-keeping on corporate bank
cards;

10) control  over accounts
receivable and accounts payable;

11) preparation of information
and liaison  with  financial
organizations, regulatory and
supervisory authorities, including
the FTSI, statistical authorities,
state  non-budgetary  funds,
auditors in the area supervised;

12) preparation and sending of
notifications on registration and
closure of separate divisions of
the Institute;

13) audit support of accounting
and tax reporting;

14) setting business
requirements and control over
correctness of the IS operation in
the area supervised.



3.2.5. YnpaBrneHue
aAMWHUCTPaTUBHbIMK CEPBUCAMMU:

1) opraHusaums
cepBUCOB

2)

3)

aOMWUHUCTPATUBHbBIX
paboTHMKam n

oby4varoLmmcs, BKIovasa:

B3anMogencTBme ¢ nocrasBlmkammn 2) liaison
agMUHUCTPATUBHbIX

OpPOHMPOBAHMIO
TPaHCMOPTHbIX ycnyr,
NpPoOXXnBaHUS, BN30OBOW
NoaAepXKN B pamkax CIy>KebHbIX

cepBucbl Mo

KOMaHOMPOBOK paboTHMKOB U
akagemMmnyeckomn MOOUMbLHOCTU
obyvatomxcs, BU3NTOB
npuriaweHHbIX  CrneunanncTos,
O3HaKOMUTENbHbIX BU3UTOB,
penokaumm  paboTHukoB  (3a
WUCKITIOYEHUEM BM30OBOM
noaaepXKn),

npegocTaBneHne XUInbs
paboTHMKam;

TPpaHCNOPTHbIE YCIyTn,

MOBUMBHYIO CBA3b.

CEepBUCOB,

KOHTPOJIb Ka4yecCTBa YCJ1YT,

dopmupoBaHue

OusHec-

TpeboBaHun kK C n koHTponb 3a
KOPPEKTHOCTbIO paboTbl C B 30He
OTBETCTBEHHOCTM, BKNOYast MO4ysb
KOMaHOWPOBOK.

3.2.5.

3)

1) organization

Management of the

administrative services:

administrative
and

of
services to employees
students, including:

— services for booking transport,
accommodation, visa support
within  business trips of
employees and academic
mobility of students, visits of
invited specialists, site visits,
relocation of employees (except
for visa support),

— providing housing for
employees;
— transportation services;
— mobile communications.
with  providers of the
administrative  services, quality

control of services;

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.

3.3. PykoBoauntenun dyHkumoHanbHblx 3.3. Heads of the functional areas

Hal'lpaBJ'IeHVIVI cornacoBbiBaOT
npAamMbiM NOAYNHEHHbIM CJ'Iy)Ke6HbIe
3adaHn4d (0] KOMaHOMpoBaHUN,
OTHEThI 06 nx BbINMOJIHEHUN,
3adaBlieHNA O npegocTtasiieHnn

OTMNYCKOB.
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approve business trips requests,
business trip reports, and vacation
requests to their direct subordinates.



4.1.

5.1.

4. lNpaBa n 06s13aHHOCTY

1N 0093aHbI;

1) CBOEBPEMEHHO U  Ka4yeCTBEHHO
BbIMOMNHATL (PYHKUMM W 3agauw,

yKa3aHHble B HacTosALEeM
NonoxeHuu;
2) BbIMONHATb JOJTKHOCTHbIE

0053aHHOCTM B COOTBETCTBUU C
AOIMKHOCTHBIMWN NHCTPYKUMSIMU;

3) 3anpawuBaTb n nosny4yatb
WHGopMauuiw Yy  paboTHMKOB
NHCcTuTyTa, Heobxogumyro AOns
BbIMOSIHEHUS AOJDKHOCTHbIX
0bA3aHHOCTEN;

4) BbINOMHATb YKa3aHWs 1 NOpYyYeHUs
pykoBoauTens [enaptameHTa;

5) He pasrnawaTb
HeCaHKUMOHNUPOBaHHOE
pacnpoCcTpaHeHMe KOTOPbIX MOXET
HaHecTn  yuiepb MHTEpecam
NHcTuTyTa, He gonyckaTb yTpaty
AOKYMEHTOB, coaepXalux Takue
CBedEeHMs.

cBefeHus,

5.B3aunmogencreune co
CTPYKTYPHBLIMW Noapas3genieHnamMm

YCTaHOBJIEHHbIX [NonoxeHunewm,
[lenaptameHT B3anMOLENCTBYET C

PaboTHukun lenaptameHTa Bnpase 4.1.

B uensx BbinonHeHusa dQyHKuuun, 5.1.
specified
Department

4. Rights and Obligations

The employees of the Department
have the rights and obligations to:

1) duly and timely perform functions
and tasks specified in the
Regulations;

2) perform duties in accordance with
job descriptions;

3) request and receive information
required to perform duties from
employees of the Institute;

4) follow instructions and
assignments of the Head of
Department;

5) not to disclose information,
unauthorized dissemination of
which may harm the interests of
the Institute, not to allow the loss
of documents containing such
information.

5. Liaison with Structural Units

With a goal to perform functions
in the Regulations, the
liaises with other



NHBLIMN CTPYKTYPHbLIMU
nogpasaeneHnsamm NHCTUTyTa,
BKNtOYas:

1) CTPYKTYypHble noapasgerieHns — B
yacTtu donHaHCOBOrO
nraHnpoBaHnd, ByxranTepckon u
yrnpaBrneH4Yeckom OTYETHOCTM,
Ka3Ha4Yeunckux ornepauun,

npeaocTaBneHns nHpopmaumm no
3anpocam KOHTPONMUPYIOLNX U
HaA30pHbLIX OpraHoB, BKIto4as
HanoroBble OpraHbl.

[enaptameHT no pabote cC
nepcoHanom - B yacTu
OOIKETUPOBAHUS U KOHTPONS
booxkeTta poHga onnatbl Tpyada,
HayMcneHma 3apaboTHOM nnaThl,
KagpoBOM OTYETHOCTU, B TOM
yucne no WCNONHeHU QoHaa
onnartbl Tpyaa.

[enaptameHT no pabote co
cTyoeHTamum — B 4acTu pac4yeTa
CTUNEHOUN.

[enaptamMeHT nNo 3akynkam — B
yactTm  Bblbopa  MOCTaBLUMKOB
paboT 1 ycnyr.

[NMpaBoBOW JenapTaMeHT — B YacTu
opopmrieHus JOBEPEHHOCTEMN,
KapT nognucen ynoriHOMOYEHHbIX
nuy, onsa npeacrtasneHus B 6aHk,
[ OrOBOPHOro COMPOBOXAEHUS.

[lenapTameHT COMPOBOXAEHUS
NPOEKTOB - B YyacTu
CONPOBOXOEHUA  MPOEKTOB U

AOroBOpOB MO AaHHbIM MpPOeKTam
(dbvHaHCOBbLIE YCNOBUS, pacyeThl,
dnHaHCcoBasA OTYETHOCTD).
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structural units of the Institute,
including:
1) structural units — in terms of

financial planning, accounting and
management reporting, treasury

operations, provision of
information at the request of
regulatory and supervisory
authorities, including tax
authorities.

The HR Department — in terms of
budgeting and control of the payroll

budget, payroll calculation, HR
reporting, including the payroll
execution.

The Student Department — in terms
of calculation of stipends.

The Procurement Department — in
terms of selection of work and
services providers.

The Legal Department — in terms
of power of attorneys’ execution,
signature cards, contract support.

The Project Support Department —
in terms of projects execution and
contract accompaniment for these
projects (finance terms,
calculations and payments,
financial reporting).



5.2. PabotHuku [lenaptameHTa Bnpase 5.2. The employees of the Department
nposoantb paboune BCTpeun C  are entitled to hold working meetings
y4yacTmem pabOTHUKOB MHbIX  with employees of other structural
CTPYKTYPHbIX  rnogpasnesieHun, a units, involve them to implement
Takke NpusriekaTb Taknx paboTHMKoB  select activities by approval of their

K peanusaumm OTAernbHbIX heads.
MEpPOnpuUATMA € corflacmsa ux
pykoBoauTenemu.

5.3. Bzanmopgencteune C O30 5.3. Liaison with the Subsidiaries is
ocyllecTBndeTcs B nopsaake, made in accordance with point 5.2. of
onpeferieHHbIM MYHKTOM 5.2. the Regulations.

[NonoxeHus.
6. 3akn4YnTenbHbie NONOXEeHNSA 6. Final Provisions

6.1. [HenapTtameHT cosgaetcs, 6.1. The Department is established,
peopraHm3yeTcq, nukBuaunpyeTcs reorganized, dissolved by the

NPMKa3oM peKkTopa. President’s order.
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