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1.06mue nojoxeHHs

1. Hacrosmee ITonoxenue o KoprmopaTuBHOM ceKpeTape HEKOMMEpYeCKOro
aKIMOHEPHOro o00mecTBa «AKTIOOMHCKMH DPETHOHANBHBI YHUBEPCHTET WM.
K. Ky6anopa» (manee - Ilonoxenue) paspaboTaHo B COOTBETCTBHH C 3aKOHOM
Pecniy6nukn  Kasaxcran «O6  akuuoHepHbIX — obmectsax»,  Kopekcom
KOPIOPAaTHBHOIO YMpaBleHHs HEKOMMEPYECKOTo aKIMOHepHOro obuiecTBa B
chepe BBICIIET0O W IMOCIEBY30BCKOro 0Opa3oBaHMs, YCTaBOM ¢ HMHBIMH
BHYTPEHHHMH JOKYMEHTAMH HEKOMMEDYECKOro aKlMOHepHoro obuiecTsa
«AKTIOOMHCKMH perMoHanbHbIM yHuBepcuter uM. K.)KybGanosa» (mamee -
O61ecTBO).

2. Tlonoxenue omnpenenser 3auadd, GYHKIHH, IpaBa M 00A3aHHOCTH,
OTBETCTBEHHOCTD, OPAAOK Ha3HAUYeHHs U OCBOOOXKIEHHS OT JAOJKHOCTH, yCIIOBHUA
Bo3Harpaxaenuss  KopmopatwBHoro  cekperaps  OOmectsa  (manee -
KopnopaTuBHbIi cexperaps).

3. JlomxHocTs KopnopaTUBHOro cekpeTaps BBOJUTCS B LieNsx obecnedeHus
cobmoIeH|sl OpraHaMy ¥ JOHKHOCTHBIMU JMiiaMi Ob1ecTBa NpaBuil ¥ IPOLEAYP
KOPTIOPAaTHBHOTO YyTNpaBlIeHHs, TApaHTHUPYIOLIUX pealu3alliio NMpaB W MHTEPECOB
EnuncTBEeHHOTO akuuoHepa Ob1ecTBa.

4. KopniopaTuBHBI cexkperapb — paborHuk OOuiecTBa, HE ABJIAIOMIMHCH
uynenom Cosera gupekropoB nubo [IpaBnenus O6mecTsa, HasHadaeTcs CoBeToM
nupektopoB O6mectBa. B cBoeit pearensHocTH KoprnopaTHBHBIH CEKpeTaphb
nopotyeTeH U noaunHeH Cosety aupexktopos ObiecTsa.

5. KopniopatuBHelii cekperaps ofecneyuBaeT coOMOAeHHE OpraHaMu H
NOJDKHOCTHBIMH Jiilamu O6IiecTBa mpolenyp, HalpaBleHHBIX Ha obecneuyeHue
npaB U uUHTepecoB EnMHCTBEHHOro akuuMoHepa, a Takxe cinenoBaHus Obmiectsa
TOJIOKEHUSM B chepe KOPIOPaTUBHOIO YIpaBleHUs, Y CcTaBa U MHBIM BHYTPEHHUM
nokymeHnTam Ob6mecTBa.

6. KopnopatuBHbiii cekperapb ofecrnedyuBaeT MOATOTOBKY M IPOBEAEHHE
3acenanuii CoBera pgupekTopoB O6mecrtBa, obecnieunBaer (GOPMUPOBAHHUE
MaTepUajloB [10 BOIPOCaM, BHIHOCUMBIM Ha paccMoTpeHre CoBeTa JUPEKTOPOB U
EnvHCTBEHHOrO aKMOHEpa, BEAET KOHTPOJIb 3a obecreyeHueM JOCTyIa K HUM.

7. KopnopaTuBHBIH CeKpeTapb OCYIIECTBJISET CBOIO [AEATEIBHOCTH B
COOTBETCTBHH C HOpMaMHu 3akoHojatenbcTBa Pecnybnuku Kasaxcran (manee -
3aKOHOJATENBCTBO), * YceTaBa, HacTosmero [loMoOXKeHHs, WMHBIX BHYTPEHHHX

nokymentoB Ob6mectBa, a Taike pemeHusmMH CoBera JHPEKTOPOB U
EnuHCTBEeHHOrO aKkuKoHepa.

2. [Topsaaok HA3HAYEHHS H OCBOOOKIEHHH OT NOJIKHOCTH

8. KopnopatuBHbll cekpeTapb Ha3HayaeTcs pemeHueM CoBeTa JUPEKTODPOB,
TIPHHATHIM IPOCTHIM 6OIBIIMHCTBOM rosiocoB 4ieHoB CoBETa IUPEKTOPOB.

9.Bonpoc o Ha3HayeHWM WIM 06 OCBOOONKAEHMHM OT JOJIKHOCTH
Kopnoparusroro cekperaps BHOCHTCS Ha 04HOe 3aceqanue CoBeTa JIHPEKTOPOB.
[Ipucyrcrteue kanmaumata Ha JOKHOCTE KopropaTMBHOTrO —cekperaps Ha
yKa3aHHOM 3aceJlaHWH 00s3aTeIbHO.

10.B  oTtHomenun xaHaupaTypsl B COBET OUPEKTOPOB JONXKHA OBITH
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[peAcTaBieHa ciaeayomas HHpoOpMaLus:

1) damunus, ©Ma, OTYECTBO KaHIHATA,

2) roj poXIEeHHS,

3) obpa3oBaHHe, CIELHAIBHOCTh MO JHIUIOMY (OMUIUIOMaM), CBEIEHHSA O
MOBBIIEHUH KBATU(QUKALIMHA U IPOdHECCHOHANEHOM MepenoaroToBKe;

4) cBeneHus o6 omneiTe pabOTEI 33 MOCJIEIHHUE 5 eT;

5) NUCBMEHHOE 3asBleHMe KaHAuJaTa O Ha3HAYeHWM Ha JOJKHOCTH
KopnopartusHoro cexpetaps O61iecTsa.

11. KopnopaTuBHbIM cekpeTapeM MOKeT ObITh Ha3HaY€HO JHKLO, OTBeYalollee
ClieyIoIUM TpeOOBaHUSAM:

1) Hanu4ue BRICIIEr0 IOPUANYECKOIO MITH IKOHOMHYECKOro 00pa3oBaHus;

2) Hanu4yue oneiTa paboThl He MeHee YeM OJUH roj U cepTudukKara B chepe
KOpIIOPAaTHUBHOI'O YIIpaBJICHHA U KOPIIOPAaTUBHOTO ITpaBa.

12. Ilo pewmennio CoBera nupekTopoB GyHKIHMH KopriopaTHBHOro cexperaps
BPEMEHHO MOTryT OBbITh BO3I0XeHBI Ha paborHuka O6mecTBa (C COBMELIEHHEM
OCHOBHOM JI0JI)KHOCTH) CpOKOM He 6oiee 3 (Tpex) MecsIeB.

13. B pemenun CoBera OUPEKTOPOB O HaszHaYeHuH KopropaTuBHOro
CEeKpeTaps YKa3bIBalOTCA CPOK TOJHOMOYHM, pasMep MOJKHOCTHOIO OKIajaa H
YCIOBHS OIUIaThl Tpyda, pa3Mep HOMIAaThl MPH  BPEMEHHOM BO3JIOKEHHH
00s13aHHOCTEN, IPEMUPOBAHUS W/HITH BO3ZHATPaXKICHHS.

14. Pa3mep H0IKHOCTHOIO OKJIaja, JOIUIAThHl IIPH BO3JI0OXKEHHH 00A3aHHOCTEH
(coBmemennu ¢QyHkiuu KoprmoparuBHOro cexperaps) M yCIIOBHsI IIPEMHPOBaHMS
u/unu Bo3HarpaxjeHuss KoprnopatuBHOro cekperaps ycraHasiaubaroTcsi CoBeToM
AUPEKTOPOB B COOTBETCTBMM C BHYTPEHHHMH HOpPMATHBHBIMH JIOKYMEHTaMH
OO61ecTBa.

15. KopriopaTuBHOMYy ceKkpeTapio paspelliaeTcsi BBIIOJIHEHHE paboThl U
3aHATHE NOJDKHOCTEN B APYTUX CTPYKTYPHBIX moapasaeneHuax O6iiecTsa, TOIBKO
CBSI3aHHBIE C NE€JarOrM4YEeCKOM, HAYYHON U TBOPYECKOM eSITENbHOCTEIO.

16. C nuumoM, HazHawaembiM KopropatuBHeiM cexperapem Ob6miecTsa,
3aK/II0YaeTCs TPYIOBOM JIOrOBOp Ha CpOK, OmnpeneneHHbId pemeHueM Cosera
JUPEKTOPOB.

17. Tpynoso#i moroBop ¢ KoprmopaTHBHEIM cekpeTapéM NOANMCHIBAETCS OT
umeHu O6mectBa [Tpencenarenem Ipasnenus — PexTopom.

18. CoBer qupeKkTopoB BIpaBe MPUHATH PELIEHHE O JOCPOYHOM MPEKPaLEeHHH
OoJIHOMOYH#M KOopropaTHBHOTO ceKpeTapsi W PacTOPKEHHMH 3aKIIOYEHHOIO ¢ HUM
AOroBopa B IMOpAJAKe, YCTaHOBIEHHOM 3akoHOAaTenbCcTBOM. [Ipu mocpouHoM
NpEeKpalleHHH MOoMHOMOYHKM KopropaTHBHOro cexkperaps ©  pacTOPKEHHH
3aKJIIOYEHHOTO C HHMM JOTOBOpa, Hapsilly C BBIIIATAMH, MPELyCMOTPEHHBIMH
NEUCTBYIOIIAM 3aKOHONATENBCTBOM, €My OCYIIECTBISETCS ONOJHUTENbHAS
BBIIJIaTa B pa3Mepe OJHOI0 OKJIaja.

19. Pemienne o HasHaueHuw HoBoro KopmopaTHBHOro cekperaps
npuHuMaercsi CoBETOM IMPEKTOPOB B CPOK He mo3aHee | (0mHOro) mecsana ¢
MOMCHTa TIDHHATHA pEIICHUS O MPEKpalleHHWHM IOJTHOMOYHM JeWCTBYIOIEro
KopriopatupHoro cexkperaps. Pelenue o Ha3HAYEHHH HOBOI'O KopnoparusHoro
CeKpeTaps MOMKET OBITh IPHHATO OJHOBPEMEHHO C NPHHATHEM pELIEHHS O
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JOCPOYHOM TIpeKpallleHWH TMOJHOMOYHH aeidcTBylomero KopnopaTtusHoOro
ceKkpeTaps.

20. BuoBs HazHayeHHOMY KopriopaTHBHOMY CeKpeTapio ero mpelliecCTBEHHUK
JIOJDKEH mepeaaTsh Aena, JOKYMEeHThI U 6a3y JaHHBIX JOKYMEHTOB Ha 3JIEKTPOHHOM
U (unu) 6ymaxkHoM HocuTensx. [lepenada aen ocylmiecTBAsSETCS B CPOK HE [103/IHEE
S (msatu) paboumx nHEH C MOMEHTa Ha3Ha4YeHHss HOBOro KoprnopaTuBHOIO
ceKkpeTaps IO aKTy MpHeMa - Mepeladyd, B KOTOPOM O0s3aTelbHO JOJKHBI ObITh
yKa3aHbl OCHOBaHHE€ IepeJayd [ej, Jara [epeJadyd, HaMMEHOBAaHHME M COCTaB
nepefaBaeMoM JOKYMEHTALIMH, CIIHCOK Jesl (MEpONPHATHH, NeHCTBUH, 3alIpOCOB),
KOTOpPBIE HaAXOOATCA B CTaAHH HCIIOJNIHCHHA H JOJIKHBI OBITH MCIOJIHEHBI BHOBb
n36paHHbIM KoprnopaTuBHBIM ceKpeTapeM.

3.3apauyu KopnopaTuBHOro cexperaps

21.3anayvamMu KopnopaTMBHOTO ceKpeTraps B paMKax €ero JAesiTelIbHOCTH
SABIIAIOTCSA:

1) obecneuenue cobmoieHHst OpraHaMH ¥ JOJDKHOCTHBIMH THiiaMu O61iecTBa
3aKoHO/aTeNnbCcTBa B chepe KOPIOpAaTHBHOIO yNpaBlieHus, Y cTaBa U BHYTPEHHHX
nokymeHToB O6miecTBa, a TakKe€ COBEPLICHCTBOBAHUs IOJIMTUKU M NPAKTHKHA B
061acTH KOPIIOPaTUBHOTO yIPaBJICHHS;

2) obecneuenue 3¢ hekTUBHOM nesTenbHOCTH CoBeTa AUPEKTOPOB;

3) obecmedeHne XpaHeHHs, PacKphITHS M TNPEJOCTABIEHUSA CYIIECTBEHHOM
uHpopmauuu o6 ObuiecTBe B pamMKax NMpPeNOCTAaBIEHHOW KOMIETEHIHH, a TaKXkKe
NOJIEP)KaHUs BBICOKOTO YPOBHS MH()OPMAIIMOHHOM MTPO3PAYHOCTH.

4. ®ynxuun KopnopaTuBHoro cekperaps

22. Jind BBHINONHEHWS 3aJadyd 1O obecreueHuIo COONMIOAeHHS OpraHaMH,
JOJDKHOCTHEIMH JullaMu O61ectBa 3akoHOAATENbCTBA B chepe KOPIOpaTHBHOIO
yopaBjieHMs, YcTaBa W BHYTPEHHHUX JOKyMeHToB OOmecTBa, a TakKke
COBEPIICHCTBOBAHUS IIOJMTHUKH M TIPaKTHKH B 00JacTH KOPIOPAaTHBHOI'O
ynpaBiieHus1, Ha KoprnopatuBHOro cekperaps Bo3aaraioTcs clieayomue QyHKIHH:

1) mnpenocraBneHWe M OpraHu3alMs KOHCYJbTAllMM JOMKHOCTHBIM JIMIAM
O6mectBa, B mpenenax CBOeH KOMIIETEHIMH, IO BONPOCAM, CBA3AHHBIX C
3aKOHOAaTEeTbCTBOM U BHYTPEHHUMH J0KyMeHTamu O61ecTBa;

2) wunpopmupoBanue CoBera OUPEKTOPOB O BhIABIEHHBIX B O6mecTBe, B
npeJenax CBOEW KOMIIETEHIMH HapylIeHHSX 3aKOHONATelbCTBA M BHYTPEHHHX
noxkyMeHToB Ob61iecTBa;

3) yd4actHe B pa3paboTKe, COOMIONEHHH M TEPUOJMYECKOM MEepPecMOTpe
[IOJTATUKH ¥ NPAKTHKH KOPIIOPATHUBHOIrO ymnpaBieHus B OOlecTBe, a TakkKe WHBIX
BHYTPEHHHUX JI0KyMeHTOB O611ecTBa B paMKaxX KOMIIETEHLIUH,

4) MOHMTODHHI M aHalM3 CYLIECTBYIOUIEH NpPaKTHKH, TeHAEHIHii,
NEPCNIEKTHB Pa3sBUTUA B 06IacTH KOPIOPAaTHBHOIO ympasieHHs B Pecry6uke
Kasaxcran, 3a pyGexoM u BHeceHHe HHDOPMALMH, PEKOMEHAALMMN IOKHOCTHBIM
JUL@AM,  COOTBETCTBYIOLIMM OpraHaM M  PYKOBOAWTENSM  CTPYKTYPHBIX
noapasnenenui ObmecTea.

23. JIns BBIMONHEHHWS 3a4ay IO O6ecHeYeHHUIo 3pdeKTHBHONU AEATENHLHOCTH
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CoseTa 1upeKTOpOB ¥ ero koMuTeToB Ha KoprnopaTusHOro cexperaps BO3NaraloTcs
cnenyroue GyHKIUM:

1) passsacHenue BHOBb M30paHHBIM wieHaM CoBeTa JUPEKTOPOB AEMCTBYIOMIUX
B ObmectBe mnpaBun paestensHocTd CoBeTa AMPEKTOPOB M HHBIX OPraHoOB
OO6mecTBa, mpenocraBieHHe HWHOOPMAIMM O  JOJDKHOCTHBIX — JIMIAX M
OpraHu3alMOHHON CTpykType OOIecTBa, ero BHYTPEHHHMX JOKYMEHTOB M HWHOM
MHOOpPMaLMM, HMMEIOIed 3HAaYeHHWe IS HAJIEXallero HCIOJHEHUS YJeHaMH
CoBeta a1upeKTOpOB KX 0043aHHOCTEN;

2) opraHM3alisl O3HAKOMHUTENBHBIX BCTpeY JJisi BHOBb HM3OPaHHBIX YJIEHOB
Cosera nupexkTopoB ¢ wieHamu [IpaBieHHs H PYKOBOAHMTENAMH CTPYKTYPHBIX
nozapaszenenui ObmecTsa (B ciydyae HEOOXOAUMOCTH);

3) npeicTaBieHHe TOMOIIM B OPraHM3alHHd MEPONPUATHN IO IOBBIMICHHIO
KkBanH(uKauuu yieHoB CoBeTa TUPEKTOPOB;

4) pazpabotka mnpoekra Ilmana paGotsr CoBera aUpekTOpoB ¢ rpadukom
MPOBEJIEHUS 3aCe/JaHUi Ha COOTBETCTBYIOIUMN Y4eOHbIN MK KajleHAapHbIM ro;

5) obecneuenue Hajuexaimeid MOATOTOBKH MarepualioB II0 BOIpoOcaMm
NOBECTKH JHs 3acenanuii CoBeTa AUPEKTOPOB;

6) cBOeBpeMEHHOe HamnpaBjieHHe uyineHaM CoBeTa JMPEKTOPOB MOBECTKM HHA
3acenanns CoBeTa JUPEKTOPOB C IPHIIOKEHHEM BCeX HEOOXOIMUMBIX MaTepHalioB,
a TaK)K€ M3BElllCHHE NPUTTAIIeHHBIX Ha 3aCelaHne JIML;

7) npoTokonupoBaHHe 3aceiaHnii CoBeTa AUPEKTOPOB B COOTBETCTBHU C
TpeboBaHuAMY 3aKOHOAATENbCTBA, YCTaBa H BHYTPEHHHX NOKyMeHToB O6miecTBa,
a TaKKe obecreyeHue CBOEBPEMEHHOT0 MonucaHus wieHamu CoBeTa IMPEKTOpOB
pemenuii CoBeta 1UPeKTOPOB (IIPOTOKOJIOB);

8) HanpaBiieHWe KOMMH pelleHHH, npotokonos CoBeTa AMPEKTOPOB HjleHAM
Cosera TMPEKTOPOB, OTCYTCTBOBABLIMM Ha 3acefanuu CoBeTa IHPEKTOPOB;

9) obecrieyenre  Haanexamiero CoGMIONEHHS MPOLEAYPhl  IPOBEAESHUS
3acellaHWii W NpUHATHA pemeHHH COBETOM MPEKTOPOB, MPENOCTABIEHHE
pasbsicHeHHH TpebGoBaHMH 3aKOHOAATENbCTBA, YCTaBa M BHYTPEHHHUX JOKYMEHTORB
O61ecTBa, Heo6xoaMMBIX 171 TPUHATUS COBETOM JUPEKTOPOB PEIEHHMIH;

10) Hanpasnenue pemenuit CoBeTa AMPEKTOPOB COOTBETCTBYIOMIUM OpraHaM
H IOJDKHOCTHBIM Jtiiiam O61mecTBa, KOHTPOIIb UX UCIIOJHEHHUS U HHGOPMUPOBaHHUE
CoBera JMpeKTOpOB 0 pesyibTaTax (Xo#e) HCHONHEHHS B  IOPAIKE,
ycraHoBieHHOM COBETOM OHUPEKTOPOB;

11) moaroToBka OromieTeHed [Isi 3a0YHOrO TroJOCOBaHMA wieHoB CoBera
AUPEKTOPOB, OCYIECTBIEHHUE PACChUIKU U cOopa OroieTeHeil, moaBeieHHE HTOTOB
FOJIOCOBaHMS MO BOMPOCAM MOBECTKH IHA 3aceqanust CoBeTa IHPEKTOPOB;

12) npenocrasnenne (obecriedenne npenocTapneHus) uwienam CoseTa
AMPEKTOPOB 3aMpalliBaeMbIX MU IOKYMEHTOB ¥ HHG)OPMAIIMHK;

13) nadopmuposanue IIpencenarens Cosera OUPEKTOpoB 000 Bcex akrax,
NPenATCTBYIOIKX BRINONTHEHHUIO KOpIOpaTHBHEIM ceKpeTapeM ero 06s3aHHOCTE;

14) yyactue B moaroroske rogosoro oruera O6ecTsa;

15) cbop u yuer mndpopmanum B oTHOmeHMH wienos Coera IUPEKTOPOB,
HEOOXOAMMOH 1 NpeJOCTaBIEHHS COOTBETCTBYIOLIUM rocyaapCcTBEeHHBIM
OpraHaM M JIpyTHUM 3aHHTE€PECOBaHHBIM JIMLIAM;
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16) opraHM3alMOHHOE COMPOBOXIEHUHE JeATeNbHOCTH KomuTeToB CoBera
IUPEKTOPOB, BKIIIOYas, B TOM 4YHCIEe, obecredeHHe IMOATNOTOBKH MAaTEpHANIOB H
OpraHU3alMI0 TPOBENEHUS 3acelJaHHi, BelleHHe IPOTOKOJIOB, XpaHEeHHe
pPEKOMEHJAIMM, 3aKIIOYeHHH KOMHUTEeTOB M uX npexacraBieHre Cosery
IUPEKTOPOB;

17) y4eT M xpaHeHHe Bcell mocrtynaiomiei B aapec CoBera JUPEKTOPOB, €ro
KOMHUTETOB  KOPpPECTOHIEHIWH, obecrieyeHde MNOATOTOBKM  OTBETOB  Ha
NOCTYyNaIOLIKE 3aIIPOCHI;

18) ocyliecTBieHHE KOHTPOJA 3@ MCIOJIHEHHEM ajapecHbix pewmeHud Cosera
JUPEKTOPOB.

24. Ilna BHIONHEHHWs 3afiad MO OOECIeYeHHIO XpaHEHHsA, PAaCKPHITHA U
NpeloCTaBlIeHUs CylecTBeHHoW wuHbopmamuun 06 O6mecTe, a Takke
NOJJEep)KaHUsl  BBICOKOTO  YpPOBHS  HH(GOPMAIMOHHOM  NPO3pa4HOCTH  Ha
KoprniopaTtuBHOTro cekpetaps Bo3naraioTcs cienyonye GyHKIUu:

1) obecneuenue cobmoneHus TpeOOBaHUH K MOPAAKY XPaHEHHUS U PACKPBITHS
(npenocraBiieHus ) uHpopMauu 06 Ob1ecTse, YCTaHOBJIEHHBIX
3aKoHOOATENBCTBOM, Y CTaBOM U BHYTPEHHUMH HokyMeHTamH ObmiecTBa B paMKax
KOMIIETEHLIUH;

2) KOHTpOJIb 3a CBOEBpeMEeHHBIM packpbiTHeM OO6miecTBoM HHGOpMalLMU B
NOpsAJIKE, YCTAHOBIEHHOM 3aKOHOJATEIbCTBOM, YCTaBOM M BHYTPEHHHUMH
noxkymeHTtamu O61ecTsa;

3) obecneyeHue B COOTBETCTBHM C 3aKOHOAATEIbCTBOM M BHYTPEHHUMH
HOPMaTUBHBIMH HoKyMeHTamMu OOmiecTBa y4eTa M XpaHEHHA JJOKYMEHTOB
ObmecrBa  (kacalomuxcs  gearenbHocTd — KopropaTuBHOro — cekpertaps),
NOJUIeXaIMX 00s13aTeIbHOMY XPaHEHMIO, JOCTyNa K HHUM, NPEeAOCTaBIEHHUS HX
KOMHUH, NpPH 3TOM KOMMM YKAa3aHHBIX JOKYMEHTOB B 0053aTelbHOM MOpsIKe
yaocTtoBepstoTcs KopriopaTuBHEIM cexpeTapeM;

4) obecrieueHHe  CBOEBPEMEHHOI'0  TNpeAOCTaBleHWS  EJIWHCTBEHHOMY
aKIMoHepy HMHGMOpMalMH, 3aTpardBalolledl ero HMHTEpechl B COOTBETCTBHHM C
3aKOHOJATENbCTBOM, YCTaBOM, BHYTPEHHWMH JoKyMmeHTamu  OG6IuecTsa,
pemieHreM EQMHCTBEHHOTO aKIIMOHEpa;

5) ydactue B pa3paborke HHGOPMALMOHHON MOJUTHKH (IOJOXKEHHS O
PacKpbITHM HMH(QOPMALKHU), TOJNOKEHHS O XpaHEHHH KOMMEPYECKOM M WHOM
KoHGbuAeHIManbHOH HHbopMauuu O61ecTsa;

6) y4JacTHe B aKTyanW3allWd M HAIMOJHEHHWH COOTBETCTBYIOLIEH HH(OpMAIUH
Beb - calita O611ecTBa, BHECEHHE COOTBETCTBYIOLIMX NMPEATOKEHHH (MHPOPMAIHH)

Cosery nupexktopoB u [IpaBieHHi0O 1O TMOBBIIIEHHIO €ro KayecTBa H
MH(OPMATUBHOCTH.

25. uble byHKIMH:

1) B npenenax cBoel KOMIIETEHIIMH, a Takke MO MopydyeHHio uneHoB Coera
JMPEKTOPOB M EJIWHCTBEHHOrO aKUWOHEpa, BEJEHME [ENOBOM TEPENUCKU U
OCYIIECTBJICHHE [EJIOBBIX KOHTAaKTOB C AOMKHOCTHBIMH JHIIaMH, EIWHCTBEHHBIM
aK[IMOHEPOM, OpraHamH, PpYKOBOJMTEIAMH CTPYKTYPHBIX [OJpa3JeeHui
OOfwiecTBa, a TakKe MHBIMH (U3MIECKUMH U IOPHAHYECKHMHU THIAMH;

2) mOAroToBKa B paMKax KOMIIETEHLMM W y4YacTHE B MOATOTOBKE IPOEKTOB
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BHYTpEeHHHX JOKyMmMeHTOB OO0IecTBa, yTBEpXJE€HHE KOTOPBIX OTHOCHUTCH K
koMrnereHuuU CoBera AUPEKTOPOB U ENMHCTBEHHOTO aKIIHOHEPA;

3) ocyuiecTBieHHe KOHTPOJS 3a WCIOJHeHWeM pemieHuid EauHcTBEHHOrO
aKIMOHepa;

4) opraHu3allds JOBEIEHUs Pe3yJbTaToOB MpoBepok OOmecTBa, IIPOBOJAUMBIX
BHEIIHUM ayJIHTOPOM M TOCYJapCTBEHHBIMM opraHaMmu, 10 CoBeTa AMPEKTOPOB, B
ciy4ae HeoOXOIUMOCTH, €ro KOMUTETOB;

5) unple  ¢yHkuuu  KopmopaTWBHOro  cekperapsi,  YCTaHOBIIEHHbIE
3aKkOHOJATEICTBOM. BbinmonHeHHe GYHKIUUN, NpPeAyCMOTPEHHBIX B JIaHHOM
pa3nene Hactosmero [Tomoxenus, ocymecTBiusercs KopnopaTuBHeIM CEKpeTapeM
CaMOCTOSTEIBHO.

S. [IpaBa u o6sizannocTn KopnopaTuBHOro cekperaps

26. KopnopaTuBHEIH ceKkpeTapb UMeeT IPaBo:

1) 3ampammBaTh M MOJNy4aTh Y AODKHOCTHBIX Ul O6mecTBa, pyKOBOJMUTES
Cnyx6b1 BHYTpeHHero ayauTa, CTPYKTYpHBRIX mnopapasfeneHust O6mecrsa
Marepuansl  (MHGOpManuio), B Cilydae HEOOXOAMMOCTH  DPa3biCHEHHS,
HeoOxoauMble U1s ocyuiecTBiIeHuss KOprmopaTuBHBEIM cexpeTrapeM CBOMX QyHKLHUH;

2) NpoBepsATH MOJHOTY MpPEACTaBIeHHOro IaKeTa MaTepuajoB MO BOIMpOCaM,
BKJIFOYEHHBIM B MOBECTKY IHA 3acenanus CoBera JUPEKTOPOB, C IIPaBOM BbIa4yH
3aMeYaHUi U NPeaIoKEHUH;

3)3anmpamuBaTh ¥ nonydaTh y 4neHoB Cosera nupekTopoB H Ilpencenarens
[IpaBnenus - PexkTopa oT4eT O XOJe BBINONHEHHs pelleHHH EIUHCTBEHHOIO
akuuoHepa, CoBeTra QUPEKTOPOB, W, B Clydyae HEBBIMOIHEHHS MU HapYILEHHUS
CPOKOB  BBIMIOJIHEHWS, 3alpalliBaTh NHCbMEHHbIe OOBSCHEHHUS  IPUYMH
HEUCITOJIHEHUS UITM HECBOEBPEMEHHOI'0 UCTIOJTHEHHS PellIeHHH;

4)3anpamuBaTh y uneHoB Cosera nupekTopoB u Ilpencenarens IIpaBnenus -
Pextopa uH(OpManuio ¥ pa3bACHEHHWS B CBA3W C HapylIeHHEM I[IpaB
ENMHCTBEHHOro akiMOHepa WM CHTyallHeid, NpPUBOAAIIEH K BO3HHKHOBEHHIO
KOPIIOPAaTHBHBIX KOHMIUKTOB ¥ KOHGIMKTOB HHTEPECOB;

5)mpexnarath BOIPOCHI B MOBECTKY AHS 3aceganus CoBeTa JUPEKTOPOB M
[IpaBnenus Obmecrsa;

6) 3anpaiunBaTe HHGOPMALHUIO Y peecTpoaepxaTens O6iecTBa 06 onepanusx,
3aperuCTPUPOBAHHEIX "B peecTpe Aepkarens akumd OOmecTBa, a Takke HHYIO
uHbOpMaIHIO U3 peecTpa, Heobxomumyio O61iecTBy;

7)NIpeloCTaBNATE  PeecTpOAepKaTelNlo  JOKYMEHTAllMIO, CBA3aHHYIO C
BEIMycKOM OO1iecTBOM LEeHHbIX OyMar W HHYIO HHOGOPMALHIO, HEOOXOAUMYIO
PEECTPOAEpKaTeNII0 Ul HaAJeXallero BeACHUS peecTpa AepiKaTelied LEeHHBIX
O6ymar OGmecTBa.

27. KopnopaTuBHBIi#i cexpeTaphb 0053aH:

1) mpu ocCyliecTBIEHHM NEATENBHOCTH COGNIONATh HOPMBI M TpeGOBaHMS
3akoHOJaTensCTBa, YcCTaBa, HACTOSIIEro [lONOKEHMS H HHBIX BHYTPEHHHX
nokymeHTOB O6IecTsa;

2) wucnonHaTe nopyuenus CoBeTa AMPEKTOPOB;

3) OTYHTHIBATHCA O CBOEH AEATEIBHOCTH nepen CoBeTOM AUPEKTOPOB;
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4) cobmomate koHQuaeHuHanbHOCT, HHQopmammu 06  O6mectse,
HHCaHJepCKOH HWHOQOpPMAlLlMM, CTaBIIeH M3BECTHOM B MEPHOJA OCYINECTBIECHHUS
byuxuuii KopnopaTHBHOro cekperaps W B TeueHHE He MeHee yeM 3 (Tpex) JieT
nocie npeKpalleHus oJTHOMOYUH B kayecTBe KopriopaTuBHoro cekperaps.

5) TNOAMMCHIBATH MPOTOKOJ, BBIMTKUCKH W3 TIPOTOKOJIA U YIOCTOBEPSAThH NEYaThiO
KopnopatuBHoro cekperapss ¢ mnapadupoBaHMEM IOIMCTHO YAOCTOBEPSIEMYIO
JOKYMEHTALHIO;

6) uHbopmuporath CoOBET JMPEKTOPOB O BO3HMKHOBEHWHM CHUTyallUH,
CO3/IAlOIIMX YTpo3y HapylIeHHWss HOpPM JAEWCTBYOIIEero 3aKOHOJAATeNbCTBa, MpaB
EnvHCcTBEHHOrO  aKkuMOHepa, a TakkKe BO3HMKHOBEHHS KOPIIOPAaTHBHOTO
KOH(]IHKTA.

6. OTBercTBenHocTh KopnoparusHoro cexperaps

28. KopnopatuBHBI# cekpeTapb A0KEeH NeiHcTBOBaTh B MHTepecax ObmecTsa
¥ EIMHCTBEHHOIO aKIMOHEPA, HCTIOJIHATE CBOM 00S3aHHOCTH JOOPOCOBECTHO.

29. KoprnopaTuBHBIN CeKpeTapb, B MOPSIKE, YCTAHOBIEHHOM 3aKOHOJATeNb-
CTBOM M BHYTPEHHUMH NoKyMeHTaMu OOIIecTBa HECET OTBETCTBEHHOCTh 34!

1) Hajexalee UCIOHEHWe BO3JIOKEHHBIX Ha Hero 3ajaad, (GyHKIWH, MpaB
00si3aHHOCTEH;

2) yb6rITKH, npuunHeHHbIe OOIIEeCTBY ero aeicTBUAMH (6e31eHcTBHEM);

3) pasrianieHue CBEJCHUH, COCTABISIOIINAX CIyKeOHYI0, KOMMEPYECKYIO HIIH
HHYIO OXpaHAeMyI0 3aKOHOJaTeIbCTBOM TalHY;

4) ucnosb30BaHHe JIOCTYITHOM eMy HHCaHIepCKOH HHpopMaLHH
(MEGOpPMaITHIO OrpaHUYeHHOro JocTyna) 06 ObiecTse B THYHBIX LENX.

30. OrsercTBeHHOCTs KOpmopaTHBHOrO cekpeTaps 3akperuiseTcss B 3aKiIo-
4aeMOM C HUM TPYIOBOM JOIOBOPE.

31. Otka3z uneHoB CoBera gupekropoB u/umu [Ipencemarens Ilpasnenus -
PexTopa OT MPUHATHS Mep 0 YCTPAHEHHIO KOPIOPATUBHBIX KOH(MIUKTOB, THG0 Mo
PEeAOTBPALIEHUIO MOTEHIIHAIBHBIX KOPIIOPAaTUBHEIX KOH(MIHUKTOB, MOCIE TOr0, KaK
oHu Obutd mnpouHpOpMHUpPOBaHE KOpNOpaTHBHEIM CeKpeTapeM, OCBOGOXKIaeT

MOCJIEIHEr0 OT OTBETCTBEHHOCTH 3a OPraHM3aLMIO pa3pelleHHs KOPIOpPATHBHBIX
KOH(]IIHUKTOB.

7."Yc/I0BHS ONJIATHI TPYAA H NIPEMHPOBAHHUSA
KopnopaTruBHoro cexperaps

32. 3apabornas mmara KopnopartusHoro cexperaps ompepeinsercs CyMMOM
YCTaHOBJIEHHOTO TPYJOBEIM JOTOBOPOM JO/UKHOCTHOTO OKJIAfla M JPYrdX BhIIIAT
KOMIEHCAIHOHHOIO (B TOM 4YHMCJIE MaTepHalbHas MOMOIUB), MOOIIPHTEILHOTO
W/WIK CTHUMYJHUpPYIOLIET0 XapakTepa B COOTBETCTBHH C 3aKOHOJATENbCTBOM H
HacToAwmMM ITonoxeHneM, pemenneM CoBeTa IMPEKTOPOB M HHEIMU BHYTPEHHMMHU
noxkymMeHTaMu OOrecTsa.

33. Hauucnenme 3apaGoTHOM maThl NPOM3BOAMTCH B COOTBETCTBHH C
TabeneM ydera pabodero BpeMeHH. VYdyerT GbakTH4eckd  0TpaGoTaHHOro

KoprnopatueHEIM ~ cexperapem BpeMeHM  OCYIIECTBIASETCS OTBETCTBEHHBIM
CTPYKTYPHBIM nojapa3zaeienneM ObmiecTsa.
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34. TIlopsgok BeirmnaTel 3apaboTHoM muatel KoprnopaTHBHOMY ceKpeTapio
onpenenseTrcs BHYTPeHHHM AokyMeHToM OOmecTBa, peryjJupylollUM CHCTEMY
OIIaThl TpyJa WTaTHEIX paboTHrkoB O6mecTsa.

35. TIlo pemenuto Cosera aupektopoB O6mectsa KoprnopaTuBHOMY
CEKpeTapl0 BBIMIaYMBATHCA MpPEMHUs MO pe3yjbTaTaM ero paboThl 3a OTYETHBIH
KBapTaj, B Cjy4ae KauyeCTBEHHOrO BBIMOJHEHHS MM CBOMX (GYHKIIMOHAJIbHBIX
006s3aHHOCTEH, B pazMepax M Ha YCIOBMSX, ONpEIeNIeHHBIX COOTBETCTBYIOLIMMHU
BHYTPEHHUMH JOoKyMeHTaMu Ob1ecTBa.

36. B dects mpa3gHOBaHMSA HAUMOHAIBHBIX, TIOCYJapCTBEHHBIX H
npodecCHOHANbHBIX Npa3fAHukoB B Pecnybmmke Kaszaxcran 3a cueT 3KOHOMHH
cpeactB ¢onma omnarel Tpyaa (mamee - ®OT) npou3BOAUTCS NpeMHpOBaHHE
KopnopatusHoro cekperaps O6miectBa B pa3Mepe, COOTBETCTBYIOLIEM pasMepy
IpeMHUaILHOM BBHIIUIATHI 110 TAKHM CliydasM paboTHHKY OO1iecTBa ¢ JOMKHOCTHBIM
OKJIaZIOM, 3KBUBAJICHTHBIM IODKHOCTHOMY okinany KopmopaTuBHOro cekperaps.
CooTBercTByIOIlee MpPeMUpPOBAaHHE OCYIIECTBISETCS Ha OCHOBAaHMM IIpUKasa
[Tpencenarens IlpaBnenus - Pekrtopa, w60 7nMua, MCHONHAIOMIETO €ro
0653aHHOCTH.

37. KopnopatuBHoMy cekpetapio OOmectBa mpd  IPENOCTaBIECHUH
€KEroJJHOr0 OIUIaYMBAaeMOro TPYAOBOIO OTIyCKa BbIIIa4MBaeTcs [ocobue Ha
O3/IOPOBJIECHHE B pa3Mepe OJHOIO IOKHOCTHOIO OKJaJa OJWH pa3 B TEUYCHHE
KaleHgapHoro roga. Exeroansli  omnayuWBaeMblif  TPYJOBOH  OTIIYCK
KopnoparuBHOoMy cekperapio MpenoCTaBiIsfeTCs B COOTBETCTBHHM C IPHKa30M
IIpencenarens IlpaBnenus - Pextopa O6mectBa npoaomxuTensHocThio 30
(TpuanaTh) AHEH.

38. KopnopatuBHoMy cekpetapio OOIecTBa OCYIIECTBISIOTCS OMJIATHI,
IPEeIOCTAaBIsIOTCS TIapaHTHM M KOMIIEHCALIMOHHBIE BBIMUIATEI B  pa3Mepax,
MpelyCMOTPEHHBIX TPYAOBBIM 3akoHoAarenbcTBOM Pecnybnuku Kazaxcran wu
BHYTPEHHUMH JoKyMeHTaMH OOmiecTBa, a Takke IOOPOBOJIBLHOE MEIMIIMHCKOE
CTpaxoBaHWe 3a cyer cpeacts O6mecrBa (mpu Hamuwuuu B O6mecrtse
COOTBETCTBYIOLIEIO COLMAIIBHOIO MAKeTa).

39. KopnopaTHBHOMY CeKpeTapi0 OKa3bIBA€TCS MarepualibHas MOMOIlbL B
pasmepe 40 (copoka) MeCSYHBIX pacYeTHBIX MOKa3aTeled Ha OCHOBAHMH KOIMM
[OATBEPKIAFOIIUX DOKYMEHTOB (cBHIETENBCTBO 0 POXACHUH
(ychIHOBIEHHH/yJOUePEHHH ), CBHAETENBCTBO O Opake, CBUAETENBCTBO O CMEPTH) B
CIEeAYIOIMX CIIydasx:

1) poxaenue (yCeIHOBIIEHHE, yao4epeHHe) pebeHKa;

2)6pakocoueTaHue pabOTHHKA;

3)cMepTH cynpyra (Cynmpyrd) WiIM HX ONH3KMX POACTBEHHHKOB (poaMTesei,
NeTeH, YCHIHOBMTENEH, YCHIHOBIEHHEIX, IIOMHOPOIHBEIX H HE TOJHOPOIHBIX
OpaTbeB U cecTep).

8. OGecneuyenne nesaTeabHocTH KopnopaTusHoro cexkperaps
40. B wmensx Hamnexamero u 3)p(EKTHBHOrO BBHIOJHEHHS 00S3aHHOCTEH,
KoprnopaTtuBHeli  cekpeTapb 1oMkKeH OBITh obecrieueH  HEOOXOAMMBIMM
OpraHMW3allHOHHO-TEXHHYECKUMH YCIIOBUAMH, B YACTHOCTH:
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1) WMeTs oTHenbHBIA KabHHET, HaXONSIIMHCH HENMOCPEACTBEHHO IO MECTY
HaxO0XJIeHHA aJIMHHHCTPaTHBHOrO annaparta Ob6mecTna;

2) HeoOXoAMMOHW OPrTeXHWKOH M mepudepHiHEIM 0bOpyaOBaHHEM, ceithoM,
HECTOpaeMBIM METAUIMYECKUM IKadoM JUis XpaHEHUS HOKYMEHTOB, a TaKxke
CIIPaBOYHOH H MEPHOAWYECKOHN JTUTEPATYPO;

3) cooTBeTcTBYOIIEH WHOOPMALIMOHHOW MPABOBOW CHCTEMOH (3NIEKTPOHHOM
0a30i JTaHHBIX).

41. Pa3smep KOMaHIMPOBOYHBIX PAacXoOB (CyTOYHBIE, PacxXOAbl MO HaWMy
JKHJIOTO TIOMEIIEHHS, PacXo/bl M0 MPoe3ay K MECTy KOMaHAMPOBaHUSA U 06paTHO)
nns KoprnoparueHoro cekperaps onpezensetcs pemenneM CoBeta IHPEKTOPOB.

9. 3akII0YHTEIBHbIE MOJOKEHHH

42. VYTBepxnenue [lonoxeHus, a Takke BHECEHHE U3MEHEHHH M JOIOJHE-
HHUH B HETO OTHOCUTCS K KomneTeHIIuU CoBeta qupexTopoB ObmecTBa.

43. Ecnu oTraenbHBIE NMYHKTHI HacTosmmiero ITomoKeHHs BCTYMalOT B IPO-
THBOpPEYHE C JAEHCTBYIOIIMM 3aKOHOAATEILCTBOM, 3TU IMyHKTH YTPAuYUBAIOT CHIIY H
B YaCTH PEryJIMPYEMBIX 3TUMH IIYHKTAMH BOIPOCOB ClIeAYET PYKOBOJCTBOBAThCS
HOpMaMHM  JEHCTBYIOILIEro  3aKOHOJATeJIbCTBa  JIO  MOMEHTa  BHECEHHS
COOTBETCTBYIOLIMX H3MEHEHUH B HacToslee [lonoxeHue.
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