JIarOrH4YeCKHUi YHUBEPCUTET»
(ITpotoxon Ne 2 ot 02 HOsOps
2020 rona)

IMOJIO)KEHHUE
0 KOpPIIOpPaTHBHOM CEKpeTape HEKOMMEPYECKOro akLuoHepHoro obmectsa HAO
«ITaBnoapckuit earoruyecKuit yHUBEPCUTET)

ITaBnomap 2020




1.06mue nosioxkeHus

1.  Hacrosmee  Ilomoxenue 0 Kopnoparusaom CeKperape
HEKOMMEpUYECKOro axIuoHepHoro obmecta «[laBmogapckuii memaroruyeckuit
yHuBepcuteT» (manee - IlonoxeHue) pa3paboTaHO B COOTBETCTBHH C 3aKOHOM
Pecriy6imuku Kazaxcran «O0 akumoHepHBIX oOILiecTBax», YCTaBOM M HHBIMU
BHYTPEHHHMH  JOKYMEHTaMH HEKOMMEpYECKOr0 aKIMOHEPHOro obliecTBa
«ITaBnojapckuit megaroruyeckuit yauBepcurer» (nanee - O61mecTBo).

2. Tlonoxenue ompenenser 3ama4yn, QyHKUMH, NpaBa M OOA3aHHOCTH,
OTBETCTBEHHOCTb, NOpSANOK  Ha3HAYEHHs, YCIOBHA  BO3HArpaKJAeHHUS
KoproparuBHoro cekperaps Obmiectsa (1asee - KopriopaTusHbiii cexperaps).

3. [HomxHocte KopmopaTuBHOrO cekperaps BBOOMTCS B  LEJAX
obecrieueHus COOMIOIEHNs OPraHaMy H IOJKHOCTHBIMH jiuiamu OGIIecTBa IpaBui
H NPOLEAYP KOPIOPAaTUBHOTO YIPABJIE€HHUs, FapaHTUPYIOLIUX pealu3aluio IpaB U
uHTepecoB EnMHcTBeHHOrO akunonepa OG6IecTsa.

4. KopnopatuBHblii cekpeTaps - paboTHuk OO6IIecTBa, He ABISIOIMNACS
unesom Coaeta nupektopos nu6o Ilpasaenus ObmectBa, HazHayaeTcs CoBeTOM
nupekTopoB OOwectBa. B cBoelt nestensHocT KopropaTtwBHBIN cekpeTaps
nonoTyeTeH U nogunHeH Cosety aupexkropos O6iiecTsa.

-8 KoprioparusHsiii cekperaps obecrednBaer cobiiofieHHe OpraHaMu H
AOKHOCTHBIMH JiniiaMu OOIiecTBa Nporeayp, HampaBlIeHHBIX Ha obecreueHue
npaB U MHTepecOB ENMHCTBEHHOro akLMOHepa, a Takke cienoBanus O6miecTBa
TIOJIOXKEHHSIM B Cepe KOPIIOPaTUBHOTO yIIPaBlIeHNsl, YCTaBa ¥ HHBIM BHYTPEHHHM
noxkymeHnraM OO1uecTBa.

6.  KopropatusHbiii cexpeTaph oGecrednBaeT MOATOTOBKY H POBEICHHE
3acenannii CoBera aupektopoB OGmecTBa, ofecreunBaeT (HOPMHpOBaHHE
MaTepraioB IO BONPOCaM, BBIHOCHMBIM Ha paccMoTpeHre CoBeTa IUPEKTOPOB U
EIMHCTBEHHOTO aKLMOHEpPa, BeIeT KOHTPOIb 33 00ecredeHueM 0CTyIa K HUM.

¥ KopropaTuBHBIH CceKpeTapp OCYIIECTBISET CBOK IEATENBHOCTH B
COOTBETCTBHM C HOpMaMH 3aKoHonarenbcTBa PecmyGnuku Kasaxcran (mamee -
3aKOHOZATeNbCTBO), YcraBa, Hactosmero [lONOKeHWs, MHBIX BHYTPEHHHX
noxymeHtoB OOmectBa, a Takxke pemreHHsMH CoBeTa IUPEKTOPOB U
EMHCTBEHHOrO aKLHOHepa.

2. ITopsinok Ha3HAYeHHS H 0CBOGOKIAEHHS OT A0TKHOCTH
8.  KoprnopaTuBHblii cekpeTaph Ha3sHAaYaeTcss Ha IOIKHOCTH peIICHHEM
CoseTa NIUPEKTOPOB, IPUHATHIM IPOCTEIM GOJIBIIMHCTBOM I'OJI0COB wieHoB CoBeTa
ITMPEKTOPOB.
9. Bompoc o Ha3sHaYeHMH WIH 00 OCBOGOXIEHHH OT IOJDKHOCTH
KopnoparusHoro cexperaps BHOCHTCA Ha ouHOe 3acenanue CoBeTa THPEKTOPOB.




[IpucyTcTBHE KaHAKMIATa HA TOKHOCTH KopropaTuBHOIO cekpetaps Ha yKa3aHHOM
3aceJaHuH 0053aTeIbHO.

10. B orHomeHun xaHauaatypsl B COBET OUPEKTOPOB HOKHA OBITH
NpeJcTaBiIeHa clieayrolas HHpopMarus:

1)  damuims, UM, OTYECTBO KaHAMIATa;

2)  roj poXXIeHHS;

3) oOpa3oBaHMe, CIELHATLHOCTD 10 AMUIUIOMY (IUIIOMaM), CBEIEHUS O
TMOBBIIEHUN KBaTH(UKAIIMK U ITPOpecCHOHATBHOM MeperoaroToBKe;

4)  cBexenus o6 oneiTe paboTHI 3a MOCIEIHUE S JIET;

5) nHucbMeHHOe 3asBlIEHHE KaHAMIaTa O Ha3HAUYE€HHH Ha JO/DKHOCTB
KopnopatusHoro cexperaps O6uiecrBa.

11. KoprnopaTuBHeIM ceKpeTapeM MoKeT OBITh Ha3Ha4YeHO JIULIO,
OTBEYaIoLIee CIIeIYIOMUM TpeOOBaHUAM:!

1) HamIuyWe  BBICIIETO  IOPUOUYECKOrO0  W/HMIH  3KOHOMHYECKOTO
o0pa3oBaHUS;

2)  Haimu4He MpoQEeCCHOHAIBHOIO ONbITa paboThl HE MeHee S (IATH) JIeT, B
TOM 4HCjIe B 00JaCTH KOPIIOPATUBHOIO NMpaBa WM KOPIIOPATUBHOIO YIpaBICHUS
H/WIH Ha PYKOBOZISIIEH JOKHOCTH - He MeHee 3 (Tpex) JieT;

3) Haqdyue 3HAHWH, OMNblTa W KBaJIM(UKALMH, MOCTATOYHBIX MJIA
HCITOTHEHHUS BO3JIOKEHHBIX Ha HEro 0053aHHOCTEH.

4)  HalM4yWMe OpPraHU3aTOPCKHX M AHAIATHYECKUX CIIOCOOHOCTEH H
HaBBIKOB,;

5)  3HaHMe cnielMpuKH aesTenbHOCTH OOmecTsa.

12. Tlo pewenuro CoBera aupekTopoB GYyHKIMH KoprnopaTHBHOTO
ceKkpeTraps  BpeMEHHO  MOryT  OBITb  BO3JIOKEHBl Ha  pabOTHHKaA
(ropucra/akoHomucTa) OOmecTBa (C COBMELIEHHEM OCHOBHOW JOMKHOCTH)
cpokoM He Gosee 3 (Tpex) MmecsueB. [Ipu 3TOM, JTHUII0O Ha KOTOPOro BPEMEHHO
BO3JI0’KEHBI 00s13aHHOCTH KopriopaTUBHOTO cekpeTaps J0KeH COOTBETCTBOBATh
TpeOoBaHUAM yKa3aHHBIM B MyHKTe 11 HacTosmero [lonoxenus.

13. B pewenun CoBera AHPEKTOPOB O HasHaueHHWH KopropaTuBHOrO
ceKkpeTaps YKa3bIBatOTCs, B TOM YMCIle, CPOK MOJIHOMOYHH, pa3Mep AOJKHOCTHOIO
OKJIaZla U YCJIOBHS OILIAThI TpyZa, pa3Mep AOIUIAThI IPH BPEMEHHOM BO3JI0)KEHUH
00s13aHHOCTEH, IPEMUPOBAHUS H/UIIH BO3HATPaXKICHUS.

14. PasMep MOOKHOCTHOIO OKjIaja, MAOIUIaThl IIPH  BO3JIOXKEHHH
obs3aHHOCTeM (coBMeneHHH QyHKUMH KopropaTUBHOTO cexperapsi) U yCIOBHS
NpeMUPOBaHMs  W/WiM  Bo3HarpakneHus  KopnopaTtuBHOro  cexperaps
ycraHaBiuBaroTcs COBETOM [IMPEKTOPOB B COOTBETCTBHU C BHYTPEHHUMH
HOPMaTHUBHBIMU JoKyMeHTaMu OO61iecTBa.

15. KopnopaTuBHOMY CeKpeTapio pa3pellaeTcsi BBIIIOJIHEHHE paboThl U
3aHATHE NOJDKHOCTEH B APYrHX CTPYKTYPHBIX mnoapasjeneHusx OOmecTsa,
TOJIBKO CBsI3aHHBIE C MeJaroriueckuil, Hay4YHOH U TBOPYECKOH JeATeIbHOCTEIO.
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Cosmemenne pabGOTBl TakXe IOMyCKAaeTCs IS JIHMIL, KOTOPBIM BPEMEHHO
BO3/103KeHBbI 00si3aHHOCTH KoprnoparusHoro cexperaps.

16. C mmuom, HazHavyaemeiM KoprnopatusHeM cexperapeM OG6miecTsa,
3aKJII04aeTCs TPYAOBOM [OTOBOp Ha CpOK, ONpeleneHHbIM pemenrem CoeTa
JUPEKTOPOB.

17. Tpynoso# nrorosop ¢ KoprnopatuBHBIM ceKpeTapéM MOAMHCHIBAETCS OT
umenn O6wectsa [Ipencenarenem Ipasnenus -PextopoM.

18.  CoBer 1MpeKTOpPOB BHpaBe IpPHHSTH pELIEHHE O JOCPOYHOM
NpeKpalleHny MOMHOMOYKK KoprnopaTuBHOro cexperapss W pacTOpKEHHH
3aKJIFOYEHHOT'0 C HUM JIOr0BOpa B MOPSAKE, YCTAHOBIEHHOM 3aKOHOAATEIECTBOM.
[Ipu mocpouHOM mNpeKkpalleHuy NONHOMOYHH KopropaTHBHOro cekperaps H
PacTOpKeHUH 3aKIFOYEHHOr0 ¢ HUM JOroBOpa, €My OCYIIECTBIISFOTCS BBIILIATEHI,
NpeayCMOTPEHHBIE AEHCTBYIOIINUM 3aKOHOIATEIECTBOM.

19. Pewenne o HasHaueHMH HOBOro KopropaTHBHOro —cekpeTaps
npuHuMaeTcst COBETOM NOMPEKTOPOB B CPOK He Mo3aHee 1 (omHOro) mecsima c
MOMEHTa MPHHATHS peUIeHHs O MPEKpPAIleHWH IOTHOMOYHM HeHCTBYIOIIETO
Kopnoparusroro cekperaps. Pemenne o HasHauenuu HOBoro KopropaTuBHOTo
CeKpeTaps MOXeT ObITb NPHHATO OJHOBPEMEHHO C IPHHSATHEM pEeIIeHUS O
AOCPOYHOM  TpEeKpalleHWH TOJHOMOYMH AelcTByromero KopmopaTHBHOro
ceKpeTaps.

20. BuoBb  HasHaueHHOMy  KopmopaTHBHOMY  cekpeTapod  ero
MPEIIECTBEHHHK JOJDKEH NepeiaTh Aea, JOKYMEHTHI U 6a3y JaHHBIX JOKYMEHTOB
Ha 3JIeKTPOHHOM ¥ (Win) OymakHOM HocuTensx. [lepenaya aen ocyiecTsisercs B
CpOK He mo3gHee 5 (maTH) pabouux OHEH ¢ MOMEHTa Ha3HA4YeHHS HOBOTO
KopriopatuBHOro cekperaps 1o akTy npueMa - epeaads, B KOTOpoM 0053aTebHO
JOJDKHBI OBITH yKa3aHbl OCHOBaHME Nepefiavuu [efl, AaTa Iepenaul, HaHMeHOBaHHe
M COCTaB IepelaBaeMON JOKYMEHTAllMH, CIIUCOK NeN (MepONpusiThii, nelcTBHil,
3aMpOCOB), KOTOPBIE HAXOAATCS B CTAAMH UCTIOJHEHHUS U JOKHBI OBITh HCIIOTHEHBI
BHOBb W30paHHBEIM KoprniopaTHBHBIM ceKpeTapeM.

3. 3agaun KopnopaTtusHoro cekperaps

21. 3apgayamu KoprnopaTuBHOro cekperapsi B paMKax €ro JesTelbHOCTH
ABIISIIOTCS:

1)  obecnedyenue coOMIOAeHHsT OpraHaMd M JODKHOCTHBIMH JIMIIAMH
OO6uiecTBa 3akoHOMaTENbCTBA B Chepe KOPIOPATHBHOTO yNpaBleHHs, YcTaBa H
BHYTPEHHHX J0KyMeHTOB OOlLIecTBa, a Tak)Ke COBEpIIEHCTBOBAHHSA NOIUTUKH U
IPaKTHKH B 00J1aCTH KOPIIOPATHBHOT'O YIIPaBJIeHHS;

2)  obecneyenue 3pdexTHBHOI nesTensHOCTH COBETa NHPEKTOPOB;

3)  obecnedeHHe XpaHEHUs, PACKPBITHS M [IPEIOCTABIEHHS CYIIeCTBEHHOM
uHpopmanuu o6 OOuiecTBe B paMKax IPeOCTaBICHHOH KOMIIETEHIIHH, 8 TaKkKe
NOJ/epXKaHUs BBICOKOIO YPOBHS HH(MOPMALIMOHHON MPO3PAYHOCTH;
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4.  ®ynxknuu KopnopaTHBHOro cexkperaps

22. Jlns BBINOJHEHHS 3a7a4d [0 00ecrnevYeHuro coOMIOIeHUS

OpraHam, JOJKHOCTHBIMM JHiamMu OfmiectBa 3akoHOZATeNbCTBA B Chepe
KOPIIOPAaTHBHOI'O YIIPABJIEHUA, YCTaBa U  BHYTPEHHHX HOKyMeHTOB OOIecTsa, a
TaK)K€ COBEPILICHCTBOBAHMS IOJMTHKH M IIPAKTHKH B OOJIACTH KOPIIOPATHBHOIO
ympasjieHus, Ha KopriopaTUBHOTro cekpeTapsi BO3IArarTcs Cleayromue QyHKIHH:

1)  mpenocraBieHUe U OpraHU3aIMSI KOHCYJIBTALMH J0KHOCTHEIM JIMIIAM
O6mectBa, B mpenenax CBOedl KOMIIETEHIIMH, [0 BONPOCaM, CBSA3aHHBIM C
3aKOHO/aTe/IbCTBOM M BHYTPEHHUMH JOKyMeHTamu OOLiecTBa;

2)  uHpopmupoBanue CoBera JUPEKTOPOB O BHIABIEHHBIX B OOIIECTBE, B
npejielax CBOEH KOMIIETEHIIMM HapyIUeHHsX 3aKOHONATEeIhCTBA M BHYTPEHHHX
nokyMeHToB O611ecTBa;

3) ydactHe B pa3paboTKe, COONIOJEHUH U MEPHOIUYECKOM IEPECMOTPE
MOJIMTHKH U NPAKTHKU KOPIIOPATUBHOTrO ympapieHHs B OOLIecTBe, a TakKe MHBIX
BHYTPEHHUX JTOKyMeHTOB OOI1ecTBa B paMKax KOMIIETEHIIHH;

4)  MOHMTOPMHI U aHaIHW3 CYLIECTBYIOIIEH IPAKTHKH, TEHICHLIMIA,
MEPCTIEKTUB Pa3BUTHA B 00JacTH KOpPIOpPATUBHOTO YympaBleHHs B PecmyOinke
KazaxcraH, 3a pyb6exoM H BHeCeHHe UH(POpMALNH, PeKOMEHJAIUH A0KHOCTHEIM
JHLaM, COOTBETCTBYIOLIMM OpraHaM H  pPYKOBOIHUTENISM  CTPYKTYPHBIX
noapaszaenenuit O6mecTsa.

23. JIns BBIMOJHEHUS 3aJa4 1o obecrneyeHuto 3G HeKTHBHOMN NeSTeTbHOCTH
Cosera IMPEKTOPOB H ero KOMUTETOB Ha KopropaTiBHOTO ceKkpeTapsi BO3/IararTest
ClleyroIHe PyHKIUH:

1)  paswsicHeHHe BHOBb u30paHHBIM ujeHam CoBeTa IUPEKTOPOB
nerictByromux B OOmiecTBe npaBun AedrenbHOCTH CoBeTa OUPEKTOPOB M MHBIX
opraHoB OOmectBa, npegocTaBleHHe HWHPOPMAIMM O JOJDKHOCTHBIX JIHIAX M
OpraHM3allMOHHON cTpykType OOIiecTBa, €ro BHYTPEHHHX IOKYMEHTOB M HMHOM
MHQOpMAlHH, HMMEIOIlel 3Ha4YeHHe Ui HaAJIe)KAIlero HCIOIHEHHS YJIeHaMH
CoBeta 1upeKTOpOB UX 00s3aHHOCTEIH;

2)  opraHusalus 03HaKOMHTEJIbHBIX BCTPEY 1) BHOBb H30PaHHBIX YIEHOB
Cosera nupekTOpoB ¢ uwieHamH [IpaBieHHS M PYKOBOOMTENSMH CTPYKTYpPHBIX
noapasaenenui ObdwecTsa (B ciiyyae HEOOXOIUMOCTH);

3) mpeiacTaBleHHWE IIOMOINM B  OpraHW3aldd  MEpONpPHSTHH IO
TMOBBIIIEHNUIO KBaTH(uKauy 4wieHoB CoBeTa TUPEeKTOPOB;

4)  paspabotka npoekra ITnana pabotel CoBera THPEKTOPOB ¢ rpapKOM
IPOBE/ICHHUS 3aCeJaHUI Ha COOTBETCTBYIOIIMN yueOHBINA WK KaJleHAapHBIH TOI;

5)  ofecnedeHue Hajanexkauleii MOATOTOBKH MaTepHAlOB IO BOIMPOCaM
MIOBECTKH AHs 3acefanuil CoBeTa AUPEKTOPOB;




6)  cBoeBpeMeHHOe HarmpasieHue dieHam CoBeTa AWPEKTOPOB MOBECTKH
nHa 3acemaHuss CoBeTa [AMPEKTOPOB C NPUIOKEHHEM BCeX HEOOXOIMMEBIX
MaTepHaJIOB, a TAKXKe U3BELLEHHE ITPUITIAIICHHBIX Ha 3aceJaHue JIUII;

7)  npoTrokonHpoBaHHe 3acefaHui CoBeTa TUPEKTOPOB B COOTBETCTBHU C
TpeOOoBaHUAMHU 3aKOHOIAaTEeNIbCTBA, Y CTaBa U BHYTPeHHHUX JOoKyMeHTOB OO0IecTBa,
a TakKe obecreyeHne CBOeBPEMEHHOI 0 oAnkcanus pemenuit CoBeTa JHPEKTOPOB
(IpoTOKOJIOB);

8)  HampaBJeHHME KONMH pemleHui, mnporokonoB CoBeTa IUPEKTOPOB
yineHaM CoBeTa IUPEeKTOpPOB, OTCYTCTBOBABIINM Ha 3acefaHnu CoBeTa IUPEKTOPOB;

9)  obecneueHue HamIekallero COOMIONEHHS IMPOLEIYPHl MPOBEACHHS
3acelaHiii ¥ npuHATHSA pelleHud CoOBETOM IUPEKTOPOB, IMpPedOCTaBIEHUE
pa3bsicHeHUH TpeboBaHMI 3aKOHOJATENbCTBA, Y CTaBa H BHYTPEHHUX JOKYMEHTOB
O61ecTBa, He0OXOMUMBIX 1151 TPUHATHS COBETOM JUPEKTOPOB pElLIeHUIH;

10) mnHampaBneHue pemeHuii CoBeTa AUPEKTOPOB COOTBETCTBYIOLIMM
oprasaM M JO/DKHOCTHBIM JHuaMm OOluecTBa, KOHTPOJIb HUX MCIOJHEHHSA H
uHpopmupoBaHue (CoBeTa OUPEKTOPOB O pe3yiabTarax (Xoze) HCIOIHEHHUS B
nopsiiKe, ycTaHOBIeHHOM COBETOM JUPEKTOPOB;

11) mnoaroroBka OroeTeHed s 3a04HOTO rojiocoBaHus 4neHoB CoBeTa
IUPEKTOPOB, OCYIIECTBICHHE PacChUIKU U cOopa OroJieTeHel, noiBeIeHHe UTOrOB
rOJIOCOBaHMsI 110 BOIIPOCaM MOBECTKH AHA 3acefanus CoBeTa TUPEKTOPOB;

12) npenocraBnenue (obecnedeHue npenocraBneHus) uieHam Cosera
IUPEKTOPOB 3alpalliBaeMbIX HMH JOKYMEHTOB U HH(OpPMAaLIUH;

13) wunbopmupoBanue Ilpencenarenss Cobera aUpeKTOpoB 000 Bcex
(axTax, NPensTCTBYIOLIMX BBINOMHEHHIO KOpHOpaTHBHEIM CeKpeTapeM ero
00s3aHHOCTEN;

14) yyactHe B mpenenax CBOEM KOMIIETEHIIMH B IIOJATOTOBKE I'OJOBOIO
otyeta ObmiecTBa;

15) cbop u yder uHGOpMaLUK B OTHOLIEHUH WieHOB CoBeTa IUPEeKTOPOB,
HeoOXOAMMON Ui IpelOCTaBIIEHUS COOTBETCTBYIOIIMM TOCYAapCTBEHHBIM
OopraHam H JpyrdM 3alUHTepecOBaHHEBIM JTHLIAM;

16) opraHU3alMOHHOE CONPOBOXK/EHHE eATeNbHOCTH KomMuTeToB CoBera
JAMPEKTOPOB, BKJIOYas, B TOM uHcje, obecrieueHHe MOArOTOBKH MAaTepPHaTIOB U
OpraHu3alil0 I[POBEJCHMs 3acelaHuil, BEIEHHE IPOTOKOJIOB, XpaHEHHUE
pPEeKOMeHJalliii, 3aK/II0UeHNI KOMUTETOB U UX NpeacTaBieHne CoBeTy JUPEKTOPOB;

17) yder u XpaHeHHe Bceil moctynaroinei B agpec CoBeTa TUPEKTOPOB, €TI0
KOMHTETOB  KOPPECIIOHAEHIMH, OOecre4YeHHue IOATOTOBKH  OTBETOB  Ha
TIOCTYIIAOIIHE 3aIIPOCHI;

18) ocymecTBneHHe KOHTPONS 3a MCIIOJHEHHEM alIpeCHBIX pelleHuiH
CoBeTa JUpPEKTOPOB.

24. Jlns BBINOJHEHHMs 3a7a4 MO OOECHEYECHHUI0 XPAHEHWs, PACKPBITUS U
MpefoCTaBleHusl CyllecTBeHHOW uH(opmamuu o6 OOmectBe, a TakKe
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NOJJIEPKaHUs  BBICOKOTO  YpOBHS  HMH(OPMAlUMOHHOM MPO3payHOCTH  Ha
KoprniopatuBHOro cexperapsi BO3IaratoTcs cleayromye hyHKIHN:

1)  obecnedyeHue cobOmoneHuss TpeOOBaHUM K TOPSAKY XpaHEHHS H
packpeITus (npenocraBieHus)) uHbopMauuu o0 OOIIeCTBe, YCTaHOBJIEHHBIX
3aKOHOATEeIbCTBOM, Y CTaBOM U BHYTPEHHUMHU JoKyMeHTaMu O01ecTBa B paMKax
KOMIIETeHLIUH;

2)  KOHTpOIIb 3a CBOEBPEMEHHbBIM packpbeiTieM OOIIecTBOM HHMOPMALUH
B IIOpsJIKe, YCTAHOBIIEHHOM 3aKOHOJATeIhCTBOM, YCTaBOM M BHYTPEHHHMMU
nokymeHtamu OO1iecTBa;

3) ofecnedeHure B COOTBETCTBUHM C 3aKOHOATEIHCTBOM U BHYTPEHHHMH
HOpPMaTHBHBIMU JOKyMeHTamMH OOIiecTBa y4yeTa M XpaHeHHS JIOKYMEHTOB
ObmectBa  (kacaromuxcss  jgeateqbHocTH — KoprnopaTuBHOro  cexperaps),
MOJUIekKAIMX 00Sg3aTeIbHOMY XPaHEHHIO, JOCTyna K HHM, MPEIOCTaBICHHS HX
KOMWHA, MPH 3TOM KOIHMH YKa3aHHBIX OOKYMEHTOB B 0053aTeIbHOM MOpsIKe
yaocToBepsitoTcss KOpriopaTUBHEIM ceKpeTapeM;

4)  olecneyeHuWe CBOEBPEMEHHOr0 IpeaocTaBleHuss EIUHCTBEHHOMY
aKUMOHepy HMH(pOpMalMy, 3aTparuBalollel ero HHTEpPechl B COOTBETCTBHH C
3aKOHOAaTeNbCTBOM, YCTaBOM, BHYTpeHHHUMH JokymeHTaMH OOIecTBa,
pelieHreM EQMHCTBEHHOIO aKLIMOHEPa;

5) y4actue B pa3paboTke MH(MOPMALUOHHOW MOJMUTHKH (TIOJOKEHHUS O
PAcKphITHH HHGOPMAaLMU), IMOJOKEHHUS O XPaHEHHMH KOMMEPYECKOH H HHOM
KoHbuaeHManpHOM nHbopMauuu Ob1iecTBa,

6) ydacTHe B AaKTyaJM3allid W HalOJHEHUEM COOTBETCTBYIOIIEH
nHpopmanuu Beb-caiita OOliecTBa, BHECEHHE COOTBETCTBYIOIINX TPEATIOKEHHUH
(uadopmarun) CoBeTy AUPeKTOPOB U [IpaBiIeHHIO O MOBBILIEHHIO €TI0 KaYeCTBa 1
HH(pOPMaTHBHOCTH.

25. HHble GyHKUMH:

1) B mpegenax cBOeH KOMIIETEHIMH, a TaKXe IO MOPYYEHHIO HICHOB
CoBera nupeKkTopoB H EMMHCTBEHHOTO aKIIMOHepa, BEI€HUE JIETIOBOH NEPETUCKH U
OCYILECTBICHHUE JETOBBIX KOHTAaKTOB C AOKHOCTHBIMHU JULAMH, EXWHCTBEHHBIM
aKIMOHEepOM, OpraHaMH, pYKOBOAHTEISIMH CTPYKTYPHBIX MOApa3feseHHH
OGmiecTBa, a TaK)Ke HHBIMU (PU3UUECKUMH U FOPUIHYECKUMH JIMLIAMH;

2) TOArOTOBKA B paMKaX KOMIIETEHIMH W Yy4YacTHe B IIOATOTOBKE
IPOEKTOB BHYTPEHHUX JT0KyMeHTOB O01ecTBa, yTBepKAeHHEe KOTOPBIX OTHOCHTCS
K koMrneTeHIMH CoBeTa TUPEKTOPOB U ENMHCTBEHHOr0 akIHOHepa;

3)  ocyllecTBIEHHE KOHTPOJIA 3a UCIIOJIHEHUEM pelleHuit EquHCTBeHHOTrO
aKI[MOHEePa;

4)  opraHM3auMs JOOBeJeHHS pe3yJbTaToB mnpoBepok  OOiiecTsa,
MPOBOJMMBIX BHEIIHHUM ayJAMTOPOM M rOCydapCTBEHHBIMM opraHamu, 10 Cosera
ITUPEKTOPOB H, B Cily4ae He0OXOIUMOCTH, €T0 KOMUTETOB;




5) wunele dyHkuun KoprnopaTUBHOrO cexkperapsi, YCTaHOBJIEHHBIE
3aKOHOATEJILCTBOM.

5. IIpaBa u ob6siz3anHocTH KopnopaTuBHoro cexperaps

26. KopnopaTuBHEIN ceKperapb UMEET I1paBo:

1) szampammBaTh M NOIy4aTh Yy JODKHOCTHRIX nun OOuiecTsa,
pykoBoguteneil CiyxObl BHYTpEHHEro aynuTa, CTPYKTYPHBIX IOApa3eIeHui
O6mectBa Marepuansl (MHGOpMALHIO), B Clydae HEOOXOIMMOCTH pa3bsICHEHHS,
HeoOXO0MMMBIE IS OCYIecTBIeHHss KOpropaTUBHBIM ceKpeTapeM CBOUMX (QyHKIIHIHA;

2)  mpoBepATh IONHOTY IHPEACTAaBICHHOIO TIIaKeTa MaTepualioB II0
BOIIPOCaM, BKJIIOUEHHBIM B TIOBECTKY AHS 3acenanus CoBeTa TUPEKTOPOB, C TPaBOM
BBIJIa4H 3aMeYaHUN U NPeIIOKEHUH,

3) 3ampamuBaTh M noiy4arb y wieHoB (CoBeTa IMPEKTOPOB |
[pencenatens IlpaBnenus - PexTopa oT4eT O XOZAe BBHINOJIHEHHS pPEIIEHHH
EnuHcTBEHHOTrO aKkiioHepa, CoBeTa JUPEKTOPOB, U, B CIyyae HEBBINIOJIHEHUS HIIH
HapyIIEeHUs] CPOKOB BBITNIOJHEHMS, 3aMpallliBaTh MHCEMEHHbIE O0BACHEHHS IIPHYHH
HEMCITOJIHEHHUS HIIH HECBOEBPEMEHHOI'O UCIIOJIHEHHS PEIICHHIA;

4) zampamuBath y 4wieHoB Cosera aupexkropoB Hu Ilpencenatens
ITpaBnenns - Pexropa nH(OpMaLHIO U pa3bsiCHEHHs B CBA3M C HapyIIEHHEM IIpaB
EIMHCTBEHHOr0 aKIMOHepa WIM CHTyalued, NPUBOIALIEH K BO3HUKHOBEHHMIO
KOPIIOPAaTUBHBIX KOH(JIUKTOB U KOH(IMKTOB HHTEPECOB,;

5)  mpemnaraTh BONPOCH! B MOBECTKY AHS 3acenaHus CoBeTa AUPEKTOPOB
u [IpaBnenus OO1iecTBa;

6) s3ampammBaTh HHGpOpMAIMIO Yy peecTpomepxkarens OO6mectBa 00
omepanusx, 3aperuCTPUPOBAHHBIX B peecTpe Aepikarens akuui O61ecTsa, a Takxe
HHYI0 HHQOpMAIIHIO U3 peecTpa, Heobxoaumyro OOILecTBY;

7)  NpenocTaBNATh PEECTPOAEPKATEN0 JOKYMEHTALMIO, CBI3aHHYH C
BbIMycKOM OOIIEeCTBOM IEHHBIX OyMar M HHYIO HH(OpMaIHIo, HEOOXOAMMYHO
peecTpoepKaTeo Ui HalIeXKallero BeleHHs peecTpa JepXkKareliedl LEeHHBIX
oymar O6uiecTBa.

27. KopropaTuBHEIH cekpeTapb 00s13aH:

1) mnpu OCYLIECTBIEHHHU AEATENBHOCTH COOMOAaTh HOPMBI U TpeOOBaHHS
3aKoHOIATeNbCTBa, YcTaBa, Hacroswmero IlonokeHWs M HHBIX BHYTPEHHHX
nokymeHTOB O011eCcTBa;

2)  ucnonHATH nopy4deHus CoBeTa TUPEKTOPOB;

3)  OTUMTHIBATHCSH O CBOEH JAesTenbHOCTH nepen COBETOM QHPEKTOPOB;

4)  cobmomate KoHQHIEHUHATBHOCTE wuHGopManuu 00 ObmecTse,
HHCalepckoli HHGOPMallHK, CTaBlIed H3BECTHOM B IEpPHOA OCYILLECTBICHHI
dynkimi KoprnopatuBHOro cekperaps W B TeueHHe He MeHee ueM 3 (Tpex) JeT
T10C/Ie MIPEKpPaIeHus IOJIHOMOYMi B KauecTBe KoprnopaTHBHOTO ceKpeTaps.




5)  TOANMCHIBATE NMPOTOKOJ, BEIMHCKH M3 MPOTOKOJA M YIOCTOBEPATH
nedatei0 OOmectsa uau KoprnopaTuBHOro cexperapsi (npx HeoGXOJMMOCTH
napa(upoBaTh MOJUCTHO YAOCTOBEPSIEMYIO JOKYMEHTALIUIO)

6)  uHbopmupoBaTh COBET IUPEKTOPOB O BO3HHKHOBEHHM CHTYalWH,
CO3/IAIOIIMX YIPO3y HAapylIEHHMs HOPM JeHCTBYIOIIEro 3aKOHOIATeNbCTBA, MPaB
EQMHCTBEHHOrO aKIIMOHEPA, a TAK)Ke BO3HUKHOBEHHS KOPIIOPATHBHOTO KOH(IIHUKTA.

6. OTtBercTBenHOCTH KoprniopaTHBHOro cexperaps
28. KopropaTuBHBIH CeKpeTapb IODKEH [AeHCTBOBaTh B MHTEpEcax
O6mectBa ¥ ENWHCTBEHHOrO aKUMOHEPa, HCIOJHATE CBOM OOS3aHHOCTH
n00pOCOBECTHO.
29. KopnopaTHBHBI  cekpeTapb, B IOpPSAKE, YCTaHOBJIEHHOM

3aK0HO1aTEILCTBOM H BHYTPEHHHMH  JTOKYMEHTaMH OﬁﬂleCTBa HECET
OTBCTCTBEHHOCTH 3a:

1) Hapnexalee UCIIOIHEHHE BO3JIOXKEHHBIX Ha HEro 3a1a4, QyHKUHKH, Ipas
U 00s13aHHOCTEH;

2) yOBITKH, Npu4rHeHHble O01mecTByY ero neiicTBusMu (Oe3neiicTBHEM);

3) pasrialleHHe CBENEHHH, COCTAaBISIIOUIMX CIYKeOHYI0, KOMMEPYECKYIO
HJIM HHYIO OXpaHsAeMylo 3aKOHOIAaTelnbCTBOM TalHy;

4) wWCHonB30BaHME JOCTYNHOW eMy HHcaiiepckod uH(poOpManuu
(uHOpPMaLIHIO OrpaHUYEHHOTO HocTyna) 06 O6IIecTBe B IMUHBIX LIENIX.

30. OrtBercTBeHHOCT, KoOpnopaTuBHOro cekperapss 3akperuiseTcs B
3aKJII0YaeMbIX C HUM TPYZ0BOM JOI'0BOPE.

31. Orxka3 uneHos Cosera qupexTopoB u/unu [Ipencenarens [Ipasnenus -
PekTopa oT NIpHHATHS Mep 10 YCTPaHEeHHUIO KOPIIOPATHBHEIX KOH(IMKTOB, JTUGO 10
IPeI0TBPAIIEHHIO IOTEHIMAIBHBIX KOPIIOPATUBHEIX KOH(IHUKTOB, [10CIE TOr0, KaK
OoHM ObUTM mpPOMHGOPMHPOBaHEl KopnopaTHBHBIM ceKpeTapeM, OCBOOOXKIAeT
MOC/IEIHEr0 OT OTBETCTBEHHOCTH 3a OpPraHH3allMI0 paspelleHHs KOPIOPAaTHBHBIX
KOH(JIMKTOB.

f Yeaosus onsatel Tpyaa H npemupoBanusi Kopnoparusuoro
ceKkpeTaps

32. 3apaborHas ruiata KoprnopaTuBHOTo cekpertapst OnpeaesisieTcst CyMMOii
YCTaHOBJIEHHOT'O TPYIOBBIM JOTOBOPOM JOKHOCTHOIO OKJIaga M APYTUX BBIILIAT
KOMIIEHCAllHOHHOI0 (B TOM WYHCJe MaTepHalbHasi IOMOIB), MOOIIPHUTEIHHOIO
HW/HIM CTHMYJMpPYIOIIErO XapaKTepa B COOTBETCTBHH C 3aKOHOATeIbCTBOM,
HacTosumM [Tonokennem, pemenrem CoBeTa THPEKTOPOB U HHBIMH BHYTPEHHUMH
nokymeHtamu OOiecTsa.

33. Hauucnenue 3apaGOTHOH IUIaTHl MPOU3BOJMTCH B COOTBETCTBHH C
TabeneM ydeTa MCIIONb30BaHHUS pabodero BpeMeHH. VYueT (HaKTHYECKH
orpaboranHoro  KoprnopaTHBHBIM ceKpeTapeM BpeMeHH OCYIIECTBIISIETCS
OTBETCTBEHHBIM CTPYKTYpPHBIM Noapa3jaenenneM OO1iecTsa.
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34. Ilopsnok Beimiatel 3apaboTHOM maaTel KopropaTuBHOMY ceKpeTapio
ONpeZeNeTCss BHYTPEHHHM J0KymeHTOM OOINecTBa, perylIupyrOLIdM CHCTEMY
OIIaThI TPyJa WTATHBIX paboTHHKOB OOmecTBa.

35. Ilo pewenuto Cosera ampekropoB OG6mectsa KopmopaTuBHOMY
CEeKpeTapl0 MOJKeT BBIIIAYMBATECS NpeMHs B pa3Mepe He Gosee 1 (omHOro)
AOJDKHOCTHOT'O OKJaja IO pe3ynbTaTaM MX paboThl 3a OTUETHBIN KBapTal, B

Clydyae  KayeCTBEHHOrO  BBHINOJHEHUS HMH  CBOMX  ()YHKIMOHAJBHBIX
00s13aHHOCTEH.

B d4ecTs mnpa3gHOBaHMS TOCYyIapCTBEHHBIX INpa3sIHMKOB B PecmyGimke
Kaszaxcran 3a cuer skoHOMHMH cpeicTB ¢oHaa omiatel Tpyaa (manee - ®OT)
nomnyckaetcs npemuposanue Kopnopatusroro cexpetapst O6uiectsa B pasMepe
He Oonee 1 (oaHOrO) MOMKHOCTHOrO OKiaza. COOTBETCTBYIOLIEE MPEMUPOBAHHE
OCYILIECTBIAETCS Ha OCHOBaHMM mpukasa [Ipencenarens [Ipasnenus - Pexropa,
1100 NHLA, UCTIOTHSIOLIETO ero 00S3aHHOCTH.

36. KoprniopaTuBHOMY CeKpeTapio PEMUH He BBIIUIAYHBAKOTCS B CIIEAYOIIMX
ClTydasix:

1) Npy HaTUYUH HE CHATOTO AUCLMILTMHAPHOTO B3bICKAHHS;

2) B cily4ae HaXOXIEHUS B OTIycKe Ge3 COXpaHeHMs 3apabOTHOM ILIaThl
Oonee 1 (ogHOTO) MecsLIa;

3) B CIyyae HaxOXJEHHs B OTIyCKe MO OEpeMEHHOCTH M poOjaM, KpoMme
CIy4yaeB BBIIUIATHI MPEMHH IO MTOraM paboThl 3a KBapTal NPONOPILHOHATBHO
0TpabOTaHHOMY BpEMEHH;

4) B cmyqae pa6otel B O6mectse MeHee | (0agHOr0) MecsIIa.

IIpy 3TOM, mMpeMuH BBIIUIAYHBAIOTCSA 0€3 ydera OOMIAT 33 COBMELICHHE
JOKHOCTEW U BBINOJIHEHHE 00513aHHOCTEH BpEMEHHO OTCYTCTBYIOIIEro pabOTHHKA.

[Tpemuu He BBIMIAUMBAIOTCSA TAKKe YBOJEHHBIM C pabOThI JIMIAM, paHee
3aHAMABIIKMM JOJDKHOCTH KopropaTHBHOro cekperaps, He3aBHCHMO OT CpPOKa U
nepuojia ero TpyA0BOM AeATeNLHOCTH B KadecTBe KoprniopaTiHBHOro cexpeTaps.

37. KopnopatuBHOoMy cekperapto OOluiecTBa IpH IpeAOCTaBIEHHH
€XKEroJHOro OIlIa4Y¥BaeMOro TPYAOBOIO OTIYCKa BBIMIAYHBAETCs MocoOue Ha
03/I0OPOBJIEHHE B pasMepe OJHOro MOJDKHOCTHOTO OKJIaaa OOWH pa3 B TEYEHHE
KaJIeHOapHOro  roja.  ExeromHeld  orulauMBaeMblif  TPYZOBOM  OTIIYCK
KopriopaTuBHOMY CeKpeTapio NpeaocTaBiseTcss B COOTBETCTBHMHM C IIPHKa3oM
IMpencenatens IlpaBnenuss - Pextopa OOmiecTBa NPOAOIKHUTENBHOCTEIO 30
(TpUALATH) KaJeHIapPHBIX THEH.

38. KopmopatuBHoMy cekpeTapio OOLIecTBa OCYLIECTBISIOTCS JOIIIATEL,
MPEIOCTAaBIAIOTCS TapaHTHMH M KOMIIEHCAllMOHHBIE BHIILIATHL B pa3sMepax,
MpeTyCMOTPEHHBIX TPYIOBBIM 3aKOHOAATeNbCTBOM PecmyOnuku Kaszaxcran u
BHYTPEHHHUMH HOKyMeHTaMu OOIecTBa, a Takxke IOOpPOBOJIBHOE MeEIMIMHCKOE
CTpaxoBaHHe 3a cueT cpeacte OOmectBa (mpH Hamwuuu B OOmecTse
COOTBETCTBYIOLIETO COLIMATBHOTO MaKeTa).
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39. KoprnopaTHBHOMY CEKpeTapio OKa3bIBaeTCs MaTepHajibHas MOMOIIL B
pasmepe 40 (copoka) MecsYHBIX PAacYETHBIX MOKa3aTeNlell Ha OCHOBAHHWM KOWi
MOATBEPKAAIOIIUX JOKYMEHTOB (cBHIETETBCTBO ) POXKICHUH
(YCBIHOBIIEHHH/YI09EPEHHUH ), CBUIETETBCTBO O Opake, CBHIETEIbCTBO O CMEPTH) B
CJIEAYIOLMX CIIyqasX:

1)  poxnenue (YChIHOBIIEHHE, y049epeHUE) peOeHKa;

2)  OpakocoueTaHue pabOTHHKA;

3) cmeprd cympyra (Cympyru) MWIM HMX OIHM3KMX pOJCTBEHHHKOB
(pomuTeneif, neTe#, yCHIHOBUTENEH, YCHIHOBJCHHBIX, IIOJHOPOAHBIX M HE
TIOJTHOPOIHBIX OpaTheB U CecTep).

MartepuaibHasi IOMOIIL BBIIIAYMBAETCs Ha OCHOBAaHMM IpHUKasa

Ipencenarenss IlpaBnenus - Pexropa, b0 mHla, HCIONHAIOMIEro €ro
00513aHHOCTH.
8. OGecneuenue aesaTeJbHOCTH KopnopaTHBHOro cekperaps

40. B uemsx HamIexalero ¥ 3hGeKTHBHOrO BBIMOJIHEHHS 00513aHHOCTEH,
KopropaTuBHBIf ~ CeKpeTaps HOKeH ObITh obecredeH HEOOXOXMMBIMH
OpraHM3alMOHHO-TEeXHUYECKHMHU YCIOBHUSMH, B YaCTHOCTH!

1) umers paboyee MecTO, HaXOJsIIeeCs HEMOCPEACTBEHHO IO MECTY
HaxoKAeHHs aJIMHHUCTpaTuBHOTO annaparta O01iecTsa;

2) HeoOXOmMMOW OpPITEXHHKOH M TepuepuiiHpIM 00OpyaOBaHHEM,
ceiipoM, HECTOPAEMBIM METAITMYECKUM IIKa(QOM JUls XpaHEHHUs] JOKYMEHTOB, a
Tak)Ke CIPaBOYHON U MePUOANIECKON INTEPATYPO;

3)  coorBercTByWOuEd ~ MHOOPMALMOHHON  TPaBOBOM  CHCTEMOM
(31eKTpoHHOM 6a30i# JaHHBIX).

41. Pa3Mep KOMaHIMPOBOYHBIX PACXOOB (CYTOUYHBIE, PACXO/IbI 10 HAUMY
JKUIIOrO TIOMEIIEHH s, PACXOIBI 110 TIPOe3ay K MecTy KOMaHIUpPOBaHUA U 00paTHO)
nis KopriopaTHBHOTO ceKpeTaps OIpeseNsieTcss B COOTBETCTBHM € BHYTPEHHUMH
noxymeHtamu OO1uecTsa.

9. 3akuouHTe/JbHbIE MOJ0KEHHS

42. VYr1BepxnaeHue I[lo/okeHHs, a Tak)Ke BHECEHHE M3MEHEHHH WU
JIOMOJIHEHHH B HET0 OTHOcUTCs K KomreteHuuun Coseta nqupexropos OOiecTsa.

43. Ecnu otmensHble IyHKTBl HacTosmlero Ilomojkenuss BCTYMarOT B
NPOTHBOpEYHe C AEHCTBYIOIIMM 3aKOHOMATENbCTBOM, 3TH ITYHKTBI yTPayMBaKOT
CHIy ¥ B YacTH perylupyeMbIX OTHMH IIyHKTaMH BONPOCOB CIEIyeT
PYKOBOJACTBOBAThCS HOPMaMM JEeHCTBYIOLIEro 3aKOHOAATeIbCTBA 0 MOMEHTa
BHECEHHsI COOTBETCTBYIOIIUX H3MeHeHHH B HacToswlee [lonoxkenue.
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