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ITOJIOKEHHUE

0 KOpMopaTHBHOM CeKpeTape HEKOMMEPUYECKOro aKIIHOHEPHOro 001ecTBa
«IlaByiomapcknii mearoruyecKuii yHuBepcHTeT
HMeHH OJIKeil Mapryman»
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1.O6uue nosoxeHns

1. Hacrosamee [Tonoxkenue o KopnopaTuBHOM CEKpeTape HEKOMMEPUECKOTO
aKIOHEPHOTO 001ecTRa «l1aBIogapcKuil egarornueckuil YHHBEPCUTET HMeHT Olikelt
Maprynan» (nanee - [Tonokenue) paspaboTaHO B COOTBETCTBHU ¢ 3akoHOM PecryOiuku
Kazaxcran «OO6 axnuoHepHBIX OOIIECTBax», YCTABOM M WHLIME BHYTPEHHHMH
JOKYMEHTAMM  HEKOMMEPYECKOro  akumoHepHoro ofmecrtBa  «Ilapnomapckuit
NeJarorM4ecKuil yHuBepcureT nMenu Onkeli Maprytany (fanee - O61ectso).

2. [Tonoxxenue onpejenser 3amadun, (QYHKIWH, [OpaBa ¥ 0OI3aHHOCTH,
OTBETCTBEHHOCTH, IOPSLOK HA3HAYEHH, YCHOBHS BO3HATpaXKIeHHs KOpIopaTHBHOIO
cexperapa O0mectsa (Hanee - KoprnopaTHpHbIi ceKpeTapn).

3. Homxrocts KoprnopaTHRHOTO cexpeTapst BBOAMTCA B LEISX 00eCIIeueHM
COOMIONIEHHST OpraHaMi M JOJKHOCTHBIMH junamu OOIIecTBa [paBwil U IIpOLesyp
KOPIIOPATHBHOIO  YIPABJICHUS, TapaHTUPYIOLIMX PEATH3aIM0 IPaB M HHTEPECOB
EnuncrBennoro akuuonepa O6mecTsa.

4. Kopnioparususiil cexpetaps - paborhuk OOLIecTBa, He ABISIOLUC
unenoM Coseta aupexropos nubo Ilpamnenns OGmecrsa, HasHauaercs CoBeToM
nupexropos Obmectsa. B ceoeli aestensrocTr Kopriopatususii cekpeTaph NOJ0TIETEH
¥ ntoguuHeH CoseTy aupekTopos O6miecTBa.

5. KoprnopaTususiil cexperaps obecmeumBaeT coOMIOMCHHE OpraHaMu H
HOMKHOCTHEIMHE JiMiamMu OfiecTsa npoueayp, HanpaBIeHHbIX Ha obeclieuenne paB 1
MHTEpecOoB EAHHCTBEHHOrO akLMOHEPE, a TakKe claeaopanus O6IecTsa MoaoKeHHAM B
cthepe KOPIOPAaTHBHOLC YIPABICHHS, YCTARA W MHBIM BHYTPEHHHM JOKYMEHTaM
OfmecTra.

6. KopnopatnBuslll cexperaph ofecrieuuBaer NOATOTOBKY ¥ IPOBEICHHE
sacemanui Cosera jupexropor ObiecTsa, obecrieunsaet GOPMHPOBAHKE MATEPHATIOR
II0 BOMPOCAM, BRIHOCHMEBEIM Ha paccMoTpenue CoBeTa DHPEKTOPOB ¥ EXHHCTBEHHOrO
aKLHOHEPa, BEAET KOHTPOJIE 34 00eceueHIeM JOCTYIIA K HIM.

7. KoprioparusHelil cexperaph OCYHIECTBASET CBOK  ACATENLHOCTh B
COOTBETCTBHM ¢ HOpMaMu 3axkoHozarenscTRa PecryOmmin Kasaxcran (namee -
3aKOHOIATENLCTBO), Y CTaBa, HACTOALIErO [TOIOKEH S, MHEIX BHYTPEHHUX JOKYMEHTOR
O6mecTBa, a Taloke pemeHsMi CoBeTa TUPEKTOPOB ¥ ENMHCTBEHHOTO aKIHOHEpa,

2. [Topsinioxk Ha3HAYEHHS H 0CBOOOIKIEHUS OT JOJKHOCTH
8. KopropatupHslll cexperapp HazHa4aeTcsl Ha HODKHOCTH pelIeHHEM
CoBera JUPEKTOPOB, NPHHATHIM IIPOCTHIM OONBIIHHCTBOM TI'0J0COB uwicHOB CoBera
JHPEKTOPOB.
9. Bompoc o masHageHuH wid 06 OCBOGONACHMH OT JOJDKHOCTH
KopriopaTHBHOIO CeKpeTapst BHOCHTCS Ha ouHoe 3aceianue CoBera IUpeKTOpOR.



IpucyTcTBre KaguaaTa Ha JOJDKHOCTS KOpIOpaTHBHOTO cexpeTaps Ha
YKa3aHHOM 3aceJaHuH 06513aTenRHO.

10. B orHowmeHun kapauparypsl B COBET HOHPEKTOPOB JOKHA OHITH
npeAcTaBleHa cilelyromas HHhopMarys:

1) haMmIng, UM, OTIECTBO KaHMIATA;

2)  roj; poXKIeHUS,

3 obpaszoBaHue, CHEHANBHOCTE MO AWIUIOMY (JHILIOMAM), CBEIEHHUS O
TOBBILEHHUH KBATADUKAIMY 1 IPOPECCHOHANBHOMH IePEIIOATOTOBKE;

4) cregenns 00 omsITe paboThl 32 MoCIeIH e S Jier;

5)  IHCBEMEHHOE 3asBlCHUC KaHAUIATa O HA3HAYEHWM Ha JO/DKHOCTH
KopnopartusHoro cexperaps ObmecTna.

11. KoprnoparTuBHbM cekpeTapeM MOXKET OHTh Ha3HAYEHO JHIIO, OTBEYalolee
CAEAYHOUIIM TpeOOBaHHUSIM:

1)  HajH4Me BBICIIETO IPHAWYECKOTO H/HIH DKOHOMHYECKOro 06pa3soBaHMus,

2)  Hamu4YHe NpogeCCHOHANBEHOTO OIEITA paboTh He MeHee 5 ([IATH) JIET, B TOM
YUCIe B 0OJACTH KOPIIOPATHBHOIO TIpaBa MM KOPIIOPATUBHOIO YIIPABICHHS W/MIH Ha
PYKOBOZSALIEH JOJDKHOCTH - HEe Menee 3 (Tpex) NeT;

3)  Haluuue 3HAHMH, ONBITA M KBANTH(UKAIMY, HOCTATOUHBIX IS UCIONHEHMUS
BO3JIO’KECHHBIX Ha HETO O0S3aHHOCTEH;

4) HaJIMYKe OpTaHU3aTOPCKUX M aHANMTHYECKUX CII0COOHOCTEH U HABBIKOB;

5) 3HaHKe cnenuduxy gestensHocT O6IecTra.

12. Ilo pemenmo Cosera QupeKTopoB (QyHKUEE KopmopaTHBHOrO cekperaps
BPEMEHHO MOTYT OEITH BO3NO)KEHBI Ha paboThuKa (ropmcta/sxoHoMucta) Obmectsa (c
COBMEILEHHEM OCHOBHOM IO/DKHOCTH) cpokoM He Oomee 3 (Tpex) mecsies. [lpu aToMm,
JHI0 Ha KOTOPOTO BPEMEHHO BO3JIONKEHBI 00sg3aHHOCTH KOPHOpAaTUBHOIO cekperaps
JO/MKEH COOTBETCTBOBAThL TpeOOBAaHMAM yKa3aHHBIM B IIYHKTe 11 HACTOSAIIETro
[TonoxxeHus.

13. B peurenun CoseTa QMpeKTOpOB 0 HazHaueHHH KopriopaTuBHOrO cexpeTaps
YKa3bIBAKOTCS, B TOM YHCJIE, CPOK TONHOMOYHH, pa3Mep LODKHOCTHOTO OKIa/a U YCIOBHA
OINaThl TPpyHa, pasMep /AOIUIATE [IPH  BpeMEHHOM BO3JIOXKEHHM 00S3aHHOCTEH,
[IPEMHEPOBAHUS H/WIIH BOZHAIDAMKICHHUSL.

14, PasMep momxHOCTHOro oxjama, AOMNIATHEI IPH BO3NOXEHHH 00A3aHHOCTEH
(copmemennn OyHKIEH KopHopaTHBHOIO cexperaps) W YCIOBHS IPEMHPOBAHMS W/ WIIH
BO3HArpaxaeHusa KopropaTHBHOTo cekpeTaps yeTaHapiuBatoTes COBETOM JUPEKTOPOB B
COOTBETCTBHHU C BHYTPEHHHUMH HOPMATUBHEIME JokyMenTamu OGIecTsa.

15.  KopropaTHBHOMY cexpeTapio paspeliaeTcs BLIIToNHeHHe paboTsl U 3aHITHE
JO/DKHOCTEH B OPYIHX CTPYKTYPHBIX IrojpasfeneHusx OOIICCTRa, TONBKO CBI3AHHEIE C
nearornIeckuii, HayIHoH U TBOPYECKOH JeITeARHOCTEIO.

Cosmenienre pabOTBI TalOKe JIOMYCKaeTCs JUIS  JIHL, KOTOPHIM BPEMEHHO
BO3JIOXKEHE] 00s13aHH0CTH KopriopaTHBHOTO cekpeTaps.

16. C nunom, HasHauaembiM KopriopatuBHbIM — cekperapem O6mecTsa,
3aKTI0YAETCS TPY IOBOH JOTOBOD Ha CPOK, OIPEACIICHHDIN pelernneM CoBeTa IHPeKTOpOB.
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17. Tpynosoit morosop ¢ KopmopaTHBHEIM CeKpeTapéM NOANHMCHIBAETCA OT
umenu Obmectsa Ipencenarenem Ipasnenus -Pexropom.

18. CoBer qupeKTOpOB BIIpaBe IPHHITH PEINCHUE O JOCPOUHOM NPEKPAIlEHHY
HOTHOMOUME KopriopaTHBHOrO cexpeTapd U pACTOPKEHHM 3aKIOYEHHOIO ¢ HHM
JOTOBOpa B IOPsAKE, YCTAHOBIEHHOM 3aKOHOJATEeNbCTBOM. llpu  mocpounom
IPEKPAICHHH MONTHOMOUKH KOPIIOPATHRBHOIO CEKpeTaps. B PacTOPIKSHUH 3aKTI0UEHHOr0
C HUM JOTOBOpA, €MY OCYLIECTBJLIIOTCS BBIIUIATEHL, NPEeIyCMOTPEHHBIE ASHCTBYIOIIM
3aKOHOJaTe/IbCTBOM,

19. Pemenne o HazHaueHHM HOBOro KOpriopaTHBHOIO CeKpeTaps IPHHHMAETCS
CoseroM OMpPEKTOPOB B CpoK He mo3iHee 1 (0ZHOro) MecAla ¢ MOMEHTa MPWHATHS
peIlIeHUs O NPEKPalIeHUH MOJIHOMOYMH HeHcTByromero KoprmopaTHBHOTO cexperaps.
Pemerne o nHasHavenuu Homoro KophmopaTHBHOro cexperapst MOMET OBITh IPUHSITO
OMHOBPEMEHHO ¢ IPHHATHEM PEIHEHHS O JNOCPOYHOM NpEKpallleHHy IO0JHOMOYMI
NEHCTBYIOEro KOpHnopaTuBHOTO CeKpeTapsi.

20. DBnopb HasHaueHHOMY KOPHOpPAaTHBHOMY CEKPETAPIO €ro MPEIleCTBEHHHK
IOJDKEH NIepeNIaTh Mela, JOKYMEHTE! 1 6a3y JaHHBIX JOKYMEHTOR Ha AJICKTPOHHOM M (HIH)
OymaxcnHoM HocHTeIAx. Ileperava Jen OCYLICCTBISETCS B CPOK He nosgamee 5 (IATH)
pabouux jHeH ¢ MOMEHTa Ha3HaueHHs HOBOro KOpPIIOPaTHBHOIO CexpeTapsl MO aKTy
NpueMa - IIepeaain, B KOTOpoM 00A3aTeNbHO NOIDKHEI OBITH YKa3aHBI OCHOBAHHE IIEPEAtH
Aen, nata nepefayn, HauMeHOBaHHE W COCTaB IepeiaBaeMol JOKYMEHTALHH, CIIMCOK Jel
(MeporpuATHI, AeHcTBUH, 3alPOCOB), KOTOPBIE HAXOANTCA B CTANMH HCIOJHEHUS U
JOJUKHE! OBITE MCIIOJTHEHE! BHOBE M30paHHEIM KopriopaTusHEIM cexpeTapem.

3. 3agauu KopnopaTueHoro cekperaps

21. 3amawamm KopmopaTHBHOIO CeKperaps B paMKaX €ro HesTeJbHOCTH
SBIISIOTCS:

1)  obecneuenue cobMONEHNS OpralamMu U MODKHOCTHEIMHY juiamMu ObimecTna
34aKOHONATENECTBA B C(Epe KOPIOPATHBHOIO YIPABICHHS, YCTaBa M BHYTPEHHHX
nokyMeHTOB OOIIecTBa, a TAKe COBEPIICHCTBOBAHMS MONUTUKA U NIPAKTHKH B 061aCTH
KOPIIOpaTHBHOIOQ YIIPABICHUA,;

2)  obecneyenne 3 exTHBHOIM AesTensHOCTH COBETA AUPEKTOPOB;

3)  ofecneuenne XpaHEHHUs, PACKPBITHA W IPEIOCTABIEHUS CYUIECTBEHHOI
napopmanuy 06 OfmecTBe B paMKaxX MPENOCTABICHHON KOMIIETCHIMH, & TaloKe
NOJIAEPIKAHUA BBICOKOIO YPOBHS HHYOPMALIHOHHOH [TPO3PaduHOCTH.

4, ®yaxuuu Koproparasuoro cexperaps
22, Jlast BeIOnHeHHA 3ajavuH I0  ofecrieueHHI0 CcOOMONEHNs OpraHaMH,
FOMNHOCTHBIMM JIHIiaMu  OO6miecrsa 3aKoHOMATeNbCTBA B cdepe KOpIOPaTUBHOIO
YHIpaBIeHus!, Y CTapa ¥ BHYTPEHHHX JOKyMeHTOB OBUIECTRa, a TAKKE COBEPIIEHCTROBAHIS
HONUTHKH H TIPAKTHKM B OONACTH KOPIOPATHBHOIO yIpaBieHus, Ha KoprnopaTuBHOTO
CeKpeTapsd BO3TAraroTCs CASIYIONHE BYHKIHM:
1)  mpenmocTrasieHMe W OPraHH3AlMsd KOHCYJILTALMH JOIDKHOCTHBIM JTHIIAM
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Obmecrsa, B Ipemenax CBOCH KOMIIETGHIMH, IO BOIPOCAM, CBA3AHHBIM C
3aKOHOJATENECTBOM ¥ BHYTPEHHUMU fokyMenTamu OOIecTsa;

2)  unbopMmupoBanne CoBeTa NUPEKTOPOB O BEIABIEHHLIX B OO6mEecTse, B
npefenax CBOEH KOMIETEHIMM HapyIICHWAX 3aKoHOJATENbCTBA W BHYTPEHHHX
DoKyMeHToB OO1IecTRa;

3)  ywacTHe B paspaboTke, COOMIOAEHHM ¥ ICPHOIUUECKOM IIEPECMOTpE
MONUTHAKY ¥ IIPAKTHKKM KOPIOPATHBHOIO yhpapieHus B OOIecTBe, a TaKKE HHEIX
BHYTPEeHHHX JoKyMeHToB Of1uecTBa B paMKax KOMITETEHIIHH;

4)  MOHHTOPHHI U AHAIH3 CYIHECTBYIOWICH NPaKTHKY, TEHACHIMHN, TepCIeKTHB
PasBUTHSA B 00JACTH KOPIIOPaTHBHOTO yrpaeieHus B PecyOuike Kazaxcran, 3a pyGexxom
M BHECEHHME MH(QOPMAlWH, PEKOMEHIALMH JODKHOCTHBIM JIMI[aM, COOTBETCTBYIOLIHM
OpraHaM M pyKOBOIHTENSIM CTPYKTYPHEIX ropasneisenuit O6mecTra.

23.  Jlna BHIIOIHEHWS 3a7a4 110 O0ECICUEHHI >(PMEKTUBHON NEITeNBHOCTH
CoBera JUpeKTOPOB M €ro KOMHTETOB Ha KOpHOPaTHBHOrO CeKperaps BO3NAraloTcs
ClIEAYIOIHE QYHKIHY;

1)  pasbacHeHHe BHOBB U30paHHbM wicHam CoBeTa UPEKTOPOB HeliCTBYIOMMX
B Ofmectse 1pasun gestensroctd CoBeTa JUPEKTOpOB M MHBIX opraHoB O6iiecTra,
IpeaocTaBieHye MHPOPMAnuK O JODKHOCTHBIX JIMIAX H OPraHH3alllONHON CTPYKTYpe
O6miecTra, €ro BHYTPEHHUX AOKYMEHTOB U HHOM MH(OpMALMHY, HMEIOIEeH 3HAYeHHE 15
HaUISIKAILETr0 MCIOAHeH s yieHamu CoBeTa JUPEKTOPOB MX 00SI3aHHOCTEH;

2)  opraHM3alli] O3HAKOMUTENBHBIX BCTPEY IS BHOBb W30paHHBIX UYJICHOB
Cosera aMpEeKTOpOB ¢ uieHamMu [IpaBieHns © DPYKOBOAMTENSAMH CTPYKTYPHEIX
noapasueenuit ObimecTea (B cnyuae HeoOXOMUMOCTH);

3)  mpeAcTaBieHME IIOMOILIM B OPraHM3alliM MEPOIPHATHI 110 NOBBILICHHIO
kBanuduKanuy wicHoB CoBeTa TUPEKTOPOB;

4)  paspaborka mpoekra Ilmama paborsr CoBera AHPEKTOPOB C IpaduKoM
HPOBEJICHHS 3aCeaHii Ha COOTBETCTBYIOLMH YueOHbIH WIH KalesAapHbEIH IO,

5)  obecneuenue HaIeKAILEH TIOLrOTOBKH MATEPHUAIIOB 110 BOIIPOCAM [IOBECTKH
AH 3acenanuil Cosera AUPEeKTOPOB;

6)  cBoeBpeMeHHOE HamparieHue wieHam COBera AMPEKTOPOB IOBECTKH JHS
saceans CoBeTa JUPEKTOPOB € NPUIIOKEHMEM BCeX HEOOXOAMMBIX MATEPHANIOB, 4 TAlKe
U3BELICHKE TPUIIAIICHHEIX Ha 3acelaHue JIMIl;

7)  mporokonHposaHue 3acedanuil CoBeTa OUPEKTOPOB B COOTBETCTBHH C
TpeboBaHusAME 3aKOHOJATeNbCTBA, YCT4BA M BHYTPEHHHX JOKYMeHTOB OO6miecTBa, a
TalKke ofecrieyeHne CBOEBPEMEHHOro moamucapmsa pemeHuit CoBera IUPEKTOpPOB
(IpoTOKONIOB);

8)  HampaBieHHe KOIMH perenui, nportoxonos CoBeTa AMPEKTOPOB wWIEHAM
CoseTa TUPEKTOPOB, OTCYTCTBOBABINKM Ha 3acemanuyt CoBera JUPEKTOPOB;

9)  obecnedeHMe HAUIEKAINET0 COOMIONEHMS NPONENYPEl  [POBENCHHS
sacelaHui ¥ npuHATH pemienuil CoBETOM IUPEKTOPOB, IPEHOCTARIEHHE PAshICHEHUH
TpeGoBaHni 3aKOHONATENBCTBA, YCTaBa W BHYTPEHHUX HoKyMeHToB OB6IIecTRa,
HeoOX0AMMEIX JUId NpHHATHE COBETOM AUPEKTOPOR PEILEHHIA;
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10) wanpaenenue pemenuit CoBeTa JHPEKTOPOB COOTBETCTRYIONIMM OpraHaM K
HOJDKHOCTHEIM JiriaM OOIiecTBa, KOHTPOJIh UX HCIIOJHEHUS | undopmuposanne CopeTa
JUPEKTOPOB O pe3ynbTaTax (XOJe) UCIOIHEHHA B MOPSIKe, ycTaHoBiIeHHOM CoBeTOM
IOUPEKTOPOB;

11) moxroroBka OrosieTeHeil Juis 3204HOTO TOjNOcoBaHMsg wienos CoBera
IMPEKTOPOB, OCYWIECTBIACHHE pacChUIKH H cBopa CrojmeTerell, TOABCACHHE WTOrOB
TOJIOCOBaHH 110 BOIIPOCAM MOBECTKH jHs 3acenanust COBeTa AMPeKTOPOB;

12) npemocrapienue (ofecnedeHHe IpenocTaBieHus) wieHaM Cosera
AMPEKTOPOB 3alPAIINBAEMBIX HMH JOKYMEHTOB M HH()OPMAIIUH;

13) unbopmuporanue Ilpencemarens Cosera IupexTOpoB 000 Beex (akTax,
NPEIATCTBYIOUIMY BHITIOIHEHHIO KOpIIOpaTHRHEIM CEKpeTapeM ero 00sI3anHocTel;

14)  yuacTue B npegnenax cBoeH KOMIICTCHIME B IIOATOTOBKE T'OMOBOTO OTUETa
O6miecTsa;

15) cbBop u yuer umdopMmalmu B OTHOMIEHHH wWieHOB COBETA JUPEKTOPOB,
HeOOXOMMMOH 1718 IPEeJOCTABIICHUS COOTRBETCTBYIOIIMM TOCYNAPCTBEHHBIM OPraHaM U
JpYTHUM 3aHHTEPECOBAHHEIM JIHIAM,;

16) oOpraHH3alLOHHOE COIpPOBOXKICHHE JeATeNbHOCTH KoMuTeToB CoBsera
[AMPEKTOPOB, BKIIOYas, B TOM uwHcie, obecredeHHe MOATOTOBKH MAaTepHaioB
OPraHM3ALMIO NIPOBEEHHA 3acCaHnl, BeICHHE IIPOTOKOIOB, XPAHEHHE PEKOMEH IALIHIA,
3aKMIOYEHHH KOMHTETOB H UX NpejcTaBacHue COBeTY JHPEKTOpPOE,

17) yder u xpaHeHme Bced moctynawomel B anpec CoBeTa AMPEKTOPOB, €ro
KOMHTETOB KOPPECITOHJACHIMH, OOecreyeHHe MOATOTOBKH OTBETOB HA IIOCTYIIAKOINE
3aIIpOCEI;

18) ocymecTBIeHHE KOHTPOJS 32 HCHOMHCHWEM aipecHbiX peineHuit Cosera
JHPEeKTOPOB.

24.  Jlnd BBIIONHEHHA 33724 [0 OOECIICUCHHIO XPAHEHMS, pacKpBITHS U
TIPEIOCTABICHH CYIIecTBeHHol nubopmanymm o6 OOLecTBe, a TAKKE IIOICPIKAHUS
BHICOKOTO YPOBHA HHGOpPMalMOHHOR IpospauHocTH Ha KopmopaTHBHOro cexperaps
BO3JIATAIOTCS clleAyroLnye hyHKIIHN:

1) obecnieuenue cobironenns TpebGoBanuit K MOPSAKY XpaHSHUS U PACKPBITHUS
(mpenocTaBienusa) MHopMannu 06 OOniecTBe, YCTAHOBIEHHBIX 3aKOHOIATEILCTBOM,
Y¢raBoM M BHYTPEHHHMMH JOKYMeHTaMK OOHIeCTBa B paMKaX KOMIICTCHIIHH,

2) KOHTPOJIE 34 CBOEBPEMEHHBIM pacKpbiTHeM OO6IiecTBOM HHGOPMAIHKM B
IIOPSIKE, YCTAHOBAEHHOM 3aKOHOAATENBECTRBOM, Y CTABOM ¥ BHYTPEHHHUMH JAOKYMEHTAMH
Obecrsa;

3)  obecrnevenne B COOTBETCTBHM C 3aKOHOIATENBCTBOM W BHYTPEHHUMMU
HOPMaTHBHEIMU JIOKyMeHTaMKM OOIlecTBa yueTa M XpaHeHus JoKyMeHToB O6uiecTsa
(xacaromuxcs JearebHOCTH KOPIopaTHBHOrO CEKpeTaps), IOMIEeKAITNX 00I3aTeIbHOMY
XPaHEHMIO, JOCTYNa K HHUM, IPEJOCTaBICHUS HX KOIUH, IPH 3TOM KOIIMH YKa3aHHBIX
JIOKYMEHTOB B 0043aTeJIbHOM NOPAAKE YAOCTOBREps0oTe KOPIIOpaTHBHEIM CeKpeTapem;

4) o0ecricyeHre  CBOEBPEMEHHOIO  IIPEJOCTABICHMS  EJHUHCTBEHHOMY
akyuouepy HH(pOpPMAIlMM, 3aTparHBalOllell ero MHTEPECH B COOTBETCTBHM  C
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3aKOHOJATENbCTBOM, YCTaBOM, BHYTpeHHMMH JoKkyMenTamu OOMIECTBa, pelleHueM
EnuncTReHHOTO akiuoHepa;

5) y4acTHe B paspaborke HHPOPMAIMOHHON TIONMTHKY (ITOMOMKEHMS O
PacKpRITHM HH(GOpMalUM), NONMKEHUS O XpaHCHHH KOMMEPUYECKOH W  MHOM
KOHQUIeHIHaNbHOH nHbopMmanuy ObmecTsa;

6)  ydacTHe B aKTyalH3al[i¥l ¥ HAIIOJIHEHHEM COOTBETCTRYIOIICH MHpOpMAIIH
BeO-caitra O6LecTBa, BHECEHNE COOTBETCTRYIOIINX Nipeyiokeruil (uudopmarmun) ConeTy
AApexTopoB U [TpaBieHuo 110 MOBLIIEHHIO €ro KavuecTBa U HHHOPMATHBHOCTH.

25.  HHble QyHKIMT:

1) B IIpelleIax CBOCH KOMIIETEHIMH, a TaloKe IO HopydeHHw unexnos Copera
JUPEKTOPOB ¥ EJWHCTBEHHOrO axkiMOHEpa, BEISHHE JEHOBOH MEpelHMckH W
OCYINECTBIEHHE JENOBBIX KOHTAKTOBR C JOIDKHOCTHBIMH JIHUAMHE, [EJIHHCTBEHHEIM
AKIIMOHEPOM, OpraHaMi, PYKOBOOUTEISIMH CTPYKTYPHBIX moapasznencHuii OOmectsa, a
TAKOKE UHEIMH QU3NYECKIMH 1 FOPUANUECKIMY JIHITAM;

2)  TOJATOTOBKZ B PaMKaX KOMIICTEHIIMM W YUYacThe B ITOATOTOBKE IPOSKTOB
BHYTPEHHHUX HOKYMEHTOB O0IecTRa, YTREPIKACHHE KOTOPEIX OTHOCHTCS K KOMIIETEHIHH
CopeTa AUPEKTOPOB M ENMHCTBEHHOTO AKIHOHEPA,

3)  OCYIIECTBIEHHME KOHTPOMSI 3a WCIONHEHWUEM pelleHul EIUHCTBEHHOIO
aKINOHEePA,

4) OpraHM3alis] JOBENEHUA pe3ylbTaroB IpoRepok OO6inecTBa, MpOBOMUMBIX
BHEIUHHM ayJHTOPOM M TOCYIapCTBEHHBIMH opraHaMy, Ao CoBeTa JUPEKTOpOB U, B
ciyyae HeOOXOAUMOCTH, €ro KOMHTETOB,

5) umple  ¢Qyuxum#  KopmoparusHoro  cexperaps,  YCTAHOBJIEHHLIE
3aKOHOATEJIHCTBOM.

5. IIpasa u o6sizanHoctTu KopnopaTuBHOIo cekperaps

26.  KopnopaTWBHEIH CEKpeTaps UMEET [IpaBo:

1)  zanpammBaTh M HONYYaTh ¥ AODKHOCTHEIX Jiui| OOLIecTBa, pyKOBOAATEIEH
CiayxOBl BHYTpPEeHHErO aymuTa, CTPYKTYPHBIX HoxpasjeicHuit OOLiecTBa MATEpHAILI
(undopMaIIo), B chay4ae HeoOXOMUMOCTH pasbiICHEHHS, HeoOXONUMBIE Ui
ocyiecrsiieHus KopriopaTUBHEIM ceKpeTapeM CBOUX (YHKLHI,

2)  [IpOBEPATH IONHOTY IIPEACTARIEHHOTO ITaKeTa MaTEpHaNoB I10 BOIPOCAM,
BKJIFOUEHHLIM B IIOBECTKY MAHs 3acefanua CoBeTa OHUPEKTOPOB, C IIPABOM BEIJAYH
3aMEeYaHui U NpeIOKeHuH;

3)  szampamuBaTh W HOAy4aTh y uieHoB Coperta mupexTopoB m [Ipeicenarens
Hpasnenua - PekTopa OTUET 0 XOI¢ BBIIOJIHEHHUS pellieHnit EAHHCTBeHHOr0 akIMOoHepa,
CoBera JUpeKTOpOB, W, B CIyJYae HEBLIIIOIHEHUS WK HApYIUEHHsS CPOKOB BLITOIHEHM,
3apalliBaTh IIUCHMEHHEIE OOBSICHEHUS MPUYKH HEHCIIONHCHUS MK HECBOECBPEMEHHOIO
HCTIONHEHUS pelleHnl;

4)  sanpammBate y wieHoB Cosera nupexropos u Ilpencenarens [Ipasieuus -
Pexropa HH(QOpMAIMIO H Pa3bICHEHHs B CBI3H C HAPYIICHHEM NpaB EIUHCTBEHHOrO
aKIHOHEpAa MM CHTyallue#, TMpuBOMAIIEH K BO3HUKHOBEHHIO KOPIIOPATHBHBIX



KOH(DIUKTOB B KOH(IUKTOR HHTEPECOB;

5)  TpemjaraTh BONPOCH B IIOBECTKY AHA 3aceiadHuss CoBera AUPEKTOPOB U
[Ipasnenmsa ObmecTsa;

6)  3anpamMBaTE HHOOPMAIHK ¥y peecTposepskatens ObmecTra 0b onepanuix,
3aperMCTPHPOBAHHEIX B peecTpe Jepxarens axmumi OOmecTsa, a TaKKke HHYIO
uH(opMAaIIMIoO U3 peecTpa, HeobxoaumMmyio O0mecTRy;

7)  OpejoCTaBIATH  PEECTPOJEPIKATENI0  JOKYMEHTAIMIO, CBS3AHHYIO C
BeityckoM OOumecTBOM IleHHBIX Oymar ¥ HHYW HHOOPMAOHIO, HEOOXOIUMYIO
peecTpoiepiKaTeNo A1 HAUIeNKAIIEro BEJEHUs peecTpa aepkareieil LeHHBIX Oymar
OObimecTra.

27. KopriopatuBHEIH ceKpeTaph 00s3aH:

1} 1mOpH OCYIIECTBICHHH MAEATENBLHOCTH COOMIONAaTh HOPMBI W TpeOoBaHUS
3aKOHONATENBCTRA, Y CTaBa, HacTosmero ITonoxenns 1 HHBIX BHYTPEHHUX JTOKYMEHTOR
ObuiecTsa;

2)  wucnonusrts nopyueHust CoBeTa qUPEKTOPOER;

3)  OTUHTEIBATHCS O cBoel JesTenpHOCTH Hepel CoBETOM AUPEKTOPOB;

4) cobmopars  xoHQuAeHnMansHOCTE — HHGQopMammu 06  OGinectse,
uHcalaepckolt nH(GOpMAaIMK, CTABIIEH W3BECTHOM B TIEPHOM OCYIICCTRICHUM (yHKIIHI
KoprnopaTHBHOIO cexpeTaps i B TSUCHHUE HE MEHee ueM 3 (TpeX) JIET ITOCHe MPEKpaneHHms
IIOJTHOMOYMH B xavecTse KopropaTuBHOro cexperaps;

5)  TOANHUCHIBATE IPOTOKOJN, BBEIHMCKA U3 IPOTOKOIA U YIOCTOBEPSTH MEHYATHIO
Obmecrea unu KopropaTupHoro cexperapst (Ipu HeoOXOAUMOCTH IapadHpoBaTh
TIOJTMCTHO YAOCTOBEPAEMYIO JOKYMEHTALIMIO);

6) usbopmupoBaTh CoOBeT JIMPEKTOPOB O BO3HHKHOBEHHM CHTYaLlHi,
CO3JAIOIIMX YIpO3y HapyIIeHHS HOpM JeHCTBYIOMIETO 3aKOHONATEeNLCTBA, IIpaB
EIMHCTBEHHOTO aKITMOHEPA, & TAlOKe BOSHHKHOBEHYS KOPTIOPATHRHOTO KOHMIUKTA.

6. OtsercrBenHocTs KopnopaTusHoro cexperaps

28. KopropaTHBHBIH cexpetaph JOIDKEH JeldcTBoBaTh B uHTepecax ObuecTra u
EauHCTBEHHOrO aKIfMOHEepa, HCIIOMHATE CBOM 00A3aHHOCTH 100POCOBECTHO.

29. KopnopatriBHEIH ceKpeTapsb, B TIOPSIKE, YCTaHOBJIEHHOM
3aKOHOMATENECTROM H BHYTPEHHHMH NokyMeHTamu OOIecTRa HeceT OTBETCTBEHHOCTH
3a:

1) HajuIexKalIee HCIIOJHEHHE BO3NMOMKEHHBIX Ha Hero 3ajad, QYHKIWH, npaB u
o0s3aHHOCTEH;

2) yOrrTkH, puunHeHHsle O61ecTBy ero AeiicTritiymu (OesneifcTereM);

3) pasrnalleHHe CBEREHUM, COCTABILIIOIIKMX CHyXXeOHYIO, KOMMEPYECKYI WIH
HHYIO OXpaHAeMyi0 3aKOHOAaTe/ILCTBOM TalHYy;

4) ucronb30BaHUE NOCTYIHOH eMy HHcalinepcxolt uHbopManuy (HHGOpPMANNIO
OTpPaHUYeHHOTO fHocTyra) 00 O0necTse B JIMYHEIX LEJsX.

30. OrBerTcTBEHHOCTs  KOpHOPAaTMBHOIO — CeKpeTaps  3aKkperuiercs B
3aKII0YAeMBIX C HUM TPYJ0BOM JOIORODE.

31. Ortkas unenoB Comera aupexropor wunm llpencenmarens Ilpapnenms -
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Pextopa OT HPHHATHA MED IO YCTPAHEHHIO KOPIOPATUBHLIX KOHQUIMKTOB, Aub0 IO
IPEIOTBPAICHHIO TIOTEHIUAIBHBIX KOPIOPATHBHEIX KOHQIMKTOB, IOCIE TOTO, KAK OHM
Orputn 1porHGOPMUPOBaHET KopropaTuBHeIM ceKpeTapeM, OCBOOMIKIACT HOCIEIHETO OT
OTBETCTBEHHOCTH 32 OPTraHu3alMI0 PaspelleH:s KOPIIOPATHRHEIX KOHQIMKTOB,

7. Yenosust onnaTel TpyAa H npemuposanus KopinoparusHore cekpetaps

32. 3apabotmas tuata KOpIOpaTHBHOrO cexperapsi OIpeneNsercs CyMMOi
YCTaHOBJIEHHOIO TPYMOBBIM JOTOBOPOM JOJDKHOCTHOIO OKIaja ¥ IpYTHX BEIILIAT
KOMIIEHCAIIMOHHOro (B TOM YHCIE MaTepHalJbHAasl TOMOIIB), MOOLIPUTENRHOTO WHIK
CTHMYJHUDYIOIIETO XapakTepa B COOTBETCTRHM ¢ 3aKOHOMATENBCTBOM, HACTOSLIUM
Tonoxxenuem, pemennem CoBera AUPEKTOPOR M HHEIMU BHYTPEHHHMH JOKYMEHTAMU
O6inecrTra.

33. Hauwuciienue 3apaboTHON IIaThl NPOHU3IBOAUTCS B COOTBETCTBHU ¢ TabeneM
ydera WCIONB30BaHHMA pabodero BpeMeHH. VYuer (akTHyecku OoTpaboTaHHOro
KopriopaTuBHEIM CEXPETAPEM BPEMEHH OCYIIECTBIIIETCS. OTBETCTBEHHEIM CTPYKTYPHLIM
nonpasaencauem OdmecTna.

34. llopsutox swmatel 3apafoTHoM mmatst KopriopatusHoMy —CcexpeTapio
OTIPeNeNsIeTCst BHYTPEHHUM JNOKyMeHToM OOInecTsa, peryiupyIOHM CHCTEMY OILIAThI
TpyJa MWTaTHeIX padotHukor O6imecTsa.

35. Tlo pemenmo Cogeta nupexTopos Obiectsa KopnopaTHBHOMY CEKpeTaplo
MOXKET BRITNIAYHBATLCS IPEMEL B pazMepe He Oonee | (01HOr0) ZOMKHOCTHOIO OKIAAA IO
pesynnTaTaM ux paboTE 3a OTYETHEIH KBapTall, B CiIyuae KaYeCTBEHHOIO BLIITONHEHMI HMH
CBOMX (PYHKIMOHATBHEIX 00S3aHHOCTE!,

B uecTs 11pa3sgHOBans rOCYNapcTBEHHBIX NpazgfHUKOR B Pecnybiuke Kasaxcran
32 CYeT OHKOHOMHH CpelcTB doHpa omiaTel Tpyda (manee - ®OT) gomyckaercs
npemupoBanne KoprioparusHoro cexperaps Obmectsa B pasmepe He Gonee 1 (ommoro)
OOJDKHOCTHOTO  oKyiafa. COOTBEICTBYWILEE TPEMUPOBAHME OCYHIECTBASETCS Ha
ocHoBanuH npukasa [ Ipencenaress Ipasnenns - Pexropa, mu6o uila, MCHONHIIOMENO €0
00513aHHOCTH.

36. KopmopaTHBHOMY CeKpETaplo NMPEMHM HE BLILIAUMBAIOTCS B CIEAYHOLIMX
CILyJasx:

1) TIpu HANMWYHH HE CHATOTO AHCIMIUIMHAPHOTO B3LICKAH;

2) B cilyyae HaxXO)KIEHHUS B OTIIycke Oe3 coxpaHeHHs 3apaboTHOH ruate Gosee 1
(omHOrO0) MecsIa;

3) B ciiydae HaxXOXKIEHUS B OTIYCKE IO GEPEMEHHOCTH ¥ POJAM, KPOME CIyJaesn
BBIILIATE [IPEMHK TI0 HTOraM paboThl 332 KBapTajl MPOIOPIHOHANBHC OTPaGOTAHHOMY
BPEMEHH;

4) B cinyuae paboTrl B O0mectse meree | (0QHOrO) Mecsaua.

[Ipu oroM, npemur BHIUIAUMBAOTCS 03 ydeTa JOIIAT 34 COBMCILECHUE
OOJOKHOCTEH ¥ BEINOJIHEHHE 0013aHHOCTEH BPEMEHHO OTCYTCTRYIONIET0 paGOTHHKA.

[IpemMup He BBIIIAYHBAIOTCA TaloKe YBONEHHEIM ¢ palOTHl JMUaM, paHee
3aHUMABIIHM JOJDKHOCTE KopriopaTUBHOIo cexkperapsi, He3aBUCHMO OT CPOKa U TIEpUoia
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ero TPYLOBOM NEATeIbHOCTH B KagecTBe KopropaTHBHOIO cekperaps.

37. KopnoparusHoMmy cexperapto O6IIECTBa MPH [IPEAOCTABICHUH €/KETOZHOTO
OIJIAYMBAEMOTO TPYAOBOTO OTIYCKA BBIIIAYMBAETCS IT0COOHME Ha O3I0POBIECHUE B
pasMepe OAHOro MODKHOCTHOTO OKJIGZa OJMH pa3 B TeueHHe KaJeHIApHOI'O TojA.
Exceropupit  ommaumsaeMBlif  TPyZOBOM  OTIyCK  KOpHOPATHBHOMY — CEKPETAPIO
[PEIOCTABIIIETCS B COOTBETCTBHM ¢ mpukasoMm [Ipeacemarens Ilpasmenus - Pexropa
Of1iecTsa NPOAOIDKUTENLHOCTEIO 30 (TPHINATE) KajleHIAPHEIX JHEH.

38. KopmoparusHoMmy cexperapio OOImecTBa OCYINECTBILSIIOTCS  QOIIIATEL
NPENOCTABJISIOTCS.  TapaHTHMd W KOMIIGHCAIMOHHBIE  BBILIATEL B pasMepax,
OpelyCMOTPEHHBIX  TPYIOBBRIM  3aKOHoJaTenscrBoM  PecnyOmumkm  Kazsaxcran u
BHYTPEHHMMH JOKyMeHramu OO0mectBa, a Taloke J00pPOBOJBHOE MEIUIHHCKOE
CTpaxoBaHye 3a c4eT cpedcTs O6uiectsa (rpr Hamwguy B OOIIECTBE COOTBETCTBYIOIMIETO
COLMATIBHOTO TAKEeTd),

39. KoprnopaTHUBHOMY CEKpETAPIO OKA3KIBAETCH MATEPHAJLHAS IIOMOIOL B
pasmepe 40 (copoka) MECSUHBIX pAcUeTHBEIX I0KA3areNiell Ha OCHOBAHMH KOIMH
HONATBEPIIAIOIIHX JIOKYMEHTOB (CBUIETENLCTRO 0 POXKIIEHUN
(YCHIHOBJICHHI/Y OUEPEHNH), CBHACTENLCTBO O GpaKe, CBUIETENHCTBO O CMEPTH) B
CIEAYIOMIMX CIIyUadx:

1)  poxnenue (yChHOBICHHE, YAOUEPEHHE) peGeHKa,;

2) OpakocoderaHue pabOTHUKA;

3) cmepTH cynmpyTa (CYNpyry) Hiy ux OGAM3KHX POJCTBEHHHKOB (pojMTeieH,
JeTeH, YCBIHOBHTEJEH, YChIHOBICHHBIX, TOJHOPONHEIX M HE NOJHOPOAHEIX OpATLEBR H
cecrep).

Marepranbras [IOMOIIL BRIUTAYMBACTCS Ha OCHOBaHWM IpuKasza [Ipencenaresns
ITpasnenns - Pexropa, 1u60 AUIIa, HCIIONHSIOMEN0 ero 06A3aHHOCTH.

8. OGecneuenue geaTensHocTH KopriopaTusHoro cexperaps

40. B nemax namiexamero u 3QAeKTHBHOrO BHIIOIHEHHS 0013aHHOCTEI,
KopniopatupHeiil cexperaps AoMKeH OBITE ofecicuer HeoOX0AMMBIMY OpraHH3aHOHHO-
TEXHUYECKUMH YCJIOBHIMH, B YaCTHOCTH:

1) mMers pabouee MECTO, HAXOMIMICECH HENOCPEACTBEHHO I10 MECTY HaX0 K ICHU
aJAMHMHHCTPATUBHOTO alapaTa O0mecTRa,;

2) HeOOXONMMOH OprTeXHUKON M IepupepuiHEIM o0opyaoBaHueM, ceHdom,
HECI'OPAEMBIM METAJUIMYECKHM MKahOM JUIsl XPAHEHHS TOKYMEHTOB, & TAKKE ClIPABOYHOH
H IIEpHOIHYIECKOH NUTEepaTypOH;

3) COOTBETCTBYIOLIEH HHMOPMAIHOHHON TPABOBOM CHCTEMOM (2JIEKTPOHHOH
6a30lt TAHHLIX).

41. PasMmep KOMaHIMPOBOUHEIX pACXONOB (CYTOUHBIE, PACKOAB 10 HaiiMy
XKHJIONO TIOMELIEHHA, PACXOB! 110 [POE3AY K MECTY KOMAHIHPOBAaHMS M OOpaTHO) Ul
KopriopaTueHOro cexperapss OIpefeisercss B COOTBETCTBHM ¢  BHYTPEHHHMH
nokymentaMu Od1mecTra.
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9. 3akNYUTENbHBIE MOJ0KEHH A

42. VYteepxaenue Honoxenus, a Taoke BHECEHHS H3MCHEHUI W JOIIONHEHNI B
HEro OTHOCHTCH K KoMmneTeHIuu Coseta aupekropoB ObmecTra.

43, Ecau otmenwsHBle IIYHKTB Hacrosmiero [lofoskeHHsT BCTYIAIOT B
[IPOTUBOPEUHE ¢ AeHCTRYIONMM 3aKOHOJATENECTROM, 3TH IIYHKTH YTPAUUBAIOT CHIY H B
YACTH PETYNUPYEMBIX 3TUMH IIYHKTaM# BOIPOCOR CIEAYET PYKOBOJCTBOBATLCH HOPMAMH
IeHCTBYIONEro 3aK0HOAATEIBCTRE 1O MOMEHTA BHECEHMS COOTRETCTRYIOITHX H3MEHEHH
B HacTosee [TonoxeHne.
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