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1.061mue noJioxKeHust

1. Hacrosmee IlonoxeHne o KOPIOPAaTHBHOM CeKpeTape HEKOMMEPYECKOTO
aKIIMOHEPHOro o0IecTBa «APKAJBIKCKHI IMEJAarorM4ecKuii MHCTUTYT HMMEHH
W.Anteiacapunay» (nanee — [TomoxeHue) pa3paGoTaHo B COOTBETCTBHH C 3aKOHOM
Pecmybnmuxu Kazaxcran «O6 akiMOHEPHBIX OOIIeCTBax», YCTAaBOM M HHBIMH
BHYTPEHHUMH JOKyMEHTaMM HEKOMMEPUYECKOTO aKI[MOHEpHOro  OOIlecTBa
«ApKaNbIKCKUH MeJarorn4ecKuii WHCTUTYT MMeHH W.AnTeiHcapuHa» (naiee -
OO611ecTBO).

2. TlonoxeHnue ompenenser 3amaud, (QYHKIWHA, OpaBa W OOA3aHHOCTH,
OTBETCTBEHHOCTb, MOPSITOK Ha3HA4Y€HUs,  YCJIOBHUS BO3HArpaxI€HuUs
KopriopaTuBHOro cekperapsi O6mectBa (nanee - KoprnopaTuBHbICEKpeTaph ).

3. NomxHocTh KopriopaTHBHOro cekperapsi BBOJUTCS B IENAX OOeCIedeHus
COOIOIEHNs] OpTraHaMU U TO/DKHOCTHBIMHM JuiiaMi O61ecTBa MPaBUIl U MPOLIEAYP
KOPIIOPATUBHOI'O YIIPABICHUS, FAPAaHTUPYIOUINX peai3alliio MpaB U MHTEPECOB
EnunctBeHHOrO akuuronepa OO1mecTBa.

4. KopnopaTuBHbIii cekperapp — paboTHHK OOIecTBa, He SBISIOLIUACS
yieHoM Coseta aupextopoB 6o [IpaBnenus O6miecTBa, HazHadaeTcsi CoBeTOM
nupektopoB OGmiectBa. B cBoeit mestensHocTH KopnopaTuBHBIA cekpeTapb
noxoT4yeTeH U noausS. nHeH CoBeTy aupekTopoB Ob1iecTBa.

5. KopnopaTuBHbII cekpeTapb oOecreduBaeT COOJMIONEHHE OpraHaMu H
JNOJDKHOCTHBIMU JniaMu OO1mecTBa mpoleayp, HalpaBlIeHHBIX Ha obecrieueHue
IIpaB U MHTepecoB ENWHCTBEHHOro akuMOHepa, a Takxke ciemoBaHus OO6mecTBa
IIOJIOXKEHUSIM B chepe KOPIIOPATUBHOTO yIIpaBJIeHHs, Y CTaBa U HHBIM BHYTPEHHUM
nokymeHntam OO1ecTsa.

6. KopnopatuBHblii cekpeTapb obecredrBaeT MOATOTOBKY U IIPOBEACHHE
3acenanuii  CoBera mgupekTopoB OOmecTBa, obecreunBaeT (opMHpOBaHKE
MaTepHuasoB M0 BOMpPOcaM, BBIHOCUMBIM Ha paccMoTpeHue CoBeTa IUPEKTOPOB U
EnuHCTBEHHOTO akIMoHepa, BeleT KOHTPOJIb 3a 00ecreyeHueM JOCTyIa K HUM.

7. KopmopaTuBHBEIM CeKpeTaph OCYIIECTBISET CBOIO JeSTENbHOCTh B
COOTBETCTBUU C HOpMaMH 3aKkoHojaTenbcTBa Pecrmybmuku Kaszaxcran (nmanee —
3aKOHOATENbCTBO), YcTaBa, HacToswero IlomoxeHus, HHBIX BHYTPEHHHMX
nokymentoB OOmiecTBa, a Takxke pemeHnusmu CoBera OUPEKTOPOB H
EnuHCTBEHHOTO aKkIMOHEpa.

2. Ilopsizok HA3HAYEHHS H OCBOOOKAEHHSA OT JOJIZKHOCTH

8. KopmopatuBHbIii cekpeTaps Ha3HaudaeTcsi peieHrneM CoBeTa JUPEKTOPOB,
MIPUHATHIM MPOCTHIM OOJIBIIMHCTBOM T'OJIOCOB ujieHOB CoBeTa AUPEKTOPOB.

9. Bompoc o Ha3zHaueHWH WIH 00 OCBOOOXKIAEHUH OT JOJDKHOCTH
KoprnopatuBHOro cexpeTapss BHOCUTCS Ha o4HOe 3acenaHue CoBeTa AUPEKTOPOB.
[IpucyTcTBHE KaHOuAaTa Ha JODKHOCTH KoOpHmopaTWBHOIO CeEKperaps Ha
yKa3aHHOM 3acelaHuHu 0053aTeIbHO.

10. B orHomennn kanaumatypsl B CoBeT IUPEKTOPOB MAOJDKHA OBITH
NpeJicTaBlIeHa Cleayoias HHGopMaIus:

1) bamuus, UM, OTYECTBO KaHIUIATA;

2) rox poXIeHus;
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3) obpa3oBaHWe, CHEUUAIBHOCTH IO AUIUIOMY (OWILIOMaM), CBEIEHHS O
TIOBBILIEHHH KBATM(DUKALMHU U TPOGECCHOHATBHOM MEPENOArOTOBKE;

4) ceneHust 06 ombITe paboTHI 3a mocueHue 5 (MATh) JIET;

5) mNHUChMEHHOe 3asBl€HHE KaHAWAATa O Ha3HaYeHMH Ha JOJDKHOCTB
KopnoparusHoro cekperapst O61iecTsa.

11. KopniopaTuBHBIM cekpeTapeM MOXKET ObITh HA3HAYEHO JIMIIO, OTBEYAIOIIee
CIEeAYIOIUM TpeOOBaHUSIM:

1) HanMYKe BBICIIETO IOPUANYECKOTO H/HUITH SIKOHOMHUYECKOTO 06Pa30BaHHs;

2) Hanuuue omnbiTa paboThl HEe MeHee 5 (MATH) JIeT, B TOM 4Yuclie B 00JacTh
KOPIIOPaTUBHOI'O IIPaBa UJIH KOPIIOPATUBHOIO yIIPaBICHUS W/HIH Ha PYKOBOISIIIEH
JOJDKHOCTH — 6oJee 2 (OByX) JIET;

3) HanM4Me 3HAHWIA, ONBITA U KBATH(GHUKAIIUH, JOCTATOYHBIX /IS MCIIOIHEHHUS
BO3JIOXKEHHBIX Ha HEro 0053aHHOCTE.

4) Hanu4Ke OPraHU3aTOPCKUX M AHATUTHYECKUX CIIOCOOHOCTEN U HABLIKOB;

5) 3Hanue cnienuduku gestensHocTH OO1EecTBa.

12. I'lo pemenuto CoBeta nupekTopoB GyHKIHE KopropaTuBHOIO ceKpeTaps
BPEMEHHO MOIYT OBITH BO3JIOKE€HBI Ha paboTHHka OOmecTBa (C COBMEIIEHHEM
OCHOBHOM JIOJDKHOCTH) CPOKOM He OoJiee 3 (Tpex) MecsIieB.

13. B pemenun CoBera AMPEKTOpPOB O Ha3HaueHWH KoprmopaTHBHOIO
CeKpeTaps yKa3bIBalOTCs, B TOM YHUCIIe, CPOK MTOJIHOMOYHH, pa3Mep JOJKHOCTHOIO
OKJIaZla ¥ yCJIOBMS OILIATHI TPyAa, pa3Mep AOILIATHI IPU BPEMEHHOM BO3JIOKEHUHU
00s13aHHOCTEH, MPEMUPOBAHKS W/ WU BO3HATPAKICHHUS.

14. PazMep HOMKHOCTHOTO OKJIajaa, AOTUIAThI IIPH BO3JI0KEHUH 00s3aHHOCTEH
(coBmemienun (yHkuuu KopmnopaTHBHOTO cekpeTapsi) U yCIOBUS MPEMUPOBaHUS
u/unu BosHarpaxaeHuss KopnopaTuBHOro cekperapsi ycraHaBiauBaroTcs CoBeToM
JUPEKTOPOB B COOTBETCTBUM C BHYTPEHHHMMH HOPMAaTHUBHBIMH JIOKYMEHTaMHU
O6mecTBa.

15. KopmopaTuBHOMY ceKpeTapio pa3peliaeTcss BBIOJHEHHE paboThl H
3aHATHE JOJDKHOCTEHN B APYTUX CTPYKTYPHBIX moapazaeneHusx OOiiecTBa, TOIBKO
CBSI3aHHBIE C MeJarOTHYeCKOM, HAyYHOU U TBOPYECKOH AESITEIbHOCTHIO.

16. C nmiom, Ha3HadaeMbiM KoprnopaTtuBHbIM cekpeTapeM OO1ecTsa,
3aKIIF0YaeTcs TPYAOBOM IOrOoBOp Ha CpOK, OmpeneneHHbIH perieHuem CoBeTa
IAPEKTOPOB.

17. TpynoBoit noroBop ¢ KopnopaTUBHBIM CeKpeTapéM MOAMKMCHIBAETCS OT
umenn O6mectsa [Ipencenarenem [IpaBnenus — PextopoM.

18. CoBeT OUPEKTOPOB BMpaBe MPUHATh pELIEHHEe O JOCPOYHOM
nmpekpamieHur mojHoMounii KopmopaTuBHOro cexkperapss M pacTOPXEHHH
3aKJIFOYEHHOTO C HUM JIOTOBOpa B TOPSIKE, YCTAHOBIEHHOM 3aKOHOAATEIBCTBOM.
IIpu mocpodyHOM TIpeKpallleHHH MojHOMourni KoprnopaTMBHOro cekperaps H
pacTOpXKEHUU 3aKIIOYEHHOTO C HHMM JoroBopa, KopropaTHBHOMY CeKpeTapio
BBITIJIAYHUBAIOTCS BBITIJIaTaMU, IIpeIyCMOTPEHHBIE IEeHCTBYIOIIUM
3aKOHOATETHCTBOM.

19. Pemenue o HazHayeHuH HoBoro KoprnopaTuBHOro cekperaps
npunuMaercss COBETOM IHPEKTOPOB B CPOK He mo3aHee 1 (OAHOro) mecsua ¢
MOMEHTa TPUHSATUS pEHIEHUS O TMpeKpalleHHH IOJHOMOYUN IEHWCTBYIOLIErO
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KopmoparuBHoro cekperapsi. Pemenne o HasHaueHun HoBoro KopmopaTuBHOrO
CeKpeTapsi MOXeT OBIThb INPHUHATO OJHOBPEMEHHO C TNPHHATHEM pELIEHHsS O
AOCPOYHOM  TPEKpallleHHWH IIOJHOMOYMM AelcTByromero KoprnopaTHBHOTO
ceKkpeTaps.

20, BuoBe  HasHaueHHomy  KopmopaTwBHOMY  CeKpeTapi  €ro
NPEAIIeCTBEHHUK JOJDKEH Iepelarh Jeja, MOKYMEHThHI H 0a3y JaHHBIX
JOKYMEHTOB Ha 3JIEKTPOHHOM H (miu) OymaxxHoM HocuTensx. Ilepemaua nen
OCYIIECTBIIETCA B CPOK He mo3gHee S5 (mATH) pabouymx AHEH C MOMEHTa
Ha3HauyeHHWs HoBoro KopnopaTuBHOro cekperapss Mo akTy mnpueMa-liepefadd, B
KOTOPOM 0053aTeNIbHO JOJDKHEI OBITh yKa3aHbl OCHOBAaHME Iepefadd Jell, JaTa
nepeaavyy, HaMMEHOBAaHWE M COCTaB IepelaBaeMoOd JTOKYMEHTAIlUH, CITHCOK el
(MeponpUsATHH, NeWCTBUH, 3aIPOCOB), KOTOPLIE HAXOMATCSA B CTAJUM HCIIOIHEHMS
Y JIOJDKHBI OBITh UCTIOIHEHBI BHOBb Ha3HaueHHBIM KOpIopaTHBHEIM CEKpeTapeM.

3. 3aga4yu KOPNOPAaTHBHOIO CEKpeTaps
21. 3amagamu KopmopaTuBHOro cexperaps B paMKax €ro IesTelbHOCTH
SBIISIFOTCS:

1) obecrnedyeHune coOOMIOAEHUS OpraHaMd W JOJDKHOCTHBIMM  JIHIIAMH
O6mectBa 3aKOHONATENbCTBA B Chepe KOPIIOPATUBHOTO YIpaBIEHHs, YCTaBa H
BHYTPEHHUX HOKyMeHTOB (OO0ImecTBa, a Takke COBEPIICHCTBOBAaHUS IOJIHTHUKH H
IIPaKTUKU B 00J1aCTH KOPIIOPATHBHOT'O YIIPABJIEHHUS;

2) obecnieuenne 3¢ hekTUBHOI nesTenbHOCTH CoBeTa IUPEKTOPOB,;

3) obecrieueHre XpaHEHHUs, PACKPBITHS W TPEIOCTaBIEHHS CYIIECTBEHHOM
nHpopMmau 06 OOmiecTBe B paMKaxX MPEIOCTAaBIEHHON KOMIIETEHIMH, a TaKXke
IO IEP>KaHMUS BBICOKOTO YPOBHS HH(OPMALIMOHHOW MPO3PaYHOCTH.

4. ®ynknuu KopnopaTtuBHoro cekperaps

22. Jlns BBINIONHEHHWS 3aladd 10 OOECIEeYeHHIO COOJIIOJEHUS OpraHaMH,
NOJDKHOCTHBIMH Jiniiamu OO1ecTBa 3aKOHOAATENbCTBA B cepe KOPIIOPAaTUBHOIO
yOopaBieHHs, YcTaBa M BHYTPEHHHMX JOoKyMeHToB OOiiecTBa, a TakKxke
COBEpILIECHCTBOBAHUS TIIOJUTHKH W TPAaKTHKA B 00JaCTH KOPIOPATUBHOIO
ynpaBieHus, Ha KoprmopaTuBHOTO cekpeTaps BO3JIaratoTcs Clieyrolie GyHKIUM:

1) mpenocrtaBieHWe W OpraHW3allds KOHCYJIbTAllUK JOHKHOCTHBIM JIHIAM
O6mecTBa, B Tpeneiax CBOEH KOMIIETEHIIMHM, IO BOIMPOCAM, CBS3aHHBIM C
3aKOHOJIaTeTBCTBOM M BHYTPEHHUMH JoKyMeHTamu OOIecTBa;

2) undopmupoBanre CoBeTa AHUPEKTOPOB O BEHIsABIEHHBIX B OOiiecTBe, B
Ipefenax CBOeH KOMIIETEHIIMM HapyIIeHUSX 3aKOHOJATeIhCTBa M BHYTPEHHHUX
nokyMeHToB OOI1IeCcTBa;

3) yuyactue B pa3paboTKe, COOJIOJEHWHM MU NEPHUOOUYECKOM IEPECMOTpE
IOJIUTUKUA U TPAKTUKH KOPIOpaTHBHOrO ympasieHus OOIecTBa, a TaKXKe HMHBIX
BHYTpPEHHHX JOKyMeHTOB OO011iecTBa B paMKaxX KOMIIETEHLINH;

4) MOHUTOPHHT M aHAJIW3 CYIIECTBYIOIIEeH TpPaKTUKHU, TEHICHINH,
IIepCIEKTUB pPa3BUTUS B OOJIACTH KOPIIOPATUBHOIO YyIpaBiieHHS B PecmyGiuke
Kazaxcran, 3a pyOexoM U BHeCeHHe MH(pOPMAIHH, PEKOMEHAAIIUN JOIKHOCTHBIM
JULlaM, COOTBETCTBYIOIIMM OpraHaM H  PYKOBOJIUTENISIM  CTPYKTYPHBIX
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noxpasnenesuit O6ecTsa.

23. JIng BEIIOJHEHUS 3aJad 10 00eClIeYeHHIO 3¢ (HEeKTUBHOM IeSITENEHOCTH
CoBeta [MpeKTOPOB M ero KOMHTETOB Ha KOpHOpaTMBHOTO CeKpeTaps
BO3JIaraloTCs Cieayromue GyHKINH:

1) pasbsacHenne BHOBb u30paHHBIM uieHam CoBeTa JHUPEKTOPOB
aectByrommx B O6mecTBe mpaBun gesitenibHOCTH CoBeTa AMPEKTOPOB M MHBIX
opragoB OOmiecTBa, NpenocTaBlieHHe HHPOPMALMU O JOHKHOCTHBIX JIUIAX H
OpraHM3alMOHHOM CTpyKType OOlecTBa, ero BHYTPEHHHX IOKYMEHTOB W HHOM
MHOOpMaLlUM, WMEolIedl 3HAYeHWe Ui HaJJIe)Kalllero MCIONHEHUS YIeHaMH
CoBeTa qupeKTOpOB UX 06sA3aHHOCTEI;

2) opraHM3alMs O3HAKOMHUTENBHBIX BCTpEY Ui BHOBb M30pDaHHBIX YJIECHOB
Cosera nupekTopoB ¢ wieHamu [IpaBieHHs W PYKOBOAUTEISAMH CTPYKTYPHBIX
nonpaszaenenui ObuiecTBa (B cirydae HEOOXOIHUMOCTH );

3) mpeAcTaBlIeHHE MOMOINKA B OPraHM3al[Md MEPOINPHUSTHH 110 MOBBIIIEHHIO
kBanupukaiyy wieHoB CoBeTa IUPEKTOPOB;

4) paspaborka mpoekrta [Inana paGotei CoBeTa AMPEKTOPOB C IpadMKOM
IIPOBEJICHUS 3aCE€JaHUN Ha COOTBETCTBYIOIINH yUeOHBIN WIH KaJleHIapHbIH T'oI;

5) obecneueHne HaJIexalleld MOATOTOBKA MAaTepPHalIOB II0 BOMpPOCaM
IIOBECTKHU [Hs 3acenanuii CoBeTa TUPEKTOPOB;

6) cBoeBpeMeHHOe HampabieHue dwieHam CoBeTa TUPEKTOPOB MOBECTKHU JIHS
3acenanusi CoBeTa TUPEKTOPOB C MPHIOKEHHEM BCEX HEOOXOAUMBIX MaTepHAIIOB,
a TaK)K€ U3BEIleHUE NIPUTJIallIeHHBIX Ha 3ace/laHue JIUII;

7) mporokoiMpoBaHue 3acemanuii CoBeTa IMPEKTOPOB B COOTBETCTBHH C
TpeGoBaHUSIMHU 3aKOHOAATEIBCTBA, Y CTaBa U BHYTPEHHHUX JOKyMeHTOB OOIecTBa,
a TakXKe obecreueHrue CBOEBpeMEHHOT0 oanucanus wieHaMu CoBeTa JUPEKTOPOB
pemennit CoBeta AMPEKTOPOB (ITPOTOKOJIOB);

8) HampaBlieHHe KOMHH pelleHuid, mpoTokojoB CoBeTa JUPEKTOPOB 4JIeHaM
CoBeTta TUpeKTOPOB, OTCYTCTBOBABIINM Ha 3aceqaHui CoBeTa JUPEKTOPOB;

9) obecrnieueHne HamIeKaIIero COONIOACHHUS TPOLEAYpPhl IPOBEIEHUS
3aceqaHuid U npuHATUA pemeHuid CoBeTOM IUPEKTOPOB, MPEIOCTaBIEHUE
pa3bsCHEHHH TpeboBaHUM 3aKOHOAATENbCTBA, Y CTaBa U BHYTPEHHUX JOKYMEHTOB
O6uiecTBa, HEOOXOIUMBIX I MPUHATHS COBETOM JUPEKTOPOB PEILIEHUN;

10) HanpaBnenue pemeHuit CoBeTa JUPEKTOPOB COOTBETCTBYIOIIMM OpraHaM
U JOKHOCTHBIM JjumaM  (OOmecTtBa, KOHTPOJAb HUX  HCIOJHEHUS U
uHpopMupoBanne CoBeTa IUPEKTOPOB O pe3ysbTaTaxX (Xole) HCIOJIHEHHS B
nopsiike, yctaHoBlieHHOM COBETOM AUPEKTOPOB;

11) moaroroBka GroJIIETEHEM OJisi 3a0YHOrO rojocoBaHusi 4dieHoB CoBera
IUPEKTOPOB, OCYIIECTBIIEHHE pacChUIKM M cOopa OroieTeHel, IOJBeIeHUE
UTOTOB TOJIOCOBAaHHMS 110 BOIIPOCaM MOBECTKH JHs 3acenaHusi CoBeTa TUPEKTOPOB;

12) mnpenocraBnenne (obecneuenune mnpenoctaBinenus) uieHam Coera
IUPEKTOPOB 3alpalliMBaeMbIX MU JOKYMEHTOB U HH(POpPMAIIHH;

13) undopmuposanue Ilpencenarens Cosera TUpeKTOpoB 000 Beex (akTax,
NPEMATCTBYIOLIMX BITOJHEHHIO KOPIIOpaTHBHEIM CEKpeTapeM ero 00s3aHHOCTEMH;

14) ygactue B moaArotoBke rogooro otyera OOIIECTBa;

15) cbop u yder WHpOpMaIMK B OTHOIIEHHH 4ieHOB CoBeTa JMPEKTOPOB,
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HEOOXOIMMON ISl TIPENOCTAaBIEHHS] COOTBETCTBYIONIMM TIOCYAApCTBEHHBIM
opraHaM U ApyTr'¥M 3aWHTEPECOBAHHEIM JIMIIAM;

16) opraHM3allMOHHOE CONMPOBOKAEHHE JEATENLHOCTH KoMHuTeToB CoOBeTa
AVPEKTOPOB, BKJIOYas, B TOM 4YHCIe, oOecreyeHre MOATOTOBKHA MaTepHalOoB U
OpraHu3allii0  IIPOBEJEHHs 3acelaHui, BeJeHHe IIPOTOKOJIOB, XpaHEHHE
pPeKOMEHIalui, 3aKIIOYEeHHA KOMUTETOB U MX mpencraBieHne CoBety
JUPEKTOPOB;

17) yuet u xpaHeHue Bcell moctynaroiei B anpec CoBeTa JUPEKTOPOB, €ro
KOMHUTETOB  KOPPECIIOHJEHIMH, olecrieyeHHe MOATOTOBKA OTBETOB  Ha
IIOCTYTAOIIKE 3aIPOCHI;

18) ocymiecTBieHre KOHTPOJIS 3a MCIOJIHEHHEM aapecHbIX pemrenuii Coera
TUPEKTOPOB.

24. Jlns BBIONHEHHUs 3ajad IO OOECIEeYeHHWI0 XPaHEHHS, PACKPHITHS H
NPEIOCTaBIeHUsI CyLIeCTBEHHOM wuHpopManun o6 OOmecTBe, a TaKxke
NONJEPKAHUA  BBICOKOIO  YpPOBHS MH(GOPMAIIMOHHOM  MPO3payHOCTH  Ha
KoprnopatuBHOro cexperapsi BO3JIAraloTcs Clieayrolne GpyHKIHH:

1) obecnieuenne coboaeHUs TPeOOBAHMIA K IOPSIKY XPaHEHHS U PACKDPBITHS
(mpenocTaBieHus ) UHpOpMaIHH 00 ObmectBe, YCTaHOBIIEHHBIX
3aKOHOJATEeNbCTBOM, YCTaBOM M BHYTPEHHHMH J0KymeHTamu OOImecTBa B
paMKax KOMIT€TEeHIIHH;

2) KOHTpOIb 3a CBOEBPEMEHHBIM pacKpbiTHeM OOIIECTBOM HHGOpPMALUU B
IIOpSIIKE, YCTAHOBIEHHOM 3aKOHOJATEeNbCTBOM, YCTaBOM U BHYTPEHHUMH
nokymeHntamu OO1iecTBa;

3) obecriedeHHe B COOTBETCTBHH C 3aKOHOAATENILCTBOM W BHYTPEHHUMH
HOpPMaTUBHBIMM JOKymeHTamMu OOmiectBa ydera U XpaHEHHS [IOKyMEHTOB
ObmectBa  (Kkacarommxcs  jgesrenbHocTH  KoprmopaTHBHOro — cekperaps),
NOJUIeKalUX 00s3aTeIbHOMY XpaHEHHUIO, JOCTyNa K HHUM, IPENOCTaBIECHHUS HX
KON, MpU 5TOM KOMHH YKa3aHHBIX TOKyMEHTOB B 0Os3aTENbHOM IOPSAIKE
yaocToBepsitoTcsi KopriopaTuBHBIM ceKpeTapeM;

4) obecnieyeHHe CBOEBPEMEHHOTO TPENOCTaBIeHUS EIMHCTBEHHOMY
aKIMOHepy HH(OpMAIUHU, 3aTpardBaloIleil ero WHTEpechl B COOTBETCTBHHM C
3aKOHOOATEeNECTBOM, YCTaBOM, BHYTpPeHHHMH JokyMeHTamu OOiiecTBa,
peuieHreM ENMHCTBEHHOTO aKIIMOHepa;

5) ydactue B pa3paboTke HWHGOPMALMOHHON IOIUTUKH (TIOJOXKEHHUS O
PacKpbeITUM HH(POpPMAlLUK), TIOJOXKEHHS O XpaHEHWH KOMMEpPYECKOM U HHOHU
KoH(puIeHansHoH nHGopMaruu OO6IecTBa;

6) ydacTue B aKTyaJll3alliy U HAITOJIHEHUH COOTBETCTBYIOIIEH HH(bOpMaIUe
BeO-caiita OOIecTBa, BHECEHHE COOTBETCTBYIOIIUX MPEIOKEHUH (MHPOpMALIHH)
CoBery gupektopoB u [IpaBieHWIO 1O TOBBIIIEHWIO €ro KadecTBa U
MH()OPMATUBHOCTH.

25. nble pyHKIMH:

1) B mpenenax cBoell KOMITETEHIIWH, a Takxke Mo nmopy4eHuro 4ieHoB Cosera
IUPEeKTOpoB U EIWHCTBEHHOro akIiMoHepa, BeleHHe JEJIOBOM IIEPEelUCKHA U
OCYIIECTBIIEHUE NI€JIOBBIX KOHTAKTOB C JOJDKHOCTHBIMHU JIMLIaMH, ENMHCTBEHHBIM
aKIIMOHEPOM, OpraHaMH, pPYKOBOIUTEISIMH CTPYKTYPHBIX IOApa3[elIeHUN
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OO61ecTBa, a Tak)Ke HHBIMH QU3MIECKMMH U IOPUIMYECKAMH JTHIIAMH,

2) moArotoBka B paMKax KOMIIETEHIMH M YYacTHE B MOATOTOBKE MPOEKTOB
BHYTPEHHHUX JIOKyMeHTOB OOIIecTBa, YTBEpXIEHHE KOTOPHIX OTHOCHUTCSH K
KoMmrereHIuH CoBeTa AUPeKTOpOB U EAWHCTBEHHOTO aKI[HOHEPA;

3) ocymecTBIeHHE KOHTPOJIS 3a WCIIOJHEHHWEM pelleHui EauHCTBEHHOro
aKIMoHepa,

4) opranu3anus JOBEIEHUS Pe3yJbTaToOB MpoBepok O6ILEeCTBa, IPOBOIUMBIX
BHEIIIHUM ayJIHTOPOM M rOCyAapCTBEHHBIMHU opraHamu, 10 CoBeTa TUPEKTOpPOB, B
Cllydyae HeOOXOAUMOCTH, €0 KOMUTETOB;

5) wmHble (¢ynkuun ~KopmopaTuBHOro — cekperapsi,  yCTaHOBJIEHHEIE
3aKOHOJATENbCTBOM. BrInonHeHHe (YHKIUMA, NPEeNyCMOTPEHHBIX B IaHHOM
pasgene Hacrosuiero Ilomoxenus, ocymectnusercs KoprnopaTuBHEIM cekpeTapeM
CaMOCTOSATEIBHO.

S. IIpaBa u o6s3anHOocTH KopnopaTuBHOro cekperapsi

26. KopriopaTuBHBIi ceKpeTaph UMEET IIPABO:

1) 3ampammBaTh W NOMy4YaTh Yy JODKHOCTHRIX Jmi  OOIecTsa,
pykoBoauteneii CiyxObl BHYTpPEHHETO aylWTa, CTPYKTYPHBIX IOApa3ielieHUui
ObmectBa Matepuansl (MHGOPMAIIHIO), B Cliydyae HEOOXOAMMOCTH Pa3bsICHEHHS,
HEoOXOnUMMBIe Ui  OCYIIeCTBIeHHS KopmopaTHBHBIM CEKpeTapeM CBOHX
GbyHKLINH;

2) mpoBepATh MOJTHOTY MPEICTaBIEHHOTO MaKeTa MaTepHajoB IO BOIPOCAM,
BKJIFOYEHHBIM B MOBECTKY IHs 3acenanus CoBeTa IUPEKTOPOB, ¢ IPaBOM BBbIAAYU
3aME€YaHUi U NpeIoKEeHHH;

3) 3anpamuBarh 4 nony4darh y uieHoB CoBera aupektopoB Hu [Ipencenarens
[IpaBnenuss — PexkTopa OT4eT O XOJe BBINOJHEHUs pelleHud EnuHCTBEHHOro
akuroHepa, CoBera JUPEKTOPOB, U, B Clly4ae HEBBINIOJIHEHUs WM HapyLICHHS
CPOKOB  BEHITNIOJIHEHHWsS, 3alpalidBaTh MHUChbMEHHbIE OOBSCHEHUS IMPUYUH
HEHWCIIOTHEHUS WJIM HECBOEBPEMEHHOT'O UCIIOJIHEHUS PEILICHUN;

4) 3anpamuBath y wieHoB CoBeta aupektopoB u [Ipencenarens [Ipasnenus —
Pektopa wWHGOpManui0 W pa3bsICHEHHs B CBA3M C HapylIeHHWEM IIpaB
EQuHCTBEHHOTO aKIMOHepa WM CUTyallMeid, NpUBOIALIEH K BO3HMKHOBEHHIO
KOPIIOPaTUBHBIX KOH(PIUKTOB U KOHQIMKTOB HHTEPECOB;

5) mpennaraTh BOMPOCHI B MOBECTKY AHsS 3acenaHusi CoBeTra QUPEKTOPOB U
[TpaBnenus OO61IECTBA;

6) 3ampammBare MHpOpManM© y peectpoaepxkarens Ob6mectBa 00
olepalusx, 3aperuCTPUPOBAHHBIX B peecTpe nepxkarens akuui OOmiectsa, a
TaK)Ke HHYIO0 HH()OPMAIIUIO U3 peecTpa, Heobxoaumyro OO61iecTBy;

7) mpemocTaBiATh  peecTpomepkaremo  OOmecTtBa  JOKyMEHTALMIO,
CBA3aHHYIO C BhINycKoM OOIIECTBOM IIEHHBIX OyMar W HHYIO HH(OpPMALHIO,
HEOOXOOUMYIO peecTpoJepkaTero [JIs  HaJiexallero BeJeHHs peecTpa
nepkarenei eHHbIx Oymar ObiecTBa.

27. KopriopaTUBHBI# ceKpeTaphb 0053aH:

1) mpu OCYILIECTBIEHUM IEATEIBHOCTH COOJIONAaTh HOPMBI U TpeOOBaHHUSA
3aKkoHOJATeNbCTBA, YcCTaBa, HacTtosmero I[lookeHHs W HHBIX BHYTPEHHHMX



nokyMeHToB OO11eCcTBa;

2) ucnonHsATh nopydenust CoBeTa JUPEKTOPOB;

3) OTYMTBIBATHCS O CBOEH AesTenpHOCTH epen COBETOM THUPEKTOPOB;

4) cobmonate KOHGUAEHIMATBHOCTH HHOboOpMaimu 00 OO6IecTse,
UHCAaWJIEpCKOM MH(OpMAaIMK, CTaBIIeW W3BECTHOM B IEPHOM OCYIIECTBICHHUSI
¢ynkuuit KopriopaTHBHOTrO cekperapsi U B Te4eHHE He MeHee 4eM 3 (Tpex) JeTr
II0CJIe TPEKpalleHNs IOJTHOMOYHI B kauecTBe KopropaTHBHOrO cekpeTapsl.

5) NOANHUCHIBATE IPOTOKOJ, BEIITMCKH U3 TIPOTOKOJIA M YAOCTOBEPATH IIEYATHIO
KopropatuBHoro cekperapss ¢ mapagupoBaHHEM TIOJHCTHO YAOCTOBEPSIEMOM
JNOKyMEHTAaIlUH;

6) wuHdopmupoBath COBET IHPEKTOPOB O BO3HUKHOBEHHHM CHTYAllMiA,
CO3JAIOIIUX Yrpo3y HapylLIeHHsI HOPM IEeHCTBYIOIIETO 3aKOHOIATeNhCTBa, IIpaB
EnvHCTBEHHOrOo  akiMoHepa, a Takke BO3HHKHOBEHHS KOPIOPATHBHOTO
KOH(IHKTA.

6. OTBercTBeHHOCTH KOpnopaTuBHOro cekperaps

28. KopriopaTuBHBIif cekpeTapb JOIKEeH IeHCTBOBAaTh B MHTepecax ObiecTBa
1 EnuHCTBEHHOr0 akiMoHepa, HCIIOHATE CBOM 00SI3aHHOCTH T0OPOCOBECTHO.

29. KopnopaTuBHBIH  ceKkpeTapb, B  TOpsAKe,  YCTaHOBIEHHOM
3aKOHOJATeNbCTBOM W  BHYTPeHHMMH JokymeHTamu OOmiectBa, HeceT
OTBETCTBEHHOCTH 3a:

1) Hagexalee UCIIOIHEHHE BO3JIOKEHHBIX Ha HEero 3an1ad, GyHKIU, IpaB U
00s13aHHOCTEI];

2) yObITKH, npuanHeHHBIe O0IIEeCTBY ero AeicTBusMH (Oe3aeiicTBrEM);

3) pasrnamieHue CBeJeHUH, COCTABIISIIONINX CIYKeOHYI0, KOMMEPYECKYIO HIIU
MHYIO OXpaHsieMyl0 3aKOHOIaTeILCTBOM TalHY;

4)  WCTHOJB30BaHHWE JOCTYMIHOHM eMy HWHcaifiepckod  HHGpopMaluu
(nHpOpPMaIUH OrpaHUYEeHHOTO TocTyma) 06 OOIIecTBe B IMYHBIX LEIAX.

30. OrtBerctBeHHOCTh KoOpmopaTuBHOTO cekperaps 3aKpeluIieTcs B
3aKJIF0Ya€MOM C HUM TPYJIOBOM JIOTOBODE.

31. Otka3 wienoB CoBetra mupektopoB w/unu Ilpencenarens IIpasnenus —
PekTopa OoT IpUHATHS Mep [0 YCTPAHEHHIO KOPITOPATUBHBIX KOH(IUKTOB, TUO0 MO
IIPeIOTBPAIIIEHUIO [TOTEHIIMAIBHBIX KOPITOPATUBHBIX KOH(IMKTOB, IIOCIIE TOrO, KaK
OHH ObuUM mnpouHbopMHpoBaHbl KoOpIOpaTHBHBEIM CeKpeTapeM, OCBOOOXIaeT
MIOCJIETHETO OT OTBETCTBEHHOCTH 3a OpPraHW3allMI0 pa3pelleHus] KOPIOpaTHBHBIX
KOH(QIMKTOB.

7. YcaoBHus on1aThl TPYAa H IPEMHPOBAHHSA
KopnopaTuBHoro cexperaps
32. 3apabotHas 1utata KoprmopaTMBHOTO ceKpeTaps OMNpeAensieTcs CyMMOHn
YCTaHOBIIEHHOTO TPYJIOBBIM JOTOBOPOM JIOJDKHOCTHOI'O OKJIaZia ¥ APYTHMX BBITUIAT
KOMITEHCAIIHOHHOTO (B TOM YHCII€ MaTepHaibHas ITOMOUIb), MOOLIPUTENHLHOTO
W/UIU CTUMYJIHPYIOLIET0 XapaKTepa B COOTBETCTBUU C 3aKOHOJATENbCTBOM H
HacToamuM [lonoxenuem, pemenneM CoBeTa AMPEKTOPOB M HHBIMH

BHYTPEHHUMH JoKyMeHTaMu OO11ecTBa.
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33. Hauucnenue 3apaGOTHOM IUIaTHI MPOM3BOAUTICS B COOTBETCTBHH C
TabeseM ydeTa MCIONB30BaHUS pabouero BpeMeHH. YueT (paKTHYECKH
oTpaboraHHoro KopmopaTWBHBIM  CeKpeTapeM BpEMEHH OCYIIECTBISETCS
OTBETCTBEHHBIM CTPYKTYpPHBIM NozpasnenaeHruemM OO1ecTsa.

34. Tlopsnox BBIIATB 3apaboTHOW MUIaTel KOpIOpaTUBHOMY CeKpeTapro
OIIpeNeNsieTCs BHYTPEHHMM JOKyMeHTOM OOIlecTBa, peryiupyIOlIMM CHCTEMY
OILIATHI TPYJa IITAaTHBIX paboTHUKOB O0IIecTBa.

35. Ilo pemenuto CoBera pupekropoB OGmectBa KopmopatuBHOMY
CEeKpEeTapi0 MOJXKET BBIIIAYMBATBCS MpPEeMUsS IO pe3yJbTaTaM ero paboTHl 3a
OTYETHBIA KBapTaj, B ClIy4ae Ka4eCTBEHHOTO BBIITOJHEHHS KM CBOMX
(GyHKLHOHATBHBIX O00S3aHHOCTEM, B pa3Mepax M Ha YCIOBHAX, ONpeeNeHHbIX
COOTBETCTBYIOIIIMMYU BHYTPEHHUMH TOKyMeHTamMu OO1iecTBa.

36. B yecTh mpa3gHOBaHWS TOCYIApPCTBEHHBIX MPa3IHHUKOB B PecmyOinke
Kazaxcran 3a cyer skoHOMHH cpeicTB ¢oHaa omiatel Tpyaa (manee - ®OT)
nomyckaeTcs: npemupoBanue KopnopatuBHoro cekperaps OOimiectBa B pa3mepe,
COOTBETCTBYIOIIEM pa3Mepy IpEeMUAIbHOW BBILJIATEI IO TaKUM CIIy4asMm
paboTHuKy OGI1IecTBa C JOKHOCTHBIM OKJIaJ{OM, SKBUBAJIEHTHBIM JOJDKHOCTHOMY
oknany KopnopatuBHoro cekperaps. CoOTBETCTByOIlee MpeMHpPOBaHUE
OCYLIECTBJISIETCS. Ha OCHOBaHUM Ipukasza [Ipencenarens IlpaBnenuss — Pextopa,
1100 UL, UCTIOTHSIOMIETO €ro 00A3aHHOCTH.

37. KopnopatuBHomy cekperapto OOmecTBa MpH IpeaoCTaBIeHUU
€XEroJHOro OIUIaYMBaeMOro TPYIOBOTO OTIyCKa BBIMUIAYMBaeTCs IMocobue Ha
O37I0OPOBJIEHHE B pa3Mepe OIHOr0 TOJDKHOCTHOTO OKJaJa OOWH pa3 B TEUEHHUE
KaJleHOapHoro rojaa.  EjXeroaHeld  OIUIaYMBaeMblii  TPyAOBOM  OTIYCK
KopnopatuBHoMy cekpeTapio MpeHOCTaBIse€TCs B COOTBETCTBHM C IIPHUKa3OM
[Ipencenatens IlpaBnenws — Pektopa OOmecTBa NPOIOIKUTENBHOCTEIO 30
(TpuauaTe) AHEH.

38. KoprnopatuBHoMy cekperapio OOmiecTBa OCYIIECTBISIOTCA IOIUIATEHI,
IPEIOCTABISAIOTCS TapaHTUM M KOMIIEHCALlMOHHBIE BBIILIATBI B  pa3Mepax,
IIPeIyCMOTPEHHBIX TPYAOBBIM 3akoHOHaTelbCcTBOM Pecnybnuku Kazaxcran u
BHYTpPeHHHUMH AokyMeHTamu OOIecTBa, a Takxke IOOpOBOJIBHOE MEIUIIMHCKOE
cTpaxoBanue 3a cuer cpeactB OG6mectBa (npu Hamuuuu B O6miecTse
COOTBETCTBYIOIIIETO COLMATIBHOTO ITaKeTa).

39. KopnopaTWBHOMY CEKpETaplO0 OKa3blBa€TCA MaTepHajbHas IOMOIIb B
pa3sMepe 40 (copoka) MeCSYHBIX pacyeTHBIX IOKa3aTelleli Ha OCHOBAaHUHU KOIIMM

MOATBEPKIAIOIIUX JTIOKYMEHTOB (CBHIETETBECTBO §) POXIEHUU
(YCHIHOBIIEHHH/YIOYEPEHIH ), CBUIETEILCTBO O Opake, CBUAETEIHCTBO O CMEPTH) B
CIIeIYIOLIUX CITyqasiX:

1) poxnenue (yCBIHOBJIEHHE, YI0UepeHHe) peOeHKa;

2) 6pakocoueTaHue pabOTHHKA,;

3) cMeptu cynpyra (Cynpyru) Wi WX OJIM3KHX POICTBEHHHUKOB (POAMTEIEH,
IeTel, yCBIHOBUTENIEH, YCHIHOBJIEHHBIX, ITOJIHOPOJHBIX M HE IIOJIHOPOIHBIX
OpaTheB U cecTep).
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8. OGecneuenne gesTesbHOcTH KopnopaTtuBHOro cexperaps

40. B memsax Hamexamero U 3()()EKTHBHOrO BBINOJHEHHS OOS3aHHOCTEM,
KopriopaTuBHbIli  cekpeTapp [OOKEH OBITh obecriedeH  HeOoOXOIMMBIMU
OpraHU3allMOHHO-TEXHUYECKUMHU YCIIOBUSIMH, B YACTHOCTH:

1) uMeTh OTHenbHbIM KaOWHET, HaXOMSIIMHUCS HEMOCPEICTBEHHO MO MECTY
HaxO0XXJEHHUs aIMUHUCTPATUBHOrO amnmaparta O01ecTBa;

2) HeobXoIMMOW OPITEXHUKOH M MepudepuiiHBIM 000pyI0BaHHEM, CEHBOM,
HECrOpPaeMbIM MeETAUIMYECKUM MIKadoM Ui XpaHeHHs IJOKYMEHTOB, a TakKke
CIIPaBOYHOM U NIEPUOIUYECKOMN JTUTEPATYPOH;

3) coOTBETCTBYyIOILIEH WHPOPMAIIHOHHOM MMPABOBOM CUCTEMOM (3JIEKTPOHHOM
0a30ii TaHHBIX).

4]1. Pasmep KOMaHIMPOBOYHBIX PAacXOIOB (CyTOYHBIE, PacXOAbl IO HaiMy
KMJIOTO IIOMEILEHHUS, pacXobl 110 Mpoe3ay K MeCTy KOMaHAUPOBaHUS U 0OpaTHO)
s KopnopatuBHOTo cexperaps onpenensercs pemenueM CoBeTa TUPEKTOPOB.

9. 3akiII09YHTEIbHDBIE MOJIOKEHHA

42. Yreepxaenue [lonoxenus, a Takxe BHeCEeHHE U3MEHEHUH U JOTOIHEHUH
B HEro oTHocUTCs Kk komneTeHuu CoBeta aupekropoB OO1iecTBa.

43. Ecnu oTOenbHbIE IYHKTBI HacTosiiero Ilolo)keHHss BCTyNalmT B
IIPOTUBOpEYME C NEHCTBYIOIIMM 3aKOHOIATEbCTBOM, 3TH IYHKTHl YTPadMBarOT
CAIy ¥ B YaCTH peryjdpyeMblX OJTHMHU IyHKTaMH BOIPOCOB ClEAyeT
PYKOBOJCTBOBAaTbCS HOPMaMH JeHCTBYIOIIEro 3aKOHOJNATeIbCTBA O MOMEHTA
BHECEHUSI COOTBETCTBYIOIINX M3MEeHeHUH B HacTosiee [lonoxenue.
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