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1. OBIIME IMOJOKEHUSA

1.1. Hacrosmee «Ilomoxkenne o kKopmopaTHuBHOM cekperape» (manee — Ilomoxxenue)
pa3paboTaHO B COOTBETCTBHUM C 3aKoHOIaTenbCcTBOM PecmyOnmuku Kazaxcran (nmamee —
3aKOHOJATENbCTBO), YCTAaBOMU HWHBIMH BHYTPEHHHMMH JOKYMEHTAMH HEKOMMEPUYECKOro
aKIIMOHEPHOT0 00IIECTBa «AThIpAyCKUI YHUBEPCUTET UMEHHU XaienallocmyxameoBay (nanee —
OO0m1ecTBO).

1.2. Tlonoxxenue onpexaessieT 3aaa4u, QyHKIHUH, IpaBa U 00SI3aHHOCTH, OTBETCTBEHHOCTD,
MOPSAIOK HAa3HA4YeHMs, YCIoBUs Bo3HarpaxaeHus: KopnoparusHoro cekperapst ObuiecTBa (nanee
- KopniopaTtuBHblii cexpeTaps).

1.3. Homxuocts KopmopatuBHOro cekperaps BBOJIUTCS B LENsAX 0OeCHedeHHs
coONIOACHHUsT OpraHaMU H JOJDKHOCTHBIMH Jjumamu OOmecTtBa NOpaBWJI M MPOLEIYP
KOPIOPAaTUBHOTO  YINpaBIEHHUS, TapaHTUPYIOIIUX pealu3aluio TMpaB U  HHTEPECOB
EnuncrBennoro akimonepa OO1iecTsa.

1.4. KopnopatuBHblii cekperapb — paboTHuk OOIIecTBa, HE SBISIOUUNCA YICHOM
CoBera mupektopoB nmbo IIpaBmenuss OOmectBa, HazHadaercs COBETOM IHPEKTOPOB
Ob6mectBa. B cBoeit nestensHocTH KopnopaTuBHBIN cekpeTaph MOAOTYETEH U MOTYHMHEH
Cogety aupektopoB Oob1IecTBa.

1.5. KopnopatuBHblli  cekpeTapb oOecneyuBaeT COONIOACHHE  OpraHamMu |
JNOJDKHOCTHRIMH JuiiaMu  OOmiecTBa MpOIEAyp, HANpaBICHHBIX Ha OOecleueHue MpaB H
uHTepecoB ENMHCTBEHHOTO aklHMOHEpa, a Takxke cienoBanus OOliecTBa MOJOXKEHHUSIM B
cdepe KOpIopaTUBHOTO yIpaBJICHUs, Y CTaBa U MHBIM BHYTPEHHUM JoKyMeHTam OOmiecTBa.

1.6. KopropatuBHbIN cekpeTapb OOecleunBaeT MOJATOTOBKY M IMPOBEJACHUE 3aceIaHMil
Cosera nupekropoB OOmecTBa, obecrneunBaeT (GOPMUPOBAHHE MATEPHATIOB IO BOIPOCAM,
BBIHOCUMBIM Ha paccMoTpeHue CoBeTa OUPEKTOPOB UM EIMHCTBEHHOro akuuUoOHEpa, BeIeT
KOHTPOJIb 32 00€CIIEUeHHEM J10CTyIa K HUM.

1.7. KopriopaTuBHBIi ceKpeTapb OCYIIECTBIISET CBOIO JAESATEIbHOCTh B COOTBETCTBHHM C
HOpMaMHu 3akoHojaaTenbcTBa Pecnybnuku Kaszaxcran (manee - 3aKOHOJATENbCTBO), YCTaBa,
HacTosiiero [lomoxeHus, WHBIX BHYTPEHHHX TOKyMEHTOB OOIIecTBa, a TakKe PEeHICHHSIMU
Cosera qupekTopoB U EQMHCTBEHHOTO aKIMOHEpa.

2. HOPAJAOK HASHAYEHHUA 1 OCBOBOXKJIEHHUA OT JOJIKHOCTH
KOPIIOPATUBHOT'O CEKPETAPSA

2.1. KopnopatuBHblii  cekperapb Ha3Hadaercs pemeHueM CoBeTa JAMPEKTOPOB,
HOPUHSTHIM IPOCTHIM OOJBIIMHCTBOM I'0J0COB WieHOB CoBeTa IUPEKTOPOB.

2.2. Borpoc 0 HasHaueHUM MM 00 OCBOOOXKIEHUH OT AokHOcTH KopmopaTruBHOTO
ceKpeTaps BHOCHTCA Ha ouHoe 3acenanue CoBera nupekTopoB. IIpucyrcrBue kanaujgara Ha
nomkxHocTh KopriopaTuBHOro cexperaps Ha yKa3aHHOM 3acelaHUuH 00s3aTeIbHO.

2.3.B orHomennn kaHauAaTypsl B COBET IUPEKTOPOB JOJDKHA OBITH INpEACTaBIICHA
cienyromiast “HGopMaIus:

1) ®amuus, UM, OTYECTBO KaHAUIATA;

2) Toa pOKIEHHS;

3) ob6pasoBaHme, CHENHANBHOCT 110 AUIIOMY (IUIIOMAaM), CBEIEHHS O TOBBIIIEHHH
KBaTH(pUKALMU U TPOPECCHOHATBHON EPENOArOTOBKE;

4) cBenenus 06 ombITe PabOTHI 3a MOCIEIHUE 5 JIET;

5) mnmceMeHHOE 3asBIEHME KaHAWIATA O HA3HAUEHHWH Ha JODKHOCTh KoprmopaTuBHOTO
cekpetapst OOmiecTBa.

2.4. KopriopaTUBHBIM CEKpeTapeM MOXXeT OBbITh Ha3HAuYeHO JIMIO, OTBEYarollee
CIIEYIONIUM TPEOOBAHUSIM:
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1) nanuyume BHICIIErO FOPUAMYECKOTO H/HJIM SKOHOMHUYECKOTO 0OPa30BAHMS;

2) Hamuuue ombITa paboTHl He MeHee 5 (mATM) €T, B TOM uHclIe B 00jiacTu
KOPIIOPAaTUBHOI'O MpaBa MM KOPIOPATUBHOTO YIPABICHUS W/WIM Ha PYKOBOZSAIIEH
JOJDKHOCTHU —Oosee 2 (IByX) JeT;

3) mnamuuMe 3HAHUH, ONBITAa M KBAIM(MKAUUM, JOCTATOUHBIX IS HMCHOIHEHHUS
BO3JIOKEHHBIX HA HEr0 00s3aHHOCTEM.

4) HaJIMIUC OPTaHU3aTOPCKUX U aHAIIUTUUICCKUX CIIOCOOHOCTEH U HaBBIKOB.

5) snauue cnenuduku aesrensHoctTH OOMIECTBA.

2.5. o pemenuto CoBera qupekTopoB GyHKIMU KopropaTtuBHOro cekperapsi BpeMEHHO
MOT'YT OBITh BO3JIOKEHBI Ha paboTHHKa (topucta/skoHOMHCTa) OOmecTBa (C COBMEIICHUEM
OCHOBHOM JIOJDKHOCTH)CPOKOM He Ooinee 3 (Tpex) mecsueB. [Ipu 3ToM, TUII0 HA KOTOPOTO
BPEMEHHO BO3JI0KeHbI 00s3aHHOCTH KoprnopaTuBHOro cexperaps JOJKEH COOTBETCTBOBATH
TpeOOBaHUsIM yKa3aHHBIM B TyHKTE 2.4 HacTosmero [lomoxenus.

2.6. B pemenun CoBera AMPEeKTOpOB O Ha3HaueHuun KoprnopaTUBHOro cexkperaps
YKa3bIBaIOTCSl, B TOM YHCIJIE€, CPOK IOJHOMOYMM, pa3Mep JOJKHOCTHOTO OKJIaJa U yCIOBUSA
OIJIaThl TPYJA, pa3Mep JOIUIAThl IPU BPEMEHHOM BO3JIO)KEHU U 00A3aHHOCTEN, IPEMUPOBAHUS
W/WITA BO3HATPAXKICHUSI.

2.7.Pa3mep JOKHOCTHOTO OKJaJa, JOIUIaThl IPU BO3JIOXKEHUHM O00s3aHHOCTEH
(coBmemennn ¢ynkinun KopnopaTHBHOroO cekpeTaps) W YCIOBUS TPEMUPOBAHHS W/WIH
Bo3HarpaxaeHuss KopmopatuBHoro cexperaps ycraHaBiuBaioTcss COBETOM JTUPEKTOPOB B
COOTBETCTBUU C BHYTPEHHUMH HOPMATHBHBIMU JJOKyMeHTaMu O01ecTsa.

2.8. KopnopaTuBHOMY CeKpeTapio pa3pelaercs BbIIIOJIHEHUE pPa0OThl M 3aHATUE
JOJKHOCTEN B JAPYrMX CTPYKTYpHBIX HojpaszaeneHusx OO1iecTBa,TOJIBKO CBS3aHHBIE C
NeAarornyeckui, HayyHoil M TBOpYecKoW JesTesbHOCThI0. CoBMelleHHEe paboThl TaKxKe
JOTIYCKaeTcsl NI JIML, Ha KOTOPBIX BPEMEHHO BO3JI0KEHBI 00si3aHHOCTH KoprnopaTuBHOTO
cekperapsl.

2.9. C numom, Ha3HauaeMbiM KopropaTuBHBIM cekperapem OOmiecTBa, 3aKIOYaeTCs
TPYZIOBOH JJOTOBOP Ha CPOK, ONpeAeNeHHbIN penieHneM CoBeTa TUPEKTOPOB.

2.10. Tpynosoii moroBop ¢ KoprnopaTUBHBIM CeKpeTapéM MOIIMUCHIBACTCS OT UMEHU
Oo6mectBa I[Ipencenarenem [paBnenus —Pextopom.

2.11. CoBer AMPEKTOPOB BIpaBe MPHUHATH PEIICHHE O IOCPOYHOM MpEKpaAIICHUH
nosiHoMouni KoprnopaTuBHOro cekperaps U pacTOpPKEHUU 3aKJIIOYEHHOTO C HUM JOTr0BOpa B
MOpsIIKE, YCTAHOBJIEHHOM 3aKOHOaTEIbCTBOM.

2.12. Pewienne o Ha3HaueHuH HoBoro KopropaTuBHOro cekpeTraps HpPUHHUMAETCs
CoBeToM JAUPEKTOPOB B CPOK HE mo3aHee 1 (0IHOro) Mecslla ¢ MOMEHTA NMPUHITHS pelIeHUs
O TpEKpalleHUH MOJHOMOYMH JelcTByromero KopnoparuBHoro cekperaps. Pemenue o
Ha3HaueHUH HoBoro KopropaTHUBHOro cekperaps MOXET ObITh HMPHHSATO OJHOBPEMEHHO C
INPUHATHEM PEHIEHUS O JOCPOYHOM INPEKpalleHUM IOJHOMOYMH  JEHCTBYIOIIETO
KopnopatuBHoro cexperaps.

2.13. BuoBp Ha3HaueHHOMY KopmopaTHBHOMY CEKpeTapio €ro MpealeCTBEHHUK
JOJKEH TepenaTh Jena, TOKYMEHTH U 0a3y JaHHBIX JOKYMEHTOB Ha 3JIEKTPOHHOM U (MJIN)
OymaxHoM HocuTensx. [lepenaua nen ocymecTBiasieTcss B CPOK He mo3aHee 5 (msaTH) pabounx
JTHEH ¢ MOMEHTa Ha3HaueHus HoBoro KopropaTHBHOTro cekperaps MO akTy IpueMa -
nepenayr, B KOTOPOM 0053aTeNbHO JOJDKHBI OBITh YKa3aHbl OCHOBaHUE Iepenayu jel, JaTa
nepegayd, HAMMEHOBAaHME M COCTaB IepelaBaeMoOil  JOKyMEHTalluM, CIUCOK JIell
(MeponpusaTUi, 1eHCTBUI, 3alIPOCOB), KOTOPHIE HAXOAATCA B CTaJAUU UCIOJHEHUS U JOJKHBI
OBITh UCTIOJTHEHBI BHOBb N30paHHBIM KOprnopaTuBHBIM CEKpeTapeM.
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3.3AJJAYU KOPITIOPATUBHOI'O CEKPETAPSA
3.1. 3agauamu KopropaTUBHOTO cekpeTapsi B paMKax €ro J1eATeIbHOCTHU SBIAIOTCA:

1) obecneyenne cobmogeHHs OpraHaMM M JIODKHOCTHBIMH nuuamu  OOIiecTsa
3akoHOJATEeNbCTBA B cdepe KOPIOPAaTUBHOIO YIPABICHUS, YCTaBa W BHYTPEHHHX
NOKyMeHTOB OOIecTBa, a TakKe COBEPUICHCTBOBAHMS TMOJUTHKM M TPAKTHKHA B 00JacTH
KOPIIOPATHBHOTO yIIPABJICHUS;

2) obecneuenue >bdhexTuBHOI gesTenbHocTH COBETa TUPEKTOPOB;

3) obecneuenne XpaHeHHs, PACKPHITUS U TIPEIOCTABJICHHS CYIIECTBEHHOI HH(OPMAIUH
00 OOuiecTBe B paMKax MpPeJOCTAaBIEHHOW KOMIETEHIMH, a TAaK)Ke MOJAAEPKaHUsI BBICOKOI'O
ypOBHsI HH(GOPMALMOHHON MPO3PaYHOCTH.

4. DYHKIIUU KOPITIOPATUBHOI'O CEKPETAPSI
4.1. lna  BBIIOJHEHHS 33Ja4¥ 1O  OOECIEYCHUIO  COOJIFOJIEHUs]  OpraHaMH,
JNOJDKHOCTHRIMH  Jumamu  OOmiectBa  3aKOHOJATENbCTBA B cdepe  KOPIOPaTHBHOTO
yIpaBJICHUs, YCTaBa U BHYTPEHHHX JOKYMEHTOB OOIecTBa, a TaKXe COBEPIICHCTBOBAHUS
MOJIMTHKA W TIPAaKTHKH B O0O0JIACTH KOPIIOPATHBHOTO yrpapieHus, Ha KopmopaTHBHOTrO
CeKpeTaps BO3JIAraloTcs Cleaytomue GyHKIUN:

1) MPEOCTABIICHUE U OPTaHW3aIMsl KOHCYIbTAMK JOJDKHOCTHBIM juiiam OO1ecTBa, B
npefesax CBOEH KOMIIETCHIIMH, 10 BOIPOCaM, CBSI3aHHBIM C 3aKOHOJATEJIHCTBOM W
BHYTpEeHHUMU JoKkyMeHTaMu OOm1ecTBa;

2) wundopmuposanue CoBeTa JUPEKTOPOB O BBIABIEHHBIX B OOLIECTBE, B Ipeaenax
CBOCH KOMIIETEHLIUH HAapYLIEHUSIX 3aKOHOJaTeNIbCTBA U BHYTPEHHUX JA0KyMeHToB OO1iecTBa;

3) yuactue B pa3paboTke, COOMIOAECHUM M MEPUOAMUECKOM IIEPECMOTpPE MOMMTUKU H
MPaKTUKH KOPIOpAaTUBHOTO ympaBieHus B OOmecTBa, a TakKe HWHBIX BHYTPEHHUX
ToKyMeHTOB OOImIecTBa B paMKax KOMIETEHIINH;

4) MOHUTOPHHT M aHAIIU3 CYIIECTBYIONIEH MPAKTUKU, TEHAEHIHA, IePCTIEKTHB Pa3BUTHS
B 00JacTH KOpHopaTUBHOTO yrpaBieHus B PecnyOnuke Kazaxcran, 3a pyOexoM M BHECEHHE
uHpopmanuu, peKOMEHJALUMUH TOJKHOCTHBIM JIMIIAM, COOTBETCTBYIOIIMM OpraHam H
PYKOBOIMTEINSAM CTPYKTYPHBIX MoJpa3aeneHuit OouiecTna.

4.2. JInsg BBITOMHEHUS 3a1a4d 1o obOecmnedeHWio dddekTuBHON nesrtensHocTH CoBeTa
TUpeKTOpoB Ha KopropaTUBHOTO cekpeTapsi BO3IaraioTcs cieayomue GyHKIUu:

1) pa3wsicHeHue BHOBb H30paHHbIM wieHaM CoBeTa JUPEKTOPOB JACHCTBYIOIIUX B
OO6mectBe mnpaBui jAesTenbHOCTH CoBeTa TUPEKTOPOB U HMHBIX opraHoB OO1iecTsa,
Npea0CTaBlIeHne HHPOPMALMK O JOJDKHOCTHBIX JHMIAX M OPraHU3allMOHHOM CTPYKType
OO0mecTBa, €ro BHYTPEHHHMX JOKYMEHTOB M MHOW HHQpOpMAIUH, UMEIOLIeH 3HaueHue st
HaJIeKallero ucrnojHeHus uieHaMu CoBeTa AUPEKTOPOB UX 00s13aHUOCTEN;

2) opraHu3anyUs O3HAKOMHUTEIBHBIX BCTpEY JJs BHOBb HM30paHHBIX wieHOB CoBeTa
IUPEKTOpoB ¢ wieHamu [IpaBieHHs M PYKOBOAMUTENSIMH CTPYKTYPHBIX MOApPa3AelIeHU
Ob6miecTBa (B cmydae HEOOXOIUMOCTH);

3) mpencraBiieHWe TOMOIIM B  OpraHU3allid  MEPONPHUSATHH MO  TOBBINICHHIO
kBanu(pukanuu wieHoB CoBeTa JTUPEKTOPOB;

4) paspaborka npoekra [lmana paborsr CoBeTa AMPEKTOPOB ¢ TpadUKOM MPOBEACHHUS
3ace/laHui Ha COOTBETCTBYIOIIUN yueOHBINH WM KaJeHJapHbIH IO,

5)obecrnieueHre HaIekKalleil MOATOTOBKH MaTepHAIOB IO BOMPOCAM TOBECTKH JIHSI
3acenanuii CoBeTa TUPEKTOPOB;

6) cBoeBpeMeHHOe HampaBiieHUe wieHaMm CoBeTa JUPEKTOPOB MOBECTKHU JHS 3aCeTaHus
CoBeTra TUPEKTOPOB C MPUIOKEHHEM BCEX HEOOXOJHMMBIX MAaTEpHANIOB, a TaKXKe M3BEIIEHUE
MpUTJIALIEHHBIX Ha 3aceJaHue JIUIL;
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7) mnporokosupoBanue 3acemanuii  CoBeTa  JUPEKTOPOB B COOTBETCTBHH  C
TpeboBaHUSIMU 3aKOHOJATENIbCTBA, YCTaBa M BHYTPEHHHX JOKymMeHTOB OOIiecTBa, a Takxke
o0ecreyeHne CBOEBPEMEHHOTO moanucanus uieHamu CoBera qupekTopoB pemeHuit Cosera
JTUPEKTOPOB (IIPOTOKOJIOB);

8) HampaBieHue Komuil peuieHuid, npotokosnoB Coera aupekropoB wieHam CoBera
TUPEKTOPOB, OTCYTCTBOBABIIMM Ha 3acenanuu CoBeTa AUPEKTOPOB;

9) obecrieyeHre HaJUICKAIIETO COOJIOACHUS TPOLEAYPhl MPOBEICHHS 3aceAaHUud U
npuHATUA pemieHnit CoBeTOM JTUPEKTOPOB, MPEAOCTABICHHE pa3bSICHEHUN TpeOoBaHUM
3aKoHONATENbCTBA, YCTaBa W BHYTPEHHHX JOKyMeHTOB OOIIecTBa, HEOOXOIUMBIX st
npuHATHS COBETOM IUPEKTOPOB PEILICHHUI;

10) nampasnenue pemeHuii CoBeTa JAMPEKTOPOB COOTBETCTBYIOIIMM OpraHaM u
JTOJDKHOCTHBIM Jinniam OO1iecTBa, KOHTPOJIb UX HcHojiHeHHs U uHbopmupoBanue CoBera
JUPEKTOPOB O pe3yibTarax (XoJe) HCHOJHEHUS B MOpsAKe, ycTaHOBIeHHOM CoBeToM
TUPEKTOPOB;

11) nmoaroroBka OrOJUIETEHEH I 3a04HOTO TosiocoBaHus wieHOB CoBeTa JUPEKTOPOB,
OCYIIIECTBIIEHUE PACCBHIIKM M cOopa OroieTeHel, MOJBEJICHHE HUTOTOB TOJOCOBAHHS IO
BOIIPOCAaM MOBECTKH JHA 3acenanus CoBeTa JUPEKTOPOB;

12) npenocrasinenne (obecrneyenue mnpenocraBicHus) wieHam CoBeTa TUPEKTOPOB
3anpanmuBaeMbIX UMH TJOKYMEHTOB U HH(OPMALINH;

13) undopmupoBanue Ilpencemarens CoBeTa TUPEKTOPOB 000 Bcex (akrax,
HPENSATCTBYIONIUX BBIOJHEHNIO KOpIopaTHBHBIM CeKpeTapeM ero 00s3aHHOCTEH;

14)y4actue B MOArOTOBKE ro0Boro otuera OOIIecTBa;

15) cobop u yuer wuHPoOpMauu B OTHOmIeHHMH uieHOB CoBeTa JAMPEKTOPOB,
HEOOXOAMMOM IS TPENOCTABICHUS COOTBETCTBYIOUIUM T'OCYJapCTBEHHBIM OpraHam u
JIPYTHM 3aUHTEPECOBAHHBIM JIUIIAM;

16) opraHu3alMOHHOE COMPOBOXKACHUE NESITEIbHOCTH KOMUTETOB COBETa AUPEKTOPOB,
BKJIFOYasi, B TOM 4YHCIIe, 00eCNeYeHne MOATOTOBKM MAaTepHUajOB M OPTaHHU3AIUIO MTPOBEICHUS
3ace/laHui, BeJCHHE MPOTOKOJIOB, XpaHEHUE PEKOMEHJAINi, 3aKI0YeHN KOMUTETOB M MX
npencrasieHne CoBeTy JUPEKTOPOB;

17) yuer u xpaHeHue Bceil nmocrynatorieii B anxpec CoBeTa TUPEKTOPOB, €r0 KOMHTETOB
KOPPECHOH/IEHIINH, 00ECIIEYeHHE MTOATOTOBKH OTBETOB Ha MOCTYIAIOIINE 3aIPOCHI;

18) ocymiecTBieHHE KOHTPOJIS 3a HUCIOJNHEHHEeM ajpecHbix pemenuii  CoBera
JTUPEKTOPOB.

4.3. J1nst BBINONHEHU 3a/a4 110 00eCIeYeHUIO XPaHEHUsI, PACKPBITUS U NPEAOCTABICHUS
cymecTBeHHON wuHpopmanuu o0 OOmiecTBe, a TakkKe MOAJAEpPKAaHUS BBICOKOTO YPOBHS
UH(POPMAIIMOHHON MPOo3padyHOCTH Ha KoprmopaTHBHOIO cekpeTapsi BO3JIAraloTcs Cleayrolnne
byHKIMM:

1) oOecneyeHue coOmoaeHUs TpeOOBaHMI K MOPSAIAKY XpaHEHHS M PacKpBITUS
(npenoctaBnenus) wuHdopmanuu o0 OOmiecTBe, YCTAHOBIEHHBIX 3aKOHOJATEIbCTBOM,
YcTaBoM M BHYTpeHHUMH JJoKyMeHTamMu OO0I1ecTBa B paMKax KOMIETEHIUY;

2) KOHTPOJb 3a CBOCBPEMEHHBIM packpbiTHeM OOriecTBoM HHGOPMAIMK B TOPSIKE,
YCTaHOBJIEHHOM 3aKOHOJIaTEIbCTBOM, Y CTaBOM M BHYTPEHHUMH JOKyMeHTaMu OO01ecTBa;

3) obecrneueHre B  COOTBETCTBHM C  3aKOHOAATEIbCTBOM M  BHYTPEHHUMH
HOPMAaTUBHBIMHM JIOKyMeHTamu OOmecTBa ydera W XpaHeHUs JokyMeHToB OOmiecTBa
(xacaromuxcsa aesTenbHocTH KoprmopaTHBHOTO cekperaps), MOUIeKAIUX 0053aTeIbHOMY
XpaHEHHUI0, JOCTYNa K HHUM, NPEJOCTABJICHHUS HMX KOMUU, MPU ATOM KOIHU YKa3aHHBIX
JIOKYMEHTOB B 00s13aTEIIBHOM TIOPSIIKE YIOCTOBEPAIOTCS KopropaTUBHEIM ceKpeTapem;

4) o0ecrieueHHE CBOCBPEMEHHOI'O TPEAOCTaBICHUS EIMHCTBEHHOMY aKIIMOHEpY
uH(pOpMaIuy, 3aTPardBalONIeii €ro WHTEPECHl B COOTBETCTBHU C 3aKOHOIATEIHCTBOM,
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YcraBoM, BHYTpeHHUMH JJoKyMeHTamu OOI1ecTBa, pemenueM EQMHCTBEHHOTO aKIIMOHEPa;

5)ydactie B pa3paboTke HHOOPMALMOHHOW MOJUTHKH (IOJOXKEHHUS O PACKPBITUH
uH(pOpManuu), MOJOXKEHUS O XpaHCHHH KOMMEPUYECKOH M HMHOW KOH(HACHUIUATHHOU
nHdopmaruu OO1ecTBa;

6)ydacTie B aKTyaJIM3alliy ¥ HAIIOJHEHUEM COOTBETCTBYIOIICH MHPOpMaLuu BeO - caiita
OO01ecTBa, BHECEHUE COOTBETCTBYIOIIMX IpeuioxkeHuil (MHdopmarnun) CoBeTy AUPEKTOPOB U
[TpaBieHHUIO 110 TOBBIIMICHHUIO €T0 Ka4ecTBa U HH()OPMATUBHOCTH.

4.4, uple QyHKIMU:

1) B npemenax cBoelf KOMIETEHIMH, a TaKXke II0 MopydeHuio wieHoB CoBera
JUPEKTOPOB U ENMHCTBEHHOro akLMOHEpa, BEACHHUE IEJIOBOW MEPENUCKH U OCYLIECTBICHHE
JIEJIOBBIX KOHTAaKTOB C JIOJDKHOCTHBIMHM JIMIAMM, EJIMHCTBEHHBIM aKIIMOHEPOM, OpraHaMH,
PYKOBOIMTENSAMU CTPYKTYPHBIX Iojpa3ziesneHuil O0mecTBa, a Takke HHBIMU (PU3HUYECKUMU U
IOpUINYECKUMH JINLIAMM;

2) MOATOTOBKA B paMKaX KOMIIETEHIIMU U y4acTHe B MOJATOTOBKE MPOEKTOB BHYTPEHHHX
nokyMeHTOB OOmiecTBa, YTBEp)KJIEHUE KOTOPBIX OTHOocuTca K KommereHiuu Coeta
JUPEKTOPOB U ENMHCTBEHHOTO aKIIMOHEPA;

3) OCYHCCTBJIICHHUC KOHTPOJIA 3a UCIIOJIHECHHUCM peI_HeHI/Iﬁ EnuHcTBEeHHOTO AKIIMOHCPa;

4) oprammsamus J0BEJEHHS PE3yIbTaToB NPoBepok OOIMIECTBA, TPOBOJUMBIX BHEIIHHM
ayauTOpPOM M TOCYIapCTBEHHbIMH opraHamu, A0 CoBera JAUPEKTOPOB, B Ciydyae
HE0OXOAMMOCTH, €T0 KOMUTETOB;

5) wunble Gpynknun KoprnopaTtuBHOTo cexpeTaps, yCTaHOBJIEHHbIE 3aKOHOAATENIHCTBOM.
Breinonnenne (QyHKIud, MperycCMOTPEHHBIX B JITaHHOM paszene Hacrosmero Ilomoxenus,
ocymecTBisgeTcss KopnopaTUBHBIM CEKpeTapeM KaK CaMOCTOSTENIBHO, TaK U IOCPEACTBOM
BBIJIa4YM COOTBETCTBYIOIMIMX yKa3aHuU paboTHukaM Cinyx6s1 KopnoparuBHoro cexkperapsi.

5. TIPABA U OBA3AHHOCTHU KOPIIOPATUBHOI'O CEKPETAPS
5.1. KopriopaTuBHBI CEKpeTapb UMEET MPaBO:

1) sampammBate M TONydaTh y JOKHOCTHHIX s OOIIecTBa, pyKOBOAMTENeit
Cnyx0bl BHYTPEHHEro ayAMTa, CTPYKTYpPHBIX moapasaeneHuii OOmecTBa MaTepuaibl
(ma(OpMaImio), B ciiydae HEOOXOIUMOCTH Pa3bSICHEHUs, HEOOXOIUMBIE NI OCYIIECTBICHUS
KopnopatuBHbIM cekpeTapeM cBOUX (YHKIIHIA;

2) TpoBepATh MOTHOTY TIPEACTABIEHHOrO TaKeTa MaTepHagoB II0 BOMpPOCaM,
BKJIIOYEHHBIM B IOBECTKY JHA 3acenanus CoBeTra JUPEKTOPOB, C IPAaBOM BblAA4YM 3aMedaHUI
Y MIPEJIOKEHNUI;

3) szanpammBaTe M ToNydaTh y uneHoB CoBeTa aupekTopoB u Ilpemcenatens
IIpaBienus - PekTropa OTYET O XOJAE BBINOJIHEHHMSA pELICHUM ENUHCTBEHHOroO akuuoHepa,
CoBeTa IMPEKTOPOB, M, B CIly4a€ HEBBIIIOJHEHMS WJIM HApPYLIEHHsS CPOKOB BBINIOJHEHUS,
3anpamuBaTh MUCbMEHHBIE OOBSICHEHHS NPUYMH HEHCIOJIHEHHs WJIM HECBOEBPEMEHHOTO
WCIIOJIHEHMS PELICHUH;

4) zanpammsaTh y unenos CoeTa qupekTopoB u IIpencenarens IIpasnenns - Pexropa
uH(popManuIo U pa3zbsCHEHUS B CBSA3HM C HapylleHHeM IpaB EQuHCTBEHHOro akIMOHepa Wd
CUTyalluel, TPUBOMASIIEH K BO3HMKHOBEHUIO KOPIMOPATUBHBIX KOH(IUKTOB M KOH(MIUKTOB
HHTEPECOB;

5) npennarate BOmpocsl B MOBECTKY aHA 3aceqaHns CoBeTa IMPEKTOpoB 1 IIpapiieHus
OOmecTBa;

6) sampammBarte uHOpMammio y peecTpoaepxkarens O6mecTBa 06 oOmeparmsx,
3aperuCTPUPOBAHHBIX B peecTpe aepxkarens akuuii OOimecTa, a TakkKe WHYIO HHPOPMAIIHIO
u3 peectpa, Heooxonumyr OOIIecTBY;
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7) mpemocTaBNATH PEEeCTPOAEPKATENIO JOKYMEHTAIMIO, CBA3AHHYIO C BBHITYCKOM
OO6mecTBOM LIEHHBIX OyMar U MHYI HH(OpPMAIUI0, HEOOXOIUMYIO PEeCTPOAEPKATEN0 IS
HaJJIeKAIIEr0 BEJACHUS peecTpa epxkaTeneil meHHbix oymar OOmiecTsa.

5.2. KopriopaTtuBHbIii cekpeTapb 00s13aH:

1) mpum ocymecTBIeHHMH JEATENBHOCTH  COOMIOZATh HOPMBI M TpeGOBaHHUS
3akoHONATENbCTBA, YCTaBa, HacTosiero IlooeHWus W WHBIX BHYTPEHHHX JTOKYMEHTOB
OO0111ecTBa;

2) wucnonuaTh nopydenus CoBeTa TUPEKTOPOB;

3) oruuTHIBaTHCA O CBOEH AesTenpHOCTH nmepe] COBETOM IUPEKTOPOB;

4) coOmonaTh KOH(UISHIHATLHOCTh WH(opmaruu 00 OOmecTBe, HWHCAHIEPCKOM
uH(pOpMaluu, CTaBIIEW WM3BECTHOW B MepHoJ] ocyuiecTBieHud ¢yHkuuii KopmoparuBHOro
CeKperapss M B TeYeHHUE HE MeHee 4eM 3 (TpeX) JIeT Ioclie MpeKpalleHHs MOJTHOMOYUN B
kadectBe KoprmopaTuBHoro cexperaps.

5)noamuceBaTE TPOTOKON, BBITHCKM M3 MNPOTOKONA M YAOCTOBEPATh IEYATHIO
Ob6mectBa unu KoprnopatuBHoro cekperaps (Ipu HEOOXOIUMOCTH MapadupoBaTh MOJUCTHO
YAOCTOBEPAEMYIO TOKYMEHTAIIHIO).

6)uadopmuposats CoBET IMPEKTOPOB O BO3HUKHOBEHHH CHTYaIHi, CO3JAIOIINX
yIpo3y HAapyIICHWS HOPM JCHCTBYIOMEr0 3aKOHOIATENhCTBAa, NpaB EIWHCTBEHHOTO
aKIMOHEepa, a TAaKKe BOSHUKHOBEHUSI KOPIMOPATUBHOTO KOH(DIUKTA.

6. OTBETCTBEHHOCTD KOPIIOPATUBHOTI'O CEKPETAPA
6.1. KopmnopaTtuBHblIii cekpeTapp JIOJKEH JelcTBOBaTh B HHTepecax OOmiectBa u
EnnHCTBEHHOTO aKIIMOHEPa, UCIIOJIHATh CBOU 005A3aHHOCTHU 10OPOCOBECTHO.
6.2. KopnopatuBHblif cekpeTapb, B IMOpsAJKE, YCTAHOBICHHOM 3aKOHOJATEIbCTBOM U
BHYTPEHHUMU JoKyMeHTaMu OOI1ecTBa HECET OTBETCTBEHHOCTh 3a:

1) mamnexamiee MCHONHEHHME BO3TOXKEHHBIX Ha HEro 3ajad, (YHKIWHA, TpaB u
00s13aHHOCTEM;

2) yObITKM, TpuunHeHHBIe O6IIECTBY ero AeiicTBusAME (6e3aeiicTBIEM);

3) pasriamenue CBEJEHMI, COCTABIAIONIMX CIYXEOHYI0, KOMMEPUECKYI0 WM HHYIO
OXpaHSIEMYI0 3aKOHOATEIbCTBOM TalHY;

4) wucnonp3oBaHWE JOCTYNHOW eMy HWHcaiiaepckoii wHMopManun (HHPOPMAIHIO
OTPaHUYEHHOTO JocTymna) 06 OO1IecTBe B IMYHBIX IENSIX.

6.3. OtBeTcTBeHHOCTh KOpPHOpaTHBHOTO CEKpeTaps 3aKpeIuisieTCs B 3aKII0YaeMBIX C
HUM TPYJIOBOM JIOTOBOPE.

6.4. Otka3 wienoB Cosera gupekropoB w/wim Ilpencenarens [IpaBienus - Pexropa ot
NPUHATHS MEp MO0 YCTPAHEHUIO KOPIOPATUBHBIX KOH(MIUKTOB, JUOO0 MO MPEAOTBPAIICHUIO
MOTEHIIMATBHBIX  KOPIOPAaTUBHBIX  KOH(MIMUKTOB, TMOCJIE€ TOTrO, Kak OHH  ObUIH
npourpopMupoBanbl  KopropaTUBHBEIM  cekpeTapeM, OCBOOOXKIAeT MOCIEAHEro  OT
OTBETCTBEHHOCTH 32 OPTaHHU3AIHIO Pa3pEIICHUs KOPTOPATUBHBIX KOH(MIUKTOB.

7. YCJIOBHA OIIVIATBI TPYIA U IIPEMUPOBAHUSA
KOPIIOPATUBHOI'O CEKPETAPSA

7.1. 3apabotnHas miata KoprnopaTuBHOro cekperapss ONpeaensercss CyMMoi
YCTAHOBJIEHHOTO TPYAOBBIM JOIOBOPOM JIOJDKHOCTHOI'O OKJaJa W JAPYTHX BBIILIAT
KOMIICHCAITMOHHOT' O (B TOM 4YHCJIC MaTcpHajibHad HOMOI]_[I)), MOOIPUTECIIBHOI'O n/nnun
CTUMYJIMPYIOLLIETO XapaKTepa B COOTBETCTBUM C 3aKOHOAATEIBCTBOM M HACTOSALIUM
[Tonoxenuem, pemenuemM CoBeTra AUPEKTOPOB U HHBIMH BHYTPEHHUMHU JOKYMEHTaMU
Ob6mecTBa.
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7.2. Hauncnenue 3apaOOTHOM MaThl MPOU3BOAUTCS B COOTBETCTBUU ¢ TabeineMm ydera
UCIIOJIBb30BaHUsA pabouero BpeMeHU. YdeT dakTuuecku oTpaboraHHoro KopnopaTuBHBIM
CEKpeTapeM BPEMEHH OCYIIECTBISETCS OTBETCTBEHHBIM CTPYKTYPHBIM MOJpa3/eieHUEM
O6mecTBa.

7.3. [lopsaok BBIILIATHI 3apab0THOM TIaThl KOpIOpaTUBHOMY CEKpETapio OMpeAeIsieTCs
BHYTPEHHUM JOKyMeHTOM OOmiecTBa, peryjaupyrolMM CUCTEMY OIIaThl TpyJda IITATHBIX
paboTHukoB OO1IECTBA.

7.4. Ilo pemenuto CoBera aupektopoB OOmecTtBa KopmoparuBHOMY cekpeTapio
BBIIVIAYMBATBCS TPEMHs IO pe3yjbTaTaM ero paboThl 3a OTYETHBIM KBapTall, B Ciydae
KauyeCTBEHHOT'O BBINOJIHEHUSI UMM CBOMX (DYHKLIMOHAJIBbHBIX OOS3aHHOCTEH, B pa3Mepax M Ha
YCIIOBUSIX, ONPEACIIEHHBIX COOTBETCTBYIOIIMMHU BHYTPEHHUMH JoKyMeHTamu OoOmectsa.llpu
3TOM IPEMMHM BbIIUIAUUBAOTCA 0€3 ydyeTa JOIIaT 32 COBMELIEHUE JOJKHOCTEN M BBIITHEHUS
00s13aHHOCTEH BPEMEHHO OTCYTCTBYIOLIETO pa0OTHHKA. MakCUMalbHBIA pa3Mep NMPEMUU I10
UTOraM KBapTaja MOXET COCTaBIATh 2 pa3Mepa JOJKHOCTHOTO OKJIaJa, COIVIACHO PELIECHUI0
CoBera 1UpPEKTOPOB.

7.5. B yecTh npa3aAHOBaHUS rOCYJapCTBEHHBIX Mpa3HUKOB B PecniyOnuke Kazaxcran 3a
CYeT dKOHOMHUU cpeacTB (oHma omnatel Tpyaa (naiee - ®OT) momyckaercss mpeMHpOBaHUE
Kopnoparusnoro cekperapst O6mectBa B pa3Mepe A0 3 (Tpex) MUHUMAJIBHBIX 3apabOTHBIX
mwiat (M3II). CooTBercTBylolIee NPEMUPOBAHUE OCYIIECTBIISIETCS HAa OCHOBAaHUU IpUKa3a
ITpencenarens [IpaBnenus - Pextopa, 1n60 au1a, UCIIONHSIOMIETO €ro 00s3aHHOCTH.

7.6. Ilpemun He BBIILIIAYMBAIOTCS PU:

- HaJIMYMUU HE CHATOrO JTUCUUIUIMHAPHOTO B3bICKAHUS;

- B cllydae HaXOXJICHHUS B OTIyCKe 0e3 COXpaHeHHus 3apaboTHOI miaTel 6onee 1 mecana;

- B Clly4ae HaXOXJEHHUsS B OTIYCKE MO OEpeMEHHOCTH M pojiaM, KpOMe MNPEMHUHU IO
UTOraM paboTHI 3a KBapTaJ MPOMOPIHOHAIEHO OTPab0OTaHHOMY BPEMEHH;

- B cimyyae paboTsl B O0mmectBe MeHee 1 Mecsna.

7.7. KopmoparuBHomy cekperapto OOmiecTBa NpuU NPEIOCTABICHUH €XETOJHOTO
OIJIAYMBAEMOr0 TPYJOBOrO OTHYCKa BBIMJIAYMBAETCs 1MOcoOME Ha 03/10pOBJIEHHUE B pa3Mmepe
OJIHOTO JOJDKHOCTHOTO OKJIaZla OJWH pa3 B TEUEHWE KaJCHIApPHOTO Toaa. Ej>KeromHbri
omlayMBaeMblii  TpyaoBoi ornyck KoprnopatuBHOMY cekpeTapio MpeaoCTaBisercs B
coorBeTcTBUM ¢ mpukazom Ilpencenarenss IlpaBnenuss -  Pexropa  OOmectBa
IPOJOKUTENBHOCTHIO 30 (TpUALIATH)IHEH.

7.8. KopmopatuBHoMy  cekperapio  OOmiecTBa  OCYIICCTBISIOTCS  JIOTUIATHI,
IPEIOCTABIIAIOTCS TapaHTUU U KOMIICHCAIIMOHHBIE BBIILIATHI B pa3Mepax, MpeayCMOTPEHHBIX
TPYIOBBIM 3aKOHOJATENbCTBOM PecmyOnmku KazaxcTtaH W BHYTPEHHHMH JIOKYMEHTaMH
OO6mecTBa, a Takke JOOPOBOJBHOE MEIUIIMHCKOE CTpaxoBaHHE 3a cyeT cpeacts OOiecTBa
(mpu Hanmuyuu B OOLIECTBE COOTBETCTBYIOIIETO COLIMAIBHOIO MAKETa).

7.9. KopriopaTUBHOMY CEKpEeTaplo OKa3bIBAETCS MaTepHalibHas MOMOIb B CIEIYIOIIHUX
CITyJasix:

- B pasmepe 20 (gBaamaTH) MECSYHBIX pAacCUYETHBIX IIOKa3aTeleld 3a pOXKIACHUE
(YChIHOBIIEHHE, y0UYepeHne) peOeHKa, Ha OCHOBAaHUH KOIHHA MOATBEPKIAIONMINX TOKYMEHTOB
(CBHIETEIBCTBO O POXKACHHUM, YCHIHOBICHUH/YIOUYEPEHUN) U 3a OpakocouyeTaHue pabOTHHKA
(cBHIETENBCTBO O Opake);

- B pazmepe 40 (copoka) MECSYHBIX pacUETHBIX MOKa3aTeslel B ciiyuyae CMEpTH CyIpyra
(cympyru) wiam  #uX OJU3KUX POACTBEHHUKOB (poauTenel, JeTel, YCHIHOBUTEICH,
YCBIHOBJICHHBIX, TIOJTHOPOJIHBIX M HE MOJHOPOJHBIX OpaTheB U cecTep,Ha OCHOBAHUU KOIMUU
MOJTBEPKTAIOIINX JOKYMEHTOB (CBHIETEIILCTBO O CMEPTH).
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8. OBECHHEYEHMUE AESATEJBHOCTHU KOPIOPATUBHOI'O CEKPETAPS

8.1.B menmax wHamiexamero W 3P(EKTHBHOrO  BBINOJHECHHUS  O0sS3aHHOCTEH,
KopnopatuBHbslii cexpeTapb I0JKEH OBITh 00ecredeH HeO0OXOAWMBIMH OpTraHU3alMOHHO-
TEXHUYECKUMH YCIOBUSMH, B YACTHOCTHU:

1) wuMeTh OTAETBHOE pabodee MeCTO, HaXOMASAILICeCs HEMOCPEACTBEHHO II0 MECTy
HAXOXJEHUs aIMUHHCTpAaTUBHOro annapara OO0miecTBa;

2) HeoOXomMMOH OprTeXHUKOW U mnepudepuitHelM  o0opyaoBaHHeM, celdom,
HECropaeMbIM METAJUTMYECKUM IIKadoM Uisl XpaHEHUs JOKYMEHTOB, a Tak)Ke CIIPaBOYHOU U
IIEpUOJUYECKOMN JTUTEPATYPOH;

3) cootrBercTBYIOMECH HH(MOPMAIMOHHONW IPABOBOM CHCTEMOH (DJICKTPOHHON 0a30ii
JIAHHBIX ).

8.2. Pazmep KOMaHAMPOBOYHBIX pPAcCXOJI0OB (CyTOUHBIE, PACXOJbl IO HaWMy >XHUIIOTO
MIOMEIICHUS, PAcXOoJbl IO MPOE3y K MECTy KOMaHAMPOBAaHUS M O0paTHO, BHUJ TPAHCIOPTA)
st KopriopaTuBHOTO cekperaps onpeaensercsi BHYyTPEHHUMU HOPMATHUBHBIMU JIOKYMEHTaMHU
Oo6mecTBa.

9.3AKIIOYUTEJIBHBIE ITOJIOKEHUSA

9.1. VrBepxaenue [lonoxenus, a Takke BHECEHHE M3MEHEHHH M JOMOJIHEHHWHA B HETO
oTHOcUTCs K KomneTreHuu Coseta tupexktopoB Ob1ecTsa.

9.2.Ecnu oTnenpHBIC MYHKTH HacTosAmero [lomoxeHus BCTYMarT B MPOTHBOPEYHE C
JENCTBYIOIUM 3aKOHOJATEIbCTBOM, 3TU IIYHKThl YTPAYUBAIOT CUIIY U B YaCTH PETYIUPYEMBIX
STUMM IIYHKTAMH BOIIPOCOB CIEIYyeT PYKOBOJICTBOBATHCA HOPMaMHM JACHCTBYIOLIETO
3aKOHOZATENbCTBA 10 MOMEHTAa BHECEHMS COOTBETCTBYIOIIMX W3MEHEHHHW B HacToOsIIEe
[Tonoxenue.




