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1. O0mHe MoJI0KeHH A

1. Hactosmee [lonoxenne o KoprnopaTuBHOM ceKpeTape HEKOMMEPYECKOIO
axuponepHoro obmectsa «Kazaxckwil HallMOHAJIBHBIM YHHBEPCUTET MMEHH allb-
®Dapabu» (manee — Ilonoxenwe) paspabOTaHO B COOTBETCTBHH C 3aKOHOM
PecniyOnuku Kazaxcran «O0 axI[MOHEpHBIX OOIIecTBax», YCTaBOM_HM MWHBIMH
BHYTPEHHUMH HOPMATHBHBEIMH IOKYMEHTaMH HEKOMMEPYECKOro aKI[MOHEPHOTO
obmectBa «Kaszaxckuil HAlMOHATBHBIN YHUBEpCUTET UMeHHU anb-Dapabdu» (naee —
O61mecTBo).

2. TlonoxeHue ompenenseT 3axadyu, QYHKIMM, IpaBa ¥ O00A3aHHOCTH,
OTBETCTBEHHOCTb, MOPSIOK  Ha3HAYeHHWs,  YCJIOBUS  BO3HAIPaXICHUA
KopnopatrsHoro cekperaps O6mectsa (nanee — KopnopaTHBHEIH cexpeTaps)7

3. JHomxuaocTs KopnopaTHBHOTO ceKpeTaps BBOAMUTCSA B LIENAX OOecIedeHus
COOJIIOIEH S OpraHaMK ¥ JOJDKHOCTHBIMHE Jiiiiamu OO6IiecTBa IpaBUil U NIPOLIEAYD
KOPITOPATHBHOTO yIpaBleHHus, TapaHTHPYIOIIMX pealu3alyio [IpaB M HHTEPECOB
EnuncTBeHHOrO akioHnepa ObiecTsa.

4. KopnopatuBHblii cekperaph — paborHHK OOIiecTBa, HE SBISIOIIMKC
ynenoM CoBeta nupekTopoB jubo [Ipasinenus Ob6mecTsa, HazHadaeMbli CoBETOM
mupexkropoB ObmiectBa. B cBoel nesrensHOCTHM KOpnopaTuBHBIA CEKpETaph
nojoTueted U noguusHer Cosery qupexropos O0mecTsa.

5. KopmopatuBHEIH cekpeTaps obecriedrBaeT COONIOACHHME OpraHaMH M
JIOJDKHOCTHBRIME nunaMu OOIecTsa Mpolenyp, HalpaBIeHHBIX Ha obecreyeHue
IpaB W MHTEpecOB EJIMHCTBEHHOIO aKiMoOHepa, a Takke ciemoBaHus OOmiecTsa
TIOJIOXKEHUSIM B cdepe KOPIOPaTUBHOI'O YIpaBIeHHs, ¥ CTaBa U HHBIM BHYTPEHHHM
nokymenTam Ob1miecTBa.

6. KopmopatuBHbIl cekperaps obeclieduBaeT IOATOTOBKY H IIPOBEIEHHE
sacemanuii CoBera pmpekTopoB OOmecTBa, obecrneunBaer (GOPMHPOBAHKE
MaTepHaliOB II0 BOIIPOCaM, BEIHOCHMBIM Ha paccMoTpeHue CoBeTa AUPEKTOPOB H
EMHCTBEHHOTO aKIMOHEpa, BeJeT KOHTPOJIb 3a 00ecliedeHueM JOCTYIIa K HUM.

7. KopropaTHBHBEIH CeKpeTaph OCYIIECTBISET CBOX JEITEIBHOCTE B
COOTBETCTBMM C HOpPMaMH 3akoHonarenbcTBa PecmyOmukm Kazaxcran (nmaiee —
3aKOoHONATEeNbCTBO), YcTaBa, Hacrosmero llonmosxkeHus, HMHBIX BHYTPEHHMX
noxkymeHtoB OOmectBa, a Takxe pemeHusMu CoBeTa [JHUPEKTOPOB U
EnuHCTBEHHOrO aKiMoHepa.

2. [Mopsimox Ha3HAYEHUS W OCBOOOKIEHHS OT NOJKHOCTH

8. KopmopaTuBHEIH cekpeTapb HasHadaeTcs pemenueM CoeTa JUPEKTOPOB,
TIPUHSTHIM [IPOCTHIM OOJBIIMHCTBOM I'0JIOCOB WieHOB CoBeTa TUPEKTOPOB.

9. Bompoc o HasHaueHuM WM 00 OCBOOOXKIEHHHM OT JOJDKHOCTH
KopmopatuBHOro cekperaps BHOCUTCS Ha O4Hoe 3acefnanue CoBeTa IMPEKTOPOB.
[TpucyTcTBHE KaHIUAATa HA JODKHOCTE KopriopaTUBHOrO cexperaps Ha YKa3aHHOM
3aceaHuK 0053aTeNbHO.



10. B orHomenuu Kapmumarypsl B CoOBeT JMPEKTOPOB JODKHA OBITH

TIpeICTaBlIeHa CleyoNIas HHpopMaIys:

1) hbamunusi, ©Ms, OTIECTBO KaHAUATa,

2) roJ pOKIEHHS;

3) ofbpasoBaHue, CHELMANBHOCTH IO AUIIOMY (murutoMaM), CBEIEHHS O
TIOBBILICHAH KBATH(PHUKAINY ¥ IPODECCHOHANBHON IEPENOArOTOBKE;

4) cBeenus 00 ombITe pPabOTHI 32 IIOCIEIHNE 5 nerT;

5) nwWChMEHHOE 3asBIeHHE KaHAWIaTa O Ha3HAUeHWH Ha AOKHOCTH
Koprnoparusroro cexperapsa Obuiecrsa.

11. ®yukuuu KopnopaTHBHOTO cekpeTaps MOTYT OBITh BO3JIOXKEHBI Ha JIMLIO,

OTBEYAIOLIEE CIENYIOIIUM TPeOOBaAHUAM:

1) HamM4YKe BEICIIErO [IPOGECCHOHATBHOTO 00pa30BaHMUS;

2) HamwuKe cTaxka paboTsl He MeHee | (O(HOro) roza;

3) HanM4Me 3HAHWH, ONBITA M KBAIM(HUKAIMK, TOCTATOYHBIX IS HCTIONHCHHS
BO3JIOKEHHBIX HA HETO 0043aHHOCTEN,

4) HaFYKe OPraHU3aTOPCKUX ¥ AHATMTHYECKUX CIIOCOOHOCTEH 1 HABBIKOB;

5) HamuuHe HaBBIKOB PaOOThI HA KOMIIBIOTEPE;

6) 3HaHue Cnenu(UKY AesTeNbHOCTH O061mecTBa.

12. B pemesun CoBeTa AMPEKTOPOB O Ha3HAYEHWH KopnopaTuBHOro
cexpeTaps yKa3bIBalOTCSl, B TOM YHCJIE, CPOK MOIHOMOYHH, pasMep AOJDKHOCTHOIO
OKJIa/[a ¥ YCIIOBHS OIUIATH! TPY A, IPEMHPOBAHYS |/UITH BOHATPAXKICHHS.

13. PasMep JIOJDKHOCTHOTO OKJIaJa H YCIOBHS IIPEMHPOBAHUA W/ VUITH
Bo3Harpaxaenuss KoprnopaTHBHOrO —Cekperapsi yCTaHaBIMBAIOTCH CoseTrom
IUPEKTOPOB B COOTBETCTBHMM C BHYTPCHHHMH HODMATMBHBIMH JOKYMCHTaMH
Ob6miecTsa.

14. KopropaTHBHOMY CEKpETapio paspellaeTcs BBIIIOJIHCHHE paboTel U
3aHSTHE JODKHOCTEH, CBA3aHHAIX C HAYYHO-IIeIar OTMIECKOH AeATeIBHOCTHIO, €CITH
HHOe He npeaycMoTpeHo YcrapoM ObrmecTsa.

15.C 7umuoM, HasumauaemMbiM KopropatuBHbiM cekperapem ObmiecTsa,
3aKJIIOYAeTCs TPYAOBOM JIOTOBOP HAa CPOK, OIPEIENICHHBIH peIIeHHEM Cogera
JIAPEKTOPOB.

16. TpynoBoii norosop ¢ KopropaTHBHBIM CEKPETApeM MOANHMCERIBACTCA OT
umenu O6mecta [Ipencenarenem Ilpasnenus — PekropoM.

17. CoBeT JUpeKTOPOB BIpaBe IPHHATE PELICHHE O JOCPOIHOM MPEKPAINCHHH
mosHoMo4uii KoprmopaTiBHOTo cexpeTaps M PacTOPXKEHMH 3aKIFOUEHHOIo ¢ HUM
JOTOBOpa B TIOpS/KE, YCTAHOBJIEHHOM 3aKOHOAATEHCTBOM. [Ipm mocpoYyHOM
mpeKpameHu nonHoMounid  KopmopaTHBHOIO —CEKpeTaps M - PacTOPXEHHH
3aKJIIOUEHHOTO0 C HHM [IOroBOpa, Hapsay C BhIIUIATAMH, NPEXyCMOTPECHHBIMH
HeHCTBYIONMM 3aKOHOIATENbCTBOM, €My OCYLIECTBISETCS —JOIONHUTEIbHAS
BBIILIATA B pasMepe OAHOIO OKIana.

18. Pemmene o HazHadyeHuu HoBoro KoprmopaTHBHOrO — CeKpeTaps
npunumaercss CoBeTOM IHMPEKTOPOB B CPOK HE IIO37HEE 1 (ommoro) Mecsna c
MOMEHTA [PUHSTHS PEIeHHs O IIPEKpPalIeHHH [OJHOMOYHH JIEUCTBYIOLIETO
KopnopaTuBHOTO cekperaps. PeleHue o HasHAa4€HWHM HOBOTO KopriopatuBHOTro
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cekpeTaps MOXeT OBITh NPUHATO OJHOBPEMEHHO C IPHHSITHEM pEIIeHHsS O
DOCPOYHOM IIpeKpalleHWH IIoJHOMOuMM jekctByromero KoprnopaTuBHOro
cekperaps.

19. BHoBb Ha3HaueHHOMY KOpnOpaTUBHOMY CEKPETAPIO €r0 MPEeAIIeCTBEHHUK
JIOJIKEH IIepenaTh Iena, JOKyMeHTHl 1 0a3y JaHHBIX JOKYMEHTOB Ha 3JIEKTPOHHOM
1 (unp) OymMakHOM HocHTeNnsx. [lepenada nen ocylIeCTBISETCS B CPOK HE MO3AHEE
5 (saTH) paboyux MHEH ¢ MOMeHTa Ha3HayeHUss HoBoro KopnopaTuBHOIO CeKpeTapst
0 aKTy IpHeMa-liepefady, B KOTOPOM O0s3aTelbHO JOIDKHEI OBITH yKa3aHBL:
OCHOBaHUeE Tepefayu ael, [ata nepeaady, HauMeHOBaHHE H COCTaB NepeaaBaeMoi
JIOKYMEHTallMH, CIIHCOK nell (MepOmpusTHH, JAeHCTBHH, 3ampocoB), KOTOPHIE
HaXOAATCS B CTaJMH UCIIONHEHHUS U JOJDKHBI OBITH MCIIONHEHBl BHOBb M30paHHBIM
KopnopaTuBHBEIM CeKpeTapeM.

3. 3agauyu KopnopaTtuBHOro cexperaps

20. 3agayamu KopropaTHBHOrO cekperaps B paMKaX €ro JIesaTelbHOCTH
SIBIISIOTCSL:

1) obecrnieyenue cobIIONEHNsI OpraHaMy B JOIDKHOCTHBIME IHlamMu Ofliectsa
3aKOHOIATENLCTBA B chepe KOPIOPATHBHOTO YIPABIEHHS, Y CTaBa U BHYTPEHHHX
HOpPMaTHBHEIX ToKyMeHTOB OOIecTBa, a TaKKe COBEPIICHCTBOBAHMS TIOTUTHKY H
IIPaKTHKH B 001aCTH KOPIIOPATUBHOI'O YIIPaBJICHHS;

2) obecneuenre 3 pekTHBHON HesTenbHocTH CoBETa JUPEKTOPOB;

3) obecredenre XpaHEHHS, PACKPBITHS W IPENOCTaBIEHHA CYLIECTBEHHON
undopmaruy 06 OOmecTBe B paMKax NpeIOCTaBIEHHOM KOMIIETEHIMH, & TAKKe
TIOJJIEPIKAHKS BHICOKOTO YPOBHS HH(GOPMAIMOHHOH MTPO3PaYHOCTH.

4. ®yuxuun KopnopaTuBHOro cexperaps

21. Jlns BBIIONHEHHS 3afaddl 110 OOEeCHeyeHHIO COONIOJEHHS OpraHaMu,
TOoJDKHOCTHEIME JuriaMu OOIiecTBa 3aKOHOIATENBCTBA B cepe KOPIIOPAaTUBHOIO
yIOpaBIeHHs, YcTaBa M BHYTpEeHHHMX JOKyMeHToB OOIiecTBa, a Takke
COBEPLIEHCTBOBAaHMUS IIONMTHUKM W NPaKTHKH B 00JacTH KOPIOPATHBHOTO
ynpaBneHust, Ha KopropaTHBHOTO cexpeTaps BO3JIaraloTcs CleAyomye QyHKIIH:

1) mpemocraBieHHWe W OpraHM3aIls KOHCYNbTallMH OJDKHOCTHBIM JIHI[AM
ObuecTBa, B IpefeNax CBOeH KOMIIETEHIMH, 10 BOIIPOCAM, CBI3aHHBIM C
3aKOHOATEILCTBOM U BHYTPEHHHUMHE HOKyMeHTaMy OOLecTsa;

2) mabopmupoBanre CoBeTa IUPEKTOPOB O BBIABIEHHBIX B OOIectse, B
Ipenesiax CBOeH KOMIIETEHIIMH HapyIIeHHSX 3aKOHOJATENbCTBA H BHYTPEHHHX
nokymentoB Ob61iecTsa;

3) ydacte B paspaboTke, COONIONEHMHM M TIEPHOJAMYECKOM IIEPECMOTpE
HOJWUTHKH ¥ IPaKTHKKM KOPIOPATHBHOIO ympasieHus B OOLIECTBE, a TaKKe HHEBIX
BHYTPEHHUX JIOKyMeHTOB Ob1ecTBa B paMKaxX KOMIIETEHIIHH,

4) MOHMTOPHHT M aHANH3 CYIIECTBYIOUIEH NPaKTHKH, TEHICHIWM, IIEPCIIEKTHB
pasBHUTHs B 00JacTH KOpHOpaTHBHOro ymnpasieHus B Pecrnybiuke Kasaxcraw, 3a
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py6GexxoM ¥ BHECEHHE HH(QOpMAIWH, peKOMEHalMH JIOJDKHOCTHEIM  JTALAM,
COOTBETCTBYIOIMM OpraHaM H DPYKOBOMHUTENAM CTPYKTYPHBIX noApa3aeeHuH
O6mecTsa.

22. Jliis BBITIOJIHEHMS 33124 IO O0eCneYeHHIO 3} heKTUBHON AEATEIBHOCTH
CoBeTa MPEeKTOPOB U €T0 KOMHTETOB Ha KOpIIOpaTHBHOTO CEKPETaps BO3IAraloTca
creyronpe QyHKIHH:

1) paszbscHeHHe BHOBL W30paHHEIM YICHAM CoBera IUPeKTOPOB AEHCTBYIOIIMX
B O6mecrBe mpaBun nestenpHocTH CoOBeTa JMPEKTOPOB H MHBIX OpraHos
O6miecTBa, mpemocTapieHue HHGOpMaruy O  JODKHOCTHBIX  JHLEX M
OpraHUM3aIMOHHON CTpyKType O6IecTsa, ero BHYTPEHHHX NOKyMCHTOB U MHOH
uHGOpMAIlEK, MMEIOIIel 3HaveHue JUIA HAa[JIeXallero HCIOIHCHUA YyJIeHaMHU
CoBeTa IUPEKTOPOB HX 00SI3aHHOCTEH;

2) opraHu3alys O3HAKOMUTEIBHBIX BCTpEY AN BHOBH U30paHHBIX YIJIEHOB
CoBeTa AUPEKTOPOB ¢ uneHamu IlpaBneHys W PYKOBOAUTENAMH CTPYKTYPHBIX
noppazaenenuii ObmecTsa (B cirydae HEOOXOIMMOCTH);

3) mpejcTaBieHHe NOMOIIMA B OPTaHM3AIUH MEPOIPHATHH MO TOBBIIICHHIO
xBanuukauy wienos CoseTa NUPEKTOPOB;

4) paspabotka mpoekrta I[lnana paGOTSI CoBeTa JMPEKTOPOB C TpadUKOM
IIPOBEIECHHMS 3aceaHUH Ha COOTBETCTBYIOIIMI yueOHBIH KK KaJIeHOapHbBIA IO,

5) obecneuerye Haaexauled MOArOTOBKY MaTEPHaioB 10 BONPOcaM IIOBECTKHU
nust 3acenanuii CoBeTa JUPEKTOPOB;

6) cBoeBpeMeHHOe Hanpapnenue WwieHaM CoBeTa AUPEKTOPOB MOBECTKM IHA
sacenanys CoBeTa IUPEKTOPOB C MPHIIOKECHUEM BCEX HEOOXOMMBIX MaTEpHAJIOB,
TaKKe W3BelleHye IPHUITIAISeHHbBIX Ha 3acelanue JIULL;

7) mportoxonupoBanue 3acenanuii CoBera IMPEKTOPOB B COOTBETCTBHH C
TpeGoBaHMSAMHA 3aKOHOJATENIBCTBA, Y CTaBa U BHYTPCHHUX JOKYMEHTOB O6miecTBa,
a TaKoke obecredeHne CBOeBPeMEHHOr0 ToAnrcanys deHamu CoBeTa TMpEKTOpOB
pewenuit CoBera AUPEKTOPOB (1poToKoNoB);

8) HampaBlieHHe KONWH pEIICHHH, NPOTOKOIOB CoBeTa IUPEKTOPOB YIeHAM
CoBeTa JMPEKTOPOB, OTCYTCTBOBABIIIUM Ha 3aceaHIN CoseTa IUPEKTOPOB;

9) ofecredeHHe HA[JIEXAIIEr0 COOJIONCHHS MPOHEHYpSl  NPOBEACHUA
sacemaH@ii W mpuHATEHS peureHud CoBeTOM JHMPEKTOPOB, NPEAOCTABICHHE
paswscHeHnH TpeboBaHui 3aKOHONATENBCTBA, Vcrasa ¥ BHYTPEHHUX JOKYMEHTOB
O6mecTBa, HeoOX0MMMBIX it MpHHsATHS COBETOM JMPEKTOPOB peLIeHHH;

10) HampaBienue pemrenuit Coera JMPEKTOPOB COOTBETCTEYIOIIIM opraHam 4
noJKHOCTHEIM JviiaM OO0IecTBa, KOHTPOJIb MX HCIIONHCHHA U uHGbOPMUPOBaHHE
CoBeTa IUPEeKTOPOB O Pe3yNbTaTax (X0/€) UCIIONHEHUs B [IOPS/KE, yCTAHOBICHHOM
CoBeToM JUPEKTOPOB;

11) moxrotoBka OoJUIETEHEH Ul 3a0YHOTO IOJOCOBAHMA HICHOB Coseta
JMPEKTOPOB, OCYIECTBIEHHE PACCHUTKH U c6opa GroieTeHeH, MOIBEACHHE UTOTOB
OIOCOBAHMS IO BOIIPOCAM IIOBECTKHM JHs 3acenanns CoBeTa IMPEKTOPOB;

12) npenocraBneHue (obecrieueHue npenoctasienus) wienam Cosera
IHPEKTOPOB 3alPAIIUBAaEMbIX HMH JIOKYMEHTOB 1 rHbOpMALHHY,;



13) undopmuposanue [Ipencerarend CoBeTa IUPEKTOpOB 000 BCEX (haKrax,
MpeNsITCTBYIONUX BBIMONHEHIIO KopropaTHBHEM CeKpeTapeM ero o0sA3aHHOCTeH;

14) yaacTye B TIOArOTOBKE NOOBOrO OTHETA O6mecTBa,

15) cbop u ydeT MHGOpMAlMH B OTHOIICHMH ynenos CoBeTa IHUPEKTOPOB,
HeoOXOMUMOM I8 MPEXOCTAaBJIEeHAs —COOTBETCTBYIOIIMM roCyAapCTBEHHBIM
opraHaM ¥ IPYTUM 3aMHTEPECOBAHHBIM JIALAM,

16) opraHu3alMOHHOE CONPOBOXACHHUE nesitensHocTH  komuteroB CoBeTa
IUPEKTOPOB, BKIIOYas, B TOM HHCIE, obecrieueHye IIOJrOTOBKM MaTepHalloB U
OpraHu3alldio  [POBEACHUA 3acelaHuii, BeJeHNe MPOTOKOJOB, XpPaHCHUEC
peKOMeHalli, 3aKII0IeHIH KOMUTETOB M HX npepcrasienre CoBeTy TUPEKTOPOB;

17) y4eT u xpaHeHHe BCEH nocrynaromeil B anpec CoBeTa JUPEKTOPOB, €TI0
KOMHTETOB  KOPPECTIOHIGHIHH, ObecredeHne — IOATOTOBKH OTBETOB  Ha
TOCTYIIAIOLIHE 3aIIPOCHI;

18) OCYIIECTBIEHNE KOHTPONA 33 MCHONHCHACM aapecHbix pemenuii CoBeTa
IIMPEKTOPOB.

23. JIns BBIIOJHEHWS 33734 IO obecrieueH|IO XpaHeHMsl, PacKpBITHI U
IpeI0CTaBIEHUL CylIecTBeHHON —MHpOpMAalMH 06 O6mecTBe, a TaKxe
MOIJEPKAHMS ~ BBICOKOTO  ypOBHA yHGOPMALMOHHON  [IPO3PAYHOCTH  Ha
KOpIIOpaTHBHOTO CEKPEeTapsi BO3NAratoTes CIIC/yIOIHIe (bYHKIIM:

1) obecmedeHue COONONEHUS TpeGoBaHuil K TIOPAJKY XPAHEHWS U PACKPBITHA
(TpeIOCTaBIIEHHS) “HQOpMaLHUU 00 OOmecTse, yCTaHOBJIEHHBIX
3aKOHOIATENBCTBOM, Y CTABOM M BHYTPEHHHMHU TOKYMEHTAMH O6mecTBa B paMKax
KOMIIETEHIIUH,

2) KOHTpOIb 33 CBOCBPEMEHHBIM PacKphITHEM O6uiecTsoM MH(OpMANKU B
NOpSAKE, YCTAHOBJEHHBIM 3aKOHONATENLCTBOM, YcraBoM W BHYTPEHHHMH
moxymenTamu OO1IECTBA;

3) obecriedeHre B COOTBETCTBUU C 3aKOHOMATENIbCTBOM H BHYTPEHHUMMU
HOPMATHBHBIMH TOKYMEHTAMU O6mecTBa ydera M XpaHeHHA JOKYMCHTOB
O6mecTBa  (KacalolUXcs  ACATENBHOCTA KOpIOpaTuBHOrO  CeKperapsi),
HOIeXAIMX 00S3aTeIbHOMY XpaHeHMIO, AOCTyMa K HAM, NPeROCTaBIEHNS KX
KOMWii, NpY 3TOM KOIIMM YKa3aHHBIX JIOKyMEHTOB B 00513aTENEHOM TIOPSAIKE
ynocTosepsitorcs KopIopaTHBHBIM CEKPETApEM;

4) obecnieyeHnie CBOEBPEMEHHOTO PEAOCTABIICHI EnuHCTBEHHOMY aKI[HOHEPY
uHpOpManyy, ~ 3aTPArvBAIOMIEH  ero  HHTEPECH B COOTBETCTBHH C
3aKOHONATENBCTBOM, ~ YCTaBOM, BHYTPEHHHMH  JOKyMEHTaMHU O61ecTBa,
pemenvieM EMHCTBEHHOTO aKIMOHEPA;

5) yuacTHe B pa3paboTKe AH(QOPMALIMOHHON  TIOJUTHKY (monoxeHUs O
pacKphITHY HH(pOpMALWH), MONOKCHHT O XpaHEeHWHd KOMMEPYECKOH H HUHOH
KoH(HIEHIMATPHON HHPOPMAITHH O6miecTBa;

6) ydacTde B aKTyalu3allly A HANONHCHMH COOTBETCTBYIOIIEH MHOOpMAIMN
pe6-caiita OOmecTBa, BHECEHHE COOTBETCTBYIOIIMX nipeuIoxkeHuit (MEbOpMALHH)
CoBeTy LAPeKTOpoB ¥ IpaBIeHHUIO TI0 MOBBIIICHHIO Ka1ECTBa 1 HH()OPMATUBHOCTH.

24. Vlapie QyHKIHH:
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1) B mpenenax cBoeil KOMIETEHIMH, a TAKKE M0 MOPYHCHHIIO YICHOB Coseta
IUPeKTOpoB ¥ ENMHCTBEHHOrO AakKIMOHEpa, BEACHHE JIEJIOBOH TIEPENMUCKH H
OCYIIECTBIIEHHE NENOBBIX KOHTAKTOB C JIOJDKHOCTHBIMH JIMIAMH, EnuHCTBEHHBIM
AKI[MOHEpOM, OpraHaMM, pYKOBOIMTEIAMH  CTPYKTYpPHBIX HOpa3IeeHUH
O61ecTRa, a TAKKE HHEIMH (QU3MYECKUMHU U FOPHIMIECKUMY THIAMH,

2) IOArOTOBKA B paMKax KOMIETEHLUMH M y4acTHe B IOArOTOBKE IPOCKTOB
BHYTpEHHEHX JOKyMeHTOB OOIuecTBa, YTBEPXACHHC KOTOPBIX OTHOCHICA K
xomreTeniwm CoBera TUPEeKTOPOB U EMUHCTBEHHOIO aKIIMOBEPa,

3) ocymecTBIE€HHE KOHTPOJS 32 HCIIOIHCHHEM peumieHUA EIMHCTBEHHOIO
aKLMOHEPA;

4) opranu3alys JOBEIEHHsS Pe3ylNbTaTOB MPOBEPOK O6uiecTBa, MPOBOAHUMBIX
BHEIITHUM ayMTOPOM U roCyJapCTBEHHBIMYA OpraHamMi, 10 CoBeTra QUPEKTOPOB H, B
caydae HeOOXOJAMMOCTH, €r0 KOMUTETOB;

5) wumble Qysxkimua  KoprnopaTHBHOIO  CEKpETapi, yCTaHOBIIEHHEIE
3aKOHOJATENLCTBOM. DBBINONHeHHe (QYHKUUH, INPeXyCMOTPCHHBIX B JaHHOM
- pasgene Hacrosmero I10noxeHus, OCyIeCTBIICTCA KopIiopaTHBHBIM CEKPETapeM.

5. IlpaBa u o6si3aHHOcTH KOpNOpaTHBHOIO CeKpeTaps

25. KopriopaTHBHBIH CEKpeTapb UMECT IIPaBo:

1) 3ampaiuuBaTh ¥ MOJIy4aTh y JOIDKHOCTHBIX JIHIL O61iecTBa, PyKOBOIUTEIEH
Cmyx6Bl BHYTPEHHEro ayjura, CTPYKTYPHBIX noxpaspenenuit  ObmecTsa
marepuansl  (MHQOpMamHoO), B Clydae HeoOXOQUMOCTH  pa3bACHEHHS,
Heo6XOMUMBbIe Ul ocyluecTeiIeHus KoprnopaTHBHBEIM CEKpETapeM CBOMX hYHKIIMH;

2) MpOBepSTH IHOJIHOTY NPEJCTABIEHHOro MakeTa MaTepuajos Mo BOIpPOCcaMm,
BKJTFOUEHHBIM B ITOBECTKY [Hs 3acefaHua CoBeTa JMPEKTOPOB, ¢ IIPaBOM BbIAAEH
3aMedaHuil U PeIOKEHHH;

3) 3ampammBarh ¥ Honydarh y wieHoB CoBeTa IMPEKTOPOB [Tpencenarens
IIpaBnenus — PexTopa OT4eT O XOJ€ BBITIOTIHCHHUS pemeHuil EQHHCTBEHHOIO
axiuoHepa, CoBeTa [IMPEKTOPOB, W, B Cllydae HEBBIIIONHCHHMSA WIM HApyIICHHIA
CPOKOB  BBINOJNIHEHWs, 3alpalmiuBaTh — [HCBMCHHBIC OObsSCHEHUS IPUYHH
HEHCIIONHEH)S MM HECBOSBPEMEHHOTO HCIIONHEHHS! PEILICHHH;

4) zanpaiuBaTh y wieHoB CoBeTa JTUPEKTOPOB 1 IMpencenarens IIpaBnenns —
PexTopa HMHGOpMAlMi0 M pa3bACHeHWs B CBA3M C HApyIICHMEM TIpas
E/IMHCTBEHHOTO AaKI[WOHepa WM CHTYallui, NPHBONAMEH K BOSHMKHOBCHHIO
KOPIIOPATHBHBIX KOH(ITUKTOB M KOHGIUKTOB UHTEPECOB;

5) mpenmaraTh BOIPOCH! B MOBECTKY JIHA 3aCCHaHHi CoBeTa AHUPEKTOPOB H
IMpasenus OO1ecTBa.

6) 3anpamuBaTh THOOPMALMIO y PEeCTPONEPIKATEIA O6mecTBa 00 onepanusx,
3apervCTPUPOBAHHBIX B peecTpe JAepiareis axruii OOIecTBa, a TaKXKe HHYIO
HH(GOPMALMIO U3 PEECTPa, HEOOXONUMYIO O6miecTBy;

7) IpeI0CTABIATE PEECTPONEPKATENO JOKYMEHTALUIO, CBI3aHHYIO C BBIILYCKOM
O6mecTBOM  LEHHBIX OyMar M HHyH  MHQOpMAIMIO, He0OXOIUMYIO
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peecTpO/IEpKATENMO UL HAJIIENAIIETo BEACHHIA peecTpa JAepKareied LEHHBIX
6ymar ObuiecTsa.
26. KopriopaTHBHEI# CEKpeTaph 00s3aH:

1) mpu OCYIIECTBICHHH NESTEIRHOCTH coOmoiaTh HOpPMBI ¥ TpeGoBaHMS
3aKOHOIATENLCTBA, YCTaBa, HACTOSLICIO [lonokeHUss X WHBIX BHYTPEHHHX
mokxymenTtoB OOIecTsa;

2) MCIONHSATH Nopy4eHys CoBeTa IMpeKTOPOs,

3) OTYUTEIBATHCSA O CcBOEM [esITeNbHOCTH IIEPEN CoBeTOM JUPEKTOPOB,

4)  cobmonarsb KOH(pHUIEHIHAAIBHOCTE uHGbOpMaliH 00 Obmectre,
uHcaliepckodl HHPOpMalUy, cTapllell WM3BECTHOM B IEpHOJ OCYLIECTBICHHA
dyuxumii KopropaTiBHOTO CeXxperapsi u B TedeHHe He MeHee 4eM 3 (Tpex) JeT
ToC/Te IPEKPAIIeHHs TIOJTHOMOYMH B Ka4eCTBe KopIopaTHBHOTO CEKPETAPS;

5) MOANKACHIBATE MPOTOKOJL, BBIIMCKH U3 IPOTOKOTA U yAOCTOBEPSATH IIeYaThO
KopropaTUBHOTO CeKpeTaps (npu  HEOOXOIUMOCTH napaupoBaTh MOJIMCTHO
yIOCTOBEPSAEMYIO JOKyMEHTAIIHIO);

6) wuudopmuposats COBET IUPEKTOPOB O BOBHHKHOBEHWH CHTYyallWi,
CO3MAIOUIMX YIrpo3y HapylIeHUS HOPM JeCTBYIOIEro 3aKOHONATENbCTRA, TPaB
EIMHCTBEHHOTO aKI[MOHEPA, & TakKe BOSHUKHOBEHHA KOPIIOPATHBHOTO KOH(IHUKTA.

6. OrBeTcTBeHHOCTHL KOpnmopaTHBHOIO CeKpeTapH

27. KopriopaTHBHBI# CEKpETaphk NODKCH neficTBOBaTh B HHTEpECax O6mecTBa
u EIMHCTBEHHOTO aKIHOHEepa, HCIIONHATE CBOU 06S3aHHOCTH JOOPOCOBECTHO.

28. KopriopaTvBHbIHA ceKpeTapsb, B MOPAIKE, yCTaHOBJIEHHOM
3aKOHOMATENILCTBOM W BHYTPEHHHMH JOKYMEHTaMHU (QO61ecTBa, HECET
OTBETCTBEHHOCTb 3a:

1) HajTexalee UCTIONHEHHE BONOKEHHBIX Ha gero 3a7a4, QyHKIMHA, NIpaB U
00s3aHHOCTEH.

2) yOBITKH, IPUYHHEHHEIE O61ecTBY ero JeHCTBUAMA (6e3pelicTBHEM);

3) pasryalieHHe CBEACHUH, COCTABIAIOLIMX CITyXKeOHYI0, KOMMEPIECKYIO HIIH
VHYIO OXpaHAeMyl0 3aKOHOIATeIECTBOM Taligy;

4) ¥CIIONB30BaHUE JOCTYITHOM eMy MHCakIepCKoH yH(opMalny (MH(GOPMALIKIO
OrpaHMYEHHOTO JOCTYIa) 06 O6mecTBe B TMYHBIX LEIAX.

79. OTBETCTBEHHOCTS ~ KOPIOPaTHBHOTO  CEKpETaps 3aKpervisieTcs B
3aKIF09aeMOM C HMM TPYAOBOM JOI'OBOPE.

30. Otkas wieHoB CoBeTa AMPEKTOPOB W/HIM I[Ipencenarens Ilpapnenus —
PexTopa OT MPUHATHS Mep II0 yCTPaHCHHMIO KOPITOPATHBHBIX KOHQIIMKTOB 00 110
TIpE/IOTBPAILCHHUIO MOTEHIMATBHBIX KOPIIOPATHBHBIX KOHIUKTOB, IOCHE TOrO, KaK
oy 6BuTM mPoMHGOPMHUpPOBaHE KopmopaTHBHEIM cekpeTapeM, OCBOOOXKIACT
[OCJIEAHEr0 OT OTBETCTBEHHOCTH 32 OpraHM3alluio paspelleHns KOpIopaTUBHbIX
KOHQJIMKTOB.



7. YcioBuS OIIATHI TPYAa M NpeMupoBanus KopnopaTHBHOro cexpeTaps

31. 3apabornas mnata KopropaTHBHOIO CEKpeTaps OIPEACIACTCA CYMMOM
YCTAHOBJIEHHOIO TPYJOBBIM JOTOBOPOM JO/DKHOCTHOIO OKjazja (B TOM 4HCIE
MaTepHalbHas IOMOIIB), OOIPHUTENEHOTO W/WIA CTUMYJTHPYIOIIEro Xapakrepa B
COOTBETCTBUH C 3akoHomaTenbcTBoM ¥ Hacrosmum [lonoxenueM # MHBIMM
BHYTpEHHHMH JoKyMeHTamu OOIecTBa.

32. Hauwpciienue 3apaboTHOM MIaThl IPOU3BOAMTCS B COOTBETCTBHH € TabeneM
y4eTa WCIIONB30BAHKS Paboyero BpPEMEHH. VyeT (axkTWiecKd OTpabOTaHHOIO
BpeMeHH KOpPIOPATHUBHBIM ~ CEKpeTapeM  OCYMICCTBIACTCA OTBETCTBEHHBIM
CTPYKTYpHBIM noznpassienenrem ObmmecTsa.

33. ITopsnoK BHIILIATEL 3apabOTHOW IINIAThI KopriopaTHBHOMY CEKpeTapro
onpefeNsieTcss BHYTPEHHUM NOKyMEHTOB O6mmecTBa, perylupyrolyM CUCTEMY
oIuIaTy Tpy/a IITaTHEIX paboTHrKoB ObLIECTRA.

34.Tlo pemwenmio Cosera HPEKTOPOB O6mecrBa KoprnopaTuBHOMY
CEKpeTapio MOXET BHITUIAYMBATECS IPEMHUS [0 pe3yJIbTaTaM paboThl 32 OTYETHBIH
KBapTaJ, B Clly4ae Ka4eCTBCHHOTO BBIMONHEHUA CBOMX (GYHKLHOHAIBHBIX
06s3aHHOCTEN, B pasMepax W Ha YCIOBHAX, OINPEJEICHHBIX COOTBETCTBYIOMAMH
BHYTpPEHHHMHE JoKyMeHTamu ObIecTsa.

35.B dYecThb IpPa3sqHOBAHMS  HAIMOHANBHBIX, TOCYHApCTBECHHBIX M1
npo)eCCHOHANBHBIX TPA3JHAKOB B Pecny6nuke Kazaxcran 3a CHeT SKOHOMHHA
cpencTs (OHJAa OIUIATH TpyAa (manee — ®OT) pomyckaeTcsi IpPeMHpPOBaHHE
KopropatusHoro cexperaps Ofumiecrsa B pasmepe, COOTBETCTBYIOLIEM pasmepy
IPEMHAIBHOM BBIIIATHI IO TAKHM CIIy4asM paborHuKy Ob1ecTBa ¢ JODKHOCTHBIM
OKIIAOM, SKBUBAJIEHTHBIM JIOJDKHOCTHOMY OKIazy KopropaTHBHOIO CCKpETaps.
COOTBETCTBYIOIEE TIPEMHUPOBAHIE OCYLIECTBIISETCS HA OCHOBAHMHA IIpHKasa
IIpencenarens Ilpaenenus — Pekropa, nubo JHMI@, MCIOJNHAIOIIEro €ro
00SI3aHHOCTH.

36. KopriopaTMBHOMY ~ CEKpETapi0 IpH  NPEeJOCTaBICHMM  EXETOAHOTO
OIJTAYMBAEMOT0 TPYZOBOTO OTIIYCKa BBIIIAYHABACTCA nocobre Ha 03J0pOBJIECHUE B
pasMepe OJ(HOTO JOJDKHOCTHOTO OKJIajia OfMH pa3 B TEUCHHUC KaJleHIapHoro roja.
ExeronHBlil OIUIAaUYHMBAEMBIH TPYHOBOM OTIYCK KopriopaTiBHOMY CEKPETapro
IIPEIOCTABISEeTCS B COOTBETCTBHH C TIPHUKA30OM IMpencenatens IIpaBiexus —
Pexropa OBIIecTBa IPOJOIDKUTENBHOCTEIO 30 (TpmIuaTh) OHEH.

37. KopnopaTHBHOMY CEKpEeTapro Q6mecTBa OCYILECTBIIAIOTCS [OIUIATEHI,
[PEIOCTABNSIOTCS TapaHTHM ¥ KOMIICHCAUMOHHBIC BBIINIATBL B pasmepax,
TIPElyCMOTPEHHBIX TPYIOBEIM 32KOHOJAATENBCTBOM Pecnyonuku Kazaxctan U
BHYTpeHHMMH JOKyMeHTamu OOLIECTBa, a TaiKe JI0OpPOBOIBHOE MEIMIMHCKOE
cTpaxoBanue 3a cder cpencrs ObmecTsa (mpu wammuum B OOmectse
COOTBETCTBYIOIIETO COLMANBHOTO MAKETa).

38. KopopaTUBHOMY CEKpeTapio OCYLISCTBIACTCS JOINATa 32 HajMuue
yyeHOM CTemeHd B pa3Mepe, IMPEIyCMOTPEHHOM  3aKOHOAATEILCTBOM 00
obpazosanuy Pecny6nuku KasaxcraH.
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39. KopropaTUBHOMY CEKpEeTapi0 OKa3bIBACTCH MaTepHallbHas IIOMOIIb B
paszmepe 50 (IATHAECATH) MECSIHBIX PAaCUeTHBIX oxazaTelnel Ha OCHOBaHHHU KOTHH
TIOATBEPKAAFOIIHX JOKYMEHTOB (CBHETENBCTBO 0 POXKIEHHUA
(YCBIHOBJIGHHI/I/yILOT-IepeHHH), CBMIETENLCTBO O OpaKe, CBUAETENBCTBO O CMEpTH) B
CHIEYIOLIUX CITydasx:

1) poxzaenue (yCbIHOBIEHHE, yrodepenye) pebeHKa;

2) GpaKocoyeTaHre PabOTHUKE;

3) cMepTH Cynpyra (cympyru) Wid ux ONU3KUX PONCTBEHHMKOB (pomwmTeneH,
JeTeil, yCBIHOBUTEIEH, YCHIHOBIEHHBIX, IIOTHOPOAHEIX 1 He [TOTHOPOIHEIX 6paTheB
U cecTep).

8. OGecnedenne gearenbHocTH KopnopaTHBHOTO CeKpeTaps

40. B mensix Hamiexamero ¥ 3(GQEeKTHBHOTO BBINOJHCHM 00%3aHHOCTEH,
KopIOpaTUBHEIH ~ CeKpeTapb  JOIDKEH 6eiTh  ObOecrieueH  HEOOXOAUMBIMH
OpraHM3aFOHHO-TEXHUIECKMMHU YCIOBUAMH, B YACTHOCTH:

1) mMmeTs OTAENbHBIH KabyHeT, HaXOMAUIUHCS HEMOCPENCTBEHHO IO MeCTY
HaxXOXIeHHS aJ]MUHMCTPATUBHOIO anmapara O6miecTBa;

2) pabouee MecTo KopropaTHBHOIO CEKpeTapi NOJDKHO OBITH 00eCIeyeHo
TIepCOHATILHBIM KOMIIBIOTEPOM, a CaM KopIopaTUBHBIH CEKpeTaphb - [EPEHOCHBIM
xommbrotepoM (Notebook);

3) HEOOXOXUMOM OpITEeXHUKOH, ceiiboM, HECropaeMbIM METALINICCKUM

mikadoM UL XpaHeHHs JNOKYMEHTOB, a TAKOKe CIIPaBOYHOM M TIEPHOIIECKOH -

JUTEPATYPOH,
4) cOOTBETCTBYIOILEH uH(pOPMATIMOHHOK NPaBOBOM cHCTEMOM (3TEKTPOHHOU
6a30i1 TaHHBIX),

41. PasMep KOMAaHIMPOBOYHBIX Pacxonos (cyrouHble, pacxombl IO HauMy
JKHJIOTO TTOMeLIeHYs, PAcX0opl TI0 NPOoe3Ay K MECTY KOMAH/{MPOBAHHUS U 00paTHO)
mis KopHopaTUBHOTO CeKpeTapsi ONpeNesieTes B COOTBETCTBUY C BHYTPEHHHMH
noxymentamu O61iecTBa.

9., 3akar4uHTeJbHbIC MOJIOZKCH M5

42. YTBepxKaeHue TTonmoxeHus, a TAKXKe BHECEHHE p3MeHeH’H ¥ IOIOJTHEHUH
B HEro OTHOCHTCS K kommereHIHH CoBeTa JUPEKTOpOB OobmecTBa.

43. BEcny  OTHENbHBIE IIYHKTBL HACTOALIETO [lonoxkeHuss BCTyHarwoT B
IPOTHBOpEYHE C [EHCTBYIOLIMM 3aKOHONATENIGCTBOM, 3TH MYHKTHl yTpaduBaloT
ciwiy ¥ B 9ACTH perymHMpyeMmbIxX OTHMH IIyHKTaMH BONPOCOB  CIIEAYET

pYKOBO,I[CTBOBaTBCH HOpMaMH JEHUCTBYIOLIETO 3akoHomarenbCTBa 0 MOMEHTA
BHECEHUs COOTBETCTBYIOIIIHX M3MEHEHHUH B HacTOs1IEE [TonoxeHue.

10



