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1.00mue moyioKeHHs

1. Hacrosee ITonoxenue o KopropaTMBHOM CEKpeTape HeKOMMEPYECKOTo
aKIHOHepHOro obinectsa «PymHeHCKHH HHIYCTPHaIbHbIH MHCTHUTYT» (janee -
ITonoxenue) pazpabotano B cooTBercTBHH ¢ 3axoHom Pecnybnuku Kasaxcran
«06 axumoHepHBIX 00IIecTBax», ¥YCTaBOM W MHBEIMH BHYTPEHHHMMH JOKYMEHTaMH
HEKOMMEPHECKOro akIMOHepHOro obmecTBa «Py/IHEHCKHMH HWHIYCTPHANBHDIH
MHCTATYT» (anee - OB1ecTBO).

2. Tlomoskenwe onpenenser 3afaud, (yHKOMM, NpaBa M 00A3aHHOCTH,
OTBETCTBEHHOCTb, NOPSII0K HazHaYeHHS, YCJIOBHS BO3ZHATPAK ISHHA
KopropatisHoro cexperapst Obuectsa (jaiiee - KoprmopaTuBHEIH cexpeTaps).

3. JlomskHocTs KoproparHBHOTO cekperaps BBOIUTCA B LEJIX OOecreyeHHs
co0MoieH s OpraHaMy U TO/KHOCTHEIMH JxlaMy OOIiecTBa npasuil ¥ IMpoLeayp
KOPIOPATHBHOIO YIPABIEHHS, TapaHTHPYIOLIHX PeaJd3aluio MpaB M HHTEPECOB
EauncerBeHHoro akipoHepa O0LiecTBa.

4, KoprnoparupHblii cekperaps - pabGoTHMK OOuiecTBa, He FBIAIOLIMHCH
unenom Cosera aupextopos jnbo Ipasnenus O0mecTsa, HazHayaercs CoBeToM
nupexktopos OGuiectea. B cBoed peaTenbHocTH KoOpnopaTHBHEBIH CeKpeTaph
nojgorderex u nmoguuned Cosery aupexropos ObiecTsa.

5. KopriopaTuBHel cekperapk o0ecmeunBaeT COONIOASHHE OpraHaMH H
NOIDKHOCTHLIMH JinamMu OBIecTBa NpOLEyp, HANpaBIeHHBIX Ha obecriedeHue
[paB W MHTepecoB EAMHCTBEHHOTO aKMOHepa, a TakikKe CC/0BaHUS O01ecTBa
TOJIOWEHUAM B chepe KOpIOPAaTHBHOTO YNPABIEHHs, Y CTaBa W HHBIM BHYTPEHHHM
nokymeHTamM OOLuecTsa.

6. KopropartuBHblii cexkperapb oOecleuMBaeT IMOATOTOBKY H IIPOBEACHHE
sacenanuit  Cosera pmupexropoB O6mecrsa, obecneduBaeT (HOpPMUPOBAHUE
MATEpUAJIOB 10 BOMPOCAM, BLIHOCHMMBIM Ha paccmoTpeHue CoBeTa JHPEKTOPOB H
EIMHCTBEHHOrO AKIIHOHEPA, BEIET KOHTPO/b 3a 0DecredeHHeM JOCTYIA K HUM.
7. KopnopaTuBHbIH CeKpeTapb OCYIIEGCTB/sIET CBOIH [MEATE/NBHOCTE B
COOTBETCTBHMM ¢ HOpMaMH 3axonojarelscTBa Pecrnybnmku Kasaxcran (manee -
3akoHomaTenkLCTBO), Ycrapa, HacTtosumero [lonoskeHus, HWHBIX BHYTPEHHHX
noxymenros OOmecTsa, a Taioke pemeHuamu Copera OUPEKTOPOB H
EnMHCTBEHHOI'O aKLHOHEepa.

2. IMopaaok Ha3HAYeHHS] H OCBOOOMKAEHHS OT JOJIKHOCTH

8. KopnoparusHelil cekperaps Hazuauaercs pemeHneM Copera [AHPEKTOpPOB,
NPUHATEIM TIPOCTLIM DOIBLIMHCTBOM ro10coB uleHoB CoBeTa TUPEKTOPOB.

9. Bomnpoc o© HasHauyeHWH WIH 00 OCBODOMAEHMH OT HOIDKHOCTH
KopriopaTBHOTo ceKpeTaps BHOCHTCS Ha odHoe 3acenanue CoBeTa AHPEKTOPOB.
[lpucyTeTBHEe KaHiujuata Ha JomkHocTs KopropaTHBHOro cekperaps Ha
YKa3aHHOM 34ce/[aHiy 00A3aTelbHO.

10. B oruomenuy xasgupatypel B CoBeT JHPEKTOPOB doJKHA OBITH
npejcTaBlieHa cliefyroas HHhopMaLus:

1) dhamMunusa, UM, OTHECTBO KaHIM1aTa;

2) roji poKIEHHS;



3) oOpaszoBaHue, CHELMANBHOCTL [0 IHIUIOMY (muTImoMam), CBENeHHs O
[OBBLIIIEHWH KBanu(UKalul H npodeccHoHallbHOH MepernoaroToBKe;

4) ceeneHus 06 omnslTe pabOTHL 3a MOCHEAHNE SIIET;

S) mHChbMEHHOE 3asBlICHHe KaHAWJaTa O Ha3sHAauYeHHWM HA JO/DKHOCTH
KopnoparusHoro cexperaps OdmecTsa.

11, Oynkips KoprnopaTiBHOIO CeKpeTaps MOTYT OBITh BO3NOXKEHBI Ha JHLO,
OTBEYalONIee CIASAYIOUIUM TPeOOBaHHAM:

1) HaIMUKE BBICIIErO JOPHANIECKOr0 H/HIH IKOHOMUYECKOro 00pasoBaHus;

2) Hanuuue npodeccHOHANBHOTO OnbiTa paBoThl He MeHee 5 (IISITH) JeT, B TOM
upc/e B 00NACTH KOPIIOPATHBHOIO [1PABaA MJIH KOPIIOPATHBHOIO YIIPaBICHH H/UIH
HA PYKOBOJISIIEN MOJKHOCTH - He MeHee 3 (Tpex) Jet;

3) Hanuuue 3HAHMH, OIBITA ¥ KBAJTH(HKALIMHK, AOCTATOUHBIX VIS HCIOIHEHHA
BO3J0MKEHHEIX Ha Hero o0A3aHHOCTEH,

4) HANIUYME OPraHU3aTOPCKUX U aHAIMTHYECKHX CIIOCOOHOCTEH H HABBIKOB;

5) HaJIMYKMeE HABBLIKOB pabOoThl HA KOMIIBIOTEPE;

6)3nanue crnennduky fesrenbHocTH ObuecTsa.

12. B pemenun CoBeTa IUPEKTOPOB O HasHA4YeHHH KopropaTHBHOIO
CeKpeTaps YKas3blBalOTCsA, B TOM YMCIIE, CPOK NOIHOMOYHH, pasMep J0/DKHOCTHOTO
OKJIAJIA M YCIOBMSA OIUIATEI TPYIa, IPEMHUPOBAaHHs H/HUITH BO3HAI DAKICHHU.

3. Passep MOJMKHOCTHOIO OKlaga M YCIOBHA [PEMUPOBaHMA 1/ HITH
posHarpaxieHus KopropaTuBHOro cexkperaps YCTaHaBIHBAIOTCs Corerom
JMPEKTOPOB B COOTBETCTBHM C BHYTPEHHHMH HOPMATHBHBIMM [OKYMEHTaMH
O0uecTBa.

14, KoprnopaTHBHOMY CEKPETapi0 paspeliaeTcs BHIIONHEHHe paOOTBI H
3aHATHE JO/KHOCTEH B JAPYTHX CTPYKTYPHBIX nojpasfenenusx OOuecTsa, eciu
MHOE He IpeaycMoTpeno Ycrasom OOiecTsa.

15. C nwuuom, HasHauaembiM KopriopaTHBHBIM cexperapem Obuiectsa,
3aKIMoYaeTcs TPYIOBOH 0roBOp Ha CPOK, ompefeicHHbld pewernnem Copera
JIHPEKTOPOB.

16. Tpynosoit norosop ¢ KopnopaTHBHBIM CeKpeTapéM IOAIKCEIBACTCH OT
mvenn Obiecrsa Ipejcenarenem [IpasneHus (PEKTOPOM).

17. CoBeT OHPEKTOPOB BIpaBe NPHHAThL PEIIeHHE O JOCPOYHOM NPEKpallCHIM
rronHoMouuii KoprmopaTHBHOrO cexperaps M PacTOpIKEHHMH 3aKII0YCHHOTO C HHM
J0roBOpa B MOPSIKE, YCTAHOBJIEHHOM 3akoHoparenbcTBOM.IIpH mocpouHoM
npexpaumleHus noiHoMouni KoprnopaTuBHOro cexperapsd M pacTOpiKEHHH
3aKJIFOYEHHOTO ¢ HHM JOTOBOpa, HapsAdy ¢ BbIIJIATAMHM, MPEyCMOTPEHHBIMH
NeHCTBYIOIMM 3aKOHO/ATEIECTBOM, €MY OCYIIECTB/SETCS BBILIATA B pasMepe
OJIHOTO OKJIAJa.

18. Pemenue o HazHaueHH HOoBoro KoprnopatuBHOIO ceKpeTaps NPHHIMACTCH
CoBeToM AHPEKTOPOB B CPOK He ro3zHee 1 (oaHoro) Mecana ¢ MOMEHTA NPHHATHA
pelieHHs O MpeKpalleHWH IOJIHOMOYMH JekcTsyioliero KopnopardBHOTO
cekperaps. Peinerne o HazHaueHWW HOBOro KopnopaTHBHOIO CEKpEeTaps MOKET
OBITH NPUHATO OTHOBPEMEHHO C NPHHATHEM PELIEHHA 0 NOCPOYHOM MPEKPALICHHH
MOIHOMOYMH AelcTByiomero KopropaTHBHOIO CeKpeTaps.



19. BHoBE HaszHaueHHOMY KopropaTHBHOMY CeKpeTaplo ero NpeilecTBeHHHK
JIOJDKEH TepeliaTh jlefia, JOKYMEHThBI i 6a3y JlaHHBIX JOKYMEHTOB Ha J/ICKTPOHHOM
u (unm) GymankHom HocuTenax. Ilepemada aesn ocyLecTBAAETCA B CPOK He TMO3AHEES
S (nAtm) pabouux jHe C MOMEHT4 HasHa4YeHHs HOBOro KoprnopaTHBHOTO
ceKperapsi 10 aKTy [pHeMa- Iepejlaud, B KOTOpPOM OOs3aTe/bHO MOJDKHAI OBIT
yKkasaHbl OCHOBaHHe Ilepejladl mell, [ara Iepejiayd, HaUMCHOBAHHE M COCTAB
nepenaBaeMoil JOKYMEHTAINH, CIHCOK jlefl (MepOIpHATHH, NeHCTBHH, 3aMpocoB),
KOTOpBIE HAXOMSTCS B CTAJHH MCIOIHEHHS M JOIKHBI OBITH MCIIOJIHEHBI BHOBh
130paHHBIM KopopaTHBHBIM CEKPETapEM.

3. 3agauH KOpPNOPAaTHBHOIO CEKpeTaps

20. 3agauamu KopropaTuBHOro CEKpeTaps B paMKax ero JeaTeJbHOCTH
SIBIISAIOTCS:

1) obecneyeHwe cobiojieHus oOpraHaMd H - JO/DKHOCTHBIMH  JTHLAMH
OBLIecTBA3AKOHOIATeIbCTBA B cepe KOPIOPATHBHOTO YIpaBjeHus, YcraBa H
BHYTpeHHHX foKyMmenToB OO0LIECTBa, & TAKXKe COBEPIICHCTBOBAHMWS MOMHTHKM H
NpaKTHKH B 001acTH KOPIIOPATHBHOIO YIPABIeHMS;

2) obecneuenue 3¢ dekTHBHON nesTelibHocTH CoBeTa THPEKTOPOB;

3) obecrieueHHe XpaHEHHs, PAacKpBITHS H [pelOCTaBICHHA CYILECTBEHHOM
uHpopmanuu 06 OBIIecTBe B paMKax NPEJOCTABICHHOH KOMIETEHIMH, a TaKKe
M0/ICPKAaHKs BEICOKOTO YPOBHS HH(OPMALHOHHON ITPO3PadHOCTH;

4) obecriedeHue 4eTKOro 1 (G (GeKTHBHOTO B3aNMOJEHCTBHA MEKIY OpraHaMH
O0buiecTsa.

4. @ynkuuu KopnopaTHBHOro cekperaps

21. Jlns BemosnHeHMsA 3ajaud 10 OOECTIeYEHHMIO COOMIOAEHHA OpraHamy,
NOJKHOCTHRIME JTuiamy OflecTsa 3aK0HOIATENBCTBA B cepe KOPIOPATHBHOIO
yIpasjienus, Ycrasa M BHYTpeHHMX JoKymeHnToB OOmecTBa, a Takke
COBEpPLICHCTBOBAHUS TIOJMTHKM H IPaKTHKM B 00JacTH KOPNOPATHBHOTO
yripasiIeHns, Ha KoprnopaTHBHOIO CeKpeTaps BO3JaraloTes CeAyoWue Gy HKIHK:

1) MOHMTOPHHI WCIIONHEHMS, COONIONEHHA OpraHaMM M A0JDKHOCTHBIMH
nuuamu ObdirecTa 3aK0HOIATENLCTBA U BHYTPEHHUX NJOKYMEHTOB,

2) npejoCTaBIeHHEe M OPraHU3allis KOHCYNbTALMH HOMKHOCTHBIM JIMIAM
OGumecTsa, B I[pelenax cBoell KOMIETEHIHH, IO BONPOCAM, CBA3AHHBIM C
3aKOHONATELCTBOM H BHYTPEHHHMHU JoKyMeHTaMu OO11ecTsa;

3) unpopmuposanne CoBera IHPEKTOPOB O BhiABIeHHBIX B OOecTse, B
npeje/iax cBOeH KOMIETEeHIMH HapyLIeHHAX 3aKOHOATE/bCTBA H BHYTPEHHMX
noxymentos OOLIeCTBa;

4) yuactHe B pazpaboTke, cOOMOJEHHM H MEPHOIHYECKOM IEPECMOTPE
[OJMTHKU U NPAKTHKH KOPIOPaTHBHOTO ynpasieHus B OOIIeCTBa, a TAKKe HHBIX
BHYTPEHHUX HoKyMeHTos O0mecTsa B paMKax KOMIETCHIMH,

5) MOHHTOPHHI U 8HATM3 CYIIECTBYIOIEN NPAKTHKY, TEHACHLIUH, TIEPCIICKTHE
pa3BUTHS B 00NaCTH KOPIIOPATHBHOI'O YIPaBISHHA B Pecrrybnuke KasaxcraH, 3a
pyOexoM W BHeceHWe (HalpaBleHHe) AHATUTHYECKMX CIIPAaBOK, HH(OpMAlNH,



PeKOMEHJ@lMH  MNO/KHOCTHBIM  JIML@M, COOTBETCTBYIOIIMM  OpraHaMm  H
PYKOBOIHMTENSIM CTPYKTYPHBIX IToapas/eneHui ObecTsa.

22, Jlns BBINOMHEHHS 3aj@4 1o o0ecredeHHI0 3QMEKTHBHON NeATelbHOCTH
CoBeTa JMPEeKTOpOB M ero KoMuTeToB Ha KopropaTMBHOTO —CeKpeTaps
BO3JIAr4I0TCsl CEnYIONHe (PYHKIHH:

1) paswsicHeHMe BHOBb u30panHeiM wieHam Cosera  IHPEKTOPOB
jeiicTBytomux B O6miecTBe npaBun gearelbHocTH CoBeTa NHPEKTOPOB M HMHBIX
oprafos O0LiecTBa, MpemOCTaABIEHHE HHQOPMAILIHH O MAOJKHOCTHBIX NTHLIAX H
OpraHM3aLUOHHON cTpykType OfLiectsa, €ro BHYTPEHHHX NOKYMEHTOB M HHOH
pH(OPMAIMK, HMEIOIeH 3HaueHHe i HAJIEHKANIero HCMNOJHEeHHs “ICHAMH
CoseTa JUPEKTOPOB HX 00A3aHHOCTEH;

2) opraHM3anis O3HAKOMHTENLHBIX BCTPEY IS BHOBb H30PaHHBIX HICHOB
CopeTa jupekropoB ¢ wieHamu [lpapieHuss U PYKOBOAMTENAMH CTPYKTYPHBIX
nojpasaenennii OOIiecTsa (B ciydae HeoOXO0IMMOCTH );

3) npejcTaBieHHe TOMOIIM B OpraHM3alMH MEPONPHATHH MO MOBBILIEHHIO
kBanupuKauy Yienos CopeTa IUPEKTOPOB;

4) paspabotka npoekra Ilmama paGotsr CoBeTa JMPEKTOPOB ¢ IpahUKOM
[IpOBEeHHsA 3ace]aHuit Ha COOTBETCTBYIOLIHH IO

5) obecnedeHne Hamlexalledl MNOArOTOBKH MarepyaloB [0 BONpocam
[oBeCTKH AHs 3acejanuit CoBeTa JUpPEKTOPOB;

6) ceoeBpeMeHHOe HalpabieHHe dieHam CoBera /MPEKTOPOB NOBECTKH [HA
sacenanns Copera JUPEeKTOPOB ¢ MPHUIOKEHHEM BeeX HeOOXOHMBIX MaTepHaloB,
4 TaKye H3BELIeHMe ITPUTTalleHHBIX Ha 3acelaHute JTHL,

7) nporoxkonupoBaHue 3acefaHuii CopeTa AHPEKTOPOB B COOTBCTCTBHH C
TpeboBaHUSIMU 3aKOHOIATEILCTEE, Y CTaBa U BHY TPEHHUX JOKYMEHTOB Obmectsa,
a Takke obecredeHre CBOSBPEMEHHOTO moanucanus wieHamMu Cosera JHPEKTOpOoB
perienuii CoBeTa TUPeKTOPOB (IPOTOKOJIOB);

8) manpasjieHWe KoM pelueHni, nporokonos Cosera QHPEKTOPOB WIEHAM
CoBeTa JIUPEKTOPOB, OTCYTCTBOBABIINM Ha 3aceiannu CoBeTa THPEKTOPOB;

9) obecneueHre HaIJICIKALIETO COOIIIOJIGHAA  TPOLEAYPhl TIPOBEACHHS
jacefaduii M npuHATHA pemendid CoBeToM JIHPEKTOPOB, IPENOCTaBICHHE
pasbsicHeHUH TpeOOBaHMH 3aKOHONATENECTRA, Y CTaBA ¥ BHYTPEHHUX JOKYMEHTOB
ObuecTsa, HeoOXoAUMBIX sl puHATHsS COBETOM AMPEKTOPOB PEILIEHMUIT;

10) sanpasnenue pemenuii Cosera JHPEKTOPOB COOTBETCTBYIOIMM OpraHam
M J0JOKHOCTHEIM  JmuaM  OOmiectBa, KOHTPONb WX HCHOJIHCHHA H
nadopmupopanve CoBeTa JUPEKTOPOB O pesyibTarax (Xoje) HMCIONHEeHHS B
rnopsjike, ycranosneHHoM CoBETOM AHPEKTOPOB;

11) noAroToBka GioiseTeHel s 3aodHOro roiocosanus wieHos Cosera
JIMPEKTOPOB, OCYIIECTBISHHE pacchUlkh M cbopa OlonIeTeHed, MoABEICHKHE
WTOI'OB rOJIOCOBAHMS IO BONPOCAM MOBECTKH AHs 3acenanus CoBera MIUPEKTOPOB;

12) npemoctaBnende (obecnedeHue NpPeJOCTABIEHHMA) HIIEHAM CoseTta
JIMPEKTOPOB 3aMpaliiBaeMbIX MU JOKYMEHTOB U HHPOPMaLHH;

13) undopmuposanue npencenarens Cosera nupexrTopos 060 Beex (akTax,
NPEIATCTBYOUIUX BBINoIHeHHI0 KOpIopaTHBHBIM CEKpeTapeM ero 00A3aHHOCTEH;

14) y4acTue B [OATOTOBKe rojosoro otyera ObuecTBa;




15) cbop u ydver uHpOpMAUM B OTHOMIEHHHM 4ieHOB CoBeTa NHPEKTOPOB,
HeoOXOIMMMOM JUIs TpeNOoCTaBAEHHA COOTBETCTBYIOLIMM TOCYOApPCTBEHHBIM
OpraHaM | JIpYIrdM 3aHHTepeCcOBAHHEIM JTHIIAM;

16) opraHH3allMOHHOE CONPOBOMKACHME jeaTensHOCTH KomHuTeToB CoBera
JMPEeKTOPOB, BKJIIOYAsd, B TOM uHche, obecreyeHue MOATOTOBKH MaTepHanoB H
OpPraHuzalidi0  TPOBEICHMs  3ace/laHdii, BeJeHHe IPOTOKOJOB, XpaHeHHe
pPEKOMEHAanuii, 3aKioYeHHH KOMHMTETOB W HMX npencraBieHue Coserty
JUPEKTOPOB;

17) yueT M xpaHeHue Bcell noctynaiomeii B angpec Copera IHPEKTOPOB, €ro
KOMHTETOB  KOppEecHOHAeHUHH, obecnedeHHe IOATOTOBKM  OTBETOB  Ha
NOCTYIAIOLIHE 3AIIPOChL;

18) ocyuiecTBeHHe KOHTPOMS 3a MCIOJHEHWeM ajipecHEIX pelreHHi CoBera
JIHPEKTOPOB.

23, Jlnst BBIOJHEHHs 3a1a4 1o oDecnedeHHI0 XpaHEeHHs, PacKpeITHA H
npenocTaBieHus  cyluecTBeHHOH HHGopmaumum o6 O6mectBe, a TaKKe
MONIePKAHUS  BBLICOKOIO  YPOBHS  MH()OPMALMOHHOH  MPO3padHOCTH  Ha
KopropaTHBHOTO CeKpeTaps BO3/1araloTes CleAyouHe (pyHKIHH:

1) obecrieuenne cobmonenus TpeOOBaHWH K NOPANKY XPaHEHHS M PaCKphITHSI
(1pegocTaBieHms ) HHGpOpPMAaLHH 00 ObiiecTBe, YCTAHOBJICHHBIX
3aK0oHOJATENLCTBOM, YCTaBOM W BHYTPEHHHMM JokyMeHTamu OOmecTBa B
paMKax KOMIETEHLIHH;

2) KOHTPOJb 3@ CBOEBpeMEHHBIM packpblTHeM OfuiecTBoM HH(MOPMALUH B
MOpsifKe, VCTAHOBICHHOM 3aKOHOMATENBCTBOM, YCTABOM M BHYTPEHHHMH
nokymenramu Obinecrsa;

3) obecrneyeHue B COOTBETCTBMM € 3aKOHOLATENBCTBOM W BHYTPEeHHHMH
HOPMATHBHBEIMH moKymenTamu OOulecrBa ydeTa M XpaHeHHUA [JOKYMEHTOB
Obmecrea  (kacarommuxca  gedrensHocTd  KopriopatusHoro — cekperaps),
oJIeKalux o0A3aTeNIEHOMY XpaHeHHIO, JOCTYNA K HHM, NPEHOoCTaBIEeHHA HX
KOIHH, TPH 3TOM KOMHHM YKA3aHHBIX JOKYMEHTOB B 00S3aTCibHOM IOpsKe
yinocrosepsitores KopriopaTHBHEIM cekpeTapem;

4)  obecnedenve  CBOGBPEMEHHOIo  NpefocTaBleHHA  EIMHCTBEHHOMY
aKIMOHEPY MH(OpPMalMK, 3aTParuBaiolleil ero MHTEPEChl B COOTBETCTBHH C
3aKOHOAATEILCTBOM, Y CTaBOM, BHYTPEHHHMH  AokyMeHTamMu  OOmiectsa,
pelieHHeM EQHHCTBEHHOrO aKI[HOHEPA;

5) yuactue B paspaborTke MH(QOPMALMOHHOH TONHTHKH (IIONOMKEHHA O
PacKpBITHH HHOOPMALMH), MOMA0MKEHHA O XPaHeHMH KOMMEPUECKOH M WHOMH
KOH(pUOeHIHaIBHOH HHpopMauu Od1ecTsa,

6) y4acTHe B aKTyaJu3alliy ¥ HanoJHEHHeM COOTBETCTBYIOUIEH MHpOpMaly
BeO-catita ObLIecTBa, BHECEHHE COOTBETCTBYIOUIMX IpeUIokeHHH (MHEpopMalin)
Cosery nupextopoB u [llpaBnenuio 10 TNOBBIIEHHIO €ro Kauecrsa M
HH(OPMATUBHOCTH. :

24, Jlns BeIDOJHEHMs 3ajau no obecrevyeHHI0 4eTKoro U 3(QeKTHBHOro
B3aUMOelicTBHS MeKay opraHamu OOumectsa Ha KopropaTWBHOTO cexperaps
BO3JArarTes CIeyIoe QPyHKIHHU:



) obecneyeHue Hajexallero y4yera IOCTYIMBIIMX OT EIMHCTEEHHOIO
aKiponepa nuceM (oOpamenuit, Tpe®oBaHWii), OCYIIECTBIEHHE KOHTPOJA 32
CBOEBPEMEHHBIM MX PacCMOTPEHHEeM COOTBETCTBYIOIIMMH opradami OOIlecTBa H
[OATOTOBKOH OTBETOB;

2) comeicTBHE CO3MAHHIO U (D (EeKTHBHOMY HCIIONB30BAHMIO KaHalos odMeHa
nHopmaluy Mexy opradamy Obiecrtsa;

3) cBOEBpeMEHHOE BBISBIIEHHE HA3PEBAFOIINX KOPIOPATHBHBIX KOH(IMKTOB,
HHQOPMHPOBAHHE O HHMX COOTBETCTBYIOLIMX OpPraHOB (QOKHOCTHBIX JIMLI)
OfmiecTBa, NpPHHATHE Mep MO HX NPEeJOTBPallEHHIO M, IIPH HeoOXOIHMOCTH,
obecriedenne paszpeneHus KOH(UIMKTOB KOMIIETEHTHBIM OpraHoM (JOKHOCTHBIM
nuuoM) OOliecTBa B MOpsAIKe, NPEAYCMOTPEHHOM BHYTPEHHHMH TOKYMEHTaMH
Ob1ecTsa.

25. Unble GpyHKIMEH:

1) B mpenenax cBoeil KOMIETEHIHH, 8 TAKKe 10 IopydeHHIO wieHoB CoBera
IHpeKTopoB W ENWHCTBEHHOrO aklUHOHepa, BeeHHE J[e/OBOH [EpPenHcKH H
OCYILECTRIEHHE JIeJIOBBIX KOHTAKTOB C NOIDKHOCTHBIMM JIHIAMH, EAMHCTBEHHBIM
AKIIMOHEPOM, OpPraHaMu, pPYKOBOJMTEISIMH  CTPYKTYPHBIX  IOJApasieleHHuH
O0uiecTra, a Takke HHBIMH (DHZUHECKUMHU M IOPHIMHECKUMH JIMLIAMM;

2) moATOTOBKA B paMKaxX KOMIETEHLHMH M Yy4acTHE B [OArOTOBKE IIPOEKTOB
BHYTpEHHUX JokymeHToB OOIlecTBa, YTBep:KIEHHE KOTOPBIX OTHOCHTICH K
KoMneTeHnH CoBeTa AUPeKTOpoB U EAMHCTREHHOTO aKIHOHepa,;

3) ocyllecTBIEHHE KOHTPOAA 338 HCHOJHEHHEM pelieHui EJMHCTBEHHOro
aKLMOHEpa,;

4) opranusanus 10BEJIeHHs Pe3ylETaToB Nposepok OOIIECTBaA, MPOBOIHMEIX
BHEIIHHM ayIUTOPOM M TOCYA4PCTBEHHBIMH opranamu, 1o CoseTa JHPEKTOPOB H,
B ClIy4ae HeoOXOIMMOCTH, ero KOMHTETOB;

5) uHble ¢yHkuMH ~ KoprnopaTHBHOrO — CeKpeTaps,  YCTaHOBIIEHHBIE
3aKOHO/IATEILCTBOM,

6. [Ipasa u o6s3anHocTH KopnopaTuBHoro cexkperaps

33. KopriopaTHBHEIH ceKperapb HMEET [IPaBo;

1) 3ampamuBaTh U MONYHATh ¥ JOJNAKHOCTHBIX JuL ODLIecTBa, PyKOBOJIMTENEH
Cry#0bel BHYTPEHHEro ayjura, CTPYKTYPHBIX THofpazfeneHuii OOiecTsa
Matepuansl  (MHMOpMAIHIO), B  cioydae  HeoDXOAMMOCTH  PazbiCHEHHH,
HeoOXOoIMMEIE [ ocymlecTBleHWs KoprnopaTHBHBIM CcEKpeTapeM CBOHX
(DYHKLHIH;

2) npoBepsATh IOJNHOTY [peJcTaBIeHHOT0 [MaKeTa MaTEepHANOB IO BONPOCAM,
BKJIIOYEHHBIM B [OBECTKY JiHA 3aceiaHus CoBeTa AMPEKTOPOB, C IIPAaBOM BbIIAYH
3aMeHaHuH H IpelIoKeHHH;

3) zanpamiMBaTe ¥ MONy4aTk y uneHoB Coserta aupextopoB u [lpencenarens
[IpaBnenus (pexropa) oTyeT O XO0J¢ BhINOIHEHHS pelleHHid EaMHCTBEHHOTO
akuuoHepa, CoBera NUPEKTOpPOB, H, B ClIy4Yae HEBBINOIHEHMS HIM HapyLICHHs
CPOKOB  BBIIOJHEHMs, 3a0palluMBaTh  IMCbMEHHBIE  OOBSCHEHHS  IPHYMH
HEHCIIOIHEHHUS HIIH HECBOEBPEMEHHOTO HCIIOIHEHNUS PelIeHHH;



4) 3anpammBate y 4nenos Cosera mupexropos ¥ Ilpencenatens [lpasnenus
(pexTopa) MHGOPMAIHIO W pPasbiCHEHHS B CBA3M C HapylleHHeM [paB
EjMHCTBEHHOTO aKiMoOHepa WM CHTyauuel, NPHBOIAIEH K BO3HHKHOBEHHIO
KOPIIOPATHBHEIX KOH(JIUKTOE H KOH(IHUKTOB HHTEPECOB;

5) mpeanaratk BONPOCEl B IOBecTKy A 3acelaHus CoBeTa JMPEKTOPOB H
[Ipasnenus Ob1ecTBa;

6) 3anpammBate HH(GOpMALHIO Y peecTposepkaTeas ObmecTsa 00 oneparnix,
3aperHCTPUPOBAHHEIX B peecTpe AepikaTens akuuii OOwiecTsa, a TakKe HHYIO
rH(pOPMALINIO U3 peecTpa, Heobxonumyro O01ecTBy;

7) IpeNoCTABIATL PEECTPOJEPIKATENIO JOKYMEHTAlMIO, CBA3AHHYI C
BeiTyckoM OBLIECTBOM LEHHBIX OyMmar H HHYIO HH(OPMaLHo, HeOOXOAHMYIO
pEeecTPOAEPIKATENIO JUlsl HAJIeKallero BEeJEHHsA DeecTpa JepikaTeneH LEeHHBIX
oymar Obmectsa.

34. KopriopaTHBHEIH cekperaph 00g3aH:

1) IIpH OCYIIECTBIGHHH MAEATENHHOCTH COONIONAThE HOpMbI M TpeboBaHus
3aKoHONATeNbCTBa, YcTaBa, Hacroswero llomoikeHMss W HHBIX BHYTPEHHHX
noxymentor O0iiecTra;

2) MCTIONHATE Iopy4deHus CoBeTa IHPEKTOPOB;

3) OTYHMTEIBATLCS O CBOeH geATensHOCTH rnepel CoBEeTOM JAHPEKTOPOB;

4) cobmoparh KkoH(pUAeHIMANbHOCTE HHQopmauuu 06  Obmectse,
uHcaliiepckol MHGOpPMAlKMK, CTaBllell M3BECTHOH B INEPHOI OCYIIECTBICHHH
dyHkuuit KopriopatusHoro cexkperaps M B TedeHHe He MeHee 4eM 3 (Tpex) ner
rocJie IpeKpalieHMst MOIHOMOYHI B KauecTBe KopropaTHBHOIO ceKpeTaps.
~ 5) NOANKCEIBATH IIPOTOKOJI, BEIMHCKH M3 IPOTOKONA U YIOCTOBEPITE MEYATLIO
KopnopatupHoro cekperapi (npy HeoOX0AMMOCTH NapadupoBaTh [OJUCTHO
YIOCTOBEPSEMYIO IOKYMEHTAlIHIO);

6) wunpopmuposath COBET OMPEKTOPOB O BO3HMKHOBEHMH CHTYalHH,
CO3/AI0IIMX YIPO3y HapylUeHHs HOpM IeHCTBYIOIEro 3aKoHOJATEIbCTBA, MpaB
EnMHCTBEHHOrO  AKIIMOHEpd, 4 Takie BO3HMKHOBEHHA  KOPIMOPAaTHBHOIO
KOHMIHKTA.

7. OrBercrBeHHocTHL KoprnopaTHBHOIO cekpeTaps

35. KoprnopaTHBHbIi cexpeTapb NOIDKeH JeicTBOBaTh B MHTepecax OOmecTsa
1 ENUHCTBEHHOr0 aKIHOHEpPa, MCITOJIHATE CBOH 0013aHHOCTH 100pOCOBECTHO.

36. KopriopaTHBHBEIH ceKperapb B IOpHjKe, YCTAHOB/IEHHOM
3aKOHOIATeNLCTBOM W BHYTPEHHHMH  JloKymeHTamu  OOmectsa  Hecer
OTBETCTBEHHOCTE 34!

1) Hajexalee UCIOJHEHHE BOIONKEHHBIX HA HEro 3amad, QyHKIHi, Mpas 1
0ba3aHHOCTeH;

2) yOBITKH, npuuKHentbie OBecTBy ero aeicrsuamu (DesnelicTBuem);

3) pasriaiieHue CBeIeHHH, COCTABNMIOMNX CIYKEOHYIO, KOMMEPUECKYIO HIIK
WHYIO OXpaHAeMy1o 3aKOHOaTeIbCTBOM TAHHY;

4)  Mcronb3oBaHWE — OOCTYIHOH — eMmy — MHcaligepckod — MH(pOpManuu
(uH(opMaLHIo orpaHuyenioro foctyna) o6 OdLiecTse B IMYHBIX LEIIIX.



37. OrteercTBenHocTs KopnopaTHBHOrO  ceKperaps  3akpeluiseTcas B
33KJII0YaeMOM C HUM TPYJIOBOM JI0IOBOPE.

38. Orkas unenos Cosera aupexkrtopoB H/unu Ilpexaceparens Ilpapnenns
(pexTopa) OT IPUHSTHS Mep [0 YCTPAHEHHIO KOPIIOPATHBHBIX KOH(IHMKTOB, THOO
[0 NPeA0TBPALIEHHIO MTOTEHIHAIBHBIX KOPIOPATHBHBIX KOH(DIHUKTOB, MOC/IE TOrO,
Kax OHM GbpuIM npouH(opMupoBansl KopnopaTHBHEIM CeKpeTapeM, 0CBOOOKAAET
Moc/e/lHEro OT OTBETCTBEHHOCTH 3a OPraHM3allMI0 paspelleHHA KOpNopaTHBHBIX
KOH(JIMKTOB.

8. YenoBus onnaThl TPyaa H npemMuposaHia KoprnioparuBHOro cexperaps

39. 3apabornas miara KopHopaTHBHOIO CEKpETaps ONpPENeNAeTcst CyMMOH
YCTAHOBICHHOIO TPYI0BBEIM JOTOBOPOM JIOJIKHOCTHOTO OKJIaqd W JIPYTUX BBIILIAT
KOMIIEHCALIMOHHOIO (B TOM YHCIe MaTepualbHas MOMOLIB), MOOIIPHTEIEHOTO
W/HIIH CTHMYJIMPYIOIUIETO XapaKrepa B COOTBETCTBHM C 3aKOHOMATENIBCTBOM U
HacToAIMM [loToiKeHHeM H HHBIMH BHYTPEHHUMH JoKyMeHTaMu OO1ecrsa.

40, Haurcnenue 3apaboTHOM MJIAThl IPOM3BOIUTCSA B COOTBETCTBHM ¢ Tabenem
yyera HCIOJIb30BaHusi pabodero BpeMEeHH. YHeT (akTHiecKH OTpaboTaHHOro
KopropaTHBHEIM  CeKpeTapeM BpPEMEHM  OCYIIECTBIACTCH  OTBETCTBEHHBIM
CTPYKTYPHBIM Nojapasneneauem Obuiecrsa.

41. Tlopspox BeiIaTel 3apaboTHod nnarel KopmopaTHBHOMY CEKpeTaplo
onpejienseTcs BHYTpPeHHHM jpokymeHToM OOuiecTsa, PerylHpYIOIIHM CHCTeMY
0IU1aThl TPYJa MTaTHRIX paboTHHKkoB OOIIecTBa.

42, Ilo pemenuto Cosera pupektopos Ofmecrsa KoprnopaTusHomy
CEKpeTaplo BBIILIAYMBAETCS IPEMUs IO .pesylibraTaM €ro paboTel 3a OTYETHEBIH
KBapTall, B ClIydae Ka4yecTBeHHOI'O BBINOJHEHHA UM CBOMX (YHKIMOHANLHLIX
0bs3aHHOCTEH, B pasMepax H Ha YCIOBHAX, ONPENEeNEeHHBIX COOTBETCTBYHOLIHMH
BHYTPEeHHHMH JokymeHTamu OOniectsa.

43, B uecrs 1npasgHOBaHMs  HAllHOHANBHBIX, TOCYHApCTBEHHBIX H
npodeccroHanbHEIX TpazgHukos B Pecrniybnuke Kaszaxcran 3a cyer SKOHOMHH
cpenctB (ouna omnatel Tpyma (aanee — ®OT) jomyckaeTcs NpeMUpPOBaHHE
Kopnoparuenoro cexperaps OOmiecTBa B pa3Mepe, COOTBETCTBYIOIIEM pasMmepy
NpeMUANBHON  BBIIIATBL 110 TakuM ciydasM  paborHuxy OOmecrtsa ¢
NOKHOCTHEIM OKIIaJ0M, IKBUBAJIEHTHBIM NOTLKHOCTHOMY OKJIAy
Koprnoparusaoro cexperapsi. COOTBETCTBYIOLIEE NPEMUPOBAHKE OCYIECTRIACTCS
HA OCHOBaHMM mpHKkasza llpesucenarenss Ilpasnenust (pexropa), mmbo nuua,
MCIIOJIHSAIOLIEr0 ero 00s13aHHOCTH.

44, KopnoparusHoMmy cekperapio OOmecTBa NOpH  IpejoCTaBleHHH
eErofHOr0 OMIAYMBAEMOr0 TPYJOBOTO OTIYCKAa BhIIaudBaeTca nocobue Ha
03[0POBJIEHHE B pasMepe OAHOIO [O/DKHOCTHOTO OKIaja OJUH pa3 B TeUeHHE
KAIEHJAPHOrO  rofa.  EOKerofHbli = omnnaduBaeMbli  TPYJOBOH  OTIYCK
KoprioparnBHOMY cekpeTapio NpefoCTaBlsercs B COOTBETCTBHH C TIPHKA30M
INpencenatens [lpasnenus (pexropa)OdiecTsa.

45. KoprnopardBHOMY CeKpeTapio OKa3blBaeTcsl MaTepHallbHas MOMOIL 34
cuer oSxoHomuu cpencts POT B pasmepax, Ha YCIOBHAX M B CIydasx,
YCTAHOBJIGHHBIX BHYTPEHHHMH foKyMeHTaMu OdiecTsa.



46. KopnopatuBHoMy cekperapio OOlnecTBa OCYIIECTBISIOTCS JOTUIATEL,
[PEIOCTABIAIOTCH [apaHTHM W KOMIIEHCALMOHHEIE BBILIATEI B pasMepax,
IPENyCMOTPEHHBIX TPYAOBBEIM 3aKoHOZaTenscTBOM Pecnybnuxm Kaszaxcran u
BHYTpeHHUMM JokyMeHTamu OOmiecTBa, a Takke H0OGPOBONBHOE MEIMIMHCKOE
cTpaxoBaHue 3a cuer cpeacrs OOmectBa (mpu Hamuuad B OOmiecTsa
COOTBETCTBYIOILIEI0 COLMAILHOrO MaKeTa).

9. OGecneyenne gesteabHocTH KopnopaTuBHoro cexkperaps

47. B upenax Hajnexaluero 4 2(QexTHBHOTO BHIIONHEHHS 00A3aHHOCTEH,
KopriopaTuBHEIH  cekperaps  jokeHn ObITE  obecriedeH  HeOOXOAUMEBIMH
OpraHu3allHOHHO-TEXHUYECKMMH YCIOBHAMH, B YACTHOCTH:

1) MMeTb OTHEeNbHBIH KaOWHET, HAXOMAIIMICH HEMOCPEACTBEHHO II0 MECTY
HaXOXKIeHU aIMUHHCTpaTUBHOTO annapara ObiecTra;

2) padouee mecto KopnopaTHBHOTO cexperaps HOJ/DKHO OBITL oOecmedeHo
[IePCOHAIBHEIM KOMIBFOTEPOM, a caM KoprnopaTuBHEIN ceKpeTaps — NepeHOCHBIM
KoMneoTEpOM (Notebook);

. 3) HeoOXoOMMOH -©OpPITEXHUKOH, ceithoM, HecropaeMbBIM MeTAITMYECKHM
mKaoM IS XpaHeHHs JOKYMEHTOB, a TaKyKe CIPaBOYHOH U IIepHOIHYECKOH
JIUTEPATYPOH;

4) cooTBeTCTBYIONEH MH(pOPMAUMOHHOH MpPaBOBOH CHCTEMOH (3JEKTPOHHO
Da3oi JaHHbIX). '

48. PasMep KOMaHIHPOBOYHEIX PacXoj0B (CYTOYHBIE, pPAcXombl MO0 HaiiMy
AHIIOTO MOMEIIEHHs, PACX0/Ibl N0 IIPOE3y K MEeCTy KOMaHIHPOBaHHsA H 00paTHO)
st KopnopaTHBHOro cexperaps OmnpelenseTcs B COOTBETCTBHH C BHYTPEHHHMH
nokymentamu OOmecTsa.

10. 3ak/no4uHTEeILHBIE MOOMKEHHS

49, ¥reepxaenue [lonoxenus, a Takke BHECEHHE H3MeHEHUH U NOMONHEHHH
B Hero oTHocuTes k komnerenuuy CoBera qupektopos ObiecTsa,

50. HMcnonnenye obssannocreil KoprmopaTHBHOIO cekperaps, B Clydae ero
OTCYTCTBHS, OCYIIECTBJIAET JIMLIO, BPEMEHHO HasHauyeHHoe pemeHnem Cosera
IUPEKTOPOB U3 Yucia paboTHukoB ObmecTra.

51. Ecnu otnenbHble TYHKTH Hacrosguiero [lomoxeHHs BCTYNAIOT B
NPOTHBOPEYHE € ASHCTBYIOUMM 3aKOHONATEIBCTBOM, 3TH IYHKTHI YTPauHBalOT
CHIYy M B HYacTH peryjJHpyeMbIX O5THMH I[IYHKTAMM BOIPOCOB CIeOyer
PYKOBOJICTEOBATLCH HOpPMaMH JeHCTBYIOLIEro 34KOHOOATENLCTBA 10 MOMEHTA
BHECEHMA COOTBETCTBYIOLIMX H3MeHeHuE B HacTosAmee [Tomoxernue.
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