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1. O0wmue noJ1osKeHus

2. Hacrosmee Ilonoxenue o KoproparuBHOM cekperape HEKOMMEPHECKOTo
aKuuoHepHoro obuecrBa «HaunoHansHbl LHEHTP JETCKON peabunurtanuu» (janee -
[Tonoxenue) pazpaboraHo B cooTBeTCTBHH ¢ 3akoHom Pecnybnuku Kaszaxcran «O6
aKIMOHEpHBIX obuiecTBax», YcraBoMm, KonaekcoM KOpNopaTHBHOIO yIpaBiIeHHs
(manee - Kopexc) M HHBIMM BHYTPEHHHMM JOKYMEHTAMH HEKOMMEPYECKOro
aKlKMoHepHoro obmectBa «HamuoHanbHbIN LHEHTpP AETCKOM peabunuraiuuy» (najee -
OO6111ecTBO).

3. ITlonoxkenue omnpenensier 3agaud, (QyHKUMM, IpaBa U 00sS3aHHOCTH,
OTBETCTBEHHOCTb, NOPSIIOK Ha3HAYCHHUs, YCIIOBUS Bo3HarpaxaeHus: KopropatuBHoro
cexperapsi O0iectsa (nanee - KoprnopaTuBHblii ceKpeTapsb).

4. JlomxHocts KopropaTUBHOro cekperapss BBOJHTCS B LENAX obecreueHHs
COOJIIOZICHUsT OpraHaMH U JIOJDKHOCTHBIMU JiniaMu OOlecTBa MpaBul M IPOLIEAYD
KOPIIOPATUBHOIO YIIPaBJIEHUsl, IApaHTUPYIOIIMX pealu3alHi0 IpaB U HHTEpPecoB
Enuncreennoro akuuonepa ObuecTsa.

5. Koprniopatushblii cexperapb - pabotauk OO11ecTBO, He SBIISIIOIIUIACS YICHOM
Cosera nupekropoB nubo [Ipasnenust ObiecTBa, HazHavyaeTcsi COBETOM JUPEKTOPOB
ObuwectBa. B cBoelr nesitensHocTH KopriopaTuBHBIM ceKpeTaph MOAOTYETEH H
noauuHeH Cosety aupextopoB Ob1ecTsa.

6. KopnoparuBHblii cekperapb oOecriedyrBaeT COOJIOJEHHE OpraHamMu u
JI0JKHOCTHBIMH TinamMu OO1uecTBa npoleayp, HalpaBlIeHHBIX Ha o0ecrieyeHue mpas
M uHTepecoB EnMHCTBEHHOro akuMOHepa, a Takke cienoBaHus OOlecTBa
TOJIOXKEHHUAM B cepe KOPIOPaTUBHOIO YNpaBleHHs,, YCTaBa U WHBIM BHYTPEHHHUM
nokymenraM OGuiecTsa.

7. KoprnopatuBHbIN cekperapb o0ecre4yuBaeT IOATOTOBKY H IIpOBEICHHE
sacenannii  Coera aupekropoB OOmiectBa, obecneunBaeT (GOpPMHUPOBaHUE
MaTepUajioB I10 BONPOCAaM, BBIHOCHMBIM Ha paccMmoTpeHue CoBeTa JUPEKTOPOB U
EnuHcTBEHHOrO akuMoHepa, BeJieT KOHTPOJIb 3a obecreyeHneM J0CTyna K HUM.

8. KoproparuBHblii cekperapb OCYLIECTBIISIET CBOIO JI€ATEJIBHOCTb B
COOTBETCTBMM C HOpMaMH 3akoHoparenbcTBa PecnyOnuku Kazaxcran (nmanee -
3akoHozarenscTBO), Ycrasa, Kogekca, Hacrosmero [TonoxeHus,, UHbIX BHYTPEHHUX
noxkymenToB OOuiecTsa, a Takke peumenusivu CoBera AupeKTopoB U EQMHCTBEHHOTrO
aKIHOHepa.

2. llopsiiok Ha3HAYeHHUs] H OCBOOOKIACHHS OT JA0JKHOCTH

9. KopnopartuBHbIil cekpeTaph HasHayaercs pemieHneM (CoBeTa AMPEKTOPOB,
[PUHATBIM IPOCTEIM OOJIBLUMHCTBOM Ioj10c0B 41eHoB CoBeTa JUPEeKTOpPOB.
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9. Bompoc o wnasHaueHuu HoBoro KopnopaTuBHOro cekperaps wiu 00
0ocBOOOXKIEHHH OT JoibkHocTd KoprnopaTHMBHOro cekperapsi BHOCHTCS Ha
paccmoTpenue CoBeTa AUPEKTOPOB.

10. B orHomenun kaxaoi u3 xkanaugaryp B CoBeT IUPEKTOPOB HOKHA OBITH
npejcTaBlIeHa cieayrouas uadopmanus:

1) pamunus, umsi, OTHECTBO KaHIMUATA;

2) rof poKaeHus,

3) oOpa3oBaHue, CHELHAIBHOCTh 10 JUIUIOMY (AMIZIOMam), CBEIEHUS O
MOBBILIEHUH KBATU(PHUKALKUN U PO eCcCHOHAIBHOMN MeperoiroOTOBKE;

4) cBenenus of onbiTe paboThl 3a MOCJIEAHNE 3 roJa;

5) nUCbMEHHOE 3asBJI€HHEe KaHayjara O Ha3HauYeHHHM Ha JIO0JDKHOCTh
KoprniopatusHoro cexperaps ObduiecTsa.

11. ®ynxuun KoprnopatuBHoro cekperapsi MOryT ObITh BO3JIOXKEHBI Ha JIMIIO,
OTBEYaIoLIee CIIeIyIOIUM TPeOOBaHUSIM:

1) Hanu4Ke BBICUIETO IOPUAUYECKOrO WM SKOHOMUUYECKOT0 00pa3oBaHMus;

2) Hanuuue npogecCUuOHaIBHOro OnbITa paboThl HE MeHee S (ISTH) JeT, B TOM
yucie B 00JIaCTH KOPIOPATUBHOIO IpaBa WJIK KOPIOPATUBHOrO yNpaBJieHUs!, WK Ha
PYKOBOJSIILEH JNOJKHOCTH - HE MeHee 3 (TpeX) JIET;

3) HanUuMe 3HAHWM, OINbITA U KBAIU(PHUKALUU, JOCTATOUHBIX ISl UCIOTHEHUS
BO3JI0’KEHHBIX Ha HEro 0053aHHOCTEH.

4) HaMuMe OpraHu3aTOPCKUX M aHATUTHYECKUX CIIOCOOHOCTEN U HAaBBIKOB;

5) HanM4Kue HaBLIKOB pabOTHI HAa KOMIIBIOTEpE;

6) 3HaHue crnieuuduky aesrenbHocT OOLecTBa.

12. B pemwienun CoBeta AUpeKTOpoB 0 HazHauyeHUU KopriopaTHBHOro cekperapsi
YKa3bIBaIOTCS, B TOM YHCJIe, CPOK [OJTHOMOYHH, pasmMep JOJDKHOCTHOIO OKjaza |
YCJIOBHUSL OIIaThl TPYa, IPEMUPOBAHUS W/WUIIH BO3HAIPAXKIACHHUSL.

13. Pa3mep MHO/DKHOCTHOIO OKJIaJa M yCIOBHS IPEeMHpPOBaHHUS W/MIIM
BosHarpaxieHuss KopropartuBHoro cexperaps ycraHaBiauBaioTcs — CoBeToM
JIUPEKTOPOB B COOTBETCTBHMM C BHYTPEHHMMH HOPMATHBHBIMH JOKYMEHTaMH
OO1ecTBa.

14. B cinyyae oTcyTCTBHS KOH(JIMKTA WHTEPECOB, COBMEIIEHUE OJKHOCTEH,
paclidpeHre 30HBI OOCIY)KHBAaHUSI WM HCIOJHEHHE (3aMelleHue) 00f3aHHOCTEH
BPEMEHHO OTCYTCTBYIoLIero paboTHuka OOuiectsa ycranasinuBaercs [Ipencenarenem
[TpaBiienust TonbKo ¢ corsacusi KopriopatuBHoro cexperaps.

15. C nuuom, HasHadaeMmbiM KopnoparusHelM cekperapeM OOuiecTsa,
3aKIIIOYaeTcsl TPYNOBOHM [OroBOp Ha Cpok, omnpeaeneHHbl pemenneM Cosera
JIUPEKTOPOB.




16. Tpynosoit noroBop ¢ KopropaTruBHbIM cekpeTapéM IOAIMCHIBACTCS OT
uvenn OOmectBa Ilpencenarenem CoBera JAMPEKTOPOB MM  HHBIM JIALIOM,
yrosHomMo4yeHHbIM COBETOM JIMPEKTOPOB B COOTBETCTBYIOILEM pelIeHUH. TpyaoBOH
JIOrOBOP JIOJDKEH MpejycMaTpuBaTh OTBETCTBEHHOCTh KoprioparuBHOro cekperapsi 3a
pasriaumieHue  MHGOPMALUK, COCTABIAIONIEH B  COOTBETCTBMM C  HOPMam
JEHCTBYIOIIEro 3aKOHOAATEJbCTBA W BHYTpPeHHMMH JoKymeHTamu OOuiecTsa
CI1yKeOHYIO UIM KOMMEPYECKYIO TaiHy.

17. CoBeT QAMpPEKTOPOB BIIpaBe IPUHSTH PEllIEHHE O JOCPOYHOM IpEeKpallleHHuH
nosHoMounit KoprniopaTruBHOro cexperaps ¥ pacTOp)KEeHHHM 3aKJIIOYEHHOIo ¢ HHUM
J0rOBOpa B IOpsIAKe, YCTAHOBICHHOM 3aKOHO/ATeILCTBOM.

18. Pemenue o HazHayeHUH HOBOro KopriopatuBHOIo cexkperapsi pUHUMAaeTCs
CoBeToM JIMPEKTOPOB B CPOK He ro3jaHee | (0aHOro) mecsilia ¢ MOMEHTa IPUHSTHS
pelLlIeHus O NMpeKpalleHuy MOJTHOMOYHH eHcTByoliero KoprnopatuBHOro cexperapsi.
Penrenne o HasHauyeHun HOBOro KopriopaTHBHOroO cexkperapsi MOXKeT ObITb NPUHSITO
OJIHOBPEMEHHO C IPUHATHEM pEeLIeHUs] O JOCPOYHOM IMpPEKpallleHHH IOJIHOMOYMH
nerctBytoliero KopnopaTuBHoro cekperapsi.

19. BHoBp HazHayeHHOMY KopriopaTUBHOMY CeKpeTapio €ro IpeJllecTBEeHHUK
JIOJIKEH TepesaTh Jaena, JOKYMEeHThI U 6a3y JaHHBIX JOKYMEHTOB Ha 3JIEKTPOHHOM H
(nm) GymaxcHoM Hocurensx. [lepemaya nen ocylUecTBIsSETCS B CPOK HE MO3JHEE S
(msiTr) paboumx JiHe# ¢ MOMeHTa HazHa4yeHust HoBoro KoprnopaTtuBHOro cekperapsi 1o
aKTy nprema- repeaayvy, B KOTOpoM 00s3aTeIbHO 10/DKHBI ObITh YKa3aHbl OCHOBaHME
nmeperavyd e, Jara Iepelavyd, HaUMEHOBaHHWE M COCTaB IepeJaBaeMoi
JNOKyMEHTAl[MM, CIUCOK Jen (MeponmpusTuUH, AeHCTBUH, 3ampocoB), KOTOpbIE
HaxoIATCS B CTAAUM WCIIOJHEHHS M JOJ/DKHBI ObITH HCIIOJHEHBI BHOBb M30paHHBIM
KoprnopaTuBHBIM ceKkpeTapeMm.

3. 3a1a4n KOPNOPATHBHOIO CeKpeTaps

20. 3amauamm KoprnopatuBHOro cekperaps B paMKaX €ro JAesTeIbHOCTH
SIBJISIIOTCS:

1) obecrieyenye cobMOIeH|s OpraHaMi | I0DKHOCTHBIMU JiiamMu O61ecTsa
3akoHozaTenbcTBa B cepe KOpINOpaTHBHOrO ymnpasieHus, Ycrasa, Kozxekca u
BHYTPEHHHUX JOKyMeHTOB OOImecTBa, a TakKe COBEPLICHCTBOBAHUS [MOJUTHUKH U
[IPAKTHKK B 00J1aCTH KOPIOPATUBHOI'O YIIPABJICHHUS;

2) obecneuenue 3 hexTHBHON AesTensHOCTH CoBeTa JUPEKTOPOB;

3) obecreyeHue XpaHEHHs, PACKPBITHS M IIPEJOCTABICHHS CYIIECTBEHHOM
unpopmanun 06 OOecTBe B paMKax IMpeNOCTaBICHHOW KOMIIETCHLIMM, a TaKxke
MO/ IePKAaHUS BBICOKOTO YPOBHS HHMOPMALMOHHOMN IIPO3PAaYyHOCTH;




4) obecrieuenue 4eTKoro u 3GGEeKTUBHOrO B3aUMOJEHCTBHS MEXK/y OpraHaMu
OOwecTBa.

4. @ynkunu KopnopaTusHoro cekperapsi

21. Jlns BBINOJHEHUs 3aja4¥ 10 ofecredyeHHIo COOIOAEHUS OpraHaMH,
JO/DKHOCTHBIMHM JinuaMu OO1uectBa 3akoHonaTeNnbecTBa B cepe KOPIOPATHBHOIO
ynpasineHus, YcraBa, Kogekca W BHYTpeHHUX AOKyMeHTOB OOliecTBa, a TakKe
COBEPLIEHCTBOBAHMS MOJUTUKH U IIPAKTUKK B 00JIACTH KOPIIOPATHBHOTO YIIPABIEHHS,
Ha KopriopatusHoro cekperapsi BO3/1aralorcsi clieiytomue (yHKIHHM:

1) MOHMTOPHHT UCTIOJHEHHUS], COOIIOZICHUSI OpraHaMK U JIOJDKHOCTHBIMH JIULIAMU
OO1ecTBa 3aKOHOAATEILCTBA U BHYTPEHHHUX JIOKYMEHTOB;

2) npenocTaBleHME M OpraHU3alMsl KOHCYJIbTAlMKW JOJDKHOCTHBIM JIMILIAM
OOmecTBa, B Ipeaenax CBOed KOMIIETEHLMH, II0 BOIIPOCaM, CBS3aHHBIM C
3aKOHOJATeNbCTBOM M BHYTPEeHHUMHU JokyMeHTamMu OO0lecTBa;

3) undopmupoBanue CoBeTa AUPEKTOPOB O BbIsABIEHHBIX B (OIecTBe, B
npejesnax CBOeH KOMIETeHLUH HapylIeHUsX 3aKOHOJATENbCTBA M BHYTPEHHHX
nokymeHnToB O01iecTsa;

4) yuactue B pazpaboTke, COONIOACHUH U IEPHOAUIECKOM ITEPECMOTPE MOTUTHKH
¥ IPaKTUKM KOPIIOpaTUBHOrO ynpasieHus B OOiiecTBe, a TaK)Ke WHBIX BHYTPEHHHUX
noKyMeHToB OO1ecTBa B paMKaxX KOMIIETEHIMH;

5) MOHUTOPUHI M aHAJIM3 CYLIECTBYIOLIEH NMPAaKTUKH, [EPCIIeKTUB PAa3BUTHUS B
obnacTu KoprnopatuBHOro yrpaieHuss B Pecrnybnuke Kasaxcran, BHeceHue
(HanpaBiieHuUe) uH(popMaLuu, peKoMeH JaLuii JOJDKHOCTHBIM JMLaMm,
COOTBETCTBYIOLIMM OpraHaM M pPYKOBOJAMTENSIM CTPYKTYPHBIX IOJpa3zeneHui
OO61ecTBa B paMKax KOMIIETEHIIMH.

22. Jlna BBINONHEHMs 3ajad 1o oOecredeHuto 3(QEeKTUBHON IesATeIbHOCTH
CoBera IMpPEKTOPOB U €ro KOMUTETOB Ha KoprnopaTHBHOIO cexperapsi BO3IararoTcs
creayromme QyHKIHUH:

1) pa3zbsicHeHHe BHOBb U30paHHbIM wieHaM CoBeTa AUPEKTOPOB ACHCTBYIOIIMX B
OOG1ectBe npasun gestenbHocTd CoBeTa IUPEKTOPOB M MHBIX opraHoB OOluecTsa,
npefocTaBjlieHue HMHGOpMalUMU O JODKHOCTHBIX JIMIAX M OpraHu3aliOHHOM
cTpykrype OOLiecTBa, ero BHYTPEHHUX JOKYMEHTOB U HHON UH(OpMALMH, UMEIOLIeH
3HAQUYEHME JUIsl Hajuiexaulero ucroigHeHus uieHamu CoBera IUPEKTOPOB HX
o0s13aHHOCTEH;

2) opraHusauMs O3HAKOMHTEIbHBIX BCTped JUIsi BHOBb M30paHHBIX YJIEHOB
Cosera nupekropoB ¢ uireHamu [lpaBneHus M pyKOBOJMTENSIMH CTPYKTYpPHBIX
noapaszaenennit O0uiectsa (B ciyyae HEOOXOAUMOCTH);




3) mpeacTaBjeHHe IOMOIIM B OPraHU3alli¥ MEPONpPUSTHH IO MOBHIIICHUIO
KBaM(puKauuu 4yieHoB CoBeta JUPEKTOPOB;

4) paspabotka npoexra [lnana paGorsr CoBera AMPEKTOPOB ¢ rpadukom
MPOBEIEHHs 3aCeJaHUi Ha COOTBETCTBYIOIIHNH oI

5) oGecneyenue HajjIekKalllell MOJrOTOBKA MaTepHaliOB [0 BOIPOCAM MOBECTKH
JiHs1 3aceanuit CoBera IUPEeKTOPOB;

6) cBoeBpemeHHOe HampaBieHHe wieHamM CoBeTa JMPEKTOPOB IOBECTKH JHS
3acenanus CoBeTa IMPEKTOPOB C MPHIIOXKEHHEM BCeX HEOOXOIMMBIX MATEPUAIIOB, a
TaK)Ke U3BELLECHHE MTPUTJIAIIEHHbBIX Ha 3ace/laHue JIHII;

7) mnporokoiaupoBaHue 3acefaHuit CoBera IUPEKTOPOB B COOTBETCTBHU C
TpedoBaHHUAMHU 3aKOHOJATENbCTBA, YCTaBa U BHYTPEHHUX NOKyMeHTOB OO1uecTsa, a
TaKKe obecreueHHe CBOEBpEeMEHHOro moxamucanus uieHamu CoBeTa JHPEKTOPOB
pemenuit CoBera AUPeKTOPOB (IIPOTOKOJIOB);

8) HampaBlieHHe KONui peeHuit, npotokonoB CoBeTa AMPEKTOPOB 4jieHaM
CoseTa 1MpeKTOPOB, OTCYTCTBOBABILINM Ha 3acefann CoBeTa IUPEKTOPOB;

9) obecneyeHue HayIekKalero cobIOAeHUs POLEAYPhI TPOBEIEH s 3aceIaH i
U npuHATHA pemieHudt CoBeToM AMPEKTOPOB, IPeJOCTaBieHHe pasbACHEHUM
TpeboBanuii 3aKOHOAATENbCTBA, YCTaBa M BHYTPEHHHX HOKyMeHTOB OOIecTsa,
HEOOX0MMBIX UIsl IpUHATHS COBETOM JMPEKTOPOB PeLlCHHUIA;

10) nanpasnenue permenuit CoBera IUPEKTOPOB COOTBETCTBYIOIIMM OpraHaM H
JIOJKHOCTHBIM JuiaM OOIuectBa, KOHTPOJIb UX HCIIOJNHEHHS U HUH(DOPMHUpOBaHHE
CoBeTa IMpEeKTOPOB 0 pe3ynbTaTax (XOJAe) UCIIONHEHHUS B MOPSAKE, YCTAHOBICHHOM
CoBeTOM IHPEeKTOpPOB;

11) nmoaroroBka OrosuieTeHe#t s 3a04HOro rojocoBanuss wieHoB Cosera
JUPEKTOPOB, OCYUIECTBIIEHHE PAcChIIKU U cOopa OrosuereHel, mojBeileHHEe UTOrOB
roJIOCOBAaHMs 110 BOIPOCAM ITOBECTKHU AHs 3aceanust CoBera IUPEeKTOPOB;

12) npenocraBnenue (obecrieyeHwe npenocraBieHus) uieHam Cosera
JIMPEKTOPOB 3arpaliiBaeMbIX UMK JOKYMEHTOB M HH(GOpMALIUH;

13) undopmuposanue mnpezacenartens Cosera IupeKTopoB 000 BceX (akrax,
MPENATCTBYIOUIMX BBINOJIHEHUIO KopropaTuBHeIM ceKkpeTapeM ero 00si3aHHOCTEeH;

14) yuyacte B noaroroBke rozosoro ordera OOliecTBa B pamKax ero
KOMIIETEeHLIUH;

15) cbop u yuer mHpoOpmanuu B OTHOIIEHHH ujeHOB CoBeTa AMPEKTOPOB,
HEeOoOXOIMMOMH 715 IPEOCTaBIEHUS COOTBETCTBYIOIIUM I'OCY1apPCTBEHHBIM OpraHaM U
JpyTUM 3aHHTEPECOBAHHBIM JIULAM;

16) yder um xpaHeHnue Bcell mnoctymatomeii B azpec CoBera IMPEKTOPOB
KOPPECIIOHAeHL1H, oOecriedeHne MOATOTOBKY OTBETOB Ha MOCTYAIOIIKE 3aMpOChI;
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17) ocyuwiecTBieHre KOHTPOJIS 3a HMCIIOJIHEHHEM aipecHbIX perienuii Cosera
JIMPEKTOPOB.

23. Jlns BBHINOJHEHUs 3a7a4d 10 00ecreueHUIO0 XpaHeHHs, PacKpbITHS H
IPEIOCTABJICHHUS CYLIeCTBEHHON nH(popmanun o6 Ob1ecTBe, a TaKKe MoIepKaHus
BBICOKOTO ypOBHSI MH()OPMALMOHHON npo3payHocTt Ha KopriopatusHoro cekperapsi
BO3JIaraloTes cieayroume (yHKIHH:

1) obecneyenne cobmoaeHus TpeOOBaHUN K MOPSAKY XPaHEHUS U PACKpPBITHS
(mpenoctasnenus) uHGopmanuu 06 Ob1ecTBe, yCTAHOBIEHHBIX 3aKOHO/1ATEILCTBOM,
YcraBom u BHyTpeHHUMH JokymMeHTamu OO1iecTBa B paMKaxX KOMITETEHIIUH;

2) KOHTPOJIb 3a CBOEBpPEMEHHBIM pacKpblTHeM OOuiecTBOM HH(OOpPMALMH B
MOpsiIke,  YCTAHOBJIEHHOM  3aKOHOJAATENIbCTBOM, YCTaBOM M BHYTPEHHUMHU
nokymeHTamy OO1iecTBa B paMKax KOMITETEHLIUH;

3) obecreueHHe B COOTBETCTBHU C 3aKOHOJATENBCTBOM W BHYTPEHHUMH
HOPMaTUBHBIMH JIoKyMeHTaMu OO01iecTBa yueTa U XpaHeHus AoKkyMeHToB OOfIecTBa
(kacarommxcst  fgesitenbHocTH — KopropaTuBHOro — cekperapsi),  IOJIEXKaIIUX
00s13aTe/IbHOMY XPaHEeHHUIO, JA0CTyIa K HUM, IPeJOCTaBIEHHUs MX KOIHii, TP 3TOM
KOIMK YKa3aHHBIX JIOKYMEHTOB B 00S3aTEJbHOM IOpSIIKE YAOCTOBEPSIOTCS
KopnopatuBHbIM cekpeTapeM;

4) obecrnieyeHyre CBOEBPEMEHHOIO NPe0CTaBIeHusl ETMHCTBEHHOMY aKIIHOHEpPY
MH(OpMaLKH, 3aTParuBaroILel ero HHTEPECkl B COOTBETCTBHU ¢ 3aKOHOAATEILCTBOM,
YcraBoMm, BHYTpeHHUMHU JokyMeHTamu OOuiectBa, pelieHueM EJQHHCTBEHHOTO
aKUUOHepa;

5) ywactue B pas3pabotke HHQOPMAIMOHHOH MOJUTHKH (TIOJOXKEHUS O
PacKpbITUM MH(POPMAMU), TOJOKEHHUS O XpPAHEHHH KOMMEPYECKOM W WHOM
KoH(uAeHInanbHOH nHpopManun OOLIecTBa B paMKaX KOMIIETEHIINH;

0) ydacTHe B aKTyaJlM3allMM M HAIlOJHEHHMEM COOTBETCTBYIOLIEH WH(OpMauu
BeO-caiita OOLIecTBa, BHECEHHE COOTBETCTBYIOIUMX MNpeUIOKEeHHH (HH(pOpMAaInK)
Cosery nupextopoB ¥ IlpaBieHHIO 1O TOBBIIIEHHIO €ro KadyecTBa W
MH()OPMaTUBHOCTH (IIpU HEOOXOAUMOCTH).

24, Jlns BBINOJHEHMs 3aady IO OOECHEeYeHHIO YeTKOro U 3(PGHEeKTHBHOIO
B3auMoOJielcTBUs Mexay opraHamu OO6mectBa Ha KoprnopaTuBHOro cekperaps
BO3JIararoTCs claeayroue QyHKIum:

1) obecrieueHune HaaIe)alero ydera MOCTYNMUBIIUX OT EXMHCTBEHHOIO
aKuuoHepa mnuceM (oOpaiieHui, TpeOoBaHuUIl), OCYLIECTBIEHHE KOHTpOJS 3a
CBOEBPEMEHHBIM HX pPacCMOTPEHHEM COOTBETCTBYIOIIMMHU opraHamu OOuectBa U
[IOJANOTOBKOM OTBETOB;

2) coneiicTBue co3/1aHuI0 U 3()(PEKTUBHOMY HCIIOJNB30BAHMIO KaHANIOB 00MeHa
uHdopmauuu Mexxry opranamu QOO1ecTBa;




3) cBOeBpeMEHHOE BBISIBIIEHUE Ha3pEBAIOLIUX KOPIOPATUBHBIX KOH(IMUKTOB,
UH()OPMUPOBAHKE O HUX COOTBETCTBYIOLIMX OPraHoB (A0DKHOCTHBIX JUL) O01ecTsa,
IPUHATHE Mep II0 MX IPeJOTBPAIIEHUIO M, IPH HEOOXOAUMOCTH, obeclevyeHue
paspelleHuss KOH(M)IMKTOB KOMIIETEHTHBIM OpPraHOM (JIOJDKHOCTHBIM  JIMLIOM)
O6uecTBa B opsijiKe, IPeyCMOTPEHHOM BHYTPEHHUMH JIokyMeHTaMu Ob1ecTsa.

25. Wuble yHKLMK:

1) B npezxenax cBoel KOMIIETEHIMM, a TakXke IO IopydeHuio uineHoB Cosera
AUPEKTOPOB U EJMHCTBEHHOrO akUHOHEpa, BeJCHUE JeJOBOW IMepernucKu H
OCYLLIECTB/IEHHE [IEJIOBBIX KOHTAKTOB C JOJDKHOCTHBIMU JHUAMH, EIMHCTBEHHBIM
aKLIMOHEePOM, OpraHaMu, PyKOBOIAMTEISIMUA CTPYKTYPHBIX nojapasaeneHuii OoecTsa,
a Tak)Ke MHBIMU (PU3UYSCKUMU U IOPUIUYECKIUMHU JIMLIAMHU;

2) NOAroTOBKAa B paMKax KOMIIETEHLIMM M y4acTHe B IIOJATOTOBKE IPOEKTOB
BHYTPEHHMX JOKyMeHTOB OOuiecTBa, YTBEpKAEGHHE KOTOPBIX OTHOCHTCS K
komreTeHuu CoBera AUPEKTOPOB U ENMHCTBEHHOrO aKLIMOHePa;

3) ocyulecTBIieHUE KOHTPOJS 3a MCIOJIHEHHWEM pelleHui EaMHCTBEHHOro
aKLMOHepa;

4) opraHu3alus JOBEIEHHUS pe3yabTaroB npoBepok OOuiecTsa, MPOBOIUMBIX
BHELIHUM ayJUTOPOM M IOCyJapCTBEHHBIMU opraHami, 10 CoBera AMPEKTOPOB H, B
cilyyae HeOOXOAMMOCTH, €ro KOMUTETOB,;

5) wusble ¢ysHkuuu  KopnopaTuBHOro  cexperaps,  YyCTaHOBJIEHHBIE
3aKOHOAATeIbCTBOM. BhINoHeHue (pyHKUUH, IpelyCMOTPEHHBIX B JaHHOM pasjele
Hactosiero  [lonmoxkenus, ocymectBiusercss KoprnopaTUBHBIM  ceKpeTapem
CaMOCTOSTEJIBHO.

6. IlpaBa u obsizannocTn KopnoparusHoro cexkperaps

26. KopriopaTuBHBIN ceKpeTapb UMEET I1paBo:

1) 3anpamMBaTh U MoJiyyaTh Y JODKHOCTHBIX Jul OOLiecTBa, pyKOBOAUTEIEH
Cnyx0bl BHYTPEHHET0 ayIuTa, CTPYKTypHBIX Nozpasaenenuii ObiecTsa MaTepuabl
(undopmalKio), B ciIy4ae HEOOXONUMOCTH pa3bsSICHEHHS, HEOOXOAMMBIE JUIs
ocyuiectsiieHrs KoprnopaTuBHEIM ceKpeTapeM CBOHX (DyHKIIMH;

2) MpOBEpSATH IMOJHOTY MpPEICTaBIEHHOIO NakeTa MaTepUasioB II0 BOIPOCAM,
BKJIIOYEHHBIM B TOBECTKY JAHS 3acenanusi CoBeTa QUPEKTOPOB, C NPaBOM BhIJA4H
3aMeyaHui U NpeJIoKeHUH;

3) 3anpaiiuBaTh U MOJy4aTh y YIEHOB Cosera IUPEKTOPOB, 4ileHoB lIpaBinenus
u Ilpencenarens [IpaBieHust oT4eT O XOJe BBLINOJHEHUS pelleHui EIuHCTBEHHOro
axiuonepa, CoBeTa TUPEKTOPOB, U, B CIlyuae HEBBIIIOJIHEHUS HIIM HapYIIEHUs CPOKOB




BBIIIOJTHEHUS, 3aMpaIlNBaTh ITHCbMEHHBIE OOBSICHEHHUS] NMPHUYUH HEMCIIOJHEHMs] HIIU
HECBOEBPEMEHHOI'0 UCTIOJHEHHS peLlIeHHUI;

4) sanpammBarte y wieHoB CoBera IHPEKTOPOB, 4IEHOB IlpaBieHus u
IIpencenarens Ipasienns HHGOPMALMIO ¥ Pa3bSICHEHUS B CBSI3U C HAPYLICHHEM IPaB
EnuHCTBEHHOrO aKUMOHepa WIM CHTyalWed, NPUBOASLIEH K BO3HUKHOBEHHIO
KOPIOpPaTUBHBIX KOH(JIUKTOB U KOH(IIMKTOB HHTEPECOB;

5) mpemiaraTh BONPOCHI B IOBECTKYy [HsI 3acenanusi CoBeTa AMPEKTOPOB H
[IpaBnenust OG1ecTna;

6) 3anpamuBarh HHPOpMaLMIO y peectpoaepxkarens O6mecTsa 06 onepanusx,
3aperUCTPUPOBAHHBIX B peecTpe Jepxarens akuuid OOlecTsa, a Takke HHYIO
“HpOPMALIUIO U3 peecTpa, HeoOXxoauMyro OOIIeCTBYy.

35. KopriopaTiBHBIH cekpeTaph 00s13aH:

) npu ocywecTBIeHMH JEATeNbHOCTH COOMIOAaTh HOPMBI M TpeGoBaHMs
3akoHoznaresnbcTBa, ¥YcraBa, Konexca, HacTosiuero ITonoxeH st 1 HHBIX BHYTPEHHHUX
JokymeHnToB OO1ecTsa;

2) ucnonHATh nopyuenusi CoBera AUPEKTOPOB;

3) OTYUMTHIBATBCS O CBOGH nesiTenbHOCTH repe] COBETOM JAMPEKTOPOB;

4) cobmoaTh KOH(PUAECHIMANBHOCTS HHpOpMaLnK 06 Ob1ecTse, MHCal1epcKoit
WHpOpPMALMM, CTaBLICH M3BECTHOW B II€PHOJA  OCYIIECTBIEHMH  (yHKLHIA
KoprnioparuBHoro cexkperaps u B Te4yeHHe He MeHee 4eM 3 (Tpex) JIeT Iocie
[peKpalleHus MoJIHOMOYMH B KauecTBe KoprioparuBHoro cekperaps;

5) MOANKCHIBATh MPOTOKOJ, BBIITUCKH M3 IIPOTOKOJIA M YIOCTOBEPATE I1€YaThIO;

6) uaopmuposath COBET AMPEKTOPOB O BO3HUKHOBEHUHU CUTYALHil, CO3AI0IIHIX
Yrpo3y HapylleHHss HOPM JeHCTBYIOILEro 3aKoHOAATeNbCTBa, MpaB EMMHCTBEHHOTO
aKIMOHepa, a TaK)Ke BOSHUKHOBEHUs KOPIIOPATUBHOIO KOH(MIUKTA.

7. OrBercTBeHHOCTH KopniopaTtuBHoro cekperaps

27. KopriopaTUBHBIH ceKkpeTapb J0JDKEH IeHCTBOBATh B MHTepecax OfliecTna U
EuMHCTBEHHOrO aKLIMOHepa, UCTIOMHATL CBOU 00S3aHHOCTH JJOOPOCOBECTHO.

28. KopriopaTuBHBI cekperaph B IOpPsIKe, YCTAHOBJIEHHOM 3aKOHO1aTEIECTBOM
M BHYTPEHHUMM JJoKyMeHTamu OOI11ecTBa HECYT OTBETCTBEHHOCTS 3a:

1) Hapnexaliee MCIONHEHHE BO3JIOKEHHBIX HA HUX 3a1a4, (YHKIHH, TpaB u
00s13aHHOCTEM;

2) yobITKH, TpuunHeHHbIe O0IIecTBY UX JeiicTBuaMY (Oe3neicTBueM);

3) pasrialleHHe CBEIEHHH, COCTaBIAIOIIMX CITyKeOHYI, KOMMEPUYECKYIO I
MHYIO OXpaHseMyI0 3aKOHOAATeIbCTBOM TaiHY;



4) ucroap30BaHKe AOCTYIHOW eMy WHcaiepcKoit nHpopmanuu (MH(OpMALHIO
orpaHMy¥eHHoro gocrymna) o0 O6uiecTBe B JIMYHBIX LEIX.

29. OrsercrBeHHOCTh  KopriopaTUBHOTO  cekperapsi  3aKkperuisercs B
3aKJIIOYaeMBIX ¢ HUMH TPYJIOBbIX JIOrOBOpPaX.

30. Orka3 unexHoB CoBera aupexropoB u/wiau Ilpencenarens Ilpasnenust ot
NPUHATHS MEp IO YCTPAHEHHIO KOPIOPATUBHBIX KOH(MJIMKTOB, JUOO 10
NPEJOTBPALEHUIO TTOTEHUHUAIBHBIX KOPIOPATUBHBIX KOH(IUKTOB, ITOCIE TOrO, Kak
OHUM Obl mpouH(popMHUpoBaHbl KopropaTHUBHBIM cekperapeMm, OCBOOOXKIaeT
[OCJIEJIHEN0 OT OTBETCTBEHHOCTHU 3a OpPraHU3alldIi0 paspelleHuss KOpIOpaTUBHBIX
KOH(JIMKTOB.

8. YeaoBusi onaiatel Tpyaa u npemuposanusi Kopnoparusnoro cexkperaps

31. 3apabotnas nnarta KoprnopaTuBHOro cexkperaps OIpeaeNseTcs CyMMOM
YCTaHOBJIGHHOTO TPY/I0BbIM JIOTOBOPOM OJUKHOCTHOTO OKJIaJa W JIPYrHX BBIIJIAT
KOMIIEHCALIMOHHOTO (B TOM 4MCjie MaTepHalibHasi IOMOILb), OOIIPUTEIBHOTIO W/WIIN
CTUMYJIMPYIOLIEr0 XapakTepa B COOTBETCTBUU C 3aKOHOJATEICTBOM M HACTOSIIMM
[TonoxeHreM U MHBIMH BHYTPEHHUMHU JOKymMeHTamu OO1iecTsa.

32. Hauncnenue 3apabOTHO# MiaThl POU3BOAUTCS B COOTBETCTBUU C Tabenem
y4yera HCIIO/Ib30BaHUsl paboyero BpeMeHU. YueT (akTUdecku OTpabOTaHHOIO
KoprnopaTuBHBIM ~ ceKpeTapeM  BpeMeHH  OCYIIECTBISeTCS  OTBETCTBEHHBIM
CTPYKTYpPHBIM nozpasaenenuem OO1iecTna.

33. Ilopsmox BblIuIaTel 3apaboTHoW mnatel KopropaTHBHOMY cekperapro
omnpeJieNiseTcss BHYTPEeHHMM JoKymMeHTOM OOmecTsa, peryiIupyroliuM CHCTEMY
OILIaThI TPy/a WTATHEIX paboTHHKOB ObLIecTBa.

34. Ilo pemennto Coseta qupexTopos ObmecrBa KopnopatuBHOMY ceKpeTapio
BBIIUIAYMBATLCS [IPEMHUS 110 pe3ysbraTaM MX paboThl 3a OTYETHBIN KBapTal, B Ciydae
KaueCTBEHHOTO M pe3yJbTaTUBHOIO BBINIOJHEHUS HMH CBOUX (YHKIMOHAIBLHBIX
o0si3aHHOCTEH, B pa3Mepax M Ha YCIOBUSX, ONpPEIENCHHBIX COOTBETCTBYIOLIMMHU
BHYTPEHHUMHU AOKyMeHTaMu OO1uecTBa.

35. B decth mpa3gHOBaHUS ~ HAIMOHAJIBHBIX, TOCYJAapCTBEHHBIX U
npodeccuoHanbHbIX INpa3gHukoB B Pecrmybnuke Kaszaxcran 3a cyeT 3KOHOMHHU
cpeznctB (onaa omnarel TpyAa (nanee — @OT) moxeT npoBOAUTCS MPEMUpOBaHUE
KopnioparusHoro cekperapss OOuiectBa B pasmepe, COOTBETCTBYIOIIEM pasMepy
NpeMHaIbHOM BBITUIATHI 110 TAKUM ciydasM pabotHuky OOuiectBa, B pasmepe - He
Oosee 10-kpaTHOro MMHHUMAJIBHOIO pa3Mepa 3apabOTHOU IJIaThl, YCTAHOBJIEHHOIO
3akonom  PecnyOnuku  Kazaxcran o  pecniybnukaHckom — Owokere  Ha
coOTBeTCTBYIOWMH nepro. CooTBETCTBYIOLIEE NPEMUPOBAHUE OCYLIECTBISCTCS Ha
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ocHoBaHuu npukasa llpencenarens IlpaBnenus, nubo nuIa, HUCIOIHSIOLIETO €ro
00513aHHOCTH.

36. IIpemupoBanne KoprniopatuBHOro cekperapsi, peLyCMOTPEHHOE HACTOSAIIUM
[Tonoxenuem, He MPOU3BOIUTCS NPU HAJMYKMU Y HErO HE CHATOrO AUCIUILIMHAPHOIO
B3bICKaHUSI.

37. KopnopatusHoMy cekperapio OOlectBa, MpOLIEIUIEMY HCIIBITATEILHBIMN
Cpok 10O NpUHATOMY Ha paboTy 0e3 TaKOBOro, IPH IPEAOCTABIEHUH €KErOIHOI0
OIIAYMBAEMOr0 TPYJOBOIO OTIyCKa BBIIIAYUBAETCS MOCOOME Ha 0310pOBICHHE B
pasMepe JIByX MOJDKHOCTHBIX OKJIaJ0B OJMH pa3 B TEeYEHHE KaJeHJapHOro roja.
Exxeroaneli  omutauMBaeMblii  TpyaoBod ormyck KoprnopaTHBHOMY —ceKpeTapro
peIoCTaBlIseTCsl B COOTBETCTBUM ¢ npukaszoM [Ipencenarens [IpaBnenus OOuiectsa.

38. KoprnoparuBHOMY ceKpeTapro OKa3bIBaeTCsi MaTepHalbHasi [IOMOILb 3a CYET
skoHomuu cpencts POT B pasmepax, Ha YCIOBUSX M B CIIydasixX, YCTaHOBJIEHHBIX
BHYTPEHHUMU HoKyMeHTamu OOuiecTBa.

39. KopnopatusaoMy cekpetapto OO6iiecTBa OCYLIECTBIAIOTCS OIMIATHI,
PEJOCTABISIIOTCS TapaHTHM M KOMIIEHCAllMOHHBIE BBIIUIATBI B  pasMmepax,
NPeyCMOTPEHHBIX TPYJIOBBIM 3aKoHojaTenbcTBOM PecnyOmuku Kasaxcran wu
BHYTPEHHHMH JoKyMeHTamu OOIuecTBa, a Takke H0OpOBOJILHOE MEIUILHHCKOE
cTpaxoBaHue 3a cyer cpeacrs OOmecrBa (npu Haaumuuuw B OOmecrtse
COOTBETCTBYIOLIEr0  couuanbHOro  makera). J[oOpoBoibHOE — MEIUIMHCKOE
CTpaxoBaHue He pacnpocTpansercs Ha KoproparusHoro cekperaps, HaXoAseMes Ha
MCIIBITATEIBHOM CPOKE.

9. O6ecneyenne aestenbHocTn KopnopaTusHoro cexperaps

40. B nensx Hapnexaumero u 3((GEKTUBHOrO BBHINOJHEHHs OOS3aHHOCTEH,
KoprniopatuBHbllf ~ cekpertapb  JO/DKeH  ObITh  OOecredyeH  HeoOXOXMMBIMH
OpraHM3alMOHHO-TEXHUYECKUMHU YCIOBUSIMH, B YACTHOCTH:

1) uMeTh oTHenbHBIN KaOMHET, HaXOIIIMKCS HENOCPEACTBEHHO IO MECTY
HaXO0JKJIeHUs ouca LeHTpaIbHOro annapara O0LiecTsa;

2) pabouee Mmecro KoprnopaTHBHOro cekperaps JOKHO OBITH obecrneueHo
IIepCOHAIbHBIM KOMIIBIOTEPOM, a caM KoprnopaTHBHBIN ceKpeTapb — MepeHOCHLIM
KoMnbstoTepoM (Notebook);

3) HeoOXOAMMOH OpPrTeXHHKOH, CceH(oM, HECropaeMblM METATHYECKUM
wKaoM s XpaHeHUs AOKYMEHTOB, a TakKe CIPABOYHON M IEPUOAUYECKOM
JIMTepaTypoHu;

4) cooTBeTcTBYIOIIEH HHMOPMALMOHHON MPABOBOM CHCTEMON (3JIEKTPOHHOM
0a30i JaHHBIX).




41. PasMep KOMaHIMPOBOYHBIX DPAacXolOB (CyTOYHBIE, PAacXojbl IO HaWMy
JKHIIOTO MTOMEILIEHHs, PACXO/Ibl 110 IPOEe3/Ly K MECTy KOMaHAMPOBaHUs U 00paTHO) st
KopnopaTtuBHoro cexkperapsi OIpeAe/sieTcsi B COOTBETCTBUH C BHYTPECHHHUMH
jpokymentamu OOlecTsa.

10. 3akaouurebHbIE MOJOMKEHHUS

42. Yreepxnaenue [TonoxeHus, a Takke BHECEHHE U3MEHEHUH U JONONHEHHUH B
Hero otHocuTcs K koMrerernuu Cosera gupektopoB OOLIecTBa.

43. Wcnonnenune obOsizaHHocTed KoprnopaTuBHOro cekperaps, B cllyuyae e€ro
OTCYTCTBHs, OCYILIECTBJseT IIMIO, BPeMEHHO Ha3Ha4yeHHoe pemeHueM Cosera
JIUPEKTOPOB U3 YKcia padoTHukoB OO1ecTsa.

44, Ecnu otaenbHble INyHKTh Hactosuiero [lomoxeHuss BCTynaioT B
MPOTHBOpPEYHE ¢ AeHCTBYIOIUM 3aKOHOATEIbCTBOM, 3TH IIYHKThI YTPAYUBAIOT CUITY
M B YaCTH PEryJUpyeMbIX 3TUMH [1yHKTaMH BOIIPOCOB CJIelyeT PyKOBOACTBOBAThCS
HOpMaMH  JEHCTBYIOLIEro  3aKOHOJATeNbCTBA [0 ~ MOMEHTa  BHECCHHUS
COOTBETCTBYIOIIUX U3MeHeHUH B HacTosllee [lonokenue.
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