@ «M.Ko3bi6aeB aTbiHAarbl CKY>» KeAK | CKY OK 02 bacbuibiM: 6GipiHLLi 10 6eTTiH 1 GeTi

HAO «CKY uM. M. Ko3sbi6aeBa» CA CKY 02 WU3paHwue: nepsoe | Ctp.1wu3 10

¥,

on,,
Og,

<
i

ATBIHOAR L

ARUMOHERHG .
~

ITOJIO)KEHHUE

0 KopnopaTHBHOM cekperape HekxomMepueckoro akiiuonepHoro ogmecrsa

«CeBepo-Kazaxcrancknii ynnepcuter umenn M. Kosbi6aeBa»

OBIIMUE ITOJOXEHMUS

Hacrositee [lonoxenne o KoprnopaTuBHOM cekpeTape HEKOMMEPYECKOTO
akuoHepHoro obmectsa «CeBepo-KazaxcTaHckuil yHUBEpCUTET UMEHH M.
Ko3sri6aeBa» (nanee - [Tonoxenue) paspaboTaHO B COOTBETCTBHH C 3aKOHOM
Pecny6mmxu Kazaxcran «O06 aki[OHEPHBIX OOIIECTBAaX», Y CTABOM M HHBIMA
BHYTPEHHUMH JOKYMEHTaMH HEKOMMEPUYECKOro aKIMOHEPHOTO OOIIeCTBa
«CeBepo-Kazaxcranckuii yHusepcuter mmenun M. Kosbibaesa» (manmee -
O61ecTBO).

[lonoxenue ompenenser 3amadd, (YHKIMH, [OpaBa M OOSI3aHHOCTH,
OTBETCTBEHHOCTh, IIOPANOK HA3HAYEHHUS, YCIOBUS  BO3HATPAXKICHUS
Kopropatusaoro cekperaps O6mectBa (mamee - KopnopaTHBHBIH
CEKpeTaph), a TaKXke IIOpANOK oOpa3oBaHMS U JesTeNbHOCTH Cly:KOBI
KopnopatusHoro cekperaps.

Homxnocts KoprnopatuBHOTO cexpeTapst BBOAWTCS B LENAX OOecIedeHus
COONIONIEHUs OpraHaMM M JIOJDKHOCTHBIMU Jsuijamu OGInecTBa NpaBUI U
NpoLEeNyp KOPIIOPATHBHOIO YIPABJIEHHUs, TapaHTUPYIOIIHX peaTH3aIlhio
paB 1 uHTEpecoB EquncTBeHHOTO aknroHepa OOIecTBa.

KopriopatuBHEblil cexperapp - paGotHuk OOIIecTBa, HE SBISIOIIHICS
yieHoM CoBera nupekTopoB 6o IlpaBienns OOimecTBa, Ha3HAYAETCS
Cosetom nupexTopos ObmecTsa. B cBoeit mesirenbHocTr KopriopaTHBHEIIH
CeKpeTapb rmogoTyeTeH U nogunHed Cosety nupekropoB OOmiecTsa.
KopriopatuBHbIli cekpeTapp obeclednBaeT COOJIOJEHHE OpPraHaMH |
AOIDKHOCTHBIMM  Jjiniamu  OOInecTBa mpoueayp, HampaBieHHBIX Ha
ofecrieyenre INpaB UM HHTEPECOB EIWHCTBEHHOrO akKIMOHEpa, a TaKKe
ciemoBanuss  OOwiecTBa IONOXKEHWSIM B cdepe  KOPIOPAaTHBHOIO
yIpaBjieHus, Y cTaBa U HHBIM BHYTPEeHHHUM JoKyMeHTaMm OO1iecTBa.
KopriopatuBHbil cexpeTapb oOeclieunBaeT IIOATOTOBKY H IIPOBEIEHHUE
3acenannit Cosera qupexTopoB ObmiecTBa, obecrednBaeT GOpMUPOBAHKE
MaTepualioB II0 BOIIPOCaM, BBIHOCUMBIM Ha paccMorpenne Cosera
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IUPEKTOPOB W  EJMHCTBEHHOro aKkuUMOHepa, BeAeT KOHTPOIbL 3a
obecrieueHueM JOCTyIa K HUM.

KopmopaTuBHEIA ~ ceKpeTapb OCYLIECTBISIET CBOIO  JEATENLHOCTH B
COOTBETCTBHMHU C HOpMaMM 3aKOHOAaTeNbCTBa Pecrybmuku Kasaxcran (nanee
- 3aKOHOJIaTENBCTBO), Y CTaBa, HACTOSAIIETO [10JI0KEH s, HHBIX BHYTPEHHUX
nokymentoB OOmectBa, a Takxke pemeHusiMd CoBeTa IUPEKTOPOB MU
EnvHCTBEHHOrO aKlMOHEpa.

IHOPAAOK HA3ZHAYEHMUSI n OCBOBOXIEHUSI oT
JOJKHOCTH

10.

11.

12.

KoprioparuBHbIii cexperaph HasHauaeTcsi perneHneM CoBeTa JUPEKTOPOB,
IPUHSTBIM MPOCTHIM OOJIBIIMHCTBOM Ioj10cOB WieHoB CoBeTa AUPEKTOPOB.
Bompoc o0 HasHaueHMH wiM 00 OCBOOOXIEHHMM OT JOJDKHOCTH
KopriopaTuBHOro cekperaps BHOCHTCS Ha OuHOe 3acemanme CoBeTa
AupekTopoB. IIpucyTcTBUe KaHauaaTa Ha JOJDKHOCTH KOpPIOpaTHBHOTO
CeKpeTaps Ha yKa3aHHOM 3aceaHUuH 00s3aTelLHO.

B orHomenwn kaHgumatypsl B COBET JUPEKTOPOB JO/DKHA OBITH
IpeJICTaBlIeHa Cllexyonast HHPOPMAITHsL:

1) damunus, uMs, OTIECTBO KaHIUIATA;

2) rox pOXIEHUST,

3) obpa3oBaHue, CNENMANBHOCTH O JHUIUIOMY (IUIIOMaM), CBEIEHHS O
IOBBILICHUH KBaTU(QUKALUK U TPO(YECCHOHAIBHON MEPENOATOTOBKE;

4) cBeneHus 06 ombITe pabOTEHI 3a IOCIEIHUE 5 JIET;

5) IHCBMEHHOe 3asBIICHHE KaHAWIaTa O HAa3HAYeHWH Ha JOJDKHOCTD
KopnoparusHoro cekpetaps Ob1iecTsa.

Oynkunu KoprnopaTHBHOro cekperapsi MOryT ObITh BO3NOKEHBI Ha JIHLO,
OTBEYarolllee CIEAYIOUNM TpeOOBaHUSIM:

1) Hanmuue  BBICHIErO0  IOPHIMYECKOTO  W/MIM  SKOHOMHYECKOTO
o0Opa3oBaHus;

2) Hammume MPoheCcCHOHANEHOTO OIbITa PabOTHl He MeHee 5 (IIATH) JIeT, B
TOM 4YHCIe B O00JAacCTM KOPHOPATHBHOIO IpaBa WM KOPIIOPATUBHOTO
YIPaBIICHHs W/UIIA Ha PYKOBOJSIIEH ODKHOCTH - He MeHee 3 (Tpex) Jier;

3) HamMuMe CBHJETENBCTBA O IOBBINICHHE KBanmu(uKauu B cdepe
KOPIIOPaTUBHOIO YIIPABIEHHUS 3a ITOCIIEIHIE TPU TO/1a;

4) HanuMuWe 3HAHWY, ONBITA W KBATM(HKAIMH, JOCTATOYHBIX JUIS
UCIIOJIHEHHUS BO3JIOKEHHBIX Ha HETO 00SI3aHHOCTEH.

5) HaluuMe OpraHW3aTOPCKMX M AaHAIUTHYECKHX CIIOCOGHOCTEH w1
HaBBIKOB;

6) HanM4He HaBBIKOB pabOThI Ha KOMITBIOTEDE;

7) 3HaHMe crenuduku aesteabHocTH O6IecTBa.

B pemennn CoBera mupekTOpoB © HasHadeHun KoproparusHoro
CEKpeTaps YyKasbIBAIOTCS, B TOM 4YHCNE, CPOK IIOJHOMOYWH, pa3zMep
AOIUTaThl WM JOJDKHOCTHOTO OKiaga (B cCily4ae OCBOGOXKICHHOMN
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13.

14.

15.

16.

17.

18.

19.

JODKHOCTH) M YCJIOBHSA OIUIAThl  TPyJAQd, IPEMHPOBAHUS  W/WIH
BO3HArpak ICHHUS.

Pasmep nommaTel WIM JOKHOCTHOTO OKJIAJa, YCJIOBHS ITPEMHPOBAHMUS
W/ui  Bo3HarpaxkaeHuss KopHnopaTHBHOrO ceKperaps YCTaHABIMBAIOTCS
CoBeTOM IMpPEKTOPOB B COOTBETCTBHH C BHYTPEHHHMM HOPMATHBHBIMU
noxkyMeHTtamu OO1iecTBa.

KopriopaTuBHOMY cekpeTapro pa3peliaercst BBIIOJHEHHE PAOOTHl U 3aHSTHE
JNO/DKHOCTEH B JPYTMX CTPYKTYPHBIX moipasieneHusx OOIecTBa, eciiu
HHOE He NpenycMoTpeHo YcraBoMm OO1mecTsa.

C ounoM, HasHavaeMblM KoprnopatuBHbIM cekperapem OOIIecTsa,
3aK/II0YaeTCsl TPYJAOBOW JOrOBOP Ha CPOK, OIPEIENICHHBIA peIleHHEM
CoBeTa qUpPEKTOPOB.

Tpynosoii morosop ¢ KoprnopaTHBHBIM ceKpeTapéM MOAMUCHIBAETCS OT
nmenu O6mectsa [Ipencenarenem Ipasnenus -PexTopom.

CoBeT IMPEKTOPOB BIpaBe NPHHATH PELICHHE O IOCPOYHOM IIPEKpalleHHH
NoJTHOMOYHY KopropaTHBHOTO cekpeTapsi H pacTOPKEHUH 3aKITIOUEHHOTO C
HMM JIOrOBOpa B MOPSIKE, YCTAHOBICHHOM 3aKOHOJAATENbCTBOM. Ilpu
JIOCPOYHOM NPEKPAIleHUH MOoJHOMOYMH KoprnopaTUBHOrO cekperaps u
PaCTOPXKEHUH 3aKIIOYEHHOr0 C HHMM JOrOBOpa, Hapsiiy C BhIIIATAMHY,
IIPeLyCMOTPEHHBIMH JEHCTBYIOLIUM 3aKOHOATENIbCTBOM, emMy
OCYILIECTBIISICTCS NOIOJHUTE IbHAS BEIIIaTa B pa3Mepe OJHOro OKJIaja.
Pemrenvie 0 HasHadeHHH HOBOro KoprmopaTHBHOTrO ceKpeTaps NpHHHMAETCS
CoBeTOoM JHUPEKTOPOB B CPOK He mo3nHee 1 (0qHOro) Mecsia ¢ MOMeHTa
OPUHATHA PELIeHHS O MpPEeKpPalleHHd IIOJHOMOYHN  JIeMCTBYIOIIEro
KopnopatuBHoro  cekperaps. Pemienne o0  HasHaYEeHWH  HOBOTO
KoprnopatusHoro cekperaps Moxer OBITh IPHHATO OJHOBPEMEHHO ¢
INPDUHATHEM  pPEIICHHS O JOCPOYHOM  TIPEKpAIlleHUH I1OJTHOMOYHME
nerctyromero KoprnopatiuBHoro cekperapsi.

BHoBb HazHaueHHOMY KopropaTHBHOMY ceKpeTapio ero mpeIiecTBEHHUK
JOJDKEH TIepefaTh [ena, NOKYMEHTHl M 0a3y MJaHHBIX JOKYMEHTOB Ha
ONEKTPOHHOM ¥ (WiM) OyMaXHOM  HOCHMTeNsix. llepemaya e
OCYILECTBIISICTCA B CPOK He mo3fgHee S5 (MATH) pabodux mHEH ¢ MOMeHTa
Ha3Ha4eHUs HOBOro KopmopaTHBHOro cekperapsi MO akTy IIpHeMa -
nepefjadd, B KOTOPOM OO0S3aTeNbHO NODKHBI OBIThH yKa3aHBI OCHOBAHHE
nepenavn Jiell, Aara Iepenavyd, HauMeHOBaHHE U COCTaB IlepeaBaeMoif
JIOKYMEHTAIUH, CIIUCOK Je]1 (MEPONPUATHH, NeHCTBHUIA, 3apOCOB), KOTOPEIE
HaxXOIATCSl B CTaQUU MCIIONIHEHUS U JOJDKHBI OBITH HCIIOJHEHBI BHOBB
130panHbIM KopriopaTHBHEIM cekpeTapeM.

3AJAYN KOPIIOPATUBHOI'O CEKPETAPS

20.

3anayamu KopropaTHBHOTO cekperaps B paMKaX €ro JesTelbHOCTH
SIBJISIFOTCSI:
1) obecrneueHne coOMIONEHUS OpraHAMH M JOJDKHOCTHBIMH JIMIIAMHA
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ObmecTBa 3akoHomaTenscTBa B cdepe KOPIOPATHBHOTO yIIPaBIEHUS,
YecraBa W BHyTpeHHMX  JokyMeHToB — OOImecTBa, a  Takke
COBEPIIEHCTBOBAHUS IIOJIMTUKH M IPAKTUKH B 0OJAaCTH KOPIIOPATHBHOIO
yIpaBIEHUS;

2) obecneyenne 3¢ dexTUBHON NesTensHocTH CoBeTa IUPEKTOPOB;

3) obecmedyenne XpaHEHHs, PACKPBITHS U MPEIOCTABICHUS CyIECTBEHHOM
nHpopManun o0 OOImecTBe B paMKax IPeNOCTABICHHONW KOMIIETCHLIUH, a
TaK)Ke MOIEPIKaHKs BEICOKOIO YPOBHS HH(POPMALIMOHHOM IIPO3PaYHOCTH;

OYHKIUU KOPIIOPATUBHOI'O CEKPETAPSI

22.

JUtst  BBITIONHEHUA 3aJa4d IO OOECIIeYeHHIO COOJIONEHHs OpraHaMu,
ROIDKHOCTHBIMM  Jyidniamu  OOmectBa  3akoHomaTenscTBa B cdepe
KOPIIOPAaTHBHOTO  YIpaBIEHHS, YCTaBa U BHYTPEHHHX JOKYMEHTOB
OO1mecTBa, a TakKe COBEPIICHCTBOBAHUS MIOJIUTHKU U MPAKTUKH B 00IACTH
KOPIIOPaTHBHOIO ympasiienus, Ha KopnopaTuBHOTO cexpeTapst BO3IararoTcs
clenyromue QyHKITUH:

1) mpenmocTaBieHHWEe W OpraHW3alMs KOHCYJNBTALMI MOMKHOCTHBIM JIMIAM
OOwecTBa, B mpesenax CBOedl KOMIIETEHIIUH, 110 BOIPOCAM, CBSI3aHHBIM C
3aKOHOJATENbCTBOM M BHYTPEHHHMH J0KyMeHTamu OOInecTBa;

2) undopmupoBanue CoBera IMPEKTOPOB O BHISBIEHHBIX B OOIIECTBe, B
npenesax CBOEHM KOMIIETEHIMM HapyIIEHUSX 3aKOHONATeNbCTBA U
BHYTPEHHUX TOKyMeHTOB OOIIeCTBa;

3) y4actie B pa3paboTke, COOMIOACHHM U MEPHOAMYECKOM IEPECMOTPE
IIOJIUTUKU ¥ NPAaKTHKU KOPIIOPAaTUBHOTO ympasiieHns B OOILECTBa, a TakkKe
UHBIX BHYTPEHHHUX NOKYyMeHTOB OO0IecTBa B paMKax KOMIIETEHIINY;

4) MOHWTODMHI M aHAIU3 CyIUECTBYIOLIEH NPaKTUKH, TEHICHIHUL,
NIePCIIeKTHB pa3BUTHA B O00JaCTH KOPIOPATHBHOIO YIpABIEHHS B
Pecrybnuke Kasaxcran, 3a pyOGexxoM © BHeceHHE HH(OpPMALINH,
PeKOMEHallui JO/DKHOCTHBIM JIMLAM, COOTBETCTBYIOLIMM OpraHaM U
PYKOBOJIHUTENSAM CTPYKTYPHBIX Hoapasaenenuii ObmecTsa.

st BBIMONHEHHs 3a7ad 1O obecredeHno 5PMEKTHBHOM IeATelbHOCTH
CoBeTa IMpeKTOPOB M €ro KOMHTETOB Ha KopHopaTMBHOro cexperaps
BO3JIararoTCs CIeAyIonre QyHKIHH:

1) paspsicHenne BHOBb m30paHHEIM wieHam CoBeTa JUPEKTOPOB
percTByromux B O6mecTse npaBui AesTenbHocTH COBETa TUPEKTOPOB U
MHBIX opraHoB OOmiecTBa, MpenocTaBieHre HHPOPMALUK O TODKHOCTHBIX
TMIax M OpPraHW3allMOHHOW CTpyKType OOmecTBa, ero BHYTpPeHHHX
JOKYMEHTOB U MHOW MH(OPMAIIUH, UMEIOIIEl 3HaYeHUe IS Ha TeXKAIIEro
UcTIONHeHus YwieHaMu CoBeTa TUPEeKTOPOB HX 00S3aHHOCTEN;

2) opraHu3anys 03HAKOMHUTEIBHBIX BCTPEY I BHOB M30PAHHDBIX YICHOB
CoBeTa nMpeKTOpPOB ¢ wieHamu IIpaBieHHs H  PyKOBOIHUTENSIMH
CTPYKTYPHBIX nojipaszesennii O6mecTsa (B cirydae HEOOXOIUMOCTH);

3) TpejcTaBleHHE IIOMOILH B OPraHU3aMA MEPOIIPUSITHIA 10 MTOBIIEHHEO

A
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kBanudukanuyu wieHoB CoBeTa IUPEKTOPOB;

4) paspabotka npoekrta IIrana paboTer CoBera OHPEKTOPOB ¢ IPapuKOM
MIPOBEJICHHUS 3aCelaHuil Ha COOTBETCTBYIOIIMN y4eOHBIM MM KaJleHTapHBIi
ron,

5) obecneueHre HaIUIeXalledl ITOATOTOBKH MAaTepHaliOB IO BOIPOCAM
MIOBECTKU AHs 3acenanuid CoBeTa JUPEKTOPOB;

6) cBoeBpeMeHHOe HampaBieHHe dWwieHaM CoBeTa JHPEKTOPOB IOBECTKH
nHs 3acenanuss CoBera IUPEKTOPOB C IPHUIIOKEHHEM BCEX HEOOXOIUMBIX
MaTEPHAJIOB, a TAK)KE U3BEIlleHUE IPUTIIANIICHHBIX Ha 3aceIaHne JINLI;

7) nporoxonupoBaHHe 3acenanuii CoBeTa JIUPEKTOPOB B COOTBETCTBHHU C
TpeboBaHMAMM 3aKOHOMNATENbCTBA, YCTaBa W BHYTPEHHUX JOKYMEHTOB
OO6mecTtBa, a Takxke obOecreueHHe CBOEBPEMEHHOIO IOANUCAHMS 4YIEHAMH
Cosera nupexropos pemennii CoBeta TUPEKTOPOB (IIPOTOKOJIOB);

8) HampaBieHHe KON pereHuit, TpoTokonoB CoBeTa JUPEKTOPOB YIEHaM
CoBeTa IMPEKTOPOB, OTCYTCTBOBABIIHNM Ha 3aceanni CoBeTa JUPeKTOPOB;

9) obecrneuenre HaIIeXallero COONIIOAEHHsS MPOLEAYpPhl POBEICHUS
3acelaHuil ¥ NPHHATUS pemleHHH COBETOM NUPEKTOPOB, MPENOCTABIECHHE
pasbsiCHEHUH TpeOGoBaHMM 3aKOHONATENbCTBA, YCTaBa W BHYTPEHHUX
nokymeHToB O0mecTBa, HEOOXOMUMBIX UL PUHATHSI COBETOM JUPEKTOPOB
pelIeHu;

10) narpaBnenne  pemenuit CoBeTa JUPEKTOPOB  COOTBETCTBYIOLIUM
OpraHaM M JOJDKHOCTHBIM JinaMm OOIuecTBa, KOHTPOJIb MX HCIOIHEHUS U
uHpopmupoBanre CoBeTa JUPEKTOPOB O pe3yJibTaTax (XoJie) UCIIONHEHHUS B
MOPSIIKE, YCTaHOBJIEHHOM COBETOM JHPEKTOPOB,

11)mogroroBka GroeTeHeidl AJsi 3a0YHOrO rojocoBaHus wieHoB CoBera
JUPEKTOPOB, OCYILECTBIEHUE PACCBUIKU U cOopa OrojuIeTeHel, ogBeeHre
UTOTOB TOJIOCOBAHMS II0 BOIpOCaM MOBeCTKH JHs 3acenanus Cosera
JUPEKTOPOB,

12) mpenoctaBnenue (obecneyeHue mpexocTaBieHus) uneHam Cosera
AUPEKTOPOB 3aIpalliBacéMbIX UMY JOKYMEHTOB ¥ HH(GOPMALIUY;

13) unpopmuponanue Ilpencenarens Cosera qupeKTOpoB 060 Beex (axTax,
NPENATCTBYIONMX  BEINOJHEHHIO KoprmopaTuBHBEIM  ceKperapeM — ero
00s3aHHOCTEl;

14) yuacTre B mOATOTOBKe rofioBoro oryera OOILECTBa;

15) c6op u yuer nHpopManuu B oTHOWEHNH wieHOB CoBeTa IUPEKTOPOB,

HEeOOXOMUMOM JUIsl MIPeOCTaBICHHSI COOTBETCTBYIOLIMM IOCYJapCTBEHHBIM

opraHaM U JpyT'UM 3aWHTEPECOBAaHHEIM JIMIIAM;

16) opraHu3aIMOHHOE COMPOBOXKAEHHE AEATENLHOCTH KoMmMHuTeToB CoBeTa
JUPEKTOPOB, BKIIOYas, B TOM UHCIe, OOeClHeYeHHe IIOArOTOBKU

MaTepHaaoB U OPraHM3alUIo IPOBENCHUS 3aceJaHnH, BeJIeHUE TIPOTOKOJIOB,

XpaHeHHe pPEKOMEHMAlUi, 3aKIIOUeHUN KOMHUTETOB U WX IIPEJCTaBIICHHE

CoBeTy IUPEeKTOpOB;

17) yuer u xpanenue Bcel nocrynarouieii B agpec CoBeTa JUPEKTOPOB, €r0

KOMHUTETOB KOPPECHOHACHINM, OOecredeHre IIOJIOTOBKH OTBETOB Ha
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IIOCTyMAKOLIUE 3aIIPOCHI;

18) ocymecTBieHre KOHTPOIIS 32 HCIIONHEHHEM aapecHbIX pemenuii CoBeta
ITPEKTOPOB.

Jl71s.  BBIONHEHMS 3aJad IO OOECHEYCHUIO XpaHCHUsS, PAaCKpBITHA U
IIPEJOCTaBIEHHs] CYIIECTBeHHOM HHpopMmarmu o0 OOmecTBe, a Takke
NOJJIEP)KAHKUsI BBICOKOIO YPOBHS HMH(QOPMALMOHHOW IPO3PAYHOCTH Ha
KopriopaTuBHOro cexperapsi BO3JIAraroTcs CIEAYIOIINHE (PYHKIIH:

1) obGecnedyenne coOmroneHus TpeOOBaHWN K TOPAAKY XpaHEHUS U
packpeITus (IpenoctaBienus) nHpopmanuu 06 OGIecTBe, YCTaHOBIEHHBIX
3aKOHOAATENbCTBOM, YCTaBOM U BHYTPEHHHMH JoKyMeHTamu OOInecTBa B
pamMKax KOMIIETeHIIHH,

2) KOHTpPOIb 3a CBOEBPEMEHHBIM pacKpbiTHeM OOIecTBOM HHGOpMaLUK B
NOpSIIKE, YCTAHOBJIEHHOM 3aKOHOAATEIbCTBOM, YCTaBOM M BHYTPEHHHUMH
nokymeHTamu OO11ecTBa;

3) obecmedyeHre B COOTBETCTBUH C 3aKOHOAATENLCTBOM U BHYTPEHHHMH
HOPMAaTHBHBIMH JOKyMeHTaMu OOliecTBa ydueTa M XpaHEHHS JOKyMEHTOB
OO6mecTsa (Kacaromuxcsi JesATENBHOCTH KopropaTHBHOro cekperaps),
TOUTEeXKAIIUX 0043aTeIbHOMY XpaHEHHUIO, JOCTyIa K HHUM, IPeI0CTaBICHHU
UX KOIIMH, NPH 3TOM KOIUHU YKa3aHHBIX MOKYMEHTOB B 0053aTEIBHOM
nopsiike yaocToBepstorces: KoprnopaTuBHEIM cekpeTapem;

4) obecrieueHne CBOEBPEMEHHOTO IIPEIOCTABIEHUS EJIMHCTBEHHOMY
aKIMOHEPY MH(OpPMAalLUH, 3aTParkBaroIleil ero HHTEPECH B COOTBETCTBUH C
3aKOHOJATEIbCTBOM, YCTaBOM, BHYTPEHHHMH JIOKyMeHTamMu OOInecTsa,
pemenrieM EQUHCTBEHHOT0 aKIIMOHEPa,

5) ydactre B pa3paboTke HH(OOPMAI[MOHHOW MONUTHKU (TIONOXKEHUS O
PacKphITHH UH(GOPMALUK), TIONOXKEHHUSI O XPaHEHUH KOMMEPYECKO! U HHOM
KOH(HAeHIMaNbHOU nHbopMarmu OO1IecTBa;

6) y4acTe B aKTyalH3alldid H HAIOJIHEHHEM COOTBETCTBYIOLIEH
uHQopManmu  BeO-calita  OOWIecTBa, BHECEHHE  COOTBETCTBYIOIIUX
npemioxenui  (MEQopmanuu) CoBery aupekTopoB u IIpaBiaeHH0 MO
MOBBIIIEHHUIO €r0 Ka4yecTBa U MHOOPMATHBHOCTH.

24. lubple QyHKIUH:

1) B mpenenax cBoell KOMIICTCHLWH, & TaKkKe IO IOPYHYEHHIO HUICHOB
CoBera nMpexTOpoB M EIWHCTBEHHOro axkIMOHepa, BeICHHE AENIOBOM
NEPEeNUCKH M OCYIIECTBIEHUE JEJIOBBIX KOHTAKTOB C JOJKHOCTHBIMH
TAlamM¥, EOWHCTBEHHBIM AaKLMOHEPOM, OpraHaMu, pPyKOBOIMUTEISIMH
CTPYKTYPHBIX HozpasaeneHuii OOuiecTBa, a TakyKe UHBIMA (GU3UUECKUMHU U
IOPUIUIECCKUMHU JINLIAMU;

2) TOArOTOBKa B paMKaX KOMIICTCHIIMH U yYacTHe B IOATOTOBKE IPOEKTOB
BHYTPEHHUX JHOKyMeHTOB OOmiecTBa, yTBEp)KIeHUE KOTOPLIX OTHOCHTCS K
KomrereHru CoBeTa JUPeKTOPOB U ENUHCTBEHHOTO aKIMOHEPa;

3) ocyluecTBIE€HHE KOHTPOJIS 3a MCIOJHEHUEM pelleHHii EIMHCTBEHHOro
aKLHOHepa;

4) opraHmsanus ~ JOBEJCHHS  pe3yJNbTATOB  MpoBepok  O6ImecTsa,

~
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IIPOBOJUMBIX BHEIIHUM ayAUTOPOM M TOCYJApCTBEHHBIMH OpraHaMH, 0
CoBeTa qUPEKTOPOB U, B Cllydae HEOOXOUMOCTH, €r0 KOMUTETOB,

5) unble ¢ynkiuu ~KopmopaTMBHOTO — ceKperapsi, YCTaHOBIIEHHBIE
3aKOHOIATEeNLCTBOM. BrInonHeHne QyHKIMH, IpeIyCMOTPEHHEIX B JaHHOM
pasnmene Hacrosmero Ilomoxenws, ocymectBusercs KopropaTuBHEIM
CeKpeTapeM KaK CaMOCTOSTeNbHO, TaK ® IIOCPEICTBOM  BBIAAYH
COOTBETCTBYIOIIMX YyKazaHui pabotHukam Cuyx0b1 KopropaTtuBHOro
CeKpeTapsl.

CJIIYKXBA KOPIIOPATUBHOI'O CEKPETAPS

23,

26.

s obecnieyeHust ucronHeHHss KoOpHoOpaTHBHBIM CEKpETapeM CBOHX
¢Qynxuuii B ObmecrBe Moxer cosmaBarbes Ciyx6a KoprnopaTuBHOro
cekperaps (mamee - Ciyx6a). Ciyxba sBIseTCS  CTPYKTYPHBIM
noapasaenennem OoOiecTsa.

Ciyx0a cosnaerca u ynpasanseTcs pemenneM CoBeTa JUPEKTOPOB 4Yepes
YTBEPXKACHUE  OpraHU3allMOHHOM  cTpykTypbhl OO6mectBa. IlltarHas
qucieHHoCTh Ciry OBl yTBepxkaaeTcs pemeHneM CoBeta TUPEKTOPOB.

IIPABA U OGAA3AHHOCTHU KOPIIOPATUBHOI'O CEKPETAPS

217.

KopnopaTuBHBI cekpeTaps HMEET MPaBo:

1) sampammBaTh M moMydYaTh y  JOJDKHOCTHBRIX Jsiun  OOmiecTsa,
pykoBoguteneir  CmoyxObl  BHYTpPEeHHETO ayuTa, CTPYKTYPHBIX
noxpaszneneHuit  OOmiectsa MaTepuansl  (MHGOPMANHIO), B  clydae
HEOOXOUMOCTH  pa3bsCHEHHS, HEOOXOAMMBIE IS  OCYIIECTBIICHHUS
KoprniopaTHBHBEIM cekpeTapeM CBOUX (YHKIIMIA;

2) TNpOBEpATH IIONHOTY MPEACTABIEHHOTO IAKeTa MAaTepHaloB IO
BOIIPOCaM, BKJIFOUCHHBIM B IOBECTKY JHA 3acenaHust CoBera AUPEKTOPOB, C
IIPaBOM BBIIaYH 3aMEYaHUH U IIPEIIOKEHUH;

3) sampammBaTh M Tomy4yaTh y wieHoB CoBeTa JHPEKTOPOB W
Ilpencenarenst Ilpasnenus - PexTopa oT4eT 0 XO/le BBINOIHEHMS PELICHHH
EnnncrBenHOro  akmuonepa, CoBera OHMPEKTOpOB, U, B Ciydae
HEBBINOJHCHUS WM HApyUIEHWs CPOKOB BBINIOJHEHWs], 3alpalldBaTh
NUCBMEHHBIE OOBSCHEHHs NMPUYMH HEHUCIIONHEHHs] WM HECBOEBPEMEHHOI'O
UCIIOJTHEHUS PeIIeHHH;

4) sampaumBate y uineHoB CoBera IWpeKTOpoB u Ilpencemarens
IIpaBrnenus - PekTopa HHQOPMAIHIO 1 pa3bsCHEHNS B CBS3U C HapyIIEHHEM
npaB EJWHCTBEHHOro aKkUMOHepa WIM CUTyalued, NpUBONALIEH K
BO3HHUKHOBEHHIO KOPIIOPATUBHBIX KOH(PIMKTOB U KOH(IUKTOB HHTEPECOB;
5) mpensaraTh BONPOCH! B OBECTKY AHs 3aceianusi CoBeTa JUPEKTOPOB H
IIpaBnenust ObmecTBa;

6) sanpamuBaTe UHGOpMALMIO y peecTpomepxkarens O6mecrsa 06
OIepanusix, 3aperuCTPUPOBAHHEIX B peecTpe Aepkarens akiui OOIiecTsa,
a TaKoKe MHYIO HH(pOpPMaIUIo U3 peectpa, Heobxonumyro OBILecTBy;

\
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28.

7) TPENOCTaBIATh PEECTPOIEPKATeNI0 JOKYMEHTAIMIO, CBA3aHHYIO C
BRITyCKOM ~ OOmiecTBOM IEHHBIX OymMar ¥ HHYIO HMH()OpPMALHUIO,
HEOOXOMMMYIO PEECTPONEPIKATEII0 I HaJJIEKAIIEr0 BEeIeHUs peecTpa
nepxkarenel neHHbIx Oymar OOmecTsa.

KopriopaTusHEIii cexpetaph 00si3aH:

1) npu OCyLIECTBIEHHH IESTENBHOCTH COONIOMATh HOPMBEI M TpeOOBaHMs
3aKOHOJATeNbCTBa, Y CTaBa, HacTosmero [10J0KeHnsI i HHBIX BHYTPEHHHUX
noKymMeHTOB OOIIecTBa;

2) wucnonHATh nopydenus: CoBeTa JUPEKTOPOB;

3) OTYMTHIBAaThCS O CBOEil AesTensHOCTH mepes COBETOM TUPEKTOPOB;

4) cobmonate KOHQUAEHUHATBHOCTh HWHGOpMammu o6 O6ImecTse,
WHCAUNepCKOM  MH(pOpManMy,  CTaBIIEH  M3BECTHOW B  IIEPHOJ
ocymecTBieHui (QyHkuuii KoprnopaTuBHOrO cekperaps ¥ B TedeHHe He
MeHee 4YeM 3 (Tpex) JIeT Imocjie MpeKpalleHHs IIOJHOMOYMH B KadecTBe
KoprnioparusHoro cexperaps.

5) HOANHMCHIBATE TPOTOKOJN, BBIIUCKA M3 IPOTOKONA U yHOCTOBEPSTH
nevathio KopropatusHoro cexperaps (IIpu HeoOXOAUMOCTH HapadUpoBaTh
TIOJHCTHO YAOCTOBEPSAEMYIO JOKYMEHTAIIHIO);

6) uHbopmupoBaTh COBET AHPEKTOPOB O BO3HUKHOBEHHH CHTYaLHii,
CO3JAIOIIUX yIpO3y HapylIeHHs HOPM AEHCTBYIOIIEro 3aKOHOIATEeNbCTBa,
npaB ENMHCTBEHHOrO aKIMOHEPA, a TAKXKe BOSHUKHOBEHHUS KOPIIOPATHBHOTO
KOH(DJIUKTA.

OTBETCTBEHHOCTb KOPIIOPATUBHOI'O CEKPETAPSI

29,

30.

3l

32.

KopriopatuBHEIi cexpeTapb HODKEH AeHCTBOBAaThL B uHTepecax OfIecTBa u
EMHCTBEHHOrO aKIMOHEPa, HCIIONHATH CBOH 00SI3aHHOCTH J0OPOCOBECTHO.
KopnopaTusHsrii CEeKpeTapsb, B HOpsIIIKe, YCTaHOBJIEHHOM
3aKOHOAATENbCTBOM M BHYTPEHHHMH JOKyMeHTaMH OOIecTBa HeceT
OTBETCTBEHHOCTb 3a:

1) Hajexalnee UCTIONHEHNE BO3JIOXKECHHBIX Ha HETO 3a/1a4, (QYHKIIMH, IpaB
1 00513aHHOCTENH;

2) yOwiTkm, npuurHeHHbIe O6ILIeCTBY ero neficTBusMu (Ge3nelicTBreM);

3) pasriamieHue CBeIeHUH, COCTABISIOIMX CIY)KEOHYIO, KOMMEPUECKYIO
VI HHYIO OXpaHsIeMYI0 3aKOHOAATENECTBOM TaliHy;

4) HWcroNB30BaHWE  JIOCTYNTHOM eMy  WHCaliepckodt — mH(pOpMAImy
(MEQOpPMAIHIO OrpaHUYEHHOrO N0CTyMna) 06 OOIIecTBE B INYHBIX LENsX.
OtserctBenHOCT,  KopmoparuBHOro — cekperaps — 3akpemmsercss B
3aKIIF0YaeMBIX C HUM TPYZOBOM JIOTOBODE.

Orkas unenos Cosera aupektopoB w/wim Ilpencenartens IlpapmeHust -
Pexropa OT NpUHATHA Mep MO yCTPaHEHUIO KOPIOPATUBHEIX KOH(IMKTOB,
00 1O MPeOTBPAIIEHUIO TOTCHIHAIBHBIX KOPIIOPATHBHEIX KOHMIIMKTOB,
IIOCJIe TOr0, Kak OHH Obuid HpoMHpOpMUpOBaHEl KoprnoparuBHBEIM
CeKperapeM, OCBOOOXKHAaeT TMOCIAEIHEr0 OT OTBETCTBEHHOCTH 34
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OpraHU3alluIO pa3spelICHUs KOPIIOpaTHBHBIX KOH(i)J'[I/IKTOB.

YCJIOBUs OIIVIATBI TPYA n INPEMUMWPOBAHUS
KOPITIOPATUBHOI'O CEKPETAPSI U PABOTHUKOB CJIYXEbI

33.

34.

35.

36.

37.

38.

39.

3apabotHas mumata KopropatmBHOro cekperaps u paGoTHHKOB Ciryx6bl
ONPENENIACTCA ~ CyMMOH  YCTAQHOBIEHHOIO  TPYIOBBIM  JIOTOBOPOM
AOJDKHOCTHOIO OKJIaJa U APYTHX BBIIIAT KOMIIEHCAIIMOHHOIO (B TOM YHCIIEe
MaTepualbHas [OMOIb), MOOMPUTENBHOTO W/WIK  CTUMYJIHPYIOIIEro
XapakTepa B COOTBETCTBMM C 3aKOHOAATENBCTBOM W HACTOSIIUM
[Toso)kenneM ¥ UHBIMU BHYTPEHHUMH NOKyMeHTamu OGIecTsa.
Hauncnenne 3apaGoTHOM MiiaThl POM3BOAMTCS B COOTBETCTBHH C TabeseM
y4eTa  MCIONB30BaHUs ~ pabovero  BpeMeHH. YderT  (haKTHYECKH
otpabotanHoro KopropaTusubIM cekperapem u pabotHukamu Ciryx6bl
BPEMCHH OCYILIECTBIISETCS OTBETCTBEHHBIM CTPYKTYPHBIM IOJpa3fieieHHeM
O6urectna.

Hopsinok  Bbiriatel 3apaboTHol mmatel KoprnopaTueHOMY cekperapio u
paboraukam CiyxObl ompezessieTcsi BHyTPEHHUM JOKyMeHToM OB6IiecTBa,
PETYJIUPYIOLUIUM CUCTEMY OILIAThI TPy/a IITATHBIX paboTHUKOB ObIecTBa.
Io peurennto Cosera nupekTopos Obuiectsa Kopropatusaomy CEKpeTaplo
(B TOM 4HCe TIPH COBMEIIEHHH [OJKHOCTH) M pPaGOTHHUKAM Cyx0BbI
BBIMTAYMBATELCS NIPEMUS IO Pe3ynbTaTaM UX paboThl 3a OTYETHBIA KBapTal,
B Clly4ae KaueCTBEHHOTO BBIIIOJHEHUSI UMH CBOMX (DYHKIIMOHAJIBHBIX
00si3aHHOCTEH, B  pasMepax M  Ha  YCIOBMAX,  OMpELENEHHBIX
COOTBETCTBYIOIIMMH BHYTPEHHUMHU JOKyMeHTaMu OO1ecTsa.

B d4ecth  npa3snHOBaHMA ~ HALMOHANBHBIX,  TOCYJAPCTBEHHBIX W
Npo(ecCHOHANBHBIX Ipa3fHUKOB B Pecrybnumke Kazaxctan 3a  cuer
OKOHOMMH CPeACTB (oHma omnaTel Tpynaa (mamee - ®OT) nomyckaercs
npemupoBanue KopropatusHoro cexperapst OOmiectBa ¥ paGOTHHKOB
Cityx0bl B pazmMepe, COOTBETCTBYIOIIEM pa3Mepy MPeMHAIBHOM BBIILIATHI 1O
TakuM cllydasM paboTHuky OOIIecTBa ¢ JIOKHOCTHBIM — OKJIAIOM,
OKBHBAJICHTHBIM  JIOJDKHOCTHOMY — okiany KoprnopaTuBHoro —cekperaps.
CoOTBeTCTBYIOLIEE MPEMUPOBAHUE OCYILECTBISETCS HA OCHOBAHHMH PUKA3a
Ilpencenatens IlpaBnenuss - Pekrtopa, AMGO NHIE, HCHONHSIOMETO €ro
00513aHHOCTH.

KoprnoparusHomy cekperapro O6mecrtBa u pabGotHukam Ciryx6bl npu
NPEAOCTABJIEHUH  €KETOJHOI0  OIUIaYMBAEMOr0  TPYIOBOIO  OTIYycCKa
BBIMVIAYMBACTCA  [IO0COOME HA  O3J0POBICHHE B  pa3Mepe  OJHOIO
AOJDKHOCTHOIO  OKJafia OJMH pa3 B TEYeHHe KaJeHJapHOro Toa.
Exeroineli  onnaynBaeMblif  TPYNOBOH  OTITYCK KopnoparuBaomy
CEKPETApIO NPEOCTaBIISICTCS B COOTBETCTBUM C Npukasom Ilpesncemarens
IIpaBnenus - Pexrtopa O61ecTsa.

KoprnopatusHomy —cekperapio u paGotHukam Cryx6sl  OGimecTsa
OCYLIECTBIISTFOTCS JIOTLIIATHI, IIPEIOCTaBIISIOTCS rapaHTuu u

:8de19d¥3) oxonanLedoudod dauuvoy]
191r0M HigHIamLex Muanredondoyy

S



@ «M.Kosbi6aeB aTbiHaarbl CKY» KeAK | CKY AK 02 BbacbuibiM: GipiHLLi 10 6erTiH 10 6eTi

HAO «CKY M. M. Ko3bi6aeBa» CA CKY 02 WUspnaHue: nepeoe Crp. 10 3 10

KOMITCHCAlIHOHHBIE BBIIIATEl B pa3Mepax, NPedyCMOTPEHHBIX TPYHIOBBLIM
3aKoHoarebcTBOM PecrryGnuku Kazaxcran U BHyTpeHHHMH JOKyMEHTaMU
ObmiecTBa, a Taxxke NOOPOBONBHOE MENWIIMHCKOE CTPaxOBAHHE 3a CYUET
cpencts  OOmectBa (mpu Hamuumu B OOIIECTBA COOTBETCTBYIOIIETO
COLIMAJIBHOTO TTaKeTa).

OBECIIEYEHUE AEATEJIBHOCTH KOPIIOPATUBHOI'O
CEKPETAPS

40.

41.

10.

B memsx nHamiexamero u 3(pQEKTHBHOrO BBINOJIHEHUS OOS3aHHOCTEIH,
KopriopaTuBHEIA cekpeTapb HODKEH OBITh obecledeH HeoOXOIUMMBIMH
OpraHU3aIllHOHHO-TEXHUYECKUMH yCIIOBUSIMH, B YaCTHOCTH

1) uMeTb oTnenbHBIN KaOMHET, HAXOISIMIACSA HEMOCPECTBEHHO 10 MECTY
HaXOXXJIEHHs aIMUHHCTPATUBHOTO amnmnapaTta OGIIecTBa;

2) pabouee mecto KopriopatuBHOro cexkperapsi TOKHO OBITH 06eCIEUeHO
MEPCOHANLHEIM KOMIIBIOTEpOM, a cam KoprnopaTuBHbI# cekperaph -
NEePEHOCHBIM KoMIbroTepoM (Notebook);

3) HeoOXoOMMOH OPITEXHHKOM, CceW(oM, HECrOpaeMBIM METATHIECKHM
mKaoM U1 XpaHeHHs JOKYMEHTOB, a TaKKe CIpPaBOYHON u
MIEPHOAUYECKOU JINTepaTypoil;

4) cooTBeTCTBYIOIIEH UHGOPMAaITHOHHOK IIpaBOBOM CHUCTEMOM
(3JIEKTPOHHOM 6a30i TaHHBIX).

PasMep KOMaHIMPOBOYHBIX PACXOMOB (CyTOYHBIE, pAcXOAbl 110 HaifMmy
JKAJIOrO IIOMEILICHUsS, PacXolbl II0 IPOEe3Ny K MECTYy KOMaHAUPOBAaHUSI U
obparHo) a1 KopropaTUBHOTO cekpeTaps ONpenelsieTcsi B COOTBETCTBUH C
BHYTPEHHUMH JJOKyMeHTaMu OGIecTBa.

SAKIIOYUTEJIBHBIE MOJOXEHUS

42.

43.

Yreepxkaenue [lonoxeHus, a Takxe BHECEHHE U3MEHEHHH U JONOJIHEHUI B
HEro OTHOCUTCS K KommnereHuuu CoBeta qupekTopoB OO6IecTsa.

Eciu otrhensHBle IyHKTBI HacTosmmero IlojoxeHwus BCTYyHAalOT B
NPOTHBOPEYHE C NEHCTBYIOIMM 3aKOHOJATEIbCTBOM, 3TH ITYHKTHI
YTPaIuBalOT CHIYy W B YacTH PETYJIUPYEMBIX 3THMHU IIyHKTAMH BOIIPOCOB
CIIelyeT PYKOBOJICTBOBATHCS HOPMaMH JEHCTBYIOIIErO 3aKOHOIATeNbCTBA
A0 MOMEHTa BHECEHHS COOTBETCTBYIOLIMX H3MEHEHHH B HACTOSIIEe
[Tonoxenue.
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IIpnaoxenue 1

HOJODKHOCTHASI UHCTPYKIUS
KopnoparusHoro cexperaps

OBIIME ITOJOXEHMUSI

Hasuadenue na momxaocts Koprmoparusroro cexperaps u ocBoGOKIeHHe
OT Hee mnpousBonutest pemenuem Cosera nupekropoB HAO «CKY um.
M. Kosei6aeBa» (nanee — O61ecTBo).

Ha nomxnocts KopropaTusHoro cekperaps HazHadaeTcs JIUI0, MMEIOIIee:
1) BbICIIEE FOPUINYECKOE H/HII SKOHOMHYECKOE 0OPa30BaHHE;

2) mnpodeccuoHanbHEIH OMBIT paboOTHI He MeHee S5 (IISITH) JIeT, B TOM YMCIie
B 00JIaCTH KOPIOPATHBHOTO IIPaBa WX KOPIOPATHBHOTO YIIPABIEHUS /MK
Ha PYKOBOJISIIIIEH TOJDKHOCTH - He MeHee 3 (Tpex) JIeT;

3) CBHIETENBCTBO O INOBHIIIEHHE KBATU(HUKALNA B cdepe KOPIIOPaTHBHOI'O
YTIPaBJIEHMS 3a [TOCIIEHAE TPHU T'OJa;

4) 3HaHWA, ONBIT M KBAIM(HUKALMIO, NOCTATOYHYIO JUIS MCIIONHEHHUS
BO3JIOXKEHHBIX Ha HEr0 005A3aHHOCTEH;

5) OpraHM3aTOpCKMe U aHAINTHYECKHE CTIOCOOHOCTH M HABBIKH,

6) 3HaHUWe crienMduUKK gesTenbHocTH OBIecTsa.

Tpynosoit jmorosop ¢ KopropartuBHeIM ceKpeTapeM 3akirodaeTcs 1
pacTopraeTcs Ha ocHoBaHuM penreHus Coseta nupexTopos Ipencenarenem
IIpaBnenns — Pekropom HAO «CKY um. M. Ko3b16aeBa» B COOTBETCTBHH ¢
TPYAOBBIM 3aKOHOJATENIbCTBOM PecnyOnmku Kazaxcras.

KopriopaTuBHEIll cekperaps B CBOEH JeSTEIbHOCTH PYKOBOJICTBYETCS:
Tpynoseim kozmekcom PK ot 23 Hos6ps 2015 roma Ne 414-V, 3akonom PK
«006 obpazoBanum» or 27 urons 2007 roma Ne 319-1II, 3akonom PK «O
a3bIkax B PecrryGike Kazaxcran» ot 11 urons 1997 roma Ne 151, 3akonom
PK «O nporusoseiicteun koppymnuum» ot 18 Hosi6ps 2015 roma Ne 410-V,
3akonom PK «O rocynapcreennoM umymecTse» ot 1 Mmapta 2011 roma Ne
413-1V, 3akonom PK «O6 aKIMOHEPHBIX obmecTBax» ot 13 mas 2003 roxa
Ne 415, 3akonom PK «O rocynapcreeHHBIX 3aKymkax» ot 4 nexabps 2015
roga Ne 434-V, 3akonom PK «O nporuBoneiicTBrn TeppopusMy» ot 13
moist 1999 roma Ne 416-1, KoprnopaTUBHBIM KOmeKcoMm, JOKyMEHTaMHu
CTPAaTerM9IE€CKOro Pa3BUTHUS CUCTEMBI 0Opa3zoBanus Pecriy6nuku Kasaxcraw,
Yerabom HAO «CKY wuwMm. M. Ko3ribaeBay, IlomoxenueM o
KopriopaTuBHOM cekperape M HacTosIel JODKHOCTHOM UHCTPYKITHEH,
pemenusamMu ExuHeTennoro aknuonepa u CoBeTa JTUPeKTOpOB.
Kopriopatusnbii cexperaps nogorderen u nonuuaes Cosery JIUPEKTOPOB.
KopnopatuBHOMy — cekperapro  MOIUHHSIOTCS cotpynHuku  CiyxObI
KopriopatusHoro cexperaps (ipu ee HaTH4uH).
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JIOJKHOCTHAS MHCTPYKIMSA H3MEHSETCS U KOPPEKTHUPYETCS 110 pELIeHUIO
CoBera IMPEKTOPOB B COOTBETCTBAM ¢ M3MEHEHHEM IIPaB, 00s13aHHOCTEH,
OTBETCTBEHHOCTH Bo3nlaraemMbix Ha KopriopatusHoOro cekperaps.

JOJDKHOCTHBIE OBSI3AHHOCTH

B nomxHocTHEIE 06s3aHHOCTH KOPIIOPaTUBHOTO CeKpeTaps BXOIHT:
1) npenocraBieHre ¥ OpraHM3alys KOHCYJIBTALNN AOIKHOCTHBIM JIHI[AM
Obmectsa, B mpesenax cBOeH KOMIIETEHIMH, IO BOIIPOCAM, CBS3AHHBIM C
3aKOHO/IATEILCTBOM M BHYTPEHHUMHU TOKyMeHTaMu O6LecTsa;

2) wundopmupoBanne CoBeTa TUPEKTOPOB O BBISIBIECHHBIX B Ob6mectBe, B
Npefesiax CBOEW KOMIIETEHIIMM HApYIIEHUSX 3aKOHOIATEeNbCTBA U
BHYTPEHHUX NOKyMeHTOB OOb1ecTBa;

3) ydvactne B pa3paGoTKe, COONIONEHMH H IIEPHOINYECKOM IIEPECMOTpE
TIOJTUTUKH ¥ NPAKTUKU KOPIIOPATHBHOIO yrpasiieHus B OOILECTBe, a TakKe
WHBIX BHYTPEHHUX JOKyMeHTOB OOIIecTBa B paMKax KOMIIETEHIHH;

4) MOHMTODMHI ¥ aHANM3 CyLIECTBYIONIEH IMIPAKTHKHY, TeH/CHITUH,
IICPCIICKTUB ~ Pa3BUTHs B 00JACTM KOPIIOPATHBHOIO YIPABICHHS B
Peciybmmke Kasaxcran, 3a pyGexxoM ©  BHeceHHe UH(OpMaIiH,
PEKOMEHJIALUK  JOJDKHOCTHBIM JIMI[AM, COOTBETCTBYIOIIMM OpraHaM u
PYKOBOIMTENSIM CTPYKTYPHBIX Iopazenennii ObmecTna;

5) pa3bAcCHEHWE BHOBb m30paHHBEIM wieHam CoBeTa IUPEKTOPOB
aeucTByromux B OOmectse npasui aestenbHocT CoBeTa IAPEKTOPOB H
MHBIX opraHoB OOmiecTBa, MpeJoCcTaBlIeHHe UHPOPMALUK O JOJIKHOCTHBIX
JMIax ¥ OpraHU3allMOHHOW cTpykType OOIiecTBa, €ro BHYTpPeHHHX
JOKYMEHTOB ¥ MHOW MH(OpPMaLUM, UMEIONIEN 3HAYEHHUEe JUIs HAJUIEKAIIEro
ucronneHus wieHamu CoseTa JUPEKTOPOB UX 00A3aHHOCTEIH;

6) OpraHM3aIMs O3HAKOMHTEIBHEIX BCTPEY I BHOBb U30paHHBIX YJIEHOB
CoBera nupekTopoB ¢ wieHamMu IIpaBleHHMS ¥  pyKOBOXUTENSAMHE
CTPYKTYPHBIX NoApa3seneHuii Ob1ecTsa (B cIydae HeOOXOMUMOCTH);

7) TpeloCTaBIeHHE [OMONM B  OpraHH3ALMH MEpPONPUSITUNA IO
TIOBBIIEHUIO KBaM(UKanuy 9ieHoB CoBeTa IMPEKTOPOB;

8) paspaborka mpoekra Ilmana pa6otsr Cosera JTUPEKTOPOB C rpadukoM
TIpOBE/ICHUS 3aCEJAHUH HA COOTBETCTBYIOIMM y4eOHBINA WM KaJleHJapHbIit
Tof;

9) obecriedenue HamIe)alledl MOATOTOBKH MAaTepPUANOB IO BOIIpOCaM
TIOBECTKH JHsI 3acenanuii CoBeTa AUPEKTOPOB;

10) cBoeBpemeHHOe Hampapienue wienam CoBeTa JIUPEKTOPOB MOBECTKHU
AHs 3acenanuss CoBera JUPEKTOPOB C NPHIIOKEHHUEM BCEX HEOOXOTHMMBIX
MaTepHasoB, a TakKe U3BEIIeHHE IIPUTTIAICHHBIX Ha 3aceaHue JIHIL;

11) mnporokomuposanue 3acenannit CoBeTa IUPEKTOPOB B COOTBETCTBHH C
TpeboBaHUAMU 3aKOHOIATENbCTBA, YCTaBa M BHYTPEHHHX JIOKYMEHTOB
OOutectBa, a Taxke obecreyeHre CBOEBPEMEHHOIO MONUCAHUS YICHAMHE
Coserta nupextopos penrenuit CoBeTa IUPeKTOPOB (IpOTOKOJIOB);
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12) wampapnenue Kommit pemieHuid, nportokoios Cosera JIAPEKTOPOB
wieHam CoBeTa JIMPEKTOPOB, OTCYTCTBOBAaBIIMM Ha 3aceqanuud CoBeTa
JUPEKTOPOB,

13) obecneyenwe Hamnexamero CoONIOAEHUS IPONETYPhl IPOBEIEHHUS
3aCe/laHuil M NpUHATHA pemeHnii COBETOM JMPEKTOPOB, MPENOCTaBICHHE
pasbiACHEHHH TpeOoBaHul 3aKOHONATENbCTBA, YCTaBa U BHYTPEHHHX
nokymenToB OO1ecTsa, HeOOXOMUMBIX Uit IpHHATHS COBETOM JUPEKTOPOB
pelLLeHNuN;

14) nanpabnenme pemenuii CoBeTa JMPEKTOPOB COOTBETCTBYIOIIUM
OpranaMm U JOJDKHOCTHBIM JjiniaMm OOmecTBa, KOHTPOJIbL MX UCIIOTHEHHS H
uHQOpMupoBanre CoBeTa TUPEKTOPOB O pe3yiIbTaTax (Xoje) UCIOTHEHUS B
NOpsJIKe, YCTaHOBIEHHOM COBETOM JTUPEKTOPOB;

15) moxroroBka GroieTeHeld IS 3209HOTO rojiocoBaHus uieHoB Cosera
AUPEKTOPOB, OCYILECTBICHUE PACCBUIKU U cOopa OroJuIeTeHeH, ToaBeIeHIe
UTOTOB TOJIOCOBaHHS II0 BOIIpOCaM TIOBECTKH AHs 3acemanus Cosera
JIUPEKTOPOB;

16) npenocrapnenne (oGecriedenue mpepocTaBieHms) wieHam CoBeTa
AMPEKTOPOB 3alpAIlIiBAEMBIX UMM JIOKYMEHTOB ¥ HH(MOPMAIHY;

17) wmndopmuposanue Ilpencemarenss Cosera JAPEKTOPOB 000 Bcex
(hakTax, MPEenATCTBYIOMNX BHIIOMHEHNIO KopropaTuBHbIM CEKpETapeM €ero
00s13aHHOCTEN;

18) y4actue B mOAroTOBKE rog0Boro oryera OGIIecTBa;

19) cbop u yuer undopmanmu B oTHOmeHNH wieHoB CoBera JIUPEKTOPOB,
HEOOXOMMMOH IS PEeJOCTaBIEHUS COOTBETCTBYIOLINM roCcyapCTBEHHBIM
OpraHaMm M JpyI'UM 3aUHTEePECOBAHHBIM JIULIAM;

20) opraHM3aIMOHHOE COMPOBOXKIEHHE NEATEIbHOCTH KOMHUTETOB CoBeTa
AUPEKTOPOB, BKIIOYast, B TOM 4YHCIIE, 00ecIeueH e II0ArOTOBKYA MaTepHUalIoB
Y OpraHM3alHIO IPOBE/ICHUs 3aCe[aHuM, BeleHHe IPOTOKOJIOB, XpaHEHHE
PEKOMEHJIALMH, 3aKIIOYEHUHA KOMUTETOB M HX mpejcTapiene Coery
IUPEKTOPOB,

21) yder u xpaHeHHe Beeit octymnaromeit B anpec Cosera IUPEKTOPOB, €ro
KOMHUTETOB KOPPECIOHAEHIIUY, oOOecleYyeHne IIOATOTOBKH OTBETOB HA
IIOCTYTAOIIUE 3aIIPOCEI;

22) ocymiecTBIEHHE KOHTPOIsA 3a WCIOMHEHHEM apeCHbIX pelIeHwi
CoBeTa TUpPEKTOpOB;

23) obecnedenue coburomeHus TpeGOBaHMH K MOPAAKY XpaHEHUS U
pacKpITHs (1penocTaBnenus) nHGopMauu 06 OBIIeCTBe, YCTAHOBIEHHBIX
3aKOHO/ATENBCTBOM, Y CTABOM U BHYTPEHHHUMH JOKyMeHTamMu OOIIecTBa B
paMKax KOMIETEHIIHH;

24) KOHTpOIb 3a CBOEBPEMEHHBIM pacKpbITHeM OBIIECTBOM UH(pOpMaITUu
B IIOPSZIKE, YCTAaHOBICHHOM 3aKOHOJATEIbCTBOM, Y CTABOM M BHYTPEHHUMH
nokyMeHTaMu OOIecTBa;

25) obecrnieueHHe B COOTBETCTBHHU ¢ 3aKOHOIATENLCTBOM H BHYTPEHHUMMU
HOpPMaTHBHBIMHU JIOKyMeHTaMi OOIuecTBa ydeTa W XpaHeHHs JOKYMEHTOB
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ObmecTBa (KacaroIUXcs OEATENBHOCTH KOprmopaTWBHOIO —CekpeTaps),
IO/JIEXKAIIMX 003aTeIbHOMY XPaHEHHUIO, IOCTYNa K HUM, IPEIOCTaBIeHUS
UX KOIMM, NpU 3TOM KONHUU YKa3aHHBIX JIOKYMEHTOB B 00s3aTeIbHOM
IIOPSJIKE YI0CTOBEPSIOTCS KOopriopaTUBHEIM cekpeTapeM;

26) obecreyeHHEe CBOEBPEMEHHOIO IIPEAOCTABIE€HHs EIMHCTBEHHOMY
aKIMOHepYy MH(OpPMAIINH, 3aTParkBaolIeif ero HHTEPECHl B COOTBETCTBHUHU C
3aKOHOZATENbCTBOM, YCTaBOM, BHYTPEHHHUMH JoKyMeHTamu OOmiecTsa,
pemenreM EQMHCTBEHHOTO aKIMOHEPa;

27) yd4actue B pa3paboTke HH()OPMAIMOHHON MOIMTUKM (TIOJOKEHUS O
PaCKPLITUX MH(POPMAIIKH), TTOJIOKEHHSI O XPaHEHUH KOMMEPUYECKOH U MHOM
KoHpuneHunanpHoi nHdopmaruu O6IIecTBa;

28) yuactMe B AaKTyalW3allMd ¢ HAIOJHEHWEM COOTBETCTBYIONIEH
uHpopmanuu  BeO-calita  OOmlecTBa, BHECEHHE  COOTBETCTBYIOIIUX
npeutoxenuii (uHGopmanuu) CoBeTy IupekTopoB W IlpaBieHuio 1o
IIOBBIIIEHUIO €r0 KauecTBa M HHPOPMATUBHOCTH;

29) B mpenenax cBoell KOMIIETEHIMH, & TakXe [0 IOPYYEHHIO UJIEHOB
Cosera nupexTOpoB M ENWHCTBEHHOrO akIMOHEPa, BEJEHHE JEIIOBOM
IMEPENUCKM M OCYILECTBIICHUE JEJOBBIX KOHTAKTOB C JIOJDKHOCTHBIMH
naiuamM¥, EJAMHCTBEHHBIM — aKIMOHEPOM, OpraHaMH, pPYKOBOJUTEJISMU
CTPYKTYPHBIX mojpaszaeneHuii O01ecTBa, a Takke HHBIMUA (GU3UYECKUMU U
IOPUUYECKIMHU JIHIAMU;

30) moaroToBKa B paMKax KOMIIETEHIIMM M y4YacTHe B IIOJTOTOBKE
IIPOCKTOB BHYTPEHHUX JOKyMeHTOB OOmiecTBa, YTBEp)KIAEHHE KOTOPBIX
OTHOCHTCS K KomiereHuuu CoBera IHUPEKTOPOB M EJMHCTBEHHOrO
aKLMOHepa;

31) ocymecTBIeHUE KOHTPOJIS 3a HUCIIOJIHEHWEM pelleHuil EIuHCTBEHHOTO
aKIMOHEepa;

32) opraHm3alus ~ JIOBelEHMS  pe3ysNbTaTOB  mpoBepok  OOmiecTsa,
IIPOBOJIUMBIX BHEIIHHUM ayAUTOPOM M TI'OCYIapCTBEHHBIMH OpraHaMH, JO
CoBera IUPEKTOPOB H, B CIy4ae HEOOXOAMMOCTH, €r0 KOMUTETOB,

33) pyxoBouxctBo Cuiyx6oii KopropariBHoro —cexperaps (mpu ee
HaJIM4YuH ),

34) uHBIE 00S3aHHOCTH, yCTAHOBIIEHHBIE 3aKOHOAATEIECTBOM.

ITPABA

KopropaTuBHBI cekpeTaps HMeET MpaBo:

1) sanpammBaTe ¥ TmONy4YaTh y JOJDKHOCTHBIX Jun — OOmiecTsa,
pykosomuteneir  CimyxObl ~ BHYTPEHHEIOo  ayJauTa,  CTPYKTYPHBIX
noxgpasneneHnid  OOmectBa Marepuansl  (MHGOpMANuMio), B  ciydae
HEOOXOMMOCTH  pa3bsICHEHUs, HEOOXONUMbIE Uil  OCYIIECTBIICHHS
KopriopatuBHBEIM cexpeTapeM cBOUX (DyHKIIMA;

2) NpoBepATH IONHOTY IPEACTABICHHOTO [aKeTa MaTepuajoB IO
BOIIPOCAM, BKJIFOYEHHBIM B TIOBECTKY IHs 3acenanus Cosera JUPEKTOPOB, C
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IIPaBOM BBbIJIa4X 3aME€YaHUH ¥ MPEII0KEHUI;

3) sampamuBaTe M Homy4aTh y wieHoB CoBeTa JIMPEKTOPOB U
Ipencenarens IlpaBnenust — Pextopa oT4eT 0 Xo/e BBIONHEHHS peLICHMA
EnuncreenHoro  axkumonepa, CoBeTa JIHUPEKTOpOB, M, B  CJIydae
HEBBINIOJIHEHUS. WJIM HapyLIIeHHUs CpPOKOB BBINIOJHEHHS, 3alpalliBarh
IUCbMEHHEBIE OOBSCHEHUS NPUYUH HEHCIIONHEHUS WM HECBOEBPEMEHHOIO
VCIIOJIHEHUS PEIICHUIA;

4) sampammBare y wieHoB CoBera gupekTopoB u Ilpexcenarens
[IpaBnenus — Pekropa HHGOpMALUIO 1 Pa3bsICHEHUS B CBA3HU C HAPYIIEHUEM
npaB  EJMHCTBEHHOro akuUOHepa WM CHUTyalldeld, NPUBOIAIIEH K
BO3HHKHOBEHHIO KOPIIOPAaTHBHBIX KOHMIUKTOB U KOH(IUKTOB HHTEPECOB;

5) TpennaraTh BOIPOCH B IIOBECTKY JAHs 3acemanus CoBera IUPeKTOPOB U
[IpaBnenust ObmecTna;

6) s3ampamuBaTh HHPOpMANMIO Yy peecrpoiepxkarens O6mecTBa 00
OIepanusx, 3aperucTpUpPOBaHHbBIX B peecTpe Aepkareis akiui O0mecTsa, a
TaK)Ke MHYI0 HHQOPMALIKIO U3 peecTpa, Heooxoaumyto OOIiecTsy;

7) TpPEeNOCTaBIATH PEECTPOIEPIKATETIO [JOKYMEHTAMIO, CBS3aHHYIO C
BBIyCKOM ~ OOmIeCTBOM  IEHHBIX OymMar © HHYK HH()OpPMAIHIO,
HEOOXOMMYIO DPEeCTPOAePKaTeI0 Ul HaIJIe)Xallero BeNEHUs peecTpa
Jepxkarened neHHbIX Oymar O0mecTsa.

OTBETCTBEHHOCTbD

10.

KopriopaTuBHBIif cekpeTaps HECET OTBETCTBEHHOCTD:

1) 3a Hammexallee HCIOIHEHHE BO3JIOXKEHHBIX Ha HEro 3ajau, (QyHKIHII,
IIpaB U 00s3aHHOCTEN;

2) 3a yObITKH, IpuauHEHHBIe O6IIECTBY ero neiicTBusIMH (6e3ielicTBIHeM);
3) 3a pasriaiieHue CBEJICHUH, COCTAaBJISIOIIUX ciry>xeOHyI0,
KOMMEPYECKYIO HIIM MHYIO OXpaHsAeMyl0 3aKOHOAATEeIbCTBOM TaliHy;

4) 3a WUCHONB30BAHME JOCTYIHOM eMy WHcalijiepckoil uHpOpMaIMH
(MHGOpPMaNMIO OTPaHUIEHHOTO HocTyna) 06 OOIecTBe B TMYHBIX L[EISX;

5) 3a cOCTOsiHHME TPYIOBOM M NPO(GECCHOHANBHON JUCHMILIMHEL CPEJIH
IIOTYMHECHHBIX;

0) 3a HecoOmo/IeHNe IPaBUII BHYTPEHHET0 pacnopsaaka O6ImecTsa;

7) 3a IpeBBbIIICHUE JOHDKHOCTHBIX TOTHOMOYHA;

8) 3a NpUYMHEHHME MaTepUaNBHOro yiiepba — B Ipejesax, ompeieIeHHbIX
ACUCTBYIONIMM 3aKOHOaTeIbcTBOM Pecrybmuku Kasaxcran;

9) 3a HapymIeHHe NpaBUII ¥ HOPM OXPAaHBI TPY/A, TEXHHKH 0E€30MaCHOCTH U
IIPOTUBOIIOKAPHOH 3aI[UTEI.
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