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1006mue mosoxkeHus

1.1 Hacrosmee I[Tomoxenne o KoprnoparusHOM CeKpeTape HEKOMMEPUYECKOI'0
aKnuoHepHoro  obmecrBa «IOxmo — KazaxcTraHckuii roCyIapCTBEHHBIN
NENArorM4ecKuil  yHuBepcutTeT»  (namee - [lonoxkenue) paspaGortano B
COOTBETCTBUM ¢ 3akoHOM PecryGmuku Kasaxcran «O6 akMOHEpHbIX ob1ecTBax»,
YCTaBOM M UHBIMH BHYTPEHHMMHU JOKYMEHTAMM HEKOMMEPUECKOro aKLIMOHEPHOTO
obmecrea  «lOxHO — KasaxcraHckuif rocymapCTBEHHBIH — Meqarorddeckuil
yHuBepcuTeT» (manee - O0mecTBo).

1.2 lTonoxenne ompenenser 3agadd, GYHKUUW, IIpaBa o OOSM3aHHOCTH,
OTBETCTBEHHOCTb, MOPSIIOK Ha3HAYEeHWUS, yCIIOBUS BO3HATIPaXKICHHS
Koprnoparusroro cexperaps Obuiectsa (nanee - Kopropatususiii CeKpeTapsb).

1.3 Jlomknocts KopriopaTuBHOrO cekperaps BBOAMUTCS B LeENsSX 00eCHeYeHMUS
COOIIIO/IEeHNUsT OPraHaMU M IOJKHOCTHBIMY Jinnamu O6IecTBa paBui 1 Ipoueyp
KOPIOPAaTUBHOIO YIPABJICHUSA, TaPaHTUPYIOMIUX PEeaTu3alyIo [1PpaB U MHTEPECOB
EnvnacrBeHHOrO aknuonepa OOmiecTsa.

1.4 KopnioparusHslil cexperaps — pabotauk O6IecTBa, He SBIAIOMUICS YJISHOM
Cosera jpupextopoB nubo Ilpasmenus OG6mectsa, Hasmauaercss COBETOM
aupekropoB OOmecrtsa. B cpoeit nesirensroctu  KoprnopaTuBHBI CEeKpeTaphb
nogoTyeTeH u noayuHen Cosery aupextopos O6LiecTBa.

1.5 KoprniopatuBHbiii  cexperaps ofecrednBaeT CoONIOAEHHE OpraHaMH U
AOJDKHOCTHBIMU Jiniamu OO1iecTBa IpoOLenyp, HallpaBIE€HHBIX Ha obecredeHue
MpaB W HHTEPECOB EIMHCTBEHHOro akuuoHepa, a Takxke ciemoBanus OOIiecTsa
TOJIOKEHUSIM B C(hepe KOPIOPATUBHOIO YIIPABICHHs, Y CTaBa U MHLIM BHYTPEHHUM
noxkymenTam OOuecTna.

1.6 KopriopaTuBubiii  cexperapp obecrednBaeT MOATOTOBKY U TIPOBEACHUE
3acenanuit  CoBera jupextopoB OOmecrBa, obecrneunBaer (HOPMHUPOBAHHE
MaTepuajioB IO BOIPOCAaM, BBIHOCHUMBLIM Ha paccMoTpenue CoBera AMPEKTOPOB U
EnuHCTBEHHOrO aKIMOHepa, BEAeT KOHTPOJIb 3a 00ecleYeHneM JOCTYIIA K HUM.

1.7 KopriopaTuBHBIA ~ cexpeTapb  OCYINECTBISET CBOIO  NeATEIBHOCTL B
COOTBETCTBUMM C HOpMaMHu 3akoHojarenbcTBa PecnyOmumku Kasaxcranm (nmanee -
3aKOHOJATENBCTBO), Y CTaBa, HACTOALICrO [lOJIOKEHWs, MHBIX BHYTPEHHUX
nokymentoB  OOwectBa, a rakke pemenusmu  CoBeta  JUPEKTOPOB U
EnuncTBEHHOTO aKinoHepa.

2. lopsanok HA3HAYEHHNA U OCBOOOKIEHHS OT JOJKHOCTH

2.1 KopriopatuBHbIf cekpeTaph HasHawyaercst peuteHuem CoBeTa IMPEKTOPOB,
MPUHATBIM IIPOCTBIM OOJIBIIMHCTBOM I'0J10COB WwieHoB CoBeTa JUPEKTOPOB.

2.2Bonpoc o HasHauyeHHH WM 00 OCBOOOXKIEHMM OT JOIKHOCTH
KoprioparuHoro cexperaps BHOCHUTCS Ha o4HOe 3acenanue CoBeTa AMPEKTOPOB.
IlpucyrcTBre  kampupaTa Ha JODKHOCT KoproparwBHOro cexperaps Ha
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yKa3aHHOM 3acelaHum 00513aTeNbHO.

23 B orHomenunm KaHpupatypel B CoBeT JUPEKTOPOB [OJDKHA  OBITH
npeJicTaBleHa ciaeyronas nHhopMaIus:

1) ®amMunus, ©Msl, OTIECTBO KaHIU/ATa;

2) ro pOXKJICHHUS;

3)o0pa3oBaHue, CHELUAIBHOCTL II0 JAWIIOMY (IUILIOMaM), CBEIEHUS O
TIOBBIIICHNN KBATU(DUKALKN U TPOHECCHOHATBHON ITepernoAroTOBKE;

4) cBeneHus 00 OmbITe pabOTHI 3a IIOCIEIHUE 5 JIET;

5)nuceMeHHOe 3asBIIeHHEe KaHAWJaTa O HasHAYeHHH Ha  JOJDKHOCTb
Koprnoparusnoro cexperapst Ob1ecTsa.

2.4 KopnopaTUBHBIM CEKpeTapeM MOXEeT OBbITh Ha3HAYEHO JIMLO, OTBEYarollee
CJIeAYIOLUM TPeOOBAHUSIM

1) HanMuue BBICLIErO IOPUINUECKOTO W/MITH SKOHOMUUYECKOTO 00pa30BaHus;

2)Hand4ure oIbpIiTa paboThl He MeHee 5 (IsATH) JIeT, B TOM 4YUclie B 00JIacTH
KOPITOPAaTUBHOI'O IIpaBa WJIK KOPIOPATUBHOIO YIIPABIEHUS W/WIKA HA PYKOBOISINEH
JOJKHOCTU — Oosiee 2 (IBYX) JIET;

3)Hanuuyue 3HAHMM, ONbITA U KBaJIU(GUKALWM, TOCTATOYHBIX JJIS HUCIOJHEHUS
BO3JIOKEHHBIX Ha HEro o0si3aHHOCTEH.

4) HaIMYKUE OPraHU3aTOPCKUX U AHATUTUIECKUX CIIOCOOHOCTEH ¥ HABBLIKOB;

S5)3HaHue crienuPuKy aesteapHocTd O0mecTsa.

2.5TIo pemenuro Cosera IUpeKTOpoB (yHKIMU KoprnopaTHWBHOTO cekpeTaps
BPEMEHHO MOTYT OBITH BO3JIOXKEHBI Ha paborHuka OOiiecTBa (C COBMEIIEHUEM
OCHOBHOM JOJKHOCTH) CPOKOM He Ooiiee 3 (Tpex) MecsIieB.

2.6 B pemienuu CoBera JUpPEKTOPOB O HazHadyeHUM KoprnopaTHBHOro cekperaps
YKa3bIBalOTCSl, B TOM YHCJIE, CPOK IIOJHOMOYUH, pa3Mep MOKHOCTHOIO OKJIaga M

YyCIOBUs OIUIATBl TPyHda, pasMep JOOIUIaTel IPU  BPEMEHHOM BO3JIOKSHHH
00s3aHHOCTEeH, IPEMUPOBAHUS U/UIIK BO3HATPAXKICHMUSL.

2.7 Pa3mep HOJDKHOCTHOTO OKJaja, AOIUIATHI MPU BO3JIOXKEHUU O00A3aHHOCTEMN
(coBmewmeHny QyHKUMKM KopropaTuBHOro cekperaps) U YCJIOBUS MPEMHPOBAHHUS
u/unu BosHarpaxaeHuss KopropatuBHoro cexperaps ycranasiuBaroTcs CoBeToM
JUPEKTOPOB B COOTBETCTBUM C BHYTPEHHHUMH HOPMATUBHBIMH JOKYMEHTAMH
OO1wectBa.

2.8 KopriopaTUBHOMY CEKPETApIO pa3peruaercsi BhIMOJHEeHUEe paboThl U 3aHITHE
JOJDKHOCTEH B JPYIHX CTPYKTYPHBIX TmoapazfeneHusx OOImecTsa, TOJIBKO
CBSI3aHHBIE C [TE€JArOrMYECKON, HAYyUHOU M TBOPUYECKOU 1€ TeIbHOCTLIO.

2.9C uuom, HazHauaeMblM KopropatuBHeiM — cexkperapeMm  OOIiecTsa,
3aKJII0YaeTCss TPYJLOBOM JOTrOBOP Ha CpOK, ompenelieHHbId pereHnemM CoBeTa
JUPEKTOPOB.

2.10 Tpynosoii moroBop ¢ KopropaTuBHBIM cekpeTapéM IOAMMCLIBAETCS OT
nmenn Obmectsa [Ipencenarenem [IpaBnenus — Pexropom.
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2.11 Coer 11MpeKTOPOB BIIpaBe NPUHATH PEIIEHKE O JOCPOYHOM MPeKpPalleHu
nosiHoMouuit KoprnopaTuBHOro cexperaps ¥ pacTOPKEHHH 3aKIIOYSHHOTO C HUM
ZIOTOBOpA B IOps/KEe, YCTAaHOBJIEHHOM 3aKOHOJATeNnbCTBOM. [Ipu mocpodHoM
NpeKpalleHu rnojHoMouunit KoprmoparuBHoro cexperaps u  pacTOp)KEHUH
3aKJIIOYEHHOI0 ¢ HHUM JIOTOBOpa, HapsAy C BBILIATAMH, IPEIYCMOTPEHHBIMU
JEHACTBYIOIINM 3aKOHOATEILCTBOM.

2.12 Pemenne 0 masHaueHuu  HOBOro  KopropaTmBHOro — cekperaps
npuauMaercss COBETOM IMPEKTOPOB B CPOK He mnosgHee | (ogHOro) Mecsma c
MOMEHTa IPHUHSATHS PEILCHUS O [pPEeKPalleHHH IOJHOMOYMH JelCTBYIOLIEro
Koprnoparusroro cexperaps. Pemenne o nasnauenun Hosoro KopropaTuBHOro
CeKpeTaps MOXeT OBITb NPHUHATO OJHOBPEMEHHO ¢ NPUHATHEM pEeLICHHS O
AOCPOYHOM  NPEKpaIlleHUH IOJHOMOYMM  JeicTByromero KopnopartusHoro
cexperapsl.

2.13 Buosb HaznayenHomy KopropaTHBHOMY CeKpeTapro ero IpeIlecTBeHHUK
JOJIKEH NepenaTh Jeia, TOKYMEHThI U 0a3y JaHHBIX JOKYMEHTOB Ha 3JIEKTPOHHOM
u (unn) OymaxkHoM HocuTelsx. Ilepenada men ocyniecTBIseTCs B CPOK He MO3/HEE
5 (mstv) paboumx nHEH ¢ MOMEHTa HasHaYeHUS HOBOro KopropaTHBHOIO
CeKpeTaps IO akTy IpHeMa - Nepeladyd, B KOTOPOM 00S3aTelIbHO NOJKHBI OBITH
yKa3aHbpl OCHOBaHME Ilepelauu Jesl, JaTa Iepejayd, HauMEeHOBAHWE M COCTaB
nepeaBaeMoy JIOKYMEHTAIWH, CIIMCOK JeN (MepONpHUsITHH, NeUCTBH, 3apocoB),
KOTOPbIC HAXOASATCS B CTAIAMU MUCIIOJHEHUS U JOJDKHBI OBITH WCIIOJHEHBI BHOBD
n30panHbIM KopniopaTuBHbBIM ceKpeTapeM.

3.3ana4n KOPNOPATHBHOIO ceKpeTaps

3.1 3agagyamu KopropaTUBHOTO cekpeTaps B paMKaxX €ro JesiTeIbHOCTU
SIBIISIFOTCSL:

- obecneveHue COOIOACHUS OpraHamMH W JODKHOCTHRIMH JnnaMmu OOIiectsa
3aKOHO/ATENLCTBA B Cchepe KOPIOPATUBHOTO yNpaBieHus, YcTaBa U BHYTPEHHUX
nokymeHnToB OOLIecTBa, a TaKXK€ COBEPLICHCTBOBAHUS IOJUTHUKM M NPAKTUKH B
0011aCTH KOPIIOPATUBHOT'O YIIPaBIIEHMUS;

- obecneyenue 3G dexTHBHON gesitenbHocTH COBETA AUPEKTOPOB;

- o0ecrieueHre XpaHEHUS, PACKPBITUS ¥ I[PEJOCTABIIEHHs CyLIeCTBEHHOM
nHpopmanuu 06 OOLiecTBe B pamKax IMPeJOoCTaBIEHHON KOMIIETEHLIMH, a TaKKe
MOAJEPKaHKS BBICOKOI'O YPOBHS HH(GOPMAaLMOHHOMN IIPO3PaYHOCTH,

4. ®ynxkuuu KopnopaTuBHoro cekperaps

4.1 JIsst - BBINOJNIHEHMST 3afa4d 110 O00ECHeYeHHIO COOJIOJEHUs OpraHaMy,
JOJDKHOCTHBIMU Jiuamu OO6IecTBa 3aKOHONATEIbCTBA B chepe KOPIOPaTUBHOIO
yupaBlieHHs, YcTaBa M BHYTPEHHHX JOKyMeHTOB OOlecTBa, a TaKxe
COBEPUICHCTBOBAHUS IIONUTUKA M IPAKTHKH B 00JAaCTH KOPIIOPATUBHOI'O
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ynpasieHus, Ha KopriopaTuBHOro cekperapsi BO3JIaralTcs clienyomue GyHKINM:

1) npemocTtaBieHMe U OpraHu3aldsi KOHCYJIbTAallMH JOJDKHOCTHBIM JIMIIAM
OOwecTBa, B Ipeleinax CBOEH KOMIETEHLMH, 110 BOIpPOcaM, CBSI3aHHBIM C
3aKOHOIAaTENIBCTBOM U BHYTPEHHUMU JoKyMeHTamMu OO0miecTBa;

2) undpopmupoBanne CoBeTra TUPEKTOPOB O BBIABIEHHBIX B OOIIecTBE, B
npeaenax CBOEH KOMIIETEHIIMM HapyLIeHMsSX 3aKOHOJATeNlbCTBA U BHYTPEHHMX
nokymeHToB O01eCcTBa;

3) ydactue B pa3pa0oTke, COONIOACHHU | IEPUOJUYECCKOM I1EPECMOTPE
TOJIUTUKY U TIPAKTHKKU KOPIOPATUBHOrO yrpasieHus B OOIIecTBa, a TaK)Ke MHBIX
BHYTPEHHUX JOKyMeHTOB OO0IIecTBa B paMKaxX KOMIICTSHIIMH;

4) MOHHUTOPHUHI M aHaJU3 CYLECTBYIOIIEH MpPaKTHKU, TeHACHIUH, TEePCIEKTHB
pa3BUTHSl B 00JlaCTH KOpIIOpaTUBHOro ynpapieHus B Pecmybnuke Kazaxcran, 3a
pyOexxoM ® BHeceHHe WHGOPMAUKW, PEKOMEHIALUUN HOKHOCTHBIM JIMLIAM,
COOTBETCTBYIOIIMM OpraHaM M pPYKOBOIUTENSIM CTPYKTYPHBIX MOJApa3eieHuN
O6uecTna.

4.2 Jlns BBIMOJNHEHUS 3ajad 1Mo obecrnedeHUI0 A(DMEKTUBHOW AesATEITBHOCTH
CoBera IHUPEKTOPOB U €ro KOMUTETOB Ha KOopnopaTUBHOrO ceKpeTaps BO3IArarTcs
cienyromue GyHKIUU:

-pa3bsACHEHUE BHOBBb U30paHHBIM uieHaMm CoBeTa NUPEKTOPOB NEHCTBYIOIMINUX B
OOwectBe npaBui JesTeapHocTu CoBeTa UPEKTOPOB U MHBIX opraHoB O0IecTBa,
IpeIoCTaBIeHUe HHPOPMALUU O JOJDKHOCTHBIX JHIAX M OpraHU3allOHHON
cTpykType OOIlecTBa, €ro BHYTPEHHHUX JOKYMEHTOB M HMHOH wuHHGMOpMaLUH,
UMEIOIIeH 3HaUeHre AJI HaJyIe)Kallero UcrnonHeHus uieHaMmu CoseTa JUPEKTOPOB
UX 00SI3aHUOCTEH;

-OpraHM3anysi 03HAKOMHUTEIBHBIX BCTpeY MJisi BHOBb M30paHHBIX 4ieHOB CoBeTa
TUPEKTOPOB ¢ uieHamud [lpaBneHuss W PYKOBOAUTEISIMH  CTPYKTYPHBIX
noapasaeiaeHud O0uecTBa (B ciiydyae HEOOXOIUMOCTH );

-IIPEJICTaBJCHUE IIOMOIIM B OpPraHW3alld MEPONPUITHHA TI0 IOBBIIICHUIO
KkBasnukanuu uieHoB CoBeTa AUPEKTOPOB;

-pazpaborka mpoekra [lmana paGorer CoBeTa AUPEKTOPOB ¢ TrpadUKOM
IPOBEICHUS 3aCE/IaHNi Ha COOTBETCTBYIOLIMN yUeOHBIN UM KaJeHAApHBIN TOJ;

-o0ecriedeHre HaJJeXKalleld MOJrOTOBKA MaTepHajoB IO BOIMPOCaM MOBECTKH
nHs 3acenannit CoBeTa AUPEKTOPOB;

-CBOGBpEMEHHOEe HampasieHue wieHaM (CoBeTa JUPEKTOPOB IIOBECTKHU JHS
3acenanus CoBera IMPEKTOPOB C MPUIOKEHUEM BCEX HEOOXOIUMBIX MaTepualioB, a
TaK)Ke M3BellleHre MPUIJIAIeHHbIX Ha 3ace/JaHre JINLI;

-IIPOTOKONMUpOBaHUe 3aceqanuit CoBeTa JUPEKTOPOB B COOTBETCTBUH C
TpeOOBaHUSIMHU 3aKOHOIATEIbCTBA, Y CTaBa U BHYTPEHHUX JOKyMeHTOB OOlIecTBa,
a Takxe obecliedeHrue CBOEBpeMEeHHOro nmoanucanus uyieHamu CoBera JUPEKTOPOB
peurenuit CoBeTa TUPEKTOPOB (IIPOTOKOJIOB);
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-HaIlpaBlieHUe KOINWM pelleHuil, nporokojoB CoBeTa IUPEKTOPOB YeHAM
CoBeTa AMPEKTOPOB, OTCYTCTBOBABIIMM Ha 3acenanuu CoBeTa JUPEKTOPOB;

-obecriedyeHre HaJ[IeKalero cobI0IeHUs IPOoLelypbl TPOBEACHUS 3aCeIaHui |
npussTHs  pemieHud CoBeTOM JMPEKTOPOB, MPEJOCTABIICHUE pPa3bsICHEHUN
TpeboBanmnii 3aKOHOAATENBCTBA, YCTaBa W BHYTPEHHHX j0KymeHTOB OOllecTBa,
HEO0OXOAUMBIX AJist TPUHATUSL COBETOM JIMPEKTOPOB PEIICHUH;

-HarpapieHue peleHuil CoBeTa JUPEKTOPOB COOTBETCTBYIOIIMM OpraHaMm Hu
JOJKHOCTHBIM JinliaM OO11ecTBa, KOHTPOJb UX HCIOTHEHUS ¥ WHGDOPMHPOBAHME
CoBeTa JOHUPEKTOpPOB O pe3yiapTaTax (XOAe) WCIIOJHEHHS B  IOPSAKE,
ycTaHoBJIeHHOM COBETOM AUPEKTOPOB,;

-moAroToBka OrosuieTeHeld IS 3a09HOTO rojiocoBaHus uieHoB Coseta
JTUPEKTOPOB, OCYLIECTBICHUE PACCHUIKM U cOopa OroJuteTeHel, IOABSACHUE HTOTOB
rOJIOCOBAHUS 110 BOIIPOCAM MTOBECTKH JiHst 3acejanus CoBeTa JUPEKTOPOB;

-pegocrasiieHne (obecrneueHue npenocraBienus) wieHam CoBeTa AUPEKTOPOB
3arpaliBaeMbIX UMU JOKYMEHTOB U UH(OpMAaIUY;

-uapopmupoBanue Ilpencenarens CoBera aMpeKTOpoB 000 Bcex dakrax,
IPeISITCTBYIOIINX BBITTOMHEHNI0 KopropaTUBHEIM ceKkpeTapeM ero 00s3aHHOCTEH;

-y4acTHe B ITOATOTOBKE ro0Boro oryera OO01ecTBa;

-cbop u yder wuHbopMauuu B OTHOWIeHWH uieHOB CoBeTa JIMPEKTOPOB,
HEOOXOMUMOK Ui MPENOCTaBICHUsS COOTBETCTBYIOIIMM  T'OCYJIapCTBEHHBIM
opraHaMm H JIPyTUM 3aUHTEPECOBAHHBIM JTUIAM;

-OpTaHM3alMOHHOE  COMPOBOXIEHHE  JAesTelpbHOCTH  KomurteroB  Coera
JUPEKTOPOB, BKJOYAs, B TOM 4YHCIE, OOECIIeYeHHE ITOJrOTOBKH MAaTepHUalioB U
OpPraHM3allMI0  TIPOBEJCHUS  3acellaHWii, BeJeHHE IPOTOKOJOB, XpaHEHUE
peKOMeHJalui, 3aKIIOYeHUHd KOMHUTETOB u ux TmpexacraBierue CoBery
JTUPEKTOPOB;

-ydyeT M XpaHeHue Bced mocTynatouied B aapec CoBera JUPEKTOPOB, €ro
KOMUTETOB  KOPPECIOHJCHIINH, oOecriedyeHue  IMOATOTOBKA  OTBETOB  Ha
TIOCTYIIAFOIINE 3aMPOCHI;

-OCYyIIeCTBIIEHHE KOHTPOJISI 3a HCIIOJTHEeHWeM ajpecHeIX pernernuii Cosera
JTUPEKTOPOB.

4.2 JInsg  BBIIOJHEHHUS 3ajad 110 OOECNEeYeHUIO XPAHEHUS, pPACKPBITUS U
npejocTaBieHusl  cyuiecrBeHHod  uHdopmanuu o0  OOmiectBe, a  TakKke
MOJAJIePXKAaHUsI ~ BBICOKOTO  YPOBHS  WHPOPMALMOHHOW  IMPO3PAYHOCTH  Ha
KopnopaTtuBHOro cexperaps BO3jIaraioTcs cleayromue GyHKIUN:

1) obecrmeueHnue cobnrofeHUsS TPEOOBAHUN K TMOPSIKY XpPaHEHHUS U PAaCKPBITHS
(IpelocTaBIICHU ) uHbOpMaIuu 06 OO6wectse, yCTaHOBJICHHBIX
3aKOHOJATEILCTBOM, Y CTaBOM U BHYTPEHHUMHU AokyMmeHTamMu OOmiecTBa B paMKax
KOMITETCHITUH;

2) KOHTpPOJb 32 CBOEBpPEMEHHBIM packpbiTHeM (01ecTBOM HHpOpPMAIUU B
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NOPsIAKe, YCTaHOBJIIEHHOM 3aKOHOJATENbCTBOM, YCTaBOM U BHYTPEHHUMU
nokyMenramu OO1ecTBa;

3) ofecreyenue B COOTBETCTBHM C 3aKOHOJATENBCTBOM U BHYTPEHHHMMU
HOPMATUBHBIMK JOKyMeHTamu OOuiecTBa ydyeTa U XpaHEHUS JTOKYMEHTOB
Obumiecrsa  (kacaromuxcs — JedrenpHocTH  KopriopatuBHoro — cexperaps),
NoANe)Kamux 00A3aTeIbHOMY XPaHEHMIO, JOCTYINA K HUM, IPEIOCTABICHUS WX
KOIK, IMpH 3TOM KOIMM YKa3aHHBIX JOKYMEHTOB B 00s3aTEIbHOM IIOPSIKE
yaoctoBepsitoTcss KopropaTUBHEIM cekpeTapem;

4) obecreyeHre  CBOEBPEMEHHOIO  IIPEJOCTAaBIEHUS  EJMHCTBEHHOMY
aKUOHepy HH(OpPMALUM, 3aTParvBaroIell €ro HHTEpPechl B COOTBETCTBUU C
3aKOHOJATeNbCTBOM,  YCTaBOM, BHYTPEHHUMH  JokyMeHTamu  OOliecTBa,
pewieHyreM ENUHCTBEHHOTO aKIIMOHepa;

5) yuactue B pa3paborke HMHOOPMAIMOHHOW MONUTUKKA (IOJOKEHUS O
PacKpLITHH UH(QOPMALMK), MOJIOXKEHUS O XPAHCHHH KOMMEPUYECKOH U WHOU
KOH(¢uIeHIanpHoi nudopmanuu OOIIecTBa;

0) ydacTHe B aKTyallU3allid U HaIOJHEHHWEM COOTBETCTBYIOLIEH MH(pOpMaLUN
BeO - caiita OOmecrsa, BHECEHHE COOTBETCTBYIONIMX  ITPEIOMKEHUIH
(uadopmanun) CoBeTy AUPEKTOPOB U [IpaBieHUIO 110 MOBBIIIEHHUIO €I0 Ka4ecTBa U
MH(POPMATUBHOCTH.

4.5Vnple pyHKIUU:

1) B mpenenax cBoeil KOMIIETEHIHMHU, a TaKKe 10 nopydeHuro dieHos Cosera
IMPEKTOpPOB U ENWHCTBEHHOro axkUWMOHEpa, BEACHUE [EJIOBOH IEPEIUCKU U
OCYLLIECTBJIEHUE JEJIOBbIX KOHTAaKTOB C JOJDKHOCTHBIMH JIHIAMU, EJUHCTBEHHBIM
aKLMOHEPOM, OpraHaM{, PYKOBOJUTEISIMH  CTPYKTYPHBIX  IOJpa3JeieHuit
OO1ecTBa, @ TaK)Ke HHBIMU (QU3HUYCCKUMHU U FOPUAUIECKUMHE JINLIAMHU;

2) IOArOTOBKAa B paMKax KOMIIETEHIMH WU y4acTHhe B IOJTMOTOBKE MPOEKTOB
BHYTPEHHUX JOKYMEHTOB OOLIecTBa, YTBEPKJICHWE KOTOPBIX OTHOCHTCS K
xomnereHuuu CoBeTa AUPEKTOPOB U EMMHCTBEHHOr0 aKLIHOHEPa,;

3) ocyuwlecTBIEHHE KOHTPOJS 3a HUCIOJHEHHEeM pelleHud EIuHCTBEHHOIO
aKIHOHEPa;

4) opraHuzanusi JOBEACHUS Pe3yJIbTaTOB MpoBepok OOLIecTBa, MPOBOAUMBIX
BHEUIHUM ayJIUTOPOM M I'OCYyAapCTBEHHBIMH opraHamu, 10 CoBeTa JUPEKTOPOB, B
cliydyae HeOOXOIUMOCTH, €r0 KOMUTETOB,

5) uasle  ¢yHkuun — KopnopatuBHOro — cexkperapsi,  yCTaHOBJIEHHEIE
3aKOHOJATEIBCTBOM. BpImonHeHWe (YHKIWH, PEIyCMOTPEHHBIX B JaHHOM
pasznene Hactosero [lonoxenus, ocymectsiusercss KopropaTHBHBIM ceKpeTapeM
CaMOCTOSITEBHO.

S. [IpaBa u o0si3anHOCcTH KopnnopaTuBHOro cekperaps
5.1 KopriopaTuBHBIHI cekpeTaphb UMEeT IPaBo:
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1) s3ampammBarh U NOJIy4YaTh y JAOKHOCTHBIX I O01ecTBa, pyKoBogUTEIeH
Cnyx0Obl  BHYTPEHHErO ayJura, CTPYKTYpPHBIX Ionpazneinenudt OOmecTBa
marepuanbl  (MHPopMauuoo), B  cllyuae  HEOOXOAMMOCTH  pPa3bsACHEHHS,
HeoOX0ouMbIe JUIsl OCylIecTBIeHHsI KOoprnopaTUBHBIM CeKpeTapeM CBOUX (HYyHKIUH;

2) TpOBEPSATH MOJHOTY IPEACTABIEHHOIO TaKeTa MaTepHajoB IO BOIPOCAM,
BKJIIOUCHHBIM B ITOBECTKY JHS 3acenaHus CoBeTa NUPEKTOPOB, C MPaBOM BbIIAUU
3aMeYaHUU U IpeyIoKEeHNH;

3) 3ampammBarh W Mojgy4darh y uieHoB CoBera aupekTopoB u [Ipemcemarens
[IpaBienuss - Pexrtopa oT4er O XOJe BBIIOJHEHUS pelIeHuid EauHcTBEHHOrO
akunonepa, CoBeTa JUPEKTOPOB, M, B Cllydae HEBBLINOJTHEHUS WM HapyUIeHUS
CPOKOB  BBINOJHEHUS, 3alpalluBaTh IMUCBMEHHbIE  OOBSCHEHUS  NPUUUH
HEMCITOJTHEHUSI UM HECBOCBPEMEHHOT'O UCIIOJHEHUS PEIICHU;

4) zampammBaTh y wieHoB CoBera nupekTopoB u Ilpencenarens [IpaBnenus -
Pextopa wHOpManuo U pa3bACHEHUs B CBI3M C HaApyLIEHWEM IIpaB
EfuHCTBEHHOTO aKUMOHepa WM CUTyalMeH, NPUBOJALIEH K BO3ZHUKHOBEHHIO
KOPIOPATUBHBIX KOH(MIMUKTOB U KOH(IUKTOB HHTEPECOB;

5) mpejsaraTe BOIPOCHI B MOBECTKY AHs 3acejanus CoBeTa IUPEKTOPOB U
[TpaBnenust Ob1ecTBa;

6) 3ampammBarh UHPOpMauMi0 |y  peectpoaepxkarens  OOwmecrBa 00
ornepanusax, 3aperdcTPUPOBAHHBIX B peecTpe jaepkarens axuuit OOwmecrtBa, a
Tak)Ke HHYI0 HHQOpMAIIHIO U3 peecTpa, HeoOxonumyro OO1iecTBy;

7) NMpPEeIOCTaBJISITh pPeecTpPONepXKaTeN0  JOKyYMEHTAIMI0, CBS3aHHYIO C
BeITyckoM OOIIECTBOM LEHHBIX OyMar W WHYIO HH(OpMAIHI0, HEOOXOAUMYIO
peecTpoJiepKaTeNIo sl HaJUleXallero BEeJeHUs peecTpa [epiKaTejed LEeHHBIX
oymar O6uecTna.

5.2 KopriopaTuBHBIN cekpeTapb 00s3aH:

1) Ipu OCYIIECTBIECHUM JESITEIBbHOCTH COOJII0OJaTh HOPMbl U TpeOOBaHUS
3aK0HOJATeIbCTBa, YCTaBa, Hacrosmero IlosoKeHuss W MHBIX BHYTPEHHHX
nokymeHnToB O011ecTBa;

2) ucnoHATh nopyveHust CoBera IUPEKTOPOB;

3) OTUUTBIBATHCS O CBOEH JesTesibHOCTH nepes COBETOM JUPEKTOPOB;

4) cobmomate  KoHQUAeHUMANpHOCTH  HMHPopmanuu o0  OOmectse,
WHCAlIepCcKo uH(OpMaluu, CTaBIIed W3BECTHOW B IMEPUOJ] OCYILECTBICHUN
Gyukuuit KoprmopaTuBHOro cekperaps U B T€UEHUE He MeHee 4deM 3 (Tpex) neT
MocJie MpeKpalieHus TOJTHOMOYKM B KauecTBe KoproparuBHOro cexperaps.

S) MoANUCHIBATH MPOTOKOJ, BBIITUCKU U3 IIPOTOKOJA U YAOCTOBEPSTH eYaThIO
KoprnopatuBHoro cekperapst ¢ mnapa@upoBaHHEM IOJUCTHO YIOCTOBEPSIEMYIO
JTOKYMEHTALIHIO;

6) nuandpopmupoBate CoBeT JUPEKTOPOB O BO3HUKHOBEHWH CHUTYyallUH,
CO3AOIIMX YIPO3y HAPYIICHUS HOPM [EHCTBYIOIIETO 3aKOHOJATENbCTBA, IpaB
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EnuucTBeHHOrO  aKuMOHepa, a  TaKKe BO3HUKHOBEHMS  KOPIIOPATHBHOTO
KOH(JIMKTA.

6.0TrBeTcTBeHHOCTH KOopmopaTuBHoro cekperaps

6.1 KopriopaTtuBHBIH cexpeTaphb H0KEH JelcTBoBaTh B nHTepecax OfiiecTsa 1
EnvHerBeHHOrO aKnnonepa, UCIOHSTL CBOKM 00A3aHHOCTH J106POCOBECTHO.

6.2KopnopatuBHbii CeKpeTapb, B NOPsLIKE, YCTaHOBJIIEHHOM
3aKOHOJATENICTBOM M BHYTPEHHMMU  JOKyMeHTamMu  OO6IiecTBa  HeceT
OTBETCTBEHHOCTb 3a:

1) Hajmexkalee UCIONHEHUE BO3JIOKEHHBIX Ha HEro 3ajad, QyHKLUH, IpaB U
00s13aHHOCTEH;

2) yobITKH, npuyrHeHHble O6LIeCTBY ero aeiicTBusmu (Ge3neicTBreM);

3) pasrianieHue CBEJIEHMH, COCTABILIIOMMX CIIy)KeOHYI0, KOMMEPUECKYIO HIIH
UHYIO OXpaHsAeMyIo 3aKOHOATeIBCTBOM TalHy;

4) ncrnonp3oBaHue JOCTYITHOM eMyY UHCaNnIepCKOn MHpOpMaLUu
(MH(OPMALMIO OrpaHIYEHHOT0 HocTyna) 06 O0IecTBe B TUIHBIX IIEJAX.

0.30TBercTBeHHOCTE  KoprnopatuBHOro  cexkperaps — 3akperuisieTci B
3aKJIFOYa€MBIX ¢ HUM TPY/I0BOM JIOIOBODE.

6.4071ka3 unenos Cosera aupekropoB wu/wnu Ilpencemarens Ilpasnenus -
PexTopa oT npuHATUSA Mep 10 yCTPaHEHHUIO KOPIIOPATUBHBIX KOHMIMKTOB, IUOO IO
PEIOTBPAIICHHUIO IOTEHINAJIBHBIX KOPIIOPATUBHBIX KOH(IIMKTOB, [TOCJIE TOTO, KaK
onu Oputn mpouHpopMHUpoBaHb KoprnopaTuBHBIM CceKpeTapeM, O0CBOOOXKIAET
MOCJICTHETO0 OT OTBETCTBEHHOCTU 33 OPraHM3ALUIO pa3pellleHUs] KOPIOpaTHBHBIX
KOH(JIUKTOB.

7 VYenopus omjaarel Tpyga ©u mnpemupoBanusi KopnopaTrusHoro
cekperaps

7.13apabotHas mnata KoprnopaTHBHOro cexperapsi ONpeleNseTcs CyMMOil
YCTaHOBJICHHOI'O TPYAOBBIM JIOFOBOPOM AOJDKHOCTHOIO OKJIaJa U JPYIHX BEIILIAT
KOMIIEHCAIIMOHHOI0 (B TOM YHCJIE MaTepUalbHas [OMOIb), MOOLIPUTENLHOTO
W/WIM CTUMYJIMPYIOLIEro XapakTrepa B COOTBETCTBHH C 3aKOHOJATEILCTBOM U
nacrosmum ITonoxenuem, pemenuem CoBera IUPEKTOPOB M MHBIMU BHYTPEHHUMU
nokymeHTtamu OO1iecTBa.

7.2Hauucnenue 3apab0OTHON IIaThI MPOW3BOAUTCS B COOTBETCTBUU C TadelieM
y4eTa MCIONB30BaHMUA Dabouero BpeMeHH. Y4eT (aKTUYeCKH OTpaboTaHHOIOo
KoprnopaTuBHBIM  cekpeTrapeM BpeMEHHM  OCYIIECTBISAETCS  OTBETCTBEHHBIM
CTPYKTYPHBIM nojpasznenenueM OO0iecTsa.

7.31lopsnox BeIIaTHl 3apaboTHON mnatel KopropatuBHOMY ceKpeTapro
ONpeNeNIAETCS BHYTPEHHUM NOKyMeHTOM OOIIecTBa, peryJupyOIUM CHCTEMY
OIJIaThI TPYyAa WITATHBIX paboTHUKOB ObIIeCTBA.
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7.411o pemenuto Cosera aupexkropoB Obuiectsa KopriopatuBHOMY cekpeTapro
BBITIIAYMBAETCS TIPEMUs TI0 pe3ysibTaTaM ero paboThl 3a OTUETHBIM KBapTal, B
cllydae KaueCTBEHHOTO BBIIIOJHEHUS UM CBOMX (yHKIIMOHAIBHBIX 00s3aHHOCTEH, B
pasMepax M Ha YCJIOBHUSX, OIPENENeHHBIX COOTBETCTBYIOLIMMM BHYTPEHHUMU
nokymentamu Ob1iecTBa.

7.5 B decTp mpa3gHOBAaHWS TOCYHapCTBEHHBIX Ipa3AHUKOB B PecmyOnmuke
KazaxcraH 3a cueT HKOHOMHHU cpejacTB ¢onHpa omnarsl Tpyaa (nanee - ®OT)
noryckaercs npemupoBanune Kopropatuaoro cexperaps OOiiectBa B pasmepe,
COOTBETCTBYIOIIEM pa3Mepy IMpeMUalIbHOW BBIILJIATEL [0 TaKUM CIydasm
pabotauky Ob11ecTBa ¢ JOKHOCTHBIM OKJIaJOM, SKBUBAJIEHTHBIM JOKHOCTHOMY
okiany KopnopatuBHoro  cekperaps. CoOTBETCTBYIOlllee  IMPEMUPOBAHUE
OCYILECTBJsETCS Ha OcHOBaHUM npukaza Ilpeacenarens Ilpasnenus - Pektopa,
00 JMLA, UCTIONHSIIOIET0 ero 00s3aHHOCTH.

7.6 KopriopatuBHOMY cekpeTapio O01iecTBa pu MpeJoCTaBIeHUN eXEeroJHOTO
OIJJAYMBAEMOT'0 TPYJIOBOI'0 OTITYCKA BHIIIJIAYMBACTCS [10COOME HAa O30POBJICHHUE B
pazMepe OJTHOrO JOJDKHOCTHOIO OKJIAJa OJUH pa3 B TEUEHUE KaJeHJAapHOTO roja.
Exxeromupifi ormraumBaeMblid TpynoBoil oTnyck KoprnopaTtuBHOMy cekpeTapro
IPEOCTABISIETCS B COOTBETCTBUM ¢ npukazoMm llpeacemarens IlpaBnenus -
Pexropa ObmecTBa NpoaoIKUTENbHOCTEI0 30 (TprauaTe) JHEH.

7.7KoprnopatuBHomMy  cekperapio  OOmecTBa OCYLIECTBISIFOTCS  AOIUIATHI,
[PeJOCTABJISIIOTCSI TapaHTHM M KOMIIGHCALMOHHbIE BBIILIATBl B  pa3Mepax,
MPEeyCMOTPEHHBIX TPYAOBEIM 3aKoHOJaTenscTBOM PecnyOnuku Kasaxcran u
BHYTPEHHUMH noKyMeHTamu OOmiectBa, a Takke J0OPOBOIBHOE MEIUIMHCKOE
cTpaxoBanue 3a cyeT cpeactB OOmecrBa (npu Hamuuuun B OOmecrtse
COOTBETCTBYIOIIETO COLIMAIBHOTO MAKeTa).

7.8 KopropaTUBHOMY CEKpeTapro OKa3bplBAae€TCs MaTepuajlbHas IOMOLIL B
pa3zmepe 40 (copoka) MECSYHBIX PACUETHBIX II0Ka3aTelled Ha OCHOBAHMM KOIMMH
OATBEPIKIAFOIIINX JIOKYMEHTOB (cBUIIETENBCTBO 0 PO>KIIEHUH )
(YCBHIHOBIEHHUH/YJOYSPEHUN ), CBUICTENLCTBO O Opake, CBUICTEILCTBO O CMEPTH) B
CJIeIYIOLIMX CIydasix:

1)poxxnenue (yChIHOBIIEHUE, YAOUepeHUE) peOeHKa;

2) OpakocovyeTanue pabOTHUKA,;

3) cmepTH cyrpyra (Cynpyru) Wid UX OJM3KUX POACTBEHHUKOB (pOIUTENEH,
JieTe, yChIHOBUTEEH, YChIHOBIICHHBIX, TIOJTHOPOAHBIX U HE ITOJIHOPOIHBIX OpaTheB
M cecTep).

8 Ooecneyenne aesiTeibHOCTH KopnmopaTtuBHoro cexkperaps

8.1B mensx wmHamnexamero u 3QpGEKTUBHOIO BBINOJTHEHUs OOs3aHHOCTEH,
KopriopatuBHbIl ~ cekpeTapb  JIOJbKeH  ObITb  oOecrieueH  HeOOXOOUMBIMU
OpraHM3allMOHHO-TEXHUIECKUMU YCIOBUAMHU, B YACTHOCTH:



HAO «kOxno-Kazaxcrancknil rocy1apcTBeHHbIN NeJaroruyeckKui
YHHBEPCHTET
Cucrema MEHeIKMEeHTa Ka4yecTBa
ITonoxenue Crp. 12 u3 12
0 KOpPIOpPaTUBHOM ceKpeTape
HAO «}Oxno0-KaszaxcTaHCKHil rocylapcTBeHHbIi
NeJarornyecKui YyHUBEPCHTET»

1) uMeTh OTHENbHBIM KaOWHET, HaXOMAUIMHCS HEMOCPEICTBEHHO I10 MECTY
HaxO0ACHUS aIMUHUCTPATUBHOIO arrnapara O01uecTsa;

2) HeoOXOOUMOU OPITEXHUKON U IepudepuiHbIM 000pynOBaHUEM, CeiioM,
HECTOpaeMbIM METAUIMYeCKUM IIKahoM Il XpaHCHHS JOKYMEHTOB, a TaKKe
CIIPaBOYHON U EPUOJUIECKON JIUTEPATYPOH;

3) cOOTBETCTBYIOLIEH MH(MOPMALMOHHON ITPaBOBOH CHUCTEMOU (9JIEKTPOHHOM
0a30l TaHHBIX).

8.2Pa3Mep KOMaHIMPOBOYHBIX pacXxoJOB (CYTOUHBIE, pPacXoApl IO HaMy
XKUJIOTO MOMEWIEHUs, PaCXO/pl 10 POe3ay K MECTY KOMaHAMUPOBAHUSI U 0OpaTHO)
111 KopriopaTuBHOI0 cexperaps onpezaensercs pemenneM CoBeTa TUPEKTOPOB.

9 3akJgwuuTeNbHBIE MOJIOKEHHUS

9.1 YrBepxknenue IlonoxeHus, a Tak)ke BHECEHUE U3MEHEHUN U JOTOJHEHUN B
Hero oTHocuTcsl K komrereHuuu Cosera nupexkropos OO1iiecTsa.

9.2Ecnu  otmenbHble IyHKTBl Hacrosiwero [lomoxxeHuss BCTymamT B
IPOTUBOPEUYHE C JAEHUCTBYIOIIUM 3aKOHOAATEIbCTBOM, 3TH IYHKTBI yTpPayHUBarOT
CUJAYy M B YaCTU PEryjUpyeMbIX O3TUMU IIYHKTAaMH BOIIPOCOB Clie/lyeT
PYKOBOJICTBOBATbCSI HOpPMaMH JIEUCTBYIOLIEr0 3aKOHOAATENbCTBA JI0O MOMEHTA
BHECEHHUsI COOTBETCTBYIOLINX U3MeHeHUH B HacTosee [lonoxenue.



