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1. OBIINME ITOJIOKEHUSA

1. Ilomoxerne o KopnopaTHBHOM ceKpeTape aKIHOHEPHOTO OOMIECTBA «lenTp
PasBUTHA TPYAOBBIX pecypcoB» (manee - Ilonoxenwe) paspaGoTaHO B COOTBETCTBHH C
3aKoHozaTenscTBOM PecmyOmuku  Kasaxcran, VeraBoM ¥ BHYTpeHHHMH JIOKyMEHTaMH
aKIuoHepHOTo obmecTsa «LleHTp pasBUTHS TPYIOBBIX peCypcoBy (Najee - O61ecTBO).

2. Tlonoxenue ompeneisier craryc KopmopaTuBHOTO CeKperapsd B OPTraHU3aIUOHHOM
CIPYKTYype ¥ CHCTEME KOPIOPaTHBHOrO ympapiaeHns OOmecTBa, NOPANOK HA3HAYCHUS M
JIOCPOYHOTO 0CBOOOXKACHNS OT NOMKHOCTH Kopropatnsroro cekperaps, ero 3ajaum, byHKIHH,
npaBa ¥ OOS3aHHOCTH, MOTHOMOYHS U OTBETCTBEHHOCTH, OPTAHH3ALMOHHOE H TEXHHYCCKOE
obecrieueHre NeITEILHOCTH. .

3. KopnopatusHblli cekperaph SBISeTCA pabOTHEKOM OOIECTBa, He SBJISIOMIEMCS
uneHoM CoBeTa IMPEKTOPOB ITHOO HCIOTIHUTENHHOTO opraHa O6IecTsa, KOTOPBIM Ha3HAYAETCS
Cosetom ampexTopos Odiectsa u nmonotyeten Copery JupextopoB ObmecTra.

4. KopnopaTusHslit cexpeTaps y4acTByeT B pa3paboTke, COGIIOIeHNH U HEPUOTHYECKOM
nepecmoTpe Koznekca KOPOpaTHBHOTO YHpaBlIeHHS, B TOM UHCIE IOKYMEHTOB, KACAIOITHXCS
KOPIIOPATHBHOI'O yNPABJICHUS, aHAIM3¢ COOTBETCTBYIONIEH NMPaKTHKM, a TAKKe B OOeCIeUeHUH
COOMIONEHNs OpraHaMH M JIO/KHOCTHBIMH iwmmaMu  OBGmecTsa TpPeOOBaHUI HOPMATHBHBIX
IpaBoBEIX akToB PecryOnuku Kazaxcran, YcTaBa u MHBIX BHYTPEHHHEX JoKyMeHTOB ObmiecTsa.

KopriopaTueneiii cexkperaps OCYINECTBIAET TOATOTOBKY OTYETA O COBMIONCHHH
NPUHUMIIOB U IonoxeHn# Koaexca KoprnopaTHBHOTO ynpasieHHs. B TaHHOM oTueTe creayer
OTpaXaTh IEpedeHb NPUHLMIIOB U NON0KeHHA Koziekca KOpNopaTHBHOTO YIIpaBieHus, KOTOPbIe
HE COOMIONAlOTCS, ¢ HIPUBEICHUEM COOTBETCTBYIOIIHK OOBICHEHHUIL.

KopriopaTueaeli  cexpeTaph OCYIIECTBISET MEPOUPHATHA 10 TOITOTOBKE U
NPOBEJICHUIO 3aceanuii CoBeTa IUPEKTOPOB:

- ofecrmeunBaeT opraHM3auuio 3PGEKTHBHOrO B3aHMOIEHCTBHA MEXy OpraHamu
O6mecTBa;

- COJCHCTBYeT pacKpuiTHIO HH(popMauuu 06 O6mecTse B pamkax TpeOoBaHwMIA
3akoHozaTenbeTBa Pecry6nuku Kasaxcran 1 BHyTpeHHUX 10KyMeHTOB OGIIecTBa, XPaHEHHIO ero
JOKYMEHTOB, ~paccMoTpenuio OOmiectBom ofpamienuii EnuHCTBEHHOro axmmoHepa u
paspeleHuI0 KOHQIIMKTOB, CBI3aHHAIX ¢ HApYIIEHHeM NpaB ExuHCTBEHHOrO aKnuoHepa.

5. KopnopaTuBHBIH cekpeTaph OCYIIECTBIAET CBOIO IESTENHHOCT B COOTBETCTBHH C
3aKoHOAaTeabCTBOM Pecmy6muku Kasaxcran, Veraom O6mmiecTsa, HACTOSIINM Ionoxenuem, a
TaKXe MHBIMH BHYTPEHHUMH H0KyMeHTamu OOmiecTBa

2. HASBHAYEHUE U IPEKPAIIEHUE
NOJTHOMOYYH KOPIIOPATUBHOI'O CEKPETAPSI OBLIECTBA

6. KopnoparusHbiii cekperaps HasHauaercs CoBeToM aupexkropos  OOmiecTBa 110
npencrapnennio llpencenarens nuGo unenoB Cosera aupektopoB O6miecTBa, IIPOCTHIM
OOJIBLIMHCTBOM r0710coB wieHOB COBeTa AUPEKTOPOB, YUACTBYIOMIMX B 3aCeIaHHH.

7. KopnopaTuBHbIl ceKpeTaps B paMKaX CBOEH JESTEIbHOCTH KOHTPOJIHPYET
NOATOTOBKY H IIpoBeNeHUE 3aceqanuii coOpanus Copeta aupektopos OOImecTBa, 00eCneYnBacT
¢GopMupoBaHHe MaTepHaNOB MO BONMpPOCAM MOBECTKM OHS 3acemaHns Copera JUPEKTOPOB
Ob6miecTBa, BeIET KOHTPOIIb 32 00ECTIeYeHHeM JOCTYIIA K HUM.

8. KopnopaTHBHBIH ceKpeTaph HOKEH 061a1aTh 3HAHHUSAMH, OMBITOM H JIHYHOCTHBIMH
KaueCTBaMH, HEOOXOJHMMBIMU I8 OCYMIECTBICHHS BO3JIOKEHHBIX HA HEro (YHKIMIL, HMeTh
BLICOKME [IENOBble M TPOQECCHOHANbHBIE KAadecTBa, a TaKKE MOJNb30BAThCH IOBEPHEM
Enuncreennoro aknuonepa u unenor Copera JUPEKTOPOB, a TaKKe:

1) HMeTs BHICHICE FOPUANYECKOE HITH SKOHOMHYECKOE oOpazoBanue;



2) HMETH OMBIT pabOTHl He MeHee 5 (TIATH) JIET, B TOM YHCIIE JKeNIATENbHO HATHIHE OIBITA
paboThl, CBA3AHHOH C KOPIOPATHBHBIM IIPaBOM, KOPHODPATHBHLIMHM (UHAHCAMH MM
KOpPIIOPaTHBHBIM YIIPaBICHHEM;

3) obnagate 3HaHWEM 3aKOHOJaTeNbCTBA Pecnybmuku Kasaxcran;

4) yMeTh BECTH IIEPErOBOPHI M DPEryIHpOBaTh KOHMIMKTH MEXAY yYaCTHHKAMHU
KOPIIOPATUBHBIX OTHOLICHUIH;

5) HMeTb OPTraHU3aTOPCKUE U aHATHTHYECKHE HABLIKH.

9. Jlns paccmMOTpeHHs KaHIHIATypbl Ha IODKHOCTH KOpPIOpaTHBHOrO ceKperaps
KaHauIaT npeacTapiseT CoBeTy TUPEKTOPOB CIAESIYIOUIYIO HHPOPMAIIHIO:

1)  damuus, UMA B OTYECTBO (P HATHINH ),

2) narta pOKICHUS;

3) oOpasoBaHue (OCHOBHOE M JONOJHHTEIBHOE), B TOM 4YHCIE HAuMEHOBAHHE
00pa3oBaTENBHOTO yUPEKICHHSA, TO OKOHYAHHS, CHECNHATBHOCTD (MOTyYeHHasA KBaTH(UKAIHSA),
IOJIyYeHHAas! CTENIEHb (€CU IPUMEHHMO ),

4) ceeneHus 0 MecTax pabOTHI HE MEHee YeM 3a NOCIeAHHE 5 (IIATh) JIeT;

5) cBemenus o Hamuduu (otcyTcTBHH) addurmpoBanHocTH K OOMIECTBY MM €ro
JOIDKHOCTHBIM JIMIIAM, & TakiKe MHBIE CBEACHHS O HATHYHU OTHOINCHHH MEXIY KaHIUIATOM H
ObwecTBOM ¥ (WIM) €ro JOMKHOCTHBIMHU JIHI[AME, KOTOPBIE MOIYT NPHBECTH K KOHQIHKTY
UHTEPECOB;

6) MHCBMEHHOE COIJacue KaHauaaTa Ha u30paHue Ha JOMKHOCTH KOopHopaTHBHOIO
cexperapst O0mniecTsa;

7) uHy© HHQOpMANHIO, CIOCOOHYIO OKa3aTh BIMSHWE HA WCIONHEHHE MM (yHKIHI
KopnopaTtuBHOTO CEKpeTapsi.

10. Yenosus ocymecrsnenus KoprmopaTuBHBIM —ceKpeTapéM CBOHMX 0Os3aHHOCTEH
OTIPEICIIAIOTCS TPYIOBBIM JIOTOBOPOM, HaCTOSIIIM IMonoxenuem,
JOIDKHOCTHOW HHCTPYKIMEH, a TaKyKe MHBIMU BHYTPEHHUMH J0KyMeHTamu OOImecTBa.

TpynoBoit 10roBOp ¢ KOPHOPATHBHEIM CEKpeTapeM 3aKI0YaeTCs W pacTopraercs Ha
ocHoBauuH perenus CoBeTa TUPEKTOPOB PYKOBOIMUTEIEM HCIIOJIHUTENBHOTO opraia ObmecTBa
B COOTBETCTBMH C TPYJOBBIM 3aKOHOAATENbCTBOM Pecnybnuku Kazaxcran.

11. Coser OmpekTOpoB MOXKET B 100OE BpeMs AOCPOYHO HPEKPATUTEH IOTHOMOYHS
Koproparusroro cexperaps 1 HasHauMTh HOBOro KoprmopaTtiBHOTO ceKpeTaps B COOTBETCTBUH C
3aKoHOAaTenbcTBOM PecnyOmmku Kazaxcran.

12. IlpucytcrBue Kanauaara (KaHIMIATOB) Ha JODKHOCTH KOPIIOpPaTMBHOTO ceKkpeTaps
Ha 3acenannax CoBeTa IMPEKTOPOB NpPH PENICHHH BOIpoca O HasHayeHun KOpIopaTHBHOTO
CekpeTaps sBIsIeTCs 00s3aTeTbHBIM.

13. KopnopaTuBHBI CeKpeTaph HE [IO/DKEH COBMENIATh CBOK JAEITENBHOCTH C
BBINONHEHUWEeM Jpyrux ¢yHxiuid B ObmiecTBe, a Takxke paboTaTh B JPYIMX OpraHM3aluax Oe3
cornacoBanus ¢ CoBeToM aupekTopoB OOuiecTra.

3. 3AJIAYM KOPIIOPATHUBHOTI O CEKPETAPSI OBIIIECTBA

14. 3apagamu KopriopaTHBHOTO cexpeTaps B paMKax €ro JeSTeILHOCTH ABIISIOTCS:

1) obecneuenne pa3BUTHS CHCTEMbBI KOPIIOPATHBHOIO YIIPABICHMUS;

2) obecneyenne KOHTPOIs COOMIOACHHUS Iy YIlel IPaKTHKU KOPIIOPATHBHOTO IIOBEACHHU;

3) obecneuenue opranu3anuy 3aceaanuii CoBeTa IUPEKTOPOB;

4) obecneuenne nogaepxku padbotsl CoBeTa IUPEKTOPOB;

5) obecnedenue 3GdeKTHBHOrO B3aUMOaeiicTBHs opranos O0mecTsa;

6) olecreueHne 3aUTHI IPAB ¥ HHTEPECOB EMHCTBEHHOrO aKIHOHEDa;

7) obecneuenue packpsITus (TIpenocTaienus) nadopmanuu 06 O6IIecTBe 1 XpaHEHHE
noKyMeHTOB OOLIecTBa B COOTBETCTBUM C TPeGOBAHHAME 3aKOHOJATENhCTBA PecryGiHKu
Kazaxcran u BHyTpeHHUX TOKYyMenTOB OOIIeCTBa.



4. ®YHKHUMU KOPIIOPATUBHOI'O CEKPETAPSA OFIIECTBA

15. KoproparvBHeld  ceKpeTaph TPHHUMAET yuyacTie B OOECIIEYCHMH Pa3BUTHS CHCTEMBI
KOPIIOPaTHBHOTO YIIPaBIeHHs], 2 IMEHHO:

1) oxaseBaer cogeficteue CoBETY AHUPEKTOPOB B pa3paboTke, COONIONEHHH U
NEepUOAMICCKOM HepecMorpe Konekca KopnopaTuBHOTo yrpasienns O0uiecTsa;

2) crpemuTes ObITh B Kypce NMOCTEIHHX H3MEHEHMI B 3aKoHOAaTeNbCTBE PecryGmuku
Kazaxcran u MeXTyHapoaHO-IPH3HAHHOM HaUTe)KaIIe! IPAKTHKH KOPIIOPATHBHOTO YIIPABICHHUS
U TEpUOAMYECKH  TPENOCTaBIsSET  COOTBETCTBYIOMYIO HHGOPMAIMIO  PyKOBOIUTEIAM
CTPYKTYPHBIX NofpazaeneHuit O01mecTsa;

3) mpemoctaBnser wienaM Coera mupektopoB OGIIecTBa pasbiCHEHHS TpeOOBaHHIT
3aKoHOZatesnbCTBa PecmyOimknm Kasaxcran, YcraBa u ApyruX BHYTPEHHHX JOKYMEHTOB
OOGmecTBa B 0077aCTH KOPIIOPATHBHOI'O YIIPABICHUSA IPH HEOOXOIUMOCTH;

4) unpopmupyer CoBET IMPEKTOPOB O MPOBOXMMBIX B OOIIECTBE MEPONPHATHIX B
001aCTH KOPIOPATHBHOTO YIPABIEHNMS;

5) yuactByeT B mHOAroTOBKe OT4ETa 11 CoOBETa JMPEKTOPOB O COCTOSHUH
KOPHOPaTHBHOIO ympaBieHus B OOuiectse, nenonHenuy OOmecTBOM TpeGOBaHMN MpaBUI H
npouenyp B cQepe KOpHOPaTMBHOTO YHpPAaBICHHS, IPENOCTABIAeT pPeKOMEHIAIHUH 10
COBEPIIICHCTBOBAHHIO [IPAKTUKH KOPIIOPATUBHOIO yIipaBieHus B O0ImecTBe;

6) wunpopmupyer EmumcTeHHOro axumosepa u CopeT ampextopoB OOImecta o
BBISBJICHHBIX HApyIIEHNAX B JesTenpbHOCTH OOLIecTBa IPH NPHHATHY KOPIOPATHBHBIX PeIleHHit
¥ BHOCHT MM CBOHU NPEIJIOKEHUS O MEPaX 0 yCTPAaHEHHUIO IONYIICHHBIX HApyIICHHUI;

7) oxaseBaer momoms Ilpencenaremo CoBeTa AMPEKTOPOB B (GOPMHUPOBAHHMH ILIAHA
pabOThl ¥ MOBECTOK 3acCeJaHMIA;

8) opramu3yeT nposejeHue 3acenaHuit CoBeTa IUPEKTOPOB;

9) obecneunBaet nonyueHme wiemamu COBETa JMPEKTOPOB  aKTYalbHOH W
CBOCBPEMEHHON HHPOPMANUH, HEOOXOIMMON IS HPHHATHS PElleHHil IO BOIPOCaM LOBECTKH
JHS B B paMKax KommnereHny CoBeTa AupeKTopoB;

10) mporokonmpyer 3acenanmns CoBeTa TUPEKTOPOB 06ECTIEYMBAET XPAHEHHE TPOTOKOIIOB,
CTeHOTpamMM, ayJHO-BUICO 3alMCel, MaTepuasoB 3acexanuil CoBeTa IMPEKTOPOB;

11) xoncynmeTupyer uneHoB CoBeTa AMPEKTOPOB MO BONPOCAM 3aKOHOAATENHCTBA
Pecniybauku Kaszaxcran, YeraBa Obmectsa, Kogekca xopnopatussoro ynpasnenns OGimecTsa,
BHYTPCHHUX JOKYMEHTOB, OCYIIECTBIAET MOHHTOPHHT IPOMCXOAAINMX HU3MEHEHHH W
CBOCBPEMEHHO UHGOPMUpYeT wieHOB CoBeTa AUPEKTOPOB;

12) opranusyeT BBeNeHHE B IOKHOCTh BHOBB H30paHHbIX 4neHoB CoBeTa JUPEKTOPOB;

13) opranusyer obyuenne uieHoB COBETa TUPEKTOPOB;

14) opranmsyer B3ammopeiictBie wieHoB COBeTa IMPEKTOPOB € HCIOTHHTEILHBIM
opraHoM OO01ecTBa B 4aCTH OpraHU3aluy AeaTenbHocTH CoBeTa THPEKTOPOB.

16. KoprioparvBHbii ceKpeTaph yYacTByeT B OOSCHCUCHMM COOMIONEHHS ITydiell HpaKTHKY
'KOPIIOpaTHBHOTO TIOBE/ICHIIY, & MIMEHHO CIISTIUT 3a CoOMMONicHHeM BeeMH opraHamvu OOIecTsa TpeOoBaHHi,
TIPEIYCMOTPCHHBIX YCTABOM M IPYTHMH BHYTPEHHMMH JOKyMeHTaMu OOIIECTBa, a TAKoKe MHULMHPYET
BHECCHIE HEOOXOIMMBIX TOMPaBOK ¥ JOTIONMHEHHH B COOTBEICTBYIOIIME JOKYMEHTHI B YCTAHOBICHHOM
TOpSIIKE.

KopropamBHE cexperaph 00s3aH cBOeBpeMeHHO HH(bopMuposars IIpencemarens Coera
JWPEKTOPOB O BCEX BBIIBIICHHBIX HapyIUEHHMsIX 3aKOHOHarenbcrBa Pecrybmixu Kasaxcran, Verasa u
BHYTPEHHUX JIOKYMEHTOB, CBI3AHHBIX C IEATEIHHOCTE COBETa IMPEKTOPOB.

17. B pamxax obecnedenns opranusaruu 3aceannii CoeTa IHpeKTOPOB B COOTBETCTBHU
¢ TpeboBaHUsIMU 3aKoHOMaTeNnbeTBa Pecnry6nukn Kasaxcran, VeraBa u BHYTPEHHHX JOKYMEHTOB
OOuiecTra.

KopnopaTusHblii cekpeTaph BBINONHSET CIIELYIONMHAE ()YHKIHH:

1) cocrasnser npoekr [1nana pabor CoBera AUPEKTOPOB Ha COOTBETCTBYIOMUH IO,
a TaK’ke rogoBoi rpauk sacenannit CopeTa TUPEKTOPOB M BHOCHT HX VI yTBEPIKICHHUS Cosery
TUPEKTOPOB;



1) cocrasnser NpoeKT NOBECTKH JHS 3acenanuii CoBeTa TUPEKTOPOB C IPEIIOKEHHEM
110 opMe IpoBeIeHNs U TIpescTasiieT ux [Ipencenaremo CoBera AUPEKTOPOB;

2) mpoBepseT MaTepHanbl, BHECEHHBIE I BKIIOYEHHS B IIOBECTKY IHS 3acelaHmuii
CoBeta mMPEKTOPOB Ha COOTBETCTBHE KoMmmeTeHiuu COBETa TUPEKTOPOB B COOTBETCTBHM C
3aKoHOaTeNbCTBOM PecnyOnuxu Kasaxcran, YeraBom v BHy TpeHHEMYE qoKyMeHTaMu O6InecTBa,
a TAKXKE€ Ha MOJHOTY TPEACTABICHHBIX MATEPUATIOB (IPH HEOOXOAMMOCTH, NPHIOKEHHS,
Ipe3eHTalluH U Ap.);

3) obecnieunBaeT HaIIEKALIYIO [OATOTOBKY MATEPHATOB IO BOIPOCAM HOBECTKH IHS
3acefanus CoBeTa AMPEKTOPOB, B TOM YHCIe COOMOICHIE IPOLEAYP MOATOTOBKM MaTEpHAIIOB,
IpefBApUTENIbHOE  OOCY)KIEHHE €O BCEMH  3aHHTEPECOBAHHBIMH  CTPYKTYDPHBIMU
noapasaenenusMu OOLIecTBa ¢ y4eToM TPeOOBaHUH BHYTPEHHUX IoKyMeHToB O0IecTBa;

4) CcBOEBpPEMEHHO HampaBiAeT wieHaM COoBeTa AUPEKTOPOB YBEIOMIEHHS O TIPOBEICHHUH
3acefianus COBeTa IMPEKTOPOB C NPUJIaraeMoii oBeCTKoM aHst 3acenanns COBETa THPEKTOPOB, B
TOM YHCJe CO BCEMHM HEOOXONMMBIMM MaTepHalaMH, a TaKKe U3BeINaeT NPHUTTIAMISHHBIX Ha
3aceiaHue JIHIL;

5) cozmefictByeT OpraHu3alM¥ y4aCTHs HHOTODOJHHMX HE3aBHCHMBIX IHPEKTOPOB B
3acenaHusIX U CoBeTa JUPEKTOPOB (HallpuMep, GPOHUPOBAHNE OUIETOB, FTOCTHHUIE! U JIP.);

6) obecreunBaeT BeleHHE NpPOTOKONa 3acenaHuss CoBeTa JMPEKTOPOB, B KOTOPOM
OTpa’KaeTcs BPEMs U MECTO IPOBE/ICHHUS 3aCE€NaHNUs, UMEHA YIACTHUKOB 3aCeJaHHsl, TOBECTKA JH,
KBOPYM M IIPHHATHIE PELICHHUS, & TAKKe 00ECIIEUNBAET CBOEBPEMEHHOE MOANMCAHHE IIPOTOKOIOB
3aceaHui;

7) B ciydyae IpoBedEHNs 3209HOr0 ronocoBanus CoBeTa IUPEKTOPOB MM CMEIIAHHOTO
r0N0COBaHUs HampapjseT (Bpydaer) wieHaM CoBeTa AMPEKTOPOB OFOINETEHH ISl 3a0YHOTO
TOIOCOBaHMS, OCYLIECTBIAET COOP 3aMOJIHEHHBIX OMOJUIETEHEH, IMChMEHHBIX MHEHHI WIEHOB
CoBeTa AAPEKTOPOB, IOABECHHE UTOTOB [OJIOCOBAHMA MO BOIPOCAM ITOBECTKH IHS 3acCeIaHMs
CoBeTa TUpPEKTOPOB;

8) wanpasiser pemenus CoBeTa IUPEKTOPOB, NPHHATHIE IIOCPEACTBOM 3a0YHOTO
ronocosanus wieHam CoBeTa IMPEKTOPOB ¢ HPUIIOKEHHEM OHOIUIETEHEH, Ha OCHOBAHHH KOTOPBIX
NPHHATH! PEIICHHUs B TeueHWe 5 (NATH) paboymx AHEH ¢ maTthl ux oQOPMIEHHS; a TaKXe II0
TpeboBanuto 4neHoB CoBeTa QUPEKTOPOB MPEIOCTABISET MM IIPOTOKONBI 3acemamuii CoseTa
AUPEKTOPOB U PEIICHUS, IPHHATHIC IyTEM 3a04HOTO TOJIOCOBAHUS, IS O3HAKOMJIEHUS W (WIIH)
NPENOCTaBIAeT MM BBIIUCKH M3 MPOTOKOJOB, 3aBEPEHHBIX HOANHCHI0 KoprnopaTtueHOro
ceKperaps:

9) obecneunBaer HapIeKalee COOMFOACHHE POLEAYPHI TPoBeIeHNs 3acenanns CoseTa
ZMPEKTOPOB B COOTBETCTBHH ¢ TpeOOBaHMAMHM 3aKOHOaTebeTBa Pecnyomukn Kazaxcran, Verasa
¥ BHYTPEHHHX JOKYMeHTOB O0I1ecTBa;

10) nanpaenser pemenus CoBeTa IUPEKTOPOB COOTBETCTBYIOIIMM  CTPYKTYPHBIM
IOApa3ACTCHUSIM U AO/DKHOCTHEIM HiaM OOmecTBa B TeueHue S (TsaTH) paGoumx aHeH ¢ AaThl
X 0QOPMIICHHSL, OCYIIECTBIISET MOHUTOPHHT HX HCIIOMHeH)s 1 nHdopmupyeT COBET TUPEKTOPOB
0 pe3ynbpTaTax (Xoje) UCHOIHEHH B OPSANKE, YCTaHOBICHHOM COBETOM JMPEKTOPOB;

11) opranusyer composokenHe nesreabHOCcTH COBETA JMPEKTOPOB, B TOM HHCIE
obecrieunBaeT MOATOTOBKY MATEPHAOB, 3aja 3aCelaHMM, CXeMBI PACCANKH, M OpPraHH3yeT
NpPOBEJICHUE 3aceaHui, u3BemacT yieHoB CoBeTa TUPEKTOPOB M MPUITIAIIEHHEIX THI] O CO3LIBE
3ace/laHuit, Hanpasnsger yieHam CoBeTa TUPEKTOPOB MAaTepHaibl IO BONPOCAM MOBECTKH HS
3acelaHHy, BEACT IPOTOKOJbI, XPaHWT PEKOMEHJANNH, 3akmoueHus: CoBeTa IHPEKTOPOB M
IpeCTaBiIeT uX npencenareno u wieHam Cosera qupextopos OOmiecTBa;

12) ynocroBepser BBIMHCKH M3 TIPOTOKONOB 3acemanuit CoBeTa JHPEKTOPOB CBOEH
TIOAIIUCEIO;

13) BezeT xKypHa peTHCTPALMH BBITHCOK H3 IIPOTOKOIOB 3acenanuit CoBeTa TUPEKTOPOB;

14) B3auMOAEHCTBYET CO CTPYKTYPHBIMH HOApasieleHusMu OBmecTBa IO OpraHu3aIun
IIOBBIIIEHNS KBATH(pUKau wieHoB CoBeTa IUPEKTOPOB MPH HEOOXOIUMOCTH.

18. B pamkax oGecriedenns noiaepxku paGotsr CoBeTa IUPEKTOPOB Ha KopnoparuBroro
CEKpeTapst BO3J1aratoTcs CleAyIoNre GyHKIHM:



1) opraHuzanus BBENCHUS B JOKHOCTh BHOBb H30paHHBIX 4ieHOB COBETA TUPEKTOPOB,
BKIIOYas Pas3bsiCHEHHWE BHOBb M30paHHbIM uieHaM CoBeTa IMPEKTOPOB, NEHCTBYIOIUX B
Obmiectse mpasu1 nestensHocTH COBeTa [MPEKTOPOB M MHBIX OpraHoB  OfmecTsa,
OpraHu3alMOHHOA CTPYKTYphl OOlecTBa, a Takxke HHGOPMHPOBAHHE O JOIKHOCTHBIX JIHIAX
ObmecTBa, 03HaKOMJIEHWE C BHYTPEHHHMH JOKyMeHTamu OOIIECTBA, peIICHHSIMH
Enurcrsentoro akunonepa, CoBeTa IMPEKTOPOB M HCIOJIHUTENBHOTO OpraHa, IPeloCTABICHHE
WHOH mHpOpMalyy, HMEIOIIell 3HadYeHHe NId HaIeXKallero WCmoiHeHus wienamu CopeTa
JUPEKTOPOB UX 00SI3aHHOCTEIH;

2) oxazanme cogelictus wieHaM CoBeTa JUPEKTOPOB B INONYYEHHH HEOOXOTIHMOM
uHpOpMAITHH;

3) mnpenocraBnenue uneHaM CoBeTa MPEKTOPOB pashiCHEHHH B OTHOIIEHHH
TpeboBaHuil 3aKkoHonaTenscTBa Pecmybmuxu Kasaxcran, Verapa W BHYTPEHHHX TOKYMEGHTOB
ObuiecTBa, KacaroIuxcs MPOIe Ty PHEIX BOIIPOCOB MOJATOTOBKH U IPOBeNeHHS 3acenanuii CopeTa
JUPEKTOPOB, PACKPHITHSA (IIpeAoCTaBeH ) HHopMaruu 06 OGLIECTBE U MHBIX BOIPOCOB;

4) cb6op u yu€r nndopmanuy B oTHOMIECHHH WieHoB CoBeTa AUPEKTOPOB, HEOOXOIUMO
JUI MPEJOCTaBIEHHST B COOTBETCTBYIOLIME CTPYKTYpHBIE mojpasaenennsd OOIIecTBa, ¢ LENbIO
opMupoBaHuA MMH 0TUETA 06 abPUIMUPOBAHHBIX JHUAX U IPETOCTABIEHHS COOTBETCTBY IOLAM
YHIOJTHOMOYEHHBIM OpraHaM HHQOpMAallid B TOPSAKE, YCTAHOBICHHOM 3aKOHOIATENHCTBOM
PecriyGmikn  KasaxcTar u BHyTpenHEME noKyMeHTaMu O6ImecTa;

5) opranusanus obydenus wieHos CoBETa IUPEKTOPOB IPH HEOGXOINMOCTH;

6) y4€r u XpaHeHwWe noctynaromeit B axpec COBeTa JUPEKTOPOB KOPPECIOHICHIHH,
obecreveHne NorOTOBKH OTBETOB Ha IOCTYMAFOIIHME 3aIIPOCHL.

19. B pamkax obecnedenns >pHeKTHBHOTO B3amMmopeiicTus opraHos OOiecTsa Ha
KopniopatusHoro cexperaps Bo3nararores cienyronme GyHKIHH:

1) ocymiecTBiIeHHe B COOTBETCTBHHM C BHYTPEHHUMH NOKyMeHTaMu OOmiecTa yuéra
HanpasneHHoH B anpec ExuncTBeHHOTO akimonepa nHGOpMaLHH (IPEUIOKEHHIT) O pasMeIeHUH
oObsiBIeHHBIX aKkiuil OOIiecTBa, a TakkKe NOCTYNMBHICH OT FIHHCTBEHHOIro aKLyoHepa
uHpOpManK (IpeTOKEHHH ) O BBIKYIIe Pa3MELIEHHBIX H pasMeInaeMbIx aximii O6mecTsa;

2) ofecneuenyne HamIeKaumero y4yéra MOCTYHOMBIINX OT FMHCTBEHHOTO aKnyuoHepa
obpateHuil (muceM, TpeOOBaHHMI), HalpaBieHHe OOpauleHH B COOTBETCTBYIOLIHE OpraHbl "
CTPYKTypHbIe opaseseHnst OOLecTsa, a TakKe OCYMECTBICHHE KOHTPOIIA 3a CBOEBPEMEHHBIM
PacCMOTPCHUEM UMM TaKUX OOPAIEHUH U OATOTOBKOM OTBETOB;

3) obecnevenne 3G bEKTHBHOIO B3aHMOASHCTBHA MeKTy opraHamu OfecTsa;

4) unndopmuposanue Ilpencenarens CoBera TUPEKTOPOB 000 BCEX MOTEHIMATBHBIX H
peanbHBIX KOH(IMKTaX HHTepecoB Mexny wieHamu COBETa MUPEKTOPOB ¥ HCIOIHHUTENHHOTO
OpraHa ¥ y4acTHe B Ka4eCTBE IIOCPEIHHKA NIPH yPETyIMPOBAHUH KOHGIIMKTA HHTEPECOB MEXKIY
yrienamu CoBeTa TUPEKTOPOB.

20. B pamxax oOecriedeH s 3aUIUTHI IpaB H HHTepecoB EamncTsentoro axumonepa Koprioparusrsiit
CeKpeTaph 00SCIICUHBACT CBOSBPEMEHHOE PACCMOTPEHNE 1 paspeLlieHie KOR(IHMKTOB 0 TIOBOMY HAPYILICHHIT
1paB EMHCTBEHHOTO aKITHOHEpA.

Kopropammsibiii  cexpetaph BIIpaBe 0OpalliaTBCs HENOCPEICTBEHHO K PETHCTpaTopy 3a
PasbsICHEHHEM B CBS3H € JKaNoOaMH, OCTYTIMBIIIME OT EHHCTBEHHOTO aKIoHepa.

21. Koproparmeubiii cexperaph obecrieunBaeT pacKpbitie (TIPEIOCTARNIERNE) HMHPOPMAIWH 00
OOmiectBe 1 XpaHeHHe ToKyMeHToB OOIIECTBA, B YaCTHOCTH:

1) obecneuenne cobmoaenns TpeGOBaHHM K IOPAAKY XpaHEHHS H  PACKPBITHS
(mpenocrapnenns) uHGopMamuu o6  OOIIECTBE, yYCTAaHOBIEHHBIX  3aKOHOIATEIHCTBOM
Pecry6nmku Kasaxcran, a Taxke Y cTaBoM ¥ BHYTpeHHUMHE JoKyMeHTaMH OGInecTBa;

2) KOHTPONL 32  CBOEBPEMEHHEIM  packpbitiem  O6mecTBoM  muboOpManuy,
CONepIKaIeHics B MPOCIEKTax UEeHHBIX Oymar OO6InecTBa U B €ro eKeKBapTaIbHEIX H TOMOBBIX
OoT4YECTax, a TakKXKe I/IH(bOpMaI_II/II/I O CYIICCTBCHHBIX (I)aKTaX, 3arparuBarourmux Q)HHaHCOBO-
XO34ACTBEHHYIO JiesiTebHOCTE OOIecTBa;

3) obecrneuenre B COOTBETCTBHH C 3aKOHOJATENbCTBOM Pecmy6mmku Kasaxcran u
BHYTPEHHUMH TOKyMeHTaMu O011ecTBa yueTa i XpaHeHHsI JOKyMEHTOB aKIIHOHEPHOTO 00IIecTBa,
TOJICHKAIMX 00S3aTeILHOMY XPaHEHHIO, JIOCTYIA K HHM, NpPEJOCTAaBICHHS HX KOIMM, B TOM



YuCclIe OCYINECTBICHHE KOHTPOJA 3a oOeclieueHHeM JOCTyla K MaTepualaM IO BOIpocam
noBecTku OHsA 3aceqanuil CoBeTa IUPEKTOPOB, BONpPOCAM, BBIHOCHMBIM Ha pPacCMOTPEHHE
EnunctBenHOro akmumonepa OOimecTBa, penieHusM EAMHCTBEHHOro akifMoHepa, HpOTOKOIaMm
sacenanuii Cosera mupekTopoB OOmectBa. Komum ykazaHHBIX AOKYMEHTOB B 00s3aTE€IbHOM
HOPSIKE YIOCTOBEPSIOTCS OAMCHI0 KopropaTtuBHOTo cekpeTaps OO1ecTsa,

4) 00eCICYCHHE CBOCBPEMEHHOIO IPEAOCTaBICHUSA EIMHCTBEHHOMY aKLHOHEPY
HH(pOPMAIIUH, 3aTParuBaoINell ero HHTEPECH, B COOTBETCTBHH C 3aKOHOAATENECTBOM Pecrrydmuku
Kazaxcran, YcraBoMm, BHYyTpeHHUMH JoKymMeHTamu OOmiecTBa, pelleHUSIMH EIMHCTBEHHOTO
aKIKHoHEePa;

5) ofecnedenue yueTa 1 XpaHeHUs UH(GOPMAIIHU O 3aMHTEPECOBaHHOCTH WieHOB CoBeTa
JUPEKTOPOB B IPUHATUHU PELICHUHM IO BOIIPOCAM UX KOMIETECHIINY;

6) obOecreyeHHe  CBOEBPEMEHHOU  mepeqadyd  JIOKYMEHTOB,  HMEIOUIIUXCS Y
KopmopatuBHOTO cekpeTaps B CHITy HUCNONHEHHs o0s3aHHOCTeH, B apxuB OOmecTtsa. [lpu aToMm,
KopnopaTuBHbIi cekpeTapb OTBETCTBEHEH 32 COXPAHHOCTh BCEX TaKMX JOKYMEHTOB JI0 IEpeIayn
ux B apxuB O0I11ecTBa;

7) KopnoparuBsblif cekpeTraph oOecnedHMBaeT XpaHEHHE CIEIYIOMUX JOKYMEHTOB
ObmecTBa 0 Mepeaadn X B apxuB:

~  PpeueHHi#, NpoTokonoB 3acenanuil Coeta aupekTopoB OOmecTBa, OrO/UIETEHEH
roocosanus wieHoB Copera aupexkropos OOIIECTRa;

—  MarepualioB K pemeHusM CoBeTa JUPEKTOPOB [0 BOIPOCaM MOBECTKH THS 3aceaHmi
Cosera gupexropoB Ob1mecTna;

—  aHKeTHBIX JaHHbIX WwieHoB CoBeTa nupexTopos OdmiecTsa;

—  WHOH JOKYMEHTaluH 110 BOIPOCaM, OTHOCAIUMCS K KOMIIETECHIHH

—  KopnopatusHoro cexperaps O0niecTsa;

8) yuactHe B pa3paboTke HHYOPMALMOHHONW NOJIUTHKU (LOJOKEHUS O PACKPBITHH
nHboOpMaLun ), TOJIOKEHUS 0 XpaHEHUH KOMMEPUYECKOH ¥ HHOH KOH(UASHIIHATBHOH HHbOpMaIiu
O6miecTna;

9) copeitictBue OOIIECTBY B Ka4€CTBEHHOM U CBOEBPEMEHHOM HAINOJHECHUH KOHTEHTA
KopriopaTuBHOTO Bebcadita O01mecTBa, B 4acTy, OTHOCsIEeHCs kK KomrieTeHuu KopropaTuBHOTO
ceKpeTaps;

10) yuactme B moaroroBke rogosoro oruéra OdimecTsa.

22. KopnopaTuBHBII CEKpeTapp B pPaMKax CBOEH KOMIETEHIIMHM BBINOJNHSET TakKke
caenyromue GyHKINAN:

1) ocyiecTBIeHUE AETOBBIX KOHTAaKTOB C JODKHOCTHBIMH JIMLAMHM, PYKOBOJWTEIAMHU
CTPYKTYPHBIX noApaszeneHuil OOmecTBa, a TakXKe HUHBIMH (PU3HYECKUMH U FOPUINICCKUMHU
JULIaMH B COOTBETCTBHM C pELICHUAMU EAMHCTBEHHOrO aKIHOHEpPA W IO MOPYUEHHUIO UICHOB
CoBeTta TupeKTopoB;

2) Bciayydae HeoOXO0MMOCTH HOArOTOBKA ¥ YYaCTHE B HOATOTOBKE IIPOEKTOB BHYTPEHHUX
IokyMeHToB OOIecTBa, YTBEPKIEHHE KOTOPBIX OTHOCHUTCS K KOMIETEHIMH EIMHCTBEHHOTO
aknuoHepa, CoBeta AUPEKTOPOB;

3) wunble ¢ynxrmu KopmopaTBHOrO cexperaps, YCTaHOBIEHHBIE 3aKOHOATEIHCTBOM
Pecny6yinkn Kazaxcran u BHyTpeHHUMHE JoKyMeHTamMu OO1ecTBa.

5. OTYETHOCTH KOPITIOPATUBHOI'O CEKPETAPS

23. . KopnopaTuBHbiii ceKpeTaph €KE€KBapTaAIbHO, @ TAKKE 0 OKOHYAHUH KaJICHIapHOTO
roga npepocrasisier Cosery aupekTopoB OOmecTBa oTuéT 0 pabore CoBera HUPEKTOPOB,
KopnoparusHoro cexperaps.

24. B oruére OOJKHBI COAEpXKaTbcs CBEICHHA O aearensHOCTH CoBeTa NUPEKTOPOB
OO0uiectBa, 00 n3MeHeHUsAX B cocTaBe CoBeTta qupekTopoB OOIECTBA O MOCEIMIAEMOCTH YIeHAMK
Cosera TUPEKTOPOB OTYETHBIN NEepUO, 0 Xo/e BeinoHeHus [Inana paborsr CoBeta IUPEKTOPOB
O01mecTBa, cBeIeHNA O IPOBEAEHHBIX KOPIIOPATHBHBIX MEPOTIPHSITUSX, 0 paboTe ¢ oOpaleHusIMH



E/uHCTBEHHOr0 aKUMOHEpa, IOCYAAPCTBEHHBIX OPraHoB W IPYTHX 3aMHTEPECOBAHHBIX JIHII,
PEKOMEHAAUHUH 0 COBEPIICHCTBOBAHHIO pabOTHI MO BONPOCAM, OTHECEHHBIM K KOMIIETEHIIMH
Koprioparusroro cexperaps (nmpu Hanuyuu), o0 HCHOJHEHMH IlIaHA MeponpHATHH IO
COBEPIICHCTBOBAHUIO KOPIOPATHBHOIO YIPABICHHUS W/HIH MEPONPHUATHAX, PEaIU30BAHHBEIX B
OeNdX YNy4IIEHHS KOPIOPaTHBHOTO YIPABICHHsA, MOHHTOPHHTE WCIOJHEHHAS pPEINeHHH,
nopyuenuit Coseta aupektopoB OOIIECTBA 3a OTHYETHBIN MEPHON, a Takke HMHGOpMAUHS O
CYIIECTBEHHBIX KOPIOPATUBHEIX coOBITHAX OO0IIecTBA.

25. Oruér o pabote CoeTta AUPeKTOPOB, KOPIOPATHBHOIO CeKpeTaps paccMaTpUBAeTCs
Ha repoM 3aceqanuy CoBeTa IUPEKTOPOB, CIEAYIONIEM 32 OTYETHBIM IIEPHOIOM.

6. IIPABA KOPIIOPATHBHOI'O CEKPETAPSI OGHIECTBA

26. KopnopaTuBHbI ceKxpeTaps BIIpaBe:

1) sampammBare ¥ TONyYaTh Y JODKHOCTHBIX JIML, DPYKOBOIMTENEH CTPYKTYPHBIX
noxpasneneHuit OOmecTsa MHPOPMALMIO M JOKYMEHTHI, HEOOXOIMMbIE I OCYIIECTBICHHS
3a1a4 1 QYHKIUH, IpeIyCMOTPEHHBIX HacToSmuM Ilonokenuem;

2) He IpUHMMATH MaTepUalbl U HE BKIIOYATh B IOBECTKY [HSA BOTIPOCHL, IO KOTOPHIM B
YKa3aHHBIC CPOKH HE€ IPEAOCTaBIEHbl M (WIM) TPeAOCTaBIEHE B HEHAJICKAIIEM BHIE
He0OX0UMbIE MaTepHalbl (HECOOTBETCTBHE KoMIteTeHIr COBETA THPEKTOPOB B COOTBETCTBHE C
3akoHOaTenbCTBOM Pecybnmkn Kasaxcran, YcTaBoM i BHYTpeHHEMH JoKyMeHTaMu O61mecTsa,
HEMOJIHOTa MaTEPHAIOB (IPHIIOKEHNS, IPE3CHTALMH H JID.);

3) TpeboBaTh OT MOIKHOCTHBIX JHII U PYyKOBOIMTENEH CTPYKTYPHBIX IOApA3IeTCHMN
ObmiecTBa OTYETH 00 MCIIOTHEHNH PEIICHHI, TPHHATHIX COBETOM JMPEKTOPOB 1 EAHHCTBEHHBIM
* aKIHOHEPOM, a TAKKe TpeOOoBaTh MUCEMEHHOTO OOBACHEHNS IPHYHH HEUCIIOTHEHNS PEIICHHIA.

7. OBSIBAHHOCTH KOPIIOPATUBHOI'O CEKPETAPS OBIIIECTBA

27. KopnopaTuBHBIH cekpeTaph 0013aH:

1) ocymectsnss cBom QYHKUEH, CTpOro coOMOnaTh HOPMEI M TpeGoBaHHs
3axoHonarenbCTBa Pecy6nuku Kasaxcran, Yerasa u BHYTpeHHNX 0KyMeHTOB OOmecTBa;

2) Tpu pelieHHMH BOIPOCOB HCXONHUTH M3 NPHHIMWNA COONIONEHHS NPaB H 3aKOHHBIX
HUHTEPECOB aKIIHOHEPOB;

3) wucnonHaATh nopyuenus Coseta qupexTopos OOMECTBA;

4) CHCTeMAaTHYECKH OTYMTHIBATECSA O CBOCH AesATelbHOCTH nepenl COBETOM IHMPEKTOPOB
O6mecTna;

5) wunpopmuposath COBET TUPEKTOPOB O CBOEM HAMEPEHHH COBEPUINTH CHEIKH C
neHHbMu Oymaramu OOIIecTBa 10 COBEPIIEHNS TAKUX CAENIOK,

6) WCHOJNHATEL MHBIE OOS3aHHOCTH B COOTBETCTBHH C 3aKOHOJATENHCTBOM Pecry6imku
Kasaxcran, mactrosmmum IlomoxenweMm, VYcrasom OOliecTBa W BHYTPEHHHMH JOKYMEHTaMH
OobmecTna.

8. OPIAHU3AIIMOHHOE U TEXHHUYECKOE OBECIIEYEHUE
AEATEJJBHOCTHU KOPIIOPATUBHOI'O CEKPETAPS

28. OpranusaumoHHOE U TeXHHYECKoe obecredeHue AesTenbHOCTH KOpropaTHBHOTO
CeKpeTaps JOIDKHO ObITh HAIIpaBlIeHO Ha 00eCIeYeHNE BBIIOTHEHHS KM CBOUX (QYHKIHI, a TaKKe
Ha 32U Ty KOH(PUIEHIHATEHOCTH XPaHUMOH U NiepeaBaeMoil nH(GOpMaIiH.

29. KopropaTuBHbIH CeKpeTaph OOSCIeYHBACTCS TEXHHYECKHMH CPEICTBAMHU 3aIlHCH
IPOBOJMMBIX  3aCE[laHMH, COBeIl@HMA M COOpaHuH, TEPCOHATPHBIM KOMIBIOTEPOM ¢
COOTBETCTBYIOLIMM HPOIPAMMHBIM OOECHEUEHHEM, CPEICTBAMU Te1eDOHHOW M HIEKTPOHHOH
CBSI3H U IpyTod HeOOXOIUMOH OPrTeXHUKOH, uMeromelicst B O6imecTse.



30. C mempro coxpaHeHHS KOHOUICHIMATIHLHOCTH XpaHHMOW u oOpabaTsiBaeMoit
nndopmanuu KopropatusHeii cexperaps OO6miecTBa obecreunBaercs ceiioM Iy XpaHeHHs
KOH(UICHIHAIBHBIX IOKYMEHTOB.

9. YCJIOBHA OIVIATHI TPYJA 1 BOSHATPAKIEHUA
KOPIIOPATHUBHOTI'O CEKPETAPSI OBIIIECTBA

31. CoBer OMPEKTOPOB ONpPEAENAET pasMep IOKHOCTHOTO OKIala, YCJIOBHS OILIATHI
TpyJa u npeMupobanus KopnopaTuBHOTo cexpeTaps.

32. Ycnosuss ommartel TpyJa M mpeMupoBanus — KoOpropaTMBHOrO  cekperaps
YCTAQHABJIMBAIOTCA TPYJAOBBIM JOrOBOPOM, 3aK/IIOHaeMbIM ¢ KoprnopaTHBHBIM CeKpeTapeMm, Ha
ocHoBanuu pemenus CopeTa JUPEKTOPOB, a TAKKe BHYTPEHHUX JOKyMeHnToB O0ImecTBa.

33. Ilpemupopanue KopnopaTtuBHOTO cekpeTaps OCYINECTBIAETCS B IPEENax JeHEKHBIX
CPeICTB, NPEAYCMOTPEHHEIX Ha 3TH uenm B [lnmane paspurmm OOmecTsa, a TakXke 3a CUET
SKOHOMHH CPEZCTB Ha OIUIATy TPYJa.

OOGuwmit ronoBoH 00BeM IIpeMHUH 110 pe3yIbraTaM paboThl KOPIIOPATHBHOTO CEKPETaps IO
UTOTaM rofja He JOJUKCH [IPEBBILIATE IIECTH JOJDKHOCTHEIX OKJIAJ0B, B Ipe/eiax cpeacTs GpoHaa
OIIATHI TPY A, pexycMoTpeHHbIX [1nanom passutus OOmmecTBa Ha TeKynui GUHAHCOBBII IO,

[ynim 33 uznodicen 6 pedaxyuu, coenacro 0ononnenuio 8 Ilonoorernue, ymeepaicoenuomy
peueruem Cosema oupexmopos om 31 ausaps 2022 200a Nel

34. Pasmep mpemuii mo mToraM paGoTsI 3a OTYETHBIH HEPHOJ ONpPEAENIeTcs PelleHueM
CoBeTa IUPEKTOPOB HA OCHOBE OIIGHKHM Kiro4eBbix mokazateneii (KIIJ[) nestempHOCTH
KopnoparusHoro cexperaps.

KIIJI ycranaenuBaercs CoBeTOM AUPEKTOPOB IPH YTBEPKIECHUM IiuaHa paboTsl CoBeTa
IUPEKTOPOB Ha COOTBETCTBYIOMINM IO/,

35. B mensx MarepHanbHOro NOOMIPEHHUS B CBS3H ¢ HAMOHAIBLHBIM, FOCY IAPCTBEHHBIMH,
IpodecCHOHaTbHBIMA MPa3IHUKAMY, 3HAYUMBIMH COOBITHAME KopropaTHBHOMY CeKpeTapro
BBINIAYMBACTCS MPEMHsS B TOM JK€ pPasMepe, B KOTOPOM BHIILTAYMBACTCS 110 PENICHHUIO
Hcnonnurensroro oprana pabotuukam O01ecTsa.

[IpemMust K HalMOHATBHOMY, IOCYAAPCTBEHHBIM, IMPOPECCHOHANBHBIM HPA3THUKAM H K
3HAUAMBIM COOBITHAM aKIMOHEpHOro obmectBa «L[eHTp pasBHTHS TpPYIOBBIX PECYPCOBY
BBIIJIAYMBACTCS HA OCHOBAHHMM IIPHKA3a PyKOBOIUTENS UCTIONHUTENLHOTO opraga OfIecTsa ik
YIOTHOMOYEHHOTO UM JIHIIA.

36. llpemupoBanne KopnopaTtuBHOro cexkperaps, MpPedyCMOTPEHHOE HACTOSIEM
Ionoxenuem, He TPOU3BOIUTC:

1) Dpu HeyNOBNETBOPUTENBLHON OlCHKe AesTenbHOCTH KopropatuBHOro cexpeTaps 3a
OTYETHBIA NEPUOJ;

2) 3amepuoj CpoKa ICHCTBHS MUCHHILIMHAPHOIO B3LICKAHUS,

3) 3amepuon AeHCTBHS HCHBITATEIFHOTO CPOKA,

4) ecmu KopnoparusHslii cekpetapb npopabotan B O0IIecTBe MeHee 0THOT0 MecAla;

5) HaIepHoI HAXOXACHHS B OTIIYCKE MO YXOIY 3a peGEHKOM.

6) TpH IpeKpalleHuH (PaCTOPKEHHUH) TPYI0BOTO I0r0BOpA.

37. KopnopaTuBHOMY CEKPETApIO, MPOLIEIIHM HCIIBITATEIbHbIN CPOK MO0 IPHHATHIM Ha
paboTy Oe3 TakoBOTO, NPU NPEIOCTABICHUH €KETOJHOTO OMJIAYABAEMOrO TPYAOBOIO OTIYCKA
BBIIUTAYMBACTCS MIOCOOME Ha O3J0POBIEHHE B PasMepe ABYX IOKHOCTHBIX OKJAZ0B OJUH Pa3 B
TE€4YeHHe KaJIeHJapHOT0 To/1a.

Exeronnplil oniaunBaeMplil Tpy 10BOH OTIYCK B KonirdecTBe 30 (TpUALIATH) KaleHJapHBIX
AHei KopriopaTUBHOMY CeKpeTapro IPefoCTaBIIeTCsE B COOTBETCTBAH C IIPUKA30M PYKOBOIATEILS
HCTIONHATEPHOr0 oprana OOwiecTBa HIM  YHOTHOMOYCHHBIM JIMIOM TP YCJIOBHH
nonoxwutenbHo pesomonuu [Ipencenarens Corera qupekTOpoOB.

38. KopropaTuBHOMY CeKpeTapro OKa3bIBAETCs COLMANbHAA IOMAAEPKKA B COOTBETCTBHH
C BHYTPEHHMM JOKyMEHTOM OOMIeCTBa, OIpeeIfOmuil MOPSIOK U yCIOBAS IPeJOCTaBICHUS
COLHaIbHOH NOAAEPKKH paboTHMKaMm OO0lecTsa.



39. Bompochl B wacTH ONJIATH TPy[Ja, HE yperyjiupoBaHHbIE NaBHBIM IlomoikeHHmeM,
PEryJupyroTCs BHYTPCHHHMM IOKyMeHTaMH OOIIecTBa, OMpeNessiOIHMMH MOPSIOK OIJIaThI
TpyAa paboTHUKOB OONIeCTRA.

40. B cayvae mpexpamienus cBomx IonHoMoumit KoprmopaTuBHBIM cekperaph JOIKEH
nepenars ena Uiy, Ha KoTopoe CoOBETOM AMPEKTOPOB BO3JIOKEHO MCIIOMHEHHE 00s3aHHOCTEH
Kopnopatusaoro cexperapsd (Mpd HAIMYMH JMIA, Ha KOTOPOE BO3JOXKEHO MWCHOTHEHHE
00s3aHHOCTE ).

[pu sTom, muno, ucnonuapmee ¢pyuxnus KopnopaTuBHOTO ceKpeTaps, ¥ YbH HOTHOMOYHS
Kkax KopriopaTusHoro cexpeTapst ObUTH IPEKPALIECHE! (B TOM 9HCIIE, U B CBS3H C HCTEUEHHEM CPOKa
TaKUX IOJTHOMOYHI), 0043aHO epeaaTs BHOBL HasHaueHHOMY KopriopaTusHoMy cexpeTapio Hiu
paborHuKy OOwecTsa, onpeleneHHOMY B 3THX Heastx COBETOM IHPEKTOPOB IIPOTOKOIBI
3acelaHui, MaTepuasl 10 BONPocaM MoBeCTOK AHA COBETa TUPEKTOPOB, ILIAHbI, OTYETHI U APYTHE
AOKYMEHTHI 110 BoIpocam obecredenus nestenbHocTd CoBeTa AMPEKTOPOB M KOPHOPATHBHOTO
YIIpaBJIEHHs Ha 3IEKTPOHHOM H (WK ) OYMaKHOM HOCHTEISX.

Ilepenaya nen ocymecTpsercs B Tedenue 5 (Isiti) paboumx JHeH CO THS NPEeKpalleHHs
IIONMHOMOYHMH MO aKTy-IpHeMa ITEepelaud, B KOTOPOM OOs3aTeNbHO JOMKHBI OBITH YKA3aHBI
OCHOBaHHE IIepefaydl [e7, Jara Iepeladd, HaHUMEHOBAaHWE M COCTaB  IlepeJaBaeMoil
JAOKYMEHTALMH, CIIUCOK e (MEPONPHATHH, AeHCTBHI, 3a0pOCOB), KOTOPHIE HAXOISITCS B CTAIHH
UCHOJIHEHHUS.

Brosp HazHayennomy KoprnopaTHBHOMY CeKpeTapro ero IpeaecTBeHHHK Ml PabOTHHK
Obmectsa, onpeneneHnpii B 5TuX HeaiX COBETOM TUPEKTOPOB, JA0DKEH MEPeqaTh MPOTOKOTEL
3aceJlaHuH, MaTepuaIsl 10 BOIPOcaM noBecTok AHsS CoBeTa TUPeKTOPOB, IIAHbI, OTYETH U APYTHE
JOKYMEHTBI 110 BOIIpocaM obecnedenus AestenbHocTH CoBeTa IUPEKTOPOB M KOPHOPATHBHOTO
YIIPaBICHUS Ha 3IeKTPOHHOM U (MiH) OyMaKHOM HocuTelsx. Ilepenada gen oCyInecTBIAETCS B
CpOK He mosfHee 5 (msit) paboymx nHEH, ¢ MOMEHTa HasHAaYeHHsA HOBOro KopnopaTHBHOTO
CEKpeTaps 10 aKTy NpueMa-nepejadu, B KOTOPOM 00A3aTeNbHO OCHOBaHUE IepeJadn aell, JaTa
nepesady, HaMMEHOBAHNE M COCTAB MEPENaBAEMOM JOKyMEHTAlNH, CIIHCOK /e (MEpOIpUATHI,
JeHCTBUH, 3a1POCOB), KOTOPBIE HAXOMATCS B CTAJMM MCIOJHEHHS, U JOIKHBI OBITh MCIONHEHDI
BHOBb HasHauyeHHLIM KopropaTuBHEIM ceKpeTapeM.

10. OTBETCTBEHHOCTbD
KOPIIOPATHUBHOI'O CEKPETAPSI OBILIECTBA

41. KoprnopaTupHBIA cexpeTapb HODKEH IeHCTBOBaTh B mHTepecax OOIIecTBA W ero
aKIIMOHEPOB, UCTIOHATE CBOM 00A3aHHOCTH JOOPOCOBECTHO U IPODECCHOHANLHO.

42. KopnopaTuBHBII CeKpeTapp B IOPSAKE, YCTAHOBIEHHOM 3aKOHOIATEIHCTBOM
Pecny6imku Kasaxcran, BHyTpeHHHME JoKyMeHTamu OOIecTsa, TpYAOBBIM JOTOBOPOM HECET
OTBETCTBEHHOCTD 3a:

1) HeHajtexallee HCIOJHEHHE BO3JIOKCHHBIX Ha HEro 3anad, (yHKOMH, NpaB H
00s3aHHOCTENH;

2) yOmiTky, mpuunHeHHble OOIIECTBY ero aeficTBusMu (Oe3aeiicTBIEM).

43. Orxkas unenos CoBeTa IUPEKTOPOB U (W) MCIOTHUTENLHOTO opraHa OOIIecTBa oOT
IPUHATAS MEp IO YCTPaHEHHIO KOPIOPATHBHOIO KOHGIHMKTA 1uGO 10 NpPeNOTBPAILEHHUIO
IOTEHIHANBHOTO KOPHOPATHBHOIO KOHQJIMKTA IIOCHIE TOTO, KaK OHU OBUIM NPOHH(OPMUPOBAHEI
KopriopaTuBHEIM CeKpeTapeM, 0CBOOOKIAET MOCIEIHEIO OT OTBETCTBEHHOCTH 33 OPTaHMU3ALIHIO
paspetIeHus: KOpIOpaTHBHOTO KOHQIHUKTA.

11. SAK/IIOYUTEJIBHBIE NOJIOKEHUA
44. B cimydae HeoOXOIMMOCTH W3MEHEHHS M JOIOJHEHHUs B Hacrosmiee [lonoxenue

BHOCATCSA B IOPSAAKE, aHATTOTHYIHOM €T0 YIBEPKACHHUTO.




