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1. O0umme moJ10:keHUA

1. Hacrosimee Ilonoxenue o KopropatuBHoM — cekperape HEKOMMEPYECKOTO
aKIMoOHepHOTo obmecTBa «KaparanauHCKuii METUIIMHCKUN YHUBEpPCUTET» (nanee - [lomoxxeHue)
pa3pabortaHo B cooTBeTcTBUM ¢ 3akoHoM PecnyOmmkm Kazaxcran «OO0 akumnmoHEpHBIX
oOmectBax», YcraBoM, Komexcom kopropaTuBHOTO ympasieHus (manee - Komekc) m MHBIMH
BHYTPEHHUMH JOKYMEHTaMH HEKOMMEpPYECKOTo akiuuoHepHoro oOmiectBa «KaparanauHckuil
MEIUIMHCKUI YHUBepcUTeT» (nanee - O01ecTBo).

2. Tlomoxxenuwe ompenensieT 3anauu, pyHKIHMH, TpaBa U 00S3aHHOCTH, OTBETCTBEHHOCTD,
MOPSZIOK HAa3HAYCHMsI, yCTIOBUS Bo3HarpaxaeHus Kopnopatusaoro cexkpetapst O6miecTBa (nanee
- KopropatuBHblif cekpeTapb), a Takke MNOpPsIOK oOpa3oBaHUs M JeATenbHOCTH CiyXObl
KoprnoparusHoro cexperaps.

3. Homxnocte KoprmopaTuBHOTO cekpeTapss BBOJUTCA B LENAX 0OeCTeueHHS
coONIOfICHUS OpraHaMud M JIOJDKHOCTHBIMM Jjunamu  OOmiectBa mNpaBuil M MPOLELYp
KOPIHOPaTUBHOTO YIIPaBJICHUSI, FTApAHTUPYIOLINX Pealn3allnio NpaB U UHTepecoB EnquHCTBEHHOTO
aknronepa OOrmiecTsa.

4. KopnopatuBHblil cekpeTapb — paboTHuk OOmiecTBa, He siBstouiicss wienom Cosera
mupektopoB nu60 IlpaBnenuss ObmiectBa, HazHauaeTcsi CoBetom nupekTopoB OOmiectBa. B
cBOEH AesaTenbHOCTH KopnopaTuBHBIN CeKpeTapb MOJOTYETEH U MOAYNHEH COBETY TUPEKTOPOB
OoecTBa.

5. KopmopatuBHsiii cekperapb obecreunBaeT COONIOICHHE OPraHaMHu U JIOJDKHOCTHBIMH
munamu  OOmiecTBa Mpouenyp, HampaBlIeHHBIX Ha o0ecrieueHWE TMpaB U HMHTEPECOB
EnunctBeHHoro akmuoHepa, a Takke ciefoBaHus OOmiecTBa IMOJIOKEHUSIM B cdepe
KOPHOPaTUBHOIO yIIpaBJieHUs], ¥ CTaBa U MHBIM BHYTPEHHUM JoKymMeHTam OOriecTBa.

6. KopmoparuBHbiii cekperaph 00OecleunBaeT IMOJATOTOBKY M TPOBEICHUE 3acelaHui
Coseta aumpexkTopoB OOmiecTBa, obecneuynBaeT (HOPMUPOBAHHE MAaTEPUATIOB TIO BOIPOCAM,
BBIHOCUMBIM Ha paccMoTpeHue CoBeTa AUPEKTOpoB W EQMHCTBEHHOro akiMOHEpa, BeIeT
KOHTPOJIb 32 00ECIeueHUuEM I0CTyIa K HUM.

7. KopropaTuBHBIN CeKpeTapb OCYLIECTBIISIET CBOIO IESITEIBHOCTh B COOTBETCTBHU C
HOpMaMHU 3akoHojaTenbcTBa Pecnybnmuku Kazaxcran (manee - 3akoHOJaTeNnbCTBO), YCTaBa,
Konekca, nacrosimero IlonoskeHus, MHBIX BHYTpeHHUX JokyMeHTOB OOmiectBa, a Takxke
pemenusmu CoBera AUPEKTOPOB U EMMHCTBEHHOrO aKIIMOHEDPA.

2. llopsinok HA3HAYEHHUS U OCBOOOKIEHHS OT JOJIKHOCTH

8. KopmoparuBHbIii cekperaph HazHauaeTcs pemieHueM CoBeTa JTUPEKTOPOB, MIPHHITHIM
IIPOCTHIM OOJIBIITMHCTBOM T'0JI0COB WwieHOB CoBeTa JIUPEKTOPOB.

Bormpoc 0 HazHaYeHHH WM 00 0CBOOOXKICHUHN OT JTOJDKHOCTH KopropaTHBHOIO cekperaps
BHOCHTCS Ha O4HOe 3acenanue CoBeta qupekTopoB. [IprcyrcTBue kanauaara(oB) Ha JTOJDKHOCTD
KopropaTiBHOTO cekpeTapsi Ha yKa3aHHOM 3aceJaHuU 0053aTeIIbHO.

B oTHOmenun kaxxaoit u3 kauauaatyp B CoBeT AUPEKTOPOB JOJDKHA OBITH MpeACTaBlIeHA
crenyromias nHGOpMaIIHs:

1) damunus, UMsI, OTIECTBO KaHIU/IATa;

2) TOJ POKICHUS;

3) o6pasoBaHue, CHEMUATLHOCTh MO0 JWIUIOMY (IUILUIOMaMm), CBEJCHHUS O TMOBBIIICHHH
KBaM(pUKau U mpoecCuoHaNbHOM MepernoaroTOBKE;

4) cBeneHHs 00 OMBITE PadOTHI 33 IOCIIECTHHE 3 TO/1a;

5) mnuChMEHHOE 3asBJICHUEC KaHAWJAaTa O HAa3HAYCHUH Ha JIOJDKHOCTh KopropaTuBHOTO
cekperapst ObiecTBa.

Oynkuuu KoprnopaTHBHOTO cekpeTrapsi MOTYT OBITh BO3JIOKEHBI Ha JIMIIO, OTBEYaloliee
CIIEYIOIIUM TPeOOBaHUSM:
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1) HanM4Me BBICIIETO IOPHIMYECKOTO MIM S3KOHOMHUYECKOTO 00pa30BaHHMS;

2) Hanuuue mpoQecCHOHAIBHOrO OMbITa paboThl HE MEHee 5 (IISITH) JIeT, B TOM YHUCIIEC B
001acTH KOPIOPATHBHOTO MpaBa WM KOPHOPATUBHOTO YIPABJICHWS, WIM Ha PYKOBOJSIICH
JIOJIKHOCTH - HE MeHee 2 (TpeX) JIET;

3) HanMuWe 3HAHUM, ONbITa W KBAIM(UKAIMK, JOCTATOYHBIX JUIS HCIIOJHCHHS
BO3JIO’KEHHBIX Ha HErO 00g3aHHOCTEN.

4) HamM4Me OPraHU3aTOPCKUX M aHAJMTUYECKUX CIIOCOOHOCTEW M HABBIKOB;

5) HanMuue HaBBIKOB PabOTHI HA KOMITBIOTEPE;

9. B pemenun CoBera IMPEKTOPOB O HazHaueHUH KopropaTHBHOTO cekpeTaps
YKa3bIBAlOTCSA, B TOM YHCJE, CPOK IOJHOMOYMH, pa3Mep JOJDKHOCTHOTO OKJIaja U YCIOBUS
OIUIaTHl TPY/Aa, IPEMUPOBAHUS U/UII BO3HATPAXKICHUSI.

10. Pa3Mep IOKHOCTHOTO OKJIaZa W YCIOBHUS NMPEMHUPOBAHUS W/WIM BO3HATPAXKICHUS
KopnopaTtuBHoro cekperapsi ycrtaHaBiuBatroTcsi COBETOM JUPEKTOPOB B COOTBETCTBUU C
BHYTPEHHUMU HOPMaTHUBHBIMU JOKyMeHTamu OO1iecTsa.

11. BeinonHeHue paboThl U 3aHIATHE JOJLKHOCTH B JIPYTMX OpraHM3alUsaX WM B OpraHax
npyrux opranuzauuii KopnopaTtuBHbIM cekpeTapeM Jomyckaercsi Tojbko ¢ cornacus Cosera
TUPEKTOPOB.

12. C numom, HazHayaeMbiM KopmopatuBHbIM cekperapem OOrmiecTBa, 3aKIIOYaeTCs
TPYZIOBOW JJOTOBOP HA CPOK, ONpeeNIeHHbIN pemeHnneM CoBeTa AUPEKTOPOB.

13. TpynoBoii noroBop ¢ KoprmopaTuBHBIM cekpeTapéM TOIIMUCHIBACTCS OT HMCHH
O6mectBa [Ipencenarenem CoBeTra AMPEKTOPOB WM MHBIM JIMIIOM, YIIOJJHOMOYeHHBIM COBETOM
JIUPEKTOPOB B COOTBETCTBYIOLIEM PEILICHUH.

14. TpynoBoii AOTOBOp AODKEH MpeAycMaTpUBaTh OTBETCTBEHHOCTh KopropaTUBHOTO
ceKpeTapss 3a pas[ValleHue HH()OpMaluK, COCTaBISIONE B COOTBETCTBUM C HOpPMaMH
JEHCTBYIONIETO 3aKOHOJATEIbCTBA W BHYTPEHHHUMH JOoKyMeHTamMu OOIIecTBa CiayKeOHYI0
TaiHy.

15. CoBer AMPEKTOPOB BIpaBe MPUHATH PELIEHHE O JOCPOYHOM IpEeKpalleHun
nosiHoMounit KoprnopatuBHOro cekperaps W pacTOP)KEHUM 3aKIIOUEHHOTO C HUM JIOTOBOpa B
HOPAJIKE, YCTAHOBJICHHOM 3aKOHOJATEeIbCTBOM, B TOM 4YMCJIE€ B COOTBETCTBUM C ITyHKTOM 3
cratbu 50 TpymoBoro kojekca (ecid 3TO MHPEJYCMOTPEHO B TPYAOBOM JOrOBOpEe C
KopropaTHBHBIM cekpeTapeMm).

16. Pemenue o HazHaueHuu HoBoro KoprnoparusHoro cexperaps npuHumaercs CoBeToM
IUPEKTOPOB B CpPOK He mo3gHee 1 (0JHOro) Mecsua ¢ MOMEHTa MNPHUHATHS pEIIeHUs o
IIpeKpalleHu ToJdHOMouMi JeiictBytomero KopropatuBHoro cekperaps. Pemenue o
HazHaueHUM HoBoro KoprnopaTuBHOro cekperaps MOXXET ObITh NPUHATO OJHOBPEMEHHO C
INPUHATHEM  pEIIeHUs O  JIOCPOYHOM  IPEKpAIlEHUH  NOJHOMOYMM  JEHCTBYIOIIErO
KopnopaTtusHoro cekperaps.

17. BHoBb Ha3zHaueHHOMY KoprnopaTuBHOMY CeKpeTapro €ro MpeAlleCTBEHHUK OJDKEH
nepeaarh Jena, J0KyMeHThl U 0a3y JaHHBIX JOKYMEHTOB Ha 3JEKTPOHHOM U (Win) OyMaxxHOM
Hocutensax. [lepenaua nen ocymiecTBiIsS€TCS B CPOK He Mo3aHee 5 (ImATH) pabouyux AHEH c
MOMEHTAa Ha3HAYeHUs HOBOTO KoOpIopaTMBHOrO cekperaps MO akTy IpHeMa- Iepeladyd, B
KOTOpPOM 00s3aTe’IbHO JOJDKHBI OBbITh yKa3aHbl OCHOBaHME Iepeladd Jeln, jJaTa Iepeaadd,
HaMEHOBAHME M COCTaB IepelaBaeMoOi JOKyMEHTAIUH, CIIUCOK Jed (MEpONpHATUH, 1eHCTBUH,
3alpoCcoB), KOTOPbIE HAXOJATCS B CTaJUU MCIOJHEHHMS W JOJDKHBI OBITh HCIOJHEHBbl BHOBb
n306panHbIM KopriopaTuBHBIM cekpeTapeMm.

3. 3apayn KOPNOPATHBHOIO CeKpeTaps
18. 3agauamu KoprnopaTuBHOTrO cekpeTapsi B paMKax €ro AesTeJbHOCTH SIBIISIOTCS:
1) oOecneuenue coOmOJEHUS OpraHaMM | JOJDKHOCTHBIMH Jsmnamu  OOmiectsa
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3akoHOIaTEeNbCTBA B cepe KOPIOPAaTHBHOIO YIpaBicHHs, YcraBa, Kojaekca M BHYTPEHHHX
nokymMeHTOB OOIecTBa, a TaK)Ke COBEPIICHCTBOBAHHS IOJUTHKH M TPAKTHKH B 00JacTh
KOPIIOPATUBHOTO YIPABJICHHUS,

2) obecneuenue 3¢ hexTUBHOM AesTenbHocTH COBETa AUPEKTOPOB;

3) oOecrneueHne XpaHCHHS, PACKPBITUS M MPEIOCTABICHUS CYIIECTBEHHON MHMOpMAIK
00 OOIecTBe B paMKaxX MPEIOCTABICHHON KOMIIETCHIIMH, a TAaKKe IMOIICPKAHUS BBICOKOTO
ypOBHS HH(DOPMAIIHOHHOM MPO3PAYHOCTH;

4) o6ecreuenne 4YeTkoro ¥ 3(Q(HEKTUBHOTO B3aAMMOICHUCTBHS MEKAY OpraHaMH
OouecTBa.

4. ®ynxkunu KopnopatusHoro cexkperaps

19. [l BBIMOJHEHUS 3a/1a49M TI0 O0OCSCTICUCHUIO COOITIOJCHHSI OpraHaMH, JTOJDKHOCTHBIMH
nmunamu O6miecTBa 3aKOHOAATENBCTBA B chepe KOPIMOPaTUBHOTO yIpaBieHus, Ycrasa, Komekca
¥ BHYTPEHHHUX JNOKyMEeHTOB OOIECTBa, a TaKXKe COBEPIICHCTBOBAHUS IMOJIMTUKU U MPAKTHUKU B
00TacTH  KOPIOPATHBHOTO  yHpaBieHHWs, Ha KOpmopaTMBHOTO ceKpeTapsi BO3JIAararoTcs
cnenyronue QyHKIAN:

1) MOHUTOPHHT WCIOJHEHHUS, COOJIOJACHUS OpraHaMd W JODKHOCTHBIMH JIHIIAMH
O6mecTBa 3aKOHOAATEILCTBA U BHYTPEHHUX JOKYMEHTOB;

2) TmpemoCTaBiCHHWE W OPraHHM3alus KOHCYIbTAIlUi AOKHOCTHBIM suiiam OOrnecTsa, B
mpenenax CBOEW KOMIIETEHIIMH, II0 BOMPOCaM, CBS3aHHBIM C 3aKOHOJATEILCTBOM |
BHYTpEHHUMU JoKkymMeHTamu OO11ecTBa;

3) wundpopmupoBanre CoBera IUPEKTOPOB O BBHIABICHHBIX B OOmECTBE, B Mpeaciax
CBOEI1 KOMIIETEHIIMN HApYLIEHUIX 3aKOHOIaTeNIbCTBA U BHYTPEHHUX T0KyMeHTOB OO111ecTBa;

4) yuactue B pa3pabOTKe, COONIOJCHHHM W TEPUOIMYECKOM IEPECMOTPE IMOJUTHKH H
MIPAKTUKU KOPIOPATUBHOTO yrpasieHus B OOmiecTBe, a TakkKe MHbIX BHYTPEHHUX JOKYMEHTOB
OO1ecTBa B paMKax KOMIIETEHITUH;

5) MOHUTOPHHT M aHAJIU3 CYLICCTBYIOUICH MPAKTUKU, TCHICHIIUH, TIEPCIICKTHB Pa3BUTHS
B 0o0ylacTH KopropaTuBHOTO ymnpasieHusi B PecryOnuke Kazaxcran, 3a pyOexoMm U BHeCEHHE
(HampaBiIeHUE) aHATTUTUYECKHUX CIPaBOK, MH(OpMAIMU, PEKOMEHIAIUI JOKHOCTHBIM JIUIIaM,
COOTBETCTBYIOIIMM OpraHaM U PYKOBOAMTENSIM CTPYKTYPHBIX Mojapasaenenuit OomiecTna.

20. lns BeImonHEHUs 3amad 1o obecreyeHuto 3¢ dexTuBHON aestenbHocTH CoBera
JTUPEKTOPOB U ero KoMuTeToB Ha KopropaTUBHOro cekpeTaps BO3JaraimTcs Cleryrolne
(107319112178

1) pasbscHeHue BHOBb H30paHHbIM uwieHam CoBeTa JUPEKTOPOB JCHCTBYIONIMX B
OObmectBe mnpaBun gestenbHOcTH CoBeTa JUPEKTOPOB M WHBIX opraHoB OOiiecTsa,
MpelocTaBieHne HH(pOpMaMd O JOJDKHOCTHBIX JIMLAX M OpPraHU3allMOHHOM CTPYKTYype
OOmecTBa, €ro BHYTPEHHUX ITOKYMEHTOB M HMHOW HMH(OpManMy, UMEIONIeH 3HavYeHue s
HaJJexallero ucrnoyHeHus wieHamu CoBeta JUPEKTOPOB UX 00SI3aHHOCTEH;

2) opraHu3anus O3HAKOMHTEIBHBIX BCTpEY Ui BHOBb H30paHHBIX uwieHOB CoBeTa
IUPEKTOpOB ¢ uieHamu [IpaBieHHs W PYKOBOIUTENSAMHU CTPYKTYPHBIX MOApA3IEICHUN
OomiecTBa (B ciyyae HEOOXOIMMOCTH);

3) mnpeacTaBicHHWE TOMOIIM B  OPraHU3alldHd  MEPOMPUATHH 1O  MOBBIIICHHIO
kBaniukanyuu wieHoB CoBeTa IUPEKTOPOB;

4) paspabotka mpoekra IlnmaHa pabotsl CoBeTa AMPEKTOPOB C TpapUKOM MPOBEIACHHS
3aceJaHuil Ha COOTBETCTBYIOIIUN TO/I;

5) oOecrnieueHue HaJUIekKalled MOArOTOBKM MAaTEPUAIOB IO BOMPOCAM MOBECTKU JTHS
3acenanuii CoBeTa TUPEKTOPOB;

6) cBoeBpeMeHHOE HampaBieHue wieHaMm CoBeTa JTUPEKTOPOB TMOBECTKHU JHS 3aceIaHuUs
CoBera IUPEKTOPOB C MPUIIOKEHHEM BCEX HEOOXOIMMBIX MAaTEpHaNiOB, a TAK)KE H3BEICHUE
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MIPUTJIAIICHHBIX HA 3aCelaHue JIHIL;

7) upotokoaupoBaHue 3acenanuii CoBeTa AUPEKTOPOB B COOTBETCTBUU C TPEOOBAHUSIMH
3aKoHOATENLCTBA, YCTaBa M BHYTPEHHHX JOKyMeHTOB (OimiecTBa, a Takxke oOecredeHue
CBOEBpEMEHHOTO moamucanus wieHamu CoBera IupekTopoB perieHuit CoBeTa AUPEKTOPOB
(IpoTOKOJIOB);

8) HampaBieHMe KoOmui pemieHuid, npotokosnoB CoBera aupexktopoB uwieHam CoBera
JTMPEKTOPOB, OTCYTCTBOBABIINM Ha 3acenannu CoBeTa JUPEKTOPOB;

9) oOecrieueHre HaUISKAIIETO COOJIOACHHUS MPOLCAYPHl TPOBEIACHUS 3acelaHud U
npuHATUs pemieHnii  COBETOM JTUPEKTOPOB, MPEIOCTABICHHE pa3bsICHEHUH TpeOOBaHMIMA
3aKoHOJATENbCTBA, YCTaBa W BHYTPEHHUX JOKyMeHTOB QOOImecTBa, HEOOXOIUMBIX s
npuHATHS COBETOM JUPEKTOPOB PEIICHHIA,

10) manpaBnenue pemieHuit CoBeTa JIMPEKTOPOB COOTBETCTBYIOIIMM —OpraHaMm u
JOJKHOCTHBIM JiuiaM OO1iecTBa, KOHTPOJIb HMX MCIOJHEHUs U uHpopmupoBanue Cosera
JUPEKTOPOB O pe3ylbTaTax (XoJ/le) HUCHOJHEHHs B mopsjake, ycraHoBlieHHOM CoBeToM
THPEKTOPOB;

11) moaroToBka OrOJUTETEHEH JUIS 3a0YHOTO TojiocoBaHHs wieHOB CoBeTa IMPEKTOPOB,
OCYIIIECTBIICHHE pACCBUIKM W cOopa OroJuleTeHel, MOJIBEACHNE WTOTOB TOJIOCOBAHHS TIO
BOTIPOCaM TIOBECTKH JHs 3acenanust CoBeTa TUPEKTOPOB;

12) npenocraBienue (obecreuenne mpegocTtaBicHus) uieHam CoBera JIUPEKTOPOB
3arpanrmBacMbIX HMH JOKYMEHTOB M HH()OPMAIIHH;

13) undopmupoBanue mnpencemarenass CoBera  JUpeKTOpoB 000 Bcex  (akTax,
MPEMSITCTBYIOUINX BBINOJHEHUIO KOpropaTuBHBIM cekpeTapeM ero 00s3aHHOCTEH;

14) ygactue B OATrOTOBKE rogoBoro oruera OOIiecTsa;

15) cbop u yuer wHPOpPMAIUU B OTHOIIEHHH WieHOB CoBeTa AUPEKTOPOB, HEOOXO MO
JUIS ~ TIPEeOCTAaBJICHUS  COOTBETCTBYIOUIUM  TOCYJapCTBEHHBIM  OpraHam M JpyruMm
3aMHTEPECOBAHHBIM JIUIAM;

16) opraHM3aI[IOHHOE COIMPOBOXKICHUE ICSITEIbHOCTH KomHuTeTOB COBeTa IMPEKTOPOB,
BKJIIOYasi, B TOM 4Hcle, oOecreyeHre MOJrOTOBKM MaTepHalioB U OpraHU3alUI0 MPOBEICHUs
3acejaHuil, BeJACHHUE IMPOTOKOJOB, XpaHEHUE PEKOMEHJAIUH, 3aKIIOYEHHH KOMHUTETOB U HX
npenacraBieHre CoBEeTy TUPEKTOPOB;

17) yuer u xpaHeHue Bcell moctymaromieid B agpec CoBeTa TUPEKTOPOB, €0 KOMHTETOB
KOPPECIOHIEHIINH, 00ecrieueHe MOAr0TOBKH OTBETOB Ha MOCTYIAIOIINE 3aMPOCHI;

18) ocyiecTBICHNE KOHTPOJIS 32 UCIIOJHEHHUEM aipecHbIX perneHuit CoBeTa TUPEKTOPOB.

21. JIns BBINOJIHEHUS 3a/1a4 MO OOECHEUEHUI0 XPAHEHUS, PACKPBITUSA U MPEIOCTABICHUS
cymectBeHHOW uHpopmanuu 006 OOmecTBe, a Takke MOJIICPKAHUS BBICOKOTO YPOBHS
nH(OpPMALMOHHON Mpo3payHOoCcTH Ha KopmopaTHBHOTO ceKperapsi BO3JAraroTcs CleTyoIue
(107319112178

1) obecrnieucHue CoOMIOMCHUS TpPEOOBAHUH K TOPSAKY XpaHEHHS W PACKPBITHS
(mpenocraBnenus) nunpopmanuu 06 OOIIECTBE, YCTAHOBIEHHBIX 3aKOHOAATEIHCTBOM, Y CTaBOM
Y BHYTpEeHHUMH JokymeHTamMu OOI1ecTBa B paMKax KOMIIETEHITUH;

2) KOHTpPOJIb 3a CBOEBPEMEHHBIM packpbiTHeM OOIIecTBOM HH(MOPMAIMK B MOPSIIKE,
yCTaHOBJICHHOM 3aKOHOJATEIBCTBOM, Y CTaBOM U BHYTPEeHHUMH JToKyMeHTamu OOI11ecTBa;

3) obecredeHre B COOTBETCTBHH ¢ 3aKOHOAATEILCTBOM M BHYTPEHHUMH HOPMATHBHBIMHU
nokymentamu OOmiecTBa ydera U XpaHeHHs JOKyMeHTOB OOmiecTBa (Kacaromiuxcs
nestensHOCTH KoprmopaTuBHOTO cekperapsi), IOUIeKaANINX 00sS3aTeIbHOMY XpaHEHUIO, T0CTyIa
K HUM, MPEAOCTABICHUS UX KOTHH, MPU ITOM KONMHUHU YKa3aHHBIX IOKYMEHTOB B 00s3aTeIbHOM
MOPSIZIKE yIOCTOBepsitoTCs KoprmopaTuBHEIM cekpeTapem;

4) oOecriedueHNEe CBOEBPEMEHHOTO MpPEAOCTaBICHUs EAMHCTBEHHOMY aKIHMOHEpY
nH(pOpMaIINH, 3aTPAaruBalOIe €ro NHTEPECHl B COOTBETCTBUH C 3aKOHOATEILCTBOM, Y CTaBOM,
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BHYTPEHHUMH JToKyMeHTaMu OO1iecTBa, pemenueM EQMHCTBEHHOTO akIIMOHEPa;

5) yuacte B pa3paboTke HHPOPMAIMOHHOW TMOJUTUKU (MOJOXKEHUS O PACKPHITHU
nH(OpMAIINN ), IOJOKEHHSI O XpaHEeHUH KOH(pHIeHInanbHOH nHpopmarmu O0iecTBa;

6) ydJacTHe B aKTyaJHM3alliy U HAMOJHEHUEM COOTBETCTBYIOIIEH MH(OpMaIMu BeO-caiita
OOmiecTBa, BHECEHHE COOTBETCTBYIOMIMX IpeiokeHuil (mHpopmarmm) CoBeTy TUPEKTOPOB U
[IpaBneHHIO MO MOBBIMICHUIO €r0 Ka4yecTBa U HH(POPMATHBHOCTH.

22. ]Ins BBITIOJIHEHUS 33/1a4 110 0OSCIICUCHUIO YETKOTO U 3(PPEKTUBHOTO B3aMMOICHCTBHSI
Mexay opranamu OOmectBa Ha KopmopaTHBHOTO CEKpeTaps BO3JararoTcs CIeAyIOLue
GbyHKIMH:

1) obecrieueHHEe HAUISKAIIETO ydYeTa IMOCTYMUBIIUX OT EJMHCTBEHHOTo akKiuoHepa
nucem (oOparieHud, TpeOOBaHUI), OCYIIIECTBIECHUE KOHTPOJS 3a CBOEBPEMEHHBIM HX
PacCMOTPEHUEM COOTBETCTBYIOIIUMH Oopranamu O0111ecTBa 1 MoAroTOBKOM OTBETOB;

2) cojaelcTBHE CO3MaHUI0 W 3(P(EKTHBHOMY HCHOJIb30BAaHHIO KaHAJIOB OOMeEHa
nHpopmanuu Mexay opranamu OO1iecTBa;

3) CBOEBpPEMEHHOE  BBIABJICHHEC  HA3pEBAIOIIMX  KOPIOPATUBHBIX  KOH(MIMKTOB,
MH(OPMHUPOBAHHE O HUX COOTBETCTBYIOIIUX OPTaHOB (JOKHOCTHBIX JuI) OO1ecTBa, NpuHATHE
Mep IO WX MPEAOTBPAIICHUIO U, TIPU HEOOXOIUMOCTH, 00€CIIeueHnEe pa3penieHrss KOHQINKTOB
KOMIIETEHTHBIM OPraHoM (JOJDKHOCTHBIM JiioM) OOriecTBa B TOpPSAKE, MPEIyCMOTPEHHOM
BHYTPEHHUMH JoKyMeHTaMu OOrmiecTsa.

23. Unble pyHKINU:

1) B mpexenax cBoel KOMIIETCHIIMH, a TAKXKe II0 TOPYYeHHUIO wieHOB CoBeTa AUPEKTOPOB
u EQVHCTBEHHOrO akLMOHEpa, BEIEHHE JAEJIOBOM MEpPenuCcKH M OCYLIECTBICHHE JIENOBBIX
KOHTAaKTOB €  JOJDKHOCTHBIMU  JIMIIaMH, EJIMHCTBEHHBIM  aKIMOHEPOM,  OpraHamy,
PYKOBOJAUTENIIMU CTPYKTYPHBIX INojpa3zaeneHuii OOmecTBa, a TakkKe MHbIMU (DPU3MUYECKUMH U
IOPUITYECKUMU JINLAMH;

2) TOArOTOBKA B paMKax KOMIICTCHIIMHM M y9acTHE B IOJTrOTOBKE IMPOEKTOB BHYTPEHHUX
nokymMeHToB OO11ecTBa, yTBepkKI€HHE KOTOPhIX OTHOCUTCS K KoMiieTeHnn CoBeTa AUPEKTOPOB
1 ENMHCTBEHHOTO aKIIMOHEPA;

3) ocymecTBICHHE KOHTPOJIS 33 HCIOJIHEHUEM pellieHni EMMHCTBEHHOro akinoHepa;

4) opraHu3anus JOBEACHHS PE3yJIbTaToB MpoBepok OOIIecTBa, MPOBOJUMBIX BHELIIHUM
ayIUTOpPOM U TOCyIapCTBEHHbIMU opraHamu, 10 CoBeTa [AUPEKTOpPOB M, B Cilydae
HE00X0/AUMOCTH, €r0 KOMUTETOB;

5) wunble Qynkumu KoprnopaTuBHOTO cekperapsi, yCTaHOBJICHHbIC 3aKOHOJATEIILCTBOM.

24. BomonHeHue GYHKIMM, MpeIycCMOTPEHHbIX B JaHHOM pas3zele HacTOSIIEro
[Tonoxxenust, ocymectBisercss KopnopaTuBHBIM CeKpeTapeM KaK CaMOCTOSITENBHO, TaK |
IIOCPE/ICTBOM BBIIaYM COOTBETCTBYIOIIMX YKazaHuil paboTtHukam Ciyx06s1 KoprnoparuBHoro
ceKkpeTaps.

5. Cayx06a KopnopaTuBHOro cexperaps

25. Jlna obecneueHust ucrosHeHus KoprnopaTHBHBIM ceKkpeTapeM cBOuX (YHKUUH B
OobmectBe Moxer ObITh co3fgaHa Cnyx6a KopropatuBHoro cekperapst (manee - Ciyx0a).
Cnyx0a siBIsieTcst CTpYKTYpHBIM HoapazaeneHrueM OoiecTsa.

26. Cnyx0a co3maerca u ympaszaHsercs pemeHueM CoBeTa JIUPEKTOPOB uepe3
YTBEP)KJCHUE OpraHM3alMOHHOW cTpykTypsl OOmectBa. IltatHas uucineHHOCTh Ciry>KObI
yTBepskaaercs pemenneM CoBera IUPEKTOPOB.

27. PyxoBonctBo Cnyx6oi ocymectBisier KopropaTuBHblii cekperapb. PaboTHHKH
Ciyx0bl OTUMHAIOTCS HeTOCpeACTBEHHO KopropaTuBHOMY ceKkpeTapio.

28. PabotHuku CnyxObl Ha3HAYaAIOTCS U OCBOOOXKAAIOTCS OT JoJkHOCTH [Ipencenarenem
[IpaBnenus mo mpeacraBiaeHuo (xoaaraiictBy) KoprnopaTtusHoro cekpetapsi.
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29. Pabotnuku CiyxObl AEHCTBYIOT B COOTBETCTBUU C TPYAOBBIMH JOTOBOpaMH H
JOJKHOCTHBIMU MHCTPYKIUSIMH, COCTABJICHHBIMU Ha OCHOBaHHMHU HacTosmero [lonosxeHus.

30. Padotnukn Ciyx0bl HODKHBI 00J7amaTh COOTBETCTBYIOIIEH KBanu(uKanued wu
HaBBIKAMH, JIOCTATOYHBIMH JUIS BBITIOJIHEHHS BO3JIOKEHHBIX HA HUX 005S3aHHOCTEHH.

31. Padotnuku CiyxObl HE MOTYT OJHOBPEMEHHO COBMEIIATh Jpyrue (QYHKIUU B
OouecTBe, a Takke 0e3 cornacoBanus ¢ CoBeToM aupexkTopoB U KopnopaTUBHBIM CEKpeTapemM
paboTath B APYTUX OpraHU3aIHsIX.

6. IIpaBa u o0s13anHocTH KopnopaTtuBHoro cexperaps

32. KopropaTuBHBIN CeKpeTaph UMEET MPaABO:

1) 3ampamiuBath M TOJy4aTh y JOJDKHOCTHBIX Jnl O0miecTBa, pykoBoaureneii CiyxObl
BHYTPEHHET0 ay/AuTa, CTPYKTYPHBIX MojpazjeneHuid ObuiecTBa Matepuaisl (MHQOpMaIHIO), B
cllyyae HEOOXOJMMOCTH DPAa3bsCHEHHs, HEOOXOJWMBIC UIS OCylnecTBieHUs KoprmopaTHBHBIM
CeKpeTapeM CBOMX (YHKIIHIA;

2) TpOBEpATh TMOJHOTY TPEACTABICHHOTO IMaKkeTa MaTepHajoB IO  BOMpPOCaM,
BKITIOYCHHBIM B TIOBECTKY HHS 3acemaHusi CoBeTa AUPEKTOPOB, C IPABOM BBIIaYH 3aMEYaHUH H
MPETI0KEHUH;

3) 3ampamuBaTh U mojydath y wieHoB CoBeta mupekTopoB u [Ipeacenatens [pasneHus
OTYET O XOJI¢ BBITIOJHEHHs pemieHnil EmuHcTBeHHOTO akmmoHepa, CoBera AMPEKTOPOB, H, B
cllydyae HEBBINTOJIHEHHUS WM HApYIICHHS CPOKOB BBIMIOJHEHHS, 3alpaliuBaTh IHCHMEHHBIE
OOBSICHEHUS IPUYNH HEUCIIOJIHEHUS WM HECBOEBPEMEHHOT'O HCIIOJIHEHUS PELICHUH;

4) szampammBate y wieHoB CoBera jgupexktopoB u Ilpencematenst IIpaBineHus
MHGOPMALMIO U Pa3bsCHEHUS B CBS3UM C HapylIEHHEM IpaB EIMHCTBEHHOro akLMOHEpa WM
CUTyalllel, NpPUBOAAIIEH K BO3HMKHOBEHHIO KOPIOPATUBHBIX KOH(IUKTOB M KOH(MIMKTOB
UHTEPECOB;

5) mnpemnarate BOIIPOCHI B MOBECTKY IHs 3acenanusi Coera mupekTopoB U IlpaBneHust
OO1ecTBa;

6) sampamuBaTh HHpOpPMALKIO Yy peecTpoiaepkarens OOmiectBa 00 omeparusx,
3aperucTpUPOBAHHBIX B peecTpe Aepkaresa akiuuil OO0mecTsa, a Takke MHYI0 HH(OPMaLUIO U3
peectpa, HeoOxouMyr0 OOIIEeCTBY;

7) TNpelIoCTaBIIsATH PEECTPOJCPIKATENO JTOKYMEHTALMIO, CBA3aHHYI0 C  BBIIIYCKOM
OOuiecTBOM LIEHHBIX OymMar M MHYIO HH(QOpMALKI0, HEOOXOIUMYIO PEecTpOIep KaTeNo [Uis
Ha/IJIeKAIlero BEeJCHUs peecTpa Jiepxaresei HeHHbIx Oymar OOrmecTBa.

33. KopropatuBHbIii cekpeTapb 00s13aH:

1) npu  OCYLIECTBICHUHM  JCSITENBHOCTH  COONMIONATh  HOPMBI M TpeOOBaHHs
3akoHOonarenbcTBa, YcraBa, Kopaekca, Hacrosimero [lonoxkeHuss M MHBIX BHYTPEHHHMX
nokymeHToB OO1ecTBa;

2) wucnonHsATh nopyueHust CoBeTa TUPEKTOPOB;

3) OTUUTBIBATHCS O CBOEHH AesTenbHOCTH nepes COBETOM AUPEKTOPOB;

4) cobOnrogath KOH(MUICHIMATBHOCTh wuHOpopManuun o OOmecTBe, wuHCcaiinepcKoil
uHbopMaluy, CcTaBlIell W3BECTHOM B mepuoja ocymectBieHud ¢ynkunit KoprnopartusHoro
ceKpeTapsl M B TeUeHHE He MeHee 4eM 3 (Tpex) JIeT Mocie MpeKpalleHns oTHOMOYMNA B KauecTBe
KopmnopaTtusHoro cexpetapsi.

5) moanuchHIBaTE MPOTOKOJ, BBIMUCKA M3 TIPOTOKOJNA M  YIOCTOBEPATH IE€YATHIO
KopnopaTtusHoro cexperaps (Mpu HEOOXOJUMOCTH MapaupoBaTh MOJUCTHO YAOCTOBEPIEMYIO
JTOKYMEHTAIIHIO);

6) wunHpopmMupoBats COBET TUPEKTOPOB O BO3HUKHOBEHUH CUTYALU, CO3/IAIOIIUX yIPO3y
HapyLIEHUsI HOPM JEHCTBYIOLIEro 3aKOHOAATeNIbCTBA, MpaB EAMHCTBEHHOTO aKIIMOHEpa, a TaKkxKe
BO3HUKHOBEHUSI KOPIOPATUBHOTO KOH(IIMKTA.
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7. OrBeTcTBeHHOCTH KOpnopaTuBHOro cekperapsi u padoTHUKOB CiryK0bI

34. KopnopatuBHblli cekpeTapb, paboTHUKN Ciry»KObI JTOJDKHBI IEHCTBOBAaTh B MHTEpECAX
OomectBa 1 EqHCTBEHHOTO aKIOHEepa, UCHIOIHIATH CBOM 0053aHHOCTH TOOPOCOBECTHO.

KopnopaTtuBHsiii  cexperapb, paGoTHuku Ciy’)kObl B HOpSAKE, YCTaHOBJICHHOM
3aKO0HOATENLCTBOM U BHYTPEHHUMU JAoKyMeHTamMu OOI1ecTBa, HECYT OTBETCTBEHHOCTh 3a:

1) Haanekaiiee HWCIOJHEHHE BO3JIOXKEHHBIX HAa HHUX 3a1ad, (QYHKIUH, M[paB U
00513aHHOCTEN;

2) yObITKH, npuunHEHHBIE OOIIECTBY UX JNeiicTBUsIME (Oe3/1elCTBHEM );

3) pasriaiieHWe CBEICHUH, COCTABJISAIONIAX CIY)KEOHYIO WIM WHYIO OXpaHIEMYIO
3aKOHOJaTENLCTBOM TalHY;

4) wucmoNb30BaHME JOCTYIHOM eMy uHcaijepckoit wuHbopMmanuu (MHPOPMAIHIO
OTPaHUYEHHOTO J0CTyMa) 0 OOIIeCTBE B IMUHBIX LETISX.

35. OtsercrBeHHOCTH KopropaTiBHOTO cexperaps, paboTHUKOB Ciy:KOBI 3aKpeIuIsieTcs B
3aKJIFOYAEMBIX C HUMH TPYAOBBIX JIOTOBOPAX.

36. Orka3 unenoB Comera mupekropoB w/wmm [Ipencenarenst [lpaBieHuss OoT TpUHATHS
Mep MO YCTPaHEHHUIO KOPHIOPATUBHBIX KOH(MIMKTOB, MO0 MO MPEAOTBPAIIECHUIO MOTEHIIHAIbHBIX
KOPHOPaTUBHBIX KOH(IIUKTOB MOCIIE TOTO, Kak OHU ObLIM npouHpopMupoBaHbsl KopnopaTuBHbIM
CeKpeTapeM, OCBOOOXJAeT IOCIEAHEro OT OTBETCTBEHHOCTH 3a OPraHU3alMI0 pa3pelieHus
KOPHOPAaTUBHBIX KOH(IUKTOB.

8. YcioBus onJiatel Tpyaa U NpeMUPOBAHUS
KopnopatuBHoro cexkperapsi 1 padoTHUKOB Ciry:K0bI

37. 3apabotHas mata KopnopatuBHoro cekperaps u paboTHUKOB City>kKObI OTIpeiesnsieTcs
CYMMO#M YCTaHOBJIEHHOTO TPYZOBBIM JOTOBOPOM JIOJDKHOCTHOTO OKJaJa W JAPYruX BBIIIAT
KOMIICHCAITMOHHOTO (B TOM 4YHCJIE MaTepHalibHas TIOMOIIb), MOOUIPUTEIBHOTO W/WIIH
CTUMYJIMPYIOIIETO XapakTepa B COOTBETCTBMM C 3aKOHOJATEIbCTBOM M  HACTOSAILIUM
[TonoxeHneM u UHBIMU BHYTPEHHUMH ToKyMeHTamu OO1iecTBa.

38. Ilopsinok Bbiuiatel 3apaboTHON muaTel KoprnoparuBHOMy cekperapio v paboTHHKaM
Cnyx0bl onpenienigeTcss BHyTpeHHUM JokymMeHToM OOlecTBa, perylinpyonuM CUCTEMY OILIaThI
TpyZJa WTaTHBIX paboTHUKOB O0IIeCTBa.

39. Ilo pemenuro CoBera nupekropoB OOmiectBa KopnopatuBHOMy cekpeTapi u
pabotHukaMm Ciy>KObl BBIIIJIAUMBATBCA TMPEMHUS MO pe3yiapTaTaM HX paboThl 3a OTUYETHBIN
KBapTaja, B Cllydae KayeCTBEHHOTO U PE3yJbTaTUBHOTO BBIMIOJHEHUS HMMH CBOMX
(GYHKIIMOHATBHBIX ~ OOsA3aHHOCTEH, B  pa3Mepax M Ha  YCIOBHSX, OINpeAeNeHHBIX
COOTBETCTBYIOIIMMHU BHYTPEHHUMU AoKyMeHTamu OOIecTBa.

40. B dyecTp mpa3AHOBAaHUS HALMOHAIBHBIX, TOCYIAPCTBEHHBIX M MPO(ECCHOHATBHBIX
npa3aaukoB B PecriyOnuke Kazaxcran 3a cueT S5kOHOMHUH cpeacTB (OHA OIIIaThl Tpyda (manee
— ®OT) nomyckaerca npemupoBanue KopmnopartuBaoro cekperapst OO6miectBa U paOOTHUKOB
CnyxObl B pa3Mepe, COOTBETCTBYIOLIEM pa3Mepy MpeMUATbHON BBILIATHI MO TAKUM CIy4asMm
pabotHuky OOmiecTBa ¢ JOMKHOCTHBIM OKJIAJOM, SKBHUBAJICHTHBIM JIOJKHOCTHOMY OKIIAIy
KopnopaTtusHoro cekpetapsi.

41. CooTBeTcTBYyIOIllEE TMPEMUPOBAHHE OCYIIECTBISIETCS HAa OCHOBAaHUM MpHKa3a
[Ipencenarens [IpaBnenus, mu0o auUIA, UCTIOTHSIOUIETO €r0 00S3aHHOCTH.

42. TlpemupoBanue KopnopaTUBHOTO cekpeTaps, NPEeIyCMOTPEHHOE  HACTOSIIHUM
[TonoxeHneM, He MPOU3BOAUTCS B MEPHOJ] UCTIBITATEILHOTO CPOKa U MPH HAIWYUHU y HETO HE
CHSITOTO TUCIUIUIMHAPHOTO B3BICKAHUSI.

43. KopmnopatuBHoMy cekpetapro OOI1ecTBa, MpoIIeAnieMy UCIBITaTeIbHBIA CPOK OO
MPUHATOMY Ha paboTy 0e3 TaKoBOTO, MPH MPEIOCTABICHHUH E€KEroJHOr0 OIIaYhuBaeMOTO
TPYAOBOTO OTIYCKa BBITUIAYMBAETCS TIOCOOME Ha O3J0pOBIEHHE B pa3Mepe OIHOTO
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JOJDKHOCTHOTO OKJIa/la OJIMH Pa3 B TEUEHUE KAJIEHIAPHOTO roja.

44. ExeronHblii omiauuBaeMblii TpyaoBod otnyck KopropatuBHOMy —cekperapro
MPEOCTaBISIETCS B COOTBETCTBHH ¢ npruka3oM [Ipencenarens [Ipasnenus OOmecTsa.

45. KopnopatuBHoMy cekpetapio U paboTHukam Ciry)kKObl OKa3bIBAaeTCsl MaTepUalibHas
nomoup 3a cyer skoHomuu cpenctB @OT B pasmepax, Ha YCIOBUSX M B cClydasx,
YCTaHOBJICHHBIX BHYTPEHHUMH JToKyMeHTaMu OO1iecTBa.

46. KopnopatuBHoMmy cekperapio u pabotHukam Ciyx0p1 OOImecTBa OCyIIECTBISIOTCS
JOTJIaThl, TMPEJOCTABISAIOTCA TrapaHTUM W KOMIIEHCAllMOHHbIE BBIILJIATHl B  pa3Mepax,
MIPEyCMOTPEHHBIX TPYIOBBIM 3aKoHOAATeIbCTBOM PecnyOnmuku KazaxcTaH u BHYTpEHHUMU
nokymeHTamu OOIIECTBa, a Takke J0OPOBOIBLHOE MEIUIIMHCKOE CTPaXOBAaHUE 3a CUET CPEJICTB
O6mectBa (mpu Hamu4yuK B OO0IIECTBE COOTBETCTBYIOIIETO COIUATBLHOTO TTAKETa).

47. J1oOpoBOJIBHOE  MEAMIIMHCKOE  CTpaxOBaHWE  HE  pacmpoCTpaHsieTcss  Ha
KopnopatusHoro cexperapsi 1 paO0THUKOB Ciryx0bl, HAXOASIIUXCSI HA UCIBITaTEIbHOM CPOKE.

9. O0ecneyenne aesitreibHOCTH KopropaTuBHOIro cexperaps

48. B memax Hamrexamero W 3(QQ(EKTHBHOTO  BBIMOJHEHHS  OOS3aHHOCTEH,
KopnopatuBHblii cekperapb [0JKEH ObITh oOecreueH HEeOOXOTUMBIMU OpraHU3allMOHHO-
TEXHUYECKUMU YCIIOBUSMH, B YACTHOCTH:

1) wuMeTh OTHCNbHBIH KaOWHET, HAXOSIIHICA HEMOCPEACTBEHHO 10 MECTY HaXOXKICHHSI
oduca neHTpaipHoro anmnaparta OOmiecTsa;

2) pabouee wmecro KopropatuBHOro cekperaps JOJDKHO  OBITh  0OecIriedeHo
MepCOHAIbHBIM KOMITBIOTEPOM, a caM KopropaTuBHBIN cekpeTapb — MEPEHOCHBIM KOMITBIOTEPOM
(Notebook);

3) HeoOXOoAMMO# OPIrTEXHUKOM, cel(hoM, HECrOpaeMbIM METAJUTHYECKUM IIKapoM IS
XpaHEHUs TOKYMEHTOB, a TAKXKE CIIPABOYHON U MEPUOIUUYECKON JINTEPATYPOil;

4) cooTBeTcTBYyIOIIEH HH(DOPMAIIHOHHONW MPABOBOM CHCTEMOW (DIIEKTPOHHON 0a3oii
JTAHHBIX ).

49. Pazmep KOMaHIMPOBOUYHBIX pacxXoJ0B (CYyTOYHbBIE, PACXOJbl MO HAWMYy KHIJIOTO
MOMEILIEHHUs, PACXObI 10 MPOe31y K MECTy KOMaHIupoBaHus 1 obpaTtHo) uis KoprnopaTuBHOro
CeKpeTapsi OnpeAeNsieTcsl B COOTBETCTBUH C BHYTPEHHUMU JJoKyMeHTaMu O01iiecTBa.

10. 3aka0unTeIbHbIE MOJ0KEHUS

50. VYTBepxaenue IlomoskeHus, a Takke BHECCHHE M3MCHCHHMH M JOMOJHEHUW B HETO
oTHocHTCs K KomriereHnu CoBeta nupekropos OomecTsa.

51. Ucnonuenue obs3anHocteit KopnopaTuBHOTO cekperapsi, B cllydae €ro OTCYTCTBHS,
OCYHIIECTBJISICT JIMLIO, BPEMEHHO Ha3HaueHHoe pemeHueM CoBeTa AUPEKTOPOB W3 YHUCHA
pabotaukoB OOIIECTBA.

52. Ecnu oTnenbHbIe MyHKTHI HacTosimero llojoxeHusi BCTyHmaloT B MPOTHBOPEUHE C
JNEUCTBYIOUIUM 3aKOHOJATENbCTBOM, 3TH MYHKThl YTPAUMBAIOT CUJIY M B YAaCTU PETYIUPYEMbBIX
3TUMU MYHKTAMH  BOINPOCOB  CJIEAYET PYKOBOJCTBOBATHCS HOPMamMH  JIEHCTBYIOLIETO
3aKOHOJATENbCTBA JO MOMEHTa BHECEHMS COOTBETCTBYIOIIMX HM3MEHEHHM B HAcTosllee
ITonoxenue.
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