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l. General Provisions

1. These Regulations оп the Corporate Secretary ofthe Non-ProfitJoint-Stock

Соmрапу '.L.N. Ъumilуоч Eurasian National University" (the Regulations) аrе

O.u.iop.d in compliance with the Republic of Kazakhstan Law "оп Joint-Stock

companies", the Съаrtеr and other inteinal regulations of the Non-profit Joint-stock

Соmрапу "L.N. Gumilyov Eurasian National University" (the Company), 
.

;. ihe Regulations set forth the objectives, functions, rights and obligations,

liability, proced-ure fоr appointment, and terms of remuneration of the Company's

соrроiutЁ secretary (the Соrроrаtе sесrеtаrу), as well as the procedure for the

formation and activities of the corpoTate secretary service,
3. The position of the Соrроrаtе secretary is introduced to епsчrе that the

Company's Ёodies and officials comply with the rules and procedures of соrроrаtе

.u.rug"й.rrt ensuring that the rights and interests of the sole shareholder are

exercised.
4.TheCorporateSecretaryisanemployeeoftheCompanywhoisnotamember

of the Воаrd of Directors оr the Management Board of the Соmрапу, The Corporate

Secretary is appointed Ьу the Board ofDirectors. The Соrроrаtе Secretary reports to

and is accountable to the company's Воаrd of Directors,

5. The Соrроrаtе secretary-ensures that the company's bodies and officials

comply with the procedures епsчriпg that the rights and interests of the sole

shаrейоldеr are secured and that the Соmрапу demonstrates compliance with the

соrроrаtе management regulations, the Сhаrtеrl, and оthеr internal regulations of the

Соmрапу,
О. ТЬ. Corporate Secretary is responsible for preparation and holding of

meetings of the company's Board of Directors, ensures that materials on the issues

to Ье rйiеwеd Ьу the Board of Directors and the Sole Shareholder are prepared and

accessible.
7. The Соrроrаtе secretary performs his/her functions in compliance with the

statutory regulations of the КЁрuьliс of kazakhstan (the Laws), the Сhапеr, these

kegulation{ other internal documents of the company as well as resolutions of the

Board of Directors and the sole shareholder,

2. Рrосеdurе for Appointment and Termination

8. The Соrроrаtе secretary is appointed Ьу decision of the Board of Directors

made Ьу simple majority of votes Ьу the Воаrd of Directors,

9.AppointmentorterminationoftheofficeoftheCorporateSecretaryis
discussJduring an in-person meeting of the Воаrd of Directors. The candidate to

the position of tЙе Соrроrаtе Secretary must attend such meeting,

l0. The Воаrd of birectors must Ье provided with the following information

about the candidate:
t) Full паmе of the candidate;

2) Year of birth;
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з) Education, specialty (major) according to the diploma(s), information about

advanced and professional training;
4) Information about work ехреriепсе очеr past 5 уеаrs;

5i Дп application filed Ьу tbe candidate in writing to the ореп position of the

Company's Соrроrаtе Secretary.
il . i p"rron who meets ihe following requirements can Ье appointed as the

Соrроrаtе Sесrеtаrу:
1)А university degree in law and/or economics;
2i Дt least j (П"") years of work experience, including согроrаtе law оr

соrроrаtе management and/or in а management position - очеr З (three) years;

з) knowleJge, ехреriепсе, and qualification sufficient for реrfоrmапсе of the

Соrроrаtе Secretary's duties;
4) Organizational and analytical abilities and skills;
5) Good understanding of the Company's activities,
t1. тье decision of the Board of Directors on the appointment of the Соrроrаtе

Secretary indicates, inter alia, the term ofoffice, the size of the official salary and

the conjitions of rеmчпеrаtiоп, bonuses and / оr rеmuпеrаtiоп,

1з . The amount of the salary' additional payment for tеmроrаry реrfоrmапсе
of duties (реrfоrmапсе of the corporate secretary's functions along with the main

job), and ih" t..., of bonuses and/or rеwаrds to the Соrроrаtе Secretary must Ье

ЪrtuЫirь.О Ьу the Воаrd of Directors in compliance with the iпtеrпаl regulations of
the Соmрапу.

14. ihe-Corporate Secretary is allowed to реrfоrm work and hold positions in

other structural divisions of the Company, unless otherwise provided Ьу the Charter

of the Company.
l5. Thepeison appointed to the position of the Company's Соrроrаtе Secretary

signs an employment аgrееmепt fоr the period established Ьу resolution of the Board

of Directors.
l6. The employment аgrееmепt with the Соrроrаtе secretary is signed on behalf

of the Соmрапу Ьу the chairman of the Management Воаrd - Rector,

17. Th; Bbard of Directors has the right to decide оп the early termination of
the роwеrs of the Соrроrаtе secretary and termination of the agreement concluded

with him in the mаппеr prescribed Ьу the Legislation. In case of early termination

of the роwеrs of the Соrроrаtе secretary and termination of the аgrееmепt concluded

with hlm, along with the payments provided fоr Ьу the сuгrепt legislation, he is paid

an additional payment in the amount of one salary,

l8. The dЪсisiоп on appointment of the new Соrрогаtе Secretary is made Ьу the

Board of Directors within l (one) month from the moment when the decision to

terminate the office of the сurrепt Соrроrаtе secretary is made. The decision оп

appointment of the new corporate secretary can Ье made along with the decision to

terminate the office of the счrrепt Соrроrаtе Sесrеtаrу,

19. Тhе newly appointed Соrроrаtе secretary must Ье provided with the files,

documents, and data base of documents in electronic format and (оr) hard copies Ьу

the previous Соrроrаtе secretary. The files and documents must Ье trапsfеrrеd

within 5 (five) business days fromthe time the new Соrроrаtе Secretary is appointed,
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The tгапsfеr must Ье аrrапgеd under а delivery and acceptance certificate which

specifies the basis for the trinsfer, the date, titles and composition ofthe transfeпed

dЪсчmепtаtiоп, the list of all ongoing activities (events, activities, requests) that

must Ье completed Ьу the newly elected Corporate Secretary,

3. Tasks of the Corporate Secretary

20. The tasks of the Соrроrаtе secretary within his/her function are as follows:

1) ensuring that the Company's bodies and officials comply with the софоrаtе

management 1йs, the chaTtei and internal regulations of the company, and that the

corpoiate management policy and practices are_improved;

2) ensuring effective ореrаtiоп of the Board of Directors;

з) 
"пru.йg 

the storage, disclosure, and provision of essential information

aboujthe СоmрЪпу withiпЪis/hеr competence, as well as maintenance of the high

level of informational transparency.

4. Functions of the Соrроrаtе Sесrеtаrу

21 , In оrdеr to ensure that the company's bodies and officials comply with the

соrроrаtе management laws, the Charter and intemal regulations of the Company,

anj that the corporate management policy and practices аrе improved, the Соrроrаtе

Sесrеtаry performs the following functions:
1) pюviding and arranging consultations fоr the company's officials within

his/hеr competence regardiig 1h" i*ru., related to the laws and the internal

documents of the Соmрапу;
2) informing the Воаri of Directors of any identified non-conformities with the

laws and the iпйmа1 documents of the Соmрапу within his/her competence;

З)participatinginthedevelopment,compliance,andregularreviewofthe
соrроrаtе management policy and iractices at the company, as well as other internal

documents of the Company within his/her competence;

4) monitoring arrd unalyring the existing practice, trends, and perspectives for

deveiopment of съrроrаtе Йапаgеmепt in the Republic of kazakhstan and аьrоаd,

u. *.ll as providing infoйation and recommendations to the officials,

соrrеsропdiпgЪоdiеs, and heads of structural divisions of the Company.

22, In оrdеr to ensure the effective operation of the Воаrd of Directors and

committees thereof, the Соrроrаtе secretary performs the following functions:

1| clariffing tonewly elected members of the Board of Directors the applicable

rules оf the Board of ъirесtоrs and оthеr bodies of the Company, providing

information on the officials and organizational structure of the Соmрапу, its internal

documents and other information йlечапt to рrореr реrfоrmапсе of the duties Ьу the

members of the Board of Directors;
2) arranging introductory meetings, the newly elected mеmьеrs of the Rоаrd of

Directors with the mеmьеrъ of the Management Board and heads of structural

divisions of the Company (if necessary);

з) assisting in u.rung.rn.nt of advanced training fоr the members of the Воаrdоw



of Directors;
4) developing а draft Action plan for the Board of Directors with а schedule of

the meetings for the corresponding academic and calendar year;

5) епsйiпg рrореr preparation of materials in accordance with the agenda of the

meeting of the Board of Directors;
б) Ъuьmittiпg in а timely mаппеr the agenda to the members of the Board of

Directors with attachment of all necessary materials and notifying all individuals

invited to the meeting;
7) keeping minutes of the meetings of the Board of Directors in compliance

with ihe .еqчirБmепts set forth in the laws, the charter, and the internal documents

of the company, as well as ensuring that resolutions (minutes) of the Board of

Directors аrЬ timely signed Ьу all members of the Board of Directors;

8)sending .оД.rЪr..rоtutiопs and minutes of meetings of the Board of

Directors to the members of the Board of Directors that Wеrе not attending the

meeting;
9) Бпsuriпg рrореr compliance with the procedure of the meeting and decision-

making Ьу the Ёоuid of Directors, providing clariГrcations regarding requirements

of the lu*r, the Сhаrtеr and internal documents of the company as required fоr the

Board of Directors to make а decision;
10) sending resolutions of the Board of Directors to corresponding bodies and

officials оf the Соmрапу and monitoring fulfillment thereof, as well as informing

the Board of Directors of the results (progress) of the fulfillment according to the

procedure established Ьу the Board of Directors;
1 l ) preparing fоrйs for absentee voting Ьу the members of the Board of

Directors, сiЪtriьЙiпg and collecting the forms, and counting votes on the agenda

items of а meeting of the Board of Directors;
12) providinglensuring the provision ог) the mеmьеrs of the Воаrd of Directors

with documents and information requested;

1з) informing the chairman of the Board of Directors of all circumstances that

pr.u"rrt the Соrроrаtе Secretary from performing his/her duties;

14)participating in the preparation of the Company's аппuаl rероrt;

15j соllесtiпgъпd registeiing information regarding the mеmьеrs of the Board

of Directors req-uired fй suьйissiоп to corresponding authorities and other

stakeholders;
1б) providing organizational support to the committees of the Воаrd of

Directors, including]but-not limited to, Ъпsuriпg that materials аrе рrераrеd and

meetings аrе arranged, keeping minutes, storing,йo--,ndations and reports of the

commiitees, and submitting them to Board of Directors;

17) registering and storing all incoming coITespono,1:::ljressed to the Board

of Directors and the committees thereof, as well as preparing responses to the

'""iъУТ::iТrН- the fulfillment of specifically-addressed resolutions made ЬУ

the Board "i3:H::'io .r,rrr.е the Storage, disclosureo and provision of essential

information about the Соmрапу within his/her competence, as well as maintenance'w



of the high level of informational transparency, the Соrроrаtе secretary fulfills the

following functions:
1) eisuring that the requirements for storage and disclosure (provision) of

iпfойаtiоп аьъut the compbny established Ьу the laws, the Сhаrtеr and iпtеrпаl

documents of the Company аrе complied with within his/her competence;

2) monitoring thb timely disclosure of information Ьу the Соmрапу in

.о.дiчп". with 
-the proceduies set forth in the laws, the charter and internal

documents of the Company;
3) ensuring in ассоrdапсе with the laws and the internal documents of the

Соmрапу that tйе Company's documents (regarding the activities of the Соrроrаtе

S"..Ёturу1 subject to obiigatory Storage аrе accounted fоr, stored, and accessed, that

"opl"s 
of ,u.b do.u."nl. u.e provided while being certified Ьу the Соrроrаtс

Sесrеtаry;
4) Йsuriпg that the sole shareholder timely receives the information which

concems the interests of the Sole Shareholder in compliance with the laws, the

сhаrtеr, the intemal documents of the company, and the decision of the sole

Shareholder;
5) participating in the development of ап information policy (regulations оп

information disclosure), regulations оп commercial secrets, оr other confidential

information of the Соmрапу;
6) participating in updates and content creation for the company's website,

making .о.r.ъропdiпg suggestions (information) to the Воаrd of Directors and the

мапаgъmепt Ёоч.d 
"Бп."iпiпg 

improvement of the quality and completeness of the

information.
24. Other functions include:
1) maintaining business correspondence and business contacts with the

officials, the Sole ýhareholder, bodies, heads ofstructural divisions ofthe Company

as well as other individuals and entities within his/her competence and as instructed

Ьу the members of the Воаrd of Directors and the Sole Shareholder;

2) developing and participating in the development of drаft internal documents

of the Соmрапу йitьiп bivhei competence iгаррrочаl of such documents is within

the competence ofthe Board ofDirectors and the Sole Shareholder;

з) йопitоriпg the fulfillment of the decisions taken ьу the Sole Shareholder;

4j ensuring tйаt the results of company audits performed Ьу an_external auditor

and authorities are rероrtеd to the Board of Diгectors and, if necessary, the

committees thereof;
5) other functions ofthe Соrроrаtе Sесrеtаrу as established Ьу the laws. The

ре.fойапс" of the functions provided fоr in this section of this Regulation is carried

but ЬУ the Соrроrаtе Secreiary both independently and Ьу issuing аррrорriаtе

instrubtions to the employees of the Соrроrаtе sесrеtаrу service,

5. Sеrчiсе of the Соrроrаtе Sесrеtаrу
(suррlеmепlеd iп ассоrdапсе wilh lhe decisioп of the Board of Direclors daled Дugust 25, 2021,

miпutеs No. 8)
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25. То епsчrе that the Соrроrаtе Secretary реrfоrms his functions, the Соrроrаtе

Sесгеtаry Service (hereinaftei - Service) may Ье created in the Company. The

Service is а structural division оf the Company,
26, The service is created and abolished Ьу the decision of the Воаrd of

Directors. The staffing of the service is аррrочеd Ьу the decision of the Board of

Directors.
27.ThefunctionsofemployeesoftheServicemaybeassignedtoapersonwho

meets the following requirements:
1) рrеsепсе of а higher legal and / or economic education;

2j p."r"n"" of proiessional wоrk experience ofat least З (three) уеаrs, including

in the fihd of соrроrаtе law оr corporate gочеmапсе - at least 1 (year) years;

3) availability of knowledge, ехрегiепсе and qualifications sufficient to реrfоrm

the duties assigned to himЛrеr;
4) availaЙility of organizational and analytical abilities and skills;

5) availability of computer skills;
б) knowledge of the specifics of the company's activities,

б. Rights and Obligations of the Соrроrаtе Sесrеtаrу

28, The Соrроrаtе Secretary has the right to:

l) request йd rесеiче from officials of the company, heads of the Internal

дudit service, structural divisions of the company materials (information) and, if
necessary, clarifications required fоr the Соrроrаtе secretary to реrfоrm his/her

functions;
2) verify completeness of the package of materials provided regarding items of

the agenda fbr а mъеtiпg of the Board of Directors with the right to issue comments

and suggestions;
3)ъquеst and receive frоm the mеmьеrs of the Board of Dirесtогs and the

chaiiman of the Management Board - Rector а report оп fulfillment of decisions of

the Sole Shаrеhоldеr,Ъе Board of Directors, and, in case of non-fulfillment оr

delayed fulfillment, request written explanations of reasons fоr non-fulfillment оr

delayed fulfillment of the decisions;
4; request the mеmьеrs of the Воаrd of Directors and the Сhаirmап of the

Мuпчg.-Ъ.rt Воаrd - Rector to provide information and explanations regarding

чiоlайп of the rights of the Sole Shareholder оr regarding the situation resulting in

соrроrаtе conflicts and conflicts of interests;

5) suggest items for the agenda of а meeting of the Board of Directors and the

Management Board;
бirequest information from the Company register administrator regaTding апу

op..ution. registered in the register of the company's stockholder, as well as оthеr

information frоm the register as required Ьу the Company;
7) provide the rеýstеr administratoi with documents related to issue of

,..rrritй, Ьу the Company and other iпfоrmаtiоп required fоr the register
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administrator to keep the Company shareholder register рrореrlу,
9The Соrроrаtе Secretary must:

l) соmрiу with the stйаrds and requirements of the laws, the Сhаrtеr, and

these Regulations, as well as other intemal documents of the Соmрапу when

реrfоrmiпg his/her duties;
2) fulfill the instructions of the Board of Directors;

3) rероrt to the Воаrd of Directors on his/her activities;

+i .nru." confidentiality of the company's iпfоrmаtiоп and known insider

information during реrfоrmапсе of the Соrроrаtе Sесrеtаrу functions and during at

least 3 (thrее) у.чi.Ъft". termination ofthe function in the capacity ofthe Соrроrаtе

Secretary;
5) sign minutes, extracts frоm minutes, and certifr such documents with the seal

ог tb" СБrроrаtе secretary with initialing the certified documents on each sheet

thеrеоi
6) ieport to the Board of Directors on any situations that rерrеsепt а risk of

failure to comply with the effective laws, Ьrеасh of the rights of the sole

shareholder, оr оссurrепсе of а corporate conflict,

7. Liability of the Соrроrаtе Secretary

30.TheCorporateSecretarymustactintheinterestoftheCompanyandthe
Sole Shareholder and must perform his/her duties in good faith,

31. In compliance wiй the procedures set forth in the laws and the intemal

documents of the Соmрапу, the Соrроrаtе secretary must Ье held liab]e for:

1)improperfulfillmentofhis/hertasks,functions,rights,andobligations;
2) - 

losses caused to the Company due to his/her actions (failure to act);

зi disclosure of information which constitutes business, commercial, оr

other secrets protected Ьу the laws;
4) use of available insider information (information with restricted access) about

the Соmрапу for реrsопаl purposes.

зz. iье tiubiiity of theCorporate Secretary must Ье specified in the employment

agreement between the Соrроrаtе Secretary and the Company,

з3.If the mеmьеrs oi the Воаrd of Directors апd/оr the Сhаirmап of the

Management Board _ Rector refuse to take measures to eliminate corporate conflicts

оr pre'vent potential соrроrаtе conflicts аftеr being informed to 
лthat 

effect Ьу the

ёоrро.ut" Secretary, the latter must Ье released from the liability fоr аrrапgеmепt of

settlement of соrроrаtе conflicts.

8. Rеmчпеrаtiоп апd Вопчsеs Paid to the Corporate Secretary and
employees of the Service

(аmmепdеd апd suррlеrпепtеd iп o'r"oidonrn wilh lhe decisioп of the Board oJ'Direclors daled Дugusl

25, 2021 , miпulеs No. 8)

34. Remuneration of the Соrроrаtе secretary and employees of the service is

comprised of the official salary specified in the employment agre€ment and other

.o-p.n.utions (including financial support), incentives апd/оr bonuses paid in

'о



compliance with the laws and these Regulations, the resolution of the Воаrd of

Directors, and оthеr internal documents of the Company,

35.Salaryaccountingisperformedincompliancewiththetimesheet.
Дссоuпtiпg of bours асtuаlф worked Ьу the Corporate Secretary must Ье performed

Ьу the СоЙрапу'S Structural department in charge of such operations.

з6. Thb salary payment piocedure is set forth in an intemal document of the

Соmрапу wbicb еЪtаьiishеs tbe рауrоll System for the full-time employees of the

Company,
i7, дt discretion of the Company's Воаrd of Dirесtоrs, the Соrроrаtе Secretary

is paid а bonus corresponding to the results of the wоrk in the rероrtiпg quarter in

case the Соrроrаtе secretary реrfоrms the duties in а quality mаппеr. _The 
amount

and terms of the bonus puy..nt must comply with the corresponding intemal

documents of the Соmрапу.
38. In celebration of public holidays in the Republic of kazakhstan, the cost

savings of the payroll fund (hеrеiпаftеr - pRF) сап Ье used to рау а bonus to the

con,,p"u.ry', Сфьrаtе secreiary in the amount corresponding to the_ amount of а

ьопui puy-*t in such occasions to any еmрlоуее of the company with ап official

salary bquivalent to that ofthe Corporate Secretary. Corresponding bonus payment

-urib" provided on the basis of an оrdеr of the Chairman of the Management Воаrd

- Rector, оr the реrsоп acting in his/her capacity,

З9.Thecorporate,"",.tu.yandemployeesoftheService,upongrantingan
annual paid leavb, аrе paid а health improvement allowance in the amount of опе

оffiсiаlЪаlаry once реr calendar уеаr. ТhЪ Corporate Secretary is granted annual paid

leave in u"co.dan"" *ith the оrdеr of the Сhаirmап of the Management Воаrd - the

Rector of the Соmрапу for 30 (thirty) days,

40.TheCompany'sCorporateSecretaryreceivesadditionalpaymentS,
warranties and compensations in the amount set forth Ьу the lаьоr laws of the

Republic of Kazakhsian and the iпtеrпаl documents of the Company. The Соrроrаtе

Secretary is also provided а medical insurance at the expense of the Соmрапу (if the

Company оffегs а corresponding benefit package),

it.Ъ-рlоу""s of the Service, on the basis of the presentation ofthe Соrроrаtе

secretary, aie iaid an additional payment in an amount not exceeding two base

official salaries
42.TnecorporateSecretaryandemployeesoftheServiceareprovidedwith

material assistance in the amount of 50 (fifty) monthly calculation indicators based

on copies of supporting documents (birth ce;tificate (adoption), mаrriаgе certificate,

death certificate) in the following cases:

1)birth (adoption) of а child;
2) marriage of the еmрlоуее;

3) death of the spouse о, .ior. relatives (parents, children, adoptive parents,

adopied children, siblings and half-siblings),

9. Maintenance of the Соrроrаtе secretary Activities

4З.Forthepurposeofproperfulfillmentoftheduties,theCorporateSecretary'0



10. Final Provisions

45.ApprovaloftheRegulationsandamendmentstheretomustbethe
competence of the Company's BoaTd of Directors,

46, If certain clauses oith.s. Regulations conflict with the effective laws, such

clauses must Ье void and the рrочisiоЪs of the effective laws must apply to replace

ibe invatia provisions hеrеоi until corresponding amendments аrе made to the

Regulations.
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must Ье equipped with the necessary organizational and technical facilities, in

раrtiсulаr:
1) а separate rооm at the location of the administrative bodies of the company;

Zi worlplace of the Corporate Secretary must Ье provided with а personal

.o.p.,t"r, and the Соrроrаtе Secretary himself/herself - with а laptop;

Ъ1 n.."rrury offiie and auxiliary equipment, а safe, а fire-proofcase for storage

of documents, as well as rеfеrепсе literature and periodicals;

4)а corresponding information and legal system (an electronic database).

++.Tbeamountofbusinesstravelexpenses(dailyallowance,accommodation
costs, costs of traveling to the business travel destination and back) for the Соrроrаtе

sесrеtаrу is established Ьу the Board of Directors,
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