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IHonoxkeHue 0 3a11MTE MEPCOHAJIBHBIX JAHHBIX PA0OTHUKOB U 00y4YAKOLIMXCS.

1. OBIIME ITOJOXEHUSA

1.1. Hactosmee IlomokeHne O 3alUTe NEPCOHAIBHBIX MJAaHHBIX pPAOOTHUKOB (Jajee IO TEeKCTy —
«[lonoxxenuey») pazpaborano B coorBercTBUU ¢ KoHctutyuueir PO, denepanbHblM 3aKOHOM OT
27.07.2006r. Ne 152 — @3 «O nepcoHalbHBIX AaHHBIX», TpynoBbIM KojekcoM PD, yctaBoM (JIro6aBuHCKas
COI) (manee mo TekcTy «OpraHu3anus»).

1.2. Tlox «mepcoHANBEHBIME JaHHBIMI» PAOOTHHKA TTOHUMAETCST HHpopMaIus, Heooxoaumast OpraHu3aim
B CBSI3H C TPYAOBBIMH OTHOLICHHUSMH M Kacarolascs KOHKPETHOro paboTHUKA, B TOM YHCIIE €T0:

dbamMumnus, uMs, 0TYECTBO

TOJl, MECAIl, 1aTa U MECTO POKICHUS

azapec

ceMeiHoe, COIMaTbHOE, HMYIIECTBEHHOE MOJIOKECHHE

oOpaszoBaHue

npodeccust

JTIOXOJIBI

npyras uHbopManus

1.3. Tlom «paGoTHHKOM» B [lOJIO)KEHWH TIOHMMAETCS JIUIO, COCTOSAIICE B TPYIOBBIX OTHOIICHHUSAX C
Opranu3anuei.

1.4. Tlox «10KHOCTHBIMU TUIIaMK» B [10J10KeHUM TOHUMAIOTCSI pA0OTHUKH, COCTOSIINE B TPYIOBBIX
oTHomeHHsIX ¢ OpraHu3anyell 1 IMEIOIIIe MPaBo Ha OIydYeHue, 00padoTKy, mepeaady B mpoiecce
paboThI MEPCOHATBHBIX JTAHHBIX (PYKOBOJAIIMIA COCTAB: JUPEKTOP M €r0 3aMECTHUTEINH, TJIaBHBIH
Oyxrantep u Oyxranarep; paOOTHUKH OTHena KaJpoB, OTJEla KOMIBIOTEPHBIX TEXHOJIOTHH, YWICHBI
KOMHUCCHI MO0 COLMaTbHOMY CTpaxoBaHHi0). (O0S3aHHOCTh JODKHOCTHBIX JIMI[ COOJIOAATh
[TonoxkeHne mODKHA OBITH 3aKpEIUICHA B TPYAOBBIX JIOTOBOPAX, 3aKIFOYAEMBIX C YKa3aHHBIMHU
JIUIIAMHU.

1.5. TlonokeHue ycTaHaBIMBAET NOPAJOK 0OpaOOTKH MEPCOHATIBHBIX JAHHBIX PaOOTHUKOB, UX IIpaBa U
0053aHHOCTH B 00JacTU 3alUThl NEPCOHANbHBIX JaHHBIX, MOPAIOK Iepelaud IepPCOHATBHBIX
naHHbIX B OpraHu3anuu 4 3a e€ mpejienbl, OTBETCTBEHHOCTD JOHKHOCTHBIX JIMI 32 HAapyILIEHUE HOPM
[Tonoxenwus.

1.6. Tlpu npuéme Ha paboTy (IO 3aKIIOYEHUS TPYIOBOTO JOrOBOpa) pPabOTHHK JOJDKEH OBITH
o3HakomiieH ¢ [losokeHHMeM MOA poCNUCh B JUCTE€ O3HAKOMJeHHs (cM. MHcTpykuuio 1o
JIeIONPON3BOICTBY B Opranu3aiun).



2.COCTAB NIEPCOHAJIBHbIX TAHHBIX

2.1. K nepcoHanbHOM JOKYMEHTALMH (COAEpKaIIe IEPCOHATBLHBIE IaHHbIE) OTHOCATCS TOKYMEHTHI,
KOTOpBIE COJEepKaT HWHAMBUAYalbHbIE HaHHBIE O KOHKPETHOM pab0OTHHUKE U HCIOJIB3YIOTCS
JOJKHOCTHBIMU JIMIIAMM TTPH UCTIOJTHEHUH CBOMX JOJIKHOCTHBIX 00sS3aHHOCTEH.
K HuM oTHOCSTCS:
1) JlokyMeHTbI, HpenbsBISIEMbIE IPU TPYAOYCTPOMCTBE Ha pabOTy B COOTBETCTBUU €O CT. 65
Tpynosoro koaekca P®:
[TacriopT Wi MHOM JOKYMEHT, yIOCTOBEPSIIOLIUN JTUYHOCTb;
TpynoBasi KHUXKKa,
CrpaxoBoe CBUJIETENIBCTBO TOCYAAPCTBEHHOTO TEHCHOHHOIO CTPaXxOBaHMs,
JIOKyMEHTBI BOMHCKOTO yueTa — JJi1 BOEHHOOOSI3aHHBIX U JIUII, TIOIeKAIIUX TPU3BIBY;
JlokymeHT 00 oOpa3oBaHWM, KBATM()UKALIWK WIM HAJIUYUU CHENHATBHBIX 3HAHUH — TpU
MOCTYIJIEHUHU Ha paboTy, TPeOYIOIIYIO CIICIUANbHBIX 3HAHUHM WU CIIeIMaTbHON MOATOTOBKH,
Hanpasnenue ciry>k0bl 3aHATOCTH
2) XapaKTepuCTHUKH
3) PekomennparenbHble MUChMa
4) CrpaBky, TOITBEPKIAIONINE TEPUOIBI paboThl y paboToaaTeneit 1 pazMep 3apabOTHOM IUIAThI
5) Harpaaubie TOKyMEHTBI
6) JIMCTKM HETPYIOCTIOCOOHOCTH
7) MenuuuHCcKHEe CIpaBKu
8) JlokyMeHTBI, MOATBEpXkAAIOIIME TMpeArnoiaraeMble W (AKTUYECKH TMOJyuYeHHbIE pPaOOTHHUKOM
JICHE)KHBIE CPE/ICTBA
9) HHble NOKyMEHTHI, CO/IepKalllie MePCOHATBLHBIE CBEICHHS O PAOOTHHKE.

3.0BA3AHHOCTHU JOJIKHOCTHBIX JINI

3.1. TIlpm o00paboTke NEepCOHANBHBIX JaHHBIX pa0OTHUKA (TMOTYYEHUU, XPAHEHUHU, KOMOWHUPOBAHUU,
nepeaayue uim JII0OOM JPyroM MCIOIb30BaHUH MTEPCOHANTBHBIX JaHHBIX PaOOTHHKA), TOJKHOCTHBIC JIUTIA,
KOTOPBIE UMEIOT K HUM JOCTYI ¥ HCTONB3YIOT MPU UCTIOTHEHUH JOKHOCTHBIX 00S3aHHOCTEH, TOKHBI
COOIIIOIaTh CIEAYIONINE TPEOOBAHUS:

1) o0paboTka NEpCOHANBHBIX [aHHBIX PAOOTHUKA MOXET OCYIIECTBISATHCS HCKIIOYUTENBHO B IENAX
obecrieueHus COOIOACHHS 3aKOHOB U MHBIX HOPMATHUBHBIX MTPABOBBIX aKTOB, COACHCTBUS PaOOTHUKAM B
TPYAOYCTPOHCTBE, OOYYeHHH M TPOABMKEHMHM IO CIykOe, oOecredyeHus IWYHOW Oe30MacHOCTH
pabOTHHKOB, KOHTPOJS KOJMYECTBA M KadyecTBa BBINMOIHAEMON pabOThl M 00ECIEeUeHUs] COXPaHHOCTHU
UMYIIECTBA;

2) Bce MepcoHaIbHBIC JaHHBIC pA0OOTHHKA CIICAYET MOJydaTh Y HETO CaMoTo.

Ecnu nepconanbHble naHHbIE paOOTHHKA BO3MOKHO MOIYYUTh TOJIBKO Y TPEThel CTOPOHBI, TO pAOOTHUK
JOJKEH OBITH YBEJOMIIEH 00 3TOM 3apaHee (He mo3aHee ueM 3a 3 pabodux JTHSA) U OT HETO JOJHKHO OBIThH
MOJy4YeHO MMCbMEHHOe corjiacue.

JIOMKHOCTHBIE JTUIA JOHKHBI COOOMTUTH PAOOTHUKY O IEJISIX, MPEANOIaraéMblX HICTOYHUKAX U CTIOc00ax
MONyYeHHs] TEPCOHANBHBIX JAaHHBIX, a TaKXKe O XapakTepe NOJUIeKAIINX TOIYYSHHIO MEePCOHANbHBIX
JAHHBIX U MOCJIEACTBUSAX OTKa3a pabOTHUKA AaTh MUChbMEHHOE COTJIaCHe Ha UX MOITYYCHHE;

3) IOIKHOCTHBIE TUIA HE BIIpaBe MoMy4yaTh U 00pabaThIBaTh MEPCOHATbHBIC JaHHBIE pAOOTHUKA O €T0
MOJINTUYECKUX, PEITUTUO3HBIX U UHBIX YOSKIECHUAX U YACTHOU KU3HHU;

4)  IOMKHOCTHBIE JIMIIA HE BIIPaBe MOIy4aTh U 00padaThIBaTh MEPCOHANbHBIC TaHHbIE pAOOTHUKA O €ro
YJICHCTBE B OOIICCTBCHHBIX OOBCAMHCHUSX WU €ro NPOQPCOIO3HOW ACSITETBLHOCTH, 3a HUCKIIOYCHHEM

CllydyaeB, HEOOXOAMMBIX JJsi pelIeHUuss Bompoca 00 yBOJBHEHHHM pPAOOTHUKOB IO OCHOBAHUSM,

IPEeTyCMOTPEHHBIM IMyHKTamu 2,3 u 5 yactu nepsBoit ctateu 81 Tpynosoro koaekca P®;



5) T[pW TUPUHATHH pEHICHWH, 3aTParuBalOLIMX WHTEpechl pabOTHHKA, JOJDKHOCTHBIC JIMIIA HE BIIPaBe
OCHOBBIBAaTbCSI HA IEPCOHAIBHBIX MJAHHBIX pPAOOTHUKA, MOJYYEHHBIX HCKIIOUUTEIBHO B pE3yJbTaTe MX
aBTOMATU3UPOBAHHON 00paOOTKU HIIH JIEKTPOHHOT'O MOTYyUCHHUS.

4. TIPABA PABOTHUKOB

4.1. PaGoTHUKY, TPEIOCTAaBUBIINE JOJKHOCTHBIM JIMI[AM [I€PCOHAIbHbBIE JaHHbBIC, UMEIOT IIPABO Ha:
CBOOOIHBIN OECIUIaTHBIN TOCTYI K CBOUM IEPCOHAIBHBIM JaHHBIM, BKJIIOYasi IPaBO HA MOTy4YeHHE KOMHii
a000i  3amucH, conepKalledl IMepcOoHaIbHbIE JaHHble paOOTHMKA, 3a HCKIIOUEHHEM CIy4aes,
IpeayCMOTPEHHBIX (heiepabHbIM 3aKOHOM;

OIpeJIeJIEHUE CBOMX NPEACTaBUTEINIEH JUIsl 3alUThl IEPCOHAJIBHBIX JIaHHBIX;

JIOCTYII K OTHOCAILIMMCS] K HUM MEIUIUHCKUM JaHHBIM C IIOMOILBI0O MEJUIIUHCKOTO CIIELUATIUCTA 110 UX
BEIOODY;

TpeGoBaHnE 00 UCKIIOYECHUH WU MCIIPABICHUH HEBEPHBIX MJIM HETIOJIHBIX MIEPCOHAIBHBIX TaHHBIX, a
TaKXe JaHHbIX, 00paO0TaHHBIX C HapyLIEHHUEM TPeOOBaHUM JeHCTBYIONIETr0 3aKOHO1ATENIbCTBA.

[Tpu oTKa3e JOHKHOCTHBIX JIUI] HCKIIOYUTD WA UCTIPABUTH NIEPCOHATILHBIE TAHHBIE pAOOTHUKH UMEIOT
OpaBoO IOJaTh 3asBieHUe  Jupekropy OpraHuzalud O CBOEM HECOIJIACHU C COOTBETCTBYIOLIMM
000CHOBaHMEM Takoro Hecornacusi. llepcoHanbHble [aHHBIE OLIGHOYHOIO Xapakrepa (coaepiKaiuecs,
HalpuMep, B XapaKTEePUCTHKE, aTTECTALIMIOHHOM JINCTE) PAOOTHUKU UMEIOT IIPABO JOMOJIHUTH 3asiBIICHUEM,
BBIPQKAIOIINM €r0 COOCTBEHHYIO TOUKY 3PEHUS;

TpeboBanus 06 n3zseniennn Opra"nusanueit Bcex JIML, KOTOPBIM paHee ObLIM COOOLEHBI HEBEPHbIE UIIH
HETIOJIHbIE TEePCOHAJIbHBIE JaHHbIE PAO0OTHHKOB, 000 BCEX MPOU3BEICHHBIX B HHUX HCKIIOYCHUSX,
UCIIPABJICHUSAX WIH JJONOJHEHUSIX;

00>kaJoBaHUE B CyJI JTIOOBIX HEMPABOMEPHBIX JAecTBUI 1 Oe3neiicTBus Opranusanus npu o0padoTke
¥ 3alUTE UX IEPCOHATIbHBIX JaHHbIX.

5. HIOPAJOK CBOPA U IIEPEJAYU NIEPCOHAJIBHBIX TAHHBIX

5.1. IomKHOCTHBIE JIMIIAa KUMEIOT MTPABO MOJIy4aTh TOJIBKO T€ MEPCOHAIBHBIE TaHHbBIE PA0OTHHKA, KOTOPbIE
HEOOXOUMBI JUISI BRITIOJTHEHUS! KOHKPETHBIX TPYAOBBIX (DYHKIIUH.

5.2. IomKHOCTHBIE JIMIIA HE BIIpaBe 3alpalinBaTh HHPOPMAIUIO O COCTOSHUU 3[J0POBbSl paOOTHHKA, 32
UCKJIIOYEHHEM TEX CBEJICHUH, KOTOPBIE OTHOCSTCS K BOIIPOCY O BO3MOYKHOCTH BBIIIOJHEHUS pAOOTHUKOM
TPYAOBOH QpyHKIMH (HApUMEp, IPU PEUICHUH BOIIPOCa O MepeBoJie pabOTHUKA Ha APYTYIO0 JOHKHOCTH
(paboTy) mpu HATMYUU METUIIMHCKOTO 3aKII0UEHUS, JAIOIIEro OCHOBAHUS 10JIaraTb O HEBO3MOXKHOCTH
BBITNOJIHEHHS] pAOOTHUKOM TPYI0BOW (DYHKIIMU HA YCIOBUSX, IPEIYCMOTPEHHBIX TPYAOBBIM JOTOBOPOM).

5.3. JIoJpKHOCTHBIE JIUIIA TTOTYYaoIie MePCOHAIbHBIE TaHHBIE paO0THHUKA, 0053aHbI COOIOIATh PEKUM
CeKpeTHOCTH (KoH(uaeHIManIbHOCTH). [laHHOE MOJIOKEHWE HE pPaclpocTpaHseTcss Ha OOMeH
NEPCOHATBHBIMU JJAHHBIMUA PA0OOTHUKOB B MOPSIKE, YCTAHOBICHHOM (hesiepaibHbIMU 3aKOHAMHU.

5.4.J10;DKHOCTHBIE JIUIA HE UMEIOT IpaBa COO0IIATh MePCOHANbHBIEC JAHHBIE PAOOTHUKA TPEThEH CTOPOHE

0e3 NHCbMEHHOro corjiacus paOOTHHKA, 33 MCKIIOYEHHEM CIlydaeB, KOIJla 3TO HEOOXOAUMMO B LEJSIX
OpeaynpekIeHUs] Yrpo3bl KH3HM M 3[J0POBbIO pabOTHHKA, a TaKKe B  CIydasX, YCTaHOBJICHHBIX
dbenepanbapiMu  3akoHaMHu  (TpynoBeiM Kogekcom P®, Hamoroseim komekcom P®, denepambHbIMU
3akoHamu «O craryce cymeir B Poccuiickoe @enepamumn», «O wmummunmity, «O denepanbHOU CIy)Oe
6e3onmacHoctn», «O mnpokypatype Poccuiickoe @enepauun», «O 3ammre IpaB OPUIUYECKUX JIUL U
VHAMBUAYAJIBHBIX [IpEeANPUHUMATENEH IPU IPOBEJECHUH IOCY1apCTBEHHOI'O0 KOHTPOJIs (Haa3opa) U ap.),
IPeAyCMaTPUBAIOIIMMH TPaBO JOJDKHOCTHBIX JIMI KOHTPOJMPYIOUIMX W IPABOOXPAHUTENIBHBIX OPIaHOB
3ampamuBaTh y paboTojaTeneil B YCTAHOBICHHOM TMOPAIKE JOKYMEHTBI, COJEpIKallue IepCOHAIbHBIC
JaHHbIe PaOOTHUKA, - B IIEJISX UCIIOJIHEHUS BO3JIOKEHHBIX HAa HUX (eiepaIbHBIMU 3aKOHAMU 00s13aHHOCTEH.

6. IPABHUJIA XPAHEHUSA JOKYMEHTOB, COAEPKAIIIUX

INEPCOHAJIBHBIE TJAHHBIE



6.1. JIuynble ena u TPyAOBbIe KHMKKH paOOTHUKOB XPaHITCS B METAUTMYECKUX MIKadax, cerdax,
MMEIOIINX Ha/IEKHBIE 3aIIOPHIL.
6.2. JInynble nena mpeoCTaBIsIOTCS B PACIOPSKEHUE TOJKHOCTHBIX JIMILL JIUIIb B CIEAYIONIUX CIyJasX:
HE0OX0MMOCTh 0(OPMIICHHUS HarpaIHbIX JOKYMEHTOB;
(bopMHpOBaHUS CTATUCTHYECKUX JAHHBIX;
HOATOTOBKH XapaKTePUCTHKH
U TOpUd HaJIMYUM COOTBETCTBYIOIIEH pe3oionuu jaupekTopa OpraHuzanuy Ha CIyKeOHOW 3ammcke
cooTBeTcTBYIOMIEH Gopmbl (cM. MHCTpyKIMIO 1O 1€10pOn3BOACTBY B OpraHu3amun).
JInuHbIe /1e1a BBIIAIOTCS MOJI POCTIMCH B )KypHAJIE BBIAAYHN JTUYHBIX €.
JInyHOE NeTI0 TOIHKHO OBITH BO3BPAILCHO B OT/EI KaJIpOB B TEUYCHHUE HEACIHHOTO CPOKAa C MOMEHTA
€ro MOJIy4CHHUS.

6.3. TpyoBble KHIKKM PaOOTHHKOB MOTYT HPEAOCTaBISATHCS PAOOTHUKAMM OT/ENa KaJgpOB JIMIIb
paboTHHKaM OyXTranTepuH U WieHaM KOMHCCHU TI0 COIMAIbHOMY CTPaXxOBaHHIO, - TP HEOOXOTUMOCTH
IPOBEPKH JJAHHBIX O CTPAXOBOM CTa)Ke PaOOTHHUKOB, - ISl PELICHUS BOIIPOCOB O MPABUIILHOCTH UCYUCIICHUS
¥ BBITUIATBI TOCOOUH 110 TOCYIapCTBEHHOMY COIMAIBHOMY CTPaXOBaHUIO.

7. OTBETCTBEHHOCTD 3A HAPYIHIEHUE IMOJIOXKEHU A

JloJoKHOCTHBIE JIMIIAa, BUHOBHBIE B HapylleHuu IlonoxkeHus,  HeCyT AHUCLUUIUIMHAPHYIO,
aJIMMHHMCTPATUBHYIO, T'PAKIAHCKO-IIPABOBYI0 WJIM YTOJIOBHYIO OTBETCTBEHHOCTb B COOTBETCTBHM C
Tpynosbim kogekcom P®, Konexcom Poccuiickoit @enepanuu 06 aIMUHACTPATUBHBIX TPABOHAPYIICHHUSX,
YronoBHbIM KoziekcoM Poccuiickoit deneparium.
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