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MMOJIOKEHHUE
0 MePCOHAJIBHBIX IAHHBIX PAOOTHHKOB

1. OOmme noJI0KEHUS.

Lleapro monoxeHus 06 06paGoTke IMEPCOHATBHBIX AaHHBIX pabothukoB (zanee — IlonoxkeHue) ABIAETCA
3amMTa [EPCOHANBHBIX AAHHBIX paboTHHKoB MBY CTO «BnaroycrpoiicTeo» (nanee — YdpeskaeHue) OT
HECAHKLOHHPOBAHHOTO JOCTYIIA, HENPABOMEPHOrO MX MCIIONb30BAHUA MU YTPATBI, & TaloKe YCTaHOBJIEHHE
OTBETCTBEHHOCTY JO/DKHOCTHBIX JIMI[, HMEIOMWX JOCTYyNl K MNEPCOHANbHBIM JaHHBIM pabOTHUKOB,
33 HEBBITIONTHEHME TPeGOBAHMH HOPM, PETYTHPYFOMIMX 0OPAaObOTKY H 3aIIMTY NEPCOHATLHBIX NAHHBIX.
Ionoxenne pazpaboTaHO B COOTBETCTBUM CO CTATHAMHU 85-90 Tpymosoro Konekca Poccuiickoit Dexnepanuy,
KouctuTynueit Poccniickoit @enepauuy, I pakIaHCKAM KOIEKCOM Poccuiickon ®enepanny, OenepalbHbIM
zakoHOM «O6 mHGbopMaUNH, HHGOPMALHOHHBIX TEXHONOTHAX U O 3alllHTe uadopmauuny», DexepalbHBIM
3aKoHOM «O TIepCOHANBHBIX AAHHBIXY, [IpaBriaMi BHYTPEHHEr0 TPYAOBOrO pacriopaaka OpraHuzalym.
TTopsanok BBOAA B AeiicTBYe U M3MeHeHUs T0I0KEHHA.

1.3.1. TlomokeHme BCTyMaeT B CHIy C MOMEHTa YTBEPXKICHUS €ro AHPEKTOPOM Yupexxaenuss |

JeficTByeT GecCpOoUHO, 10 3aMEHbI €r0 HOBBIM MOTI0KEHHUEM.

1.3.2. Bce uzmerenus B 110105keHHs BHOCSATCS COOTBETCTBYIOMINM ITPUKA3OM.
Bce paGoTHUKH YupexAeH s JOMKHb! ObITh O3HAKOMIIEHB! ¢ HACTOAILHM [TosoXKeHHeM 1101 TTOAIHUCE.
PexxiM KOH(HASHLMAIPHOCTH NEPCOHANBHBIX JaHHbIX CHUMaeTCd B Clydac HX 00e3nuurBaHud H 110
YicTedeHUH 75 €T CpoKa MX XpaHeHWs, WM TpOAIIeBaeTCs HAa OCHOBAHWM 3aKIIOHCHI SKCTIEPTHOM
KOMHCCHA YUpeKIeHHNs, €CIIM HHOE HE ONPEJC/IEHO 3aKOHOM.

2. OcHOBHBIEC IOHSATHS.

s weneii Hacrosutero I1onoKeHKs HCTONB3YFOTCA CIEMYIOLIHES OCHOBHDBIC IIOHATH

—  mepcoHasbHble JaHHbIE pabOTHWKa— JrOOad pHbOpMAaLKs, OTHOCAIAACS K ONpeleIeHHOMY HIH
ollpeeNnseMoMy Ha OCHOBaHHHM TaKod HH(OpMAIUA paboTHUKY, B TOM dYHClle ero (QaMHIus, UM,
OTYECTRO, TOM, MeCAl, aTa H MECTO POKIEHHs, alpec, ceMeHHoe, COLMalbHOE, HMYLIECTBEHHOC
[I0JI0KEeHHE, 0OpasoBaHue, MPodeccHs, TOXOIbl, apyrasd uHpOpManus, HeoGXoauMas pabOTOATEO B
CBA3Y C TPYIOBBIMH OTHOIICHUAMHU;

— o6paboTka TEpCOHATBHBIX NAHHBIX — COOp, CHCTEMATH3ALUA, HAKOIUICHHE, XpaHeHHe, YTOYHEHHE
(0OHOBIIEHHE, W3MEHEHHE), HCIIONb30BAHKE, PACHPOCTPAHEHHE (B TOM uHMcie Ilepenaya),
obe3uurBaHNe, OIIOKHPOBAHNE, YHHUTOXKECHHE EPCOHAABHBIX NaHHBIX pabOTHHKOB Y YpexAeHHS;

- KOHq.)I/I)IeHLII/IaHLHOCTb nepcoHaabHbIX JaHHBIX — "o0g3aTenbHOE AT coOIIofleHUsl Ha3zHa4Ye€HHOI'O
OTBETCTBEHHOI'O JIMLA, MOJYUUBIIETO OOCTYII K NEepCOHAIBHBIM JaHHBIM pa60THI/IKOB, TpC6OBaHI/Ie HC
JOITYyCKaTb UX pacipocTpaHEeHHA Oe3 cormacus pa60THm<a WA UHOTO 3aKOHHOTO OCHOBAHMA;

—  pAcTpOCTpaHeHHe IePCOHAIBHBIX [AAHHBIX — NEHCTBAA, HANPABIICHHbIE HA nepegady MEPCOHATBHBIX
JAHHBIX pabOTHHKOB OMNpeIeeHHOMY Kpyry i (rmepeiada NepCOHAIbHBIX JAHHBIX) WIH Ha
O3HAKOMJICHAE C TIEPCOHANBHBIMA [aHHBIMYM HEOTPAaHMHYeHHOro Kpyra JIML, B TOM HHCsC
OGHapolOBaHHe MEePCOHANLHBIX ~NAHHBIX pPabOTHUKOB B CpeicTBaX MaccoBoii HHGpOpPMAIUH,
pasMellleHre B HH(POPMALMOHHO-TE/IKOMMYHNKALMOHHBIX CETAX WIH NpPeNOCTaBJIEHHE J0CTyIa K
T1epCOHATBHBIM JAHHBIM PaGOTHHKOB KAKMM-THOO0 HHBIM crocobom;

—  HCIOJB30BAHHE TEPCOHATBHBIX NAHHBIX — HACGHCTBHA (omepauup) ¢ TIEPCOHANBHBIMU JIAHHBIMH,
coBepITaeMble JODKHOCTHBIM JIMLOM YUPESKICHHS B UEJAX MPUHATHA pelleHHi WM COBEPLICHUSA
WHBIX AeMCTBHH, MOPOXIAOUIMX IOPUAMUECKHE IIOCIENCTBUA B OTHOILEHUM PaGOTHHKOB JIMOO MHBIM
06pa3soM 3aTPArHBAIOLIMX X TIpaBa ¥ CBOOOLBI W/lK pasa 1 cB0O0O/IBI APYTHX JIUII;
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6JIOKMpOBAHME TIEPCOHANBHBIX ~NAHHBIX — BPEMEHHOE IPEKPAIICHUE cbopa, CHCTEMaTH3alMH,
HAKOILTEHHS, HCTIOB30BAHNA, PACTIPOCTPAHEHHS [IEPCOHATBHBIX AAHHEIX PAOOTHHKOB, B TOM HHC/IC HX
repeaauy;

VHHUTOXKEHHE TIEPCOHATBHBIX TAHHBIX — NEHCTBHA, B PE3YNIBTATe KOTOPBIX HEBOSMOXKHO BOCCTAHOBHTh
colleprKaHHe TIepCOHATBHBIX TaHHBIX B HHYOPMAIMOHHON CHCTEME MIePCOHAILHBIX AaHHRIX pabOTHHKOB
WIM B pesylbTaTe KOTODBIX YHHMUTOXAIOTCS MaTepHaibHble HOCHTEIH TEpCOHANIBHRIX JaHHBIX
pabOTHHUKOB;

0Ge3TMIMBAHAE [IEPCOHATBHEIX JAHHBIX — AeHCTBHS, B Pe3y/IbTaTe KOTOPBIX HEBO3MOMKHO ONPE/CIMTE
TIPHHAIEKHOCTD [TEPCOHAIBHBIX AaHHEIX KOHKPETHOMY paboTHHUKY;

0BIeNOCTyHBIE TIEPCOHANBHBIE JAHHBIC — [IEPCOHANbHbIE JaHHBIE, NOCTYIl HEOrPaHHYEHHOrO Kpyra
MM K KOTOPSIM TpENOCTAaBIeH C COracks paloTHMKA WM Ha KOTOpBIe B COOTBETCTEHH €
(elepaTbHEIMK 3aKOHAMH HE PacTIpoCTpaHsieTcs TpeOoBaHne coOIFOIeHH KOHPUACHILMAIBHOCTH.
uH(OpMAIUs — CBeAeHHs (COOOIEHH s, NaHHbIE) HE3aBUCHMO OT (opMBI HX TIpeAcTaBIeHUA.
OKYMEHTHPOBaHHas WH(pOpMais — 3adUKCHPOBAHHAA HA MATCPHANLHOM  HOCHTEIC yTeM
JOKYMEHTHpPOBaHMS. HHMOPMALIKA ¢ PEKBH3UTAMH, IO3BONAIOMMMU ONPCACTUTE TAKYIO uH(GOpMALIHIO
WIH €€ MATEPUATbHBII HOCHUTEb.

3. CocTaB NepCOHANBHBIX JAHHBIX PaOOTHHKOB.

3.1.B cocTaB MepCOHANBHBIX JAHHBIX PAOOTHHKOB Y UPEXKICHHSA BXOMAT:

aHKeTHBIe B OuorpaduIecKue JaHHbIE;

00pazoBaHuE;

CBeJeHHUs O TPYAOBOM M OOIIEM CTAXKE;

CBEIEHHA O COCTaBE CEMBH;

MAcCIIOPTHBIE JaHHbIE;

CBeJIEHH O BOMHCKOM y4eTe;

cBeneHus o 3apabOTHOM IIjIaTe;

CBEJIEHHUS O COLMANIBHBIX JIBrOTaxX;

CIEIIHAJIBHOCTE,

3aHHMaeMas NOJDKHOCTD,

HIMUHE CyTAMOCTEH;

ajipec MeCTa XUTEINbCTBA;

JOMALIHHM TenedOoH;

MecTO PaBoTHI WK y4eObl WICHOB CEMbH M POJICTBCHHUKOB;
copepkaHue TPyAOBOTO IOroBOpPa;

COCTAB JeKJIapupyeMbIX CBEIEHUH O HATNYMM MaTepHATbHBIX LIEHHOCTEH;
coflepIKaHKe AeKIapalliH, MOIaBaeMOH B HATIOTOBYIO HHCIIEKIIMIO;
TIO/UTHHHUKH M KOITWH NIPHUKA30B 110 JIMYHOMY COCTaBY;

SIMYHBIE Jela ¥ TPy IOBble KHUXKKH COTPYIHUKOB;

OCHOBaHMA K ITPHKAa3aM II0 INYHOMY COCTaBY,

Jena, CoaeprKalie MaTeprabl O MOBBIICHUIO kBannbUKalMU ¥ NEPENOATOTOBKE COTPYIHUKOB, MX
aTTeCTalllH, CIIy:KeOHBIM pacC/IeTOBaHUAM; .

KOIIMKA OTYETOB, HAIIpABJIIeMble B OpraHbl CTATHCTHKH.

3.2. JIaHHBIE JOKYMEHTBI SIBJIAFOTCSA KOHGUISHIMATbHBIMH, TIPH STOM, yHHTBIBAs HX MacCOBOCTE M €IMHOE MECTO
0GpaboTKK ¥ XPaHEHHs - COOTBETCTBYOLIMHA rpud orpaHHYEHHd Ha HUX HE CTABUTCH.



4. OO6paboTKa IEpCOHATBHBIX JaHHBIX.

4.1.B nenax obecredeHus mpap U cBoOoA paboTHHKa YHYpexIEHHA M €ro MPEACTABHTEIH IpH oopaboTke
ePCOHANLHBIX IaHHBIX PaGOTHHKA 00s3aHbl COO/TIOAATE CIIEAYIOMIHE obumie TpeSoBauHs:

4.1.1.

4.1.6.

OGpa6oTka NMepCOHATBHEIX JAHHBIX PabOTHHKA MOXKET OCYLUSCTBIATBCA MO -
ofeciedeHnsl COOMIONEHHA 3aKOHOB M WMHBIX HOPMATHMBHBEIX TIPABOBBIX AKTOE, COSSRcTEss
paGoTHHKAaM B TPYAOyCTpoHcTBe, 00y4eHMH M TPOABIKCHHH IO cnyxGe, obecneucHls TEIHON
Ge30MACHOCTH PaGOTHMKOB, KOHTPOIA KONMMYECTBA M KAYeCTBA BHIMOMHASMON pPate
obecriedeHus COXPAHHOCTHA UMYIIECTBA.

IIpu onpeneneHud 00beMa W CONSPIKAHHA ofpabarsiBaeMBIX NEPCOHATBHBIX JAHHBIX paboTHEEKA
paGoTofaTeIb IOIDKEH PYKOBONCTBOBATbCA KOHCTHTYyLMEH Poccuiickoii ®enepaumn, TpynoBun
KonekcoM M MHBIMH (heiepaIbHbIMKA 3aKOHAMHU.

TMo/TydeHre MepCOHANBHBIX JAHHBIX MOXET OCYIIECTBIATECA KaK MyTeM MNPEICTABICHUA HX CaMHM
pabOTHUKOM, TaK U ITyTeM MOJTYYEHHUS UX U3 MHBIX MCTOYHAKOB.

IepcoHaNBHEIE JaHHbIE Pa0OTHHKA CIE/lyeT MOMy4aTh y HEro camoro. Ecny mepcoHasbHbIE JaHHBIE
pabOTHHKA BO3MOXKHO IONyYHTb TOJIBKO Y TPEThel CTOPOHBI, TO pabGOTHHK HOJDKEH OBITh YBEIOMIICH
06 9TOM 3apaHee M OT Hero JODKHO OBITE MOTy4eHO NHChMEHHOE COracKe. PaGoTomarens JOIKEH
coobmuTh pabGOTHUKY O LenaX, TPeAnosNaraéMelX HCTOYHMKAX H cocobax MOIy4YeHHS
IepCOHATBHEIX IaHHBIX, & TAK XKe O XapakTepe [OIeKAITNX MOTYIeHHIO [IePCOHATBHBIX NaHHBIX H
MOCJIEACTBHAX OTKa3a pabOTHHKA JaTh MMCbMEHHOE COTJIaCHE Ha X IOTyHeHHE.

PaboTonarens He HMeeT NpaBa Moaydath U o6pabaTsiBaTh NEPCOHATBHBIE JAHHbIC paboTHHKA O €ro
TOMUTHYECKHX, PETHTHO3HBIX ¥ UHBIX YOEXKIESHUAX M YACTHOH JKU3HH. B ciydasx, HeOCPEICTBEHHO
CBA3AHHBIX C BOIPOCAMM TPYIOBBIX OTHOIICHMH [aHHble O HACTHOW JKM3HH paboTHKKa
(uHGOPMALIHA O H3HEEeSTEBHOCTH B chepe CeMeHHBIX OBITOBBIX, JTHHBIX OTHOLIIEHHH) MOTYT
GBITH TTOJIyHeHBl 1 06paboTaHbI paboTOATEEM TONBKO € €r0 MMChMEHHOTO COrachs.
Pa6oTozaresib He MIMeeT IIPaBo MOy4YaTs B 00pabaTeBaTh NEPCOHAIBHbIE TaHHbIC paboTHHUKA O €ro
WICHCTBE B OBIIECTBEHHBIX 00beIMHEHHIX HITH €ro NPOPCOIO3HON ASATeIBHOCTH, 33 UCKIIOHCHUEM
cJTy4aeB, NpeLycMOTPEHHBIX (efepaTbHBIM 3aKOHOM.

4.2.K o6paboTke, epefiaue U XpaHEHHIO EPCOHAIBHBIX NaHHBIX pabOTHHKA MOTYT UMETh JOCTYII COTPY IHUKH:

byxranrepun,
Otnena nepcoHana;
Ortnena uH(GOPMALOHHBIX TEXHOJIOTHA.

4.3. Vcionb30BaHue IePCOHATBHBIX JaHHBIX BO3MOXXHO TOJIbKO B COOTBETCTBHH C LE/SIMH, OTIPECTHBIIMMHU HX
MOTY4EHHE.

4.3.1.

[epcoHaspHble IaHHBIE HE MOTYT OBITh MCIONB30BAHBI B LEJISX MPAYMHEHHI MMYLIECTBEHHOTO M
MOpANBHOrO BpEJia IPaKIAHaM, 3aTPy[HEHUs Pealnsaliiy Mpas 1 cobon rpaxnmaH Poccuiickoin
®epepampi. OrpaHndeHne npas rpaknad Poccuiickoii desiepaliiyi HA OCHOBE HCHOJIL3OBAHMA
uHpopMmauyy 00 KX COLMAIBHOM IPOUCXOXICHUH, O pacoBol, HAIMOHATBHOH, A3BIKOBOH,
DeNMrHO3HOM W NApTHAHON NPHHANIEXHOCTH 3alpellleH0 W KapaeTcs B COOTBETCTEMM €
3aKOHOIATENIbCTBOM.

4.4, Hepenaqa nepCOHANBHBIX JAHHBIX pa6OTHI/IKa BO3MOKHA TOJIBKO C cOorjlacus pa6OTHI/IKa WIH B ClIy4asix,
MpsAMO MpeLyCMOTPEHHBIX 34aKOHOOATEJILCTBOM.

44.1.

IIpu mepejaue TIEPCOHATBHBIX JAHHBIX PaGOTHHKA pabOTONATeNb AODKEH cobmromaTh Caeayromre
TpeboBaHuUA! .

He cOOBIIATH MEPCOHANBHBIE TaHHbIe pabOTHIKA TPEThel CTOPOHE 6e3 MUCBMEHHOr0 COTNIACHS
paGOTHHKA, 32 HCKITIOUEHHEM CITydaeB, KOr/a 5T0 HEOOXOMHUMO B LeNAX NPSIyIPEKASHNA yTpO3bl
JKU3HH M 310POBbIO paBOTHHKA, & TAKKe B CITyHadX, YCTaHOB/ICHHBIX QeniepabHbIM 3aKOHOM;

He co06IIaTh MEPCOHABHBIE TAHHBIE PaOOTHHKA B KOMMEPUYECKUX LEIIX 0e3 ero MUCEMEeHHOr0
COIJIACHS;

[pe Ty IIPEIHTh JTHII, IOTYHAtOLX [IePCOHATbHbIE JaHHbIC PAGOTHHKA, O TOM, 4TO STH JAHHBIE MOTYT
6BITH MCIIONB30BAHBI JIHIIE B LEMIX, JUTA KOTOPBIX OHH COOOIIEHE!, M TpeOOBATh OT STHX JIHLL
NOATBEPKAEHHUS TOTO, YTO 9TO IPABHIO cobmoneHo. JIuia, IoTy4aromue NepcoHaTbHbIC JAHHBIC
paboTHHKa, 06s3aHBl COOMIONATH PEXKUM CEKPETHOCTH (xoHpUeHIHATBHOCTH). JJaHHOE MIOJIOKEHHEe
He pacIIpOCTPaHAeTcs Ha OOMeH MePCOHATbHBIMH AaHHBIMK PaOOTHHMKOB B [OPAAKE, YCTAHOBICHHOM
(emepanbHPIMH 3aKOHAMH,
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4.5.

4.6.

4.7.

4.8.

5.1.

5.2.

—  paspellaTh ZOCTYI K MepCOHATIBHBIM JaHHBIM PAOOTHHUKOB TOJIBKO CIIELIHATBHO YIIOTHOMOYEHHBIM
JIMIAM, OTIpeeNeHHBIM IIPUKA30M 110 OpraHHU3alMK, IIPH 3TOM yKa3aHHbIE JINIA JOJKHBI UMETh
IIPaBo MOJIyHaTh TOJIBKO Te MEPCOHANBHBIC NaHHBIE PAOOTHHKA, KOTOPEIE HEOOXOUMBI I
BBIITOJHEHHS KOHKPETHBIX QYHKIHIHA;

—  He 3ampaluBaTh MHOOPMALIMIO O COCTOSHUU 300POBbS pabOTHHKA, 32 MCKIFOUEHHEM TEX CBEICHHH,
KOTOPBIE OTHOCATCS K BOIMPOCY O BO3MOXKHOCTH BBITIOJIHEHUA PabOTHHKOM TPYIOBOHM QYHKIIHH:

—  IlepelaBaTh NEPCOHANbHbIE JaHHbIe pabOTHYKA MpeicTaBUTENIM PabOTHUKOB B TIOPSIIKE,
ycTaHOBJIEHHOM TpynoBbiM KOIEKCOM, 1 OrpaHUYHBATS 9Ty MHOOPMALIMIO TOJIBKO TEMH
EPCOHATBHBIMH JAHHBIMU PA0OTHHKA, KOTOPBIe HEOOXOIUMBI J/1s BEIIIOJHEHHS YKa3aHHBIMH
NPeOCTABUTENAME X (OYHKIHIA.

4.4.2. Tlepenaya NepcOHATBHBIX JAHHBIX OT JepyKaTells WM €ro NpecTaBUTe el BHEIHEMY NOTPEOUTENtO
MOKET HOIYCKATHCS B MUHUMAIBHBIX 00beMaX H TOJIBKO B LIEJIAX BBIMOHEHHS 3a1a4,
COOTBETCTBYIOIINX OOBEKTUBHOM MpuyKHe ¢00pa 3THX JaHHBIX.

443, Tlpu nepenade NepcoHATBHBIX JaHHBIX pabOTHMKA HOTPEOUTENAM (B TOM YHCIIe H B KOMMEPUECKHX
LX) 3a TPeeiibl OpraHu3aiy paboTofaTelb He JOJDKeH coo0IIaTh 5TU NaHHbIE TPEThel CTOpOHe
6e3 MICBMEHHOTO corIacus pabOTHHKA, 32 HCKIIFOYEHHEM CIIydaeB, KOIIa 3T0 HEOOXOMUMO B LIeNsX
NpemyNpexXaeHus yTPO3bl XKU3HH U 310pOoBbI0 pabOTHHKA MIIK B CITyYasx, yCTAHOBICHHBIX
(benepaTbHEIM 3aKOHOM.

Bee Meps! KOH(BHIEHIMATBHOCTH IPH cOope, 06paboTKe M XpaHEHHUH [IepCOHAIBHBIX JaHHBIX COTPYAHHKA
PACIIPOCTPAHSIOTCS KaK Ha OyMa)kHBIE, TAK U Ha JIEKTPOHHBIE (ABTOMATH3HPOBAHHbIE) HOCHTEITH
MHGOPMALIUHL.

He momycKaeTcsi OTBeYaTh Ha BOMPOCH, CBA3aHHbIE ¢ Mepefadeil epcoHaTbHON MHPOPMALIMK IO TeJehOoHy
WK (akcy.

XpaHeHHe ePCOHATBHBIX AAHHBIX IODKHO IIPOMCXOAWTH B INOPSIKE, HCKIFOYAIOIEM HMX YTpaTy MM HX
HelmpaBOMEPHOE HCIIONB30BaHHE.

IIpd TpuUHATHM pellleHWd, 3aTpardBaiOlINX HHTepechl paboTHMKa, padoTodaTeNlb HE MMeeT TIpaBa
OCHOBBIBATLCA HA IIEPCOHAIBHBIX INAHHBIX Pa0OTHHUKA, MOIYYEHHBIX HMCKIIOYMTE/IBHO B pe3ysbTaTe HX
ABTOMATU3MPOBAHHOW O0paGOTKM WM BJIEKTPOHHOrO MONMydeHHd. PaGoromarens y4UTHIBaeT JIMYHBIE
KayecTBa pabOTHHKA, €ro JOOPOCOBECTHEIN U 3P(EKTUBHLIN TPYI.

5. KoMImutexkc JOKYMEHTOB, COMPOBOXKIAOIINH ponece 0GOpMIICHHS TPYIOBBIX OTHOICHHUH
paboTHUKA B Y UPEKACHHAH [IPH €r0 IPHEME, IEPEBOJE U YBOJILHCHHH.

Unahopmanus, rpeacrasisemMas pabOTHUKOM MpH TIOCTYILUIEHHH Ha paboTy B YUpexxIeHHe, JO/DKHA UMETh
JOKyMeHTalbHyo dopMy. [IpH 3aKIIOUYeHHH TPYZOBOTO JOrOBOPa B COOTBETCTBMHM cO cT. 65 TpymoBoro
kozekca Poccuiickoi @eepaliu JMLO, NOCTYMAarolee Ha paboTy, MPEAbABIAET paOOTOHATENIO:

NacopT rpaxkaaHkHa Poccuifckoit Meneparu;

—  TPYZOBYIO KHFKKY, 38 HCKIIFOYEHHEM CIIydaeB, KOrJia TPy JOBOM HOrOBOP 3aKIIOYACTCS BIEPBIE UK
pabOTHHK MOCTYMAeT Ha paboTy Ha yCIIOBHIX COBMECTUTENBCTBA, JIMOO0 TPYAI0BAs KHIDKKA y paboTHHKA
OTCYTCTBYET B CBSI3H C €€ YTPATOM WIIK [0 JAPYTHM IpHYMHAM,

— CTpaxoBO€ CBUAECTEIBCTBO roCy1apCTBEHHOI'O HGHCI/I‘OHHOFO CTpaxoBaHHUA,
— JOKYMEHTBEI BOMHCKOI'O y4eTa — IJIs BOEHHOOOS3aHHBIX U JIML, TOAJICKAIIX BOHHCKOMY YUETY,

—  IOKyMmeHT 06 06pa3soBaHiH, O KBATU(GUKAIINN HIH HATMYMK CTIENUATbHBIX 3HAHUH — TIPH MOCTYIIEHUH
Ha paboTy, TpeSyIOLIyIO CIIeLHAIBHBIX 3HAHKHI KM CIEUHATBHON NOATOTOBKHY;

— cBumeTenbeTBO O prcBoenny MHH.

IIpu odopmaerun paGoTHHKA B YdpekIeHne pabOTHUKOM OTHENa KaapoB 3amojHAeTes YHUULIHPOBaHHAA
dopma T-2 «JImuHas kapTouka pabOTHMKa», B KOTOPOH OTp@XaroTCs CIIEAYIOLIHE aHKETHblE U
fuorpaduyeckue NaHHbIE paOOTHHKA:

-  obmue ceeenus (O.M.0. paboTHrka, naTa poKACHHMs, MECTO POXKAEHHMS, PakIaHCTBO, 0Opa3oBaHHUe,
npodeccus, cTax paboThbl, COCTOsHYE B Opake, MaCHOPTHbIE NaHHbIE);

—  CBEJEHHS O BOUHCKOM YYETE;
— JaHHbIe O NpHeMe Ha paboTy; ‘
B nanpHelinieM B IMYHYEO KapTOYKY BHOCATCS:




CBeLeHHs O MlepeBoaax Ha APYTyro paboTy;

CBeIeHHs 00 aTTeCTalllH;

CBeIEHHU O TIOBBILICHH KBATHGHUKAINH;

CBeleHUs 0 podhecCHOHAIBHOMN MePenoaAroTOBKe;
CBEIEHUs O HAarpazaax (MOOLIPEHNX ), HOUETHBIX 3BaHUAX;
cBemeHus 00 OTIIyCKaX;

CBEMIEHUS O COLIMATIbHBIX IapaHTHsAX;

CBEJIEHHS O MECTE KHTEJIBCTBA U KOHTAKTHBIX Tesle(POHaXx.

5.3.B ormene mepcoHana YUpekJeHHUs CO3AIOTCH W XPAHATCA CIIEAYIOIIUE IPYIINBI JOKYMEHTOB, CONSPKallne
JaHHble 0 paOOTHHUKAX B €JHHUYHOM MM CBOLHOM BHIE!

5.3.1.

JIOKYMEHTEI, CcoOepiKallde MepCOHANbHBIE [aHHbIE pPabOTHHKOB (KOMIUIEKCHI JOKYMEHTOB,
COTPOBOKIAIOLIME TpoLiece 0GOpMIIeHHs TPYIOBEIX OTHOIIECHHH NPH IIPHEME Ha paboTy, TlepeBoae,
YBOJIBHEHUH; KOMIUIEKC MAaTepPHaIOB II0 A4HKeTHPOBAHHMIO, TECTHPOBAHWIO; IMPOBESHACHHUIO
cofeceoBaHM ¢ KAHOWAATOM Ha MOJDKHOCTH; NMOAJMHHHKA M KOIHMHM IPHKA30B II0 JINUHOMY
COCTaBy; JIMYHBIE [efla ¥ TPYJOBbIe KHIDKKH paOOTHHKOB; €14, COAEPIKaIllie OCHOBAaHHA K MPUKa3y
[0 JMYHOMY COCTaBy; Mea, COAEPKALIME MaTepHaibl aTTecTaluH pPabOTHHKOB; CIyKeOHBIX
paccieqoBaHMi; CNPaBoYHO-MHGOOPMALMOHHBIA OaHK MAHHBIX IO TIEPCOHANY (KapTOTEKH,
JKypHAJbl); MOMJIMHHAKA M KOMUM OTYETHBIX, AHAIMTUYECKMX H CIIPABOYHBIX MaTepHaJIOB,
TEpeNaBaeMbIX PYKOBOACTBY YUPEXKIEHHUS, PYKOBOAUTENAM CTPYKTYPHBIX MOApPa3AesIeHHi; KON
OTYETOB, HAINpABIAEMBIX B IOCYJapCTBEHHbIE OpPraHbl CTaTMCTHKH, HAJOrOBble HMHCIEKLHY,
BBIIIECTOSIIME OPTaHbl YIIPABIEHHUS U APYTHE YIPEKACHHU).,

5.3.2. JIOKyMeHTaUuus I10 OpraHW3aldu paboThl CTPYKTYpHBIX IOIpa3AeleHHH (TOJNOKEHHT O

CTPYKTYPHBIX MOJIPA3/IeNIeHUsX, JOJPKHOCTHBIE MHCTPYKLHH PaOOTHUKOB, IPUKA3bl, PACTIOPSHKEHHNS,
yKa3aHWsi PYKOBOACTBA YUYPEXKAEHHA); MOKYMEHTHI IO IUIAHHPOBAHMIO, Y4eTy, aHaM3y H
OTYETHOCTH B YacTH paboTHI C IEPCOHANIOM Y UPEKISHUA.

6. I[OCTYH K NIEPCOHAIIEHBIM AaHHBIM.

6.1. BHyTpeHHMI HOCTYM (TOCTYI BHYTPU YUpexICHHU).

6.1.1.

[TpaBo HOCTYIIA K MEPCOHANBHBIM JAHHBIM COTPYAHMKA HMEIOT:

JHPEKTOP, 3aMECTHTEINh JUPEKTOpa Y UPEKICHH,;

COTpYIHHUKH OT/lelia IIepcoHama Y upexIeHH s ;

PYKOBOIUTENM MMOAPA3IesieHuii O HAIpPaBJISHUIO AEATENPHOCTH (JOCTYN K JIMYHBIM JaHHBIM TOJBKO
COTPYAHHKOB CBOEro MOApa3NeIeHuUs);

IIpH TlepeBO/Ie M3 OJHOTO CTPYKTYPHOTO MOApa3JeeHus B APYroe AOCTYIl K MePCOHaTBHBIM JaHHBIM
COTpYIHHKA MOXKET UMETh PyKOBOJUTETH HOBOTO NOAPA3IETIECHHNS;

cam paGOTHUK, HOCUTENIb JaHHBIX.

JPYTHE COTPYIHVKHM OPraHH3ALMH TIPH BHITONHEHHH UMH CBOMX CITyKEOHBIX 00A3aHHOCTEM.

6.1.2. TlepedeHp UL, UMEIOIINX JOCTYII K  TIEPCOHABHEIM JAHHEIM pabOTHHUKOB, OINpeneleTcs NPHKazoM

6.2.

6.2.1.

622

6.2.3.

JUPEKTOpa Y UpeKIeHuU.
Bremnnit nocryn.
K umciy MaccoBbIX TOTpeOuTeNeldl MepcOHaNbHBIX JAHHBIX BHE OPraHW3alUd MOXXHO OTHECTH
TOCYIApCTBEHHbIE H HETOCYAAPCTBEHHbIE )yHKIMOHAIIBHBIE CTPYKTYPBI:
HANIOTrOBbI€ MHCITEKLUH;
MpaBOOXPaHUTENbHBIE OpTraHbl;
OpraHbl CTaTHCTHKY;
BOEHKOMATHI;
OpraHbl COLMAILHOIO CTPaXOBaHMS;
MEHCHOHHbBIE (QOHIBI;
NOApa3aesieHHs] MyHULIMIAIbHBIX OPIaHOB YIIPABJICHHS,
Hai30pHO-KOHTPOJIbHBIE OpPraHbl HMEIT OCTYI K HHGOpMallid TONMBKO B cepe CBOeH
KOMIIETEHLIWH.
Opranmzauid, B KOTOpbIE COTPYIHMK MOMKET OCYIIECTBIATH MEPEUNCIICHUSA ACHEKHBIX CPEICTB
(cTpaxoBble  KOMIIAHHMH, HErOCYIApCTBEHHBIE IEHCHOHHEIE , (QOHMBI,  OIArOTBOPHTE/IBHEIE
OpraHM3alMy, KPEIWTHbIE YUPEKAEHHS), MOTYT HOIYYWTb HOCTYN K MNEPCOHAIBbHBIM NaHHBIM
paboTHHKA TONBKO B CIIydae €ro IIHChbMEHHOIO paspeleHus.
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6.2.4. CpeneHus o paGOTAIOEM COTPYAHUKE WIH yiKe yBOJICHHOM MOTYT GBITH TIpeCTaBIIeHbl APYTOi

6.2.5.

opraHnsauHeﬁ TOJILKO C IIMCBMEHHOTO 3ampoca Ha 61aHKe Opra”Hydsanuy, ¢ TIPHJIOKEHUEM KOITHK
HOTapHaJIbHO 3aBEPEHHOTO 3asABJICHUA pa60THI/IKa.

HepCOHaJ'IBHBIe JaHHbIE COTPYAHUKA MOI'YyT OBITE NpeOCTaBICHE] POIOCTBEHHHKAM WINA WIeHaM €ro
CeMBbH TOJIBKO ¢ IIMChMEHHOTI'O pa3pelIeHHs] caMoro COTpYAHHKA.

6.2.6. B ciyuae passozia GbiBLuas cyrpyra (Cynpyr) HMeiOT IpaBo 06paTHThCA B Y UPEXKICHHE C

MUCHLMEHHBIM 3aIPOCOM O pasMepe 3apaboTHOH TLIATEl COTPYXHHKA 6e3 ero cornacus (YK PO).

7. 3aummra mepcoOHaJIbHBIX JAaHHBIX

7.1. 3amuTa TEpCOHATHHBIX NAHHBIX MPEICTABIACT co6oil KECTKO pernaMeHTHPOBAaHHBIH M JHHAMHUYCCKU
TeXHOIOTMUECKHIT TIPOIECE, TIPeAyIPEeKIAIOIIMA HapyIIeHHe JOCTYITHOCTH, LIEJIOCTHOCTH, JIOCTOBEPHOCTH
¥ KOHQUIEHUMATFHOCTH MePCOHAIBHBIX JAHHBIX M, B KOHEUHOM CHETS, ofecneyrBarOIUi JOCTATOYHO
HaJlekHyI0 6e30acHOCTs HHGOpMaluK B pouecce yIIpaBleHYeckOi ¥ MPOM3BOACTBEHHOM NEATENIPHOCTH
KOMITaHVH.

7.2. 3aImuTa IepCOHANbHBIX JAHHBIX PaGOTHHKA OT HENPaBOMEPHOrO MX HCIIOIB3OBAHIL WIH yTpaThl JO/DKHA
6BITH OeceyeHa YapexKIeHreM 3a CUET eT0 CPEACTB B MOPSAKS, YCTAHOBICHHOM (emepasbHbIM 3aKOHOM.

7.3. BHyTpeHHAA 3a1HTa.

7.3.1

. Jlna obecrmedeHuss BHYTpEHHeH 3allATHl MEPCOHANBHBIX NAHHBIX paGOTHUKOB HEOOXOIUMO
coOIIIOaTh psd MEp:

OTpaHWYEHHe M peryiaMeHTallud COoCTaBa paGOTHHKOB, (DYHKIMOHATbHble OOA3aHHOCTH KOTOPBIX

TpebyIoT AoCTyNa K MEPCOHATBHBIM JaHHBIM COTPYIHHKOB.

cTporoe M3GmpaTensHOe M OOGOCHOBAHHOE pACTIpefeNeHHe HOKyMEHTOB H HHpOPMALUH  MEXKITY

pabOTHHKAMU,

palioHaNbHOe  pasMellleHHe pabodMX — MeCT paGOTHHKOB, TIPH KOTOPOM HCKITHOYaIoCh 651

6eCKOHTPOIEHOE HCTIONB30BAHKE 3aIMIIaeMol HHbOpMALIMH;

3HaHWe PaGOTHUKOM TpeGOBaHHMI HOPMATUBHO — METONMYECKHX OKYMEHTOB IO 3ammTe WHGOPMaLMK

¥ COXPaHEHWH TalHbI;

Ha/lpuvie HeoOXOIMMBIX YCIOBHH B IOMEIIEHHH [yl PaboTsl ¢ KOH(UIEHIHATBHBIMHA TOKYMEHTAMH H

GazaMHU JaHHBIX;

olpe/ieeHre U PeryIaMeHTAIH COCTaBa PaCOTHHKOB, MMEIOIUX MPABO NOCTYIA (BX0/1a) B IOMEIIEHHUE,

B KOTOPOM HaXONUTCS BEIYMCIIUTENbHAS TEXHNKA,

OpraHu3aIys MOPAAKA YHUITOXKEHHS HHOpMAIIIH;

CBOSBpeMEHHOE BbISBJICHHE HapylleHHs TpeOoBaHMH paspeITHTENbHOM CHCTEMBI IOCTYIIA paOOTHHKAMM

MoIpa3feIeHAs,

BOCTIMTATeNbHAS U Pa3bACHUTENbHAs pabora ¢ COTPYNHUKAMU MOAPA3HeNIeHUs 10 IPeayNpeXICHHIO

yTpaThl [IEHHBIX CBEIEHHH Npu paboTe ¢ KOH(HIEHLIHAUTBHEIMA JOKYMEHTaMH;

He JOMyCKaeTCs BbIIaya JIMYHBIX [eJl COTPYAHUKOB Ha paGoume MecTa pykoBomutened. JiraHble fera

MOryT BBIOABAThCA Ha pafodde MeCTa TONBKO JUPEKTOPY, paGOTHHKaM OT/eNla TIepCOHANa M B

HCKJTFOYHTENBHBIX CITY4asX, O [MCbMEHHOMY PaspellleHHIO TMPEKTOPa, - PYKOBOLMTEIO CTPYKTYPHOTIO

nonpaseaeHus. (HarpyuMep, TIPU NOATOTOBKE MaTepHalIoB Ul aTTeCTallni paboTHHKA).

7.3.2. 3amura epcOHaIBHBIX JaHHBIX COTPYTHUKOB Ha SJIEKTPOHHBIX HOCHTELIX.

Bce manku, colepiKalllde [epCOHANbHBIE [AHHBIEC COTPYAHHKA, HODKHBI HMETH orpaHUYeHHbI#H
HoCTYI (TONBKO /Ul COTPYIHMKOB OTAeNa MepcoHana H IHpeKTopa rio uH(pOpMaLMOHHBIM
TEXHOJIOTHAM).

7.4. BHenHgs 3alluTa.

7.4.1

. Jlns obecrieyeHHs BHEINHEHN 3aIUTHI ISPCOHATBHBIX AHHEIX COTPYIIHAKOB HEeo6X0MMO COOITFOIAT
pan Mep:

TIOPAIOK MpHieMa, yueTa U KOHTPOJIA AeATeNbHOCTH [IOCETUTENEH;

TIPOITYCKHOM PeXUM OpraHH3alluH;

yd4eT ¥ MOPSIOK BELIAYH IPOIYCKOB;

TEXHHYECKHE CPEICTBA OXPAHBI (3IEKTPOHHBIA KIIKOY, CHTHAJTH3AIHN);

TIOPSANIOK OXpaHbl TEPPUTOPUH, 3aHHH, MOMELIEHHH, TPaHCTIOPTHBIX CPEZICTB,

7.5. Bee nuIla, CBA3aHHBIE C TOMy4eHHEM, O0OpaboTKoH M 3aIMUTON MEPCOHANBHBIX JTAHHBIX, OOs3aHBI HE
pasrIamaTh MepcoHAIbHBIE JaHHbIS PAOOTHHKOB.



7.6. Kpome Mep 3aIMTBHl IePCOHANBHBIX [aHHBIX, YCTAHOBJEHHBIX 3aKOHOAATENbCTBOM, paboTonareny,
PabOTHHKY M MX MPEICTABHTEIH MOTYT BEIPa0aThBaTh COBMECTHBIE MEPBI 3AIHMThL [EPCOHANBHBIX HaHHBIX
pabOTHHKOB.

8. TlpaBa u 06s3aHHOCTH paOOTHHKA.

8.1. PabOTHUKY HOJDKHBI OBITH O3HAKOMJIEHBI MO PACIIMCKY ¢ JOKYMEHTaMHU OpraHH3allvHy,
YCTAHAB/IMBAIOLIMMY TOPSLOK 00paGOTKY MEPCOHATBHBIX JaHHBIX PAOOTHUKOB, a TAKkKe 00 nx mpaBax
00A3aHHOCTAX B 3TOM 00IacTH.

8.2. B wensx 3aLIUThI IePCOHATBHBIX JAHHBIX, XPaHALIHXCS y paboTonares, paGOTHUK HMEET IPaBo:

TpeGoBaTh UCKITIOUEHNUS WK MCIIPABJIeHNs] HEBEPHBIX UM HETIOIHBIX NAHHBIX;

ToNmy4aTh CBOGOMHBIA OECIUIATHBIM JOCTYN K CBOMM NEPCOHAIBHBIM AAHHBIM, BKIIOYAd NpaBO Ha
nolydeHre KOMui To00H 3amucy, coepallieil nepconalbHble TaHHBIE.

nepcoHalbHbie JaHHBIE OLEHOYHOTO Xapakrepa [IONOJHUTh 3aABJICHHEM, COACPXKAIIMM  €T0
COOCTBEHHYFO TOUKY 3PEHHS;

OTPENENATE CBOUX MPEJCTABUTENEH 1A 3aIUTHI CBOMX NEPCOHANBHBIX NAHHbBIX;

Ha COXpaHeHWe U 3aIUUTY CBOEH IMYHOMN JXM3HY ¥ CeMeHHOM TalHEL

8.3. PaboTHHK 06s3aH NepenaBaTh YUpexIEHHIO KOMILIEKC JOCTOBEPHBIX, TOKYMEHTHPOBAHHBIX
IepCOHATHBIX TAHHBIX, COCTAB KOTOPEIX ycTaHoBNeH TpynossM Konekcom P, a Takoke CBOEBPEMEHHO
coobmaTh 00 U3MEHEHHUIX CBOUX NEPCOHANIBHBIX TaHHBIX.

8.4. PaGOTHHKY CTaBAT YUpexIeHHe B H3BECTHOCTh 00 U3MEHEHHUH damiy, IMEHH, OTYECTBA, AATH
POMIEHHUS, UTO TIOJIy4aeT OTPAKEHHE B TPYAOBON KHIDKKE Ha OCHOBAHHU IPEICTABIICHHBIX JOKYMEHTOB.
TIpy HEO6XOMMMOCTH H3MEHSIOTCS JaHHbIE 00 06pasOBaHuH, npodeccHu, CrelUalbHOCTH, TIPUCBOCHUH
HOBOTO pa3psia H Ip.

9. OTBETCTBEHHOCTH 32 pasTiIalleHHe KOHGUICHIMATEHOH HHOPMALUH, CBI3aHHOU C
[EePCOHATBHBIMU JaHHBIMH.

9.1. PykoBOMWTEb, paspellalOMuil IOCTYN COTPYIHHKA K KOH®HISHUMATLHOMY HOKYMEHTY, HeceT
HePCOHANTBHYO OTBETCTBEHHOCTh 3a IaHHOE paspelleHHe.

9.2. Kakaplil COTPYXHHMK OPTraHM3allvH, TONYYAIOMHi A1d paboTbl KOHGHNSHUMANBHBIA NOKYMEHT, HECeT
€/IMHOJIMYHYIO OTBETCTBEHHOCTD 32 COXPAHHOCTh HOCHTENA M KOHQHUACHIMATBHOCTD uH(popMaLMH.

9.3.JIuua, BUHOBHBIE B HAapylIEHHHM HOPM, PEryIHpYIOIHMX ToMydeHre, o6paGoTKy U 3alluTy MepCOHaTbHBIX
HaHHBIX paGOTHUKA, HECYT AMCLMIUIMHAPHYRO, aIMHHHCTPATHBHYIO, TIPLKIAHCKO-IPABOBYIO WIIH
YTOJIOBHYFO OTBETCTBEHHOCTD B COOTBETCTBHM C (heiepaIbHBIMU 3aKOHAMH.



