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1. O0mme noJioskeHust

1.1. Tlonoxenue 006 00pabOTKE NEPCOHAIBHBIX JAHHBIX PAaOOTHUKOB H
obOyuaromuxcas MBY 1O IJIIOT pazpaborano B cooTBeTcTBUM ¢ KoHcTUTyIHEH
Poccuiickont ®enepanuu, ['paxaanckum koxexkcoM Poccuiickon @Penepaunuu,
TpynoBeim koaexkcom Poccuiickoit ®enepanuu (nanee — TP P®D), denepanbHbiM
3akoHOM OT 27.07.2006 roga Ne 149-®3 «O06 undpopmannu, HHPOPMALUOHHBIX
TEXHOJOTUAX U O 3amure uHpopmauun», denepanbHbiM 3akoHOM 0T 27.07.2006
roga Ne 152-@3 «O mepcoHanpHBIX AaHHBIX», WHBIMM HOPMAaTUBHBIMHU aKTAMH,
NeHUCTBYIOIMMMU Ha TeppuTopun Poccuiickoit deneparnuu (ganee - PO).

1.2. TlonoxxeHue ompenensieT NOpsAIoK cOopa, XpaHeHHs, KOMOMHUPOBAHUS,
neperayyu 1 Jiro00ro Jpyroro UCMOJIb30BaHUS MEPCOHAIBHBIX JaHHBIX PAOOTHUKOB
u obyyaromuxcsas MBY J10 JAIOT B cooTBeTCTBUHU € 3aKOHOAATEIHCTBOM PD.

1.3. JleiicTBue HacTosllee MOJIOKEHHUS paclpocTpaHsieTcs Ha paOOTHUKOB
OpraHu3alyy, UMEIOIIKX MPaBO JOCTYIA K MEPCOHAIBHBIM JAHHBIM.

2. OCHOBHbBIC ITOHATHSA

B nactostiem I[1onokeHnn UCnoib3yoTcs CIEAYIOINE OCHOBHBIE MOHSITHUSA

a) IlepconanbHble AaHHBIE — HHpOpPMalUg HeoOXoaumas padoTOJATENI0 B
CBS3M C TPYAOBBIMH OTHOLIEHUSMH W Kacarollasicsi KOHKPETHOro pabOTHHUKA, a
TaKk)Ke CBEIECHHUS O (paKTaX, COOBITUSX U OOCTOATENBCTBAX JKM3HU PAOOTHUKA U
o0Oy4aromierocsi, No3BOJIAIONINE UICHTU(DUITMPOBATH €r0 JTUYHOCTB;

0) O6paboTka MepcoHaIbHBIX JAaHHBIX — JIF000E JeicTBUE (Orepalus) Uiu
COBOKYMHOCTb JEUCTBUN (OIepaluii), COBEpIIaEMbIX C MCIOJIb30BAHUEM CPEACTB
aBTOMAaTH3allMd WU 0€3 HCIOJIb30BaHUS TAaKUX CPEACTB C TEPCOHATbHBIMHU
JaHHBIMM, BKJIIOYash cOOp, 3amuch, CHUCTEMAaTH3AIMIO, HAKOIUICHHE, XpaHEHUE,
yTouHeHUEe (OOHOBIIGHHME, W3MEHEHHE), M3BJICUYCHHE, HUCIOJIb30BaHHE, IMepeaady
(pacmipocTpaHeHue, MpeaoCTaBIEHUE, JOCTYI) oOe3InurMBaHue, OIOKWpOBAHUE,
yAaJIeHUE, YHUUYTOXEHUE MEPCOHATIbHBIX JaHHBIX;

B) paclpOCTpaHEHUE MEPCOHAIBHBIX JAHHBIX — JEUCTBUS, HAPABICHHbIE HA
pacKpeITHE€  TEPCOHANBHBIX  JIAaHHBIX  pPA0OTHUKOB W OOyYaromuxcs
HEOMNPEACICHHOMY KPYTY JIMI;

I') OpeI0CTaBIeHUE NMEPCOHANBHBIX JIAHHBIX — JIEUCTBUS, HAMPABICHHbIE HA
PaCKpBITHE TIEPCOHATBHBIX TAHHBIX PAOOTHUKOB U OOYYAIOIINXCS OTPEACICHHOMY
JIUIY WIH ONPECTICHHOMY KPYTY JIUIL;

) WH(OpMalMOHHAs CHUCTEMa MEPCOHAIBHBIX JAaHHBIX — COBOKYIMHOCTH
colepKaluxcsi B 0a3ax MEPCOHANBHBIX [JAaHHBIX W O0ECMEUYMBAIOLIUX HUX
00paboTKy HH(POPMAITMOHHBIX TEXHOJIOTUN M TEXHUYECKUX CPEICTB;



€)YHUUTOXXEHUE TIEPCOHAIBHBIX TAHHBIX — JCHCTBUSA, B pE3yJIbTaTe KOTOPHIX
CTAaHOBUTCSI HEBO3MOXHBIM BOCCTAHOBUTH COJIEPYKAHUE MEPCOHATIBHBIX JAHHBIX B
MH(OPMAIIMOHHONW CHCTEME TMEPCOHAJIBHBIX JaHHBIX pPAaOOTHUKOB M (WiIH) B
pe3yabTaTe KOTOPBIX YHHUUYTOXKAIOTCS MaTepHalbHbIE HOCHUTENIHM MEPCOHATBHBIX
JaHHBIX pa0OTHUKOB U 00Y4AIOIINXCS;

X) uHpopmaIus — cBeJIeHus (COOOIIeHUs, JaHHbIE) HE3aBUCUMO OT (HOPMBI
WX MPEJICTABICHUS;

3) JIOKyMEHTHpOBaHHas  HHpopMauuss —  3aQUKCUpPOBAHHAs  Ha
MaTepuaJbHOM  HOCHUTENIE  NyTeM  JOKYMEHTHPOBaHUS  HHGOpPMAlUU  C
PEKBU3HTAMH, TIO3BOJSIONIMMU ONPEACIUTh TaKylo HWHQPOpMAIUI0O WU €e
MaTepuaIbHbI HOCUTEIb;

M) aHKeTa — JOKYMEHT, COJep Kallliil IepeueHb BOMPOCOB O MEPCOHATLHBIX
JTAHHBIX pa0OTHUKA WJIK 00YyYaroerocs.

2.2. IlepconanbHble TaHHBIE PAOOTHUKOB M OOYUYAIOIIUXCS MCIIOJIB3YIOTCS B
OpraHU3aIliy B IEJISIX BBITIOJHEHUs TpeOOBaHU:

a) TPYJAOBOTO 3aKOHOJATEILCTBA IMPU MPUEME Ha PabOTy W 3aKIIOUCHHUH
TPYJIOBOTO JIOTOBOPA, B MPOIECCE TPYAOBBIX OTHOIIECHUM, TPH MPEAOCTABICHUU
rapaHTU U KOMIIEHCALUK;

0) 3akoHomaTrenscTBAa B  0o0OJMacTH 00pa3oBaHMs, B TOM  YHCIE
JIOTIOTHUTENIBHOTO 00pa30BaHMUS;

B) 3aKOHOJATENIbCTBA O BOMHCKOM OOS3aHHOCTH M BOEHHOM CiIyx0e Inpu
NIOCTAaHOBKE pAOOTHUKOB Ha BOMHCKUNA Yy4eT M OpOHUPOBAHHME TpaxiaH,
peOBIBAIONINX B 3aI1ace;

I') 3aKOHOJIaTEJIbCTBA B CBA3U C MCUMCICHUEM U YILJIATON Hajora Ha JOXOL
(bU3UYECKUX JIUII, a TAK)KE CTPAXOBBIX B3HOCOB Ha JOOPOBOJILHOE U 0053aTEIIbHOE
MEIULHUHCKOE, IEHCUOHHOE U COLMAJIbHOE CTPAaXOBaHUE;

1) TIEHCMOHHOTO 3aKOHOJATEIbCTBA MPU (POPMUPOBAHUU U TIPE/ICTABICHUN
MEePCOHU(PHUITMPOBAHHBIX JAHHBIX O KaXKIOM TOJydaTesie JOXOJI0B, YIHTHIBAEMBIX
IpU HAYUCJICHUH CTPAXOBBIX B3HOCOB Ha JO0OpPOBOJbHOE U 00s3aTEIBHOE
MIEHCMOHHOE CTPaxOBaHUE U 00ECTICUCHNUE;

€) 3al0JIHEHUE MEPBUYHON CTAaTUCTUYECKON JOKYMEHTALUU B COOTBETCTBUU
¢ Ilocranosnenmem I'ockomcrata Poccum ot 05.01.2004 roma Ne 1 «OO0
YTBEPKICHUN YHU(PUITUPOBAHHBIX (POPM TMEPBUYHON YUETHOW JOKYMEHTAIMH T10
Y4ETy TPYy/Zla U €r0 OIUIAThI»;

) 3all0JIHEHUE €KEeTrOJHOM CTAaTUCTHUYECKON JIOKYMEHTAalluu B 001acTu
JOTIOJIHUTENBHOTO0 00pa30BaHusl B COOTBETCTBUU C MpuKa3zaMu Poccrara.

2.3. CBelleHHMsI O TMEPCOHATBHBIX JIAHHBIX PAOOTHUKOB W OOYYaIOIIMXCS
OTHOCSITCSL K YUCIY KOH(UICHIIMAIbHBIX. PAOOTHUKM OpraHu3aiuu, MoJTy4yuBIINE
JOCTYTI K MEPCOHANIbHBIM JJAHHBIM, 00sI3aHbl UX HE PACKPBIBATH TPETHUM JIMIIAM U



HE paclpoCTPaHsITh MEPCOHANIbHBIC JIaHHbIE 0€3 corjacus pabOTHUKA, poaUTENIeH
oOyyJaromuxcs (3aKOHHBIX TPeJACTaBUTENEH ).

2.4. Undopmanus, npenocrabisemMas paOOTHUKOM MpHU MOCTYIUICHUU Ha
paboTy B OpraHu3aluio, J0JDKHA HMETh JTOKyMEHTHpoBaHHYIO (opmy. [lpu
3aKJIIOYEHUH TPYAOBOIO JOTOBOpa TMOCTyHaromuil Ha paboTy, AOJDKEH
MPEJCTABUTH CJICIYIOIMINE TOKYMEHTHI:

- MACTIOPT WJIU UHOM JJOKYMEHT, YAOCTOBEPSIIONINNA TUIYHOCTh;

- TPYIOBYIO KHIDKKY, 3a HWCKJIIOYEHHEM CIydyaeB, Korja JOroBOp
3aKJTI0YAeTCsl BIEPBbIE WIM PAOOTHUK IMOCTyHMaeT Ha paboTy Ha YCIOBHUSX
COBMECTUTEIILCTBA WJIM TPYJOBasi KHUKKA Y paOOTHHUKA OTCYTCTBYET B CBSI3U C €€
yTPaTOi WM MO APYTUM MIPUUUHAM;

- CTpPaxoOBOE€ CBUIETEIHCTBO TOCYAAPCTBEHHOTO MEHCHUOHHOTO CTPaxOBaHUs
(CHUJIC);

- IOKYMEHTBI BOMHCKOTO y4eTa — JIJIS JIUII, TTOJIeKAINX BOUHCKOMY YUeTY;

- TOKyMEeHT 00 o0pa3oBaHWHU, O KBATU(DUKAIIMK WU HATMYHH CHEIIUATIBHBIX
3HAHUW — MPU TOCTYIUICHUH Ha paboTy, TPEOYIOIIUX CHeIUaIbHbIX 3HAHUW WU
CTIIEIUAJILHON TTOJITOTOBKY;

- cBujieTeN1beTBO O npucBoeHnn MHH (mpu ero Hamuunu y paboTHHKA);

- 3aKJII0YEHUE TI0 Pe3yNIbTaTaM MPOXOKACHUS MEIUIIMHCKOTO OCMOTPA;

- BOJUTENIbCKOE YIOCTOBEPEHHE, €CIH OTO TpedyeTrcs B CBI3U C
BBITIOJTHEHUEM TPYJI0BOM (PYHKIIMU paOOTHHUKA;

- cmpaBky, BbeytanHyro OMBJ[ Poccun, 00 oTCyTcTBUM (HAJIMYUM)
cyauMocTd U (uiu) (akTa YroJIOBHOTO IMPECIENOBaHUsA JTUOO O MpPEeKpalleHUH
YyrOJIOBHOTO  MPECIENOBaHUA 1O PEaOUIUTHUPYIOIIMM  OCHOBaHUSM  (IIpHU
MOCTYIUICHUH Ha paboTy, K KOTOpol B cooTBeTcTBUU ¢ TP P® wimm uHbIM
@®enepanbHbIM  3aKOHOM HE JIOMYCKAKOTCS JIMLA, HWMEIIINE WIM WMEBIIHE
CYyJIUMOCTb, MoJBEpraroumecs Wi MOABEPTaBIINECS YTOJIOBHOMY
MIPECIIE0BAHUIO).

2.4.1. Ilpu 3auncieHnn oOydYaromuecs: JOJKHBI MPEJOCTaBUTh CIEAYIOIINE
JOKYMEHTBI, COJIepKalUe ePCOHATbHBIE TaHHBIE:

- [acmopT, CBUIETEIbCTBO O POXKACHUU WIM HMHOM  JIOKYMEHT
YIAOCTOBEPSAIONINN JIMYHOCTb;

- MEIUUMHCKYI0O CIOpaBKy O BO3MOXKHOCTH 3aHMMaThCsi B BBIOpAHHOM
o0beuHEeHNH (00BETMHEHUSIX);

- IOKYMEHT BOMHCKOT0 y4eTa (AJisl JIULI, MOJIeKAIUX BOUHCKOMY YUETY);

- CTPaxOBOE€ CBUIETEIHCTBO IOCYAAPCTBEHHOIO MEHCHUOHHOIO CTPaxOBaHUs
(CHUJIC).



2.5. B nokyMeHTl M UH(OPMAIMOHHBIE CHCTEMBl ydeTa IepcoHaa
paboTonareneM BHOCUTCS MH(GOpMAIIUs, CoAeprKalias CIeayIolue nepcoHaaIbHbIe
JTaHHbIE PaOOTHHKA:

- oOmue cBeneHus (damMuius, UMs, OTYECTBO, JaTa POXKACHUS, MECTO
POXKIIEHUS, TPaXKIAHCTBO, 00pa3oBaHue, npodeccus, cTax padoOThl, COCTOSHHUE B
Opake, MacnopTHbIEC JaHHBIE);

- CBEJICHUSI O BOMHCKOM YyUeTe;

- JaHHbBIC O TIpUEME Ha paboTy;

- CBEJICHHS 00 aTTeCTaIluu;

- CBEJICHUS O TIOBBIIIICHUN KBATU(DUKAIIUH;

- CBeJICHUs O PO eCCUOHATILHOMN MEePENOATOTOBKE;

- CBeJICHUs 0 Harpaaax (MOOIIPEHUX ), TOYETHBIX 3BAaHUSAX;

- CBeJIeHUs 00 OTITyCKaXx;

- CBEJICHUS O COITMATILHBIX TaPaHTHUSX;

- CBEJCHHUS O MECTe KHUTEeIbCTBAa (MO TACIOPTy U (PaKTUUECKU) U O
KOHTaKTHBIX Tele]oHax;

- OMoMeTpUYeCKUe MepcoHaNbHbIe JaHHbIe (hoTorpadun).

2.5.1. B nokymeHThl U HMH(OpPMAIMOHHBIE CUCTEMBI yuyeTa O00YyYarolUXCs
BHOCUTCS UMHGOpMaIMs, COJIEpKalas Cleaylolie MNepCoOHANbHbIE JTaHHBIC
BOCIIUTAaHHUKA:

- CBEJICHHUSA, COJIepKaIlhecs B CBUACTEICTBE O POXKICHUU, MACIIOPTE WIU
UHOM JIOKYMEHTE, YIOCTOBEPSIOIINX JTUUYHOCTH;

- nH¢OpMaITHs, CoAepKAIIAsAC B JIMYHOM Jiejie 00yJaroIerocs;

- uHGOpMAaIIHs, COAePKAIIASICSA B JIUYHOM JIeJe 00yJaroerocs, JUIIEHHOTO
POJIUTEIBCKOTO MOTICUCHHUS,;

- CBEICHUS, COAepKalluecs B JOKYMEHTaX BOWMHCKOrOo yuera (MpU HUX
HaJIMYUHN );

- nH(OpMAIUS O COCTOSTHUU 3/I0POBbS 00YUaIOIIErocs;

- TIOKYMEHT O MECTE MPOKUBAHUS;

- CBEJECHHUSA, CTPAXOBOTO CBUAETEIBCTBA TOCYAAPCTBEHHOI'O MEHCHUOHHOTO
ctpaxoBanus (CHUJIC);

- UHbIE CBEJCHUSI.

2.6. K nokyMeHTam, cojiepXalluM [epCOHAJIbHbIE aHHblE paOOTHUKA,
OTHOCSITCS CIEAYIONINE JOKYMEHThI IEPCOHAIBHOTO yUeTa:

- TPYI0OBbIE IOTOBOPA U JIOMOJHUTENIbHBIE COIIAIICHUS! K HUM;

- JIOKYMEHTBI O MPOXOXKJIECHUU OOYYECHUS, CTAXKHPOBKHU, HCIBITATEIBHOIO
CpOKa;

- JIOKYMEHThl O TIOBBIIICHUU KBadU(UKAUUU (MPOTOKOJBI, CIPaBKH,
CBHJICTEILCTBA U T.1.);



- TOKYMEHTBI CBSI3aHHBIE C MPUBJICYCHUEM PAOOTHHKA K JUCHUILUIMHAPHOU
OTBETCTBEHHOCTH (CIIyKEOHBIC 3aMMUCKHU, JOKIAIHbIE, OOBICHUTEIbHBIC U T/I.);

- JIOKYMEHTBl O COCTaBeé CEeMbU pPaAOOTHHKA, HEOOXOAUMBIE IS
MPEJOCTaBICHUS €My TapaHTHUM, CBS3aHHBIX C BBIMIOJIHEHHUEM CEMEWHBIX
00s3aHHOCTEH;

- JOKYMEHTbl O COCTOSSHUMU 3JI0POBbSl JIeTed MW JPYrux OJM3KUX
POJICTBEHHUKOB, KOTJ]a C HAJIMYMEM TaKUX JIOKYMEHTOB CBSI3aHO MPEIOCTABJICHUE
PabOTHUKY KaKUX JIMOO rapaHTUN U KOMIICHCAIIUIA;

- JIOKYMEHTBI, TTOATBEPKIAIOIINE MPABO HA JOMOJHUTEIbHbIE TapaHTUU U
KOMITCHCAIUU 1o OTIPEICTICHHBIM OCHOBaHUEM, PEeayCMOTPEHHBIM
3aKOHOJATEeILCTBOM PD;

- JIOKYMEHThI O OEpeMEHHOCTH pabOTHHKA M BO3pacTe JeTel s
NpEeIOCTaBICHUN MaTepu (OTIly, JPYTUM POJCTBEHHHKaM) YCTaHOBJIEHHBIX
3aKOHOM YCJIOBUM TPyAa, TapaHTUU U KOMIIEHCALUH;

- JUIEBOM CYET W HAMMEHOBaHWE OaHKa, Ha KOTOPBIM MepedUcCiIsieTcs
3apaboTHas IJ1aTa;

- UHBIC JOKYMEHTHI MEPCOHAIBHOTO YYeTa, OTHOCSIIUECS K MEPCOHATBHBIM
JaHHBIM paOOTHHUKA.

2.7. llepcoHanpHble JaHHBIE pPAaOOTHHKA COJEPKATHCA B CIEAYIOIIUX
JOKYMEHTaX:

- JIOKyMEHTBI, CONPOBOXKIAIOIIME TMPOIECC OQPOPMIICHUS TPYIOBBIX
OTHOIICHU MpHU MpuemMe Ha padoTy, IEPEBO/Ie, YBOJIbHEHUH;

- MaTepuaibl MO AHKETHPOBAHUIO, IPOBEJCHHUIO COOECEOBaHUN C
KaHIMIATOM Ha JI0J>KHOCTb;

- IOJJIMHHUKY U KOIHUH MPUKA30B U PACHOPSIKEHUI IO MEPCOHAIY;

- TIOKYMEHTBI, COAEPKAIlINEe OCHOBAHUS K MPHUKA3y 10 JIUYHOMY COCTABY;

- CIpaBOYHO-WH(MOPMAIIMOHHBIE JaHHBIE 10 TiepcoHany (KapTOTEKH,
KypHaJIbI);

- TONJMHHUKA M KOMUU OTYETHBIX AHAJIIUTUYECKUX U CIPABOYHBIX
MaTepualoB, IEpeaBa€MbIX PYKOBOACTBY OpraHU3allid U PYKOBOJAMTEIEM
CTPYKTYPHBIX NIOApPA3/ICIICHUN;

- KOIIUU OTYETOB, HAIMPABISAEMBIX B TOCYJAPCTBEHHbIE OPTraHbl CTATUCTHUKH,
HAJIOTOBbIE€ MHCTIEKIIMU U APYTUE YUPEKICHUS,

- CIIPABKHU O J0X0AaX (PU3MUECKOTO JIULA;

- peecTpbl CBEACHUN O HAUMCIIEHHBIX U YIIJITAYEHHBIX CTPAXOBBIX B3HOCAX HA
00s13aTeNIbHOE TEHCMOHHOE CTPaxXxOBaHWE M CTPAXOBOM CTa)K€ 3aCTPaXOBAHHBIX
JHLL;

- pacyeThl MO HAYUCICHHBIM U YIUIQYEHHBIM CTPaxOBbIM B3HOCAM Ha
N0OpOBOIBHOE M 00s3aTEIbHOE MEAUIMHCKOE U COLMAJIbHOE CTpPaXxOBaHUE Ha



ciiyyaldi BpPEMEHHOW HETPYJOCHOCOOHOCTM U B CBSI3M C MATEPUHCTBOM M TIO
0043aTEIbHOMY COLMAJIBHOMY CTPaXOBaHWIO, OT HECYACTHBIX CIy4yaeB Ha
MIPOU3BOJICTBE U MPOPECCHOHAIBHBIX 3a00J€BaHUM, a TaKKe MO pacxoJaMm Ha
BBIIUIATY CTPAXOBOTO 00€CTICUEHUS;

- peecTpbl Ha OIIaTy NEHCHOHHBIX B3HOCOB, YJEP>KaHHBIX U3 3apabOTHOM
IaTbl  COMJIACHO  3asBJICHMIO M 3aKJIIOYEHHBIM  JIMYHBIM  JIOTOBOpaM
HerocyJapcTBeHHoro neHcuonHoro oodecneuenus (HI1O);

- BEJIOMOCTH Ha MepevrciieHne 3apab0THON IJIATHI;

- CIIPaBKH 110 MECTY TPeOOBaHMUS;

- IUIaTeXXHbIE TOPYYEeHOUs Ha TMEepeurcieHuEe yIepKaHuil u3 3apaboTHOM
TUIaTHI.

3. Ilosy4yeHne nmepcoHAJbHBIX JAHHBIX

3.1. TIlepcoHanpHble gaHHBIE paOOTHHUKA MPETOCTABISIOTCS CaMHUM
PabOTHUKOM.

3.1.1. IlepconanpHbie  JaHHBIE  OOYYalOMIEroCs  MPEAOCTABISIIOTCS
POAUTENSIMU (3aKOHHBIMU TIPEACTABUTEIISIMU);

3.2. PaGoromatenb MOOMKEH COOOIIUTH PAaOOTHUKY U MPEACTABUTEIIO
oOydJaromuxcs O LEeJsAX, MpeanojaraeéMblXx MCTOYHHUKAX U CIOC00ax MOTy4eHUS
NEPCOHAIBHBIX [JAHHBIX, a4 TAKXKE€ O XapakTepe MNOMJIEkKAUUX MOJIYYEHUIO
NEPCOHAIBHBIX TAHHBIX U MOCJIEICTBUAX OTKAa3a JaTh MMCbMEHHOE COrJlacue Ha UX
NOJIyYEHHUE.

3.3. PaGoTHMK ® 3aKOHHBIC TIPEACTABUTEIN OOYYAIOMIEroCcsS OO0sS3aHBI
NPENOCTaBIATh JIOCTOBEpHYIO UWHGpOpMAIUilo o0 cebe WM CBOMX JIETAX.
PaGoTtonmaTens  mpoBepsieT  JOCTOBEPHOCTh  CBEIICHUI, CBEpsis  JIaHHBIE,
Npe/ICTaBICHHbIE PAaOOTHUKOM C HMEIOIUMHCS y pabOTHUKA JOKYMEHTAMH.
[IpencraBnenne pabOTHUKOM MOIOKHBIX JOKYMEHTOB WM JIOKHBIX CBEICHHM
MIPY TIOCTYIUICHUU Ha paboTy SBIAETCS OCHOBAHHEM JIJISI PACTOPKEHUS TPYIOBOTO
JIOTOBOpA.

3.4. Tlpu W3MEHEHHM TEPCOHANBHBIX JAHHBIX PAOOTHUK WM 3aKOHHBIH
MpEeACTAaBUTENb OOYYAIOIIErocsl JTOJKEH MPEeAOCTaBUTh OpPraHU3alMi B CPOK, HE
MpeBbIIAOINAN 14 KaneHIapHBIX THEHW, KOMHUI0 JOKYMEHTA, MOJITBEPKAAOLIETO
M3MEHEHHE MEPCOHAIIbHBIX JaHHBIX.

3.5. Ilpu noctymieHnr Ha paboOTy paOOTHUK 3alOJIHIET aHKETy Mo gopme
T2.

3.6. Ankera 3anoJiHseTcsi paOOTHUKOM camocTosITeNlbHO. [Ipu 3amoaHeHuun
aHKEeThl pa0OTHUK JOJDKEH 3allONHATh BCE €€ Irpadbl, HA BCE BOMPOCHI JaBaTh
MOJIHbIE OTBETHI, HE JOMYCKATh WMCHPABICHUNW WM 3a4€pPKUBAHUN, MPOUYEPKOB,



MIOMapoK B CTPOTOM COOTBETCTBUU C 3aMHUCSIMHU, KOTOPBIE COIEPKAThCA B €ro
JUYHBIX TJOKYMEHTaX.

3.7. AHkKeTa XpaHUTCS B JMYHOM JieJie paboTHUKA. B muyHOM nene Takxke
XpaHITCS WHBIE JOKYMEHTAaM TEPCOHAJIBHOTO  y4eTa, OTHOCSIIHECS K
MePCOHATBHBIM JaHHBIM PAOOTHHKA.

3.8. Ilpu 3auncieHun o0OyYalOIIETOCS €ro poAUTENH (3aKOHHBIC
MPEJACTABUTENIN) 3alOJHSAIOT JOKYMEHTAIMI0O B COOTBETCTBUU C IMEpPEYHEM
JIOKYMEHTOB XPaHSIIUXCS B JIMYHOM JieJie 00ydaromerocs.

3.9. B nuuHoe neno paboTHUKA mpuiaraercs ogHa ¢ororpadus pasmepom
3x4 cm.;

3.10. B nuyHoe neno obywaromierocs mpuiaraetrcs gotorpadus pazMepoM
3x4 cm.;

4. O0padoTKa MePCOHAIBHBIX JTAHHBIX

4.1. O6mue TpeboBaHus IpU 00padOTKE MEPCOHATBHBIX JTaHHBIX pabOTHHKA
Y TapaHTHUI UX 3a1uThl onpeaesneHsl cT.86 TK PO.

4.2. OO6paboTka TMEpCOHAIBHBIX JAaHHBIX PAOOTHUKA OCYIIECTBISACTCS
UCKITIOYUTENBHO B LENAX oOOecredeHusl COONIOACHUS 3aKOHOB M HMHBIX
HOPMATUBHBIX IPABOBBIX aKTOB, COJEHCTBHE pPaOOTHHKAM B TPYIOYCTPOUCTBE,
oOydyeHne W NpodecCHOHAIBHOM pOCTE, OOecredeHusl JUYHOW O0e30macHOCTH
pabOTHUKOB, KOHTPOJS KadyecTBa W KayecTBa BBIMOJHSAEMOW paboThl U
oOecrieueHus: COXpaHHOCTH JTIMYHOTO UMYIIECTBA.

4.3. IlepconanpHble JaHHBIE PAOOTHUKOB W OOYYarONIUXCS MOTYT OBITh
MOJIYYEHBI, TPOXOJIUThH NalbHEHITYI0 00pabO0TKy M TIepelaBaThCs Ha XpaHEHUE Kak
Ha OYMaXXHBIX HOCHUTENSIX, TaK M B DJJIEKTPOHHOM BuUIE (TOCPEICTBOM
UH()OPMAIIMOHHONU CHCTEMBI).

4.4. B menax oOpabOTKH TEPCOHANBHBIX JaHHBIX paboTojaTenb 00s3aH
MOJIYYUTh COTJlacue pa0OTHHKAa ¥ POAUTENed oOydaromuxcs (3aKOHHBIX
MpecTaBuTeNel) Ha 00paboTKY €ro MepCcoOHaNbHBIX JaHHBIX.

4.5. Ilpm mnepenaue NEPCOHAIBHBIX JAHHBIX OpraHU3alUsl JOJIKHA
co0JII0/1aTh ClEaYyIOIINEe TPeOOBaHUS:

a) He cooO0IIaTh NEPCOHANbHBIE JAHHBIE TPEThE CTOPOHE 0€3 MUCHbMEHHOIO
corjacusi, 3a HCKIIOYEHHWEM CIIy4aeB Korjga »3TO HEOOXOIMMO B LEIAX
NPEIyNPEeRACHNS YIPO3bl )KU3HU U 30pOBbI0 PaOOTHHKA WM OOy4aromerocs, a
TaK)Ke IPYTUX Cly4asiX, YCTAaHOBJICHHBIX 3aKOHOAATENbCTBOM PD;

0) He cooOIIaTh MEPCOHANIbHBIE TaHHbIE PA0OOTHHKA B KOMMEPYECKUX LIEAX
0€e3 ero MUCbMEHHOI'O COTJIacus;

B) MpeaynpeauTb pabOTHUKOB, OCYIIECTBISIIOIUX CcOOp, 00paboTKy,
XpaHEHUE U Mepeiadyy NePCOHAIBHBIX JAHHBIX O TOM, YTO 3TU JAHHBIE MOT'YT OBITh



MCTIOJIb30BAHBI JIUIIH B LENIX, 75 KOTOPBIX OHU COOOIIEHBI M TPeOOBaTh OT ATHX
JUI] TIOATBEPXKIEHUS TOTO, YTO 3TO MpaBWiIO cobmiofeHo. Jluma, momywaromue
nepcoHaIbHbIE JaHHbIE paOOTHHKA, 00s13aHbI COOIIOAATh KOH(DUACHIIMATBLHOCTS;

r) pa3pemaTb JOCTYH K TIEPCOHAIBHBIM JIaHHBIM paOOTHHKOB U
oOy4Jaromuxcs TOJIBKO T€M paOOTHHUKAM, KOTOPbIE MMEIOT MPAaBO OCYIIECTBIATH
coop, 00pabOTKy, XpaHEHHE U Tepefady MEPCOHAIBHBIX JIaHHBIX, MPU ITOM
TaHHbIE PaOOTHHMKH JOJDKHBI UMETHh MPABO IMONYyYaTh TOJBKO T€ MEPCOHAIBHBIC
JIaHHbIE pPaOOTHHWKA, KOTOPBbIE HEOOXOMMMBI JUIS BBIMOJHEHUS KOHKPETHBIX
dyHKumi;

1) HE 3ampammuBaTh HHQOPMAIMIO O COCTOSHUHM 3/I0pOBbsS PaOOTHHKA, 3a
UCKJTFOYCHHEM TeX CBEJEHHI, KOTOpPhIE OTHOCATCS K BOIPOCY O BO3MOXKHOCTH
BBITIOJTHEHUS PAOOTHUKOM TPYJ0BOH () YHKIINH;

€) TepelaBaTh NEPCOHAIBHBIC JaHHbIE pPaOOTHUKA MPEACTABUTEISM
pabOTHHKOB B MOpsiiKe, ycTaHOBIEHHOM TopsiakoM TK P® u orpannymBarth 3Ty
UHPOPMAIMIO TOIBKO TEMHU IEPCOHAIBHBIMH JaHHBIMH paOOTHHKA, KOTOPHIC
HEOOXOAMMBI JIJIsl BBITIOJTHEHNS YKAa3aHHBIMU TPEACTABUTEISIMU HX () YHKITUH.

5. XpaHeHue U 32a1IMTA MEPCOHAIBHBIX JAHHbBIX

5.1. Bce omepamuun no odopmieHuo, GOpPMHUPOBAHUIO, BEICHUIO U
XpaHEeHUI0 uHGOpMAIMU, COJAep)Kallell MepcoHalbHbIe JaHHBIC, JOJKHBI
BBITIOJHATCS TOJIBKO TEMH paOOTHUKAMHU, KOTOPHIE OCYIIECTBIISIOT JaHHYIO paboTy
B COOTBETCTBHM CO CBOUMH OOS3aHHOCTSAMH, 3a(UKCHPOBAHHBIMH B UX
JOJIKHOCTHBIX HHCTPYKIIUSAX.

5.2. OTBETCTBEHHOCTH 32 OpraHU3aINI0 00PAOOTKH MEPCOHANBHBIX JAHHBIX
BO3JIaraeTcs Ha IOJBKHOCTHOE JIMI0, Ha3HAYaeMoe MPUKa30M TUPEKTOPA.

5.3. JIomyck K mepCcOHANIbHBIM JJAHHBIM Pa0OTHHUKA Pa3pelIeH TOKHOCTHBIM
JUIAM, KOTOPBIM TIEPCOHAJBHBIC JIaHHBIE HEOOXOMWMBI ISl  BBITIOJHEHUS
KOHKPETHBIX TPYAOBBIX (GyHKIMA. CHHCOK JWIl, WMEIOIIUX TMPaBO JOCTyHa K
MEPCOHATLHBIM JTAHHBIM PAOOTHUKOB, YTBEPHKIAECTCA TUPEKTOPOM.

5.4. TlpaBo goctyna K NEPCOHAIbHBIM JTaHHBIM PAOOTHUKOB UMEIOT:

- TUPEKTOP:

- 3aMECTUTEIIN TUPEKTOPA;

- TJIaBHBIA OyXTayiTep M COTPYAHWUKH IICHTPATM30BAHHOW OyXranTepuu —
Py TIOJITOTOBKE JOKYMEHTOB, HEOOXOAMMOW JJisi BBITIOJIHGHUS KOHKPETHBIH
byHKITUIT;

- PYKOBOJUTENU CTPYKTYPHBIX MOJpa3ieeHUil (OCTYN K JIMYHBIM JAHHBIM
PabOTHUKOB CBOETO MOAPA3ACICHUSA);

- caMm paOOTHUK (K CBOU MEPCOHATIBbHBIM JTAaHHBIM).



5.5. [IpaBo moctymna K NepCOHATbHBIM IAHHBIM O0YYaIOIIUXCSI UMEIOT:

- TUPEKTOP;

- 3aMECTUTEIIU TUPEKTOPA;

- PYKOBOAMTEIM OTAEJIOM B YacTH  BBINOJHEHHUS HMHU  CBOUX
(YHKIMOHAIBHBIX 00S3aHHOCTEH;

- pPyKOBOAUTEIN OOBEIUHECHUH, CTyIuid, aHcamOyiel (K MepCOHAIbHBIM
JTAHHBIM CBOUX O0YYaIOIIUXCA).

5.6. IlepconanbHble JaHHBIE IO TUCBMEHHOMY 3aIIPOCY MOTYT IIPEACTABIATH
B OpraHbl rOCYJapCTBEHHOM BJIACTU: HaJIOTOBBIC WHCIICKIIUH,
IPaBOOXPAaHUTENbHBIC OpPTaHbl, OpraHbl 6e3omacHOCTH, cynbl, MUC, denepanbhyto
MUTPAIMOHHYIO CIIY>KOY, OpTraHbl CTATUCTUKH, BOGHKOMAThI, OPTraHbl COIIMAIILHOTO
CTpaxoBaHUsl, IEHCUOHHbBIC (DOH]IBI, MYHUIUIIAJILHBIE OPTaHbl BIIACTH U T/I.

5.7. OTBeTHI Ha MUCHMEHHBIE 3AMPOCH] APYTUX OPTraHU3aAlUN U yUPEKICHUN
B TMpejenax WX KOMIIETCHIIMM W TMPEeJOCTaBICHHBIX TIOJIHOMOYWN JAalOTCS B
NUCbMEHHON (QopMe Ha OlaHKe MPEanpusiTdS W B TOM 00BEMe, KOTOPBIN
MO3BOJISIET HE pa3riialiaTh U3TUITHUNA 00BEM MEPCOHATBHBIX JaHHBIX CBEJICHUH O
PabOTHUKA YUPEIKICHHUS.

5.8. XpaHeHue TNEPCOHAJIBHBIX [JAHHBIX PAOOTHUKOB M O0O0YyYaroUIUXcCs
OCYIIECTBIISIETCS] Ha DJIEKTPOHHBIX HOCUTENAX, a Takke OyMa)KHOM HOCHUTEIE.

5.9. JIOKyMeHTBI cozieprKalllie NEPCOHANIbHBIE TaHHbIE, T0JHKHBI XPAaHUTCS B
NOMENIEHUAX TMOJPA3/ICIICHUI, OTBETCTBEHHBIX 3a BEJCHHUE U XPAHEHHE TaKUX
JOKYMEHTOB.

5.10. BxoaHble nBepu TNOMEIICHUN, B KOTOPBIX XPaHSITCA MNEPCOHAIbHBIC
JaHHBIE PaOOTHUKOB, OOOPYIAYIOTCS 3aMKaMH, TapaHTUPYIOIMIMMH HAIEKHOE
3aKpHITHE TIOMEIIEHU BO BHEpabouee BpeMs U OCHAIAIOTCS OXPAHO-TIOXKAPHOU
CUTHAJIN3aLHEH.

5.11. JIoKyMeHTBHI coOJeprKalllie IEePCOHAIbHBIC JaHHBIC, MOJICKAIUE
nepenade s XpaHEHHWs B apxuB, (QOPMUPYIOTCS B Jefla TMOCTOSHHOTO WIIH
BPEMEHHOI0 XpaHEHHUs W TNepeAaloTcs Ha XpaHeHwe B apxuB. Jlo MoMeHTa
nepesayu JOKyMEHThI XpaHATCs B MOAPA3AEICHUAX HE 00Jiee TPEX JIeT.

6. YHMYTOKeHHE MEePCOHATIbHBIX TaHHbIX

6.1. JIokyMeHTBI coaepkanye nNepcoHaabHbIE TAHHBIE, TOJIEKAT XPAHEHHIO
M YHUYTOXXCHUIO B IOPSJKE, NMPEAYCMOTPEHHOM APXMBHBIM 3aKOHOAATEIHCTBOM
P®.

6.2. IlepcoHaiibHble JaHHbIE PAOOTHUKOB TMOJJIEKAT YHUUTOXKEHUIO IO
JNOCTH)KEHUHU Liejiel oOpaboTKM WM B Cilydae yTpaThl HEOOXOJUMOCTH B
JOCTHKEHUU TaKHUX LIEJIEH.



7. O0513aHHOCTH M OTBETCTBEHHOCTh OPraHU3alMHU 32 HAPYLIEHHE HOPM,
peryJiupyroumux o0padoTKy U 3a1UTYy NEPCOHATBHBIX JAHHbIX.

7.1. Jluia, BUHOBHBIE B HAPYIIEHHMH HOPM, PETYIUPYIOIIHMX IOIy4YEHUE,
00paboTKy, XpaHeHue, Mepeaady U 3allUTy MEePCOHANTBHBIX JTAaHHBIX PaOOTHUKOB,
HECYT JTUCIUIUITMHAPHYIO, MaTepHalIbHYIO, Ipa’KJaHCKO-TIPaBOBYIO,
aAMUHUCTPATUBHYIO WJIM YTOJOBHYIO OTBETCTBEHHOCTh B COOTBETCTBHH C
3aKOHOJATeNIbCTBOM PO.

7.2. llpencraBieHue paOOTHUKOB MOMJIOKHBIX JOKYMEHTOB SBIISIETCS
OCHOBAaHMEM JUIsl BBIHECEHHUs AUCIHUIUIMHAPHBIX B3bICKAHWUN  BIUIOTH [0
YBOJIbHEHHS.
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