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1. O6mue nNoN0KEHHA.

1.1. Honoxenue 06 06paboTke MepcOHATBHBIX JaHHBIX PAabOTHHKOB (laiee - [Tonoxenne)
paspabotano B cootserctBud ¢ Koucturynmelt Poccuiickoit ®eaeparuy, ['pasknancKuM
komekcom Poccmiickoit ®enepanmn. TpynoBeiM KojekcoM Poccuiickoit ®enepaiun (1a-nee —
TK P®), ®exepanbhbiM 3akoHoM o1 27.07.2006 roma Ne 149-®3 «O6 unubopMauuy,
HHQOPMALHOHHBIX TEXHOJOTHAX H O 3aiumTe uHpopmauuu», PenepanbHbIM 3aKOHOM OT
27.07.2006 roxa Ne 152-03 «O nepcOHaNbHBIX JaHHBIX», WHBIMH HOPMATHBHBIMH aKTa-MH,
neficTBylomuMu  Ha  tepputopun  Poccuiickoit  @epepaunn  (Zanee - P®).
1.2. TlonoskeHue ompenenseT MOpsaoK cOOpa. XpaHeHHs, KOMOMHUPOBAHHs, NEPEIAYd U IO~
6Oro APYToro HCIOJB30BAHHS TIepCcoHaNbHBIX JaHHEX pabortaukos MBY JIO «TClll» (manee-
TCII) B COOTBETCTBHH C 3aKOHO/1ATEIbCTBOM P®.
1.3. JleifcTBHC HACTOSAINIErO IOJIOKEHHS PACIIPOCTpaHAeTcs HA PabDOTHUKOB YUpeikIeHHUs,
MMEIOIINX [IPABO JOCTYNA K NEPCOHAIBHBIM TaHHBIM.

2. OcHoBHbIe NoHATHS. COCTAB MePCOHAIBHBIX JAHHBIX PA0OTHHKOB.

2.1. B HacrosmeMm [lojioskeHUH HWCTOJB3YHOTCA  CHEOYIOIIHE OCHOBHBIC — MOHATHSA:
a) MepcoHasbHbIE JaHHbIC - HHpOpMalHs, HeoOXxonumas paboTOAATENIO B CBA3M € TPYIOBbIMH
OTHOLICHHSIMH U KACAKOINAACSd KOHKPETHOro pabOTHHMKA, a TAKKe CBeJIeH s 0 (aKTax, coObITHAX
W 0OCTOSTENBCTBAX KH3HH pabOTHHKA, NO3BOIAIONINE HICHTHOULHPOBATH €ro JHYHOCTD:
6) oOpaboTka NepCOHAIBHLIX [JAaHHBIX paboTHUKA - J00oe JeficTBHE (Omepanus) Wi
COBOKYIIHOCTh  JEHCTBHH  (omepauuii), COBEpIIAEMbIX €  HCIOIb30BAHHEM  CPEACTB
ABTOMATH3ALNN WIH 0€3 HCITONMB30BAHMUS TAKUX CPE/CTB ¢ IIEPCOHATBHBIMH JaHHBIMH, BKITIOHTaA
c6Gop. 3aMuCh, CHCTEMATH3AIHIO, HAKOIICHHE, XPaHEHHE, YTOUHEHHE (OOHOBIICHHE, H3MEHEHHE),
W3BIICYEHHE, MCMOIb30BAHHE, Iepenady (pacmpocTpaHeHHe, INpPEeJOCTaBIECHHE, JIOCTYI),
o0e3THunBanKe, OJOKHPOBaHHE, Yy/jalleHHe, YHHYTOKCHHE  TEPCOHAIBHBIX — AaHHBIX]
B) pacnpocTpaHeHHe NEPCOHAILHBIX JAHHBIX - JICHCTBHSA, HAIIPABJICHHBIC HA PACKpPbITHE
ePCOHAIBHBIX JAHHBIX pabOTHHKOB HEOIpe/1e/ICHHOMY KpYT'Y L,
r) TpegocTaBleHHe MepCOHaNbHBIX JaHHBIX - [CHCTBHS, HANpaBlIeHHBIE HA PACKPBITHE
MEPCOHATBHBIX JAHHBIX PA0OTHUKOB OMpEAENEHHOMY JIHLY HIN ONPEICICHHOMY KPYyry JHLL
1) HHGOPMALHOHHASA CHCTEMA NEPCOHAIbHBIX JAHHEIX - COBOKYIHOCTh COZEpKAIMXCA B Oasax
JAHHBIX TEPCOHATBHBIX JAHHBIX H 00eCredHBaomuX HX 00paboTky HH-GOpPMAHOHHEIX
TEXHOJIOIHH u TEXHUUYECKUX CpeACTB:
€) YHHYTO)KEHHE IePCOHANbHBIX JAHHBIX - JICHCTBHS, B PE3y/lbTaTC KOTOPbIX CTAHOBHTCA
HEBO3MOKHBIM BOCCTAHOBHTB COJIEP/KAHME IIEPCOHATBHBIX JaHHBIX B HH(POPMALHOHHOMN
CHCTEME MEPCOHATBHBIX JAHHBLIX PAa0OTHHKOB W (MJH) B pe3yJbTaTeé KOTOPBIX YHHYTOKAIOTCA
MaTepuallbHble HOCHTEINH IEPCOHATBHBIX JIAHHBIX pabOTHH-KOB;
’k) HEGDOPMAIHS - CBeJeHHs (COOOIIEH s, JaHHbIC) HE3aBHCHMO OT OPMBI MX TIPEACTABICHHA:
3) JOKYMEHTHpOBaHHas WHpOpMaLHs - 3aQUKCUPOBAHHAS HA MAaTECPHATLHOM HOCHTENIC IYyTEM
JOKYMEHTHPOBaHHS HMHGOPMALHA ¢  PEKBH3MTAMH, TO3BO/LIIOIIMMHA  OTPECIUTE  TAKYO
HH)OPMALHIO WIH ee MaTepHalbHbII HOCHUTEIb!
1) aHKeTa — JOKYMEHT, COIepyKalInil lepedeH’ BOMPOCOR O MEPCOHAIBHBIX JaHHBIX PabOTHUKA,
2.2. TlepconanbHble JaHHBIE PAOOTHHKOB MCIOJIL3YIOTCS HA NPSANPUATHH B LCTAX BBITOIHCHU
TpeOOoRaHMIi:



a) TPY/JI0BOTO 3aKOHOJATe/ILCTBA [IPU MIPHEME Ha paboTy U 3aKIHOYCHHH TPYIOBOro JI0roBopa, B
pomecce TPYJAOBBIX OTHOIIEHHi, TpPH TPEIOCTABNICHHH TapaHTHil M KOMIICHCAIHii:
6) 3aKOHOIATEThCTBA O BOMHCKOH O0SM3aHHOCTH M BOEHHOH ciyOe mnpH MOCTAHOBKE
paOTHHKOB Ha BOMHCKHMIl yd4eT U OpOHMPOBAHMM TIpakiaH, MNpPeOBIBAIONIMX B 3amace;
B) 3aKOHO/ATENECTBA B CBA3M C HCUHC/ICHHEM M YIUTATOH HAloTa Ha JOXO/bl (PH3HIECKHX JIHIL, a
TAK)Ke CTPAXOBBIX B3HOCOB Ha I0OPOBOJIBHOE M 00f3aTeNbHOE MCIAMLMHCKOE, NCHCHOHHOE H
COIMAIBHOE CTpaxOBaHUs;
r)  NEeHCHOHHOTO  3aKOHOJaTelbcTBa  TpH  (QOpMHpOBAaHWH W NPEICTaBICHUH
nepcoHMUIMPOBAHHBIX JaHHBIX O K&KIOM MOJyd4arese J0XOAOB, YUHTHIBACMbIX IPH
HAYHCIICHUM CTPAXOBbIX B3HOCOB HA JOOPOBOJILHOE H 0053aTe/IbHOC IEHCHOHHOE CTPaXOBaHHE H
oOecnieueHue;

1) 3MOIHEHHs] IEPBHYHOMN CTATHCTHYECKOI TOKYMEHTALHH B coOTBeTCTBHE ¢ TTocTaHOBICHHEM
ockomcrata Poccun ot 05.01.2004 roga Ne 1 «OO yTBepkaeHHH YHHOHIIMPOBAHHBIX (Hopm
IepPBHYHON YUETHOH JOKYMEHTALUH 110 y4eTy TPyJAa U ero onjiareD.

2.3. CBeieHHs O MEPCOHATBHBIX JaHHBIX PAOTHHKOB OTHOCATCA K YHCIY KOH(HMACHINATLHDIX.
PaGOTHHKH [PEeAUpPUATHS, TOTYYHBIIME OCTYI K NEPCOHANbHBIM JaHHbIM, OOA3aHbl MX HE
pacKphIBaTh TPETHHM JIHIAM H HE PAaClpOCTPaHATH I1I€PCOHANLHBIE AHHBIC 6e3 cornacus
paboTHHKA.

2.4. Undopmanus, npencTapiseMas pabOTHHKOM IIPH NOCTYIUICHHH HA paboOTy Ha MPEANPUATHE,
JIOJKHAa UMeTh JOKYMeHTHpoBaHHYVIO ¢opmy. [IpH 3akito9eHHH TPYyIOBOro JOTOBOpa JIMIO,
mocTynarouee Ha paboTy, JO/KEH NpeACTaBuTh CHEIYIOUME [JOKYMEHTBL, COACPKAIIHS
nepcoHalIbHBIE JaHHbIE:
a) rnacnopt UM HHOHN JIOKYMEHT, VIOCTOBEPA IO JUYHOCTE,
©) TPYJOBYIO KHHKKY, 338 HCKJIIOYEHHEM CJIydaeB, KOr/Ja A0roBOp 3aK/HOHacTCs BIEP-BbIC, HIH
paGoTHUK MocTymaer Ha paboTy Ha YCIOBHAX COBMECTHTENILCTBA, HIHM TPYHOBas KHUIKKA y
pabOTHHKA OTCYTCTBYeT B CBS3M ¢ €€ yTparoii WIM TO JpyruM  [pH-9HHAM;
B) CTPaxoBO€ CBHAETEJbCTBO TOCYAAPCTBEHHOrO MEHCHOHHOrO CTPaXOBaHHs (CHHUJIC);
r) [JOKYMEHTbl BOMHCKOIO ydyera - JUI JIMI, [OMUICKAIIMX BOHHCKOMY  YHeTy:
1) JOKYMeHT 06 o0pa3oBaHHH. 0 KBATH()HKAIHMH WIH HAIMYMM CTICHHATBHBIX 3HAHWH - IpH
NOCTYIJIEHAN Ha paboTy, TPEOYIOUIYIO CHeLHaNbHbIX 3HAHMA WM CHEHHATbHOH NOrOTOBKH;
e) cBumeTenbcTBO O mpucsoenun WHH  (npu  ero  HanmymM y  pabOTHHKA):
K) 3aKTIOUEHHE 10 pe3ynabTaraM  NIPOXOJKIEHHST — METHIUHCKOro  0CMOTpa;
3) BOOUTENBCKOE YIOCTOBEpEHHME, el 3T0 Tpedyercs B CBA3H C BHIMOJHCHHEM TPYJIOBOH
(GyHKIHH paboTHUKA:
1) CIPaBKy, BELTaHHYIO opradami MBJI Poccnn, 0 Hamuuuu (OTCYTCTBHHM) CYAHMOCTH M (HITH)
dakTa YroJioOBHOTO MpecieJoBaHUsl NHOO O NPEKPallCHHH YTOJIOBHOIO MPECTENOBAHMS 110
peabHIHTHPYIOIAM OCHOBAHUAM (IIPM MOCTYILICHUU HAa paboTy, K KOTOPOH B COOTBETCTBHH ¢
TK P® wimm uueiM GdenepalbHbIM 3aKOHOM HE JOIYCKAKOTCS ITMIA, WUMEHOIIHE WIIH HMEBLINE
CYIMMOCT, MOBEPrAIOIMECS HIIH 0IBEPraBIIHECs YTOJTOBHOMY MIPECIEI0BAHHUIO).

2.5. B 1oKyMeHTHI B HH)OPMALIMOHHBIE CHCTEMBI yueTa lepcoHana paboTosiaTenieM BHOCHTCH
HHGOPMALHS, CoAepIKaIIast ClIeAyIolIHe TepcoHaTbHbIE JAHHbIE PabOTHHKA:

a) o6mue cBeeHus (paMuust, HMsi, OTYECTBO, J1aTa POKACHHS, MECTO POKICHHUA, TPAKIAHCTRO,
o6pasosanue, npodeccusi, crax paboTbl, COCTOAHME B OpaKe, NacnOPTHbIC JaHHbIC);

0) cBeJleHUs O BOMHCKOM y4eTe:

B) JIAHHBIC O TIpHEMeE Ha padoTy;

r) cBeJeHHs 00 aTTecTallkHu;

1) CBEICHHS O MOBBIIIEHNH KBATH(QUKALIHNH,

€) ¢cBeJIeHHs 0 TPODHECCHOHANBHOMH TEPENOAr0TOBKE:

7K) CBEJIEHAS O HArpaaax (MOOLIPEHUAX ), IOYCTHBIX 3BAHHAX]

3) cBeJieHHs 00 OTIIyCKax:

1) CBEJICHHS O COLMATIbHBIX FapaHTHIX,



K) CBEJIEHHS O MECTE JKUTEIbCTBA (10 MacnopTy U (pakTHYecKH) M 0 KOHTAKTHBIX Tese-(hoHax;
1) GHOMeTpHYeCKHe MePCOHANBHBIE TaHHEIE ((hoTorpaduu).

2.6. K gokymeHTam, comepKalum 1epcoHalbHbIM JaHHbIe pabOTHHKA, OTHOCATCS CCAYIOMINE
JOKYMEHTBI IEPCOHANBHOIO y4eTa:

a) TPY/IOBEIE TIOTOBOPBI H JIOTIOJIHATEIGHBIC COTJIAIEHA K HAM,

0) IOKYMEHTBI O MPOXOKACHUH 00y4eHHs, CTAKAPOBKH, HCTIBITATE/IbHOTO CPOKA!

B) JIOKYMEHTHI O IOBbIIIEHAN KBATH(UKALMH (IPOTOKOBI, CNPABKM, CBUACTENECTBA U T.1.);

I') ZOKYMEHTBI, CBA3aHHbIE ¢ MPHBJICTCHHEM pabOTHHKA K ANCLHUILTHHAPHOH OTBETCTBEHHOCTH
(cnysxxeOHBIE 3aAMUCKH, JIOKIAIHbIE, 00BACHUTELHBIC | IPOUHE);

1) IOKYMEHTBI O COCTABE CeMbU PAGOTHHKA, HEOOXOIHMBIE /1T MPE/IOCTABICHHS €My IapaHTHH,
CBSI3aHHBIX C BBITIOJTHEHHEM CeMeHHBIX 00s3aHHOCTE !

¢) IOKYMEHTBI 0 COCTOSHHH 3/10pOBbA JeTell B ApYruX OMU3KHX POJCTBEHHHUKOB, KOTIA ¢
HATMYHEM TAKHX JOKYMEHTOB CBA3aHO NPEIOCTaBICHHEe PaDOTHUKY KaKHX 100 rapaHTHil 1
KOMITeHCALHI;

’K) JOKYMEHTBI, MOATBEPKIAIOIINE IPABO HA JOMOJTHHTETBHBIC FAPAHTHH U KOMIICHCALIHH 110
Ompe/IeTICHHBIM OCHOBAHUSAM, IIPelyCMOTPEHHBIM 3aKOHOATENbCTBOM PO:

3) JIOKYMEHTEI 0 OepeMeHHOCTH pabOTHHKA H BO3pacTe ACTeH JUIA NPEIOCTABICHHS MATCPH
(OTILY. APYTMM POJCTBEHHUKAM) YCTAHOBICHHBIX 3aKOHOM YCIIOBHH Tpy/1d, TapaHTHii
KOMIIEHCALIHH;

1) IMIEBOM CUeT U HauMeHoBaHHe OaHKa, Ha KOTOpBIH mepedncsercs 3apaboTHas 1iara;

K) HHBIE JJOKYMEHTBI IIEPCOHATBHOIO Y4eTa, OTHOCAUIHECS K NePCOHAIbHbIM [aHHBIM
pabOTHHKA.

2.7. IepconansHble AaHHbIe paOOTHHKA COAEPHKATCA B CIICIYIOUIHX JOKYMEHTAX:

a) JIOKYMEHTbI, COMPOBOKIAIOLINE TIpoLiece 0GOPMIEHHS TPYOBBIX OTHOIICHHI ITPH NPHEME Ha
paboTy, nepeBo/ie, YBOJbHEHHH,

) MaTepHalibl [0 AHKETHPOBAHHIO, TIPOBEJIEHHIO COOECEIOBAHMNH ¢ KaHIHIaTOM Ha JIOJKHOCTE,
B) MOJTHHHUKH U KOIIMKM MPUKA30B U PACMOPSKEHHH 10 IEPCOHAITY?

I') JOKYMEHTbI, COAEPIKALIHe OCHOBAHHA K [TPUKA3y MO JINYHOMY COCTaBY,

J1) CTIPaBOYHO-HH(POPMAIIHOHHBIE JaHHBIE 110 TIEPCOHATY (KapTOTEKH. JKYPHATbI)

€) MOUIMHHMKY H KOMMK OTYETHHIX, AaHATHTHYECKHX H CIIPABOYHBIX MATEPHAIIOB, MEPe-
JIABAEMBIX PYKOBOCTBY HPEINPHATHS U PYKOBOAUTEISM CTPYKTYPHBIX [OAPa3IeIeHHH;

) KOIIHH OTYETOB, HATIPABJISIEMBIX B FTOCYIapCTBEHHBIE OPTAHbI CTATUCTHKH, HATOTOBbIC
HHCTICKIHH U JIPYTHE YUPEKICHHUS,

3) CIPaBKH 0 J0X0AaX (PU3HYECKOro JINIA;

1) peecTphl CBEACHHH 0 HAYACIIEHHBIX H YIUTAYEHHBIX CTPAXOBBIX B3HOCAX Ha 00s3aTeNbHOE
MEHCHOHHOE CTPaXOBaHUE H CTPAXOBOM CTaXKE 3aCTPAXOBAHHBIX JIHLL

K) PacyeTHI 10 HAYMCICHHBIM M YILIAYEHHbIM CTPAXOBBIM B3HOCAM HA 10OPOBOIbHOE H
00s3aTeTbHOE MEIHLHHCKOE U COIIHATBHOE CTPaXOBaHHe Ha CIIyvall BpeMeHHOH He-
TPYAOCHOCOOHOCTH U B CBA3H C MATEPUHCTBOM H 10 00s3aTENLHOMY COLUANILHOMY
CTPaXOBAHMIO OT HECUACTHBIX C/Ty4aeB Ha POM3BOACTBE M MPOPECCHOHATBHBIX 3a00/1eBaHIH, &
TaKyke 110 pacxo/1aM Ha BBITLIATY CTPAXOBOro 0DeCTIeuCHuUS,

J1) PEecTphl Ha OMIATY [IEHCHOHHBIX B3HOCOB, YIEPKaHHBIX U3 3apa00THOH MIIATBI COTIACHO
3asBJIEHHIO H 3aKII0YEHHBIM JIHYHbIM JOrOBOpPaM HErocylapcTBEHHOIO NEHCHOHHOTO
obecrreuennus (HI1O);

M) BEJIOMOCTH Ha Mepe4UcIeHUe 3apadoTHOMH MaThi;

H) CIIPaBKH 110 MECTY TpeOOBaHHUA:

0) TTaTesKHbIE TIOPYUCHHS Ha TIePeYHCIeHNs yaepkKanuii u3 3apaboTHOM 11T

3. MosryyeHne mepcoHAIbHBIX TaHHBIX.

3.1. [lepcoHaTsHEIE TaHHbIE paOOTHHKA IIPEIOCTABIAIOTCS CAMHM PAOOTHHKOM.

3.2. PaboTonarenb AOMKEH COOOMIMTL PabOTHHKY O LENAX, MpeAnojaracMbIX HCTOYHHMKAX H
crocofax MmoNyyYeHMs EPCOHATBHBIX JAaHHBIX, @ TAKKE O XapakTepe NOAICHKALIMX [0y ICHHIO



NEpPCOHANbHBIX JAHHBIX M IIOCIEACTBHAX OTKa3a pabOTHHKA 1aTh MHCBMEHHOC COIJIACHE HA MX
NoJy4eHHe.

3.3. PaGorHuk 0Os3aH MpeNOCTaBIsTh pabOTOmATENHO IOCTOBepHYIO HHpopMmaimio o cebe.
PaGoronarens IpOBEPSET JOCTOBEPHOCTb CBEJCHUH, CBEpss [aHHbIE, NPEICTABICHHbBIC
paGOTHHKOM, ¢ HMMEKNIMMHCS y paboTHHKA JOKyMmeHTamH. [lpencrapienne paGOTHHKOM
MOIIOKHBIX JOKYMEHTOB MWJIH JIOHBIX CBEJICHHIl MPH TOCTYIIEHHH Ha paboty sBIfeTCA
OCHOBAHMEM JUTs PaCTOPIKEHUs TPYA0BOrO JOr0BOpA.

3.4. Ecan mepcoHanbHble TaHHble pabOTHHKA BO3MOMKHO HOTYSHTh TOIBKO Y TPETheH CTOPOHBL.
TO paboToaaTenb:
a) yBesloMIISeT padOTHHKA He [o3/Hee 5 pabouux jHel /10 JaThl 3ampoca O MOMYUCHHH JaHHbIX
y TpeTheil CTOPOHBI, COOBMMB PAGOTHAKY O UEJsX, MPEAToNaraeMblX HCTOYHHKAX H crocodax
MOy4eHHsl [IEPCOHAJBHBIX JAHHBIX, @ TaKKe O XapakTepe TNOIeKAUX TOTy4CHHUIO
IEPCOHATbHBIX JAHHBIX U TOCIEJACTBUAX OTKaza padOTHHKA NaTh MHCbMEHHOE COTIacHe Ha HX
MOJTyUeHHE;

0) nonayvaer oT paboTHHKA MMUCbMEHHOE corjacue;
B) IIPH MOJIYYEHHH COTIACcHsI Ie/1aeT 3anpoc i NOTy4aeT HeoOXO0IMMble JaHHbIC.

3.5. Ilpu u3MeHeHHH MePCOHATBHBIX JaHHBIX PAOOTHHK JOJDKEH TPEeIoCTaBHTh paboToaaresnio B
CpoK, He mpesblmamomuii 14 KaleHIApHBIX [OHEH, KOMHIO NOKYMEHTa, MOATBEPKIAOLICTO
W3MEeHeHHe MepCOHATBHBIX JaHHbIX. PaboTonarens MMeeT IPaBO 3ampalluBarTh y pabOTHHKA
IOTOIIHATENLHBIE CBEICHUA H JOKYMEHTBI, I0ATBEP/KIAI0NIHE HX T0CTOBEPHOCTb.

3.6. Corpyauuk, ocyuiecTBiusiomuii cOop nHbOpMannu, MpH MOJYYCHHH [1€PCOHATbHBIX
JAHHBIX HIH TIOJYyYEHHH M3MEHEHHBIX [EPCOHAIBHBIX JaHHbIX pabOTHHUKA IOJIKEH:
a) NPOBEPHTH IOCTOBEPHOCTh CBEJEHMIl, CBepsis NaHHbIE. IIPEICTAaBICHHbIE PAOOTHH-KOM, €

HMEHUIUMHCH Yy pa6OTHHKa JOKYMCHTaMH.
6) caelarb KOIIHH npeacTaBICHHbIX JOKYMEHTOB,
B) NOAUIHTL KOIIHH JAOKYMCHTOB B JIMYHOC SO pa6OTHHKal
r) BHECTH COOTBCTCTBYIOIHE H3MCHCHHA B KaJapOBBIC JOKYMEHTBI]

1) IpH HEOOXOAMMOCTH HOATOTOBUTH U MOANUCATH COOTBETCTBYIOIIME JOKYMEHTbL, B KOTOPBIX
OTpa3HTh COOTBETCTBYIOIIHE H3MEHEHHS.

3.7. Tlpu mocTynneHun Ha paboTy paboTHHK 3amonHseT ankeTy «IlepconanbHble NaHHBIE
paGoTauKa». PopMa aHKeTHI IPe/I0CTABIIACTCS B IPOH3BOJILHON (hopme.

3.8. AHKeTa 3anoHseTcss pabOTHHKOM caMOCTOATebHO. [IpH 3alMoTHEHHH aHKEeThl pabOTHHK
JIOJKEH 3aloyHAThL BCe ee rpadpl, Ha BCE BONPOCH AaBaTh IOJHBIC OTBETHI, HE AOIYCKATh
MCIpaBJIeHnH WM 3a4epPKUBAHUH, NPOYEPKOB, [IOMapOK B CTPOrOM COOTBETCTBUH C 3aIHMCAMH,
KOTOpEIE COJiepaTcs B €r0 JIMYHBIX JIOKYMEHTax.

3.9. AHKeTa XpaHMTCS B JIMYHOM Jene paCOTHUKA. B /JHYHOM 1€j€ TaKKe XPAHATCS WHbIC
JIOKYMEHTBI IEPCOHANBHOTO y4eTa, OTHOCSIIMECS K [ePCOHANBHBIM JaHHBIM PabOTHHKA.

3.10. Bce 10KYMEHTHI NHYHOTO Jeja NOAMNBAIOTCA B manky (daitn-pernctparop). Ha Heit
YKa3bIBAIOTCS (haMUIIHs, UM, OTYECTBO pabOTHHKA.

3.11. B nuunoe meo paboTHuKa npuiaraiotes oaHa ¢ororpadus pasmepom 3<4 cm.

3.12.Bce MOKYMEHTBI. TOCTYMAIOIIHE B JIHYHOE JEJIO0, IOIIHMBAIOTCS (CKPEIAOTCH), H
PacmnonaratoTcsi B XpOHOJIOTHYECKOM TOPSIKE.

3.13. JluuHoe neno BejeTcs Ha NPOTSIKEHMH BCeil TPYJOBOH €ATENbHOCTH padOTHHKA.
M3MeHeHUsl, BHOCHUMBIE B JIMYHOE JI€JI0, JODKHBI OBITH TOATBEP/KICHBI COOTBETCTBYIOIIHMH
JOKYMCHTaMH.

3.14. Undopmanus, cojpepikamias [EpPCOHAIbHbIE JaHHbIE PabOTHHKA, BHOCHTCH B
yauduauposannyio popmy T-2 «JInaHas kapTouka paboTHHKAY.

4. OopadoTka n nepeAava MepCoOHAIbLHBLIX TAHHBIX.
4.1. O6mme TpebGopanus npu o0palboTke MePCOHANBHBIX TAaHHBIX PAOOTHHKA H TapaHTHH HX
3aLMTHI onpenesensl crarbeit 86 TK PO.



4.2. O6paboTKa MepcOHATBLHBIX JaHHBIX Pa0OTHHKA OCYINECTBIIAETCS MCKIIOYHTENbHO B LELIX
obecrieueHns COOTIOIGHUS] 3aKOHOB M HWHBIX HOPMATHBHBIX TIPABOBBIX AKTOB, COACHCTBHS
paGoTHHKAM B TPYIOYCTpoicTBe, 06ydeHHH U IPodecCHOHANLHOM pocTe, odeceyeHis JIMYHOHA
Ge30macHOCTH pabOTHUKOB, KOHTPOJS KOIMYECTBA M KAa4ecTBA BBINONHSEMOH paboThl H
obecrevyeHus COXPaHHOCTH JIMYHOIO HMYIIECTBA.

4.3. TlepcoHanbHblC AaHHbIE PAGOTHHKOB MOTYT OBITh MOMYYEHBI, MPOXOUTh AANLHCHIIYIO
00paboTKy M IepefaBaTbCs HA XpaHEHHE KakK HA OyMaKHbIX HOCHTENAX, TaK H B SJICKTPOHHOM
BHJIE (TIOCPEACTBOM HH(POPMALIHOHHON CHCTEMEI).

4.4, B neasx o6paGoTKH MepcoHaNbHBIX J@HHBIX paboTomaresb 00sA3aH MOIYYHTH COrjacHe
paboTHHKa Ha 06pabOTKY €ro NepCOHaNbHbIX IaHHBIX B IHCBMEHHOM BH/IE.

4.5. [lpn mepenade NepCOHANBHBIX NaHHBIX paboTHHKa paboTojarels IODKEH coOmoxaTh
CleayOLIHUe TpeGoBaHH:
a) He coolliaTh MEpPCOHAILHbIE J@HHble PAbOTHHKA TpeTbell cTOpoHe Oe3 MHCHMEHHOIO
cormacusi paGOTHWKA, 3a WCKIIOUEHHEM CJIydacB, KOrla 5T0 HeoOXoauMo B IEmIX
NPEAYNPEKACHAS YIPO3bl JKM3HM M 3I0POBbIO pabOTHHKA, 4 TAKXKe B JIPYTHX CITy4dasx,

YCTAaHOBJICHHBIX 3aKOHOaTeJIbCTBOM P@;
6) He cooOWATh IEpCOHATBHBIE JaHHbIe pabOTHHKA B KOMMEpUECKMX Lensx 0e3 ero
MHCBMEHHOIO COTJIacHs:

B) NpeIympenuTh pabOTHHKOB, OCYINECTB/LIIOWMX cOop, o0paboTKy, XpaHeHHE H Nepeaady
NIepCcOHANBHBIX TAHHBIX O TOM, YTO 3TH JaHHBIE MOTYT ObITh HCIONB30BAHBI JIMIIE B MENAX, A
KOTOPBIX OHH COOOLEHbl, H TpeDoBaTh OT ITHUX MLl NOATBEPXKIACHHUS TOTO, YTO 3TO MPABHIIO
cobnroneno. Jluna, moaydaloliMe MepcOHaIbHbIE JaHHble paboTHUKA, 00g3aHbl coOMOIATH
KOH(UIeHIIHATTBHOCTh;

r) paspewiarth JOCTYN K IEPCOHATBHBIM JaHHBLIM TOMLKO TeéM PabOTHUKaM, KOTOpbIE HMEIOT
IPaBO OCYIIECTBIATE cOop, 00paboTKy, XpaHeHHe W Mepeaady MePCOHANbHBIX JAHHBIX, MPH
3TOM JaHHbIE PAaOOTHHKH JOJDKHBI HMETh MPaBO NONYYaTh TOJBKO T€ MEPCOHAIbHBIE NAHHBIC
pabOTHHKA,  KOTOpble  HEOOXOMMMBI /Ul BBIMOTHEHHS ~ KOHKPETHBIX  (DYHKIHIL:
1) He 3ampalMBaTh MHQOPMALHMIO O COCTOSHMH 370pOBbs PadOTHHKA, 32 HCKIIOYCHHEM TeX
CBeJICHHI1, KOTOpBIE OTHOCATCS K BOMPOCY O BO3MOJKHOCTH BBITOTHEHHA PaOOTHHKOM TPYAOBOH
(hyHKIMH;

e) mepeaBaTh MEPCOHATbHBIE JaHHBIE PabOTHUKA IIPEICTABUTENAM PAOOTHHKOB B MOPAIKE,
yeranosiiennoM TK P®, u orpanuunBath 3Ty HH(OPMALHIO TOJBKO TEMH IMEPCOHAIbHBIMH
JaHHBIMH PabOTHHUKA, KOTOPbIE HEOOXOAMMBI A/ BbIIIOJIHEHUS YKA3aHHBIMH [PECTaBUTENAMH
uxX QyHKUUH.

5. XpaHeHue H 3a0(UTA MePCOHATbHBIX TaHHBIX.

5.1. Bee omepatuu mo o(opMiIeHHIO, (OPMHUPOBAHMIO, BEICHUIO M XPaHeHHIO MH(pOpManuu,
cosieprkammeil mepcoHaNbHble JIaHHBIE, JOMKHBI BBIIOIHATLCH TONBKO TeMH pabOTHHKAMH,
KOTOpBIe OCYIIECTBISIOT [aHHYK) paboTy B COOTBETCTBHH CO CBOMMM 00SI3aHHOCTSIMH,
3a()MKCHPOBAHHBIMH B HX JOJDKHOCTHBIX HHCTPYKIHSX.

5.2. OTBETCTBEHHOCTh 3a OpraHu3aluio oO6pabOTKH MepCOHANBHBIX IaHHBIX BO3JaraeTcs Ha
JIOJZKHOCTHOE JIHI0, HA3HAYaeMoe MPUKa30M FeHepalbHOIO JIMPEKTOpa.

5.3. Jlonyck K IepCOHAIbHbIM JaHHBIM PaOOTHHKA paspelleH JODKHOCTHBIM JIHLAM, KOTOPLIM
TMepCOHANbHBIE JaHHblE HEOOXOIWUMBI [UIsl BBITONHEHHS KOHKPETHBIX TPYIOBBIX (YHKLHH.
CHUCOK JINL, UMEIOMINX NPaBO J0CTYNA K NEPCOHATBHBIM JAHHBIM PaOOTHHKOB, YTBEPKIACTCS

IIHPEKTOPOM.

5.4. IIpaBo JocTyma K MepCOHAIbHBIM TaHHBIM paboTHHKa HUMEIOT:
a) OAPEKTOP;
0) 3aMeCTUTEND JHUPEKTOpa no YBP;

B) TJIABHBIH OyXranrep W COTPYAHHKH [EHTPATH30BaHHOH OyXraiTepuu — TIPH MOATOTOBKE
JIOKYMEHTOB, HEOOXOAMMOM JUIst BBITIOTHEHHS KOHKPETHBIX (DYHKIIMIA;



r) cam pabOTHUK npeanpHATUs (x CBOHM HepCOHaIbHBIM JIAHHBIM );
5.5. PaboTHHKHM yuYpekIeHHs, ocymecTBistommue cOop, oOpaboTKy, XpaHeHHWe H Ieperady
MepCOHANBHBIX JAHHBIX, 00A3aHBl O3HAKOMUTbCS ¢ Hactosmum [lojoxkenueM W TMOAMHCATh
COIJIALIEHHE O HEPa3TIIAIEHHH IePCOHATBHBIX JaHHBIX PA0OTHUKOB.

5.6. Cornamenne O HepasTIalleHHH [1E€PCOHANBHBIX ITaHHBIX pabOTHHKOB odopmisercs B
NUCbMEHHOH (opMe 332 MOAMHUCHI0 PAdOTHHKA NPEANPUATHS M SBIACTCH JOMOMHEHHEM K
TPYJ0BOMY JIOTOBOPY. 3aKIIOUSHHOMY MEXK/1y pabOTHUKOM M paboTOaTeIEM.

5.7. TlepconanpHble JaHHBIC MO MHCHbMEHHOMY 3ampocy MOIYT TPENCTABIATLCA B OpPraHbl
roCyIapCTBEHHOM BIACTH: HAJOTOBblE HHCHEKIWH, TMPABOOXPAHHTEIBHBIE OPraHbl, OpraHbI
Hesomacnoctr, cyabl, MUC, denepanpHyro MHUIPAUMOHHYK ClyKOy, OpraHbl CTaTHCTHKH,
BOEHKOMATBI, OPTaHBl COLMATBHOTO CTPAXOBAHHA, TNEHCHOHHBIE (OHIBI, MyHHIMIIANBHbIE
Oprasbl BJACTH U T.JI.

5.8. Ilepenaya nHpopMaLMH, COmeprKalieii CBEACHHS O MEPCOHATBHBIX NAHHBIX PabOTHHKOB
npeanpuATH 1o TenedoHy, daxcy. IEKTPOHHOH TOYTE, Ha SJIEKTPOHHBIX M OYMaKHBIX
HOCHTENIAX ©Oe3 THCBMEHHOro corjiacus padDOTHMKA 3alpeliacTcs, KpoMe MNpeloCTaBICHHA
HH(GOPMAIHH B COOTBETCTBUH C 3aKOHOaTeNbCTBOM POD.

5.9. OTBeTH Ha MHCHMCHHBIE 3aIPOCHI JPYTHX OPTaHM3allHH M YUPEKICHHH B Npelenax HxX
KOMIICTCHIHE M TPEeJOCTARICHHBIX MOJHOMOYMA JAlOTCs B NMHChbMEHHOH (opme Ha Onanke
IpeAnpUATHS M B TOM OObeme, KOTOpBIl [O3BOIAET HE pasrialmiarh H3NHIHKE 00beM
[EPCOHAIBHBIX CBeJIEHNUIT 0 paOOTHHKAX MPENPHATHA.

5.10. XpaHeHue mNepcOHATBLHBIX NAaHHBIX PabOTHHUKOB OCYIUECTBASETCA Ha 3JICKTPOHHBIX
HOCHTEJISX, & TAKKe B OyMaKHOM BapHaHTE.

5.11. JIOKyMeHTHI, coflepikalllie NepcoHATbHBIC JaHHbIe, IOKHBI XPaHUThCs B cefide, KITod 0T
cefi(ha HAXOAMTCS Y OTBETCTBEHHOIO 3a BE/ICHHE M XPAaHCHHE TAKHX JIOKYMCHTOB.

5.13. BXoJHble JBEPH NOMEIICHHIT, B KOTOPbIX XPaHATCA MEPCOHAIbHBIE JaHHbIC PAOOTHHKOB,
0Gopy/yIOTeA 3aMKaMH, TapaHTHPYIOUIMMH HaIeKHOE 3aKphiTHe MOMEIIeHHH Bo BHepabodee
BpEMsI, U OCHALIAIOTCA OXPAaHHO-NOXKAPHOH CHrHATH3ALMeH.

5.14. JIoKyMeHTBI, cOJIepaliye NepcoHalbible JaHHble, MOJIexKalnne nepejade il XpancHus
B apxuB, QOPMHUPYIOTCS B Jeja TIOCTOSHHOIO M BPEMEHHOTO XpaHEHHs W IEpelaroTcsd Ha
XpaHeHHE B apXHB KaHUE/APHH.

6. YHHuTOKeHHe NePCOHAIbHBIX JAHHBIX.

6.1. JIOKyMEHTBI, COIepKallie NepcoOHaTbHbIE JaHHbIE, OAICIKAT XPAHEHHIO H YHHUYTOKEHHIO B
MOpSAJIKE, PEeYCMOTPEHHOM apXHBHbBIM 3aKOHO1aTeIbcTBOM PO.

6.2. IlepconaipHble NaHHBE Pa0OTHHKOB MOLIEKAT YHHYTOKEHHWIO TO IOCTHIKEHHH LeneH
06paboTKH HIIH B CJIy4ae yTPaThl HEOOXOINMOCTH B IOCTHKECHHHA TAKUX LJICH.

7. IIpaBa padoTHHKA 10 00ecneveHHI0 3AIHTHI CBOUX MEPCOHAILHBIX JAHHBIX.

Tl PaboTtHukH MUMEIOT PaBo Ha:
a) MOJHYK MH(OPMAUMIO O CBOHX IEPCOHANBHBIX NAHHBIX W 00pabOTKE ITHX IAHHBIX;
0) cBOOOIHBIH OeCIIATHBIN JOCTYN K CBOMM IEPCOHANBHBIM TaHHBIM, BK/IIOYasd IpaBo Ha
nonydeHHe Konuil moGoll 3ammcH, cojepikaiieil NepcoHaNbHbIC JaHHbIC pabOTHH-KA, 3a
UCK/TIOYEHHEM CIly4aes, NpeIyCMOTPEHHBIX 3aKOHOJATEAbCTBOM PO;
B) OINpejleieHre CBOMX TpeAcTaBUTeNell g 3alldThl CBOMX TI€PCOHAIBHBIX JIAHHBIX,
r) TpeGoBaHue 00 MCKJIIOYEHUHM MM HCIPABIEHMH HEBEPHBIX MM HENOIHBIX MEPCOHATBHBIX
JaHHBIX, 4 TaK)Ke JaHHBIX, OOpabOTAHHBIX C HapylleHHeM 3aKoHojarensctBa P
1) TpeGoBaHHe 00 W3BEIIEHHH pafoTojaTeNeM BCeX JIMI, KOTOPHIM paHee ObLIH COOOILIEHBI
HEBEPHBIC MITH HEMOJIHbIC TIePCOHANbHBIE JaHHbIe PabOTHHKA, 000 BeeX IPOH3BEACHHBIX B HHX
UCK/IHOYEHHUSX, MCTPABICHHUAX WId JOTIOTHEHUAX:
¢) oBKaNoBaHKe B CYJ IIOOBIX HENPABOMEPHBIX AcHCTBIN Ml Ge3sielicTBrs padoToaaTels MpH
00paboTKe U 3aUMTe €ro NePCOHATbHBIX JaHHbBIX.



8. O0A3aHHOCTH H OTBETCTBEHHOCTH padoTogaTe s 3a HAPYIIEHHE HOPM, PeTyTHPYIOMHX
00padoTKY M 3aIMUTY MEPCOHAILHBIX JaHHBIX.

8.1. JIuua, BUHOBHBIE B HAPYIIEHHM HOPM, PETYIHPYIOLIMX ToIydeHne, o0paboTKy, XpaHeHHe,
mepeqauyy M 3AQLIMTY [EPCOHAIbHBIX /IAHHBIX pabOTHHKA, HeCYT —AHCHHIIMHAPHYIO,
MaTepHaTbHYIO, TPk IaHCKO-TIPABOBYIO, aIMUHHCTPATHBHYIO HJIM YTOJOBHYK) OTBETCTBEHHOCTh
B COOTBETCTBHH C 3aKOHOAATENbCTBOM P D,

8.2. TIlpencrapnenue paOOTHUKOM IO/UIOKHBIX JOKYMEHTOB SBILIETCA OCHOBAaHHCM VLA
BEIHECEHHA IMCIIMIUTMHAPHBIX B3BICKAHWH BIJIOTH 10 YBOJBHEHH.



