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ITonoxenue
00 o0paboTke nepPCOHANTbLHBIX TAHHBIX PAGOTHHKOB MBY JO «TCHI»

1. Obmne nonoxenus.

1.1. Tlonoxenne o6 o6paGoTke MepCOHATHHBIX NAHHBIX pabOTHHKOB (manmee - IlonoxeHHe)
paspabotano B cootserctBuH ¢ KoHctutymmeit Poccmiickoil ®emepaumu, 1pakTaHCKuM
Koziekcom Poccuiickoil Deneparyu, TpynorsiM kozekcom Poccuiickoit ®enepanuu (na-nee —
TK P®), Denepameubiv 3axoHoM oT 27.07.2006 ropa Ne 149-®3 «O06 wumdopmarg,
MHGOPMAIHOHABIX TEXHONOTHIX M O 3amule HH(OpMamuu», MDefepalbHBIM 3aKOHOM OT
27.07.2006 roma Ne 152-03 «O mepcoHaNbHBIX JAHHBIX», HHBIMH HOPMaTHBHBIMH aKTa-MH,
AeHCTBYIOIMMY ~ Ha  Tepputopun  Poccmiickoit  ®egepammu  (manee -  PD).
1.2. Tlonoxenue ompezensieT HMOpsIok cOOpa, XpaHeHHs, KOMOHHHPOBAHHA, HepeJadn H IHo-
Goro Apyroro HCMONb30BAHWMA IIEPCOHANBHBIX HaHHBIX paboTHikxoB MBY JIO «TCII» (zanee-
TCLI) B COOTBETCTBHU c 3aKOHOIaTeILCTBOM Pd.
1.3. JlelicTBue HACTOSAINIETO HONOKCHHS PAaclpoCTpaHseTcs Ha paGOTHHKOB yupeXIeHHS,
UMCHOIIHX 1IpaBo AOCTYIIA K NePCOHAIBHEIM JAaHHBIM.

2. Ocuopnrle mouaTHA. COCTAB HEPCOHANLHBLIX JAHHBIX pa0OTHAKOB.

2.1. B Hactosmiem [lomoxkeHuyu WCHONB3YIOTCS  CHEAVIONIME OCHOBHBIC TOHATHS:

a) mepcoHaTbHEIE JaHHBIC - HHOOpMAaNWs, HeoOXoauMad paboTOATEN0 B CBA3H ¢ TPYAOBBIMH
OTHOIICHMAMH H Kacarollasics KOHKPeTHOro paboTHUKE, a TakKe CRelieHud o (akTax, coDBITHIX
1 0o0CTOATENBCTRAX JKU3HH pabOTHHKA, TO3BONSIONIHE WIEHTH(HMIHMPOBATh €r0 JIMYHOCTE;
©) obpabotka mepcoHanNbHBIX JaHHBIX paboTHHMKa - Jr00oe MeiicTBhe (omepaind) HIK
COBOKYIIHOCTh  HEHCTBHH  (omepanuif), coBepmiaeMbIX ¢  HCIONB30BaHHEM  CPeACTB
aBTOMAaTH3alMK MY 0e3 UCIONb30BaHHS TAKHX CPEeCTB ¢ MEepCOHATBLHLIMHA AaHHbIMY, BKIIOYAL
cbop, 3amKch, CHCTEMaTH3ALHIO, HAKOILIEHHE, XpaHeHne, yroudenne (oOHOBIEHNEe, H3MEHEHHE),
H3BICYCHNE, HCIIONb30BaHUE, Iiepefady (paclpocTpaHeHHe, MpeNOCTaBieHle, OCTYI),
obesnuunBaHue, OIOKUpOBaHMe, VialeHHe, VHMYTOMKEHHE IMEPCOHAILHBIX  JaHHBIX;
B) pacHpoOcCTpaHeHHE NEepCOHATbHBIX NAHHBIX - JeHCTBUs, HalpaBieHHble Ha pacKpbITHE
HEePCOHANBHEIX JaHHbIX pabOTHHKOR HeOoIpeIeICHHOMY Kpyry JIHII;
T) TpefOCTaBNEHWE NEPCOHANBHBIX [TaHHBIX - JelcTBHs, HalpaBIeHHbIE Ha pPacKphITHE
HePCOHANBHBIX JaHHBIX pabOTHHKOB ONpENeNeHHOMY JHIIY WM ONpeieeHHOMY KpYIy JIHIL
1) uHGOpPMaI[HOHHAS CHCTEMa IePCOHANBHBIX JaHHBIX - COBOKYIMHOCTh COAepiKaIluxcs B Gazax
JaHHBIX TICPCOHANBHBIX [aHHBIX M ofecHeduBarOIuX HX o6paborky HH-POPMALEOHHBIX
TEXHOJIOTHIt " TEXHUYECKHX CPEJICTR;
€) YHMYTOXCHHE NEPCOHANBHBIX NAHHBIX - NeHCTBHS, B PE3VILTaTe KOTOPBHIX CTAHOBHTCH
HEBO3MOXKHBIM BOCCTA@HOBHMTH COJEPKAHHE I[IEPCOHAIBHBIX JaHHBIX B HMHDOPMAIMOHHON
CHCTeME MEPCOHANBHBIX JAHHBIX PabOTHUKOB U (WIH) B pe3ylibTate KOTOPBIX YHUUTONKAIOTCH
MaTepHaTbHbIE HOCHTEIH MepCOHATHHBIX JAHHEIX paboOTHU-KOB;
) nHbOPMaIHA - cBe/leHHA (COOOIEeH s, TaHHbIe) He3aBHCHMO OT (OPMBI HX NpEICTABICHHUS;
3) MOKYMEHTHpoBaHHas MHQOPMAHs - 3aHKCHPOBAHHAS Ha MaTepHaNLHOM HOCHTENE HyTeM
AOKYMEHTHPOBaHHs HMH(POPMALHA C PEKBH3HTAMH, [O3BOJAIOLIAME OIpEJeIUTE TaKyo
WHOPMAIHIO 10145 ee MaTepHATHHBI HOCHTEE;
H) aHKeTa — TOKYMEeHT, COACP:KaIIHi HepeueHb BOIPOCOB O NEPCOHATbHBIX IaHHEIX paboTHHKA.

2.2. TlepconanbHele faHHBIe pabOTHHKOR HCIONB3YIOTCS HA HPEANPHUATHN B LEIAX BbIIOTHEHHS
TpeOOBaHHI:



a) TPYZOBOTO 32KOHONATEIHCTBA IIPH NpHEME Ha paGoTy H 3aKIIoYeHHH TPYHOBOTO JIOI'OBOpE, B
Oponecce TPYAOBBIX OTHOWICHHH, NPH MPENOCTABICHHH TapaHTHH U KOMICHCALIHIA;
0) 3aKOHOZATENBCTBA O BOHMHCKOH OON3aHHOCTH W BOEHHOI cay:xbe HOpH moCTaHOBKe
pabOTHMKOB Ha BOHHCKMIl yYeT H OpOHHpPOBAHUH TpaxkiaH, NpeOBIBAIOIMX B 3alace;
B) 3aKCHO/IATENBCTBA B CBA3H C MCUMCIEHHEM U VIITATON HAIOTa Ha OXOBI bu3HUEeCKHX JHI, a
TaKKe CTPaXxOBBIX B3HOCOB Ha Ji0OpOBOIBHOE H 00s3aTeNlbHOE MCEIHIIHHCKOE, NIEHCHOHHOE U
COLIANBHOE CTPaxOBaHHs;
r)  NCHCHOHHOTO  3aKOHOJZATENbCTBA  NpH  (QOPMHDOBAHHH  H IIpeCTABICHHH
NCPCORM(HIMPOBAHHBIX JAHHBIX O KaKXOM IOJIy4aTele JOXOZOB, VUHTHIBAEMEIX pu
HAYHCICHHH CTPaxOBbIX B3HOCOB Ha JOOPOBOJIbHOE 1 003aTeIbHOE ICHCHOHHOR CTPAaXOBAHHE 1
obecneyenue;

1) 3aIONHEHNS IePBHYHON CTATHCTHYECKOH TOKYMEHTAIMH B COOTBETCTBHE ¢ IToCTaHOBICH HEM
lockomcrara Poccnn ot 05.01.2004 roma Ne 1 «O6 YTBEPIKICHHH YHUGHUIHPOBAHHBIX (GopMm
HepBHYHON yYeTHOH TOKYMEHTAIINH 110 YYETY TPY/a M €F0 OIIATEI.

2.3. CefieHHs O TIEPCOHANBHBIX JAHHBIX PaGOTHHKOB OTHOCATCH K YHCILy KOHQHICHIHAIbHBIX.
PaboTHHKM NpeanpuATHsA, NONYYMBIIME JOCTYT K [EpPCOHANBHBIM NaHHBIM, 00S3aHsl HX He
PackpeIBaTh TPETBPMM JMIAM M HE pacnpocTpaHATh IepCOHANBHBIE JaHHLIE O€3 COMIACHS
paGoTHHKA.

2.4. Mindopmanus, mpeacTapnseMas paboTHUKOM TpH NOCTYTUICHUH Ha paboTy Ha HpeanpHraTie,
AOIKH2 HMTE JNOKYMEHTHpOBaHHYIO dopMy. llpu sakmodeHuE TpyaoBOro Aorosopa JIHIO,
loCTymaiomee Ha paboTy, NODKEH TPEACTABHTL CHEAyIONMe JOKYMEHTHI, COIepKaliie
TIEPCOHANBHBIE JIaHHEBIe:
a) [acnopTt WIH HHOU TOKYMEHT, YAOCTOBEPAIOIIH JTHYHOCTE;
0) TPYROBYIO KHWIKKY, 32 HCKTIOUEHUEM CIIy4aeB, KOT/la JOrOBOp 3aKII0YaeTes BIIEp-BbIe, WIH
pabOTHHK NOCTYHaeT Ha paloTy Ha YCIOBHAX COBMECTHTENHCTBA, WIM TPYAOBAS KHFIKKA y
paCoTHHKA OTCYTCTBYeT B CBS3H C e¢ YIpatoil W 1[0 JIpyrhM TPH-YHHAM;
B) CIPaxOBOE CBHICTENLCTBO TOCYHAPCTBEHHOTO NEHCHOHHOIO CTPAXOBAHHS (CHUJIC);
T) JOKYMGHTEl BOHHCKOTO y4eTa - JUii JIMN, [OANEKAlMX BOHHCKOMY VYTV,
) MOKYMEHT 00 00pasoBaHHHM, 0 KBATH(DHKAIMM WM HAMYHH CUEUMATHHBIX 3HAHMI - 1pH
HOCTYIUICHHH Ha paboTy, TpeOYIOIylo crenHaibHbX 3HAHMH WIA CICIHUANbHON ITOATOTOBKI,
e) cBumetenscTBO o mpucsoennn VHH  (mpu  ero  wamwuum y  paGoTmmKka);
XK)  3aKilo¥eHMe [0  pesylbTaTaM  IPOXOXKAGHHS  MEIHIMHCKOTO  OCMOTpa:
3) BOAWTEIBCKOE YIOCTOBEDCHHE, €CIM T0 TpeGyeIcs B CBA3M C BAIIONHEHHEM TPYIOBOIL
dbyurknan paboTHHUKa;
W) CTIIpaBKy, BhUIaHHYI opranamu MBJI Poccuu, o Hanmmauu (OTCYTCTBHE) CYREMOCTH H (1K)
akra yromosHoro mpecienoBaHHA JHOO O NpPEKPAalleHHH YTONOBHOTO TPECHeOBAHUS IO
peadHIUTHPYIOMHEM OCHOBAHHAM (NpH MOCTYIUICHHUH Ha paboTy, K KOTOPOil B COOTBETCTBUM ©
TK P® wiu uneiM defepalibHbIM 3aKOHOM HE HOINYCKAIOTCH JHIA, MMEIONIAE WIH MMEBLIHE
CYZHMOCTS, IIOABEPIaOIIHECs UITH ITOJ(BEPraBlinecs YTOTOBHOMY IIpeCIeAOBAHHIO).

2.5. B okyMeHTH! i HHOPMalHOHHEIE CHCTEMBI YdeTa [IepcoHaa paboToXaTelleM BHOCHTCS
MHpOPMALHs, COAEPKAIIAs ClIeAYIONHe IePCOHATLHbBIEC JaHHble paboTHHKA:

a) odume ceenenus (haMuiIns, HMs, OTIECTBO, JIaTa POAKACHIS, MECTO POIKACHH, TpaKIaHCTRO,
obpasoBanne, npodeccHs, cTax paboTsi, COCTOSHHE B Gpake, IIACTIOPTHLIE JaHHEE);

0) CBeIEHUI O BOMHCKOM YdeTe;

B) TaHHBIE O IpHeMe Ha paboTy;

T') cBeZleHHs 06 aTTecTaluy;

1) CBEISHHA O MOBBIICHHN KBATHDUKAINH,

€) CBeIeHNs O MPodeCCHOHANBHOMN NEPENoIrOTOBKE;

) CBeJeHHs 0 Harpagax (MOOUIPEHHUX), TTOYSTHBIX 3BAHUIX;

3) cReieHHST 00 OTIIyCKax;

H) CBEZICHHA O COLHALHBIX rapasTHAX;



K) CBEIICHHS O MECTe SKUTENBCTEA (10 MAcHOpTy U GaKTHIECKH) H 0 KOHTAKTHBIX Tele-hoHax;
11) OHOMETPHYCCKHE NepCOHANbHbIE TAHHBIC (dpotorpadumn).

2.6. K noxymenTam, cofepikalim nepcoHaibHIM JaHHbie PAGOTHHKA, OTHOCATCS CIFSAYIOMIHE
JAOKYMEHTHI IIEPCOHATBHOTO YUeTa:

a) TPYZAOBBIC IOTOBODHI H JONOIHUTETBHEIE COTVIAIICHHS K HUM;

6) TOKYMEHTB! O MPOXOKACHIH O0YISHHS, CTAXKUPOBKH, HCIILITATENBHOTO CpoKa;

B) IOKYMEHTBI O TIOBBIUICHHH KBaNU(UKAIHY (TIPOTOKOIEL, CIIPaBKH, CBHAETEIBCTBA U T.11.);

T') JOKYMEHTEI, CBA3AHHBIE ¢ [PHBICYeHHEM PabOTHIKA K JUCHUIUTHHAPHON OTBETCTBEHHOCTH
(cimyxeCHble 3anmucKy, JOKIATHEE, OOBICHATEILHbIE 1 TIpouHeE);

71) IOKYMEHTBI 0 COCTABE CeMbU paGOTHHKA, HeoBXoaIMBIe fIs IIPEOCTABICHNAA eMY rapaHTHiA,
CBA3AHHBIX C BRITIONHEHHEM ceMeHHBIX 0093aHHOCTEIH;

€) IOKyMEHTRI O COCTOSHHH 30POBbA JeTel H APYrHX GIU3KHX POJICTBEHHMKOR, KOTIa ¢
HaTMHHEM TakiX JJOKYMEHTOB CBSI3aHO Mpe/IoCTaBiIecHAe paGOTHHKY KaKuX 160 TapaHTHH U
KOMITCHCAIIHI;

’K) JOKYMEHTBI, HOATBEPIKAAIOLIME IPABO HA HOTOIHUTETLHEIE rapanTyUd H KOMIIEHCAIHH IT0
OIPCAENCHHEIM OCHOBAHHSAM, TIPEIyCMOTPEHHBIM 3aKOHOAATEbCTBOM PO,

3) ROKYMEHTHI O GepeMeHHOCTH paboTHIKA 1 BO3pacTe feTeit LA TPEIOCTaBIIEHHS MaTepH
(oTHY, APYTUM POACTBEHHHKAM) YCTAHOBIECHHBIX 3aKOHOM YCIOBHMH TPYHAa, FapaHTui U
KOMIIEHCaI{HI;

M) JIMLEBOH CYET H HaHMCHOBaHUE GaHKa, Ha KOTOPHIL nepevHcsiercs 3apaboTHas ny1aTa;

K) MHbIE TOKYMEHTHI [IEPCOHATBHOTO Y4eTa, OTHOCSTIHECT K NIEPCOHANBHBIM JAaHHBIM
paboTHuKa.

2.7. IlepconanbHele faHHbIE paGOTHHKA COIEPKATCS B CIeYIOUINX TOKYMEHTAX:

a) IOKyMEHTBI, COIIPOBOKIAFOLIUE IPoTiece opopMIEHHs TPYHOBLIX OTHOIIECHHH NpH NpHeMe Ha
paboTy, nepeBojie, YBOIbHEHHK;

6) MaTepHaipl 0 AHKETHPOBAHMUIO, IPOBEIEHHIO cobeceJOBAHUI ¢ KAHIUIATOM Ha JIOJDKHOCTE;
B) TIO/UIMHHENKH ¥ KOIUH TIPHKA30B U PaCTIOPSKEHHUIT IO IepCoHay;

I') IOKYMEHTBI, COZIEpKalllie OCHOBAHMS K IPHKa3y TO JIMYHOMY COCTABY;

11) CIpaBOYHO-HH(POPMALIMOHHBIE JaHHbIE 110 HEPCOHATY {KAPTOTEKH, AKYPHAIbI)

¢) TIO/UIHHHHEKY W KOMUH OTYEeTHBIX, AHATMTHYECKUX ¥ COPABOTHEIX MaTepHalIoR, nepe-
AaBaeMpIX PYKOBOACTBY NPEANPUATHS H PYKOBOIHTENAM CTPYKTYPHBIX II0APa3AEIICHMUIL;

) KOIHNY OTYETOB, HANIPABIAEMbIX B TOCYAPCTBEHHBIC OPraHbl CTATHCTUKH, HATOTOBBIE
HHCIIEKIMK | IPYTHE YIPEIKICHHS;

3) COPaBKH O IOXOJaX (HU3HYECKOro JHIIA;

H) PeeCTPhI CBEICHHUH O HAYHCICHHBIX H YIUIAYEHHBIX CTPAXOBbIX B3HOCAX Ha 06A3aTeIbHOE
TICHCHOHHOE CTPaXxOBaHHe ¥ CTPAXOBOM CTaXe 3aCTPAaXOBaHHEIX JIULL

K) pacyeTsl [0 HAYNCICHHBIM M YILIa4yeHHBIM CTPAXOBHIM B3HOCAM Ha J06POBOILHOE U
0bs3aTeNbHOE MEAUIMHCKOE H CONUANLHOE CTpaxoBatye Ha Ciydail BpeMeHHoil He-
TPYAOCTIOCOOHOCTH ¥ B CBA3H C MATEPHHCTBOM H 110 00A3aTEMLHOMY COLHAIBHOMY
CTPaXOBAHHMIO OT HECUACTHBIX CIy4aeB Ha MIPOM3BOACTRE H NpOeCCHOHANBHEIX 3a60eBanmi, a
TaK:Ke I10 pacXolaM Ha BBIILIATY CTPAXOBOT0 00eCedeHHS;

JT) peecTpBI Ha OILIATY TIeHCHOHHBIX B3HOCOB, YeP/KaHHBIX U3 3apabOTHOMN ILIaThi COTIACHO
3afBJICHUIO H 3aK/FOYCHHDIM JIMYHBIM JOIOBOPAaM HETOCYAAPCTBEHHOTO NICHCHOHHOTO
obecnieuenus (HITO);

M) BEJOMOCTH Ha HepevHcicHue 3apaboTHOH maThl;

H) CIIpaBKH 110 MecTy TpeGoBanus;

0) IUIATEXHBIE TTIOPYYCHHS Ha NEPeUHCIeHTA ViepKaHuH 13 3apalOTHON TIaTHL

3. HHoyuenne NepCoHATLHBIX JAHHBIX,

3.1. IlepconansHeie faHHble pabOTHHKA IPEIOCTABISIOTCS CAMUM paboTHHKOM.

3.2. PaGoTomarens momkeH coOOUIMTE paboTHUKY O HENsX, MpealoiaraeMpIX HCTOYHHKAX H
crocobax IOTy4eHHs TePCOHANLHBIX JAHHBIX, a TAKKE O Xapaxrepe HOANEKAMX [OTYUSHHIO



NEePCOHANBHBIX JaHHBIX ¥ HOCIEICTBHAX OTKa3a pabOTHHKa JaTh MHCHMEHHOE COTVIAacHe Ha HX
MO YYeHYE.

3.3. Pabormuk o0s3aB npenoctaBisnTh paboTomatemio JOCTOBepHy wuH(opMammoo o cebe.
PaboTonatens npoBepseT JOCTOBEPHOCTH CBeJIeHW, cBepsis [aHHBIC, IpeICTaBIeHHblE
paboTHHKOM, C MMEIOIHMHCA y paboTHHKa JOKyMeHTaMu. IlpeicTaBieHHe pabOTHHKOM
DOJIOXKHBIX JOKYMEHTOB MM JIOKHBIX CBENEGHMM IpH IOCTYIUIEHNH Ha padoTy sBisgercs
OCHOBaHHMEM JJI1 PaCTOPXKEHHA TPYAOROTO JOTOBCPA.

3.4. Ecnu nepcoHanbHble JaHHbIC paGOTHHKA BO3SMOIKHO IONIYYHTh TOIBKO Y TpeThell CTOPOHE,
TO paboTtonarelib:
a) yeefomnseT paboTHHKa He JI03Hee 5 pabounx aHell o JaTHl 3anpoca o MONyICHHH JaHHIX
Y TpeThel CTOPOHBI, COOOIINB pabOTHUKY O UeIsiX, HPEANoIaracMalX HCTOYHUKAX M crnocobax
NONYYeHHS TIePCOHANBHLIX HAHHBIX, a Takke O Xapakrepe IOUISKAIIUX TIOIYIEHHIO
[IEPCOHANBHBIX JAHHBIX ¥ MOCHEeNCTBHAX OTKa3a palbOTHHKA JaTh MHCEMEHHOE COIVIacHe Ha HX
IIONy4eHNte;

6) HOIYYaeT oT paboTHuKA MHCbMEHHOE COTTIacHe;
B) IpH TONYIEHHH COINIACcHI JeIaeT 3aNpoc H ONyYaeT HeoDXOoAMMEIE JaHHEIE.

3.5. Ilpu u3MeHeHuH TIepCOHANBHBIX JaHHBIX pabOTHHK HOIKEH TIPeJOCTaBUTh paboTodaTeNo B
CpOK, He mNpeBBIMIAROINMA 14 xanmeHIapHBIX [HEH, KONMHIO JOKYMEHTa, MOJTREPKIAIOLIETO
U3MCHEHHE TIEPCOHANBHBIX AaHHBIX. PaboTojarens mMeeT mpaBo 3ampammBaTh Y paboTHHKA
JIOTIONHHUTENbHBIC CBEICHUA 1 JOKYMEHTBI, IONTBEPAaIONIHE HX JOCTOBEPHOCTb.

3.6. Cotpyasuk, ocymiecTBitiomuii cOop uHOOPMallyK, NP NONYYEHHH [EPCOHANBHBIX
JaHHBIX WIH TIONYYCHHH W3MEHEHHBIX NEPCOHANBHBIX MJAHHBIX pabOTHHKA JOJDKEH:
a) TPOBEPHUTH [JOCTOBEPHOCTh CBEJICHHMIl, CBepsAfd NaHHBIE, IPEACTABICHHEIC PabOOTHH-KOM, C

HMEIOHINMHACH y paboTHuKa JOKYMEHTaMH;
0) caenarthb KOIUHU peACTaBICHHBIX JIOKYMEHTOB;
B) NOJIINTD KOTIMH JOKYMEHTOB B JIMYHOE IeTo pabotHuka;
r) BHECTH COOTBETCTBYIOIIHE H3MEHEHUA B KaJpOBbIe JOKYMEHTBI;

A) Np¥ BeoOXOAHMOCTH NOAIOTOBUTE U MOANHCATE COOTBETCTRYIOINME JIOKYMEHTHI, B KOTOPHIX
OTpPa3uTh COOTBETCTBYIOIINE H3MEHEHEA.

3.7. Ilpu mocrymieHus Ha pabory paGoTHuK 3anonaseT aHkery «IlepcoHanbHble JNaHHbIE
paboTHEKa». PopMa aHKeTH NPEAOCTABIACTCSA B IPOM3BONLHOMH GopMe.

3.8. AHkera 3amorHseTcsi pabOTHUKOM caMocTogTenbHo. Ilpy 3amonHeHHU aHKeTh! paboOTHHK
JODKEH 3aloNHATH Bce e¢ rpadpl, Ha BCC BOIPOCHI JaBATh IIONHBIC OTBETHI, HE JOMYCKATh
UCTIpaBIICHNH UM 3a4epKUBaHUi, NPOYEPKOB, IOMAPOK B CTPOTOM COCTBETCTBUW C 3aMUCHMH,
KOTOpbIE COAEpIKaTCA B €r0o THYHBIX JOKYMEHTaX.

3.9. AHKeTa XpaHWTcA B JHYHOM Jelle padoTHHKa. B JUYHOM [elle TakKe XpaHATCA HHBIC
JOKYMEHTBHI IEPCOHATBHOTO Y4eTa, OTHOCSIIHecH K NepCoOHAIbHBIM IAHHBIM paboTHIKA.

3.10. Bce j0KyMeHTH NMYHOTO Jeja MOAUIMBAaKOTCI B manky (dalin-peructpatop). Ha Heit
YKa3hIBalOTCS (PaMIIIIA, HMS, OTIECTBO paboTHHKA.

3.11. B maunoe meno pabotHuka npuiaratorcs oxHa dortorpadus pasmepoM 3x4 cum.

3.12.Bce mOKyMEHTHI, TIOCTYIIAIONIME B JHYHOE [ello, HOAMHMBAIOTCA (CKPEILISIOTCA), H
pacnoiaralTca B XpOHOJIOIHMYECKOM HOPAIKE.

3.13. JluuHoe pmenmo BemeTcd Ha MNPOTMKEHUH BCEH TPYIOBOH JeSTENbHOCTH pabOTHHKA.
Msmenenns, BHOCHMBIE B JUYHOE J€NI0, JODKHEI OBITh HOATBEPKICHBI COOTBETCTBYIOMIMMH
JOKYMEHTaMH.

3.14. Hudopmamms, colepikalias IepcOHANbHbIC JaHHBIE pabOTHHKA, BHOCHTCS B
yauduipopanayio Gopmy T-2 «Jluunas xkaprouka paboTHHKa.

4. Odpadorka ¥ mepeaa%a NePCOHANBHBLIX JAHHEIX.
4.1. Obmme Tpeboparus nmpu o0paboTKe MEPCOHANBHBIX JAHHLIX PabOTHHKA ¥ TApaHTHH MX
3aLUTH! ofipeaeneHsl crareeii 86 TK PO.



4.2. O6paboTka MepcOHANBHBIX JAHHLIX PaOOTHHKA OCYHMICCTBILISTCS MCKIIOUITENLHO B LEIX
obecnieuens cOGMONEHHT 3aKOHOB M HMHBIX HOPMATHBHEIX IIPABOBBIX aKTOB, COAEHCTBUS
paboTHHKAM B TPYAOYCTPOHCTBE, 06YUeHNH H PO(eCcCHORATEHOM POCTe, 06eCICIeHUA IHIHOM
besomacHOCTH pPabOTHHKOR, KOHTPONS KOMMYECTBA M KAayecTBa BBUIOMHASMOH paboThl
obecneyeHH COXPAHHOCTH JTMYHOTO HMYLIECTBA.

4.3. Ilepconanbhbie fanHble PaGOTHHKOB MOTYT ObITh IMOTydeHSHl, TPOXOHTh JaibHeHIIVio
06paloTKy U MepeAaBaThCA Ha XpaHEHHe KaK Ha GYMaKHBIX HOCHTENAX, Tak H B JIEKTPOHHOM
BH/le (TOCPEeNCTBOM HH(OOPMAIHOHHOM CHCTEMBI).

4.4. B nennx o6paboTky NepcoHalbHBIX JAaHHBIX paboTojaTels 06f3aH IONYYHTH COLIACHE
paboTHuKa Ha 06paboTKY ero NepCOHATBHBIX JAaHHBIX B IICHMEHHOM BHJE.

4.5. Tlpu nepenade mepcoHANbHBIX JAaHHBIX paGoOTHHKa paboTomaTeNb NOMKeH COBIIONATH
creAyouye TpeOOoBaHUA:
a) He cooOIIaTh MepcoHaNbHbIC IaHHBIE PabOTHHKA TpeTheH CTOpoHE 6€3 NHCHMEHHOro
cornacusi paboTHMKa, 3a MHCKIIOUEHHEM CIIy4aeB, KOrja 3T0 HEOOXOOHMO B  ILIeNsX
OpCOYNPEXACHUS YIPO3hI XKH3HH M 3[0pOBBI0 paboTHHKA, a Takke B JAPYTHX CIydasx,

YCTaHOBIECHHBIX 3aKOHOJIATEeTLCTBOM P®;
6) He coo0maTe NepcoHaibHbe [aHHble pabOTHMKA B KOMMEPHYECKHX LE/IX 0e3 ero
IIMCHbMEHHOTO COTTIACHs;

B) NPEAYNPENUTh PabOTHHKOB, OCYINECTBISIONEX cGop, o6paboTky, XpaHeHHe H nepenaqy
HCPCONANBHBIX NAHHBIX O TOM, 4TO 5TH AaHHBIE MOT'YT OBITH HCHOIB30BAHEI UL B LIENIX, Ui
KOTOPBIX OHH COOOLICHBL, U TpeboBaTh OT 3TUX JIHI TOATBEPIX/IEHMA TOTO, YTO 3TO IPABHIO
cobmoznero. Jluma, monyzalmue NepCOHATbHBIE JaHHble PabOTHHKa, 00S3aHBI COBIIONATH
KOHQHACHIHABHOCTS

I) paspewiaTb JOCTYN K NEPCOHAILHBIM JAaHHBIM TONBKO TeM PaGOTHHKAM, KOTOPHIE HMEKOT
IpaBo OCYIIECTBITE cBop, 0OpaboTKy, XpaHeHne W Iepefady MEpPCOHATBHBIX JAHHBLIX, IIPH
5TOM JaHHbie PabOTHUKK AOLKHBI HMETh IPaBO IIOIYYATH TONBKO TE€ IEpCOHANLHBIC JaHHBIE
paboTHEKa, KOTOpHle  HEOOXOMMMBI Ui BBITONHEHHS  KOHKPETHBIX  (YHKLMiL;
A1) He 3alpaliMBaTh MHQOPMALMIO O COCTOSHHH 3[0POBbA pabOTHHKA, 32 MCKIIOYECHHEM Tex
CBEICHHH, KOTOPBIE OTHOCATCS K BOIPOCY O BO3MOKHOCTH BBINONHEHHS PaGOTHUKOM TPYAOBOM
yHKIY;

) mepeiaBaTh NEPCOHATbHBIC NaHHBIE pabOTHHKA NPEICTABHTENAM DabOTHHKOB B TOPSAAKE,
ycranopneHdoMm TK P®, u orpanmumBate 3Ty HHQOPMAIHIO TOJILKO TEMH MEPCOHAIBLHBIMHI
AaHHBIMH PabOTHHKA, KOTOpHIe HEeOOXOIMMEI [UIS BBRITIOHEHUS YKa3aHHBIMY NPEICTaBHTENSIMH
UX QYHKIHH.

5. XpaHeH#e H 32MHTA DEPCOHATLHBIX JAHHBIX.

5.1, Bce omepannu 1o oQOpMIRHHID, (OPMUPOBAHHIO, BEICHHIO H XPaHEHHIO HHOOpMAaLHi,
cofepiKalell IepcoHaldbHbIE NaHHBIE, JO/DKHEI BHITIONHSATHCH TONBKO TeMH paboTHHUKaMH,
KOTOpbIE OCYIIECTBIIIOT [aHHylo paboTy B COOTBETCTBHM CO CBOMMH OOH3aHHOCTAMH,
3a(pUKCHPOBAHHBIMY B MX JJOKHOCTHBIX UHCTPYKIIHIX.

5.2. OTBeTCTBEHHOCTh 3a OpraHuszanuioo oOpaboTKH MEPCOHAIBHBIX JAHHBIX BO3IaraerTcs Ha
JOTDKHOCTHOE JIMLIO, Ha3HadyaeMoe NIPHKa30M FeHepaibHOTro JHPEKTopa.

5.3. Jlonyck K mepcoHaTbHBIM AaHHBIM pabOTHHKA paspelleH MOKHOCTHBIM JIHIAM, KOTOPBIM
IepcoHambHble JlaHHble HeoOXOJWMBI I BBINONHEHUS KOHKPETHBIX TPYHOBBIX GVHKIHA.
Crrcox nuH, HMEIOMHX NIPaBo JOCTYNA K NIePCOHAILHBIM JAHHBIM PaGOTHUKOB, YTBEPKAACTCA
JUPEKTOPOM.

5.4. IIparo DOCTyIIa K HepPCOHATBEHBIM JaHHBIM paboTHHKA UIMEIOT:
a) JIPEKTOP;
6) 3aMEeCTHTEINb JUpeKTopa o YBP;

B) [VaBHBH OyXxranTep M COTPYAHHKH IIEHTPATH30BAaHHOU OyXranTepuy — TpH HOJATOTOBKE
JOKYMEHTOB, HeOOXOAMMOH AJIsI BRIIONHEHNUS KOHKPETHHIX (yHKIIMIL;



r) cam paGoTHuK [IpEeAUPUATHS (x CBOMM IIePCOHAIBHBIM JaHHBIM);
5.5. PaboThHuKH yupesxACHHS, ocyllecTBIiomme cbop, obpaGorKy, XpaHeHHe H nepenagy
IIEPCOHANBHBIX NaHHBIX, 00A3aHbl O3HAKOMHTHCH ¢ HaAcTOAIMM [lONOKEeHWEeM H IOATMCATD
CorjlallleHye O Hepas3rialleHHy IIepCOHANbHBIX TaHHBIX PaOOTHHKOB.

5.6. CoraieHue o HepasIJIAIUCHWH [NEPCOHATBHLIX JAHHBIX PaGOTHHUKOB oopmiseTca B
NUChMEHHON (opMe 32 NOAMHCHI pabOTHHKA NpPEANpHSATHI H ABISCTCH JIONOJHEHHEM K
TPYAOBOMY JOTOBOPY, 3aKIHOYCHHOMY MEXAY paboTHHKOM | paboTonaTeneM.

5.7. IlepcoHanbHble NaHHBIE 1O NIHCHMEHHOMY 3allpOCY MOTYT TPENCTABAATHLCA B OpTAHbI
TOCYNapCTBCHHOH BIACTH: HAJIOTOBbIC HHCIEKUHH, IPaBOOXPAHUTENIbHBIE OpTaHbl, OpraHsI
GesomacHoctH, cyasl, MUC, denepalbHyi0 MATPAIIOHHYIO CIYKOY, OPraHBI CTaTHCTHKH,
BOCHKOMATBL, OpraHbl COLHATBGHOTO CTPaxOBaHMd, ICHCHOHHBIC (OHIbI, MYHHIMOAIbHbIC
OpTraHsbl BIACTH H T.[1.

5.8. Tlepenaya unpopmanuu, cojepikaiieii CBENCHHS O NEPCOHANBHBIX JAHHBIX PaGOTHHKOE
OpeNNpHATHS 10 TenedoHy, (akcy, dNMEeKTPOHHOH IIOYTe, Ha SJIEKTPOHHBIX H OYMaKHBIX
HOCHTeNAX 0e3 NMCHMEHHOrO COryacus paGOTHHKA 3alpeniaeTcd, KpOMe MpeIoCTaBiIeHMs
uHPOPMalHH B COOTBETCTBHHM C 3aKOHOMATeabCcTOM PD.

5.9. OTBeTHl Ha NHCHMEHHBIE 3alPOCH! APYITUX OPTaHH3aLMH H YUPEeXICHHH B npegenax ux
KOMMETCHIUN ¥ TIPEJOCTABNICHHBIX MOMHOMOYMH alOTCs B IHCBMEHHOH Qopme Ha GraHKe
OpCANpHATAS K B TOM o0beMe, KOTOPHIH I03BOMSICT He pasrvalliaTh H3IHIIHHHA 00BbeM
HEePCOHAJIBHBIX CBeJleHNH 0 pabOTHUKAX DpeNupUATHS.

5.10. Xpanenwe mNepcoHaNbHBIX NAHHBIX paGOTHHKOB OCYINECTBIAETCS Ha 3JIEKTPOHHBIX
HOCHTEISIX, & TakkKe B OYMaKHOM BapHaHTe.

5.11. JlokymeHTBI, cofiepiKalilie IepCOHANbHbIE JAHHbIE, HOIDKHBI XPAaHHTHCS B celide, KIOY OT
cetiha HaxOUTCS y OTBETCTBEHHOTO 3a BeeHHE H XpaHeHHE TAKNX JJOKYMEHTOB.

5.13. Broaspie iBepH TOMEINEHMIT, B KOTOPBIX XPAHATCA IIEPCOHATBHEIC JaHHBE PAGOTHHKOR,
000pyAyIOTC 3aMKaMH, TApaHTHPYIOIHME HaJIeXHOe 3aKphITHE TIOMEIeH i Bo BHepabouee
BpeMs, H OCHANIAKTCA OXPaHHO-TIOKAPHOH CHrHaIH3aIHelH.

5.14. loxkymenTsl, cofiepialiiie HepCoOHANbHBIE IaHHble, NOIC/KALINe Nepejade I XpaHeH S
B apxuB, (GOPMHpPYIOTCH B jiefla [IOCTOSHHOTO ¥ BPEMEHHOIO XpaHEHHMS H TepemaloTcs Ha
XpaHeHHE B apXUB KaHICILIPH.

6. YHuYTOXKEeHHE NEePCOHANBHDBIX JAHHbIX.

6.1. JloxymeHTEl, cofiepsKailie HepCOHATbHbIE TaHHbIE, [I0/UIEKAT XPAHEHHIO H YHHUTOKEHHIO B
HOPAJIKe, IPEIYCMOTPEHHOM apXHUBHBIM 3aKOHOAATENbCTEOM PD.

6.2. IlepcoHanbHBle XaHHbIe PaGOTHUKOB IONEKAT VHHYTOKEHHIO MO JOCTIKCHHH Leleif
0bpaboTKy UM B CIIydae YIpaThl HeoOXOIHMOCTH B JOCTIDKEHHH TakHX Ieleii.

7. Ilpaga paGoTnuKa 1o ofecredeHnIo 3aATI CBOKX HEPCOHATBHDBIX JAHHBIX.

Fx A Pabotauku HMEKT IpaBo Ha:
a) TONHYR HHQOPMANHMIO O CBOMX NEPCOHANBHBIX JaHHBIX M 00paboTKe STHX JAHHBIX;
6) cBobonHEIM OecILIaTHBIH JOCTYII K CBOMM IEPCOHANBHBIM [AHHBEIM, BKIOYAs IIPaBO Ha
HojyyeHue Komudl JroOOH 3anucu, comepikamieil TNepcoHaibHbIC JaHHBIC paboTHH-Ka, 32
UCKIIOYEHUEM ClIy4aes, NPEAYCMOTPEHHBIX 3aKOHOJaTe/IbCTBOM Pd;
B) ONpelelieHHe CBOMX NpeACTaBUTeNeHl I8 3all4Thi CBOMX IIEPCOHANBHBIX JIAHHBIX;
r) TpeGoBaHue 06 MCKIIOYCHHH MM HCIPABICHWM HEBEPHBIX WIH HEMONHBIX MEePCOHATBHBIX
JaHHBIX, a TAKKe MaHHBIX, oOpabOTaHHBIX C HapylleHHeM 3aKoHoJaTelbcTBa Pd;
n) tpebosanne 00 m3BemennH paborojareneM BCeX JHI, KOTOPHIM paHee GBLTH COOBINEHBI
HEBEPHBIC MIH HETIONHbIE IIEPCOHANbHBIE NaHHble pabOTHHKA, 000 BCEX NMPOH3BEJEHHBIX B HHUX
HCKJIIOYESHHSAX, UCIIpaBIICHUAX WK JIOTIONHEHHUAX;
e) obxxanoBanue B CyJl oOBIX HENPaBOMEPHEIX NeffcTBuii i GesaelicTeus paboToaaresns npu
00paboTke U 3alHTE €T0 IEPCOHATLHBIX JAHHBIX.



8. OGsm3aHHOCTH B OTBETCTBEHHOCTEH PaforojaTens 3a HapyIIeHHe HOPM, PeryJHpYIOMHX
006padoTKy H 3AHTY NePCOHANLHEIX AAHHbIX.

8.1. Jinua, BHHOBHBIC B HAPYIICHWH HOPM, PErYIMPYIOLIUX TIONyYeHHe, 06paboTKy, XpaHeHHe,
Hepefadyy H 3a0IATy [epCOHANBHBIX JAHHBIX paboTHWKaA, HECYT JHCHMIUIMHAPHYIO,
MaTepHasibHYI0, TPAXIAHCKO-TIPABOBYI0, aAMHHICTPATHBHYIO WIH YTONOBHYIO OTBETCTBEHHOCTD
B COOTBSTCTBHH € 3aKOHOAATENbCTBOM P,

8.2. Ilpeacrapnenne paGOTHHKOM HOMIOKHBIX HOKYMEHTOB #ABISETCH OCHOBAHHEM IS
BBIHECEHHS JHCIHMIVIMHAPHBIX B3BLICKAHUH BILIOTH 0 VBOJILHEHHUS.



