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0 MCPCOHAJIBHBIX JAaHHBIX pABQP

1. OOGIHe nonoKeHus.

I.1.lensto nonoskenus o6 oOpaGoTke nepcoHanbHbIX MAHHBIX pabOTHHKOB (danee — [lonoskenue) sBnsercd
3QLIATA TICPCOHANbHbIX JaHHBIX paboTHHKOB MyHHuMnanbHOe yhuTapHoe mnpeanpuite CONTOHCKOro
paiioHa «Teropecypey (nanee — INpennpusTie) 0T HECAHKIIMOHWPOBAHHOTO OCTYMA, HENPABOMEPHOTO UX
MCTIONIB30BAHHA MM YTPaThl, a TaKKe YCTAHOBJICHHE OTBETCTBEHHOCTH OOJUKHOCTHBIX JIHLL, HMEHOLIMX
JOCTYN K MEPCOHANBHBIM 1aHHBIM pPabOTHUKOB, 3aHEBBITIONHEHWe TPeGOBAHUI HOPM, PeryIMpYHOLIMAX
0GpaGoTKy ¥ 3alMTY NePCOHAIBHbIX AaHHBIX.

1.2. Tlonoskenue paszpaboraHo B cooTBeTCTBHH c0 crathamu 85-90 Tpynosoro Koaekea Poccuiickoit ®enepatiun,
Koncruryuuet Poccutickoli @enepauuu, I'paxkaanckum koaexcoM Poccuiickoit Memepanuy, QenepaibHbIM
3akoHoM «O6 uHopMauuy, HHGOPMALIMOHHEIX TEXHOMOTHAX W 0 3ammre Hudopmauumy, DeaepanbHbiM
3aKOHOM «O MEPCOHANbHBIX AaHHBIX», [IpaBHIaMHi BHYTPeHHEr0 TPY10BOro pacnopsaka OpraHu3auuu.

1.3.lopanok eeoaa B agiicTere u naMeHenus [lomoskenus.

1.3.1. TlonoxieHWe BCTYMaeT B CHIY ¢ MOMEHTa YTBepykOeHMA ero ['eHepanbHbIM IHPEKTOPOM
ITpennpusatus n nefcrayet GeccpoyHo, A0 3aMeHbI €10 HOBBIM TIOTOKEHHEM.
1.3.2. Bce u3MeHeHus B [TonoxeHns BHOCATCS COOTBETCTBYFOLIMM MPHKA30M.

1.4. Bee pabothnkn [peanpustus AoiskHbl ObITh O3HAKOMICHBI ¢ HacToAWMM [To10/KeHHEM NOA MOAMHUCH.

1.5. PexxnM KOH(DMIEHIMATBHOCTH MEPCOHANBHBIX MaHHBIX CHHMAeTcs B CIy4ae MX OOe3NMHUYHBAHHS H 10
MCTEYEHHH 75 JI€T CpPOKa WX XPaHEHWs, WM MpPOIJIEBAETCA HA OCHOBAHWHM 3aK/IHO4YEHHMS 3KCNEPTHOM
komuceun [IpenpusaTus, eciu UHOe He OIpelie/IeHO 3aKOHOM.

2. OCHOBHBIE OHATHSL.

2.1. Insa ueneii Hactoauero ITonokeHNHS HCMONB3YIOTCA ClIEIYIOIIHE OCHOBHbIE MMOHATHS

—~ MepcoHaNbHbIE MaHHbie paboTHuxa — nwobas wHpOpMaLMs, OTHOCALAACS K ONPEACICHHOMY HIH
onpeaendeMOMy Ha OCHOBaHWM TakoW WHbopMaUWM paboTHHMKY, B TOM uHcle ero haMuims, ums,
OTHECTBO, IO/, MECHL, AdaTa M MECTO POMIEHHHA, ajpec, ceMelHoe, COLMalIbHOE, HUMYIIECTBEHHOE
nonoxenue, obpazoranne, npodeccus, AOXOALL, Apyras HHpopMmalug, Heobxoaumas paboroaatento B
CBA3K C TPYAOBBEIMH OTHOLLEHUAMH;

— obpaboTka MEpPCOHANBHBIX AaHHbIX — COOp, CHCTEMATHU3AUMS, HAKOIMICHHE, XpaHEHHe, YTOYHEHHE
(oOHORNEHMe, W3MeHeHWe), HCIOJIL3OBAHHE, pACMpOCTpaHeHue (B TOM UHMCIE [epenaua),
obe3nnuneanue, GIOKMPOBAHUE, YHUUTOIKEHHE MePCOHAbHBIX JaHHbIX paGoTHUKOB [TpeanpuaTus;

— KOH(HIEHLHANBHOCTL MNEPCOHATBHBIX AaHHBIX — 00sA3aTe/bHOE 17 COOMIONEHWA HA3HAYEHHOIO
OTBETCTBEHHOTO ITHIIA, MONYYHBIIEro AOCTYI K MEePCOHANLHBIM JaHHBIM paboTHHKOR, TpeboBaHue He
nonyckate MX pacrnpocTtpaHenus Ges corniacus paboTHUKA MM HHOMO 3aKOHHONO OCHOBAHMA,

— pacnpocTpPaHCHHE TMEPCOHAJbHBIX JAHHBIX — JEHCTBMA, HANpABICHHBIC Ha MEpedady MNEPCOHATBHBIX
NaHHbIX pabOTHUKOR OMpeleneHHOMY Kpyry nuil (nepenaua nepcoHaNbHBIX [AHHBIX) WIH Ha



O3HaKOM/ICHME C [EpCOHAbHBIMH JaHHBIMH HEOTDAHMYEHHOTO Kpyra JHI, B TOM WUHC/e
o0HApOAOBAHHE NEPCOHANLHLIX JAHHBIX pPaGOTHHKOB B CPeACTBAaX MaccoBOW HH(poOpMaLHH,
PasMeLIeHHe B MH(OPMAUMOHHO-TEIEKOMMYHHKALIMOHHBIX CETSX WIH MpPeaoCTaBleHHe HOCTYNa K
NePCOHAIbHLIM JaHHBIM PAGOTHHKOB KaKMM-THOO MHBIM criocoGom;

HCIOOJIB30BAHHE TMEePCOHAJBHBIX OAHHBIX — AeHCTBHA (oncpam{ﬂ) C TCPCOHAIbHBIMH [JaHHBIMH,
COBEPIIACMBIE A0/DKHOCTHBIM THLIOM [IpeAnpusTus B uensX NPUHSTHS pellleHnit WIH CORepLIeHHS
HHBIX JeHCTBHI, MOPOKAAIOIIMX OPHAHYECKHE MOCACACTBUA B OTHOUIEHMM Pa0OTHUKOB JTHGO HHBIM
00pa3oM 3aTparuBaloLLMX HX NIpaBa ¥ CBOGO/IbI WM MpaBa U CROGOIB APYTHX JHLL

0IOKMpOBAHHE MEPCOHANBHBIX JaHHBIX — BPEMEHHOE MpeKpalIeHwe cbopa, cHcTeMaTH3aLuH,
HAKOMMEHHS, HCTIONL30BAHHKA, PACTIPOCTPAHEHHA NEPCOHANBHBIX JaHHBIX PabOTHMKOB, B TOM YHC/IE HX
nepeaayH;

YHAYTOXEHHE NEPCOHANBHBIX JNAHHbIX — NEHCTBHSA, B Pe3YJIbTaTe KOTOPHIX HEBO3MOXKHO BOCCTAHOBHTE
coAepikaHWe NEPCOHATIBHEIX JaHHBIX B HHPOPMALHOHHOMH CHCTEME NepCoHaNbHBIX JaHHBIX PabOTHUKOB

WIH B Pe3YIBTaTe KOTOPbIX YHHYTOKAIOTCH MATEpPHAJIbHBIE HOCHTENH MEPCOHANBHBIX JIAHHBIX
paboTHHKOB;

obe3anmuuuranHue NepcoHalIbHBIX JAHHBIX — .'IE[:!CTBI[FI, B pe3yJbTaTe KOTOPBIX HEBO3MOXKHO OnpeacianuTh
NMPAHAANCKHOCTE NEPCOHATBHBIX JaHHBIX KOHKPETHOMY paﬁo‘mm(y s

0BIeAOCTYNIHBIE MEPCOHAIbHbIE [aHHbIE — NE€PCOHATBHBIE JaHHBIE, AOCTYI HEeOTpaHHYeHHOTO Kpyra
JUI K KOTOPEIM npeaocTaBjieH ¢ corjacwusg paﬁOTHHKa HJIH Ha KOTOpbLIC B COOTBETCTBHH C
(enepanbHBIMH 3aKOHAMM HEe PACTIPOCTPAHAETCA TPeGOBAHHE COBMIOLEHHS KOH(HIECHLHANBEHOCTH.
HH(popMaLKA — CBeAeHNA (COOGIUEHHS, JaHHbIE) HE3ABHCHMO OT (opMbI X MpeCTaBEHHS.
AOKYMEHTHpOBaHHasA HHpopMaums — 3adUKCHpOBaHHas Ha MAaTepHajlbHOM HOCHTENE [MyTeM

AOKYMEHTHPOBaHUS WHPOPMALIMS C PEKBMIUTAMM, NOIBOMSFOLLUMH OTIPEJETHTS TaKylo HHbOpMAaLHIO
HITH €€ MaTepHallbHbIH HOCHTEb.

3. CocTaB mepcoHaIbHBIX JaHHLIX PaGOTHHKOB.

3.1. B coctaB nepcoHanbHbIX AaHHbIX paGOTHHKOB OGILECTBA BXOAAT:

AHKeTHbIe 1 6Horpaquec1u{e JaHHEIe;

obpasoBaHue;

CBCICHHA O TPYAOBOM H OGIIJ,CM CTame,

CBENEHHA O COCTABE CEMEH,

NacropTHeIE JaHHBIE,

CBEICHHA O BOHHCKOM YHYCTe;

CBENIeHHA 0 3apaboTHOM maTe;

CBEJEHHS O COLHANbHBIX IBIOTAX;

CNEUHaNLHOCTD,

3aHUMaemMast JOJKHOCTh;

HAJIMHHE CYIHMOCTEH;

ajapec MecTa SKUTEeNLCTRA:

JloMailuH|# TenedoH;

MecTO paboTbl MK yueObl WICHOB CEMbH H POACTBEHHHKOB;
cofepikaHue TPYAOBOro JOTOBOPA;

COCT4B JACKIaPUPYEMbIX CBEIECHHIT O HATMUMK MATEPHATBHBIX [IEHHOCTEH:
CoAeprkaHue ACKIapalliy, NOOaBaeMoil B HAJIOrOBY O HHCIIEKLHIO,
NMOONTAHHUAKHA U KOTTHH NPHKAZ0B MO THYHOMY cocTaey,

JIMYHbIE 1eM1a H TPYA0BbIE KHUKKH COTPY IHHKOB:

OCHOBaHHA K NPpHKa3aM no JHYHOMY COCTaBy.

Aea, ColepaLlie MaTepHakl MO MOBBILEHUIO KBATHQUKAUMH U NIEPENOArOTOBKE COTPYAHHKOB, HX
aTTeCTALMH, CTyAKEOHBIM PACCACIOBAHUAM;

KOMHH OTUYETOR, HanpaendeMsie B OpraHbl CTATHCTHKH,

3.2. laHHble NOKYMEHTBI ABIAIOTCS KOH(HAEHLMATLHEIMH, IPH STOM, YIHTHIBAS MX MACCOROCTS H e/IMHOE MeCcTO
06paloTKH M XpaHeHHs - COOTBETCTBYIOLHH PP OrpaAHHYEHNS HA HUX HE CTABHTCH.
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4. OBpaboTka nepcoHaIbHbIX JAHHEIX.

4.1.B uensx ofecneuenus mpap u croSon paborhuka IMpeanpuaTis u ero npencTapureny npu obpaborke

NEPCOHAIbHBIX NaHHBIX PaboTHHKA 06s3aHkl cobmonars caenyromue obume TpeGoBaHmMs:

4.1.1. O6pabotka TIEPCOHANBHBIX aHHBIX PaGOTHHKA MOMKET OCYINECTRISTLCS UCKIIIOUHTENIbHO B LIENsX
ofecnedeHns CobMoneHHs 3akoHOB u HHBIX HOPMATHBHBIX MPaBOBBIX AKTOB, CONEHCTRHS
paboTHukam B TPYAOYCTPOHCTBE, OOYUEHHM W TIPONBMKEHHH o cmyx0Ge, obecrieuenus aM4HON
BezonacHocTH pabOTHUKOR, KOHTPONS KONMHYecTBa M K44eCTBAa BBINOJHAEMON paborer u
obecniedernn coxpanHOCTH HMYILECTBA.

4.1.2. TIpu onpenenenun o6vema u conepkanus 06pabaTblBAEMBIX MEPCOHATBHEIX HAHHBIX paboTHuka
paboToxarens noskeH pykoBoacTeoBatbes Konceturyumeii Pocewiickoii Deaepaunn, TpyaoBbM
Koznekcom 1 nupiMu denepantubivu sakoHamu,

4.1.3.  Tonyuenne NCPCOHANBHBIX TAHHBIX MOJKET OCYILECTRAATLCS KaK OyTeM MpPeACTaBIEHHA HX CaMHM
padoTHUKOM, Tak IMYTEM MONYHeHHA WX W3 HHBIX HCTOYHUKOR,

4.1.4. TlepcoHasbHEIE JaHHbBIE paboTHuka cnemyer MO/y4aTk y Hero camoro. Eciiu nepcoHansHble DanHble
paboTHUKA BO3MOKHO MOTYHHTb TO/ILKO Y TPETbeH CTOPOHEL, TO PaBOTHUK NOMKeH ObITE YBenOMICH
00 3TOM 3apaHee M OT Hero MowKHO HLITE MOJIyeHO NHCbMEHHOE corfiacke. PaBoToaaTes 10/mken
coobumte  paboruuky o UC/LIX, NpEANONaraeMslX MCTOYHHKAX M CHOcodax MOy HEHHS
NEPCOHANBHEIX OaHHbIX, a TaK ke O XapaKTepe NOANEKAIUMX MONYHEHHIO MePCOHATBHbIX JAHHBIX 1
MOCJSACTBHAX OTKa3a pabOTHHKA 14Th MHChbMEHHOE COrTACHE Ha UX MOTy4eHHe.

4.1.5. Paboronarens e umeer TIpaea nonyuath v 06pabaTeiBaTh NEPCOHATLHBIE NAHHBIE paboTHHKa 0 ero
HNOMHTHYCCKUX, PEJIMTHO3HBIX U MHBIX YOEHIEHUIX U yacTHOMN KH3HH. B cyyanx, Henocpencrsenno
CBA3AHHBIX C BOMPOCAaMH TPYHOBBIX OTHOLLEHHI AQHHBIE 0 HacTHOW »M3mM  paGoTHHka
(MHpOpMALHs O KH3HeNEITeNBHOCTH B cepe ceMeliHEIX GbLITOBBIX, THUHBIX OTHOILLEHHH) MOryT
OBITE MoTyueHs! 1 oBpabotansl paSoTonareneM TONbKO ¢ €ro MUCbMEHHOrO Coraacus,

4.1.6. PaGoromatens He umeer MpaBo nomyuate U 06padaTeiBark NCPCOHANIBHBIC AaHHbIe paboTHHKA O ero
WICHCTBE B OGIIECTBEHHDBIX 0GbeAMHEHHAX HIH ero MPOPCOIO3HOMN NesTeILHOCTH, 3a HeKTIOYeHHEM
CAYHaeB, NPEyCMOTPEHHBIX (heepanbHBIM 3aKOHOM.

4.2.K obpabotke, nepenave u XPaHCHHUIO NEPCOHANBHBIX TaHHBIX paboTHUKA MOTYT HMeTb JOCTYI COTPYAHHKH:
— byxrantepuu;
—  Otnena nepconana:
—  Oraena uHdopManHOHHBIX TeXHOIOM ML

4.3. Henonb3oBaHWe MepCOHALHBIX TAHHBIX BOSMO3KHO TOJILKO B COOTBETCTBHH C LIG/IAMH, OTIPEIEIHBLIMMH FX

NomyyeHHe,

4.3.1. TlepcoHanbHble 1aHHBIE He MOTYT OBITEL HCMOMB30BaHbBI B LE/IAX NPHYHHEHHA HMYLUECTBEHHOTO H
MOPAILHOTO Bpeaa rpakiaHaM, 3aTPYAHEHHS peanH3aluu npae u ceoboa rpaxkaad Poccuiickoii
®enepaunn. Orpannyenue npak rpakaan Poccuiickoll demepaumn Ha ochose HCTIONB30BAHUA
undopmaunn 06 ux COLMATIbHOM  MPOHCXOKAEHHH, O PacoBoH, HALMOHATHHOM, A3bIKOBOH,
PeNHruozHol M mapruiiHO# npnHaanekHOCTH 3aMpelICHO W KAPaeTCs B COOTBETCTRHH ¢
3aKOHOJATENLCTBOM.

4.4. Ilepemaua nepcoHaNbHEIX TAHHBIX paboTHUKa BO3MOXKHE TONBKO ¢ COMTACHS paboTHuka unm B cayuasx,

MPAMO NpEAyCMOTPEHHBIX 3aKOHOAATENbCTROM.

4.4.1. Tlpu nepenaue MCPCOHATIBHBIX AaHHbIX pab0THHKA paboTomaTens nomken cobaronate cnemyiomue
TpeGoBaHus:

—  He CO00IIATh NepCOHAbHBIE NaHHbIE paboTHuKa TpeTreii cTopone He3 MHCBMEHHOrO COrlacHs
paboTHHKA, 38 HCKIIOYCHHEM CJTyHace, KOraa 370 HeoOXOAHUMO B LIETax NpeaynpesaeH s Yrpossl
KU3HH H 310POBBIO paboTHHKa, a Takcke B cyyaix, YCTaHOB/ICHHBIX (DeAEPATBHBIM 3aKOHOM:

— He coo0lUaTh MepCoHANBHBIE NaHHbIe PabOTHUKA B KOMMEPYECKHX Heix 63 ero NHUChMEHHOTO
corjacus;

~  TPEAYNPEAnTS JTHLL, NOMY4aoLIHX MepCoHaibHble JaHHbIE paboTHHKa, 0 TOM, YTO 3TH AaHHLIe MOryT
ObITb HCMONL30BAHB! THLIE B HENIX, V18 KOTOPLIX OHH COOBIICHBI, 1 TPeGOBATS OT STHX Jiy
MOATBEPIKAEHHA TOTO, YTO 3TO npaBHIo coOMI0AEHO. Jluua, Nomy4alolie nNepcoHanbHbie 1aHHbIC
paloTHHKa, 06a3aHbI cobmI0NaTE PEAHUM CEKPETHOCTH (KOH(HACHUMAILHOCTH). JJAHHOE MONOKeHMe
He pacnpocTpanseTcs Ha oOMed MEPCOHATLHEIMU JAHHBIMH PAGOTHHKOR B NOpAAKe, yCTAHOBIEHHOM
(henepanbHbIMK 3aKOHAME:
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~  PapeliaTh A0CTYT K NEPCOHANLHBIM NaHHBIM PaBOTHHKOR TOMTEKO CHELHATEHO YITOMHOMOYEHHBIM
JHLAM, ONMPEAGTCHHBIM MPHKA30M MO OPraHn3aLyim, DK 3TOM YKa3aHHBIE THLIA TOJDKHBI MMETh
[IpaBo MNofry4aTh TOJIbKO T€ NEPCOHANIbHBIE JaHHbIe PabOTHHKA, KOTOPEIE HEOOXOAMMBI /1A
BLIMOTHEHUA KOHKPETHBIX yHKLIHI;

—  He3aNpalikBaTe HHGOPMALIIO O COCTOAHKH 310pOBbs PaGOTHHKA, 32 HCKIFOUEHHEM TeX CBeIeH HH,
KOTOPBIE OTHOCATCA K BOMPOCY O BOIMOXKHOCTH BRITIOMHEHHS PaGOTHIKOM TPYHOBOH (hyHKIMK;

~ [€pPEAaraTh NepCOHANbHbIE 1aHHEIC PAOOTHHKA MPE/ICTARHTENSM PaGOTHUKOB B MOPSIKE,
yeranosnennom Tpynossim Koneicom, v orpanuuusars 31y HEQOPMALHO TOABKO TeMH
TIEPCOHATbHBIMH 1aHHBIMH PabOTHHKA, KOTOPhIe HeOGXOAMMEL NSl BLINONHEHHS YKa3aHHbIMH
NpeACTaBHTENAMH HX QYHKLHIA.

442 Tlepenaua nepcoHanbHBIX AAHHBIX OT AeprKaTEeN s WIH €ro MpeACcTaBUTe/IeH BHELIHEMY NOTPeOHTE0
MOET I0NYCKaThCs B MHHMMAJIBHBIX 00BEMAX W TONBKO B LENSIX BHIMOTHEHUS 3324, '
COOTBETCTBYIOLUMX O0BEKTHBHOM MpHHiHE c60pa ITHX JaHHbIX.

443, Tlpu nepegaue nepcoHATBHBIX AAHHBIX paboTHHKa MOTPeGHTENAM (B TOM YuMC/E U B KOMMEPHYECKHX
Le1siX) 3a MIpe/iesibl OpraHu3aliH paboToaTelh He NOMKEH COOBIATS 3TH TaHHbIe TpeTbeii CTopoHe
Bes nucrmenHoro cornacua paboThHKa, 3a HCKTIOYEHHEM CIly4aeB, KOrja 3T0 HeOOX0AHUMO B LIe/IAX
[pEnyNpeAACHNS YrpO3bl AKH3HH H 310POBbIO PabOTHHKA MITH B CTYHAsX, VCTAHOBIEHHbIX
dbenepanbHEIM 3aKoHOM.

4.5.Bce mephl kouHaeHumansHOCTH MpH cGope, 06pafoTke H XpaHeHHH MEPCOHATBHBIX AAHHBIX COTPYAHUKA
PAcMpoCTPaHAIOTCA Kak Ha OyMaKHBI€, TaK H Ha STEKTPOHHBIE (ABTOMATH3MPOBAHHBIE) HOCHTETH
uHhOpMaIMY.

4.6.He nomyckaeTcs 0TBeYaT: Ha BOMpPOCEHL, CBS3aHHEIE ¢ nepenate nepcoHanbHoH nabopmaumy 1o Tenedony

HAH (aKcy.

4.7. XpaHeHHe MepcoHaIbHBIX MaHHBIX AOJKHO I POMCXOLMTh B MOPAAKE, HCKIFOYAOLIEM HX YTpaTy WAW WX

HEMPaBOMEPHOE HCIIONL30BAHHE.

4.8.TIpu NpPUHATHM pELUEHMH, 3aTPATHBAIOLIAX HHTepechl paboThuKka, paGoTonaTens He WMeer mpasa

OCHOBBIBATECS HA NEPCOHAILHBIX AAHHBIX pabOTHMKA, NOIYYEHHBIX HCKIIOUATENTEHO B pe3yibTaTe HX

ABTOMAaTH3HPOBAHHOH 00palOoTKM WM 3NMeKTPOHHOro mnonyuenus. PaGotonatens YUHTBIBACT JHYHBIC

KavecTsa paboThuka, ero noGpocosecTHbiil M 3eKTHBHbIH TpYA.

5. Kommeke 10KyMEHTOB, COTIPOBOKIAFONIHIT pOLEce 0 OPMIEeHHS TPYAOBLIX OTHOLICHH
paboTHuKa B Opranusaiiy IIPH €ro NpHeMe, TEPeBOJe H YBOIbHEHHH.

>.1. Mudopmauus, npencrapisemas paGoTHHKOM NpH NMOCTYIICHUM Ha paboty B OpraHuzauuio, 10/KHa HMETh
NoKymeHTaneHyo (opmy. IMpu sakmouenun Tpymosoro AI0roBOpa B COOTBETCTBHH €O ¢T. 65 TpymoBoro
roaekca Poccutickoit Denepauuu MU0, NOCTYNaroLIee Ha padoTy, MpeabIRaseT paboTogaremo:
—  macmopt rpakaanuHa Poccuiickoi ®enepatiu;

~  TPYAOBYIO KHIKKY, 32 HCKIIOHECHHEM CJy4acs, Kor/a TpyA0BOi J0roBOp 3aKIi0YaeTCs BiepBbie WK
PabOTHHK NOCTYNaeT Ha paboTy Ha YCIORMAX COBMECTUTENLCTEA, THG0 TpYAOBas KHHIKKA Y paboTHHKa
OTCYTCTBYCT B CBA3H C &€ YTPATOH W/IH 110 APYTHM NPHYHHAM;

— CTpaXxCoBO€ CBHACTEILCTBO rocyaapCTB€HHOro NEHCHOHHOTO CTpaxoBdHUA.

— JIOKYMEHTBI BOMHCKOTO YueTa — /A BOHHOOOA3aHHBIX M JTHLL, MOLITEKALIMX BOMHCKOM Y YHETY,

— J0KymeHT 06 ofipazoranum, o KBAIMDUKAUNH WIH HATTHYHH CTICLIMATBHBIX 3HAHHH — MPH MOCTYTIIIEHHH
Ha paboTy, TpeCyoulyto CeUHATbHbIX 3HAHWIA K CMIeLHATIBHOM MOArOTORKH:

— CBHIETENbCTBO 0 npucsoernn MHH.

5.2.Tlpu oopmnernn paGothuka B Opranusaumio paboTHHKOM 0TIENa KAAPOB 3AMOIHAETCH YHHQULHPOBAHHASA
fopma T-2 «Jluumas kaprouka pabOTHHKa», B KOTOpOH OTpakaloTed CAeAVIOLlMe aHKeTHBIE U
buorpadpuueckne naHHbIe paboTHHKa:

— obume crenenns (M.U.0. paGotHuka, nara POKACHHA, MECTO POMACHHA, IPaXKIAaHCTBO, 00pa3oBaHHe,
npogeccus, crax paboThl, COCTOAHUE B Gpake, NacnopTHeIE AaHHbIE);

— CBEIEHHA O BOHHCKOM YHYETE;

— JIaHHble O pHeMe Ha paboTy;

B nansneiiniem B munyto kaprouky BHOcsTCS:



~ CBGICHHMA O MepeBonax Ha Apyrywo pabory;
— CBeaeHH:A o aTTecTauuy;

~  CBENEHHS O MOBBILLEHUH KBATH(HKALIN;

~  CBEACHHMS O MpodecCHOHANBHOI NepenonroToske:;

~ CBEACHMA O Harpazax (MOOWPEHUAX), OYETHBIX 3BAHHAX:

— CcBeleHMA 06 oTnyckax:

~  CBCACHHA O COUMAIIBHBIX FAPAHTHSX;

—  CBEACHHA O MECTE JKHTC/IbCTBA M KOHTAKTHBIX TefedoHax.

5.3.B orznene nepconana [peanpusTus cosnarotes u xpansres CCAYIOMWME TPYTINbl JOKYMEHTOB, COEpKaLIHE

AaHHBIE O PabOTHHKAX B SAMHMYHOM WJIH CBOIHOM BH]E:

3.3.1. lokymeHTsi, conepsxkatume ICPCOHANTBHBIC  1aHHbIE PAGOTHUKOB (KOMILIEKCHI JIOKYMEHTOB,
COTPOBOKAAIOIME MPOLECC ODOPMIEHHS TPYIOBLIX OTHOLICHHI TIpH npueMe Ha paboTy, nepesone,
YBOMBHEHWH, KOMIUIGKC Marepuanos o 4HKETHPOBAHHUID, ~ TECTHPOBAHWIO;  MPOBEICHHIO
cobece/ioBaHmil ¢ KaHIMAAaTOM Ha AOMKHOCTb; NMOANHHHHKH ¥ KOMMH MNPHKA308 M0 JTHYHOMY
COCTaBY; JIM'HbIe ACa U TPYAOBbIC KHUKKH PAGOTHHKOB! A€Na, ConepIKalMe OCHOBAHHA K NPHKA3Y
10 JIAYHOMY COCTaBy; lena, copepkaiiue Marephanbl aTrecTaumu paGOTHHKOB; CiyKeGHBIX
PACCIeZI0OBAHH;  CIPaBOYHO-WH(POPMALIHOHHBIH BaHK J@HHBIX 10  mepcoHamy (KapToTekw,
KYPHAJIbI), MOATHHHHKA M KOMWH OTHCTHBIX, AHAIHTHYECKMX H  CHIPABOYHbIX MarepHanos,
NepeaBacMbiX pYKOBOJICTBY Opranuzanuy, PYKOBOIWTENSIM CTPYKTYPHBIX NOApasaeNeHUH; Konuu
OTHETOB, HAMpABMNSEMbIX B IOCYAAPCTBEHHBIC OpraHsl CTAaTHCTHKH, HANOTOBBIE HHCMEKLMY,
BLILICCTOALUIME OPraHbl YIIPAB/ICHHS H ApyTHe yupesxaeHus ),

532 JokymeHrauus no Opraiusaumn  paGoThl  CTPYKTYPHBIX nonpasneneHuit (nonoxkeHus o
CTPYKTYPHBIX NOApa3aeNeHusx, NOMKHOCTHEIE HHCTPYKLMH pabOTHHKOB, NMPHKA3BI, PACTIOPSIKEHHS,
ykazahua pyxosoacTsa OpraHu3aumn); JNOKYMEHTbI Mo TIAHUPOBAHUIO, y4eTY, aHaNM3y M
OTHETHOCTH B YaCTH paboTe! ¢ nepconanom Opranusamuu.,

6. JlocTyn K NepCOHATBHBIM TaHHBIM.

6.1. BayTtpernuii goctyn (noctyn BHyTpH [Npeanpustus).
6.1.1. Tlparo A0CTYTIA K MePCOHANBHBIM JaHHBIM COTPYAHHKE HMEIOT:
— T'enepanbumiii Aupektop Ilpeanpusrtus;
— Corpynuuku otnena nepconana OGuiecTsa;
~ PYKOBOAMTENH MONpas/ieleHuii 0 HANPABACHHIO JEATEIbHOCTH (ZOCTYN K MTHYHBIM JaHHBIM TOMBKO
COTPYAHHKOB CBOETO MOAPA3IEIeHNS);
~ TIPH NEepeBosie U3 OAHOIO CTPYKTYPHOTO MOApA3AE/eHHs B ApYroe J0CTYI K NMEePCOHANbHBIM AaHHBIM
COTPYHHKA MOKET UMETh PYKOBOIHTEN b HOBOTO nojapasaeneHus;
— caM paGOTHHK, HOCHTENb JaHHBIX.
~ /AIPYTHE COTPYIHHUKH OPraHU3allH NPH BbIMONTHCHHN HMH CBOHX cmyeOHbIX 06s3aHHOCTEIH.

6.1.2.  Tlepeuens nuu, umeronmx AOCTYT K NEPCOHA/IbHBIM AaHHbIM PaGOTHUKOB, ONperenseTes MPUKAZ0M
['enepansroro qupextopa [TpeanpusTus.

6.2. Buewmnuii goctym.

6.2.1. K 4uciny MaccoBbix noTpeduTeneit nepcoHaNbHBIX AAHHBIX BHe OpraHH3auMy MOKHO OTHECTH
FOCYAApCTBEHHbIC H HETOCYIaPCTBeHHbIE (DYHKLHOHATHHbIE CTPYKTYPBI:

— HAJIOTOBBIE WHCMEKLMH;

— TIPaBOOXpPaHHTENbHBIE OPraHbl;

— OprasHsl CTATUCTHKH,

— BOEHKOMATBI;

~ Opramebl COUHANIBHOTO CTPaXOBAHMS,

= TEHCHOHHBIE hoH b,

~ MOAPasACICHUA MYHHUHTIATBHBIX OPTaHOR yrpaBieHus;

6.2.2.  Ham30pHO-KOHTPONBHEIC OpraHbl  HMCIOT JOCTYN K WHQOPMALIAM TONBKO B chepe cpoeit
KOMIIETEHLIHH.

623, Opranmsaunn, B ROTOpBIE COTPYAHHK MOKET OCYIUECTBISTH NepeducieHus ACHEKHBIX CPEACTE
(cTpaxosble  KoMmnaHuu, HETOCYNApCTBEHHLIC — MEHCHOHHbIE  (DOHIbI, 01aroTBOpPHTENBHbIE
OPraHu3allik, KPEAHTHBIC YYPEKIEHHs), MOFYT MOMYYMTE NOCTYN K NepPCOHATbHBLIM AaHHBIM
PabOTHHKA TONBKO B CJIydae ero nMCbMeHHOIO pa3pelenms.
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6.2.4. Csenenus o paGoTarolliem cOTpYAHHKE HIIH YK€ YBOJIEHHOM MOryT ObIThb NpeACTABICHbB! APYrOf
opraHu3zalMed TONbKO ¢ MHCBMEHHOrO 3anpoca Ha BlaHKe OpraHu3aLiu, ¢ MPUIoKEHHEM KOTIHH
HOTapHa/lbHO 3aBEPEHHOTO 3asBiicHus paboTHuKa.

6.2.5. TlepconanbHble AaHHbIC COTPYAHHKA MOrYT ObITh MPeACTABICHbI POACTBEHHHKAM HIH H1EHAM ero
CEMbH TOJIbKO € MMCbMEHHOTO pa3peLleHHs CaMoro COTpy AHHKA.

6.2.6. B cnyuae paseoga Geieimas cynpyra (cynpyr) umerot npaeo obpaturscs B [lpeanpusrie ¢
MHCBMEHHBIM 3aMpoCcoM 0 pa3mepe 3apaboTHoH nnatsl coTpynHuka 6es ero cornacus (YK P@).

7. 3amuTa NepCcoOHaTbHEIX JaHHBIX

7.1. 3ammMra nepcoHaNBHBIX JAaHHBIX MpeacTaeiser coGoH >KeCTKO pernaMeHTHPOBaHHBIN W IMHAMUYECKH
TEXHOJIOIHYECKHH MPOLIECC, NPeAyNpekIaloHi HapyIleHHe AOCTYTHOCTH, UEI0CTHOCTH, JOCTOBEPHOCTH
M KOH(HAEHUHATEHOCTH TEePCOHANLHLIX JaHHLIX W, B KOHeuHOM cuere, ofecmeudBaroluii A0CTATOUHO
HaAeKHYyO 6e30MacHOCTE HHOOPMALMKU B MPOLECCe YNPAaBAEHYECKOH W MPOH3BOACTBEHHON A€ATENbHOCTH
KOMIIaHHH,

7.2. 3alllkTa NEepeOHabHbIX AaHHBIX pabOTHHKA OT HETPaBOMEPHOrO WX HCMONB30BAHHUS WM YTPAThl A0/KHA
ObITh Obecnedena O6LUeCTBOM 3a CHET €ro CPeCTB B MOPALKE, YCTAHOBICHHOM (e1epalibHbIM 3aKOHOM.

7.3. BHYTpeHH:s 3alKTa.

7.3.1. Jlna ofecrncvcHHA BHYTPEHHEH 3alllMThl [EPCOHabHBIX JaHHBIX PalOTHHMKOB HeOGXOAMMO
cobmonarts pam mep:

— OrpaHHYeHHE M perJlaMeHTauus cocraBa paloTHUKOB, (YHKLMOHANbHBIE OOA3aHHOCTH KOTOPHIX
TpeQyIoT 40CTYyMNa K NePCOHALHEIM IAHHEIM COTPYIHHKOR.

— cTporoe uWi0uparenbHoe M OOOCHOBAHHOE pacrpeleneHHe NOKYMEHTOB H HMH(OpMaLUH MexILy
paboTHUKaMH;

— pauMoHanbHOe pa3MelneHHe pabounx MecT paGOTHHKOB, NPU  KOTOPOM  HCKIHOUANOCh  Obl
OECKOHTPOJIBHOE MCIIONB30BAHME 3ALLMILAEMOH HH(pOpMALUHY;

— 3HaHue paGoTHHKOM TpeGOBAHMI HOPMATHBHO — METO/HUECKHX AOKYMEHTOB MO 3auuTe HHMOpMALHH
H COXpaHEHHH TaHHBI,

~  Hanu4He HeOOXOOHMBIX YC/IOBHH B MoMelleHHH A4 paGoThl ¢ KOHPUACHUMANBHBIMHA JOKYMCHTaMH H
0azaMu NaHHBIX:

—  ONpejg/ieHHE M PErjlaMeHTalMsA cocTaBa padOTHHKOB, HMEIOLIMX MPaBO A0CTYNA (BXO4A) B MOMELLCHHUE,
B KOTOPOM HAXOIMTCS BEIYMCIMTENLHAS TEXHHUKA,

— OpraHdzauus Nopsaaka YHHUTOKEHUS HHOOPMaLMH;

—  CBOEBPEMEHHOE BbIABJICHHE HapylueHHa TpeboBaHHH paspellNTeNbHOH CHCTeMBL A0CTyna paSoTHHKAMH
noapaszaeneHus;

—  BOCNMTaTe/IbHas M pasbiCHUTE/IbHas paboTa ¢ COTPYAHMKAMH MOAPA3IE/ICHUA 10 NPEAYNPEKACHHUIO
YTPaThl LEHHLIX cBeeHul npu paboTe ¢ KOHQHIEHIHATEHEIMUA JOKYMEHTAMH;

— HE JOMyCKaeTcA BhlJayua JMYHBIX A€ COTPYOHHKOB Ha padodme MecTa pYKOBOAMTENeH. JIMuHbIe gena
MOTYT BEHIJaBaThCA Ha paBoude MecTa TONBKO TIeHepalbHOMY JHpeKkTopy, paboTHHKaM orzena
NEepCcoHAaNa U B HCKTIOUHTEIbHBIX CIyYasX, N0 MUCEMEHHOMY PaspelieHHI0 MeHepalbHOr0 AUpeKTopa. -
PYKOBOAHTE/IO CTPYKTYPHOTO TMoOJpa3fe/ieHHA. (HampHMep, MpH TMOATOTOBKE MAaTepHAIOB AJd
aTrecTauuu paboTHHKa).

7.3.2. 3ammTa MepcOHANBHBIX JAHHBIX COTPYIHHKOB Ha JICKTPOHHBIX HOCHTE/AX.,
Bee manku, conmeprkaiue nepcoHabHblE NAHHBIE COTPYAHWKE, AOMKHBI HMETh OrpaHUYEHHBIH
poctyn (TONBKO [/l COTPYAHMKOB OTJAENa MEpPCoHana M AMPEKTOpa no  WH(OPMALHOHHBIM
TEXHONOTHAM).
7.4. BHeluHaAd 3awmTa.
7.4.1. ]Jina obecriedeHus BHelIHeH 38IMTEI MEPCOHANLHEIX JAHHEIX COTPYAHHKOB HEOOXOIMMO cOBMI0ATE
pan Mep:

— NOpAJOK NpHeMa, YHeTa H KOHTPOJIA ASATeTEHOCTH MOCeTHTeNel;

—  TIPOMYCKHOH PeXXMM OpraHH3aLlHu;

—  YHET M NOPAJOK BbIAA4YM IPOMNYCKOB;

—  TeXHHYeCKHE CPelcTBa OXpPaHbl (3MEKTPOHHBIN KITIOY, CHIHATH3ALHH);

— MOPAJ0K OXpaHbl TEPPHTOPHH, 3JAHUHA, NOMEILEHHH, TPAHCTIOPTHBIX CPENCTB;

7.5. Bee amua, ceasaHHbie ¢ nomydexweM, oOpabGoTko# W 3alHTOH TMepcoOHANBHBIX OaHHBIX, 00f3aHBl He
pasrnalaTh nepcoHanbHble JaHHbIe pabOTHHKOR.



7.6. Kpome Mep 3aliMThi NEpCOHANBbHBIX [OaHHBIX, YCTAHOBIEHHBIX 3aKOHOOATENLCTBOM, paboTopaTten,
pabOTHHKH M MX NPEeACTABHTEIH MOTYT BbIpabaTeiBaTh COBMECTHbIE MEPbI 3alLIIUTEI MEPCOHANMBHBIX JAHHBIX
pabOTHHKOB,

8. Tlpasa u 00513aHHOCTH pabOTHHKA.

8.1. PAGOTHHKNA 10/DKHBI GBITh O3HAKOMAEHHI 1O PACTIHCKY C JOKYMEHTaMH OpraHH3aluH,
YCTaHABIMBAIOUHMH TOPAA0K 00paboTkK NepcoHanbHbIX AaHHBIX PaGOTHHKOB, a Takke 00 WX npasax H
0GA3aHHOCTAX B ITO# 0DNACTH.

8.2. B uensix 3aluThl NePCOHANBHBIX JAHHBIX, XPAHALLMXCS Yy paboTozarens, pabOTHHK HMEET MpPaBo:

= TPESOBaTb HCKITDYEHHS UK HCIIpaBlIeHHA HEBEPHBIX MITH HEMOJIHBIX JAaHHBIX;

— Tojyyars cBOOOAHBIH GecniaTHBIA JOCTYN K CBOMM MEPCOHATBHBIM NaHHEIM, BKIIOUAs TIPaBO Ha
noslyueHne Konuii moboi sanuck, coaepskalei nepcoHanbHble JaHHBIE,

— TEPCOHAIBHEIE JaHHBLIE OUEHOYHOro XapakTepa A0MNONMHHUTEH 3a4BlIeHHEM, comepyKalliM  €ro
cOGCTBEHHYIO TOUKY 3peHHs;

— OHOpenensasTh CROHX HpeﬂCTaBHTeﬂeﬁ AJ4 3aLIUTE CBOHX NEpCOHANbHBIX OaHHBIX,

— Ha COXPAHCHHE H 3alUTY CBOESH JTMYHOMN »KH3HH H ceMeHHO Talinbl.

8.3. PabotHuk o643aH nepenasats Ipearn PHATHIO KOMILIEKC 10CTOBEPHbIX, TOKYMEHTHPOBAHHEBIX
NEPCOHANBHLIX TAHHBIX, COCTAB KOTOPLIX yeTaHoseH Tpynoseim Konekcom PD, a Tarske CBOEBPEMEHHO
co00WmaTh 06 H3MEHEHUSX CBOMX TIEPCOHATBHBIX AaHHbIX.

8.4.PaGornukH ctasat [lpeanpustie B H3BECTHOCT 06 M3MEHEHHH (bamMHITHK, HMEHH, OTUECTBA, JaThi
POAICHHA, HTO MOJTyHaAET OTpaKeH’e B TPYIOBOM KHHKKE HA OCHOBAHHH MPpeACTABICHHBIX JOKYMEHTOB,

Ilpn HeOO6X0AMMOCTH M3MEHAIOTCH AaHHBIE 00 00pa3oBaHuy, NPO(ECCHH, CIIELMATLHOCTH, TPHCBOEHHH
HOBOTO pa3pana u mp.

9. OTBETCTBEHHOCTH 32 pasriAleHHe KOH(HIeHIHATLHOM HHGOPMALIMH, CBA3AHHON ¢
[I€PCOHATBHBIMHI 1aHHBIMH.

9.1.PykoroauTens, paspewatowmii  goctyn COTpyAHHKAa K KOH()MACHUMATBHOMY [OKYMEHTY, HeCceT
NEPCOHANLHYIO OTBETCTBEHHOCTD 33 aHHOE pasperneHue.

9.2. Kaaplii COTPYAHMK OpraHM3alli, MOMYYAIOWMH Ans paboTeI KOH(UIeHIMANBHEIA 1OKYMEHT, Hecer
CAMHOMUHYIO OTBETCTBEHHOCTE 3a COXPAHHOCTE HOCHTENA H KOHQHACHLNATLHOCTS MH(GOPMALIHY.

9.3.Jluua, BUHOBHbIE B HAPYIIEHHH HOPM, PEry/upyIOLIHX nomyuenue, o6paboTKy M 3alIHTY NepcoHANbHEIX

AaHHbIX  paboTHMKA, HECYT JMCUHILIMHAPHYI, aIMMHHCTDATHBHYIO, rpaKNaHCKO-TIPABOBYIO WM
YTONOBHYHK) OTBETCTBEHHOCTbL B COOTBETCTBHH C C])Eﬂepﬂ.l'lbﬂ bIMH 3aKOHaMH.



