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[onoxkenne 06 06paborke nepeonaNbHBIX AAHHBIX PAGOTHHKOB
1. Obmue nosokenust.

1.1. Homnoxenue o6 06padoTke nepcoHaIbHBIX JAHHBIX paboTHUKOB (anee - [Tonoxenue)
paspabotano B cootsercersun ¢ Koneruryuueit Poceniickoit ®enepaiuu, I'paknaHcKiM
kojekcom Poceniickoil @ejiepannn, Tpynoseim koekcom Poceniickoit deneparmu (nanee — TK
P®), DepepaibibiM 3akonom o1 27.07.2006 roga Ne 149-03 «O6 nndopmarnum,
HHPOPMALMOHHBIX TEXHOJIOTHSIX H 0 3aluTe HHPopMarumny, OeaepalbHbIM 3aKOHOM OT
27.07.2006 roa No 152-@3 «O nepcoHalIbHbIX JaHHBIXY», HHBIMH HOPMATHBHBIMH aKTa-MH,
AeHCTBYIOMMH Ha TeppuTopun Poccuiickoit Oenepannu (nanee — PD).

1.2 Tonoxkenne onpe/enscet nopsaaok cbopa, XpaHeHus, KOMOMHUPOBAHHS, NepeadyH U TI000ro
ApPYTOro HCIOIBL30BAHMS IEPCOHANIBHBIX JJAHHBIX paboTHUKOB MBOY «COILI No 1 ¢. Kynapei»
(Jtanee — opra"u3saiiusi) B COOTBETCTBHH € 3aKOHOATEILCTBOM PO,

1.3. JleficTBre HACTOAIETO NOJIOKEHHS PACIIPOCTPAaHAETCs Ha PAGOTHUKOB OpraHH3aliHy,
HUMEIOIIMX [1PABO JIOCTYA K NEPCOHATBHBIM JaHHbIM.

2. Ocnosubie nousTHsi. COCTAB MEPCOHAILHBIX JAHHBIX PAOTHHKOB.

2.1. B nacrosimem Ios0kKeHUH HCIOIB3YIOTCS CIIEYIONME OCHOBHEIE ITOHSTHS:

a) NepcoHAILHBIC Aaibie - HHhopmarms, HeobXouMas paboTONATEO B CBA3H € TPYIOBBIMHU
OTHOMICHHAMH M KacaloNasicsi KOHKPETHOro pabOTHHKA, a TaK)Ke CBejieHHs 0 (aKTax, COOBITHSAX
1 0DCTOATENBLCTBAX JKU3HU PAbOTHHKA, 103BOJISIOIIHE MACHTU(GHIIMPOBATD IO IMYHOCTD,

0) 0bpaboTka nepecoHATBHBIX JAaHHbIX pabOTHHKA - 000E AeHCTBHE (OMeparys) WK
COBOKYTIHOCTD JICHCTBHI (ONIEpaliuii), COBEPIIAEMBIX ¢ HCIIOIb30BAHUEM CPEJICTB
aBTOMAaTH3ALMK MK O€3 HCII0JB30BAHMS TAKHX CPEJICTB C [IEPCOHALHBIMHU JIAHHBIMH, BKTIOUAS
cOOp, 3alHCh, CHCTEMATH3AIMIO, HAKOIICHHE, XpaHCHHE, YTOYHeHHe (0BHOBIEHHME, U3MEHEHHE),
M3BIICYCHUE, HCIIONIL30BAHME, NIepe/iady (pacpocTpaHeHne, MpeJoCcTaBIeHue, 10CTy),
obesmyuBanue, 610KHPOBAHHKE, y/lJICHHE, YHHYTOKEHHE IEPCOHATBHBIX JAHHBIX;

B) PaCIpOCTPaHCHUE NICPCOHATBHBIX TaHHBIX - ICHCTBHS, HAIPABJIEHHEIE HA PACKPBITHE
EPCOHANBHBIX JIAHHBIX pADOTHUKOB HEONPEIEICHHOMY KPYTY JIHII;

) MPEIOCTaB/IEHHE IEPCOHAIBHBIX IAHHBIX - JCHCTBUS, HATIPABJICHHBIE HA packpeiTHE
NEPCOHANBHBIX JIAHILIX PAOOTHHKOB ONPEICNICHHOMY JTHILY HIIH OTIPEICTICHHOMY KPYTY JTHIL;

).1) I/{H(I)OPMH.LLHOH Has cucrema HEPCOHANBHBIX JAaHHBIX - COBOKYITHOCTH CoICpialMxcs B Oazax
J@HHBIX NEPCOHANTBHBIX JIAHHBIX B 00eCIIeuMBalONMX HX 00paboTKy HHPOPMAITHOHHBIX
TEXHOJOIHH W TEXHUUCCKUX CPEICTB;

€) YHHUTOKEHHE NePCOHAILHBIX JAHHBIX - JICHCTBUS, B PE3YJIbTATe KOTOPBIX CTAHOBHTCS
HEBO3ZMOKHBIM BOCCTAHOBUTE COJICPIKAHME MEPCOHATBHBIX JIAHHBIX B MH(OPMALHOHHOM
CHCTCME NEPCOHATLHEIX TAHHBIX PAOOTHUKOB M (MJIH) B pe3yJIbTaTe KOTOPBIX YHHUTOXKAKOTCS
MaTePHAIBHBIC HOCUTEITU NEPCOHATBHBIX JaHHBIX PAOOTHHKOB;

#) HHpOpMaLus - Cie/icHus (COOOIICHHS, IaHHBIE) HE3aBUCHMO OT (hOPMBI HX TIPEACTABICHHS;
3) IOKYMECHTHPOBaHHAS HHDOPMALMA - 3a(MKCHPOBaHHAsE HA MATEPHATLHOM HOCHTEJIE yTeM
JOKYMCHTHPOBAHMA HH(POPMALIMS ¢ PEKBU3HTAMH, [TO3BOJISIOLIMMHU OTPEIETHTh TAKYIO
vH(pOpMaLHUIO UM ee MaTepUalIbHBIH HOCHTE b,

W) aHKEeTa — JIOKYMEHT, COJIepIKallinii lepeyeHnb BOIPOCOB O NEPCOHATBHBIX JAHHBIX PaGOTHHKA.



2.2. llepcoHanbHble JiaHHbIC pAOOTHHKOB MCIIOJIL3YIOTCH Ha NIPEIIIPUATHH B LIEJIAX BBIMOJIHEHHS
TpeOOBaHuii:

a) TPYZOBOI0 3aKOHOAATEILCTBA IPH IpHeMe Ha paboTy W 3aK/IIOUEHHH TPYI0BOrO JI0-roBOpa, B
npoiecce TPYAOBLIX OTHOIIEHHH, IPH 1TPe/I0CTABJICHHH IapaHTHH U KOMIICHCALIHH,

0) 3aKOHO/IATEJILCTBA O BOMHCKOM 00S3aHHOCTH M BOCHHOI ci1y’KOe IpH MOCTaHOBKE
pabOTHHKOB Ha BOWHCKHIA y4eT 1 OPOHUPOBAHUM I'pask/iaH, IpeObIBAIOLIHX B 3aMace;

B) 3aKOHOJIATE/ILCTBA B CBA3H ¢ HCYHCICHHEM W YIUTATOW Hajlora Ha JOXO/bl (PHU3HYECKHX JIMLL, a
TAKIKE CTPAXOBLIX B31HOCOB Ha 100pOBOILHOE U 00s13aTE/IbHOE MEIMITMHCKOE, IECHCHOHHOE H
COLMAILHOE CTPaxoBalius;

r) NEHCHOHHOIO 3aKOHOAATENbCTRA PU (DOPMUPOBAHUK U [IPEACTABICHUH
nepCOHU(UITMPOBAHHbBIX JIAHHBIX O KAXK/IOM I10J1y4aTee JI0X0/10B, yUUTHIBAEMbIX ITPH
HAYUCJICHHH CTPAXOBBIX B3HOCOB Ha JI0OPOBOJILHOE H 00s13aTEIBHOE IEHCHOHHOE CTPAXOBAHHUE H
obecrieuenue; .

1) 3AM0JHEHUS TIEPBUYHON CTATHCTHYECKOU JIOKYMEHTAllMU B cOOTBEeTCTBHH ¢ [TocTanosnenneM
['ockomerara Pocenn o1 05.01.2004 roga Ne 1 «O0 yTBepk/IeHMH YHUPHUIHMPOBAHHBIX GOPM
NEePBUYHON YUETHOMH JIOKYMEHTALMH [10 YYETY TpyJa M €ro OIIaThi».

2.3. CBeaenus o nepcoHaIbHbIX JJaHHBIX PabOTHUKOB OTHOCSITCS K YHCITYy KOH(MHIEHIHAIBHBIX.
PaboTHUKH 1penpHsTHs, MOTYYMBIIHE JOCTYII K EPCOHAIBHBIM JJaHHBIM, 003aHbI HX HE
PACKPBIBATE TPETHEM JIHI[AM U HE PaCpOCTPAHsTh NEPCOHAIbLHBIC JaHHble Oe3 cornacus
paboTHHUKA.

2.4. Undopmanus, npe/icrapisiemast paboTHUKOM MTPH TTOCTYTVIEHHH Ha paboTy Ha NpeanpuaTHe,
JIOJDKHA UMETh JIOKYMCHTHPOBUHHEYIO opmy. 1lpu 3akitouyeHnn Tpy10BOTo A0roBoOpa JIHIlo,
nocTynatouee Ha paboTy, JOJIKEH MPeCTABUTE CICAYIOIIKE JT0OKYMEHTBI, COJAepKalIne
NEPCOHANBbHBIC JAHHbIC!

a) HacrnopT UM HHOH JIOKYMEHT, YIOCTOBEPSIIONIMH JIMYHOCTh;

0) TPYA0BYIO KHIKKY, 32 MCKIIOYCHHEM CIy4aeB, KOI/la 10r0BOp 3aK/IH0YaeTCs BIIep-Bbie, HITH
paboOTHUK nocTynaer 1a padoTy Ha YCIOBHAX COBMECTHTEILCTBA, HIIK TPY/I0Bas KHHXKKA Yy
paboTHHUKA OTCYTCTBYET B CBAZM € €€ YTPATOH WIIK 1O JAPYTHM ITPH-YHHAM,

B) CTPAXOBOE CBHJICTC/ILCTBO MOCY/IAPCTBEHHOTO rencnonHoro crpaxosanus (CHHUJIIC);

I') IOKYMEHTBI BOMHCKOTO ydeTa - JUlsl JUILL, MO/UIeKAIUX BOMHCKOMY YYeTy,

1) IoKYMEHT 00 00pa3zoBaHuH, 0 KBATH(HUKAIMH WM HATHYUH CIICHHAILHBIX 3HAHHH - IIPH
nocTyrjienun na pabory, TpeOyIoILyIo crieraabHbIX 3HAHHH HIIH CIIEIHaIbHOH IIOANOTOBKH,
e) cujereseTBO 0 npucsoennd MHH (npu ero nanuuum y paboTHHKA),

) 3aKIIIOMEHHE 10 PesylibTaTaM POXO0KICHHS MEIHIIMHCKOIO OCMOTPa;

3) BOJIMTEILCKOE YIOCTOBEPEHIE, €C/IH 9TO TpeOyeTcs B CBA3H C BBIIIOJIHEHUEM TPYI0BOH
byHkuMKH paboTHHKA:

1) cripaBKy, Beljlatnyio opranamu MBJ1 Poceun, o Hammuun (OTCYTCTBHH) CYIUMOCTH H (HJIH)
(hakra yroJaoBHOIO npecie/loBaHus Jubo 0 npekpaleH yroJloBHOro npecie0Banus mo
peadMIMTHPYIOLIHM OCHOBAHUAM (MPH MOCTYIUIEHHH Ha paboTy, K KOTO-POH B COOTBETCTBUH C
TK PO wim unbiv e)icpanbHBIM 3aKOHOM HE JIONYCKAIOTCS JIMIA, UMEIOLIUE WITH UMEBILHE
CYAMMOCTD, ITOJABCPIAIOIIHECS WM [0/IBEPraBIIHECs YTOJIOBHOMY IIPECIEI0BAHHMIO).

2.5. B 1okyMeHTHI H uH(OpMalHOIHEIC CHCTEMBI YueTa nepcoHaia paboToiaTe/IeM BHOCHTCH
rH(pOPMAIIMs, COAEPIKALLAs CIC/YIOIIME NePCOHaIbHbIE aHHbIE pabOTHHUKA:

a) obmmue ceaenus (pamMuians, UMsi, 0TYECTBO, JlaTa POK/ICHHSA, MECTO POKIEHHUS, I'PaXK/IaHCTBO,
obpazoBanue, npodeccis, cTax paboThbl, COCTOsHAE B Opake, MACIIOPTHHIE TAHHBIE);

0) cBEECHUS O BOUHCKOM YUETE;

B) JIaHHBIE O lIpUeMe Ha padoTy;

r) ceejenus 00 arrectauuy;

1) CBEJICHHS O MOBBLILICHUH KBATM(UKALIUH,



€) cBejieHus 0 npodeccHOHaIbHOM NEPernoIroTOBKe;

) CBEJICHUS O HAIpaaX (IOOLIPEHHAX ), MOYETHBIX 3BAHUIX;

3) cBeJeHMs 00 OTHYCKAX,

M) CBEJICHHSA O COLMAILHBIX MapaHTHAX,

K) CBEJICHUSL O MECTE MKUTEJILCTBA (110 NAacnopTy M (paKTHUECKH) H O KOHTAKTHBIX Tene-(poHax;
1) GHOMETpHYECKHUE TICPCOHANLHBIE JaHHbIe ((poTorpaduu).

2.6. K jlokyMenTam, coaepkaliium 1epcoHaabHbIM JlaHHble pabOTHHKA, OTHOCATCS CIEAYIONIHE
JIOKYMCHTBI EPCOHAILHOIO yueTa:

a) TPYAOBBIE JIOTOBOPLI M JIOMOJTHATENIbHBIC COITIAIICHUA K HUM;

6) JOKYMEHTBI O [POXOKACHHN 00yUEHHs, CTAKMPOBKH, HCIBITATEILHOIO CPOKA;

B) JOKYMEHTBI O MOBbLILLICHHH KBa/IM(puKaluu (IPOTOKOJIBI, CIIPABKH, CBUIETEIbCTBA H T.0.);

I') IOKYMEHTbI, CBA3AHHBIC C TIPUBJICHEHHEM pabOTHUKA K JMCUMIUIMHAPHOH OTBETCTBEHHOCTH
(cnyxeOHBIe 3aIMCKH, JJOKIaJHbIC, OObICHHTEILHBIE H IPOUYHE);

1) JOKYMEHTBI 0 COCTaBe ceMbi paboTHHKA, HEOOX0MMbIE /UL IIPeOCTABIICHHS EMY rapaHTuit,
CBS3AHHbBIX C BbIIOJHCHUEM CEMEHHBIX 0083aHHOCTEN]

¢) JOKYMEHTBI O COCTOSIHMU 3/10POBbs JIeTel M ApyruX OM3KUX POJICTBCHHUKOB, KOT/Ia ¢
HaJIMYMEM TAKMX JOKYMEHTOB CBS3aHO [1PEI0CTaBIeHHE PAOOTHHKY KaKUX nubO rapaHTHH M
KOMIIEHCALM;

) JOKYMEHTBI, MOATBEPK/IAIOIINE IIPABO HA JONOJHUTEIBHBIC TADAHTHH U KOMIICHCALIHH 110
ornpeie/IeHHbIM OCHOBAHUSM, [1PE1YCMOTPEHHBIM 3aKOHOAATC/IECTBOM Pd;

3) JIOKYMEHTHI 0 OepeMCHHOCTH PaOTHHKA U BO3pacTe JeTei Asl PEIoCTaBIeHHs MaTepH
(OTIY. JAPYIHUM POJUCTBCHAKKAM ) YCTAHOBICHHBIX 3aKOHOM YCIOBHH Tpy/1a, rapaHTHH H
KOMIIEHCAL M,

W) JMLEBOH cuer 1 HanMeHoBanue 0aHKa, Ha KOTOPbIA [ICPEYHCIIETCA 3apaboTHas 11aTa;

K) HHBIE JOKYMCHTBI [ICPCOHAJILHOIO YUCTd, OTHOCSIIHECS K IEPCOHAIBHBIM JIaHHBIM
paboTHHKA.

2.7. Ilepconanbhble AaHHble paOTHHKA COACPIKATCS B CICAYIOMHNX JOKYMEHTaX:

a) JIOKYMEHTbI, CONPOBOIK/IAIONTAE 1poIiece 0(OPMIICHHUs TPYIOBBIX OTHOLICHHH IPH IPHEME HA
pEIGUT}’. [ICpCBOJIC, }'HO,’E])][L‘IIHHZ

6) MaTepHasIbl N0 AHKCTHPOBAN IO, TPOBEACHHMIO cODECEI0BAHMA ¢ KAHAUAATOM Ha JIOJDKHOCTS;
B) HOUIMHHUKH W KOHKHH HPHKA308 U PACIOPSKEHHE 110 [IepCoHay;

I') JIOKYMEHTBI, COACPKAlllHe OCHOBAHKS K IIPHKa3y 110 JMYHOMY COCTaBY;

J1) CIIPABOYHO-HH(OPMALIMOHHBIE JJAHHBIC 110 TePCOHaTy (KapTOTEKH, JKypHAIIbI)

€) 1O/UIMHHKKK ¥ KOTIMM OTYETHBIX, aHATMTHYECKUX U CIIPABOYHBIX MAaTEPUAIOB, 11epe-
JIABAEMBIX PYKOBOJCTRY PEIIPHATHS 1 PYKOBOJUTEISAM CTPYKTYPHBIX MOApa3ieseHHH;

) KOIKHM OTUCTOB, HAIIPABISIEMBIX B IOCY1apCTBEHHBIE OpPraHbl CTATHCTHKH, HAJIOTOBBIC
HHCIHEKIHH W JIPYIHC YUPCIHJICH ]

3) CIIPABKH O JOXOJAX (PU3HUECKOTO JIMIA;

W) peecTphbl CBEJICHMI O HAYMCIICHHBIX U YIIAYEHHbBIX CTPAXOBBIX B3HOCAX Ha 00sA3aTeIbHOE
[IEHCHOHHOE CTPAXOBAHUE U CTPAXOBOM CTaXe 3aCTPaXOBAHHBIX JIHIL

K) pacueThl MO HAYMCIICHHBIM ¥ YIUIAYEHHBIM CTPAXOBLIM B3HOCAM Ha JI00pOBOJIBHOE H
o0s3aTeIbHOE ME/IMIMHCKOE M COIMAITbHOE CTPAXOBaHHE Ha Cilyyal BpeMEHHOH He-
TPYJOCHOCOOHOCTH M B CBA3H ¢ MATEPHHCTBOM H 110 0053aTE/IbHOMY COLHATIBHOMY
CTPAXOBAHMIO OT HECUACTHLIX CIIY4Yach Ha [IPOM3BOJICTRE H NPOPECCHOHATBHBIX 3a00/ICBAHHH, 2
TaKIKe MO pacxo/J1aM Hi BhIILIATY CTPpaxoBoro ()GL‘CIICHCHHH;

JT) peecTpbl Ha OILIATY IIEHCHOHHBIX B3HOCOB, Y/ICPKAHHbIX U3 3apabOTHOH IIAThl CO-IT1acHo
3ASBJICHUIO M 3aKJIIOUCHHBIM JIHYHBIM JI0rOBOpaM HEIrocy/1apcTBEHHOTO EHCHOHHOTO
obecnieuenus (HIT1O):

M) BEJIOMOCTH Ha NepevucIIeHre 3apaboTHOM IIaTh;



H) CIPABKY 110 MeCTy TpeDOBaHM;
0) NIATEKHBIE [IOPYUCHHUS HA TIepeYHCIIeHHs YAepKaHui U3 3apabOTHOMN MIaThI.

3. [MoaryveHune nNepcoHANbLHBLIX TAHHBIX.
3.1. Ilepconanbibie Janabie pabOTHUKA MPEJOCTABIISIOTCS CAMHM PAaDOTHHKOM.

3.2. PaboTtosareis Jl0/KeH cooOumMTh pabOTHHKY O Lie/siX, IPeArnosaraéMbiXx HCTOYHHKAX U
cnocodax nojy4etus NepcoHaIbHbIX JaHHBIX, @ TAKKE O XapaKTepe Mo/UIe/KalliHX MOTyYCHHIO
NEPCOHAILHBIX JIAHHBIX M [IOC/ISICTBUAX OTKa3a pabOTHHKA JIaTh IMCBMEHHOE COIIacHe Ha UX
MoJy4yeHHe.

3.3. PaBotnuxk obszan npenodrasisaTh padoTonaTelio J0CTOBEPHYIO HHPOpManuio o cebe.
PaBoronarens nposepsier 40CTOBEPHOCTL CBE/ICHHH, CBEpAs JaHHbIC, TPEICTABICHHbIC
pabOTHUKOM, C HMEIOIIUMKCS Y paboTHHKa jJokyMeHTamu. [lpeacTasienue paboTHUKOM
MOIOKHBIX JIOKYMEHTOB HIIH JIOJKHBIX CBEJICHUH [IPH NOCTYTIEHHH Ha paboTy SABISETCS
OCHOBAHHEM /U1 PACTOPIKEHHUS TPYJA0OBOI0O I0r0BOpa.

3.4. Eciu nepconanbHbie jlantbie paboTHUKA BO3ZMOKHO [OJIY9HTh TOJILKO Y TPEThEH CTOPOHBI,
To paboTonaren:

a) yBepomsieT paboTHHKA He no3aHee 5 paboyMX JIHEH JI0 JaThl 3a1pocad O MOTy4YCHHH JTaHHBIX
y TpeTbeil CTOPOHbL, COOOIIMB PAGOTHUKY O LeJIsIX, [PEIONaraeMbIX HCTOYHHKAX H CrIocobax

[IOJIY4YEHHs IIEPCOHalILHBIX JaHHbBIX, a TAKXKE O Xapakrepe nmojexalux nory4eHHIo
NCPCOHANBIBIX JIAHIILIX H TOCHCACTBUAX OTKa34d paGO'ana J1aTh MMCBbMEHHOE COrJlaCue Ha UX
[MOJIYHYCHHE,

0) nomyvaer ot paboTHHKA THCEMEHHOE COrJIacHe;
B) [IPH MOJIYYEHHH COIVIACHS JICJIAeT 3aI1poc M MOJIy4aeT HeOOXOAUMBIE TaHHBIC.

3.5. llpy u3MeHCHUH IEPCOHANILHBIX JI@HHBIX PaOOTHHK JIOJIKEH MPEI0CTaBUTh paboToaTenio B
CPOK, HE NMPEeBLILIAIONIHHA 14 KanenapHbIX JHEH, KOTHIO TOKYMEHTA, IT0ITBEPIKAAIOLIETO
H3MEHECHHE IepCOalLIbIX Janibix. PaboToareb HMeeT IpaBo 3alpalluBaTh y paboTHHKA
JIONOJIHUTEIIBHBIC CBC/ACHHS, M JIOKYMCHTBI, ITOATBCPIKIAIONINE HX JIOCTOBEPHOCTL.

3.6. Corpy/iHuk, ocyuiecTisiommi cdop nugopMalnu, npyu noJy4eHHH NepCcoHaNbHbBIX
JaHHBIX HJIH TTIOJIYHYEHHWHW U3MEHCHHBIX NEPCOHAIBHBIX JaHHBIX pa6OTHPIKa JOJIVKEH:

a) MPOBEPHUTH JIOCTOBEPHOCTH CBE/ICHHH, CBEpsisl JaHHbIE, IPE/ICTABICHHbIE pA0OTHH-KOM, C
MMEIOITUMHUCS Y paboTHUKA JIOKYMCHTAMH;

0) caenarh KOMKWK Npe/ICTABIEHHBIX JOKYMEHTOB,

B) HOJIIATE KOHHH JIOKYMCHTOB B JIMHYHOC JIEJ1O pa60'l‘HHKa;

I') BHECTH COOTBETCTRYIOIIME H3MCHEHHS B KaJIPOBBIE 10KYMEHTBI;

J1) TIPH HEOOXOMMOCTH 110/1M0TOBUTH M ITONKCATL COOTBETCTBYIOLIME JIOKYMEHTBI, B KOTOPBIX
OTPa3HuTh COOTBETCTBYIONIHE H3MEHEHUS.

3.7. [lpu moctynnennn Ha paboTy paboTHuK 3anoiHseT ankery «llepconanbHbie TaHHBIC
pabotHuKay. DopMa aiKkeThl NpeJicTaBIcHa B NpHIoKeHHH Ne 1.

3.8. AnkeTa 3anojnsercs paboTHHKOM caMOCTOsATe IbHO. [IpH 3amoIHeHHH aHKeThbl pAbOTHHK
JOJKEH 3a0JIHATL BCC ee rpadbl, Ha BCe BOIIPOCH] aBaTh MMOJIHBIC OTBETHI, HE AOMYCKaTh
MCIIPABJICHUIH WIIH 3aUePKUBAHHM, TPOYEPKOB, IOMAPOK B CTPOIOM COOTBETCTBHH C 3AIIUCAMM,
KOTOPBIE COJICPIKATCS B €ro JIMUHBIX JOKYMEHTaX.



3.9. AHKeTa XpaHUTCs B JIMYHOM Jiene paboTHUKA. B THYHOM jeie TaKKe XpaHsATCs HHbIE

HMOKYMEHTBI IEPCOHAILHOTIO Y4eTa. OTHOCIIIHECSH K [NepPCoOHAIbHBIM JaHHBIM pa60THHKa.

3.10. Bee 10KYMEHTBI IMYHOTO JIeJ1a MO IIHBAIOTCS B nanky (¢aiin-perucrparop). Ha Heit
YKa3bIBAIOTCs (paMmIKst, HMsl, OTYECTBO pabOTHHKA, Tabe1bHbIE HOMEP.

3.11. B tuunoe aeio paboTHHKA HPHIATAIOTes O/Ha (ororpadus pazmepom 3x4 cm.

3.12. Bee NOKYMEHTBI, TTIOCTYNAIONIME B JTHYHOE /10, MO IIHBAIOTCS (cxpenuisiioTes), U
pacnoIararTCcsi B XpoHOJOTHYECKOM HOPSJIKE.

3.13. JInunoe 1eno BeseTes Ha NPOTSIKEHUN Beeil TPYIOBOH JIEATENBHOCTH pabOTHHKA.
M3menenus, BHOCHMBIE B JIMMHOE JIEJ10, JOJKHBI ObIThH ITOJITBEPIKJICHBI COOTBETCTBYIOIIUMHU
JIOKYMEHTaMH.

3.14. Mndopmarmst, cojepkanmas epecoHanbHbIE JaHHbIC paboTHHKa, BHOCHTCS B 0a3y JaHHbIX
MO YHETY NICpCoHaa aBToMaTH3UpOBaHHOH cueteMbl R/3 (monyns HR) u yuuduuunposannyio
(popmy T-2 «Jlnunas kaprouka paboTHHKE.

4. ObpaboTka 1 1epe1a4a NEPCOHANLHBIX JAHHDBIX.

4.1. OBwme TpeGopanus npu 06paboTKe NEePCOHATLHBIX JaHHBIX pabOTHHUKA U rapaHTHH UX
3aUMTBI onpejie/ieHbl crarbeit 86 TK PO,

4.2. ObpaboTka nepcotaIbHbIX TaHHbIX paboTHUKA OCYUIECTBIISACTCA HCKIIOYUTENIBHO B LIEJISNX
obecriedenus co0I10/CHus 3aKOHOB H HHBIX HOPMATHBHBIX IIPABOBBIX AKTOB, CONCHCTBHS
PabOTHHKAM B TPYI0YCTPOHCTBE, 00YYeHHH U IPOPECCHOHATLHOM pocTe, obecrneyeHus THYHOMR
OesoracHoCTH pabOTHHKOB, KOHTPOJIS KOJMYECTBA H KAYECTBA BBITONHSIEMOMN paboThI U
obecrieuenns CoXpaHHOCTH JIHUHOTO HMYIIECTBA.

4.3. llepconaibpie Jaiibie pabOTHUKOB MOTYT ObITH [10JIYYEHBI, IPOXOHUTE JaIbHEHITYIO
00paboTKy M nepenasarTses Ha XpaHeHHe Kak Ha OYMaKHBIX HOCHTEIISX, TaK U B 2IEKTPOHHOM
BUj1e (ITOCPEACTBOM HH(POPMAIHOHHON CHCTEMB).

4.4. B uensix o6paboTKi NepcoHATbHBIX JaHHbIX paboroaarens 06513aH MOJYYHTE COTIACHE
paboTHiKa Ha 06pabOTKY ero MepCOHATLHBIX JAHHBIX B IHCHMEHHOM BHJLE. ®opma cornacus Ha
00paboTKy repeoHalbHbIX JaHHBIX paGOTHHKA IIPeJICTABIEHA B npuioxKeHun Ne 2,

4.5. Ilpu nepenave nepconanbHpIX JaAHABIX pabotHuka paboToaaTens 0mKeH cobIoaaTh
CICAYIOLIHE "['pk.‘G\}lillililfi:

a) He CoO0MIATh IIEPCOHAIBHBIC JJaHHbIE paBOTHHKA TPeTheil CTOpoHE 0€3 MHCHMEHHOTO
Coracks pabOTHHKA, 3d MCKIIIOUCHHEM CIly4aeB, KOTJIa 9T0 HEOOXOAMMO B LEISX
MPEAYNPERKACHUA YIPO3BI KH3HU U 3/I0POBBIO pabOTHHKA, a TAKXKE B JAPYTHX CITydasx,
YCTaHOBJICHHBIX 3aKOHO/IATENILCTBOM PD;

0) He coobmaTh nepeoHanbHbe JaHHbe paGoTHHKA B KOMMEpYECKHUX Lelisix 6e3 ero
[MUCBMCHHOI'O COIJIACH A,

B) IIPEAYIpe/tTh paboTHHKOB, OCymMecTBIsIOmux c6op, 06paboTky, XpaHEeHHE U 1epe-1aqy
HCPCOHAIBLHBIX AAHHLIX O TOM, YTO OTH JIAHHBIC MOTYT ObITh MCTIOJB30BAHBI ML B LEJIsX, A1
KOTOPBIX OHH COOOLICHbL, M TPEOOBATL OT ITHX UL HOATBEPXKACHHMS TOTO, YTO 3TO IIPAaBUIIO
cobmozeHo. Jluna, nosiy4aromye nepcoHaabhble Janubie paboTHHKA, 06sS3aHbl COBIIONATH
KOH(DUIEHIMATLHOCTD;
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[) paspemiath 10CTyn K HEPCOHATLHBIM JIaHHBIM TOIBKO TeM pabGOTHHKAM, KOTOPBIE UMEIOT
MPABO OCYMECTBIATE cOOP, 00paboTKy, XpaHeHHe U 1Iepe/ady NepcoOHATbHBIX JIaHHBIX, IPH
9TOM JIaHHbIe PAOOTHHKH JIOJIKHEI HMETH TIPABO TMONYYATh TOJIBKO TE HEPCOHAIbHbIE TaHHBIE
pabOTHUKA, KOTOPBIC HEOOXOMMBI JUISl BBIOJIHEHHS KOHKPETHBIX (QYyHKIIHH;

/1) HE 3anpaiuBaTh HHGOPMAIHIO O COCTOSHHH 3/I0POBbs padOTHHKA, 32 HCKIIFOYEHHEM TeX
CBE/ICHHH, KOTOPBIE OTHOCATCS K BOIIPOCY O BO3MOYKHOCTH BBINOTHCHHS paboOTHUKOM TPY0BOH
(GyHKUMH; '

€) IEpeaBaTh [EPCOHWIBHBIE JIAHHBIC PAGOTHUKA [1PE/ICTABUTEISIM paboOTHHUKOB B MOPSIIKE,
yetanosiennom TK P®, u orpannyuusars 51y mHGOPMALMIO TOIBKO TeMH [IEPCOHATBHBIMH
JIAHHBIMH pabOTHHKA, KOTOPBIC HEOOXOAMMBI VISl BBITOHEHHUS YKa3aHHBIMH IIPEACTABUTEISIMH
UX (QYHKIHIA.

5. Xpanenue u 3amura MEePCOHANBHBIX JAHHBIX.

3.1, Bee onepatin 1o opopmicHuio, popMHPOBAHHIO, BEACHUIO U XpaHEeHHIO MH(pOpMaIIHH,
COAEPKALICH HePCOHAILHbIC JIAHHDIC, JI0JOKHB] BBITOJHATHCS TOIBKO TEMH paboTHHKaMH,
KOTOPBIC OCYIICCTRIIAIOT JaHHYI0 paboTy B COOTBETCTBHH CO CBOMMH 0OS3aHHOCTAMH,
3a(MKCUPOBAHHBIMH B HX JIOJKHOCTHBIX HHCTPYKIIHSIX.

5.2, OTBETCTBEHHOCT] 3a OPraHU3aAMI0 06PAGOTKH MepPCOHAILHBIX JAHHBIX BO3IArAeTCs Ha
AOKHOCTHOC JIMILO. HASHAYACMOE [IPUKA30M I'€HEPaIbHOIO MPEKTOpA.

5.3. Jlomyck K nepcoliibHbIM JAHHBIM PabOTHHKA pa3peiie 10KHOCTHBIM JIMI1aM, KOTOPbIM
[ICPCOHAIILHBIC JIAHHBIC HEOOXOMHMBI JUIA BBITOIHEHHS KOHKPETHBIX TPYAOBBIX (DYHKIHL.
CIHCOK JIMLL, MMEIOILNX [PABO JIOCTYNA K NEPCOHAIBHBIM JJAHHBIM pabOTHHKOB, YTBEpKAAETCS
TEHEPAILHBIM JIHPEKTOPOM.

5.4. Tlpaso 0cTy11a K 1EPCOHAIBHBIM JAHHBIM PaGOTHHKA HMEIOT:

a) reHepanLHbIi JIMpeKTOop;

0) aAMMHMCTPATHBH LI JIMpEKTOP;

B) HAUAILHUK M COTPY/IHHKH YIPABICHHUS 110 paboTe ¢ [IePCOHATIOM, HHCIIEKTOPSI 110 Kajpam H
HHZKCHEPBL IO OPraHH3allid i HOPMUPOBAHHIO TPYJIa CTPYKTYPHBIX 110/I-pa3/ieIeHHMil;

I') IIaBHBIA OyXrajirep 1 COTpyAHHKH TJIaBHOI OyXrayITepHH — IIPU TIOATOTOBKE J0KY-MCHTOB,
HEOOXOIMMOM /LISl BBINOTHEHNS KOHKPETHBIX (yHKIMIL;

JU) JIMPEKTOP 110 OE30NACHOCTH, HAYAIBLHUK H COTPYIHHKH YIIpaBJICHUA CI1y»)Obl 6€3-011acHOCTH -
B paMKax CBOMX ITOJIHOMOYHI;

€) HAYaJIbHHK H COTPY/IHUKH YIIPABJICHHS [10 IOPHJIMYECKUM BOMPOCAM - B PaMKaX BBIIIOJIHEHHA
CBOMX JIOJDKHOCTHBIX O0S3aHHOCTEH;

) PYKOBOAMTENb U COTPYAHHKH KAHLIC/ISPUH, TEXHHKH (110 IOKYMEHTAIIHH) CTPYKTYPHBIX
nojpasjesenuii — pu 060poTe, COrNACOBAHNM, PETHCTPALHH JOKYMEHTOR, MOJ-TOTOBKE clave
HX K XPAHEHUIO B apXuB;

3) PYKOBOIUTEIIM CTPYKTYPHBIX MOApas e eHuii (JIOCTYI K JIMYHBIM JAHHBIM pabOTHH-KOB
CBOCI'O MOJpas/ielienus U pabOTHUKOB, IPUHUMAEMBIX Ha paGoTy);

) HAYQILHUKH M cOTPY/(HMKH yiipasnenust ACYIT u YIPABJICHUA aBTOMATH3ALUH — IIPH
00paboTKe MHPOPMALIIK B ABTOMATH3HPOBAHHbIX HH(OPMAUMOHHBIX CHCTEMAX U HX
COTIPOBOXK/ICHHH;

K) cam pabOTHMK HPEPUATHS (K CBOMM EPCOHATBHBIM JaHHBIM);

1) Ipoue paboTHHKN 1IPeAIPUSATHS, KOTOPBIM B CHITY BBIITOJIHEHHS CBOUX TPYIOBBIX
0043aHHOCTEH, HEOOXO,1MM JIOCTYT K IEPCOHATBHBIM JAHHBIM.

5.5. PabOTHUKH Mpe/iipuATH, OCYIECTBISIOLIHE cbop, 06paboTKy, XpaHeHHe U Iepeaavy
ICPCOHANILHBIX JIAHHBIX, 00513aHbl 03HAKOMHUTBCS ¢ HacTOAMM [TosIoKeHHEM U O IHCATS
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COTTALICHAC O HEPA3IIIAIICHAN NEPCOHANIBHBIX JIaHHBIX pabOTHHKOB. DopMa cornaienus
HpeACTaBiieHa B [1puJIoKeHnn No 3,

5.6. Corylamenue o HepasrJaleHHH HePCOHAIBHBIX JAHHBIX pabOTHUKOB 0OPMIISETCS B
NHCLMEHHON (PopMeE 3a MOANHCHIO pAGOTHUKA TIPEANPHATHS U SBJISETCS AONOTHEHHEM K
TPYAOBOMY JI0TOBOPY. 3aK/IFOYCHHOMY Mex1y paboTHHKOM H paboTomaTeseM.

5.7. llepconaibhbie Jlaiinbie Mo THCBMCHHOMY 3aIIpOCY MOT'YT MPEACTABISTHCS B OpPraHbl
TOCYApCTBEHHOM BIACTH: HAJIOTOBbIC MHCIIEKILHH, IPABOOXPAHHTE/BHbIE OpraHbl, OpraHbl
OesonacHocTH, cybl, MYC, (heziepanbiyio MHUIPALIHOHHYIO CITYXKOY, OpraHbl CTATUCTHKH,
BOCHKOMATEI, OPralbl COUHAILHOIO CTPAXOBAHMS, IEHCHOHHBIE (POH/IBI, MyHHIIHIIATbHEIE
Oprasbl BIACTH M T. /1.

.
5.8. Ilepenaua undopmanmu, comepiaineii CBeeHus 0 NIEPCOHAJILHBIX JIAHHBIX pa0OTHHKOB
IPCAIPHATHA 110 Tesieony, (akey. SICKTPOHHOM HOYTE, HA HIEKTPOHHBIX B GYMaXKHBIX
HOCHTEJISIX O€3 UCHMEHHOTO CoracHs paboTHHKA 3anpelaeTcs, KPOME I1pe/IOCTaBICHHUS
HHQOPMAILMH B COOTBCTCTBHH C 3aKOHOATENLCTBOM PD,

5.9. OTBeTHI Ha NHCLMEHHbIE 3aTIPOCH] APYIUX OpraHu3alMK U yUPEeXK/IeHHH B Iipejienax ux
KOMIICTCHLIMH H TIPC/IOCTABIICHHBIX MOJHOMOYHI JAI0TCs B THCHMEHHOM (opMe Ha Granke
NPEALPHATHS U B TOM 00BEMe, KOTOPEIH M03BOJISET He pa3riIallaTh H3IHITHANH 00beM
HEPCOHATBHBIX CBCICHUINT O pabOTHUKAX HPEANPUSATHS.

5.10. XpaHeHnue nepcoHaibHbIX JaHHbIX PabOTHHKOB OCYIIECTBIIACTCA HA SIEKTPOHHBIX
HOCHTEJIAX, a TakiKe B OyMaKHOM BapHaHTe.

5.11. Jloetyn K nepconajbHBIM JJAHHBIM Ha SJICKTPOHHBIX HOCHTEJISAX 3aLMLIEHBI HAPOJISIMH J10-
cryna. Jlocryn B 6asy 1aHHBIX M0 yueTy nepcoHaa ABTOMAaTH3HPOBAHHOM cHcTeMbl R/3
(vonyss HR) u nipouse aBromatnsupopannbie HHQOPMAIMOHHBIE CHCTEMBI OCYIIIECTBJISIETCS
TOJIBKO HEPE3 JIHUHBLA JIOCTYTT — Naposih J10CTyNA.

5.12. JIoKyMeHTbI, Cojiepikaliie NCPCOHANIBHBIC JIAHHDIC, JIOJKHBI XPAHUTBCSA B [IOMEIICHHSIX
MO/Ipa3sAC/ICHHH, OTBCTCTBEHHBIX 32 BEJICHHE U XPAHEHHE TAKHX JIOKYMEHTOB,

5.13. BxoaHble jiBepu nomelueHuii, B KOTOPBIX XPaHSTCS [ePCOHAIbHBIE JaHHBIE PabOTHHKOB,
00OPYIYIOTCSH 3AMKaMU, FapalTHPYIOIIMH HAEKHOE 3aKpBLITHE NOMELIEHHH BO BHepaboyee
BPCMSL, M OCHAILAIOTCS OXPAHNO-NIOKAPHOH CHTHAM3AIHEel.

5.14. JlokyMeRTBI, coaepKalie nepeoHabHble Aanmble, MOJUICXKAIIKE NIepeiaye st XpaHeH sl
B apXuB, GOPMUPYIOTCS B JIe1a MOCTOSHHOTO | BPEMCHHOT'O XPAHEHHS U NepeIaloTcs Ha
XPatCHHE B ApXHB KaHLCAPHH. [0 MOMEHTA Iepe/iaun JI0KYMEHTBI XPAHSTCS B
nojJpas/ieNicHusX He OoJiee Tpex JIerT.

6. Yunuroxenue HEPCOHANBHBIX JAHHBLIX,

6.1, ﬂOKyMeHTbL COACPIKALIHC 1IEPCOHA/IbHBIC JaHHBbIC, [101JI1eKaT XPaHCHHIO U YHUYTOXKEHHUIO B
[OpsIKE, NpeayCMOTPeHHOM aPXMBHBIM 3aKOHOAATEILCTROM PO,

6.2. Ilepconanbhrie /janubie paGOTHHKOB MOUIEKAT YHHUYTOXKCHHIO 10 JIOCTHIKEHHUH T1eJIeH
00paboTKHM MM B Cliytae yTpaThl HEOBXOIUMOCTH B TOCTHIKCHHH TAKUX LeaeH.



7. IlpaBa paboTHuKa 110 06ecIeYeHNI0 3AIHTHI CBOMX NepPCOHANBLHBIX JaHHBIX,

7.1. PaboTHUKY HMEIOT 11paBO Ha:

a) HOJHYIO MHPOPMAIIHIO O CBOMX HEPCOHAILHBIX TAHHBIX U 00paboTKe 3THX JaHHBIX;

0) cBobOAHbIH Becrutariplii ToeTym K cBOMM TIEPCOHATILHBIM JAaHHBIM, BK/IIOYAS [IPABO Ha
[OJTyYeHUE KOMUH I000# 3anucu, couepiareii [ICpCOHA/IbHBIC JaHHbIE pabOTHH-KA, 3a
HCKITIOYEHUEM CIIyHacs, IIPe1yCMOTPEHHBIX 3aKOHOMaTeILeTBOM Pd;

B) ONPC/CICHUE CBOMX MPEACTABHTENCH JUIsl 3aLUThI CBOMX IIEPCOHAJIBHBIX JAHHBIX;

r) TpeboBanne 06 HCKIIOYEHHH WU MCIPABJICHHH HEBEPHBIX HJIM HEIOJIHBIX [IEPCOHATBHBIX
HAHHBIX, @ TAKIKE JlaHHbBIX, 00paboTaHHBIX ¢ HAPYIIEHUEM 3aKOHOIATE/bCTRA Pd;

A1) tpebosanne 06 u3BeLeHUH paboTOAATENEM BCEX JIMIL, KOTOPBIM paHee ObUTH COOOLIEHBI
HEBCPHBIC HIIM HCTIONHbIC NIEPCOHAIbHBIC JaHHbIe paGoTHHKA, 060 Beex NIPO-H3BEJICHHBIX B HUX
HCKITIOYCHUAX, MCLIPABIICHUAX MM JIONOTHEHHUSIX

¢) o0xkanoBanue B cy/1 10ObIX HCIPABOMCPHLIX JIeHCTBHH M Oe3zeiicTBus paboTonaTtes 1pH
00paboTKe M 3aILUTC CI'O NEPCOHATBHBIX JAHHbIX.

8. ODA3aHHOCTH H OTBETCTBEHHOCTD pabdoroaaress 3a HAPy eHHE HOPM, PeryJIMpyomux
00paboTKY M 3A1MTY IEPCOHAIBHBIX AAHHBIX.

8.1. Jluua, BUHOBHbIE B HAPYUICHUM HOPM, PEry/TMpyIOIHX 1ojyueHue, 06paboTky, XpaneHue,
TICpeaaty H 3allUTy NICPCOHALHBIX JAHHBIX PaOOTHUKA, HECYT JUUCLHIIMHAPHYIO,
MATCPHAJIBHYIO, I'PAK/IaHCKO-IIPABOBYIO, 8/ IMHHHCTPATHBHYIO HIIH YI'OJIOBHYIO OTBETCTBEHHOCTh
B COOTBETCTBHH C 3aKOHOIATEILCTBOM PO,

8.2. llpeacrasienue paGOTHHKOM 10UTOKHBIX JIOKYMCHTOB SIBIISIETCS OCHOBAHUEM JUIS
BLIHECCHMS! JICUHILIMHAPHBIX B3BICKAHUH BILIOTH 10 YBOJILHEHHUS,



