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1. OO0uue nmoJiosKeHust

1.1. Henpro mosoxeHuss 006 00pabOTKe MEPCOHANBHBIX JAaHHBIX (Jajiee —
[lonoxxenue)  sIBASIETCS  3al[UTa  NEPCOHAIBHBIX  JAHHBIX  AaBTOHOMHOM
HekomMmepueckor opranuzanuu  CrnoptuBHbii  kiy0 «TOPATAY» (nmanee —
Opranu3anusi) OT HECAaHKIMOHUPOBAHHOTO JOCTyNa, HENPAaBOMEPHOTO  MX
UCIOJB30BaHUSA WM  yTpaThl, a TakKXXe YCTAHOBJIEHHE OTBETCTBEHHOCTH
JOJDKHOCTHBIX JIMI, MMEIOIIMX JIOCTYN K TEepPCOHAIbHBIM JaHHBIM pPaOOTHHUKOB,
3a HEBBINIOJHEHUE TPEOOBAHUN HOPM, PETyIUPYIOIIUX OO0pabOTKy U 3alluTy
MEePCOHABHBIX TAHHBIX.

1.2. TlonoxxeHnue pa3pabOTaHO B COOTBETCTBUM €O cTaThsiMu 85-90
Tpynosoro Konekca Poccuiickon @enepannn, Koncrurynmenn Poccuiickon
Oenepaunu, ['paxmanckum kouexkcom Poccuiickonn ®epepauuu, DenepanibHbIM
3akoHOM «0O0 uHdopManuu, HHPOPMAIMOHHBIX TEXHOJOTUAX M O 3aluTe
uHpopmaruny, dDenepanbHbiM 3aK0HOM «O TEPCOHANBHBIX MaHHBIX», [IpaBmiamm
BHYTPEHHETO TPYAOBOTO pacnopsiika Opranuszaiuu.

1.3. Tlopsnok BBoAa B AeiicTBHE U n3MeHeHus [lonoxeHusl.

1.3.1. [lonoxeHue BCTymaeT B CHIYy C MOMEHTA YTBEPXKIACHHUS €ro
nupektopoM OpraHuzanuu U JEHUCTBYeT OecCpoyHO, 1O 3aMEHbl €ro HOBBIM
MOJIOKEHUEM.

1.3.2. Bce wusmenenuss B IlonmoskeHusi BHOCSTCS COOTBETCTBYIOIIMM
IPUKA30M.

1.4. Bce pabGotauku Opradm3anud AODKHBI OBITh  O3HAKOMJIEHBI C
HacTosiuM [losioskeHrem noJ moANucCh.

1.5. Pexum KOH(PUACHITMATHHOCTH TEPCOHATBHBIX JaHHBIX CHHUMAETCS B
clydae WX OOE3TMYMBAHUS W TIO WCTEUEHWUW 75 JeT CpoKa WX XpaHEHUs, WIH
NPOJJIEBAETCS HAa OCHOBAaHUM 3aKJIOUEHHUs JKCIEepTHOM Komuccuu OpraHuzaium,

C€CJIM UHOC HC OIPCACIICHO 3aKOHOM.

2. OcHOBHBIC MOHATHSA



2.1. lna ueneir Hactosimiero I[lonoxeHuss HMCHONB3YIOTCS —ClEAYIOLINE
OCHOBHBI€ TTOHSITHUSL:

—  TepcoHaJbHbIEC JaHHBIE pabOTHHKA — JF00ast nH(OpMALIK, OTHOCAIIASCS
K ONpEeIeJICHHOMY WJIM ONpelesieMOMy Ha OCHOBAaHMM TakodW HWHGOpMALIMU
pabOTHHKY, B TOM 4YHCII€ €ro (paMujusi, UMs, OTYECTBO, IO/, MECHL, J1aTa U MECTO
POKIEHUsS, aapec, CEeMEeWHOe, COIUAIbHOE, WMYIIECTBEHHOE IOJIOKEHUE,
obpazoBanue, mpodeccus, JOXOAbl, Apyras uHOpMalMsa, HeoOXoaumas
paboTOAATEIIO B CBSI3H C TPYIOBBIMU OTHOIICHUSIMU;

— o0paboTka TEpPCOHANBHBIX  JaHHBIX — COOp, CHCTeMaTHh3aIus,
HAKOIJIEHUE, XpaHeHue, yTouHeHue (OOHOBIEHHE, H3MEHEHHE), HCIOJb30BaHUE,
pacnpocTpaHeHue (B TOM 4YHCIE Tiepeaada), oO0e3nTuyuBaHue, OJIOKUPOBAHUE,
YHUYTOXXEHUE TIEPCOHATLHBIX JaHHBIX paboTHUKOB OpraHu3aimy;

—  KOH(MUIEHUUATBLHOCTh TEPCOHANBHBIX JIaHHBIX — 00s3aTeIbHOE MJIA
COOJIIOJIEHHST HA3HAYEHHOTO OTBETCTBEHHOTO JIMIA, IMOJYYUBIIEro JOCTYN K
NEPCOHATLHBIM ~ JaHHBIM  paOOTHUKOB, TpeOOBaHWE HE  JOMyCKaTh  MX
pacrnpocTpaHeHus 0e3 corjlacus pabOTHHKA WIIM MHOTO 3aKOHHOT'O OCHOBAHUS;

—  pacmpoCTpaHEHHE TMEPCOHAIBHBIX TAaHHBIX — JIEHCTBUS, HAIPABICHHBIC
Ha TIepenady TMEepCOHANBHBIX JaHHBIX PAOOTHUKOB OMPEACICHHOMY KPYTY JIHII
(mepenaya TEPCOHAJIBHBIX JAHHBIX) WM HA O3HAKOMJIEHHWE C MEepPCOHAIbHBIMU
JAHHBIMHU HEOTPAHUYECHHOTO KPYTa JIMII, B TOM YKciie 0OHAPOIOBAHHUE MEPCOHATHHBIX
JAHHBIX PAa0OTHUKOB B CPEACTBAX MaccoBOW wuH(GOpMAIMU, pa3MelieHuEe B
MH(OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHBIX CETSIX WM MPEJOCTABJICHHE JO0CTyNa K
MIEPCOHAIILHBIM JaHHBIM PAOOTHUKOB KAaKHUM-JTHOO MHBIM CITIOCOOOM;

—  HCIOJIb30BaHUE TMEPCOHAJIbHBIX JAHHBIX — JIeUCTBUsS (omepauuu) ¢
NEPCOHAJILHBIMU JaHHBIMU, COBEpIIAEMblEe JOJKHOCTHBIM JuIloM OpraHuzalnuu B
LHEJIAX NPUHATHS PEUICHUHA WIM COBEPIICHUS HWHBIX JCUCTBUM, MOPOXKIAIOIINX
IOPUIUYECKUE TIOCIEJACTBUS B OTHOLIEHWHM pPAOOTHUKOB JHMOO HMHBIM 00pa3oMm
3aTparuBaroIIMX UX MpaBa U CBOOO/IbI WM MPaBa U CBOOOIbI IPYTUX JIUII,

—  OIOKHpOBaHWE TMEPCOHANBHBIX JAaHHBIX — BPEMEHHOE TIPEKPAIICHUE
cbopa, cucTEeMaTU3allMk, HAKOIUICHHs, HCIOJb30BaHUS,  PACIPOCTPAHECHHUS

MNEPCOHAJIbHBIX JaHHBIX pa6OTHI/IKOB, B TOM 4YHCJIC UX IICPCAAYH,



—  YHUYTOXXCHHE TEPCOHANBHBIX HaHHBIX — JCHCTBHS, B pe3yJbTaTe
KOTOPBIX HEBO3MOXHO BOCCTAaHOBUTH COJCpKAHHE TMEPCOHANBHBIX aHHBIX B
UH(POPMAIIMOHHON CHCTEME MEPCOHAJBHBIX JAaHHBIX PAOOTHUKOB WJIHM B pe3yibTaTe
KOTOPBIX YHHUYTOXAIOTCS MaTepuajbHble HOCHUTEIM TEPCOHATBHBIX JIaHHBIX
pabOTHUKOB,;

— 00e31MuMBaHUE TMEPCOHANBHBIX JaHHBIX — JCHCTBHUS, B pe3yJbTaTe
KOTOPBIX HEBO3MOXKHO OIpPENEIUTh MPUHAMICKHOCTh TMEPCOHAIBHBIX JaHHBIX
KOHKPETHOMY paOOTHUKY;

—  0o0IenoCTynHbIE MEepCOHANbHbIE JaHHBIE — IEPCOHAJIbHbIC TaHHbBIE,
JOCTYIl HEOTPAaHWMYEHHOTO Kpyra JHUI[ K KOTOPHIM TMPEIOCTaBIEH C COTrJacus
paboTHUKAa WM HAa KOTOPHIE B COOTBETCTBHHM C (elepalibHBIMH 3aKOHAMH HE
pacnpocTtpaHsieTcss TpeboBaHne COOTIONCHNS KOHPUIECHITUATEHOCTH.

—  uH(popmalus — cBeJeHusl (COOOIIeHMS, TaHHbIC) HE3aBUCUMO OT (POPMBI
UX MPEICTABICHHUS.

—  JIOKYMEHTHpPOBaHHas uH(popManus — 3apuKcupoBaHHas Ha
MaTepuaIbHOM HOCHUTEJE MyTeM JOKYMEHTHPOBAaHUS MH(GOpMalUs C PEKBU3UTaMHU,
MO3BOJIIOIIMMU OTIPEACITUTH TaKyI0 WH()OPMAIIHIO HITH €€ MaTepUAIbHBIN HOCUTEITb.

3. CocTaB nepcoOHAJbHBIX JAHHBIX PA0OTHMKOB

3.1. B cocTaB nepcoHanpHBIX JaHHBIX Pa0OTHUKOB OpraHu3aiiy BXOIAT:

—  aHKeTHbIe U Omorpaduyeckue TaHHbIC,

—  o0pa3oBaHue;

—  CBEIEHUS O TPYJOBOM U OOIIEM CTaxe;

—  CBEJIIEHUS O COCTABE CEMbU;

—  TacMOpTHBIE JaHHbBIE;

—  CBEJIIEHHUS O BOMHCKOM Y4Y€TE;

—  CBeleHUs 0 3apabOTHOM MaTe;

—  CBEIICHUS O COIMAIIbHBIX JIbIOTAX;

—  CIEUUaTbHOCTE;

—  3aHUMaemast I0JDKHOCTD;

- HaJIU4ue CYHHMOCTCﬁ;



—  ajpec MecTa KUTEJIbCTBA;

—  JnoManrHui tenedoH;

—  MecTo paboThl WK y4eObl YWICHOB CEMbU U POJICTBEHHUKOB;

—  cojep)KaHHe TPYIOBOIO JOTOBOPA;

—  TOJJMHHUKH U KOIMH MPUKA30B TI0 TUIYHOMY COCTABY;

—  JIMYHBIE JIe7Ia U TPYAOBbIE KHHKKU COTPYIHUKOB,;

—  OCHOBAaHMS K IIPUKa3aM MO JUYHOMY COCTAaBY;

—  Jlena, cojepiKalue Marepuaibl IO TOBBIIIEHUIO KBalU(UKAUU U
NEPETOATOTOBKE COTPYAHUKOB, X aTTECTAIMH, CITYKEOHBIM paccie0BaHUsM;

—  KONHWHU OTYETOB, HAIIPABJISIEMBIC B OPTAHBI CTATUCTHKHU.

3.2. JlaHHbIE JOKYMEHTBI SIBJISIIOTCA KOH(UICHUUATBHBIMU, TPU ITOM,
YUUTHIBasE MX MAacCOBOCTb U €IWHOE MeCTo OOpabOTKM M XpaHEHus -
COOTBETCTBYIOIIUHU Tpr() OTpaHNYEHUSI HA HUX HE CTABUTCS.

4. O0paboTKa MEePCOHAIBLHBIX JAHHBIX

4.1. B uensx oOecnedeHus mpaB U cBoOOJ paboTHuKa OpraHu3aiii U ero
NpEACTaBUTENN TpU 00pabOTKE NEPCOHANBHBIX JaHHBIX paOOTHUKA OOS3aHBI
coOJII0IaTh CeayrolMe 001IHe TpeOOBaHUS:

4.1.1. OOpaboTka  TEpPCOHANBHBIX  JAaHHBIX  pPaOOTHHKA  MOXET
OCYLIECTBISITHCA MCKIIOYUTENIBHO B IIENIAX OOecleueHus COONIOACHUS 3aKOHOB U
WHBIX HOPMATHUBHBIX TTPABOBBIX AKTOB, COJCUCTBHUS PAOOTHUKAM B TPYIAOYCTPOUCTBE,
00yuyeHUH | TNPOJBMXEHUU IO Cayk0e, oOecreueHus JHUYHOU Oe30MacHOCTH
pabOTHHUKOB, KOHTPOJS KOJIMYECTBA M KayecTBa BBIMOJHSIEMON pabOThl U
oOecrnevyeHnst COXpaHHOCTH UMYIIECTBA.

4.1.2. [Ipu omnpenenennu oObeMa U cojAep)kaHUs 00pabaThIBaeMbIX
NEPCOHANBHBIX JaHHBIX paOOTHHKA paboTomaTedb TOJKEH PYKOBOJCTBOBATHCS
Konctutynuen Poccniickonn ®enepaumu, TpynoBeiM KomekcoM u  uHBIMU
benepabHBIMU 3aKOHAMH.

4.1.3. [TonyueHre nMepCOHANBHBIX JTAHHBIX MOXKET OCYIIECTBIATHCS KaK
NyTeM MPEACTaBICHUS UX CAMUM PAOOTHHUKOM, TaK U IyTEM MOJYyUYEHHUsS UX U3 UHBIX

HNCTOYHHKOB.



4.14. [lepconanbHble JaHHBIE PAOOTHUKA CJIEAYET IOJy4aTb Yy HETO
camoro. Ecnu mepcoHanbHble JaHHbIE Pa0OTHUKAa BO3MOXHO IMOJYYUTh TOJBKO Yy
TPEThEW CTOPOHBI, TO PAOOTHHK JOJKEH OBITH YBEIOMIIEH 00 3TOM 3apaHee U OT HEero
JOJDKHO OBITh TOJY4€HO MUCBbMEHHOE corjacue. Paboromarens JOJKEH COOOIIMTH
pabOTHUKY O IIeNAX, NpPEAnojiaraéMbIX HCTOYHHKAX M CHOoco0ax MOMydeHHs
NEPCOHANBHBIX JIAaHHBIX, a TaKXkKe O XapakTepe MOJUIeKAIIMNX MOJYyYECHHUIO
NEPCOHANIbHBIX JAHHBIX W TMOCJIEJICTBUSIX OTKa3a pabOTHHKA AaThb MHCHbMEHHOE
corjacue Ha UX MOoJyuyeHue.

4.1.5. PabGoTonarens He wuMeeT MpaBa TMoJydaTb M 00padaThiBaTh
NEPCOHAJIbHBIE JaHHbIE PAaOOTHUKA O €ro MOJUTUYECKUX, PEIUTMO3HBIX U HHBIX
yOeXACHUSIX M YaCTHOW JKMU3HH. B ciyyasix, HEMOCPEICTBEHHO CBS3aHHBIX C
BOIIPOCAaMHU TPYAOBBIX OTHOIIEHUH JaHHbIE O YacTHOW >KHU3HM pPaOOTHUKA
(uaopmanust O >KU3HEAEATEIBHOCTH B Cdepe CEeMEHHBIX OBITOBBIX, JHMYHBIX
OTHOIIIEHUI) MOTYT OBITh MOJy4eHbl M 00paboTaHbl paboTOAATEIEM TOJIBKO C €r0
MMCbMEHHOTO COTJIACHS.

4.1.6. PabGotomarens He wuMeeT NpaBO MONy4aTb M 0OpadaThIBAThH
NEPCOHAJIbHBIE JTaHHbIE PAOOTHUKA O €r0 YIEHCTBE B OOIIECTBEHHBIX OOBEAMHEHUSX
WIH €ro MPOo(COI03HON AESTENIbHOCTH, 32 UCKIIOUEHUEM CITy4aeB, PEeTyCMOTPEHHBIX
dbeneparbHBIM 3aKOHOM.

4.2. K 0o06paboTke, nepeaade U XpaHEHUIO MEPCOHAIBHBIX JAHHBIX pA0OTHUKA
MOTYT UMETh JOCTYII COTPYTHUKH:

—  byxranrepuu;

—  Ornena kagpos;

—  Ortgena ciopTUBHOM MOATOTOBKH.

4.3. Ucnonb3oBaHWe  MEPCOHANBHBIX  JAHHBIX  BO3MOXKHO  TOJBKO
B COOTBETCTBUHU C IIEJISIMU, ONPEACIMBIIUMH UX MOJIYyYCHHE.

4.3.1. [lepcoHasibHbIE JaHHBIE HE MOTYT OBITh MCIOJIb30BaHBI B IIEJIAX
NPUYMHEHUS] HMMYIIECTBEHHOTO M MOPAJbHOTO BpeAa Tpa)KaaHaM, 3aTPyAHECHUS
peanuzanuu npaB ¥ cBoOoja rpaxaad Poccuiickoit denepanuu. OrpaHuueHue mpas
rpaxnaan Poccuiickoit denepann Ha OCHOBE UCMHOJIb30BaHUS MHGOpMAIUU 00 UX

COLMAIIBHOM MPOUCXO0XKIECHUU, O PACOBOW, HAIMOHAIBHOM, SI3IKOBOW, PEIMTHO3HOU



U TApTUHHOW TNPUHAMJICKHOCTH 3alpelieH0 M KapaeTcsi B COOTBETCTBUU C
3aKOHOAATEILCTBOM.

4.4. Tlepemaua TEPCOHANBHBIX JAHHBIX PA0OTHHKA BO3MOXHA TOJBKO C
coriacus pabOTHHUKA WM B CIIyYasiX, MPSMO MPETyCMOTPEHHBIX 3aKOHOIaTEIHCTBOM.

4.4.1. [Ipu mepenave mepcoHATBHBIX JTaHHBIX pabOTHUKA paboTomaTesn
JOJKeH COOII0IaTh CIeAYIOIUe TPeOOBAHUS:

—  He cooOIaTh MepCcoHaJIbHBIC JaHHbIE PAaOOTHHKA TPEThE CTOpOHE Oe3
NUCBMEHHOTO corjacus pabOTHHKA, 3a MCKIIOYEHHEM CIydyaeB, Korja 3TO
HEOOXOJMMO B LEJSIX MPEIyNpPEexACHUs Yrpo3bl )KU3HU U 310pPOBbIO pabOTHHKA, a

TAaKKC B ClIy4dasdX, YCTAHOBJICHHBIX (I)C,Z[CpaHBHBIM 3aKOHOM,

- HE COO6IHaTI> INEPCOHATIbHBIC TAaHHBIC pa6OTHI/IKa B KOMMCPUYCCKUX LCIIAX

0e3 ero MUCLMEHHOTO corjacus,

—  MpeaynpenuThb JUI, MOTyJaloluX NepCOHAbHbBIC JaHHbIE PaOOTHHUKA, O
TOM, YTO 3TH JaHHBIE MOTYT OBITh UCTOJIH30BAHBI JIHIIb B IENSX, IS KOTOPBIX OHH
COOOIIeHbl, U TpeOOoBaThb OT 3TUX JHI[ MOATBEPKIAEHUS TOTO, YTO 3TO MPABUIIO
cobmoaeno. Jluma, momywaromniye IMepcoHaabHbIe IaHHBIE DPAOOTHHMKA, OOs3aHBI
coOJIIOIaTh PEXUM CEKPETHOCTH (KOHGUICHIMANIBHOCTH). J[aHHOE MOJoXKEeHUE He
pacmpocTpaHsieTcsi Ha OOMEH MEePCOHAIbHBIMU JIaHHBIMH PAaOOTHUKOB B TMOPSJKE,

YCTAaHOBJICHHOM (bez[epaanLIMH 3aKOHaMU;

- pasp€iatb AOCTYII K IMIE€PCOHAJIBHBIM JaHHBIM pa6OTHI/IKOB TOJIBKO
CIICOUAIIBHO YIIOJIHOMOYCHHBIM JIMIaM, OMPCACICHHBIM ITPHUKA30M I10 OpraHvu3aluu,
IIpr 3TOM YKA3aHHBIC JIMIAd JOJDKHBI HWMCTb IIpaBO II0Jy4aTb TOJIBKO TC
NEPCOHAJIBHBIC TAHHBIC pa60THI/IKa, KOTOPbIC HCO6XOI[I/IMBI JJIA  BBIITOJIHCHUA

KOHKPETHBIX (PYHKIUH;

—  He 3ampammBaTh WHGOPMAIMIO O COCTOSHUU 370POBbS pabOTHMKA, 32
UCKJIIOUEHHEM TeX CBEIEHUI, KOTOphle OTHOCSATCS K BOIPOCY O BO3MOKHOCTU
BBITMIOJIHEHHSI pAOOTHUKOM TPYIOBOM (PyHKINU;

— 1epelaBaTh IE€PCOHANbHBIE JaHHbIE pPAOOTHUKA MPEICTABUTEISIM

pabOTHHUKOB B MOPAJIKE, YCTaHOBIEHHOM TpynoBbiM KojiekcoM, 1 OrpaHUYUBATh 3TY



UHPOPMAIIMIO TOJBKO TEMHU TIEPCOHATBHBIMUA JaHHBIMH pPaOOTHHKA, KOTOPHIC
HEOOXOIUMBI IS BRITIOJTHEHUS YKa3aHHBIMU MIPEICTABUTEISIMHA WX (DYHKIIHIA.

4.4.2. [lepenaua mnepcoHaNbHBIX JAHHBIX OT JIepXKaTenss WA €ro
NpECTaBUTENICH BHEIIHEMY MOTPEOUTENI0 MOXET JOMYyCKAaThCS B MHUHHUMAIbHBIX
00beMax M TOJBKO B IIEJISIX BBIMIOJHEHUS 3a7a4, COOTBETCTBYIONIUX OOBEKTHBHOM

npuyuHe cOopa ITUX JaHHBIX.

4.4.3. [Ipu mepenaye nmepcoHaIbHBIX JAaHHBIX PAaO0OTHUKA MOTPEOUTEIISIM
(B TOM YHCIIE ¥ B KOMMEPUYECKUX IENSIX) 3a TPEesIbl OpraHu3aui paboToaaTeNlb He
JOJDKEH COOOINaTh 3TH JaHHBIE TPEThe CTOpoHE O0€3 MHUCHMEHHOTO COTJIacHs
paboTHHMKa, 3a WCKIIOYCHHEM CIIy9aeB, KOTJa OTO HEOOXOIMMO B IEJAX
NPEeIyNpexACHNAS yrpo3bl JKU3HU M 3J0POBBI0 DPAOOTHMKA WM B CIydasx,

YCTaHOBJICHHBIX (I)eﬂepaHBHbIM 3aKOHOM.

4.5. Bce mepsl koHPUACHIIMATBHOCTH TIpU cOope, 00paboTke W XpaHEHUHU
MIEPCOHAIILHBIX IAHHBIX COTPYIHHUKA PACIPOCTPAHSIIOTCA KaK Ha OyMaKHbIE, TaK U HA

AIIEKTPOHHBIE (ABTOMATU3UPOBAHHbIEC) HOCUTENIU HH(pOpMaIUK.

4.6. He nomyckaercs OTBeYaTh Ha BOIPOCHI, CBSI3AHHBIE C Mepeaayden

nepcoHaabHON nHpopManu no tenegoHy uiu Qakcy.

4.7. XpaHCHI/IC INEPpCOHAJIbHBIX AAHHBIX OOJDKHO ITPOMCXOAWUTHL B IIOPSJKE,

VCKJIFOYAIOIIEM UX YTpaTy WIM UX HENPABOMEPHOE UCIIOJIb30BAHUE.

4.8. Ilpy m0pUHATUM pEIIEHUN, 3aTparvBarOlIMX HWHTEpPEChl pPAOOTHUKA,
paboTomarens HE UMEET MpaBa OCHOBBIBATHCS HA TIEPCOHATBHBIX JAHHBIX PAOOTHHKA,
MOJIYYEHHBIX HCKIIIOUUTENIbHO B pe3yibTaTe UX aBTOMATU3UPOBAHHOW 00pabOTKU
WM DJIEKTPOHHOTO ToMydeHms. PaboTomarens ydWTHIBa€T JUYHBIC KadecTBa

paboTHHKA, €r0 TOOPOCOBECTHBIN U 3(PPEKTUBHBIN TPY/.

S. KoMiiekc 10KyMeHTOB, CONPOBOXKAAIOIIMI pouecc o(popMIIeHus
TPYAOBBIX OTHOIIEHUI padoTHNKa B OpraHu3anum Npu ero npueme, nepesBoje u

YBOJIBbHEHHUH



5.1. Undopmanus, mnpexacrabiasieMas paOOTHUKOM IIpU NOCTYIUIEHHU Ha
paboTy B Oprammsawmo, JOJDKHA UMETh JOKYMEHTalbHYIO (GopMy. Ilpu 3akitoueHun
TPYJOBOTO JIOrOBOpa B COOTBETCTBHM cO CT. 65 TpynoBoro xoaekca Poccuiickoit

deaeparuu JUI0, MOCTYIAIOIIEE HA PadOTy, IPEABABIAECT pab0OTONATEIIO:

- nacnopt rpaxaanuaa Poccuiickon @enepanuuy;

—  TPYIOBYIO KHUXKKY, 3a UCKJIIOUEHUEM CIIy4aeB, KOTJIa TPYIOBOU JOTOBOP
3aKJIIOYAeTCsl BIEPBbIE WM PAOOTHHK TMOCTymaeT Ha paboTy Ha YCIOBHUAX

COBMECTHUTEILCTBA, TUOO TPYAOBasi KHIDKKA Yy paOOTHHKA OTCYTCTBYET B CBS3H C €€

yTpaToON WM MO APYTHUM NPUYHUHAM;

- CTpaxoBOC CBHACTCIBCTBO rocyaapCTBCHHOI'O IICHCHOHHOT'O
CTpaxOBaHUAA,
- AOKYMCHTBI BOHMHCKOI'O YydcTa — OJIAd BOCHHOOOSI3aHHBIX U JINII,

IOJIEKAIIMX BOMHCKOMY yUETY;

—  JOKyMEeHT 00 oOpa3oBaHu#, O KBUIM(PUKANIUA WA HAJTUIAHA
CHEIMABHBIX 3HAHUM — TPU MOCTYIUICHHH Ha padoTy, TPeOYOIIyIO CIeUaTbHBIX
3HAHWUW WM CTICIUATBHOMN TIOJITOTOBKH;

—  CBUIETENBCTBO 0 nmpucBoeHnu MHH.

5.2. Ilpu odopmnennn pabotHuka B OpraHu3anuio paOOTHUKOM OT/ENa
KaJpoB 3anojHseTcs yuupuuuponannasa gopma T-2 «Jluunas kaprouka pabOTHUKAY,
B KOTOPOH OTpakaloTCsl CIEAYIOUIMe aHKEeTHble W Ouorpaduueckue IaHHBIC
paboTHHUKA:

— o6mme cBenenus (P.N.O. paborHuKa, gaTa POXKIEHUS, MECTO
POKIEHUs, TPaXIaHCTBO, oOpa3oBaHue, mpodeccus, CTaK pabOThl, COCTOSHUE B
Opake, macropTHHIC TaHHBIC);

—  CBEJIICHHUS O BOMHCKOM Y4Y€TE;

—  JIJaHHBIC O MpUEMe Ha paboTy;

B nanpHeliem B INYHYIO KAPTOUKY BHOCSITCS:

—  CBEIEHUS O MepeBojiax Ha APYTYIO padoTy;

—  CBeJIeHHS 00 aTTeCTallHH;

- CBCACHUS O ITIOBBIINICHUHN KBaJ'II/I(I)I/IKaHI/II/I;



—  cBeleHus o MpodecCHOHANTBHON MepenoroTOBKE;

—  cBeleHUs o Harpajax (TOOMIPEHUsX ), TOYETHBIX 3BAHUSX;

—  cBeleHus 00 OTITyCKax;

—  CBEIEHUS O COIMAJIbHBIX TapaHTHIX;

—  CBEIIEHUS O MECTE KUTEIbCTBA U KOHTAKTHBIX TesieoHax.

5.3. B otmene xagpoB OpraHu3amuy CO3JAIOTCS W XPaHATCS CIEIYIOIINE
IpyNIbl TOKYMEHTOB, COJEpXKalllie JJaHHble O pabOTHUKaX B EAMHUYHOM WIIH
CBOJIHOM BH/JIE:

5.3.1. JIOKYMEHTBI, COJEpIKallfe MepPCOHANbHBIE TaHHbIE PaOOTHHUKOB
(KOMITJIEKCHI JJOKYMEHTOB, COMPOBOXKIAIOIIME TIPOIlecC OQOPMIICHUS TPYAOBBIX
OTHOIICHU! MpU MpueMe Ha padoTy, MEepPeBoJie, YBOJIbHEHNHU; KOMIUIEKC MaTepraioB
10 aHKETUPOBAHHWIO, TECTUPOBAHMIO; MPOBEACHNIO coOECe0BaHNN C KaHIUAATOM Ha
JOJKHOCTD; TIOJIJTAHHUKN ¥ KOTIMU MPHKA30B 10 JIUYHOMY COCTaBYy; JUYHbBIC Jea U
TPYAOBbIE KHIKKM PAaOOTHUKOB; J€Ja, COAEpXkalllie OCHOBAHHUA K MpPHKaA3zy IO
JUYHOMY COCTaBy; Jelia, COjepiKallue MaTepuaibl aTTecTallud pPaOOTHHUKOB,
CITyEeOHBIX pacCIeIOBaHNN; CIPABOYHO-UH(POPMAIMOHHBIM OaHK JaHHBIX TIO
nepcoHany (KapTOTeKH, )KypHabl); MOJUIMHHUKYA U KOMTUU OTYETHBIX, AaHATUTUYECKUX
U CIPaBOYHBIX MaTEpHAJIOB, TIepeJaBaeMbIX pPyKoBOACTBY  OpraHuszaium,
PYKOBOAMTENSAM CTPYKTYPHBIX MOAPA3/CICHHI; KOMUU OTYETOB, HANpPABISEMBIX B
rOCy/lapCTBCHHBIE OpraHbl CTATHCTUKH, HAJIOTOBBIE HWHCIEKIIMH, BBIIIECTOSIIINE
OpraHbl YIIPaBJICHUS U APYTUC YUPESIKICHUS).

5.3.2. JIOKyMeHTalsi 1o  OpraHu3aiuu  paboThl  CTPYKTYPHBIX
nojpaszfeneHuil (MOJOKEHUsI O CTPYKTYPHBIX TOJpPa3AENCHUSIX, OJKHOCTHBIC
WHCTPYKIIMU PaOOTHUKOB, TIPUKA3bl, pPACIOPSHKCHHS, YKa3aHHs pPYKOBOJCTBA
Opranu3zainum); TOKyMEHTHl MO IUIAHUPOBAHMIO, YYETy, aHaJu3y U OTYETHOCTU B

4acTH paboThl ¢ epcoHanoMm OpraHu3aiyi.

6. locTyn K mepCOHAJBbHBIM JAHHBIM
6.1. BuyrtpenHuii noctyn (noctyn BHyTpyu Opranusanun).

6.1.1. [IpaBo nocTyna Kk NEPCOHANBHBIM JAaHHBIM COTPYAHUKA UMEIOT:



—  JMPEKTOp;

—  OTJeJ KaJpoB,;

—  PYKOBOIUTENW OTIENEHHUH MO HAMpaBICHUIO NEATENLHOCTH (IOCTYN K
JUYHBIM TJaHHBIM TOJIBKO COTPYIHUKOB CBOETO MOJPAa3/ICICHHS);

—  TIpU MEpeBOJE U3 OJHOTO OTIEJIEHHUS B APYroe IOCTYN K MEePCOHAIBHBIM
JAHHBIM COTPYTHHKA MOXKET UMETh PYKOBOJIUTENIb HOBOTO OT/IEJICHUS;

—  cam paOOTHUK, HOCUTEIb JaHHBIX.

— gpyrue coTpyaHukd OpraHu3alMd TpU  BBIIOJHEHHMH HMH CBOUX
CIIy>keOHBIX 00S3aHHOCTEH.

6.1.2. [lepeyenp nuI, MMEIOMIMX AOCTYN K TEPCOHAIBHBIM JaHHBIM
pabOTHHUKOB, ONPEEISIETCSA MIPUKA30M AUPEKTOPA.

6.2. BuewmHui goctyi.

6.2.1. K uncimy MaccoBeix moTpeOuTenell MmepCcoOHANbHBIX ITaHHBIX BHE
OpraHM3allM  MOXXHO OTHECTHM TOCYAapCTBEHHbIE M  HETOCYAAapCTBEHHBIC
(GyHKLIMOHATBHBIE CTPYKTYPHI:

—  HaJOroBbI€ MHCIEKIIUU;

—  NPaBOOXPAaHUTENbHBIE OPTaHbl;

—  OpraHbl CTaTUCTHUKWU;

—  BOCHKOMATHI;

—  OpraHbl COIMAJIBHOTO CTPAXOBAHUS;

—  TICHCHOHHBIC (DOHIIHI;

—  MoApa3leieHHs] MyHUIIUNAIbHBIX OPTraHOB yIPaBICHUS;

6.2.2. Han30pHO-KOHTPOJIbHBIE OpraHbl UMEIOT JOCTYH K MH(OpMaruu
TOJILKO B c(hepe CBOEH KOMIIETEHIIHH.

6.2.3. Opranuzanuu, B KOTOpbIE COTPYAHUK MOXET OCYLIECTBISAThH
NEePeUNCIICHNs JCHEXHBIX CpPEACTB (CTpaxoBble KOMIIAHMH, HETOCYAAapCTBEHHBIE
NEHCUOHHBIE (OH/IBI, OJArOTBOPUTEIbHBIE OpPTraHU3allMU, KPEAUTHBIE YUPEXKICHU),
MOTYT TOJYYUTh TOCTYI K MEPCOHAJIBHBIM JTaHHBIM PaOOTHHKA TOJIBKO B CIyyae ero

IMUCBbMCHHOT'O pa3pCUICHHA.



6.2.4. CBeneHuss o paboTaroleM COTPYAHUKE WIH YKE YBOJCHHOM
MOTYT OBITh MPEACTABIICHBI JIPYroil OpraHu3alKe TOJbKO C MUCbMEHHOIO 3arpoca
Ha OJIaHKE OpraHu3alid, C MPWIOKEHHEM KOMHU HOTAPUAIBHO 3aBEPEHHOTO

3as4ABJICHHUA pa6OTHI/IKa.

6.2.5. [lepconanbHble NaHHBIE COTPYIHHUKA MOTYT OBITH MPEICTABICHBI
POJCTBEHHUKAM WJIM YJIEHAM €r0 CEMbH TOJBKO C MHMCbMEHHOI'O Pa3pelieHusi CaMoro
COTPYIHUKA.

6.2.6. B cnywyae pasBoma ObiBimas cympyra (Cympyr) HUMEIOT IpaBo
oOpatutbcs B OpraHu3aiifio ¢ TMCbMEHHBIM 3alIPOCOM O pa3Mepe 3apabOTHOM TUIaTh
cotpyanauka 6e3 ero cornacus (YK P®D).

7.  3amuTa nepcoHaJbHbIX JAHHBIX

7.1. 3amura TEpPCOHANbHBIX JAHHBIX MPEJICTaBISIET COOOW  YKECTKO
perjJaMeHTUPOBaHHBII u JIMHAMUYECKU TEXHOJIOTHYECKUI npoiiecc,
NpeaYNPEXAAOMUI HapyIIEHHEe JTOCTYIIHOCTH, IIEIOCTHOCTH, JOCTOBEPHOCTH U
KOHQUACHIIMATBHOCTA  MEPCOHAJbHBIX  JAHHBIX M, B KOHEYHOM  CYeETe,
o0ecrieynBaromuil TOCTATOYHO HAJEKHYIO 0€30MacHOCTh MH(GOpPMAIMK B MPOIECCEe
yIpaBICHYECKON U MPOU3BOACTBEHHOM 1€ATEILHOCTH KOMITAHHH.

7.2. 3amura TEPCOHAIBHBIX JAHHBIX PaOOTHHKAa OT HEMPaBOMEPHOIO HX
MCITIOJIb30BAaHUS WIIM YTPaThl OJHKHA OBbITh oOecnedueHa OpraHu3anueit 3a cYeT ero
CPEICTB B OPSAKE, YCTAHOBICHHOM (peiepaqbHBIM 3aKOHOM.

7.3. BHyTpeHHss 3a1uTa.

7.3.1. Jlns obecrieueHus: BHYTPEHHEW 3aIMThl NMEPCOHANBHBIX JaHHBIX
pabOTHUKOB HEOOXOUMO COOMIOAATE PSIT MEP:

—  OrpaHMYEHHUE U PerjiaMeHTalMs COCTaBa paOOTHHUKOB, (DYHKIIMOHAIbHbIE
00513aHHOCTH KOTOPBIX TPEOYIOT TOCTYMA K NEPCOHAIBHBIM IaHHBIM COTPYAHUKOB.

—  cTporoe u3bupaTesnbHOe 1 000CHOBAaHHOE paclpe/eieHne JOKYMEHTOB U
nHpopMaIuu Mex 1y pabOTHUKAMU,

—  pauMoOHaJbHOE pa3MelleHre pabodnx MecT pabOTHHUKOB, MPU KOTOPOM
UCKJTI0YAJIOCh Obl OECKOHTPOJIBHOE HCIIOIb30BaHKE 3alluiaeMoil HHGOpMaIuy;

— 3HaHWe pabOTHUKOM TpeOOBaHMI HOPMATHBHO — METOAMYECKUX

JAOKYMCHTOB I10 3aIIUTC I/IH(I)OpMaI_II/II/I M COXPaHCHUH TaﬁHLI;



—  Hanu4ue HEeoOXOMUMBIX YCJIOBHA B TOMEIICHWH s PabOTBl C
KOH(QUICHIIMATLHBIMUA JJOKYMEHTaMU U 0a3aMu JaHHBIX;

—  ONpEeIeJICHHE W PEerjaMeHTalHs COCTaBa pabOTHHUKOB, UMEIONIUX MPaBO
nocryma (BXo0J1a) B IOMEIICHHE, B KOTOPOM HAaXOIUTCS BBIYMCIINTEIbHAS TEXHHUKA,;

—  OpraHu3zanuys NopsaKa YHHYTOKEHUST HHPOpMAIUY;

—  CBOEBPEMEHHOE BBISBICHUE HapyIICHUs TPeOOBaHWN pa3pelIuTeIbHOMI
CUCTEMBI JOCTYIa paOOTHUKAMU TI0Pa3ICICHUS;

—  BOCIUTATCNIbHAsI W  pa3bsICHHUTEIbHAs padoTa C  COTPYJAHHKAMH
NoJIpa3esieHus] M0 TMPEAYNPESKISHUIO YTPaThl LEHHBIX CBEICHUH Npu padboTe ¢
KOH(UICHIIMATLHBIMA JOKYMEHTAMU;

—  HE JIONyCKaeTCs BbIjJaya JIMYHBIX JIeJl COTPYJAHHKOB Ha pabodme MecTa
pykoBoguTeneld. JIuuHble nenma MOTYT BBIJABaThCsAd Ha pabodyme MecTa TOJIBKO
JTUPEKTOPY, pabOTHUKAaM OT/AeNia KaJAPOB W B HCKIIOYUTEIBHBIX CIIydasx, II0
MUCBMEHHOMY  pa3pelieHUI0  JAWPEKTOpa, - PYKOBOJWUTEIIO  CTPYKTYPHOTO
nonpaszieyneHuss (HampuMep, TPH TOATOTOBKE MaTEpHalOB I  aTTECTAIUH
paboTHUKA).

7.3.2. 3amuTa MepCoHAIbHBIX JAHHBIX COTPYJAHHMKOB Ha 3JIEKTPOHHBIX
HOCHTEJISIX.

Bce mamnku, copepkamiye NEepCOHANBHBIC JAaHHBIE COTPYAHHKA, IOJKHBI
UMETh OTPAHUYEHHBIN JOCTYM (TOJBKO ISl COTPYAHUKOB OT/ENa KaJpoB, TUPEKTOPa,
OyXxraiatepun).

7.4. BHemHss 3amuTa.

7.4.1. s obecrieyeHus] BHEIIHEW 3allUThl TEPCOHAJBHBIX JTaHHBIX
COTPYAHUKOB HEOOXOAMMO COOIIOIATh PSi] MEp:

—  TOPSIIOK TIpHeMa, y4eTa U KOHTPOJISI IeATEIbHOCTH MTOCETUTENEH;

—  TMPOIYCKHOM PEXUM OpTaHU3aINY;

—  y4eT W HOPSO0K BBIJa4d MPOITYCKOB,

—  TEeXHUYECKHE CPEJICTBA OXPaHbI (3JICKTPOHHBIA KITIOU, CHTHATH3AIIIH );

—  TOpPSIOK OXpaHbl TEPPUTOPHH, 3IAHWMA, IMOMEIICHUH, TPaHCIOPTHBIX

CPE/CTB;



7.5. Bce onmma, cBsi3aHHBIE C TMOJy4eHHUEM, O0O0pabOTKON W 3aluToin
MepCOHATBHBIX JaHHBIX, O0O0s3aHBl HE pasrjamarh MEePCOHAIBHBIC JTaHHBIE
pabOTHHUKOB.

7.6. Kpome wMep 3amuThl TMEPCOHANBHBIX JIAaHHBIX, YCTAHOBJICHHBIX
3aKOHO/ATEIbCTBOM, paldoToAaTenu, pabOTHUKA U HX NPEICTABUTEIA MOTYT
BBIPA0aTHIBATh COBMECTHBIE MEPHI 3aIIUTHI IEPCOHATBHBIX JTAHHBIX PAOOTHUKOB.

8. IIpaBa u 00s13aHHOCTH PA0OTHHUKA

8.1. PaboTHUKM JOMKHBI OBITH O3HAKOMIIEHBI MO/ PACTIUCKY C JOKYMEHTaMHU
OpraHM3alliM, YCTAHABIWBAIOIIUMH TOPSAOK OOpPabOTKH IMEPCOHAJBHBIX JaHHBIX
pabOTHHUKOB, a TaKk)Ke 00 MX MpaBax U 00SA3aHHOCTAX B 3TOH 00JIaCTH.

8.2. B mensx 3ammThl MepCOHANBHBIX JAHHBIX, XPAHAIIUXCS Y paboTomarers,
pabOTHUK UMEET MPaBo:

—  TpeOoBaTh WCKIIOYEHHS WM WCIPABICHUS HEBEPHBIX WJIU HETMOJHBIX
JTAHHBIX

—  TOJy4YaTh CBOOOJHBIA OECIJIaTHBIM JOCTYIl K CBOUM I€PCOHAJIBLHBIM
JIAHHBIM, BKJIIOYas MPaBO Ha TMOJIydeHHWE KOMHWU JH00O0M 3amucu, cojeprkaiien
MIEPCOHAJILHBIEC TaHHBIC.

—  TepCOHAJIbHBIC JIAaHHBIE OIICHOYHOT'0 XapaKTepa JOMOJHUTD 3asBICHUEM,
COJICPIKAIlUM €T0 COOCTBEHHYIO TOUKY 3PEHUS;

—  OmpenensaTh CBOMX MPEICTABUTENICH NJISi 3aIUTHl CBOUX MEPCOHAIBHBIX
JTAHHBIX

—  HA COXPaHEHUE U 3alIUTY CBOCH JIMYHOU )KU3HUA U CEMEWHOMN TANHBI.

8.3. PaborHuk 00s3aH nepepaBaTh OpraHuszaluy KOMIUIEKC JOCTOBEPHBIX,
JNOKYMEHTUPOBAHHBIX IEPCOHAIBHBIX JAHHBIX, COCTaB KOTOPBIX YCTaHOBJICH
Tpynoseim Kogexkcom P®D, a Takxke cBOeBpeMEHHO cOOOIIATh 00 M3MEHEHUSAX CBOUX

MEPCOHANIbHBIX TAHHBIX.
8.4. PaboTHuku craBsaT OpraHu3ainui0 B H3BECTHOCTh 00 HW3MEHEHUH
dbaMuuu, UMEHH, OTYECTBA, 1aThl POKIEHHUS, YTO MOIYYaeT OTPAXKEHHUE B TPYAOBOU

KHW)XXKC Ha OCHOBAHMHU TIPCACTABJICHHBIX JIOKYMCHTOB. HpI/I HCO6XOI[I/IMOCTI/I



HN3MCHAKTCA JaHHBIC 00 O6pa?>OBaHI/II/I, HpO(bCCCI/II/I, CIICOUaJIbHOCTHU, IPHUCBOCHUU

HOBOTO pa3psiia, KBATM(PUKAIIMOHHON KaTeropuu U mp.

9. OTBeTCTBEHHOCTH 32 pasrJalieHne KOH(PUAeHIUAIbHOI

HH(OPMALNH, CB3AHHOM C MEePCOHAJBHBIMU JIAHHBIMH

9.1. PykoBoaurens, paspenaroumi JI0CTyI COTpYAHUKA K
KOH(QUACHIIMATEHOMY JOKYMEHTY, HECET MIEPCOHATBFHYIO OTBETCTBEHHOCTD 3a JAHHOE

paspenieHue.

9.2. Kaxnaplii COTPYOHUK OpraHU3AIMH, TMOJy4YalOmuid Il  paboThI
KOH(UICHIIMABHBI ~ JTOKYMEHT, HECeT €JUHOJIMYHYI0 OTBETCTBEHHOCTh 32

COXPAHHOCTh HOCUTENS U KOHPUACHIINATLHOCTh HH(OPMAIIUH.

9.3. Jluma, BUHOBHBIE B HAPYIIEHUH HOPM, PErYJUPYIOIIHMX I[OJyYEHHUE,
00paboTKy M 3aIIMTy NEPCOHAIBHBIX JAaHHBIX PaOOTHHKA, HECYT NUCLUHUIUIMHAPHYIO,
aAMUHUCTPATUBHYIO, TPAXIAHCKO-IIPABOBYK0 WJIA YIrOJIOBHYK) OTBETCTBEHHOCTb B

COOTBCTCTBHUHU C Cl)ellepaJ'IBHBIMI/I 3aKOHaMU.



