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1. OOmme mo0KeHud

Hacrosmmee [lonoxenue paszpaborano B coorBercTBuU cO CT. 24 Koncturyrmuu P® ot 12.12.1993r. (c
W3MCHCHUSMH U JIONOJIHEHUsAMH), ['paxkmanckum koaekcomM P or 26.01.1996r. Ne 14-®3 (c
U3MEHEHUSIMH U JonoiHeHusiMu), TpymoBeiM Komexcom ot 30.12.2001r. Ne 197-@3, denepanbHbiMu
3akoHamu otT 27.07.2006r. Ne 149-®3 «O6 undopmarmu, HHPOPMAITMOHHBIX TEXHOJOTUSIX U O 3aIIUTE
napopmarumy, oT 27.07.2006r. Ne 152-03 «O mepcoHanbHBIX AaHHBIXY». Hacrosmee Ilomokenwme
pacmpocTpaHseTcs Ha BCeX COTPYIOHHKOB, M BCE PaOOTHUKH MOJKHBI OBITH O3HAKOMJICHBI C 3ITHM
[TonoxxeHueM noj poCnuch.

1.1.IlepconanpHble JaHHBIC paOOTHWKA — HWHQOpPMAIHA, HeoOXomammas padoTOHaTeII0 B CBS3U C
YCTaHOBJICHUEM TPYAOBBIX OTHOIICHUH U Kacarollascs KOHKpPETHOro paboTHHKa. OHU BKIIIOUYAIOT B ceO0s:
omno3HaBatenbHble naHHble (DUO, mata u Mecto poxaeHUs, TpyaoBas Ouorpadus padboOTHHKA, (HAKTHI
Oomorpadun), IWYHBIE XapaKTEPUCTHKH pPaOOTHHWKAa (TPAXIAHCTBO, HAIMYME HAYYHBIX TPY/IOB,
WU300pETCHMI W T.XI.); CBSACHUSA O CEMEHHOM IIOJIOKCHUU; COCTABE CEMbH; COLMAIBHOM ITOJIOKEHUH,
CITy’keOHOM TIOJIOKCHUH; HaBBbIKaX; O (PMHAHCOBOM MOJIOKeHMU. K mpenocraBisieMbIM TIEPCOHATBHBIM
JAHHBIM paOOTHUKA OTHOCUTCS HH(QOpMAIHs, COJepKalascs B TPYJAOBOW KHHXKKE, B CTPaXOBOM
CBUJICTENILCTBE TOCYJAapPCTBEHHOTO TEHCHOHHOTO CTpaxoBaHus; wuH(popMmamnus 00 00pa3oBaHUH,
kBaJu(UKau;, HHPOPMALIT MEAUIIMHCKOTO XapakTepa; HHPOpMaIUsl B JOKyMEHTaX BOMHCKOTO ydeTa
U B JIPyTUX JOKYMEHTaX, KOTOpBIE COJCPKaT JIaHHBIC, HEOOXOJMMbIC pabOTOMATENI0 B CBSI3H C
TPYAOBBIMU OTHOIIICHUSIMU.

1.2. O6paboTka MepcoHANbHBIX JaHHBIX paOOTHUKA OCYLIECTBISIETCS B LENSAX oOecneueHus coOMr0IeHHs
3aKOHOB U JIPyTMX HOPMATHBHO-TIPABOBBIX aKTOB.

1.3. PaGoronarens BOpaBe MPOBEPATH MEPCOHANbHBIC JaHHbIE PAaOOTHUKOB C LENbI0 (OPMHUPOBAHUS
KaJIpOBOTO pe3epBa.

1.4. Tlpu mpueme Ha pPadOTy, 3aKIIOYEHUH TPYIAOBOTO JOTOBOPA, 3allOJHEHHH AHKETHBIX JaHHBIX
paboTogarens He MMEET MPaBO MONydYaTh M 0000IIATh HHPOPMAIMIO O PETUTUO3HBIX, TOJUTHIECKUX U
JIPYTHX YOSXKIEHHUIX paOOTHUKA.

1.5. Bce nepcoHanbHbIe JaHHBIE PAOOTHUKA PabOTOAATEb HOIyYaeT TOJIBKO OT HETO CaMoro.

1.6. PaGoromaTens moiydaeT W oOpadaThIBAaeT JaHHBIE O YAaCTHOW >KM3HH PaOOTHHKA TOIBKO C €ro
MMUCHbMEHHOTO COTIACHS.

1.7. Pabotomatens cooOmiaer pabOTHHUKY IENH, TPEANOI0KUTEIbHbIE HCTOYHUKH, CIIOCOOBI TOTYYeHHUS
MEPCOHANLHBIX JAHHBIX, XapaKTep IMEePCOHANBHBIX aHHBIX W TIOCIEACTBHA OTKa3a PaOOTHUKA NaTh
MUCBMEHHOE COTJIACHE Ha UX TOJIyYCHHUE.

1.8. TlosmyuaTh nepcoHaJIbHBIC JJAHHBIC PAOOTHUKOB Ha OCHOBAHHMU 3aKOHA MOTYT: HAJIOTOBBIC OpraHbl,
[lencuonnsnii Goung P®D, donn commanpHOro crpaxoBanus PO, denepanpHas WHCIEKIHS TPY/a.
Hcnonp30BaHKe MEPCOHANBHBIX JAaHHBIX PAa0OTHUKA JOMYCTUMO TOJIBKO B COOTBETCTBUHU C IICIISIMH,
ONpeACTUBIIMMUA UX TojydeHue. Ilepesada mepcOHaIbHBIX JaHHBIX PaOOTHHKA BO3MOXKHA TOJIBKO C
coriacus pabOTHHKA, €CITM HHOE HE TTPEyCMOTPEHO 3aKOHOIATEIbCTBOM.

1.9. PaboronmaTens uMeeT nMpaBo coOMpaTh MEPCOHANBHYIO HH(OPMAIINIO, COJIEPIKAITYIOCS B TOKYMEHTAX,
NPEJIOCTABIICHHBIX paOOTHUKOM TP TpHEME Ha paboTy.

1.10. PaboTomaTtens mMpoM3BOAMT pacyeT W BBHIIIATY HAJOrOB 3a pabOTHHUKA IyTEM YAEP)KaHHUS UX U3
3apaboTHOM TUIATHI, paboToNATENh UMEET MPAaBoO coOUpaTh NpeaycMoTpernsie Hamoroseim Kogekcom PO
CBEJICHHS O HAJIOrOIIIATEIbIIUKE.

1.11. lannoe IlomokeHne mpenoTBpamaeT HECAHKIMOHUPOBAHHBIA JOCTYN K wWH(pOpmanuu, ee
MPOTHUBONIPABHOE KOMHUPOBAHHE, HWCKAKEHHE, WCIOIb30BAHNE MPEIHAMEPEHHOIO0 pPacIpOCTPaHEHUS

He,[[OCTOBepHOﬁ I/IH(l)OpMaI_[I/II/I, HCIIOJIB30BAHUEC I/IH(i)OpMaLII/II/I B MPECTYIHBIX U KOPBICTHBIX LECJIAX.

2. HOpﬂ)]OK XpaHCHUS, UCII0JIb30BaHUA U NIEPEIAYU NEPCOHAIBHBIX JAHHBIX paﬁOTHHKa



XpaHeHI/Ie NEPCOHAJIBHBIX JAaHHBIX JOJDKHO HMCKIOYATh HUX YTpaTy HWIHM WX HCIOPaBUIIBHOC
HCIIOJIB30BAaHUC.

1. HEHHE, BbIJadYa TPYIOBBIX KHIDKEK (IyONMKATHI TPYMOBBIX KHIDKEK), XpaHEHHE IHYHBIX €]
2.1.Xpauenue aJda (o) e OnvKa () €K); aHEHHE e
pa0OTHUKOB M HMHBIX JAOKYMEHTOB, OTPaXKAIOIIMX TEPCOHATBHBIC JaHHbIC paOOTHHMKA, BO3JAraroTCs Ha
PYKOBOAMTEIS, CEKPETapsi-IeIONPOU3BOAUTENS (CIIMCOK JIMI] YTBEPXKIASTCSI MPUKA30M ITO0 IITKOJIC).

2.2.IlepcoHanbHbIC JaHHBIC pPAOOTHUKOB BMECTE C HEOOXOJMMBIMH JOKYMCHTaMU OCTAlOTCS
paboTojarenss WIM JIMIA, OTBETCTBCHHOTO 3a O(OPMIICHHE MpUEMa W XPaHEHUS JIMYHBIX JeIl
coTpyaHUKOB. llopsimok XpaHEHUS TpPYAOBHIX KHIDKEK YCTaHOBJIEH MHCTpyKnued Mo 3amoJHEHHIO
TPYAOBBIX KHIKEK.

2.3.PaboTomarens oOecreunBacT XpaHCHHE TEPBUYHBIX JIOKYMEHTOB, CBS3aHHBIX € 00pabOTKOM
JIOKYMEHTAIIMX TI0 YYeTy TpyJa, KaJpoB W OIUIATHl TPyJa B OpraHu3aluu. B OyxranTepuu XpaHsITCs
JIOKYMEHTBI TI0 YUETy UCTIOIh30BaHMs pabovero BpeMEeH! M PacueTOB C MIEPCOHAIIOM TI0 OTLIaTe TPYa.

2.4. Tlpu mepenade NepcOHANBHBIX JAHHBIX Pa0OTHHKA paboTONATENh JODKEH COOJIONATh CIIEIyIOIUe
TpeOOBaHUS:

2.4.1. He coo0maTe NepcoHaIbHBIE JaHHbIE PaOOTHHKA TPEThEH CTOpOHE 0e3 MHCHMEHHOTO COTJIACcHs
pabOTHHKA, 32 UCKITIOUYECHHEM CITydaeB, KOT/Ia 3TO HEOOXOAUMO B IEISAX NMPEAYIPEKACHNS YIPO3BI KU3HU
U 3/I0pOBBIO pabOTHUKA, & TAKXKE B CIIydYasiX, yCTAHOBICHHBIX (peepalbHBIM 3aKOHOM;

2.4.2. He coo0maTk MepcoHANbHBIE JaHHbIE PA0OTHHKAa B KOMMEPUECKUX IENsIX 0e3 ero MHChbMEHHOTO
coruacusi.

2.4.3. Ilpenynpenuts Jwil, TOTYYAOMIUX IEPCOHANBHBIE NaHHBIE paOOTHUKA, O TOM, YTO 3TH JaHHBIC
MOTYT OBITh WCIIOJIB30BaHBI JIMIIb B LEJSX, JUII KOTOPBIX OHM COOOLIEHBI, U TPeOOBaTh OT ITHX JIUI
MOATBEPXKICHUSL TOTO, YTO 3TO MPaBHJIO coOMIoAeHO. JIuma, mosyvaromue MepcoHaNbHbIE JaHHbBIE
paboTHHKa, 0053aHBI COOMIOAATh PEXKUM CEKPETHOCTH (KOH(HICHINAIHHOCTH). JlaHHOE TIOJIOXKEeHHE He
pacnpocTpaHseTcss Ha OOMEH IepCOHANBHBIMH JaHHBIMH PAaOOTHHKOB B IOPSIKE, YCTaHOBICHHOM
(enepanbHbBIMH 3aKOHAMUY;

2.4.4. Paszpemath 10CTYI K NEPCOHAIBHBIM JIaHHBIM PaOOTHUKOB TOJIBKO CHEIMATBHO YIIOJIHOMOYEHHBIM
JMLaM, IIPU 3TOM YKa3aHHbBIE JIMLA JOJDKHBI UMETh IIPABO IOJY4YaTh TOJIBKO TE€ IEPCOHAJbHBIEC TAHHBIC
paboTHUKA, KOTOPbIe HEOOXO MBI JUIsl BBITOJTHEHUS! KOHKPETHBIX (DYHKIINH;

2.4.5. llepemaBaTh mepcOHaJbHBbIC JAaHHbIE PAaOOTHMKA MPEACTABUTEISIM PaOOTHUKOB B IOPAIKE,
ycraHoBieHHoM TK P®, u orpanmumBarh 3Ty MHPOPMAIHMIO TOJBKO TEMH NEPCOHAIBHBIMH JTaHHBIMU
paboTHHUKA, KOTOPbIe HEOOXOUMBI JUIsl BBIIIOJHEHUS YKA3aHHBIMU MPEACTABUTEISIMU X (QYHKIIHH.

2.5. Tlepenada nepcoHaJbHBIX IaHHBIX paOOTHHKA B Mpeeiax OpraHu3alyu:

2.5.1. PabGorosmatens mpenocTaBisieT WHPOPMALMIO W WHBIE CBEACHUS, HEOOXOJMMBIC il TPOBEPKH
NPaBWIBHOCTH MCYHMCICHUST W YIUIAThl HAJIOTOB, OO0S3aTENbHBIX IUIATEXKEH B TOCYAapCTBEHHYIO
OIOMKETHYI0O CHCTEMY; MAOKYMEHTHI O IIJIaTeXeClOoCOOHOCTH; CBEOCHUS O UHCIEHHOCTH, COCTaBe
paboTaromux, 3apabOTHOM IJIaTe M YCIOBHUSIX TPYAad, O HATMYMU CBOOOJHBIX pabOuUX MECT; JOKYMEHTHI
00 orulaTe HaJOroB IO TPEOOBAaHMIO OPraHOB BIACTH YNPABJICHUS, MPAaBOOXPAHUTEIbHBIX OPraHOB,
IOPUINYECKUX JIML, UMEIOLINX Ha 3TO MPAaBo.

2.5.2.Tlpenocrapnsiemass MHPOPMAIsT MOXET OBITh YCTHOW WJIM NMHUCBMEHHOH, BO BTOPOM CcCiydae —
3aBepeHa MevYaThio U MOJIMUCSIMHU ONPEICTICHHBIX JIHII.

3. O6s13anHOCTH padoToaaTe s MO XPaHEHUIO M 3aIIMTe NMEePCOHATBHBIX JAHHBIX PA00THHKA
3.1.PaboTonarens obecnieunBaeT 3aUIUTy MEPCOHAIBHBIX NAHHBIX PaOOTHHKA OT HENPAaBOMEPHOTO HX

HCIIOJIb30BaHWA WJIM YTpaThl 3a CUHCT COOCTBEHHBIX CpCACTB B MOPAAKEC, YCTaHOBJICHHOM (beﬂepaJ'ILHBIM
3aKOHOM.



3.2.PaboTonarens 3HAKOMUT pabOTHHKA IO POCIHCH CO BCEMH BHYTPEHHUMH JIOKYMCHTAMH,
KacalolUMHCS TOpsAKa 00pabOTKH, Mepenadyd IEPCOHAIBHBIX MaHHBIX PaOOTHHUKOB, O MpaBax H
00S13aHHOCTSIX B DTOM 00JaCTH.

3.3.PaboTomarens obecneuuMBaeT JOCTYIl K MEPCOHANBHBIM  JIAaHHBIM  paOOTHHKAa  TOJIBKO
YIOJTHOMOYEHHBIM JIUIIAM.

3.5.PykoBoautens 3akperuisier B [Iprkase mo YupexaeHuto pacnpeneneHue oos3aHHoCcTed 1o 00paboTke
HEePCOHATBHBIX TaHHBIX.

3.6. 3anpemaercs 00paboTka HH(GOPMAIUU B MPUCYTCTBUHM WHBIX JIUIl, KPOME UMEIONIUX MPaBO JOCTYIa
K TIEpCOHATFHBIM JTAHHBIM paboTHHKA. PyKoBoAHTEs XpaHUT JOKYMEHTHI (TPYIOBBIE KHIDKKH B cefidhe);
peKoMeHIyeTcsl MpH 00pa0OTKe NaHHBIX € TOMOIIBIO KOMIIBIOTEpa 3aKphIBATh TMapojeM (ailisl,
UMEIOIINE NEPCOHALHBIC JaHHBIC,

4. IlpaBa pabOTHUKOB Ha 3aIIUTY MEPCOHAIbHBIX JAHHBIX
4.1. Cornacho c1.89 TK P® paGoTHHKH UMEIOT TIPaBO Ha:
4.1.1. Tlomayro nH(pOpMAIKIO 00 NX MIEPCOHATBHBIX TAaHHBIX K 00Pa0OTKe STUX JaHHBIX;

4.1.2. CBoOOHBIH OecTIaTHEIN TOCTYN K CBOMM IEPCOHATHHBIM JTaHHBIM, BKITIOYAs ITPABO HA ITOTyYCHUE
KOMUI JI000H 3ammcH, conuepiKalleil mepcoHaIbHBIC TaHHBbIE PAa0OTHHKA, 32 HCKIIOUYCHHEM CITydaes,
NPEAyCMOTPEHHBIX (ellepatbHbIM 3aKOHOM;

4.1.3. OrmpeneneHne CBOUX MPEACTABUTENEH /IS 3aIIUTHI CBOMX NIEPCOHATBHBIX TAHHBIX;

4.1.4. JlocTyn K OTHOCSIIIIUMCS] K HUM MEIMIMHCKUAM JJAHHBIM C TIOMOIIBI0 METUIIMHCKOTO CIIeIUAINCTa
0 WX BBIOODY;

4.1.5. TpeboBanue 00 UCKIFOUESHUN WIIM UCIIPABICHUU HEBEPHBIX HJIM HETIOIHBIX [IEPCOHATBHBIX TAHHBIX,
a TaKkKe NaHHBIX, oOpaboTaHHBIX ¢ HapymeHueM TpeboBanuwii TK P®. Ilpu orkaze paboromares
UCKITIOYUTD WJIM MCIPABUTh EPCOHATBHBIC JaHHBIE pAa0OTHHKA OH MMEET IPaBO 3asBUTH B IMMCHMEHHOI
dopme paboTomaTENIO O CBOEM HECOINIACHMM C COOTBETCTBYIOIIUM OOOCHOBAaHHMEM TAKOTO HECOIJIACHS.
[lepcoHanbHbBIe JIaHHBIE OIEHOYHOTO XapakTepa paOOTHUK HMEET TpaBO JIOTONHHUTH 3asiBICHHUEM,
BBIPAXKAIOIINM €ro COOCTBEHHYIO TOUKY 3PEHHS;

4.1.6.TpeboBanne 00 W3BEIICHUM pPa0bOTONATEIeM BCEX JIMIl, KOTOPHIM paHHEe ObUIM COOOIIEHBI
HEBEpHbIC WJIM HEIMOJHbIC MEPCOHANBHBIC JaHHbIC pPa0OTHHKA, 000 BCEX MPOU3BEJCHHBIX B HHX
HCKJTFOUCHUSAX, UCTIPABIICHUAX WU JIOTIOJTHECHHSX;

5. OTBeTCTBeHHOCTH padoTodaTeJas]l W JIHI, OCYIIEeCTBJIAIIIMX pPaldoTy ¢ NepcOHAJbHBIMH
AAHHBIMH
5.1. PaGotHuk 00s3aH:

- 3Hatb llepeuenHs cBeneHmid KOHPUACHIMATBEHOTO XapakTepa B MbOY.
- XpaHWTh B TaiiHE M3BECTHBbIE €My KOH(HUIEHIMAJIbHBIC CBEAEHHs, MHPOPMUPOBATH PYKOBOAMUTEINS O
¢dakTax HapymwieHHs TNOpsaKa oOpamieHusi ¢ KOH(QUACHIHMAJIbHBIMHA CBEICHHUSMH, O CTaBLIMX EMY

HN3BECTHBIM IMONBITKaAX HCCAHKIIMOHUPOBAHHOI'O JOCTYIIA K I/IH(bopMaI_H/II/I;

- CO6J'IIO,Z[aTI) ImpaBuJia MOJIb30BaHHUA AJOKYMCHTAMH, MOPSAAOK HUX y4€Ta U XpPAHCHMHA, o0ecreunuBaTh B
mponecce pa60TBI COXpPAaHHOCTb I/IH(i)OpMaLII/II/I, coz[epxcameﬁc;l B HUX OT IIOCTOPOHHUX JIMIL;

- 3HAKOMHUTBCA TOJBKO C TEMH CJ'Iy>Ke6HBIMI/I JAOKYMCHTaMH, K KOTOPBIM IIOJYYCH OOCTYII B CHITY
HCIIOJIHEHHA CBOUX CJ'Iy>Ke6HBIX 00s13aHHOCTEIA.



5.2 Jluua, BUHOBHBIE B HapyIICHHH HOPM, PETYJIHUPYIOIIAX TIONydeHHe, oO0paboTKy W 3aliuTy
MEPCOHALHBIX JIAHHBIX pPa0OTHUKA, HECYT IUCIUILIMHAPHYIO, aJIMUHUCTPATHBHYIO, TPaKIaHCKO-
MPaBOBYIO U YTOJIIOBHYIO OTBETCTBEHHOCTh B COOTBETCTBHH C ()eIepATLHBIMU 3aKOHAMH.

5.3. K coTpynHuKy, OTBETCTBEHHOMY 3a XpaHCHHE IICPCOHATBHOW WH(OpPMANUU pPaOOTHUKOB,
paboToaTens BIpaBe MPUMEHUTH OJTHO M3 JUCIUIUIMHAPHBIX B3BICKAHUH, MPETyCMOTpeHHBIX cT. 192 TK
P®, a umenHo: 3aMeyaHue, BBITOBOP, YBOJIbHEHHE. K AUCIUIIMHAPHON OTBETCTBEHHOCTH MPUBJIEKAOTCS
TOJIKO T€ Pa0OTHUKHU, KOTOPBIC TI0 YCIOBUSIM CBOUX TPYJOBBIX IOTOBOPOB 00SA3aHBI COOTIOAATH MTPaBUiia
paboThI C MEPCOHATBHBIMY JJAHHBIMU.

5.4. Paboronmartenb BIpaBe pacTOPTHYTH TPYIOBOW TOTOBOP IO CBOEW WHHUIMATHBE MPH pas3TiallieHun
OXpaHsIeMON 3aKOHOM TaWHBI, CTABIICH M3BECTHON PAaOOTHHKY B CBSI3U C HCIIOJIHEHUEM UM TPYIIOBBIX
0053aHHOCTEH.



