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MNOJIOXXKEHHUE

0 NEPCOHAJIBHBIX TaHHBIX paGOTHHKOB
1. O6mHe moJoxkeHH.

1.1. ITonoxeHue 0 MEepCOHANBHEIX NAHHEIX paboTHHKOB (nanee - [lonoxkeHnue) pazpaboTaHo B COOTBETCTBHH C
Kounctutynueit Poccuiickoit @enepamyn, 'paxxnasckuM kogekcoM Poccuiickoit ®enepauun, TpyaoBeiM KOAEKCOM
Poccuiickoit ®enepammn (r1asa 14 «3amuTa NepcOHANBHEIX JaHHBIX paboTHUKa»), PenepanbHbIM 3aKOHOM OT
27.07.2006 roga Ne 149-@3 «O6 undopmarms, nHbOPMALMOHHBIX TEXHOIOTHAX H O 3allHTe HHYOPMAIHIY,
depepamsaBIM 3aKk0HOM 0T 27.07.2006 roma Ne 152-@3 «O nepcoHanbHBIX JaHHBIX», HHEIMM HOPMaTHBHEIMH
aKtamy, neHCcTBYIOMAMH Ha TeppuTopuH Poccuiickoi denepaiuu.

1.2. TlonoxeHnue onpenender MOpAIok cbopa, xpaHeHud, KOMOMHAPOBaHHA, TIepeaill H MFOG0ro Apyroro
HCIOJIL30BaHHSA TIEPCOHANBHBIX AaHHbIX coTpyaHukoB ®TBHY «MB® PAO» (manee — yupexnenue, pabotoaarens)
B COOTBETCTBHH C 3aKOHOIATeNbeTEOM Poccuiickol Denepaimn.

1.3. JleiicTBHE HACTOSALIETO MOJIOKEHHS PACIPOCTpaHsAeTCA HA pabOTHHKOB YUPEKIEHUA, MMEIOLIHX MPAaBO
JOCTYNA K NEPCOHANBHBIM JaHHBIM.

1.4. HacTosiiee mojoxeHHe SBgeTcs JoKalbHbIM akTroM OI'BHY «MUB® PAO» u BcTynaer B CUITy B MOMEHT
€ro YTBEPKAEHHA OTAEIBHBIM npHkasom aupextopa PIBHY « UB® PAO» u nelicTByeT 6ecCpOYHO A0 3aMEHEI
HOBBIM JIOKaJIbHBIM [IPAaBOBBIM 4KTOM aHAJIOrHYHOIO Ha3HAYEHHA.

1.5. KoppekTHpoBKa HACTOAIIETO NONOKEHHA OCYILECTRIAETCA OTAELHBIMHE MPHKa3aMH IHPEKTOpa
YUpPEeKICHHS.

1.6. Bece corpynunku @®TBHY «UB® PAO» 3HakoMATCA € HACTOALIMM MOJIOXKEHHEM IO POCITHC.

2. OcHoBHBIe NOHATHA. COCTaB NEePCOHAIBHBIX JAHHBIX PAGOTHHKOB.

2.1. B HacrosmeMm [TonoxkeHHH HCTIOML3YIOTCA ClIEAYIOIHE OCHOBHBIE IIOHATHA:

a) NepPCOHANbHbIE JaHHEIE - HH(popMaius, HeoOxoauMas paboTOJATENIO B CBA3H C TPYAOBbIMH OTHOLUECHUAMH H
KacaroInascs KOHKPETHOro pabOTHUKE, a Takke CBeaeHHs 0 dakTax, COORITHAX U 00CTOATENBCTBAX KU3HH
paboTHUKA, I03BOJAIONINE HISHTH(HIMPOBATH €10 JIUYHOCTS,

6) 06paboTKa NepCOHATBHBIX NaHHBIX paboTHUKA - M060e AelicTBHe (onepalysa) WIM COBOKYIHOCTh AEHCTBHI
(onepanmii), cCOBEpIIAEMLIX C MCIONE30BAHHEM CPE/ICTB aBTOMATH3ALMKM WK 6e3 HCMONB30BaHMA TaKMX CPENICTB C
NepCOHATLHEIMY TAHHEIMY, BKIIOYas cOop, 3aImichk, CHCTEMATH3aLMI0, HAKOILUIGHHE, XpaHeHWe, YTOYHEHHE
(oGHoBNEHME, H3MEHEHHE ), H3BIIeUeHAE, HCIIONL30BaHAE, Nepeaady (pacmpocTpaHeHHe, MpefoCTaBleH e, 0CTYII),
obesnuunBaHue, GIIOKUpOBaHKE, YIAICHAE, YHHITOXKEHHE NEPCOHANBHBIX JaHHBIX;

B) pacmpoCTpaHeHKe NePCOHAIbHBIX JaHHBIX - NEHCTBHA, HaNpaBIeHHBIE HA PACKPHITHE NEPCOHAIBHEIX TAHHBIX
pabOTHUKOB HEONPEAENIEHHOMY KPYyTy JIHLL;

I) IpeaoCTaBIeHHe NEPCOHATbHBIX AaHHBIX - ASHCTBHA, HaNpaBlieHHBIE HA PACKPHITHE IEPCOHATBHBIX JaHHBIX
palGOTHHKOB OTIpENENeHHOMY JHILY-FIIH OTIpe/Ie/IEHHOMY KpYyTY JIHIL;

1) nHGOpMallHOHHAA CHCTEMA MEPCOHANBHEIX JAHHEIX - COBOKYIHOCTh CoAepKauxcs B 6a3ax NMepcoOHaNbHBIX
IOaHHBIX ¥ 0fecrieduBarOmAX MX 00paGoTKy HHYOPMAIMOHHEIX TEXHONOTHH H TEXHHYECKUX CPENCTB;

€) YHHYTOKEHHE NEPCOHANBHBIX NAaHHBIX - AeHCTBYUA, B pe3y/IbTaTe KOTOPBIX CTAHOBHTCA HEBO3MOKHBIM
BOCCTAHOBHUTH COJIEPKAHUE MEPCOHANBHBIX TaHHBIX B MHOOPMALIMOHHON CACTEME NEPCOHANBHBIX JaHHBIX
pabOTHHUKOE M (HJIH) B pe3yJIbTaTe KOTOPLIX YHHYTOXKAIOTCA MaTEPHANIBHBIC HOCHTENH NEPCOHATBHBIX JAHHBIX
pabOTHHKOB; R

) MH(OPMAINA - CBeIeHAA (COQOIIEHNs, JaHHEIE) He3aBHCHMO OT (OPMEI HX NPEACTABIEHHS,

3) IOKYMEHTHpPOBaHHas WHPOpMaLua - 3a)HKCHPOBaHHAA Ha MATEPHATIBHOM HOCHTENIE ITyTEM
JOKYMEHTHPOBaHHUA HHPOpMALIHA C PEKBH3HTAMH, NO3BO/LAIONIMMH OOPEIENUTh TAKYI0 HH(OPMALIMIO WK €€



MaTepHalbHbI HOCHTENb;
1) TMYHBIHA TUCTOK 10 YIETY KaJpOB — JOKYMEHT, COepiKalluii epedeHb BONPOCOB O MEPCOHANBHBIX JaHHbIX
paGoTHHKa.

2.2, TlepcoHanbHble naHHbIE paOOTHAKOB HCTIONB3YIOTCA B YIPEKAEHUH B LEJIAX BRINONHEHHs TpeGoBaHHil:

a) TpY/I0BOTO 3aKOHOJATENILCTRA IIPH IIpHeMe Ha paboTy U 3aKIIOYeHHH TPYLOBOIrO JOroBOpa, B IPOLECCe
TPYIOBBIX OTHOLICHHIL, IPH NPEAOCTARICHHH rApaHTH 1 KOMITCHCALIHi;

6) 3aKOHOAATEILCTBA O BOWHCKOH 0643aHHOCTH H BOSHHOH cITy:k0e NpH NocTaHOBKe pabOTHHUKOE Ha BOMHCKHI
y4eT ¥ GpOHMpPOBaHUH IpakiaH, MpeOLIBAIOIIHX B 3alace;

B) 3aKOHOJIATENILCTBA B CBA3M C HCUMCIICHHEM M YIUTATOM HAJIOra HA JAOXO/bI (PU3IMUECKHX JIHIL, 3 TAKKE
CTPaxOoBEIX B3HOCOB Ha J06POBOILHOE H 0043aTENbHOE MENUIIMHCKOE, IEHCHOHHOE U COIMALHOE CTPAXOBaHHS;

I) NEHCHOHHOrO 3aKOHOATe/IbCTBa MPH (POPMHUPOBAHHY U NPEICTABICHHH NIEPCOHH(DUITUPOBAHHEIX JaHHLIX O
KakJI0M MOJTy4aTesie J0X0/0B, YYUThIBAeMbIX IIPH HAYHUCICHHH CTPAXOBLIX B3HOCOB Ha N06POBOIBHOE H
00s3aTeNpHOe IEHCHOHHOE CTPaXOBaHHe U obecrieueHne;

) 3aroTHEHHA TIEPBUYHOMN CTATHCTHYECKOH TOKyMEHTalHK B cooTBeTCTBMH ¢ [TocTanoBnenuem I"ockomceTaTa
Poccun ot 05.01.2004 rona Ne 1 «O6 yTBepxneHHH YHUGUIIAPOBAHHEIX (HOPM NMEPBUIHOMN YIeTHOM JOKyMEHTALMH
M0 YYETY TPYZAA H €r0 OIIaThI».

2.3. CeneHnA 0 MEPCOHANBHBIX JaHHEIX paOOTHHKOB OTHOCATCSA K YHCITY KOH(PHIEHIMATEHEIX. PaboTHHKH
TIpeANPHATHA, MOJYYHBIIHE JOCTYN K TIEPCOHAILHBIM JIaHHBIM, 00S3aHEI HX HE PACKPHIBATE TPETHHM JIHLIAM H HE
PacHpoCTpaHATh HePCOHANBHBIE JAHHBIE 663 COrnacHsa paboTHHKA.

2.4, Undopmanus, npeacTasisemas pabOTHHKOM NP TOCTYTUIEHAH HA paboTy B yIpexICHHE, I0IKHA HMETh
NOKyMeHTUpOoBaHHYI0 (Gopmy. TIpu 3aKmoYeHHH TPYAOBOTO JOTOBOpA JHIIO, MOCTYyTIAloINee Ha paboTy, JOMKeH
NpeACTaBUTE CIIEAYIOIHE JOKYMEHTRI, COAepKalllie NepcoHANbHLIE JaHHRIE:!

a) MacropT WIK HHOM JOKYMEHT, YAOCTOBEPSAIOMINI INIHOCTE;

0) TPYZIOBYIO KHIDKKY, 33 HCKIIIOUEHHEM CITydaeB, KOTJa IOTOBOP 3aK/0YAeTCA BIEPBhIE, WK pabOTHHK
NOCTYIIaeT Ha pafoTy Ha YCIIOBHAX COBMECTHTENLCTBA, WIH TPYHNOBaA KHIXKKA Y pabOTHHKA OTCYTCTBYET B CBA3H C
€e yTpaToH MM 1Mo APYTrHM NMPHYHHAM;

B) CTPaxoBOe CBHAETENBCTRO rOCYJapCTBEHHOI0 NEHCHOHHOTO cTpaxoBanusa (CHUAJIC);

T) ZOKYMEHTB! BOMHCKOTO y4eTa - JUiA JIUL, MOAJIeKalIHX BOHHCKOMY Y4eTy;

1) DoKyMeHT 06 00pa3oBaHHM, 0 KBaM(HUKAIAK WM HAIHIHA CIEIHAIbHBIX 3HAHUH - IPH TIOCTYIUICHHH Ha
paboty, TpeGyIoNIyio CHeUANbHBIX 3HAHWI HITH CIIEIHATLHON TOATOTOBKH;

e) ceueTenscTBo 0 npucsoennn MHH (mpu ero Hanuanu y paboTHHKA),

) 3aKITIOYEHHE 110 Pe3yNbTaTaM NMPOX0MkKAeHHA MeHIIMHCKOTO 0cMOoTpa( IpH HeOGXOAHMOCTH);

3) BOAMTENILCKOE YIOCTOBEPEHHE, ECITH 3TO TpeOyeTCsa B CBA3H € BHINIOIHEHHEM TPY0BO# dyHKIMYN paboTHHKA;

) CrIpaBKy, BhiIaHHyIo opranaMid MBJI Poccuu, 0 Hamuaus (OTCYTCTBHH) CYAMMOCTH H (1H) hakra
YIOJIOBHOTO MPECIe0BaHAA THO0 O MpeKpameHyH YToJIOBHOTO NPECIeIOBaHus 110 peabHINTHPYIOIHM
OCHOBaHHSM (TIPH IOCTYILICHHH Ha paboTy, K KoTopoi B cooTBETCTBUH ¢ TK P® nnu HHEIM denepanbHeM 3aKOHOM
He JOITyCKAlOTCH WA, IMEIOINHE HITH MMEBIIHE CYAAMOCTB, ITOJBEPraloIHecs WK MOABEPraBIIHECS YTONIOBHOMY
Npecie0BaHuIO).

2.5. B nokyMmeHTH! M HH(OpMAIHMOHHEIE CHCTEMBI yUeTa epcoHana paborogaTeseM BHOCHTCA HHGoOpMAaLys,
cojlepiKalnas cieAyrInue IepcoHaibHble JaHHbIe paboTHHKA:
a) obwue cegeHus ((paMuIIHs, MM, OTYECTBO, JaTa POXKAEHHUS, MECTO pOXKISHHS, FpaXIaHCTBO, 00pa3oBaHMe,

npodeccus, cTax padoThl, COCTOAHME B Opake, NaCNOPTHBIE JaHHEIE);

6) cBeeHHA O BOHHCKOM Y4ETE;

B) JaHHBIE O MpUeMe Ha paboty;

T) cBeJieHHs 06 aTTeCTALHH; . -

I) CBEICHHA O IOBBIIICHUM KBATU(HKAIINY;

¢) cBe/ieHHs 0 NMPo(EeCCHOHANLHOM NEpPenoaroTOBKe;

k) CBEIEHHA O .Harpanax'(noompemx), MOYETHBIX 3BAHUAX;

3) CBEJIeHHs 00 OTHyCcKax; - . . -

) CBeJIeHHsA 0.COLMANbHEIX FapaHTHAX;

K) CBeJIeHNs O MECTe JKMUTENLCTRA (110 NAcTIOPTY H (p)aKTHIECKH) M O KOHTaKTHBIX TeaeoHax;

J1) GuoMeTpIdeckHe IlepcoHaNbHLIE JaHHEIE ((poTorpadun).

2.6. K mokymeHTaM, COIepKaliiM TIEPCOHATLHEIM JaHHbIe pabOTHHKA, OTHOCATCA CEAYIOIINE JOKYMEHTbI
MepCOHANIBHOIO YYeTa:

a) TPYAOBBI€ OTOBOPHI H AOTIONHHATENBHBIE COTNAIIESHAS K HAM;

6) MOKyMEHTBI O OPOXOKACHUM O0yHEeHHS, CTA/KHPOBKH, HCIILITATENILHOrO CPOKa;



B) IOKYMEHTE! O MOBbILIEHHH KBATA(PHKALWH (IPOTOKOJILL, CIIPABKH, CBHAETENLCTRA H T.1.);
r) AOKYMEHTHI, CBS3aHHBIE C IIPUBJICYeHHEM PabOTHHKA K THCLMILTHHAPHOM OTBETCTBEHHOCTH (CIrykebHbie
3aIMHUCKH, JOKIaJHEIEe, O0BACHHTELHLIE H TIpO9HE);
1) NOKYMEHTEI O COCTaBE CEMbH PaGOTHHKA, HEOOXOIVMEIE 1A NPEAOCTABICHHS eMy IapaHTHi, CRA3aHHBIX C
BBITIOJTHEHHEM CeMeHHBIX 00sA3aHHOCTE;
€) JOKYMEHTBI 0 COCTOSTHMH 3I0POBhA JeTel W ApYTHX ONU3KHX POACTBEHHHMKOB, KOT/A C HANHYMEM TaKMX
JOKYMEHTOB CBS32HO NPEIOCTABIEHHE PabOTHHKY KAKUX- 00 rapaHTHi U KOMIICHCALH;
H{) JOKYMEHTBI, IOATBEPKIAIOIIHE [IPAB0 HA AOIOIIHHTCILHLIC rapaHTHH H KOMIICHCAlHH 1o OnpeaeneHHbIM
OCHOBaHHAM, NPEAYCMOTPEHHBIM 3aKOHOATENLCTROM P,
3) DOKyMEHTEHI 0 GepeMeHHOCTH paGOTHHKA M BO3pacTe AeTel LUIs MpeJoCTaBieHHA MaTepH (OTILY, APYTHM
POJICTBEHHHKAM) YCTAHOBJIEHHBIX 3aKOHOM YCJIOBHIA TPY/a, FapaHTHil H KOMITEHCAITHIA,
W) IMLEBOH cYeT U HAaUMEeHOBaHNe 0aHKa, Ha KOTOPLIi nepeunciseTcs 3apaboTHas IwUaTa;
K) WHBIE IOKYMEHTEI IEPCOHANIBHOTO yIeTa, OTHOCALIHECS K IEPCOHANBHEIM JaHHEIM paboTHHKa.

2.7. IlepcoHaNnbHEIE NaHHLIE pa0OTHHKA COAEPKATCA B CIIEAYIOIMX JOKYMEHTAX:

a) IOKyMEHTBI, COIPOBOKIAIONIHE NPoLEece 0HOPMIEHHA TPYIOBbIX OTHOILICHHH IPH IPHEME Ha paboTy,
nepeBoe, YBOJILHEHHH;

6) MaTepHabl 0 aHKETUPOBAHHIO, IPOBEICHUIO cobecenoBaHmii ¢ KAHIMIATOM HA JOJDKHOCTS;

B) TIOATMHHHAKYA M KOIHMH NPHKA30B H PacTIOPsKEHHH [0 MEPCOHAY;

T) JOKYMEHTbI, COAEpXKaIlie OCHOBAHNA K MPHKa3y [0 THIHOMY COCTaBY;

- 1) CTIpaBOYHO-MH(OPMaIIMOHHBIE JaHHbIE 110 NEPCOHAIY (KapTOTEKH, KYpPHAJLI)

€) MOJTMHHKUKY H KOTIMH OTYETHBIX, AHATUTHIECKHX | CTIPABOYHBIX MATEPHAIIOB, IEPEIABAEMBIX PyKOBOICTBY
Y4peRICHUA U PYKOBOAUTENAM CTPYKTYPHRIX TIOApa3aelieHui;

’K) KOIIMH OTYETOB, HANPaBIAEMBIX B TOCYIapCTBEHHEIE OpTaHBl CTATHCTHKH, HATOTOBbIe HHCIIEKIWH U IpyTHe
YUPeKACHHA;

3) cTIpaBKH O 10X0JaX cpHquecKoro JTHLA;

H) peecTphl CBeIeHH# 0 HAUNCIIEHHBIX H YIUTa9eHHEIX CTPaXOBRIX B3HOCAX Ha 00A3aTelIbHOE TIEHCHOHHOE
CTpaxXxOBaHHE H CTPAXOBOM CTaXKe 3aCTPAXOBAHHEIX JTHIY;

K) pacyeThl N0 HAYHCIIEHHBIM M YIUIAY€HHBIM CTPaXOBbIM B3HOCaM Ha XOOPOBONBEHOE H 0043aTeNIbHOE
MEOHLMHCKOE W COLMANBHOE CTPaXOBaHUE Ha CMydaii BpeMeHHON HETPYAO0CNOCOOHOCTH H B CBA3H C MaTepHHCTROM
U 10 0053aTeTBHOMY COLMATEHOMY CTPAaXOBaHHUIO OT HECYACTHBIX CTy9aeB Ha MPOM3BOACTBE H NMPO{ecCHOHAIBHBIX
3aboeBaHuid, a TaAKIKe MO PACXOJAM Ha BEITUIATY CTPAaXxOBOro obecriedeHus;

J1) peecTphl Ha OILIaTy NEHCHOHHBIX B3HOCOB, YIEPiKaHHbIX U3 3apaboTHOM IIaThl COTIACHO 3aABNCHHIO U
3aK/II0UEHHBIM IMYHBIM JOTOBOPAM HETOCYJapCTBEHHOro NeHCHOHHOro obecneyenus (HITO);

M) BeIOMOCTH Ha MepedHcIeHHe 3apaboTHOI I1aThl;

H) CIpaBKH{ 10 MeCTy TpeOoBaHUA;

0) IJIaTeKHbIE MOPYYEHHs Ha MEPEYHCICHHUA yaePKaH i 13 3apaboTHOH mnaTkL.

- 3. Iony4yeHHe MepPCOHAIBHBIX AAHHBIX.

3.1. TlepcoHansHble JaHHLIE pabOTHAKA NPeJOCTARIIAIOTCS CAMUM pabOTHHKOM.

3.2. PaboTonatens JOKeH cOOGmMUTE paGOTHHUKY O IEJIAX, OPEANONaraeMbiX HCTOUHHKAX U crocofax
TIOJTy9EHHA ]I[epCOHa.T].I;HbIX JaHHBIX, a TAKXKE 0 XapaKTepe MOMIEKAIIHX NOMYYESHHUIO IEPCOHATIBHBIX AAHHBIX U
THOCIIEACTBHAX 0T1(3.3a paﬁomm{a JIaTh IICEMEHHOE COTVIACHE Ha HX [IOydEHHE.

3.3. PaboTHuK 06s3aH MPEIOCTARNATS paGOTOATENO JOCTOBEPHYIO HHpOpMaImIo o cebe. PaGoTonatens
TpoBepsEeT IOCTOBEPHOCTE CBENEHHM, CBEPAs AaHHBIE, MPECTaBeHHbE PAGOTHIKOM, C HMEIOIIMMKCS Yy paboTHHKA
nokymenTamH. IIpencTasnesne pabOTHHKOM MOUTOKHBIX TOKYMEHTOR HITH JIOKHBIX CBEICHHH IIPH IOCTYILUIEHHHA
Ha paboTy ABJIAETCA OCHOBAaHHEM IS PACTOPKEHUA TPYAOBOIO JOrOBODPA.

3.4. Ecan nepconanbﬂue naHHble PabOTHHKA BO3MOKHO MOMYYHUTh TOJABKO Y TPEThEH CTOPOHEI, TO
paboTronarens:

a) yBenoMJIseT paﬁoTHHKa He nosfiHee 5 pabouux AHel 10 AaTH 3aMpoca O MOMyYeHHH NaHHEIX Y TPeTheit
CTOPOHEI, COO6IME paGOTHHKY O LENAX, MpeAnoaraeMeIX HCTOYHAKAX B crocobax MoNTy9eH s MePCOHANBHEIX
JIaHHBIX, & TAKXKE O XapakTepe MoAeKamuX NoyYeHHIO NePCOHATBHBIX JaHHBIX M TMOCTEACTBUAX 0TKa3a
paboTHMKa JaTh MUCEMEHHOE COTIIACHE Ha UX TONyYeHHe;

6) nonyyaet oT pabOTHAKa NHCBMEHHOE COrNacke;
B) [PH NOMy4YeHHH COTTIACHA JNaeT 3ampoc H MoydaeT HeOGXOMMEIC JAHHEIC.



3.5. [1pu H3MEHEHHH NEPCOHANBHBIX JAHHBIX PaOOTHHK JOJDKEH IPEJOCTaBHTL pabOTOJATENIO B CPOK, HE
TPEBbILAIOLIMHA 14 KaneHIapHBIX JHEH, KONMIO JOKYMEHTa, OATBEPKAAIOMET0 H3MEHEHHE TIEPCOHATIBHBIX
AaHHBIX. PaboTonarens HMeeT NpaBo 3anpammeath Y paGOTHUKA AONONHATEbHBIE CBEICHHS H JOKYMEHTHI,
MOATBEPKAAKNIHE HX NOCTOBEPHOCTS.

3.6. CoTpyHUK, OCYMECTBIAIOMIHI C60p HHPOPMALIMH, PH MOTYYEHUH IEPCOHATBHBIX NaHHbIX UIH
NONTY4eHAH U3MEHEHHBIX TIEPCOHANBHBIX JAHHBIX pabOTHUKA TODKEH:

a) TIPOBEPHTh JOCTOBEPHOCTh CBE/ICHMIA, CBepsis AaHHbIE, MPEACTABICHHbIE PAaBOTHAKOM, C HMEIOLIMMHCS ¥
pabOTHHKA JOKYMEHTAMH;

6) coenaTh KONMH NPEACTABIEHHBIX JOKYMEHTOB;

B) NOJLIMTH KOMKH JOKYMEHTOB B IMUHOE Jes0 paboTHHKA;

I') BHECTH COOTBETCTBYOIIME H3IMEHEHHS B KaJIPOBBIE JOKYMEHThI;

1) Tp¥ HeOOXOMMOCTH TOATOTOBUTh H MOAKCATE COOTBETCTBYIONIHE NOKYMEHTEL, B KOTOPBIX OTPa3HTh
COOTBETCTBYIOINHE H3IMEHEHHS.

3.7. Ilpu nocTynneHHH Ha paboTy pabOTHHK 3aMONHAET TMIHBIN JIMCTOK TI0 YIETY KaJpoB (THMOBas GopMa).

3.8. JIMYHBIHA JMCTOK 110 yYETY KaJpoB 3anolHseTcs paboTHUKOM camMocToATenbHO. [Ipu ero 3anonHeHnn
pabOTHHK JOJDKEH 3aNOJIHATE BCE ero rpadbl, Ha BCE BONPOCH! AABaTh MOJIHbIE OTBETHI, HE JOIYCKATh HCTIPABICHHH
WIH 3a4€PKHBaHHH, MPOYEPKOR, IOMAPOK B CTPOTOM COOTBETCTBHH C 3aMHCAMH, KOTOPhIE CONEPKATCA B €T0
JHMYHBIX JOKYMEHTaX.

3.9. JIugHBI# TUCTOK MO yYeTy KAIPOB XPAHKUTCA B IWYHOM Jiejie paboTHHKA. B THYHOM Je/ie TaKKe XpaHATCS
MHbIE JOKYMEHTBI [IEPCOHAIBLHOTO Y4€Ta, OTHOCAIIMECS K NIEPCOHATLHRIM NaHHBIM pabOTHHKA.

3.10. Bce DOKYMEHTBI TMIHOrO /ieNa OAIMBAIOTCA B NANKy ((adii-peructpatop). Ha Helf ykasbiBaioTcs
damwius, uMsl, 0T4eCTBO paboTHHKA.

3.11. B nH9HEIA THCTOK MO Y4eTY KagpoB pabOTHHKA BKIeHBaeTcA onHa otorpadus pasmMepoM 3x4 cM.

3.12. Bce OKYMEHTBI, IOCTYNAIONIHE B IMTHOE JI€JI0, TIOAMABAIOTCS (CKPEIUISIOTCS), H PACHIONATAITCS B
XPOHOJOTHYECKOM MOPAJKE.

3.13. JIuuHoe Aeno BeeTCA Ha NPOTHKEHAN BCelt TpYAOBOMH AeATeNbHOCTH paboTHuKa, M3MeHeHus, BHOCHMBIE B
JIMIHOE [0, JOJIKHBI OBITh MOATBEPKACHBI COOTBETCTBYIOIIHMMHE JOKYMEHTaMH.

3.14. Mindopmauus, coepiaiman NepcoHaIbHbIe JaHHbIE paGOTHHKA, BHOCHTCS B HH(MOPMALMOHHYIO 6a3y
IaHHBIX [0 YYETy nepcoHana M yHuduuuposanuyio popmy T-2 «JIuuHas kaprouka paboTHHKAY.

4. O6paboTKa K nepefava NePCOHANBLHBIX JAHHBIX.

4.1. O6mue TpeGoBanus npu 06paboTke MEPCOHABHBIX JIAHHBIX pa0OTHHKA M FAPAHTHH KX 3aLIUTHL
onpexeneHsl crathei 86 TK PO. '

4.2. O6paboTka IepCOHANBLHEIX JaHHAKIX pabOTHHKA OCYINECTRIAETCA HCKIFOIHTENBHO B IeAX 00ecTiedeHI
coOmoaeHUA 3aKOHOB M MHBIX HOPMATHBHEIX IIPAaBOBBIX aKTOB, COJEHCTBAA pabOTHHKAM B TPYIOYCTPOHCTBE,
00yuyeHHH U MpodeCcCHOHANTLHOM pocTe, obecneueHHs TAYHOH 6e30macHoCTH pabOTHHKOB, KOHTPOJIA KOJHYECTBA U
KayecTBa BbIIONHAEeMOH paboThl U obecneyeHHs COXPaHHOCTH JIHYHOTO UMYILECTBA.

4.3. IlepcoHasbHBIE aHHble paBOTHHKOB MOTYT OBITh MOMY4YeHE!, TPOXOAUTE NalbHEHITYI0 00paboTKy H
nepefiaBaThCs Ha XpaHeHHe Kak Ha OyMaHEIX HOCHTENAX, Tak U B 31E€KTPOHHOM BHJE (TIOCPEICTBOM
HH(OPMALIMOHHOH CHCTEMBI).

4.4. B uensx 06paboTKu NepcOHANBLHBIX JaHHRIX paboTonaTens 0613aH NOTYIHTh COITACHe pabOTHHKA Ha
00paboTKy ero nepcoHaIbHBIX JaHHBIX B THCBMEHHOM BHIE.



4.5. Ilpu nepenaue mepcoOHANBHEIX JaHHLIX paboTHHKA paboToAaTens TOMKeH COOMONATE CELYIONIHE
TpeGoBaHMsA:

a) He co00maTh NePCOHANLHBIE JaHHbIe pabOTHHKA TPeThel CTOpOHe 663 MMCBMEHHOTO COTNiachs paboTHHUKa, 3a
HCKIIOYEHHEM CITy4aeB, KOTa 3T0 He00X0IMMO B LENAX MpeIyNpexIeHus yrpo3sl JKA3HH U 310POBbIO PabOTHHKA,
a TakKe B APYTHX CITy4asX, YCTAHOBJICHHBIX 3aKOHOAATENLCTBOM PO,

6) He coobwaTh nepcoHaibHble JaHHEIE pabOTHHKA B KOMMEDUYECKHX LEIX 6e3 ero MACHMEHHOr0 COrIACHS;

B) peayNpeauTh pabOTHUKOB, OCYMIECTBILAIOMMX cOop, 06paboTKy, XpaHeHHE 1 Tepenavy ePCOHAIbHBIX
IaHHEIX O TOM, YTO 3TH JaHHbI€ MOrYT ObITH HCHONB30BAHEI JIAING B LEJAX, U1 KOTOPEIX OHU COOOINEHE], H
TpebOBaTh OT 3THX JIMII IOATBEPKIEHHUS TOTO, 4TO 3TO NpaBmio cobroaeHo. Jluia, moryJaoIye mepcoHaibHkie
JaHHbIe paboTHHKA, 00A3aHEI COOMONaTh KOHGUAEHUIHATBHOCTD;

r) paspemaTk AOCTYI K NePCOHANBHBIM JaHHBIM TONEKO TeM pabOTHHKAM, KOTOPLIE HMEIOT NPABO OCYLIECTBIATh
cBbop. ob6paboTKy, XpaHeHHe M Nnepeaady IepCOHANBHEIX JAHHEIX, IPH 3TOM JaHHLIE PaOOTHAKH JAO/DKHBI HMETh
IIpaBo NOJXYy4YdTh TOJBKO TE IIEPCOHANLHEIE JaHHLIC paﬁompma, KOTOpBIE HGOﬁXOHIﬂHH JJIA BBIITOJTHEHHWA
KOHKPeTHBIX (QyHKIHIA;

I[) HE 3anpaniiBaTh Hchopmaumo 0 COCTOSAHHH 310POBBA paﬁO‘I‘HHKa, 33 HCKIIIOYEHHEM TEX cne,ueﬂnﬁ, KOTOpEIC
OTHOCSATCA K BOIPOCY O BO3MOKHOCTH BbINONHEHHS paOOTHHKOM TPYOOBO# (yHKIIHH;

€) nepeaaBarh MepCOHANBHEIE JaHHbIe pabOTHHKA NPEICTABUTEAM PaGOTHHKOB B IOPAJKE, YCTAHOBIEHHOM
TpynoesiM Koiekcom P®, ¥ orpaHH4MBaTh 3Ty HH(GOPMALIMIO TONLKO TEMH NIEPCOHANLHBIME JAHHEIMH PaboTHHKE,
KOTOpble HEOOXOANMBI IIIsl BHITIONHEHH YKa3aHHbIMU MPEACTABUTENAME UX (yHKUHMIL.

5. XpaHeHHe H 3a1IHTA MEPCOHAILHBIX JAHHbIX.

5.1. Bce onepauus no ogopmieHHo, GOpMHPOBAHHIO, BeIEHHIO U XpaHEHHIO HHPOPMALIUH, cofiepiKaleit
NEPCOHANbHBIC JaHHbIE, JODKHBI BRIIOIHATHCA TONBKO TEMH paGOTHHKaMH, KOTOPbIE OCYLIECTBIAIOT JAHHYIO
paboTy B COOTBETCTBHH CO CBOMMM 0043aHHOCTAMHY, 3a()HKCHPOBAHHBIMH B HX JO/DKHOCTHBIX HHCTPYKIHAX.

5.2. OTBeTCTBEHHOCTD 3a OpraHU3AIII0 00paGOTKH NIepPCOHANBHEIX JaHHBIX BO3/AraeTcA Ha JOJDKHOCTHOE JTHIIO,
Ha3Ha9aeMoe NPHKa30M JHpeKTOopa.

5.3. Jomyck K MepcOHaIbHBIM JaHHLIM paboTHHKA pa3pelleH JOKHOCTHRIM JIMIaM, KOTOPEIM NIEPCOHANIBHEIE
AaHHbie HeoOXOJMMBI JUTS BRITIOJIHEHHS KOHKPETHBIX TPYAOBRIX (pyHKIME. CIMCOK JINI, HMEIOMUX NPABO JOCTYIIa
K TlepCOHANbHBIM JAHHBIM pa6OTHHKOB, YTBEPXKAETCAd JTHPEKTOPOM.

5.4, TIpaBo fAocTyNa K HEPCOHANLHBIM AaHHBIM PabOTHHKA HMEIOT:

a) JUpPEeKTOp; :
6) HauaNbHUK U coTpyaHuKkH OT/eNa KaJIpoB H NOCIEBY30BCKOro 06pa3oBaHus,

B) M1aBHbIH OyXraiTep U COTPYAHHKH OyXraaTepuH — IpH MOATOTOBKE AOKYMEHTOB, HEOOXOIUMEBIX It
BELITTOJTHEHHS KOHKPETHBIX (YHKIMI CBOMX JOJDKHOCTHRIX 00S3aHHOCTEH;

I} pyKOBOJMTENH CTPYKTYPHBIX TIOfpa3fefieHu (JOCTYN K THYHBIM JaHHBIM paboTHHKOB CBOETO MOApa3AeaeHus
¥ pa0OTHUKOB, NMPUHHMAEMbIX Ha pabory);

J1) COTPYIHHKH CTPYKTYPHbIX IOpa3/ie/ieHuii — pd c6ope, COTNIacOBAHMH, PETHCTPALIMA JOKYMEHTOB,
MOATOTOBKE H cllade WX K XPaHEHHIO B apXHB,

e) coTpyaHuky, paboratomue ¢ ACVIT — npu o6paboTke uHGOpMaLA B aBTOMATH3HPOBAHHEIX
MH(pOPMALMOHHBIX CUCTEMAX H MX COIMPOBOKICHHU;

%) caM pabOTHMK ydpex eHHs (K CBOMM NEPCOHANBLHBIM JaHHBIM);

3) mpouue pabOTHUKH YYpPEeIKICHHA, KOTOPHIM B CHIIY BBIOJHEHUA CBOMX TPYHOBBIX 00s3aHHOCTEH, HEOOX oMM
JOOCTYI K MEPCOHATbHBIM TaHRBIM.

5.5. IepcoHabHbIE AAHHBIE MO MHCHMEHHOMY 3aIpOCy MOTYT MPEACTARATECA B OPraHkl FOCY AapCTBEHHOM
BJIACTH: HAJOIOBBIE MHCIIEKLIWH, NMPABOOXPAHMTENIBHBIE OpraHbl, opraHsl OezomacHocTH, cyael, MUC, denepansHyo
MHT'PallMOHHYI0 CIIyKOY, Oprafbl CTATHCTHKH, BOGHKOMATHI, OPTraHbI COLMABHOTO CTPaXOBaHMs, IEHCHOHHbIE
(bOHIBI, MYHHLMNATBHBIE OPTaHbl BIACTH M T.J.

5.6. Ilepenaua uH(GOpMALIMH, COAEpIKAIIEH CBEICHHA O MEPCOHANBHBIX AaHHBIX pabOTHUKOB MPEINPHATHA MO
tenedoHy, akcy, 3NEKTPOHHON MOYTE, HA IEKTPOHHBIX H OYMaXKHBIX HOCHTENX 63 MICEMEHHOTO COTJIACHS
paGoTHHKA 3alpeNIaeTcs, KpoMe NpeJocTaBneHHs HHPOpMaLMK B COOTBETCTBMH € 32aKOHOATENECTBOM PO.



5.7. OTBeTHI Ha MMCBMEHHBIE 3aNPOCK! APYTHX OPraHA3AINY | YIApeKIeH!H B Opefenax HX KOMIETCHIMH |
TNPEIOCTABJICHHBIX NOJHOMOYHI NAIOTCA B MUCbMEHHOH (popMme Ha ONiaHKe IIPEANPHATHI H B TOM 00bEME, KOTOPhIH
TI03BOJIAET He pasrnallaTh M3THIIHENA 00beM NEPCOHANBHBIX CBEIeHHI 0 pabOTHUKAX NpeAnpHATHA.

5.8. XpaHeHue NepcoHalbHbIX NTAaHHEIX PaGOTHUKOB OCYIIECTBIAETCS HA HEKTPOHHEIX HOCHTENSAX, a TAKKe B
GyMaXKHOM BapHaHTE.

5.9. locTyn K NepcoHaIbHbIM TaHHEIM Ha 3JIEKTPOHHBIX HOCHTEIIX 3AlHINEHE! apoIAMK JOCTYIA.

5.10. TokyMeHThI, ConepiKalIye NepcoHaNbHbie JaHHbIE, JOIKHBI XPAHUTHCH B OMEIIEHUAX NOApasieeHHH,
OTBETCTBEHHBIX 38 BE/IEHHE M XPAHEHHE TAKUX JOKYMEHTOB.

5.11. BXxoaHsle ABEPH MOMEMEHHH, B KOTOPBIX XPAHATCH NIEPCOHANLHEIE TAHHEIE paGOTHUKOB, 060pyayIOTCS
3aMKaMH, rapaHTHPYIOIMMH HAJIEXKHOE 3aKphITHE IOMELIEHHH BO BHepabodee BpeMs, H OCHANIAKOTCH OXPAHHO-
MoKapHOH CUrHalu3aLue.

5.12. JIokyMeHTHI, COfiepKaliye NepCoHANbHbIE JaHHEIE, OUTEKAMKe Nepeade A9 XpPaHeHHs B apXHB,
($opMHpYIOTCS B Jella TOCTOAHHOTO H BPEMEHHOIO XPAaHEHHUS | NIEPEJAOTCA HA XPAHEHHE B apXHB yupexaenns. [o
MOMEHTA Iepefavi NOKYMEHTEl XPpaHATCA B IOJPAa3ICIICHHAX HE Gonee TpEX IET.

6. YHHUYTOXKEHHE NePCOHANbLHBIX JAHHBIX.

6.1. JIOKYMEHTEL, COIepKalllie NePCOHANLHBIE JaHHEIE, MOLIEKAT XPAHEHHIO H YHHYTOKESHHIO B TIOPAIKE,
NpeayCMOTPEHHOM apXHWBHBIM 3aKOHOAATENECTBOM PD.

6.2, IlepcoHanbHble JaHHbIe paGOTHUKOB MOIIEKAT YHHITOKEHHIO 110 OCTHKEHUH Lienel 06paboTku Wiu B
cllyyae yTparthl He00X0IMMOCTH B HOCTIKEHHH TaKHX LieNei.

7. TIpara paboTHHKa Mo 00ecNeYeHHIO 3A1IHTHI CBOHX NEPCOHAIbHBIX JaHHBIX.

7.1. PabOTHHKH MMEIOT TIPaBo Ha:

a) MoJIHY0 HH(OPMAIHIO O CBOMX NePCOHANBHEIX JaHHEIX M 00pab0oTKe 3THX NaHHBIX;

6) cBoOOMHEIH OeCcTUIATHBIH TOCTYN K CBOMM NEPCOHANLHBIM JaHHEIM, BKIIOYas MPABO Ha MOTy4eHHe KOMmuit
mo0oi 3anuey, cofiepkaliel nepcoHanbHLle JaHHLIe pabOTHHKAE, 38 HCKIIOYEHHEM CIIy9aeB, NpelyCMOTPEHHbIX
3aKOHOJATENLCTBOM P@; -

B) ONpe/Ie/ICHUE CBOMX MpeJCTaBUTENEH A 3alIUTEl CBOUX NEPCOHANBHBIX JaHHbIX;

r) TpeboBaHMe 06 HCKIIOYEHWHA WK ACTIpaBJIeHHH HeBepHBIX MITH HEMOJIHBIX IePCOHANBHBIX JAHHBIX, a TAKKe
HaHHEIX, 06paboTaHHBIX ¢ HApyIIEeHHEM 3aKOHOAaTebcTBa PD;

1) TpebopaHue 00 W3BeIeHUH paboToaTeieM BCeX JTHL, KOTOPBIM paHee OBUTH COOOMEHE! HeBepHEIe N
HEMOIHbIE MePCOHANbHBIEC JaHHbIE paboTHHKA, 060 BceX MPOU3BEASHHBIX B HUX HCKITIOYEHUAX, HCITPABISHHAX WITH
NOMOJIHEHUAX; L = R

e) o6kanoBatue B Cya MOOLIX HENPaBOMEPHBIX JeicTBHI WK Ge3aeiicTBrA paboToaarens npu o6paboTke U
3aIIUTE €ro NEPCOHANBHBIX JaHHBIX.

8. OGs3aHHOCTH H OTBETCTBEHHOCTHh PaboToaTeNs 32 HAPYILIEHHE HOPM, PErYJIHPYIOIUHX 00paboTKy U
' 3AIIHTY NEePCOHATBHBIX JaHHbIX.

8.1. Jlua, BHHOBHBIE B HAPYIIEHWH HOPM, pEryIHPYIOINX NoIyieHne, 00paboTKy, XpaHeHHE, Tepefaty |
3a0IMTY TEPCOHANBHBIX JaHHBIX pa0OTHHKA, HECYT AHCIMILIHHAPHYIO, MATEPHANIBHY10, IPaXIaHCKO-NPABOBYIO,
aJIMUHUCTPATUBHYIO HIIN YTOIOBHYIO OTBETCTBEHHOCTSL B COOTBETCTBHH C 3aKOHONATENLCTBOM P .

8.2. IIpexncrarneHne pabOTHUKOM MOMANOXKHBIX TOKYMEHTOR SBJAETCS OCHOBAaHHEM ISl BRIHECEHHS
OUCLMIIHHAPHBIX B3BICKAHAH BIUIOTH IO YBOJBHEHHS.





