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006 o6paboTke mepcoHaNbHBIX JaHHbIX padoTHUKOB ['BY T1O «YeueHnckwuii rocyapcTBEHHBIN
KOJUIEIK KYJIBTYphI M UCKycCTB UM. B.A. TaraeBa»

Hacrosimee IlonmokeHne pa3paboTaHO B COOTBETCTBHMM C TpPYIOBBIM KojekcoMm Poccuiickoit
Oenepanun u DenepanbHbiM 3akoHOM PD ot 27 urons 2006 roga Ne 152-O3 «O nepcoHaIbHBIX
nanubix» [Tocranosnenue [IpasutensctBa PO ot 01.11.2012 U 1119 "OG yrBepxaenuu TpeOoBaHH
K 3alIUTe NEPCOHATBHBIX JIAHHBIX IMPU UX 00paboTke B MH(DOPMAIMOHHBIX CUCTEMAaX MEePCOHATBHBIX
ITaHHBIX"

1. CocTaB nepcoHaIbHBIX JAHHBIX PA0OTHHKA

1.1. K nokymeHtam, cojaepxamuM HHPOPMALMIO TEPCOHATBHOTO XapakTepa, OTHOCSTCS
CJIEYIOINE JOKYMEHTBI U UX KOMIIJIEKCBI:

1) MOKyMEHTHI, YIOCTOBEPSIOIIME JUYHOCTh PAOOTHUKA WM COJACP)KAIINE CBEIEHHUS O
paboTHUKE:

nacnopT rpaxaaHuHa Poccuiickoir ®enepauuu  (BpEMEHHOE  yAOCTOBEPEHUE JIMYHOCTH
rpaxkaannHa Poccuiickort denepannu, BpIJaBAEMOT0 Ha TIEPHOJT 0POPMIIEHHUS TTACTIOPTa B MOPSAKE,
YTBEP’KAAEMOM YIIOJTHOMOYEHHBIM (pe/iepalibHbIM OPTaHOM MCTIOTHUTEIbHON BIACTH);

BOCHHBIN OMIIET;

CTPaxoBO€ CBUJIETENILCTBO 0053aTEIbHOTO MEHCUOHHOTO CTPaxOBaHUs;

JIOKYMEHTbI 00 00pa30BaHUM (ATTECTAThI, JUIJIOMBI, CBUIETENILCTBA, CEPTU(UKATHI);

TPY/J0OBast KHHIKKA,

MEAMIMHCKHUE CIIPABKU U 3aKJIIOUEHUS;

CBUJIETEILCTBO O Npucsoenuu MHH;

2) y4€THbIE JOKYMEHTBHI 110 TIMYHOMY COCTaBY:

auyHas kaptouka gopma NeNe T-2, T-2MC;

JIMYHOE J1€J10 MyHUIIUIIAIBHOTO CIIYKAaILEro;

BCIIOMOTATeNbHbIE PErUCTPAMOHHO-YYETHbIE (OPMBI (KHHMTH, KYpHalbl, KapTOTEKH, Oa3bl
JaHHBIX), COJEp’Kallhe CBEICHHsS IEPCOHAIBHOrO XapakTepa (KypHasl (KHUTa) perucTpauu
pacrnopsHKeHU M0 TMYHOMY COCTaBy, KHUTA YUETa IBH)KEHUS TPYIOBBIX KHIDKEK U BKIIAABIIICH K HUM,
KypHaJ yuéTa OTIIYCKOB, )KypHaJl yuéTa BbIJJauM CIIPAaBOK C MecTa paboThl pabOTHHKA);

3) TpymoBbIe IOTOBOPHI (KOHTPAKTHI), COTJIAIIEHUs 00 W3MEHEHUHU (JIOTIOJTHEHUH) TPYIOBBIX
JIOTOBOPOB (KOHTPAKTOB), IOTOBOPHI O MaTepuaibHOW OTBETCTBEHHOCTH;

4) pacnopsauTENbHbIE JOKYMEHTHl 1O JIMYHOMY COCTaBy (TOJUIMHHUKH U KOIHH):
MYHUIMIIATGHBIE TIPABOBBIE aKTHl O TpUeMe (3aKIIOYEHUH TPYIOBOTO JOTOBOpa (KOHTPAKTa)),
MepeBo/ie, YBOJIbHEHNH (MPEKpalleHuy TPYAOBOTO J0rOBOPA, PACTOPKEHUU KOHTPAKTA);
MYHMIIMITAJIbHBIE TPABOBBIE aKThI O MPEIOCTABICHUH OTITYCKa, OOIIPEHNH, B3bICKAHHH;



5) moKyMeHThI 00 OILIEHKE JIEJIOBBIX U MPO(eCCHOHATBHBIX Ka4eCTB PaOOTHUKA MTPHU MTpUEME HA
paboTy u B miporiecce paboThI (TECTHI, AaHKETHI, PE3IOME U T.JI.);

6) JOKYMEHTBI, OTpaKarolIlUe JeATEIbHOCTh AaTTECTAlMOHHBIX U KOHKYPCHBIX KOMMCCHIA
(IpOTOKOJIBI 3ace/laHuid, ATTECTAMOHHBIC JIUCTHI, PEIICHUS, IPEICTABICHUS U JIp.);

7) IOKYMEHTBI, OTpaXXaroIlue pe3yabTaThl CIYKEOHBIX paccieoBaHUN U (WJIM) PACCMOTPEHUE
BOIIpOCAa O TPHUBJICYCHUH pPAOOTHMKA K JUCHUIUIMHAPHOW OTBETCTBEHHOCTH ([IOKJIAIHBIC W
OOBSICHUTEIIBHBIC 3aMMCKH, aKThI, CIIPABKH, TPOTOKOJIBI U JP.);

8) KoM 0TYETOB, MHBIX JOKYMEHTOB, HAITPABJISIEMbIX B TOCYJAPCTBEHHBIE OPTraHbl CTATUCTUKH,
HAJIOTOBbIE MHCIIEKIIMH U IPYTUe OpraHu3aluu;

9) MOKyMEHTBI OYXTranTepcKoro y4éra, coaepskamnpe nHHOpMAaIUI0 O pacueTax ¢ MePCOHAIOM
(uiieBbIe cu€Ta, pacyETHO-TUIATEKHBIE BEOMOCTH, TIATEXHbIE BEIOMOCTH U T.11.);

10) cBenmenusi o goxonax, o0 UMyHIeCTBE U 00sA3aTENbCTBAX HMMYILIECTBEHHOIO XapakTepa,
MPEIOCTaBIIAEMbIE TPAKIAHMHOM TPU TOCTYIUIEHUHM Ha MYHUIUIAIBHYIO CIyxkO0y, a TaKxke
MYHHIIMIIATBHBIMU CITYKAIlUMU;

1.2.Ecnu mnepcoHanbHble JaHHbIE pPAOOTHHKA COAEpXKATCS B HWHBIX JOKYMEHTAaX, Ha HHUX
pacrmpocTpansercs nerictpue Hactosmero [TomoxxeHus.

1.3. B cocraB nepcoHaabHBIX JaHHBIX paO0THUKOB Kotemxka BXOIAT:
. aHKETHBIC U OnorpaduuecKue JTaHHBIC;
. CBEICHHSI O TIPY/IOBOM H OOIIIEM CTaxe;
. CBEJIEHHUS O COCTaBE CEMbHU;
- MaCTIOPTHBIC JIAHHBIC;
- CBEJICHHUSI O BOUHCKOM Y4ET€;
- CBeJICHUS 0 3apaboTHOI 1Iate;
- CBEJICHHS O COIMAJILHBIX JIbIOTax;
- CIIEIIUAJIBHOCTb,
- 3aHUMaeMast JJOJKHOCTE;
- HAJIM4YUE CyIMMOCTEN;
- aJIpec MecTa KUTEIIbCTBA;
- ToMalHui TenedoH;
- MECTO pabOThI WJIK y4€Obl YWICHOB CEMbU U POJICTBEHHUKOB;
- COZIep’KaHKe TPYIOBOTO JIOTOBOPA;
- COCTaB JIEKJIAPUPYEMbIX CBEIEHU O HATMYUU MATePUATBbHBIX IEHHOCTEH;
- COJIEpKaHMe JIeKJIapaliu, 10/1aBaéMOU B HAJIOTOBYIO MHCIIEKLIUIO;
- MOJJTMHHUKY U KOTHH MPUKA30B MO TUYHOMY COCTaBY;
- TUYHBIE JIeIa U TPYAOBbIE KHUKKU COTPYIHHKOB;
- OCHOBAHHUSI K MPUKA3aM M0 JINYHOMY COCTaBY;
- JieNa, coJepiKallie MaTeprallbl MO MOBBIIICHUIO KBATH()HUKAIINN U MEPETIOATOTOBKE COTPYAHHUKOB,
WX aTTECTAIlHH, - CITY>KeOHBIM pacclIeTI0BaHUsIM;
- KOIIUU OTYETOB, HAMIPABIIIEMBIE B OPTaHbl CTATUCTHKHU.
- JlaHHBIE JOKYMEHTHI SIBISIOTCS KOHQUICHIIMATbHBIMU, TPU 3TOM, YYUTHIBAsE UX MACCOBOCTh H
€IMHOE MECTO OOPaOOTKHU M XPAHEHHUS - COOTBETCTBYIOLIUI Iprd) OrpaHUYCHHS HA HUX HE CTAaBUTCS.



2. OcHOBHELIE NIOHATHA.

2.1. Jna ueneit Hacrosmiero IlonoxeHUs HCHOIB3YIOTCS CIEAYIOIIME OCHOBHBIE ITOHATHUS
NepCOHAJbHBIC TAaHHBIE paOOTHHKA:
- mobas nuHpOpMAIHsL, OTHOCSIIAACS K ONMpPEAeIIEHHOMY WJIM ONpEeAeNsieMOMY Ha OCHOBAHUHU TaKOU
uHbopManuu pabOTHHUKY, B TOM YHUCIIe €ro (paMuiams, UMs, OTUYECTBO, I'OJl, MECSI], JaTa U MECTO
POXKICHHUS, aJpec, CeMeilHoe, colaabHOE, UMYIIECTBEHHOE MOJI0KEHUE, 00pa3oBaHue, npodeccus,
TOXObl, IpyTas HHpopMalus, HeoOXoaruMasl pabOTOJATEIIO B CBSI3U C TPYAOBBIMU OTHOLICHUSIMU;
00paboTKa MepCOHATBHBIX JAHHBIX
- cbop, cucremartuzanusi, HAKOIUICHHE, XpaHEHHe, YTOYHEHHEe (OOHOBIIEHHE, W3MEHEHUE),
WCIOJB30BAaHUE, pAcCIpOCTpaHeHHe (B TOM 4HCIE Iepenada), oOe3TMuuMBaHHe, OJOKHPOBAHUE,
YHUUTOXKEHHE NIEPCOHANIBHBIX IaHHBIX pa00oTHHUKOB OOI1ECTBa;
KOH(HIEHIIMATIbHOCTh IEPCOHATIBHBIX TaHHbBIX
- o0s3aTenbHOE 7Sl COOJIIOJICHHsS] Ha3HAUEHHOI'0 OTBETCTBEHHOI'O JIMIIA, MOJIYYMBILErO JOCTYN K
[IEPCOHAJIBHBIM JaHHBIM PaOOTHUKOB, TpEOOBaHHE HE JIOMYCKATh UX PAaCHpPOCTPaHEHUs 0e3 coryacus
paOOTHHKA WJIK MHOTO 3aKOHHOTO OCHOBAHMS;
pacrpocTpaHeHHE NePCOHATbHBIX JaHHBIX
- IeficTBUS, HAIIpaBJICHHbIE HA Tepe/iady NepCOHANbHBIX JaHHBIX pa0OTHUKOB ONPEEIEHHOMY KPYTy
o (mepefaya NEepCOHANbHBIX JaHHBIX) WJIM Ha O3HAKOMIIGHHME C IEpPCOHAIBHBIMU JIAHHBIMU
HEOIPaHMYEHHOI'0 Kpyra JIMI. B TOM 4YHcCie OOHApOJOBaHUE MEPCOHAIBHBIX JaHHBIX PAaOOTHUKOB B
CpeAcTBax MaccoBOM MH(POPMALIUK, pa3MelLeHHEe B HH(OPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHBIX CETAX
WIN IPEJOCTaBIIEHUE JJOCTYIA K MEPCOHAIbHBIM JAHHBIM PAOOTHUKOB KaKMM-JIHMOO UHBIM CIIOCOOOM;
WCIIOJIb30BAHUE TIEPCOHAIBHBIX TAHHBIX
-JieficTBHA (OmepaIiy) ¢ epCOHAIBLHBIMUI JaHHBIMH, COBEpIIaeMble JOKHOCTHRIM oM Koitemka
B IEJSIX TMPHHATUS PEUICHUH WM COBEPIICHUS WHBIX JCUCTBUH, TMOPOXKIAIOMINX IOPHIAYECKUE
MIOCJIEACTBHS B OTHOLLEHUH PAaOOTHUKOB JINOO MHBIM 00pa30oM 3aTparMBaroluX UX MpaBa U CBOOO b
WJIA TIpaBa ¥ CBOOO/IBI IPYTUX JIIL;, OJIOKUPOBAHHE TIEPCOHANBHBIX JTaHHBIX
- BpeMEHHOE MpeKpamieHne coopa, CuCTeMaTU3allui, HAaKOTUICHHUS, UCTIOIb30BaHUSs, PACTIPOCTPAHEHHS
MIEPCOHATBHBIX JAHHBIX pAOOTHUKOB, B TOM YHCIIE UX TEPEIauu;
YHUYTOKCHUE TIEPCOHAITBHBIX TAHHBIX
- IEHCTBHSA, B pe3yIbTaTe KOTOPHIX HEBO3MOKHO BOCCTAHOBHTH COJIEPYKAHHE MTEPCOHATBHBIX JTAHHBIX
B MH(OPMAIIMOHHON CHCTEME TEepPCOHAIBHBIX TaHHBIX PAaOOTHUKOB WJIM B PE3yNIbTaTe KOTOPBIX
YHUYTOXKAIOTCSL MaTepHaIbHble HOCUTEIH NMEPCOHANTBHBIX JAHHBIX pAOOTHHUKOB;
00e3TMYMBaHNEe EPCOHANBHBIX TaHHBIX
- JIEHCTBHs, B pPE3YJIbTaTe KOTOPBIX HEBO3MOXHO OINPENENIUTh MPHUHAMICKHOCTh IMEPCOHATBHBIX
JTAHHBIX KOHKPETHOMY paOOTHHKY;
00IIEI0CTYITHBIE IEPCOHANIbHBIE JaHHBIE
- IEPCOHAJILHBIE JTAHHBIE, JOCTYI HEOTPAHUYEHHOT'0 Kpyra JIUI] K KOTOPBIM MPEJI0CTABIIECH C COrTIacHs
paOOTHHKA MM Ha KOTOpbIE B COOTBETCTBUU C (pelepalbHbIMM 3aKOHAMU HE PaclpoCTpaHsAETCS
TpeboBaHue coOII0AeHUS KOH(DUICHIINAIBHOCTH.
uHpopManus
- cBeZIeHUs (COOOIIEeHUs, TaHHbIE) HE3aBUCUMO OT (POPMBI UX MPe/ICTaBICHHUS.
JOKYMEHTHUPOBaHHAs HHPOpMaLUs
-3aIKCHpOBaHHAs Ha MaTepHaIbHOM HOCHUTENE IIyTeM JOKYMEHTHpPOBAaHWS WH(pOpMAIHI C
PEKBU3UTAMH, TIO3BOJISIFOIIIMMHE OTPEACTUTh TaKyr0 WH(OPMAIIHIO WIH €€ MaTepUATbHBI HOCHUTEIb.



3. O0padoTKa MepCOHANBbHBIX JAHHBIX.

3.1. B mensx obecriedeHusi mpaB U cBoOoj paborHuka Kosuemka m ero mpeiacTaBUTeNd IMPH
00paboTKe MepCOHABHBIX JAHHBIX PAOOTHHKA 00s13aHbI COOTIOIATH CISAYIONTNE 00IIre TPEOOBAHMUS:
- O6paboTKa MepPCOHANBHBIX TaHHBIX PAOOTHHKA MOXET OCYIIECTBIISITHCS MCKIIOYUTEIHLHO B IIEIISIX
obecrieyeHrs: COOIOACHNS 3aKOHOB U MHBIX HOPMAaTUBHBIX IIPABOBBIX aKTOB, COJICHCTBHS paOOTHHKAM
B TPYIOYCTpOHCTBE, OOy4YEeHUH M TMPOABIKEHUH IO CIyXOe, oOecrieueHus] JTUYHOM Oe30MacHOCTH
pabOTHUKOB, KOHTPOJISI KOJTMYECTBA M KA4eCTBa BBIMOJIHAEMON pabOTHl U 00ECTIEYeHUsI COXPAHHOCTH
MMYIIECTBA.

- IIpu ompenenennn o0beMa U conepkaHus, 00padaThIBa€MbIX NEPCOHAIBHBIX JaHHBIX PaOOTHHKA
paboromarens OMKEeH pykoBojcTBoBaThesi Konctutynmeit Poccuiickoit ®@enepauuu, TpynoBeim
Kopnekcom 1 uHbIMU (esiepanbHbIMU 3aKOHAMH.

- [lonydyeHune nepcoHaIbHBIX JAHHBIX MOXKET OCYIIECTBIATHCS KaK IyTeM IpPEACTaBICHUS UX CaMUM
pabOTHUKOM, TaK M IMyT€M HOJIYYEHUS UX U3 UHBIX UCTOYHUKOB.

- [lepconanbHble TaHHBIE paOOTHUKA CIIEyeT MoJIyyaTh Y Hero camoro. Eciu nepcoHanbHble JaHHbIE
pabOTHHKA, BO3MOXKHO, TIOJTY4YUTh TOJIKO Y TPEThEH CTOPOHBI, TO pAOOTHHK JIOJKEH OBITh YBEIOMIIEH
00 3TOM 3apaHee U OT HEro JOJDKHO OBITh MOJIy4€HO NUCbMEHHOE cornacue. Paboronartens 1okeH
COOOLIMTh PAaOOTHUKY O LIEJSIX, IPEANOoIaraeMbIX HCTOUHUKAX M CIOCO0aX MOIy4eHUs IePCOHATIbHBIX
JIAHHBIX, a TaK K€ 0 XapakTepe MOoJUIekKalUX MOJYyYEHUIO MEePCOHATIBHBIX JAHHBIX M IOCIEACTBUAX
OTKa3a pabOTHHUKA /1aTh MMCbMEHHOE COTJlacue Ha UX MOJydeHHE.

- PaGoronaTens He uMeeT npaBa nosyyaTb 1 00padaThIBaTh NEPCOHANbHBIE JaHHbIE pA0OTHHUKA O €ro
MOJIUTUYECKHX, PEIIUTHO3HBIX U MHBIX YOSKJCHUAX U YaCTHOM KM3HU. B ciiyyasx, HemocpeacTBeHHO
CBSI3aHHBIX C BOIIPOCAMH TPYJOBBIX OTHOIICHHI JaHHBIE O YACTHOH JKM3HU paboTHHKA (MHpOpManus
0 JKU3HE/ICATEIBHOCTU B c(hepe ceMEHBIX OBITOBBIX, IMYHBIX OTHOIIEHHUN) MOTYT OBITh TOJYYEHBI U
0o0paboTaHbl paboOTOIaTENIEM TOJIBKO C €0 MUCHhbMEHHOTO COTJIacHsl.

- PaGoTonaTens He UMEET MPABO MOJTy4YaTh U 00pabaThIBaTh IEPCOHANIbHBIE JaHHBIE PAOOTHHKA O €T0
YJICHCTBE B OOILECTBEHHBIX O0BbEIMHEHUSIX WIH €ro Mpo(COI03HON AEITEIbHOCTH, 3a UCKIIOUYECHHEM
CITy4aeB, MPeyCMOTPEHHBIX (hefiepalbHbIM 3aKOHOM.

3.2. K 006paboTke, nepeaaye U XpaHEHUIO IEPCOHANIbHBIX JAHHBIX PA0OTHUKA MOTYT UMETh JOCTYII
COTPYIHUKU:

- byxranrepuu;
- MHcnekrop no kaapam;

3.3. Hcnonb3oBaHME MEPCOHAIBHBIX JAHHBIX BO3MOXKHO TOJIBKO B COOTBETCTBMU C IIEJISIMH,
OTIpeIeIMBIINMHU UX MOTYUYEHHUE.

3.4. IlepcoHanbHbIE JaHHBIE HE MOTYT OBITh CIIOJIB30BAHBI B LENISAX MPUUYNHEHHS UMYILIECTBEHHOTO
U MOPAJILHOTO BpeJa TpakJaHaM, 3aTPYAHEHUS peaju3aliu mpaB u cBoOox rpaxaaH Poccuiickoii
@enepanun. OrpaHuyeHue mnpaB rpaxiaaH Poccuiickoil @enepanuu Ha OCHOBE MCIIOJIB30BaHMA
uHpopManud 00 MX COLHUAIBHOM MPOUCXOXKIACHUH, O PAacOBOM, HAIMOHAIBHOM, S3BIKOBOM,
pPETUTHO3HOW M TapTHMHOM NPUHAAJIEKHOCTH 3alpelieH0 M KapaeTcsi B COOTBETCTBHM C
3aKOHOJIATEIILCTBOM.

3.5. Ilepenaya nepcoHaIbHBIX JAHHBIX pAaOOTHHKA BO3MOKHA TOJIBKO C COTrJIacHst pabOTHUKA HITH B
clly4yasix, IpsMO MPeTyCMOTPEHHBIX 3aKOHOATEIbCTBOM.

3.6. Ilpu nepemaye mNepcOHANbHBIX JAHHBIX pabOTHHKA paboTojarenb JOJKEH COONI0NAThH
cienyrome TpeOoOBaHMS:



- He coOoO0IIaTh MEepPCOHANBHBIC JTaHHBIE PAOOTHHKA TPEThEH CTOpOHE 0€3 MUCHMEHHOTO COTJIACHs
pabOTHHKA, 32 UCKIIIOYCHHEM CIy4aeB, KOT/Ia 3TO HEOOXOIMMO B HENAX MPEIYNpPEXACHUS Yrpo3bl
KHU3HH U 37I0POBbIO0 PAOOTHHUKA, a TAK)KE B CIydasiX, yCTAHOBJICHHBIX (e/lepalbHbIM 3aKOHOM;

- HE cOO0IIaTh MEPCOHATBbHBIC JaHHbIE PA0OOTHHUKA B KOMMEPYECKUX LENAX 0€3 ero MHUCbMEHHOTO
COTJIacHsl, TMPEAYNPEANUTH JIHII, TOJYYAIONNX MEPCOHATIbHBIC JaHHBbIE pPa0OTHHKA, O TOM, YTO 3TH
JTaHHBIE MOTYT OBITh HCIIOJIb30BaHbI JIMIIb B LIENSX, 151 KOTOPBIX OHH COOOIIEHBI, U TPEOOBATh OT 3TUX
JIMI] HOATBEPKICHHSI TOTO, YTO 3TO MPABUIIO COO0IeHO. JIHia, moyyaromue nepcoHaabHble JaHHbIE
paboTHUKa, 00s13aHbI COOTIOAATH PEKUM CEKPETHOCTH (KOH(PHUACHIUATHHOCTH). JJaHHOE TTOJI0KEeHUE
HE PacHpoCTpaHseTcss Ha OOMEH MEePCOHATIBHBIMH TaHHBIMU PaOOTHHKOB B MOPSAIKE, YCTAHOBICHHOM
benepanbHBIMU 3aKOHAMU;

- pa3pemaTh JOCTYI K MEePCOHATBHBIM JaHHBIM PAOOTHUKOB TOJBKO CHENHAIBHO YIIOJIHOMOYEHHBIM
JIMIIaM, OIIPEICTICHHBIM MIPUKA30M HO OpTaHU3alluy, IPU 3TOM yYKa3aHHBIC JIUIIA TOJDKHBI UMETh TIPaBO
MOJTy4YaTh TOJBKO TE MEPCOHAJbHBIC JaHHbIC PAaOOTHUKA, KOTOPHIE HEOOXOIMMBI JUIS BBITOJIHEHHUSI
KOHKPETHBIX (DYHKITHIA,

- HE 3alpaniuBaTh HHPOPMALIUIO O COCTOSIHUU 3JI0POBbS paOOTHHKA, 32 UCKITFOUCHHEM TEX CBEJICHUH,
KOTOPBIE OTHOCSTCS K BOIIPOCY O BO3MOXKHOCTH BBITIOJHEHHSI PAOOTHUKOM TPYIOBOU (DYHKIIHH;

- TepefaBaTh IIEPCOHANBHBIC JaHHBIC pPa0OTHHKA IMPEICTABUTEISIM PAOOTHUKOB B TMOPSJKE,
ycraHOBIeHHOM TpynoBbiM Kogekcom, © OrpaHMYMBaTh 3Ty HWHPOPMAIHUIO TOJBKO TEMHU
MEPCOHAJBHBIMU JAHHBIMUA PA0OTHHKA, KOTOpPbIE HEOOXOIWUMBI JIJIsl BBIMOJIHEHHUS YKa3aHHBIMU
MPEJCTABUTEIISIMU MX (QYHKIIUH.

3.7. Tlepenaya mnepCOHANbHBIX JaHHBIX OT JEPXKATENs WU €ro IMPEJACTABUTEICH BHEIIHEMY
MOTPEOUTEITI0 MOXKET JOMYCKATHCSI B MUHUMAJIBHBIX 00hEMax M TOJIBKO B IIEJISIX BBITIOJHEHUS 3ajad,
COOTBETCTBYIOLINX OOBEKTHBHOM MPUUYUHE COOpa ITUX JTAaHHBIX.

3.8. Ilpu mepenaue mNepCOHANBHBIX MaHHBIX pPAa0OTHHKA TMOTpeOHWTENsIM (B TOM 4YHCIE W B
KOMMEPUYECKHX IIeJIsX) 3a MpeAesbl OpraHnu3alui paboToaaTenb He JOJDKEH COOOIIaTh TH JTaHHBIE
TpeTbell cTOpoHE 03 NMUCHPMEHHOTO COoTyacusi pabOTHWKA, 33 MCKIIOUYCHHEM CIy4aeB, KOT/Ia 3TO
HEOOXOMMO B TENSAX TPEAYNPEKISHHUs Yyrpo3bl KU3HU U 3[I0POBBI0 paOOTHHKA WM B CIIydYasx,
YCTaHOBIICHHBIX (pe/iepaibHbIM 3aKOHOM.

3.9. Bce mepbl KOHPUAECHINATBHOCTH IpU cOope, 00paboTKe U XpaHEHUH MEPCOHABHBIX JaHHbBIX
COTPY/JHHMKA PACIpPOCTPAHSIOTCS KaK Ha OyMa)KHbIE, TaK U Ha JEKTPOHHBIE (aBTOMAaTU3UPOBAHHBIC)
Hocutenn wuH(popManuu. He momyckaercst oTBeyarh Ha BONPOCHI, CBSI3aHHBIE C TIepemayei
nepcoHaIbHOU MH(popMaruu o tenedony win dakcy.

3.2.1. XpaHeHHEe NMEePCOHAIBHBIX TaHHBIX JIOJKHO MPOUCXOAUTH B MOPSJIKE, MCKIIOYAIOMEM UX
yTpaTy Ui UX HEMPABOMEPHOE HCII0JIb30BaHHE.

3.2.2. Tlpu NpUHATUYU pEIICHUN, 3aTParuBaloINX HHTEPECkl pabOTHHKA, pabOTOIaTENIb HE UMEET
MpaBa OCHOBBIBATHCS Ha TEPCOHANBHBIX JAaHHBIX PAOOTHUKA, IMOJYUYCHHBIX HCKIIOUUTEIHHO B
pe3yabTaTe WX aBTOMATH3UPOBAHHOM OOpabOTKM WM 3JEKTPOHHOTO NojdydeHus. Paboronarensb
YUUTHIBAET JTMUHBIE KauecTBa pabOTHHKA, €r0 J0OPOCOBECTHBIN U AP HEKTUBHBIN TPY/I.

4. KoMmniekc J10KyMEHTOB, CONPOBOKIAIOMINIA npouecc 0GpopMJIeHHs TPYAOBbIX OTHOLICHHUH
padoTHuka B OpraHu3anmu NpH ero npueme, nepesoje H yBoJbHEHHUH.

4.1 Uudopmarnus, npeacrapiseMas pabOTHUKOM IpU MOCTYIUIEHWU Ha paboty B OpraHusanuio,
JI0JDKHA UMETh JOKYMEHTaNbHYI0 Gopmy. [Ipu 3akiroueHun TpyJI0BOro 10rOBOpa B COOTBETCTBUH CO
ct. 65 TpynoBoro konekca Poccuiickoit denepanuu im0, NOCTyNaIee Ha padoTy, NPeabsIBIsSIET
paboToaaTento:



- macnopT rpaxxaannHa Poccuiickoit @enepannu;

- TPYAOBYIO KHUXKY, 32 UCKIFOUEHHEM CIIy4aeB, KOT1a TPYJOBOM 1I0rOBOP 3aKJIFOUAETCsI BIIEPBbIE WU
pabOTHUK TMoOCTymaeT Ha paboTy Ha YCIOBUSAX COBMECTUTENBCTBA, JMOO TPYyIOBas KHIDKKA Yy
pabOTHHKA OTCYTCTBYET B CBSI3H C €€ YTPATOH MIIH 110 IPYTUM IPUUYHHAM;

- CTPaxoBO€ CBUJIETENIBCTBO I'OCYJAPCTBEHHOIO IIEHCUOHHOTO CTPaXOBaHUS;

- TOKyMEHTbI BOUHCKOI'O yueTa — JiJIsl BOGHHOOOS3aHHbIX U JIMII, IIOJIEKAIINX BOMHCKOMY YUETY;

- JOKyMeHT 00 o0pa3oBaHHM, O KBaJTH(PHKAIMKA WIM HAJUYUU CIEHUATBHBIX 3HAHUH — TIpH
MOCTYIUJICHUU Ha paboTy, TpeOYIOUIYIO CHIeMaTbHbIX 3HAHUH WIN CHEIUATbHOM MOATOTOBKH;

- CBUAETENBCTBO 0 npucBoeHuu MHH.

IIpu odopmnenun pabotauka B OpraHu3zanuioo paOOTHUKOM OTAeNda KaJpOB 3alloJIHSAETCS
yau¢unupoBannas popma T-2 «JIuunas kaprouka pabOTHHKa», B KOTOPOH OTPaXKarOTCs CIETYIOIIIE
aHKETHBIC U OnorpadudecKkre JaHHbIC pAOOTHHKA!

- obmme cBenenus (P.M.O. paboTHuka, [gara pPOXICHHUS, MECTO POXKIEHHUS, I'PaKTaHCTBO,
oOpasoBanue, nmpodeccus, CTax padoThl, COCTOSHHE B Opake, MaclopTHBIC JJaHHBIC),

- CBE/ICHUS1 O BOMHCKOM YYETe;

- JaHHbIE O ITpHeMe Ha padoTy;

B nanpHeiiem B IMYHYIO KAPTOUKY BHOCSATCS:

- CBEJICHHUS O NIEPEeBO/Iax Ha JIPYT'yIo paboTy;

- CBeZIeHUs 00 aTTecTaluy;

- CBE/ICHHUS O MOBBIIICHUH KBAJIU(PUKALUHY;

- CBeJIeHUs 0 MPO(heCCHOHANTBHOM MEPEeNnoATr0TOBKE;

- CBeJICHMsI 0 Harpajax (MOOIIPEHMSIX ), TOYETHBIX 3BAHUAX;

- CBeZIeHUs 00 OTIYCKax;

- CBE/ICHUS O COLIMANIbHBIX TapaHTHUAX;

- CBE/ICHUS O MECTE )KUTEJIbCTBA U KOHTAKTHBIX Tele(oHax.

B orpene nepconana Komnemka co3qaroTcss M XpaHATCA CIEAYIOIUE TPYNIbl JOKYMEHTOB,
coJiepKaliye JaHHble 0 pa0OTHUKAX B €JMHUYHOM MJIM CBOJAHOM BHJIE:

4.2. JIoKyMeHTBI, COZeprKallie MepCOHAJIbHbIE JaHHbIE PAOOTHUKOB (KOMIUIEKCHl JOKYMEHTOB,
COIIPOBOKAAOIIME Tpoliecc 0OopMIIEHHUS TPYIOBBIX OTHOIIEHHH Npu MpueMe Ha padoTy, mepeBo/e,
YBOJIbHEHUHU; KOMIUIEKC MAaTepuajoB IO aHKETHUPOBAHHWIO, TECTUPOBAHMIO; IPOBEICHUIO
co0ece1oBaHUH C KaHIUJATOM Ha JIOJKHOCTD; MOJJIMHHUKY U KOIIUHU MPUKA30B 10 JUYHOMY COCTABY;
JUYHBIE JieJla U TPYJIOBBIE KHIKKM pAaOOTHUKOB; JeNla, COJEpKalle OCHOBAaHUS K IMpHKa3zy IO
JUYHOMY COCTaBY; JeJla, COJeprKallue MaTepuajbl aTTecTallud pabOTHUKOB; CIIY)KEOHBIX
pacciieZJoBaHUH; CTIPaBOYHO-UH(POPMAIIMOHHBIA O0aHK JaHHBIX 110 NEPCOHANTY (KapTOTEKH, KypHaJbl);
MOJJUHHUKYA ¥ KOMHM OTYETHBIX, AHAJUTHYECKHX W CIPAaBOYHBIX MaTEpUANIOB, IEpeIaBaeMbIX
pykoBoactBy Koimnemka, pyKOBOAMTENSIM CTPYKTYPHBIX MOJpa3felieHui; KOMHUU OTYETOB,
HaIpaBlIIEMbIX B TOCYJapCTBEHHbIE OpraHbl CTAaTHCTHUKH, HAJOTOBBIE HWHCIEKIIHWH, BBIIIECTOSLINE
OpraHbl YIIPaBJICHUS U APYTUE YUPEKICHHUS).,

4.3. JlokymMeHTalMsl O OpraHu3aluu paboThl CTPYKTYpPHBIX MOJpa3fefeHui (TONO0XKEeHHUS O
CTPYKTYPHBIX MOAPA3JeNeHHX, TOJKHOCTHbIE HHCTPYKIIMN PAaOOTHUKOB, MPUKA3bl, pACIIOPIKEHUS,
ykazaHus pykoBojcTBa Koiemka); JOKYMEHTHI 110 TUIaHUPOBAHMIO, YUETY, aHAJIM3y U OTUYETHOCTH B
qyacTu paboTsl ¢ nepconansoM Komnemxka.



5. locTyn K nepcoHAJbHBIM JaHHBIM.

Buyrpennuii nocryn (nocryn Buytpu Kosnemxka).

6.1. IIpaBo nocTyma K nepcoHaIbHBIM JIaHHBIM COTPYAHUKA UMEIOT:

- Tupexrop Konnemxka;
- MHcnexrop 1o kaapam;
- caM pabOTHHK, HOCUTEJIb JAHHBIX.

6.2. Buewnuii gocTym.

K unciay maccoBbIX NOTpeOMTENeH NEpCOHANBHBIX JAaHHBIX BHE OpPraHM3allid MOXXHO OTHECTH
rOCyJapCTBEHHbIE U HETOCYIapCTBEHHBIC (PYHKIIMOHAIBHBIE CTPYKTYPHI:

- HQJIOTOBBIE MHCIICKIINY;

- IPaBOOXPAHUTEJbHBIE OPTaHbl;

- OpraHbl CTaTHUCTUKH;

- BOGHKOMATBHI;

- OpraHbl COIIMAILHOTO CTPaXOBaHUS;

- IEHCUOHHBIE (POH/IBI;

- IOApa3/IeIeHUs] MyHHUIIUITALHBIX OPTaHOB yIIPaBJICHHUS,

- Hapa3opHO-KOHTpOJBHBIE OpraHbl HMMEIOT JOCTynm K HHGpOpMAIMU TOIBKO B cdepe CcBoei
KOMITETEHITHH.

- Opranuszanuy, B KOTOpPbIE COTPYAHUK MOXKET OCYILECTBISATh MEPEUUCIICHUS JIEHEKHBIX CPEACTB
(cTpaxoBble  KOMIIAHWH, HETOCYJApCTBEHHbIE  IEHCUOHHBbIE  (DOHMABI,  OJIArOTBOPUTENbHBIC
OpraHu3aliy, KPEAUTHBIE YUPEKIEHHUS), MOTYT MOJIYYUTh AOCTYNl K MEPCOHAIBHBIM JIaHHBIM
pabOTHHKA TOJBKO B CIIydae €ro MUCbMEHHOTO Pa3peIieHusl.

6.3. CBenenust o paboOTarOIIEM COTPYAHHUKE HIIM YK€ YBOJCHHOM MOTYT OBITh IpPEACTaBICHBI
Jpyroii OpraHu3alfeld TOJBKO ¢ MHCHMEHHOTO 3arnpoca Ha OJaHKe OpraHu3alliH, ¢ MPUIOKEHUEM
KOIIMH HOTApHAJIbHO 3aBEPEHHOTO 3asBJICHUS paOOTHHKA.

6.4. IlepcoHasbHBIE JaHHBIE COTPYIHUKA MOTYT OBITH TIPEACTaBICHBI POJACTBEHHUKAM HJIU YWICHAM
€r0 CeMbH TOJIKO C MUCHMEHHOTO Pa3pelIeHUs] CAMOTO COTPYIHHKA.

6.5. B cnyuae pa3Bonma ObIBIIas cympyra (Cynpyr) UMeEIOT npaBo obpatutbess B Kostemx c
MMUCbMEHHBIM 3aIIPOCOM O pa3Mepe 3apadOTHOM IJIaThl COTpyaHuKa 0e3 ero cornacus (YK PO).

7. 3ammTa nepCcoOHATBHBIX JaHHBIX

7.1. 3amuTa HEepCOHANBHBIX HaHHBIX MPEACTaBISET COOON KECTKO perjJaMeHTUPOBAHHBIA U
JUHAMUYECKH TEXHOJOTMYECKMH TMpoliecc, MNpeAyNpexJaloluii  HapylleHHe JOCTYIMHOCTH,
LIEJIOCTHOCTH, TOCTOBEPHOCTH U KOH(UACHIMAIBHOCTH NEPCOHAIBHBIX JAHHBIX U, B KOHEYHOM CYETE,
o0ecreynBaroUil T0CTaATOYHO HAIEKHYIO 0€30M1acCHOCTh MH(OPMAIIUH B MPOLIecce YIPaBIeHYECKON
Y TIPOU3BOJICTBEHHON J€ATEIbHOCTH KOMITAHUH.

7.2. 3amuTa NEpCOHANbHBIX JAaHHBIX PAaOOTHHKA OT HEMPABOMEPHOTO HMX HCIHOJIb30BAHUS WIIH
yTpaThbl J0JKHA OBITH obecrieueHa KosutemkeM 3a cyeT ero cpelcTB B MOpSIKE, YCTAaHOBICHHOM
(benepaabHBIM 3aKOHOM.



8. BHyTpeHHUM 3ammmTA.

8.1. Jlns obGecnieueHusi BHYTPEHHEH 3aIIUTHI MEPCOHAIBHBIX AAHHBIX PAOOTHUKOB HEOOXOIUMO
COOIOATH PSiA MEp:
- OrpaHMYCHHE W pErJIAMEHTAIUsl COCTaBa PabOTHUKOB, (YHKIHMOHAJIBHBIE OOS3aHHOCTH KOTOPBIX
TpeOYIOT I0CTyNa K MEPCOHATIBHBIM JJAaHHBIM COTPY/THHKOB;
- cTporoe m30upareiabHOe W OOOCHOBAHHOE paclpelelieHue JOKYMEHTOB U HH(DOPMAIUN MEXITY
paboTHUKAMU;
- pamMoHANbHOE pa3MelIeHne padoymx MecT pPaOOTHUKOB, NPU KOTOPOM HCKIIHOYAIOCh OBl
0ECKOHTPOJILHOE HCIIOJIb30BaHKE 3aIUIIAeMON HH(POPMAIIH;
- 3HaHWe paOOTHUKOM TpPEeOOBAaHMI HOPMATHBHO - METOAWYECKHX JIOKYMEHTOB IO 3allluTe
MHOPMAIMY ¥ COXPAaHEHUH TalHBI;
- HAJTMYUE HEOOXOJMMBIX YCIOBUH B MOMEIEHHUH sl pa0OTHI ¢ KOH(DUICHIINATBHBIMU TOKYMEHTaMH
u 0a3zamMu JaHHBIX;
- OINpeIeNieHHE M pEerjaMeHTalus cocTaBa pPaOOTHHKOB, MMEIOIIMX IPaBO JocTyna (BXonxa) B
MIOMEIIIEHNE, B KOTOPOM HAaXOAWTCS BEIYMCIUTEIbHAS TEXHHUKA;
- OpraHu3anys MopsaKa yHUUTOKESHUS HHPOPMAIIH;
- CBOCBPEMEHHOE BBISBICHHE HApyLIICHUS TPeOOBAHUI pa3pelIUTEIbHON CHCTEMBI JIOCTyIa
pabOTHUKAMU MOIPA3ICIICHNS;
- BOCIIUTATEIbHAS U Pa3bICHUTEIbHAS Pad0Ta C COTPYIHUKAMU MOAPA3ICICHUS 110 TPEIYTPEKICHHIO
yTPaThl IIEHHBIX CBEJICHUU TPH PadO0TE ¢ KOHPHUICHINAILHBIMHA JOKYMEHTAMH;
- He JIOIYCKAaeTCs BblJjaya JIMYHBIX JIeJI COTPYIHUKOB Ha pabo4ne Mecta pykoBoauTesel. JInuneie nena
MOTYT BBIAABAaThCSA Ha pabouynMe MecTa TOJBKO TCHEPAJbHOMY AWPEKTOPY, PaOOTHUKAM OTHena
MEPCOHAJA U B UCKIIFOUUTENBHBIX CIYYasix, 0 MUCBMEHHOMY Pa3pelIeHUI0 TeHEPATBHOTO TUPEKTOpa,
- PYKOBOAMTENIO CTPYKTYPHOTO TOApasfeNieHus, (HampuMmep, MpU IOATOTOBKE MAaTEepPHajoB JUIs
aTTecTtaluu pabOTHHKA).

8.2. 3amuTa NepcoHaIbHBIX JaHHBIX COTPYJHUKOB Ha 3JIEKTPOHHBIX HOCUTEISX.

8.3. Bce mamnkwu, comeprkaniye nepcoHaNIbHbIE JaHHbBIE COTPY/THUKA, JODKHBI HIMETh OTPaHHYCHHBIH
I0CTyn (TOJBKO JJIsi COTPYAHHMKOB OT/ENa TEepCOHANa W JAUPEKTOpa IO WH(POPMAIMOHHBIM
TEXHOJIOTHSIM).

9. Buemnsasa 3anuura.

9.1. Jlns oOecriedyeHUs] BHEUIHEW 3alllUThI MEPCOHAIBHBIX JAHHBIX COTPYJHHKOB HEOOXOAUMO
cOOIOAATh P Mep:
- IOPAZIOK MIPUEMa, yueTa U KOHTPOJIS IeITEIbHOCTH MTOCETUTENICH;
- IPOMYCKHOM PEKUM OpraHU3alluH;
- YYET ¥ IOPSI0K BbIJIa4U TPOITYCKOB;
- TEXHUYECKHE CPEJICTBA OXPaHbI (3JCKTPOHHBIN KJIFOY, CHTHATU3AIUH );
- IOPAZIOK OXPaHbI TEPPUTOPHUH, 3/1aHUH, TOMEIICHUH, TPAHCIIOPTHBIX CPEICTB.

9.2. Bce nuia, CBsS3aHHBIC C TOJYYeHHEM, OOpaOOTKOW W 3aIUTOW MEPCOHATBHBIX JTaHHBIX,
00s13aHBI HE pa3riiallaTh MePCOHATBLHBIC TaHHBIC PAOOTHHKOB.

9.3. Kpome wMep 3amuThl TEPCOHATBHBIX JIAHHBIX, YCTAHOBJICHHBIX 3aKOHOJATEIBCTBOM,
pa60TOJIaTeJ'H/I, pa6OTHI/IKI/I n ux HpeI{CTaBI/ITeHH MOFYT BI)Ipa6aTBIBaTB COBMCCTHBIC MepI)I 3allIUThI
HepCOHaJ'H)HI)IX JTAaHHBIX pa6OTHI/IKOB.



10. IIpaBa u 00si3aHHOCTH Pa0OTHHUKA.

10.1. PaGOTHHKHM JOJKHBI OBITH O3HAKOMJICHBI IO/ PACHUCKY C JOKYMEHTaMU OpraHU3alliH,
yCTaHABJIMBAIOIIMMH MOPSIOK 00PaOOTKHU NMEPCOHATBHBIX TaHHBIX pAOOTHHUKOB, a TAKXKe 00 WX IpaBax
1 00513aHHOCTSIX B 3TOM 001acTu.

10.2. B mensx 3amuThl NEPCOHAIBHBIX JaHHBIX, XPAaHAIIUXCS Y paboTonaress, pabOTHUK HMeeT
IIpaBo:

- TpeOOBaTh UCKIIFOUCHHS I UCTIPABJICHUS] HEBEPHBIX WJIM HETIOJIHBIX JIaHHBIX;

- MOJIy4aTh CBOOOIHBIN OECIUIaTHBIN JOCTYIl K CBOMM NEPCOHAIBHBIM JIAaHHBIM, BKJIIOYasi PaBO HA
MOJIyYeHUE KOMUM 000 3aITUCH, COJIeprKalllel TepCOHANIbHBIC JaHHBIC,

- IIEpCOHAJbHBIE JaHHbIE OLIEHOYHOI'O XapakTepa [OMOJHMUTH 3asiBICHHUEM, COJEpPKAIlUM €ro
COOCTBEHHYIO TOUKY 3pEHUS;

- ONpeAEIATh CBOMX MPEACTaBUTENCH JUIs 3allUThl CBOMX MEPCOHAIBHBIX JITAaHHBIX;

- Ha COXpaHEHHUE U 3aLIUTY CBOCH JTMYHON KU3HU U CEMEIHOMN TalHBI.

10.3. PaGotHuk 00s3aH nepeaaBars KoieIky KOMIIJIEKC JOCTOBEPHBIX, TOKYMEHTHPOBAHHBIX
NIEPCOHAIBHBIX JIAaHHBIX, COCTaB KOTOpbIX YycTaHoOBieH TpynoBeiM Koxmekcom P®, a Takxke
CBOEBPEMEHHO cO001IaTh 00 N3MEHEHUAX CBOMX MEPCOHANBHBIX JaHHBIX.

10.4. PaboTHukM cTaBaT Kosieax B U3BECTHOCTh 00 U3MEHEHUH (paMuIInu, UMEHH, OTYECTBA, JaTh
POXJIEHUS, YTO INOJY4aeT OTPaXEHHE B TPYNOBOM KHM)KKE HA OCHOBAHUHU IIPEACTaBIEHHBIX
nokymMeHTOB. IIpu HeoOXOoIMMOCTHM H3MEHSIOTCS JaHHble 00 oOpa3zoBaHuM, mnpodeccun,
CIELUAIbHOCTH, IPUCBOEHUH HOBOT'O pa3psijia U Ip.

11. OTBeTCTBEHHOCTD 32 pa3rjanieHue KoOH(puaeHuHaabHOH nHGopMaIum, CBA3AHHOI ¢
NePCOHAJIbHBIMM TAHHBIMH.

11.1. PykoBoauTenp, pa3pelIalonifil J0CTyll COTPYAHUKAa K KOH(PHICHIMAIBHOMY JOKYMEHTY,
HECET MEPCOHAIbHYIO OTBETCTBEHHOCTD 3a JAHHOE pa3pelICHHUE.

11.2. Kaxnaplif COTpyAHUK OpraHu3allM, MOJYYAlOMi Uit paboThl KOH(HIEHIMATIbHbIHI
JOKYMEHT, HECEeT €IMHOIMYHYIO OTBETCTBEHHOCTD 33 COXPAHHOCTh HOCUTENS M KOH(PHUIEHIIMAIBHOCTD
nH(pOpMaLINH.

11.3. Jluna, BUHOBHbBIE B HAPYLIEHUU HOPM, PETYIHPYIOLINX MOJydeHHe, 00pabOTKy M 3alluTy
MEPCOHANBHBIX JaHHBIX PaOOTHUKA, HECYT JUCIHUIUIMHAPHYIO, aJMUHUCTPATHUBHYIO, IPa’kJaHCKO-
MIPaBOBYIO MJIM YTOJIOBHYIO OTBETCTBEHHOCTb B COOTBETCTBUH C (efiepanbHbIMU 3aKOHAMHU.
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