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1. O01ue MoJI0KEeHUSA

Hacrosimee Ilomoxenue pa3paboTaHO B COOTBETCTBHM CO CT. 24
Konctutynuu P® ot 12.12.1993r. (¢ u3MEHEHUAMHU H JIOMOJTHEHUSAMHM),
['paxxnanckum kogekcom P® ot 26.01.1996r. No 14-®3 (c u3MEHEHUSIMHU U
nonoysiHeHusiMu), TpymoBeiM  Kogekcom ot 30.12.2001r. Ne  197-@3,
dbenepanpubiMu  3akoHamMu OT 27.07.2006T. No 149-®d3 «OO6 wunHbopmaluu,
MH(POPMAITMOHHBIX TEXHOJIOTHSX M O 3amuTe uHpopmarum», ot 27.07.2006r. No
152-®3 «O nepcoHaIbHBIX TAHHBIX).

Hacrosmee Ilonoxenue pacnpocCTpaHsieTcss Ha BCEX COTPYIHUKOB, U BCE
PabOTHUKH JOJKHBI OBITh O3HAKOMJICHBI ¢ 3TUM [lo105k€HHEM 110/ POCTIHC.

1.1. TlepconanpHble naHHBIE pabOTHUKA — uH(OpMaIUi, HEOOXOoaUMas
paboToaaTento B CBSI3U C YCTAaHOBJICHHEM TPY/IOBBIX OTHOIICHWN W KACAIOIIAsCS
KOHKpeTHOro paboTHuka. OHHM BKIIOYAIOT B ceOs: OIMO3HABATENIbHBIC JTaHHBIC
(OO, nmara m MecTto pOXIEHUs, TpyaoBas Ouorpadus paboTHHKA, (HAKTHI
Oouorpadguu); JHMYHBIE XapaKTEPUCTUKH paOOTHUKA (TPa)KJAaHCTBO, HAIUYUE
HAy4YHBIX TPYAOB, M300peTEHUN U T.1.); CBEACHUS O CEMEHHOM IOJIOKECHUMU;
COCTaBE CEMbH; COIMAIHLHOM TOJIOKEHUH; CIY)KEOHOM TOJIO)KCHUH; HABBIKAX; O
¢bunancoBoM mnojoxkeHuu. K mpegoctaBiasieMblM TEPCOHAIBHBIM  JaHHBIM
paboTHUKa OTHOCUTCS HHGOpMAIUs, COAEp)KAIlasCsi B TPYAOBOM KHUXKKE, B
CTPaxOBOM CBHJIETEJILCTBE TOCYJAPCTBEHHOTO IEHCMOHHOTO CTPaXOBaHMS;
uHpopmanuss 00 oOpa3oBaHMM, KBaTM(UKAIUU; HHPOPMaLUsS MEAUIIMHCKOTO
xapakTepa, wuWHpOpManusg B JAOKYMEHTaX BOMHCKOTO YydeTa HW B JPYTrHX
JIOKYMEHTaX, KOTOPbIE COJIEpkKaT JJaHHbIe, HEOOXOAUMBIE PA00OTOIATEIIO B CBA3U C
TPYJOBBIMU OTHOIICHUSIMHU.

1.2. OOpaboTka MEpPCOHAIBHBIX JaHHBIX PaOOTHUKA OCYIIECTBIISIETCS B
Heasx obOecrnedeHusi COONIOACHUS 3aKOHOB W JIPYTUX HOPMATHBHO-TIPABOBBIX
aKTOB.

1.3. PaGoTonarens BrpaBe MpoBepsITH MEPCOHANbHBIC TAHHBIE PAOOTHUKOB C
1eb0 (HOPMUPOBAHMS KAJPOBOTO PE3EPBa.

1.4. Ilpu npueme Ha pabOTy, 3aKIIOUYEHUU TPYAOBOTO JIOTOBOPA,
3alOJIHCHUM AHKETHBIX JIaHHBIX paldoTo/aTelib HE HMMEET MpaBO IMOJydaTh U
00001maTh HHOOPMAITUIO O PEIUTUO3HBIX, TMOJUTHYECKUX U JIPYTUX YOEKICHUSIX
paboTHHKA.

1.5. Bce nepconanbHble 1aHHbBIE paOOTHUKA pabOTOAATENb MOIyYaeT TOIBKO
OT HETO CaMOro.

1.6. PaGoTomarens moiy4aeT M 0OpabaThIBacT JaHHBIE O YAaCTHOW KU3HH
pabOTHHKA TOJBKO C €r0 MUCbMEHHOTO COTJIACHS.

1.7. PaGotonmarens cooOmaer pabOTHUKY UEIH, MPEANOI0KUTEIbHbIE
UCTOYHUKH,  CIOCOObI  MOJYYEHUs  TEPCOHAJIBHBIX  JAHHBIX,  XapakTep
NEPCOHANIbHBIX JaHHBIX M MOCJEICTBHUS OTKa3a padOTHHKA J1aTh NHCbMEHHOE
corjacue Ha uX MoJIy4eHue.

1.8. Tlomydats mepcoHaNbHBIC AaHHBIE PAOOTHUKOB HA OCHOBAaHWUU 3aKOHA
MOTYT: HajoroBble opranbl, Ilencuonnsnii ¢oug PO, DoHnx commaibHOTO
crpaxoBanusas P®, @enepanbHas  uHcnekuus — Tpyaa. Mcmosbs3oBaHue




MIEPCOHAIILHBIX JTAHHBIX PAOOTHUKA JOIMMYCTUMO TOJIHBKO B COOTBETCTBHH C IIEIISIMH,
ONpeNeIuBIIMMU UX modydeHue. llepenaya mepcoHaabHBIX AaHHBIX PaOOTHUKA
BO3MOXKHA TOJIBKO C corjlacusi pabOTHHKA, €CId HWHOE HE MPEeAyCMOTPEHO
3aKOHOJIaTEJILCTBOM.

1.9. PaGoTtonmarens uMeeT mpaBo coOMpaTh MEPCOHAIBHYIO HH(OpMAIIHIO,
CoJlepKalllyocsi B JOKYMEHTAX, MPEIOCTaBICHHBIX PAOOTHUKOM IpU MpUEME Ha
paborty.

1.10. PaGoTonarens MpoOU3BOAUT pacueT U BHIILJIATY HAJIOTOB 32 pabOTHHUKA
nyTeM yAep)KaHusd WX W3 3apa00THOW TUIaThl, paboOTOJaTENlb WMEET TIPaBO
cobupate mnpemycmorpennbie  HamoroBeim  Kogekcom P®  cBemenuss o
HaJIOTOIJIATEIbIIUKE.

1.11. Manuoe I[TonoxxeHue npeaoTBpaniaeT HECAHKIIMOHUPOBAHHBIN JOCTYII
K MH(pOpMAaIUM, €€ MPOTHUBOIPABHOE KOMHUPOBAHUE, MCKAKEHUE, HCIIOIh30BaHUE
peIHAMEPEHHOT O pacnpocTpaHeHus HEJIOCTOBEPHOI nH(popmaruu,
WCIIOJIb30BaHNE MHPOPMAITUU B MIPECTYITHBIX U KOPHICTHBIX IETISX.

2. Ilopsaaok XxpaHeHHUsA, HCTIOJIb30BAHUA U Nepeaayn MepCcoOHATbHbIX
JAHHBIX pa0OTHUKA

XpaHeHue NepcoHaIbHBIX JAHHBIX JOJDKHO HUCKIIOYATh UX YTpaTy WIH UX
HEIMPaBUIbHOE UCIOJIb30BAHHUE.

2.1. Xpanenue, Bbl1aua TPYIOBBIX KHIKEK (AyOIMKaThl TPYAOBBIX KHIKEK);
XpaHEHHE JIMYHBIX Je1 paOOTHUKOB U HHBIX JOKYMEHTOB, OTPaKAIOIIMX
NEpPCOHAJIbHBIE  JITaHHble  pa0OTHHMKA, BO3JIAralOTCd Ha  PYKOBOAMUTEI,
JIEJIONPOU3BOAUTENST U PAOOTHUKOB OyXrajiTepuu (CHUCOK JIMI YTBEP:KIAeTCst
npuka3om no MAOJOIIO JIYL).

2.2. TIlepcoHayibHbIE [daHHBIE PAOOTHUKOB BMECT€ C HEOOXOIUMBIMU
JOKyMEHTaMU OCTaloTcs y palboTomarenss WM JIMLA, OTBETCTBEHHOIO 32
odopMIIeHHE TpUEeMa U XPaHCHUSI TUIHBIX JIeTT COTPYIHUKOB. [lopsaok xpaHeHUs
TPYJOBBIX KHIKEK yCTaHOBJIeH MHCTpYyKIMe 1o 3aM0JIHEHUIO TPYAOBBIX KHUKEK.

2.3. PaGotomatennr oOecrieyuBaeT XpaHEHUE NEPBUYHBIX JOKYMEHTOB,
CBSI3aHHBIX C 00PaOOTKON JOKYMEHTAIIUU 110 YUETY TPY/a, KaJpoB U OIUIaThl TPyJa
B opranuzanuu. B Oyxranrepuu XpaHATcs AOKYMEHTHI MO YYETy UCIOJIb30BaHUS
pabouero BpeMEeHU U PacyeToB C MEPCOHAIIOM TI0 OIUIaTe TPY/a.

2.4. Ilpu mnepenaye NEPCOHANBHBIX JaHHBIX pa0OTHHKA pabOTOAATENb
JOJKEH cOOJI0IaTh CeayIolue TPEOOBAHMUS:

2.4.1. He cooOuiaTh MEepCOHANIbHbIC JaHHBIE PAOOTHHKA TPEThEl CTOPOHE
0e3 MHCHbMEHHOTO corjacus pabOOTHUKA, 32 MCKIIOYCHHEM CIy4aeB, KOTJa 3TO
HEOOXOMMO B LIEJSAX MPEeAyNpeKACHUS YTPO3bl )KU3HHU U 30POBbIO pabOTHHKA, a
TaK)Ke B CIIy4asx, yCTAHOBJIEHHBIX (efepaibHbIM 3aKOHOM;

2.4.2. He coo0IaTh MEepCOHANBHBIE JAaHHbIE PaOOTHHKAa B KOMMEPUYECKHX
Hessix 6e3 ero MUCbMEHHOTO COTJIacHsl.

2.43. llpenynpenutb Jul, TMOJYyYalOUMX MEPCOHAJIbHBIE JIaHHbIE
pabOTHHKA, O TOM, YTO 3TU JJAHHBIE MOTYT ObITh UCIIOJIb30BAHbI JUIIb B LENSIX, IS
KOTOPBIX OHHM COOOILIEHBI, U TPeOOBATh OT ATUX JIUIL MOJTBEPKACHHS TOTO, UTO ITO



OpaBwiIo coOMoAeHo. Jluia, moiyyarone NepcoHalbHbIE JaHHbIE pa0OTHUKA,
00s13aHBl  COOJIIOAATh PEXKHUM CEKPETHOCTH (KOH(MUICHIMAIBHOCTH). JlaHHOE
MOJIOXKEHUE HE paclpoOCTpaHseTcss Ha OOMEH MepCOHAIbHBIMUA JAHHBIMU
PabOTHHUKOB B MOPAJIKE, YCTAHOBJICHHOM (peliepanbHbIMU 3aKOHAMU;

2.4.4. Paspemiath JOCTYNl K NMEPCOHAIBHBIM JIaHHBIM PAOOTHUKOB TOJIBKO
CIIELMAIBHO YIIOJHOMOYEHHBIM JIMLAM, [IPY 3TOM YKA3aHHBIC JIMLA JT0JKHBI UMETh
MpaBO TOJy4YaTh TOJBKO TE€ IIepCOHAIbHBIE JaHHbIE pPaOOTHUKA, KOTOPHIC
HEOOXOMMBI TS BBIMTOJTHEHUS! KOHKPETHBIX (DYHKITHIA;

2.4.5. IlepenaBaTh meEpCOHANBLHBIC JaHHbIE PAOOTHUKA TMPEACTABUTEISIM
paOoTHUKOB B Tmopsnke, yctaHoBieHHoM TK P®, u orpanuumBath 3Ty
UHMOPMAITUIO TOJIBKO TEMH TMEPCOHAIBHBIMU JaHHBIMH pPaOOTHHKA, KOTOpPHIC
HEO0OXOMMBI TSI BBIMTOJTHEHUS YKA3aHHBIMU MTPEACTABUTEISIMU MX (DYHKITHIA.

2.5. Tlepemaua mepCOHANBHBIX JIAHHBIX pa0OTHHKA B  TIpeaesax
OpraHU3ALNH:

2.5.1. PaboromaTens mnpemocTaBiseT WH(DOPMAIMI0O M HWHBIC CBEICHUS,
HEOOXOJMMbIC JJIsi TPOBEPKH MPABWIBHOCTH MCUMCIICHHS W YIUIAThl HAJIOTOB,
00s13aTeNIbHBIX TJIATEXKEW B TOCYAAPCTBEHHYIO OIOJKETHYIO CHUCTEMY; JOKYMEHTBI
0 IUIaTEeKECIOCOOHOCTU; CBEACHUS O YHCIEHHOCTH, COCTaBe padOTAIOIIMX,
3apa0OTHOM IIaTe€ W YCJIOBHUAX TPYyAa, O HAIUYMU CBOOOJHBIX pabOYUX MECT;
JOKyMEHTBhl 00 OIUIaTe HaJOroB MO TPeOOBAaHUIO OPraHOB BJIACTH YIPABJICHMS,
MPABOOXPAHUTENBHBIX OPTaHOB, FOPUAUYECKUX JIUII, UMEIOLIMX Ha 3TO MPABO.

2.5.2. TIlpenmocraBnsiemass wuHMOpMAIUs MOXKET OBbITh YCTHOM WM
NMACbMEHHOM, BO BTOPOM CIly4a€ — 3aBE€pPEHa I[I€YaTbl0 U MOJANKUCIMU
ONPEICIICHHBIX JIUII.

3. O0s13aHHOCTH padoToAaTe IS M0 XPAHEHHUIO M 3ALIUTE NMEPCOHAIbHBIX
JAHHBIX PA00THUKA

3.1. Paboromarenr oOecreynBaeT 3alUTy MEPCOHAIBHBIX JaHHBIX
paboTHUKAa OT HEMPaBOMEPHOTO WX HCIOJIB30BAHUS WJIM YTpaThl 3a CYET
COOCTBEHHBIX CPEJICTB B MOPSAKE, YCTAHOBICHHOM (heepanbHbIM 3aKOHOM.

3.2. PabGoronmarenb 3HaKOMHUT paOOTHHKA IOJ] POCHOUCH CO BCEMH
BHYTPEHHUMHU JIOKYMEHTaMHM, KacCalOLUMUCS TMOopsiaka 00paboTku, mepenadu
NEPCOHAIBHBIX JaHHBIX PAOOTHUKOB, O IIPaBaX U 00S3aHHOCTSIX B 3TON 00JIACTH.

3.3. PabGoromatenp oOecmednBaeT IOCTYH K TICPCOHAIBHBIM JTaHHBIM
pabOTHUKA TOJBKO YITOJIHOMOUYEHHBIM JIHIIAM.

3.4. PykoBoautens 3akpersieT B [Ipukase mo YupexaeHuto pacupeaeieHne
00s13aHHOCTEH M0 00pPaOOTKE MEPCOHATBHBIX JTAHHBIX.

3.5. 3ampemaerca oOpaboTka HH(pOPMAIMM B TPUCYTCTBUU HHBIX JIHII,
KpOME HMEIOIIUX TMpaBO JOCTyla K TIEPCOHAIBHBIM JaHHBIM paOOTHHUKA.
PykoBonuTenb XpaHUT NOKYMEHTHI (TPYJIOBbIE KHUKKHU B ceiipe); peKoMeHyeTcs
npu 00pabOTKE JAHHBIX C MOMOIIBI0O KOMIIbIOTEpA 3aKpbIBAaTh MapojeM ¢ailibl,
MMEIOIIUE MIEPCOHATIbHBIC JaHHbIE.



4. TlpaBa pa0OTHMKOB Ha 3a1IMTY NEPCOHAJTbHBIX JAHHbBIX

4.1. Cornacno c1.89 TK P® paGoTHUKHM UMEIOT MPaBO Ha:

4.1.1. Ionnyo uHpopmanuio 00 WX MEPCOHAIBHBIX JAHHBIX U 00paboTKe
ATUX JAHHBIX;

4.1.2. CBoOoaHbBIN OecIIaTHBIN JOCTYH K CBOMM IEPCOHAIBHBIM JaHHBIM,
BKJIIOYAs MPABO Ha MOJyYeHUE KOMMH JTH000H 3amucH, CoieprKalllei mepCoHaIbHbIC
JlaHHBIE PAOOTHHKA, 32 UCKIIOUCHHEM CIIy4yaeB, MPEyCMOTPEHHBIX (peepaibHbIM
3aKOHOM;

4.1.3. OmnpeneneHre CBOMX MOPEACTABUTENEH IS 3alIUTBl  CBOUX
MEePCOHATIBHBIX JIAHHBIX;

4.1.4. JlocTynl K OTHOCSIIMMCS K HUM MEIMIIMHCKAM JIAHHBIM C ITOMOIIbIO
MEUITUHCKOTO CIIEIUAIIMCTA TI0 UX BBIOOPY;

4.1.5. TpeboBanue 00 HCKIIOYEHWW WJIA HMCIPABICHHUH HEBEPHBIX WIH
HETOJIHBIX TEePCOHAIBHBIX JaHHBIX, a TakXKe JaHHBIX, OOpabOTaHHBIX C
HapymenueM TpeboBanuii TK P®. Ilpu oTkaze paboromaTens HCKIIOYHUTH HIIH
UCIIPaBUTh TEPCOHAIBHBIC JaHHbIE PAOOTHMKA OH HMEET MPaBO 3asBUTh B
MUCbMEHHON (hopMe paboTOoAaTEeNI0 O CBOEM HECOTJACHMU C COOTBETCTBYIOIIUM
o0oCHOBaHMEM Takoro Hecoriacus. llepcoHanbHble aHHBIE OIIEHOYHOTO
XapakTepa paOOTHUK HMMEET IMPaBO JOMOJHUTH 3asBJICHUEM, BbIPAXKAIOIIUM €ro
COOCTBEHHYIO TOUKY 3PEHHUS;

4.1.6. TpeboBanue 00 H3BEHICHUWU pPabOTOJATENIEM BCEX JIMI], KOTOPHIM
paHHee ObUIM COOOIICHBl HEBEPHBIC WJIM HEMOJIHBbIC TEPCOHAJIBHBIC JTaHHBIC
paboTHUKA, 000 BCEX MPOU3BEIICHHBIX B HUX HCKIIOUEHUSIX, UCIPABICHUSX WU
JIOTIOJTHCHUSIX;;

4.1.7. PaGOTHUKH NOKHBI OBITH O3HAKOMJICHBI MO/ POCIUCH C HACTOSIIIUM
[TonoxxenneM. C 3TOI LENBIO B YUPEXKACHUU OpraHusyercsa M Benercs JKypHan
O3HAKOMJIEHUSI paOOTHUKOB ¢ HacTosumM [lonoxeHuem.

4.1.8. OOxamoBaHue B CyA JIOOBIX HEMPABOMEPHBIX JEUCTBUM WM
0e3neiicTBUs paboToaaresnis Mpu oOpabOTKe U 3allUTE €ro MePCOHANbHBIX TaHHbIX.

5. OTBeTCTBEHHOCTH Pad0oTOAATEIISI M JIMII, OCYIECTBJISAIOIINX PadoTy ¢
NEePCOHAIbHBIMH JAHHBIMH

5.1. PaGotHuk 00s3aH: - 3HaTh [lepeueHp cBepeHM KOH(DUICHIIMAIBHOTO
xapakrepa B MAO/IOIIO JIVII.

- XpaHUTh B TailHE W3BECTHBIE €My KOH(HUACHLIUAIbHBIE CBEICHUS,
uH(POPMHUPOBATh PYKOBOAMUTENS O (akTax HapyILICHHUS MOpsAAKa OOpaieHus ¢
KOH(QUICHIMATFHBIMA CBEJICHUSIMU, O CTaBIIUX €MY H3BECTHBIM IOMBITKaX
HECaHKIMOHUPOBAHHOTO JOCTYIa K HH()OpMAIINH;

- coOJroAaTh TpaBWia IMOJB30BAHUS JOKYMEHTAaMH, MOPSIOK MX y4eTra |
XpaHeHus, oOecmeyuBaTh B IIpolriecce paboOThl COXPAHHOCTh HWHOOpPMAIINH,
COJIEpIKaIIeCs B HUX OT TTOCTOPOHHHMX JIUIL;

- 3HAKOMHTHCS TOJBKO C TEMHU CIIY)KEOHBIMH TOKYMEHTaMH, K KOTOPBHIM
MOJTyY€H JAOCTYII B CUITY UCTIOJTHEHHSI CBOUX CITY>KEOHBIX 00513aHHOCTEH.



5.2 Jluna, BUHOBHBIE B HApYUIEHUH HOPM, PETYIUPYIONIUX MOJyYEHUE,
00pabOTKy ¥  3allUTy  NEPCOHANBHBIX  JAHHBIX  PAOOTHUKA,  HECYT
JVCLHUIUIMHAPHYIO, aJIMUHUCTPATUBHYIO, IPaXKIaHCKO-IIPABOBYIO WJIA YTOJOBHYIO
OTBETCTBEHHOCTH B COOTBETCTBUU C (peiepaTbHBIMU 3aKOHAMH.

5.3. K coTpynHuKy, OTBETCTBEHHOMY 3a XpaHECHUE IE€PCOHAIBHOMN
uHpopmanuu  pabOTHUKOB, paboTOJaTedh BIPaBE MNPUMEHUTh OJHO W3
JVCHUIUIMHAPHBIX B3bICKaHUM, NpeaycMoTpeHHbIX cT. 192 TK P®, a umeHHO:
3aMe4yaHue, BBITOBOP, YyBOJbHEHHE. K IHCHUIIIMHAPHON OTBETCTBEHHOCTHU
MIPUBJICKAIOTCSI TOJIBKO T€ PaOOTHUKH, KOTOPHIE MO YCIOBUSIM CBOUX TPYIOBBIX
JIOTOBOPOB 00s13aHBI COOIOIATh MTpaBuiia paboThl C IEPCOHATBLHBIMU JTAHHBIMH.

5.4. PabGoromarens BIpaBe pacTOPTHYTH TPYAOBOM JOTOBOpP TO CBOEH
VHHUIMATUBE IIPU PA3IJIAlICHUU OXPAaHAEMOM 3aKOHOM TaWHbI, CTABIIEN U3BECTHOU
PabOTHHKY B CBSI3U C UCIIOJTHEHUEM UM TPYIOBBIX OOSI3aHHOCTEH.
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