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1. O0mue moaoxkeHudA

1. Hacrosimee TTonoxenne pazpaboTano B cooTBeTCTBHH O cT.24 ¢ Koncruryuueii PO
or 12.12.1993r. (¢ W3MEHEHUSMH W JIONONHEHWsMHU), ['paxnaanckum koxekcom PO ot
26.01.1996r. Nel4-®3 (¢ U3MEHEHHMSIMH W AONOJHEHUsIMH), TpyloBeiM Komekcom P® ot
30.12.2001r. No 197-®3, ®denepanbhbivm 3akoHoM PO «O6 uHpopmannu, WHOOPMALHOHHBIX
TEXHONOTHAX M 0 3ammTe undopmarmmy Ne 149-03 ot 27.07.2006r., DenepanabHbIM 3a8KOHOM
P® «O nepcoHanbHbIX JlaHHbIX» Ne 152-@3 ot 27.07.2006r.

Hacrosiee 1moJio)xeHHe pacmpoCTpaHsSeTcss Ha BCEX COTPYAHMKOB, W BCE COTPYIHHKH
JIOJDKHBI OBITH O3HAKOMJIEHBI ¢ 3THM [10I0KEHMEM IO POCITUCE.

1.1. Tlepconanpuple JapHble paboTHHKA — HHpOpMaNUs, HeoOxonumas paboToIaTeNO B
CBSI3M C YCTAHOBJICHMEM TPYIOBBIX OTHOIICHUM M Kacaromascs KOHKpeTHoro paboTauka. OHu
BKJIIOYAIOT B ce0si NaHHble, HEOOXOUMBIC Pab0TO/1aTENIO B CBA3H C TPYIOBLIMHM OTHOLICHHMIMHU,

® aHKETa,

e apTOOHOTpadus;
CBE/ICHUSA— M KONUH JIOKYMEHTOB 00 00pa3oBaHUN;
CBEACHHUS O TPYJIOBOM M OOIIEM CTaXKE;
CBENEHHS O MPE/IBIIYIIEM MecTe PabOThL;
CBEICHHS O COCTABE CEMBH;
NacropTHBIE JTAHHBIE,
CBEAECHUSI O BOWHCKOM YYeTe;
CBEICHUS 0 3apaboTHOH MaTe cOTpPyIHHKA;
CBEJICHUS O COIMANTBHEIX JIBIOTAX;
® CIENUAIILHOCTD;
e 3aHuUMaeMas A0JDKHOCTB;
® HaIW4HE CyTUMOCTEH;
ajZipec MecTa JKUTENbCTBA;

e JIOMAIIHUHN TenedoH;

e MecTO paboThl MK yueObl YIEHOB CEMbU U POACTBCHHHKOB;

®  COJEp)KaHUe TPYIOBOIO JOrOBOPA;

e COJepXKaHHE JIeK/Iapaluy, H04aBaeMON B HAIOTOBYIO HHCIICKIIMIO,
® TO/UIMHHUKH U KOIHMH IPUKA30B IO JTHUHOMY COCTaBY;

e JIMYHBIE Jea U TPYAOBbIE KHUKKYA COTPY/THUKOB;

]

OCHOBAHHJ K IIpUKa3aM 1o JUIHOMY COCTABY,

Jej1a, coacpKaliue MaTCprualbl 1o NOBBIICHUIO KBELHI/I(bI/IKaLII/II/I H NIEepCoJArOTOBKE
COTPYAHUKORB, UX aTTeCTalllH, CHy>K€6HbIM pacclicI0BaAHHUAM

® KONHH OTUCTOB, HAIPABJIHIEMbIC B Opratbl CTAaTUCTHKH,
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®  pe3yabTaThl MEIUIIMHCKOrO 00CIeI0BaHYS Ha [IpeIMET [OHOCTH K OCYILIECTBICHUIO

TPYAOBBIX 00s3aHHOCTEH.

1.2. O6paboTka TepCOHATBHBIX JIAHHBIX pabOTHHKA OCYUIECTBISIETCS B 1ICJISIX
obecrieueHus cOOJIIOICHHUS 3aKOHOB U JPYTrMX HOPMATUBHO-IIPABOBBIX aKTOB.

1.3. Paboronareir BIpaBe HPOBEPSTH NEPCOHATIBHBIE JIaHHbIE PAa0OTHHUKOB C LEJIBIO
(opMUpPOBaHUS KaJ[pOBOTO pe3epBa.

1.4. [1pu npueme Ha paboTy, 3aKIFOUEHUHN TPYJO0BOIO AOrOBOpA, 3alIOJHEHUH AHKCTHBIX
JAHHBIX paboToj1aTe b HE MMEET MpaBo Moiay4darsk ¥ 06001aTe MHGOPMALUIO O PEIMTHO3HBIX,
HOJUTUYCCKUX H APYIUX YOXKIECHHUSIX paOOTHHKA.

1.5. Bee mepcoHaibHBIC JaHHbIE pabOTHHKA pabOTOMATENb MOJYy4aeT TOJBKO OT HEro
camoro.

1.6. PaboTtogarens nmomydaeT u oOpabarhiBaeT JAHHBIE O YaCTHOW JKHU3HM pabOTHHKA
TOJILKO € €I'0 IMCbMEHHOT'0 COTJIacusl.

1.7. PabGoronarens cooOmaer pabOTHUKY HENH, NPEAIOJIONKUTENBHBIC HCTOYHUKH,
CITOCOOBI MOJIYYEHYS! TEPCOHATBHBIX TaHHBIX, XapaKTep [IEPCOHAIBHBIX JAHHBIX U IOCIEICTBUSL
0TKa3a pabOTHHUKA JIaTh MHICEMECHHOE COTIacKe Ha UX MOJIyYCHHE.

1.8. TlosiydaTh mnepcoHaNbHBIC JaHHbIE pPAaOOTHHKOB HA OCHOBAHWUU 33KOHA MOTYT:
HajloroBele oprasbl, llencuonnslit ¢oun PO, @onx coumaneHOro crpaxosanus PO,
DenepanbHas MHCHEKIMs Tpyjaa. Vcnonp3oBaHMe MNEPCOHANBHBIX JIAHHBIX  pabOTHHKA
JIOMYCTHMO TOJBKO B COOTBETCTBHH C LEISMH, OIPENC/IUBIIMMHM MX IoaydeHue. llepenaua
MEPCOHANBHBIX JIAHHBIX PaOOTHHKA BO3MOKHA TOJBKO C coryiacus pabOTHUKA, €ClIM MHOEe He
IPEAYCMOTPEHO 3aKOHOAATEICTBOM.

1.9. Paborojaren, HMeeT TpaBo  cOOMpaTh  [EPCOHAIBHYIO  MHQOpMAIUIO,
COJIEPIKAIIYIOCS B JIOKYMEHTAX, IPEIOCTABICHHBIX pPAOOTHUKOM NP IIPUEME Ha padoTy.

1.10. PabGoronmaTenpr NPOM3BOAUT pacueT M BBILIATY HAJIOrOB 3a PaOOTHHKA IyTEM
yaAepKaHus WX U3 3apaboTHOH 11aThl, paboTonaTeNnb UMEET IIPaBo COOMPATh MPEAYCMOTPEHHbIE
HanoroseiM Konexcom PO cBeieHUs1 0 HAIOTOILIATEBITHKE.

1.11. Jannoe  IlogoskeHHue  mpejlOTBpalllaeT  HECAHKUMOHHMPOBAHHBIM  JOCTYN K
uHpOpMaIMK, €€  MPOTHUBONPABHOE  KONUPOBAaHHE,  HCKAXKCHHUE,  HMCIOIL30BAHHE
[peIHAMEPEHHOrO  PACIpPOCTPAHEHHS  HENOCTOBEPHOM  MH(MOpMALUHM,  HCIIOJIL30BaHHE
MH(OOPMAIMH B MPECTYITHBIX U KOPBICTHBIX LEJISIX.

2. Tlopsiaok XpaHeHHSs, HCNOJIL30BAHAS H MepeJavyn ePCOHAJbLHBIX NAHHBIX
padoTHHKA

XpaHeHre MEePCOHANLHBIX JIAHHBIX MOJKHO HCKIOYaTh WX YTpary WM UX HENPaBHIBHOE
UCTIONTb30BAHUE.

2.1. XpaHenue, BbiZiada TPYJAOBBIX KHUKEK (MyOsMKaThl TPYIOBBIX KHUXKEK); XpPaHEHHE
JAMYHBIX JeJ1  pa0OTHUKOB W HWHBIX JOKYMEHTOB, OTPaKalolUX I[€PCOHANLHEIE JaHHBIC
pabOTHHKA, BO3IAraloTCs Ha PYyKOBOAUTEIIS, NCTONPOU3BOAUTENS H PabOTHHKOB OyXrajiTepHu
(CTIMCOK JIMIL YTBEPXKAAETCS TIPHKA30M 110 LIKOJIE).

2.2. TlepcoHanbHble JaHHbIC Pa0OTHUKOB BMECTE C HEOOXOIMMBIMH JOKYMEHTAMH
ocTaroTcest 'y paboTojaTesss WM JiMUa, OTBETCTBEHHOTO 3a O0(QOpMIICHME IIPHEMA W XPAHCHUS
JIMYHBIX A€ COTPYAHUKOB. [Topsiox XpaHEHUs! TPYUOBLIX KHIIKEK ycTaHOBIeH MHCTpyKumen
110 3aT0JTHEHUIO TPYAOBBIX KHIUKEK.

2.3. Paboromartens obOecreunBaeT XpaHCHUE IEPBUYHBIX JIOKYMEHTOB, CBI3aHHBIX C
00paBoTKOM JOKYMEHTAIIMK 0 YYETy TpYyJa, KaApoB U OINIAThl Tpyda B OpraHusanuu. B
OyXrajaTepuy XpaHATcs JOKYMEHTHI IO yYeTy HCHO/Ib30BaHHA Paboyero BpeMEHH U PacyeToB ¢
IICPCOHATIOM I10 OTUIaTe TPyAa.

2.4, Ilpu nmnepemade TEpCOHANBHBIX JaHHBIX paboTHUKA paboOTO/ATENb  JOJIKEH
co0moIaTh cleayoime TpeOOBaHuS:

2.4.1. He coofmaTe NepcOHANbHbIE JaHHbC paOOTHHKA TpeTheH CcTOpoHe 0Oe3
MUCBMEHHOTO coryiacus pabOTHHKE, 38 HCKIIFOUCHHEM CITydaeB, KOIJa dTO HEOOXO/MMO B LENAX
[IPEAYIPEHKICHUS YIPO3BI XKU3HU U 3[10POBBIO PabOTHHKA, @ TAKXKE B CIIy4asX, YCTAHOBICHHBIX
denepabHBIM 3aKOHOM;



2.4.2. He coolumars rnepcoHaibHbie JaHHble paboTHUKA B KOMMEPYCCKUX LEXIX Oe3 ero
MUCHMEHHOI'O COTTIACHS.

2.4.3. Ilpeaynpe s JHIL, MOJYYalOUINX HePCOHAIBHBIE JaHHbIE PaOOTHHKE, O TOM, UTO
3TH JaHHBlE MOTYT OBbITh HCIONB3OBAHBI JIMIIG B LEJSX, JUII KOTOPBIX OHM COOOIIECHBI, H
TpeboBaTh OT 9THX JHMIl [OATBEPKACHUs TOro, 4YTO 3TO NpaBuio cobmozxexo. Jlnna,
10/1y4alOIMe TIEPCOHABHBIC JaHHble paboTHMKA, 00A3aHbl COGMONATE PEXUM CEKPETHOCTH
(koH(UACHIHANbHOCTH). JJaHHOE OJI0IKEHHE He PACIIPOCTPAHSETCs Ha OOMEH MEPCOHATBHBIME
JaHHBLIMK pabOTHUKOB B MTOPSIJIKE, YCTAHORIECHHOM (pefepajbHbIMU 3aKOHAMH;

2.4.4. Paspewmarh JOCTYN K ITEPCOHAIBHBIM HaHHLIM PabOTHHKOB TOJBKO CHEHHAIBHO
YIIOJIHOMOYEHHBIM JIHIIaM, TIPH 3TOM YKa3aHHbIE JIMI@ JO/DKHbI HMETh MPaBoO MOJydaTh TOJIBKO
Te MepPCOHANbHBIE MaHHBIC PabOTHUKA, KOTOpbIE HEOOXOIMMBI JUIS BBITOJHEHHS KOHKPETHBIX
G yHKINH;

2.4.5. TlepenaBaTh IepCOHANLHbIE NaHHBIE pabOTHHKA IPEACTABUTEISAM PAOOTHUKOB B
nopsake, yeradopnenHoM TK PO, u orpannymsath 3Ty HH(OpPMAIHMIO TOJBKO TEMH
IEPCOHAILHBIMH JIaHHBIMY PAaOOTHHKA, KOTOPBIE HEOOXOAMMBI [UIA BBINOJHEHUS YKa3aHHBIMU
NpeACTaBUTENSIMHU UX (DYHKIIHUH.

2.5. Ilepenaua nepcoHaJbHBIX JAHHBIX PAGOTHHKA B Mpeie/ax OpraHu3aluu:

2.5.1. PaGoTonarens npesocTaBiseT nHGOPMALUIO U UHBIE CBEAEHHS, HEOOXOUMBIC JUTS
[IpOBEPKH TNpPABAIBHOCTH MCYMCICHUS M YIUIaThl HANOroB, OOS3aTC/IBHBIX IIATe)KEH B
roCYJapCTBEHHYIO OMO/DKETHYIO CHCTEMY; JOKYMEHTBI O IUIATEKECTIOCOOHOCTH; CBEICHMS O
YHCIEHHOCTH, cocTape paborarol(ux, 3apabOoTHOH IUIATe K YCJIOBUSX Tpyaa, O HaJIM4UU
cBOGOAHBIX pabo4nX MeCT; JOKYMEHTBI 00 Orate HAJlOroB Mo TPeOOBAHHMIO OPraHOB BIACTH
VIIPABJICHHUS!, TIPABOOX PAHUTEIIBHBIX OPraHoB, FOPHANYECKUX JIUIL, HMEIOIIHX Ha 9TO MPaBo.

2.5.2. llpenocrapisiemast nedopMaInsg MOXKET ObITb YCTHOW UM IHCBMEHHOH, BO BTOPOM
cilydae — 3aBEpeHa [1e4aThio U MOAIMCAME ONPEACACHHBIX JIMLL.

3. O06s3anHOCTH padoToaaTes 0 XPAHCHUIO H 3AITHTE NEPCOHANBHBIX JAHHBIX
paboTHHKA

3.1. PaGotonmarens oOecrneurBacT 3allUTy MEPCOHAIBHBIX JAHHBIX paOdOTHUKA OT
HEIIPaBOMEPHOIO0 WX WCIONL30BAHUS MM YTPATHI 332 CUET COOCTBEHHALIX CPCICTB B MOPSIKE,
YCTaHOBJICHHOM (he/lepaibHbIM 3aKOHOM.

3.2. Paboromarens 3HAaKOMUT paOOTHHKA II0J POCHMCH CO BCEMHU BHYTPCHHUMU
JOKYMEHTAMH, KacalroUUMHUCS Topsika 00pabdOTKH, mepejiadil  NEPCOHANBHBIX  JaHHBIX
pabOTHUKOB, O IpaBax ¥ 00S3aHHOCTAX B DTOH 00JaCTH.

3.3. PaBoronarens ofeceunBaer A0CTYI K HePCOHAIBHBIM JIaHHBIM PaOOTHHKA TOJBKO
YIO0JTHOMOYEHHBIM JINLAM.

3.4. PykoBomuTens 3akperuisier B llpukaze mo VYUpeK/ICHHIO pacipejie/ieHue
obs3aHHOCTeH 110 06padoTKe NEPCOHANBHbIX JAHHbIX.

3.5. 3anpentaercs 06paboTka HHGOPMALMK B MPUCYTCTBUM MHLIX JIKII, KPOME HMEIOLIHX
MpaBo JOCTYMa K [EePCOHAIBHBIM JAAHHBIM pPa0OTHMKA. PYKOBOAMTEIb XPaHUT JOKYMEHTHI
(TpYJIOBBIE KHIDKKE B cefide); pekoMeHayetes Ipu 00paboTKe JaHHBIX ¢ [TOMOLIBIO KOMIBIOTEPA
3aKpbIBATH 11apoJsieM (aiiiibl, HMEIOIIHeE TIEPCOHAILHEIC JTaHHBIC,

4. IlpaBa paGoTHUKOB Ha 3aMUTY MEPCOHATBHBIX NAHHBIX

4.1. Cornacto c1.89 TK P® paboTnuKn UMEIOT IPABO Ha:

4.1.1. Honayro uHpopManuio 06 ux NepcOHANBHEIX JAHHBIX B 00pabOTKEe OTUX JIaHHbIX;

4.1.2. CobGoanpli GeciulaTHLIM [OCTYN K CBOUM MEPCOHANbLHBIM JAaHHBIM, BKIIHOYAs
IIPaBO HA NOTyIEHHE KON OGO 3armvcH, coepKaniell IepcoHalbHbIe anHbie paboTHHKA, 38
MCKIIIOUEHHEM CIIyYaen, PeJlyCMOTPEHHBIX (e/lepallbHbIM 3aKOHOM;

4.1.3. OnpeneneHne CBORX NPEICTaBUTEIICH IS 3AlIMTEl CBOMX NCPCOHANBHBIX JIaHHBIX;

4.1.4. Jloctynn K OTHOCAIIMMCA K HUM MEIHUMHCKHUM JaHHbIM C IIOMOIIBIO
MEIMIIUHCKOTO CTICIMATACTA TI0 UX BBIOODY;
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4.1.5. Tpebopanue 00 HUCKIIOYCHUH HJIM HUCIPABICHUU HEBEPHBIX MM HEMOJIHBIX
NEPCOHANIBHBLIX JAHHBIX, @ TAK)KE NaHHBIX, 00padoTaHHBIX ¢ HapylieHueM Tpebopanuit TK Pd.
[Ipu oTkaze paboTonaresst UCKIIOUUTH WJIM MCIPABHTH IEPCOHANBLHBIC JAHHBIE PabOTHHKA OH
UMEET IIpaBO 3aABUThb B HUCBMECHHOW (opMe paboTomaTer0o O CBOEM HECOITACHH C
COOTBETCTBYIOIIMM OOOCHOBAaHHEM TaKOro Hecorjacvs. IlepcoHanbHbIC NaHHBIE OLEHOYHOIO
Xapaktepa pabOTHHK MMEET IPaBO NONOJIIUThH 3asiBIEHUEM, BBIPAXKAIOMIUM €ro COOCTBCHHYIO
TOUKY 3pEeHHS;

4.1.6. TpeboBanue 00 u3BelIECHUH PabOTOHATENICM BCEX JIHI, KOTOPHIM paHHee ObLIH
CoOOIIEHbl HEBEPHBIC WJIM HEIOJNHBIC [EPCOHATBHBIE aHHBIE pabOTHHKA, 000 Bcex
NIPOM3BEACHHBIX B HUX HCKIIOUEHUSIX, UCIIPABICHUSIX WIIH JIONOJIHCHUSIX;

4.1.7. PaOoTHukM JHODKHBI OBITH O3HAKOMJICHBI I10J] POCHHCH C HACTOSILIUM
[Honoxenuem. C 3T0# 1enpio B yUpexkIeHUN OpraHu3yeTcs W Beaetcs JKypHasl 03HAKOMIIEHUS
pabOTHHUKOB ¢ HacTosuM [lonoxenuem.

4.1.8. OOxanoBanue B Cya JOOBIX HENPaBOMEPHBIX JCUCTBHU Wiu Oe3aeiicTBHs
paboronarens npu o6paboTKe 1 3aIUTe eT0 MEPCOHATBHBIX TaHHbIX.

S. OTBeTcTBEeHHOCTH PadoTOAATE A U JINLL, OCYINECTBISIIOIIUX padoTy ¢
IePCOHATBHBIMY IAHHBLIMH

5.1. PaborHuk o0s3aH;

- 3narh Ilepeuens cBeenuil KonduieHIHaNbHOro xapakrepa B bOY COILl Ne31 MO Jlunckoit
paloH; :

- XpaHUTh B TalHE WU3BECTHBIE €My KOH(MUCHIIMANLHBIC CBEJACHUS, HWH(POPMHUPOBATH
pyKOBOIUTENS O (paKTax HapyUICHHS IOpsaka oOpauieHus ¢ KOHPUASHUIHATPHBIMA CBEICHUSIMH,
0 CTAaBIIXX €MY H3BECTHBIM HOIBITKAX HECAHKIIMOHUPOBAHHOIO JOCTYNA K HHPOPMAIIHH;

- co0moaarth MpaBUia TOJL30BAHMS JOKYMEHTaMHM, TOPSJIOK UX y4era © XpaHEHHd,
obecneunBath B mporecce paboThl COXPAHHOCTh HMH(MOPMAIHH, COJEpXKaIleHcs B HHX OT
HOCTOPOHHUX JIULL;

- 3HAKOMHTBCS TOJBKO C TEMH CIIy’)KEOHBIMH JTOKYMEHTaMHU, K KOTOPBIM I10JIY4YeH JOCTYI B CHITY
VICIIOTTHEHUSI CBOUX CNTY)KEOHBIX 00S3aHHOCTEH.

5.2 Jlvna, BUHOBHBIE B HApYIICHWH HOPM, PErYJIHPYIOUIMX MoJy4deHUe, o0paboTKy u
3alIUTY [EPCOHAIBLHBIX [AaHHBIX PabOTHWKA, HECYT JIMCUUIIMHAPHYIO, a/IMHHHCTPATHBHYIO,
Ipa)kJaHCKO-TTPABOBYIO MJIM YTOJIOBHYHO OTBETCTBEHHOCTH B COOTBETCTBHH C (heICpabHBIMHU
3aKOHaMH.

53K coTpyaHuKy, OTBETCTBEHHOMY 32 XpAHEHHUE [IEPCOHAILHOU HH(pOpMaAIUK
paboTHHKOB, paboToj)iaTeslb BIIPaBE I[PUMEHUTb OJHO U3 JUCIUIIMHAPHBIX B3BICKAHUU,
npenycMoTpeHHbix cr. 192 TK P®, a wuMmeHHO: 3aMeuaHHe, BLITOBOp, YBoJbHeHHE. K
JMCUUILIMHAPHON OTRBETCTBEHHOCTH MPHUBIEKAIOTCS TONBKO Te pabOTHUKH, KOTOPHIE IO
YCJIOBUSIM CBOUX TPYAOBBIX JOIOBOPOB 00s13aHbI cOOMI0NaTh IpaBuila paboThl ¢ IEPCOHATLHBIMI
JAaHHBIMHU.

5.4. PaboTonarens BIpaBe pacTOprHyTh TPYAOBOH JIOrOBOp IO CBOEH WHULHATHBE NPH
pasIJaliCHUH  OXpaHSEMOHM 3aKOHOM TalHbl, CTaBUIEH HM3BECTHOM pabOTHHKY B CBA3M C
UCIIOJIHEHUEM UM TPYJOBBIX O0S3aHHOCTEH.



