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MYyHHIHMNAJIbLHOro oOpasoBanusi KaneBckoii paiion

1. O6mme mos10sKeHNs

Hacrosimee Ilonoxenue paspaGotaHo B coorBeTcTBHH co cT. 24 Komcrturymuu P® ot
12.12.1993 r. (c u3MeHeHUAME 1 JIOTIONHEHUAMH), ' paxknanckuM Kogekcom P® ot 26.01.1996 r.
Ne 14-®3 (c m3menenusmu u nononnenusmu), TpynoBeiv Kogexcom ot 30.12.2001 1. Ne 197-
@3, denepanpHpME  3aKkoHaMu 0T 27.07.2006 T. Ne 149-®3 «O6 uHbopMmarmy,
MHGDOPMAIMOHHEIX TEXHOJNOTHSAX U 0 3amuTe uHGopManumy, o 27.07.2006 r. Ne 152-d3 «O
TIIEpCOHANBHBIX NaHHbIX». Hacrosmee Tlonoxenne pacnpocTpansercs Ha BceX COTPYAHHKOB.

1.1. IlepconanbHbie fanHbIe pabOTHHKA — HHMOPMAIHUS, HeoOX0MuMas paGoOTONATENIO B CBSI3H C
YCTAHOBJICHHEM TPYAOBBIX OTHOMICHMH M KacaloImascsi KOHKpeTHoro pabotHuka. OHH
BKJIIOYAIOT B cels: omnosHasarenbHble nanHsle (MO, marta ¥ MecTOo pOKAEHHS, TPYHOBas
6uorpadust paGoTHuka, (akTel GuoOrpauM); IJIMUHBIE XapakTepUCTUKU  paboTHHKA
(rpaXIaHcTBO, HANMYUE HAYYHBIX TPYHOB, M300pETEHHMH M T.J.); CBEJCHHS O CEMEHHOM
IIOJIOXKEHUH; COCTaBE CEMBH; COIMAIBHOM IIOJOXEHHH; CIIY>KEOHOM ITOJIOKEHHH; HABBIKAX; O
(unancoBoM monoxenuu. K mpeIocTaBisseMbIM IEpCOHATBHBIM JaHHBIM PAGOTHHKA OTHOCHTCS
HHpOpManKs, coiepamascs B TPYAOBOM KHHDKKE, B CTPaxoBOM  CBHJETCIIHCTBE
rOCYIapCTBEHHOI'0 IMEHCHOHHOTO CTpaxoBaHus; nH(GopManus o6 oOpa3oBaHuu, KBaIH(HUKAIKY;
MH(OPMAIKS MEIMITMHCKOTO XapakTepa; MHpOpMAnus B JTOKYMEHTaX BOMHCKOTO y4eTa W B
APYTUX JOKYMEHTax, KOTOpBIE COJEp)KaT NaHHbIe, HEOOXOIUMBIE pabOTONATENIO B CBS3H C
TPYJAOBBIMU OTHOIIECHUSIMH.

1.2. O6paboTka mepcoOHANBHBIX JAHHBIX PaGOTHHKA OCYMIECTBIISIETCS B IENSIX OOECHeUeHuUs!
COOJIIO/IEHHS 3aKOHOB U APYTUX HOPMATHBHO-IIPABOBBIX AKTOB.

1.3. PaGoromarens BmpaBe IIpOBEpSATH NEPCOHAIBHBIE JAaHHBIE DAGOTHHKOB C IEJBIO
(opmMHpOBaHHUS KaIPOBOro pe3epna.

1.4. Tlpn npueme Ha paboTy, 3aKITIOYCHUH TPYIOBOTO JOTOBOPA, 3aIIOTHEHHN aHKETHBIX JAHHBIX
paborozarens He HMEET IpaBO MONy4aTh W 0600mATh HHOOPMANMIO O PETHTHO3HBIX,
MOJIATHYECKHX U JIPYTHX YOEXKICHUSIX pabOTHHKA.

1.5. Bee nepconanpHble JaHHBIE pabOTHHKA PaGOTOAATENb HOTydaeT TOIBKO OT HEr0 CaMoro.
1.6. Paboronarens momyyaer u o6pabaTsiBaeT NaHHbIE O YaCTHOM XKM3HH PaGOTHHKA TOJNBKO C
€ro IIMCBMEHHOTO COTJIACHS.

1.7. Pa6oronarens coobmaer pabOTHHKY €M, MPEATONOKUTENbHbIE HCTOYHUKH, CIIOCOGHI
NOJIyYCHUsI TIEPCOHANIBHBIX JaHHBIX, XapaKTep NMePCOHAIBHBIX JTaHHBIX U IIOCIEICTBHSA OTKa3a
pabOTHHKA aTh MHCbMEHHOE COTJIACHE HA MX MOJIyYEHHE.,

1.8. Ilonyyars mepcoHabHEIC NaHHBIE PAGOTHUKOB HA OCHOBAHMH 3aKOHA MOTYT: HAJIOTOBBIE
opraubl, [lencnonneii ¢onx P®, Domn commanshoro crpaxopanus P®, ®enepanbHas
MHCIICKIUs Tpyza. Vicronb3oBanue NMepcOHaNBHBIX JAHHBIX PaGOTHHWKA JOIMYCTHMO TOJNBKO B
COOTBETCTBHM C IEJSIMH, ONPEICIMBIIMMHU UX InoiydeHue. [lepenava mepcoHalbHBIX TaHHBIX
pabOTHHKA BO3MOXHA TOJNBKO C COMVIachs DabOTHMKA, €CIM HMHOE He IIPEdyCMOTPEHO
3aKOHO/IaTEeILCTBOM.




[image: image2.jpg]1.9. PaGoromarens UMeeT MpaBO COOMpaTh MEPCOHATBHYIO MH(MOPMAIHIO, COAEPIKAIIYIOCS B
JIOKYMEHTaX, IPeIOCTaBICHHBIX PAOOTHUKOM IIPH IIpHeMe Ha paboTy.

1.10. PaGoTomareiib MPOU3BOAUT pacyeT W BBIUIATY HAJIOrOB 3a paOOTHHKA IIyTEM YJIEpXKaHUs
WX U3 3apaboTHOM IuIaThl, paboToATEeNIh UMEET PaBo cOOMPaTh MpeaycMoTpeHHble Hanorosbm
Konexcom P® cBenenus o HanoromiareabIykKe.

1.11. Jlannoe IlosoxeHue mpegoTBpaIlaeT HECAHKIMOHNPOBAHHBIN TOCTYN K MH(OpMAIMH, €€
IIPOTUBOIIPABHOE KOIIMPOBaHHE, UCKa)KEHHUE, UCIIOJIb30BaHKE peHaMEPEHHOIO
pacIpOCTpaHEHHs HEIOCTOBEPHON HH(OPMAIMH, HCII0IB30BaHKE HH(POPMAIMHK B IPECTYIHBIX U
KOPBICTHBIX LIEJISIX.

2 HOpﬂl(OK XpaHeHHsI, HCII0JIb30BAHUS U NepeAavd NePCOHATbHBIX TaHHbBIX paﬁoTHmca

XpaHeHHEe TEPCOHAIBHBIX JAHHBIX JODKHO HMCKIIOYaTh HMX YTpaTy WM HX HENPaBUIIBHOE
MICIIOJIB30BAHUE.

2.1. Xpanenue, Bbla4ya TPYAOBBIX KHIDKEK (TyOIMKATBl TPYAOBBIX KHHMIKEK); XpaHCHHUE JIMIHBIX
nen pabOTHMKOB M MHBIX JOKyMEHTOB, OTP@XKAIOU[MX I[EePCOHAIbHBIC IaHHbIE PabOTHHKA,
BO3JIAraloTCs Ha PyKOBOJIUTEIS, IEIONPOU3BOAUTENS U paOOTHUKOB OyXTrajaTepHH.

2.2. TlepcoHanbHbIe JaHHBIE PaOOTHHKOB BMECTE C HEOOXOAMMBIMH JIOKYMEHTAMH OCTalOTCS Y
paboTojareliss WM JIMIA, OTBETCTBEHHOrO 3a O(QOpMIICHHE IpHeMa W XPaHCHHUS JIMYHBIX JIEJI
COTPYIHHKOB. IlOpSIOK XpaHEHHs TPYHOBBIX KHIDKEK yCTaHOBJEH WHCTpyKiuen 1o
3aII0JIHCHHIO TPYIOBBIX KHUKEK.

2.3. PaGoronaTens obecreunBaeT XpaHeHHE EPBUYHBIX JOKYMEHTOB, CBA3aHHBIX ¢ 00paboTKoM
JIOKyMEHTallM¥ MO YYeTy TpyZa, KajpoB W OIUIAThl TpyAa B opramusanuu. B Oyxranrepuu
XpaHATCS JIOKYMEHTHI [10 YYeTY HMCIOJIb30BaHHs paboyero BPEMEHH U pacyeToB C NEPCOHAIIOM
10 oILIaTe TPyAa.

2.4. Tlpn mepenade NepcOHANBHBIX JaHHBIX pabOTHHKAa pabOTOJATEeNh JOJDKEH COOIIOIaTh
clieyrone TpeOoBaHus:

- He cOO0OIIaTh MEPCOHAIbHBIC JaHHbIe pPaOOTHUKA TPETheH CTOpOHE 0€3 MUCEMEHHOTO COTJIacusl
paboTHMKA, 3a KMCKJIIOYCHHEM CIIydaeB, Korja 3TO HEOOXOAMMO B HEJSX HPEAyNpemKICHUS
YIpO3bl JKH3HH U 3/I0POBBIO PabOTHHKA, a TAaKXKe B CIydasX, YCTAHOBJICHHBIX (elepabHbIV
3aKOHOM;

- He CO00IaTh epCOHAbHBIE JJaHHbIe pA0OTHAKA B KOMMEPYECKUX LIENAX 0€3 ero MIChbMEHHOIC
COTJIaCHsL.

2.4.1. TlpenynpeauTh JIMIl, MOMYYalOUMX HEePCOHATbHbIE JaHHbIE pabOTHHKA, O TOM, YTO ITI
JAHHbIE MOTYT OBITH HCIIOJIB30BAHBI JIMIIb B LEJSX, UL KOTOPBIX OHH COOOIIEHBI, U TPEOOBAT!
OT OTHX JIMIl NOATBEPXKIEHHs TOro, YTO 3TO MHpaBwio cobmonaeHo. Jluma, momydaromu
IepcOHANbHBIE  JIaHHBle  pa0oTHHMKaA, 00sA3aHBI  COONIONATH  PEXHUM  CEKPETHOCTI
(xoH(HUIEHIHATEHOCTH). J[aHHOE MOJIOXKEHHE HEe PACIIPOCTPAHIETCS Ha OOMEH IEePCOHATbHBIMI
JIaHHBIMH PAOOTHUKOB B MOPSIKE, YCTAHOBICHHOM (eepalbHbIMU 3aKOHAMU;

2.4.2. Paspemarh JOCTYI K IEPCOHAIBHBIM JAHHBIM PAOOTHHUKOB TOJIBKO CIICIHAIBH
YIIOJITHOMOYEHHBIM JIMILAM, IIPH 9TOM YKa3aHHBIE JIMLA JOJDKHBI HMETh MPaBO IOJIy4aTh TOJIbK
T€ IEepPCOHAIbHBIC JaHHbIe PaOOTHHUKA, KOTOPhIE HEOOXOMUMBI JIjIs BBIIIOJHECHHS KOHKPETHDI
byHKImit;

2.4.3. TlepenaBath NepcoHAIbHbIE JaHHBIE PAOOTHUKA MPEACTABUTENSIM PAOOTHUKOB B IOPSIIK
ycranoBienaoM TK P®, u orpaHuumBath 3Ty HHQOPMAIHUIO TOJHKO TEMH IIE€PCOHATBHBIV
JIaHHBIMH pabOTHHKA, KOTOPbIe HEOOXOMMMBI JUIS BBIIOJHEHUS YKA3aHHBIMU IPEICTABUTEILAN
uX (QYHKIHH.

2.5. Ilepenaua nmepcoOHAIBHBIX JAHHBIX PaOOTHHKA B IIpeJeiaX OpraHu3aIHu:

2.5.1. PaGotoparens NpemocTaBiseT HWHPOPMAIUIO ¥ HHBIC CBEACHUS, HEOOXOIMMBIE I
IIPOBEPKM MPABUJIBHOCTH WCYMCIICHHS M YIUIATBI HAJOroB, O00A3aTEbHBIX IUIATEXCH
rOCyJIapCTBEHHYIO OIOKETHYIO CHCTEMY; JOKYMEHTBI O ILIATEXKECIIOCOOHOCTH; CBEICHHU
YUCJIEHHOCTH, cOCTaBe paboTaromuX, 3apa0OTHOM IUIaTe M YCIOBHSAX TpyHa, O HAIAY
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2.5.2. Ilpenocrapnsemas MH(QOpPMAIMs MOXeT OBITH YCTHOM MM IIMCBMEHHOH, BO BTOPOM
CJIydac — 3aBepeHa IevaThio U MOAMUCAME OIPEIeTeHHBIX JIHIL,

3. Obs3anHocTn paGoTomarenst mo XPAaHEHMI0 H 3aI0UTEe IEPCOHAJNBHBIX JAHHBIX
padoTHHKA

3.1. PaGoromarens oGecneumBaer 3allIATY  NEPCOHANBHBIX  JAHHBIX pabOTHHKA OT
HCTIPABOMEPHOTO MX MCIIOJIb30BAHUS MJIM YTPATHI 33 CYET COOCTBEHHBIX CPEZICTB B TOPSIKE,
YCTaHOBJICHHOM (peZiepaibHbIM 3aKOHOM.

3.2. Paboromarens 3HAaKOMHUT paboTHHKA 110/ POCITHCH CO BCEMH BHYTPCHHUMHU JIOKYMEHTaMH,
KacarommMHuCs mopsaka 06paboTky, nepeaun MepcoHANBHBIX TaHHBIX PabOTHHUKOB, O IpaBax u
00s3aHHOCTSX B 3TOH 06JIACTH.

3.3. Pabotopmarens obGecmeunpaer AOCTYIl K TEPCOHAIBHBIM JAHHBIM pPaGOTHHKA TOJBKO
YIIOJITHOMOYEHHBIM JIMIIAM.

3.4. CsoGomublii jmocTym K uHpOpManME 0 pPabOTHUKAX, XpaHsuIeiics B KOMIIbIOTEpax,
3alpeIacTCs Ul BCEX COTPYJAHHKOB YUPEXKICHHS, 33 HCKIIOYEHHEM pPyKOBOAUTEIIS,
OyXranTepoB W J€TOIPOU3BOATE]S.

3.5. PykoBomuTeNns 3aKperiser B Ipukase mo Yupexaenuio pacmpesesnenue oGs3anHocTel 110
00paboTKe MepCOHATBHBIX JAHHBIX. Cpennt OTBETCTBEHHBIX JIMIT JETONPOU3BOMUTENH HMEET
TIPaBo JIOCTYIa KO BCEM TICPCOHATHBIM JAHHBIM PabOTHHKA; GyXTaaTep HMeeT MpaBo OCTYIA K
CBEIICHHUSM O CIIY)XeOHOM IOJIOKEHUH, O 3aHUMAeMOil JTOKHOCTHOM Harpyske, COCTaBe CEMbH, K
CBCACHHAM, HMCIOIIMM OTHOIICHHE K HAYMCIICHHUIO 3apabOTHOMN IJIATHI, HAYHCIICHHIO HAOIOB 1
MHBIX 00s3aTeNbHBIX IUIaTEXeH. 3aMecTHTeIs pykoBogutens nmo YBP umeer orHomenwe x
CBEIICHUSM O KBaTH(UKAIUH, ONBITe PAGOTHI, 0 HATMYMH METOIHUECKIX pa3paboToxk.

3.6. 3anpemaercs 06paboTka MH(pOPMAIMK B IIPHCYTCTBUM MHBIX JIAIL, KpOMe MMEIOLIUX MTPaBo
OCTYNA K NEPCOHANLHBIM TaHHBIM paboTHHKA. PykoBoswTens XpaHuT JIOKYMEHTHI (TPYIOBBbIE
KHIDKKH B cefi(e); pekoMeH yeTcst ipu 06paboTKe JaHHbIX ¢ IIOMOIIBIO KOMITBIOTEpA 3aKPBIBATH
naposieM (aiel.




