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IHonoxenue
0 3alHUTe, XPAaHEHHH, 00paboTKe U NMepegaye
NepPCOHANbHLIX JaHHbIX padoTHUKOB MOY CLI Ne 2

Hacrosmee Ilomoxenue pazpaboraHo B cooTBercTBHH co cT. 24 Komcruryiuu P® ot 12.12.1993( c
M3MCHCHUSAMH U JONOIHEHHAMH), I paxxnanckum xogekcom PD ot 26.01.1996 Nel14-®3 ( ¢ usmMeHEHHUAMH 1
nononuenusamu), Tpynosemn Konekcom Poceuiickoit @eneparuu , henepaibHbM 3aKoHoM oT 27.07 2006r.
Ne 149-®3 «O6 undopmaryu, HHOOPMAIHOHHBIX TEXHOJIOTUAX U O 3aiuTe HHGopManumy, ot 27 07 2006r
Ne 152-®3 «O mepcoHATBbHBIX aHHBIXY
Hacrosmee [onoxenue pacmpocTpaHsieTcs, a BCeX COTPYIHUKOB, U BCe PAOOTHUKHU JOJIKHBI OBITH
03HaKOMJIEHBI ¢ 3TuM [lo0KeHneM 1o pOCTIUCE.
1. O6mue monoXeHus

I.1. IlepconanpHble JaHHBIE pAOOTHUKA - HHPOpPMALKs, HEOOXO UMas paboToaTesio B CBSI3H ¢
YCTaHOBIIEHHEM TPYIOBBIX OTHOLIEHUH M KacaroIasicsi KOHKpETHOTO paboTHUKA. OHH BKITHOYAIOT B ceOsi:

e omnosHasaTenbHble qanHple (PHO, nata u Mecto poXxaeHus, aapec u TelaedoH, TpyaoBas Guorpadus

paboTHuKa, PakTel Grorpadun),
®  JIMYHBIE XapaKTEPUCTUKH PabOTHHKA (TPaKIaHCTBO, HAIMYHE HAYYHBIX TPYJIOB, H300PETEHUH H T.1I.)
®  CBCJICHHUS O CEMEHHOM IIOJIOKEHUHU; COCTABE CEMbH; COIIMAJIBHOM MOJIOKEHUU; CITY)KEOHOM
NOJIOKEHHH; HaBbIKaX; HACHTH(UKAIMOHHBINA HOMep Hamoromiarenbimka (MHH)

1.2. K npenocrapiseMbM epcOHATBHBIM JaHHBIM pabOTHHKA OTHOCUTCS WH(OPMAIHS, COmepIKAILALCT
TPYIOBOM KHIIKKE B CTPAXOBOM CBHJETENILCTBE FOCYAAPCTBEHHOTO IIEHCUOHHOTO CTPAXOBaHMs HH(POPMAIHS
00 o0pa3oBaHWH, KBaIH(QUKAIWK; HHPOPMAIUS MEIHUIMHCKOTO Xapakrepa, WHGOpMamus JOKyMEHTaX
BOMHCKOI'O y4€Ta U B APYyTUX JOKYMEHTaX, KOTOPBIE COJIEPKaT JaHHbIe, HEOOX0AUMBIE pab0TOAATEIIO B CBSI3H
C TPYJOBBIMH OTHOIICHUSIMH
1.3, O6paboTka IEpCOHANBHBIX JAHHBIX pa0OTHHUKA OCYIIECTRISETCS B IENSIX 00eCIIeHEH S COOIIIOICHUS
3aKOHOB M JPYTUX MIPABOBBIX aKTOB
1.4. PaboTonarens B mpaBe NpOBEPSITH IEPCOHATBHBIC HaHHBIE PAOOTHUKOB C ENBI0 GOPMUPOBAHUSL
KaJ[pOBOE pe3epBa.
L.5. IIpu mpueme Ha paboTy, 3aKIIOYEHHWH TPYAOBOTO JOTOBOPA, 3alOJHEHWH AHKETHBIX JaHHBIX
paboTomaTENb HE UMEET IIPABO MOTydaTh 1 00001maTs HH(GOPMAIHIO O PETUTHO3HBIX, TOTUTHYECKUAX U JPYTHX
yOexneHusix paboTHHUKA.

1.6 Bce mepcoHanbHble TaHHbIE PabOTHHKA paboToaaTeNb OTyYaeT TONLKO OT HETO CAMOTO

1.7. Pabotonarens noyuaer u o6pabaTbiBaeT JaHHBIEC O YACTHOM YKU3HH PAOOTHHKA TOJIBKO C €r0
[TucepMeHHOTO Cortacus

1.8. Paboromarens coobmmaet pabOTHHUKY IEIH, IPE/ITOJIOKUTEIbHBIE HCTOUHHKU CIIOCOOBI TOJTyYeHHS

IICPCOHAIBHBIX JAHHBIX, XapaKkTEp IMEPCOHAIBHBIX MAHHBIX U IOCIEICTBUS OTKa3a paOOTHHKA JaThb
MM CbMEHHOE COTJIACHE Ha MX MOJIy4YCHHUE.

1.9. [Tomy4uTs NepcoHAIbHEIE JaHHBIE PAOOTHHKOB Ha OCHOBAHHUHU 3aKOHA MOTYT: HAJIOTOBBIC OPIraHBl,
Ilencnonneni ¢ory PD® Oonn comumansHOro crpaxoBanus PO, @enepanpHas WHCHEKIHSA Tpy/a.
Hcnons3oBanne nepcoHaNbHBIX JAHHBIX paOOTHHKA JOIYCTHMO TOJBKO B COOTBETCTBHH C ONPEICTHBIINMHA
ux nonydenue. [lepenada nepcoHalbHBIX JaHHBIX pa0OTHHKA BO3MOXKHA TOJI COITIACHS paOOTHHKA, €CIIM HHOE
HE IPELyCMOTPEHO 3aKOHOATENHCTBOM.




1.10.  PabGoromarens HMeeT IpaBO COOMPATH MEPCOHATBHYIO HHPOPMAIIHIO, COMEPIKAIILYIOCS B JOKYMEHTAX,
IIPENOCTABICHHBIX PAOOTHUKOM TIpH pHeMe Ha paboTy.

1.11. Paboronarens OpoW3BOAUT pacdeT W BBILIATY HAJIOTOB 3a Pa0OTHHKA IyTEM yIEPXKAHUS HX U3
3apabOTHOM mIaThl, paboTOAATENs HMEET IIPaBO COOMpPaTh MpeaycMoTpernsie Hanorossmm Kogekcom PO
CBEIIEHUS O HAJIOTOILIATENBIIHKE.

1.12.  JlaHHOE NOJIOXKEHHE IPeIOTBPALIAeT HECAHKIIHOHMPOBAHHEIN H0CTYI K HHGOpPMAaLUH, ee
NPOTHBONPABHOE  KOMUPOBAaHME, HCKAHME, HCIOJNB30BaHHE IPEIHAMEPEHHOTO  PacHpOCTPAHEHHS
HEZOCTOBEPHOM MH(POPMALIUH, UCTIOIb30BaHIE HHYOPMAIIMH B IPECTYITHBIX W KOPHICTHBIX IETIIX.

2. Ilopsanok XpaHeHHs, HCII0JIb30BAHMS U IEePeIavH EPCOHAILHBIX JAHHBIX paboTHAKA
XpaHeHue IepCOHANBHBIX JaHHBIX JOJDKHO HCKITIOYATh MX YTPATY WM HX HENPAaBAUILHOE UCIIOIb30BAHUE.
2.1.  XpaneHue TPyJOBBIX KHHXKEK (IyOIHKATHI TPYIOBBIX KHHKEK); XpaHEHHE JINUHEIX ]I
pabOTHMKOB M MHBIX IOKYMEHTOB, OTPXAIOIIMX IE€PCOHAIbLHBIE JaHHLEE PabOTHHKA, BO3JIAraloTcs Ha
ceKpeTaps pyKOBOJIUTENS
2.2.  JlanHble paOOTHHUKOB BMECTE C HEOOXOJHMBIME TOKYMEHTAMH OCTAIOTCS Y
paboTonaTens WM JIMIA, OTBETCTBEHHOTO 32 0QOPMIICHHE MPHEMAa W XPAHEHWs JIMYHBIX. IEJ COTPYIHHKOB.
[Topsimox XpaHeHHs TPYAOBBIX KHIDKEK YCTaHOBIICH VIHCTPYKIMEHN 110 3aII0JIHEHHIO TPYIOBEIX KHUKEK.

2.3.  PabGoromarens oOecrmeunBaeT XpaHEGHHE IIEPBHYHBIX [JOKYMCHTOB, CBSI3aHHBIX ¢ 00paGOTKOM
JMOKYMEHTAlMK TI0 YYeTy TpyJa, KaapoB M OILIATH, Tpyna B opraHusanuu, B Oyxramnrtepunm TY JIOAB
KpacHoOKTA0pECKOro palioHa XpaHITCs JOKYMEHTHI [0 YUYETy HCII0JIb30BaHHs pabouero BpeMeHu

PacyeToB C IEPCOHAIIOM IO OILIaTe TPyAa.

2.4. llpu nepenaye NepCOHANBHBIX JaHHBIX PA0OTHHKA paboTOaTe b TOIDKEH COOIIOIATE ClIeLYIOIIHE
TpeboBanus:

24.1. He coobmaTts HnepcoHATbHBIE NaHHBIE pabOTHHKA TpeThel CTOpoHEe 03 MUCHMEHHOIO COIIACHS
pabOTHHKA, 33 UCKIIOYEHHEM CIIy94aeB, KOT/la 3T0 HEOOXOMAUMO B LEISIX MPEAYIPEXIACHUS YIPO3bl XKU3HH
30POBEIO PaOOTHHKA, a TAKXKE B CIIy4asiX, yCTAHOBJICHHBIX (helepaTbHBIM 3aKOHOM,

2.4.2. He coofOmars nepcoHanbHbIE JaHHbIE pa0OTHHKA B KOMMEPYECKHUX LIEJIAX 0€3 ero MUCbMEHHOTO
24.3. IlpemynpenuTs JHIL. OMYYAIOIIUX IEPCOHABHEIC TAaHHBIC PAOOTHHKA, O TOM, YTO 3TH JaHHBIE MOTYT
OBITH UCIIOJIb30BaHbI JIMIIb B IEJSX, JAJISI KOTOPBIX OHH COOOIIEHBI, U TPEOOBATh OT ATUX JIUIL TOATBEPIKIEHUS
TOrO0 4YTO 5TO IpaBUjO cobmoneHo. Jluma, mojydaromue MepcoOHAIbHBIE MaHHBIE PaOOTHHKA OOsI3aHbBI
COOMIONaTh PEXUM CEKPeTHOCTH (KOH(UAeHIUaTbHOCTH). J[aHHOE TMOJOXKEHHE HE PAaCIpOCTPAHAETCS Ha
00OMEH IepCOHATBHBIMHU JaHHBIMU PA0OTHHKOB B MOPSIIKE, YCTAHOBICHHOM

DenepanbHBIMU 3aKOHAMH; _

2.4.4. Paspemath JOCTYI K IEPCOHAIBHBIM JaHHBIM paOOTHUKOB TOJMBKO CIICIIHAIBHO YIOJTHOMOUYEHHBIM
munaM. [Ipu oTOM ykasaHHBIE JUIa JODKHBI HIMETH IIPABO MOJIyYaTh TOJIBKO TE IEPCOHATBHBIC TaHHBIC
pabOTHHKA KOTOpBIE HEOOXOIMMBI JIJIS BHITIOTHEHUS] KOHKPETHBIX ()YHKITHH.

24.5. llepemaBaTh IepcOHAJBHBIE [aHHbIE paOOTHWKA IPEJICTABUTENSIM DPAaOOTHHKOB B MOPSIKE,
ycraHoBiaeHHOM TK P® u orpanuuuBaTh 3Ty HHPOPMAIUMIO TOJIBKO TEMH MNEPCOHATBHBIMH JaHHBIMA
pabOTHHKA, KOTOPBIE HEOOXOAUMBI JUISl BBITOJHEHUS YKA3aHHBIMHU TIPEACTABUTEISIMU UX (YHKIIHH.

2.5.  Ilepenaya mepcoHaLHBIX JaHHBIX paOOTHHKA B MpeeiaX OpraHu3aluy.

2.5.1. Paboromarens mnpenoctaBiseT HHOPOPMAIAIO W WHBIE CBEACHHUS, HEOOXOAMMEBIE MJIi TPOBEPKH
[IPaBIJIBHOCTH MCUUCIIEHUS U YIUIAThl HAJIOIOB, 00s3aTEeNbHBIX IIATEXKEN B FOCYIapCTBEHHYIO OIO/DKETHYIO
CHCTEMY INOKYMEHTHI O ILUIATEKECIIOCOOHOCTH; CBECHHSI O YHCIEHHOCTHU, COCTaBe PabdOTAIOMUX 3apabOTHOM
IUIATE U YCJOBHSAX TPyAa, O HAIMYMU CBOOOJHBIX pabodMx MECT; JOKYMEHTEI 00 OILIaTe HaJOroB IO
TpeOOBAHUIO OPraHOB BJIACTH YIIPABJIECHUS, IPABOOXPAHUTEILHBIX OPraHOB, IOPUANYECKUX JIMII, UMEIOIIUX Ha
3TO TPaBo.

2.5.2. llpenocrasisiemas nuHGOPMALUS MOKET OBITH YCTHOM WMJIM NUCBMEHHOM, BO BTOPOM CIIydae - 3aBepeHa
[€YaTbIO U MOAMUCIMH ONPEICTEHHBIX JIHII. '

3 O6s13anHOCTH padoToaaTeisi 10 XPAHEHHIO U 3aIUTE MEPCOHAILHBIX JAHHbLIX PA00THHKA
3.1. . Pabotomarens obecneumBaeT 3allUTy NEPCOHAIBHBIX JAHHBIX pAaOOTHHKA OT HENPABOMEPHOIO HX
HCIIOJIb30BAHMUS WJTH YTPATHI 38 CYET COOCTBEHHBIX CPECTB B MOPSIIKE, YCTAHOBIEHHOM (elepabHbIM
3aKOHOM.
3.2 PaGotomarens 3HakOMHT pabOTHUKA IIOJ POCIKUCH CO BCEMH BHYTPEHHHMH JIOKYMEHTAMH,
KacaroLIMMHUCH IOPsIKa 00pabOTKH, Mepeaadr IEPCOHANBHBIX JaHHBIX PAOOTHUKOB, O IIPABAX H O0SI3aHHOCTIX



B 9TOH 06MacTH.
3.3.  PabortonaTens obecmeunBaeT AOCTYIl K EPCOHATBHBIM JAHHBIM paboOTHHUKA TOJBKO
YIIOJTHOMOYCHHBIM JIHIAM.
3.4.  Pyxosomurens 3akpemsier B [Iprkase o YupexIeHHIO pacIpeenenne 06sS3aHHoCTelH 10
00paboTKe MePCOHAILHBIX JAHHbIX.
3.5.  3anpemaercst 06paboTKa HHOOPMAIMH B IPHCYTCTBAN HHBIX JIHII, KpOME UMEIOIIKX MIPAaBO JOCTYIIA K
NEPCOHANBHBIM JIAHHBIM PA0OTHHKA. PYKOBOJMTENh XpaHHT MOKYMEHTHI (TpYIOBblE KHHKKH B ceiidpe),
PEKOMEH/yeTCs NP 00paboTKe NaHHBIX C TIOMOLIBI0 KOMIIBIOTEPA 3aKPBIBATH TApoeM (ailibl, HMEromTHe
IIEPCOHAJIBHBIE TaHHEIE.
4. IlpaBa paGOTHHKOB Ha 3AMIMTY MEPCOHATBHBIX AAHHDBIX

4.1.  Cornacro ct.89 TK PO paGoTHHKH HMEIOT TIPaBO Ha:
4.1.1. Tlonnyro nHbOpPMAIHIO 06 UX IEPCOHATBHBIX AAHHBIX U 00paboTKe ITHX JAHHBIX,
4.1.2. CpoOGomublii GeCILIaTHBIA IOCTYN K CBOMM IEPCOHATBHBIM JAHHBIM, BKIFOYAS IIPaBO Ha IMOJIyYEeHHE
KOIHH JF000# 3amucH, cojepxaliell IepcoHaNbHBE JaHHBE pPaOOTHHKA, 3a HCKIIOYSHHEM CIIy4aeB,
IPEIYCMOTPEHHBIX (eepalbHbEIM 3aKOHOM;
4.1.3. Omnpenenenue CBOUX MpeACTABATENEH ISl 3aIUTHI CBOUX [EPCOHANBHBIX JIAHHBIX,
4 14. JlocTyn k OTHOCAIMMCS K HUM MEIMIMHCKAM JAHHBIM C TIOMOIIBIO MEIMIMHCKOTO CIIENHATHCTA
II0 UX BBIOODY;
4.1.5. TpeGoBanue 06 HCKIIOUECHUY WM UCTIPABJICHUH HEBEPHBIX MM HEMOIHbIX [IEPCOHATBHBIX JTaHHBIX, a
TaKXe JaHHBIX, 00paboTanHbIX ¢ HapymeHneM TpeGosanuii 1K P®. [Ipu oTkase paboTonaTes HCKIIOUHTD
MM MCIIPABUTH TEPCOHANBHBIC JAHHBIC pabOTHMKA OH HMMEET HPaBO 3asBUTH B MHCHMEHHOH Qopme
paboTOATEITIO O CBOEM HECOIIIACHH ¢ COOTBETCTBYIOIIMM 0G0CHOBAHHEM TAKOTO HECOTTIACHS. [lepconanbHbIe
AQHHBIE OLEHOYHOIO XapakTepa pabOTHHK HMEET IpPaBO [OMOJHHTH 3asABJIECHMEM, BBIPAXKAIONIAM €ro
COOCTBEHHYIO TOUYKY 3PEHHUS;
4.1.6. TpeGosanue 06 H3BEIECHHH PabOTONATENIEM BCEX JIHII, KOTOPEIM PaHHEE OBUIH COOOIIEHEI HEBEPHBIE
WA HETOJHBIE IEPCOHANBHBIC NaHHBIE PabOTHHKA, 000 BCEX MPOM3BEICHHBIX B HUX HCKIIOYCHHSIX,
HCIPABIICHUSAX WU JTOTIOTHEHUSIX,
4.1.7.  O6xanoBaHWe B Cya JEOOBIX HENMPABOMEPHBIX NCHCTBHM WM Oe3iedcTBHS paboronarens mpu
00paboTKe U 3aIuTe ero MepPCOHANbBHBIX JaHHBIX.

S. OTBeTCTBeHHOCTEL PaGoToNaTe s H JIHL, OCYIIECTBISIOMMX PaBOTy ¢ MepCOHAILHBIMH JARHLIME
5.1. PabotHmk 00s3aH:
-3HaTh [lepeuens cBe/leHui KOHQUICHIHAIBLHOO XapakTepa B MOY CIII Ne 2
-XPaHUTh B TalHE M3BECTHBIC eMy KOH(HACHIMANbHBIE CBEICHHUS, HHPOPMUPOBATH PYKOBOAMTENS O haKTax
HapyIIeHUs [OPsiaKa oOpamenns ¢ KOHGUAEHIMATbHBIME CBEIEHASIMH, O CTABLINX €MY H3BECTHBIM TIOTBITKAX
HECaHKI[HOHMPOBAHHOI'O JOCTyIa K HH()OpMAaLuy;
-COOJIIO/IATH IPABUIIA TIOJIE30BAHIS JOKYMEHTAMH, OPSIOK HX YUeTa H XPaHeHHUs, 00eCIeurBaTh B nporecce
paboThI COXPaHHOCTH HHYOPMALINH, COAEPKAIEICS B HEX OT IIOCTOPOHHHX JIALL,
-3HaKOMHUTBCS TOJBKO C TEMH CITY)XEOHBIMU JOKYMEHTAMH, K KOTOPBIM TIOJYYeH JOCTYI B CHIy HCIIOJTHEHHUS
CBOMX CIIy’KEOHBIX 00SI3aHHOCTEH.
5.2, Jluma, BAHOBHbIE B HAPYIIEHUH HOPM, PEryIHPYIOLIAX MOy 9eHHE, 06pabOTKY ¥ 3aIlHTY [IepPCOHATBHBIX
JIAHHBIX PAOOTHHKA, HECYT IMCUHMILTHHAPHYIO, A IMUHHCTPATHBHYIO, [PAX/(AHCKO-IIPABOBYIO MJTH YrOJIOBHYIO
OTBETCTBCHHOCTH B COOTBETCTBUU C (eIepaTbHBIMY 3aKOHAMH.
5.3. K corpyaHuKky, OTBETCTBEHHOMY 32 XpaHEHHE [IEPCOHATBHON HHMOPMAIEH PaGOTHHKOB, paGOTOIATEND
BIIPABE NMPHMEHUTH OJHO U3 AMCHMIIMHAPHBIX B3BICKAHHM, MpeaycMOTpeHHBIX ¢T. 192 TK PO, a umenso:
3aMCYaHME, BBIFOBOD, YBOJbHEHME. K IMCHMINIUHADHOW OTBETCTBEHHOCTH IIPUBIIEKAIOTCS TOJNBKO TE
PabOTHHKH, KOTOPBIE 10 YCIOBHSAM CBOMX TPYAOBBIX IOTOBOPOB 00S3aHEI COOMIONATH IpaBHIA paboTsl ¢
IIEPCOHAIBHBIMH JaHHBIMH,
5.4.  Paboronarens BIpaBe pacTOPTHYTH TPYAOBOIi TOTOBOP MO CBOEH MHUITHATHBE MPH pasTIialleHAHN
OXpaHACMOH 3aKOHOM TalHbI, CTABIIEH H3BECTHOH DAaGOTHHUKY B CBSI3M C HCIONHEHHEM WM TPYHOBBIX
00sI3aHHOCTEH.
6. Konrtpouib 32 ncronHenrem [10103KeH s OCYIIECTBIIAET TUPEKTOP MIKOJBL.



