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IHoJi0:xxeHue
0 3a11HTe, XPaHEHUH, 00padoTKe U Mepeaave MNePCOHAIbHBIX JAHHBIX PA00OTHUKOB

1. O0mue moJ1oKeHUs1

Hacrosmee Ilonoxenue paspadotano B cooTBeTCTBUH cO CT. 24 Koncturyiuu PO ot
12.12.1993r. (c U3BMEHEHUSAMH U JONOJHEHUSIMU), ['paxkgaHncKuM KojekcoMm PO ot
26.01.19961.Ne 14-D3 (c n3mMeHeHUsAMU 1 JononHeHusMn ), TpynoBeiM Kogexcom ot
30.12.2001r. Ne 197-®@3, penepanbabimu 3akoHaMu OT 27.07.2006r. Ne 149-03 «O06
uHpopmanuu, THGOPMALIMOHHBIX TEXHOJIOTHIX U O 3alIUTe HHPOPMALIUKWY, OT
27.07.2006r. No 152-@3 «O nepCcOHAIBHBIX TAHHBIX).

Hacrosimee [lonoxxenne pacpocTpaHsieTcs Ha BCEX COTPYAHUKOB, U BCE paOOTHUKHU
JOJKHBI ObITh O3HaKOMJIEHBI € 3TUM [losio’keHneM o pociuch.

1.1. IlepconanbsHbIe TaHHbIE paOOTHUKA — HHGOpPMAIIHs, HE00X0uMas paboTOAATEINO B
CBSI3U C YCTAHOBJICHUEM TPYIOBBIX OTHOIICHUH M KACAIOIIAsACs KOHKPETHOTO pabOTHHKA.
Onu BKIIIOYAIOT B ce0sl: ono3HaBaTenbHble JaHHbie (PHO, nata u MecTo poxaCHHUS,
TpynoBas 6uorpadus paboTHUKa, PaKkThl Ouorpadum); TNIHBIE XapaAKTEPUCTUKU
paboTHUKa (TPaKIaHCTBO, HAIMYNE HAYYHBIX TPYIOB, N300PETCHHI U T.1.); CBEICHUS O
CEMEITHOM MOJIOKEHUH; COCTABE CEMbH; COLMATBHOM MOJIOKEHUH; CITYyKEOHOM
MOJIOKEHUU; HABbIKAX; 0 (PMHAHCOBOM MOJ0KeHuU. K npegocrapisieMbIM epcoOHaIbHBIM
JaHHBIM pa0OTHHKA OTHOCUTCS MH(OpMaIus, cojiepKalascs B TpPyA0BOU KHIKKE, B
CTPaxOBOM CBHUJETENIBCTBE IOCYIaPCTBEHHOI'O TEHCHUOHHOTO CTPaxoBaHusl; HH(popMalus
00 0Opa3zoBanuu, KBaTUpUKaIMKU; HHGOpMAIUS MEAUIIMHCKOTO XapaKkTepa; MHPpopMalus
B JIOKyMEHTaX BOMHCKOTO Y4eTa U B IPYTUX JOKYMEHTAX, KOTOPbIE COAEPKAT JaHHBIE,
HE00X0AMMbIe PabOTOAATENIO B CBS3U C TPYJIOBBIMU OTHOUIECHUSIMHU.

1.2. O6paboTKa MEPCOHANBHBIX JAHHBIX PAOOTHUKA OCYIIECTBIISIETCS B IIEJISIX
oOecnieueHus coOIIOCHHS 3aKOHOB U APYTUX HOPMATUBHO-TIPABOBHIX aKTOB.

1.3. PaGoTonatensb BipaBe MPOBEPATH EPCOHATBHBIC TAHHBIE PAOOTHUKOB C TIEJTHIO
(dhopMupOBaHUS KJPOBOTO PE3epBa.

1.4. IIpu npueme Ha paboTy, 3aKIIIOUEHUU TPYAOBOTO I0TOBOPA, 3aM0JIHEHUU

AaHKETHBIX TaHHBIX pabOTOAATENs HE UMEET IPABO MOIyYaTh U 000011aTh HH(POPMAIIUIO O



PEJIUTHO3HBIX, TOJIMTHYECKUX U IPYTUX YOKICHUSIX PAOOTHHKA.

1.5. Bce nepcoHalnbHble 1aHHbIE pa0OTHUKA pab0TOAATEIb [TOIYYaeT TOIBKO OT HETO
camoro.

1.6. PaGoTonarens mnoiaydaet u ooOpadbaThIBaeT JaHHBIE O YaCTHOM KU3HU PaOOTHHKA
TOJIBKO C €r0 MUCHbMEHHOTO COTJIacusl.

1.7. Pabotonatenb cooOaeT pabOTHUKY 1I€JIH, PEANOI0KUTENbHbIE HCTOYHUKH,
CIOCOOBI MOTYYEHUS IEPCOHATIBHBIX TAHHBIX, XapaKTep MEePCOHANBHBIX TAHHBIX U
MOCIIEACTBHS OTKa3a pabOTHUKA AaTh MMCbMEHHOE COrJIacue Ha UX MOJTyYeHHeE.

1.8. ITomy4ats nmepcoHanbHbIC JaHHBIE PAOOTHUKOB HA OCHOBAHUM 3aKOHA MOTYT:
HaoroBbie opransbl, [lencuonnsiit poun PO, @onn counansHoro crpaxoBanus PO,
denepanpHas MHCIIEKIUS Tpyaa. Vcroap30BaHNe EPCOHANBHBIX TAHHBIX pA0OTHHKA
JOITYCTUMO TOJIBKO B COOTBETCTBUU C LIEJISIMH, ONIPENEIMBIINMU UX NoiydeHue. [lepenaua
MEPCOHAJIBHBIX JJAHHBIX PA0OTHHKA BO3MOXKHA TOJIBKO C COrIacHs paOOTHHUKA, €CIIM NHOE
HE IIPELYCMOTPEHO 3aKOHOIATEIBCTBOM.

1.9. PaboTonarens uMeeT npaBo coOMpaTh NEPCOHATBHYIO HHPOPMALUIO, COAEPIKAIILYIOCS
B JJOKYMEHTaX, IPEIOCTABIEHHBIX PAOOTHUKOM IIPU IIpHEME Ha paldoTy.

1.10. PaGoTonarens NpoU3BOAUT pacyYET U BHIIUIATY HAJIOTOB 3a pa0OTHUKA ITyTEM
yJlep>KaHus UX U3 3apabOTHOMH M1aThl, paboTOAATENh UMEET MIPABO COOUPAThH
npexycMmorperssle Hanoroseim Kogexcom PO cBeneHust 0 HATOroIiaTebIIUKeE.

1.11. Jannoe IlonoxeHne npeaoTBpamaeT HECaHKIIMOHUPOBAHHBIA JOCTYII K
uH(popManuu, ee NPOTUBONPABHOE KOMMPOBAHUE, UCKAKEHUE, UCTIOJIH30BAHUE
MPEAHAMEPEHHOTO PaCIpPOCTPaHEHUsI HEAOCTOBEPHON HHPOpMaIIMU, UCTIOJIb30BaHUE
nH(pOpMAaIUU B MPECTYIMHBIX U KOPHICTHBIX IEIAX.

2. llopsaiok XpaHeHHs, MCTIOJIb30BAHUS U NePeJavYH MePCOHAIBHBIX JaAHHBIX
padoTHHKA

XpaHeHre MePCOHANbHBIX TAHHBIX JOJKHO UCKIII0YATh UX YTPATy WM UX
HEIPaBUJIbHOE MCIIOJIb30BAHKE.

2.1. Xpanenwue, Bbljaya TPYAOBBIX KHUKEK (yOJIUKATHI TPYAOBBIX KHUKEK);

XpaHEHHE TUYHBIX JIe7T PAOOTHUKOB U MHBIX JJOKYMEHTOB, OTPAKAIOIINX MTEPCOHATLHbIE
JaHHbIE paOOTHHKA, BO3JIAral0TCs Ha PYKOBOAUTEIS, IEIONPOU3BOIUTENS U paOOTHUKOB
Oyxraitrepuu (CIUCOK JHUI YTBEPKIAETCS PHUKA30M 110 LIKO0JIe).

2.2. IlepconanpHble JaHHBIE pAOOTHUKOB BMECTE C HEOOXOAUMBIMH TIOKYyMEHTAMU
ocTarTcs y paboToIaTeNs WK JIMIAa, OTBETCTBEHHOTO 3a 0OpMIICHHE ITpHeMa U
XpaHEHHMsI JINYHBIX A€l COTPYAHUKOB. [1opsiiok XpaHeHUs TPYAOBBIX KHUKEK YCTaHOBJICH
HNHcTpyKLIMEN 10 3aII0JIHEHUIO TPYAOBBIX KHUKEK.

2.3. PaboTonaTenb oOecnieurBaeT XpaHEHNE IEPBUYHBIX TOKYMEHTOB, CBSI3aHHBIX C
00pabOTKOW JOKyMEHTAIMH 10 YYETy TpyJa, KaApOB U OIUIAThI TPyAa B Opranu3anuu. B
OyXTajuTepuu XpaHATCS JOKYMEHTHI MO0 YYETY UCIOIb30BaHUs pabouero BpeMeHU U
pPacyeToB ¢ MEPCOHAJIOM 1O OIIaTe Tpyaa.

2.4. Ilpu nepenade nepcOHAIBHBIX JaHHBIX paOOTHUKA paboTOAATENb TOKEH
coOJII0AaTh CleNyIoIHe TpeOOBaHUS:

2.4.1. He coo0mmaTh MepCcoOHATbHBIC TAHHBIE pA0OTHHUKA TPEThEH CTOPOHE 0e3
MUCBMEHHOTO COTiacusi pabOTHHUKA, 32 UCKIIIOYEHHEM CIy4aeB, KOrja 3T0O HE0OX0IMMO B
HEJSIX TPEyNPEekKACHUS YTPO3bl )KU3HU U 3I0POBbI0 PaOOTHHKA, a TAKXKE B CIy4YasX,
YCTaHOBJICHHBIX (pe/iepaIbHbIM 3aKOHOM;



2.4.2. He cooOuIaTh NepcoHaIbHbIC JaHHbIE pAOOTHHUKA B KOMMEPUYECKUX LIETAX 0e3

€ro MUCbMEHHOT'O COTJIACHSI.

2.4.3. [IpegynpeauTs Jidil, MOJIYYAOIIUX ePCOHAIbHbIEC JaHHBIE pAOOTHHUKA, O TOM,

YTO 3T JIAaHHBIE MOTYT OBITh UCIIOJIb30BAHBI JIUIIb B LENSIX, ISl KOTOPBIX OHU COOOIIEHBI,
U TpeOOBaTh OT ITUX JIUII MOATBEPKICHUS TOTO, YTO 3TO MPaBUIIO coOoIeHo. Jlua,
MOJIy4arolIre NepCcoHaNbHbIE JaHHBIE pA0OOTHHUKA, 00s3aHbI COOJIIOIATH PEKUM
CEKpPETHOCTH (KOHPUACHIIMAIBHOCTH). JJaHHOE TI0JI0KEHHE HE PacCIPOCTpaHsIeTCsl Ha
0OMeH MepCOHATBHBIMU JAaHHBIMUA PAOOTHUKOB B MOPSIIKE, YCTAHOBICHHOM
(benepabHBIMU 3aKOHAMU;

2.4.4. Pa3pemiath A0CTYI K MEPCOHAIBHBIM JIAHHBIM Pa0OTHUKOB TOJIBKO CHEIUATIEHO
YIOJHOMOYEHHBIM JIUIaM, TIPU 3TOM yKa3aHHBIE JIUIA JOJKHBI UMETh MPABO MOTYyYaTh
TOJIBKO T€ TIEPCOHANIFHBIC JaHHBIE pA0OTHHKA, KOTOPBIE HEOOXOIUMBI JISI BHITTOJTHEHUS
KOHKPETHBIX (DYHKIUH;

2.4.5. IlepenaBaTh NepCOHANBHBIE JaHHBIE pA0OOTHUKA MIPEICTABUTENSIM PAOOTHUKOB

B nopsifke, ycraHoBieHHOM TK P®, u orpannyuBath 3Ty HHPOPMAIUIO TOIBKO TEMU
NEPCOHANBHBIMU JTaHHBIMU PaOOTHHKA, KOTOPbIE HEOOXOAUMBI JIJIs1 BBIOJHEHUS
yKa3aHHBIMH NPEACTABUTEISAMU X (QYHKIUH.

2.5. Ilepenaua nepcoHalIbHBIX JAHHBIX PaOOTHHKA B MPEEsiax OpraHu3aluu:

2.5.1. Paboronarens npeaocTaBisieT MH(OPMALIMIO U UHBIE CBEJICHUS, HEOOXOIUMBbIE
U1 IPOBEPKU MPABMIIBHOCTH MCYHUCIICHUS U YIUIAThl HAJIOTOB, 00513aTENbHBIX IJIaTEKEH B
rOCyIapCTBEHHYIO OI0/DKETHYIO CUCTEMY; JOKYMEHTHI O MJIaTeKeCIIOCOOHOCTH; CBEACHHUS
0 YHCJIEHHOCTH, COCTaBe pabOTaIOIUX, 3apa00THOM JIaTE U YCIOBUSAX TPYAd, O HAIMYUU
cBOOOMHBIX pabOYHMX MECT; TOKYMEHTHI 00 OIIaTe HAJIOrOB MO TPEOOBAHUIO OPTAHOB
BJIACTH YIPABIICHUS, MPABOOXPAHUTEIHHBIX OPTaHOB, FOPUANUECKHX JIUII, IMEIOIINX Ha
3TO TIPABO.

2.5.2. llpenocraBnsgemas nHGOpMALIKS MOKET ObITh YCTHOM MIJIM TUCBMEHHOM, BO
BTOPOM ClIyyae — 3aBepeHa Ne4aThio U MOAMNUCAMU ONPEAETICHHBIX JIULI.

3. O0s13aHHOCTH PadOTOAATE/IA M0 XPAHEHUIO U 3ALINUTE NMEePCOHAIbHBIX TaHHBIX
padoTHHKA

3.1. PaGoronarens obecrnieunBaeT 3alIUTy MEPCOHATBHBIX JAHHBIX PAOOTHUKA OT
HEIPAaBOMEPHOI'0 UX MCIOJIb30BAHUS WM YTPATHI 32 CUET COOCTBEHHBIX CPECTB B
MOPSJIKE, YCTAHOBJICHHOM (pe/iepaIbHbIM 3aKOHOM.

3.2. PaGoTtonarens 3HaKOMUT paOOTHUKA MOJT POCITUCH CO BCEMU BHYTPEHHUMHU
JOKYMEHTaMH, KaCaroIIMMHUCS MOpsAIKka 00paboTKu, epeadn NepCoOHAIBHBIX JaHHBIX
pPabOTHUKOB, O TIpaBax U 00SI3aHHOCTSIX B ATOM 001aCTH.

3.3. PaGoTronarens oOecneunBaeT JOCTYI K IEPCOHATBHBIM JaHHBIM paOOTHUKA

TOJIKO YIIOJTHOMOUYEHHBIM JIUIIAM.

3.5. PykoBonurens 3akpermieT B [Ipukaze mo YupexaeHuro pacipeaeineHue
00s13aHHOCTEM M0 00pabOTKE EPCOHATBHBIX JJAHHBIX.

3.6. 3amperniaeTcs 00paboTka MHGOPMAIIUU B IPUCYTCTBUU UHBIX JIUI], KPOME
MMEIOLIUX MPABO JOCTYIA K MEPCOHAIbHBIM JaHHBIM paOOTHHKA. PyKkoBOIUTENb XpaHUT
JOKYMEHTHI (TPYAOBbIE KHIKKH B celipe); peKkOMEeHIyeTcs Mpu 00paboTKe JaHHBIX C
MOMOIUIBI0 KOMIIBIOTEPA 3aKPHIBATh aposieM (haiisibl, UMEIOIIHNE ePCOHATbHbBIE TaHHBIE.
4. IIpaBa pa0OTHUKOB HA 3aIUTY NEPCOHAJBHBIX JAHHBIX

4.1. Cornacuo c1.89 TK P® paGoTHUKHM UMEIOT MPaBo Ha:



4.1.1. lMonayro nHGOpMAIIHIO 00 UX MEPCOHATBHBIX TAHHBIX K 00Pa0OTKE ITUX
JAHHBIX;

4.1.2. CBoOOIHBINM OecTIaTHBINA JOCTYI K CBOUM MEPCOHAIBHBIM JaHHBIM, BKIIOYAs
IpaBO Ha MOJIyYeHUE KOMUH JII000M 3amucH, cofeprKalieii nepcoHaabHbIe JaHHbIC
pabOTHUKA, 32 UCKIIOUEHUEM CITy4aeB, MPEAYCMOTPEHHBIX (efepalibHbIM 3aKOHOM;
4.1.3. Onpenenenrie CBOUX MPEACTaBUTENEH ISl 3alIUThl CBOMX MEPCOHATBHBIX
JAHHBIX;

4.1.4. JlocTym K OTHOCSIIMMCS K HUIM MEIUIIMHCKUM JaHHBIM C IIOMOIIBIO
MEIUIIMHCKOTO CIIEIUANNCTA TI0 UX BBIOOPY;

4.1.5. TpeboBanue 00 UCKIIOYEHUHU WM UCIIPABIEHUN HEBEPHBIX MJIN HEMOJIHBIX
NEPCOHANBHBIX JaHHBIX, & TAKXKE TAaHHBIX, 00pad0TaHHBIX C HapylieHneM TpedoBannii TK
P®.

[Tpu oTkaze paboToaaTeNs NCKIIOYUTH WU UCTIPABUThH NIEPCOHANBHBIE TaHHBIE paOOTHHKA
OH MMEET MPaBo 3asBUTh B TUCbMEHHOMN (hopMe pabOTOAATEINIO O CBOEM HECOIJIACHU C
COOTBETCTBYIOIIMM 0OOOCHOBAHHUEM TaKoro Hecornacus. [lepcoHanpHble JaHHbIE
OLIEHOYHOTI'0 XapaKkTepa pabOTHUK UMEET MPaBO JOMOJIHUTD 3asBIIEHUEM, BhIPAXKAIOIIUM
€ro COOCTBEHHYIO TOUKY 3pEHUS;

4.1.6. TpeboBanue 00 U3BEIICHUN PaOOTOAATENIEM BCEX JIUII, KOTOPHIM paHHEee ObLIH
COOOI1LIEHBI HEBEPHBIE WIIM HEMOJIHBIE IIEPCOHAIbHBIE TaHHbIE paOOTHUKA, 000 BCEX
MIPOU3BEJICHHBIX B HUX UCKIIIOUEHUAX, UCTIPABJICHUSIX WUJIU JIOTIOJIHCHUSIX;

4.1.7. PaGOTHUKH JOTKHBI OBITH 03HAKOMJICHBI MO POCIIUCH C HACTOS UM
[TonoxxenueM. C 3TOM LENBIO B yUPEKIACHUH OpraHu3yercs U Beaercs JKypHan
O3HaKOMJICHHUSI PaOOTHHUKOB ¢ HacToAIMM [lomoxeHneM.

4.1.8. OGxanoBaHue B CyJ JIIOObIX HEMPABOMEPHBIX JEHCTBUN WU O€3AeiCTBUS
paboToaresns npu 00pabOTKe U 3aIUTE €r0 MEPCOHATBHBIX JJAHHBIX.

5. OTBeTCTBEHHOCTH PadoTOAATEISI M JIML, OCYLIECTBJISIOIIMX padoTy ¢
NMePCOHATbHBIMHU JAHHBIMU

5.1. PaboTHuk 00s13aH:

- 3HaTh [lepeuens cBenennii koHpuAeHIMaIbHOTO Xapakrepa B MbOY COII Nel2

- XpaHHUTH B TailHE U3BECTHHIC €My KOH(PUACHITNAIbHBIC CBEICHUS, UHPOPMUPOBATH
pPYKOBOAUTENS O (paKTax HApYIICHUS TIOPpsAIKa 0OpalleHrs ¢ KOH()UIeHIINATbHBIMU
CBEJCHUSIMH, O CTABIIUX €My M3BECTHBIM MOMbBITKAX HECAHKIIMOHUPOBAHHOTO JIOCTyNA K
uHdopmanuu;

- cOOMI0IaTh MpaBUJIa MOJIH30BAHMS JOKYMEHTAMH, TIOPSAO0K UX Y4eTa U XpaHEHHUS,
o0ecrneunBaTh B Mpoliecce paboThl COXPaHHOCTh MH(OPMAIIUH, COACPKAIICHUCS B HUX OT
MOCTOPOHHUX JIHII,

- BHAKOMHTBHCS TOJIBKO C TEMH CITYKEOHBIMH TOKyMEHTaMH, K KOTOPBIM TOJIy4eH JOCTYII B
CUJTY UCITOJIHEHHSI CBOMX CITYKEOHBIX 00S3aHHOCTEM.

5.2 Jluna, BHHOBHBIC B HAPYIICHUH HOPM, PETYIUPYIONIUX MOTy4YeHHE, 00paboTKy U
3aIUTY MEPCOHATBHBIX JAHHBIX PA0OTHHUKA, HECYT TUCIUTLIMHAPHYIO,
aIMUHUCTPATUBHYIO, TPAXKITAHCKO-TIPABOBYIO UJTU YTOJIOBHYIO OTBETCTBEHHOCTD B
COOTBETCTBUH C (peepanbHbIMU 3aKOHAMHU.

5.3. K coTpynHuKy, OTBETCTBEHHOMY 3a XpaHEHHUE MEePCOHANBbHON nH(popMauu
pabOTHUKOB, pabOTOIATENb BIIPaBE MPUMEHUTH OJJHO U3 TUCIUIIMHAPHBIX B3BICKAHUM,
npenycMoTpeHHsbIx cT. 192 TK PO, a uMeHHO: 3aMeuaHne, BBITOBOP, YBoJbHEeHHE. K



JTUCHUTUIMHAPHOW OTBETCTBEHHOCTHU MPHUBIICKAIOTCS TOJIBKO T€ paOOTHUKHU, KOTOPHIE 11O
YCIIOBUSIM CBOMX TPYJOBBIX JOTOBOPOB 00s13aHbI COOIIOATh MPaBUiIa pabOTHI C
NEPCOHATLHBIMU JTAHHBIMHU.

5.4. Paboronarens BlpaBe pacCTOPrHYTh TPYIOBOM JTOTOBOP MO CBOEH MHUIIUATHBE

IpU pasrialleHUuH OXpaHsIeMOU 3aKOHOM TaiHbI, CTaBIIEH N3BECTHOM PaOOTHUKY B CBSA3U
C UCIIOJIHEHUEM UM TPYJOBBIX 00513aHHOCTEH.
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