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HOJIOKEHHUE

0 3aIMTe NMePCOHAIBHBIX JaHHBIX ['ocy1apcTBEHHOT0 010/1KETHOTO
yupesxaeHus 31paBooxXpaHeHusi ropoaa MockBbl «/lupekiuusi pa3BUTHA
00bEeKTOB 3ipaBoOOXpaHeHMs ropoaa MocKBbI»

1. OO0111e MOJIOKEHUS

1.1. enwio [lonoxenus o 3amuTe MEPCOHANBHBIX NaHHBIX ['ocymapcTBEHHOTO
OIOJIPKETHOTO  YUPEKICHUS 3JIpaBOOXpaHeHUss ropojga MockBbl «Jlupekius
pa3BUTUS OOBEKTOB 3/IPAaBOOXpPAHEHUSI TopoJa MOCKBBI» SBISETCA 3alllUTa
MEePCOHAIBHBIX JaHHBIX PA0OOTHUKOB ['0CY1apCTBEHHOTO OIOIKETHOTO YUPEKICHUS
3napaBooxpaHeHus  ropoga  MockBbel  «Jlupekiusi  pa3BUTHUS ~ OOBEKTOB
3IpaBoOOXpaHeHus  ropoja  MockBel»  (mamee —  YUpexIeHue)  OoT
HECAHKIIMOHUPOBAHHOTO JOCTYIa, HENPAaBOMEPHOTO HX HCIOJb30BAHUS WIIU
yTpaThl, a TAaKKE€ YCTAHOBJIEHUE OTBETCTBEHHOCTU JIOJHKHOCTHBIX JIMI], UMEIOIINX
JIOCTYIl K TIEPCOHAJBLHBIM JaHHBIM YUpEKICHUS, 32 HEBBIMOJIHEHUE TpeOOBaHUMN
HOPM, PETYJIHPYIONUX 00pabOTKY U 3alIUTy MEPCOHAIBHBIX TaHHBIX.

1.2. Tlonoxenune pazpaboTaHO B COOTBETCTBUHU CcO cTaThsiMu 85-90 Tpymosoro
Konekca Poccuniickont @enepanmn, Konctutynuen Poccuiickonn ®enepanmuu,
I'paxxpanckum komexkcoMm Poccuiickont ®@enepanun, DenepaibHbIM 3aKOHOM OT
27.07.2006 Nel49-03 «O6 undopmanuu, MHGOPMAILMOHHBIX TEXHOJOTHUSIX U O
3amute uHbopmanun», dPeaepanbHbiM 3akoHOM oT 27.07.2006 Ne 152-d3 «O
MEepPCOHATBHBIX JaHHBIX», I[lpaBUiiaMu BHYTPEHHEro TPYJIOBOIO pacropsaka
YupexaeHus.

1.3. TlonoxeHue BCTymaeT B CHJIy C MOMEHTa YTBEpXkAeHHUs ero Jupekropom
Yupexaenus u JeHCTByeT 0€CCPOUHO, 10 3aMEHBI €r0 HOBBIM MOJIOKEHHUEM.

1.4. Bce usmenenus B [1oioxeHust BHOCSTCSI COOTBETCTBYIOLTUM MTPUKA30M.

1.5. Bce pabGoTHukn YupeKacHUS NOHKHBI OBITh O3HAKOMIICHBI C HACTOSIIHUM
[Toso)keHreM Mo pOCIHUCH.

1.6. PexuM KOH(PUIASHIIMATBHOCTH MEPCOHATBHBIX JTaHHBIX CHUMACTCS B Cydae
uX 00€3TMYMBAHUS U TI0O UICTEUCHUU 75 JIET CPOKa UX XPAHEHUS, WU MPOJICBACTCS
Ha OCHOBAaHMM 3aKJIFOYEHUS DKCIIEPTHOM KOMHCCUU YUpEeXKICHUS, €CIU UHOE HE
ONPENIEIIEHO 3aKOHOM.



2. OCHOBHBIE TOHATHS

2.1. Jlng neneit HacTosimero I1ogoxeHusT UCIIOIb3YIOTCS CISAYIOIHME OCHOBHBIE
MMOHSTUSA

— MEPCOHANILHBIE JTaHHBIE pA0OTHHUKA — JI00ass MHGOpMAIHs, OTHOCSINAICS K
OTIPEJICTICHHOMY WJIM OMPENEIsIeMOMY Ha OCHOBAaHMM TaKoW WH(POPMAIHH
pabOTHUKY, B TOM YHCJIE €T0 (paMUJIHs, UMsI, OTYECTBO, TOJ, MECSII, 1aTa U MECTO
POXKICHUS, aJpec, CeMelHoe, COIMalbHOE, WMYIIECTBEHHOE TIOJIOKEHHE,
oOpazoBanue, nmnpodeccus, A0XOAbl, Jpyras uHopMamusa, HeoOXoauMasl
paboTOIATEINIO B CBSI3U C TPYIOBBIMH OTHOIICHHSIMH,

— 00paboTKa MEepCOHANBHBIX JAAHHBIX — cOOp, CUCTeMAaTU3alus, HAKOIUICHUE,
XpaHEeHue, YTOYHEHHUE (oOHOBIIEHHE, U3MEHEHUE), HCIIOJIb30BaHNUE,
pacnpocTpaHeHue (B TOM 4HCIE Iepeaada), oOe3nYuBaHHUe, OJIOKHPOBAHUE,
YHHUTOKEHNE TIEPCOHAIBHBIX JAHHBIX PAOOTHUKOB YUpEKICHUS,

— KOH(QUJIECHIUAIBHOCTh  MEPCOHAJIBHBIX  JIAHHBIX — 0O0fA3aTeIbHOE  JJIA
cOOJIIOICHUS HA3HAYEHHOTO OTBETCTBEHHOTO JIMI[A, TOJYYMBIIErO JOCTYN K
MEepPCOHATBHBIM  JIaHHBIM  PA0OTHUKOB, TpeOOBaHME HE JIONMyCKaTh HUX
pacnpocTpaHeHusi 6e3 coriacusi padOTHUKA WM MHOTO 3aKOHHOT'O OCHOBAHMUS;

- pacnpoCTpaHEHUE NEPCOHAIBHBIX JAHHBIX — JACHCTBUS, HAIPAaBJICHHBIC Ha
nepefayy IEpCOHAIbHBIX JaHHBIX PAaOOTHUKOB ONPEACIIEHHOMY KpYry JIUI
(mepenaya MepcOHANbHBIX JAHHBIX) WM HAa O3HAKOMJIEHHE C MEPCOHAIbHBIMU
JAHHBIMU HEOTPAHUYEHHOTO Kpyra JIML, B TOM 4HciIe OOHapoJI0BaHUE
NEPCOHANIBHBIX JAHHBIX PAaOOTHMKOB B CPEACTBAX MAacCcOBOM HH(Opmanuwy,
pasMelieHie B MH(OPMAIMOHHO-TEJIEKOMMYHUKALIMOHHBIX  CETAX WU
IPEIOCTABIEHUE JIOCTYNa K MEPCOHAJIbHBIM JaHHBIM PAaOOTHUKOB KAKUM-TTMOO
WHBIM CIIOCOOO0M;

- UCIIOJIb30BAaHUE MEPCOHANbHBIX JAHHBIX — JEHUCTBUS  (Omepanuu) C
IIEPCOHAJIBHBIMU JTaHHBIMH, COBEPIIAEMBIE JTOHKHOCTHBIM JIMLOM YUpEXICHHS B
LESAX TPUHATUS PEIICHUM WM COBEPIICHUS HHBIX JIEWCTBHUN, MOPOKIAAFOIIAX
IOPUIUYECKUE TOCNE/CTBUSI B OTHOLIEHWUM PAOOTHUKOB JIMOO HMHBIM 00pa3om
3aTparuBaroIIMUX UX MPaBa v CBOOOIbI MIIM MTpaBa U CBOOObI IPYTUX JIULL;

- 0JIOKMpOBaHNE TIEPCOHANBHBIX JAHHBIX — BPEMEHHOE MpeKparieHue coopa,
CUCTEMATHU3AlINH, HAKOTUIEHUSI, UCIIOIb30BAHUS, PACIPOCTPAHEHHS IEPCOHAIBHBIX
JTAHHBIX PAOOTHUKOB, B TOM YHCIIC UX MEpEIaH;

— YHUUYTOXXCHUE TEPCOHAIBHBIX JaHHBIX — JICHCTBHS, B PE3YJIBTaTe KOTOPBIX
HEBO3MOJKHO  BOCCTAHOBHUTH  COJICP)KAHHEC  IEPCOHAIBHBIX  JaHHBIX B
WHPOPMAITMOHHON CHCTEME MTEPCOHATBHBIX JJAHHBIX pA0OOTHUKOB WIJIH B PE3yJIbTATE
KOTOPBIX YHUYTOXKAOTCS MAaTCpPHAIbHBIC HOCHTEIW IIEPCOHATBHBIX JIAHHBIX
PabOTHHUKOB;

— 00e3TMYrMBaHUE TIEPCOHAIILHBIX JAHHBIX — JACHCTBUSA, B PE3YJIbTaTe KOTOPHIX
HEBO3MOIKHO OTIPEJICITUTH MPUHAIC)KHOCTD IMTEPCOHATBHBIX JaHHBIX KOHKPETHOMY
pabOTHHKY;



- 00111eI0CTYITHBIE TIePCOHATBHBIE JJAHHBIC — MEPCOHANIbHBIC JIaHHBIC, TOCTYII
HEOTPAHUYEHHOTO KPyTa JUIl K KOTOPBIM MPEIOCTABIICH C COTJIacusi pabOTHUKA UITH
Ha KOTOpbIE B COOTBETCTBUU C (efepaibHBIMH 3aKOHAMH HE PacIpOCTpaHsIETCs
TpeOoBaHUE COOIIOICHUS KOH(PUACHITNATILHOCTH.

— nH(popmaIus — cBeACHUS (COOOIIeH s, JaHHBIC) HE3aBUCUMO OT (OPMBI UX
IpeACTaBICHUS.

- JTOKyMEHTHUpPOBaHHAsT WHMOpMaIus — 3apuKCUpOBaHHAS HAa MaTepUATHLHOM
HOCHUTEJIC  IyTeM  JOKYMEHTHUPOBaHHMS  HWHGOpMAIMs ¢  PEKBU3UTAMH,
MO3BOJISIONIMMU  OTIPEJCIUTh TAaKyl0 HWHOOPMAINHMIO WIA €€ MaTepPHAIbHBIN
HOCHUTENb.

3. CocTaB nepcoHaIbHBIX TaHHBIX PAOOTHUKOB

3.1. B cocrtaB nepcoHaibHbIX JaHHBIX pAOOTHUKOB YUpEXKACHUS BXOJAT:

- aHKETHbIE U OHOorpauuecKue JaHHbIE;

- o0pa3oBaHue;

- CBEICHMS O TPYJIOBOM U OOILEM CTaXKeE;

- CBEJICHUS O COCTAaBE CEMBH;

— MacHOpPTHBIC JaHHEIE;

— CBEJICHUSI O BOMHCKOM YYETe;

— CBEZICHMS 0 3apabOTHOM IIaTe;

— CBEJICHUS O COLMAJIbHBIX JIbIOTaX;

— CHEUaTbHOCTbD,

- 3aHUMaeMasi JJOJKHOCTH;

— HaJIM4YHE CyIMMOCTEN;

— aZpec MecTa KUTEJIbCTBA;

— JOMaIlIHUN TenedoH;

- MECTO pabOThI WK yueObl YWIEHOB CEMbU U POJACTBEHHUKOB;

- coJiepKaHUE TPYAOBOIO JIOTOBOPA;

— COCTaB JICKJIapUPYEMbIX CBEIACHHUIA O HATMYMH MaTEPUATLHBIX [ICHHOCTEH;

— coJiep KaHue JIeKIapalru, 01aBaeMOi B HAJIOTOBYIO MHCIIEKITHUIO;

— MOJITMHHUKH U KOTIMU MPUKA30B 10 TUYHOMY COCTaBY;

— JUYHBIC JIeNIa U TPYOBbIE KHUKKUA COTPYIHUKOB;

— OCHOBaHMS K MTPUKa3aM MO JUYHOMY COCTABY;

— JieNa, CoiepKallie MaTeprualbl MO NOBBIILIEHUIO KBATU(UKAIIIN U
NEePenoroTOBKE COTPYIHUKOB, UX aTTECTAIUH, CITY>KEOHBIM pacClieIOBAaHUSIM;

— KOIUU OTYETOB, HAIIPABIISIEMBIC B OPTaHbl CTATUCTHKHU.

3.2. JlaHHBIE JOKYMEHTHI SIBISIOTCS KOH(MUICHITUATBLHBIME, TIPH ATOM, YIUTHIBAs
WX MacCOBOCTh M €IMHOE MECTO 00pabOTKM U XpaHEHUS - COOTBETCTBYIOIIHMA TPUG
OTpaHUYCHHS HA HUX HE CTABUTCA.

3.3. B mnemsix oOecrneueHus mnpaB U cBOOOJ pabOTHUKA YUpPEKIECHUE U €ro
MPEJACTABUTENIM TNPU 00pabOTKE NEPCOHAIBHBIX JIaHHBIX PAOOTHHUKA OOsI3aHbBI
co0Jro1aTh cieayroIe ooire TpeOoBaHuUs:



3.3.1. ObpaboTka MEepCOHATBHBIX MAHHBIX PAOOTHUKA MOXKET OCYIIECTBISATHCS
UCKIIIOUUTENLHO B LENsAX oOecrnedeHus: COOMIOAEHUST 3aKOHOB U MHBIX
HOPMATHUBHBIX MPABOBBIX AKTOB, COJEWUCTBHS PAOOTHUKAM B TPYIOYCTPOICTBE,
OOy4eHHH U TMPOJIBIKEHUM MO CcIyk0e, oOecredeHusl JMYHON Oe30MacHOCTH
pabOTHUKOB, KOHTPOJII KOJMYECTBA M KauecTBa BBINOJHIEMOW paboOThl U
oOecrieyeHus: COXpaHHOCTH UMYIIECTBA.

3.3.2. IIpu omnpenenenun o0beMa U cojiepkaHus o0padaThIBaeMbIX IMEPCOHATBHBIX
JTaHHBIX PaOOTHHMKA pabOTOAATENh MOJKEH PYKOBOACTBOBaThcs KoHcTuTynmen
Poccuiickoit ®enepanun, TpymoBeiM Koaekcom u uHBIMU deaepaTbHBIMU
3aKOHaMH.

3.3.3. [lonyueHue mnepcOHANbHBIX JAHHBIX MOXKET OCYIIECTBIATHCS KaK IMyTeM
NPEJCTaBICHUS UX CaMUM PabOTHUKOM, TaK M MyTE€M MOJYYEHHUS WX W3 WHBIX
UCTOYHUKOB.

3.3.4. IlepconanbHble TaHHbIE PAOOTHHKA CJIEAYET Moay4yaTh y Hero camoro. Eciu
NEPCOHAIbHBIE JIaHHbIE PA0OTHUKA BO3MOXHO IOJIYYUTh TOJIBKO Y TpeThei
CTOPOHBI, TO PAa0OTHUK JOJKEH OBITh YBEIOMIJIEH 00 3TOM 3apaHee M OT HEro
JOJKHO OBIThH MOJIy4€HO MUCbMEHHOE cornacue. PaboTonaTens TOJKEH COOOIMIUTD
pabOTHUKY O MLEeNsAX, MPEANnoyiaraéMblX MCTOYHHMKAX M CIoco0ax MOJIydeHHUs
MEPCOHANIBHBIX JaHHBIX, a TaK JKE€ O XapakTepe MOMJIeKAIINX MOJTyYSHHUIO
MEPCOHANIbHBIX JIAHHBIX M TIOCJIEJCTBUSX OTKa3a pabOTHUKA JaTh MUCHMEHHOE
coryiacue Ha UX TMOJy4YeHHeE.

3.3.5. Paboronarenr He MMeEET MpaBa MOJMydaTh U 00pabaThIBaTh MEPCOHAIBHBIC
JaHHBIE pa0OTHHUKA O €T0 MOJUTUYECKUX, PETUTHO3HBIX U MHBIX YOSKICHHUSIX U
YaCTHOM JKU3HH. B ciydasx, HEMOCpPEeICTBEHHO CBSI3aHHBIX C BOIIPOCAMU TPYAOBBIX
OTHOIIIGHWM  JIaHHBIE O YaCTHOM KU3HM paboTHUKa (uHbOpMAlLUI O
KU3HEJCITEILHOCTH B c(pepe CeMEHHBIX OBITOBBIX, JIMYHBIX OTHOIICHWUH) MOTYT
ObITh TIOJIy4eHBI W 00paboTaHbl pabOTOJATENEM TOJBKO C €ro MHUChMEHHOTO
COTJIaCHS.

3.3.6. PaboTonarens HEe MMEET MpPaBO MOJy4aTh U 00padaThIBaTh MEPCOHAILHBIC
JaHHBIE PAOOTHHUKA O €ro WICHCTBE B OOIIECTBEHHBIX OOBEAMHEHUSX WIH €ro
npo(COIO3HON JEATENbHOCTH, 3@ HCKIIOYEHHEM CIIy4aeB, MPeIyCMOTPEHHBIX
(dhenepaabHBIM 3aKOHOM.

3.4. Hcnonp3oBaHuE NMEPCOHAIBHBIX JAHHBIX BO3MOKHO TOJIBKO B COOTBETCTBHUU
C LEJISIMH, OTIPEICIMBIIUME UX MoydeHue. [lepcoHanbHbie JaHHBIE HE MOTYT OBITh
UCTIONb30BAaHbl B IENSX NPUYMHEHHUS HMYIIECTBEHHOTO M MOpPAJIbHOTO Bpena
rpakaaHaM, 3aTpyJHEHMs] pealv3aly IpaB M cBoOOA rpaxnaH Poccuiickoit
@enepanuu. OrpannyeHue npas TrpaxknaaH Poccuiickoit denepanum Ha OCHOBE
UCTIONB30BaHusl MHPOpMAIK 00 WX COIMAIBHOM IMPOUCXOXKACHUH, O PACOBOH,
HAIlMOHAJIBbHOMU, A3BIKOBOM, PEIUTMO3HOM U MApPTUWHOW MPUHALIEKHOCTH
3aIlpeIleHo U KapaeTcsl B COOTBETCTBUU € 3aKOHO/IaTEIbCTBOM.

3.5. Ilepenaua nmepcoHaNbHBIX JaHHBIX pAOOTHUKA BO3MOXKHA TOJIBKO C COTJIACHS
paboOTHUKA WK B CIyYasx, MPSIMO MPETYCMOTPEHHBIX 3aKOHOAATEIHCTBOM.

3.6. [Ilpu mepemaue mepcOHANBHBIX JaHHBIX PaOOTHHKA pabOTOAATENb TOJKEH
cOOJII01aTh CleyIoIINe TPeOOBaAHUS:



— HE COo00IIATh MepCOHANIbHbIE JaHHbIE PA0OTHHKA TPEThel CTOpOHE O€3
MUMCbMEHHOIO COTJIacusi pabOTHHKA, 32 UCKIIOYEHUEM CITy4aeB, KOTr/ia 3TO
HE0OXOMMO B LIETISAX MPEyNPEKICHUST yTPO3bl )KU3HU U 3[I0POBbIO paOOTHHKA, a
TaK)Ke B CITydasX, yCTAHOBJIEHHBIX (peliepaibHbIM 3aKOHOM;

- HC COO6HIaTI) IICPCOHAJIBHBIC NAHHBIC pa6OTHI/IKa B KOMMCPUYCCKHUX LOCJIAX oe3
Cro MIMCBbMCHHOTI'O COTJIaCHA,

— NpeIyTPEANTD JINII, TOTYYAIOIINX TePCOHATBHBIC TAaHHBIC pA0OTHUKA, O TOM,
9TO ITH JAaHHBIE MOTYT OBITh HCIIOJIB30BAHBI JIMIIL B IENAX, A KOTOPBIX OHHU
COOOIIEHBI, U TPEOOBaTh OT ATHX JIHI] MOJATBEPXKICHHUS TOTO, YTO 3TO IMPABHIIO
coOmroieHo. Jluma, mosydJaromnye MepcoHaabHbIe JaHHBIE PaOOTHHKA, OOS3aHBI
COOJTIOJIaTh PEKUM CEKPETHOCTH (KOHGUIACHIIMATBHOCTH). J[aHHOE TTOJIOKEHUE HE
pacnpocTpaHseTcss Ha OOMEH MEePCOHAIBHBIMU JTAHHBIMU PAOOTHUKOB B TOPSIKE,
YCTaHOBJICHHOM (peiepanbHbIMUA 3aKOHAMMU;

- pazpemiaTh JOCTyH K TI€PCOHAJIbHBIM JIaHHBIM PAOOTHUKOB TOJIBKO
CIEHHUAJIBHO YIIOJTHOMOYEHHBIM JIMLAM, OITPEAEIECHHBIM ITPUKA30M [0 OpraHu3aluH,
IIPU OTOM YKa3aHHbIE JMLA JOJDKHBI HMMETh IPABO IIOJY4YaTh TOJIBKO T€
NIEPCOHANIbHBIE JIaHHbIE PAa0OTHHKA, KOTOpPbIE HEOOXOAWMBI JUISl BBINOJIHEHUS
KOHKPETHBIX (DYHKIUH;

— HE 3ampamuBaTh HHPOPMALMIO O COCTOSHUM 3J0pOBbS pPaOOTHUKA, 3a
UCKIIFOUEHUEM TEX CBEJEHUM, KOTOpPhIE OTHOCATCA K BOIPOCY O BO3MOKHOCTH
BBIIIOJIHEHHS pAOOTHUKOM TPYAOBOM (DYHKIIMH;

- nepeaaBaTh IEPCOHANIbHBIE JaHHbIE pA0OTHHUKA PEACTABUTENSIM PAOOTHUKOB
B TOpANKE, YyCTAaHOBIEHHOM TpynoBbeiM KomexkcoM, W oOrpaHndmMBaTh 3Ty
MH(OPMAIMIO TOJIBKO TEMU NEPCOHAIBHBIMU JIaHHBIMU pPAaOOTHUKA, KOTOpHIE
HEO0OXOAMMBI ISl BHIMOJIHEHUS YKA3aHHBIMU MIPEACTABUTENSIMU X (DYHKIIHIA.

3.6.1. I[lepenavya mepcoHATBHBIX MAHHBIX OT JIEpIKATENs WM €T0 MPEACTaBUTEICH
BHEIIIHEMY MOTPEOUTEIII0 MOKET JOMYCKAThCSI B MUHUMAJIBHBIX 00BhEMax U TOJIBKO
B 1[EJISIX BBIMIOJIHEHUS 3a]1a4, COOTBETCTBYIOIIUX O0OBEKTUBHON MPUYKMHE cOOpa 3TUX
JTAHHBIX.

3.6.2. [Ipu mepenaye mepCOHANBHBIX JAHHBIX PaOOTHUKA MOTPEOUTENsIM (B TOM
YHuclie 1 B KOMMEPYECKHX IeNsIX) 3a MpeAesibl OpraHu3aluu padoTomareib He
JOJKeH COooOIaTh 3TH JaHHBIE TPEThEl CTOpOHE 03 MHUCHMEHHOTO COTJIachs
paboTHHKA, 3a WCKIIOYEHHEM CJIydaeB, KOTJa JTO HEOOXOAMMO B IEMAX
NpEeIyNpexRACHNs YIpO3bl JKM3HHM U 3I0pOBBI0O pPabOTHWKA WM B CIydYasXx,
YCTaHOBJICHHBIX (peiepaibHbIM 3aKOHOM.

3.7. Bce Mepbl KOHPUACHINATIHLHOCTH TpU cOope, 00paboTke U XpaHESHUH
MEPCOHANBHBIX JAaHHBIX PAOOTHUKA PACIPOCTPAHSIOTCS Kak HAa OyMa)kHbIE, TaK U
HAa DJIEKTPOHHBIE (aBTOMATU3UPOBAHHBIE) HOCUTENTU UH(OPMALIHH.

3.8. He pmomyckaercs oTBe4aTh Ha BOMPOCHI, CBSI3aHHBIE C Tepeaadyei
NePCOHANLHOM MHGOpMAIHH 10 TenedOoHY WK (pakcy.

3.9. XpaHeHue MNEpPCOHATBHBIX JAHHBIX JOJDKHO MPOUCXOAUTh B MOPSIKE,
UCKJIIOYAIOIIEM X YTPATy WM UX HEIIPABOMEPHOE UCTIOIb30BaHHUE.



3.10. Ilpy mpuHATHM peLIeHUH, 3aTparuBalOIIMX HWHTEpechl pabOTHHKA,
paboTonmaTenb HE WMEET MpaBa OCHOBBIBATHCS Ha TMEPCOHAIBHBIX JJTaHHBIX
paboTHUKA, MTOTYYCHHBIX UCKIIOUUTEIIBEHO B PE3yJIbTaTe MX aBTOMATH3UPOBAHHOU
00pabOTKM WM 3JIEKTPOHHOrO ToiydeHus. PaboTomaTens y4UTHIBae€T JIMYHBIC
KadecTBa pabOTHHKA, €ro JI00POCOBECTHBIN U 3((HEKTUBHBIN TPY/I.

4, Komruiekc 1oKyMeHTOB, COMPOBOXKIAFOIIHNMA MPOIiecc 0hopMIeHUS
TPYAOBBIX OTHOIIIEHUI paOOTHUKA MIPU €ro NMPUEME, NEPEBOJIC U YBOJIbHEHUNU

4.1. Hudopmanus, npencrapisemMas paOOTHUKOM MPH MOCTYIJICHUH Ha paboTy B
YupexaeHnue, J0DKHa HMETh JOKyMeHTaubHyio (opmy. [lpu 3axmouenun
TPYAOBOI'O0 JOTOBOPA B COOTBETCTBUHU CO CT. 65 TpymoBoro kojekca Poccuiickoit
denepanuu JUI0, TOCTYIAOIIEE HAa padboTy, NPEAbIBISET padOTOIATENIO:

— nacnopt rpaxaanuHa Poccuiickor denepannu;

— TPYIOBYIO KHWKKY, 32 HCKIIOUEHHUEM CIIy4aeB, KOT1a TPYILOBOU TOIOBOP
3aKJII0YAETCs BIIEPBbIC WM PAOOTHUK MOCTYIMAET Ha pabOTy Ha YCIOBUSIX
COBMECTUTENBCTBA, TM00 TPY10Basi KHUKKA Y paOOTHHKA OTCYTCTBYET B CBSI3U C €€
yTpaTO¥ WX MO JPYTUM MPUYHUHAM;

- CTPaxoBO€ CBUAETEIBCTBO IOCYIapCTBEHHOIO IEHCUOHHOI'O CTPAXOBAHUS;

— JOKYMEHTBI BOMHCKOI'O Y4eTa — /I BOEHHOOOS3aHHbBIX U JIULL,
MOJJIEKAIINX BOMHCKOMY YYETY;

- JIOKyMEHT 00 00pa30BaHuU, O KBATU(UKAIIUU WIH HATHIUH CTICIIUATIBHBIX
3HaHWN — MPU MOCTYIUICHUU Ha PabOoTy, TPEOYIOIIYIO CIIEUaTbHBIX 3HAHUHN HIIN
CHEIUaTbHON MOATOTOBKY;

- CBHUIIETENBLCTBO O npucBoenun MHH.

4.2. Tlpu odopmnenuun Ha paboTy paboTHHKA B YupexaeHue pabOTHUKOM
VYrpasnenust mo paboTe ¢ KapaMu YUpexKIACHHs 3aMO0JIHIETCs YHUDUIIMPOBAHHAS
dopma T-2 «Jluunas kapTouka pabOTHHUKA», B KOTOPOU OTPAXKAIOTCS CIICTYIOIINE
aHKETHbIE U Ouorpaduueckue n1aHHble paOOTHUKA:

- oommue cBenenus (D.J.0. paboTHUKaA, JaTa POXKJICHHSA, MECTO POXKICHUS,
IpaKJaHCTBO, OOpa3oBaHHeE, Mpodeccusi, CTaKk paboThl, COCTOSHHE B Opake,
MACMOPTHHIE TAHHBIC);

— CBEJICHUSI O BOMHCKOM YYEeTe;

- JaHHBIC O TIpUEMe Ha PadoTy;

B nanpHeiem B TMYHYIO KAPTOUYKY BHOCSTCS:

— CBEICHMS O MEPEeBOIAX Ha IPYTyIo paboTy;

- CBeJIcHUs 00 aTTeCTallHH;

— CBEJICHUS O MOBBIINICHUU KBATH(DHUKAIINN;

— CBeJIeHUs 0 MPo(heCcCUOHANTBHON MEPENOITOTOBKE;

— CBeJIeHUs 0 Harpaaax (MOOIIPEHMSX ), TOUYETHBIX 3BAHUSX;

— CBEICHUSI 00 OTIYCKaX;

— CBEJICHUS O COLIMAIBHBIX TapAHTHSX;



— CBEJICHUSI O MECTE JKUTEIHCTBA U KOHTAKTHBIX Tese(OoHax.

4.3. B VYmopasiaenuu no padbore ¢ KaapaMu YUpeKIEHUS CO3/Ia0TCS U XPaHATCA
CIEIyIOUIME TPYIIbl JOKYMEHTOB, COJAEpXaIlike JaHHble O paOOTHUKAaX B
€IMHUYHOM WJIM CBOJIHOM BHUJIE:

4.3.1. JIoKyMeHTBI, cofiepKallue IepCoHaIbHbIE TaHHbIE pA0OTHUKOB (KOMILIEKCHI
JIOKYMEHTOB, COMPOBOXKIAIOIINE MPOIIecC OPOPMIICHHUS TPYAOBBIX OTHOIICHUN TIPU
npueMe Ha paboTy, TNepeBoJie, YBOJbHEHMH; KOMIUIEKC MaTepuajioB IO
AHKETUPOBAHUIO, TECTUPOBAHUIO; IIPOBEICHUIO COOECEIOBAaHUM C KaHIUIAaTOM Ha
JOJKHOCTB; TIOJYIMHHUKY U KOITUU MPUKA30B 110 JINYHOMY COCTaBY; JMYHBIE Jiea U
TPYAOBbIE KHW)XKU paOOTHUKOB; JI€Nla, COAEpallhe OCHOBAaHUS K IpUKa3y IO
JUYHOMY COCTaBY; J€Jla, COJEp’Kallle MaTephalibl aTTecTalud paOOTHUKOB;
CIIy’)KEOHBIX paccielOBaHHi; CIpaBOYHO-UH(DOPMALIMOHHBI OAaHK JaHHBIX 110
nepcoHany  (KapTOTeKH, IKypHallbl); TMOJIMHHUKA M KONHUU  OTYETHBIX,
AHAJIMTUYECKMX U CHOPABOYHBIX MATEpUAIOB, IIEPEABaEMbIX PYKOBOJACTBY
VYupexxaenus, pyKOBOJUTEISM CTPYKTYPHBIX NOJIpa3AeiIeHUl Y UpexeHUs; KOIUU
OTYETOB, HAINpPABISEMBIX B TOCYJAPCTBEHHBIE OPIraHbl CTATHUCTHKH, HAJIOTOBBIE
WHCIIEKIINH, BBIIIECTOSIINE OPTraHbl YIIPABICHUS U JPYTUE YUPEXKICHUSA ),

4.3.2. JlokyMeHTalMsg 1O OpraHu3aiuu padoThl CTPYKTYPHBIX MOJApa3/eieHui
VYupexaenus (MOJOXKEHUS O CTPYKTYPHBIX TMOJAPA3/ICNEHUsAX, JOJDKHOCTHBIC
WHCTPYKIIUM PAOOTHUKOB, TMPHUKA3bl, PACIOPSDKEHMS, YKa3aHHS PYKOBOJICTBA
YupexaeHus); TOKyMEHTBI 0 IJIAaHUPOBAHUIO, YUETy, aHAJIU3Y U OTYETHOCTU B
4acTH pabOThI C IEPCOHATIOM Y UPEKICHUS.

S. JIoCTyn K IEpCOHANIBHBIM JaHHBIM.

5.1. [IlpaBo nocTyra K epcOHaATbHBIM JaHHBIM pa0OTHUKA B Y UPEKICHUN UMEIOT:
— JupekTtop YupexaeHus;

— [TepBeiit 3amecturens Jupekropa YUpexaeHus;

- ['maBHbI OyxranTep;

— paboTHHUKH YTIpaBlIeHHS 1O padoOTe C KaJlpaMu;

— paboTHHKH YTpaBieHUs! OyXTaaTepCKOTro ydeTa U OTYETHOCTH;

— pabotauku OTaena JOKyMEHTO000pOTa;

- pabotauku Otaena nHGOpMaIMOHHON 6€30MMaCHOCTH;

— CHELMAIKNCT IO OXPaHe TPYHa;

— 3aMmecTuTeny JlMpeKkTopa M PYKOBOAMUTENM CTPYKTYpPHBIX IOJApA3JeICHU 10
HANpaBJICHUIO JIEATEIBHOCTH (AOCTYIN K JUYHBIM JAHHBIM TOJBKO PAOOTHHKOB CBOETO
HAaIpaBJICHHUS WIN TIOAPa3ICICHNUs);

— IpU TEPEBOJIE W3 OJHOTO CTPYKTYPHOTO MOApa3fiefieHUs] B JPYroe AOCTYH K
NIEPCOHATBLHBIM TAHHBIM pAOOTHHKA MOKET HMETh PYKOBOIUTEIh HOBOTO TIOIPa3 ICIICHNUS;
— caMm pabOTHHK, HOCUTEJIh TAHHBIX.

— Apyrue pabOTHUKH YUpEeKICHUS TIPU BBIIOJHEHHH WMH CBOMX CITYy)KEOHBIX
00s3aHHOCTEN.

5.2. Ilepedens nuil, UMEIOIINX JTOCTYI K NMEPCOHATBHBIM JaHHBIM PAOOTHHUKOB,
omnpenensercs nmpukasom Jupekropa YupexxaeHus.



53. K wumcmy wmaccoBbIX mOTpeOuTeNel MepCOHAIbHBIX JJAHHBIX BHE
VYypexneHus MOXHO OTHECTM TOCYJAapCTBEHHBIE M  HETOCYAApCTBEHHBIE
(YHKIIMOHAJIbHBIE CTPYKTYPBI:

— HaJIOTOBbIE MHCIIEKIINH;

— MIPaBOOXPaHUTENbHBIE OPTaHbI;

— OpraHbl CTATUCTUKY;

— BOEHKOMATBI;

— OpraHbl COLMATBHOTO CTPAXOBAHMUS,

- MIEHCUOHHBIE (POHIBI;

— HOJpa3AesIeHUs] MyHUIIMIIAIbHBIX OPraHOB Y IIpaBJICHHUS;

5.4. Han30pHO-KOHTPOJBbHBIE OPraHbl UMEIOT JOCTYI K MH(OpPMAlMM TOJBKO B
cdepe cBOeil KOMIIETEHIUY.

5.5. Opranuzanuu, B KOTOpble Pa0OTHUK MOYKET OCYILECTBIATh MEPEUUCICHUS
JICHEX)KHBIX CPEACTB (CTpaxoBble KOMIIAHWH, HETOCYJAapCTBEHHbIE IEHCHUOHHbBIE
(GoHIbI, OJIArOTBOPUTENbHBIE OPraHU3alWU, KPEAUTHBIE YUYPEKACHUS), MOTYT
HOJyYUTh JIOCTYIl K NMEPCOHAIbHBIM JaHHBIM PaOOTHHKA TOJILKO B CIIydyae €ro
MUCHMEHHOTO pa3perieHusl.

5.6. Csenmenusi o paboTaromeM pabOTHHKE WM YK€ YBOJICHHOM MOTYT OBITh
IPEJICTaBICHBI JPYTOl OpraHu3anuel TOJIbKO C MUChMEHHOTO 3ampoca Ha OaHKe
OpraHu3alyy, C TMPHIOKCHHEM KOMHH HOTAPUAIBHO 3aBEPEHHOTO 3asBIICHUS
paboTHUKA.

5.7. [IlepconanbHble [JaHHbIE paOOTHUKA MOTYT OBITh TpEACTaBJICHBI
POJICTBEHHUKAaM WJIM YIEHaM €ro CeMbU TOJIBKO C HMUCBMEHHOTO pa3pellieHUs
caMoro pabOTHHKA.

5.8. B cmyuae pa3Bozga ObIBlIas cynpyra (Cymnpyr) UMEIOT MpaBo oOpaTUTHCS B
VYypexaeHue ¢ MMCbMEHHBIM 3alpOCOM O pa3Mepe 3apabOoTHOW IIaThl pabOTHUKA
0e3 ero coryacus.

6. 3amuyTa NepCOHAIbHbBIX JAHHBIX

6.1. 3ammTa MEPCOHAIBHBIX  JAHHBIX  MPEACTABISICT  COOOW  KECTKO
pErIaMEHTUPOBAHHBIA W JUHAMHYECKH  TEXHOJOTHYCCKUU nporiecc,
MPEAYNPSKIAONINNA HAPYIIEHWe AOCTYIMHOCTH, IEJIOCTHOCTH, TOCTOBEPHOCTH H
KOH(DHMICHIIMAILHOCTH  TEPCOHANBHBIX  JaHHBIX W, B KOHEYHOM CUETe,
o0ecTieurBaOIINI TOCTATOYHO HAACKHYIO 0€3011aCHOCTh HH(OPMAITUHU B IIPOIIECCe
YIIPaBJIIEHYECKON U MPOU3BOJICTBEHHON EATEIBHOCTH Y UPEKICHUS.

6.2. 3ammTa MEPCOHAIBHBIX JIAHHBIX paO0OTHHKA OT HEMPABOMEPHOTO WX
WCITOJIb30BAHUS WM YTPATHI JOJDKHA OBITH 0OecrieueHa YUpekIeHUEM 3a CUET ero
CPEIICTB B MOPSIKE, yCTAHOBICHHOM (heJIepaIbHBIM 3aKOHOM.

6.3. [ns oGecrieueHust BHYTPEHHEH 3aIUTHI TEPCOHATBHBIX JAHHBIX PAOOTHUKOB
HEOOXOIMMO COOTIOATh P MEp:

— OTpaHWUYCHHE W pETJaMEHTaIlds COCTaBa PaOOTHHKOB, (PYHKIIMOHATbHBIC
00s13aHHOCTH KOTOPBIX TPEOYIOT AOCTyIA K MIEPCOHAILHBIM JaHHBIM PaOOTHHKOB.



— CTporoe u30HMpareabHOe U OOOCHOBAHHOE paclpejiejieHue JOKYMEHTOB U
nHpopMaIu Mex 1y paOOTHUKaMU;

— parMoHAIbHOE pa3MelieHue padounx MecT pPabOTHHUKOB, TMPH KOTOPOM
UCKJTIOYAJIOCh ObI OECKOHTPOJIbHOE MCIIOIb30BAHKE 3aIUIIIAeMON HHPOPMAIIHH;

— 3HaHWE PAaOOTHUKOM TPEOOBaHMIT HOPMATUBHO — METOAMYECKUX JOKYMEHTOB
10 3aIUTe HHPOPMAIIUU U COXPAHEHUH TAHBI,

— HaJIWM4he HEOOXOIUMMBIX YCIOBUH B TMOMEUIEHUU [l  paboThl ¢
KOH(HIeHIIMATbHBIMU JOKYMEHTAMH U 0a3aMU JIaHHBIX;

— OTpeeeHNe W pEerIAMEHTAIMsI COCTaBa PAOOTHHKOB, MMEIONIUX IPABO
noctyna (BXo/1a) B TOMEIICHHE, B KOTOPOM HAaXOIUTCS BBIYUCIUTEIIbHASI TEXHUKA,
— OopraHu3anysl MOPsAKa YHUUTOXKEHUS HH(DOPMAITNH;

— CBOEBPEMEHHOE BBISIBIICHUE HapylleHUusi TpeOOBaHUN pa3peluTeIbHON
CUCTEMBI JIOCTYIa paOOTHUKAMU TOJIpa3IeICHUS;

— BOCITUTATEIbHAS U Pa3bsICHUTEIbHAS paboTa ¢ pabOTHUKAMU TOIpa3IeICHIS
M0  TPEIyNpeKISCHUI0O  yTpaThl  IEHHBIX  CBEACHUH TIpu  paboTe C
KOH(HMICHIIMATEHBIMU TOKYMEHTAMH;

— HE JIOMYCKAaeTCs BbJaya JUYHBIX Jed paOOTHUKOB Ha pabouue MecTa
pykoBoautened. JInuHbie aena MOryT BbIAaBaThCid Ha pabouyre MecTa TOJIBKO
JupexTopy, paboTHUKaM YTpaBlieHUs 10 paboTe C KaJpaMu, U B UCKITFOUUTEIbHBIX
cily4asiX, MO THCbMEHHOMY paspemieHuto Jupektopa, - PYKOBOJIUTEIIO
CTPYKTYPHOTO TMOJpa3ieyieHus. (HampuMep, MPU TOJTOTOBKE MaTEpHANIOB IS
aTTecTaly pabOTHHUKA).

6.3.1. 3amuTa nepcoHaNbHBIX TAHHBIX PAOOTHUKOB Ha AJEKTPOHHBIX HOCUTEISX.
Bce mamku, copepianiye MepcoHaNbHbIE JaHHbIE PaOOTHUKA, IOJKHBI WMETb
OTpPaHUYCHHBIN TOCTYII (TOBKO TSl pAOOTHUKOB Y IPaBIICHHUS TI0 padoTe C KaapamMu
u HavajabHUKa OTHena WH(GOPMAIIMOHHOW OE30MaCHOCTH).

6.4. Baemmnss 3ammra.

Jlnst  obecriedeHWs BHENTHEH 3allUThl TEPCOHAIBHBIX JAaHHBIX pPaOOTHUKOB
HEO0OXO0IMMO COOTIOIATh Pl MEp:

— MOPAZIOK TIPUEMA, YUeTa U KOHTPOJISI IeITeTbHOCTH TIOCETUTETICH;

— IIPOIIYCKHOM PEXUM Y UPEXKICHUS,

— yYeT U TTOPSIIOK BBIJIAYH TIPOITYCKOB;

— TEXHUYCCKHE CPEICTBA OXPAHBI (JIEKTPOHHBIA KITFOY, CUTHATM3AINN );

— MOPSAIOK OXpaHbl TEPPUTOPUM, 3JAHWUN, TOMEUIEHUH, TPAHCIOPTHBIX
CPEICTB;

6.5. Bce nuna, cBsi3aHHbIE ¢ TOTyYeHHEM, 00paOOTKOM U 3aIIIUTON MEPCOHATBHBIX
JAHHBIX, 00S3aHBI HE pa3rJlallaTh MEPCOHATbHBIC JaHHBIC PAOOTHUKOB.

6.6. Kpome wmep 3amuThl  TMEPCOHANBHBIX  JAHHBIX, YCTAaHOBJICHHBIX
3aKOHOJIaTEILCTBOM, pPa0OTOJATEIM, PAOOTHUKH W WX TPEICTABUTEIN MOTYT
BBIPA0ATHIBATh COBMECTHBIC MEPHI 3alTUThI IEPCOHANTBHBIX IAHHBIX PAOOTHHKOB.



7. IlpaBa u 00s3aHHOCTH pabOTHHUKA

7.1. Pa0GOTHUKHM MOKHBI OBITh O3HAKOMJIEHBI TOJ POCIHUCHh C JOKYMEHTaMUu
VYupexaeHus, yCTaHaBIMBAIOIIUMU TMOPSI0K 0OpaOOTKH MEPCOHAJIBHBIX JaHHBIX
pabOTHHUKOB, a TaKXKe 00 MX MpaBax U 00SA3aHHOCTAX B ATOM 00JIACTH.

7.2. B mensax 3amuThl NEPCOHAIBHBIX JAHHBIX, XPaHSIIMIMXCS Yy padoromaTes,
pabOTHUK UMEET MPaBo:

- TpeOOBaTh HCKIIOYCHHUS WM WCIPABICHUS HEBEPHBIX WA HEIMOJHBIX
JTAHHBIX

- MOJTy4aTh CBOOOHBIN OECIIJIATHBIN IOCTYI K CBOMM MEPCOHAIBHBIM JJAHHBIM,
BKJIIOUAs MPABO Ha MOJyYEHUE KOMMH JTF000M 3aMucH, coieprKaliell mepcoHaibHbIe
JTaHHBIE.

- MEPCOHAJILHBIE JTaHHBIE OIICHOYHOTO XapakTepa IOTOJHUTH 3asBICHHEM,
COJIepKaIlliM €T0 COOCTBEHHYIO TOUKY 3PCHHS,

- OTIpENENATh CBOMX TPEACTABUTENCH ISl 3alUThl CBOMX IEPCOHAIBHBIX
JTAHHBIX

— HA COXpaHCHUE U 3AIIUTY CBOCH JINYHOMW KU3HU U CEMEHMHOU TalHBI.

7.3. PabGotHuk o00s3aH TepenaBaTh YUPEKACHUIO KOMIUIEKC JOCTOBEPHBIX,
JIOKYMEHTUPOBAHHBIX TEPCOHAJIBHBIX JAHHBIX, COCTAaB KOTOPBIX YCTAHOBIICH
TpynossiM Kogekcom PD, a Takxke CBOEBPEMEHHO COOOIIATh 00 U3MEHEHUSX CBOMX
NIEPCOHAIIBHBIX JAHHBIX.

7.4. PaOOTHUKH CTaBAT YUpekKIACHUE B HM3BECTHOCTb 00 M3MEHEHUH (aMUJIUH,
UMEHU, OTYECTBA, AaThl POKICHHUS, YTO MOITYYaET OTPAKEHUE B TPYJOBOM KHIKKE
Ha OCHOBAHUU MPEACTABICHHBIX JOKYMEHTOB. [Ipn HEOOXOAMMOCTH M3MEHSIIOTCS
JaHHble 00 0Opa3oBaHuM, Npodeccuu, CNeUuaIbHOCTH, MPUCBOCHUH HOBOTO

paspsia U mp.

8. OTBETCTBEHHOCTD 3a pasrialieHre KOHPUACHIINATbHON
uH(pOpMAaINH, CBA3aHHON C TIEPCOHAILHBIMU JTAHHBIMU

8.1. PykoBoauTens, paspemaronifii IOCTyN pabOTHUKA K KOH(QUIACHIMATHEHOMY
JIOKYMEHTY, HECET MEPCOHAIIbHYI0 OTBETCTBEHHOCTD 32 JAHHOE Pa3peLEHUE.

8.2. Kaxxnprii  paOGOTHMK  OpraHuW3aiiy,  MOJydYalomuid  ans  paboThl
KOHQUIACHIMATBHBIA JTOKYMEHT, HECeT EAMHOJIMYHYI0 OTBETCTBEHHOCTh 3a
COXPaHHOCTh HOCHUTENS M KOHPHUACHIINATHHOCTh HHPOPMAITUH.

8.3. JIuiia, BUHOBHBIEC B HAPYIIICHUH HOPM, PETYIUPYIOIIHNX MOTydeHUE, 00paboTKy
¥ 3alUTy TEPCOHANBHBIX JIAHHBIX pa0OTHHWKA, HECYT JUCIHUIUIMHAPHYIO,
aIMUHUCTPATUBHYIO, TPAXKIAHCKO-TIPABOBYIO WJIM YTOJIOBHYIO OTBETCTBEHHOCThH B
COOTBETCTBHH C (peepaaIbHbIMKU 3aKOHAMHU.






