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ITos0keHue
0 32lIHTe NEePCOHAILHBIX IaHHBIX PAGOTHHKOB
MYHHUIHNAJIBLHOI0O ABTOHOMHOI0 I0IIKO/IbHOI0 00pa30BaTeIbHOr0
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(coxkpamennoe nanmenosanue - MAJIOY 62)

1. O6mue mooxenns

1.1. Hactosmee Ionoskenue pa3paGoTaHo B COOTBETCTBUH ¢ DenepanbHbM 3aK0HOM Ne 149-D3
ot 27.07.2006 r «O6 urdopManun, HHPOPMALHOHHBIX TEXHOTOTHSX | O 3a1uTe HHGOpMALHN»
B penakuu ot 19 umrona 2018 r, ®exepansubiM 3akoHom Ne 152-®3 or 27.07.2006 r «O
TICPCOHANBHBIX JIaHHBIX» B penakuuu or 31 nekabps 2017r; Kowcrurymmeit Poccumiickoit
®enepanu ¥ TpynoseiM Kogekcom Poccuiickoit Denepanuy, YCTaBOM MyHHIHIAIBHOTO
ABTOHOMHOI'O JOLIKOJIbHOr0 00pa3oBaTebHOrO yupexaeHus KuceneBckoro ropoackoro OKpyra
«Jlerckmii cax Ne62 koMmeHcupyiomero Buma» (zanee - Vupexnenue). Ilpu cocraBieHun
yateHo [Tonokenue 06 ocoGeHHOCTSIX 0GpaGOTKH MEPCOHATBHBIX JAHHBIX, OCYIIECTBIAEMOM
Ge3 HCMob30BaHKs CPE/ICTB aBTOMATH3ALNH, yTBepxkaeHHoe [locTanoBneHuem IIpasuTenscTa
P® Ne 687 ot 15.09.2008r: TpeGoBanus k 3ammre IIEPCOHAIIBHBIX IAHHBIX TIPH HX 06paboTke B
HHQOPMALMOHHBIX CHCTEMax MePCOHANbHBIX JAHHBIX, yTBepx/aeHHble [locTanoBIeHHEM
IIpaButenscTBa Poccuniickoit ®eneparmu Ne 1119 ot 01.11.2012r.

1.2. Jlannoe IlonoxeHne onpenensieT OCHOBHbIE TpeGOoBaHus K 3ammTe, oOpaboTKe, MOPAIKY
TOTY4CHHs, XPAHCHHS, WMCIOIb30BAHHS H MEPelaud MEPCOHATBHBIX NAHHBIX COTPYIHHKOB
YupexaeHus, a Takke OTBETCTBEHHOCTb 33 HapyIICHHE HOPM, peryiupyromux o6pabotky u
3alUTY NE€PCOHAIBHBIX JAHHBIX B YUpEKICHHH.

1.3. TlonoxeHue ycTaHaBiMBaeT OCHOBHBIE IOHSATHS M COCTAB MIEPCOHAJIBHBIX  JaHHBIX
PabOTHHKOB B YUpEKICHHH, DerlaMeHTHpyeT (OPMHDOBAHHE H BEICHHE JIHYHBIX zern,
ONpEJe/IAeT NpaBa U 00S3aHHOCTH PabOTHHMKOB 110 3ALIMTE NEPCOHATBHBIX NAHHBIX, 4 TAKKe
00s3aHHOCTH COTPYIHHUKOB 110 00ECIICYEHUIO 10CTOBEPHOCTH IIEPCOHATBHBIX JaHHEIX.

1.4. Ilenvto mactosimero Ilonokenus sBisercs oGecreYeHHe 3aIUTHL opaB U cBOOOX
Te/aroruyeckKuX pabOTHHKOB U 0OCTYKHBAIOIIET0 MepCOHaNa Mpu 06paGoTKe ux IEPCOHATBHBIX
AAHHBIX, B TOM YHCJIC 3alUUThI IPAB HA HENPHKOCHOBEHHOCTh YaCTHOM JKU3HH, THYHYIO TalHy.
1.5. Tlpu ompenenenum obbema M cojepiKaHHs NIEPCOHANIBHBIX JaHHBIX pabOTHHKA
aIMUHMCTPAILHsS  YUPeXK/eHUs pyKoBoACTBYeTcs KoncTTymmed Poccumiickoit Denepanum,
DeniepanbHBIMU 3aKOHAMHU U HacToAImMM [1o10sKeHHeM.

1.6. IlepconanbHble JaHHBIE OTHOCATCS K KATETOPHH KOH(HIeHIMaTBHOMH HHbOpMaLuH. Pexum



KOH(HICHIIMAJIbHOCTH NEPCOHANBHBIX JaHHBIX CHUMAETCS B CIydasx O0O0€3IMYMBAaHUS WIIM I10
UCTEYEHUU 75 JIeT CpOKa XPAHEHMS, €CJIM NHOE HE ONPEICIICHO 3aKOHOM.

1.7. Hacrosmee IlonoxxeHue sBisieTCs BHYTPEHHMM JIOKQJIbHBIM HOPMAaTHUBHBIM aKTOM
quexcz[eHmI, 00s13aTeJIbHBIM JJId HUCIIOJIHEHHA BCEMHU pa60THI/IKaMI/I, HMCIOIIMMHU AOCTYII K
IIEPCOHAIBHBIM JIaHHBIM COTPYIHUKOB Y UPEKICHHUS.

2. OCHOBHBIE NTOHATHA M COCTAB MEPCOHAJIbHBIX JAHHbIX PA00OTHUKOB

2.1. Ilepconanvuvie Oanmvie - nrobas WHGOPMAIUSA, OTHOCAIIASACA K OIPEICICHHOMY WU
OnpezieNiieMOMY Ha OCHOBAaHHMM TaKOW HH(poOpManuu (pU3MYECKOMY JHIy, B TOM YHCJIE €ro
dbamunus, UMs, OTYECTBO, TOJ, MECHI, J]aTa U MECTO POXKICHHUSA, a TAKKE aJpec, CeMEWHoe,
COLIMAJIbHOE, HMYILECTBEHHOE TMOJOXKeHue, oOpa3oBaHue, mnpodeccusi, AOXOIbl U Apyras
uHpOpMaLUsL.

2.2. Ilepconanvuvle OanHvle pabomuuka - 3TO WHGOpMAIUs, HEoOXoIUMas 3aBEIYIOLIEMY
Y4upexaeHus B CBSI3U C TPYAOBBIMH OTHONICHHSIMH W KAacaroIIascs KOHKPETHOTO COTPYIHUKA.
[Ton urdopmarueii o pabOTHUKE TOHUMAIOTCS CBEACHUS O (PaKTaX, COOBITUSAX U 0OCTOSTENBCTBAX
JKU3HU Pa0OTHHKA, TO3BOJISIONINE HICHTU(PUIIMPOBATH €0 JUYHOCTh. [lepcoHaIbHBIC TaHHBIC
paboTHHKA coaepKaTrcs B OCHOBHOM JIOKYMEHTE MEPCOHAIBHOrO ydyeTa pabOTHHKOB - JTUYHOM
Jierne paboTHHKA.

2.3. Obpabomka nepcoHanbHbLIX OAHHLIX — 3TO JEUCTBHA (ONEpalMH) C IEPCOHATBHBIMH
JAHHBIMH, BKJIFOYast cOOp, CHCTEMATH3AIUIO H HAKOIIJICHUE, XpaHEHHE, YTOUHEeHUE (OOHOBIICHUE U
W3MEHEHHUE), WCIOJB30BaHWE M pacHpocTpaHeHue (B TOM 4YHCIE Tepefayda) MepCOHATbHBIX
JAHHBIX.

2.4. PacnpocmpaHnenue nepCOHANbHbIX OAHHLIX - JICUCTBHs, HAMpaBlIEHHbIE Ha IMepenavy
MEPCOHAIBHBIX JAHHBIX ONPEACICHHOMY KpYTY JHUII (Iepeaada MepCcoHaTbHBIX JTAHHBIX) WIH Ha
O3HAKOMJICHHE C TEPCOHAIBHBIMU JAHHBIMH HEOTPAaHHYEHHOTO Kpyra JHI, B TOM YHCIE
00HapoI0BaHKE MMEPCOHATBHBIX JTJAHHBIX B CPEJICTBAX MAaCCOBOW HH(OpPMAINH, pa3MEIICHHE B
WH(OPMALIMOHHO-TEJICKOMMYHUKAIIMOHHBIX ~ CETAX WM  NpPeJoCTaBlIeHHEe  JOCTyma K
MEPCOHATBHBIM JIAHHBIM KaKUM-JIHOO HHBIM CIIOCOOOM.

2.5. Hcnonv3o6arnue nepcoranbHuvlx OaHHbIX - AEUCTBUA (OTIEpallii) ¢ IePCOHATLHBIMY JaHHBIMU,
COBEpIIAEMBbIC YUPEXKACHUEM B LEIAX NMPUHATUSA PEIICHUN WIA COBEPIICHUs UHBIX JEUCTBUH,
MOPOKIAIONINX IOPUANYECKUE MOCIEACTBHS B OTHOIICHUH PabOTHHKA WIM JPYTUX JIUIl JTHOO
MHBIM 00pa30oM 3aTparuBaroUINX paBa U cBOOOABI pAOOTHHUKA WM APYTUX JIULL.

2.6. Oobwedocmynnvle nepcoHalbHble OaHHble - TEpPCOHAJbHBIE JaHHBIE, JOCTYII
HEOTPAaHMUYEHHOTO KPyTa JIUI] K KOTOPBIM IMPEAOCTABIICH C COTIacksi paOOTHUKA WIIH Ha KOTOPBIC B
COOTBETCTBUHU C (elepalIbHBIMU 3aKOHAMU HE pAaclpocTpaHseTrcs TpeOoBaHHE COOIIOACHUS
KOH(UIEHIIMATIBHOCTH.

2.7. B cocTaB nmepcoHanbHBIX JAHHBIX PAOOTHHKA YUPEKICHUS BXOIAT:

* aHKETHbIE U Ouorpapuueckue JaHHbIE;

* oOpa3oBanue;

*  CBEJICHUS O TPYIOBOM M OOIIEM CTaxe;

* CBEJICHUS O COCTaBE CEMbH;

*  [aCIOpPTHHIC JaHHBIC;

* CBEJICHUS O BOMHCKOM Y4YETe;

*  CBeJICHUS O 3apa0OTHOM TUIaTe COTPYIHHKA,

*  CBEJIEHUS O COIMANBHBIX JIbFOTAX;

*  CHeNHaIbHOCTB;

*  3aHMMaeMmas JOJKHOCTE;

*  aJpec MecTa KHUTEIbCTBA U TeIe(oH;

e MecTO paboThI UM Y4eObl YICHOB CEMbU U POJICTBEHHUKOB;

*  cojep:KaHME TPYAOBOIO JOrOBOPA;

*  MOJIMHHUKU U KOIUH MPUKA30B;




*  JIMYHOE JIeJIO ¥ TPYAOBasi KHUXKKa COTPYTHHKA,

*  OCHOBaHMJ K IIpUKa3am;

*  MaTepHabl 10 MOBBIIICHNIO KBATH(HUKALIMY U IEPETIOATOTOBKE COTPYAHUKA, €TO aTTECTALNH,
CJIy’K€OHBIM paccieI0BaHHSIM.

2.8. JInuHoe neno paboTHHKA YUPEeKICHHUS HAXOIUTCSA B IOKYMEHTAILIMU JIIONPOU3BOIUTENS U

COCTOUT M3 CIACAYIOIUX JOKYMEHTOB:

s aHKeTa;

* aBrobmorpadus;

*  KONHMH JJOKYMEHTOB 00 00pa3oBaHuu;

* kaprtouka ¢opmbl T-2;

* KoM MpHKasza o mpuéme Ha padory;

*  TpPYIOBOH J0OTr0OBOp;

* JIOKYMEHTHI, CBSI3aHHBIE C IEPEBOJOM M MEpeMelleHHeM pabOTHHKA (KOMHUU TPHKA30B,
3asiBJICHUS] PaOOTHUKA U T.I1.);

* BBIMHCKH (KOMHMH) W3 JIOKYMEHTOB O IPHUCBOCHHUU MOYETHHIX 3BaHWU, YUCHOH CTEIeHH,
HarpakJeHUHU rocy1apCTBEHHBIMU HAarpaJaMu;

*  KONHMH HarpaJHbIX JIUCTOB;

*  aTTECTallMOHHbIE JIUCTHI;

*  KONHH MIPUKA30B O MOOMIPEHHSAX, B3BICKAHUIX;

*  XapaKTepUCTHMKH C INPEAbLIYIIEro MecTa paboThl,

* 3asBIEHHE PAa0OTHUKA 00 YBOJHHEHUU;

* KoM NpHKa3a 00 yBOJIbHEHUHU;

* 3asBIEHHE Pa0OTHUKA 00 0O3HAKOMIICHUH C JOKYMEHTaMH Y UPEKICHHS, YCTAHABIMBAIOIIUMHI
HOPSIOK  00pabOTKU MMEPCOHAJBHBIX JAHHBIX PAOOTHUKOB, a TAaKXKE€ O €ro ImpaBax M
0053aHHOCTSX B 3TOH 00J1aCTH;

* Jpyrue JIOKYMEHTbl, HaXOXJIEHHE KOTOpbIX B JIMYHOM Jene OyleT MNpU3HAHO
11E€JIECO00Pa3HBIM;

* B JIMYHOE JeJ0 paboTHHMKA YUpEkKAEHHUS BKIIIOYAETCS TaKXKE ONMHUCh BCEX JOKYMEHTOB,
HAXOJIAIINXCS B JIEIIE.

2.9. Pa3menienue Ha oduIMaIbHOM caiite ¢ortorpaduit pabOTHUKOB, BHUAEO C PaOOTHUKAMU

COTPYAHUKH pa3pemaroT IyTeM MPEeI0CTaBICHHSI COTTIaCHs Ha 00pabOTKY MepCOHABHBIX JaHHBIX

B YUpEKICHUH.

2.10. TIlepcoHanbHble gaHHBIE paOOTHHKA YUPEXKICHUS SBISIOTCS KOHQHICHIHATHHON

uHpopMalLrel 1 He MOTYT OBITh MCIIOJIb30BaHbl COTPYIHUKAMH Y UPEXKJICHHS B TUYHBIX LIENISX.

3. llopsanok noJiyyeHusi, 00padoTKM M NMepeaavy MepCoOHATbHBIX JAHHBIX PA0OTHUKOB

3.1. ITox 06paboOTKOI MEPCOHATBHBIX JaHHBIX PA0OTHUKA YUpPEXA€HUS TOHUMAETCs TTOIy4YeHue,
XpaHEeHue, KOMOMHHUpOBaHHUE, Nepegadya Wi Jito00e APYyroe HCIOJIb30BAHUE MEPCOHATBHBIX
JTAHHBIX COTPYAHUKA YUpeKACHUS.

3.2. B mensx obecmeyeHus mOpaB M CcBOOOJ dYeJdOBEKa M TPaXJAHWHA TpU 0OpaboTke
[EPCOHATBHBIX JIAHHBIX paO0OTHHKA 00s3aHbI COOMIOIATHCS CeIyIoNue 0oume TpeOoBaHuUs:
3.2.1. Tlonyuenue, xpaHeHne, KOMOMHUPOBAHUE, TIepeaada WK JIF000E APYroe MCIOIh30BaHUE
NEPCOHANBHBIX JTAHHBIX PAaOOTHHKA YUPEKAECHUS MOMKET OCYILECTBISATHCS HCKIIOUUTENHBHO B
Hensix obecrnieyeHus: COOTIOCHHS 3aKOHOB U MHBIX HOPMATHUBHBIX IPABOBBIX aKTOB, COACHCTBUS
pabOTHUKaM B TPYyJOYCTpOicTBe, 00yueHHH M MPOABMKEHHUHU 1O ClIyk0e, oOecrieueHus: TMUHON
0€30MacHOCTH COTPYJHUKOB, KOHTPOJS KOJIMYECTBA W KauyecTBa BBIMNOJHAEMON paboThl U
o0ecreyeHns: COXpaHHOCTH UMYIIECTBA.

3.2.2. Tlpu ompeneneHnu odObeMa M COJICpKaHUS, 00pabaTHIBAEMBIX IMEPCOHATHHBIX TAHHBIX
pabOTHUKA 3aBEAYIOUINNA YUpexIeHUs JOIDKEH pykoBocTBoBaThcst Koncturynueit Poccuiickoit
®enepanuu, TpyAOBBIM KOJEKCOM U UHBIMU (eiepalbHbIMU 3aKOHAMHU.

3.2.3. Bce nepcoHaiibHbIe JaHHBIE paOOTHHKA MOIYy4YaloTcsl y Hero camoro. Eciiu mepcoHanbHbIe
JTAaHHbIE COTPYIHUKA Y UpEKICHHUSI BO3MOKHO IOJIYYUTh TOJIBKO Y TPEThEH CTOPOHBI, TO paOOTHUK




JOJIKEH OBITh YBEOMIIEH 00 3TOM 3apaHee, U OT HEero JOJKHO OBITh MOJYYEHO MHCbMEHHOE

corjacue.

3.2.4. 3aBenyomuil YUpekIeHUEM JOJDKEH COOOIIMTH PAOOTHHUKY O IIEINISAX, MPEANoIaracMbIX

MCTOYHUKAX U CIIOCO0aX MOJyueHUs IEPCOHANIbHBIX JaHHBIX, a TAKXKE O XapaKTepe MO IekKaIIuX

MOJIYYCHUIO TMEPCOHAIBHBIX JaHHBIX M MOCJIEACTBUSX OTKa3a COTPYAHHMKA JaTh MHUCHbMEHHOE

Corjacue Ha uX IOJy4YEHUe.

3.2.5. He nonyckaercs moiydyeHre 1 00padoTKa MepCOHATBbHBIX JAHHBIX pa00THUKA YUpexIeHUS]

0 €ro MOJUTUYECKUX, PEIIUTHO3HBIX M MHBIX YOKICHHSIX M YAaCTHOW KHU3HHU, a TaKKe O €ro

YJCHCTBE B OOIIECTBEHHBIX OOBEIMHEHUSX WM €ro Mpo(COIO3HOM JesITeIbHOCTH, 3a

WCKJIFOUEHHEM CIIy4aeB, IPEyCMOTPEHHBIX 3aKoHOAaTebecTBOM Poccuiickoit denepanun.

3.2.6. Paboronmarens He MMeeT MpPaBO MOIy4aTh M 00pabaThIBaTh NEPCOHANbHBIC TaHHBIC

paboOTHMKAa O €ro 4WIEHCTBE B OOILIECTBEHHBIX OOBEAMHEHMSIX WM €ro mpodCOr3HOI

JeSITeIbHOCTH, 33 HCKIIFOYCHHUEM CITy4aeB, PEIyCMOTPEHHBIX (eiepaIbHBIMHI 3aKOHAMH.

3.2.7. Ilpu mpUHATHH pEHICHUNH OTHOCUTENIBHO paOOTHHKA HA OCHOBAHHUU €r0 MEPCOHAIBbHBIX

JIAHHBIX HE TOMYCKAETCs MCIOJIb30BAHUE JIAHHBIX, TOJIYYCHHBIX UCKITIOYUTEIHHO B PE3yJIbTaTe UX

ABTOMATU3UPOBAHHOM 00PaOOTKU MIIH 3JEKTPOHHOTO MOIYYEHUS.

3.3. [IpuHIMnel 00pabOTKU IIEPCOHAIBHBIX JAHHBIX PA0OOTHUKOB YUPEKICHU:

* 3aKOHHOCTH IIeJiel ¥ cTocO00B 00PabOTKH MEPCOHATBHBIX IaHHBIX U 100POCOBECTHOCTH;

*  COOTBETCTBHUS Liesiell 00pabOTKM MEPCOHANBHBIX JAHHBIX LEISIM, 3apaHee ONpEesIEHHbIM U
3asBJIGHHBIM TpH CcOOpEe MEepPCOHANbHBIX MaHHBIX, a TaKKe IOJHOMOYMIM pabOTHUKA,
OCYIIECTBIISIONMIET0 00pabOTKY NEPCOHATBHBIX JIAHHBIX;

* cooTBeTcTBUA OOBEMa U XapakTepa 0o0pabaThIBaeMbIX MEPCOHATBHBIX JIAHHBIX, CIIOCOOOB
00pabOTKM IEPCOHATBHBIX JAaHHBIX [IEISIM 00paOOTKH MEPCOHATBHBIX JIAHHBIX;

* JIOCTOBEPHOCTH TMEPCOHANbHBIX JMJAHHBIX, WX JOCTATOYHOCTU [UIs Ieneld oO0paboTkH,
HEJIOMYCTUMOCTH 00pabOTKHU MEPCOHATBHBIX JAHHBIX, H30BITOYHBIX IO OTHOIICHUIO K IIEJISIM,
3asBJICHHBIM IIPU cOOpe MEPCOHANBHBIX JaHHbIX;

*  HEJOMYCTUMOCTH OOBEIUHEHHS CO3JaHHBIX JII HECOBMECTHUMBIX MEXAY coOoH meneil 6a3
JTAHHBIX HHPOPMAIIMOHHBIX CUCTEM MEPCOHATBHBIX TAHHBIX.

3.4. B caydasx, HENOCPEACTBEHHO CBSI3aHHBIX C BONPOCAMHM TPYAOBBIX OTHOIIEHUH, B

cootBercTBUM €O CT. 24 Kouctutynuu Poccuiickoii ®denepaiiu BO3MOXHO TIOJyYEHHE H

00paboTKa NaHHBIX O YAaCTHOW >KM3HM PAOOTHHMKA YUpPEXAECHUS TOJIBKO C €ro MUChMEHHOTO

COIJIacHs.

3.5. K o0OpaboTke, mepenade M XpaHEHHIO TEPCOHAIBHBIX TaHHBIX PAaOOTHHKA MOTYT HUMETb

JIOCTYII COTPYAHUKH Y UpEXKICHHUS.

3.6. Mcnonp30BaHue TMEPCOHATBHBIX JTAHHBIX BO3MOXXHO TOJIBKO B COOTBETCTBUHU C IEIISIMH,

OTIpeIeIMBIIUMU HX Tony4deHue. [lepcoHanbHbIe JaHHBIE HE MOTYT OBITh MCIIOJIB30BAHbI B IIETISX

MPUYHHEHUS UMYIIIECTBEHHOTO U MOPAJIBLHOTO Bpeia TpaxkaaHam, 3aTpyIHEHUS peallu3alluu MpaB

u cBobon rpaxnaH Poccuiickoit @enepanun. OrpaHudeHue mnpaB TpakgaH Poccuiickoit

®denepanyi Ha OCHOBE MCTOJIB30BaHUS WH(MOpPMAIMU 00 MX COIMAIBLHOM MPOUCXOXKIECHUH, O

PacoBOM, HALIMOHAIBHOM, I3bIKOBOM, PETMTMO3HOM U NMMAPTUUHOW MPUHAJIEKHOCTH 3aMPELICHO U

KapaeTcsl B COOTBETCTBUHU € 3aKOHO/1aTEIbCTBOM.

3.7. TIlepenaua mepcoHANBHBIX JaHHBIX PaOOTHHKA YUPEKIEHUS BO3ZMOXKHA TOJIBKO C COTJIACHS

pabOTHHKA B CITy4asx, MPSIMO MPEAYCMOTPEHHBIX 3aKOHO1aTehLCTBOM Poccutickoit denepariuu.

3.8. Ilpu mepenaye MepCOHANBHBIX JIAHHBIX PAOOTHHKA 3aBEIYIOIINUN YUPEeKICHHS JOIKEH

co0nroaaTh ciaenyromye TpeboBaHus:

* He cooOmaTh MepcoHaJbHBbIC NaHHbIE PAaOOTHHKA TPEThel CTOpoHe Oe3 MUCHBMEHHOTO
coriacus paOOTHHKA, 3a MCKJIIOUYEHHWEM CIllyyaeB, KOrja 53TO HEOOXOAMMO B IIENsX
OpeIyNpexaAeHUs YIpo3bl KH3HU W 3J0pPOBbIO pabOTHHMKA, a TakkKe B CIydasx,
YCTaHOBJIEHHBIX (pe/iepaibHbIM 3aKOHOM;

* He coo0maTh MepCOHANbHBIE JaHHbIE paOOTHUKA B KOMMEPUECKHUX IIeNsax 0e3 ero
MACbMEHHOTO COIJIACHS;

*  MpeaynpeauTh JUII, MOTyYaIONIX epCOHALHBIC JaHHBIE PA0OTHHUKA, O TOM, YTO 3TH JIaHHBIC




MOTYT OBITh UCIIOJIE30BAHBI JIUIITH B IEIISAX, A1 KOTOPBIX OHU COOOIICHBI, U TPEOOBAThH OT ATHX
JIUI] TOATBEPKICHUS TOTO, UTO 3TO MPABHIIO coOI0IeHO. JInna, moyJaroniue nepcoHaabHbIe
JaHHbIe PAa0OTHUKA, O0s3aHBI COOJIIOJATH PEXKHM CEKPETHOCTH (KOH(PHICHIMATBHOCTH).
JlanHO€ ToJI0’KEeHUE HE pacHpOCTpaHseTcss Ha OOMEH MepCOHaIbHBIMU JaHHBIMUA PA0OTHHUKOB
B TIOPSIJIKE, YCTAHOBJICHHOM (heZiepalibHbIMU 3aKOHAMU;

* paspemarb JOCTYyIl K T[E€PCOHAJbHBIM JaHHBIM pPAaOOTHHUKOB TOJBKO CHEIHAIBHO
YIIOJIHOMOYEHHBIM JIMIAM, OTIPEICIIEHHBIM IMPUKA30M N0 YUPEKACHUIO, IPH ITOM YKa3aHHbIE
JUIa JOHKHBI KMETh MPaBO MOy4YaTh TOJIBKO T€ IEPCOHANIbHBIE JaHHbIE paOOTHUKA, KOTOpHIE
HEOOXOUMBI TSI BRITIOJTHEHUSI KOHKPETHBIX ()YHKITUH;

* HE 3amnpamuBaTh MHGOPMAIMIO O COCTOSIHMM 3I0POBbsI paOOTHHKA, 32 HCKIIOUYEHHUEM TeX
CBE/ICHUI, KOTOpPBIE OTHOCSTCS K BOIPOCY O BO3MOXXHOCTH BBIIIOJHEHUS PAOOTHUKOM
TPYAOBOH (QYHKIUY;

* mepedaBaTh MEPCOHAIbHBbIC TaHHbIE PAOOTHHMKA MPEACTABUTENSIM PAOOTHUKOB B IMOPSIKE,
YCTaHOBJICHHOM TpyIOBBIM KOJEKCOM, W OrpPaHUYUBATH 3Ty HH(DOPMALMIO TOJIBKO TEMHU
MIEPCOHATBHBIMU JJAHHBIMU pa0OTHUKA, KOTOPBIE HEOOXOIUMBI JIJIsl BBITOJIHEHUS YKa3aHHBIMU
MPEJICTABUTENSAMU UX (PYHKIIHA.

3.9. Ilpu nepenaye nepcoHaIBHBIX TaHHBIX pAOOTHHKA (B TOM YHCIIE U B KOMMEPUYECKHUX IETIIX) 32

npenenbl YUpexkIeHUs 3aBeAyIOUINil He JOJDKEH COOOLIaTh 3TH JIaHHBIE TPEThell cTopoHe Oe3

NUCHMEHHOTO COTJIacus paOOTHHKA, 32 UCKIIOUYEHUEM CITydaeB, KOTAa 3TO HE0OXO0AUMO B LIEIIX

MpeIyNpexaIeHNs Yrpo3bl KU3HH M 370POBbI0 PaOOTHHKA WM B CIIy4asX, yYCTaHOBJIEHHBIX

(benepaibHBIM 3aKOHOM.

3.10. [Iepenaua nepcoHaIbHBIX JAHHBIX PAOOTHHUKA B Mpeeiax Y UpexAeHUs OCYIIECTBISIETCS B

COOTBETCTBUU C JIOKAIBHBIMU HOPMATHBHBIMU aKTaMU YUIPEIKICHHUS.

3.11. He nomyckaeTcsi OTBe4YaTb HA BOIIPOCHI, CBSA3aHHBIE C Tiepeadyeldl MepCOHATbHON

uH(popManuu 1o TeneoHy Ui pakcy.

3.12. Bce mepbl KOHPUACHIMAIBLHOCTH TpH cOope, 00paboOTKe W Tepenayd IMepCOHATbHBIX

JMAHHBIX COTPYIHHMKA pAacCHpOCTPAHAIOTCS Kak Ha OyMakHbIe, TaKk W Ha DIIEKTPOHHBIE

(aBTOMaTU3UPOBAHHBIE) HOCUTETU HH(POPMAITHIH.

4. ®opMHpOBaHNe M BeJleHUE JTUYHBIX eI PA00THUKOB YUpesKIeHus

4.1. JIuunoe neno paboTHHKa YupexxaeHus: GopMupyeTcs MOociae U3AaHus NpUKas3a 0 ero npuéme

Ha paboTy.

4.2. IlepBOoHaYaIbHO B JIMYHOE JIETO TPYNIUPYIOTCS TOKYMEHTBI, COJIEPIKAIlNe IEePCOHATBHBIC

JaHHble paOOTHUKA, B MOPSJIKE, OTPaKAIOLIeM Ipoliecc npuéma Ha paboTy:

* 3asgBJICHHE pa0OTHHKA O MMpUEeMe Ha paboTy;

*  aHKeTa;

* asrobuorpadus;

*  XapaKTepUCTHKa-PEeKOMEHIALNS;

*  KOmIMS NMpHKa3a o mpuéme Ha paboTy B YUpexaeHue,;

* pacnucka paboTHUKA 00 03HAKOMJICHUH C TOKyMEHTaMU YUpexkIeHHs, YCTaHABIUBAIOIIUMHU
MOpsIIOK  00paOOTKM TEPCOHANBHBIX JaHHBIX PAaOOTHUKOB, a Takke 00 ero mpaBax H
00513aHHOCTSAX B TOH 06JacTu;

* pacrucka paboOTHHKa 00 O3HAKOMJICHHHM €ro C JIOKAJIBHBIMA HOPMATHBHBIMH aKTaMH
Yupexnenus;

*  BHYTPCHHSS OIIHCh.

4.3. Bce AOKYMEHTHI JIMYHOTO JieNa MOAIIMBAIOTCA B OOJOXKKY 0Opaslia, YCTaHOBIEHHOI'O B

VYupexaenun; Ha 00JI0XKKe JOKHBI ObITh (PaMUITUS, UMsI, OTYECTBO COTPYAHHKA.

4.4. JluyHOMy Jieny TpUCBAMBAETCs HOMEpP, KOTOPBIA (UKCUpYETCs B JKypHalle yuéTa JIMYHBIX

nen. Homep IWYHOTO Niena COTpyAHWKA YUPEXKIACHUsS MPOCTABISIETCS B BEPXHEM JIEBOM YTy

00JIOKKH Jiena.

4.5. K ankere B 1MYHOM Jene npukienBaeTcs: pororpadusi paboTHUKA (0€3 rOJIOBHOTO yOOpa)

dopmara 3x4.




4.6. B nuuHoM pgene paOOTHUKA YUpeXJACHUS BEICTCS BHYTPEHHSS OMHCH, Kyda 3aHOCSTCS

HAaUMEHOBAHMUSI BCEX MOIINTHIX JOKYMEHTOB, 1aTa UX BKJIIOUEHHUS B €10, KOJIMYECTBO JHCTOB, a

TaK)Ke JaTa U3bATUA JOKYMEHTA U3 JieJla C YKa3aHUEM JIMIIA, U3bSBIIETO JTOKYMEHT, U MPUUUHY

u3bATUA. B cllyduae BpPEeMEHHOTO U3BATUS JOKYMEHTa BMECTO HEro BKJIAJIbIBaeTCA

JTUCT-3aMEHUTENb. M3bATHE HOKYMEHTOB W3 JUYHOrO Jejia MPOU3BOIUTCS HMCKIIOYUTEIHHO C

paspelieHusT  3aBeNylollero  YupekJeHueM.  BHyTpeHHssT ~ omuMch — MOAMHCHIBAETCS

JIEJIONPOU3BOJUTEINIEM, C YKA3aHUEM JAThl COCTaBICHHUS.

4.7. Bce NOKyMEHTBHI, MOCTYHAIONIME B JHYHOE JAEN0, PacHoiaraloTcsi B XPOHOJIOTHMYECKOM

MOPsIZIKE.

4.8. He nomyckaercs BKJIIOYaTh B JIMYHOE JI€J0 JOKYMEHTHl BTOPOCTEHEHHOIO 3HAYEHUS,

uMerole BpeMeHHsble (10 10 1eT) cpoku XpaHEeHMsl, HAIpUMEp, CIIPABKU C MECTA KUTEJIbCTBA, O

COCTOSTHUU 37I0POBbsI, 0 CEMEMHOM MOJIOKEHUU U T.1I.

4.9. JIucTel JOKYMEHTOB, MOAMIUTHIX B JIMYHOE JEJI0 pAa0OTHUKA Y UPEKICHUS, HyMEPYIOTCS.

4.10. AHKeTa SBJISETCS OCHOBHBIM JIOKYMEHTOM JIMYHOTO Jeia, MPEICTaBISIONIMM COO0H

MepevYeHb BOMPOCOB O OMOrpapUUYECKUX TaHHBIX COTPYIHHKA, €r0 00pa30BaHUU, BBHIMOIHIEMON

paboTe c Hauyana TPYIOBOW [EATEIBHOCTH, CEMEWHOM IIOJIOKEHHUH, MECTE MPOMHCKH WU

MPOXKUBAHUS M T.II. AHKETa 3aIlOJIHACTCS PaOOTHUKOM CaMOCTOSTEIBHO TpPH OQOPMIICHHH

npuéma Ha paboTy B YupekaeHHeE.

4.11. Tlpu 3amoJTHEHUH aHKEThl PAaOOTHHK JOJDKCH 3amOJHATH Bce €€ Tpadbl, HA BCE BOIPOCHI

JIaBaTh MOJHBIC OTBETHI, HE IOMYCKATh UCIIPABJICHUN W 3a4epKUBAHUS, IPOYEPKOB, TOMAPOK, B

CTPOTrOM COOTBETCTBHU C 3allUCSAMU, KOTOPBIC COJEPKATCS B €ro JIMYHBIX JIOKYMEHTaX.

OTtpunareiabHble OTBETHI B rpadax aHKEThI 3alUChIBAIOTCS 0€3 TOBTOPEHUS BOIIPOCa.

4.12. IIpu 3anonnenuu rpadsl «O0pa3oBaHuey CIeayeT NIPUMEHITH ClIeayIonme GOPMYIUPOBKU

B 3aBHCHMOCTH OT TOT0, KaKOW JIOKYMEHT UMeeTCsl y paOOTHHKA!

*  «BBICIEEY;

*  «HETOJHOE BHICIIIEEY;

*  «CpeaHee clenraIbHOoey;

*  (HETIOJHOE CPEeIaHEEN.

4.13. B rpade «bmmkaiimme poACTBEHHUKH» TEPEUUCISIOTCS BCE UIEHBI CEMbU pPabOTHHKA

VYupexaeHus ¢ ykazaHueM CTETIeHU POJCTBa (0Tell, MaTh, MYXK, KEHa, ChIH, J0Yb, POJIHbIE OpaT 1

cecTpa), Jajee IEepeuucistorcs OJIM3KHMEe PpPOACTBEHHHMKH, TIPOKHUBAIOIINE COBMECTHO C

paboTHUKOM. YKa3bIBatOTCS (paMuITusi, UMsI, OTYECTBO U JaTa POKICHUS KaXKIOTO YJIeHa CEMBHU.

4.14. B rpade «BpimonHsemas paboTa ¢ Hauaja TpyAOBOH €ATEIbHOCTU» OTPAXKAIOTCS CBECHUS

0 paboTe B CTPOTOM COOTBETCTBHH C 3aMUCSMU B TPYAOBOH KHIDKKE. B TpynoBYyIO A€sTENbHOCTD

HE BKIIOYAETCS BpeMs y4eObl B 00Ie00pa3oBaTeNbHBIX IIKOJAX, MPOQPECCHOHAIBHO-

-TEeXHUYECKHX U JIPYTUX MPUPABHEHHBIX K HUM y4eOHBIX 3aBeIeHHIX. Bee 3amncu mpon3BOAsTCS

B XpOHOJIOTUYECKOM MOPSIKE.

4.15. AHKeTa TOAMUCHIBACTCSA JHIIOM, MPUHUMAEMBbIM Ha paboTy, U ACTOMPOU3BOAUTEIIEM

VYupexeHuss T1ocie CBEPKHM CBEJICHWN, 3aHECEHHBIX B AaHKETY, C COOTBETCTBYIOIIMMH

JIOKYMEHTaMU U 3aBEPSIETCS MEYATHIO.

4.16. AmtoOmorpadusi - JOKYMEHT, COJCpXAllMii ONMUCaHWEe B  XPOHOJIOTHYECKON

MOCJIEIOBATEIbHOCTH OCHOBHBIX 3TANOB KU3HU U JIEATEIbHOCTH MPUHUMAEMOI0 B Y UpeKIeHUE

paboTHuKa. ABToOMOrpadusi cocTaBisieTcsi B IPOU3BOJBHOM ¢opme, Oe3 mOMapok U

UCIIPaBJICHUMN.

4.17. OCHOBHBIE MOMEHTBHI, KOTOPBIE JIOJKHBI OBITh OCBEIIEHBI B aBTOOHOTpaduu:

*  (amunus, UMs, OTIECTBO;

*  YHCII0, MECSI] ¥ TOJ POKICHHUS;

* momydeHHoe oOpa3zoBaHue (TIe, KOrjJa, B KakuX Y4YeOHBIX 3aBEJCHHSIX, IO KaKoOM
CHEIHAIbHOCTH);

*  BpeMs Hayalla TPYJI0BOM AESTENbHOCTH;

* NPUYMHBI IEpeXo/a Ha IPYroe MecTo padoThl;

* OTHOIIEHHUE K BOMHCKOW 00S3aHHOCTH, BOWHCKOE 3BAHUE;




*  HaTU4He MPABUTEIHLCTBEHHBIX HArpaj, MOOMIPEHU;

* CBEJICHUS O CEMEHHOM IOJIOKEHUH U OJIM3KUX POJCTBEHHHUKAX;

* JlaTa COCTaBJICHHS aBTOOHMOTrpaduu U JINYHAS MOAIMKICH COCTABIISIEMOTO.

4.18. ABToOuorpadusi, cocTaBaeHHAs IPH ITPUEME B Y UPEXKICHHUE, HE TIOJITIC)KUT KOPPEKTUPOBKE.
[Tpr HEOOXOAMMOCTH BHECCHUS M3MEHEHHI UITU JIONIOJTHEHUH, OHU (DUKCUPYIOTCS HA OTACIHHOM
JUCTE, TOJIMUCHIBAIOTCS PAOOTHUKOM C YKa3aHUEM JaThl M MPHOOIIAIOTCS K MEPBUYHOM
aBToOHorpaduu. B ciyyae 601pIInX M3MeHEeHUH Onorpaduyeckux NaHHBIX PaOOTHUKA OT HEro
MOKET OBITh 3aTpeOoBaHa OOHOBJICHHAS aBTOOHOTpadusl.

4.19. ABrobuorpadus He 3aBepsAeTCs MOAMUCIMHE 3aBEAYIONIETO Y UPEKICHUEM HITH TIEYATHIO.
4.20. Konuu 10KyMeHTOB 00 00pa3oBaHUM 3aBEPAIOTCS JIMYHON MOMHUCHIO JEIOMPOU3BOIUTENS
MOCJI€ CBEPKH UX C MOAJIMHHUKAMU JJOKYMEHTOB.

4.21. Jluunoe neno BeAETCS HA MPOTHKCHUU BCEW TPYAOBOW JIEATEIBHOCTH pPaOOTHHKA
Yupexnenus. V3MeHeHUS, BHOCHUMBIC B JIMYHOE JCJO, JOJDKHBI OBITh IOATBEPMKICHBI
COOTBETCTBYIOIIMMHU JOKYMEHTaMH.

4.22. Jlenonpou3BOIUTENs MPUHUMAET OT MPUHUMAEMOro Ha paboTy pabOTHUKA JOKYMEHTHI,
MPOBEPSIET MOJHOTY MX 3aIOTHEHUS U MPABUIHLHOCTh YKA3bIBAEMBIX CBEIACHHUI B COOTBETCTBHUH C
MPEIbSBICHHBIMU UM JIOKYMCHTAMHU.

5. Y4der u XpaHeHHe NePCOHATBbHBIX JaHHBIX PA00THUKOB

5.1. JIuuHple nena, B KOTOPBIX XPAHSITCS NEPCOHAIbHBIE JaHHbIE PAOOTHUKOB YUpeKIEHUS,

SBIISIIOTCS. TOKYMEHTaMU «JlJ11 BHYTPEHHET O IO0JIb30BaHUS.

5.2. JIuuHO€ N1€70 perucTpupyercsi, 0 4eM BHOCUTCS 3anuch B «KypHas ydé€ra JUYHBIX JEI».

KypHan copepxut caenyromue rpadsol:

*  MOPSAKOBBIA HOMEp JIMYHOIO JENIa;

*  (damwins, UM, OTYECTBO paOOTHUKA YUPEKICHHUS,

* JlaTa MOCTAaHOBKH JI€JIa HA yUeT;

* JlaTa CHATHUSA Jeja C yJera.

5.3. Jluynple nena pacmojaraloTcsl B IMOPSIKE COTIACHO WX HOMepaMm JMO0 B aju(aBHUTHOM

HOPSJIKE.

5.4. Ilocne yBonbHEHMs] pabOTHHKA YUpEXJEHUS B JINYHOE JI€J0 BHOCATCS COOTBETCTBYIOIIHE

JIOKYMEHTBHI (3asBJICHHE O PAaCTOP>KEHUM TPYAOBOTO JIOTOBOPA, KOMMS MPHKa3a O PACTOPKEHUU

TPYZOBOI'O JIOTOBOPA), COCTABISAETCS] OKOHYATEIbHAs OMKMCh, CAMO JIMYHOE JIeJI0 OpopMIIsieTcs U

nepeaaeTcs Uil XpaHeHMUS.

5.5. JInuHbIe 1e1a COTPYAHUKOB, YBOJICHHBIX U3 Y UPEKICHUS, XPAHATCS B apXUBE Y UPEKICHHS B

as1(haBUTHOM TOPSIZIKE.

5.6. He nomyckaercsi:

* cooOlaTh NepcoHaNbHbIe JaHHbIE PAOOTHHKA TPEThel cTOpoHEe 0e3 MUCbMEHHOI'O COrjlachs
pabOTHUKA, 33 UCKIIIOUEHUEM CIy4aeB, KOTJAa 3TO HEOOXOJUMO B LENSAX MPenylnpexaeHus
yrpo3bl JKM3HU M 370pOBbI0 paOOTHUKA, a TakXke B CIydasX, YCTaHOBJIEHHBIX
3akoHoJaTenbcTBOM Poccuiickoit denepanmy;

* cooOwaTh nepcoHajbHbIE JaHHbIE pA0OTHUKA B KOMMEPUYECKUX LIEJIsIX 0€3 ero MMCbMEHHOTO
coryiacus;

* 3ampamMBaTh HHGOPMAIMIO O COCTOSIHUM 3J0pOBbS paOOTHUKA YUpeKAeHus, 3a
UCKJIIOYEHHEM TEX CBEJIEHUH, KOTOPhIE OTHOCSTCSA K BOIPOCY O BO3MOKHOCTU BBITIOJTHEHUS
pabOTHUKOM TPYAOBOM (DYyHKIIHH.

5.7. Joctynm K MEpCOHANBHBIM JaHHBIM pPAOOTHHKOB pa3pemiaercss TOJIbKO CIEeNHaIbHO

YIOJIHOMOYEHHBIM JIMIaM, TIPU 3TOM YKa3aHHbIE JIMIA JJOJKHBI UIMETh IPaBO MOJIy4aTh TOJIBKO TE

NEePCOHAIbHBIE JlaHHblEe pPabOTHUKA YUpexkJIeHUs, KOTOpble HEOOXOIUMBI Jisi BBIIOJHEHUS

KOHKPETHBIX (DYHKITHIA.

5.8. Bce Mepsl KOHOUACHIIMAIBFHOCTH TpPU YYeTe W XpaHEHHH TEePCOHAIBHBIX JTaHHBIX

COTPYAHHMKA  DPACHpPOCTPAHSIOTCI Kak Ha OyMaxHble, TaKk ¥ Ha  DIEKTPOHHbBIE

(aBTOMaTH3UPOBAHHBIE) HOCUTETU MH(OPMAITUH.




5.9. XpaHeHHe NCPCOHAJIBHBIX OAHHBIX HOJDKHO MPOUCXOIUTH B MOPAAKEC, HCKIIIOYANOMICM HUX
yTpaTty ujin uX HCIIpPaBOMEPHOE UCIIOJIb30BAHUC.

6. locTyl K MepCOHAJBHBIM JAaHHBIM PAa0OOTHUKOB Y4YpesKIeHusl

6.1. BuyTpeHHUi 1OCTYI (OCTYIT BHYTPH Y UpPEIKACHUS).

6.1.1. [IpaBo ocTyna K NepCOHAIBHBIM JIaHHBIM PAOOTHUKA Y UpexkIeHUs UMEIOT:

6.1.2. Ilepedenp JHIl, UMEIOIIUX JOCTYI K IMEPCOHATBHBIM JAHHBIM PAOOTHUKOB, OMPEIEISICTCS

MPUKA30M 3aBEIYIOIIEr0 U MUCBMEHHOro 00s3aTeIbCTBA O HEpas3IJIalleHUH IEePCOHATbHBIX

JTAHHBIX paOOTHUKOB.

6.2. Buemnuii qoctym.

6.2.1. K umcny MaccoBbIX MOTpeOUTENel MEePCOHAIBHBIX TAaHHBIX BHE YUPEKICHUS MOXKHO

OTHECTHU TOCYJJaPCTBEHHBIE U HETOCYIapCTBEHHbIE ()YHKIIMOHATILHBIE CTPYKTYPHI.

6.2.2. Hag3opHO-KOHTPOJIbHBIE OpPraHbl UMEIOT JOCTYN K WH(GOpPMAIUU TOJIBKO B cdepe cBoer

KOMIIETCHIIUH.

6.2.3. Opranu3zaiuu, B KOTOPHIC COTPYIHUK MOXET OCYIIECTBISATH NMEPECUUCIICHUS JCHEKHBIX

CpEeICTB (CTpaxOBblE KOMIIAHUH, HETOCYIaPCTBEHHbIC TEHCUOHHBIE (POHIBI, OIarOTBOPUTENHHBIC

OpTaHM3aINH, KPSIUTHBIC YUPESKICHHUS), MOTYT IMOJYYHTh OCTYH K IEPCOHATBHBIM JIAHHBIM

paboTHUKA TOJBKO B CIIydae ero MMCbMEHHOTO pa3pelieHHs.

6.2.4. [lepenaya nepcOHAIBLHBIX JAHHBIX COTPYIHUKA YUPESIKIACHHSI IPYTHM OPTraHU3ALUSIM:

* cBeleHUs O paboTarolIeM COTPYAHHMKE WA YK€ YBOJIEHHOM MOTYT OBITh MpPEJOCTaBICHBI
JIPYrod OpraHu3alMd TOJBKO C IMHCBMEHHOTO 3ampoca Ha OllaHKe OpraHu3alud, C
MPUIIOKEHUEM KOITMH HOTapuaibHO 3aBEPEHHOTO 3asiBICHUS PaOOTHHKA,;

* TMEpCOHAJbHBIC JaHHBICE paOOTHUKA YUpPEXKICHUS MOTYT OBITh  IPEIOCTABIICHBI
POJCTBEHHUKAM WJIM YJ€HaM €ro CEMbH TOJIbKO C MHCBMEHHOTO pa3pelieHHs] CaMoro
COTPYIHUKA.

* B ciy4ae pa3Boja ObIBIIas cympyra (Cympyr) UMEIOT MpaBO OOpaTUTHCS B YUpEKICHUE C
MMCbMEHHBIM 3alPOCOM O pa3Mepe 3apabO0THOM IIaThl coTpyAaHuka 6e3 ero cormacus (YK
PD).

7.3amuTa NepCOHAJbLHBIX IAaHHBIX PA0OTHUKOB YUpesKIeHus

7.1. Ilox yrpo30ii WM OMACHOCTBIO YTPAThI IEPCOHATBHBIX TaHHBIX TOHUMAETCS €IMHUYHOE WU
KOMIUJIEKCHOE, peaJlbHOe WM TMOTEHLUHANIbHOE, AKTUBHOE WJIM IaCCUBHOE IPOSIBICHUE
3JIOYMBIIIJICHHBIX BO3MOXKHOCTEH BHEIIHMX WM BHYTPEHHUX HMCTOYHHKOB YIPO3BI CO3/1aBaTh
HeOJIaronpusITHbIE COOBITHS, OKa3blBaTh JECTAOMIU3UPYIOIIEe BO3ACHCTBHE HA 3alllUIIAEMYIO
MH(pOpMaLIUIO.

7.2. Puck yrposbl Jr00bIM HH(GOPMAIMOHHBIM pecypcaM CO3[al0T CTUXUIHbIE OelICTBUS,
AKCTpEMAIIbHBIC CUTYaIlUH, TEPPOPUCTUICCKUE IEHCTBUS, aBaAPHH TEXHIHUECKUX CPEACTB M JTMHUH
CBSI3U, Jpyrue  OOBEKTUBHBIE  OOCTOSTENbCTBA, a  TaKKe  3aMHTEPECOBAHHBIE U
HE3aMHTEPECOBAaHHbBIC B BOSHUKHOBEHUH YTPO3HI JIUTIA.

7.3. 3ammrTa MEepCOHANbHBIX JAHHBIX MPEACTaBIsIET COOOW KECTKO perijaMeHTUPOBAHHBIN U
JTMHAMAYECKH-TEXHOJIOTHUECKUI TpoIece, TMPEAyNPEKIAIONNNA  HAPYIICHHE JTOCTYITHOCTH,
IIEJIOCTHOCTH, JIOCTOBEPHOCTH M KOH(UACHIIMATFHOCTH MEPCOHANBHBIX JTAHHBIX U, B KOHEUHOM
cdyeTe, OOECMEeYMBAIOIINK JOCTATOYHO HAJEKHYIO O€30MacHOCTh MH(POPMAIMH B MPOIECCE
yIpaBJIEHYECKON U TPOU3BOICTBEHHOM IEATEIBHOCTH Y UpEkKICHUS.

7.4. 3ammTa TepCOHAIBHBIX JTAaHHBIX PA0OTHUKA OT HEMPAaBOMEPHOTO WX HCIIOIB30BAHUS WIIH
yTpaThl TOJHKHA ObITH 0OecrieueHa 3aBelyIOIUM YUpexIeHHUs 3a CUET CPEJCTB YUPEKICHHS B
MOpSIJIKE, YCTAaHOBJICHHOM (hesiepalbHBIMUA 3aKOHAMH.

7.5. "Buympennsan 3auwguma’'.

7.5.1. OCHOBHBIM BHHOBHHKOM HECAaHKI[HOHHPOBAHHOTO JIOCTYyNa K TEPCOHAIBHBIM JaHHBIM
SBISIETCSA, Kak IMPaBUJIO, IEpPCOHAN, paboTaroIuMi C JOKYMEHTaMH U 0a3aMu JIaHHBIX.
PernamenTanus noctyna nepcoHajia K KOH(UICHIUAIBHBIM CBEICHUAM, JOKYMEHTaM U 0a3am
JTAHHBIX BXOJUT B YMCIIO OCHOBHBIX HAIPABICHUN OPraHU3allMOHHON 3alUThl MH(POpPMAIUN U



npenHa3HaueHa Ui pa3rpaHUYeHUs TOJTHOMOYHMA MEXKIY aIMUHUCTpALMEH M CHEIUaINCTaMU

YupexaeHus.

7.5.2. Ins obecrieueHusi BHYTPEHHEH 3aIUTHI IEPCOHATHHBIX JIAHHBIX PAOOTHUKOB Y UPEIKICHHUS

HE00XO0AMMO cOOJIIOAATH PSJT MEp:

* OrpaHWYCHHE W PErJIAMEHTAIlMs COCcTaBa pPaOOTHUKOB, (PYHKIIMOHAIBHBIE OO0S3aHHOCTH
KOTOPBIX TPeOYIOT KOH(UICHIINATBLHBIX 3HAHUH;

* cTporoe u30HMpaTeNbHOE M OOOCHOBAaHHOE paclpesieieHre JTOKYMEHTOB M HMH(OpMaIuu
MEXIy paOOTHUKAMHU Y UPEIKICHUS;

*  palMOHANIBHOE pa3MelleHHe pabdoyux MecT pabOTHUKOB, IMPU KOTOPOM HCKIIHOYAJIOCh Obl
OECKOHTPOJBLHOE MCIOJIb30BaHUE 3alTUIIIAeMO HHPOPMALINH;

* 3HaHHWE PaOOTHHKOM YUpPEKIEHUS TPeOOBAaHUN HOPMATUBHO-METOJAMUYECKUX JOKYMEHTOB IO
3amuTe HHpOpMAIMU U COXPAaHEHUU TalHBI;

* HaIU4YMEe HEOOXOJMMBIX YCJIOBUW B TOMEIICHUU IS PpadOThl C KOH(MUICHIHAIbLHBIMU
JIOKyMEHTaMH U 0a3aMu JTaHHBIX;

* OIpenereHUe U perjiaMeHTalusl cocTaBa pabOTHUKOB, UMEIOLIUX MPaBO JOCTyna (BXO/a) B
MTOMEIICHUE, B KOTOPOM HaXOJUTCS BRIYMCIIUTEIIbHAS TEXHUKA,;

*  OpraHu3anys MOpsIKa YHHUTOKEHUS MHPOPMAIUH;

* CBOEBPEMEHHOE BBIABICHHWE HApYLICHUS TPeOOBAaHUU pa3pelluTeIbHOW CHCTEMBI JOCTYyIa
paboTHUKaMH;

* JMYHBIE JIeJla MOTYT BBIJAaBAaThCA JIEIOMPOU3BOIUTENIO (CEKPETApI0) TOJIBKO 3aBEIYIOIINM
VYupexieHneM 1 B UCKITFOUUTENbHBIX Cy4asx, 10 MTUCbMEHHOMY Pa3pelieHUIO 3aBEIYIOIIETO
YupexaeHueM, - pyKOBOAUTEIIO CTPYKTYPHOTO MOApa3ieieHus (HanpumMep, Ipyu MOAr0TOBKE
MaTepHaJIOB JIJIsl aTTeCTalluu PaOOTHUKA).

7.5.3. 3ammra nepcoHaNbHBIX JaHHBIX COTPYAHHUKA HA 3JICKTPOHHBIX HOCUTEIISX.

Bce manku, conepskaiiue nepcoOHaNIbHBIC NAaHHBIE COTPYAHHUKA, MOJDKHBI OBITH 3alUIICHBI

naposjieM, KOTOpBIH cooOliaeTcss pPYKOBOAMTEIIO CHYKObl yIpaBiICHHs MEPCOHAIOM H

PYKOBOAMTEIIO CIIY>KObI HH(DOPMAITMOHHBIX TEXHOJIOTHH.

7.6. "Buewnss zamuma"

7.6.1. TTox MOCTOPOHHHUM JTUIIOM TIOHHMAETCS JIF000E JIUI0, HE MMEIOIIee HEMOCPEICTBEHHOTO

OTHONICHUS K JIEATEIbHOCTH YUPEKICHUS, TOCETUTENH, pAOOTHUKU APYTUX OPTaHU3AIUOHHBIX

cTpykTyp. [locTOpoHHUE NTUIIAa HE TOJDKHBI 3HATH pachpeencHue GyHKIui, padodre mpoiecchl,

TEXHOJIOTHIO COCTaBJICHUS, OQOPMIICHHUS, BEACHUS U XPAHEHUSA JOKYMEHTOB, JHUYHBIX JA€T U

pabouyrx MaTepUasoB y EJIONPOU3BOAUTENS (CEKpeTaps).

7.6.2. Insa obecrieueHUs] BHEIIHEW 3alIUThl NEPCOHANBHBIX JAHHBIX COTPYIHUKOB YUpPEKICHUS

HE00XO0AMMO COOJIIOAATh PSJT MEP:

*  MOPSIOK MpHEMa, y4eTa U KOHTPOJIS IeATeIbHOCTH TTOCETUTENECH;

*  TOPAIOK OXPaHbl TEPPUTOPUH, 31aHUNA U TIOMELICHUN Y UpEKACHUS;

e TpeboBaHUs K 3a1IuTe MHPOPMAIINH TPH UHTEPBBIOUPOBAHUU U COOECETOBAHUSX.

7.7. Bce numa, cBsi3aHHBIE C TOJIYYCHHEM, OOpaOOTKOM M 3alUTON TEPCOHATBHBIX JTaHHBIX,

00s13aHBl MOAMUCATh 00S3aTENLCTBO O HEPA3MNIANICHUH TEPCOHANBHBIX JTaHHBIX PaOOTHHUKOB

Vupexnenus.

7.8. Kpome Mep 3ammThl TEPCOHANBHBIX JAHHBIX, YCTAaHOBIEHHBIX 3aKOHOAATEIHCTBOM

Poccuiickoit ®@enepaunu, 3aBeAyIOIIMN YUpPEKICHUEM, a TAaKXKE COTPYIHHKA MOTYT

BBIpa0aThIBaTh COBMECTHBIE MEPHI 3AIIUTHI IEPCOHATBHBIX TAHHBIX PAOOTHUKOB.

8. IlpaBa u 0013aHHOCTH PA0OTHHUKOB Y4pe:KAeHUs! N0 3alMTe UX MePCOHATIBHBIX JaHHBIX
8.1. 3akperuieHne mpaB paOOTHHKA, PETIAMEHTHPYIOIIUX 3aIIUTy €ro MepPCOHATBHBIX JTaHHBIX,
o0ecreynBaeT COXpaHHOCTh IOJIHOW U TOYHOM MH(POPMALIUU O HEM.

8.2. PaboTHHMKH HOJDKHBI OBITH O3HAKOMJICHBI TMOJI PACIHCKY C IOKYMEHTaMH YUpexIeHUs,
YCTaHABJIMBAIOLUIMMHU MOPSAAOK 00pabOTKM MEPCOHANBHBIX JAHHBIX PAaOOTHHUKOB, a TaKXke 00 UX
mpaBax M 00sS3aHHOCTSIX B ATOM 001IacTH.

8.3. PabGornuk  VYupexnueHus o00s3yeTcs  NPENOCTaBIATh  IEPCOHAIbHBIE  JIaHHbIEC,
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COOTBETCTBYIOIINE AEHCTBUTEIBLHOCTH.

8.4. PaboTHUK MMeeT IpaBo:

*  Ha MOJIHYIO HH(POPMAIUIO O CBOMX MEPCOHANBHBIX JaHHBIX U 00pabOTKE ITHX JaHHBIX;

* cBOOOJHOrO OECIIATHOrO JOCTyNa K CBOMM IEPCOHANBHBIM JIaHHBIM, BKJIIOYas MPaBO Ha
NOJy4eHHEe KONMM 000N 3ammcH, Cojaepikalleld MepcoHaJbHBIE JaHHbIE PaOOTHUKA, 3a
UCKJIIOYCHHEM CJIy4aeB, MPeAyCMOTPEHHBIX 3aKOHOIaTesIbeTBOM Poccuiickoii denepanuy,

* Ha ONpEJeNIEHUE CBOUX MPEACTABUTENEH IS 3aIMTHI CBOUX MEPCOHAIBHBIX JIaHHBIX;

* JOCTyna K OTHOCSIIMMCA K HEMY MEIUIMHCKAM JaHHBIM C IIOMOIIBIO MEIUIIMHCKOTO
CIEIMAIIMCTA TI0 CBOEMY BBIOODY;

* TpebOBaTh UCKIIOYHUTH WM UCIPABUTh HEBEPHbIC WM HEMOJIHbIE NEPCOHAIbHBIC TaHHBIC, a
TaKXe JJaHHbIe, 00padOTaHHbBIE ¢ HAPYIICHUEM TPEOOBAHMIA;

* IIpU OTKa3e 3aBEAYIOLIET0 Y UpeKACHUEM UCKIIOYUTh UIH UCIIPaBUTh IEPCOHATbHBIC IaHHbIE
pabOTHHKA MMEET MPABO 3asiBUTH B MMCbMEHHOM (hopMe 3aBEyIONIEMY O CBOEM HECOTJIACHH C
COOTBETCTBYIOIIUM 00OCHOBAaHHEM TAKOT'O HECOIJIACHS;

* [EpCOHAJbHBIE JAaHHBIE OLIEHOYHOTO XapakTepa pPAaOOTHUK YUpEeXKIEHUS HUMEET IpaBo
JOTIOTHUTD 3asIBIICHUEM, BBIPAXKAIOIIUM €ro COOCTBEHHYIO TOUKY 3PEHUS;

* TpeOOBaTh H3BEIICHUS 3aBEAYIOLIUM YUpeXACHUsS BCEX JIML, KOTOPHIM paHee ObuIM
COOOIlleHbl HEBEpHbIC WM HEMOJHbIE IepCOHANbHBIE JaHHble padOTHHKA, 000 Bcex
IIPOU3BEIEHHBIX B HUX UCKIIOYEHUSX, UCIIPABICHUSIX WM JTOTOIHEHUSIX;

e o0OxanoBaTh B cyle JitoOble HEMpaBOMEpHbIE NEeUCTBUN WM Oe3eHCTBUS 3aBEAYIOIIETO
VYupexaenneM npu 00paboTKe U 3alIUTe €ro MePCOHATBHBIX TaHHBIX.

8.5. B nensx obecrieyeHusl JOCTOBEPHOCTH IMEPCOHANbHBIX JIAHHBIX PAOOTHUKU YUPEKICHUS

00s3aHbl:

* npu ohopMICHUH Ha pabOTy MPEACTABIATH JOCTOBEPHBIE CBEICHUS B MOpsAIKEe U 00BEME,
IIpeayCMOTpeHHOM  HactosimuM  IlonmokeHnmeM U 3akoHozarensCcTBOM — Poccuiickoit
®enepanuu;

* B Cllyyae M3MEHEHUS CBOMX MNEPCOHAIbHBIX NaHHBIX, cOOOIIaTh 00 3TOM 3aBEAYIOIIEMY
VYupexnenueMm B Teuenue 10 qHeil.

8.6. PaOOTHUKYM CTaBAT 3aBEAYIONIETO YUPEKJICHHEM B U3BECTHOCTh 00 M3MEHEHHMHU (hamMmiuw,

MMEHH, OTYECTBA, 1aThl POKIACHMSI, YTO MOJIYYaET OTPAKEHUE B TPYJOBOM KHHKKE HA OCHOBaHUH

MPEJICTAaBICHHBIX JOKYMEHTOB. IIpy HEoOX0IMMOCTH U3MEHAIOTCS JaHHble 00 00pa3zoBaHUW,

npodeccuu, CrenualTbHOCTH, TPUCBOSHUN HOBOTO paspsizia H Ip.

8.7. B memsix 3amMTHl YaCTHOHM JKM3HH, JIMYHOH W CeMEHHOW TaiHbI paOOTHHKH HE JOJKHBI

OTKa3bIBaThCsl OT CBOETO IMpaBa Ha 0OpabOTKy MEePCOHAIBHBIX JAAHHBIX TOJBKO C MX COIJIACHs,

MIOCKOJIBKY 3TO MOXET MOBJI€Yb IPUUNHEHUE MOPAJIbHOT0, MATEPHAJILHOTO BpEa.

9. OTBeTCTBEHHOCTH 3a pasriamenue KoHUAeHUHATbHOW WHOpPMANMU, CBSI3aHHOH €
NEePCOHAIbHBIMY TaHHBIMH

9.1. Ilepconanvnas omeemcmeeHHocms - OJHO W3 TIABHBIX TpeOOBaHWH K OpraHM3aIMN
(YHKLIMOHUPOBAHUS CHUCTEMBI 3aLIUTHI MEPCOHATBLHON MH(OPMAIMM U 00s3aTelIbHOE YCIOBHE
obecnieueHus 3¢ (HEeKTUBHOCTU 3TON CUCTEMBI.

9.2. 3ammra mnpaB pabOTHUKA, YCTAHOBJIEHHBIX 3aKOHOJIATENbCTBOM P® u Hacrosmum
[Tono>xeHreM, OCYLIECTBIISIETCS CYJOM B IIEJIIX MPECeUeHUs HEMPaBOMEPHOTO MCIIOJIb30BAHUS
NEPCOHANBHBIX JaHHbIX paOOTHHMKA, BOCCTAHOBJICHHMS HAPYIIEHHBIX IpaB U BO3MEIICHUS
PUYMHEHHOTO yiiep0Oa, B TOM YHCIlie MOPAJIIbHOTO Bpea.

9.3. Kaxnplii cOTpyIHHK YUpexIeHHs, MOIXy4alouid ams paboTbl KOH(HUAECHIHATbHBIN
JOKYMEHT, HeCeT €AMHOJIMYHYI0 OTBETCTBEHHOCTh 3a COXPAaHHOCTb HOCUTENS U
KOH(HICHIIMATBHOCTh HH(POPMAIIHH.

9.4. Jlumnia, BUHOBHBIEC B HAPYIIICHUH HOPM, PETYIHPYIONINX IONydeHHE, 0OpaboTKy M 3aIIuTy
NEPCOHANBHBIX  JIAHHBIX  pabOTHMKA, HECYT JUCHMIUIMHAPHYIO, aJMUHUCTPATUBHYIO,
IpaXkJJaHCKO-TIPaBOBYIO MJIM YIOJOBHYIO OTBETCTBEHHOCTh B COOTBETCTBUM C (eAepaTbHbIMU
3akoHamu Poccuiickoit denepanum.
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9.5. 3a HeHcIIOMTHEHNE WM HEHAJUIeXKalllee NCIIOTHEHNE pAaOOTHUKOM T10 €r0 BUHE BO3JIOKEHHBIX
Ha HEro O0s3aHHOCTEH MO COOJIOACHUIO YCTAaHOBJIEHHOIO MHOpsiiKa pabOThl CO CBEIECHUSIMHU
KOH(QHICHIIMATIHPHOTO  XapakTepa  3aBEAYIOUIMA  YUpeKJAeHHWeM  BIpaBe  INPHUMEHATh
pelycMOTpeHHbIe Tpy10BbIM KOAEKCOM JUCLUILUINHAPHBIC B3BICKAHU.

9.6. JlomKHOCTHBIE JUIA, B 00S3aHHOCTh KOTOPHIX BXOJUT BEICHHE IMEPCOHATBHBIX JAaHHBIX
COTPYAHHUKA, 0053aHbl 00ECHEUUTh KaKIOMY BO3MOKHOCTb O3HAKOMJIEHHUS C JIOKYMEHTaMHU M
MaTepualaMM, HENOCPEICTBEHHO 3aTParvBalOIlUMH €ro IpaBa M CBOOOJBI, €CIIM HHOE HE
IOPEeIyCMOTPEHO 3akoHOM. HemnpaBoMmepHBIi OTKa3 B IPENOCTAaBIEHUHM COOpaHHBIX B
YCTaHOBJIEHHOM IIOPAJKE JOKYMEHTOB, JIMOO HECBOEBPEMEHHOE IPEJIOCTABIEHUE TaKUX
JOKYMEHTOB MWJIM HMHOM MHQOpPMaLUU B cly4asX, IPEAYCMOTPEHHBIX 3aKOHOM, JIHOO
IPEe0CTaBJICHUE HEMOJHOW MM 3aBEJOMO JIOKHOM HMH(pOpPMAlMM - BJIEYET HAJOXKEHUE Ha
JIOJDKHOCTHBIX JIMLl aJJMMHUCTpaTHBHOro mrpada B pasmepe, onpezaensiemoM Koapekcom 00
aJMUHHMCTPATUBHBIX IPAaBOHAPYILECHHUSX.

9.7. B cootBercTBUM C I'pa’kIaHCKUM KOAEKCOM JIMIIA, HE3aKOHHBIMM METOJIaMH IOJIYy4HBIIHE
MH(}OpPMALIMIO, COCTABIISIIONIYIO CIIY)KEOHYIO TaliHy, 00s3aHbl BO3MECTUTH IPUUNHEHHBIE YOBITKH,
IpUYeM Takas jke 00s13aHHOCTb BO3JIaraeTcs U Ha paOOTHUKOB.

9.8. YronoBHasi OTBETCTBEHHOCTh 32 HApYIIEHHE HEMPUKOCHOBEHHOCTH YaCTHOW KM3HH (B TOM
YuCcIe HE3aKOHHOe CcOoOMpaHMe WM DPACHPOCTpAaHEHHE CBEJIEHHM O YacTHOM JKHM3HU JIMLA,
COCTABJISIIOLIETO €ro JUYHYIO WM CEMENHYIO TallHy, 0€3 ero coryiacus), HelpaBOMEPHBIN JOCTYII
K OXpaHs1eMOoil 3aKOHOM KOMIIbIOTEpHOM HH(OpMaLUY, HEPAaBOMEPHBIH 0TKa3 B IPEJOCTaBICHUH
coOpaHHBIX B YCTAaHOBJIEHHOM IOPSIJIKE JOKYMEHTOB U CBEJICHUHN (€CIIM AT JCSTHUS IPUUUHUIN
Bpe[l [TpaBaM 1 3aKOHHBIM MHTEpECaM I'pax/laH ), COBEPIICHHBIE JIULIOM C HCII0JIb30BAaHUEM CBOETO
CIIy’)KeOHOTO TIOJIOKEHHsI Haka3bplBaeTcsi mrTpadoMm, nauOO JIMIIEHWEM TIpaBa 3aHMMAaTh
OIpeieIeHHbIE JIOJDKHOCTH WJIM 3aHUMAThCS ONPEIEeNICHHON JeSTeNbHOCThIO, TM00 apecToM B
cootBercTBuM ¢ YK Poccuiickoit ®denepanumn.

9.9. HenpaBoMepHOCTb JESTEIBHOCTH OPraHOB IOCYNAapCTBEHHOM BIACTW U OpraHM3aluil Io
cOOpy M HCHOJb30BAaHUIO NEPCOHAIBHBIX JaHHBIX MOXET OBITh YCTAHOBJEHA B CyAE€OHOM
TIOPSIIKE.

10. 3ak09uTEeIbHBIC MOJIO0KCHHUS

10.1. Hactosmee IlonoxxeHue sBIsSeTCS JIOKaJbHBIM HOPMATHUBHBIM aKTOM YUpeKICHHUS,
npuaumaercss  OOmuM  coOpanueM  (KoHQepeHIuei) paOdOTHHKOB, COTJIACOBBIBACTCS C
npo(COIO3HBIM KOMHUTETOM M yTBepKAaeTcst (Jubo BBOAMTCA B JCHCTBHE) MPHUKA30M
3aBEAYIOIIETO Y UYPEKICHUEM.

10.2. Bce u3MeHeHus: U JIONOJHEHMs, BHOCUMBIE B HacTosulee [lonoxeHue, opopMiIstoTcs B
NUCbMEHHONW (opMe B COOTBETCTBUM C JICHCTBYIOIIMM 3aKOHOJATENbCTBOM Poccuiickoii
denepanuu.

10.3. IlonoxkeHue NpPUHUMAETCS Ha HEONpEAENCHHbIM CpoK. V3MeHeHus U JONMONHEHHs K
[TonoxkeHnro NPUHUMAKOTCS B TOPsAKE, pexycMoTpeHHOM I1. 1 0. 1. Hactosmero [lonoxenns.
10.4. Tlocne npunsatus IlonoxeHus (WM W3MEHEHUH M JIOTIOJHEHUH OTAEIbHBIX IYHKTOB U
pa3ziesioB) B HOBOM pefaKiuy Npeablaylas peJakiiis aBTOMaTUUeCKH yTpaunBaeT CUILY.
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