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IEePCOHANBHBIX JAHHBIX PA0OTHHKOB MYHHIHITAJIbBHBIX
00pa30BaTENbHBIX YUPeARACHHIH»

1. Qomue MoToMKeHHA

Hacrosimee Tlonmoxenwe paspaboTaiio B COOTBETCTBHH €O CT. 24
Komctutyuun PO or 12.12.1993 r. (c H3MeHeHHAMH H JIOUOJIHEHHAMH),
I'pascnanckuM kojekcoM P@ ot 26.01.1996 r. Ne 14-03 (¢ W3MeHeHHAMH H
momonHeHusMH), Tpynoswim  Kopexcom ot 30.12.2001 r. N 197-@3,
denepaibibiMa 3akoHaMu ot 27.07.2006 . Ne 149-@3 «O06 unopmaiu,
HH(OPMAIHONILLIX TEXHOJIOIHIX W 0 3almTe HHOopmauuu», ot 27.07.2006 r. Ne
152-@3 «() TepcoHANBHLBIX OalIILIXY,

Hacrosimee TTomoxkenne pacnpocTpalsicTess HA BCEX COTPYIHHKOB, M BCC
PaboTHHKH JO/UKILI ObITE O3HAKOMIIEHEI ¢ 3THM [lomosKeHHeM 10,1 pOCITHCE.

1.1. TlepcoHaneuple paminic padorHMka — HHQOPMANHA, HeodXoAMMAs
padoTONATE/IO B CBA3H ¢ YCTAHOBIEHHEM TPYAOBLIX OTHOIUCHHH M Kacaroiascs
KOHKpeTHOTO paboTHuka. OHM BKIO4YET B cedi: OMO3HABATENBHLIC JIAHHBIE
(O®HO, nara W MecTo pokIenuda, Tpynosad Ouorpadus paboTHHKA, QakThl
ouorpaduu); JMYlibIe XapakTepuCTHKH padoTHHKa (IpaidlaHcTBO, HaTHYHE
HAYUHEIX TPYIOB, H300peTCHME W T.J.); CBEIEHHA O CeMeHHOM IIOJIOKEHHH;
COCTABE CCMBH; COLIMANBHOM TIONOXKEHHH; CIyKedHoM MOIMKEeHWH, HaBBIKaX; O
tduHaHCOBOM moaoKelrH. K npelocTaBNdeMBIM  [I€PCOHAABILIM  JIAHHBIM
pabdOTHHKA OTHOCHTCS HHMOpPMALMs, COACPIKALLEICH] B TPYIOBOH KHHMKKE, B
CTPaxoBOM  CBHACTCIALCTBEG I'OCYJI@PCTBEHHOTO TIEHCHOHHOIO — CTPaXOBAHWS;
unopmais 06 o0pazoBaHuM, KBaTMOHKALMM, HI(DOPMAIHS MEIHIHHCKOIO
XapakTepa; HHMOpPMANMs B JIOKYMEHTaX BOMHCKOTO Yy4eTa M B JIPYTHX
JOKYMEHTaX, KOTOPEIE COTepIKaT JaHHBIC, HeoDX0\MMble PaDOTOMATENIO B CBA3M C
TPYIOBEIMH OTHOLICHHAMM.

1.2. ObpaboTka NepCOHANBHBIX NduHbIX PabOTHWKA OCYIIECTBIACTCH B
Heaax obccncuenus coOIIOJEHHS 3aKOHOB M APYTHX HOPMATUBHO-TIPABOBEIX
AKTOB. '

1.3. PaboTomaTens BOpase MPOBEPsTh IIEPCOHANBHEIE JaHHBIE PAOOTHUKOB C
1el1bi0 (POPMUPOBAHKS KaJpOBOTO pe3epBa.

1.4. Tlpu npueme wna padory, 3akIOYeHHH TPYIOBOIO J0r0BOPA,
34110JIHCHMH @HKETHBIX JaHHBIX paboTojarcih HE MMEET Tpase MOoay4alb H
0600maTE HHOOPMAIMIO O PEAMTHO3HBIX, MOJHTHYECKHX H OPYTHX YOe#1eHnsx
paboTHHKa.



1.5. Bee nepconansHeie nanHbe paboTHuKa paboromaTens [OIYYaeT TONBKO
OT HETO CaMOro.

1.6. PaGoromarens nomyuaer u 00pabarbiBacT JaHHBIC O YAaCTHON KU3HM
PabOTHHKA TOJILKO ¢ €T0 MHCBMEHHOIO COMTACHS.

1.7. Paboronatens coobuaer PabOTHHKY UEH, MpeamoNOKHTEeIbH b
HCTOYHMKH,  CIOCOOBI  NMOMYYCHHS — TIepCOHATBHBIX JaHHBIX,  Xapakrep
NIEPCOHATIBHBIX JIdHHBIX W MOCJACICTBHS OTKA3A paboTHHKA 1aTh MHCLMEHHOE
COLIACHE Ha HX MOJIyYeHHE.

1.8. Ionywars, nepconansheie AauHBle PaDOTHHKOB Ha OCHOBAHMH 3aKOHA
MOTYT: Hamoroeeic opradbl, [lCHCHOHHBI horn P®, ®ouag commansmoro
CTpaxosauus PO,  Denepanbuas HHCTleKIMs  Tpyna.  Mcmonszosanue
TNICPCOHATEHBIX JIAHHBIX PaDOTHHKA JOMYCTHMO TONLKO B COOTBETCTBHH € ME/LIMH,
OUPEACTHBIIMME uX Tomyuenne, [Tepenaua MEPCOHAIBHBIX AHHEIX paboTHHKA
BOSMOMKHA TONLKO ¢ cormacks pabOTHMKA, eciu WHOe pe [PeTyCMOTPEHO
38KOHOTATETLCTBOM.

1.9. PaBoronarens umeer MPaBo COOHPATE 1IePCOHATBIYIO HH(OpPMAT{HIO,
COLEPIKALYIOCH B JIOKYMCHTAX, TPCIOCTABICHIHBIX paboTHHKOM mpH npHeme Ha
padory. '

1.10. Paborogarens IPOH3BOAMT pacieT W BBILIATY HAJIOIOE 33 pabornuka
IYIEeM  yOCpIKaHa uX w3 3apabOTHOH IIaThI paboToiaTens HMeeT upago
cobmpate  mpemyemotpeHsbic  Hamorosein Komexcom P®  cpemenus o
HaJIOroT1aTe LI HKe.

1.11. Jlarnoe Tlogowerne Ipe/IOTBPAIIACT HeCaHKIIMOHMPOBAHHEI JOCTYTI
K MHQOPMALEH, ee IIPOTHBOTIPABHOE KONMUPOBAHHE, HCKAXKEUHE, HCIONb30BAHHE
[pejiaMeperoro PacTIpoCTpaHeH A HE10CTOREPHOIA HipopMaru,
HCNOTB30BaAIME HHPOPMALHH B NPECTYIHLX H KOPBICTHBIX IIeJIsX.

2. Hopagox XPAHCHHSHA, HCITOJIL30BAHH H NepeJavys nepeonagabibix
JAHHBIX paboTHHKA

XpaHeHHE [IepPCOHANLHBIX TaHUIBX AOMAHO MCKITKOYATH UX YTPaTy HNH HX
HCIIPABRHIILHOE MCITOIB0OBAHNE,

2.1. XpaHeHue, BbLIauA TPYI0BBIX KHIGKEK (ZyOIHKATE TPYZOBRIX KHHKEK);
RPaHEHHE JHYHBIX Jel paGoTHUKOB M MHEX AOKYMEHTOB, OTPAKAIOLINX
[EPCOHAILHBIC NaHuble palOTHHKA, BO3IATAIOTCS 1A JICTIOTIPOH3BOIHTCIIA.

2.2. IlepcomansHkic JlaHHBIC pabOTHHKOB BMecTe ¢ HEODXOOUMLIMH
AOKYMEHTAMH ocraloTed v paboTojatens iy JIMLE, OTBETCTBCHHOIO 34
odopMIIcHHE MpHeMa u XPaHEeHHA THYHBIX el coTpyaHUKOE. |lopsjok XpaHeHus
TPYIOBBIX KHUKeK yetanosnen MHeTpykiwedi no samonnenmio TPYIOBLIX KHHIKEK.

2.3. 3aHeCcCHHE TepCOHANBHBIX JIAHHbIX paboruukos B AHC VKO
Caparosekoit obmacru OCYIIECTRIIACTCS OMEPATOPOM, HA3HAYEHHEIM MPHKA30M
PYKOBOIHMTENS OPTallH3aiiny,

2.4. Paboromatens oBecrnednpaer XPaHCHHC TIEPBHYHBIX JIOKYMEHTOE,
CBI3AHULBIX ¢ 00paboTKoil JoKyMerTalmy mo YHCTY TPY/ia, KaAPOB ¥ OTUIATH TpYa




B opraHu3anuy. B Oyxrantepud XpaHarcs JOKYMCHTEI 1O yHETY MCTIONL30BAHUA
pabouero speMelid H PacHeTOB ¢ NEPCOHANIOM 110 OIIatTe TPy/a.

2.5. TIpu nepenadye NePCOHATBHBIX JIAHHBIX pPabOTHHKA paboTonarelib
NOMKEH cOBII0aaTh ClieyouHe TpeOOBaHHS

- pe cooBlATh NEPCOHATBHBIC JaHHBIE pabOTHHKA Tperkell cTopoHe 0e3
IHCEMEHHOro cornacus pabOTHHKA, 34 HCKIIOYMCHHEM CIydaes, KOTAa 3TO
HEOBXOIHMO B LEIAX MPeIyNpPesk/IEHUs YTPO3hl JKH3HH H 3/I0POBbI0 PaDOTHHKY, &
TAKIKE B CITy4asx, YCTAHOBJICHHBIX (QeIepalbHBIM 3aKOHOM;

- He cooBLIaTE ITepCOHANbHBIE TaHHbIE PADOTHHKE B KOMMEPHCCKHX LE/IAX
De3 ero MUCLMEHHOTO COITIACHA.

2.5.1. llpejynpenuts JAL, NOJYYAIOMIHX  [IEPCOHANLHBIE  NaHHbIE
paBoTHHKa, O TOM, YTO 3TH JaHHDIC MOTYT ObITh HCITOIB30BAHB! JIALIL B LEIAIX, 1714
KOTOPEIX OLM COOBIIEHL!, ¥ TpeDoBaTh OT 3THX JHIL NOJITBEPAACHHS TOTO, YTO 3TO
npasui0o cobmoneno. JHna, noiy4aroliue NepeoHablbie NaHHBIC paboTHUKE,
obs3aHEl  COGNIONATE PEKAM  CEKPETHOCTH (KoH(uueHuMaisHocTd). JlanHoe
NOJIOWEHNe He pacrmpocrpansercs Ha O0OMeH [CPCOHANBHLIMH - AAHLULIMU
pabOTHUKOB B TOPAAKE, YCTAHOBNCHHOM (enepai-HEIMH 3aKOHAMH;

2.5.2. Paspemath JNOCTYT K NCPCOHANBHLIM JIAHHBIM PabOTHHKOB TOTBKO
CHENAATBEHO YIOAHOMOHYEHLIM JTHIAM, [IPH 3TOM YKa3aHHBIE THIE JOJIKHEL HMCTh
MpaBo NOTY4aTh TOJNBKO T€ IEPCOHATBHLIC JIAHHBIE DabOTHHKA, KOTOpBIC
HeOGXOTHMBL [1s1 BEITIONHEHHA KOHKPETHLIX (YHKIIHI;

2.5.3. Tlepenaparh MepcoHaibHBIE Haulbie PadOTHMKa TMPEACTABHTEMIM
paGoTHukoB B nopamke, ycraHoslenuom TK P®, w orpaHuimBaTh 3Ty
MHOOPMALMIO TOMBKO TEMH MEPCOHATBHBIMU JIAHHBIMU DPabOTHHKA, KOTOPBIC
HEOBXOMUMBI /17151 BHITTOMHELHA YKA3aHHLIMK [IPeICTaBUTe/SIMHI UX (Y HKIHHA.

2.6. Tlepemaua TIEPCOHAIBHBIX  JauHBIX  padoTHMKa B IPEfenax
OPTAHHU3ALIHH:

2.6.1. PaforomaTens npejocTaBisict WHQOPMALMIO ¥ HMHLIC CBEICHHS,
HeoOXOJIMMBIE /1A TIPOBEPKH INPARWIIBHOCTH MCYHCIEHHA M YTIAThl HAJOTOB,
ofI3aTeNbHLIX TUIATEXEH B rOCYIapCTBCHHYO OHIKCTHYHO CHCTCMY; TOKYMCHTRI
0 I[UIATEReCOCOOHOCTH, CBGAGHAA O YMCJIEHHOCTH, cocTaBe pabOTarolliuX,
3apaGoTHOH IJlaTe W YCJIOBHAX Tpynd, O HAAM4UM CBOOOMHBIX paboyux MECT;
ToxyMenTsl 00 OIiaTe HaloroB 1o TpeboBaHMKO OPraHOB BJIACTH YIPABIEHHA,
PaBOOXPAHUTENLHEIX OPTAHOB, IOPUANYECKUX JIAL, HMCIONIHX Ha 5TO MPaBo.

2.6.2. Tlpemoctapisiemass uudopmanus MOXeT Obth  YCTHOW WA
[OHCLMEHHOM, BO BTOPOM Cjydae — 3dBepeHa [cvarsld W [TOJMHCAMM
OTIpEeNENCHHBIX JIHLL.

3. OGazannocrya paboToaare/si N0 XPAHCHHID H 3a1IHTE
IEePCOHATBHBIX IAHHBIX padoTHHKA

3.1, PaBotojarens obecleYWBaeT 3all(UTY MCPCOHANBHLIX JAHHBIX
pabOTHHKa OT HEMpaBOMCPHOIO HX MCIONB30BaliMA WM YTPaTel 3a Cuer
COBCTREHHEIX CPE/ICTB B MOPAMKE, YCTAHOBICHHOM (enepall bHEIM 3aKOHOM.




3.2. Paboronatenh 3HAKOMHT paBOTHHKA TOX pPOCIMCH CO  BCEMH
BHYTPEHHWMH JOKYMEHTAMH, KacarolllMMHCA Mopsjika o0OpaboTkm, mepejayw
NEePCOHAILHEIX NaHHEIX pabOTHHKOR, 0 NpaBax u 00s3aHHOCTIX B 3TOH 0DJIaCTH.

3.3. Pabotomarens o0ecneddBaeT AOCTYN K MePCOHANLHBLIM  IAHHBIM
pabOTHHKA TOJILKO YIOJIHOMOYEHHEIM JIHIAM.

3.4. Cpoboausiii moctyn k uupopMannH o paGoTHHKax, XpaHsllciicsa B
KOMIILIOTEpAX, 3allperaercs [ Beex COTPYIHHKOB  YUPOKISHHS, 34
MCKITIOHEHHEM PYKOBOJMTENA, OyXranTepoB U Iel0TPOH3BOAUTENA.

3.5. PykoBoautens 3akperisier B [Ipakase 110 Y4pexIeHHIO pacipeaeneHie
00sA3aHHOCTEH N0 00paboTke NepcoHATbHEIX JauHbIX. Cpelld OTBCTCTBEHHEIX JIHIL
MENONPOU3BOIUTENE WMCCT HPaBO JOCTYNA KO BCEM I[IEPCOHAIBHEIM TaHHBIM
paboTuuka; OyxrajTep HMeeT IpaB0 [OCTYNA K CBCICHHAM O ClyKcOHOM
IONIOJKEHHH, © 33HHMAeMOH JODKHOCTHOH HArpy3Ke, COCTABE CEeMBH, K
CBENIEHHAM, HMEINIMM OTHOIIEHWE K Ha4dHCIeHHI0 3apaboTHOH  Iuiarsl,
HAYMC/ICHHID  HAJIOrOB M HWHBIX 00s3aTenbHBIX  [iarexkef.  3aMecTHTEND
pyxkopoauTelst no MBP uMeer oTHOWIEHHE K ¢BCOSHHUSIM O KBUIM(DHKALIHH, OTIRITE
paboTs, 0 HATHYWM MCTOOHYECKHX PaspaboToK.

3.6. 3anpewaerca obpalotka uHbOPMAalMM B NPHCYTCTBHM MHBIX JIHII,
KpOME& WMCIOUIMX [PpaBO  [OOCTYNA K [EPCOHANBHEIM JEHHBIM  paloTHHKE.
PykoBOAUTENB XpaUT JOKYMeHThI (TPYyHOBBIE KHWKKU B cefide); pekomenayeTes
npu 00paboTke DAHHBIX C MOMOIIBI KOMIBLIOTEPA 3aKpLIBATH TaporeM (aiiibl,
HMEIOIHMEC [IePCOHANIBIILIE JaHHEIE,

4. IlpaBa paGoTHHKOB HA 3AUIHTY NEPCOHAILIBIX JAHHBIX

4.1. Coraacno cT.89 TK PO paGoTHHKM MMCIOT Ipago Ha:

4.1.1. Tlonnyio uHGOPMANKIO 00 HX MEPCOHANBHLIX JAHHBIX M oOpadboTke
ITHX JaHHBIX;

4.1.2. CpoGomHblii OeCIIATHEIN JIOCTYN K CBOWM [ICPCOHATBHBIM JAHHEIM,
BKJII04ad IIPaBO Hd MOJ1yHeHHe Konuil 110001 3anucu, comepxanieil nepeolaibHele
JlaHHEIe PabOTHHKA, 32 HCKIIOUCHHEM CITy4acs, IPelyCMOTPEHIIBIX deleparTbHbIM
3AKOHOM;

4.1.3.  Ounpeaenerne CBOMX TpeJCTABMTENCH JUIS  3ALUMTBL  CBOWX
HEPCOHANBHEIX JAHHLIX,

4.1.4, JlocTyn K OTHOCSLIMMCA K HHM MCOHIMHCKHM JIAHHLIM C TOMOIIBE
ME/IMLIMHCKOTO CLIELMANNCTA 110 MX BLIOOpY;

4.1.5. TpeGoearme 00 HCKMOWEHWM WM WMCMPaBleHMM HCBEPHBIX HITH
HEMOJHLIX  MEPCOHAILUBIX JIaHHBIX, & Takke jlandex, obpaboranbbix ©
Hapyurennem tpebopanuit TK PO. Ilpu otkaze paboTomaTells MCKIIOHUTE WITH
HCTIPABHTL MePCOHAllbHbIE NaHHElE padOTHHKA OH MMECT INpaBo 3afBHTh &
MHCLMCHHOH (opme paboTodaTe/no 0 CBOEM HECOITIACHH € COOTBETCTBYIOU[HMM
0DOCHOBaHWEM TaKOro HecornacHa., llepcouaibHble  JAHHBIE  OLCHOYHOTO
XapakTepa pabOTHHK WMeCT MPABO JIONOJIHMTH 3ASBIEHHCM, BBIPDKAOMIAM €ro
CODCTBEHHYIO TOUKY 3PCHHS;




4.1.6. Tpebosauue 00 u3BemeHWn padorojareneM BeeX JHL, KOTOPBIM
paunee OBLIM COOOINEHBI HEBEPHBIE WM HEMOJHBIC [CPCOHANIBHBIE NAHHBIS
paboTHuKa, 000 BCEX NPOM3BEIEHHBIX B HHX HCKIIOYEHHSAX, HCIPABICHHAX WITH
JIOTIOJTHEHUSIX;

4.1.7. PaGOTHHKH DOMKHBEI OBITh O3HAKOMICHBI I1OJ] POCITMUCE C HACTOSIIHM
[Nonoxenuem. C 310l 11eNlbl0 B YUpeXIeHHH OpraHusyercs u Beaercs KypHan
o3HaKoMIeHus paboTHuKoB ¢ HactosiuM [Tonoxennem.

4.1.8. ObxanoBaHHe B CyI JOOBIX HCNPABOMEPHBIX JIeHCTBHH HIH
BesaciicTeus pabotojarens npu odpaboTke W 3allIUTE €ro NepCoHalibHBIX JAHHBIX.

5. OreercreeHHocTs paboTofaTend H JHIL, OCYIECTBISIIOMIHX
paboTy ¢ nepecoHaILHLIMH JAHHBIMH

5.1. Jluua, BHHOBHBIC B HApYWICHHM HOPM, PEryIHPYIOUIHX MOIy4eHHE,
obpafoTky W 3aWIATY  TEepCOHANBHLIX  maunublXx  paloTHHKA,  HECYT
NUCHMILIMHAPHYIO, aIMHHUCTPATHEHY, TPAXKIAHCKO-TIPABOBYIO HIH YIOIOBHYH)
OTBETCTBEHHOCTE B COOTBETCTBHH ¢ QelepanbHBIMH 3aKOHAMH,

5.2. K coTpyauuky, OTBETCTBEHHOMY 34 XpaHeHHE IepCOHalILION
uaGopmaliuy  padOTHHKOB, padoTodaTens BIOpaBe MPUMCHWTL OJIHO W3
NUCLHMITHHAPHBIX B3LICKaHWH, npejycMorperHex cT.192 TK Pd®, a umenno:
3aMevyaHHe, BBITOBOP, YBONbHeHHe. K IHCUMIIHIAPHOH OTBETCTBEHHOCTH
IPUBIEKAIOTCH TONLKO Te PabOTHHUKH, KOTOpEIE IO YCAOBHAM CBOMX TPYIOBBIX
JOrOBOPOR 0043aHEl cOOMI0AaTE NpasniIa paboTel © NepPCOHANBHEIMH JaHIBIMU.

5.3. PaGotomatent BhpaBe pacTOpriyTh TPY/OBOH JOToBop IO CBOE
HWHHLHUATHBE NIPH PasTTIalleHHH OXPaHACMOI 3aKOLOM TaiHbl, CTaBliel H3BeCTHOH
paboTHUKY B CBSI3M ¢ UCTIONHEHHEM WM TPYIOBEIX 00A3aHHOCTEH,
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