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Hacrosmee Ilonoxxenue paspaborano B coorBerctBuM co cT. 24 Koncruryuuu PO ot
12.12.1993r. (c u3MEHEHUsIMH U JONOIHEHUsIMU), ['paxknanckum kojgekcom PO ot 26.01.1996r.
Ne 14-@3 (c usmenenusimu u gjononHenusamu), TpynossiM Konexkcom ot 30.122001r. Ne 197-D3,
¢benepanpabiMu 3akoHamMu oT 27.072006r. Ne 149-03 «O6 unbopmanmu, WHGOPMALUOHHBIX
TEXHOJIOTHSX U 0 3ammuTe nHpopmarumy», ot 27.072006r. Ne 152-D3 «O nepcoHaIbHBIX JaHHBIX.

Hacrosiiee Ilonoxkenue pacnpocTpaHsieTcsi Ha BCEX COTPYIHUKOB, U BCE PaOOTHUKHU
JOJKHBI OBITH 03HAKOMIICHBI € 3THM [loJI0KeHreM 1mo1 poCTHCh.

11 [TepconanpHBIC TaHHBIC PAOOTHHUKA - HHPOPMAITUS, HEOOX0IUMasi padOTOIATEIIO
B CBSI3H C YCTAHOBJICHHEM TPYIOBBIX OTHOIICHUM M KAcAIOMIAsACs KOHKPETHOTO paboTHUKA. OHU
BKJIFOYAIOT B ceOs:

- hamunst, ©UMsl, 0OTUYECTBO;

- TOJI, MECSIII, JIaTa K MECTO POXKJICHUS;

- aJpec MPOKUBAHUS, TOMAIIHUHN Tele(oH;

- ceMeiHOoe, COIIHAIBHOE MOJIOKEHUE;

- oOpazoBaHue, npodeccus;

- IOXOJIBI;

- TPY/IOBOM 1 OOIIIHIA CTaX;

- MTACTIOPTHBIC JTAHHBIC;

- BOMHCKHH YYET;

- 3aHUMAaeMast I0JKHOCTE;

- HAJIM4YKME CYyJTMMOCTE;

- MECTO pabOThI WK YIeObl YWICHOB CEMBH U POJICTBEHHUKOB;

- COJIEp’KaHNe TPYAOBOTO JIOTOBOPA;

- IOIJTMHHUKH U KOTTMH MPUKA30B 10 JIMYHOMY COCTaBY;

- INYHBIE JIeTIa U TPYAOBBIC KHUKKUA COTPYAHHKOB;

- OCHOBaHMS K TIPUKa3aM 10 JUYHOMY COCTaRY;

- 1e71a, CoIep KaIie MaTepUalbl O OBBIMICHUIO KBATHU(DUKAIIUNA U TIEPETOATOTOBKE UX
aTTeCcTallnu,

- KOIMH OTYETOB, HAIIPABJIIEMbIE B OpTaHbl CTATUCTUKH.

12. OOpaboTka TMEpPCOHANBLHBIX JAHHBIX pPAOOTHUKA OCYIIECTBISIETCS B  IEJAX
obecrieueHus1 COOJIOICHUS 3aKOHOB M IPYTUX HOPMaTHBHO-TIPABOBHIX aKTOB.

13. PabGoromarenp BIpaBe MPOBEPSTH NMEPCOHAIBHBIC TaHHBIE PAOOTHUKOB C IEJBIO
(hopMuUpOBaHHS KaIpOBOIO pe3epBa.

14.  Tlpu npueme Ha paboTy, 3aKJIFOYCHUH TPYI0BOTO JOTOBOPA, 3aM0JTHCHIUH aHKETHBIX
JaHHBIX pabdoToAaTeNh HE MMEET MPaBO MOJIydyaTh U 0000ImaTh HHPOPMAIMIO O PEIUTHO3HBIX,
MOJIMTUYECKUX U APYTUX YOeKACHUAX paOOTHUKA.

15. Bce nepconanbHble JaHHBIE paOOTHHKA pabOTOAATENb MOJIYYaEeT TOJIBKO OT HETO
caMoro.

16. PaGoromarenp moiiydyaeT U 0oOpalaThIBaeT JaHHBIE O YACTHOM >KM3HU pPabOTHHKA
TOJIBKO C €r0 MMHChbMEHHOT'O COTJIACHSL.

17. Paboronmatens cooOmaer pabOTHHUKY IIENH, MPEANOI0KUTEIbHbIE HCTOYHUKH,
CHOCOOBI TOTyYeHHUsI MePCOHANBHBIX JAHHBIX, XapaKTep MepCOHAIBHBIX JAHHBIX U MOCIEICTBUS
OTKa3a pabOTHHUKA 1aTh NMCbMEHHOE COrJIacHe Ha UX MOJIyuYeHue.

18. IlomyuyaTh mepcoHanbHBIE AaHHbIE PAOOTHUKOB HAa OCHOBAaHHMM 3aKOHA MOTYT:
HasloroBsle oprassbl, [leHcuonHbli Gpona PO, @onp conumansHoro crpaxopanus PO, denepanbhas
UHCHeKuus Tpyna. Mcnonp3oBaHue MepcoHaNbHBIX NAaHHBIX PaOOTHHKA JOMYCTUMO TOJIBKO B
COOTBETCTBHU C IIENIIMHU, OMPENENUBIIMMH HX modydeHue. [lepemada mepcoHanmbHBIX JaHHBIX
paboTHMKAa BO3MOKHAa TOJILKO C COTJlacHsl pPab0OTHHKA, €CITM WHOE HEe MPeayCMOTPEHO
3aKOHOJIaTEJILCTBOM.




19. PaGoronmatens wWMeeT MpaBO  COOMpaTh  MEPCOHAIBHYIO  WH(OpPMAIHIO,
COJICPXKAIILYIOCS B IOKYMEHTaX, PEJO0CTaBICHHBIX paOOTHUKOM TP MpHeMe Ha padoTy.

1.10. Mannoe IlonoxeHue MPeNOTBPANIACT HECAHKIMOHHUPOBAHHBIA JOCTYH K
nH(pOpMaNnH, ee IPOTHUBOIPABHOE KOMTMPOBAHHE, UCKAXKEHUE, CIIOJIb30BAaHHE PETHAMEPEHHOTO
pacrpocTpaHeHHs HeJJOCTOBEPHOI MH(OPMAINH, NCTIOJIb30BaHNE HH(POPMALIUK B IIPECTYITHBIX U
KOPBICTHBIX LIEJISAX.

1.11. TlepcoHanbHble JaHHBIE OTHOCATCS K  KaTeropud  KOH(HICHIMAIHHON
nHpopmanuu. PexxuM KOHOHUAESHIIMATBFHOCTH TMEPCOHATBHBIX JTAHHBIX CHUMAETCS B CIydasx
00e3TMYMBaHMS WX TIO UCTEUCHHUH 75 JIET CpOKa XpaHEHUs, €CIIM MHOE HE OTIPEICIICHO 3aKOHOM.

2. Tlopsaok XxpaHeHHs, HCIIOJIHL30BAHUS U MePeIavy MePCOHATbHBIX JAHHBIX
padoTHuka

XpaHeHHe MepCOHANBHBIX TAaHHBIX JIOJDKHO UCKITIOUaTh UX YTPATy WM WX HEMPAaBUIBHOE
WCIIOJIb30BAHHE.

2.1. XpaneHue, BblJIauya TPYAOBBIX KHIDKEK (IyOJTUKATHI TPYAOBBIX KHIDKEK); XpaHEHHE
JIMYHBIX 77 pa0OTHUKOB M MHBIX IOKYMEHTOB, OTPaKAIOIINX MEPCOHATLHBIC TAHHBIE pa0OTHHKA,
BO3JIararoTcs Ha pyKOBOJUTEIS, CEKpeTapsl (CIUCOK JIUI YTBEPKAACTCS IPUKA30M 10 HIKOJIE).

2.2. TlepcoHaibHBIC AaHHBIE PAOOTHHKOB BMECTE C HEOOXOJWMBIMH JTOKYMEHTaMH >
OCTalOTCs y paboTojarens WIW JIUIA, OTBETCTBEHHOTO 3a O(QOPMIICHHE IMpHeMa W XpaHEHHS
JMYHBIX JIeTT COTPYTHUKOB. [Topsiiok XpaHeHus! TPYAOBBIX KHIDKEK ycTaHOBIIeH MHCTpyKInei mo
3aITOJTHEHHUIO TPYIOBBIX KHIKEK.

2.3. Paboronmatens oOecrieumMBaeT XpaHEHHE IEPBHUYHBIX JOKYMEHTOB, CBSI3aHHBIX C
00paboTKO¥ JOKyMEHTAlMW IO YYeTy TpyJa, KaJpoB W OIUIATHl TpyJa B OpraHm3anud. B
OyXxrantepuu XpaHsTcs JOKYMEHTHI 10 Y4eTy HCIOJIb30BaHUS pabOyero BpeMEHU M pacdeToB C
MIepPCOHAIOM IO OTIaTe Tpy/a.

2.4. Tlpu mnepemaue TmMEpPCOHAIBHBIX JAHHBIX paOOTHHKA paboToaTEeNh JOJDKEH
coOI01aTh CAeAYIOMNE TPEOOBAHUS:

241. He cooOmars TEPCOHAIBHBIE JIaHHBIE pPAaOOTHHKA TPEThe CTOpOHE O3
MMCBMEHHOTO corjacus pabOTHHKA, 32 UCKIIFOUEHUEM CIIydaeB, KOT/ia 3T0 HEOOXOIMMO B IIEJIAX
MIPEeyNPEXACHUS YIPO3bl KUZHU U 3I0POBbIO paOOTHUKA, a TAKXKE B CIIydasX, YCTAHOBJIEHHBIX
(benepanbHBIM 3aKOHOM;

2.4.2. He coolmaTk NMepcoHAIbHBIC JaHHBIC PAOOTHHUKA B KOMMEPUYECKHUX IIeJsx 0e3 ero
MUCBMEHHOTO COTJIacHsI.

2.4.3. mpenynpeauThb UL, MOIYYalOIUX MePCOHANbHbIE JaHHbIE pA0OTHUKA, O TOM, YTO
3TH JaHHbIE MOTYT OBITh HCIOJB30BaHbl JIUIIb B LENSIX, Ui KOTOPBIX OHU COOOIIEHBI, U
TpeOOBaTh OT ITUX JIUI] MOATBEPKACHUS TOTO, YTO 3TO MPABUIIO coOoieHo. JInia, moayJaromue
NepcoHalbHbIE  JaHHble  pabOTHUKA, O0s3aHBI  COONIONATh  PEXKUM  CEKPETHOCTHU
(xoHbuUAEeHIMATBHOCTH). JlaHHOE MOI0KEHHE HE PACIPOCTPaHAETCS Ha 0OMEH MepCOHAIbHBIMU
JAaHHBIMU PAOOTHHUKOB B MOPSIIKE, YCTAHOBICHHOM (eiepaibHbIMU 3aKOHAMU;

2.4.4. pazpemaTh JOCTYN K MEPCOHAIBHBIM JaHHBIM PAOOTHUKOB TOJIBKO CHEIHAIBLHO
YIOJTHOMOYEHHBIM JIIaM, IIPU STOM YKa3aHHbIE JIUIA IOJDKHBI UMETH MTPABO MOJIyYaTh TOIBKO T
NEepCOHANIbHBIE JaHHble PAOOTHUKA, KOTOpble HEOOXOAMMBI JJs BBINOJHEHHS KOHKPETHBIX
(b yHKIIHIA;

2.4.5. mepenaBaTh NEepCOHAIbHBIE JaHHbIE paOOTHHKA NPEJICTABUTENSIM PAOOTHUKOB B
nopsake, ycraHoBieHHoM TK P®, u orpanuumBaTh 3Ty HUHPOpPMALMIO TOJBKO TEMHU
NEePCOHAIBHBIMU TaHHBIMU PaOOTHUKA, KOTOpPbIE HEOOXOIUMBI /sl BBINOJIHEHUS YKa3aHHBIMU
MPEJCTaBUTENSAMU X QYHKIUI.

3. O0s3aHHOCTH padoToAaTe sl N0 XPAHEHUIO M 3aLIUTE MEePCOHAIbHBIX JAHHbIX



paGoTHHKA

3.1. PaGoronmatens oOecrieuyMBaeT 3aIIUTy MEPCOHATBHBIX JAaHHBIX pAaOOTHHKA OT
HENPAaBOMEPHOTO MX HCHOJb30BAHUS WIIM YTPAThl 3a CUET COOCTBEHHBIX CPEICTB B TOPSJIKE,
YCTaHOBJICHHOM (pe/IepalbHbIM 3aKOHOM.

3.2. Paboronmatens 3HAaKOMUT paOOTHHUKA TIOJ POCIHCH CO BCEMH BHYTPCHHHUMH
JOKYMEHTAaMH, KAaCalOMIMMHUCSA TIOpsiIka oOpabOTKH, TMepedaydl IepCOHANBHBIX JTaHHBIX
pabOTHUKOB, O TIpaBax M 00SA3aHHOCTSIX B ATOM 00JIACTH.

3.3. Paboronmatens obecrieymBaeT HOCTYI K MEPCOHATBHBIM JJAHHBIM Pa0OTHHKA TOJIBKO
YIIOJTHOMOYEHHBIM JIHIIaM.

3.4. PyxoBogurenb 3akperuisier B [Ipukasze mo  YUpexXAECHUIO —pacrpenesieHHe
o0s3aHHOCTEN IO 00PaObOTKE MEPCOHANBHBIX JaHHbBIX.

3.5. 3ampemraercs 06padoTka HHPOPMAIMH B IPUCYTCTBUH UHBIX JIUIl, KPOME HMEIOIINX
MpaBO JIOCTyNa K TIEPCOHAIBHBIM JaHHBIM paboTHHKA. PyKOBOIHMTENh XpaHHUT IOKYMEHTHI
(TpyZlOBbIE KHIKKH B ceiie); peKoOMeH IyeTcsl IpU 00pabOTKe TaHHBIX C MOMOIIBIO KOMITbIOTEpA
3aKpBIBATh MapoJieM (paiiiipl, UMEIOIINe TIEPCOHANBHBIC JaHHBIE.

4. IlpaBa pa0lOTHMKOB Ha 3alIIUTY NEPCOHATbHBIX JAHHBIX

4.1.Cornacio  ¢1.89 TK PO pabGoTHHKH UMEIOT MPaBO Ha:

4.1.1.1Tonnyto nHpopMaluio 00 UX MEPCOHANBHBIX JaHHBIX U 00pabOTKE ITUX JAHHBIX;

4.1.2.CBoOOTHBIN OeCIUIaTHBIN JOCTYI K CBOUM MEPCOHABLHBIM JIAHHBIM, BKITIOYAsl TIPABO
Ha MOJIyueHUWEe KOMUU JI00O0M 3amucu, cojlepikaiieil mepcoHalibHble JaHHble PaOOTHHKA, 3a
WCKITIOYCHHUEM CITy4acB, MPEyCMOTPEHHBIX (eiepaTbHBIM 3aKOHOM;

4.1.3.0mpenenenne CBOUX MPEACTaBUTENCH ISl 3aIIUThI CBOMX IEPCOHATBHBIX JaHHBIX;

4.1.4.JTocTyn K OTHOCSIIMMCS K HUIM MEJAULUHCKUM JTAHHBIM C TMIOMOIIBI0 METUIITHCKOTO
CIeIMaInCTa 1o UX BBIOODY;

4.1.5. TpeboBanrne 00 HCKIIOYCHUU WM WCIPABICHUH HEBEPHBIX WM HEIMOJHBIX
MePCOHANBHBIX JAHHBIX, a TAKXKE JAaHHBIX, 00pa00TaHHBIX ¢ HapymieHueM TpedoBanuii TK PO.
[Ipu oTkaze paboTonarenss MUCKIIOYUTH WM HCIPABUThH MEPCOHANBLHBIE JaHHbIE PAaOOTHHKA OH
MMEeT IMpaBO 3asiBUTh B MHCbMEHHON (opme paboToAaTeNr0 O CBOEM HECOTJacuu C
COOTBETCTBYIOIIUM OOOCHOBaHHEM Takoro Hecorjacus. [lepcoHanbHbIe JaHHBIE OLEHOYHOTO
Xapakrepa pabOTHUK HMMEET MPaBO JOMOJHUTH 3asiBICHHUEM, BBIPAXKAIOIIMM €ro COOCTBEHHYIO
TOYKY 3PCHHUS;

4.1.6.TpeboBanne 00 W3BEIICHUH Pa0OTOJATEIIEM BCEX JIMIl, KOTOPHIM paHHEe OBLIN
COOOIllEHbl HEBEpHbIE WM HEMOJHbIE TepCOHaJbHbIE JaHHbIE pabOTHUKA, 000 Bcex
MIPOU3BEACHHBIX B HUX UCKITIOYCHHSX, UCTIPABICHHUSIX UM JTOTIOTHEHUSIX;

4.1.7. PaOOTHMKHU JOJKHBI OBITH 03HAKOMJIEHBI IO POCIIMCH ¢ HacTosmuM [lonoxeHneM.
C oT0i1 1enpl0 B yUpexKACHUU opraHusyercs u Begercsa JKypHan 03HAKOMJICHHS paOOTHUKOB C
HactosiuM [lonoxxenuem.

4.1.8.O06xanoBanue B CyA JIOObIX HEMPaBOMEPHBIX JEHCTBUN WM Oe3/1eHCTBUSL
pabotonatens nmpu oOpabOTKe U 3aIIUTE €ro MePCOHATbHBIX IaHHBIX.

5.0TBEeTCTBEHHOCTh PadoToaTeIsl U JIMI, OCYLIECTBJISIIOIIUX PadoTy ¢
NEePCOHATbHBIMH TAHHBIMH

5.1. PabGoTHHK 00s3aH:

- 3HaTh [lepedeHb cBeeHUI KOH(PUIEHITMAIBHOTO XapaKkTepa B TUMHA3UY;

-XpaHUTh B TallHE W3BECTHbIE €My KOH(HIEHIMAIbHBIE CBEACHUs, MHPOPMHUPOBATH
pykoBouTeNs 0 aKkTax HapyIIeHHs TOpsAKa OOpalieHus ¢ KOH(PHUICHIIUATbHBIMU CBEICHHISIMH,
0 CTaBIIIUX €My U3BECTHBIM MOMBITKAX HECAHKIIMOHUPOBAHHOTO JIOCTYIA K MH(POpPMAIIUH;

- coOmoaTh TMpaBWiIa IOJIB30BAHUS JOKYMEHTAaMH, MOPSJIOK MX y4eTa M XPaHEHUS,
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oOecrieunBaTh B mporecce paboThl COXPaHHOCTb WHGOpPMAIMH, COACp)KalIecs B HUX OT
MOCTOPOHHUX JIUII, -3HAKOMHUTBCS TOJIBKO C TEMHU CIIY)KEOHBIMH JTOKYMEHTaMH, K KOTOPBIM
MOJIy4eH JOCTYI B CHITY UCIIOJIHEHUS] CBOMX CITYKEOHBIX 0053aHHOCTEH.

5.2 Jluua, BUHOBHBIE B HAPYIICHUW HOPM, PErYIHPYIOMIMX MNOJy4deHue, oOpaboTKy u
3alIUTy TEPCOHATBHBIX NAaHHBIX PAaOOTHUKA, HECYT AWUCHUILUIMHAPHYIO, aJMUHUCTPATHBHYIO,
IPa)KIaHCKO-IIPABOBYIO WJIM YTOJOBHYKO OTBETCTBEHHOCTb B COOTBETCTBUU C (hefepalbHbIMU
3aKOHAMHU.

5.3. K coTpymHuKy, OTBETCTBEHHOMY 33 XpaHEHHE MEPCOHAIBHON WHPOpPMALUU
paboTHHKOB, paboTodarenb BIpaBe NPUMEHHTh OJHO W3 JUCHUIUIMHAPHBIX B3BICKAHUIM,
npegycMoTpeHnsix cT. 192 TK P®, a wumMeHHo: 3ameudaHue, BBITOBOp, yBoJibHeHHE. K
JTMCUUIUTMHAPHON OTBETCTBEHHOCTH IPUBJICKAIOTCS TOJIBKO T€ PAOOTHUKH, KOTOPBIE TI0 YCIOBUSAM
CBOMX TPYZIOBBIX JOTOBOPOB 00s13aHbI COOMIOAATH MTpaBuiia paboThl C IEPCOHATBLHBIMU JAHHBIMHU.

5.4.PaboToiaTenb BIpaBe pacTOPTHYTh TPYAOBOW JOTOBOP MO CBOEW MHHUIIMATHUBE IPU
pasryaleHuy OXpaHseMON 3aKOHOM TaWHbI, CTaBIIEd H3BECTHOM pPAOOTHHKY B CBSI3U C
HCIIOJIHEHUEM UM TPYJOBBIX 00513aHHOCTEH.



