MNOJIOXKEHUE
006 00paboTKe H 3a1HTe MEPCOHANLHBIX JAHHBIX PaGOTHHKOB
MyHHUHNATBHOTO aBTOHOMHOTIO J10UIKOJIbLHOTO
00pa30BaTe/1LHOIO YUpexIeHUs
«/lerckuii cag Ne 3 «Kosio60k»
KOMOMHHPOBAHHOTO BH/1a ropoaa YJjaaH-Ym
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1. O0mue moJsioxkeHus1
1.1. Hactosimiee Ilonoxkenue o6 oOpaboTke MepCcoOHATBHBIX JaHHBIX PAOOTHUKOB (faee
- Ionoxenne) MAJIOY «/Jlerckuii cag Ne 3» r. Ynan-Yns (manee - Opranuzaiius)
pa3paboTaHO B COOTBETCTBUU C TpymoBeiM KojekcoMm Poccuiickoit denepanuu,
Koncturynmeinn Poccuiickoit ®enepaumu, I'paxnanckum koaekcoM Poccuiickoit
Oenepauuun, denepanbHbiM 3aKkoHOM 0T 27.07.2006 No 149-®3 «OO6 unbpopmanmw,
MH(OPMAIIMOHHBIX TEXHOJOTHIX U 0 3amuTe nHopmanun», OeaepaabHbIM 3aKOHOM OT
27.07.2006 Ne 152-®3 «O mnepcoHaldbHBIX [aHHBIX», lIpaBunaMu BHYTPEHHETO
TpyZIoBOro pacrnopsaka Opranuzamnuu.
1.2. Llenb pazpabotku [lonoxeHus - onpeneneHue nopsjaka oOpabOTKU MEPCOHATbHBIX
JaHHBIX paboTHUKOB OpraHu3allii M HWHBIX CYOBEKTOB NEPCOHANBHBIX JIaHHBIX,
NepCcOHaJIbHbIE JaHHBIE KOTOPBIX MojajiexaT oOpaboTKe, HA OCHOBAHMHM MOJHOMOYHM
oreparopa; oOecreueHrue 3aluThl MpaB M CBOOOJ 4YelloBEKa W Tpa)xaaHWHA, B T.4.
pabotHuka OpraHuzanuu, npu o0pabOTKe ero NepCcOHAJIbHBIX JAHHBIX, B TOM YHCIE
3alllMTHI MPAaB HAa HEMPUKOCHOBEHHOCTh YACTHOM KU3HM, JTUYHYIO U CEMEHHYIO TalHy, a
TaK)K€ YCTAHOBJIEHWE OTBETCTBEHHOCTH JIOJDKHOCTHBIX JIMI[, WMEIOIIUX JOCTYyH K
NEPCOHATIBHBIM JaHHBIM, 32 HEBBIIOJIHEHHE TpPEeOOBAaHUN HOPM, PEryJIUPYIOIINX
00paboTKy U 3aIIUTY MEPCOHATLHBIX JTaHHBIX.
1.3. Tlopsimok BBOAA B AeiicTBUE U n3MeHeHus [lonoxenus.
1.3.1. Hacrosimuee IlonokeHue BCTymaer B CHJy C MOMEHTa €ro YTBEPKICHUS
JTOJDKHOCTHBIM JMIoM OpraHuzaluu U JeMcTByeT 0ecCpovyHO, A0 3aMEHbI €r0 HOBBIM
[TonoxeHnuem.
1.3.2. Bce wusmeHenuss B IlonokeHne BHOCSTCS MNPUKAa30M JODKHOCTHBIM JIMLIOM
Opranuzanuu.
1.4. Bce pabGotHuku OpraHuzalid JOJDKHBI OBITh O3HAKOMJIEHBI C HACTOSIIUM
[Tomoxxennem o1 pociuch.
1.5. PexxuM KOH(PUIEHUIMANIBHOCTH NEPCOHAJIBHBIX JAaHHBIX CHUMAETCs B CIydasX HX
00e3MYMBaHUsA M [0 UCTEUYEHUHU 75 JEeT CpoKa MX XPaHEHUs, WIM TMpoJjieBaeTcs Ha
OCHOBaHMM 3aKJIIOUEHHs OHKCHepTHOM komuccuum OpraHuszaluy, €cid HWHOE He
OIIPEIETICHO 3aKOHOM.

2. OCHOBHBbIE OHATHUS U COCTAB MEPCOHATbHBIX JAHHBIX PA0OTHHKOB

2.1. nsa ueneit Hactosmero IlonoxkeHuss HCHONB3YIOTCA CIEAYIOUIME OCHOBHBIE
MOHATHUS:

- TIEPCOHANIFHBIC JJaHHBIE PAOOTHHUKA - JIF00ast MHPOPMAIIKs, OTHOCSIIASACSA K TIPSIMO WA
KOCBEHHO OIPEACIICHHOMY WJIU OINpEAeIIieMOMY Ha OCHOBAaHUU TakKOW HH(pOpMaINH
paboOTHUKY, B TOM 4HCIe ero (amwims, WMs, OTYECTBO, IO/, MECSI], JaTa U MECTO
POXIEHUS, aJpec, CEMEMHOe, COIMaIbHOE, UMYIIECTBEHHOE MOJ0KEHUE, 00pa3oBaHue,
npodeccus, moxompl, apyras uHbopMarus, HeoOxomumas pabOTONATENI0 B CBSI3U C
TPYJIOBBIMU OTHOUIEHUSIMU;

- 00paboTKa MEPCOHANBHBIX AAHHBIX — JI000€ JMelcTBUE (Ornepalnsi) Wik COBOKYITHOCTh
JTEeUCTBUN (oTepalnii), COBEpIIaeMbIX C MCIOJIb30BAHUEM CPEACTB aBTOMATHU3AIUUA WIIH
0€3 HCIO0JIb30BaHUSI TAKUX CPEJICTB C MEPCOHAILHBIMU JTAHHBIMU, BKJItOUasi cOOp, 3aluCh,
CHCTeMAaTHU3allMI0, HAKOIJICHHE, XpaHEHHWE, YyTOYHeHHe (O0OHOBJIEHHE, H3MCHEHHE),
W3BJICUCHHUE, HCIOJIb30BaHuUE, Nepeaavy (pacupocTpaHeHue, MpeloCTaBICHHUE, JOCTYII),
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o0e3nuunBaHue, OJIOKUPOBAHUE, YAAJICHUE, YHUUYTOXXEHUE TMEPCOHANBHBIX JAaHHBIX
pabotHukoB OpraHu3aluy;

- KOH(MUICHIIMATHLHOCTh MEPCOHATBHBIX JaHHBIX — 00s3aTeNbHOE MJISI COOJIOICHUS
Ha3HAYEHHOTO OTBETCTBEHHOTO JIMIIA, MOJIYUYUBIIETO JOCTYI K MEPCOHAIBHBIM JIAaHHBIM
pabOTHUKOB, TpeOOBaHUE HE JONMYCKAaTh UX PacHpOCTpaHEeHUs 0e3 corjiacusi Uil UHOTO
3aKOHHOTO OCHOBaHUS

- pacrpoCTpaHEHHE MEPCOHAIBHBIX JAHHBIX - JIEUCTBUS, HANPABICHHBIE HA PACKPBHITHE
MEePCOHAIBHBIX JAHHBIX HEOMpEACICHHOMY Kpyry Jull (mepenada MepcoOHaTbHBIX
JTAHHBIX) WU Ha O3HAKOMJICHHE C MEPCOHAJIBHBIMU JaHHBIMU HEOTPAHUUYEHHOTO Kpyra
auil. B ToM ymcie oOHapoliOBaHWE MEPCOHATBHBIX JAaHHBIX PAOOTHHKOB B CPEIICTBAX
MaccoBoi HHQOpMaIU, pa3MelleHre B HWHOOPMAIUMOHHO-TEIEKOMMYHUKAIIMOHHBIX
CEeTSAX WM MPEAOCTABICHUE JIOCTYyMa K MEPCOHATBHBIM JIAaHHBIM Pa0OTHUKOB KaKUM-JITHOO
WHBIM CIIOCOO0M;

- HCTOJIb30BaHUE TMEPCOHAIBHBIX JIAHHBIX - JEHCTBUs (OINepanuu) ¢ MepCOHATbHBIMU
JTAHHBIMH, COBEpIIaeMble JOJDKHOCTHBIM JuiioM OpraHu3aiiud B UEISX TPUHATHS
peIIeHN WU COBEPIICHUS UHBIX ACHCTBUH, TOPOKIAIONMIUX OPUINICCKUE TTOCISICTBUS
B OTHOIIIEHUU PaOOTHUKOB JTUOO MHBIM 00pa30M 3aTparuBarollUX UX MpaBa U CBOOOIBI
WJIM TIpaBa U CBOOO/IBI IPYTHX JIMII;

- OJOKMpOBaHHE TEPCOHANBHBIX JAHHBIX - BpPEMEHHOE TMpeKpalieHue coopa,
CHUCTEMAaTH3alluM, HAKOIUICHUS, WCIOJb30BaHUS, PACIPOCTPAHEHUS TMEPCOHAIBHBIX
JAaHHBIX pa0OTHUKOB, B TOM YHCIIE UX MEepeadH;

- YHHUYTOXXEHHE TIEPCOHAIBHBIX JAHHBIX - JIEUCTBUS, B pE3yJbTare KOTOPBIX
HEBO3MOXHO BOCCTAaHOBHUTH COJIEpYKAHUE TMEPCOHAIBHBIX JAHHBIX B WH(MOPMAIIMOHHON
CUCTEME TIEpPCOHAIBHBIX JAaHHBIX pPaOOTHUKOB U (WIM) B peE3ylbTaTe KOTOPBIX
YHUUTOXKAIOTCS MaTepUaIbHble HOCUTENN NMEPCOHAIBHBIX IAHHBIX PAOOTHUKOB;

- o0e3IMYuBaHWE TEPCOHAIBHBIX JAaHHBIX - JIEUCTBHUS, B pE3yJbTaTe KOTOPHIX
HEBO3MOXXHBIM 0€3 HCIOJIB30BaHUSA JOMOJHHUTEIbHON HMHPOpPMAIUKA  OIPEACIIUTD
PUHAITICKHOCTD MEPCOHAIIBHBIX JIAHHBIX KOHKPETHOMY PabOTHUKY;

- OOIIEeNOCTYIHbIE TIEPCOHAJBHBIE JIAaHHBIE - TIEPCOHAJBHBIC JIAaHHBIE, JOCTYII
HEOTPaHUYEHHOT'0 KPYra JIMI] K KOTOPBIM IPEIOCTaBJIeH C corjacusi pabOTHUKA HJIM Ha
KOTOpBIE B COOTBETCTBUU C (eJiepaIbHBIMU 3aKOHAMH HE PacIpoCTpaHseTcs: TpeOoBaHMe
coOmtoIeHnsT KOH(UICHIINATEHOCTH;

- uwHbopManmsi - CcBeACHHS (COOOIICHMS, IaHHBIE) HE3aBUCHMMO OT (OPMBI HX
MIPEJCTABIICHHUS;

- TOKyMEHTHpOBaHHass WH(opMaius - 3aQUKCUpOBaHHAS HA MaTEpHUATLHOM HOCHUTEIE
MyTeM JOKYMEHTHPOBaHMS WH(OpMAIUU C PEKBU3UTAMU, TO3BOJISIOIIMMH OMPEACIUTh
TaKyIo WH()OPMAIUIO UITU €€ MaTepHUalbHBIA HOCUTEITb.

2.2. B cocraB mepcoHaIbHBIX MaHHBIX PaOOTHUKOB OpraHu3aiuu BXOISAT JTOKYMEHTHI,
coaeprkamue nHpopManuio o nacmopTHeIX AaHHbX, UHH, CHUJIC, naHHBIX peKBU3UTA
cuera B OaHke ()11 IepeurciaeHus 3apab0THON TUIaThl U IPYTUX BHITIIAT), 0Opa30BaHuH,
OTHOILIEHUH K BOMHCKOM OOSI3aHHOCTH, CEMEWHOM TIOJIOKEHUHU, MECTE >KUTEIbCTBA,
COCTOSIHUU 3JI0POBBS U JIp.-ObLIO

2.2. B coctaB mepcOHANBHBIX JaHHBIX paOOTHHKOB OpraHu3aiuu BXOIAT JOKYMEHTHI,
coaepkaie WHGOpPMALMIO O MMACHOPTHBIX JAHHBIX, OOpa30BaHHWM, OTHOILIEHUH K
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BOMHCKOM OOSI3aHHOCTH, CEMEHHOM TOJOKEHUU, MECTE IKUTEIbCTBA, COCTOSHUU
3J10pPOBbS, a TAKXKE O MPEIBIAYIINX MECTaX UX PaOOTHI.

2.3. KoMmIuiekc AOKYMEHTOB, COINpPOBOXIAIOIUN mpouecc Oo(QOopMIEHUS TPYIOBBIX
OTHOILIEHUI paboTHUKA B OpraHu3anuu Mpyu €ro nprueMe, nepeBoje U yBOJIbHEHUH.

2.3.1. Uudopmanus, npencrapisieMas paOOTHUKOM MpH MOCTYIUIEHUHM Ha paldoTy B
Opranuzanuio, J10JKHA UMETh JOKYMEHTaldbHYyt0 GopMmy. [Ipu 3akimtoueHun TpymoBOro
JIOTOBOpPA B COOTBETCTBUU cO CT. 65 TpyaoBoro koaekca Pocculickoit denepanuu 1o,
MOCTYyMarolee Ha padoTy, NPEbABIIET pabOTOAATENIO:

- IaCMOPT WM UHOM TOKYMEHT, YIOCTOBEPSIOIINI JINYHOCTD;

- TPYAOBYIO KHWXKY M (WJIM) CBEIAEHUS O TPYIOBOM JeSATENBHOCTU (CTaThs
66.1 Hacrosimero Kopekca), 3a HUCKIIOUYEHHEM CIy4yaeB, €CIU TPYAOBOW JOTrOBOP
3aKJIFOYAETCs BIEPBBIE;

- JIOKyMEHT, TMOJATBEPXKIAIOIIUM pErucTpaludid B CUCTEME HWHAUBUAYAIHLHOTO
(mepcoHn(pUIIMPOBAHHOTO) yUeTa, B TOM Yuciie B JopMe dJIEKTPOHHOTO IOKYMEHTA,

- IOKYMEHTBI BOMHCKOTO y4eTa - JJIi BOGHHOOOS3aHHBIX U JIUI, TOJJICKAIIUX PU3BIBY
Ha BOGHHYIO CITYXkO0Y;

- JIOKyMEHT 00 00pa3oBaHuM M (WJIU) O KBaJU(UKAIMU WIM HaJWYUHU CHEIUATbHBIX
3HAHMM - TpU TOCTYIJIEHUHM Ha paboTy, TpeOyIoUlyl0 CHEeUMaNbHbIX 3HAHUN WIH
CHEeUaTbHON MOATOTOBKH;

- COpaBKy O HaIW4uu (OTCYTCTBHM) CyauMOCTH M (W) Qakra YrojJoBHOTO
npecieoBaHusl MO0 O  TPEKpallleHWd  YroJOBHOTO  MpECcieIoBaHUS IO
peadbWIUTUPYIONIMM OCHOBAHHUSAM, BBIIAHHYIO B IOpsSAKe U 1o (opme, KOTOpbIe
yCTaHABIMBAIOTCA (DeliepaibHbIM OPraHOM HCTIOJHUTENBHONU BIACTH, OCYIIECTBIISIONINM
(GyHKIIMU TIO BBIPAOOTKE U peain3alii TOCYIapCTBEHHON MOJUTUKU U HOPMATHUBHO-
IPaBOBOMY PETYJIMPOBAHUIO B chepe BHYTPEHHUX JieNl, - MPH MOCTYIUICHUU Ha paboTy,
CBS3aHHYIO C JICSITENBHOCTHIO, K OCYIIECTBICHUIO KOTOPOW B COOTBETCTBUM C
HacTosmuM KonekcoMm, uHBIM (henepaibHbIM 3aKOHOM HE JOIYCKAIOTCS JIUIA, UMEIOIINe
WIM WMEBIINWE CYJIWMOCTh, TOJBEPraloNIiecss WIA TMOJABEPraBIINECsS YroJIOBHOMY
peciieIOBaHUIo.

2.3.2. Ilpu odopmnenun padotHuka B OpraHuzanuio paOOTHHKOB OTeNa KaJapoB
3amonHseTcss yHuunupoBanHas gopma T-2 «Jluvynas kapTouka pabOTHHKa», B KOTOPOU
OTpaXkaroTCs CIAEAYIONINE aHKETHBIE U Onorpadudeckue JaHHbIe pabOTHUKA:

- CBEJICHHS O BOMHCKOM YyYeTe;

- TaHHBIE O TIpHeMe Ha padoTy;

B nanpHelinem B IMYHYIO KaPTOUYKY BHOCSTCS:

- CBEJICHUI O TIEPEBOAAX Ha JIPYTryIo padoTy;

- CBEJICHUS 00 aTTeCTaIluH;

CBeicHUS O TTOBBINICHUN KBATU(UKAINH,

- CBEJIEHUA 0 IPO(hEeCCHOHATBHON MTEPENOATOTOBKE;

- CBeICHUs 0 Harpaaax (MOOILIPEHHUAX ), TOYETHBIX 3BAHUSAX;

- CBeJIeHUs1 00 OTITyCKaXx;

- CBEJICHUS O COI[MATIbHBIX FapaHTHUSX;

- CBEICHUSI O MECTE JKUTEIbCTBA U KOHTAKTHBIX TelleoHax.

2.3.3. B OpraHuzanuu cO34al0TCSI W XPaHATCS CIEAYIOWIME TPYIIbl JTOKYMEHTOB,
cojJieprKalllie JJaHHbIe 0 PAOOTHUKAX B €AMHUYHOM WJIM CBOJHOM BHUJIE:



133

2.3.3.1. JIoKyMeHTBI, COJAEpKalllhue MEepPCOHATIbHBIC JIaHHbIE PAOOTHUKOB (KOMILIEKCHI
JOKYMEHTOB, COMNPOBOXKJAIOIIKE Mpouecc Oo(OpMIIEHUS TPYIOBBIX OTHOIICHUH Ipu
npuemMe Ha padboTy, NepeBOie, YBOJIbHEHUN; KOMIUIEKC MAaTEPUAJIOB M0 aHKETUPOBAHUIO,
TECTUPOBAHMIO; TMPOBEJIECHUIO COOECEeOBaHUM C KaHAUWAATOM Ha  JOJIKHOCTB;
NOJTMHHUKN W KOMHH TPUKA30B IO JHYHOMY COCTaBYy, JHYHBIE Jela W TPYAOBHIC
KHIKKH paOOTHHUKOB; JIeNa, COJepKalllie OCHOBAaHUSA K MPUKA3y MO JUYHOMY COCTaBY;
Jiena, coieprKallue MaTepHalibl aTTecTalli paOOTHUKOB; CIY>KEOHBIX paccliel0BaHUM;
CIPABOYHO-UH(POPMALIMOHHBIN OaHK JaHHBIX MO MEPCOHANY (KapTOTEKH, >KypHaJbl);
NO/UITMHHUKA W KOMUU OTYETHBIX, AHAIUTHYCCKUX W CIPABOYHBIX MaTEpHUAIOB,
nepeaBaeMbIX TODKHOCTHOMY Juily OpraHu3anuy, KOMUU OTYETOB, HAMPABISIEMBIX B
rOCyJIJapCTBEHHBIE OpraHbl CTATUCTHKH, HAJIOTOBBIC WHCIEKIIUH, BBHIIIECTOSIINE OPTaHbI
YIPaBJICHUS U APYTHUE YUPEHKICHUS).

2.3.3.2. JlokyMeHTauMsi MO OpraHu3alud paboThl CTPYKTYPHBIX MOJpa3aeiaeHui
(TTOJTOKEHMSI O CTPYKTYPHBIX TOJpPa3ICICHUSIX, TOJDKHOCTHBIC HHCTPYKITUN PAaOOTHHKOB,
NpUKa3bl, PACIOPSDKEHUS, yKa3zaHUs pyKoBojacTBa OpraHusanvu); JAOKYMEHTHI 10
IUIAHUPOBAHUIO, YYeTy. AHaIW3y M OTYETHOCTH B YacTH paldOThl C MEPCOHAIOM
Opranuzanumu.

3. Coop, 06paboTKa U 3a1IMTA MEPCOHATBHBIX JAHHBIX
3.1. Ilopsiaok moy4YeHus: MepCOHAIbHBIX JaHHBIX.
3.1.1. Bce nepconanbHble naHHbIE paboTHHKa OpraHu3aluu CleayeT MOoJydaTh y HEro
camoro. Ecam mnepcoHanbHble [aHHbIE PAaOOTHHKA, BO3MOKHO IOJYYUTh TOJBKO Y
TPEThel CTOPOHBI, TO PAaOOTHUK JTOJDKEH OBITh YBEJOMIIEH 00 3TOM 3apaHee M OT HEro
JOJKHO OBITH TMOJIy4EeHO MUCbMEHHOE corjiacue. JlomkHoctHoe nuio OpraHuzanuu
JOJIKHO co0o0muUTh paboTHUKY OpraHu3anuu o UeisX, MPeAnoJaraéMbiXx UICTOYHUKAX U
crocobax TMOJy4YeHUs TMEePCOHANBHBIX JAaHHBIX, & TAKXKE O XapaKTepe MOIeKaIUX
MOJIYYCHUIO TIEPCOHANBHBIX JAHHBIX M TOCJIEACTBHSIX OTKa3a pabOTHHKA JaTh
NUMCbMEHHOE COTJIacHu€ HA UX MOJTyYEHHE.
3.1.2. Opranuzamusi He UMEET IpaBa MoJy4aTh U 00padaThIBaTh MEPCOHATBHBIC JaHHBIC
pabotHuka OpraHm3alii O €ro pacoBOW, HAIMOHAJIBHOW TMPUHAJJIC)KHOCTH,
MOJINTUYECKUX B3MISIIAX, PEIUTHO3HBIX WU (PUIOCOPCKUX YOeKICHHUSIX, COCTOSHUU
3I0POBbS, MHTUMHOM JKW3HM, 3a MCKIIOUYEHUEM CIIy4aeB, MPEIyCMOTPEHHBIX
3akOHOJaTeNbcTBOM Poccuiickor @enepanuu. B ciaydasx, HENOCPEACTBEHHO CBSI3aHHBIX
C BONPOCAMHU TPYJOBBIX OTHOILIEHHUH, B COOTBETCTBUU cO CT. 24 KoHcTuTynuum
Poccuiickoit ®enepanriu OpraHuzanus BIpaBe MOAy4aTh U 00padaThIBaTh JAHHBIE O
YaCTHOM KM3HHU pabOTHUKA TOJBKO C €ro MUChbMEHHOIO COTJIacusl.
O6paboTka yKa3aHHBIX MEPCOHAJIBHBIX JAHHBIX PaOOTHMKOB OpraHuzaluei BO3MOXKHA
TOJIBKO C UX corjiacusi 1u0o 0e3 UxX corjacus B CICAYIOLIUX CIydasx:
- IEPCOHAJILHBIC TAHHBIC SBIISIOTCS OOIIEAOCTYTHBIMHU;
- IEPCOHAIbHBIE JJAHHBIE OTHOCSITCSI K COCTOSIHUIO 3/I0POBbsl paOOTHHKA M X 00paboTKa
HeoOXoauMa JUIsl 3alllUThl €r0 JKU3HU, 3JI0POBbS WJIM HMHBIX >KU3HEHHO BaKHBIX
MHTEPECOB TUOO0 KU3HU, 3/I0POBBSI WJIM UHBIX JKU3HEHHO BaKHBIX HHTEPECOB APYTUX JIHI]
U MOJIyYEHHUE coryacusi paOOTHHUKA HEBO3MOXKHO;



134

- 1o TpeOOBAHMIO TMOJHOMOYHBIX TOCYAApPCTBEHHBIX OpPraHoB B  CIy4asX,
MIPETYCMOTPEHHBIX (PeAepaTbHbIM 3aKOHOM.

3.1.3. Opranuzaius BipaBe 00padaThiBaTh NEPCOHANBHBIC JaHHBIE PAOOTHUKOB TOJIBKO C
WX MUCbMEHHOTO COTJIACHs.

3.1.4. IluceMeHHOe coryiacue pabOTHUKA Ha 00pabOTKY CBOMX NEPCOHANBHBIX JaHHBIX
JOJIKHO BKJIIOYATh B CEOsI:

- (hamunmio, UM, OTYECTBO, aJipec CyObeKTa NEePCOHATBHBIX JAHHBIX, HOMEP OCHOBHOTO
JIOKYMEHTA, YJAOCTOBEPSIONIEr0 €ro JIMYHOCTh, CBEICHHUS O JIaTe€ BbIJAYd YKa3aHHOTO
JIOKYMEHTA U BBIJIABIIIEM €r0 OpTaHe;

- HAUMEHOBAHUE U aJIpec ONepaTopa, MOJIyYarollero corjiacue cyobekTa nepcoHanbHbIX
JTAaHHBIX;

- 11eJ1b 00PabOTKM MEPCOHABHBIX JAHHBIX;

- MepeUeHb MEePCOHANBHBIX JaHHBIX, HA 00PA0OTKY KOTOPBIX JAaeTCs corjiachue CyObheKTa
NEPCOHAIBHBIX JJAHHBIX;

- TIEpEeYCHb JEUCTBUH C NMEPCOHAIBHBIMHU JIAHHBIMH, HAa COBEPIICHHE KOTOPBIX JAeTCs
corjacue, oOlee OmUcCaHuEe UCIoNb3yeMblx Opranuzanueir crnocoboB 00paboTKU
NEePCOHANTBHBIX JIAHHBIX;

- CPOK, B TCUCHHE KOTOPOTO JICUCTBYET COTJIache, a TAKKe MOPSIOK €ro OT3hIBA.

3.1.5. Cornacue paboTHHKA HE TpeOYETCs B CAEAYIOMINX CIydasx:

1) o6paboTka mepcOHANbHBIX MAHHBIX OCYIIECTBISIETCS HAa OCHOBaHMU TpymoBOro
kogekca P® wnu mHOTO (henepasbHOTO 3aKOHA, YCTAHABIMBAIOLIETO €€ IIe)ib, YCIOBUS
MOJTYYE€HUS TIEPCOHATBHBIX JTAHHBIX U KPYT CYOBEKTOB, MEPCOHAIBHBIE TAHHBIE KOTOPBIX
noJiiexkatT 00padoTKe, a TaKkKe ONpeAeIsoniero nofHoMounss Opranuzaiuy;

2) 06paboTKa MepCOHANBHBIX JAHHBIX OCYIIECTBISETCS B LEISAX UCTIOJIHEHUS TPYIO0BOTO
JIOTOBOPA;

3) oOpaboTka MepCcoOHANBHBIX JIAHHBIX OCYIIECTBIACTCS IJISi CTATUCTUYECKUX WIIM MHBIX
HAYYHBIX 1IeJIeH MpU YCIOBUH 0053aT€TLHOTO 00€3TMUMBAHUS IEPCOHANBHBIX TaHHBIX;
4) 00paboTKa MEePCOHANBHBIX NAHHBIX HEOOXOAMMA JJIA 3alIUThl KU3HU, 30POBbS WIH
WHBIX JKU3HEHHO BaXXKHBIX HHTEPECOB paOOTHUKA, €CIU TMOJyYeHHWE €ero Corjiacus
HEBO3MOKHO.

3.2. Ilopsimox 0OpabOTKH, Tepejau U XpaHECHHsI TIEPCOHATBHBIX TaHHBIX.

3.2.1. Paborauk OpranHuzanuu MPeA0CTaBIsAeT AOHKHOCTHOMY muily Opranuzanuu
JIOoCTOBEepHBIE cBeAeHUss o cebe. JlomxHocTHOe muio OpraHu3auu MpOBEPSIET
JIOCTOBEPHOCTh  CBEJICHHI, CBEpsAs JlaHHbIC, TMPEAOCTABICHHbIE pPAOOTHUKOM, C
UMEIOIUMHUCS Y PaOOTHUKA TOKYMEHTaMHU.

3.2.2. B cootBercTBUU cO CcT. 86, 1. 14 TK P® B nensx obecrneueHus: mpaB U cB0OO
YyeJloBeKa M TpaKJaHWHA JOKHOCTHOe Juuo OpraHuzanuu npu  o0paboTke
MEPCOHANBHBIX  JAHHBIX PpaOOTHUKA JOJHKHBI COONONATh  Cieayromue  oOmue
TpeOOBaHUS:

3.2.2.1. O6paboTKa MEePCOHATBHBIX JTAHHBIX MOXET OCYIIECTBIATHCA MCKIIOYHUTEIBHO B
ensix oOecreueHus COOJIIOACHUS 3aKOHOB U MHBIX HOPMATHBHBIX IPAaBOBBIX aKTOB,
CO/IeCTBUSA paOOTHUKAM B TPYAOYCTPONCTBE, OOYUYEHUH U MPOJBUKEHUHU MO CIyxKOe,
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oOecrieyeHusi JUYHOM O€30MacHOCTH PAOOTHHKOB, KOHTPOJS KOJIMYECTBA M KayecTBa
BBINIOJIHSAEMOM PabOThl U 0OECTIEUEHHSI COXPAHHOCTH UMYILECTBA.

3.2.2.2. llpu omnpeneneHnun odbemMa M COAEp)KaHUA, 00pabdaThIBAEMBIX MEPCOHATBHBIX
naHHblX Opranusanus  JOJDKHA pykoBoacTBoBarbcs Koncerurynmein Poccuiickoin
®enepauuu, TpyaoBeiM kojnekcoMm Poccuiickoit denepanuu M MHBIMHU (deaepalbHbIMU
3aKOHaMU.

3.2.2.3. Ilpu npuHATUM pEUICHUH, 3aTParuBalOIINX UHTEpeCchl paboTHUKA, Opranu3amnus
HE MMEET IpaBa OCHOBBIBATHCS Ha IMEPCOHAIBHBIX JIAHHBIX PA0OTHHKA, MOJYYEHHBIX
UCKIIIOUYUTEIBHO B pe3yJbTaTe UX aBTOMATU3MPOBAHHON 0OpaOOTKH WIIM AJIEKTPOHHOIO
MOJTyYEHUS.

3.2.2.4. 3ammra TmNEpPCOHANBHBIX JAaHHBIX paOOTHMKAa OT HEMNPaBOMEPHOIO HX
UCIIOJIb30BaHUs WM yTpaTbl oOecneunBaercs OpraHuzaluei 3a cueT COOCTBEHHBIX
CPEJICTB B MOPSAKE, YCTAHOBIEHHOM (heIepaibHbIM 3aKOHOM.

3.2.2.5. PaGOTHUKHM M MX NPEICTABUTEIN JOJKHBI ObITh O3HAKOMJIEHBI O] PACIUCKY C
nokyMmeHTamMu OpraHu3alliy, yCTaHABIMBAIOUIUMU TOPSIOK 00pabOTKH MEepCOHATbHBIX
JAHHBIX pa0OTHUKOB, a Takke 00 WX MpaBax U 00A3aHHOCTSIX B ATOM 001acTH.

3.2.2.6. Bo Bcex ciy4asix OTKa3 paOOTHMKAa OT CBOMX IpaB Ha COXPAHEHHE W 3alIUTY
TaWHBI HEJICUCTBUTEJICH.

4, Tlepenaya n XxpaHeHHe MEPCOHATBHBIX JAHHBIX
4.1. Ilpm mnepemaue TMEPCOHANBHBIX JaHHBIX pPAOOTHUKA JIOJKHOCTHOE  JIMIIO
OpraHu3aium 10KEeH COONI0AaTh CIeayIoIe TpeOOBaHuUs
4.1.1. He cooOmars mnepcoHaldbHble JaHHblE pa0OTHHMKA TpPEThe CTOpoHE Oe3
MUCBMEHHOTO coTrJlacus pabOTHHKA, 32 UCKIIOYEHHEM CIy4yaeB, KOrja 3TO HEOOXOUMO B
HEJSIX MPEeAYNPERKACHUST YIPO3bl KU3HU U 3[I0POBbI0 paOOTHUKA, a TakKXKe B CIydasx,
YCTaHOBJIICHHBIX (peiepaibHbIM 3aKOHOM.
4.1.2. He coo0miaTe nepcoHAIbHBIC JJaHHBIC PA0OOTHHKA B KOMMEPUYECKHUX IENIX 0e3 ero
nucbMeHHOro corjacus. OOpa0oTka IMEepPCOHANBHBIX JaHHBIX PAOOTHUKOB B IICIAX
NPOJBMKEHUS TOBApOB, paldOT, YCIYr Ha pPBIHKE IYTEM OCYIICCTBICHHS MPSIMBIX
KOHTaKTOB C MOTEHIMATbHBIM MOTPEOUTENIEM C MOMOIIBIO CPEACTB CBSI3U JIOIMYCKAETCS
TOJIBKO C €ro MPEeJIBAPUTEIILHOTO COTTIACHS.
4.1.3. [IpexynpenuTh JUIl, MOTYYUBIINX MMEPCOHATIBHBIC JaHHBIE PAOOTHUKA, O TOM, YTO
9TH JAHHBIE MOTYT OBITh UCIIOJIB30BAHbI JUIIH B IENSIX, JI1 KOTOPBIX OHU COOOIIEHBI, U
TpeOOBaTh OT ATUX JHUI[ MOATBEPXKACHHS TOrO, YTO ATO MpaBwio cobmtoneno. Jluma,
MOJIYYMBIIME TIEPCOHATIBHBIC JaHHBIE paOOTHHKA, OO0SM3aHBI COONIONATH PEKUM
cekpeTHocTu (koHpuUIeHIHanbHOCTH). JlanHoe IlonokeHwe He pacnpocTpaHsieTcs Ha
OOMEH TIEPCOHANBHBIMH JAHHBIMH PA0OTHUKOB B  TOPSAJIKE, YCTAaHOBICHHOM
dbenepaabHBIMU 3aKOHAMH.
4.1.4. OcyuiecTBisTh Nepeaadyy MNEPCOHANBHBIX aHHBIX pPAOOTHUKOB B Mpenaesiax
Opranuzanuu B COOTBETCTBUU ¢ HacTosimuM [lonoxxeHuem.
4.1.5. Pazpemiath JOCTYNl K MEPCOHAIbHBIM JAAaHHBIM PAOOTHHKOB TOJBKO CHEIUATBLHO
YIOJIHOMOYEHHBIM JIMIIaM, MPU 3TOM YKa3aHHbBIC JIMIA JOJKHBI UMETh MPABO MOJIydaTh
TOJILKO T€ MEPCOHAJIbHbIC JIaHHbIE pa0OTHUKA, KOTOPbIe HEOOXOAUMBI JJIsl BBIIOJIHEHUS
KOHKPETHOU ()yHKIIUU.
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4.1.6. He 3ampammBaTh HWHGOPMALMIO O COCTOSHUU 3J0pOBbS pabOTHUKaA, 3a
UCKJIIIOYCHHEM TEX CBEJCHHUH, KOTOpPhIE OTHOCATCA K BOMPOCY O BO3MOXKHOCTH
BBITIOTHEHHUS pAOOTHUKOM TPYIOBBIX (PYHKITHIA.

4.1.7. TlepenaBaTh NEpCOHAJbHBIE JJaHHbIE PAaOOTHHKA MPEICTABUTENSM PAOOTHHUKOB B
NOpAAKE, YCTaHOBJIEHHOM TpyaoBbiM  Kojmekcom  Poccuiickon ®Depepauuu, U
OrpaHUYUBaTh 3Ty MH(POPMALMIO TOJIBKO TEMHU NEPCOHATBHBIMHU JIaHHBIMU DPAOOTHUKA,
KOTOpbIE HEOOXOIMMBI /1JIs1 BHITIOJIHEHHS YKa3aHHBIMU MIPEACTABUTENAMH UX () YHKIIHH.
4.2. XpaHeHHue U UCTOIb30BaHNE EPCOHATIBHBIX JAHHBIX PAOOTHUKOB:

4.2.1. IlepcoHanbHble JaHHbIE PAaOOTHUKOB 00palOaThIBAIOTCS M XpaHATCA B KaOWHETe
JOJKHOCTHOTO Jiia OpraHu3aiui.

4.2.2. TlepcoHanbHble JaHHBIE paOOTHUKOB Tiepenatorcs B LleHTpanu3oBaHHYIO
OyXraiaTepui0 Ha OCHOBAaHUHU JIOTOBOPA, C LENbI0 pacdeTa 3apabOTHOM IUIaThl U BEJICHUS
Oyxrantepckoro ydera. OOpabOTKy MepCOHANbHBIX JNAaHHBIX PaOOTHUKOB OpraHuszanuu
ocymiectBisieT LlenTpanu3oBanHas Oyxrajarepusi Kak Ha OyMa)KHBIX HOCUTENSIX, Tak U B
ANIEKTPOHHOM BHJIE - JIOKAIBHONW KOMIBIOTEPHOM CETH U KOMIbIOTEpHOI mporpamme «1C:
3apriata ¥ Kanapbl»y. LlenTpanuszoBaHHas Oyxranrepusi 00si3aHa coOMIOAAaTH YCIOBUE
KOH(UIECHIIMATLHOCTH MEPCOHAIBHBIX TaHHBIX pa0OTHUKOB Opranusaiuu.

4.3. [Ipu nmonyyeHUn NEePCOHATBHBIX JAHHBIX HE OT paOOTHHKA (32 UCKITIOUYEHUEM CITy4aeB,
€CJIM TePCOHANIbHBIE JaHHbIE ObUIM MPEIOCTABJICHBI JOHKHOCTHOMY JuIlly OpraHuzanuu
Ha OCHOBaHMM (eAepalbHOTO 3aKOHA WM €CIU T[EPCOHANbHBIE JaHHBIC SBIISIOTCS
oOIIEOCTYTHBIMH) JODKHOCTHOE o OpraHuzanud A0 Havajna oO0paboOTKH TaKuX
NEPCOHATBHBIX JaHHBIX 00s13aH MPEIOCTaBUTh PAOOTHUKY CIEIYIONTYI0 HH(POPMAIIUIO:

- HAUMEHOBAaHHUE H aJIpeC OIepaTopa WK €ro IpeCTaBUTENS;

- 11e7Tb 00pabOTKM NMEPCOHANIBHBIX JIAHHBIX U €€ MPAaBOBOE OCHOBAHME;

- IPEINIOIaraéMble MOJIb30BATEIN MTEPCOHATBHBIX TaHHBIX;

- ycra"HoBieHHble DenepanbHbiM 3ak0HOM OT 27.07.2006 Ne 152-03 «O nepcoHanbHBIX
JTAHHBIX» MpaBa CyObEeKTa MePCOHATBHBIX TAHHBIX.

5. JlocTyn K mepcoHaIbHBIM JAHHBIM PA0OOTHUKOB
5.1. IlpaBo gocTyna K mepCOHATBHBIM TaHHBIM PAOOTHUKOB UMEIOT:
- TOJKHOCTHOE Juio OpraHuzaiuy;
- cotpyanuku LlenTpanu3oBaHHOM OyXraiaTepuu.
5.2. Paborauk Opranu3anuy uMeeT IpaBo:
5.2.1. TlonyyaTh AOCTYIl K CBOMM MEPCOHAIbHBIM JAHHBIM M O3HAKOMJIEHHE C HHMH,
BKJIFOYAsi TIPaBO Ha OE3BO3ME3NTHOE TMONy4YeHHE KOMWU 000 3amucH, coaepsKamiei
NepcoHaIbHbIE JaHHbIE pa0OTHHUKA.
5.2.2. TpeboBate oT OpraHuzalMd YTOYHEHHS, HCKIIOUEHUS WM MCIpPaBICHUS
HETIOJIHBIX, HEBEPHBIX, YCTAPEBIINX, HEIOCTOBEPHBIX, HE3aKOHHO MOJYYEHHBIX WJIU HE
SBIITFOIIMX HE0OX0oauMbIMHU Jj1si OpraHu3aiuy mepCcoHaIbHBIX JaHHBIX.
5.2.3. Ilony4aTe OT OJKHOCTHOTO Jinia OpraHu3amuu:
- CBEJICHHUA O JIMIIaX, KOTOPbIE UMEIOT JOCTYI K MEPCOHAIBbHBIM JTaHHBIM WJIH KOTOPBIM
MOXET OBITh MPEIOCTABIICH TAKOW JOCTYIIL;
- IepeueHb 00padaThIBAEMBbIX MEPCOHANBHBIX JAHHBIX U HICTOUHUK UX MOJYYEHUS;
- CpOKH 00pabOTKU NEPCOHANBHBIX JAHHBIX, B TOM YUCJIE CPOKU UX XPaHEHUS;
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- CBEIECHMSI O TOM, KaKH€ IOPUAMYECKHE MOCIEACTBUSA ISl CyOBEKTa MEepCOHAIbHBIX
JAHHBIX MOJKET MOBJEYb 3a 000 00pabOTKa €ro NepCcOHAIbHBIX JaHHBIX.

5.2.3. TpeboBate wu3BemieHuss OpraHu3aiueil BcexX JHI, KOTOPbIM paHee ObLIu
COOOIIIEHbl HEBEPHBIE WJIM HEIOJIHbIE MEPCOHANIBHBIE TAHHbIE, 000 BCEX MPOU3BEIECHHBIX
B HUX UCKJIIOUYEHUSX, UCIIPABICHUAX WM JIONOJIHEHUSIX.

5.2.4. OO6>xanmoBaTh B YNOJHOMOYEHHBI OpraH MO 3alluTe TMpaB CyObEKTOB
MEPCOHANBHBIX JIaHHBIX WM B CyA€OHOM IMOpSAKE HENpaBOMEpPHbIE NEHCTBUS WU
6e3neiicTBust Opranuzaiuu mpu o0padOTKe U 3alUTE €ro MePCOHANTBHBIX JaHHBIX.

5.3. KonupoBath U JenaTh BBIMUCKU MEPCOHAIBHBIX JAHHBIX PaOOTHUKA pa3peliaeTcs
UCKJTIOYUTENBHO B CIIYXKEOHBIX LIEJIIX C MUCbMEHHOTO pa3penieHus TOKHOCTHOTO JIMIA
Opranuzanumu.

5.4. llepenaua uHbOpMalMK TPEThEH CTOPOHE BO3MOXKHA TOJBKO MPH MUCHMEHHOM
corjlacui paOOTHUKOB.

6. OTBETCTBEHHOCTh 32 HAPYILLIEHHE HOPM, PEeryJTUPYIOIIUX 00Pa0OTKY U 3aIUTY
NMEPCOHATBHBIX JAHHBIX

6.1. PaborHukum OpraHuzaiiid, BUHOBHBIC B HApPYIICHUHW HOPM, PETYJIUPYIOIMIHNX
nojiydeHue, o0pabOTKy U 3allUuTy TEpPCOHAJIbHBIX JAHHBIX paOOTHUKA, HECYT
TUCHUIUIMHAPHYI0 ~ aJIMUHUCTPATUBHYIO, TPAKIAHCKO-NIPABOBYID WJIM  YTOJOBHYIO
OTBETCTBEHHOCTb B COOTBETCTBUM ¢ DeiepaqbHbIMU 3aKOHAMMU.

6.2. PykoBomutens OpraHu3alud 3a HapylIeHHE HOPM, PETYJIUPYIONIUX IOJyYeHHE,
00paboTKy M 3aluTy IEepPCOHAJIbHBIX JTaHHBIX pPaOOTHHKA, HECET aJMHUHUCTPATHUBHYIO
OTBETCTBEHHOCTh corjlacHo c¢T.5.27 wu 5.39 Kogekca 00 aaIMUHHCTPATUBHBIX
npaBoHapymeHusx Poccuiickoit depepamnuu, a Takke BoO3MelIaeT paOOTHUKY yiiepo,
NPUYMHCHHBI ~ HEMPaBOMEPHBIM  HCIOJb30BaHHEM  HMHGOpPMAIMU,  CoAepKalei
NepCOHANIBHBIC TaHHBIC paOOTHHUKA.
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