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MHOJIOXKXEHUE
00 00paboTke nepcoHaJBbHBIX JaHHBIX padoTHHKOB MAQY /10 «CAJISAM»

Hacrosmee Ilonoxenue ormnpenenseT OCHOBHBIE TpeOOBaHUS K IOPSAKY IOIyYeHHUS,
XpaHCHUs, WCIIOJNIB30BAaHUA M Iepenaud (gaisee - o00paOOTKe) TMEepPCOHANBHBIX JAHHBIX
pabOTHUKOB.

1. OBIIME ITOJIOXEHM A

1.1. IlepconanpHble naHHBIE paOOTHHKA - 3TO HHMOpMaIUs, HeoOxoauMas paboToAaTeN o
B CBA3M C TPYAOBBIMU OTHOIIECHUSMM U Kacarolasics KOHKPETHOro pabOTHHKA.

1.2. IlepcoHanpHble JaHHbIe pabOTHHKA COAEPXKATCS B OCHOBHOM JIOKYMEHTE
IIEPCOHAIBHOTO y4eTa pabOTHUKOB - IMYHOM JeJie pabOTHHUKA.

1.3. JIngHOE [eJI0 COCTOUT U3 CICAYIOIINX Pa3Ie/ioB:

1.3.1. AmnxerHo-OMorpaduyeckue U XapaKTepU3YIOUIME MaTepuanbl, K KOTOPBIM
OTHOCSTCS:

- Konun 10KyMeHTOB, yAOCTOBEPSIOIIUX JTHYHOCTS;

- Konms cTpaxoBoro cBujeTeascTBa rocyJapCcTBEHHOrO IEHCHOHHOTO CTPaxXOBaHUS;

- Kommus MHH;

- Konun 1okymMeHToB 06 06pa3oBaHuu;

- Konms npukasa o npueme Ha paboTy;

- TpynoBoii norosop;

- JIOKYMEHTBI, CBSI3aHHBIE C [IEPEBOIOM U IepeMeleHeM pabOTHIKA (KOTIUU IPUKa30B,
JOIIOTHUTEIIBHBIE COIVIAIEHUS ), U3MEHEHUEM Harpy3Ku;

- Brmuckn (konuu) U3 JOKyMEHTOB O MPUCBOCHUU MOYETHBIX 3BaHUi, YICHOU CTETIECHH,
HarpaXJ€HUU IoCy1apCTBEHHBIMU HarpajiaMu:

- Komnuu HarpaaHbIX JHUCTOB;

- Konuu 10KyMeHTOB 00 aTTecTanuy;

- Konuu 10KyMEHTOB 0 IPOX0XKIEHUH KypCOB MOBBIIIECHUS KBaIUDUKAIMN

- Konmu npukasoB o MOOUIpeHusIX, B3bICKAHUSAX;

- XapaKTepUCTUKU U PEKOMEH IaTeJIbHEIE MMIChMa,

- 3asBiieHUe pabOTHUKA 00 YBOJILHECHHH;

- Komus npukasa 06 yBoJbHEHHH,

1.3.2. JlononHUTENbHBIE MaTEPHUAJIBI, K KOTOPBIM OTHOCSITCS:

- pacrnucka paboTHMKa 00  O3HAKOMJIEHMM C  JOKYMEHTaMH  OpraHHU3alluu,
yCTaHaBJIMBAIOIIUMU MOPAIOK 00pabOTKM MEPCOHANBHBIX JAHHBIX PaOOTHUKOB, a TakK
)K€ 0 ero mnpaBax U 00s3aHHOCTSIX B 9TOU 00J1aCTH;

- XapaKTEPUCTUKU C IIPEKHET0 MecTa padoThl;

- JIOIIOJIHEHUE K JIMYHOMY JIENY;

- JpYrue€ JOKYMEHTBI, HAaxOXJEHHE KOTOPbIX B JIMYHOM Jene OyaeT MpU3HAHO
nejecoodpasHpIM. B nmuHOoe neno paGoTHHKAa BKIIFOYAETCS TakKe OIUCh BCEX

JOKYMEHTOB, HAXOJIAIIUXCS B JIETIC.
1.4. CanurapHas KHIXKKa, IaCHIOPT 3A0POBbs M TPYA0Basi KHIKKA COTPYIHUKA XPAHATCS
B celipe OTAENBHO OT OCTAIbHBIX JIOKYMEHTOB, COJCpXAINUX IMEPCOHAJIbHBIC IaHHBIC
paboTHUKA.




2. [TIOJIYYEHUME ITEPCOHAJIbHbIX IAHHBIX PABOTHHUKA

2.1. Tlomyuyenue, XpaHeHHe, KOMOWHHMpOBaHME, TIiepefaya WIM Jr000oe Apyroc
HCII0JIb30BAHUE TEPCOHAIBHBIX JAaHHBIX PaOOTHUKA MOXKET OCYIIECTBIISIETCS UCKIIOYUTEILHO B
Hensx obecrnedeHus coOIOIeHNs 3aKOHOB M MHBIX HOPMATHUBHBIX IIPAaBOBBIX aKTOB, COJICHCTBUS
pabOTHUKAaM B TPYIOYCTPOMCTBE, OOYUYEHUH M MPOJBIDKEHUS IO CIIyxkOe, o0ecrieueHus JINIHOM
6e30macHOCTH pPabOTHUKOB, KOHTPOJIS M KauyecTBa BBIMOJIHAEMOH paboThl U oOecleyeHus
COXpPaHHOCTH UMYIIlecTBa. Bce nepcoHanbHbIe JaHHbIE paOOTHHUKA MTOIYYarOTCs Y HErO CaMoro.

2.2. B caydae, ecau mepcoHalIbHbIE J1aHHbIE paOOTHHKA BO3MOXKHO IIOJIYYUTH TOJIBKO Y
TPEThEN CTOPOHBI, TO pabOTHUK JOJDKEH OBITH YBEAOMIIEH 00 3TOM 3apaHee, U OT HEro JOKHO
OBITh TMONYYEHO MUChMEHHOE coriacue. PaGoromaTens MOMKEH COOOIUTh PabOTHHUKY O LEIIX,
IpEANoJaraéMbpIX MCTOYHHUKAX U CIOCO0ax IMOIY4YeHUs IEePCOHAJIBHBIX [aHHBIX, a TaK € O
XapakTepe MoJUICKAIIMX MMOJYUCHUIO TIEPCOHATBHBIX TAaHHBIX U MOCIEACTBUAX OTKa3a pabOTHHUKa
IaTh TMCbMEHHOE COTJIaCHE Ha UX MOJyYEHUE.

2.3. He momyckaercs mosydyeHue ¥ o0OpabOTKa MepCcOHATbHBIX JAHHBIX PabOTHHKA O €ro
MOJIUTUYECKUX, PEJTUTHO3HBIX U UHBIX YOSXKISHUSIX U YaCTHOM KU3HM, a TaK XK€E O €ro 4ICHCTBE B
OOIIECTBEHHBIX O0BEIMHEHUAX WU €r0 NPO(COIO3HOM ACATENBHOCTH, 3a UCKIIIOUCHUEM CITy4aeB,
MIPEAYCMOTPEHHBIX 3aKOHOAATEIHCTBOM PD.

2.4. Ilpu npUHATHH PEIICHU OTHOCUTEIBHO paOOTHHUKA HA OCHOBAHUU €T0 IIEPCOHATBHBIX
JTAHHBIX HE JIOMYCKAeTCs MCIIOJb30BAHKME AAHHBIX, MOJYYEHHBIX MCKIIOUMUTEIBLHO B PE3yjbTaTe
MX aBTOMAaTU3UPOBAHHON 00pabOTKH UK 3JIEKTPOHHOIO ITOTYYEHHUS.

2.5. B cayyasx, HEMOCPEICTBEHHO CBSA3aHHBIX C BOINPOCAMM TPYIOBBIX OTHOUICHHM, B
coorBercTBUHM cO cT.24 KoHctutynuu P® Bo3M0OkHO nosryuyeHre u 00paboTKa JaHHBIX O YaCTHON
JKU3HU pabOTHUKA TOJIBKO C €ro MUCHbMEHHOTO COTIaCHs.

3. P OPMMPOBAHUE U BEJJEHUE JIMUYHLIX JIEJI

3.1. JInunoe neno pabGoTHuka (GopMUpYyETCs IOCIE U3JaHUs IpHKaza O €ro mnpuemMe Ha
pabotry. IlepBoHayaJlbHO B JIMYHOE JEJIO TPYNIHUPYIOTCA TOKYMEHTBI, COJEpXKallue
HIepCOHaIbHBIE JaHHbIE pabOTHUKA, B TIOPSIKE, OTPAKAIOIIEM IIPOIecC IIpUeMa Ha paboTy:

1) Komus nmpukasa o mprueMe Ha paboTy

2) KOmMH JOKYMEHTOB, YI0CTOBEPSAIOIHUX JINYHOCTE;

3) pacnmcka paboTHMKa 00 O3HAKOMJIEHMHM C  JOKYMEHTaMH  OpraHM3alluy,

yCTaHABIUBAIOIIUMU TOPSI0K 00pabOTKU MEePCOHATBHBIX AaHHBIX paOOTHHMKOB, a Tak
’Ke 00 ero mpaBax ¥ 00s3aHHOCTSX B 3TOH o0acTy,
4) pacmucka 06 03HaKOMJICHHH €T0 C JIOKaJIbHBIMA HOPMaTUBHBIMU aKTaMH OpraHU3alluy,
5) pacnrcka 00 O3HAaKOMJIGHHH C IIpaBWJIaMHU BHYTPEHHErO TPYIOBOTO pacmopsika
OpraHu3alluy,

6) TpyZOBOil JOTOBOp,

7) BHYTPEHHSS OIHCH.

3.2. Bce 1OKYMEHTHI TOAIIMBAIOTCS B 00JI0KKY 00paslia, yCTaHOBJICHHOTO B yUPEKICHUU.
Ha 06510Ke 10/KHBI OBITh (haMuuTvs, UMsI, OTYECTBO pabOTHHKA.

JInuHOMYy JeiTy IpHCBauBaeTCs HOMEpP, KOTOPBIA (GUKCUPYETCs B )KypHalle y4eTa JUIHBIX
nen. B kaxkaoMm pasmene JIMUHOTO Jejla BEIETCs BHYTPEHHSS OIMCh, Kyda 3aHOCATCH
HaMEHOBaHHMS BCEX IMOIIUTHIX JOKYMEHTOB, JaTa UX BKIIOUEHHUS B J€JI0, KOJUYCCTBO JIUCTOB, a
TaK e Jara U3BATUSA JOKYMEHTa U3 Jejla ¢ yKa3aHWeM JIUla, U3BABIIEr0 JOKYMEHT, U IPUYUHY
U3BATHA. B ciydae BPEMEHHOTO HU3BATUSA [OKYMEHTa BMECTO HEro BKJIAJbIBACTCA JIMCT-
3aMEHUTENNb. V3BATHE JOKYMEHTOB M3 JIMYHOIO Jiejla IIPOM3BOJMUTCS HCKIIOYUTEIBHO C
paspelieHnss JupeKTopa. BHYTpeHHSS ONKMCh INOANKMCHIBACTCSA JIMIIOM, €€ COCTaBIISIOUIUM, C
yKa3aHHEM JaThl COCTaBJICHUS. Bce MOKYMEHTHI, MOCTYNAIOIME B JIMYHOE ACNI0, BEIyTCS B
XPOHOJIOTHYECKOM TTOpsijiKe. JIMCTBI TOKYMEHTOB, MOAIIMUTHIX B JIMYHOC JCIIO, HyMEpYHOTCH.
JInuHoe 1e0 BeNeTCs Ha MPOTSHKEHWH BCEH TPYJOBOW JEATENbHOCTH paboTHuKA. M3ameHeHwus,
BHOCHMBIE B JIMYHOE €0, JOJDKHBI OBITh MOATBEPIKIECHBI COOTBETCTBYIOIIMMH TOKYMEHTaMHU
(HanmpuMep, KOIUsI CBUIETEIBCTBA O Opake).




3.3. PaGoOTHUK, OTBETCTBEHHBI 3a JOKYMEHTAl[MOHHOE OOECIEYEHUE KaIpOoBOr
JEATEILHOCTH, IIPUHUMAET OT MPUHUMaeMOro Ha paboTy pabOTHHKA HOKYMEHTHI, MPOBEpseT
NOJHOTY HX 3alOJHEHUS U TPABIIIBHOCTh YKa3blBAEMBIX CBEIACHHM B COOTBETCTBUM C
MIPEBSIBICHHBIMU JOKYMEHTAMH, 3aTe€M 3aBepseT: AOJDKHOCTh, IOANMCH, AaTa BKIIOYCHHUA B
JIUYHOE JEJIO.

4. TIPABA U OBS3AHHOCTHU PABOTHUKA B OBJIACTH 3AIIIUTLBI ET'O
ITEPCOHAJIBHbBIX JTAHHbBIX

4.1. PaboTHHUK 00s3yeTcsl IPEIOCTaBIATh IEPCOHAIBHBIE [JaHHBIC, COOTBETCTBYIOLINE
JIercTBUTENbHOCTU. PaGOTHUK UMEET MIPpaBo Ha:

- MOJHYIO MH(OPMALIUIO O CBOMX [IEPCOHAIBHBIX JaHHBIX U 00pabOTKe 3TUX JaHHBIX;

- CBOOOJHBIN GECIUTATHBIN JTOCTYI K CBOMM II€PCOHAJIBHBIM JaHHBIM, BKIIOYas IIPaBO Ha
TI0JIy4eHHe KOMUM 000 3anKcH, Colep Kalleil epcoHalbHbIe JaHHbIE paOOTHHKA, 38
UCKJIIOUEHHUEM CIIyYaeB, IIPEyCMOTPEHHBIX 3aKOHOAATENLCTBOM PD;

- OIpeeICHHE CBOMX MPECTaBUTENEH U1 3aIlIUTHl CBOMX IIEPCOHABHBIX JaHHBIX;

- JOCTYIT K OTHOCSIIUMCS K HEMY MEIWLMHCKAM JaHHBIM C IOMOIIBI0 MEIUIIMHCKOIO
CIEMAJINCTA [0 CBOEMY BEIOODY;

- TpeOGoBaHre 00 WCKIIOYCHHH WIM HUCIPABICHUMA HEBEPHBIX WJIM HEIMOJIHBIX
TIepCOHABHBIX JaHHBIX, a TAK XK€ JaHHbIX, 00pabOTaHHEIX C HapyIIEHHEM TPEOOBaHUH.

4.2. Tlpu otkase pabGoTomareiss WCKIIOYUTh WM WCIPABUTH ICPCOHAIBHBIC JaHHBIC

pabOTHUKA OH UMEET IPaBO 3asABUTh B MUCBMEHHON (opMe pabOTOAATENO O CBOEM HECOITIACHHU C
COOTBETCTBYIOIIIUM OOOCHOBAHMEM TAaKOI'O HECOIJIACHSL.

4.3. IlepcoHaabHBIE JaHHBIE OI[CHOYHOTO Xapakrepa paOOTHUK MMEET MPaBO JTOMOTHUTD

3asBJICHHEM, BBIPAXKAIOIIUM €r0 COOCTBEHHYIO TOUKY 3PEHUS:

- TpeGoBaHHe 00 U3BEIIEHMA paboTojaTe]ieM BCEX JIUIL, KOTOpbIE paHee ObUIA
COOOIEHBl HEBEPHBIE WM HEIOJHBIE MMEPCOHAIBHBIC NaHHbIE paboTHMKa, 000 BCex
MPOU3BEJCHHBIX B HUX UCKIFOYEHUSX, UCTIPABJICHUAAX WU JOIOTHCHUSX;

- obaloBaHME B Cyld JIOOBIX HEMPaBOMEpPHBIX JedcTBui mim  Oe3zmeicTBUs
paboTtoaarens mpu 06pabOTKe U 3alUTE €ro IEPCOHAIBHBIX JaHHBIX.

5. YYET, XPAHEHUE U IIEPETAYA ITEPCOHAJIbBHBIX JTAHHBIX
PABOTHUKA

5.1. JInyHkble [ena, B KOTOPBIX XPAHSATCS MEPCOHAIbHBIE NaHHBIE PAOOTHHUKOB, SIBJISIOTCS
JOKyYMEHTaMH «J|Jis1 BHyTPEHHETO M0JIb30BaHUS).

5.2. JInuHOE [ENI0 PEerruCTPUpYeTCs, O YeM BHOCHTCS 3amuch B «KypHan ydeTa JTMYHBIX
Te.

XKypHaa coaepkuT ciaeayromue rpagsl:

1) IlopsinkoBBIN HOMED JIUYHOTO JEa.

2) ®amwmnus, UM, OTYECTBO COTPYIHUKA.
3) JlaTta mOCTaHOBKH Ji€jia Ha y4eT.

4) Jlata cHATHS C yyerTa.

5.3. B yupexmeHuu XpaHATCSA JUYHBIC Jefla paOOTHUKOB, pabOTaroIluX B HAcTOsIIee
BpeMs. JIJIl 5TOr0 MCIOJB3YETCs CIENUalbHO 000py/0BaHHbIE MKadbl WM CEH(LI, KOTOPHIC
3alMpParOTCs U OIeYaThIBalOTCs. JIMYHbIE feiia pacosaraloTcs B alpaBUTHOM MOPSIIKE.

5.4. Tlocne yBosbHEHUS pabOTHHKA B JIMYHOE JEJIO BHOCATCA COOTBETCTBYHOLIWE
JOKYMEHTHI (3asBJICHHE O PACTOPKEHWU TPYJOBOIO IOrOBOpPa, KOIMHMS IPHKa3a O PacTOPIKEHUU
TPYIOBOTO JOrOBOpA) COCTABIIAETCS OKOHYATETbHAs! OIUCH, CaMO JIMUHOE JEN0 0popMIIsIeTCs U
nepenaeTcs A XpaHEeHUs B apXUB OPraHU3aLlUU.

5.5. He nomyckaercs:

1) Coobumiath mepcoHaNbHBIE IaHHbIE pabOTHUKA TPEThEH CTOpOHE O€3 NUCHMEHHOIO
cornacusd pabOTHHMKA, 3a MCKIIOYECHHEM ClIydaeB, KOIZa 3TO HEOOXOAMMO B LEJX

NpEeayNPeKIACHAS YIPO3bl KM3HM U 3J0pOBbIO paOOTHMKA, a TaK e B ciydasx



YCTaHOBJIEHHBIX 3aKOHO1aTEIbCTBOM PO.

2) CooOuiath nepcoHAIbHBIC JaHHBIE pabOTHMKA B KOMMEpPYECKMX MelIix 0e3 en
IIIUCBMEHHOT'O COTJIacHs.

3) 3ampammBaTh HHGOPMAIMIO O COCTOSHHM 3J0POBbs PaOOTHHMKA, 3a UCKIIOUCHHUEM TeX
CBEJICHUM, KOTOpPBIE OTHOCATCS K BOIIPOCY O BO3MOXHOCTH BBHITIOJIHEHUSI PAOOTHHUKOM
TPyAOBO# (OYHKITHUH.

5.6. Jloctynn K mepcOHAJIbHBIM JaHHBIM PAaOOTHHKOB pa3pelraeTcss TOJIBKO CHEIHAIbHO
YIOJHOMOYEHHBIM JIALIAM, IIPU 3TOM yKa3aHHbIE UL JOJKHBI UMETh IIPaBO MOJIy4YaTh TOIBKO TE
IIEPCOHAJIbHBIE JaHHbIE pabOTHHKAa, KOTOPBIE HEOOXOAMMBI I BBITIOJIHEHUS KOHKPETHBIX
GYHKIHH.

5.7. Ilpu mepenavye nepCOHANBHBIX JaHHBIX pPAOOTHHUKA TPETHUM JIUIIAM HEOOXOAMMO
IPENYIPEXKAATH UX O TOM, YTO 3TH JaHHBIE MOTYT OBITh MCHOJB30BaHBl JIUIIb B LIENAX, IS
KOTOPEIX OHHM COOOHIEHBI, U TpeOOoBaTh OT ATUX JIUIl MMOATBEPIKAEHUS TOrO, YTO 3TO IPABHIO
cobmopeHo. Jluma, monydaroniue IepcoHalbHbIe TaHHbIe pabOTHHKA, O0A3aHBI COOIIOIATH
PEXUM CEKPETHOCTH (KOHPHUISHITHATHFHOCTH ).

Hcxmoyenue cocTtaBiser oOMEH NepCOHAIbHBIMHU JaHHBIMH pPaOOTHUKOB B TOPSJKE,
YCTaHOBJICHHOM 3aKOHOJATeILCTBOM PD.

Ilepenadya mepcoHajdbHBIX JAHHBIX PaOOTHUKA €ro IMpeACTaBUTENSAM OCYIIECTBISETCS B
IOPSZIKE, YCTAHOBJIIEHHOM B opraHuzanuu. O6beM nepegaBaeMoid HHGOpMAIUU OrpaHUINBAETCS
TOJIBKO TEMU IIEPCOHAIBHBIMU JaHHBIMH PaOOTHHKA, KOTOPbIE HEOOXOIUMBI JI BBIIIOJHEHUS
YKa3aHHBIMH IIPECTaBUTEIAMU UX QYHKIIUH.




OBA3BATEJIBCTBO
O HEPASI'JIAHIEHNU ITEPCOHAJILHBIX TAHHBIX PABOTHUKOB
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He nomyckaercs:

1. Coobmare nepcoHalbHBIE JaHHBIE paGOTHHKA TPETHEH CTOpOHE 0€3 MHUCHMEHHOIO
cornacus paGOTHHKA, 3a MCKIIOYCHHEM CJIydyaeB, KOLAAa 5TO HEOOXOAUMO B  IEJISIX
HPEAYNPEKACHUA YTPO3BI XKU3HH U 3J0POBBIO pabOTHHKA, a TaK )K€ B CIIy4asX, YCTAHOBICHHBIX
3aKOHOIATENbCTBOM PD;

2. Coo0mate mnepcoHalbHBE JaHHBIE PAaGOTHHKA B KOMMEPUYECKUX LEIIX 0e3 ero
IMICBEMEHHOIO COIUIACHS;

3. 3anpamHBaTr> I/IH(bOpMaIH/IIO O COCTOAHUU 340POBBA pa6OTHI/IKa, 3a UCKIIIOUCHHUECM TEX

CBEACHHH, KOTOPbIE OTHOCATCS K BOIPOCY O BO3MOMKHOCTH BHIONHEHHS PAGOTHUKOM TPYJIOBOM
GyHKIUN.

(JIMYHAas MOAMUCE)
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B neno Ne (JIM4Has MOAIHCH)




