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1.1.launoe [Monoxenue 06 06paboTKe MepcoOHATBHbBIX AaHHBIX (Aasee [TosnoxeHune)
paspabotano B coorBetcTBUH ¢ D3 0T 27.07.2006 Nel152-D3 «O nepcoHanbHbIX
naHHbpIX»; ¢ ®3 ot 25.07.2011 Ne261-D3 «O BHecenun usmenenuit B 3 O
NnepcoHaNbHbIX AaHHBIX»; ¢ [TocTanosnenuem [pasutensctea PO ot 17.11.2007
No781 «O6 yrBepsxaenuu [Tonoxenus 06 obecriedeHnn 6€30MacHOCTH

MePCOHABHBIX JIAHHBIX MPH HX 00paboTke B MHPOPMALMOHHBIX CHCTEMaX
rnepcoHanbHbIX JaHHbIX»; ¢ [Toctanosnennem [pasutenscrsa PO ot 15.09.2008 Ne

687 «O06 yrBepxknenun [TosoxkeHus 06 0cOOEHHOCTSIX 00pabOTKH MEPCOHATBHBIX
JIAHHBIX , OCYLIECTBJIsIEMOii 6e3 UCIOJIb30BAHMUS CPEJICTB ABTOMATH3ALMHY; C
I[Mpukazom ®CTIK Poccun Ne55 ,®CE Poccun Ne86, Munundopmcesssu Poccuu
Ne20 ot 13.02.2008 «O6 ytBepskaeHnu Ilopsiika npoBeieHus Kiaccubukanmu
MH(OPMALIHOHHBIX CHCTEM MepPCOHANBHBIX JaHHbIX»; Tpy10BbIM KOaeKkcOoM PO ot
3012.2001 rnaBoii 14, Koncturyuueit PO u apyruMu HOpMaTUBHBIMH JOKYMEHTAMM.
1.2, Hacrosiuiee [lonoxeHue omnpezensieT OCHOBHble TpeOOBaHMS K NOPAAKY
MoJydeHHsl, XpaHEHMs, HCNONb30BaHMs M neperayn (manee — obpabotke)
[epCOHABLHBIX JaHHBIX PabOTHHKOB.

1.3.1lensto  Hactosimiero Ilonoxkenus sBnsercs obecrneyeHue 3allUThl  NpaB
rpa/laHHHa [pK 00paboTKe ero NnepcoHaNbHbIX AAHHBIX, B TOM YHCIIE 3alMThI NIPaB
Ha HEMPHKOCHOBEHHOCTh YaCTHOM JKM3HH, JIMYHYIO M CeMeliHy10 TaliHy.

1. OBIIME TTOJIOXKEHWSA

[lepcoHanbHble JaHHble PabOTHHKOB — 3T0 HHGDOpMaLMs, HEoOXOaUMast
paboToaTeNio B CBSA3H C TPY/AOBBIMH OTHOLICHHSIMH M KAaCAOLIAsiCsi KOHKPETHOTO

paboTHHKA.
[lepcoHanbHble JaHHble PabOTHUKA COJAEPKATCS B OCHOBHOM JIOKYMEHTE

NEePCOHANBHOTO yyeTa pabOTHUKOB — JINYHOM Jielie PabOTHHKA.
JInyHOe 71810 COCTOUT U3 CIIEYIOLIMX Pa3/IeNoB:
AHKETHO - OHOTpauyeckHe W XapaKTepusylolMe MaTephaibi, K KOTOPBIM

OTHOCATCH:



AHKeTa;

JlomoHEeHUE K aHKETE;

JInunas kaptouka T2

ABtoOuorpadus;

Komnuu nokymeHToB 00 00pa3oBaHuu;

Pe3ynbTaThl MEAMIIMHCKOTO OOCIEOBaHUS Ha TMpEeAMET TOJAHOCTU K
OCYIIECTBJICHUIO TPYOBBIX 00SI3aHHOCTEH;

Komnus npukasza o npueme Ha padoTy;

TpynoBo#t JOTOBOp;

JIOKYMEHTBI, CBsI3aHHBIE C TMIEPEBOIOM U MEpEeMEIICHHEeM pabOTHUKA (KOMUU
IIPUKA30B, TONOJHUTEIbHBIE COTJIAIIECHUS);

Brinucku (konuu) U3 T0KYMEHTOB O IPUCBOCHUH MOYETHBIX 3BaHUM, YUETHOU
CTENIEHU, HarpaXkIeHUH roCyJapCTBEHHBIMU Harpajgamu:

Konuu HarpaHbIX JHCTOB;

ATTeCTallMOHHBIE JINCTHI,

Cnpaska u3 MB/I;

CnpaBka U3 HapKOJIOTHYECKOTO JUCIIAHCEPA;

CnpaBka U3 ICUXOHEBPOJIOTUYECKOT0 AUCTIAHCEPa;

3asBieHue O corjlacuu pabOTHUKA Ha 00pa0OTKY MEPCOHANBHBIX JIAHHBIX;

Komnus npukasza 00 yBOJIbHEHHH;

Jpyrue 10KyMEHTbI, HAX0K/I€HHE KOTOPBIX B JINYHOM Jiejie OyJeT IpU3HAHO
11e71eco00pa3HbIM.

JlonoHUTENbHBIE MATEPUAIIBI, K KOTOPBIM OTHOCSITCS:

Pacnincka paboTHHKa 00 O3HAKOMJIEHHMM C JOKYMEHTAMU OpraHHU3aluH,
YCTaHABJIMBAIOIIMMU MOPSATO0K 00pabOTKH EPCOHATBHBIX IaHHBIX PAOOTHUKOB, a TaK
e 0 €ro MpaBax 1 00sI3aHHOCTSIX B ATOU 00J1aCTH;

Jlpyrue NOKyMEHTBI, HAX0K/IEHHE KOTOPHIX B JINYHOM Jiesie OyJeT PU3HAHO
1esaecooOpasusiM. B nmuyHOE A€o paOoTHMKa BKIIOYAETCS TaK K€ OMHUCh BCEX
JOKYMEHTOB, HAXOISIIIUXCS B JIEJIE.

2. ITOJIVHEHUE ITEPCOHAJIBHBIX TAHHBIX PABOTHHUKA

[lonyyenue, XpaHeHue, KOMOMHHpOBaHUE, Mepeaavya Wik J0oe Apyroe
WCTIONIb30BaHUE TEPCOHANBHBIX JIaHHBIX pPAOOTHHKA MOXET OCYIIECTBIATHCA
UCKITIOYUTENILHO B IENAX oOecrieueHus COOMIOCHMS 3aKOHOB M MHBIX HOPMAaTHBHBIX
MPaBOBBIX aKTax, COACUCTBUA pPaOOTHHKAM B TPYIOYCTPOWCTBE, OOyYEeHUH U
MPOJBIKEHUH TO clyxk0e, oOecriedeHHs] JHMYHOM O€30MacHOCTH PabOTHUKOB,
KOHTPOJISI M KauecTBa BBIMONHIEMONW palbOThl W O00eCTeueHUs] COXPaHHOCTH
uMmyliecTBa. Bece mepcoHanpHble NaHHBIE paOOTHUKA TMOIYYarOTCS y HEro camoro.
Ecnu mepconanbHble gaHHbIE paOOTHUKAa BO3MOXKHO IMOJIYUYUTh TOJBKO y TPEThel
CTOPOHBI, TO PA0OTHUK JOJKEH OBITh YBEIOMJIEH 00 3TOM 3apaHee, U OT HEro
JOJKHO OBITh TOJYyYE€HO MUChbMEHHOE coracue. PaboTomarens HOMKEH COOOMIUTH
pabOTHUKY O IeNAX, NPEANojaraéMbIX HCTOYHMKAX M CHOC00ax MOJIydeHUs
NEPCOHANBHBIX JaHHBIX, a TaK JK€ O XapakTepe MOAJeKAIMX MOIyUYECHUIO



NEPCOHANBHBIX JaHHBIX W TOCIEACTBUAX OTKa3a pabOTHUKAa JaThb MUCBMEHHOE
COIJIacHe Ha UX IOJIyYCHHUE.

He nomyckaercs nosydyeHue u o0paboTKa NepCOHATBHBIX JaHHBIX PA0OTHHKA
O €ro MOJINTUYECKUX, PETMTHO3HBIX U UHBIX YOSKACHHUAX U YaCTHOM JKU3HH, a TaK K
O €ro 4JeHCTBE B OOLIECTBEHHBIX OOBEIMHEHUSX WM €ro Mpodcor3HON
NEATEIbHOCTH, 32 MCKIIOUEHUEM CIIy4acB, IPEJyCMOTPEHHBIX 3aKOHOAATEIbCTBOM
PO.

[Ipy nOpuHATHH pEIIEHU OTHOCUTENIBHO paOOTHUKA HAa OCHOBAHHH €rO
IIEPCOHAIBHBIX JAaHHBIX HE JOIYCKAeTCs HCIIOJIb30BAaHUE JAHHBIX, ITOJYyYECHHBIX
UCKIIIOYUTENIFHO B  pe3ylbTaTe MX AaBTOMATU3UPOBAaHHOW 00pabOTKM  wWiIn
AJIEKTPOHHOI'O MOJIyYCHHUS.

B cnywasx, HENOCPEOCTBEHHO CBS3aHHBIX C BOIPOCAMH TPYIOBBIX
OTHOILLIEHUM, B COOTBETCTBUU cO CT. 24 KoHcTuTynum PP BO3MOXKHO MOJydeHHE U
o0pa0oTKa JAaHHBIX O YaCTHOM >XM3HU pPaOOTHHKA TOJBKO C €ro MHUCbMEHHOI'O
COTJIACHs.

3. POPMMUPOBAHUE 1 BEAEHUE JIMUHLIX JEJI

JInunoe aeno paboTHUKA (HOPMUPYETCS MOCIE U3AaHMs IPUKa3a O €ro npueme
Ha pabory. IlepBoHauanpHO B JHUYHOE €O TPYNIHUPYIOTCS JOKYMEHTHI,
CoJIeprKallye MepCOHATbHBIEC TaHHBIC PAOOTHHUKA, B TTOPSAIKE» OTPAKAIOIIEM MPOIIECC
npueMa Ha pa0OOTy: 3asBieHHE pabOTHUKA O TMpuemMe Ha paboTy, aHKeTa,
aBToOMorpadusi, XapaKTepHCTUKA-PEKOMEHMAAILMsA,  Pe3yabTaT  MEAUIIMHCKOTO
oOcietoBaHUsI Ha MPEIMET TOJHOCTH K OCYIIECTBICHHUIO TPYAOBBIX OOS3aHHOCTEH,
KOIUS TpHUKa3a O MpueMe Ha pabdoTy, pacnucka pabOTHUKA 00 O3HAKOMJIEHHH C
JOKYMEHTaMU  OpraHM3alli{,  YyCTAHaBIMBAIOUIUMH  MOPSAOK  00paboTKU
NEPCOHANBHBIX JAHHBIX pa0OTHUKOB, a TaK YK€ O €ro MpaBax U 005M3aHHOCTSX B 3TOM
o0rjacTy, pacrnucka 00 03HAKOMJIEHHU €ro C JIOKaJIbHBIMH HOPMATHUBHBIMU aKTaMHU
OpraHu3alyy, pacnucka o0 O3HaKOMJICHMM C MpaBUJIaMH BHYTPEHHETO TPYAOBOIO
pacrnopsiika OpraHu3allid, JONOJHEHUE K JHMYHOMY Jely, TPYIAOBOH JOroBOD,
JOTOBOPBI O MaTEPUATILHOM OTBETCTBEHHOCTH, BHYTPEHHSISI OITUCH.

Bce nokyMeHTHl moammBaroTcs B OOJOXKY 00pasila, yCTaHOBJIEHHOIO Ha
[Ipeanpusitun; Ha 00JI0KKE JOJKHBI ObITH (PaMUIIHS, UMSI, OTYECTBO pabOTHHKA.

JlmaHOMY ey TpHCBaWBaeTCs HOMEpP, KOTOPBIH (UKCHUPYETCS B JKypHaje
ydera JMYHBIX J1e]. B KakaoMm pasjerne JUYHOTO JAefia BEASTCS BHYTPEHHSS OIKCH,
Ky/la 3aHOCSITCSI HAMMEHOBAHUS BCEX TOIIUTHIX TOKYMEHTOB, J]aTa WX BKIIOUCHUS B
7IeJI0, KOJIMYECTBO JIUCTOB, a TaK K€ J1aTa MU3BbATHS TOKyMEHTa U3 Jelia C YKa3aHHeM
JMIa, U3BSABIIETO JTOKYMEHT, U MPUYHHY H3BATHSA. B cilydae BpeMEHHOTO H3BSTHS
JOKYMEHTa BMECTO HETO BKJIAJbIBACTCS JIUCT-3aMEHUTENb. V3biATHE TOKYMEHTOB U3
JUYHOTO Jiefa TPOU3BOJUTCS HWCKIIOYUTENIBHO C  pa3pelieHus JUPEKTopa
JenapTaMeHTa TepcoHana. BHYTpeHHssI ONUCh MOANUCHIBAETCS JIMIIOM, €€
COCTaBJISIIOLIUM, C YKa3aHHEM JaThl COCTaBJIeHUs. Bce TOKyMEHTHI, MOCTyNaloue B
JUYHOE JIeJI0, BEOYTCSA B XPOHOJIOTUYECKOM mopsiake. JIMCTBI JOKYMEHTOB,
MNOJUIMTHIX B JIMYHOE [0, HyMepyroTcs. JInuHoe aeno BeaeTcs Ha MPOTSHKEHUU



BCEIl TPYJ0BON AEATEIBLHOCTU pabOTHHKA. I3MEHEeHHs, BHOCUMBIE B JIUYHOE JIEJIO,
JOJIKHBI OBITH MOJTBEPKACHBI COOTBETCTBYIOIIMMU JTOKYMEHTaMHU (HaIpuMep, KOTIHS
CBUJICTEIILCTBA O Opake).

PaboTHUK, OTBETCTBEHHBIM 3a JOKYMEHTAIIMOHHOE oOecleueHue KaJpoBOM
NEeSTENbHOCTH, TPUHUMAET OT MPUHUMAEMOro Ha paboTy pabOTHUKA JOKYMEHTHI,
IPOBEPSET MOJHOTY WX 3alOJHEHUS W TMPABWIBHOCTh YKAa3bIBAEMBIX CBEIACHUU B
COOTBETCTBHUM C TMPEABSABICHHBIMU JTOKYMEHTAMH, 3aT€M 3aBEPAT: JOJHKHOCT,
MOJIIKCH, JaTa BKIFOYEHHUS B TUYHOE JIEII0.

4. IIPABA 1 OBA3AHHOCTU PABOTHHKA B OBJIACTU 3AIIIUTBI EI'O
[NEPCOHAJIBHbIX JTAHHBIX

PaGoTHuK 00s3yeTcs NperoCTaBisATh MEPCOHANbHBIC JaHHBIC, COOTBETCTBYIOLIUE

NEeUCTBUTEIBLHOCTU. PAOOTHUK MMEET IpaBo Ha:

— TNoJIHYI0 HMHGOPMAIMI0 O CBOMX IEPCOHANBHBIX JaHHBIX U 00pabOTKEe HTHX
JTAHHBIX;

— CBOOOAHBIA OECIIaTHBIA JOCTYIl K CBOWM TEPCOHAIBHBIM JIaHHBIM, BKITFOYAS
IIpaBO Ha MOJyYEeHHE KOMUMU JIFOOON 3aMucH, coJiepKalliei epCoOHaIbHbIC TaHHbIE
paboOTHHKA, 32 HMCKIIOYEHUEM CIy4aeB, MPETyCMOTPEHHBIX 3aKOHOAATEIHCTBOM
P®D;

— OIpE/ICNICHUE CBOUX MPEICTABUTEINEH JJI 3aIlIUThl CBOMX MEPCOHAIBHBIX JIaHHBIX;

— JIOCTYIT K OTHOCSIIMMCS K HEMy MEAWIMHCKAM JaHHBIM C TIOMOIIIBIO
MEUITMHCKOTO CIICIIMAJINCTA TI0 CBOEMY BEIOODY;

— TpeOboBaHuE 00 WCKIIOYCHUU WA HUCHPABICHUH HEBEPHBIX WU HETMOJIHBIX
NEPCOHANBHBIX JAHHBIX, a TakK >K€ JaHHBIX, OOpabOTaHHBIX C HapyIICHUEM
TpeOOBaHMIA.

[Ipu oTkaze paboTomaTesss UCKIIOYUTh WK UCTIPABUTh NIEPCOHATILHBIC JaHHBIC
pabOTHHKA OH MMEET MPaBO 3asBUTh B MUCbMEHHON (hopMe pabOTOAATENI0 O CBOEM
HECOIJIaCMM  C  COOTBETCTBYIOIIMM  OOOCHOBAaHMEM  TAaKOrO0  HECOTJacwus.
[lepcoHanbHBIE JTaHHBIC OIICHOYHOTO  XapakTepa  paOOTHHK  HMMEET TIPaBo
JIOTIOJTHUTE 3asBJIICHUEM, BBIPAKAIOIINM €T0 COOCTBEHHYIO TOUKY 3PCHHUS:

— TpeOoBaHue 00 W3BEIICHUMU paboTojaTeleM BCEX JHUIl, KOTOphbIe paHee ObLIN

COOOIIICHBI HEBEPHBIC WJIM HETOJHBIC MEPCOHANIbHBIE JaHHbIE paboTHHKA, 000 BCEX

MPOU3BEJICHHBIX B HUX UCKITIOUEHUSX, UCTIPABJICHUSIX WJIU JIOTIOJIHCHUSIX;

— oOKaJloBaHME B CyJl JIOOBIX HENPABOMEPHBIX JCHCTBUUA WU Oe31eHCTBUS

paboTonaresns npu 00pabOTKe U 3aIUTE €r0 NEPCOHATBHBIX JTAHHBIX.

5. VUET, XPAHEHUE U ITEPEJAYA ITEPCOHAJIbHBIX TAHHBIX
PABOTHUKA
JInunble fAena, B KOTOPBIX XPAHSTCS MEPCOHAIbHBbIE JaHHbIE PAOOTHUKOB,
ABJISIFOTCS JOKYMEHTAaMHU « /{711 BHYTPEHHETO MOJIb30BAHUS.
JInyHOE neyo perucTpupyercs, 0 4eM BHOCHUTCA 3amuch B «OKypHan ydera
JIMYHBIX JEI».
1. XKypnan conepxur cnenyromue rpador:



2. TlopsnkoBbIif HOMEP JIUYHOTO JIea.

3. ®amunus, uMs, OTYECTBO COTPYTHUKA.

4. JlaTa MOCTaHOBKH JI€/a Ha yYeT.

5. Jlata cHsATHE C yuerTa.

B nenapramenrte nepcoHana XpaHarTcs JIMYHbIE Jie]a paOOTHUKOB, pabOTAIOIINX B
HacTosiniee BpeMs. 1 3TOro MCHOJb3yeTCsl CIEUUaIbHO 0OOPYAOBAHHBIE MIKA(]bI
WIN Ce(bl, KOTOPBIE 3aUPAIOTCS U ONeUaThIBalOTCS. JINUHBIE J1ea pacronaraTcs
B a1(paBUTHOM TOPSAIKE.

[locne yBonpHEHHS PAOOTHHKA B JIMYHOE JIEJIO BHOCSTCS COOTBETCTBYIOIIWE
JOKYMEHTHI (3asiBJICHHE O PACTOPKEHHHM TPYJOBOTO JIOTOBOpA, KOMHS TMpHKaza O
pPacTOpP’KEHUU TPYIAOBOTO JIOTOBOpPA) COCTABISETCS OKOHYATENIbHAs OIMUCh, CaMo
JUYHOE J1eJ10 0POPMIISIETCS U TIEpeacTCsl ISl XpaHEHUS B apXUB OpraHU3aliu.

He momyckaercs:

1. CooOmaTth mnepcoHalbHbIE JaHHbIE pPAOOTHUKA TPETbeW CTOpoHE 0Oe3
INUCBMEHHOTO coryacusg pabOTHHKA, 3a MCKIIOUYEHHEM CIyyaeB, Korjga 3To
HEOOXOUMO B LEJSIX NPEIyNpEeXICHUs YIpo3bl KU3HU U 3[0pOBBI0 pabOTHHKA, a
TaK e B CJIyyasix YCTAHOBJIEHHBIX 3aKOHOJIaTEIbCTBOM PO,

2. CooO11aTh epcoOHANbHbBIE JaHHbIE PA0OTHUKA B KOMMEPUYECKHUX LIEIIAX O€3 ero
MUCBMEHHOTO COTJIacHsl.

3. 3anmpammBaTh HMH(GOPMALMIO O COCTOSHUM 370pOBbs pabOTHHMKA, 3a
WCKITIOYCHHEM TeX CBEJECHWH, KOTOpPBhIE OTHOCATCA K BOIPOCY O BO3MOXKHOCTHU
BBINIOJIHEHHSI pA0OTHUKOM TPYAOBOU (DYHKIIMH.

JlocTym K nepcoHaIbHBIM JaHHBIM PAOOTHUKOB pPa3pemiaeTcsi TOJBKO CIEeNUaTbHO
YIOJHOMOYEHHBIM JIMI[aM, TPU 3TOM YKa3aHHbIE JHIA JODKHBI HMETh MPaBo
MOJTy4aTh TOJBKO T€ MEPCOHAIBHBIE JaHHbIE PA0OTHHUKA, KOTOPhIE HEOOXOIUMBI AJIS
BBITIOJTHEHHSI KOHKPETHBIX (DYHKITHH.

[Ipu nepenade nepcoHaIbHBIX AAHHBIX PAOOTHUKA TPETHUM JIMIIAM HEOOXOIUMO
Openynpexaar UX O TOM, YTO 3TH JaHHbIE MOTYT OBITh MCIIOJIb30BaHbl JIUIIb B
HeJsIX, JUIs KOTOPBIX OHM COOOIIEHBI, U TPeOOBaTh OT ATHX JHUI MOATBEPKICHUS
TOT0, YTO 3TO MpaBWIO coOmoaeHo. Jluia, moiyyarouiye nepcoHaldbHbIE JTaHHBIE
paboTHUKA, 00s3aHBI COOJIO/IATh PEXKUM CEKPETHOCTH (KOH(DHUICHIIUATEHOCTH).

Hckmouenne cocTaBisieT OOMEH MEpCOHANbHBIMU JaHHBIMU PaOOTHUKOB B
MIOPSIZKE, YCTAHOBIEHHOM 3aKOHOJATEIbCTBOM PO.

[lepenagya  mepCcOHANBHBIX  JaHHBIX  pabOTHUKAa  €ro  MPEACTaBUTEISM
OCYIIECTBIISIETCS B MOPSAIKE, YCTAHOBIEHHOM B opranm3zamuu. O0beM nepeaaBaeMoid
uH(POPMAIIMK OTPAHUYMBAETCS TOJHKO TEMHU NMEPCOHAIBHBIMH JTaHHBIMH paOOTHHUKA,
KOTOphIE HEOOXOMWUMBI [JIsl BBIIIOJIHEHUS yKa3aHHBIMH TPEACTABUTEISIMU HX

GyHKLIMH.



