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MNOJOAKEHHE
0 0DpatoTKe NePCOHANEHBIX A8 HHLIX

1. O0mue noaosedna

I.1. Hactosmmum [llonokeHnem onpenensercs NOPALOK OO0paeHHd ¢ NepCoOHANBHBIMH JaHHEIMH
patioTHukos [BYK r. Cepactononn "LBC ana sspocisix” (nanee YupemneHue).

1.2. ¥nopagouenue 0OPAIEHHA ¢ NePCOHANBHEMH JAHHEIME HMEeT UeTblo OBCCledHTS colnoaenne
SAROHHEIX MPAB M HHTEPECOB YUPEmASHHA H ¢ro paloTHHKOR B CBAZH ¢ HEOOXOIHMOCTRED nonyuenus (chopa),
CHCTEMATHIALHH, XPAHEHHA M TIEPeNati CEeIeHHH, COCTARNAIOUIKX NEPCOHANBHBIE NAHHEE.

1.3. Tlepconanchee nauneie paGoTHnka - LoGas MEGOPMALA, OTHOCALAAC K KOHKPETHOMY PaDOTHHKY
(cyDBeKTY NepcoHanbHEIX JAHHEX) H HeoBXomTHMan YupesneHnio B CBA3H ¢ TPYIDBEIMH OTHOITEHHAMH,

1.4, CpeieHus 0 NepCoHaNBHEIX J2HHBIX PAGOTHHKOB OTHOCATEA K YHCNY KOH(HOISHUHANBHEIX,

2. Ocnosupte nonsTud. COCTAB NEPCONANBHBIX A4HHLIX paloTHHKOR

2.1, Ina uenefi nacrosmero Monowenna HCTIONB3YHOTCH CASYIOUIHE OCHOBHBIE [IOHATHA:

MEPCOHATEHEIE TAHHEIE - mobad HHPOPMAINE, OTHOCAUIAACA IPAMO HITH KOCBCHHO K ONpeneicHHOMY HIH
ONpele/iemMony QuInieckomy THLY (CyGBeKTY nepcoHansHbIX fannex) (. | er. 3 MenepanbHOTO 3AKOHA OT
27.07.2006 N 152-03);

obpafoTa NepcoNaNEHEIX AaHHBIX paboTHHKa - Mofoe DeHcTRHE (onepaliig) ik COBOKYITHOCTE
neHCTBHA (onepalkil), cOBEPIIAEMBIX € HCTIONB3OBAHHEM CPENCTB ABTOMATHIALUKK HIH BG83 HENoNLIoBAHHA
TARMX CPEACTE ¢ NEPCOHANBHEIMM NAHHEIMH, BEIKOYAA CO0p, 3a11Ch, CHETEMATHIALIHIO, HAKOTIEHHE, XPAHEHHE,
yrounenne (00HOBMEHHE, H3MEHEHHE), HIBTEYEHHE, HE NOARI0BAHHE, NEPENAYY (PACTIPOCTPAHEHHE,
MpEOCTABIEHHE, A0CTY ), 00e3IHYHBAHHE, ONOKHPOBAHKE, YAANEHHE, YHHYTONEHHE MepCOHANBHEIX JAHHBIX
(m. 3 er. 3 @enepaneHoro sakona ot 27.07.2006 N 152-dx3); -

PAcNpOCTPaHEHHE NEPCONABHEIX JAHHLIX - NeHCTBHA, HANPABICHHEE HA PACKPBITHE [IEPCOHANRHRIX
MAHHEIX pabOTHHKOB HEONpeneneHHOMY KpyTy nuu (. 5 cT. 3 enepansHoro 3akoua oT 27.07.2006 N
152-D3);

{PEADCTABICHHE IEPCOHANBHEIX JAHHBIX - NeHCTBHA, HANPABICHHBIE HA PACKPBITHE MEPCOHANBHLIX
MaHHEX PAfOTHHKOR ONPENENEHHOMY ITHILY HITH OTIPEIETEHHOMY Kpyry aMu (M. 6 cT. 3 denepansHoro sakoHa
ot 27.07.2006 N 152-93);

HHGOPMALIIAA - caenenma (CooBluenn, NaHHEIE) HEe3aBHCHMO OT (POPMBI MX MPEACTABICHHA.

2.2, Tlp¥ 3aKIO4EHHH TPYI0BOTO IOFOBOPA B COOTEETCTBHH co cT. 63 TK Pd MTHUD, MOCTYNAKIIES HA
pafoTy, NpeaLIBIgeT:

= NACHOPT MK HHOH JOKYMEHT, YOOCTOREPAOIMHA THYHOCTS;

- TPYAOBYIO KHHAMKKY, 38 HCKIHUEHHEM CNYudes, KOr/a JOrosop 3aKM09aeTCa BIepBale, HilH paboTHHE
NOCTYNAeT HA PaloTy Ha YCNOBMAX COBMECTHTENRCTRA, MK TPYIOBAA KHMMKA ¥ pabOTHHKS OTCYTCTBYET B
CBAIM © €€ ¥TPaTOH, NOBPEHASHHEM M MO APYTHM NPHYHHAM;

- CTPAXOBOC CBHACTETBCTEO 0DA3ATENBHOTO NEHCHOHHOTD CTPEX0BAHMHA

- AOKYMCHTLL BOMHCKOTO Y4eTa - N4 BOSHHOOOA3aHHEIX W ML, NIOLNCHKAUIHX IPHIBIEY HE BOSHHYIO
cayx0y;



YIONOBHOTO Npec/iefoBaHua JnG0 0 NPeKpallieHHy YTON0BHOIC NPECcIeI0BAHKA N0 peaduiHTHPYIOWKM
OCHOBAHHAM (MTPH MOCTYNIEHHH HA padoTy, K BHNOIHEHHIO KOTOPOH B COOTBETCTEBHH ¢ TPYIOBEIM KOASKCOM
P He nonmycKAKTCA NHLA, HMEIOULHE HIH HMEEITHE CY IHMOCTE.

2.3 Tlpw odhopmneHnH paloTHHKS OTIENOM KaapOos sanonsiercs yHuduurposannan gopma T-2 "Jlnvuxas
kapro4ka pafoTauka", B KOTOPOH OTpaxaloTCed clenyloume ankeTnue ¥ Guorpadrieckie nanHee padoTHHKA:

- obmme ceenenws (@.H.0., nata posieHHA, MECTO POKICHHA, TPARIAHCTEY, 0DpaloBaHte, npogeccHs,
cTa paboTe, cocToAaHKe B DpaKe, NacnopTHEE JaHHLIE),

- CBEJIEHHA O BOMHCKOM YueTe,

- JAHHEIE O IpHEME Ha paboTy;

- CBEJeHHA 00 ATTECTALMH;

- CBEEHHA O NOBHIIEHHOH KBANHGHKALHH;

- CBENeHHA 0 npodeccHoHansHOR NepenoAToTORKE,

- CBEOCHHA O HArpazax (MOOIIPEHMAX), MOYETHEIX IBAHMAX,

- CBELeHHA 00 OTNyCKax;

- CREJIeHHs O COOHANEHLIX TAPAHTHAX,

- CBEJIeHHA O MECTE JKHTENBCTBA H O KOHTAKTHEIX TehedoHax.

2.4, B oragne kaapos Y YpeIeHHA COZIAKTCA M XPAHATCH CIELYIOLIME IPY Ikl JOKYMEHTOR,
COJepIaAlIHe DaHHBIC 0 palOTHHKAX B €0HHHYHOM H/H CBOOHOM BHIE!

2.4.1, NokyMeHTEl, COREp®AlINE MepcoHanEHEIe TaHHEe paloTHHKOB:

- KOMINEKCH JOKYMEHTOR, CONPOBOMKAZIOLINE MpOUSce OROPMICHHA TPY.I0BLIN OTHOLIEHHA NpH NpueMe
Ha paloTy, nepeBoje, YBMILHEHHH;

- MOJAHHHHEH NPHKAI0B TI0 KaapaMm;

- IUYHEIE N3 H TPYAOBLIE KHHAKH;

- [IENa, COMepKallHe MATEPHAIL! ATTECTALKHA pabOTHHKOB,

- Dena, COIepHAalHe MaTepHansl BHYTPEHHHY PaceneioBaHHt;

- OTYETH, HANPABNAEMEIE B FOCYAPCTBEHHEIE Opradbl CTETHCTHKH, HANOMDBRE HHCNEKLHH, BEILIECTOALLHE
OPraHel YNPaeneHHs | APYIrHe YUpesaeHHs.

3. O0padoTka NepeoHAlLHBIX JAHHLIX paloTHHKOR

3.1. Herounukom weopmalui 060 BeX MepcomantHEX IaHHEX palOTHHKA ABIAETCH HEMOCPEACTBEHHD
paboTHHE,

3.2, PaBoTopartens He MMEET NMPaBa NoayyaTs W 0DpadaTLIBATE NEPCOHANLHEIE JaHHEIE paloTHHKA O ero
pacoBoi, HALMOHANBHON NPHUHALNSHKHOCTH, NONHTHYECKNX BITIALAX, PENUIHOIHEIX U fraocofernx
yOeu IeHUAX, COCTORHHM 300POBEA, HHTHMHON ®iu3HK. B cnyuasx, HenocpeicTREHHO CEAZAHHBIX C BOMPOCAMH
TPYAOBEIX OTHOLWEHHH, B COOTBETCTEHM co CT. 24 KoncTutyunn PO paboTonarens BOpase nojiy4ars H
obpabaTsiBaTh LAHHEBIE 0 4acTHON MM3HH paloTHHKA TONBKO C Mo MHCEMEHHOMD COrNacHA.

3.3, DbpaboTra NEpeOHANBHEBIX NaHHEIX paboTHHKOE paboTooaTeNeM BOIMOKHA TONEKD ¢ HX COTTIACHA
J'.IHED 533 WX COrnacHs B CACANHIIHY CAYUaaN:

- NEPCOHANLHEIE TAHHBIE ABLAKTCA 0DIEN0CTYIIHBIMM,

- NEPCOHANEHEIE TAHHEIE OTHOCATCA K COCTOAHHIO 3A0p0oBEA paboTHHEA, H WX o0paloTia neoOxogHva nis
JAUIATHE €0 WHIHKW, IT0PORLA HIH HHBIX MHIHEHHO BAKHEIX HHTEPECOE APYTHX JHLU H NONYYeHHe COrnacHa
pabOTHHKA HEBOIMONCHO,

- Mo TpeDOBAHHIO NONHOMOYHBIX TOCY AApCTBEHHEIX OPTAHOE - B CIYYaAX, MpeIycMOTPEHHBIX
denepancHeIM 3AKOHOM,

3.4. Pabotonarens enpase odpadaTeiBaThk NEPColaneHee 1aHHbIE pADOTHHKOB TONLKO ¢ HX IHCbMEHHOIO
COrmacH.

3.5. TTHcemMenHoe cornacke paboTHHka Ha oDpaboTKy CBOMX NepeoHanbHEIX JAHHBIX JOTKHO BKIIOYATE B
celn:

- (BAMHNHID, HMA, OTYECTEO;

- Uk 00paboTRH NepCOHANBHEIX OaHHETX,

- NEpeUeHb NEPCOHANBHBIX JAHHBIX, HA 00paboTIY KOTOPLIX NAETCA COTNacHe CyDLEKTa NePCOHATEHBIX
HOAHHEIX,

3.6, B cooteeTcTRHH co cT. 86 TK P & nensx oSecnevenns npas H cBobol YENOBEKA H PaXIAHHHA
p:.-'r':ﬂul:l,.'_LI-{“TE.‘_.l'lh '.'r"'-]pE.'}RﬂE.‘HHH Hernd 3aR0HHBIE, MOTHOMOYHEIS NPEACTABHTENM NTPH ﬂﬁpﬂﬁmﬂe NepcoHANEHREIX



- haAMMITHED, MMA, OTYECTRO,

- 1eh 00paloTKH NePCOHANLHETY AaHHBIX;

- NIEpEteHb NEPCOHANBHLIX JAHHEIX, HA 06paboTKY KOTOPBIX JASTCH COrMACHE ¢ VOBEKTA NePCOHANLHELX
TAHHKIX.

3.6. B cooTeeTcTRnK co cT, 86 TK PO B uemsx obecneyenHs npas M crofol Henomeka o rpamaaHHHa
PYKOBOOHTEND YUPE#ACHHA H €r0 3aKOHHBIE, NONHOMOTHELE NPecTABHTENH MpH ofpafoTke nepcoHaNEHEIX
JAHHBIX pabOTHUKA JONKHE! BLINOTHATS cneayrlne obwme Tpedosadug:

3.6.1. O6pafioTka NepCoOHaNBHEIX AAHHEIX MOJKET OCYILECTBAATECA HCKIIOYHTENRHO B eNnX obecneyenms
CODNIOIEHHA 3AKOHOR HIH HHEIX NpAROBEIX aKTOR, cOeHCTEHA paloTHnKaM B TPYAOYCTPOHRCTEE, MoNyYeHHH
00pa3oBaHMA H NPOdECCHOHANEHOM MPOABMKEHNH, 0Bece eH S NHuHOH Oe3onacHocTH paloTHUKDBR,
RUHTPOJE KONHUYECTBA H KAYECTBA BRINONHASMOH paloThl M obecnevenms COXPAHHOCTH HMYILIECTBA.

4. Hepenaua nepeonaILHBIX TaHRLIX

4.1. Tlpu nepenave NepcOHATBHEIX TaHHEIX padoTHHKA paboTomaTens DomweH col/moaTE CeayionHe
TpeGoBaHMs:

4.1.1. He cooBwars nepcosanchele ganHbie paloTHHKR TpeTeell CropoHe Ge3 MUCBMEHHOTO COrTacHs
paboTHWKa, 33 HCRTIOYeHHEM CAYHACH, KOTOA 3TO HEOONOAMMO B LENsX NpeqynpekicHus YIPO3E KHIHN W
3A0POBLIO PAGOTHHKE, & TAKE B CITyHanX, YCTAHOBNEHHMX (PEALPANLHEIM 3AKOHOM,

4.1.2. Ilpeaynpeawuts nww, OIYHHBLIMX NePCOHANbHBIC AaHHHE palOTHMKA, O TOM, YTO 3TH HAHHEIE
MOCYT OBITE HCNOb30BAHE NHLIb B LENAX, 118 KOTopeix OHM cooluwersl. Jluua, nonyuuswse nepconansmbe
Aannele paboTHKA, 00g3aHE cobonaTh PEHHM KOHDMICHIHABHOCTH,

4.1.3, Ocywectenars NEpenayy nepeoHankHBIX AAHHBIX pabOTHHKOBR B npenenax Yupemenus e
COOTBETCTBHM © HacToRIIHM [Tonosenmnen,

4.1.4. Paspewats aoctyn k HEPCOHAMEHBIM MAHHEM paboOTHMKOR TONRKD CICUMANLHO ¥TOMHOMOYEHHEIM
THLUAM, TIPH ITOM YKA3AHHBIE NHUA JOMEHE HMETh MPABO MOAYHaTh TOABKO Te NEPCOHATBHBIE AAHHBIE,
KOTOPkIe HEODXOIHMBI 418 BEINOTHEHHS KOHKPETHOH (ryHKLMK.

4.1.5. He sanpammupats HHPOPMALHIO & COCTOAHMH 310p0oBEA pabOTHHEL, 38 HCKTIOYEHHEM Tex CBCIEHHH,
KOTOPBIE OTHOCATCA K BONPOCY O BOIMOWHOCTH BHINOIHEHHA paloTHHKOM TPYI0BO# (IyHKLHN,

4.2. [lepconansuie nanuse paoTHrkos 0GpaGaTLIBAIOTCA H XPAHATCA B OTIENE KeJpOB.

4.3. lepconaneuuie qanHmle PaGOTHHKOR MOryT BEITE MOTYUEHE], NPOXOAHTE nankheiuryio o6pafoTky n
NEPEABATRCA HA XPAHEHME KAk Ha OyMAMHBIX HOCHTENAX, TAK H B JIEKTPOHHOM BHIE,

5. HoeTyn K nepeoHanLHBIM 18 HHBIM padboTHHKOB

3.1, paeo goetvna NEPCOHANEHEIM NAHHEIM PADOTHHKOR HMEHT:

- PYKOBOIHTENE VypewIeHus;

- pafioTHHKH oTena Kanpos;

- paboTHuKH GyxXranTepun;

- cneudannet no I'O (Mudopmauns o dakTHyecKoM mecTe NMPOAHBAHHA H KOHTAKTHEIE Tenedombl
paboTHWKOR);

- CCKpeTapek ampekTopa (MHGOpMaUMA o (axTHYECKOM MecTe MPOHHBAHHA M KOHTAKTHBIC TenedoHk
paboTHHKOR);

- HHECHEP M0 oXpaHe Tpyaa (moeryn K MEPLOHANLHEIM  JaHHBIM PalOTHHKOE 1N BRIMOTHEHHS
ADMAKHOCTHEIX 00A3aHHOCTRH )

= PYKOBOIMTENH CTPYKTYPHBIX MOOPASAENEHHE N0 HANPABNEHMK  JeATeNLHOCTH (moctyn K
MEPCOHANEHEIM TaHHEIM TONBKO DadoTHHKOR CROETD noapasaeneHHA),

3.2. Pafiotiux KoMnanuy umeet [paeo;

5.2.1. [Noayyats AOCTYN K CBOMM MEPCOHANBHEIM JAHHEIM M O3HAKOMIEHHE ¢ HHMH, BKTIOY8A NpaBo Ha
GeasoIMezanoe nonyyenne kormuu moboti SAMHCH, cofepxaned ero nepconant e qaHHLle.

2.2.2. TpebosaTe ot pabotogarens YTOUHEHHA, UCKTIOYCHHA HIH HCTIPABNEHHA HETIONIHBIX, HEBepHEIY,
YCTAPEBUIHN, HENOCTOBEPHBIX, HEIAKOHHO MOAYMEHHBIX MW HE SRNAKIMHXCA  HeoOXOIMMBIMH 118



paboToaaTent NepCoOHAlLHEIX JAHHEIX,

3.2.3. [Nomyyate ot paboTonatens:

= CBEICHHA O JHUAX, KOTOPBIE MMEHIT NOCTYN K NEPCOHANBHEIM JAHHBIM MIM KOTOPHIM MOWET GhITh
NpeiocTaRlIed TAKOH AocTyn;

- llepeyieHt 00palaTLIBaeMBX NEPCOHANEHEIX TAHHBIX H HCTOMHMK HX MOAYHEHHA;

- cpokK 00paboTKE NEPCOHANBHEX JTAHHEIX, B TOM YHCIE CPOKH HX XpaHeHws;

- CBCACHHA O TOM, KAKHE HPHIHYECKHE NOCHSACTBHA AN CYOBEKTA MEPCOHANBHBEIX JAHHBIX MOWET
noBJie4s 3a cofod o0paboTka ero NepeoHanbHEIX 1aHHBIX.

3.2.4. Tpebopare uapeneHua paboToAATENEM BEeX MWL, KOTOPEIM paHee GRUIM cOODIIEHE] HEBEPHEIE HITH
HEMONHEIE [EPCOHANLHBIE JaHHBIE, 000 BCEX NMPOMIBEACHHBLIX B HHX MCKIOUEHMAX, HCTIPABNEHMAX WM
JONOJHEHHSX,

5.2.5. Ofwanopars B ¥NonHOMoYeHHEIA Opran mo 3allHTe Npas cyOLeKToR MEPCOHANLHEIX NAHHEX WAH B
cyneGHOM Mopanke HeMPaBOMEPHeIe AeHCTBHA WM GeineficTenA paboTonarens npH 00paboTKe W JAUIMTE ero
NEPCOHAILHLIX JAHHHIX,

3.3. KonHpoBaTe W NenaTh BEINMCKH NEPCOHANRHLIX TAHHEX paboTHHKA pazpemasTed HCRMIOYHTENRHD B
CAYHEDHBIX LENAX ¢ paspellleHHA HAYANBHHKA OTAENA KAJAPOB,

54. llepepaua wndopMauuy TpeTeeil CTOPOHE BOSMONKHA TONIBKO NPH  NHCBMEHHOM  COTJIACHH
paboTHHKOR.

6. OTBETCTBEHHOCTE 38 HAPYIIECHHE HOPM, PEryIHPYIOLIIHY
00paboTKy NepeoHANLHEIX TAHHBIX

6.1. PaGoTemkn VapemIcHHs, BHHOBHBIC B HADYLGHHM NOPANKA OOPALIEHMA © MEPCOHATSHBIMH
AAHHRIMM,  HECYT AMCLMIIHHADHYIO, AIMHHUCTPATHBHYK, [PaOJIAHCKO-MPABOBYI WIH  YIONOBHYIO
OTBETCTBEHHOCTE B COOTBETCTBUN C (PeepankHEIMH 3AKOHAMH,

6.2. PyxomoauTens Yupencaenna 3a Hapywense nopsaxa oDpalleH A ¢ NEPCOHANBHBIMH JAHHBIMH HeCeT
SAMHHHCTPATUEHYIO OTBETCTBEHHOCTE COMMACHO CT. CT. 3.27 1 5.39 KoAll PO, a takie BoIMewaeT paboTHHKY
¥UIEPD, NPHYHHEHHKIH HENPABOMEPHEIM MCTIONEI0BAHKEM HHpOpMaln, collepxalteii nepcoHANBHEE aiHEe
o 3ToM paloTHHKeE,



