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Honoxenue o NOpAJKE XPaHEHHUS H HCN0JIb30BAHHSA HEPCOHATBHBIX JAHHBIX paﬁﬂTHHKDB

MBYK «llentp kyabTypsm» HT'O

1. O0mue nostoxenns

1.1. Hacrosmmm TlonoxkenneMm onpenensercs IOPAZIOK XPAHEHHUS M MCIOJIB30BAHHS
TNIEPCOHAIEHBIX NaHHBIX paboTHHKOB MBYK «Llentp kymbrypsm HI'O (nanee — Yupexneuue), a
TAKKE BCICHHUC JIMYHBIX 1€ PaGOTHUKOB B COOTBETCTBHH C TPYNOBBIM 3aKOHOJATENbCTBOM
Poccuiickoit ®enepanuu.

1.2. Lensto paspabotku [Tonoskenns spasroTes:

~ 3aKPCILICHUE KOHCTUTYLHOHHBIX MpaB PabOTHUKOB HA COXpaHEHWE JIMYHOM TaliHbl,
HEMPHKOCHOBCHHOCTE  YaCTHOH JKH3HH, KOHQHMICHIMAIBHOCTh MEPCOHATBHBIX JAHHBIX,
MMCIOIMXCS B MH(QOPMALIMOHHBIX CHCTEMAX;

— TpaBOBOC 3aKPEILICHUE PHHLIMIIOB, KACAIIMXCS 06paboTKH NEPCOHAIILHBIX TaHHbIX,
HOPA/IKA UX XpPAHCHUS U HCTIONB3OBAHKS B YUPEK/ICHHH, HX [IEPE/Iauy U TpaBa pabOTHUKOB 110
X 3alUUTe, a TaKKe OTBCTCTBCHHOCTH JIMI[ 332 HEBBINOJHEHUE TpPeGOBAHMIl IIPABOBEIX HOPM,
PETYJIMPYIOUIHX YKa3aHHEIE BOTIPOCHL.

1.3. Hactosimee ITosoxkenue pa3paGoTaHO B COOTBETCTBHI © Koucruryuueit Poccuiickoii
®enepaunn, TpymossiM kogexcom Poccuiickoi Denepanun, OenepalbHBIME 3aKOHAMH  OT
27.06.2006 Ne 149-®3 «06 uHbOpMaHH, MHPOPMALMOHHBIX TEXHONOTHSIX H O 3allHTe
uHbopManuuy, ot 27.07.2006 Ne 152-®3 «O [IEPCOHAITBHBIX JAHHBIXY.

2. IlousiTie H COCTAB NMEPCOHATBHBIX AAHHBIX

2.1. ITon nepcoHanbHpIME JaHubIME (MHOpPMALHEt O rpaXXaaHuHe) NOHHMACTCs mobast
AOKYMEHTHPOBAHHAS WH(OpPMALKA, OTHOCAIIAACS K KOHKPETHOMY 4esioBeKy. IlepcoHanbHbIe
AQHHBIC HMACHTHQUUMDYIOT THYHOCTh K&XKIOTO UYEJOBEKA M OTHOCHTCS K KaTeropuu
KOHbUIeHHATLHOM HH(pOpMAITHH.

2.2. K mnepcoHANBHBIM JaHHBIM pabOTHHKA OTHOCATCS aHKEeTHO-OHOrpaduyeckue
AGHHEIC, TAHHBIC, XapaKTEPU3YIOLIME TPYIOBYIO NESTeILHOCTh PAGOTHHKA, €r0 JHUYHOCTHDIE H
ACIIOBBIC KAa4eCTBA, CBEJCHUA O YaCTHOH XM3HH, COCTABIAIONINE THIHYIO U ceMeliHyto Taiiny,
CBEJICHHS 0 0X0JlaX U 00 MMYIIECTBE, CBEACHNS, CONEPIKALIMECs B HHIMBHIYATLHLIX THIEBBIX
CHCTax 3aCTpaXOBAHHBIX JIMU, MEJTMUMHCKHE CBENCHMs, CBEACHHA O HAIOTOILIATENBITHKE,
CBEJICHHS 0 DAHKOBCKOM CY€TE M BKIIA/E, CBEICHUS O Mepax 6e3onacHoCTH.

2.3. B cocTaB I0KyMEHTOB, COMEPKALIHX MICPCOHATBHBIC IaHHBIE pPaGOTHHKOB, BXOSIT:



— KOMILUIEKCHI JOKYMEHTOB, CONpPOBOXHAIOIIME npouecc OQOpMIEHHS TPYHAOBBIX
MPaBOOTHOIIEHHMH rpaXcaaniHa (o mpueMe Ha paboTy, nepeBoe, YBOJIbHEHHH M T.[.);

— KOMIUIGKCBl MATEpPHA/IOB I10 aHKEeTHPOBAHHIO, TECTHPOBAHHIO, [POBEICHUIO
cobeceoBaHul C KaHIMIaTAMH Ha JOJDKHOCTD,

— NOJUIMHHUKY M KOIHM PAcHOPsHKEHHH, TPAKA30B M0 TMYHOMY COCTaBY;
— JIMYHBIE €A H TPYAOBbIE KHHIKKH COTPYAHHKOB;

— zerna, cofiepiKaliiie OCHOBaHHS K PacloOpsHKEHUSM 110 JTHYHOMY COCTABY;
— IITATHOE PaCIHCaHHUE;

— Tabeny yuera;

—  Jlena, COJIEp)KAIME  MAarepuanbl aTTecTalldd  COTPYJHHKOB,  CIyiKEOHBIX
paccieoBaHuit U T.10.;

— CIpPaBOYHO-UH(OPMAIMOHHEIH GaHK NAaHHBIX 110 MEpPCOHANy (KapTOTEKH, XYPHAIEI,
0asel JaHHBIX, CIIUCKA COTPYAHHMKOB H T.A.);

— KONHM OTYETOB 110 KaJPOBEIM BOMPOCAM, HANPABIISIEMBIX B FOCY/APCTBEHHAIE OPTaHEI
CTATHCTHUKM, HAJIOTOBBIE OPraHbl M APYIHE YYPEKICHHA.

24. K KoHOHACHIMATBHBEIM JOKYMEHTaM OTHOCATCA OpraHH3alHOHHO-IIPABOBEIC
JAOKYMEHTE! KaJpOBOH CIyXOBI, OTpACNEBEIX OpPraHOB AIMHHUCTPALMM, OCYINECTBIISIOMIUX
MPHEM H YBOJIbHEHHE paOOTHHKOB, JOKYMEHTBI, Kacalolyecs OIIaThl Tpyaa.

3. O6paGoTKa M XpaHeHHE MEPCOHATBHBIX JAHHBIX PAGOTHHKOB Y UpeskaeHHs

3.1. IlpemcraBurens HaHuMatens (paboronarens) nNpH 00paboTKe MNMEPCOHATIEHEIX
NaHHBIX paboTHHKA 00s13aH co00HaTh CAeayOIIHE TpeOOBaH!s:

— o0paboTka mepCOHANBHBIX JAHHBIX pabOTHHKA MOXKET  OCYIIECTBIATHCH
HCKJTIOYUTENEHO B IeNIsX obecrieueHns coOMONEHHS 3aKOHOB M WHBIX HOPMATHBHBIX ITPABOBEIX
aKTOB, COAEHCTBHS pabOTHHKAM B TPYHAOYCTpPOHCTBE M TPOABIKEHHH HX MO cCiyxoe,
obecrieyeHust JTHYHON OGe30mMacHOCTH pabOOTHHUKOB, KOHTPOIS KOJMYECTBA M Kadecrsa
BBINOJIHSIEMO# paboThI 1 00ecIIeueHNs COXPAaHHOCTH UMYIIECTBA;

— NpY OmnpeJieNIeHHH 00beMa U cojlepKaHus, 00pabarsiBaeMEIX NEPCOHANBHBIX JAHHBIX
paborHuka paboTonarels A0JKeH pykosoacTBoBarbes Konctutynneit Poceniickoit ®enepany,
Tpynoseim koziekcom Poccuiickoii Mepepaliiy 1 HHEIME (elepalbHbIMU 3aKOHAMH,

— BC€ MepCcoHAbHbIE TaHHBIE ClelyeT Monydarb y caMoro pabotHuka. Ecmu
IICpCOHANbHBIC AaHHBIC PaOOTHHKA, BO3MOXKHO, IOJYYHTh TOIBKO Y TPEThEH CTOPOHBI, TO
paboTHHK JOIDKEH OBITH yBeZOMIEH 00 3TOM 3apaHee M OT HEero J0JDKHO OBITh NONYYEHO
MACEMEHHOE coryacue. PaboTonaresns Jo/DKeH cOOOIIUTE pabOTHHKY O LeJsX, NPeAnoaaraeMeixX
HUCTOYHMKAX U Criocobax MoNy4eHus MepcoHaNbHBIX JaHHBIX, 4 TAKXKE 0 XapakTepe NoIeKalux
MOJIyYCHHIO [EPCOHAIBHBIX NaHHBIX H NOCJICACTBHAX OTKa3a paboOTHHKA JaTh HHCHMEHHOE
corjacue Ha X MoJly4eHHe;

— paboTomarens He UMEET IpaBa Momy4ats M oOpabaTeiBaTh cBeleHHA 0 pPabOTHHKE,
OTHOCSINMECS B COOTBETCTBMH C 3aKoHOAarenscTBOM Poccuiickoit ®@enepauuu B 00nacTH
MEPCOHANBHBIX TAHHBIX K CTICIHAIbHBIM KaTerOpusM NEPCOHAIBHBIX JaHHBIX, 38 HCK/TFOYCHHEM
ciygaeB, npexycMoTpeHHsx TpynoesiM KonexcoM u ApyruMu (eepaibHEIME 3aKOHAMM,



— HE JIOMYCKAaeTCA MOJNyYeHHe M 00paboTka MepCOHANBHBIX JaHHLIX PabOTHHUKA O €ro
WIEHCTBE B OONIECTBEHHLIX OOBEAMHEHHSX WIH €ro TNpPO(COIO3HOW ASATENBHOCTH, 3a
HCKJTIOYCHHEM CITy4acB, MPEIyCMOTPEHHbIX TpynoBeM Kozekcom Poccuiickoii Menepanuy wimm
UHBIMU (DeIepaTbHBIME 3aKOHAMM;

— TIp¥ NPUHSTHM PELICHMH, 3aTPAarkBalOWMX MHTEPECH paboTHHKA, pabOTOxaTENb He
VMEET TIpaBa  OCHOBBIBATBCA HA INEPCOHANBHBIX JAHHBIX pabOTHHKA, IONYYEHHBIX
HCIUIOYUTENIbHO B PE3ynbTaTe€ MX 4BTOMATH3MPOBAHHOH OOPabOTKH HIHM 3JEKTPOHHOIO
MOJIyYeHHUS;

— 34lMTa MEPCOHANBHBIX MaHHBIX pabOTHHKA OT HEMPABOMEPHOIO MX HMCIOJIB30BAHMS
WIH YTpaThl MOMKHA ObITh OOecmedeHa paGOTOXATENEM 3a CYET ero CPeiCTB B nops ke,
ycraHoBneHHOM Tpynosbmv koaexcoMm Poceumiickoit ®eneparmy Wi HHBMHA denepanbHBIMK
3aKOHaMH;

— pabOTHHKH HE JOJKHBI OTKA3bIBATHCA OT CBOMX IIpaB Ha COXpaHEHWE U 3aLIUTy
TalHbI;

— paboTonarenb W paGOTHUKH [IOIKHEI COBMECTHO BHIpAGATHIBATE Mephl 3aUIUTH
MEPCOHANBHBIX JAHHBIX PabOTHHKOB.

3.2. Tlpu 06paboTke MepCOHATBHBIX JAHHBIX CHEMHATHCTOB, OCYECTBIAIONIHX IPHEM H
YBOTbHEHHE PaOOTHHKOB, JHIA, MOMYYHBIIAE NOCTYII K IEPCOHATBHBIM TaHHBIM pabOTHHKOR H
OTBCTCTBEHHEIC 33 HX COXPAHHOCTB, JOJIKHEL COOMIONATh OCHOBOMOArAIOLIHH IIPHH AT INYHOMH
OTBETCTBEHHOCTH 3a COXPAHHOCTD M KOH(HACHUHATBHOCTE CBEICHHIT U POBOTUTE PEry/IspHELe
MPOBEPKH HAIMYHS TOKYMEHTOR, COEPXKALIUX TAKUe JaHHLIE,

33. B umemix oGecnedeHus COXPAHHOCTH W KOH(QUICHIHATTEHOCTH TIEPCOHATBHEIX
AQHHBIX JIALA, OTYyYUBLIME AOCTYI K NEPCOHATBHBIM JaHHEIM paGOTHHKOB M OTBETCTBEHHBIE 32
HX COXPaHHOCTb, BBIIOIHSIOT (YHKIMM 1O JNOKYMEHTHPOBAHHOMY O(OPMIEHHIO TPY/IOBBIX
NpAaBOOTHOWICHHUE (MPHEM, NEpeBOJ, YBOJBHEHHE H T.1.), 1O MaTepHAIaM, CBA3AHHBIM C
AHKCTHPOBAHUCM, TECTHPOBAHMEM, ATTECTAallHeH, KaJpPOBEIM PE3ePBOM, MO KOHKYPCHBIM
MarepuaiaMm, mo oQopMiIeHHIO, (HOPMHPOBAHHIO, BEICHHIO H XDAHEHWIO IHYHBIX 161 M
TPYAOBBIX KHHIKCK, BEACHHIO CIPaBOYHO-MH(OPMALMOHHOTO GaHKa JIAHHEIX U JIp.

3.4. llpu o6paboTke U XpaHEeHHH HNOKYMEHTOB, COJIICPIKALIMX [MEePCOHANBHEIE ITaHHBIE,
LA, HOJYYMBIIME HOCTYN K TMEPCOHANBHBLIM JAHHBIM PabOTHHKOB M OTBETCTBCHHEIC 33 HX
COXPAaHHOCTE, 005I3aHb! BBITIOJNHATE CICAYIONINE MEPOIIPHSITHS:

— MSMCHCHHS U NIOTIONIHEHHUS B [IEPCOHANbHBIC JAHHbIE BHOCHTb B YYETHYIO KapTOUKy
¢opmer T-2, Ha ocHOBaHMH pacnopspDkeHui u TMPUKA30B [0 JIHYHOMY COCTAaBY M JOKYMEHTOB,
MPEICTABNISCMBIX COTPYIHHKAMH. Y CTHOE 3adBICHHE COTPYIHHKA HE SBISCTCS OCHOBAHHMEM IS
BHECCHHsl YKa3aHHBIX M3MEHEHMIA;

— B CJIyYae€ H3BATHA JOKYMEHTA IO 3a4BICHUID paﬁomm{a, C DOKYMEHTA, I10JJIeXKAllEero
H3IBATHIO, CHUMACTCS KOIMS, KOT Opas NMOOIIHBASTCA HA €TI0 MECTO,

— Marcpualibl, CBS3aHHEIE C AHKETHPOBAHHEM, TECTHPOBAHHEM, MPOXOXKICHHEM
KOHKYpCa KaHIuJaTaMi Ha AODKHOCTB, NOMEIIATH B OTACIBHOE JICII0;

— Marcpuaikl ¢ pesyiabTaTaMH TECTHPOBAHUS paboOTaloMX COTPYAHHKOB, MATCPHAIBI
UX aTTecTaui GOpMHPOBATE B OTAEIBHOE HEJIO;



— JIMYHBIE [ejia, KapTOTeKH, yYeTHbBIe XYPHAIEl W KHUIH ydeTa XpaHHTh B pabouee U
Hepaboyvee BpeMs B 3amuparouieMcs mkady;

— TPYZIOBbIE KHIKKH, IEYaTH M ITaMITBl XpaHHUTD B cepax.

Ha paGouem cTone nuua, DOTyUYHBIIErO JOCTYI K NePCOHANBHEIM JaHHBIM PaOOTHHKOB K
OTBETCTBEHHOI'0 3a MX COXPAHHOCTb, [IOJDKEH HAXOIMTHCS TOJIBKO TOT MACCHB JOKYMEHTOB, C
KOTOPHIM B HACTOSINWA MOMEHT OH pabortaer. B koHue pabouero AHs Bce NOKYMEHTH! NOJKHEI
ObITh yOpaHs! B 1uKadbl ¥ Cef(bl, KOTOPHIC 3AITAPAOTCA.

I[orcymembl, C KOTOPBIMH 3aKOHYCHa paﬁo*ra, HEMCIJICHHO NOJAIIHBAKOTCA B
COOTBETCTBYIOIIIEE NEMO.

PaGoTonartenb OCylIECTBISET CTPOTHY KOHTPOJb 332 HCHOJb30BAHHEM YHMCTBIX OJIAHKOB
TPYAOBBIX KHUKEK U JIUCTOB-BKJIAJBIIICH.

4. Hepenaqa nepcoHaA/ILHBIX JAHHBIX paﬁwnuxon

4.1. Ilpu mnepenaye mnepcOHANBHBIX JaHHBIX paboTHUKA paboToAaTeNb JIOJKEH
coboaTs crleayroHe TpeboBanus:

— He coo0IuaTh IepcoHANbHbIE JaHHbBIE pabOTHUKA TpeThell CTopoHe 0e3 MHCEMEHHOTO
cornmacusi pabOTHHKA, 3a HCKIKOYCHHEM CIy4aeB, KOrJa 3T0 HEOOXOAMMO B  LEJSX
NPeYNpPEexKICHHs YTPO3bl JKU3HM M 3/I0POBBIO PabOTHHKA, 4 TakXKe B JAPYrHX CIydasx,
npenycMoTpeHHBIX TpynoBeM KonekcoMm Poccuiickoit @enepanuu uWiM WHBIMH (eaepaibHbIMH
3AKOHAMH;

— He coo0mars NEPCOHANNBEHEBIC JTaHHEIE paﬁomuka B KOMMEPYECKHX MEIIX be3 ero
MHCEMEHHOTO COrJiacHsa,

— MpeAynpeauTs JUL, MOJyYaroIlliX IepcoHaTbHbIe JaHHEIE pabOTHHKA O TOM, UTO 3TH
AaHHbIE MOTYT OBITh MCIOJIB30BAHbl JUIIb B LEAX, I KOTOPBIX OHH COOOLIeHbl, U TpeGoBaTh
OT 3THX JIMI{ IOATBEPKAEHHUS TOrO, YTO 3TO MPABHIIO OBIIO COOIIONEHO;

— OCYILECTBIATH Tepejady MepCcOHANBHBIX JaHHBEIX paboTHUKA B mpenenax OmHOH
OpraHusalMy B COOTBETCTBHH ¢ HacToAwuM [losoxkenuem;

— paspemmars J0CTYIN K IePCOHAILHBIM JaHHBIM TONBKO CHEIHAIBHO YIIOTHOMOUYSHHBIM
MUaM, TMpy¥ 3TOM YKa3aHHbIe JHLA JOJDKHBI MMETh IIPaBO I10JIy4aTh TOJBKO T€ NEPCOHAIBHEIE
JaHHbIe pabOTHUKA, KOTOPEIE HEOOXOIUMEI JUISl BEINONHEHHS KOHKPETHEIX (YHKIIHIA;

— He 3alpaluBaTe HHQOPMAIMIO 0 COCTOSHUH 3T0POBBS PabOTHMKA, 32 HCKIIOUEHHEM
TEX CBCJCHHH, KOTOPBHIE OTHOCATCS K BONPOCY O BO3MOXHOCTH BBHINOJHEHHA pabOTHHKOM
TPYJ0BO#H QyHKIHH;

— [epelaBaTh ICPCOHANbHBIC [aHHbIE pAa0OTHHKA I[PENCTABUTENSM pabOTHHUKOB B
nopsaake, ycramosneHHoM TpynoBemm kogekcom  Poccmiickoit @egeparum | HHBIMH
(enepaibHBIMM 3aKOHAMM, ‘M OTPAHMYMBATE [epesadyy 5TOH HMHOOPMALMU TOJNLKO TEMH
NEePCOHANBHEIMU [JAaHHLIMH pabOTHHKA, KOTOPbIE HEOOXOMHMMBI AN BBHIMOMHEHHS YKa3aHHBIMH
NPEACTaBUTEISIMHE X (DYHKIIHIA,

4.2. Jlnunsle nena pabOTHUKOB MOTYT BBIIABATHCA TOJBKO Ha pabodyee MECTO THpEKTOpa
YupexneHus.



5. IIpasa paGoTHHKOB YUpekIeHNS B UeIsX 00ecnedenus 3aMUTHI MepCOHAbHBIX
JAaHHBIX

B ensix oGecnieuen s 3aIMThl IEPCOHATLHBIX AHHBIX PabOTHHKE HMEIOT [paBo Ha:
— NOJHYI0 MH(OpMANHIO 06 UX EPCOHATBHEIX JAHHBIX i 06pabOTKE STHX JAHHBIX,

— CBOOOJHBIH JOCTYI K CBOMM MEPCOHATHHBIM TAHHEIM, BKIIOUAS NIPaBo Ha MONyYeHUe
Konuil TOOOH 3ammcu, cojaepkallell NepcoHaNbHbIE NaHHEIE PAabOTHHKA, 338 MUCKIIOYEHHEM
Clly4aeB, PeayCMOTPEHHBIX (heepaIbHbIM 3aKOHOM;

— TpeboBanue 00 HCKIOYCHWH WM WCNPABIEHHH HEBEPHBIX WJM HEMONHBIX
[ICPCOHANBHBIX NAHHBIX, & TaKXKe JaHHBIX, OOpabOTaHHBIX C HapylieHHeM TpeGoBaHmil
Tpynosoro xonexca Poccuiickoit ®enepanmm winm mHOTO (GENESPATLHOTO 3aKOHA. [Tpu otkaze
paboTonarens MCK/IIOYUTh MM VCTIPABHTE [IEPCOHANBHbIC TAHHEIE PAGOTHHKA OH MMEET paso
3a4BHTE B NHMCEMEHHOH (opme paGoTomareqo O CBOGM HECOIIACHH C COOTBETCTBYIOLIMM
00OCHOBAHHEM TaKOro Hecorjacusi. [lepcoHaNbHEIE TaHHBIE OLEHOYHOTO XapakTepa paboTHUK
HMEECT IIPABO JOTIOHUTE 3asBIICHHEM, BLIPAJKAIOIIHM €T0 COOCTBEHHYO TOUKY 3PEHHS,

— JOCTYII K OTHOCAIIUMCS K HUM MEIHUIITHHCKUM JaHHBIM

— TpeboBaHHE 00 W3BelleHHH paboToXaTeNleM BCEX JIMI, KOTOPHIM panee Oblnm
COODIEHEl HEBEPHBIE WM HEMOJHBIE IIEPCOHA/IbHBIE AaHHbIC pa0oTHHKAa, 000 Bcex
TPOU3BE/ICHHBIX B HUX UCKTIOYEHMSX, HCIIPABJICHHUSIX MM JOTIOHEHUAX;

— o0xanoBaHHe B CyI JEOOBIX HENMPAROMEPHEIX JeCTBHN miH  Oe3leifcTBHS
paboTozates npu 06paboTKe U 3aLIUTE IO EPCOHATLHBIX JAHHbIX.

6. OTBETCTBEHHOCTH 32 HAPYMEHHE HOPM B 06/12CTH MePCOHAILHBIX JAHHBIX

JIvna, BHHOBHbIE B HAPYIIEHHHU TIONOXEHMH 3aKOHONaTeNLCTRA POCCHiiCKOi Denepanuu
B 00/acTH NepCOHANBHBIX JaHHBIX TpH o00paboTke NCPCOHANBHBIX [aHHBIX paboTHHKa,
IPUBJACKAIOTCA K NMCUMINIMHADHOH W MaTEPHANBHON OTBETCTBEHHOCTH B  TOPSIIKE,
ycranoBieHHOM TpynoseiM KomexcomM u wuHBIMEH (enepanbHBIMH 3aKOHAMH, a TaKKe
IIPHBIICKAIOTCA K TP@XKIaHCKO-NPABOBOM, a[IMMHUCTPaTUBHOM M YTOJIOBHON OTBETCTBEHHOCTH B
TopsKe, yCTaHOBJIEHHOM (heZiepanbHBIMU 3aKOHAMH.



