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1 OBIIME MOJIOKEHUSA

1.1 Hacrosumm Ilonoxenuem OIPpENC/IACTCA MOPANOK OOpalleHHs ¢ MepcowamhHbIMHI
AaHHBIMH paboTHHKOB OAQ «IleH3encKHuii xne6o3aBo No2y.

1.3 TlepcoHanbHble mannbe paboTHuKa - uadopmanus, HeobXoaumas paboToaaTenio B crs3u
C TPYOBBIMH OTHOIUEHHAMH H KACAIOIIAsCS KOHKpeTHOro paboTHHKA.

1.4. CBenenns o nepcoHaTBHBIX JAHHBIX pabDOTHHKOB OTHOCATCS K YHCITYy KOHOHIEHIHATBHBIX
(cocTaBnsronmx OXpaHSEMYIO 3aKOHOM TaifHy lpennpusatus). PexuM konduaenuuanbHocTH B
OTHOIICHHH NEPCOHANBHBIX NaHHBIX CHUMAETCS:

> B cClydae ux obe3nnunBanus;
» 10 HcTedeHuH 75 ner CpOKa MX XpaHEeHHS;
» B IPYIHX CIydasx, [IpeyCMOTPEHHbIX (heepalbHBIMU 3aKOHAME.

L.5. Tlonoxenwne paspaGorano s CooTBeTCTBHH ¢ KoHcturymmeit Poccuiickoit denepaiumy,
TpynoeiM  Konekcom Poccuiickoii ®eneparun (nanee — TK PD), QezepantbHbM 3akoHOM OT
27.07.06 Ne 152-®3 «O [IEPCOHANBHBIX [AHHBIX» W JPYIHMH ACHCTBYIOUIMMH HOPMaTHBHO-
NpaBOBBIMH akTamu PO,

2. OCHOBHBIE IMOHATHSL. COCTAB IEPCOHAJIbHBIX JAHHBIX
PABOTHUKOB

2.1. J1nd ueneii HacTosmero Honoxenus HCIIONB3YIOTCS CIIEIYIOIHE OCHOBHBIE OHSTHS:

nepconanbuble Oannvie - nO6Gas HHOpManMs, OTHOCAmasCs OpSMO MM KOCBEHHO K
ONPENECICHHOMY HIIH OTIpeieNsieMoMy $usuyeckomy uiy (cy6BeKTy mepcoHanbHBIX JIAHHBIX );

obpabomka nepconansubix danmsix pabomnuka - moGoe neiicTBHe (onepanms) wumm
COBOKYIHOCTE NeHcTBui (oneparuit), COBEPIIACMBIX ¢ HCIIOIb30BAHHEM CPE/ICTB ABTOMATH3ALHH HITH
0e3 HCIIONB30BaHHS Takmx CPCACTB ¢ MNEPCOHANLHBIMH JaHHBLIMH, BKIIOYAd cbop, 3amuce,
CHCTEMATH3ALIMIO, HAKOIUIEHWE, XpaHeHwe, YTOUHCHHE (OOHOBNEHHE, H3MEHEHHe), H3BJIEUEHHE,
HCIIONb3OBAHKE, Mepemady (pactpocTparenue, MpelocTaBnenue, AOCTYNm), obe3nHuMBaHMe,
6nokupoanme, ynanenue, YHHYTOXKEHUE ePCOHANBHBIX TAHHBIX:

pacnpocmpanenue nepconanvusix Odannvix - HNeHCTBHSA, HAlpaBlICHHBIE Ha PackpbITHE
MEPCOHATBHBIX JaHHBIX pabOTHUKOB HCOIIPENIC/ICHHOMY KPYTY JTHIL;

npedOCmasieHue nepcoHanbHbx danHbLX - ACHCTBHA, HAalpaBJeHHbIE Ha pPacKphITHE
[IEPCOHAITBHBIX TaHHBIX pabOTHUKOR OTIPENCICHHOMY JTHILY UITH OTIPEICICHHOMY KDYI'Y JTHIL

ACMOMAMU3IUPOCAHHAA 0OPAGOMKA NEPCOHANBHBIX daHHBLY - 00paboTKa NepCOHANBHBIX
AGHHBIX C [IOMOIIBIO CPE/ICTB BEIYHCITHTEIBHOMN TEXHHKH;
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ONIOKUPOSAHUE NEPCOHANBLHBLX AHHBIX - BPEMEHHOE NpeKpallieHne 06paboTKy mepcoHaTbEHbIX

A2HHBIX pPabOTHUKOB (33 HCKIIOYCHHEM CIydaes, ecnn oOpaboTka HeoOxomuma s YTOYHEHHUS
HEPCOHATBHBIX TaHHBIX);

YHUUMOJICEHUE NEPCOHANBHBIX OAHHBIX - IEHCTBHS, B pe3yabTaTe KOTOPBIX CTAHOBHTCS
HCBOSMOKHBIM BOCCTAHOBHTB CONEpKAHHE NEPCOHATBHBIX IAHHBIX B HHQPOPMAaHOHHOH CcHCTeMe
NIEPCOHATEHBIX TaHHBIX PabOTHUKOB U (HiH) B PE3YJIbTAaTe KOTOPEIX YHHYTOKAIOTCS MaTepHAIBHbIE
HOCHTEITH [IEPCOHANBHBIX TaHHBIX PAGOTHUKOB;

obe3ruyusanue REPCOHANbHBIX OGHHBIX - JeHCTBHS, B PE3yIbTaTe KOTOPBIX CTAHOBUTCH
HEBO3MOJKHBEIM 0€3 HCHOJIb30BAHUS AONOJTHUTENLHOH HH(pOpMAIHH ONPEeNCIHTL MPHHAIEHKHOCTE
OEPCOHABHBIX JAHHLIX KOHKPETHOMY paboOTHHKY;

uHpopmayua - csesenus (coobiuenus, ZIQHHBIE) HE3aBUCHMO OT (DOPMBI HX NPEICTABICHHS:

OOKyMenmuposannan undopmanusn - 3a)UKCHPOBAHHAs HA MATEPHAILHOM HOCHTEIE yTeM
AOKYMCHTHPOBAHHS MHPOPMAIMS ¢ PEKBU3HTAMH, 103BOJISIOIIHMA OIPEJETHUTh TAaKyI0 HHPOPMAIHIO
HJIH e¢ MaTepHaJIbHBIH HOCHUTETh.

2.2. Wndopmaums. npeacraBisemas PabOTHHKOM TIPH TIOCTYIUICHHH Ha paboty Ha
TIPCANPHATHE, NI0MKHA HMETh JOKYMEHTATbHYIO Gopmy. Ilpu 3aKkmodeHnn TpynoBOro J0TOBOpa B
cooTBeTCTBHHU CO CT. 65 TK P® stuno, nocrynaromee na paboTy, npeabaBIseT:

»  TaclOpPT MM HHOM AOKYMEHT, Y JOCTOBEPSIOIIHIT THYHOCTE,

»  TPYHOBYIO KHHXKKY, 38 HCKITIOUCHHEM CJTyaes, KOTla J0TOBOP 3aK/II0YAeTCs BIEPBBIE, WK

PabOTHHK TocTynaer Ha paboTy Ha YCIOBHSX COBMECTHTE/BCTBA, HITH TPYJOBas KHHXKKaA Y

PabOTHHKA OTCYTCTBYET B CBSI3H C ee YTPATOH MIIH O APYTUM NPHYHUHAM:

»  CTPAaxOBOE CBHIETENbCTBO FOCYIapCTBEHHOTO IEHCHOHHOIO CTPaxXOBAHHS:

»  JIOKYMEHTBI BOHHCKOI'O YA€Ta - NI 7, MOJUTEKAIMX BOUHCKOMY YYUeTy;

> IIOKyMEHT 06 00pa3oBaHuH, O KBATHOHUKAIME HWIH HATUMUHY COENMATbHBIX 3HAHHH - TIpu

TIOCTYIUICHHH Ha paboTy, TPeOYIOIIyIO CIeMHATbHBIX 3HAHMH HTH CHeUHaTbHOH MOINOTOBKH;

» B OTHENBHBIX CIYYasx c yueToM creunduku paborsi TK P®, uanmvu tbenepansHEIMU

3akoHamu,  ykasamMu  [Ipesunenta Poccuiickoii Qezepallid ¥ OCTAHOBJIEHUSMH

IlpasutenberBa  Poccuiickoii Qejiepaliud  MOXKET IIpeTyCMATpPHBATECH HEOOXOAMMOCTD

HPCABABICHHS [PH 3aK/TFOYEHHHU TPY/I0BOTO I0rOBOPA IOMOTHHTEIBHBIX JIOKYMEHTOB.

2.3. Tlpu odopmiennn paGoruuxa COTPYTHHKOM OTZAECNa IO YNPABICHHIO TEPCOHATIOM
3amofiHseTCs yHuuImpoBannas popma T-2 "JTxanas Kaprouka paboTHHKA", B KOTOPOH OTpasKkaioTes
CIACAYIONHE aHKETHBIE B OHOrpaduyecKkue naHHble paboTHHKa:

» obmue ceeaenns (P.M.0., nara POKNCHHA, MECTO POKICHHUS, IPAKAAHCTBO, 0Opa3oBanye,

npodeccnst, crax paboThI, COCTOSHUE B Opaxe, macTIOpTHEIE JaHHbIE);
CBEJICHHS O BOHHCKOM y4eTe;

JaHHbIC O [IpHeMe Ha paboTy;

CBEZICHHUS 00 aTTeCTalluy, OLCHKE;

CBC/ICHUS O NOBBINICHHON KBATH(PHKALHH;

CBE/ICHUS O MPO(HECCHOHATBHON TIEPETOATOTOBKE;
CBE/ICHHA O HAarpajiax (IIOOLIPEHHUSX), IIOYETHBIX 3BAHMSX
CBeJieHus 00 oTmyckax;

CBCJICHHS O COLMATBHBIX TAPaHTHIX:

CBCJICHHS O MECTE JKHTEILCTBA M O KOHTAKTHBIX Tene(oHax.

VVVVVVYVVYV

JloKyMeHTBL, comepikaniue nepcoHATHHbIC TAHHBIE PabOTHHKOB:
KOMILIEKCBI TOKYMEHTOB, CONPOBOXKIAIOIITHE TPOLiece 0hOPMICHHS TPYIOBEIX OTHOMIEH il
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» IIpH IpHeMe Ha pabory, neperozie, yBOIbHEHHH,

> KOMILIEKC MaTCpHaioB 10 aHKETHPOBAHHIO, TECTHPOBAHHIO, TIPOBEJICHHIO cobecenoBaHmit
¢ KaHI11aTOM Ha JJOTKHOCTE;

TIO/UTHHHMKH ¥ KOITHH TIPUKA30B (PaciopsukeHHuit) mo KaJpam;

JIMYHBIC /1e1a H TPYIOBbIE KHUKKH,

ACIa, CONepKalMe OCHOBAHHUS K IIPHKA3Y TI0 JTHYHOMY COCTaBy;

Acid, CoNepKalue MaTepHalbl aTTeCTalmii (OLeHKH) paGOTHUKOB;
CITPaBOYHO-HHMOPMAIMOHHEIH GaHK TAHHBIX [0 IIEpCOHAITY (KapTOTEKH, JKypHaIbl);
TIOZVIMHHHKH M KOIMH OTYETHBIX, AHAIHTHYECKHX M CHPaBOYHLIX MAaTepHAsIOB,
TI€pe/laBaeMbIX PYKOBO/ICTBY KOMIIAHHH, PYKOBOAHTEISAM CTPYKTYPHBIX IIOApa3AeeHHii;

»  OTYETHl, HallpaBiseMble B TOCYapCTBCHHbIC OPraHbl CTATHCTHKH, HAIOTOBbIE HHCIIEKIHH,
NICHCHOHHBIE (OHABL, (OHABI COLHAILHOIO CTpaxoBaHMs H JIDYTHE YupeXJEHHWs, B
COOTBETCTBHH C AeHCTBYIONUINM 3aKOHOJATENBCTBOM PO,

Y'Y NNV

3. OBPABOTKA NEPCOHAJIbHBIX AAHHBIX PABOTHUKOB

3.1. Ucrounnkom wumpopMamm 060 Beex NCPCOHANBHBIX JaHHBIX pabOTHHKA SBIgETCS
HCIIOCPeICTBEHHO paboTHuK. Eciu nepconansuble namHble PabOTHHKA BO3MOMKHO IOIYIHTh TOTEKO Y
TPETheH CTOPOHEL, TO pabOTHHUK JOJKEH GBITH 3apaHee B IHCBMEHHOM (OpMe YBEIOMIIEH 06 3TOM H OT
HETO JIOMKHO ObITh MOJYYIEHO MHCHEMEHHOE COTIIacHe. Paboronarens o6a3an coobuuTh pabOTHHKY O
HCJLAX, TPE/IONAraeMblX HCTOYHHKAX H CHOCOOAX MOTydeHus IICPCOHATIBHBIX TAaHHBIX, @ TAKXKe O
TOCICACTBHAX OTKa3a pabOTHHKA aTh MHCHMEHHOE COrTACHE HA KX HOTy9eHHe,

3.2. Pabotomarens He mMmeer MpaBa 1ONy4aTh M 00pabaTeIBaTh MEPCOHATLHBIE NAHHBIE
PabOTHHKA O €r0 NOTHTHYECKHX, PC/IMTHO3HBIX M MHBIX YOeXICHHSX M YAaCTHOM KHU3HH, 4 TAKKE O ero
ICHCTBE B OOLIECTBEHHBIX OOBEIHHEHHUAX HITH €ro IPOQCOO3HON AEATENBHOCTH, 38 MCK/IIOUCHHEM
CIy4acB, MPENyCMOTPEHHBIX 3aKOHOAaTe/LCTBOM PD. B ClIy4asX, HEMOCPEACTBEHHO CBS3aHHEBIX C
BONpOCaMu TPyIOBBIX OTHOLIEHHH, B COOTBETCTBHHU CO CT. 24 Koncrurynun P® paboronarens BIIpagBe
Noy4aTe W 00pabaThlBaTh JaHHEIE O YACTHON SKH3HM pabOTHHKA TOJIBKO € €ro MHChMEHHOTO
coracusi.

3.3. O6paGoTka TepCOHATBHEIX AAHHLIX paOOTHHKOB paGoTozaTeneM BO3MOKHA Ge3 HX
Corjacus B CIEAYIOIMX CIIydasx:

»  IIepPCOHATBbHBIE JaHHBIe ABJIAIOTCSA OOINENOCTYIMHEIMH;

# IepCOHANbHbIE MAHHBIE OTHOCSTCS K COCTOSHUIO 3710pOBbsi pabOTHHKA, H MX 00paboTKa
HEOOXO/MMa JUISl 3aLIMTEI €r0 XKU3HH, 310pOBbs. WJIM HHBIX JKM3HEHHO BaKHBIX HHTEPECOB
APYTHX JIMIL ¥ [TOJTYYeHHE COrnacus pabOTHHKA HEBO3MOKHO;

» 10 TpeGOBAHHMIO  MOTHOMOYHBIX FOCYyJapCTBEHHLIX ~ OpraHoB - B ciiydasx,
IpELlyCMOTPEHHBIX (e/IepaabHbIM 3aKOHOM:;

» B HHBIX CAy4asx HPEIYCMOTPEHHBIX 3aKOHOAATEILCTROM PD.

3.4. B coorBercrum co cr. 86 TK PO s Hensx obecrieyeHHs NpaB H CBOOOX YeqoBeka u
TPOXJAHWHA DYKOBOIHTENb MNPEANPHATHS M €r0 3aKOHHbIE, IIOJHOMOYHEIE NPEJCTABHTEIH [IpH
00paboTKe 11epCOHATBHBIX JAHHBIX pabOTHHKA J0JIKHEI BBITOTHATE crepyromre o0me TpeboBaHus:

3.4.1. O6paboTka NepCOHATBHBIX TAHHBIX MOXET OCYIIECTBIATLECA MCKIIOYMTENBHO B IEJIAX
obecnedeHns: COGMIONCHNS 3aKOHOB MIH HHBIX [IPaBOBBIX aKTOB, CONEHCTBHS paGOTHHKAM B
TPYIOyCTpoiicTBe, 00y4eHHH U PO EeCCHOHAIBEHOM HPOABYKEHUHU, 00ecneyeHHs THYHON
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L NpeanpusTHs)

Oe3onacHocTH paGOTHHKOB, KOHTPOIIA KOJIMYECTBA M Ka4eCTBa BHIIOIHIEMON paboThl U obeceyeH s
COXPaHHOCTH UMYILECTBA.

3.4.2. Ilpu onpeneneuun o6bema H cozepxaHus 00pabaThiBAEMBIX MEPCOHANBHBIX JAHHBIX
paboTonarens JIOKEH PYKOBOACTROBATHCS Koucrutynueit PO, TpynorsiM xogekcom PO 1 uubmvu
(enepanbHBIMU 3aK0HaMH.

3.4.3. Tlpu npunsTHE pemenwuit, 3aTparuBalOIMX HHTEPEChl paboTHHKA, paboTojaTeis He
MMCET NpaBa OCHOBBIRATHCS HA NEPCOHANTBHBIX JAaHHBIX, TIOJYYEHHBIX O HEM HCKIIIOUHTEILHO B
PC3yJIbTaTe HX ABTOMATH3HPOBAHHON 06paboTKH MK 3JIEKTPOHHOTO MOJTYYEHHMS.

3.4.4. 3amuTa NepCOHANBHEIX TAHHBIX pabOTHHKA OT HEPABOMEPHOTO HX MCIIONb30BAHUS HIIH
YTpaTel oOecrmeunBaeTcs paboTonaTeneM 3a CUeT ero CPEACTB B IOpSJKE, YCTAHOBICHHOM
dbenepaneueVM 3aK0HOM.

3.4.5. Bo Bcex cmyuasx oTkaz paboTHHKA OT CBOMX IIpaB HAa COXpaHEHHE H 3aIIMTY TalHbI
HEJIEHCTBHTE IEH.

4. IEPEJIAYA IEPCOHAJIBHBIX JAHHBIX

4.1. Tlpu mepenade mepCOHATBHBIX NAHHEIX paboTHMKa paboTomaTens HOMKEH COBIIONATH
ClenyrouEe TpedoBaHUS

4.1.1. He cooluars nepcoHalbHBIE NaHHBIC pabOTHHKA TpeThell CTOpOHE 0e3 MUCHMEHHOro
coriacus pabOTHHKA, 33 HCKIIOYEHHEM CIIY4aeB, KOIa 5TO HEOOXOMMMO B LeNsX HpeayHpeskaeHus
YTPOSBI XH3HH W 370POBBIO PabOTHHKA, & TAKXKE B JAPYTHX Clydasx, mpeaycMOTpeHHBIX TpynoBbv
KonexcoM P® wiu mHBIME (eiepansHbIME 3aK0HAMHY.

4.1.2. He coobwmars nepcoHaibHble TaHHbE pabOTHHKAa B KOMMEpUYECKHX LeNnsX 6e3 ero
[TUCBMEHHOTO COITIACHSL.

4.1.3. Ilpenynpenuts Jnw, TIOTYYUBIINX [IEPCOHANIBHBIC JaHHbIC Pa0OTHHKA, O TOM, 4TO ITH
JIAHHLIE MOTYT OBITh HMCIIOJIB30BAHBI JIMIUE B LEAX, IS KOTOPBIX OHH COOOMIEHBI, H TpeboBaTh OT
JTHX JIALL OATBEPKACHHE TOTO, YTO 3TO MPABUIO cobmomeHo. Jlmia, NOTYYUBINHE TEPCOHAIBHBIC
JlaHHble pabOTHHKA. 00s3aHBI COOMONAT PCHKUM CEKPETHOCTH (KOH(DHIEHIIHAIBHOCTH).

4.1.4. OcyLiecTBIATH Mepeady NePCOHATBHBIX JaHHBIX pabOTHHKOB B NpezieNiax MpeIpUsTHs
B COOTBETCTBHH ¢ HacTosmuM [Tooxeruem.

4.1.5. Paspemath AOCTYN K NEPCOHANBHBIM IaHHBIM PabOTHHUKOB TOJIBKO CIEHHATLHO
YIOTHOMOYCHHBIM JIMIAM, TIPH 3TOM YyKa3aHHbIC JHIA TOJDKHBI UMETh IPaBO MOIYy4aTh TOJLKO TE
TEPCOHATIBHBIC JaHHBIE, KOTOPbIE HEOOXOIHUMBI IS BBITOTHEHUS KOHKPETHOH (DYHKIIHH.

4.1.6. He 3anpamusars #HGOPMAIMIO 0 COCTOSHHH 3JI0POBBA pabOTHUKA, 328 HCKIIFOYCHHEM TEX
CBEJICHHH, KOTOPBIE OTHOCATCS K BOMPOCY O BO3MOKHOCTH BBIIONHEHHS PAGOTHHKOM TPYHOBOl
QyHKIHH.

4.1.7. Ilepenapats [E€pCOHAIbHBIC [aHHBIC pPAOOTHMKA €ro 3aKOHHBIM, MOJHOMOYHBIM
[PE/ICTABUTENIIM B MOPANKE, YCTAHOBJICHHOM TpynoBeM konexcom P®, u OrpaHH4YMBaTL 3Ty
HHPOPMAIIHIO TOJBKO TeMHU HEPCOHATLHBIMA TaHHBIMH Pa0OTHHKA, KOTOpHIE HEOOXOIMMBI s
BBINOJTHEHHS YKa3aHHBIMH IPEACTABUTEIAMHE UX dbyHKIHY.

4.2. TlepconanbHble nanHBIe PabOTHHKOB MOTyT OBITH IOJIy49€HBI, MMPOXOJNTh JATHHEHIIYIO
00paboTKy M mepemaBaThcs Ha XpaHCHUE, KaK HAa OyMakKHBIX HOCHTENSX, TaK H B IJIEKTPOHHOM BHJIE
(ocpencTBOM OKaTbHO KOMIIBIOTEPHOIT CeTH).
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4.3. Ilpu noydYeHun NEpCOHATBHBIX NAHHBIX HE OT paboTHHKA (32 MCKIIOYEHHEM CIIyYaes,

CCIH [IEPCOHAIbHBIE JaHHBIE SBIISIOTCS 001IeIOCTYNHBIME) paboTomaTens 0 Hayalla obpaboTku
TaKHX MIEPCOHANEHBIX IaHHBIX 0053aH NPeIOCTABUTS PabOTHHKY ClIeYIOIIyI0 HH(OPMAIIHIO:

VVYVY

HAUMCHOBaHHE ((aMHIIHs, HMs, OTIECTBO) H aIpec OIepaTopa WK ero NpeacTaBUTEIs;
1eTb 00paboTKH MepCOHATBHBIX JAHHBIX H e 1IPaBOBOE OCHOBAHME;
TNpCAllonaracMble HOJIb30BATEH TEPCOHANBHEIX JAHHBIX
YCTaHOBJICHHBIC (he/iepanbHBIME 3aKOHAMHE TIpaBa CyObeKTa MIEPCOHANBHBIX AaHHBIX.
5. 1IOCTYI K MEPCOHAJIBHBIM JAHHBIM PABOTHHUKOB

5.1. Buyrpennumii nocrynm - AOCTYII K NICPCOHAIBHBIM TaHHBIM PabOTHUKOB Oe3 MONyueHHS

CIICHHATBEHOI O paspeimecHus, UMEHOT;
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HcnonnurensHbi qupexTop TPEANIPUATHS;
3aMecCTHTeNb AMPEKTOpa 110 NEepCoHAY;

Cotpynnuxn otrena mo ympaeneHuo NIEPCOHANIOM, a HMEHHO: MEHEIDKEp MO TiepCoHany,
HHCIICKTOp IO KaJpaM, TabenbluMK (K TeM AaHHBIM, KOTOPHIE HEOOXOMUMBI JUIS BEITONHEHHS
UX JODKHOCTHBIX 00s3aHHOCTEH);

I'naBHeli Gyxranrep npennpustus (kK Tem JIaHHEBIM, KOTOpbIe HEOOXOMMMBI /Ui BHITOTHCHHS
€r'0 MOJDKHOCTHBIX 00s3aHHOCTEH);

CoTpynuuku oTiena 3ammThl COGCTBEHHOCTH (navyanpauk O3C, 3aMecTHTENh HAYATBHHKA
O3C, cnenuanucr 03C) npeanpustus (naHHBIE aHKET KaHIWIaTOB Ha pabory);

[lomomuuk pykoBomuTens (nHbOpManust 0 haKTHIECKOM MecTe NPOXUBAHUS U KOHTAKTHBIE
Tene(onsl paboTHHKOB);

PykoBoxutenu crpykTypHBIX mompasaenemuii NPeANnpUsATHS (DOCTYN K JHMYHBIM JaHHBIM
TOJILKO pabOTHHKOB CBOEIO MOJpa3IeiieHus);

Ilpu nepesoste U3 onHOrO CTPyKTYpHOrO HOJpa3/ielleHust B IPYyroe JOCTYH K MePCOHANbHBIM
AQHHBIM PaOOTHHKA MOKET HMETH PYKOBOUTETH HOBOTO HOJpa3/Ie/IcHHUS;

Cotpynnuku otaena aBTOMATHU3HPOBAHHBIX CHCTEM YIPABICHHS MPEINPHITHEM TIPEITPHSTHS,
a uMeHHO: (HayansHHK OACYTI, Bexymuii WHKEHEeP-IIPOTPAMMHCT, WHKEHep-NPpOrpaMMHucCT |
KaTeropuu).

CoTpyanuKE (MHAHCOBO-3KOHOMHYECKOI CIyxOBl TIPEANPHATHS, a HMEHHO: JUPEKTOp TIO
9KOHOMHKE H (PUHAHCAM, [TIABHEIHA Oyxranrep, Ha4YalbHHK ILIAHOBO-3KOHOMHYECKOTO oTHena,
OyxranTep mo pacyety 3apaboTHOI IIaTel, OyXraarep mo pacdery 3apaboTHOM miaTer 11
KAaTEropuu, HHXKEHEp 110 TPYIY, TEXHHK 110 TPy

CoTpyHuKH I0pHIMYeCcKOH CITyKObI;

Wmskenep mo oxpade Tpyma (K Tem JaHHBIM, KOTOpPBIE HEOOXOOWMBI IS BBINOJTHEHHS €0
JOIKHOCTHBIX 00g3aHHOCTEIH )

3.2 OrpanuveHHBIH pOCTYn K [IEPCOHALHBIM JIaHHBIM DPabOTHUKOB B Mpenenax CBOeH

KOMIICTEHIMH 110 MUCAMEHHOMY 3allpoCy HMEIOT JIHIA, ONpeNesicHHbIe npukaszoM Hcnonmuurensnoro
JHPEKTOPA NPEIIPHSITUS.

3.3 Buewnuii 1ocTyn HMeEIOT:

5.3.1 rocynapcTBeHHBIE H HETOCY1apCTBEHHbIC (DYHKIMOHAIBHBIE CTPYKTYPBI (HAIOTOBbIE

MHCTICKIMH; IPABOOXPAHUTEbHBIC OPraHbl; OPraHbl CTATUCTHKH; CTPAXOBEIC ArHTCTBA; BOCHKOMATH:
OPTaHbI COLHMANBHOTO CTPAaXOBAHWS; MEHCHOHHbIE (QOHIIBI) HMEIOT JOCTYI K HH(POPMALUH TOIBKO B
chepe cBoeit KommeTeHMH.




: Obuiee
(coxpamennoe Tan gokymenra }o mucra KOJIHYECTBO
HaUMEHOBaHHe . JHCTOB
TIPEANPUATHS ) ;
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532 Ha,I[SOpHO-KOHTpOJIBHLIe OpraHsl HMeIOT JOCTYII K Hcho_pMaI HE TOJBKO B cepe cBOeH
© KOMIICTEHIIHH, ' ; G

3.3.3 Opranmsamun, B KOTOpBbIiE COTPYIHHK MOMET OCYIIECTBNATH I€PEUHUCICHHS NEHEKHBIX
CPEACTB (CTPaxOBBIE KOMIAHHH, ‘HETOCYNAICTBEHHBIC TEHCHOHHBIE (GO, GnarorBopurtensEEE
OPTaHHU3allid, KpeIUTHEIE YYPEKICHHS), MOTYT MOXYYHTH AOCTYNl K M:PCOHANBHBIM JAHHSIM
PabOTHHKA TOBKO B ClIydae ero MHCHMEHHOTO paspelieHHs. '

5.4 Csenenus o paboratonmem paboTHHKe WM yKe YBOJEHHOM MOTYT GBITh IpenOCTaBieH:I
APYro# OpraHW3amUM TOIBKO ¢ IMHCHMEHHOrO 3ampoca Ha OnaHKe mpennp isTHS C TIPHTIOXKEHY M
KOTIUM 3asBJICHUS paboTHHKA, ' : SRR

- 3.5. Tlepconansusle nanHbe paboTHAKa MOryT GbITH HpPENOCTABS €H I po;icmeHi‘_’{nKaM {74
ICHAM €TO CEMBH TOJBKO € MUCBMEHHOTO paspeleHus camoro paboTHHKA. LA

6. XPAHEHUE TIEPCOHAJIbHBIX JAHHBI X

6.1 Cpenenus o paboTHHKax TIPENTIPHATAS XPAHATCS B OTIENE IO Y UPiBICHHIO TIEPCOHATIOM
OyxranTepckoii ciiyx6e npenpusTHs Ha OyMaXHBIX HOCHTEIIIX. b '

B otzene o YIpPaBIeHHIO nepconaném OPEANIPUATHS XPAHATCH:

- TpynoBas KHIDKKa (XpaHHTCS B celige);

F_)I(ypnaﬂm ydeTa TpY/10BBIX KHHKEK;

- IMYHad KapTouxa T-2;

- BXOZAIAA W MCXOAIIast KOPPECHOHACHIMS BOSHKOMATA, CTPaxoBOH KOlAAHHH;
- IPUKas3kl 110 INYHOMY COCTaBY.

B Byxrantepckoi Cc1yx0e npeanpusTHs! XpaHSTCS:

- TUCTKH HETPYAOCIOCOOHOCTH;

- MarepUaiel 0 y4eTy pabodero BpeMeHH;

- PaCHETHLIC JIACTKH 110 YYETy 3apaboTHOM IIATHI; =

- OTHETHI, HamparjsgeMEIe B TOCYIapCTBCHHBIE OPraHbl CTaTHCTHKII, Hanoroame_ HHCHCKHIH{?

NCHCHOHHBIC (OHILL (OHIBI COMAATBHOrO CTPAXOBAHHA M ApYrHE  YYPEKICHHMS, B

COOTBETCTBHH C JeHCTBYIOmMUM 3aKOHOHaTEeNECTBOM Pd.

~ Jhrumele kaprouxs T-2, yBONeHHBX IPENPHATHS PaGOTHHI:OB, XpaHsTCs _B.apxuBe

- OpraEM3anuu B an(p)aBUTHOM MOPSJIKE B TeUEHHE 75 JIeT ¢ NaThl YBOJIBHEHHS.

6.2 Ceenenuss o paboTHEKax IpEJUIPUITUS TaKKe XpaHATCS B 3JICKTp0H_HOM BUZE B
- KOMIIBIOTEepHOM nporpamme «1C: 3apmnara u KaJpEI» Ha cepeepe. ' : Fl

6.3 JIOKyMEHTHI TMpeTeHIeHTOB, KOTOphle HE OBUIH NUPHHATHI. Ha pabory, xpamsTcs s
3aIHPArOMUXCsl KENEe3HBIX mikadax. ‘ gl

6.4 llepconansuple nanabie Ha JIEKTPOHHEIX HOCHTEISX 3alIM TIe I61 TapoJieM . I0CTy Tz
JlocTyn k crennam3HpoBan o TIPOrpamMMe OCYIECTBIISETCH TOMBKO Yepe3 Ik YHAIN AOCTYI - Mapo. 1k,
NpaBO Ha WCIOIB30BAHUE IIEPCOHATBHBIX AGHHBIX MMEIOT TONBKO pabo HikKH, OTBCTCTBCHHbIE 32
00paboTKy NePCOHATBHBIX TAHHBIX. pgholleg

ity L o
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7. IPABA U OBSI3AHHOCTHU PABOTHHKA B OBJIACTH SALIUTHI ET'O
IMMEPCOHAJIBHBIX JAHHBIX

7.1. B mensx obecrneyeHus 3aiIuThi NICPCOHAIBHBIX J@HHBIX, XpaHAIIMXcs y paboTomarens,
pabOTHHKH HMEIOT MPaBo Ha:

7.1.1. nonHy10 HHPOPMAITHIO O CBOUX NEPCOHANIBHBIX JaHHBIX H 00padOTKe 3THX JaHHBIX,

7.1.2. cBoOOmHBIM OecIIaTHbIH AOCTYIl K CBOMM IE€PCOHANBHBIM JAHHBIM, BKIIOYas [IPaBo Ha
TonydeHne Konui mobol 3anucH, coaepiaineil MepcoHANbHbIE TaHHbIE paboTHHKa, 32 UCK/IIOYEHHEM
CIIyHacB. IPETyCMOTPEHHBIX 3aKOHOAATEILCTBOM PD;

7.1.3. onpefienienne CBOMX TIpeICTABATEIEH JUTA ATl CBOMX TIEPCOHATIBHBIX JTAHHBIX;

7.1.4. 10CTYN K OTHOCAIMMCH K HEMY MEIMITHHCKHM IAHHEM © MOMOIIBI0 MEIMIIHHCKOTO
CIICIMANIKCTA 110 UX BBIGODY; :

7.1.5. TpeGoBaHWe 06 HCKITIOYEHHH WM HCIIPABJICHHH HEBEPHBIX MM HENOJHBIX
NIEPCOHANBHBIX JNAHHBIX, & TAKKe JAaHHBIX, 0OPabOTAHHBIX C HAPYIICHHEM TpeboBanuii. [Ipu orkase
paboTojaTens HCKIIOUMTE MM MCIpaBUTh NCPCOHANBHBIC JaHHbIE PabOTHHKA OH MMEET MPaBoO
3a4BUTh B TIHCBMCHHOM ¢QopMe paboTomaTeNro © CBOEM HECOITTACHH C COOTBETCTBYOIINM
0DOCHOBaHHEM TAKOTO HECOTJIACHSL. ITepconanbHble naHHble OLEHOYHOrO XapakTepa PaBOTHUK HMeeT
TIpaBO JIOTIOTHATH 3asBICHHEM, BRIPAKAIOLIMM €ro COGCTBEHHYIO TOUKY 3pEHHS;

7.1.6. tpeGoBanue 00 u3BemeHHH paGoToaTeTeM Beex JIHIL, KOTOPBIM paHee ObLIH COOBIIEeHB!
HCBEPHLIC WM HENOJIHbIe MepCOHalbHBIE JaHHBIC pabOTHHKA, 060 Beex IIPOHM3BE/ICHHBIX B HHX
HCKIIFOYEHHSAX, HCTIPABICHUSX HITH OTIOTHEHUSX

7.1.7. obxalloBaHue B CyII JIFOOBIX HENPAaBOMEPHBIX ACHCTBUH WM Oe3/eficTBUs paboTonarens
pH 00paboTKe W 3alHTE Ero MEePCOHATBHBIX TAHHBIX.

ried B nensx obecrieuenus AOCTOBEPHOCTH NEPCOHANIBHBIX JaHHBIX, pA0OTHHK 0043aH:

7.2.1. npu nipueme Ha paboty IIPEIOCTABUTE PadOTOATENIO MOJHbIE U AOCTOBEPHBIE [aHHbIE O
cebe;

7.2.2. B ClTyuae W3MEHEHHs CBeICHHII, COCTaBJIAIOLINX NEPCOHAIBHEIE JaHHBIE pabOTHHKA B
CPOK, HE NpeBBINAIOMUHE 5 pabo4yux nHell, paboTHHK 00S3aH THYHO THGO 9epe3 CBOEro 3aKOHHOTO
IpencTaBuTeNIs COOOIMATh PaboOTHHKY, OTBETCTBEHHOMY 3a cO0p HH(OpMaNHK, 06 H3MEHEHHH CBOMX
TCPCOHATLHBIX IAHHBIX, JIHOO IIPe/ICTABUTE COOTBETCTBYONIHE IOKYMEHTEL.

7.3 IlpeacraBnenue paGOTHHKOM IOTOXKHBIX MOKYMEHTOB HJIM JIOXHBIX CBeAEHHYU npH
TIOCTYI/ICHHK HA PaboTy SABJISETCS OCHOBAHMEM JUTIA PACTOPIKEHHUS TPY/JIOBOI'O JJOIOBOpA.

8. OTBETCTBEHHOCTH 3A HAPYUIEHUE HOPM, PET'YJIHPYIOIIIUX
OBPABOTKY IMEPCOHAJIBHBIX JAHHBIX

8.1. PaGOTHHKH UpEANpPHUSTHS, BUHOBHBIC B HapyleHWH nopaiaka oOpaileHHs c
TICPCOHATEHBIMHE ~ IAHHBIMH, HECYT JHCUMIUIMHAPHYIO (3aMeuaHue, BBITOBOD, YBOJBHEHHE),
aIMUHHCTPATHBHYIO, I'PaXAAHCKO-IPABOBYIO HIIM YTOJOBHYIO) OTBETCTBEHHOCTH B COOTBETCTBHH C
(enepanbHBIMH 3aK0HAMH.

8.2. Pyxoonmwurens npeanpusTHs 3a HapylieHue mopsaka oOpalleHHsi ¢ MepPCOHAIbHBIMH
AQHHBIMH HECET aIMMHHCTPAaTHBHYIO OTBETCTBEHHOCTb, 4 TAKKe BO3MEIIAcT paboTHHKY YyepO,
MPUYHHEHHbIH HEIIPABOMEPHBIM HCIIOTB30BAHUEM HHBOPMALIHH, ComeprKallei nepcoHaTbHbIE JaHHbIE
00 3TOM paboTHHKe.
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9. SAKJIIOYUTEJBHBIE MTOJIOKEHUS

9.1 Hactosmee Iomoxenue BCTynaer B CHIIy ¢ MOMEHTA €ro yTBepieHHus VCIIoMHuTE IEHEM
AHPEKTOPOM NPEANPUATHS U BBOAMTCS B JIeHCTBHE NpuKa3oM I'eHepansHOro JHPEKTOpA.

9.2 C MoMeHTa BBeneHHs B qelicTBHe Hacrosero Ilonoxkenus yrpaunsaer cuny [Tonoxenne

HO 3alliMTe nepcoHalbHeIX AaHHBIX OAO «IleHsenckumit x1e603aBoa No2», BBenénnoe B mgeiicTBHe
14.04.2011 ropa.

9.3 N3meHenus u nomnoirenus B [1onokeHue BHOCSTCSA OTIEIbHBIM JTOKYMEHTOM B TOM Xe
TIOpA/IKe, KaK M Npd paspaboTke M  yTBepxkIeHHH Il0T0KeHHs. [lpu BHeceHuwm wW3MeHeHHIT
MIPUHIHITHATLHOTO XapakTepa [lonoxeHue mepecmaTpuBaior. Pemenue o nepecMotpe Ilonoxenus
TPUHAMAET 3aMeCTHTEIIb JUPEKTOPA 10 NEPCOHAIY IPEANIPUSITHS.

9.4 Bee paBOTHHKH NPENNPHSATHS JOMKHBI ObITh 03HAKOMJICHBI C HacrosimuM ITonoxkenuem B
JIucre o3naxomiIeHus paGoOTHHKOB (Ilpuioxenue Nel) mox pocrnucs.

9.5 Ilo BceM BompocaMm, He HAIIEANIMM CBOETO pemenus B HacrosiueM [lonoxkenuw,
paboTHHKM H paboTonarens PYKOBOACTBYIOTCA noyokeHHAMH Tpynosoro Kogekca PO w mHBIX
HOPMAaTHBHO-IIPABOBBIX akTOB Poccuiickoii ®eneparun.

3amecTUTeNb JUPEKTOPA 110 nepcoHany
(HOMKHOCTB COTPYIHMKA KaAPOBOL Cay#0bl)

HauanbHuK 1opuamyeckoro otaena
(HOHKHOCTB COTPYAHUKA IOPHAHYECKOI CIyKObE
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