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1. OBIHHUE MNOJOXEHUSA

1.1, Hacrosumv [lonoxenneMm onpenensercs nopsmox obOpauieHus ¢
SEPCOHATEHBIMH JaHHBIMU paboTHHKOB MBYK « JlecHoBekuit [Jom KynbTyphi» (manee
— Yapexenue).

I.2. Tlonoxenue pa3paboTaHO B COOTBETCTBHH C TPeGOBaHHAMH DenepaibHOTO
saxona ot 27.07.2006 N 152-®3 «O nepcoHanbHBIX AaHHBIX», TpymoBOro kompekca
Poccuiickoii Denepanmu.

B Hacrosiiem [TooxkeHHH HCIONb3yrOTCs CileyIoLHe OCHOBHbIE TIOHSTHS:

l) mepcoHanbHble NaHHBIE - M06as WHGOPMALHs, OTHOCAIIAACH K IpsIMO  KJTH
KOCBCHHO OIpEe/IEICHHOMY HIIM OlpeJieseMoMy (H3MYecKoMy JHIy (CyOBekTy
MEePCOHAIBHBIX JaHHBIX ),

2) omeparop — Yupex/JeHHe, CaMOCTOATEIBHO HITH COBMECTHO C APYTUMHM JHLaMH
OpraHu3yollee U (Hin) OCylecTBsIolee 00paboTKy NepCOHATBHBIX JIAHHBIX, 4 TAKKe
ompezessiouee uenm o0pabOTKM NEPCOHANBHBIX [aHHBIX, COCTAaB TEPCOHAIBHBIX
AaHHBIX, TIOANEXAUMX 00paboTke, neiicTBUA  (omepainuu), coBeplIaeMble ¢
NEPCOHAIbHBIMU JJAHHBIMH;

3) 00OpaboTka IeEepcOHANBHBIX AAHHBIX - JH0G0e JelcTBHE (omepanus) win
COBOKYIHOCTb JNCHCTBHI (Omepanuii), COBEpLIAEMBIX C HKCNOJIB30BAHHEM CPEJCTB
aBTOMATH3alMKM WM 0e3 HCIIONB30BAHUS TaKUX CPEICTB C MEPCOHAIBHBIMH JAHHBIMH,
BKIIOYas CcOOp, 3alMCh, CHCTEMATH3ALMIO, HAKOIUIEHHE, XpaHEHHe, yTOYHEHHe
(oObHOBNEHUE, H3MEHEHHE), H3BJICUEHHE, UCITOIB30BAHME, nepejady (pacrnpocTpaHeHue,
MPEeOCTaB/IeHHe, JOCTYI), 00e3NMUMBaHKe, OIOKUPOBAHHE, yNaleHHe, YHHYTOKEHHE
NEPCOHAIBHBIX JAHHBIX;

4) aBTOMAaTH3MpOBaHHas 00pabOTKA IIEPCOHANBHBIX JAHHBIX - obpaboTka
NIePCOHAIBHBIX TAHHBIX C MOMOLIBIO CPECTB BBIYUCIUTENLHON TEXHUKH;

5) pacnpocTpaHeHHe MEepCOHANBHBIX NAHHBIX - eHCTBHS, HarpaB/ieHHbIE Ha
PacKpbITHE NEPCOHATBHBIX JAHHBIX HEOTIPeIeIEeHHOMY KpPYT'y JIUIL;

6) mNpeloCTaBieHHe TNEePCOHANBHBIX JaHHBIX - JeHCTBHS, HalpaBJIeHHbIE Ha
PAacKpbITHE MEPCOHANBHBIX JAHHBIX OIPEAETICHHOMY JIHIy HIIH OIpeAeeHHOMY KPyry
JIALL;

7) bioKMpOBaHKME MEPCOHAIBHBIX JAHHBIX - BPEMEHHOE MPeKpaIlieHue 00paboTKu
NEPCOHANLHBIX JAHHBIX (32 HCKIIIOYEHHEM Cllydyaes, eciii oOpaboTka HeoOXomauMa s
YTOYHEHHS I€PCOHANBHBIX JaHHBIX );

8) YHHYTOKEHHME NEepPCOHAIbHBIX NAHHBIX - AEHCTBHS, B pe3ynbTare KOTOPBIX
CTaHOBHUTCS HEBO3MOXXHBIM BOCCTAHOBUTH COJCP)KAHHE IEPCOHAIBHBIX JAHHBIX B
MH()OPMALIMOHHOM CHCTEME MEPCOHATBHBIX NAHHBIX H (nn) B pesynbrare KOTOPBIX
YHHYTOXAIOTCS! MaTepHUalIbHbIe HOCHTEIH MEPCOHAJIBHBIX JAHHbIX;

9) obesnnMunBaHHE TIEPCOHANBHBIX NAHHBIX - NEHCTBHS, B pe3ylbTare KOTOPBIX
CTAHOBUTCS HEBO3MOKHBIM 0€3 HCIO0JB30BaHUS IOMOJIHUTENbHOW HH(OPMALHH
ONpE/CIHTh TNPUHAVIEKHOCTh [MEPCOHANBHBIX JaHHBIX KOHKPETHOMY CYOBEeKTy
MEPCOHATBHBIX TaHHBIX;

10) wuHpopmannoHHAs cHUCTeMa MEpPCOHATbHBIX JAHHBIX - COBOKYITHOCTb
cozepxalluxcsi B 0a3ax JaHHBIX MEPCOHAIBHBIX JAHHBIX W OOECHeYHBAIOIIMX MX
00paboTKy MH(POPMALMOHHBIX TEXHOIOTHH M TEXHHYECKHX CPEJICTB.




5. Tlomomenwe onpelenseT NOPSAOK W YCIOBHS OOPaGOTKH II€PCOHATBHBIX

5 VYupexIeHHH C HCIOJIb30BaHHUEM CpeACTB aBTOMAaTH3allMd H 0Oe3

#s% TAKHX CPEe/CTB.

2. TlepconanpHble naHHBle paGOTHHKA - Jr00as MHPOPMAIMSA, OTHOCSIIASACS K
v pabotHuMKy (CcyOBEeKTYy MepCcOHANbHBIX JaHHBIX) M  HeobXomaumas

TOJATETO B CBA3H C TPYAOBBIMH OTHOIUEHUSIMH, B TOM YHCIIE:

- @aMHIHs, UM, OTYECTBO;

- JaTa ¥ MeCTO POXK/ICHHS,

- ororpaduu;

- aapec NpoXXKUBaHUS (PEruCTpalim ),

- CeMelHOoe, COUMAlIbHOE, UMYIIIECTBEHHOE II0JI0KEHHE;

- oOpasoBaHHe, npodeccus;

- I0XOJIbl, HIMYIIECTBO U UMYLIECTBEHHBIE 00SA3aTENBCTBA,

- Jpyras aHajloryvHas HMHGOpPManMs, Ha OCHOBAaHWM KOTOPOH BO3MOXHA
Oe3o1mnbouHas nIeHTHHKALHS CyOBEeKTa ePCOHANBHBIX JaHHbIX.

K nepconanbHbIM JaHHBIM paGOTHHKA TAaK)Ke OTHOCSATCS:

1) uHbopManus, coaepxamasics B TPyAOBOH KHIKKE;

2) uHpOpMalMd, CcolepKallascsi B CTPAXOBOM CBHIETENhCTBE TI'OCYIAPCTBEHHOTO
IIEHCUOHHOI'O CTPAaXOBaHUSI;

3) unpopmauus 06 obpa3oBaHuH, KBATH(OUKAIHY;

4) wHpOpMaIMsI METUIUHCKOTO XapaKTepa;

5) MOKyMEHTBI BOMHCKOIO y4eTa;

6) Apyrue NOKYMEHTHI, cojepxalnue HHpopMaluo, Heobxoaumyio PaboTomarento B
CBSI3U C TPYZOBBIMH OTHOIIIEHHSAMHU.

1.5. Byma)kHble HOCHTENH EPCOHAIBHBIX JaHHbIX:

1) TpynoBasi KHWXKa;

2) XypHaJlbl yueTa TPYAOBbIX KHHUXKEK;

] 3) XypHan yyeTta KOMaHIHPOBOK;

4) NTUCTKH HETPYIOCIOCOOHOCTH; \

5) Marepuasl 110 yyeTy pabo4yero BpeMeHH;

6) nuunas kaproyka T-2;

7) BXOAALIAs W HCXOAAIIAS KOPPECTIOHIEHIMS BOEHKOMATa, CTPAaXOBOH KOMIIAHHH,
Ciry OBl Cy1e0HBIX TPUCTABOB;

8) IpHKasbl 110 THYHOMY COCTaBY;

. 9) Marepuansl 1O AHKETUPOBAHHIO, TECTUPOBAHHMIO, TPOBEACHHIO COBECENOBaHMIT ©

| KaHAUAATOM Ha T0J)KHOCTB;

10)  nena, comepixaliiie MaTepHaibl aTTecTaluit pabOTHUKOB,

11)  nena, comepxaiine MaTepraibl BHyTPEHHUX pacclieI0BaHMI;

12)  Oyxranrepckas JOKYMeHTAILU.

1.6. OO6paboTka nepcoHaNbHBIX [JaHHBIX, TO €CTh IIOJy4€HHE, XpaHEeHHe,
KOMOMHHMpOBaHHMe, Mepeaya WIH J000e [pyroe HCHOJb30BaHUE IIePCOHATBHBIX
JaHHBIX pAaOOTHUKA MOXKET OCYIIECTBIATHCS HMCKIOYUTEIBHO B LENAX OOecreyeHus
COONMIONIEHHs] 3aKOHOB M MHBIX HOPMATHBHBIX INPAaBOBBIX AaKTOB, COAEHCTBHS
pabOTHHKaM B TPY0YCTPOMCTBE, O0yYeHHH W MPOABHKEHHH 10 CITyXk0e, obecrnedeHus
NUYHON Ge30MacHOCTH pabOTHUKOB, KOHTPOJIS KOJMYECTBA M KadecTBa BHINOIHIEMON
paboTe! 1 0becrnedyeHnst COXPaHHOCTH UMYILECTBA.




JIpn onpegeneHuMH o0beMa M coAepXaHus 00pabaTbiBaeéMbIX NEPCOHATBHBIX
#mix padotHuka PaGotonmarens aomkeH pykoBoAacTBoBaThes KoHcTHTyLHEH U
/v a0BbIM KoZlekcoM Poccuiickoit ®enepaiiiy, ¥ UHBIMHU (e/lepaibHBIMH 3aKOHAMH;

[Ipy npuHATHH pellleHMH, 3aTparuBalOIIMX HHTEpPeChl pabOTHHKA, paboToaaTelh
He HMMEET MpaBa OCHOBBIBATHCS HA MEPCOHATBHBIX JAaHHBIX paOOTHHKA, MOJYyYEHHBIX
HCKJTIOUUTENIBHO B PE3yJIbTaTe UX aBTOMATU3MPOBAHHOM 00pabOTKHU WIIU 3JIEKTPOHHOIO
MOJTyYeHHUS.

3amMTa  NEepCOHANBHBIX  JaHHBIX  pabOTHHKA OT  HENpPaBOMEPHOIO  HX
UCTIOIb30BaHHUS HJIM yTpaThl AOJDKHa ObITh obOecrieyena PaboromareneM 3a cuer ero
CpPelICTB B TIOpSAJKE, YCTAHOBJIECHHOM HACTOSIIMM TpYyIOBBIM KOJEKCOM M HHBIMU
denepabHBIMHU 3aKOHAMH

PaboTHUKM TOMKHBI OBITH 03HAKOMJIEHBI CO CBOMMM IIPAaBaMH M 00S3aHHOCTAMH B
00iacTu 06pabOTKM MEepPCOHATBHBIX JAAaHHBIX, MOC/IE Y€ro IMYHO MOAMNCATh COTIacHe
Ha O00paGOTKy CBOMX MEpPCOHAIBHBIX [aHHBIX, MOATBEPAMB TEM CaMbIM (BaKT
O3HaKOMJIEHHS ¢ HacTosuwM [looxkenuem.

Paboronareny, pabOTHHKM ¥ HMX [pPEACTABUTENH  JOMKHBI  COBMECTHO
BbIPa0aTHIBaTh MEPHI 3AIUTHI IEPCOHAIBHBIX JaHHBIX PAOOTHHKOB.

1.7. TlepconanbHble naHHble Ha OyMaXKHBIX HOCHTENSX XpaHATCS B ceiide
aZIMUHUCTpALIMK Y UpexIeHus.

1.3. Bce nepconainpHble qaHHbIe pabOTHHKA CllEIyeT MOJy4arh Y HEro CaMoro.

Eciv nepcoHanbHble naHHbIE pabOTHHKA BOSMOXHO MOJYYUTh TOJNBKO Y TPEThe
CTOPOHBI, TO pabOTHUK JOKEH OBITH yBeJIOMIIEH 00 9TOM 3apaHee U OT HETrO JIOJKHO
OBITH NOTY4YEHO ITUCBMEHHOE COTJIacHe.

PaGoronarenr pomkeH cooOIUTh pabOTHHKY O LeNsX, IpeArnogaraeMbix
HCTOYHHUKAX M CIOCODaxX IOMy4eHHUs NEepCOHAIBHBIX MAaHHBIX, a TAKXKe O XapakKTepe
TIOJ/UIeXKAIIMX TTOJIyYEHHIO NEPCOHAIbHBIX JaHHBIX U MOCIEICTBUSIX OTKa3a paboTHHKA
JaTh IMCbMEHHOE COTIacue Ha WX TOJIyYeHHe.

1.9. Paboronatens He MMeeT mpaBa MOJy4aTh U 0OpabaThiBaTh NEPCOHAIBHBIE
JlaHHble PabOTHHUKA O €ro NOJMTHYECKHX, PEIUTHO3HBIX M MHBIX yOEKAeHHAX U
YaCTHOW JXW3HHU. B cily4asx, HemocpeJICTBEHHO CBSI3aHHBIX C BOMPOCAMH TPYIOBBIX
OTHOILLIEHHH, B COOTBETCTBUM cO cT. 24 KoHcrutyuuu PO PaGoromarens Brpase
noiy4yaTb M 00pabareiBaTh JaHHBIE O YaCTHOM >KM3HM pPabOTHHKA TONBKO C €ro
ITUCbMEHHOT'O COTJIACHS.

PaboronaTens He UMeeT mpaBa nojy4ars U 00pabaThIBaTh EPCOHANBHbIE JAHHbIE
pabOTHHKA O €ro 4JeHCTBE B OOLIECTBEHHBIX OOBEJAMHEHHSX MJIM €ro MpOdCOO3HOM
ACSATENIbHOCTH, 32 HCKIFOYEHHUEM CIIy4daes, IpelycMOTpeHHbIX TpymoBeiM kogekcom PO
WM UHBIMU (eiepaibHBIMH 3aKOHAMHU.

1.10. O6paboTka nNepcoOHANbHBIX AaHHBIX Pa0OTHHKOB OCYILIECTBIAETCS KaK C
MCTIOJIb30BAHUEM CPEJICTB aBTOMATH3ALMM, TaK M 0€3 UCTIONb30BAHMS TAKUX CPEICTB.

1.11. PaboTHUMKHM He NOJDKHBI OTKA3bIBAThCSI OT CBOMX IPaB Ha COXPaHEHHE U
3alUTY TalHbI 00 UX MEPCOHATILHBIX TaHHBIX.

2. NIOPSIAOK XPAHEHUSI, OBPABOTKH, UCITOJIB30OBAHUS 1
HNEPEJAYY MIEPCOHAJIBHBIX TAHHBIX PABOTHUKOB

2.1. IlepconanbHble 1aHHbIe paGOTHUKOB BMECTe C HEOOXOIUMBIMHU JJOKYMEHTAMH
nepelaloTCs Ha XpaHEeHHe B aIMUHUCTPALIUIO YUpesKIeHHUs.
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ApaBo 10CTyna K NepCcOHATBHBIM JaHHBIM pabOTHHKOB HMEIOT CleJyIOIIHe
AHOCTHDIC JTHLA YYpeKICHHS:
1) aupexTop;
2) raaBHBIH Oyxranrep;
3) HaYalbHHK MaTepHaIbHOIo OTHENA;
4) IenonpoU3BOIUTENb;
5) cekperaps;

2.2. B ceiide Vupexnenus XPaHATCS CJACAYIOLKe NOKYMEHTBI, COjepiKalije
[IepCOHAJIbHBIE IaHHbIe pAOOTHUKOB:

1) TpynoBbie KMk KH;

2) JTHCTKH HETPYNOCTIOCOGHOCTH:;

3) nuYHBIE 1ena COTPYIHUKOB;

4) nuunele KapTouku T-2.

2.3. Ilpu mepemave mepcoHaibHBIX AaHHBIX PaGoTHMKa Pabotonarens pomxen
coOMI0IaTh Clleylolue TpeGOBaH S
1) He coobiuarh nepcoHanbHBIe NaHHbIE paboTHUKa TpeThel CTOpoHe Ge3 MUChbMEHHOTo

coryiacus pabOTHMKA, 3a MCKIIIOYEHHEM CilyyaeB, KOra 5To HEOOXOAUMO B 1EsX
TIPCAYTIPEXACHHS YIPO3bl XKM3HH H 310POBBIO pabOTHHKA, a TaKKe B ciyyasix,
YCTQHOBIICHHBIX (pe/lepabHbIM 3aKOHOM;

2) He cOOOIIATh MEPCOHATBHBIE NaHHBIE pabOTHHMKA B KOMMepYECKHX IieligX 6e3 ero
NIUCBbMEHHOT'O COTJIACHS;

3) npenynpenuTsh JHML, NONYyYAIOUINX TIEpCOHAJIbHBIC TaHHbIE PAOOTHHKA, O TOM, YTO
OTH NaHHBIE MOTYT OBITh MCIONB30BaHbl JIHIIb B LENSX, JUIS KOTOPBIX OHH
COOOLUEHBbI, U TPeGOBaTh OT ITHUX JIHI] MOATBEPKACHUS TOrO, YTO 3TO IPABHIIO
cobmoneno. JIuna, [OTyqarollue MepcoHalbHble NaHHble pPa0OTHUKA, OOA3aHbI
COOMIIONIATh PEXHM CEeKPeTHOCTH (koHQueHManbHOCTH). JlaHHOE TONOXKEHHe He
PacnpoCTpaHsAeTcss Ha OOMEH MepCOHAIbHBIMH JAHHBIMU pabOTHUKOB B nopsiake,
YCTaHOBIICHHOM (pe/lepaIbHBIMH 3aKOHAMH;

4) paspeliaTh JOCTYN K NEPCOHATBHBIM JAHHBIM PabOTHHKOB TOJIBKO CHELMANBHO
YHOJIHOMOYCHHBIM JIMLaM, TP 3TOM YKa3aHHbIE JMIA AOKHBI HMMeETh paBo
TIOTYHaTh TOJBKO Te NEPCOHANbHbIE NaHHbBIE PaGOTHHKOB, KOTOpbIE HEOOXOIUMBI
AJISL BBINOJIHEHHSI KOHKPETHBIX (yHKIIHIA;

5) He 3ampaimBath HHYOPMALHMIO O COCTOSHHUM 30pOBbsl PabOTHHKA, 32 UCKITIOYEHHEM
TEX CBCACHHH, KOTOpblE OTHOCATCS K BOHNPOCY O BO3MONKHOCTH BBITOJTHEHMSI
Pabotaukom TpynoBoit dyHkumy;

6) nepenaBaTh MEpCOHANBHBIE TaHHBIE pabOTHHKa NpelcTaBUTENAM pPaGOTHHKOB B
TOpANKE, ycTaHoBNeHHOM TK P®, u orpanndusare 3Ty un(GopMaLmo ToIbKo TeMu
TICPCOHATLHEIMH  TaHHBIMH PabOTHUKA, KOTOPblE HEOOXOMMMBI JUIS BBIIONHEHUS
YKA3aHHBIMH TIPEACTABUTENSIMH UX (yHKIHIA.

2.4. Pabora ¢ mepcoHaTbHBIMM JAHHBIMH PabOTHHKOB MOJKHA OCYIIECTBIATHCS
TOJILKO B IIOMEIUEHHAX M Ha 000PYI0BaHUH Y UpesxIeHus.

2.5. Paboronarens obecrieunBaer 3allIMTY INEePCOHANbHBIX JAaHHBIX PaboTHuka OT
HEIIPABOMEPHOI0 MX HCIIOJIb30BAHUS MM YTPAThl 3a CYET COOCTBEHHBIX CPeICTB B
TIOpSIAKE, YCTAHOBIICHHOM (he/iepajibHbIM 3aKOHOM.

Paboronarens 06s3aH  03HAKOMUTS pabOTHMKA TOJ pAacIHMCKy €O BCEMH
BHYTPEHHUMH  IOKyMEHTaMH, KacalOIUMHCS MOpsaka  06paboTkw, nepejaayu
[EPCOHANIBHBIX TAHHBIX PAOOTHHUKOB, O IIPaBax U OOS3AHHOCTSX B 3TOH OGJIACTH.
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