;}}1@}1@?{?&1@6 Nel2

Cornacosano
Hpqﬁ@ﬂ%@ww TIepBHYHOI
n})})tbgz,p}o,auefroﬁraﬂusaunn Gl
2o A \E H. Tpoxoaa T;CPIJIO]JOBCKHM
' éﬁﬁpﬁ,}lgﬂ TPYAOBOTO 20_f4r.
20/9 —

IMos0:kenue
0 XpPaHEeHHH U MCNOJIb30BAHUM MEPCOHAJBHBIX AaHHLIX PA00THHKOB

Hacrosiuee [Tonoxenue onpenensieT OCHOBHbIE TpeOOBaHMs K MOPAAKY TOJIYUYEHUs, XpaHEHHUS,
KCIOJIE30BaHUS H Nepenad (nanee - 00paboTke) NepCOHAIbHbIX JaHHBIX PAOOTHUKOB.

1. OBIIHUE MMOJIOKEHUA

[TepcoHallbHbIC JaHHBIE PA0OTHUKA - 3TO HHpOpMaLUs, HeoOxonumas paboTOAATENIO B CBA3H
C TPYJOBBIMH OTHOINEHHUSAMH U KAcaroIasicss KOHKPETHOro padOTHHKA.

[TepconansHple naHHBIE PabOTHHKA CONEPXKATCST B OCHOBHOM JIOKYMEHTE IEPCOHAIBHOTO
yuera paOOTHHKOB - INYHOM Jelie paboTHHKA.

JIM4yHOE JIENI0 COCTOMUT U3 CIIEAYIOILUX Pa3/IENoB:

AHKeTHO-OHOrpapHUecKie U XapakTepU3YIOIIUE MaTEepHallbl, K KOTOPBIM OTHOCATCS:

aHKeTa;

aprobuorpadus;

OIIUCH JOKYMEHTOB 06 00pa3oBaHuu;

pe3ysbTaTel MEIHWIMHCKOro o0CieloBaHUs Ha I[pPeIMeT TFOJHOCTH K OCYILECTBJIEHHMIO
TPYJOBBIX 00s3aHHOCTEHH;

KOIIHS NPUKa3a 0 mpueme Ha paboTy;

TPYZIOBOH AOTOBOP;

JIOKYMEHTEI, CBSI3aHHBIE C NEPEBOAOM H MepeMelneHueM paboTHHKA (KONMHW IMPHKAa3O0B,
JOTIOJIHUTEILHBIE COVIAILEHHS);

BBIMTUCKM (KOMHHU) U3 JOKYMEHTOB O MPHCBOSHHMH TMOYETHBIX 3BAHUH, YHUEHOH CTENEHH,
Harpa)<JIeH1H rocy1apCTBEHHBIMU HAPagaMu:

KOIIMH HarpaiHkIX JIUCTOB;

aTTeCTALMOHHBIE JIUCTHI;

KOIKH MPUKA30B O MOOLIPEHHSIX, B3bICKAHUAX;

XapaKTEPUCTUKH U PEKOMEH/IATENIbHBIE TUChMA;

3asBjieHHE pPaDOTHHKA 00 YBONIbHEHHH;

KOIlMA NpUKa3a 00 yBOJIBHEHHH;

JpYTHE JOKYMEHTBHI, HAXOXICHUE KOTOPbIX B JIMYHOM Jleyie Oyaer INpH3HAHO
LeJ1eco00pasHbIM.

ﬂOHOHHHTeJII:HI:IC MaTepHalbl, K KOTOPBIM OTHOCATCS:

pacnucka  paboTHMka 00  O3HAKOMIGHMH ¢  JOKYMEHTAMH  OpraHH3allHH.
YCTAHABJIMBAIOLIUMH MOPALOK 00pabOTKK NEPCOHANBHBIX JaHHBIX PaOOTHHKOB. 2 TaK #e 0
€ro npapax ¥ 0043aHHOCTAX B 3TOH 00/1acTH;

XapaKTEPHUCTHKH C MPeKHEro Mecta paboTr;

JIOTIOJTHEHHE K JIMYHOMY ACTIY;

Apyrue JOKYMEHTbI, HaXOXACHHE KOTOPbIX B JTHYHOM Ieie OVvieT npuisaso
nesecoobpasHeM. B nudHOe feno paboTHHKA BKIIOYASTCS TAKAS ONHCH BCEX 108} MEHTOS.
HaXOI[IIUXCH B JeJIe.

2. HOJYYEHUME ITEPCOHAJIbHBIX TAHHBIX PABOTHHKA

Ilonyuenue, xpaneHHe, kOMOMHMpPOBaHHE, Iepeiada HIH TOOOS IPYTOS HCTIONB3OBAHHS
MePCOHAIbHBIX AAHHBEIX PAaOOTHHKA MOMKET OCYILECTBASETCH HCKTIOYHTEILHO B UEAsX oDecnedeHus
COOJIIOZIEHHS 32aKOHOB M HMHBEIX HOPMATHBHBIX I[IPABOBBIX &KTOB. COJSHCTBHS pabOTHHKaM B
TPYAOYCTpO#icTBE, OOy4YeHHM M TMpPOABHIKEHHS MO CiavikDe. obecnedenns IH4YHOH OE30MAaCHOCTH
PabOTHHMKOB, KOHTPOJISA H KQUeCTBA BLINOIHAEMOIT paboThl H ODeciedeHHs COXPAHHOCTH MMYILECTBA.
Bee nepconansubie ganHble paboTHHKA IIOMYHAIOTCS y Hero camoro. Ecim mepcoHatbHble JaHHbIC
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paBOTHHMKA BO3MOIKHO IOJYYHTh TOJIBKO y TPETHEH CTOPOHBI, TO PAGOTHHK JOKCH ObITh YBENOMIIEH
06 3TOM 3apaHee, ¥ OT HETO JAOJDKHO ObITh IIOXYYEHO MHChbMEHHOE cornacke. Paboroaarens HOKEH
CO0BUHTE PAaGOTHHKY O TENX, IPEANOaraeMbeIX HCTOUYHHKAX M crocofax MOMyueHHs NePCOHAIbHBIX
NIaHHBIX, a TaK K€ O XapakTepe HOMISKAILUX MOJIyYEHHID NEPCOHANBHBIX JaHHBIX M MOCIEACTBHAX
0TKa3a pabOTHHKA JaTh IHCBMEHHOE COTJIaCHe Ha UX MOyUYeHHE.

He pomyckaercs monyueHue M 0OpaGoTKa IEPCOHANBHBIX JaHHBIX pabOTHHKA O €ro
[OJINTHYECKHX, PETMIMO3HBIX W MHBIX YOEMICHUSIX M YaCTHOM JKM3HH, 4 TaK XK€ O Cro ‘WICHCTBE B
OBLIECTREHHBIX OOBEIUHEHHIX WIH ero npod)CO3HOH ESTENBLHOCTH, 38 MCK/IIOYCHHEM CITyHaes,
TIpeNyCMOTPEHHBIX 3aKOHOAATENLCTBOM PO.

TIpy NpUHATHE peINeHNH OTHOCHTENBHO PabOTHHKA HA OCHOBAHHH €TI0 NEPCOHANBHBIX NaHHBIX
HEe JIONyCKaeTCs HCTONB30BAHNE JAHHBIX, [MOJIyYEHHBIX HCKIIOYHTE/ILHO B pE3ynpTaTe HX
ABTOMATH3HPOBAHHOH 00pabOTKY WM JJICKTPOHHOIO [OJIyUeHHs.

B chayuasx, HENMOCPEACTBEHHO CBS3aHHBIX C  BONPOCAMM TPYAOBBIX OTHOLICHWH, B
coOTBeTCTBHA ¢0 ¢T.24 KonctuTynuu PO Bo3MOKHO moiryucHHe H 00paGOTKa JaHHBIX O YaCTHOH
JKH3HU pabOTHUKA TOJIBKO C €0 MUCHMEHHOTO COTJIACHSL.

3. POPMUPOBAHHUE U BEJEHUE JIMYHBIX JIEJI

JInunoe meno paGoTHHKa GopMuUpYETCs MOCHE H3AaHWs TIpHKasa O €ro MpueMe Ha paborty.
[lepBoHAUANBLHO B JIHYHOE JAENO IPYNIMPYIOTCS JOKYMEHTBI, COAEprKallie NMEPCOHAILHBIC NaHHbBICe
paGOTHHKA, B IIOPAJIKE, OTPAXKAIOLIEM IIPOLIECC MpHeMa Ha paboTy: 3asiBiIeHue paboTHHKA O IPHEME Ha
pabotry, amkera, asroOuorpadus, XapaKTEPMCTUKA-DEKOMEHIALMA, Pe3yNbTaT MEIULHHCKOro
06c/Ie10BaHMS Ha MPEJIMET TOJHOCTH K OCYLIECTBICHHIO TPYIOBBIX 00s3aHHOCTEH, KOMUS IIpUKasa O
npueme Ha paboTy, pacmucka paboTHMKa 00 O3HAKOMJIEHMM C JOKYMEHTaMH OpraHM3aliH,
YCTAaHAB/IMBAIOIIMME TIOPAJOK 0OpabOTKH NEePCOHANBHBIX JIAHHBIX PAOOTHHKOB, a TaK ke o6 ero
npapax H 00A3aHHOCTAX B 3TOM oOmacTH, pacmucka 00 O3HAKOM/ICHHM €ro ¢ JIOKAJIbHBIMH
HOPMATHBHBIMM aKTAMH OpraHM3allMy, Paclucka 00 O3HAKOMIEHHH C IPaBUIaMH BHYTPEHHETO
TPY/IOBOIO PACTIOPSIKA OPraHU3aliH, JOMOIHEHHE K TNIHOMY Jey, TPYAOBO# IOroBOp, 10r0BOPEL 0
MaTepHalbHON OTBETCTBEHHOCTH, BHYTPEHHSS OIHCE.

Bce IOKyMEHTHI TOJIIMBAIOTCS B OGIOXKKY 00pasia, yCTaHOBNEHHOrO B 00paszoBaTeNbHOM
YUPEXKIEHHH, HA OOJIOKKE JOIDKHBI GBITH (haMUITUSL, UMsI, OTHECTBO PabOTHHKA.

Jludnomy Aeny NpHCBAaHBaeTCs HOMEP, KOTOPbIH (GUKCHPYETCs B XKypHaJe ydeTa JUYHBIX [CIL.
B xaxaoMm pasjielie IHYHOTO Jella BEAETCs BHYTPEHHsS OMKUCH, Ky/la 3aHOCATCA HAMMEHOBAHHUS BCEX
MOIIUTHIX JOKYMEHTOB, JaTa MX BKIIOYEHHS B [E€N0, KOJHYECTBO JIUCTOB, & TAK XKE JaTd MIBATHI
JOKYMEHTA M3 JleNla C yKa3aHWeM JIHIA, M3bSBINEro NOKYMEHT, M MPUUMHY H3bATHA. B ciyuae
BPEMEHHOTO M3BATHS JIOKYMEHTA BMECTO HEro BKIIAIBIBACTCS IHCT-3aMeHnTeb. M3bATHE IOKYMEHTOB
W3 TMYHOTO JIeNa IPOU3BOANUTCSA HCKITIOYHTENBHO ¢ Pa3pelleH s JUPEKTOpa ANapTaMeHTa [epcoHaa.
BiyTpeHHSS OMHCEH NOAINNUCHIBACTCS JTULIOM, €€ COCTABIISIIONINM, C YKA3aHHEM JaThl COCTABICHHA. Bcee
JOKYMEHTBI, MOCTYIAIOUIHE B JMYHOE MAEN0, BEAYICS B XPOHONIOTHuecKoMm nopsake. JIHcTer
JIOKYMEHTOB, IOJUIATEIX B JMYHOE JeN0, HyMepyloTes. JINYHOe 1e/10 BeIeTCs Ha MPOTSKEHHH BCEH
TPYIOBOH JEATENBHOCTH paboTHHKA. M3MEHEHWs, BHOCHMBIE B JIMYHOE [€10. IOKHBI OBITh
MOATBEPYICHE COOTRETCTBYIOLIMMH JOKYMEHTaMK (HalpUMeEp, KOTHs CBHISTEIbCTRA O Opake).

PaGOTHHMK, OTBETCTBEHHEIH 3a JOKYMEHTALMOHHOE OOECNedeHHE KaapOBOH IeATENbHOCTH,
TMPMHHAMAET OT PUHUMAEMOT0 Ha paboTy paboTHHKA JOKYMEHTBI, IPOBEPSACT MOIHOTY HX 3aMOTHEHHS
W [PaBUJILHOCTh YKa3bIBAEMBIX CBEICHHI B COOTBETCTBHHU C NPEABABICHHBIMH JIOKYMEHTAMH, 3aTEM
3aBEPAT: TODKHOCTD, OAINCH, J1aTa BKIFOUEHHS B JINUHOE 1EJI0.

4. [IPABA U OBSI3AHHOCTHU PABOTHUKA B OB TACTH 3ALIHTBI ETO
NEPCOHAJIBHBIX JJAHHBIX

PaGotHuk  ofs3yeTcs  MPENOCTaBNATh  MEPCOHATBHLIE — IdHHBIC.  COOTBETCTEYIOLIMC
nefcTeuTensHOCTH. PaOOTHUK MMeEET IpaBo Ha:

- TIONHYIO HH(POPMAIIHIO O CBOMX MEPCOHATBHEIX JAHHLIX H 00paboTye ITHX JaHHBIX,

- cBoGOmHBIR GecIIATHEIA JOCTYN K CBOHM MEPCOHATHLHBIM JaHHBLIM. BKIHOYas Npaso Ha
MoJTydeHHe Komuit moboil 3amucH, colepikalicH MEPCOHATbHbIC JauHble pabOTHHKA, 33
MCK/IIOUEHHEM CTydaeB. Npe1yCMOTPEHHbIX 3aKoHO1aTeascTsoM PO:

OTpejieNieHHe CBOMX NPeACTaBHTECH LIS 3aLUHThI CBOMX NEPCOHATBHBIX AaHHbIX]

JOCTYIl K OTHOCSIIMMCH K HEMY MEIMIHHCKHM JaHHBIM C MOMOLIBIO MEIHIIHHCKOIrO
CIIELHATHCTA [I0 CBOEMY BBIOOPY:
- TpeGoBanKe 00 MCKIIOYSHHH HIIH HCIPABICHHH HEBEPHBIX HITH HEMOJIHEBIX NEePCOHATBHBIX
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N@HHBIX, & TaK JKe AaHHBIX, 00paboTaHHBIX ¢ HapylleHHeM TpeboBaHuUi.

I[Ipu orkase paboroparesnss HCKIIOUMTh WM MCIPABHThH [EPCOHANIBHBIE HaHHBIE PAGOTHUKA OH
MMEET NPaBO 3asBUTH B IMCBMEHHOH (popMe paboTomaTelo 0 CBOEM HECOTIaCHH ¢ COOTBETCTBYIOLINM
o6ocHOBaHKEM Takoro Hecornacusi. [lepcoHanbHele TaHHBIE OLEHOUHOro Xapakrepa pabOTHHK HMeeT
11PaBo JIONIOJIHUTE 3asBJIEHHEM, BBIPAXKAIOLLMM €r0 COOCTBEHHYIO TOUKY 3pEHUS:

- Tpebosanue o0 W3BelleHHH paboToAATENEM BCEX JIMIl, KOTOphIe paHee OBUTH COOONIEHEI
HEBEPHBIE WJIH HEIOJIHBIE [1EPCOHANBHBIE JaHHbIe paboTHHKA, 000 BCexX [IPOHU3BE/ICHHEBIX B
HHMX MCKIIIOUEHHAX, HCIIPABIEHUAX UM JONOJTHEHHUAX;

- ofanoBaHuE B CyJ JMIOOBIX HENMPABOMEPHBIX AeHCTBHET Wi Ge3neiicTBHs paboTomaTes
npu 00paboTKe M 3aIIUTe ero NepCOHaIBHBIX JaHHBIX.

S. YYET, XPAHEHHUE U ITIEPEJAYA TEPCOHAJIbHBIX TAHHBIX PABOTHHUKA

Jlnunple fena, B KOTOPBIX XpaHATCA [EPCOHANBHBIC JAHHBIE pPabOTHHKOB, SBISIOTCS

JOKyMeHTaMu «J[J11 BHYTPEHHETO MOJIL30BAHUAN.
JInvHoe feno perucTpupyercs, 0 YeM BHOCHTCS 3amuch B «KypHall yuyeTa JMYHBIX Je».
KypHan coneput caeayromue rpadur:

1. IopsanxoreIii HOMep TUYHOTO A€,

2 DaMuIIHs, UMS, OTYECTBO COTPYAHHKA,
3. JlaTa noctaHoBKH Jeiia Ha y4er.

4. JlaTta cHaTHE C y4eTa.

B nenapramenTe rnepcoHana XpaHATCS JHYHbIE jefa pabOTHUKOB, pabOTAIOMMX B HACTOSIIEE
Bpems. Jlng 2TOro Mcmone3yercss chenuMansHO 00opyloBanHble mKadbl WM celidbl, KOTOPHIE
3aIMPAIOTCS M ONEYAThIBAIOTCA. JIMUHBIE JIe)a pachoiaraloTes B al(paBuTHOM IOPsIKeE.

[locne yBonbHenus paGOTHHMKA B JIMYHOE [CJIO BHOCSTCS COOTBETCTBYIOIIME JOKYMEHTHI
(3asBJICHHE O pPACTOPIKEHHMM TPYIOBOIO [OrOBOpa, KOMWsS TNPHKA3a O DACTOPIKEHHH TPYH0BOTO
JIOrOBOPa) COCTABJISIETCS OKOHYATENLHAS OMHCh, CAMO JIMYHOE Je)i0 0QOpMIISIETCS U NepeaaeTes s
XpaHEHUs B apXUB OPraHU3alMH.

He nonyckaerest:

1. Coobmiate nepconanbHble JAaHHBIE palOTHHKA TPEThbeW CTOpPOHE G€3 MHUCHMEHHOTO
cornacus pabOTHHKA, 38 MCKIIOYEHHEM CITy4aeB, KOIa 3T0 HeOOXOAMMO B LEAX NpeLyNpekIeH s
YTPO3bl XU3HU H 300POBLI0 pab0THHKA, & TaK JKe B CIIy4asX YCTaHOBJICHHBIX 3aKOHOAATENILCTBOM PO,

2, Coo0wiath nepcoHambHbIE NaHHBIE pabOTHHKA B KOMMEDPYECKHMX LEsX 0e3 ero
MHUCHMEHHOTO COTJIACHSL.
3. 3anpaiuBarh KHOOPMALMIO O COCTOSHHH 3L0POBbS pabOTHHKA, 33 MCKIIOYEHHEM TeX

CBEJCHHH, KOTOPBIC OTHOCATCA K BOIPOCY O BO3MOXKHOCTH BBINOJHEHHSI PabOTHUKOM TPYJOBOMH
Gynkmu.

JlocTynm K mepcoHaNbHBIM —JaHHBIM PabOTHUKOB paspemiaercs TOJNbKO —CHELHATIBHO
YIOJIHOMOYEHHBIM JIMLIAM, [IPH 3TOM YKAa3aHHBIE JIMLA JOKHBI MMETH MPABO MOJIYYaTh TOJIBKO TE
NEPCOHANBHBIC NAHHBIC PA0OTHHKA, KOTOPbIE HEOOXOMMMBI JUIsl BBIIOJHEHNS KOHKPETHBIX (QYHKIHL.

Ilpn  mepenaye nepcoOHaNBHEIX JaHHBIX DabOTHHKA TPETHHM JIHIAM  HEOOXOZMMO
MPEAYNPEIHAATH HX O TOM, 4TO ITH JAaHHBIE MOTYT OBITh MCMONB30BAHBI JIULIb B LENSX, 11 KOTOPHIX
OHH COOOILIEHBI, M TPeGOBaTh OT 3THX JIHIL MOATBEPIKACHHS TOTO, YTO 3TO TIPaBHIIO cobumoeHo. Jlia.
NMONy4AIOIHKE NEPCOHANBHBIE JiaHHbIE palOTHHKA, 06f3aHBI COOJMIOAATH PEKHM CEKPETHOCTH
(KOH(UAEHIHATEHOCTH),

Hckmouenne cocraBnsier oOMeH MNEPCOHANBHBIMH AHHBIMH padOTHHKOB B mNOpsIke,
YCTaHOBJIEHHOM 3aKOHOATEILCTBOM PO,

[lepenaua mnepcoHanpHBIX JaHHBIX paGOTHHKA €r0 MpPeICTABHTEIAM OCVIISCTEISSTCS =
[IOPAZIKE, YCTAaHOBICHHOM B opraHuszanmu. OObem mnepenasasmoii unbopMal:

TOJIEKO TEMH ME€PCOHANbHBIMHM JAHHBIMU pPa0OTHHKA. KOTOphIE HEOONOINME]
YKa3aHHbIMU MPEJICTABUTENAMH MX (DYHKIIMH.
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