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[TonoxeHue O MEPCOHANbHBIX NAHHBIX PaOOTHUKOB

1 OBIIIME NNOJIOXEHUA

1.1 Hacrosmmm [lomoxeHweM OIpenensercss NOpSAoK oOpalieHuss ¢ NepCOHANbHBIMU
nanaeiMu paboTHHKOB OAO «I opoauIneHCKui KOMOHHAT XJIeO0IPOAYKTOBY (Hajee — HPENPHUSITUE).

1.2 YnopspouyeHue oOpamieHHs C NEpCOHANBHBIMK [aHHBIMH HMEET LEIbI0 O0eCHeunTh
COONMIOJIeHHe 3aKOHHBIX TpPaB M HWHTEPECOB NPEANPHUSATHS H €ro pabOTHUKOB B CBS3M C
HEOOXOIMMOCTRIO MoNTyueHus (cOopa), cucreMaruszanuy (KOMOMHUPOBAHHKS), XPAHEHUS ¥ TIEpeaydu
CBeJICHUH, COCTABIISIONINX EPCOHAIBHBIE TaHHBIE.

1.3 TlepconanbHble NaHHBIE paOOTHUKA - HHOpMAaIsl, HeoOxoaumas paboTONAaTENIO B CBS3U
C TPYZIOBBIME OTHOIICHUSAMHU U Kacaromasics KOHKPETHOTO pabOTHHKA.

1.4. CBeneHus 0 IEPCOHAIBHBIX TAHHBIX PAOOTHHUKOB OTHOCSATCS K YHMCIY KOH(HUICHIUATBHBIX
(COCTaBNAIOMIMX OXpaHSEMYIO 3aKOHOM TaiHy NpeanpusTtus). PexuMm KoHOUICHIUATFHOCTH B
OTHOIIEHWH NTEPCOHANBHBIX JaHHBIX CHUMAETCS:

» B Cly4yae uX 00e3THINBaHUS,

b

» IO UCTEYEHHH /5 JIeT CpOKa UX XPaHECHHUS;
» B JAPYIHX CIydasX, IpeIyCMOTPEHHBIX (enepaTbHbIMU 3aKOHAMH.

1.5. Tlonoxenue paszpaborano B coorBercTBuU ¢ Konctutymueit Poccuiickoit denepaiumy,
Tpynoeim  Kozexcom Poccuiickoit @enepanmu (manee — TK P®), @enepanbHbM 3aKOHOM OT
27.07.06 No 152-®3 «O mnepcoHanpHBIX JaHHBIX» M JAPYITMMHK JEHCTBYIOIIMMHM HOPMAaTHBHO-
IpaBOBbIMU akTamu PO.

2. OCHOBHBIE IIOHATHA. COCTAB IIEPCOHAJIBHBIX TAHHBIX
PABOTHUKOB

2.1. Jlnsg nene#t Hactosmero I1onoeHus HCIOMB3YIOTCS CIEYIONINE OCHOBHBIE ITOHITH:

NepCcoOHAIbHble OaHHble - JI00as WHpOpMANusi, OTHOCAIIASCS NPSMO HIH KOCBEHHO K
OTIPEICIICHHOMY HJIH OIlpesiesieMoMy (pu3udgeckoMy ULy (CyOBeKTy MepCOHANBHBIX TAHHBIX);

00pabomka nepcoHANbHbLIX OAHHBIX pabomHuka - 7r000e neHcTBue (omepamnus) iU
COBOKYIHOCTH JAECUCTBUH (OIepanuii), COBEPIIAEMBIX C UCIIOIB30BAHUEM CPEJICTB aBTOMATHU3AIUH WU
6e3 HCIONB30BaHUS TaKUX CpPEACTB C IEPCOHANBHBIMH JaHHBIMM, BKJIIOYas cOOp, 3amuch,
CHCTEMAaTHU3alMi0, HAaKOIUIEHWE, XpaHeHHWe, yTOYHeHue (OOHOBJIEHWE, W3MCHEHHE), W3BJICUEHUE,
UCIIONB30BaHUE, TIiepenady (pacupocTpaHeHWe, IPEIOoCTaBIeHWe, HOCTyN), O0e3NWuYMBaHue,
OIOKUpOBaHHE, yIAICHUE, YHUYTOXKEHUE IEPCOHAIBHBIX TaHHBIX;

pPaACnRpOCMpAHEHue HNepPCOHAIbHbIX OQHHBIX - I[CﬁCTBI’ISI, HaIIpaBJICHHBIE Ha pPacCKpbITUC
NEPCOHATIBHBIX JaHHBIX pa6OTHHKOB HEONIPEACIICHHOMY KPYTY JIUII;

npeoocmaeieHue NnepCOHANbHbIX OGHHbLIX - JEUCTBUS, HANPAaBICHHBIC Ha paCKPLITHE
NEePCOHATBHBIX JaHHBIX PAOOTHUKOB ONPENEICHHOMY JIUILY WM ONPEIEIEHHOMY KPYTY JIULL;

A6MOMAMU3UPOEAHHAA 00pPAOOMKA NEPCOHAIBHBIX OAHHBIX - 00paboTKa MEepPCOHATIBHBIX
JIAHHBIX C TIOMOIIIBIO CPEICTB BEIUHCIUTENLHON TEXHUKH,

010KUpOo6aHue nepcoHAIbHbIX OAHHBIX - BDEMEHHOE IIPEKpailieHie 00paboTKU MepCOHaAIBHBIX
JNAHHBIX PaOOTHHUKOB (32 MCKIIOYEHHWEM CIIy4aeB, eciu 00paboTka HeodXoawma s YTOUHEHUS
NIEPCOHATBHBIX JaHHbIX);
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YHUYMOMNCEeHUE NepCOHA/IbHbIX OaHHBIX - JCUCTBUS, B pPE3YIbTATC KOTOPEIX CTAHOBHUTCIA
HEBO3MOXHBIM BOCCTAaHOBHTH COACPKAHUEC IIEPCOHAIBHBIX IOAaHHBLIX B I/IH(I)OpMaHHOHHOﬁ CHUCTEMCE
NEPCOHAJIBHBIX NaHHBIX pa6OTHI/IKOB U (I/IJ'II/I) B PC3YJIbTATE KOTOPBIX YHHUYTOXKAKOTCA MAaTCPpUAIBHBIC
HOCHUTECIIA NIEPCOHAIIBHBIX JAHHBIX pa6OTHI/IKOB;

obe3nuyueanue NePCOHAILHBLIX OAHHBIX - JCUCTBHS, B PE3YJIbTATe KOTOPBIX CTAHOBUTCS
HEBO3MOKHBIM 0€3 HCIIONB30BaHUS JOMOJHUTENIFHON HH(OPMALUHM OIPEACIHTh MPUHANICKHOCTH
IIEPCOHATIBPHBIX JTAHHBIX KOHKPETHOMY PaOOTHUKY;

urgopmanua - cenieHus (COOOUICHUS, TaHHBIE) HE3aBUCUMO OT (OPMBI UX NPEICTABICHHS;

OOKYMEHMUPOBAHHAA UHPOopmayua - 3adUKCUPOBAHHAS Ha MaT€PUATHHOM HOCHTENE TyTeM
JOKYMEHTHPOBaHUS HHPOPMAIHS ¢ PEKBU3UTAMHY, ITO3BOJISIOIUMHE ONPEAETHUTE TaKyi0 HHGOPMAILHIO
HJIM €€ MaTepHaIbHBINA HOCUTEINb.

2.2. Uubopmamus, mpencraBinseMas paOOTHHKOM HpU IIOCTYIUIEHMM Ha paboTy Ha
npennpusTie, TOJDKHA UMETh JNOKYMEHTalbHyIo0 (opmy. IIpu 3akimodeHuu TpPyZOBOTO I0TOBOpa B
cootBeTcTBUU cO cT. 65 TK PO murio, moctynarommee Ha paboTy, IpeIbIBISET:

»> TacmopT WIX UHOH JOKYMEHT, YAOCTOBEPSIOIHUH THIHOCTS;

» TPYHOBYIO KHIDKKY, 32 UCKIIIOUCHUEM CIIydaeB, KOTia JOTOBOP 3aK/II0UACTCS BIIEPBLIE, UK

pabOTHHK NOCTynaeT Ha pabOTy Ha YCJIOBHSX COBMECTUTENBCTBA, WM TPYIOBas KHIDKKA Y

pabOTHHKA OTCYTCTBYET B CBSI3H C €€ YyTPaTOX HIIM IO APYTUM IPUYHHAM;

» CTpaxoBO€ CBHAETEIHCTBO F'OCYAAPCTBEHHOIO IEHCHOHHOIO CTPaXOBaHU;

» JTIOKYMEHTHI BOMHCKOTO y4eTa - JIIs JIMII, IIOJIeKAITX BOMHCKOMY YUETY;

» JOKYMEHT 00 00pa30BaHHH, O KBAIU(DUKANWY WA HAIWYUHN CHEIHAIBHBIX 3HAHUM - TPU

TIOCTYIIJICHUH Ha paboTy, TpeOYIOLIYyIO CleMaIbHBIX 3HAHWH WM CHELMaIbHOMW OATOTOBKH;

» B OTAENBHBIX ciydasx c¢ yderoM cnenucuku paborsl TK PO, uabiMu denepaibHbMu

3akoHamH, ykazamu Ilpesunenta Poccmiickoit @enepanuu ¥ [OCTAHOBIECHHSIMU

[IpaButensctBa Poccuiickoit @enmepanuu MOXET IPELyCMAaTPUBATBCS HEOOXOIUMOCTD

IIPEIbSIBICHUS IIPH 3aKIIOYEHUHU TPYIOBOTO TIOTOBOPA JOMOMHUTENHHBIX TOKYMEHTOB.

2.3. Ilpu odopmnenuu paOoTHHKA COTPYIHHKOM OTHENa KaipOB  3alojHSETCH
yuudunuposanHas dopma T-2 "JIngHas xapTouka pabOTHHKA", B KOTOPOH OTPaKarOTCH CHEAYIOLIKE
aHKeTHBIE B Ouorpaduyeckue naHHble pabOTHHUKA:

» obmue ceenenus (P.1.0., nata poxIeHUs, MECTO POXKICHUS, I'PaXIAHCTBO, 00pa3oBaHue,

npocdeccus, CTax paboThl, COCTOSHIE B Opake, MacIOpPTHHIC JaHHBIE);

i

» CBeIEeHHsS O BOUHCKOM YYeTe;
» JaHHBIE O IpHEMe Ha padoTy;

» CBEICHHS 00 aTTecTalluy, OIICHKE;

» CBEIEHHS O MOBBIICHHON KBATH(UKAIAY;

» cBeleHus 0 IpohecCHOHATHHOM MEePEeOATrOTOBKE;

» CBeIeHHS O Harpaaax (MOOIIPEHHUSIX ), TOYETHHIX 3BAHMUSX;

» CcBeJeHHs 00 OTIycKax;

» CBEICHHS O COLUATHHBIX FapaHTHUIX;

»> CBEIEHHS O MECTE JXUTEIHCTBA U O KOHTAKTHBIX TeNle(hoHax.

2.4. JIokyMeHTHI, cofiepiKalllie IIEPCOHANTbHBIC JaHHBIC PA0OTHUKOB:

»  KOMIUIEKCHI JOKyMEHTOB, COIIPOBOJKIAOIIIE IPOIecC 0GOPMIIEHHS TPYAOBBIX OTHOILEHHUH

IIpu nnpueme Ha paboTy, nepeBoe, YBOJbHEHHUH;

» KOMILIEKC MaTepHAIOB II0 aHKETHPOBAHUIO, TECTUPOBAHMIO, IPOBEAEHHUIO COOECETOBAHMIM
C KaH/IUJaTOM Ha JOJDKHOCTE;

» TOIJIMHHHKH YU KOIMHU IPUKA30B (PaCIOpsHKEHHN ) TT0 Kaipam;

» JIMYHBIE JIENa U TPYAOBbIE KHIXKH;

» Jena, cCoAep Kallre OCHOBaHHUS K IMPUKa3y MO JMYHOMY COCTaBY;
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» Jlena, CoAep Kalue MaTepUalbl aTTECTAIMK (OLEHKH) paOOTHUKOB;

»  chnpaBOYHO-MH(GOPMAITMOHHBIM OaHK JaHHBIX IO IEPCOHANY (KapTOTEKH, XyPHAJIbI);

» TONIMHHUKA ¥ KONWM OTYETHBIX, AQHAINTUYECKAX ¥ CIPAaBOYHBIX MAaTE€PHANOB,
nepeaaBaeMbIX PyKOBOJCTBY KOMITaHMH, PyKOBOJUTENSIM CTPYKTYPHBIX IOApa3aeIeHu;

»  OTYETHI, HAllpaBIsieMbIe B TOCYIapCTBEHHBIE OPraHbl CTATUCTHKY, HATOrOBbIE HHCIIEKIIUH,
NCHCUOHHBbIE (QOHIBL, (OHABI COIUAIBHOIO CTPAaXxOBaHHS M JpPYIHE YUpPEXKICHHS, B

COOTBETCTBHUH C HeﬁCTBYIOHIHM 3aKOHOJATeILCTBOM PD.

3. ObPABOTKA IIEPCOHAJIBHBIX JTAHHLIX PABOTHUKOB

3.1. VicrounukoMm wuH(OpMamumu 000 BCeX NEPCOHANBHBIX JaHHBIX DPaOOTHHKA SBISETCS
HEMOCPEeACTBEHHO paboTHHK. Eciay nepcosaibHble TaHHbIE paOOTHUKA BO3MOXHO MOJIYYUTH TONBKO
TPEThEH CTOPOHBI, TO paOOTHHUK AOJIKEH OBITH 3apaHee B MUCEMEHHOU GopMe YBEIOMIICH 00 9TOM 4 OT
HEro JOJDKHO OBITH MOJy4EHO MUCBMEHHOE coriacue. Paboromarens 00s13aH cOOOMMTh pabOTHHKY O
eJsIX, MPEANnoiaraéMblXx HMCTOYHUKAX M CIOCO0axX IMOJydeHMs NEPCOHANBHBIX JIaHHBIX, a TaKkKe O
MOCTIEICTBUSIX 0TKa3a paOOTHHKA 1aTh MICHMEHHOE COTJIacue Ha UX MOTyUYeHUe.

3.2. PabGoronmarenr He HMEET MpaBa MONydaTb W 00OpabarThiBaTh MEPCOHAJILHBIE HaHHEIE
pabOTHHUKA O €r0 NOJIUTHYECKUX, PETUTHO3HBIX M UHBIX YOEXKIECHUSIX U YaCTHON XKHU3HHU, & TAKIKE O €T
YJICHCTBE B OOINECTBEHHBIX OOBEIMHEHUSX MM €ro MPOQCOIO3HON AEATEIHFHOCTH, 38 HCKIIFOUEHMEM
ClIydaeB, IPENyCMOTPEHHBIX 3aKOHOAATENbCTBOM P®. B ciyuasx, HENMOCPEACTBEHHO CBSA3aHHBIX C
BOIIPOCAMU TPYJOBBIX OTHOIIEHMH, B COOTBETCTBUU CO cT. 24 KoHcTutynuu PO pabGoronarens Bnpase
nonyyarb U 0OpaOaThIBaTh NaHHBIE O YaCTHOW JKM3HH DAOOTHHKA TONBKO C €ro NHCHMEHHOTO
corJlacusi.

3.3. OOpaboTka HEpCOHANBHBIX NaHHBIX pPaOOTHHKOB paboToJaTeeM BO3MOXKHa 0€3 HuX
COrJIacusl B CIEAYIOIUX CIIydasx:

> IEPCOHAJIBHBIC TaHHBIC ABIAIOTCS 06I_H€IIOCT}’IIHI>IMI/I;

> NIEPCOHAIBHBIE MTAHHBIE OTHOCATCA K COCTOSHHIO 300POBBSA pa6OTHI/IKa, u ux 06pa60’r1<a
HeoOXoguMa IS 3allHUThI €ro JKU3HH, 300POBbSA WM HHBIX XHU3HCHHO BaXHBIX HHTCPECOB
JAPYTHUX JIUI U IIOJTYYCHHUE Corjlacud pa60THm<a HCBO3MOXHO,

» 1o TpeOOBaHUIO IIOJHOMOYHBIX TOCYHAapCTBEHHBIX OpPraHOB - B Clydasx,
IPEIyCMOTPEHHBIX (heaepaTbHBIM 3aKOHOM;

» B UHBIX CIIy4Jasx IPEeAyCMOTPEHHBIX 3aKOHOAATEILCTBOM PD.

3.4. B coorBetctBHu co cT. 86 TK P® B mensx obecnedeHus mpaB u CBOOOJ 4eiOBEKa U
rpaXJaHWHA PYKOBOIWUTENL NPEINPHUATHS H €r0 3aKOHHBIC, IIOJIHOMOYHBIE IIPEICTABUTENH [PU
00paboTKE MEPCOHANBHBIX JJAHHBIX PAOOTHUKA JOJDKHBI BBIIONHSTE CIEAYIOMIME 00IIHe TPeOOBAHNS:

3.4.1. O0paboTKa NEPCOHANBHBIX NAHHBIX MOXET OCYIIECTBISTHCS HMCKIFOUUTENBHO B LETAX
obecrmedenus COONIONEHMS 3aKOHOB MM HMHBIX IIPABOBBIX aKTOB, COJMCHUCTBHMsS pabOTHUKAM B
TPYAOYCTPOMCTBE, OOY4eHUH U NpOPECCHOHATHPHOM TNPOJBIIKEHHH, OOECHeYeHUus JHYHOU
6€301IacHOCTH PabOTHHUKOB, KOHTPOJIS KOJMYECTBA M Ka4eCcTBa BBITOIHIEMOM paboThl B 0beCleYeH s
COXPaHHOCTH UMYIIECTRA.

3.4.2. Ilpu omnpezneneHun ob6veMa U CoAep)KaHUS 00padaThIBaeMBIX IEPCOHANLHBIX JaHHBIX
paboTonarens NOIDKEH pykoBoAcTBoBaThes Koncturymmenr P®, TpynmoeiM xomekcom PP u wHBIMHU
benepaTbHBIMU 3aKOHAMH.

3.4.3. 1lpu npuHATHM peIleHMH, 3aTParuBAOLIMX HWHTEPECH pabOTHWKA, paboTomareib HE
UMEeT IIpaBa OCHOBBIBATHCS Ha IEPCOHANBHBIX NAHHBIX, MOJNYYCHHBIX O HEM HCKIIIOYHTEILHO B
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pesyJbTaTe UX aBTOMATU3MPOBAHHON 00PaOOTKY MM SIEKTPOHHOIO IOIYICHHU.

3.4.4. 3amuTa NepCcOHANBHBIX JaHHBIX pa0OTHHKA OT HEIMPAaBOMEPHOIO MX MCIOJIB30BAHUS WIIH
yTpaTel oOecmeumBaeTcss paboTojaresieM 3a CYeT €ro CpeACTB B MOPSAAKE, YCTaHOBIEHHOM
(benepabHBIM 3aKOHOM.

3.4.5. Bo Bcex ciydasx OTKa3 paOOTHHKAa OT CBOMX IIpaB HAa COXPAHEHHE M 3AIIMUTY TalHBI
HeJIeUCTBUTEICH.

4. IEPEJTAYA IIEPCOHAJIBHBIX JTAHHBIX

4.1. Tlpu mepenavye NEpCOHATHHBIX NAHHBIX pabOTHHMKa paboToAaTeNh MIOJDKEH COONIONATH
ClIeayrolre TpeOOBaHMUS:

4.1.1. He coobmare nepcoHANbHBIE NaHHBIE PaOOTHHKA TPETHEH CTOpOHE 0Oe3 MHUCBMEHHOTO
coryacusi pabOTHHKA, 32 MCKIFOYEHUEM CIIydJaeB, KOTJa 3TO HEOOXOIMMO B LETSX MPEAyNpPekKICHUS
YIpO3bI KHU3HU U 3[0POBBIO PaOOTHHKA, a TaKXe B APYIHX CIydasx, IPeIyCMOTPEHHBIX TpyIOBBIM
KoaekcoM P® uau uHBIME QenepabHBIMU 3aKOHAMU.

4.1.2. He coobmarp nepcoHaNbHBIE NaHHbIE paOOTHHKA B KOMMEPYECKHMX Lesx 0e3 ero
NHCBMEHHOTO COIIACH.

4.1.3. TlpenynpenuTs JIHI, MOJYYHBINUX IEPCOHANbHBIE NaHHBIE PaOOTHHKA, O TOM, YTO 3TH
JIAHHBIE MOTYT OBITh HCIIONB30BaHBI JIMINb B LENSX, Ui KOTOPHIX OHHU COOOIIEHHBI, ¥ TpeboBaTh OT
STHX JIMI] MOATBEP)KICHUE TOTO, YTO 3TO IpaBMIIO coOmomeHo. Jluna, momydywBIINEe NepCOHATBHBIE
JaHHbIe paOOTHHKA, 00S3aHBI COOIOIATH PEXUM CEKPETHOCTH (KOH(DUICHIIMATBHOCTH).

4.1.4. OcymiecTBISITh Nepeaady NepCOHANBHBIX JaHHBIX pa0OTHHUKOB B Ipe/ieniaX NMpennpusTus
B COOTBETCTBHU ¢ HacTosmuM Ilonoxxenuem.

4.1.5. Pazpemarth AOCTYIl K MEPCOHATBHBIM TaHHBIM paOOTHHKOB TOJBKO CIIEHKHATBHO
YIIOJHOMOYEHHBIM JIMIaM, TIPH 3TOM YyKa3aHHBIE JIUIA JOJDKHBI UMETh IPaBO MOIyYaTh TOJNBKO TE
NIepCOHATBHBIE TaHHBIE, KOTOPBIE HEOOXOMMBI JUIS BHITIOIHEHNS KOHKPETHOM QYHKIIHH.

4.1.6. He 3anpammBats HHHOPMAITHIO O COCTOSIHUY 3I0POBbS] paOOTHHKA, 32 UCKIIFOUCHUEM TEX
CBEIICHUH, KOTOpHIE OTHOCSTCS K BOIPOCY O BO3MOXKHOCTH BBHINOJNHEHHS PabOTHHUKOM TPYIOBOM

GbyHKIMH.

4.1.7. llepemaBaTh mEpCOHATBHBIE MaHHBIE paOOTHUKA €ro 3aKOHHBIM, TOJHOMOYHBIM
NPE/CTABUTESIM B IODPSIKE, YCTaHOBICHHOM TpymoBBIM KomekcoM P®, ¥ orpaHuumBarh 3Ty
HH(POPMAIIMIO TOJBKO TEMH MEPCOHATBHBIME JAHHBIMH DPa0OTHWKA, KOTOPBIE HEOOXOIMMEI Id
BBIMTOJIHEHHUS YKa3aHHBIMU PEACTABUTEIIME UX (DYHKITHH.

4.2. llepcoHanbHBIE NaHHBIE PaOOTHUKOB MOIYT OBITH IIOJIy4YE€HBI, IPOXOIHUTH NATbHEHIIYIO
00paboTKy ¥ IepenaBaTbCs Ha XpaHEHHE, KaKk Ha OyMaXHBIX HOCHUTEISIX, TaK U B 3JEKTPOHHOM BUJIE
(TToCpencTBOM JOKATBHOM KOMIIBIOTEPHOM CETH).

4.3. llpu mony4yeHHM NEpPCOHAIBHBIX JAHHBIX HE OT paboTHHKA (32 HCKIIOYCHHEM CIIy4acs,
€ClIi IEepCOHAIbHBIE IAaHHBIE SBISIOTCS OOIIENOCTYHHBIME) padoTomarTeNns 0 Havajda oOpaboTKu
TaKHUX NEPCOHAIBHBIX JaHHBIX 0053aH MPEJOCTaBUTh PAOOTHUKY CIIEIYIOIIYIO HHPOPMALIHIO:
HauMeHOBaHue ((haMuIus, UMs, OTIYECTBO) U a/IPEC OIIEPATOPA WIIH €TO MPEACTABUTENS;
1enb 00pabOTKU MEPCOHANBHBIX TAHHBIX U €€ PaBOBOE OCHOBAHUE;

[IpeArnoaracMble M0JIb30BaATENH IEPCOHATBHBIX TaHHBIX;
yCTaHOBJIEHHBIE (eflepalbHBIMU 3aKOHAMH TIpaBa CyOHEKTa MEPCOHATBHEBIX JaHHbIX.

Y Y

Vv
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5. AOCTYII K HEPCOHAJIBHBIM JIAHHBIM PABOTHUKOB

5.1. BHyTpeHHMH IOCTYN - IOCTYH K IEPCOHABHBIM JaHHBIM PabOTHUKOB 6e3 MOTydYeHHs
CHENHMATIBFHOTO Pa3pelleH s, IMEIOT:

» l'eHepallbHBIN IUPEKTOP MPEATIPUSITHS;
» CTapIIUi HHCOEKTOp OTIEeNa Kaapos;

» TIJaBHBIA OyXranTep NpeAnpHusITHs, FOPHCKOHCYIBT (K TeM JIaHHBIM, KOTOPhIE HEOOXOIAMBI Uis
BBIIIOJIHEHHUS UX JJOJDKHOCTHBIX 00SI3aHHOCTEH);

» CeKpeTapb pyKOBOAMTENs (MH(OpMaIHs O HaKTUYECKOM MeCTe NMPOXKMBAHMS M KOHTAKTHBIE
TenedoHBI paOOTHUKOR);

# DPYKOBOAWTENH CTPYKTYPHBIX MOAPa3AECNCHHUN MNPeanpHusITds (JIOCTYI K JHYHBIM JaHHBIM
TOJIEKO PaOOTHHUKOB CBOETO II0Ipa3esIcHus);

Y

IIpH NEPEBOJEC M3 OJHOTO CTPYKTYPHOTO MOIpPasieNeHUs] B JPYroe JOCTYN K NEPCOHATbHBIM
JaHHBIM PaOOTHHKA MOKET UMETH PYKOBOUTENH HOBOTO MOAPA3AEICHUS;

» CHCTEMHBIH aIMHHHCTPATOD, HHIKEHED- IIPOrPAMMIUCT;
# BEIYLIMA 9KOHOMHCT, OyXraiTep II0 pacyeTy C IePCOHATIOM II0 OILIaTe Tpyaa

5.2 OrpaHu4YeHHBI JOCTYN K TNEPCOHANBHEIM NaHHBIM DabOTHHKOB B TpEAeNax CBOei
KOMIIETEHIIMH 110 NHCBMEHHOMY 3allpOCy HMMEIOT JIMIa, OIpeeleHHble NpUKa3oM [ eHepansHOro
JUPEKTOpA IPEATPHUSITUS.

5.3 BHemHu# AOCTYIT UMEIOT:

5.3.1 rocynapCTBEHHBIE M HETOCYJapCTBEHHBIC (YHKIMOHAILHBIE CTPYKTYDhl (HAIOTOBBIE
MHCTIEKIMH; IPAaBOOXPAHUTEIIbHEIE OPraHbl; OPraHbl CTATUCTHKY; CTPAXOBBIE areHTCTBA, BOCHKOMATHI;
OpraHpl COIMAIBHOTO CTPAaXOBAHHUS; MIEHCHOHHBIE (DOHMIBI) UMEIOT JOCTYI K WH(OPMAIHH TOIBKO B
cepe cBOel KOMITETCHIHH.

5.3.2 Ha/30pHO-KOHTPOJBHBIE OPraHbl HMEIOT JOCTYI K HHQOpPMAImK TONBKO B cdepe CBOEH
KOMIIETECHIIUH.

5.3.3 OpI‘aHI/ISaJ_II/H/I, B KOTOPBIC COTPYAHHUK MOXKET OCYHICCTBIATH TICPCUNCIICHUSI ACHEXHBIX
CpE€aACTB (CTanOBLIC KOMIIaHUH, HETOCYHApCTBCHHBIC II€HCUOHHEIE (bOH,ZH)I, 6HaFOTBOpI/IT€ﬂbHBI€
Opranusanyun, KpEIUTHBIC yqpexc)lennﬂ), MOI'YT IIOJIyYHUTH [JOOCTYIl K IIEPCOHAIBHBLIM JIaHHBLIM
pa6OTHI/IKa TOJIBKO B CJIydJae €ro MUCbMEHHOI'O pa3peIlICHUs.

5.4 Cpenenns o paboTaroreM pabOTHHKE HIH YXKE YBOJIEHHOM MOTYT OBITh NPEIOCTABIEHBI
JpYro¥ OpraHMsallidl TOJIBKO C NMHCBMEHHOTO 3alpoca Ha OJaHKe NPEANpHSTUS C MPUIOKCHHEM
KOIMH 3asBJICHUS paOOTHHKA.

5.5. IlepconainbHble NaHHBIE PAaOOTHHMKA MOTYT ObITH IPEIOCTABIEHB POICTBEHHHKAM WU
4JIE€HaM €ro CEMBH TOJIBKO ¢ MACEMEHHOIO Pa3pelIeHUs CaMoro paboOTHHKA.

6. XPAHEHHUE ITEPCOHAJIBHBIX JTAHHBIX

6.1 Cpenenust 0 paGOTHWKAX NPEANPHATHS XPAHSTCS B OTHENE KaJPOB M OYXTanTepuu
NPEANPUATUS Ha OYMaXXHBIX HOCUTEIIIX.
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B otnene xagpoB nMpenInpusTHs XpaHITCS:

- TPYAOBast KHUXKKA (XpaHHUTCS B ceride);

- )KYpHAJIBI yUeTa TPYAOBBIX KHIDKEK;

- Tu4Has KapToyka T-2;

- BXOJSIIAs ¥ UCXOSIIIas KOPPECIIOHICHIINS BOCHKOMATA, CTPaXOBOH KOMIIaHHH;
- PUKA3bI 110 TUIHOMY COCTaBY.

B Oyxranrepuu npeanpusITUs XPaHsITCS:

- IUCTKHU HETPYAOCIIOCOOHOCTH;

- MaTepHaJIbI 110 YUeTy paboyero BpeMeHH;

- pacueTHBIE JIUCTKH I10 Y4eTy 3apabO0THOM I1IaThI,

- OTHYETBHI, HAIIPABJIAEMBIE B I'OCYJAapCTBEHHBIC OpPraHbl CTAaTHCTHKH, HAJIOIOBBIC HMHCIICKIIUH,
IICHCHOHHBIC q)OH,IIBI, (bOHI[BI COIMAJIBHOTO CTpaxOBaHUs MW [OPYIrU€ YUPCKIACHHUSA, B
COOTBETCTBHH C ﬂeﬁCTBYIOIHHM 3aKOHOJIATeILCTBOM P®D.

JluyHble KapToukd T-2, YBOJNEHHBIX C TPEINpPUSATHS PaOOTHHKOB, XPaHSATCS B apXHBE
OpraHu3alyy B anaBUTHOM IIOPS/IKE B TEYEHHUE 75 JIET C JaThl YBOJIGHEHUS.

6.2 CaenmeHus O paOOTHHKAX MPEAUPUSATUS TaKKe XPaHATCS B O3JEKTPOHHOM BHIE B
KOMIIbIOTepHO# nporpamme «1C: 3apruiara u KaApel» Ha cepBepe.

6.3 JIOKyMEHTBl IIDETEHIEHTOB, KOTOpble HE OBLIM IPHHATEL Ha pPaboTy, XpaHaTcs B
3aMUPAIOLIMXCS KETE3HBIX NIKadax.

6.4 llepcoHaipHblC NaHHBIE Ha 3IEKTPOHHBIX HOCHUTEILIX 3alUINEHBI MapojieM HOCTYIia.
JlocTyn K celHali3upOBaHHOM IIporpaMMe OCYIINECTBIISIETCS TOJNBKO Yepe3 IUYHBIN JOCTYII - Hapoib,
IpaBO Ha MKCIOJB30BaHME IEPCOHATHHBIX NAHHBIX HMEIOT TOJBKO pPAaOOTHUKH, OTBETCTBEHHBIE 32
00pabOTKy MEepCOHATBHBIX JaHHBIX.

7. IIPABA 1 OBA3AHHOCTHU PABOTHHUKA B OBJIACTHU 3AIIIUTHI ETO
INEPCOHAJIBHBIX TAHHBIX

7.1. B nemnsax obecredeHHs 3aIlUTHl IEPCOHATBHBIX JAHHBIX, XPAHSIUXCS y paboTomaTens,
paOOTHUKY UMEIOT IIPaBo Ha:

7.1.1. NO0IHYIO HHPOPMAIIHIO O CBOMX MEPCOHATBHEIX TAHHBIX U 00pab0TKE STUX NGHHBIX,

7.1.2. cBOOOIHEBIN OeCIIaTHBIM JOCTYII K CBOMM IEPCOHATBHBIM JTaHHBIM, BKJIIOYAsA IIPaBo Ha
NOJTy4eHHe KOIHH JIFo00H 3anucu, coaepikaieil mepcoHaibHbIe JaHHbBIE PAGOTHHKA, 32 HCKIIIOYEHHEM
ClIy4aeB, IPEIyCMOTPEHHBIX 3aKOHOIATEIBCTBOM P®D;

7.1.3. onipeqieIeHNEe CBOMX NIPEACTaBUTENCH IS 3aIlUTHl CBOVX IIEPCOHANBHBIX JAHHBIX

7.1.4. 1OCTYn K OTHOCSINUMCS K HEMY MEIMIHHCKAM JaHHBIM C IIOMOIILI0 MEIUIMHCKOTO
crenuaimcTa o ux Bedopy;

7.1.5. TpeboBaHME 00 UCKIIOYECHUW WM HCIPABICHAM HEBEPHBIX WM HENOJIHBIX
MEPCOHANBHBIX JTAHHBIX, a TAKXE JaHHBIX, 00pabOTaHHBIX C HapylleHweM Tpebosaumit. Ilpu oTkase
paboTofaTeNs MCKIIOYHTh HIM MCIPaBHTh IEPCOHATbHBIE JaHHbIE DPA0OTHWKA OH HMEET IpPaBo
3a4BUTh B MHCHEMEHHOH (QopMe paboTONATeN0O O CBOEM HECOTNACHH C COOTBETCTBYIOLLUM
000CHOBaHHEM TAaKoro Hecornacus. IlepcoHanbHBIE TaHHBIE OIIEHOYHOTO XapakTepa pabOTHUK IMEET
NPaBo JOMOJIHUTE 3asBIEHUEM, BEIPAXKAIOIINM €r0 COOCTBEHHYIO TOUKY 3PEHUS;
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7.1.6. TpeboBanue 00 W3BeIeHHH paboToNaTeNIeM BCeX JIUI, KOTOPBIM paHee OBUIH COOOLIEHB!
HEBEpHbIE WM HEMOJNHBIE NEPCOHATbHBIE NaHHBIE PAaOOTHHMKA, 000 BCEX INPOW3BENEHHBIX B HHUX
WCKITIOYECHHUSIX, UCIIPABICHIUSIX WK JOIOIHEHHUSAX;

7.1.7. o0xanoBaHue B CyJI TIOOBIX HEIIPAaBOMEPHBIX AeHCTBUM miy Oe3nelicTBus padoTonarens
pu 00pabOTKe U 3aIMUTE €r0 NePCOHAIBHBIX JIaHHBIX.

7.2 B uensx obecnedeHHs JOCTOBEPHOCTH IEPCOHATIBHBIX NAHHBIX, paOOTHUK 00s3aH:

7.2.1. ipu pueMe Ha paboTy IpeaoCTaBUTh pabOTONATENIO IONHBIE U JOCTOBEPHBIE JaHHBIE O
cebe;

7.2.2. B ciay4yae M3MEHEHUS CBEJICHUM, COCTABIAIOLIUX IIEPCOHAIBHBIE JaHHBIE pa0OTHHKA B
CpPOK, HE MPEBBIIAIINN 5 padodunx nHEH, pabOTHHK 00s3aH JTHUYHO THOO YEpe3 CBOEro 3aKOHHOI'O
IpEACTaBUTENS cO00maTh pabOTHHUKY, OTBETCTBEHHOMY 3a cO0p HHOpManuy, 00 U3MEHEHUH CBOHUX
TIEPCOHATBHBIX JAHHBIX, JIXOO IIPEACTABUTH COOTBETCTBYIOIIUE JOKYMEHTHI.

7.3 HpCJICTaBJ'IeHI/Ie paGOTHI/IKOM IIOJJIOXXKHBIX ANOKYMCHTOB HIIK JIOXHBIX CBEICHUM pu
IMMOCTYIIJIECHHUH Ha pa60Ty ABIACTCA OCHOBAHHUEM JJIs1 PACTOPXKECHMA TPYAOBOI'O JOTOBOPa.

8. OTBETCTBEHHOCTDH 3A HAPYIHIEHWE HOPM, PEI'YJIMPYIONIUX
OBPABOTKY IIEPCOHAJIBHBIX JTAHHBIX

8.1. PaboTHUKM TpemnpuUATHs, BHHOBHBIE B HApylIeHHWH IOpsjaka oOpaieHus ¢
NEpCOHATBHBIMU  JIaHHBIMH, HECYT [UCIUIUIMHApHYIO (3aMeuyaHue, BBITOBOD, YBOJIBHEHUE),
aJIMAHUCTPATHUBHYIO, TPAKAAHCKO-IIPABOBYIO MM YIOJOBHYIO OTBETCTBEHHOCTH B COOTBETCTBHH C
(benepanbHBIMU 3aKOHAMH.

8.2. PykoBoamTens NpEeANPHUSTHS 3a HapyIIeHHE NOopsaxa OOpalleHuss C NEePCOHATbHBIMU
JAHHBIMA HECeT aIMHUHHUCTPATUBHYIO OTBETCTBEHHOCTh, a TakKX€ BO3MEIIaeT pabOTHHKY yIiIepo,
IPUYMHEHHBIH HEPAaBOMEPHBIM UCIIOJIb30BaHUEM HH(POPMAIUH, COAEpKalleH epCoOHaTbHbBIE TaHHbIC
00 3TOM paboTHHKE.

9 SAK/IIOYUTEJIBHBIE ITOJOXKEHU S

9.1 Hacrosunee IlonoxeHne BCTyNaeT B CHIy C MOMEHTA €r0 YTBEPKACHUS | eHepalbHLIM
JTUPEKTOPOM MPEATPUSTHS M BBOJUTCS B IEHCTBUE IpHKa30oM [ eHepanpbHOro qUpeKTopa.

9.2 C momenma 66edeHus 6 Oelicmeue Hacmoawe2o Ilonodcenus ympayusaem Cuny
Ilonoowcenue o nepconanvueix Oanuvix OAO «lopoouwenckuil KomMbunam Xxnieb6onpoOyKmos»,
66eoéntvle ¢ Oeticmeue 01.07.2011 200a.

9.3 V3amenenusa u pononHeHus B [lonoxxeHue BHOCATCS OTHENBHBIM JOKYMEHTOM B TOM XK€
nopsiike, kKak M Tpu pazpaborke u  yrBepxkaenuu llomoxenws. [Ipu BHECEHWM H3MEHEHUM
NIPUHIMIHAIBHOIO xapakrepa [lonoxenue nepecmarpuBaioT. Pemenue o mepecmorpe [lonosxenus
NPUHUMAET COTPYIHUK OTJENa KaApOB IPEAPUSTHS.

9.4 Bce paOOTHUKY NPEANPUSITHS TOJKHBI OBITH O3HAKOMIIEHBI C HAcTOSIuM [lomoxenuem B
Jlucre o3nakomienus pabotuukos (Ilpunosxenue Nel) mox pocnucs.

9.5 Ilo Bcem BoOmpocaM, HE HaUIEIIUMM CBOErO pEIICHUS B HACTOSINEM [lOJOXEHHH,
pabOTHUKM M paboTolaTens PYKOBOACTBYIOTCS monoxkeHusMu TpynoBoro Komexca P® u wHBIX
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HOpPMaTHBHO-IIPAaBOBBIX aKTOB Poccuiickoi Penepanuu.

CT. MHCNIEKTOP 0TAe/1a KaJApoB

KOpuckoHcyJIbT




