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1. OBIIME TMOJIOXKEHW S

I.1. Hacrosimiee Ilonoxenue o 3ammre mepcoHanbHbeix gaHHeix JJOAHO «JIC
«Kpoxa» (manee mo Texcty — «[lonokenue») pa3paboTaHO B COOTBETCTBHU C
Koncturynueid PO, ®@enepansubiM 3akoHoM oT 27.07.2006 1. Ne 152-®3 «O
MePCOHANBHBIX AAHHBIX», TPya10BbBIM KofeKkcoM Pocculickoit d)eﬂepauﬂn yCTaBOM
JOAHO «JIC «Kpoxay.

1.2. Ilox «rmepcoHalbHBIMU JaHHBIMH» DPa0OTHUKA TOHMMAaeTcss HH(bopMalys,
Heobxoaumas JJOAHO «JIC «Kpoxa» (manee - JJOAHO) B cBs3u ¢ TPyIOBBIMH
OTHOLICHMSIMHU M Kacarolascsi KOHKPETHOro pabOTHHKA, B TOM YHCIIE Er0:

- (aMuIus, UMsI, OTYECTBO
- TOJ, Mecsll, 1aTa U MEeCTO POXKICHHUS

- azapec

- CEeMEHHOE, COLMabHOe, UMYLIECTBEHHOE TI0JI0KEHHE

- oOpa3oBaHHe

- npodeccus

- JOXO[bl

- Jpyras uHpopmarus.
1.3. Tlox «paGorHukom» B ITonoXeHHN TOHUMAETCS JIMLO, COCTOSIIEE B TPYIOBBIX
otHoweHusx ¢ JJOAHO.
I.4. Tlox «10KHOCTHRIME NMHIAME» B IlOJIOKEHHH MOHMMAIOTCS PaGOTHHKH,
CoCTosiliMe B TPYyAOBBIX OTHOmeHHAX ¢ JIOAHO wu wumerouwe mnpaso Ha
nosyyeHue, oOpaboTKy, nepejadyy B Mpouecce paboThl MePCOHANbHBIX NAHHBIX
(PYKOBOSIIHK cocTaB: AUpeKTop). O0A3aHHOCTE JOJYKHOCTHBIX JIHIL COOJIIONATE
[Tonoxkenue nosmkHa OBITH 3aKpeIieHa B TPYHOBBIX JIOTOBOPAX, 3aKIIOYAEMBIX C
YKa3aHHBIMH JIMIIAMH.
I.5. Tlon «rtperbumu nuuamu» B [lonoKeHMH NOHHMAIOTCSA JIOOBIE JIMIA
(paboTHUKH, OPUIMYECKHE JIHI[A, HOJDKHOCTHBIE JIMLA FOCYAapPCTBEHHBIX OPraHOB
M OpraHoB MECTHOI'O CaMOYIpAaBJICHHs, MPAaBOOXPAHUTENBHBIX OpraHoB), He
SIBJIAIOLIMECS CTOPOHOW MHJIMBHAYaJbHOIO TPYIOBOTO A0rOBOPA, 3aKJIFOUEHHOIO C
HOAHO B nuiie ero pyKOBOAWTEIS MIIH HHBIX YIIOMHOMOYEHHBIX JIHIL.
[.6. Tlonoxenue ycraHaBnuBaeT MOPsAOK OOpabOTKM MEpPCOHANBHBIX JAHHBIX
pabOTHHMKOB, MX NpaBa U 00S3aHHOCTH B 0GJIACTH 3aAIIUTHI IEPCOHABHbIX JAHHBIX,
MOpsIOK Tepefadn nepcoHanbHbIX HaHHBIX B JIOAHO wu 3a ero mnpepuens,
OTBETCTBEHHOCTb JOJDKHOCTHEIX JIUL 3a HapylueHne HopM [TosokeHus.
1.7. llpn npueme Ha paGoTy (10 3aKIIOYEHHMs TPYIOBOTO A0r0oBOpa) paGOTHHK
AOJKeH ObITh 03HaKoMIIeH ¢ [Tonorxkenuem 1o pocnuch B JINCTe 03HAKOMIICHHSI.



2. COCTAB IMEPCOHAJIBHBIX JTAHHBIX

2.1. K mnepcoHanpHOW DOKYMEHTALMH (COJEpKalled NepCOHAIbHBIC JIaHHBIE)
OTHOCATCA JOKYMEHTBI, KOTOpble COJEepKar WHAWBHAyaJlbHbIE HaHHBIC O
KOHKPETHOM pabOTHMKE M HCIOJB3YIOTCSl [NOJDKHOCTHBIMH  JIMLAMH  IIPH
MCIIOJIHEHHH CBOMX JODKHOCTHBIX 00S3aHHOCTEH.

K Hum oTHOCATCH:

1) MOKyMEeHTHI, peIbsiBIisieMble IPH TPY0YCTPOHCTBE Ha pabOTy B COOTBETCTBHH
co cT. 65 Tpynosoro konexca P@:

- [acnopT Wi WHOW JOKYMEHT, y10CTOBEPSIOLINI IMTHOCTB;
- TpyJaoBas KHUXKKa,

- CTpaxoBoe CBH/IETEILCTBO roCy1apCTBEHHOTO [IEHCHOHHOTO
CTpaxoBaHMs,
- JOKyMEHTbl BOMHCKOTO Yyd4eTa — Jjis BOEHHOOOS3aHHBIX M JIHII,

M0JIeIKALINX TPU3BIBY;

- JIoKymMeHT 00 00pa30BaHMH, KBaIH(UKALUKA WK HATHYUU CHEeLHallbHbIX
3HAHUNH — MpH IMOCTYIUICHHMM Ha paboTy, TPeOYyoIIylo CrelHallbHbIX
3HAHHWI WY CIIENHAIbLHOM MTOJITOTOBKH ),

- HanpaBJieHHe CITyKObl 3aHATOCTH

2) XapaKTepUCTUKH

3) pekoMeHaTelbHbIe TMChbMa

4) cripaBKHM, MOATBEPKAAIONIME MEepPUOABl paboThl y paboromaTesned W pasMmep
3apabOTHOM IJIaThI

5) HarpajHble JOKYMEHTEI

0) MTUCTKU HETPY10CIIOCOOHOCTH

7) MEAULIMHCKHE CITPABKH

8) opraHu3alMOHHO-PACHIOPSIUTEIbHBIE JOKYMEHTHI (ITPHKa3bl, pacropsHKeHus),
JIOKaJlbHble HOPMATHBHbIC aKThl, IEpe4YHM, CIIMCKA ¥ HHBbIE BHYTPEHHHE
noKyMeHTbl OpraHusallii, COJAEpKAIue IepCoHaNbHble JaHHble PabOTHHKOB
(haMuIIHIO, UMsI, OTYECTBO)

9) JOKYMEHTBI, MOATBEPKAAIOLIME MpeanonaraeMble 0 (aKTHUeCKH MOTYyHCHHbIE
pabOTHUKOM [IEHEe)KHbBIE CPelCcTBa (IPUKA3bl M0 JUYHOMY COCTaBy O IPHEME HA
paboTy, o mepeBojie Ha paboTy, O MOOIPEHHH, PACUETHBIE JIACTKH)

10) MHBIE JOKYMEHTBI, COJIEPIKAIHe TIePCOHANIbHBIE CBEIEHU O paOOTHHKAX.

3. OBA3AHHOCTHU AOJDKHOCTHBIX JIMLL

3.1. Ilpu 06paboTKe MEepCOHANIBHBIX JaHHBIX PabOTHHKA (ITOMYyHCHHH, XPaHEHHH,
KOMOMHHPOBAHWH, Tiepeade Wid JIF0OOM JApyroM HCIO0/b30BaHHE MePCOHATBHBIX
JIAHHBIX pabOTHHKA), JOJDKHOCTHBIE JIMLA, KOTOpBIE HMEIT K HHUM JOCTYyIN U
HCIIOJB3YIOT IIPU MCHIOMHEHUH JIOJKHOCTHBIX 00S3aHHOCTEH, TOJUKHBI cOOMoaTh
clieIyrolie TpeOoBaHUs:

1) obpaboTka MEepCOHANBHBIX JaHHBIX pAOOTHHKA MOXKET OCYIIECTBIATHCS
ACKIIOYUTENbHO B IEIsSX OoO0ecreYeHuss COONIOJAEHUST 3aKOHOB M HHBIX
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HOPMaTHBHBIX MPABOBBIX AKTOB, CONEHCTBUS PabOTHHKAM B TPYyIOYCTPOIHCTBE,
OOyH4eHMH M MNPOJABHAKEHHH IO ClykOe, OOecredeHHs] THYHOH 6Ge30MacHOCTH
pabOTHHKOB, KOHTPOMIS KOJMYECTBA W KA4yecTBa BBIMONHIEMOH paGoThl M
obecrieyeHHs COXPaHHOCTH HMYILIECTBA;

2) BCe IepCOHaIbHBIE IaHHbIe PAOOTHHKA CIEYeT MOMYHaTh y HEro Camoro.

Ecim nepconalbHble 1aHHBIe pabOTHHKA BO3MOXKHO IMOJYYUTH TOIBKO y TpeTheit
CTOPOHBI, TO PadOTHHK JOJKEH OBITh yBeZOMIeH 06 3ToM 3apaHee (He MO3IHEE
4eM 3a 3 pabo4KX JIHsA) ¥ OT HETo [J0JIKHO OBITh MOJYYeHO THCHMEHHOE COTIIACHE.

J10/KHOCTHBIE JIHIIa TOMKHBI COOOIIMTL PaGOTHHKY O LesX, [peonaraeMbIx
HCTOYHHMKAX H CIIOCO0aX ITOMY4EHH S [IEPCOHANBHBIX JAHHBIX, A TAKXKE O XapaKkTepe
MOMUICIKAIMX TIOJYYCHHIO [I€PCOHANBHBIX JaHHBIX M IOCJIEACTBUSX OTKa3a
paboTHHKA /IaTh MHCBMEHHOE COTTIACHE Ha UX MOJyYeHHE;

4) JOKHOCTHBIE JIMLA HE BIpaBe IOJNy4aTh M OOpabaTHIBATH MEPCOHAIBHBIE
JaHHBIC PAOOTHMKA O €ro MONHMTHYECKHX, PEJMIMO3HBIX M HHBIX YOEKICHUAX H
HaCTHOH JKH3HHU,

5) JOJKHOCTHBIC JMNA He BIpaBe MOJy4aTh M oOpaGaTbiBaTh MEPCOHAJIbHBIE
AaHHble pa0OTHHUKA O €ro WICHCTBE B OOLIECTBEHHBIX OOBENMHEHHSX HIH €ro
MPOMCOIO3HOM NESITENIbHOCTH, 38 MCKIIOYEHHMEM CIyuaeB, HeOOXOMMMBIX s
PeliSHMs  BOmnpoca 00  yBONBHEHMM  pabOTHMKOB [0  OCHOBAaHHSM,
IPCAYCMOTPCHHBIM MyHKTaMH 2, 3 ¥ 5 4acTv mepBoil cratbd 81 Tpymooro
xoaekca PO;

) [ipH MIPUHATHH PELICHHUH, 3aTParuBalOLIHX HHTEPEChl PAOOTHHKA, TOIKHOCTHEIE
J#la He BIpaBe OCHOBBIBATHCA Ha II€PCOHATBHBIX MaHHBIX pabOTHHKA,
FOIYHCHHBIX MCKIIIOMMTENIBHO B pe3ylsibTaTe MX aBTOMATH3UPOBAHHONW 06paboOTKH
1M 3JIEKTPOHHOTO TOJTyYeHHMSI.

<. [IPABA PABOTHHKOB

=.1. Paboruuky, npejocTaBuBIIie TOIKHOCTHEIM JTHIAM [1EPCOHATBHBIE JAHHBIE,
HMEIOT IIPaBo Ha:

- CBOOOAHBIA OecriaTHBIM [OCTYN K CBOMM MEPCOHANBHBIM JlaHHBIM,
BKJIFOYas MpaBO Ha IIOTy4YeHHE KOMMH JI0OOW 3amucH, comepikaiieit
epcoHalbHbIE [aHHBIC pabOTHMKA, 3a WCKIIOYEHHEM  CJIy4aes,
NPelyCMOTPEHHBIX (heiepaibHBIM 3aKOHOM;

= ONPEACICHNE CBOMX MPEeICTaBUTENEH Ul 3aIUThl CBOMX MMEPCOHAIBHBIX
JAHHBIX;

- JAOCTYNl K OTHOCSIIMMCS K HHUM MEJUIUHCKHM JaHHBIM C MOMOIIBIO
MEIULHHCKOrO CICHMAINCTA 110 UX BEIOOPY;

- TpeboBaHHe 00 WCKIIOYEHHH WU MCIIPABJIEHUM HEBEPHBIX HIIH
HEIIOJHBIX TNCPCOHANBHBIX AAHHBIX, @ TAKKE JAHHBIX, 00paboTaHHBIX C
HapyllleHHEM TpeOOBaHUH JIEHCTBYIOIIEr0 3aKOHOAATEILCTBRA.

Ilpp orkase HOKHOCTHBIX JIMII HCKIIOYHTH  HIIH WCIIPABUTh

MEPCOHA/IbHBIE JaHHble DPaDOTHUKKM MMEIOT MpaBO I[04aTh 3asBICHHE

aupektopy  JJOAHO o cBoeM Hecoryacuu ¢ COOTBETCTBYIOLIUM
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0bOCHOBaHHMEM Takoro Hecoryacus. llepcoHanbHbIe NaHHbIE OLEHOYHOIO
xapakTepa (CoaepKallnecsi, HapUMeEp, B XapaKTepPUCTHKE, aTTeCTALHOHHOM
nucTe) pabOTHHKM HUMEIOT [PaBO JOMOJIHHTH 3asBICHHEM, BbIPA/KAIOLINM
ero COOCTBEHHYIO TOUKY 3PEHHUS;

- tpebosanne 00 m3BemeHun JJOAHO Beex Jivl, KOTOpbIM paHee OBLIN
COOOIEHbl HEBEpPHbIE WM  HEMNOJHbIE IEPCOHATbHBIC  JIaHHbBIC
pabOTHUKOB, 000 BCeX IPOM3BEJEHHBIX B HHUX MCKIIOYCHHIX,
WCIIPABJICHHSX WK JOMONHEHHSIX;

- obyKanoBaHue B CyJ JIIOOBIX HEMPABOMEPHBIX AeHCTBUM ik Oe31eHCTBIA
JIOAHO npu 06pa0oTKe U 3alUTe UX MIEPCOHANBHBIX 1aHHBIX.

5. TIOPS1JIOK CBOPA U IMEPEAAYU [NEPCOHAJIBHBIX JAHHbBIX

5.1. JIoJDKHOCTHBIE JIMLIAa MMEIOT IPaBO I0Jy4yaTh TOJBKO Te ITEPCOHAJIBHBIC
JaHHble pPabOTHHKA, KOTOpble HEOOXOAMMBI [Jif BBIMOTHEHHMS KOHKPETHBIX
TPYAOBBIX (PYHKLHH.

5.2. JIOMKHOCTHBIE JMIA He BIIPaBe 3arpaiiuBaTh HHOOPMALMIO O COCTOSHHH
3710pOBbsi pabOTHHKA, 33 HCKIIOYEHHEM TeX CBEICHHH, KOTOpble OTHOCITCH K
BONPOCY O BO3MOYKHOCTHM BBINIOJIHEHHS PAOOTHHKOM TPYAOBOH (QyHKUHH
(Hamp¥Mep, IpK PELICHAN BOIPOca O NepeBojie padOTHUKA Ha APYTYHO JOJDKHOCTD
(paGoTy) TpH HAIMYMH MEJUIMHCKOrO 3aKJIIOYeHHUs, JAoero OCHOBAHMA
noJiaraTh O HEBO3MOYKHOCTH BBINONHEHHUs paOOTHHKOM TPyAOBOH (YHKIHMH Ha
VCIIOBUSIX, MPEyCMOTPEHHBIX TPYAOBBIM JOTOBOPOM).

5.3. JIOWKHOCTHbIE JIMLA, MOJIyYarollue IepcoHajbHble NaHHblE PabOTHHUKA,
00s3aHBl  COOMIONATh DPEKHMM CEKpPeTHOCTH (KOoH(uAeHUMaTbHOCTH). JlaHHOE
OJ0KEHHe He PACIpoCTpaHseTcss Ha OOMEeH [EPCOHaNbHbIMK  JaHHBIMH
pabOTHHUKOB B TIOPs/IKE, YCTAHOBICHHOM (pe/iepajibHbIMU 3aKOHAMH.

5.4. JlomKHOCTHBIE JHIA He MMEIT MpaBa cooOUaTh MEPCOHANBHbBIC JaHHbBIE
paGoTHHKAa TpeThell CTOpoHe (€3 MHCBMEHHOro corjacks pabOTHHKa, 32
MCKJIIOYEHHEM CITydaeB, KOrjia 3T0 He0OX0AUMO B LIEJISIX TMPeAyNpexkIeHNA YIrPO3bI
AKM3HM M 370pOBBIO pabOTHMKA, a TakXke B CilIydasX, YCTaHOBJICHHBIX
dbenepansueiMu 3akoHaMu (TpynoBbiM kojexcom P®, HanoroseiM KOJAEKCOM PO,
DenepanbHbiMu 3akoHamMu «O craTyce cysed B Poccuiickoii @enepaunun», «O
vmumaian», «O  denepanbHol  ciyxGe GezomacHocTH», «O  mpoKypartype
Poccuiickoii  @epepanun», «O 3amMre NOpaB OPUAMYECKUX  JHO U
WHIXBUAYAJIbHBIX MpeANpUHMMATENICH MpPH MPOBEAEHUH TOCYJapCTBEHHOIO
KOHTpOJIsl (Haazopa)» U Ap.), NpelyCMaTpUBAIOIIUMU MPaBO AOJKHOCTHBIX JIHII
KOHTPOJIMPYIOIIMX M  [IPAaBOOXPAHUTENILHBIX  OpPraHoB  3anpalikBaTh Y
paGoromaTeneif B  YCTAHOBIEHHOM  [OpsJKE  JOKYMEHTBI,  COAepXallue
rnepcoHasbHble JaHHbIe paOOTHMKA, - B LIEJIIX MCIIOJHEHHs BO3JIOKEHHBIX Ha HHX
dbenepanbHBIMKU 3aKOHaMU 00S3aHHOCTEN.

6. [TPABHUJIA XPAHEHWA JJOKYMEHTOB, COAEPXAIIMX
[MTEPCOHAJIbHBIE JAHHDBIE




6.1. Jluunble feja ¥ TPYAOBble KHWKKH PaOOTHUKOB XPaHATCs B METaLTMYCCKUX
mkadax, cefipax, UMEIOLIHX HA/IEKHBIC 3alI0PbI.

6.2. JInuHble Jlella IPEJOCTABISIOTCS B PACMOPSIKEHHE JOIDKHOCTHBIX JIMIL JIALIL B
CJIEIYIOLIUX Cayvasx:

HeoOXOIUMOCTH O(OpMIICHHS HarpaaHbIX JOKYMEHTOB;

(GOpMHUPOBAHKS CTATHCTUYESCKUX JNAHHDIX;

MOJArOTOBKH XapaKTepUCTUKH
¥ [IPY HATMYAK COOTBETCTBYIOLICH PE30MOLMI AMPEKTOpa Ha cIty)keOHOM
3aIHACKe COOTBETCTBYIOMIEH (HOPMBL.
JIuuHbIe Jeia BBUIAIOTCS MO/ POCITHCH B JKypHAJIe BbIAAUM JIHIHBIX 11CJ.
Jluupoe  Jeno  JOMKHO  ObITh  BO3BPAICHO  JO/DKHOCTHOMY  JIHLY,
OCYIIECTBISIOMEMY YUeT U XpaHEeHHE JMYHBIX JIe]l B TEHCHHUS HeJIeJTFHOrO CpoKa ¢
MOMEHTA ero MoJay4YeHUs.
6.3. TpynoBble KHWKKA PabOTHUKOB MOTYT MPELOCTABIATHCA JIHIIL qIieHaM
KOMHCCHH IO COLMANBHOMY CTPaxOBaHMIO, - TIPM HEOOXOAMMOCTH MPOBEPKHU
JAHHBIX O CTPaxoBOoM CTaxe pabOTHMKOB, - [Jid pEIICHUs BONPOCOB O
NPaBUJIBHOCTH ~MCHYMCIIEHHS W BBIIATE nmocobuil 1Mo TrocyJapCTBEHHOMY
COLIMAJIbHOMY CTPaxOBaHHUIO.

7. OTBETCTBEHHOCTH 3A HAPYIIEHUE ITOJIOKEHWA

JIOMKHOCTHBIE ~ JMIla, BUHOBHBIE B  HapyUICHHH [TonoxeHust, HECYT
MCIUTIMHAPHYIO, aIMHUHHCTPATUBHYO, FPaXIAHCKO-MPABOBYIO MM YTOJOBHYIO
OTBETCTBEHHOCT B COOTBETCTBMH ¢ TpynoBeIM Komekcom PO, Koxexkcom
Poccuiickoit @eepaii 00 aIMMHUCTPATUBHBIX NPABOHAPYICHHSX, Y TrooBHBIM
xonexcoM Poccuiickoi Deiepanui.







