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- ApyII4e AOKyMeHTbI, HaXOXAeHI4e KOTOpbIX B JII{qHOM ,qeJre OyAer npv 3HaHo

rIeJrecoo6pa3HbrM;

2) 4ononnrarerrHbre Marepriarrl,
- paclucKa pa6ornuKa 06

ycraHaBJrr4Baroulr4Mr,r floprAor< o6pa6o:rxz nepcoHanbHbrx .4aHHbrx pa6oruarcoe, a raoKe o
efo npaBax 14 o6s3aHHocrrx B 3rofi o6nacrv,

- SororpaQuu,
- AOnOJTHeHVe K Jrr,rqHOMy Aeny,
-Apyrlre AoKyMeHTLr, HaxoxAeulre Koropbrx B rr{qHoM 4ere 6y4er rrpr43HaHo

uerecoo6pasHlIN{.

B rr4r{Hoe Aeno pa6orHr4Ka BKJrroqaercr raKxe onrrcb Bcex AoKyMeHToB,
HaxoArrqflxcr B Aene.

K KOTOpBTM OTHOC.STCT:

O3HAKOMJIEHI,II4 C AOKYMEHTAMII OPIAHI43AIII4II,

II. Ilo.nyveuue rrepcoHaJrbubrx AaHHbrx paOornurca.
flonY'renue,

r4cnoJI630BaH14e

14CKJIIOIII4TEJIEHO B

[paBoBbIX aKTOB,

xpaHeHr4e, ror'a6znuponanrae, flepeAaqa vlru ruo6oe Apyfoe
rrepcoH€urbHlrx ,qaHHbIX pa6oruuxa Mox(er ocyulecrBJlf,TLct
qergx o6ecne.IeHug co6rroAeHr,r{ 3aKoHoB I,I HHIIX HopMarI,IBHbIX

co4eficreva pa6o'rnurav B rpyAoycrpoftctne, o6yveuuu 14

npoABr.rxeHr.rlr uo c.nyx6e, o6ecne-reHzq luqnofi 6egonacsocru pa6otnurcon, KoHTpont
KoJrr.rqecrBa 14 KaqecrBa gHnorHseN{ofi oaOoru u o6ecneqenltfi coxpaHHocrl4 IrMyIIIecrBa.

Bce nepcoHaJrLHLre AaHHEre pa6ouurra noryqaror y Hero caMoro. Ecrz
nepconalrbHbre AaHHbre pa6ornura MKy I,IMII Bo3MoxHo flonyalltrF, ToJIbKo y rperuei
cropoHbr, ro pa6ourux AoJIxeH 6urr yee4ovres o6 groM 3apaHee I,I or Hefo AoJIxHo
6urr noryueuo nficbMeHuoe coulaclle. Pa6oroAarem AonxeH coo6rqltrr pa6orHlzry o
qenrx, npeAnoJlaraeMblx r4croqHrrKax r4 cnocooax flonyqeHllf, nepcoHaJrbHbrx AaHHbIX, a

TaKXe O XapaKTepe lroAJrexaqr4x flonyrleHllrc [epcoHanLHbrx AaHHbIx I{ IocJIeAcTBIttx
orrasa pa6orur,rKa Aarb nr{cbMeHHoe co lacfie Ha I4x floryqeHl'Ie.

He 4onycrcaercr fioryr{eHue z o6pa6orxa nepcoHaJILHLIx AaHHrIX pa6ornzra o ero

rloJrr{TltqecKl{x, peJIItfI4o3HbIX 14 IIHIIX y6eN4enuxx r'I -{acrHofi v3:nla, a raKxe o ero
rrJreHcrBe B o6ruecrBeHHux o6le4uu enufrx r4rrLr ero ttpoQcorc:noft 4eareruHocrll, 3a

r,rcKJrroqeHrzeM cJlyqaeB, npeAycMorpeHHrlx 3aKoHoAaremcrsoNa P@.

flpu npvur'tr4:,or perueunfi orHocv reJIbHo pa6oruuxa Ha ocHoBaHI,It4 ero
[epcoHaJrbHblx AaHHbIX He .qOlyCKaeTCt I4CTIOJIb3OBaHI]e AaHHbIX, nOIyqeHHEIX

r4cKJrroqrrreJrbHo B pe3ynbrare vx aBToMarr43rrposaHHofi o6pa6orxu I4ILI gneKTpoHnoro

norr{eHr4r.
B clyuaxx, HerrocpeAcrBeHHo cBr3aHHbIx c BorrpocaMr4 Tpy.qoBbIX orHourenufr, n

coorBercrBr4r4 co ct.24 Koncruwuuu P@ sosN{oxHH floryileuue u o6pa6orKa ,uaHHbIx o
.racrHofi xusnu oa6ornaKa roJrrKo c ero trlrcbMeHHofo coruIacut.



III. <DopmupoBaHne n BeAeHr{e JrrrqHbrx aer,

_ ,IIH'IHoe gelo pa6orunra soprrazpyerc-rr rrocre 
'o&a'vfl 

rrpvrKa3a o ero rpr'eMe Ha
pa6ory.

flepeoHava*Ho B Jir4qHoe .qeno rpymrrrpyrorcr AoKyMeurbr, coAepxaque
rlepcoHaJrbHbre AaHHEre pa60rnzxa, B rroprAKe, orpaxarcrueM npoqecc fiprreMa na pa60r:y:
- KalpoBas clpaBKa;
- 3arBJreur,Ie paOoruuxa o npueMe na pa6ory;
- JII4CTOK nO yr{ery KaApoB;
- pe3yJibTaT MeAl,rqrzHcKofo
TpyAoBbrx o6xsannocrefi ;
- pacuIzcKa pa6ornrzxa
ycraHaBJrv Baroqr,rMu nopf,Aox o6pa6orr<ra [epcoHa-rrbHbrx AaHHErx pa6ornr.rxoe, a raKxe o
ero [paBax rl o6sgannocr.sx s erofi o6lacru:
- pacnl4cKa pa6oruzra o6 osHarov,qeHl.Iu ero c JroKaJIbHbrMLI HopMarI4BHbrMrz aKTaMI,I
opraHr43arlr4r,r; AotIoJrHeHI4 e K nr,rqHoMy Aeny;
- BHyrpeHHr.rr oIII,Icb.

Bce 4oxyrr,renrLl Jrr4qHoro AeJra noArrlr.rB€llorc.a n o6:roxxy.

K xaN4ony nuirHoMy Aeny npr4Jraraercr Sororpa Sun pa6oruuxa (6er roJroBHofo
y6opa, pa:rraep 3 x 4 cir.r). Ha o6opornoi cropoHe SororpaSzz yxa3brBarorcs Sauruwl.,
r.rMt, orrrecrBo pa6ornuxa.

B raN4ou pa3Aene Jrurrnoro Aena Be,qercr B'yrpeH'rr olr4cb, KyAa 3aHoctrct
HaI{MeHoBaHI4t BceX AoKyMeHTOB' AaTa I4X BKJIIOqeHvq B AeIo, KonIIqecTBo JlHcToB, a
TaKXe Aara u3'bfi'I'fl' AoKyMeHTa I'I3 Aena c yKa3aHueM JIIrqa, I,I3btBIIIefo AoKyMeHT, II
npuqr4Hbl t13'b rrt[. B cnyqae BpeMeHHOfO Lrg.bfl-t\|L AOKyMeHTa BMeCTO HerO
BKnarbrBaercr Jrr.rcr-3aMeHr,rrett. l4gs tue AoKyMeHTOB rr3 JruqHoro Aena [por43BoAr,rrc,
14 cKrroqr4TerbHo c pa3perrreHr.rr cfleqv alrrcra no KaApaM. Bnyrpenurx ofitrcb
noArll4 cblBaerctr JII4IIOM' ee cocraBl'rBlrIIl M' c yKa3aH[eM Aarbl cocraBJIeHI,It.

Bce goryveHrbl, IIocrynarcuI4e B JrI,IqHoe AeJro, paclloJlararorc.s B xpoHoJroruqecKoM
noptrAKe.

He 4onycrae:rct BKJIIorIarl B JII4tIHoe AeJIo AoKyMeHTbI BTopocreneHuoro 31aqe1r4s,
r'rMeror{ne BpeMeHHbre (ao 10 ner) cporcz xpaHeHr{r, Hanpr.rMep, cnpaBKrr c Mecra
XI4TEJIbCTBA 14 T.II.

,IIncrrr gorynreuToB, noArrrurbrx B nr.rqHoe Aeno, HyMepylorctr.
Jlucror rto yrlery KaApoB .fiBJrrercq ocHoBHbrM AoKyMeHToM JrvqHoro AeJra,

npeAcraBJrrrotquu co6oft [epeqeH6 Bo[pocoB o 6rzorpa$auecKux AaHHbrx pa6olruxa, ero
o6pa^:oaanzu, ceuefinoir.t [oJIoxeHZz, Mecre nporr]rclrrz: urLr npoxr4BaHllt, errnorHrel\4ofi
pa6ore c HaqaJra rpy4oeoft AetreJlbHocrz ra r.n. Jlucron no yqery KaApoB 3arroJrHrerct
pa6orunrorr.r caMocrorreJrbHo [pr4 oSopuleuzr.r Ha pa6ory.

llpu sanolnegI4l4 JIIrcrKa rto yrlery KaApoB pa6oruur AoJrxeH 3arroJrHrrb Bce ero

co4ep)Karcfl B ero Jr?rqHbrx AoKyMeHTax. orpvqarentHble orBerbl B rpaoax JrrrcrKa [o

rpa$u, Ha Bce Bonpocbr
3ar{epKr.rBaHur, IIpoqepKoB,

o6clegonaHua Ha npeAMer roAHocrr.r K ocyqecrBJreur{ro

o6 o3HaKoMJIeHLI{ c AoKyMeHTaMI4 opraur43arlr4 14,

AaBarb rlolHble orBer6r, He lonycKarr zcnpaenenufi unu
noMapoK, B cTporoM cooTBeTcTBI4I4 C 3a I4C[MLI, KOTOpbIe

yqery KaApoB 3alr4cbrBarorcr 6es nonropeur4.s Bonpoca.



llpro 3anoJrHeHrzr.r aQrr "O6pasorarure" cle4yer [pnMearrb cJre,qyrou{rre
Qoprraynupoaxl4: "Bblculee", "HerorHoe Bblcllleer', "cpeguee cnequa,rrnoe", ',HeflorHoe
cpe,4Hee'r - B 3aBr4CrZMOCTr4 0T TOrQ, raxoft 40ryueHT UMeercr y pa60rnzxa.

B rpa$e "ceveftuoe noJrexeHr4e" [epequcnrrercs sce 6rzixfie poAcrBe'Hr,rxz (uyN,
xeHa, Aorlb, crrn), npoxr'rnarcur4e coBMecrgo c pa6o:rnzror"r. vxasrrearcrcs dar,aznfi.fi.
vMq, oTlrecTBo 14 AaTa poxAeHprs KaxAoro qJreHa ceMbr4.

B rpa$e "B;InoruqeMaq pa6ora e H'"ana rpy4ouoi AerrerrbHocrr4 ' orpaxalorcr
cBeAeHr4.rr o pa60, e B crporoM coorBercrBr4r4 c 3arrr4crMi4 n rpy40nofi KHrrxKe.

Bce sanuct,t rpoa3BoArrcq B xpoHonoruqecKoM nops,qKe.
flpu ranonueuvlr nr4c'rna no yrrery KaApoB acnoJrb3yrorcr cneAyronrr4e A'KyMeHTET:
- nacnopT;
- rpy,4oBas KHrD{(Ka;

- eoenuuft 6nler;
- AoKyMeHTbr o6 o6paronanzu;
- AoKyMeHTbr o trpr4cBoeHl4l4 yreuofi creneHl,r, yr{eHoro 3BaHur.

,Trzcrox rlo yirery KaApoB rroAlr4cbrBaercr Jrr{rIoM, npr4Hr{MaeMbrM na pa60ry, rz
cleIII4aJIrl cToM rlo KaApaM IIocJIe cBepKI{ caegeuufi, 3aHeceHHbIX B aHKeTy. c
cooTBeTcTByroqr,rMr.r ,4oKyMeHTaMA r.r 3aBep,reTcfl neqaTbro oTAeJra KaApoB.

Konuu ecex AoKyMeHToB 3aBeptlorct ruqHofi rroArrrrclro cflerlrl€urr{cra no KaApaM
nocJre cBepKr,r r{x c noAJrr.rHHr4KaMr,r AoKyMeHTOB.

,{ouorurenue K rr.rirHoMy Aeny - AoKyMeHr, B Koropoir.r Srzrczpyrorcr cBeAeHr4r o
rrepeMerrleHr4r4 pa6ornrzra no pa6ore (Aara ecrynleHr{t B AoJrxHO CTb LI rA-ra yxoAa c Hee)
c yKa3aHHeM rlpltr{l4 HbI nepeMelrleHr,rt ("Ha:naveH c noHrIXeHI4 eM B arrecrarluoHgoM
noprgre").

,{onolnenue K rlzqHoMy Aeny cocraBJr gercfl. afieuvaJrrrcroM rro KaApaM r,r He
HyxAaercr B 3aBepeHI.Iu rroAnl,Icrro lttz6o neqarrro.

Jluqna.s KaproirKa Sopvn N T-2 cocraBrsercs cleur4 anr.rcroM rto KaApaM rro
yuz(pr.rqr,rporanriofi $opve, coAep)Kr.rr e ce6e cBeAeHr4.s o nepcoHanbHbrx AaHHbrx
pa6otHura B noJrHoM coorBercrBllI4 c rlpeAcraBneuHbrMpl AoKyMeHTaMr4. B cny-rae
o6HosreHlIq crapat rr4irH€It KaproqKa r43blMaercr r43 pzrrAena JII,IqHoro gela "AurerHo-
6uorpa$uuecrr4e I{ xapaKTepLI3yIoIIIHe rraarepl,Iaru ", npzo6ulae:rcr x "[onoruureJrbHbrM
ItatepHarau" I'I 3aMeH{erct nosoft. JIzqHar Kaproqxa noAnlzcblBaercf cllequanr4croM IIo
KaApaM.

B AamHeftrueM Jrr,IqHoe AeJIo nolloJlH.serct AoKyMeHTaMr4, Bo3ur4Karour{Mr4 B
npoqecce rpygoeofi AerreJrbuocrz pa6ornura, K KoropbrM oruocf,Tcr:

- aTTecTaIIIIOHHbIe JMTbII
- Konr.rr4 AoKyMeHToB o6 yrnepN4enr4r4 B AoJrx{Hocrr4;
-,qpyrue xapaKTepll3yrotrlr4e rr AoIIoJrH_fl roqr4e MaTepr4anbr!

I nacrosulero llonoxenun.
JILr.rHoe AeJro BeAercr Ha nporrxeHuu scefi. rpyAoroft

llztteueuux, BHocrrMLIe B Jrr.rr{Hoe Aeno, Aonr{Hbr
cooTBeTcTByrOqr4Mr4 AoKyMeHTaMpI.

nepeqncneHHbre B pa3Aene

AerreJlbHocra pa6oruur<a.
6rnr rroATBepxAeHbr

fp
tl

Cnequarzcr no KaApaM noryr{aer or rrprzHfiMaeMoro Ha pa6ory pa6orunxa
AOKyMeHTbI, IIpOBepf,eT nOnHOTy I4X 3aIIOJIHeHUfl VI flpaBI/LJIbHOCTL yKa3bIBaeMbIX
cne4euafi B coorBercrBr4r,r c npeAbrBneHHbrMr,r .qoKyMeHTaMr4.



Pa6ornux o6xayercr npeAocraBnrrb fiepcoHanbHbre AaHH6re, coorBercrByroqve
gefictazrelrnocrz.

Pa6ourur r,rMeer npaBo :

- Ha rlonHylo r4HQopMaIIUrc O CBOr{X nepcoHaJrbHbrx AaHHbrx u o5pa60fte srzx
AAHHbIX;

- na cro6o4urrfi 6ecn,rarnut 4ocryn K cBor{M nepcoHa;rrnbrM AaHHbrM, BKJrroqat
rrpaBo Ha noryqeHr4e ronufi alo6oit zanucu, co4epNarqefi nepcoHanbHbre AaHHbre
pa6otnzxa, 3a I,IcKJIIoqeHI4eM cJrrIaeB, npeAycMorpeHHblx 3aKoHoAaremcraonr p@;

- Ha o[peAeJIeHI{e cBol4x npeAcraBrzreJrefi 4rr 3arrll{Tbr aBor,tx nepcoHaJrbHbrx
AAHHBIX;

- HA AOCTYII K OTHOC'UII4MCS K HCMY MEIUIII4 HCKIZM AAHHbIM C IIOMOIUb}O
MeAIrIIrlHcKoro cleqvzllrrrcra rro cBoeMy trr6opy;

- ua :rpe6oranue o6 14 cKJIIoqeHLIu I.IJILT r4crrpaBJreHrlz HeBepHbrx vrra HerroJrHbrx
nepQoHarrbHbrx AaHHbrx, a raKxe AaHHbrx, o6pa6orannrrx c HapyrrreHlreu rpedoeanuft.
flpu orxa:e pa6oro4arena IIoKJIIoqI4Tr Ltrru r4crrpaBtrrb flepcoHzurbHble AaHHbre pa6olurxa
oH r,rMeer npaBo 3arBprrb B nucbMeHHoi sopue pa6oro4arenro o cBoeM HeCOrJraCuu c
coorBercrByroqt4M o6ocnosaHueN,{ TaKoro HecorJracr4.f,. pa6orsr.rx

AOIIOnHT4Tb 3aJrBJreHI,IeM [epCOHanbHLIe AaHHLIe OIIeHO!rHOrO XapaKTepa,
ero co6crgeHHyro roirKy 3peHr4r;

- na rpe6ouanue o6 r.r3BerrleHr4r4 pa6oro4areneM Bcex rr4rl KoropbrM pauee 6u:ru
coo6rqenrr HeBepHbre uJrz HerroJrHbre rrepcoH€rnbHbre AaHHLre pa6oruuxa, o6o scex
npoI,I3BeAeHHbrx B HIIX r4cKJIIOqeHr,ItX, 14cIIpaBJreHlztx I4Jrr4 AOIIOJTHeHI,I{X;

- na o6xanoBaHr4e B cy4 ffo6rrx HerrpaBoMepHux Aeftcmzfi utru 6ezgeitcreur
pa6oroAarerr npu o6pa6orr<e rz 3arrlr4Te ero nepcoHarrbHbrx AaHHbrx.

V, Yver, xpaHeHr{e rl fiepeAaqa nepcoHa.,'rbHbrx AaHHbrx pa6ornurca.

JlI4tIHbre AeJIa, B Koropbrx xpaHf,Tc{ flepcoHanbHble AaHHbre pa6otutzxon, tBnrrorct
AoKyMeHTaMI4 ".{lrr nnyrpenHero norb3oBan[t".

JIu.IHoe AeJro perrrcrpupyercs, o qeM Bnocrir ctL 3arrLter, B xypqan yrrera r[r{Hbrx Aer.
Xypnar coAepxr4r cJreAyrcrrlrie rpaSrr:

- nopxgroarrfi HoMep JrI4rIHoro AeJIa;
- Satv.uttut, zMt, orr{ecrBo corpyAHLIKa;
- AaTa rrocTaHoBKr4 AeJra Ha yqeT;
- AaTa c}IfrTItfl, Aena C rreTa.
B r<a4ponofi cnyN6e (orgene) xpaH.rrrcf, n[rrHbre 4era pa6orrurxoa, pa6orarorqux r

Hacrotulee epelrx. [nr 3Toro [cnoJlb3]alorcf, cneqfiaJrbHo o6opyAorannrre uralpu zlz
ceiQu' Koropble 3anl{palorct 14 oneqarbrBarorcs. ,llflqHrre leJra pacfionafalorcr B
lopsAKe corJracuo r4x HoMepaM :rr.16o e an(faautrotr [oprAKe.

llocre yaomueuux pa6orH[Ka B Jrr4rrHoe AeJro BHocf,Tcr coorBercrByroque
AOKyMeHTET (Saxuenue o pacropxeHr 4 TpyAoBofo AofoBopa, Korrur tlpuKa3a o
pacropxeHl4l'I TpyAoBoro goroeopa), cocTaBJlteTcf, oKoHqaTeJrLH€ur ontrcb, caMo Jrr4qHoe

4elo oSopunaercr r4 nepeAaercr Anr xpaueHrrr.

IV. flpaoa u o6qgauHocru pa6oruuna n o6lacru
AAHHbIX.

3auIr{TbI ero IrepcoHa.].IbHr,IX

r.rMeeT npaBo
BbrpaxaroulrrM



JItlqnlre Aela pa6oruzKoB, yBoJieHHlrx zs MKV I4MI-{, xpanxrcr a apxune MKV
I4MI] n an$aeurnolr ropfiAKe.

He gonycraercr:
- coo6Iqarr nepcoH€urbHbre AaHHLre pa6o ruxa rpeueft cropoHe 6es nr,rcrvennoro

couracnfl, paoorHnKa, 3a I,IcKJIIoqeHI4eM cryqaeB, KorAa ero ueo6xogr{Mo B rlenrx
rrpeAyflpexAeHr.rr yrpo3br xr,r3Hl4 r4 3AopoBblo pa6oTHI4Ka, a TaKXe B Cflyr{atx,
ycraHoBneuHblx 3aKor{oAarelrcrnou PO;

- coo6ularr [epcoHaJIbHEIe AaHHbre pa6ourzra B KoMMepqecKr4 x r-leJrrx 6es ero
nEcbMeHHoro coDracu_s;

- 3arrparxr4Barr uuQopnaaqzrc o cocro.rrHr4r,r 3AopoBbr pa6onrura, 3a ucKrroireHrzeM
rex cne4enltfi, Koropble orHocrrcr K Bonpocy o Bo3MoxHocrI,I BbIIroJrHeHr.u pa6ornlrrou
rpy4onofi Qyuxqzra.

l-{ocryn K fiepcouanbHbrM AaHHbrM pa6ornrnror pa3pelraercr roJrbKo crreqnaJrbHo
yuonHoMorreHHbrM Jrr{rIaM, npr4 3ToM yKa3aHHbre Jrr4rla AonxHbr r,rMeTb npaBo [oJD4raTb
ToJIbKo re nepcoHuulbHble AaHHbIe pa6oruura, Koropbre neo6xoAul,mr AJIf, BbrrroJrHeHrrt
KoHKperHbrx Qynrqufi,

llpz nepe4aue flepcoH€rnbHbrx AaHHbrx pa6ornuxa rperrr.rM lraqarvr neo6xogulao
rlpeAynpexAarr I4x o roM, qro grrr AaHHbre rraoryr 6rrrr ficrro:ib3oBaHrr Jrr4rub B rleJr{x,
.qm Koropbrx onz coo6rqeuu, z rpe6onarb or 9Tr4x nrzq noATBepxAeHr4s roro, qro 9To
npaBl4no co6moAeno. Jlzqa, nolyvaulfie nepcoHaJrbH6re,qaHHbre pa6oruuxa, o6ssaHrr
co6mo4arr pexr{M ceKperHocrrl (xonSz4enqr.ralrHoc'rn). Zcrlroqeuue cocraBJrrer
o6ruen nepcoHanbnbrMr4 AaHHbrMr,r pa6oruuron B noprAKe, ycraHoBJreHHoM
3aKoHoAarenbcrsoN.{ P@.

llepe4ava uepcoHaJrburrx AaHHbrx pa6ornura B flpeAerrax MKy I4MI]
ocyuecrBJltercs B coorBercrBrrrr c JroraJrbHbrMrr HopMarvBHbrMr4 aKTaMr,r MKy I,IMII.

llepe4ava [epcoHanbHbrx AaHHbrx pa6ornura ero npeAoTaBr,rreJrrM ocyqecrBJrfierc.ri
B nopr,4Ke, ycTaHoBneHHor,l u MKY IIMI{. O6teu nepe4anaelrofi zHooprraaqzu
orpaHr.IirraBaerc{ ToJIbKo reMu rIepcoHaJIbHErMr4 AaHHIIMI{ pa6orHr4Ka, Koropble
neo6xoAttuu AJrr BbrlroJIHeHnr yKzt.:aHHbrMrr rrpeAcraBr4TeJrflMrr lrx Synnqlrft,


