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Ionoxenne no padore ¢ NePCOHATBHBIMY JAHHBIMH Pal0THUKOB
1. O6mme noxo:KeHus

1.1. Hacrosmee [lonoxenune o paboTe ¢ mNepCcOHANBHBIMH IaHHBIMH pabOTHHKOB
opranuzanuy paspaborano B coorserctBuu ¢ Koncruryuueit PO, Tpynosemm kouexcom P@,
Denepanbusm 3akoHoM or 27.07.2006 Ne 152 — @3 «O mepcoHANBHEIX JAHHEIXY, H HHEIMH
HOPMATHBHBIMH aKTaMH, AeHCTBYIOMUME Ha TeppuTopun Poccuiickoii @epepanu.

1.2. Hacrostmum [TonoxeHreM onpenenseTcs HopsI0K I0yIeH s, 00pab0TKH, XpaHEHHS,
nepenayd “ moboro ApYroro HCIIOIB30BaHHA NEPCOoHAIbHBIX HaHHBIX paﬁOTHI{Ka, a TakXxe
BEICHHA C€r0o JIMYHOTO [Aena (B ciny4yae, Korga OHO BBZ[E:TCH) B COOTBETCTBHU C TPYIOBBEIM
3aKoHOJaTeNseTBOM Poccuiickol @enepanuu. .

1.3. Hens macrosmero Ilonoxenuss — 3alidrTa NEPCOHANBLHBIX IAHHBIX pPaBOTHHKOB
OpraHM3alUY 0T HECAHKIIMOHUPOBAHHOTO JH0CTYIIA M pasriaticHus.

1.4. Hacrosmee IlonoxeHue BCTYIAET B CHIY € MOMEHT4 €I0 YIBEPKICHHS
PYKOBOIMTENIEM Oprasmzaiuu u nelicteyer beccpouyno, 70 3aMeHsl ero HOrbM [lonoxennem.
Bce uamenenus B [Tonoicenue BHOCATCS IPHKA30M,

1.5, Bce paBOTHMKH OPraHM3amdy = AOIDKIB OHITH OIMAKOMJIEHEI C  HACTOSIIMM
IonosxenueM MOA POCTIHCE.

2. Coop, 006paboTka H 3aI0ATA NEPCOHANLHBIX JAHHBIX PAOOTHHES |

2.1. Ilepconanbuble manHbe pabOTHHKA- OTHOCHTCH K KoH(HaeHnpansHol uHboOpMaImy,
TO €CTH MOPSMOK PaGOTH ¢ HUMH PerIaMeHTHPOBaH JeHCTRYIONMM 3aKoHOaaTenscTBoM PO 1
OCYHIECTBIISETCS! ¢ COBIMOIGHNEM CTPOTO OTIPEISTENHEIX PAaB U YCIOBHH,

2.2. O6mpe Tpebopanusa 0OpaboTKH MEPCOHATLHEIX AHHBIX PabOTHHKA:

2.2.1. O6pafioTka ~MEepCOHANBHEIX  HAHHBIX  paOOTHHKA MOKET  OCYINECTBILATHCA
HCEJIFOYHTENBHO B [ENsIx obecnedeHns CoOMOACHH: 3aK0HOB H HHEIX HOPMAaTHBHBIX IIPAaBOBBIX
aKTOB, conelicTBus pabOTHHKAM B TpyAoycTpolicTse, o0ywyeHHH M HPOJIBHIKEHHH 110 cIyxbe,
ofecrieuends JadHOH Oe30lacHOCTH palOTHHKOR, KOHTPONA KONHHECTBA M KAYecTsa
BBIIOJHAEMOM pafoTsl ¥ ofecreyens COXPAHHOCTH HMyIecTBa paboTomaTend, paboTHHKA H
TPETHHAX JIHII; AR

2.2.2. Tlpu onpeneneHun 06meMa H cogepxanns o0pabarsiBaeMbIX IIEPCOHATBHBIX JAAHBIX
pabortHuka paboTomarens JODKeH pykoBojcTBoBaThes Komerutymueln P®, TpynoBeim
xonekcom PO u uneME (emepatbHbIME 3aKOHAMH;

2.2.3. Bee mepcoHanbubie JaHHBe pabOTHHKA CHELYET MOIYYaTh JMYHO y paboTHHKA.
Ecinu nepcoHansHele JaHHble paboTHAKA BO3MOXKHO TONYYHTE TOJNBKO Y TPETheH CTOPOHEL, TO
pabOTHHUK MOMDKeH OBITH yBeJOMIeH 00 3TOM 3apaHee M OT HEro JOIDKHO OBITH IIONYyYeHO



LHCEMEHHOE cormacke. PaGoTonarent nomien coobiuTs PaGOTHHKY 0 LENsIX, IpeonaraeMerx
HCTOYHHKAX ¥ CIOCODaX IMONYYeHHs [MepCOHANLHEIX M@HHBIX, XapaKTepe IIOIeMKANuX
[OMYUCHHIO [EPCOHANBHLIX NAaHHBIX B TIOCHCACTBHSX OTKA3A paboTHUKA [aTh MHCHMEHHOE
COTIIACHE Ha X ITONyYeHHE,

2.2.4. PaBotonarens He UMmeer Tipasa nony4ath 4 o6pabaThiBaTe MepCoOHATBHEIR JIaHHBIC
paGoTH#Ka 0 ero momHmTHYEeCKHX, PCIMTHOSHBIX W HHBIX YOeRNEHHAX M 9acTHOH sxusmm. B
CIyHasX, HEIOCPENCTBEHHO CBA3AHHEIX ¢ BONPOCAMH TPYIOBRIX OTHOIIEHHI, B COOTBETCTBHH CO
crateeit 24 Komcrtarynmu Pd paboTozatens Bupase Tosy4aTe H 00palaTsiBaTe mAHHBIE O
HACTHOH KH3HH PaGOTHHKA TOMBKO C €ro MHCEMERHOTO cormnacus;

2.2.5. PaGoTonatens ne mMeer ffpaBa nonyyats u ofpaGarsmars HEPCOHANEHEE AaHHEBIE
pabOTHEKA O €ro WICHCTBE B OGIICCTBEHHBIX OOLEMUHEHASX HIH ero npodcorosnoi
ACATCIBHOCTH, 33 HCKMIOYCHHEM CITyU4es, IPENYCMOTPEHHEIX (heflepaIbHEIM 3aKOHOM;

2.2.6. lIpu npurATHs pemenmii, SaTParMBAIONTHX HHTEPECH PabOTHHKA, paboToaaTeNs He
HMCCT NpaBa OCHOBEIBATHCS HA NIEPCOHANBHEIX NANHBIX PpaboTHHKE, TOMyUeHHEX JNIEKTPOHHO
HIIU B PE3YNIsTaTe HX aBTOMATH3HPOBAHHOM 06paoTicy.

2.3. Mudopmanus, conepwamas NEPCOHANLHEE  JauHEIC pafoTHHKOB, HCIIONB3YeTCS
OpraHu3aimel, B JaCTHOCTH, B LMENIX BBITOTHEHMS TpeboBanuii:

- TPYAOBOTO 3aKOHONIATENECTEA HHBIX AKTOB, COXEMIKALIHX HOPMET TPY/I0BOI'O IPaBa, TPy
TpHEME Ha paboTy, TIPH NPeAOCTABISHIHE TAPANTHI 1 KOMIOCHCAIMH | /1p.;

- HAJIOTOBOTO 3aKOHOJATENLCTBA, B YACTHOCTH, B CBSIZH ¢ HCUHCIICHHEM H YIIIATOH HANOTA
Ha NOXO/bI QHIHYECKHX TTHIY, 4 TAKIKE EHHOTO COLHATEHOTO HAJIOra;

- TCHCHOHHOTO  32KOHOJATeNbCTBA IPH  (OPMUPOBAHHH . H NPEAOCTARICHHH
TePCOHHGHINPOBARNEIX  JAHHLIX O KakKIOM TONyyaTene JOXOHOB, YYHTHIBAEMBIX opH
HA9UCIEHHH CTPAXOBEIX B3HOCOB Ha 0653aTelIbHOE IEHCHOHHOE CTPAXOBaHHE;

- SAUOIHCHHE TMEPBUIHON YUeTHOH IOKYMEHTAINH »B COOTBETCTBHE © MOCTAHOBIIEHHEM
Tockomerara PD or 5 saBapg 2004 r. Nel «06 YTIBEPXAICHHH YHU(GHIMPOBAHHEIX (hopy
UICPBIMHOH YICTHOH NOKYMEHTANA 110 yueTy KaIpoB M €ro OIiaTe.

2.4, JInna, nonywaroriue IEPCOHANBHBIE JJAHIEE paboTHuKa, 0653aHE COBIIORATE PEKHM
CexpeTHoCTH (KoRduuenmmansaocTn), Jantoe moroskenme HE pacnpocTpaHserca Ha ofmen
NEPCOHANBHEIMH NAHHBIMH PAGOTHHKOR B IOPSAKE, YCTAHOBICHHOM (enepansubmvy 3axonamu,

2.5. 3amyTa NEPCOHANBHEIX TAHHBIX PaboTHHKA OT HENPABOMEPHOTO WX HCIONE30BAHMS
WM yTpaThl NOIKHA ObITh ofecneucHa paGoTomareneM 3a cuer ero CPEICTB B HOPAZKE,
yeTanosneHHoM Tpynosem xonexcom PD, nHemMz denepansuevM 3aK0RAMHE,

2.6. PaBoTHuiKH W Hx OPeACcTaBHTEeNH JOIDKHEL GBIThH 03HAKOMIIGHE [I0J1 PacIiCKy C
ACKYMEHTAMH OPTAHH3ALIMH, YCTAHABTHBAIOMHME TOPHIOK 00paGoTKH NEPCOHANBHEIX JaHHBIX
PabOTHHKOB, & TakiKe OCBENOMICHE 06 1x 1paBax ¥ 00A3aHHOCTSX B 3TOH 06IacT.

2.7. PaGoTHHKN He JOKHEI OTKA3BIBATECH OT CBOMX [IpaB Ha COXpaHeHWe H 3aIlETy
TaiHbL. Ecim B Tpymosom Horosope Gyrer comepmarscs Hopma o6 oTKaze paboTHuKa oT
MaHHOTO NpaBa, TO B 3TOH YaCTH TPYIOBOH 1OroBOp GYNET CIUTATECH HeelCTBHTE IbHEIM,

2.8. PaGoromarenn, paboTHARY  HX IIPE/ICTABATEIH NOJIKHEI COBMECTHO BRIpaBATHBATE
MEPEL 3aLIHTEI TEPCOHATBHBIX TAHHEX PaGOTHAKOB.

3. Jliinoe meno paGornuxa

3.1. IIpu moeTymnennn na pabory paboTHHK npemocTaBsier HEPCOHATBHEIC JIAHHEIE O
cele B I0KyMeHTHpOBANHOMH hopMe. A UMeHHO:

- HACTOPT HI1E HHOH MOKYMERT, YA0CTOBEPAIONME IHIHOCTS,

- TPYAOBYIO KHUKKY, 38 MCKIIOTEHHEM CIIy4aeR, KOIia TPyJOROM JIOTOBOP 3aKITFOYaeTCs
BIEPBEIC WIH PABOTHHAK NOCTYNACT Ha PabOTy HA YCIOBHSX COBMECTHTENLCTRA;

t



- CTPaxoBOE€ CBHAECTENLCTBO I'OCY JAPCTBEHHOIO IEHCHOHHOTQ CTPaX0BAHNA;

= TOKYMEHTBI BOHHCKOI'O y4eTa - OIA BOCHHOOOS3aHHBIX H T, MOJJIENAIUX NPKH3bIBY Ha
BOGHHYIO CIyK0Y;

- noxyMeHT 06 o0pa3oBaHuy, 0 KBaM(HKALMH HIH HAIMYHHE CHENHMANBHBIX 3HAHHN IPH
NOCTYILUIEHHY Ha paboTy, TpeOYIONLY 0 CIeIHABHEIX 3HAHUH HIIH CIICIUANBHOM TIOITOTOBKYL;

- cOopaBky o Hamuuud (OTCYTCTBHH) cynuMocTH M (uwnu) daxta yYroioBHOro
TpecnefioBanHus MO0 O HPEKPAIIEHHH YIOJOBHOIO MPECIeNOBAHMA 110 pPeabHINTHPYIONHM
OCHOBAHHAM, BEITAHHYIO B Opsake H no dopMe, KOTOPHE YCTaHABTHBAIOTCA (emepanbHBEIM
OPra’HoOM HCIOTHUTENEHOH BITACTH, OCYIMESCTBIAIOMUM GOYHKIHH To BEIpaboTKe W pealn3aiyn
rOCYJAapCTBEHHON [OJMUTHKA W HOPMATHBHO-IIPABOBOMY DErylIMPOBAHHIO B cepe BHYTPEHHHX
Zen, - IpA TOCTYILIEHUH Ha paboTy, CBA3aHHYIO ¢ ACATENBHOCTEIO, K OCYIIECTRIEHHIO KOTOPO#t
B cooTBeTcTBHHE ¢ HacrodmmM KomexcoM, HEBIM deiepanbHbIM 3aKOHOM He JIOTYCKAIOTCs JIHIIA,
HMEIOIIHE MIH HMEBIIHE CYIJHMOCTb, MOIBEPraloliHecs HIH I[OIBEpraBLIMecs YrOIOBHOMY
MIPECNENOBAHHIO;

- B OT/ENBHBIX CIY4asx ¢ y4eToM crenudukn paboThl JeHCTRYIONHM 3aK0H0IATEIECTBOM
P® moxeT mpemycMaTpHBATBCA HEOOXOOMMOCTH NPEABABICHAA IPH 3aKIIOYEHUH TPYAOBOIO
JOTOROPA JOTIONHUTEBHEIX T0KYMEHTOB.

3.2. Tlpy 3aKMIOYEHHWH TPYZOBOTO JOTOBOPA H B XOJE TPYHOBOH NEATENBHOCTH MOIKET
BO3HHKHYTH HEOOXOHMOCTH B IPEIOCTABIEHAH PabOTHHKOM JOKYMCHTOB!

- 0 BO3pacTe AeTei;

- 0 GEpEMEHHOCTH JKEHIHHEL;

- 00 UHBANMIHOCTH;

- 0 JJOHOPCTBE;

- 0 COCTABE CEMBH; &

- 0 JOXOZE C TIPEBIAYINErO MecTa paboThl; |
- 0 HeobxomuMocTH yXo/a 3a GONBHEIM WIEHOM CeMBH; i

- IPOYHe :

3.3. Ilocne Toro, kKak OyZeT IPUHATO pellleHHe O npHeMe pafoTHHKA Ha paboTy, a Takke

BOOCIICACTBHH B  IPOIECCEe TPY}IOBDf;I JCATCIIPHOCTH K  JOKYMCHTaM, COACpXallliM
[EPCOHANBHBIC TAHHEIC paﬁorl{m(a, TaKXe 6}1’,[()’"1‘ OTHOCHTBCH:

a) TPYAOBOH IOTOBOD;

6) IpHKa3k [0 THYHOMY COCTABY;

B) IPHKa3bI O OOIIPEHUIX H B3BICKAHMAIX;

T) TMCTKH HETPYAOCTIOCOOHOCTH;

1) KapTouKa YHAGHIHPoRaHHOH dopmel T-2;

€) JKypHamBl ydeTa TPHKAa30B TI0 OTHYCKaM, JHYHOMY COCTaBY, KOMAHIMPOBKAX,
MOOIIPEHAIX H B3BICKAHHAX;

‘' 3K) OpYTHE JOKYMCHTEL

3.4 locie w3manus npukasa o npdaeme Ha pabory dopMupyercs JHIHOES MEIO
paboTHHKOR. :

3.5. lmanoe meno BeneTcsd Ha TPOTSDKCHHME Beell TPYHoBOI NeATeNBHOCTH pabOTHHKOB.
V3Menenus, BHOCUMEBIE B JIHUHOE [EN0, JOJDKHEI OLITH MOJTBEPIIEHBI COOTBETCTRYIOMHMHEA
JTOKYMEHTAMH.



4. Xpanenune nepcoHAIBHBIX JAHHLIX paboTHHKA

4.1. Cpenennst o pabOTHMKAX OpTaHH3alldl XpaHATCH Ha OyMaXHBIX HOCHTRILAX ¥
pykopomuTens MBJIOY. Jlis 9TOro MCHONB3YIOTCS CHEMMANEHO 0GOPYNOBAHHLIE mKahsl H
ceii(ybl, KOTOpBIE 3AMUPAIOTCS H OleyaThBaroTes. Cheerus 0 paGOTHUKAX PaclONAraloTes B
anasuraomM mopsyike. Kmod or mxabos u celidos, B KOTOPHIX XPAHATCS CBEIECHAA O
paboTHAKAX OpraHU3alMH, HaxoauTcs y pykoourens MB/IOY, a npu ero oTCyTcTBHH — ¥
saMecTuTens 3apemyiomero mo AXP.

4.2, ByMaykHBIe HOCHTEITH [ePCOHAIBHEIX TaHHBIX!

-

- TPYA0Bas KHEDKKA;

- JYpHAI y9eTa TPYAOBBIX KHIKEK;

- JypHAI ygeTa KOMaHIAPOBOK;

- JIHCTKA HETPYAOCIIOCOOHOCTH;

- MaTepHaisl 0 yueTy paboduero BpeMeHH;

- TAgHag kaprouxa T-2;

- IPHKA3HI TI0 THIHOMY COCTaBY;

- BXOJIAIIAS H HCXOMSIEAs KOPPECIIOH/CHIMS BOSHKOMATA, CTPAXOBOH KOMIAHHH, CIIyKOb!
CyneOHEIX IPHCTABOB;

- THYHBIE JeNa. :

4.3. TIpu HaGope CTENHANACTOB IOKYMEHTLI, HaXOIAIMeEcs B pafoTe, MOLYT HAXOMHTBCH
Ha pafouHX CTONax WM B CHENHAIBHBIX MamKaX TONBKO B TEUECHHC pabouero musa. Ilo
OKOHUAHHIO paBoYero i AAHHEIE JOKYMEHTEI JOJKHBI yOUPAThes B 3aIHPAIOIIHECH [IKaqeL.

4.4, CBenenns o pabOTHUKAX OPTaHHM3AIMM MOTYT TAKKe XPAHWTBCA HA NIEKTPOHHBIX
HOCHTEJISX, LOCTYII K KOTOPBIM OrPAHHYSH IapOoIeM. .

4.5. PaBotonaresis 0OCCHCUMBAET OrpaHHUYEHHE NOCTYIA K I[EPCOHAIBHEIM JaHHBIM
pabOTHHKOB JIMITAM, HE YIONHOMOUEHHBIM 38KOHOM JM00 paBoTofaTeNieM IUIA HOIYUCHHA
COOTBETCTRYIOMHX CBEICHUH.

4.6. JlocTyn K TCPCOHANBHBIM JaHHBM pabOTHHKOB 0e3 CISUHANBHOTO pPa3pemieHus
HMErOT pabOTHHKY, 3aHUMAIONIHE B OPraHH3aIHA CIISIYIOIHE JOJKHOCTH:

- pykoBopuTens MBJIOY;

- 3aMecTHTEN pykosomaTens MBIOY mo AXP. ;

4.7 Tlpu ToNydeHWH CBeJIEHHH, COCTABIAIOIIHX IEPCOHAJILHBIC NaHHbIE paboTHHKE,
yKa3aHHBIE JTULA JOJDKHBL AMETH TIPABO IIOIYYaTh TONBKO T¢ NEPCOHATBHBIC IaHHbE paboTHHKA,
KOTOpEIE HEOOXO/ MBI UL BEITONHEH S KOHKPCTHBIX (QyHKITHH, 3a1aHuH.

5, Tlepenada mepeoHAILHBIN IAHHBIX paboTHiKa

5.1. Tlpu mepenaue MepcOHAINBHBIK JAHHBX paGoTHHKS PaboTOAATENE JOTKEH co0ImoiaTh
creyIomuEe TpeOoRaHHS:

5.1.1.He coo6mars mepcoHaibHble HaHEbE paGOTHHKA TPEThEH CTOpOHE 6e3
TTMCEMEHHOTO COTIACHS PalOTHIKA, 33 UCK/LIOUEHHEM CITYJacs, KOra 9TO HeoOXOMIMO B TIeIX
IpeNypEeIIEHHs YTPO3bI KU3HH H 3/I0POBLI0 pabOTHNKY, & TAKKE B CIYJadx, YCTAHORICHHAIX
dencpaibHEIM  3aKOHOM (HALIPHMED, HECHACTHBIH CIHyuadl Ha TpPOM3BOACTEC 003BIBACT
paboTonaTenss TpH  HEOOXONMMOCTH — HOCTABHTL  IIOCTPAji@BmIEro B yHPCHK/CHUE
3[PABOOXPAHEHHS, HEMEUICHHO MPOMH(GOPMHAPOBATE POCTBCHHUKOB TIOCTPALABIIEro, 3 TAKKE
HAIIPABHTH COODIIEHHE B OPTaHE! M OPrAHH3AIMH, OTpeeneHHbe TPyI0BbIM KOJIEKCOM PO (cr.
228 TK P®), unsivu (beiepallbHBIMK 328KOHAME; O CITy9asiX OCTPOTO OTPaBJICHHL pabBoroparenb
c00BMIAET B COOTBETCTBYIOMME OPran CARHTAPHO-3IHIEMHOIOTHIECKOr0 Haz0pa).















