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1. O6uwme nonoxenns

Hactosmee TMonoxenne paspaorano B coorsercrsun co cr. 24
Koncrutywnn PO o1 12.12.1993r. (¢ usmenenusavu 1t JononHe M),
Tpaxnanckim kozekcom Pd or 26.01.1996r. Ne 14-®3 (¢ nsmenennamn n
Aonoenusmi), Tpyrosum  Kozexcom ot  30.122001r. N 197-03,
theeparbhiMi 3akonami oT 27.07.2006r. Ne 149-3 «OG mndpopmarn,
MHOOPMALHONHEIX TEXHOTONMAX 1 0 3aLIKTe HHGopMALHI», OT 27.07.2006r. No
152-03 «O nepcoHansHbix faHHEXY.

Hacrosuee TMonoxente pacnpoctpaisieres Ha scex cotpyikos, u see
paGoTiiki RomKG GbiTh o3HaKoMeHs ¢ 9T HomosKeHiieM 110 pociict,

1.1. Tlepconansibie nanmbie paGoTUKa — MHGOPMALMS, HeoBXOMMAS
PaGOTORATEMO B CBA3I ¢ yCTAHOBEHNEM TPYOBHIX OTHOWEHHI i Kacatomascs
KOHKPETHOTO paGoThika. OHH BKIIOAIOT B CeGf: OMO3HABATENbHEIE Aamibie
(PHO, gata u mecro POKACHHUS, Tpynosas Guorpadus paGotmmka, (akTel
Gorpamir); Mrdible XapaKTEHCTHKH PaGOTHMHKA (IpaAGHCTRO, Hanme
HAYYHBIX TPY/IOB, H30GpeTeHMii M T.1); CBENCHHA O cemeliHoM MONOKEHNH;
COCTABE COMbM; COMHATBHOM MOIOKEHHI; CIyACOHOM MONOKEHI; HaBbIKaX; o
iHanCOBOM  MOnOeHHH. K MpelOCTABIIEMBIM MEpCORATLHMM  AaHHmM
PABOTHHKA OTHOCHTCA WHQOPMALIS, CONCPKILATCH B TPYIOROH KiMxKe, 1
CTPAXOBOM  CBHACTE/ILCTBE  FOCYAAPCTBCHHOIO  MEHCHOHHOTO  CTPAXOBAHHA;
MHGOPMAINA 06 0GpasOBaHMM, KBaTM(UKANMH; HHGOPMALES MEmHUHHCKOTG
XapaKTepa; HHGOPMAIUTA B JOKYMEHTAX BOMHEKOTO YHCTa H 1 ADYPHX ZOKYMCHTaX,
KOTOPSIe CONCPXAT faiHbic, HEOGXOMMMBIE PACOTOAATENIO B CBA3M C TpyOBLINI
OTHOmEHMsAMH.

1.2. OBpaboTka NepcoHatbBIX AamHBIX PabOTHHKA OCYILECTRISCTCH B
Uesx OGecrieserst CoBMOJIeIHS JAKOHOR H APYIUX HOPMATHBHO-IPABOBBIX AKTOB,

1.3. PaGotonatens bpane nposepaTs nepconarbHie anHsle paGoTHIKOS ¢
1EnbI0 OPMHPOBAHKS KaPOROrO pesepsa.

14, Tlpi npueme Ha paGory, saxmoteHmn Tpyiosoro roromopa,
SANOTHEHHN AHKCTHBIX JAHHBIX PaGOTONATENs He HMEET Mpapo mody<ars 1
060BLIATS HHOPMALLHIO O PENHTHOSMEIX, TOTHTHNECKHX 1 APYTHX yOeKICHIAX
paBorinka.
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oT Hero camoro.

1.6. PaBotozaTeith noflyuaeT i 0GpaGATHBACT JAHHHE O HACTHOI KH3HI
PABOTHHKA TOABKO C €r0 NHCHMEHHOrO COMACHS.

1.7. PaGoTonatens cooGUIACT paGOTHMKY HLETH, NPEANONOKHTENbIbE
MCTOUHMKH,  COCOBH  MONYHEHHS  NEPCOHATBHBIX  JAHHBIX,  Xapakrep
MePCOHATBHBIX JAHHEIX W MOCTE/ICTBHA OTKa3a PAGOTHMKA JaTh mCEMemmoe
coraacue Ha ux notyuenve.

1.8, TonyuaTh nepconanshble anisie paGOTHNKOB Ha OCHOBANHH JaKOHA
MOTYT: hasorosbie opranl, Ilencuomnuii (onn P®, dowt counatbhoro
crpaxopanns  P®, enepanbhas  mmcmexmus  Tpyna.  Mcrmombsosaie
NEpCOHaNBHBIX IaHHBIX PaGOTHHKA I0MYCTHMO TONBKO B COOTBETCTBHH C LE/SMH,
onpesienMBIIMIE HX noAydenue. Tlepenata MEPCONATBHBIX AAHHBIX PAGOTHHKA
BOIMOKHA TOBKO C COIJaCHS paGOTHHKA, SCTH WHOE He MPEIyCMOTPEHO
3aKOHOJIATENBCTBOM.

1.9. PaBoTojatesl MMeeT Npaso cobMpaTh MEPCOHATBHYIO WH(OPMAILHIO,
CoftepKalyiocs B JOKYMEHTaX, MPEOCTABMEHTIBIX PAGOTHIKOM TP TpHEMe Ha
padory.

1.10. PaGoTozaTe M pOM3BOZMT PactieT H BHIIATY HATOFOB 3a PaGOTHHKA
NyTeM yACPKAHHA MX U3 3apabOTHOM MnaTh, pabOTORATENH MMEST Mpaso
cobupath  mpesycmotpennsie  Hanorosoiv  Komexcom P cpenienma o
HATIOTOMIATENBIIHKe.

1.11. Jlannoe Tonoxkenue NpeoTBpaIIAET HeCaHKUHOHPOBAHHbI 0CTYN
K MH(GOPMALH, ee MPOTHBONPABHOE KOMMPOBANHE, HCKAKEHHE, HCMOALI0BAHKE
NPEMHAMEPEHHOTO  PACPOCTPAHEHMA  HeJOCTOBEpHOH  MH(opMALHH,
HCTIOIB30BaNNHE MHOPMALIH B IPECTYMHBIX M KOPHICTHBIX LIETAX.

2. TTopsA0K XpANEHNSI, HCTIOTHIOBAHIIS H 11PEAAMN MEPCOHANBHBIX AAHHBIX
paGoruika

XpaHenHe MepCOHANBHBIX JIAHHBIX JOJDKHO HCKIIOYATh MX YTPATy HIM UX
HEMpABHITLHOE HCMIONB30BAHKE.

2.1. XparieHHe, Bt TPYIOBbIX KHIBKEK (IyGIHKATE TPy IOBbIX KHIIKEK);
XpaHeHnue MMUHBIX el pPaGOTHMKOB M HMHBIX JIOKYMEHTOB, OTPAKAIOLIMX
epcOHATbHblE  faHHMe  paGOTHMKA, BOMNATAIOTC:  HA  PyKOBOAWTENS,
AETOMpOMIROIHTENS W PaGOTHKOB GyXraiTepuit (CHHCOK MU yTBepAaeTcs
npukasom no OO u MIT).

2.2, Ilepconanbhsie AanHble paGOTHMKOB BMECTE C HCOGXOIHMBIMI
JOKYMEHTaMH OCTaloTcs y paboTojatens HIH JIMUA, OTBETCTBEHHOIO 3a
odopmieHHe NpHeMa H XpaHeHHs JHYHBIX el COTPYAHHKOB. [TopAoK XpaHeHHs
TPYAOBBIX KHHKEK yCTaHOBJIeH MHCTPYKIHEH 110 3aN0IHEHHIO TPYJIOBBIX KHHKEK.

2.3. PaBoTolaTens OGCCHeUHBACT XPaHeHHE MEPBHSHBIX JOKYMEHTOB,
CBSA3aHHBIX ¢ 0GPabOTKOIT IOKyMEHTALIMH 110 y4eTy Tpyaa, KaApoB H OMJaThi Tpyaa
B opranm3ausi. B GyXrarTepHi XpansTca JOKyMEHTI M0 yuCTy HCTIOTb30BAHUS
paGouero BpeMeHH i PACUETOB C NIEPCOHATIOM O OTUIATE TPY/IA.
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0:KeH COBONATS CIAIOLIHE TPeSoBatHA:

2.4.1. He coolImats mepconatbHbic AanHbie paGOTHHKA TPeTheHi CTopote
Ge3 MMCHMEHHOTO COTIacHsi paGOTHHKA, 32 HCKTIOMEHHEM Clydaes, KOIAA 3To
HEOGXOMMO B LEMAX MPEAYNPEHKCHHs YTPO3bl AW3HH  3I0POBLIO PAGOTHHKA, &
Tak’Ke B CAYUARX, YCTAHOBACHHBIX (elepalbHbIM 3aKOHOM.

242 He coobiaTs nepcoHaTbHbIe JaHHble PAGOTHHKA B KOMMEPHECKIX
1enax 6e3 ero MUCHMEHHOTO COracHsi.

2.4.3. Tpeaynpe/iTs ML, MOTYHAIOIIX NIEPCOHATbHEIE JaHHble paboTHIKa,
© TOM, YTO 3TH JIGHHBIC MOTYT GbITh HCMIONB30BAHBI JIHILb B LEISX, /T KOTOPHIX
O COOGLIICHEL, U TPEGOBATS OT STHX ML IOATBEPAIEHHS TOTO, 4T 31O NPABIIO
cobmoneno. JlHua, NOAYYAIOLIAE NepCoHATbHEE aHHbie PAGOTHHKA, O0H3AHE!
COBMIOAATE periM CeKpeTHOCTH (KoHeHIHATbHOCTH). JlalHoe TIoNOwKeHHe He
PaCNpOCTPaHAETCA Ha OGMEH TIePCOHANBHBIMH IaHHBIMH PAGOTHHKOB B MOPSIKE,
VCTAHOBIIEHHOM (e/IepatbHbIMH 3aKOHaMTT;

2.4.4. PaspelmiaTs JIOCTYNl K MepCOMATHHBIM AQHHEM PaGOTHUKOB TObKO
CHIELHATBHO YTIOTHOMOUCHHBIM JIHIaM, TIPH 9TOM yKa3aHHbie JH1a J0KHE! HMeTh
[paBo NOMyuaTh TONGKO Te NEPCOHATbHbIC AAHHBIE DAGOTHHKA, KOTOpHIE
HEOOXOMMBI JUIsl BBITIONHEHHNS! KOHKPETHBIX (yHKILHi;

2.4.5. Tlepenasats mnepconatsibie JaHHEI aGOTHUKA MpeACTABHTENM
paGoTinkoB B nopsake, ycranosnemmom TK P®, u orpammuusats oty
HH(OPMAIIIO TONBKO TeMi NEPCOHATHHLIMH JANHBIMH PaGOTHHKA, KOTOpbiE
HEOOXOIMMBI JUTA BHITIONHEHUS YKA3aHHBIMH NPE/ICTABHTENSIMH HX (yHKLHIi.

25, Tlepeiaya [epcOMQnbibiX AaHHBIX paboTHHKA B  mpejenax
opramsaim:

2.5.1. PaGoTosatesh NpefiocTaBiseT MHAOPMALHMIO U WHbIC CBENCHHA,
HeoOXOIUMBIC /U1 MPOBEPKH MPABHILHOCTH WCHHCIEHHS U YIIATbl HATOTOB,
OGS3ATEIIBHEIX IIATEKeH B TOCYaPCTBEHHYIO BIOMKETHYIO CHCTEMY; IOKYMEHTH!
0 IUIATERECIOCOBHOCTH; CBEJIHHA O WHCICHHOCTH, COCTaBe pAGOTAIOLIMX,
3apaGoTHO/ 11aTe M YCTOBHAX TPYN, O HATHYHN CBOGOMHBIX PaGOMMX MeCT;
JOKYMCHTBI 05 OIIaTE HATOTOB MO TPeGOBAHMIO OPraHOB BIACTH YNpaBieHHs,
TPABOOXPAHHTENBHBIX OPTalOB, IOPHIHUECKHX JIHIL, HMEIOUIHX HA 5TO NPABO.

2.52. Tlpepoctanisemas HH(OPMALMA MOKeT ObiTo YCTHOH WM
IHCLMEHHOM, BO BTOPOM Clyuae — 3aBepeHa MeuaThio W MOAMHCAMH
ONpEAEEeHHbIX 1L,

3. OBRIANNOCTH PABOTONATENs! 10 XPANEINIO  JALINTE NEPCONANBHbIX
JanuBIX paGoTHmKa

3.1 PaboTosatens OGecneuMBACT 3AULWTY EPCOHAIBHBIX AAHHBIX
paGOTHHKA OT HCMPABOMCPHOTO X HCMOAB3OBAHNA IWNH YTPAThi 33 CHCT
COGCTBEHHBIX CPEACTS B IOPAAKE, YCTAHOBICHHOM (BEAEPAIBHBIN JAKOHOM.

32. PaGoroarens 3uakoMHT paGOTHHKA MOA POCIHCH CO BCEMH
BHYTPCHHHMH JIOKYMCHTAMH, KACQIOWMHCA TOPAAKA OOPABOTKH, mHepexati
NIePCONATBHEIX AQHHbIX PAGOTHILKOB, 0 PABAX H OGA3AHHOCTAX B TOf OGHACTH.
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- 2BOTHIIKA TOTbKO YTIOMHOMOYEHHEIM THLAM.

3.5. Pyxosoxutens sakpennset s [pukase no YupeskieHiio pacripenenienie
2343aHHOCTEI 110 06PAGOTKE MePCOHATBHbIX JAHHBIX.

3.6. 3anpemaercs o6paGoTKa HH(OPMALMH B MPHCYTCTBHH MHBIX JHLL,
{20Me HMEIOWKX NPABO AOCTYMA K MGPCOHATbHBIM AGHHBIM  PaGOTHHKA.
PYKOBOMTEIIb XPAHHT JOKYMEHTEI (TPy10BbIe KHWKKH B cefithe); pexoMenyeTcs
“pit 0GpaGOTKe AGHHEIX C HOMOMIBIO KOMIEIOTEPA 3aKphIBaTH Mapone thaiiti,
{MEIOLINE MIePCOHANBHBIE JAHHBIE.

4. Tpasa paGoTHHKOB 1A 3AINTY MEPCONATLHBIX AAHNLIX
4.1. Cornacto c7.89 TK Pd paBoThikn nMeroT npao a:
4.1.1. Tlomyio MGopMALIIO 06 HX TICPCOHATHHbIX JIAHIBIX 1 0GPAGOTKE

STHX JQHHBIX;

4.1.2. CBOGOMHEIIi GeCTLIATHEL A0CTYN K CBOMM MEpCOHANBHBIM IaHHBIM,
3K104as IPABO Ha MOJIyuenue Komuii MoGoii 3amkcH, cofepkallieil nepconabHLe
JaniBIe PAGOTINKA, 30 HCKIIOYCHHEM C1yHaes, NPelyCMOTPEHHBIX (GeAepaTbHIM
33KOHOM;

4.13. Onpepenenve CBOMX npeiCTABHTENCH 1A 3aUIMTHL  CBOMX
112PCOHATBHBIX JIaHHBIX;

4.1.4. JIOCTYNl K OTHOCALIMMCS K HUM MEAHIHHCKAM AAHHbIM C OMOIIbIO
\eHUHHCKOTO CIIELHATHCTA 110 X BLIGOPY;

4.1.5. TpeGopanue 06 WCKMIOMEHMH WIH HCIPABJICHHH HEBEDHBIX WIH
HOTIOMHBIX  NEPCOHATBHBIX JAHWBIX, @ Take AQHHBIX, OGPAGOTAHHBIX ¢
Hapymennem TpeGonanmii TK P®. Tlpn orkase paGoTORaTeNs HCKITIONHTS Wik
FCTPABHTH NIEPCONQTbHble JaHHble PAGOTHHKA OH HMEeT Npaso 3asBUTh B
THCHMEHHOM (OpME PABOTONATEN0 O CBOEM HECOTTACHH ¢ COOTRETCTBYIOLIM
oGocHoBauHeM  Takoro Hecoriachs. TIepcOHATHbIC JAHHBIE  OLEHOMHOrO
XapakTepa paGOTHHK MMEeT MPaBo JIONONHHTH 3asBCHHEM, BHIDKAIOWMM €ro
COGCTBeRHYIO ToUKY 3petis;

4.1.6. TpeGobame of MIBelLeHin paGOTORATENeM BOEX THLL, KOTOPHIM
paniee GHUTH COOGIICHBI HEBEPHEIE HIH HEMONHIE MEPCOHATbHBIC AAHHbIE
paboTHHKA, 0G0 BCEX NPOMIBEACHHEIX B HUX HCKTIOYCHUSX, HCTDABCHISX HIH
OnOHeHuAX;

4.1.7. PaBOTHHKH JOMKHBI GhITh 03HAKOMIICHB! MOX POCHHCH C HACTOSIIM
TMornoxkenem. C 5Toii UeNBI0 B yUpexAEHHH Opranusyetcs u Bejercs JKypuan
03HAKOMIICHNA PABOTHUKOB ¢ HaCTOSILLiM TTONOKeHHEM.

4.1.8. OGkanosamme B cyn IOGHX HENPABOMEPHBIX AGHCTBHI Wi
GeelicTBis paGOTONATE IS MPH OOPAGOTKE H FAITHTE ero MePCOHATBHEIX AANHEIX.

5. OTBeTCTBeHHOCTS PAGOTORATENs 1 ML, OCYINECTBANIOUNX PAGOTY ¢
NEPCOHAIBHLIMI JaHHEIMH

5.1. PaGoTHuk o6s3an:
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- XaHUTH B TaiiHe M3BECTHBIC eMy KOHQMICHUMATHHBIC CBEfCHNA,
HHQOPMHPOBATS PYKOBOXHTENS O (KTAX HAPYIICHNS NOPAIKA OOpalCHIS ¢
KOHQIICHIMATLHEIME CHEJCHIAMH, O CTABUIHX €My W3BECTHBIM MOBITKAX
HECAHKLIHOHPORANHOTO A0CTYIIA K HH(OpMaLLLL;

- cofmozaTh MpaBHna NONB30BAIS IOKYMEHTAMI, MOPSIOK HX yHera n
XpaHeHus, oecreuHBATh B Npouecce PAbOTH COXPAHHOCTH  HHQOPMAIH,
conepainelics B HIX OT MOCTOPOHHIX

- 3HQKOMHTECS TONBKO C TeMH CIYAKEGHBIMH AOKYMEHTAMH, K KOTOPbIM
TI0/1y'ieH JOCTYI B CHTy HCTIOHeHIA CBOHX CYKEBHbIX 0BR3aHHOCTel.

5.2 Jluna, BMHOBHIE B HAPYIICHMH HOPM, PErYAHPYIOWUX MOTydeHHe,
0GpaGOTKY H 3AILHTY MEPCOHATBHBIX JANHBIX PAOOTHIKA, HECYT AHCIHIIHHADHYIO,
AIMHHHCTPATHBHYIO, TPAKAGHCKO-NPABOBYIO 1IH YTOIOBHYIO OTBETCTBCHHOCTD B
COOTBETCTBIH ¢ CICPATLHBIH FKOHAMH.

53. K cOTpyMmiNKy, OTBETCTBCHHOMY 33 XpAHEHHE [EPCOHATbHOI
wHdopvaLMH  PaGOTHIKOB, PABOTOAQTEb BUABE NPHMCHITS OAHO i3
JuCLIITRHAPHBIX B3bicKani, npeaycyoTpenbix ct. 192 TK PO, a nvenno:
3aMedaHie, BHIOBOP, YBOMbHCHHE. K MCLHIMHADHOI OTBETCTBEHHOCTIH
NPUB/EKAIOTCA TONBKO Te PaGOTHHKH, KOTOPEIE 1O YCTIOBUAM CBOMX TPYAOBBIX
210r0BOPOB OGS 3ANb COGIORATE IPABILIA PABOTI ¢ IEPCOHATBHBIMH AAHHBIMH.

5.4. PaGoTozatens Bupase PacTOPrHyTs TPYAOBOi AOTOBOP MO cBOCH
{HHLHATHBE TIpH A3 IALICHILH OXPAHACMOIi 3AKOHOM Taiilibl, CTaBILeH H3BECTHOI
PaGOTHHKY B CBA3M C HCTIOMHERIEM HM TPYJIOBBIX 0OS3AHHOCTEH.

Owasowrenss: " Gastuoy





