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IMPABHUJIA
00paboTKH NepCOHANBbHBIX JAaHHBIX B
MYJO «IHOCH r. 3eaeHokymcka»

1. O0mmue nosioxkeHust
1.1.  Hacrosimme IlpaBuna pa3paGoTaHsl Ha  OCHOBaHHH TpeOoBaHuU
®epepanbHoro 3akona ot 27.07.2006 Ne 152-®3 «O nepcoHANBHBIX JAHHBIXY,
nocranoBiieHust IIpaBurensctBa Poccuiickoit @emepanuu ot 15.09.2008 No 687
«O0 yTBEpXK/IEHUH TIONOXKEHHs 00 OCOGEHHOCTSX OO6PaGOTKH IEePCOHANBHBIX
JQHHBIX, OCYINECTBISAEMON ©0€3 UCIONB30BAHUS CPEICTB aBTOMATH3ALMNY.
Ilonoxennst 06 o6paboTke mepcoHanbHbIX HaHHBIX B MYJIO JFOCII (manee -
JIOCII). ‘
1.2, HeaBromartusupoBaHHOH 00paGOTKON NepCOHATBHBIX JaHHBIX  (Ge3
NPUMEHEHHUS] CPEJICTB aBTOMATH3ALMU) CYHMTAETCs 00OpaboTKa IIEPCOHAIBHBIX
JlAHHBIX 0€3 HCMOJB30BaHUsS CPEJCTB BBIYMCIMTENBHOW TeXHUKH. IIpH 3TOM
00paboTKa IepCOHANBHEIX MAHHBIX HE MOXET OBITh NPH3HAHA HCKIFOYMTENHHO
aBTOMAaTU3UPOBAHHOM TOJNBKO Ha TOM OCHOBAaHHMH, YTO OHH COJEPKATCs B
MH()OPMALIMOHHOM cHcTeMe JIHOO0 ObIIM M3BJIeUEHEI U3 Hee.
1.3. Hacrosiume IlpaBuna omnpezenser oOupie IONOKEHHS M KOHKPETHBIE
nercrBus pabotaukos JIFOCII, ocymecTBisronmx 06paboTKy NepCOHAIBHBIX
JAHHBIX JHOO MMEIOMX JOCTYI K IIePCOHAJIBHBIM [aHHBIM B IIpOIEcCe
OCYLIECTBICHHS UMM CIy)XeOHOH (Ipo(ecCHOHANBHON) JAeATENBHOCTH IIpH
UCIIOJIHEHUH JOJDKHOCTHBIX 00SI3aHHOCTEH.
1.4. Jlonyck pa6otuukoB JIOCII mias paGoTel ¢ NepcOHANBHBIMH JAHHBIMH
OCYILECTBIIICTCS. B COOTBETCTBMM C YTBEpXXIEHHBIM IlepeuneM moipKHOCTe
coTpynHUKOB IlIKoIIbI, 3amMeleHre KOTOPBIX IIPeIyCMaTpHBAET OCYIIECTBIICHHE
00paboTKM  NEpCOHANBHBIX ~JAaHHBIX JMOO  OCYIIeCTBIEHHME JOCTYNd K
NIEPCOHAJIbHBIM JIaHHBIM M HA OCHOBAaHMM BKIIOYEHHS B JOJDKHOCTHOM peraaMeHT
(IOJDKHOCTHYIO MHCTPYKIIHIO) TpeOOBaHUs O COOMIONEHNH KOH(HUIEHIUAIbHOCTH
IIEPCOH aJl Bl 1 BI X JIaH HEI X. \
1.5. Ilepen navanmom pa6otsl paGorhuku JFOCII HOMKHBI O3HAKOMHTBECS C
[IpaBunamn  00paGOTKM  IHepCOHANBHBIX JAHHBIX, OCYIIECTBIAEMOH  0Oe3
HCIoNbp30BaHus  cpencts aBromarusauu B JIFOCIIL. mnpowHbOpMHpOBaHEl 0
KaTeropusx oopabaTbIBaeMBIX EPCOHAILHBIX JaHHBIX.



1.6. B nensix obecrieueHust 6e30MacHOCTU [AAaHHBIX CyOBEKTOB TMepCOHAIbHBIX
JAHHBIX, OCYIeCTBAsieMOl 0e3 WCI0/Ib30BaHUs CpeACTB aBTOMAaTH3allid, B
OTHOIIIEHUM KaXkK/IoM KaTeropyuy MepCOHANbHBIX [aHHBIX OIpe/esisiioTCS MecTa
XpaHeHUsI TIepCOHaNbHBIX JAaHHBIX (MaTepyUalbHbIX HOCUTeIel).

1.7. MecTta xpaHeHUs MaTepualbHBIX HOCUTENEeN TepCOHA/bHBIX JaHHBIX
orpefensitoTc B xofe oOcmefioBaHUSI W U3yueHUs CUCTeMbl 00pabOTKH
TePCOHA/ILHBIX JaHHBIX HMCXOJS W3 aHalu3a MCIO0J/Ib3yeMbIX TeXHOJIOTMUeCKHX
TripoLjeccoB 00paboTKH, pacrosioKeHus MOMellleHUd ¥ yCTaHOBJIEHHOTO peyKuMa Ux
OXpaHbI, C Y4eTOM HeoOXOAUMOCTH J0000PYJOBaHUS 3TUX MEeCT TeXHUUeCKUMHU U
PEXXUMHBIMU MepaMH.

1.8. [JOKyMmeHTHI, cofepskaljue MepCOoHa/ibHble [JaHHble, [O/DKHbI XPaHUTHCH B
yC/IOBUSIX,  00ecrieumBaroMX COXPAaHHOCTh  TI€PCOHA/NbHBIX  JaHHBIX |
VCK/TFOUAIOIIUX HeCaHKIIMOHUPOBAHHBIN K HUM JOCTYTI.

1.9. PaboTHMK WMeeT TIpaBO B OTBeJeHHOE eMy BpeMs pelllaTh TOCTaB/eHHbIe
3a/lauy TI0 He aBTOMATU3UPOBAHHOW 00pabOTKe IMepCcoHaMbHBIX JJaHHBIX TOJBKO B
COOTBETCTBUH C TTOJITHOMOYHSIMH IOCTYTIA U LIeJIIMUA 00pabOTKH.

2. TIlpaBuna o00paboTKM W XpaHeHHsI [JOKYMEHTOB C TepPCOHA/IbHBIMH
AAQHHBIMHU

2.1. TIpn HeaBTOMATH3UPOBAaHHOM 00pabOTKe IMepCOHA/bHBIX JAaHHBIX PAaOOTHUKU
OHOCIII o6s13aHbI COO/TIO/IaTh C/IeAYIOLKe TIpaBUJIa:

- He JoryckaeTcsi ¢uKcalys Ha OJHOM OyMa)KHOM HOCHTese TepCOHATbHbBIX
JAHHBIX, 11611 00pab0TKM KOTOPBIX 3aBeZlOMO He COBMECTHMbI; TIPU TIOJTOTOBKE
WUTOTOBBIX, AHAJIMUTUYECKUX M [JPYIMX [OKYMEHTOB TIepCOHa/IbHble [aHHbIE
JOJDKHBI 000CO0/IATHCSA OT MHOM UH(OPMaLUH;

- B YaCTHOCTH, MyTéM QUKCAllUd WX Ha OTAe/NbHBbIX OYMa)KHBIX HOCHTEJISX

(TpU/IOXKeHUsIX), B CIeI[Ha/lbHbIX pa3jenax WM Ha Tonsax ¢dopm (6aHKOB):
JIOKYMEHTBI, coJepkariye repCcoHasbHbIe JlaHHbIe, IpyNIUPYHOTCS
(bopmupytoTCsi) B fefla B 3aBUCMMOCTU OT Iieid 00pabOTKU TepCcoHaIbHBIX
JTAaHHBIX;

2.2. Henb3s XpaHUTh B OJJHOM MeCTe TepCOHa/IbHbIe JaHHbIe, 1eid 00paboTKu
KOTOPBIX pa3inuHbl. @opMUpOBaHUE fie/T OCYLLECTB/ISIeTCS 110 OJHOM;, U3 LieJIeBbIX
TIpU3HAaKOB 00pabOTKM TepcoHanbHBIX [JaHHBIX. Haripumep, JUYHOe ieJio
COTpPYJHUKa, eJi0 € TpaukaMy OTIYCKOB, KOMaHAUPOBKU COTPYAHUKOB, pacyeT
3apabOoTHO TUIaThI U T.I.

2.3. lena, 3aKOHYeHHbIe TIPOM3BO/ICTBOM MO0 T0 JOCTHXKEHUIO 1iesiel 00paboTKu
TepCOHAbHBIX [JaHHBIX 3aKPbIBAIOTCS (B COOTBETCTBUM C TPeOOBAHUSMH TIPaBUJ
Zle/I0TIPOU3BO/ICTBA) U MepefjatoTcs Ha xpaHeHue B apxus JHOCILI.

2.4. TlopsijoK XpaHeHHWs, JOCTyIa K OKOHYEHHBbIM [MPOU3BOJCTBOM JejlaM U MX
YHUUTOKEeHUS oIpefesisseTcs oKajibHbIM akToM JHOCIII.

2.5. Tlpu pa3paboTke M MCMONB30BAHUM HOBBIX TUIOBLIX (DOPM [JOKYMEHTOB,
HeoOXOUMBIX /IJIs1 peaju3aluu Bo3noxeHHbIX Ha JJHOCII nosHOMOUMiA, XapakTep



vHbOpMallid B KOTOPBIX TMpeATiofaraeT WIA JOIMyCKaeT BK/IOUeHWe B HUX
TepCOHaNbHBIX JAHHBIX (Jajsiee - TUroBasi ¢opma), A0/DKHBI COOJMOAATHCS

CJieiyIoIiue yCIOBUS:

a) TuroBas ¢dopMa WM CBs3aHHbIE C HeW JAOKyMeHThbl (MHCTPYKLMS TIO ee
3aI10/IHEHHI0, KAPTOUKH, PeeCTPbl U JKyPHaJIbl) JOJDKHBI CO/IEP’KaTh CBeIEHUS L[e/H
00paboTKM TepCOHA/BHBIX JIAHHBIX, OCYIIeCTB/IsSeMOW 0e3 UCIO/Ib30BaHUs
aBromaTu3aumu, agpec JIFOCIII, damunuio, ¥Ms, OTUeCTBO U ajipec CyOBeKTa
MepCOHa/NbHbIX  JIaHHBIX, YbW TEepCOHA/IbHbIe [aHHble BHOCATCS B YKa3aHHYHO
TUTOBYIO (hOopMy, CPOKU 00pabOTKY MepCOHAabHBIX [JaHHBIX, TTepeueHb /eHCTBUH,
C TepcoHaNbHBIMU J[IAaHHBIMM, KOTOpble OYyAyT COBepIIaTbCs B TIpoljecce X
00paboTKwu.
6)tumnoBas dhopMa [Jo/DKHA TIpelyCMaTPUBaTh, B KOTOPOM CYOBEKT TepCOHaTbHbBIX
JAHHBIX, MOJKeT T[I0CTaBUTb OTMETKy O CBOeM corjacui Ha 00paboTKy
MepCOHANbHBIX  JIaHHBIX, OCYIeCTB/sieMyl0 0e3 HCMOb30BaHUSI CpE/CTB
aBTOMaTHU3alluy, TIpU HeoOXOAMMOCTU TIOJIyUeHus Coryiacusi Ha 00paboTKy
TIepPCOHA/TbHBIX JIAHHBIX:

B) TUIOBasi popma J0/DKHA OBITh COCTaB/IeHAa TaKUM 00pa3oM, UTOOBI KaXK/IbIM 13
CyOBEeKTOB, UbM II€pPCOHA/bHBIE JlaHHBIE CO/IEP)KATCA B THUIIOBOH (opme, TpH
03HAKOMJIEHUH CO CBOMMH TEepCOHAJbLHBIMUA JJaHHBIMU, HE HMMeJl BO3MOXKHOCTH
JOCTyrna K TIepCOHabHbIM [JaHHBIM WHBIX JIML], COJEpXKAl[UMCSi B YKa3aHHOMU
TUTIOBOM (popMe;

r) TUroBasi (opMa [0/KHA UCKIOUYaTh 00berHeHre ToJiel, TipejHa3HaueHHbIX
JJisT BHECEHUsI TepCOHABbHBIX AAHHBIX, 1le/lM 00pab0TKM KOTOPBIX 3aBeJOMO He
COBMECTHMBI.

2.6. [Ipu MOCTYTI/IEHUM HOBBIX HOPMAaTUBHBIX M PaCTOPSAUTENbHBIX JOKYMEHTOB,
TIpelyCMaTpPUBAIOIIUX TIpeJCTaB/IeHe TepCOHAMBHBIX AaHHBIX, WHGOpPMAIUsI O
Havyaje uX 00paboTKu BHOCUTCS B 1lepeueHb T€PCOHAMBHBIX [JaHHBIX,
obpabateiBaembix B FOCIII c ykasaHuem Ijeid 00pabOTKH, COZep KaHMS
obOpabaThIBaeMbIX TM€PCOHAMBHBIX JAaHHBIX KaTeropuyd CyOBEKTOB, MepCOHA/bHbIE
JaHHBIe KOTOPBIX 00pabaThIBAOTCS, CPOKOB MX 00pabOTKM M XpaHEHHSs, MOpPSAKe
YHUUTO)KEHUS, JIULIOM, OTBEeTCTBEHHbIM 3a  OpraHu3anui  o0paboTKu
riepcoHasibHbIX AaHHbIX B [JHOCIL, a Takke B HOMeHKatypy ge JHOCIL.

2.7. YHuuTOXKeHWe win obe3/MurBaHUe YaCTH TepCOHA/IbHBIX JaHHbBIX, eC/Id 3TO
JIOTTyCKAeTCsi MaTepuasbHbIM HOCHTENeM, MO’KeT TPOU3BOAUTLCS CIIOCOO0M,
WCK/TIOYAIOIIUM  Ia/ibHeHIyi0 00paboTKy 3THUX TepCOHAaNbHBIX MJAHHBIX C
COXpaHeHHeM BO3MOKHOCTH 0O0OpabOTKM WHBIX [aHHBIX, 3a(MKCHPOBAHHBIX Ha
MaTepuanbHOM HocuTese (yAaneHne, BbIMapbIBaHUe).

2.8. YTouHeHHe TepCOHANbHBIX JAAHHBIX MPU OCYIIECTBIeHNH UX 00paboTky 6e3
WCTI0/Tb30BaHUsI CPeJCTB aBTOMAaTH3alliy TIPOM3BOAMTCS IMyTeM OOHOBEHHS WU
M3MeHeHUsl JAHHBIX Ha MaTepuaJbHOM HOCHUTese, a eCIM 3TO He MAOIMYyCKaeTcs
TeXHUUYECKUMH 0COOEHHOCTSIMM MaTepHa/bHOTO HOCHUTENS, - myTeM (hUKCcaliyd Ha
TOM >Ke MaTepHa/IbHOM HOCHTeJIe CBeZIeHHM O BHOCHMBIX B HUX U3MEHEHUSIX 00



MyTeM W3rOTOBJIEHUSI HOBOTO MAaTepUaJIbHOTO HOCUTEeNsI C yTOUYHEHHBIMHU
TepCOHaTbHBIMU JaHHBIMU.

2.9. [Tlpu xpaHeHUWM MaTepualbHbIX HOCUTE/Ied CO3JalTCs  YCJIOBUS,
obecrieurBaoIIie COXPAHHOCTh TMePCOHANBHBIX [AaHHBIX M MCK/IIOUAIOIHe
HeCaHKLIMOHUPOBAHHbBIA K HUM JJOCTYTI.

3. JeiictBua paborHukoB [JIOCIII npu mnoCTyI/ieHUH [JOKYMEHTOB,
Co/iepXKallx MepcoHa/IbHbIE JaHHbIe

3.1. Tlpu moCTyrieHWHd [OKYMEeHTOB - oOpailleHWd W 3asiBJIeHUd TpakiaH,
oOpailjeHHii OpraHOB WCIIOTHUTENHFHOW BIACTH U [Ip., COJeprKallux obOpariieHus
rpaXKJaH C UX TePCOHA/ILHBIMU JaHHBIMU (TlepeHarpaB/ieHHbIe):

- paboraukom /[FOCIII Ha [JOKymMeHTe TIPOCTaB/sSIeTCs TiedaTh, O3Hauarolas
00513aHHOCTh PAaOOTHUKOB 0OecrieurBaTh HepasryiallieHre MepCOHaTbHBIX JaHHBIX
nipu paboTe C JOKYMeHTOM;

- YKa3aHHble [OKYMEHThl Ma PpacCMOTpPeHue AUPEeKTOpy (OPMUDYIOTCS B
OT/eJIbHYH0 TMO/JMUCAHHYH, HeNpo3pauyHyk Tanky, W TepefarTcs UM
HeIocpe/iICTBeHHO WIU uepe3 ceKpeTapsi JUPeKTOpa Ha POCIUCH [Jisl JOCT)KEeHUsT
MUHUMU3Al[MM  BO3MOKHOCTHA C/Iy4YalHOTO O3HAaKOMJ/IEHHS C YKa3aHHBbIMHU
JOKyMeHTaMU IPyTHUX pabOTHUKOB,;

- TIOC/Ie POCIUCHU [JUPEeKTOpa yKa3aHHble JOKYMEHTbl B 3TOM JKe [arke
repefaroTcss paboOTHUKAM /151 AalbHEMIINX AeNCTBUH (Tiepejauu Criel[darucTam
JJTSI ICTIOJTHEHUSI, peTUCTpaliuu U obecrieueHUs [1esiTeTbHOCTH).

3.2. Paborauk [HOCIII, Ha3HaUeHHbIM WCTIOJHUTE/IEM JOKyMeHTa, 00s3aH: - 0
Havasia paboThl C JOKYMEHTOM XPaHWUTb ero B OT/e/IbHOM Tarke B HeJOCTYITHOM
[l IOCTOPOHHUX MecTe (CToJie);

- B mipoiiecce paboThl C JOKYMEHTOM He JIOMyCKaTh BO3MOXKHOCTU CJIyuaitHOTO
WM TpeJHAaMepPeHHOrO0 O03HAKOMJ/IEHHWS C HHUM T[IOCTOPOHHUX JIML, AJPYTUX
COTPYJHUKOB W CITelIAa/IMCTOB, He VIIOJIHOMOYEHHBIX Ha paboTy c J1aHHOM
KaTeropueil JOKyMeHTOB; - He OCTaB/IsATh JOKYMeHT 0e3 IMpHUCMOTpa;

- TOATOTOBKY OTBeTa Ha [JOKYMEHT OCYIeCTB/STh Herocpe/iCTBEHHO Ha
3allMilleHHOM KOMIIbIOTepe (BHe CeTeBbIX I1alloK) WIW HCI0/b30BaTh Jiel-
HOCHTEJIb;

- epejilauy OTBeTa Ha JOKYMEHT JJisl O/IKUCH JUPEKTOPOM OCYIECTB/STh TOJIBKO
yepe3 CrieljuajbHYIO0 Manky B MPUeMHOM;

- TOoC/Ie TOATIMCH OTBeTa Ha JOKYMEHT U Tepefiaud BCero KOMILIEKTa B OTAes

opraHu3salyy u obecrieuenus gesreapHocTH JHOCIII;
- B C/Iyyae eC/id OTBET Ha JOKYMEHT OTIIPaB/SIeTCSl 3/IeKTPOHHOW TOYToM, (aiin
OTBeTa B YaCTH TIePCOHA/IbHBIX [aHHBIX 00e3/THUMBaeTCs, TI0C/e OTIPAaBKU H
MOCTYIUIEHUM HWH(OpMaLMy, YTO OH MpUHAT (MoayuyeH), aua oOTBeTa U3
3/7IEKTPOHHOM TIOUThI YJa/sieTCsl CIelUaJvCTOM, OTBETCTBEHHBIM 3a OTIIPAaBKY
3/71eKTPOHHOM MOUTHI.



3.3. XpaHeHue JOKYMEHTOB, COZleprKallliX NepCOHabHbIe JaHHbIe (MaTepUalbHbIX
HOCUTeJIel) I0/DKHO 00ecTieurBaThCs B yC/IOBHUSIX, 00eCIIeurBaroIMX COXPAHHOCTh
TepCOHabHBIX JAAHHBIX U WUCK/HOYaroIe HeCAHKLIIMOHUPOBAHHBIA AOCTYIT K HUM
(wkad, AKK CTOJIA).

3.4. Tlpu paboTe C JOKyMeHTaMH, COZiep)KalllUMH CIielldajbHble KaTeropuu
TepCOHabHBIX /IaHHBIX, YCTAaHAB/IMBAKOTCS YCU/IeHHbIEe YCI0OBUS UX XPAHEHUS:

- 10 Hayaia paboThkl XpaHUTh [JOKYMEHT B OTZe/IbHOM TarikKe B HEZOCTYITHOM [I/Is
TIOCTOPOHHUX MecCTe (3aKpbIBatolleMcsl SIIUKe CTOJ/a);

- peno (mena) ¢ Takou karteropued ngokymeHToB B [JFHOCII xpaHsiTcs B
3aKpbIBAIOIIUXCS CeKLUSIX LIKA(OB, a B OTAe/NbHBIX C/lyyasix - celide. B octanbsHOM
JIeNCTBYS CIIeLIMa/IMCTOB aHa/IOTMYHbI U3/1I0)KeHHbIM B 11.3.2.

3.5. Ilpu pabore cC [OKyMeHTaMHu, COJiep)KalllUMU TlepCOHAabHbIEe J[aHHbIE,
NpeJioCTaB/leHWe  KOTOPbIX  TpeAycMoTpeHO  PejepasbHbIMM  3aKOHaMHU
(yBemomsieHUs,  3asiBJIeHUs,  3aK/JHOUEHUs],  paClOpsDKeHUs,  MPOTOKOJIbI,
TIOCTAaHOB/IEHUsT U T.I1.), B Tipoilecce pabOThl C [JOKYMEHTOM He [0J/DKHA
JIOMyCKaThCsl BO3MOKHOCTb C/TyYaliHOT'O WM MpeJHaAMEPEHHOT0 O3HAaKOMJIEHUSI C
HUM TTOCTOPOHHUX JIMII, PYTUX paOOTHHUKOB, He YIIOJHOMOUEHHBIX Ha paboTy c
JJaHHOW KaTeropuer [OKYMEHTOB; XpaHeHWe [JaHHbIX [JOKYMEHTOB [OJKHO
OCYIIEeCTB/ISATLCS B CTPOTOM COOTBETCTBHU C TPeOOBAHUSIMH IeI0TIPOU3BO/ICTRA.
3.6. s 3a1uThl MepCOHaIbHBIX JaHHBIX OT HEeCAHKL[MOHMPOBAHHOIO /OCTyMa B
OHOCIII obecrieurBarOTCSI MepPhI 110 COOTFOeHHIO:

- TIOpsiiKa TIpyemMa, yuyeTa U KOHTPOJIS [iesiTe/TbHOCTU MOCeTUTesNel;

- POMYCKHOT'O Pe)KMMa OpraHr3aliuy;

- TIOPsiZIKa 0XpaHbl TEPPUTOPUH, 3[jaHUM, TOMell[eHWI, TPAHCIIOPTHBIX CPe/ICTB;

- TpeboBaHuMid K 3amuTe WHPOpPMAI[MM TIPU  WHTEPBLIOUPOBAHUU U
cobece0BaHUSAX.

4. OTBeTCTBEHHOCTh

4.1. Pabothuku [OHOCIII HecyT OTBETCTBEHHOCTh 3a HapylleHue TpeboBaHUI
Hactosaux IlpaBwi, a Takke T[pejHaMepeHHOe W/IA HeT pasl/iallleHue
IIePCOHAJ/IBHBIX [IaHHBIX B COOTBETCTBUM C 3aKOHOZATe/JbCTBOM Poccuiickou
@epepaLium.



