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1. O0mue moJI0KeHus

1.1.  Hacrosmue [lpaBunma paspaboTaHbl Ha OCHOBAaHHMU TpeOOBaHUN @DenepaabHOro 3aKOHA OT
27.07.2006 Ne 152-®3 «O mepcoHalbHBIX NaHHBIX», mocTaHOBiIeHUs lIpaButenbctBa Poccuiickon
Genepanrn ot 15.09.2008 Ne 687 «OO6 yTBEep)KIEHHM NOJOXKEHUS 00 OCOOEHHOCTSIX 00paboTku
MEPCOHAIBHBIX JaHHBIX, OCYLIECTBIsIEMOM 0€3 MCII0Ib30BAHUS CPEICTB aBTOMaTU3auum», [IpaBun o6
oOpaboTtke nepcoranbHbIX AaHHBIX B MBOY COL Ne29 (nmanee — IlIkouna).

1.2. HeaBromaTm3upoBaHHOM 0O0paOOTKOM MEpCOHAIBHBIX [JaHHBIX (0€3 NpPHUMEHEHHUs Cpe/CTB
aBTOMATH3allMK) CYHTAaeTCss 00paboTKa MepCOHATBHBIX JAaHHBIX 0€3 MCIIOJIb30BAaHHUS CpEJICTB
BBIYHMCIIUTEIBHON TeXHHUKH. [Ipu 3TOM 00paboTka MepCOHAIbHBIX JAHHBIX HE MOXKET OBITH NPHU3HAHA
UCKJTIOUMUTEIPHO aBTOMATHU3MPOBAHHOM TOJBKO HA TOM OCHOBAHHMM, 4YTO OHHM COAEpXKATCA B
HHPOPMAIIMOHHOM cucTeMe JIM00 ObUIM U3BJICUEHBI U3 HEE.

1.3. Hactosiuue [lpaBuia onpenesnsier o0mmuye MoJ0KEHUS U KOHKPETHbIE NEHCTBHS Ty XKallUX U
coTpyaHHKOB [IIK0JIbI, OCYIIIECTBISIOMUX 00paboTKy NePCOHANbHBIX JAHHBIX JIHOO UMEIOLIMX JOCTYI K
IepCOHATBHBIM JIAaHHBIM B IIPOLIECCE OCYINECTBJICHHUS HMMH CITy)KeOHOH (ImpodecCHOHaIbHOMN)
JESITeJIBHOCTH MPU UCIIOJHEHUH JTOJDKHOCTHBIX 00s13aHHOCTEH.

1.4. Jomyck cnyxamux U coTpynHukoB Illkonbl ans pa®oTel ¢ NEPCOHAIBHBIMU JaHHBIMU
OCYILECTBJISIETCSI B COOTBETCTBUM C YTBEpXKICHHBIM [lepeuneM mno/mxHOCTEH COTpyIHUKOB [IIK0JIBI,
3aMeILeHHe KOTOPBIX IpeayCMaTpUBAET OCylLIecTBIeHHEe OOpabOTKH INEpPCOHAIbHBIX JAaHHBIX JIMOO
OCYLIECTBICHHE JOCTyNa K MEPCOHATbHBIM JaHHbBIM M Ha OCHOBAHUHU BKJIOYEHHS B JO/DKHOCTHOH
perjiaMeHT (DOJDKHOCTHYKO HMHCTPYKLHMIO) TpeOoBaHHMs O COOJIOACHHMHM KOH(HUAECHIHATIbHOCTH
NEPCOHAIbHBIX JaHHBIX.

1.5. Ilepen nHavamoM paboThl ciyxamde U COTpyAHMKHA ILIKOJIBI JOJKHBI O3HAKOMHTBCS C
[IpaBunamMu 00pabOTKM MNEPCOHAIBHBIX JAHHBIX, OCYILECTBISEMOH 0€3 HCIIOIb30BaHUsA CPEJICTB
apromaruzauuu B [llkone, mpouHGOPMHPOBAaHBI O Kareropusx oOpabaTbIBAEMBIX IEPCOHAIBHBIX
JAHHBIX.

1.6. B umemsix oOecneveHuss 0e30IIaCHOCTH [JaHHBIX CYOBEKTOB II€PCOHAIBHBIX [JaHHBIX,
OCYIIECTBISAEMOM 0€3 HMCIOJIb30BaHUSl CPEACTB AaBTOMATH3aLMKM, B OTHOLUCHUM KaXKIOW KaTErOpHH
MEePCOHATBHBIX JAHHBIX OIPENENSIOTCS MecTa XPaHEHUs! IEePCOHAIBHBIX [JaHHBIX (MaTepHUaIbHBIX
HOCHUTEJIEH).

1.7. MecTa xpaHeHHUsI MaTepUATbHBIX HOCUTENEH NEepPCOHATBHBIX JaHHBIX ONPENETSAIOTCS B X01€
oOcleloBaHMsT M H3YYeHHsS] CHCTEMBl 00paOOTKM IEepCOHAIbHBIX [JAHHBIX HCXOJAs M3 aHaiusa
HCIIOJIb3YEMBIX ~ TEXHOJIOIHMYECKHUX  IpoueccoB  00pabOTKM,  pacllONOXKEHHs  IIOMELICHHH U
YCTaHOBJICHHOTO pEXHMa HX OXpaHbl, C YYeTOM HEOOXOAUMOCTH H0000pPYJOBaHHS OTHX MECT
TEXHUYECKUMHU U PEKUMHBIMU MEPAMHU.

1.8. JIOKYMEHTBI, COJEpKallfe IepCOHAIbHbIE JaHHbIC, AOJDKHBI XPAHUTBCS B YCIOBHUSX,
00€CIeYnBAOIINX COXPAHHOCTh MEPCOHAIBHBIX JAHHBIX M MCKIIOYAIOUIMX HECAHKLMOHUPOBAHHBIA K
HUM JIOCTYII.

1.9. Cnysxalge ¥ COTPYIHHUKHA HMEET IIPaBO B OTBEJCHHOE €My BpEMs pellaTb [1OCTABJIECHHbBIE
3aJjaud M0 HE aBTOMATU3UPOBAHHOM 00paboTKe MepCOHAIbHbIX JAaHHBIX TOJIBKO B COOTBETCTBHHU C
TIOJTHOMOYMSIMU IOCTYIIA U LeIIMU 00pabOTKH.



2. IlpaBuja 06padoTKU U XpaHEHHUs JOKYMEHTOB ¢ IEPCOHAJLHBIMHU JAaHHBIMHU

2.1. Ilpu HeaBTOMATH3UPOBAHHOW 00pabOTKE MEPCOHAIBHBIX JAHHBIX CIIy)KalllUe U COTPYIHHKH
[IIkobI 06s13aHBI COONIOAATE CIEAYIOLIUE IIPaBUIa;

- He Jomyckaercs (UKcalus Ha OZHOM OyMaXHOM HOCUTEJE IEepCOHAJIbHBIX JAHHBIX, LENH
00pabOTKH KOTOPBIX 3aBEIOMO HE COBMECTUMBI;

- IpHU HNOATOTOBKE HMTOIOBBIX, AHAJIMTUYCCKUX W APYIruX JOKYMCHTOB HNCPCOHAIBHBIC JaHHBIC
JIOJDKHBI 000c00JIAThCsT OT WHOM HMHGpOpMallM{, B YaCTHOCTH, MyTEM (UKCAlMM WX HAa OTAEIbHBIX
OyMaXKHBIX HOCUTEISIX (TIPUIOKEHHSIX ), B CIICIIHATBHBIX pa3/ieliax wid Ha moJsx Gopm (6:1aHKOB);

- JOKYMEHTBI, COJEpIXKalllhe MEePCOHAIbHBIC NaHHbIE, TPYNIUPYIOTCS ((POpPMHUPYIOTCS) B Aeia B
3aBUCHUMOCTH OT L1eJIi 00pabOTKH NEPCOHAIBHBIX JaHHBIX;

2.2. Henp3st XpaHUTh B OJHOM MECT€ IEpPCOHAJbHBIE NaHHBbIE, LEIM 00pabOTKU KOTOPBIX
paznuuHel. QopMUpOBaHHE JeJl OCYIIECTBISETCS [0 OJHOMY M3 II€JIEBBIX IPU3HAKOB 00paboTKH
NEPCOHANBHBIX JAHHBIX. Hampumep, JHUYHOE [AEI0 COTPYIHHUKA, Jel0 ¢ rpagukaMu OTIIYCKOB,
KOMaHIUPOBKHU COTPYIHUKOB, pacyer 3apab0THOM IIATHI U T.II.

2.3. Jlema, 3aKkOHYEHHBIE MPOW3BOACTBOM JHOO MO JOCTHXKEHHMIO Iiefiell 00paboTku
MePCOHANIBHBIX JaHHBIX 3aKPBIBAIOTCS (B COOTBETCTBHH C TPeOOBAHUSIMU IPABUIT IEIONPOU3BOACTBA)
nepeaaroTest Ha XpaHeHue B apxuB LIIKobL.

2.4. Tlopsimok XpaHEHHS, OCTyIa K OKOHUEHHBIM MPOU3BOJICTBOM JeJIaM M UX YHHUTOKECHHUS
olpenessieTess BRYTPEHHUMHU HOPMAaTUBHBIMHU JOKyMeHTamMu [1IKoIbL.

2.5. Ilpu pa3paboTke ¥ UCIIOIB30BAHUU HOBBIX THUIIOBBIX (DOPM JOKYMEHTOB, HEOOXOAUMBIX ISl
peaTu3aiy BO3I0KeHHBIX Ha [IIkoay momHOMOYHH, XapakTep HHPOPMAIIUU B KOTOPLIX MPEAIoaraet
WIM JONMYyCKaeT BKJIIOYEHHE B HUX I[EPCOHAIBHBIX [aHHBIX (Jajee - TUIOBas (opma), AOKHBI
COOJIOIAaThCS CIENYIOLIUE YCIOBUS:

a) tumoBas (opMma IJIM CBS3aHHBIE C HEH MOKYMEHTHl (MHCTPYKIMS IO €€ 3alOJHEHHIO,
KapTOUKU, PEEeCTpbl U SKypHAIbl) JOJDKHBI COJAEpPXKAaTh CBENEHHS O LEeIH 00pabOTKU MepCOHATBHBIX
JAHHBIX, OCYLIECTBIsieMOM 0e3 HCIOJb30BaHUS CPEeNCTB aBToMartuzauuu, aapec lllkossl, gamunuio,
UMsI, OTYECTBO U aJipec CyObeKTa MepCOHATbHBIX JAaHHBIX, YbH MEPCOHAJIbHBIE JaHHBIE BHOCSTCS B
yKa3aHHYIO THIOBYIO (OpMy, CpOKH OOpaOOTKM MEpPCOHANbHBIX [aHHBIX, [E€peUYeHb NEHCTBHH ¢
MEePCOHANBHBIMU JaHHBIMH, KOTOpPBIE OYYyT COBEPIIATHCS B Ipolecce ux 06paboTk;

0) TunoBas hopma IOJDKHA [IPeyCMaTPUBATh M0JIe, B KOTOPOM CyOBEKT EPCOHAIBHBIX JaHHBIX
MOKET TIOCTaBUTh OTMETKYy O CBOEM cOrjlacid Ha 00paboTKy MEepCOHaIbHBIX JIaHHBIX,
OCYIIECTBISIEMYIO 0€3 HCIOJIB30BAHUSA CPEACTB aBTOMATHU3AllMH, NPU HEOOXONUMOCTH MOJTYy4YECHHS
corjacusi Ha 00paboTKy NEePCOHATBHBIX JAaHHBIX;

B) TumnoBas gopMa AOKHA OBITH COCTaBJICHA TaKUM 00pa3oM, 4TOOBI Kax bl U3 CyOBEKTOB,
YbUd IEpPCOHAIbHBIC JaHHBIE CONEPXKATCS B THIIOBOM (opme, MpU O3HAKOMJIEHHH CO CBOMUMHU
MePCOHAIBHBIMU JIaHHBIMH, HE HMeJ BO3MOYKHOCTHM JOCTyIa K ME€PCOHAJIbHBIM JaHHBIM WHBIX JIUII,
COJEpPXKAIIUMCS B YKa3aHHOH THIIOBOH (opme;

r) TUnoBas ¢popMa JOJDKHA HCKIIOYaTh 00beJUHEHUE OJIeH, MpeIHA3HAYEHHBIX Ul BHECEHUS
MEPCOHANBHBIX JaHHBIX, el 00paboTKH KOTOPBIX 3aBEJOMO HE COBMECTHUMBI.

2.6. Ilpu TOCTYIJIEHHH HOBBIX HOPMATHUBHBIX U  pPaCHOPSAUTEIBHBIX JTOKYMEHTOB,
peyCMaTPUBAIOIIMX MPEICTABICHUE NMEPCOHANBHBIX JaHHBIX, HH(pOpMalus 0 Havajle ux oOpaboTku
BHOCHUTCS B llepedeHb MNEpCOHANBHBIX MaHHBIX, oOpalarhiBaeMmblx B [lIkoje ¢ yKazaHueM LeH
o0OpaboTku, conmepkaHus 00pabaThIBaeMBIX IEPCOHAJIBHBIX JAaHHBIX KaTeropud CyOBEKTOB,
[IePCOHAJIbHBIC JaHHBIE KOTOPBIX 00pal0aThIBAIOTCS, CPOKOB HX OOpaOOTKM M XpaHEHHUs, MOpsAKe
YHUYTOKEHHUS, JIUIIOM, OTBETCTBEHHBIM 3a OpraHU3alii0 00pabOTKU NepCOHANBHBIX JaHHBIX B [Ikoie,
a TaKke B HOMEHKJIaTypy aen [IIkosl.

2.7. YHUYTOXXEHHE WM 00€3IMYMBAHUE YaCTH IEePCOHATIBHBIX JaHHBIX, €CIIH 3TO JOIyCKAETCH
MaTepUaTbHbIM HOCHUTEIEM, MOXET ITPOU3BOJUTECS CIOCOOOM, HCKIIIOYAIOUIMM  JaJbHEHIIYIO
00pabOTKy STHX MEPCOHATBHBIX JaHHBIX C COXPAHEHHEM BO3MOXHOCTH 00pabOTKH HHBIX [JAHHBIX,
3aMKCUPOBAHHBIX Ha MAaTEPHATIBHOM HOCUTeNE (YJalleHHue, BBIMapbIBAHUE).

2.8. VYTO4yHeHHE MEPCOHAIBHBIX JaHHBIX TP OCYUIECTBJIEHHM HX 00pabotku 0e3
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UCIIOJIB30BAHMS CPEJICTB aBTOMATH3ALMK [IPOU3BOIUTCS ITyTeM OOHOBJICHUS UJIM U3MEHEHUS JaHHBIX Ha
MaTepHAIbHOM HOCHUTENIE, & €CJIH 3TO He JOMYCKAeTCs TeXHUUYECKUMU OCOOEHHOCTSAMU MaTepUAIBHOTO
HOCHUTEJNS, - MyTeM (QHUKCcAllMM Ha TOM K€ MaTepUAbHOM HOCHUTENIE CBEJIEHHUM O BHOCUMBIX B HHUX
U3MEHEHMSIX JIMOO TMyTEeM M3rOTOBJIIEHHS HOBOIO MAaT€PUAJIBHOIO HOCHUTENS C YTOYHEHHBIMU
NEPCOHATBHBIMU JaHHBIMHU.

2.9. llpu XxpaHeHUHM MaTepHAIbHBIX HOCHTENIEH CO3AIOTCS YCJIOBMs, O0OeclednuBaroliue
COXPaHHOCTh MEPCOHABHBIX JAHHBIX U HUCKJIFOUYAOIINE HECAHKIIMOHUPOBAHHBIN K HUM JOCTYII.

3. JledicTBUS cay:kamux U coTpyaHUKOB IIIko/1b1 NpU MOCTYN/IEHHH 10KYMEHTOB,
co/lepIKAIHX MepPCoHATbHbIE JaHHbIe

3.1. [Ipu nocTynjaeHUU NOKYMEHTOB — 0OpallleHUH U 3asBJICHUN I'pa)Ka1aH, OOpalleH’il OpraHoB
UCIIOJTHUTEIbHONW BJIACTH U JIp., COAEpIXKAIIUX OOpaIleHHs] Ipak[JaH C UX INEPCOHAIBHBIMHU JIAHHBIMH
(nepeHanpaBJIeHHbIE):

- kanuenspuer [IIkoyibl Ha JOKYMEHTE MPOCTaBIsSETCs IleYaTh, O3Hauaromas 00sS3aHHOCTHb
COTPYJHHKOB M CIyXXalluX oOecreduBaTh HepasIriallleHue MepCOHAIBHBIX JaHHBIX INpH paboTe ¢
JIOKYMEHTOM;

- yKa3zaHHble [JOKYMEHTBI Ha pacCMOTPEHHE IUPEKTOpPY (OPMHUPYIOTCS B OTIEJIBHYIO
MOJMUCAHHYIO, HENpPO3pauyHyIo IMAamlKy, U IepelaroTcsi UM HENOCPEICTBEHHO WM 4Yepe3 CeKpeTaps
JUPEKTOpa Ha POCHHUCH ISl TOCTHIKEHUSI MUHUMU3ALUU BO3MOXKHOCTH CJIy4aHOI'O O3HAKOMJICHHS ¢
YKa3aHHBbIMU JOKYMEHTAMHU JPYTUX CIEUHATUCTOB U COTPYAHUKOB.

- IOCJIe pOCIMCH JAUPEKTOpa YyKa3aHHbIE JOKYMEHTBI B OSTOM JK€ MalKe IMepearoTcsl B
KaHIEJISIPUIO IS JadbHEHIMX NeHCTBUN (Mepefaydd CrelUalTucTaM Uiss UCIIOJHEHUS, PerucTpaliy B
OTeJIe OpraHu3ali U 00eceYeHus JeATEIbHOCTH ).

3.2. Crneunanuct [kosibl, HA3HAYEHHBIA UCIIOJHUTENIEM JOKYMEHTA, 00s3aH:

- 10 Hayajua paboThbl C JOKYMEHTOM XPaHWUThb €ro B OTACIbHON MalKe B HEJOCTYIIHOM Jis
MIOCTOPOHHUX MeCTe (CTOJIE);

- B 1mpouecce paboTbl € JIOKYMEHTOM HE JOMyCKaTb BO3MOXKHOCTH CIIy4alHOIO WJIN
MpEeIHAMEPEHHOTO O3HAKOMJICHHS] ¢ HUM MTOCTOPOHHUX JIUL, IPYTHX COTPYAHHUKOB U CIIELUATIUCTOB, HE
YIIOJHOMOYEHHBIX Ha paboTy ¢ JaHHOH KaTeropuei JOKyMEeHTOB;

- HE OCTaBJIATH JIOKYMEHT 0€3 MPUCMOTpa;

- MOArOTOBKY OTBETa HaA JOKYMEHT OCYIIECTBJISTH HEMOCPEACTBEHHO Ha 3alllUIIEHHOM
KOMITBIOTEpPE (BHE CETEBBIX MAIOK) UM UCIOJIB30BATh (DIEII-HOCUTEND;

- mepegavyy OTBeTa Ha JOKYMEHT IS TMOAMUCH AUPEKTOPOM OCYILIECTBIIATH TOJIBKO dYepes
CIIENUATBHYIO MANKy B IPUEMHOM;

- TIOCJIe TIOJMKUCH OTBETa HA JOKYMEHT M IepeJayd BCero KOMIUIEKTa B OTAENl OpraHu3aluu U
obecnieyenus aesTeabHOCTH [1IK0ITBI,

- B CJIy4ae €CJIM OTBET Ha JOKYMEHT OTIPABJISIETCS 3JICKTPOHHON IMOYTOH, (aiy oTBeTa B 4acTH
MEPCOHANBHBIX JAHHBIX 00€3JIMYMBAETCs, IOCJE OTMNPABKA M MOCTYIJIEHHM HH(POpPMALUH, YTO OH
OpUHSAT (TI0Jy4eH ), Gais oTBeTa U3 3JIEKTPOHHON MOYTHI YJAJIAETCs CIEHMalUCTOM, OTBETCTBEHHBIM 3a
OTIIPaBKY 3JEKTPOHHOM MOYTHIL.

3.3. XpaHeHHe JOKYMEHTOB, COJIEPKAIIUX MEepCOHAIbHbIE JaHHBbIE (MaTepUaAIbHBIX HOCHUTETIEH)
JIOJDKHO 00€eCreYrBaThCss B YCJIOBHUSAX, OOECHEYHBAIOUIUX COXPAHHOCTh IEPCOHAIBbHBIX [JaHHBIX U
HCKJTIOYAIOIIMe HECAaHKIIHOHUPOBAHHBIN TOCTYI K HUM (IIKad, SLIUK CTOJA).

3.4. Ilpu pabore ¢ QOKyMEHTaMH, COLEPXKAIUMMH CIEIHalIbHbIE KAaTErOPHH I€PCOHATbHBIX
JTAaHHBIX, YCTAHABJIMBAIOTCS YCUJICHHBIE YCIOBUS UX XPAHEHHUS:

- 10 Havaja pabOThl XpPaHUTh JOKYMEHT B OTAEIBHOM Ianke B HEJOCTYITHOM I IIOCTOPOHHHUX
MecTe (3aKpbIBAIOLIEMCS SILIUKE CTOJIA);

- neno (mena) ¢ TakoM kateropuei JOkyMeHTOB B llIkosie XpaHsTCs B 3aKPBIBAIOIIUXCS CEKIHAX
mkagoB, a B OTACNBHBIX clydasx — ceide. B ocranpbHOM AEHCTBUSA CIELHMATUCTOB AHAJOTHMYHEI
H3JI0)KEHHBIM B 11.3.2.

3.5. Tlpu paGore ¢ AOKYMEHTaMH, COIEpPKALIUMH MNEPCOHAIBHBIE JIaHHBIE, IPEJOCTABICHHE
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KOTOpBIX IpeaycMOTpeHO DenepaibHbIMU 3aKOHaMM  (YBEIOMJICHHUS, 3asBICHHS, 3aKIIOYEHHS,
PacnopsKEHHs], IPOTOKOJBI, ITIOCTAHOBJIECHUS U T.II.), B IIpolecce paboThl ¢ JOKYMEHTOM HeE J0JDKHA
JOTTyCKAThCS BO3MOXKHOCTD CIIyYaWHOrO WJIM IPEIHAMEPEHHOI'O O3HAKOMIIEHHS C HHM IOCTOPOHHHX
JUL, IPYruX COTPYAHHUKOB M CIIENUAIMCTOB, HE YIOJIHOMOYEHHBIX Ha paboOTy ¢ JIaHHO# Kareropueif
JOKYMEHTOB; XPaHEHHE NAHHBIX NOKYMEHTOB OJDKHO OCYIIECTBIATHCS B CTPOTOM COOTBETCTBHH C
TpeOOBaHUSIMHU JIEIONIPOU3BOICTRA.

3.6. JIns 3aIliuThl MEPCOHATIBHBIX IAHHBIX OT HECAHKIMOHMPOBAHHOro jgocryna B Ilkone
00eCreunBaroTCs MephI MO COOJTIOICHHUIO:

- IOpsifiKa [pUeMa, y4eTa U KOHTPOJISI IeITeIbHOCTH MTOCETUTENEN;

- IPOIIYCKHOTO PeXMMa OpTraHU3alliH;

- OPsKA OXPaHbl TEPPUTOPHH, 3JaHHH, IOMEIIEHUH, TPAHCIIOPTHBIX CPEJICTB;

- TpeOOBaHUH K 3a1UTe HHPOPMALIUK [TPU HHTEPBBIOUPOBAHUHN B COOECENOBAHMSIX.

4. OTBETCTBEHHOCTH
Cnyxamue M coTpyaHuku IlIKomsl HecyT OTBETCTBEHHOCTh 3a HapylleHHe TpeOOBaHHUiM

HacToAmux IIpaBui, a Takke MpeJHAMEPEHHOE MM HET pasrjallieHUE IE€PCOHAILHBIX JAHHBIX B
COOTBETCTBHH C 3aKOHOJaTeNbCTBOM Poccuiickoit Deneparum.




