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ITPABHUJIA ,
00paboTKHU MepCOHATBHBIX TAHHBIX,
ocyImecTBJIsieMOi 6e3 HCIOJIb30BAHHS CPEACTB AaBTOMATH3aAUH
B I'BOY COIII c. /leB/ie3epKkHHO

1. O6mue moJ10KeHHS

1.1. Hacrostmue IlpaBuna paszpaboransl Ha ocHOBaHWHM TpeboBaHmi DemeparbHOTO 3aKOHA OT
27.07.2006 Ne 152-®3 «O mepcoHalTbHBIX TaHHBIXY», TOCTaHOBJICHUs [IpaBuTenbcTBa Poccuiickoit
Qeneparun ot 15.09.2008 Ne 687 «OO0 yTBepkaeHHH MOJIOKEeHUSI 00 0COOCHHOCTSIX 00paboTKH
NIePCOHAIBHBIX JAHHBIX, OCYIIECTBISIEMON 0€3 MCIIOIB30BAHUS CPEICTB aBTOMAaTHU3aluuy, [IpaBuit 06
oOpaboTke nepcoHanbHEIX AaHHBIX B [ BOY COIII c. Jlernezepkuno (manee — [1Ikoa).

1.2. HeaBroMaTH3MpoBaHHOH 00palOOTKOH NEpCOHANBHBIX JaHHBIX (0e3 INpHUMEHEHUs CpeICTB
aBTOMATH3alUH) CUYUTaeTcs 00paboTKa IEpPCOHATBHBIX TaHHBIX 0€3 HWCIOJNB30BAHUS CPEICTB
BEYUCITUTEIBHON TeXHUKH. [Ipu aToM 06paboTka mepCOHANBHBIX JaHHBIX HE MOXXET OBITH MPU3HAHA
HCKJIIOYATEIIBHO aBTOMATU3MPOBAaHHOM TOJBKO Ha TOM OCHOBaHWH, 9YTO OHH COIEpKAaTcs B
MHQOPMAIIMOHHON cucTeMe TNO0 ObUTH M3BJICUYECHEI U3 HEE.

1.3. Hactostmue [IpaBuia onpenenser o0uue NOI0KeHHsT U KOHKPETHBIC JCUCTBUS CIIYXKAIIAX U
coTpyaHuKOB [1Ix0iIBl, ocymecTBIsIFOIMX 00paboTKy MEPCOHATBHBIX TAaHHBIX JIMO0 UMEIONTUX JOCTYIT K
IEPCOHAIBHBIM JaHHBIM B IIPOIECCE OCYIIECTBICHUS HUMH CIy)KeOHOH (mpodeccroHaTbHOMN)
JIESITEIEHOCTH IIPU UCIIOTHEHUH JOJDKHOCTHBIX 00SI3aHHOCTEH.

1.4. Jlomyck cmyxammuxX H COTpyAHHMKOB [IIkomBl It paboThl ¢ TMEpPCOHATBHBIMHE TaHHBIMH
OCYIIECTBIISIETCS B COOTBETCTBHHM C YTBEPKACHHBIM llepeuneM mo/mDKHOCTEH cOTpyaHHKOB IIIKOIIEL
3aMCINECHHE KOTOPHIX IPEAYCMAaTPHBACT OCYLIECTBICHUE OOpabOTKH TMEPCOHATBHBIX MTaHHBIX JIHOO
OCYILECTBJIICHHE IOCTyNa K IEPCOHAIBHBIM [aHHBIM W HA OCHOBAHWH BKJIOYEHHS B JODKHOCTHOM
periaMesT (JOJDKHOCTHYIO HHCTPYKIHMIO) TpeOOBaHWS O COOMIONCHWH KOH(MHICHIHATIBEHOCTH
NIEPCOHATBHBIX JaHHBIX.

1.5. Tlepen“HaganoM paboThl Cllyxalye W COTPYAHHKH IIIKOJNBI JTODKHEI O3HAKOMHTECS C
IIpaBumamMm 06PabOTKM MEPCOHANBHBIX IAHHBIX, OCYIECTBISEMOHA O0€3 MCIIONB30BAHHES CPEICTB
aproMartusamuy B IlIkone, mpomHMOPMHPOBAaHEI O KaTeropusx 0oOpabaTeIBAEMBIX IIEPCOHATBHBIX
JaHHBIX.

1.6. B memsix oOecrmedeHnss 06€30MaCHOCTH TaHHBIX CYOBEKTOB IEPCOHANLHBIX JAHHBIX,
OCYIIECTBIIAEMOM O€3 MCIIONB30BAHMS CPEICTB aBTOMATH3AILMH, B OTHOLICHHW KAKIOW KaTerOpUH
TIEPCOHANIPHBIX JIAHHBIX OMPENENIAIOTCS MeCTa XpaHEHUS IepCOHANBHBIX MaHHBIX (MaTepUabHBIX
HOCHUTEIIEH).

1.7. Mecra XpaHeHHs] MaTEpHAIBHBIX HOCHTENEH MEPCOHANBHBIX JAHHBIX ONPENEIISIOTCS B XOIe
oOCeIoBaHMS ¥ M3Y4EHHSI CHCTeMBl 00paGOTKH IEpPCOHANBHBIX MAHHBIX MCXOAS M3 AaHAIM3a
UCTIOB3YeMBIX ~ TCXHOJOTMYCCKHX  IIPOLECCOB  OOpabOTKH, paCHOOKCHHMS  IOMEINEHHH |
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YCT@HOBJICHHOTO pEXHMa WX OXPaHbl, C Y4YETOM HEOOXOIMMOCTH H0000pYAOBaHUS OJTHX M
TEXHHYSCKUMHU U PEKUMHBIMH MEpPaMH.

1.8. JIOKyMEHTEBI, COIEpKallue IEPCOHATBHBIE MaHHBIC, NODKHBI XPAaHWTBCS B YCIIOBH
00eCIIeUNBAIOIUX COXPAHHOCTh MEPCOHAIBHBIX JaHHBIX W HCKIIOYAIOIINX HECAaHKIHOHHPOBAHHBI
HUM JIOCTYII.

1.9. Coyxamue U COTPYIHHKH HMEET IPAaBO B OTBEICHHOE €My BpPEMSI PEIIaTh MOCTaBJICHH
3a/lauy [0 HE aBTOMATHU3WPOBaHHOU 00paboTKe NEpPCOHATBHBIX AAHHBIX TOJIBKO B COOTBETCTBHH
TIOTHOMOYHSIMU JJOCTYTIA U HENISIMUA 00paboTKH.

2. IlpaBunja o0paGoTKu U XpaHeHHSI JOKYMEHTOB ¢ NEPCOHAILHBIMYU JAHHBIMHU

2.1. TIpr HEaBTOMATH3MPOBAHHOMN 06PaGOTKE MEPCOHATBHBIX TAHHBIX CTYKAIIHE W COTPYIHM
[lIxobr 00s13aHEI COOIOAATE CIISAYIONINE TTpaBUIA:

- He Jomyckaercss (pukcamus Ha OJHOM OYMaKHOM HOCHTENIE IMEPCOHAIBHBIX TaHHBIX, €
00pabOTKH KOTOPBIX 3aBEIOMO HE COBMECTHUMEI,

- IpH MOArOTOBKE HTOTOBBIX, aHAIMTHYECKUX W IPYTHUX OKYMEHTOB II€PCOHAJBHBIC [(aHHB
JOJDKHBI 000CO0ISATECS OT MHOM WH(QOpMAIWH, B YAaCTHOCTH, MyTEM (QHUKCAIlMA WX HA OTJC/IBHE
OyMaXXHBIX HOCUTEISX (IPUJIOKEHUSIX), B CIICIMATBLHBIX pa3ieiaxX WK Ha mosx Gopm (01aHKOB);

- JOKYMEHTBI, COJEpiKalllie IEepCOHAIbHbIC NaHHBIe, TPYNIHPYIOTCs (GOpMUPYIOTCS) B Jeia
3aBUCHUMOCTH OT L& 00pabOTKH IMePCOHATBHBIX JTaHHBIX;

2.2. Henp3st XpaHWTB B OJHOM MeECT€ IIE€PCOHANBHBIC IAaHHBIC, [ETH 00pPabOTKH KOTOPBI
pa3inyHbl. QOPMHPOBAaHME J€] OCYIIECTBIISIETCS 110 OJHOMY M3 LEJIEBBIX MPHU3HAKOB 00paboTK
NIEPCOHANBHBIX JAaHHBIX. Hampumep, nudHOE €10 COTpyAHHKaA, AETO0 ¢ rpaduKaMu OTIIYCKOE
KOMaHIUPOBKH COTPYIHUKOB, pacueT 3apaboTHOH TUIATHI ¥ T.II.

2.3. Jlema, 3aKOHYEHHble IPOM3BOJACTBOM JHOO MO OOCTHXKEHHIO melel 00paboTKi
IIEPCOHAIBHBIX JAHHBIX 3aKPBIBAIOTCS (B COOTBETCTBUH C TPEOOBAHUSMH MPABHII JICTOTIPOU3BOICTBA) ¥
NIEpEeIaloTCs Ha XpaHeHHe B apxuB [1IKoTbL.

2.4. Tlopsmok XpaHEHHS, JOCTYIa K OKOHYCHHBIM MPOM3BOACTBOM JieIaM W HMX YHHUTOKEHUS
OIIpENEIIAETCS BHYTPEHHIMH HOPMaTHBHBIMH JTOKyMeHTaMH [1IKoJTBL.

2.5. IIpu pa3paGoTKe U UCTIOIB30BAaHUH HOBBIX THITOBBIX ()OPM TOKYMEHTOB, HEOOXOMMMBIX JUIs
pearn3aliy Bo3JI0KeHHBIX Ha [IIkoiy monmHoMounii, XapakTep HHGOPMALUH B KOTOPBIX MPEIIIoaracT
WIA JOOIYCKaeT BKIIIOYCHHE B HHMX IIEPCOHAIBHBIX JaHHBIX (Hajee - THIOBask Gopma), JOIKHEI
cO0IIIOIaThCS CIIEAYIONIHNE YCITOBHS:

a) TumoBasg (opMa HIM CBS3aHHBIE C HeW MOKYMEHTHI (MHCTPYKLHUS [0 €€ 3all0JHEHHIO,
KapTOYKH, PEECTPhl W KYPHAJIBI) JOJDKHBI COJEPKATH CBEICHHS O IENH 0OpaGOTKH MEPCOHAIBHEIX
TaHHBIX, OCYIICCTBIIIEMON O€3 HMCIONB30BAHMS CPEACTB aBTOMATH3alwMH, anpec LIIkoner, (amuiuio,
UMs, OTYECTBO W aJIpec CyOBeKTa NMEepCOHATBHBIX NaHHBIX, YbH MEPCOHAILHBIC JaHHBIE BHOCSTCS B
YKa3aHHYIO THIOBYIO (OpMy, CpPOKH 0OpabOTKH I€PCOHANBHBIX NaHHBIX, MEPEueHb MCHCTBHI C
NIEPCOHATBHBIMH JaHHBIMHU, KOTOPhIE OyAyT COBEPIIATELCS B MIPOIIECCE X 0OpabOTKH:;

0) TuroBas (hopMa TOJKHA IPeTyCMaTPHBATH IOJIE, B KOTOPOM CYOBEKT IIepCOHAIBHBIX JaHHBIX
MOXET IJOCTaBUTh OTMETKY O CBOEM COIJIaCHM Ha 00paboTKy Tepc@HaNbHBIX —NaHHBIX,
OCYIIECTBIEIEMYIO 0€3 WCIIOJNIB30BAHMS CPENCTB ABTOMATH3AINH, MPH HEOOXOIUMOCTH MONYdEHHs
coryacust Ha 00paboTKy MepCOHANBHBIX JaHHBIX;

B) THIIOBAs Qopma MODKHA OBITH COCTaBICHA TAKMM 00pasoM, 4TOOBI KakIbll U3 CYOBEKTOB,
9bH TICPCOHATIBHBIC [AHHBIC COACPKATCA B THUHOBOH (opMme, NpH O3HAKOMIEHHH CO CBOHMH
NEPCOHANBHBIMY  ITAHHBIMH, HE HMET BO3MOXHOCTH JOCTYyIa K IMEPCOHANBHBIM JAaHHBIM HHBIX JIAIL,
COZICPXKAIMMCS B yKa3aHHOM THITOBO#M Gopme;

r) TUnoBas Gopma M0JDKHA HCKITIOYaTh OOBEIMHEHHE TONeH, MpeHA3HAYCHHBIX [T BHECEHMUS
TICPCOHATIBHBIX TaHHBIX, HEIH 00paboTKH KOTOPBIX 3aBEI0MO HE COBMECTHMEI,

2.6. llpp TOCTYyIUICHMM HOBBIX HOPMATHBHEIX M  DAaCIOPS/AMTENBHBIX  IOKYMEHTOB,
Npe/lyCMaTPUBAIOINMX IPEACTABICHIE NEPCOHANBHBIX NaHHEIX, HHGOPMAIHs 0 Havane UX oOpaGoTKH
BHOCHTCS B llepedeHb NepCOHANBHBIX NaHHBIX, oOpabarbiBaembrx B Illkone ¢ yKkasaHHEM LeM
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obpabotku, comepxaHHs 0OpaOaThIBaeMBEIX TEPCOHATBHBIX JaHHBIX KATETOPHH  CYyOBEKTOR,
IIEPCOHAIBHBIE JaHHBIE KOTOPHIX 00pabaThIBAalOTCS, CPOKOB MX OOPaOOTKH W XpaHEHHUS, IMOPSIKE
YHUYTOXKEHHUS, JIMLIOM, OTBETCTBEHHBIM 3@ OpraHU3anuio 00paboTKu MepCOHATBHBIX JaHHbIX B [1IKoIe,
a Tak)xe B HOMeHKIatypy aei [IIkomsl.

2.7. YHUYTOXECHHUE WM 00€3THUYNBAHIE YaCTH IEPCOHATBHBIX JTaHHBIX, €CJIA 3TO JOMYCKACTCs
MaTE€PHAIBHBIM HOCHTENIEM, MOXET IPOU3BOIUTECS CHOCOOOM, HCKIIOYAIOIIAM JabHEHIIYIO
00paboTKy 3THX INEPCOHATBHBIX JaHHBIX C COXPaHEHHEM BO3MOXXHOCTH 00paOOTKH HHBIX TaHHBIX,
3a()UKCHPOBAHHBIX HA MATEPUAIBHOM HOCHTENTE (yIaIeHHE, BEIMAPBIBAHHE).

2.8. VYTouHeHHWE TIEPCOHATBHBIX MAaHHBIX TIPU OCYUIECTBICHWM HUX 00paboTku 0Oe3
HCIIOJIB30BaHUs CPEACTB aBTOMATHU3alllK IPOU3BOAUTCS ITyTeM OOHOBIICHUS WIM U3MEHEHHUS JaHHBIX Ha
MaTepHaIbHOM HOCHTEJE, & €CIIH 3TO HE JOMYCKAeTCs] TEXHUYECKUMHU O0COOCHHOCTSIMU MaTEPUATIBHOTO
HOCHUTENS, - MyTeM (QUKCAalMHM Ha TOM JX€ MaTEepPHaTbHOM HOCHUTENIC CBEIACHHH O BHOCHMBIX B HHX
U3MEHEHUSAX  JIMOO IyTeM M3TOTOBICHHUS HOBOTO MAaTePHATBHOTO HOCUTEIS ¢ YTOYHCHHBIMH
NIEPCOHAIBHBIMU TaHHBIMHU.

2.9. Ilpu XpaHEHHH MaTepHATBHBIX HOCHTEIEH CO3AalOTCS YCIOBHS, OOCCIIEUNBAIOIINE
COXPaHHOCTb NIEPCOHAIBHBIX JAHHBIX U HCKIIOYAIOINE HECAHKIIMOHUPOBAHHEIH K HUM JOCTYII.

3. MeilicTBHA ciay:Kamux U coTpyaAHUKOB [1Ikob1 mpu mocTyniieHnn 10KyMEHTOB,
co/iep KaIINX MePCOHAIbHBIE TaHHbIE

3.1. IIpu mocTyruieHuH JOKYMEHTOB — OOPAIICHHUH U 3asBIICHUN TpaX1aH, 0OpalleHuit OpraHoBs
HCIIONHUTEIBHON BIACTH M Jp., COAEPKAIINX OOpallleHUs] TpaJaH C UX IIePCOHATBHBIMH JTaHHBIMU
(mepeHarpaBiIeHHEIE):

- kanneisipued IIIkomsl Ha DOKYMEHTE MPOCTABISETCS Ie4arh, O3HAYArom@as OO0S3aHHOCTH
COTPYIAHHKOB H CIIy)allUX OOecHednBaTh HepasrjalleHHe IEepCOHANBHBIX JaHHBIX TIpH paboTe ¢
JIOKYMEHTOM;

- YKasaHHBIE JIOKYMEHTBl HA PpAcCMOTPEHHE JHUPEKTOPY GOPMHUPYIOTCS B  OTACIBHYIO
NOJNKMCAHHYIO, HENPO3PadyHylo MalKy, W INEpefaroTcss UM HENOCPEICTBEHHO HIIH Hepe3 CeKpeTapst
JUPEKTOPa Ha POCIHCH Ul JOCTHIKEHUS MHHUMH3AINHA BO3MOXHOCTH CIIYYaHOTO O3HAKOMJICHHUS C
yYKa3aHHBIMU JOKYMEHTaMH JPYTUX CIICIHATHCTOB ¥ COTPYIHUKOB.,

- IOCJ€ DPOCIHCH IUPEKTOpa YKa3aHHBIE HOKYMEHTBI B O3TOM K€ IalKe IepelaroTcs B
KaHIESPHIO Ul NadbHEHIINX JCHCTBHH (Ieperadn CreUaTncTaM Ul UCTIONHCHHS, PETHCTPAIH B
OT/IeJ/IE OPTaHU3aAlNU U 00ECHICUCHHUSI IEATEITEHOCTH).

-3.2. Cnenuamuct [11kou1bl, Ha3HAYECHHBIN UCIIOTHUTEIEM JTOKYMEHTA, 00s3aH:

- 10 Hayana paboTel C JOKYMEHTOM XPaHHUTh €r0 B OTHCIBHOU IMAIKe B HEIOCTYITHOM JUIs
IIOCTOPOHHUX MECTE (CTOJIe);

- B Ipolecce paboTBI C JOKYMEHTOM HE JOMYCKAaTh BO3MOXHOCTH CIIy4aWHOTO WIIH
IIPEIHAMEPEHHOr0 O3HAKOMIIEHHUSI ¢ HAM ITIOCTOPOHHUX JIHII, IPYTHX COTPYIHHUKOB H CICIHATHCTOB, HE
YIIOJTHOMOYEHHBIX Ha paboTy ¢ JaHHON Kareropuei T0KyMEHTOB;

- HE OCTaBIISITh JOKYMEHT 0e3 MpHCcMOTpa;

- TOATOJOBKY OTBETA HA JOKYMEHT OCYIIECTBIATh HEMOCPEIACTBEHHO HA 3aIAIICHHOM
KOMITBIOTEPE (BHE CETEBBIX MAIOK) MIIH HCIIOB30BaTh (IIEII-HOCUTEID,

- Iepeaady OTBETa Ha JOKYMEHT JUI MHOANHCH AHUPEKTOPOM OCYILIECTBISITE TOJNBKO Yepes3
CHENMATIBHYIO MANKy B IPHEMHOI;

- TI0CJIe TIOJIMCH OTBETA HA JNOKYMEHT M IEepeJadd BCEro KOMIUICKTA B OTAE] OPraHW3alkd W
obecriedeHus aesteibHOCTH 11IKOITBL;

- B CJIyYae €CIM OTBET Ha JIOKYMEHT OTIPABIISETCS 3NICKTPOHHOMN MOYTOM, (haiil 0TBETa B YacTH
TICPCOHAIBHEIX JAHHBIX OOE3IMYMBAETCS, MOCIE OTIPAaBKH W TIOCTYIUICHWH WHOOPMAIUH, 4YTO OH
IPUHAT (TI0JTy4eH), halil 0TBeTa U3 3JIEKTPOHHOM MOYTH! YAAJSIeTCs CHEMUAINCTOM, OTBETCTBEHHEIM 3a
OTIIPaBKy JIEKTPOHHOM ITOYTHI.

3.3. XpaHeHHE DOKYMEHTOB, COIAEPIKAIINX MEPCOHATBHBIE JaHHBIE (MATEPHATLHEIX HOCHTEEH)
TOJKHO 00€CIedYnBaThCs B YCIOBHSX, OOECIICUHBAIOIINX COXPAHHOCTH MEPCOHANBHBIX JAHHBIX 1
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HCKJTFOYAIOIINE HECAHKIIMOHUPOBAHHBIM JOCTYII K HUM (IIKad, SIIUK CTONa).

3.4. Tlpu pabore ¢ MOKYMEHTaMHM, COAEPKAIIMMH CIEIHATBHBIC KaTCrOpHH TEPCOHATBHBIX
JAHHBIX, YCTAHABIHBAIOTCS YCHICHHBIE YCIOBHS UX XPAHECHHUS:

- 10 Hayajia pabOThI XPaHHUTH JOKYMEHT B OTHCIBHOH IalKe B HEAOCTYITHOM JUIS IIOCTOPOHHHX

MecTe (3aKPhIBAIOIIEMCS SIIUKE CTOJIA);

- neno (mena) ¢ Takoit kareropueil fokyMeHTOB B IlIKkosie XpaHATCS B 3aKPLIBAIOIIMXCST CCKIIMIX
mKapoB, a B OTHEIBHBIX CIydasx — cedde. B ocTanbHOM NEHCTBUS CICHHATACTOB aHATOTHYHBI
W3JI0KEHHBIM B 11.3.2.

3.5. Ilpu paboTe C JOKYMEHTaMH, COAEPKAIIMMU IEPCOHAIBHBIE JIAHHBIC, MPEIOCTABICHUES
KOTOPBIX TpeaycMoTpeHo DenepalbHBIMH  3aKOHAMH  (YBEAOMIICHHUS, 3asABJICHUS, 3aKIIOUCHUS,
PAacIOPSDKSHUSI, TPOTOKOJIBL, MOCTAHOBIEHHUS M T.IL.), B MpoLecce paboThl ¢ JOKYMEHTOM HE JI0JDKHA
JOTYCKAThCSI BO3MOXKHOCTH CITy4alHOTO MM IIPEHAMEPEHHOIO O3HAKOMJICHHs C HHM TMOCTOPOHHHMX
JIAL, IPYTHX COTPYAHHKOB M CIEIHAINCTOB, HE YIOJHOMOYEHHBIX Ha paboTy ¢ NaHHOM KaTeropuei
JOKYMEHTOB, XpaHCHHE JAHHBIX JOKYMEHTOB JOJDKHO OCYIIECTBIATBHCS B CTPOrOM COOTBETCTBHH C
TpeOOBaHMSIMH JETOIPOU3BOJICTBA.

3.6. Jlng 3alqWThl TIEPCOHANBHBIX IaHHBIX OT HECAHKIIMOHWpOBaHHOTO pocTyma B Illkone
00eCIIeYHBAIOTCS MEPHI 110 COOJTIOACHHIO:

- IOpsIKA TTPUEMa, YYeTa W KOHTPOJISI IESITeIbHOCTH TOCETUTEIICH;

- IPOITYCKHOTO PEXUMa OpraHH3alHH;

- TIOpSIKA OXPaHbI TEPPUTOPUH, 3/1aHHH, TOMEIIEHUH, TPAHCTIOPTHBIX CPEICTB;

- TpeGOBaHUH K 3aIMUTe HHPOPMAINHU IIPH HHTEPBBIOUPOBAHUHU B COOECENOBAHHUSIX.

4. OTBETCTBEHHOCTH
Cnyxamue u coTpyAHUKH IIIKOTBI HeCyT OTBETCTBEHHOCTH 3a HapylieHHe TpeOoBaHHH

HacTosIuX IIpaBuil, a TaKKe MpEeTHAMEPEHHOE WJIM HET pas3IVIallleHHEe MEPCOHATBHBIX JAHHBIX B
COOTBETCTBHH C 3aKOHOIATENHCTBOM Poccuiickoii Dexepanuy.
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