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“ . VYTBEPKJIAIO
Jlupexrop COIBOY « Basemckas mkona-
g uiTeprHar Nel jns oSyvaromuxcs ¢
orpa BIMLE BOIMOKHOCTRMM JA0OPOBLAN
n JELCC O.A. Borpanosa

« ¢ u e 2017 .

NMPABHJIA
o0patoTn NEPCOHAABLILIX AANNLIX,
ocymecTaaseMoii 6€3 HCnoALIOBANNS CPCACTE ABRTOMATIIANNN
o COTBOY «Bazemeras mkoaa-nurepuar Nel uist o6y 4aiommxes ¢ orpanmseninLim
BOIMOKHOCTHME 3I0POBLEY

O0mme noaoxenns

1.1.  Hacrosume [lpasuia paspaboransl Ha ocnHosauuu TpeGopanuii PesepansHoro 3akoHa or
27.07.2006 Ne 152-®3 «O nepconansnux AanHLIX», nocranosnenns [Ipaspureascrsa Poccubfickol
Genepan ot 15.09.2008 Ne 687 «OG yrsepmaennn nonomenmis o6 ocobennocrax oGpaboTky
NEPCONMILIEIX ARMHLIX, OcymecTaasenmoll 6¢3 HCNONbIOBaHUA cpeacTs asToMarisammiy, [pasun o6
obpaGorke nepconansinx gannnx 8 COIBOY «Bazemckasn mkona-unrepsar Nel juig obysaiommxcs ¢
OrpaHHYCHHBLIMME BOSMOKHOCTAME 3/10ponsi» (aance — [lkona).

1.2. Heastomarm3upoBannoit o0paborkoit nepcoHaibHbLIX NaHHBIX (0e3 NpPHMEHeHHs CpencTs
ABTOMETH3AUMH) cyHTaercs oOpaboTka nNCPCOHANBHBIX JAAHHBLIX 0€3 HCNONBIOBAHMA  CPEACTR
peyHCTuTeILHOA Texunkn. [Ipun stom oGpaborka NEPCORILHBIX AAHHBIX HE MOMKET OWTH NMpH3HANAG
HCKMIONHTENHHO ABTOMATHIHPOBAHHOH TOJABKO HAa TOM OCHOBAHMH, YTO OHH COJEpkKarcs B
andopmaaonioi cucreme 60 ObU HIBICUCHBE H3 HEE.

1.3. Hacrosume Ipaspsa onpesaenser o0mme noNoKeHIS # KOHRKPETHLIC ACHCTEUA CYRANDIX #
corpyainkos [lkoan, ocymecTaasommx oGpaboTky nepCoHANbHBLIX JAHHLIX AH00 HMEIONUHX JOCTYII K
NCPCOHANLHAIM JAHHBIM B [pONEcce OCymecTucHus umu  caymeOnol  (npodeccHoranroi)
JICATEILHOCTH 1IPH NCTIOMHCHHN JOIKHOCTHEIX 00s3anHoCTedl.

1.4. Jlonyck caykanmx B corpyannkos Ilkonst ana paborul ¢ NEpCOHANBABIMH JAAHIHBLIMK
OCYLMICCTRACTCA HA OCHOBAHWM MPHKA3A JIMPEKTOPa IIKOALI B COOTBETCTBUM ¢ YTBEPHKUCHHLIM
[Mepeqnem gomknocTei corpyaunkos Lkonsl, 3aMeleHHe KOTOPAIX NPEAYCMATPHBACT OCYIICCTRICHHE
o0paboTiki NEPCOHANBHEIX NAHHKX JHOO OCYMICCTRICHHE AOCTYNA K nepcoHanbufiv famuuM 1 Ha
OCHOBAHMH BKIIOYEHHA B JOUKHOCTHON perfiameHT (ZOKHOCTHYIO HHCTPYKIO) TpeboBanus o
cobmoze NN KOHPIICHUHANBHOCTH NEPCORATEIEIX AAHHLIX,

1.5, epen savanom paborsl caymamme # corpyanuxs LIkons® 10/mKHN 03HAKOMHTECSK ©
[pasyunamin  o6paloTKM NEPCOHMTRHBIX JBHHLIX, OCYIICCTBANEMONR 0C3 HCHOAL3OBAHMA CPEICTH

asromarmsain 8 Llgone, npoundopmuposarsl 0 Kareropusx oOpabarThiBaeMBIX NEPCOHANLHLIX
JAHHBIX,

1.6. B memsx ofGecneucnus Ge3onacHOCTH AaminX CyOLEKTOB NEpCOHANBHBIX JAHHBIX,
ocymecTansemoil 6¢3 HCNONBIOBAMMS CPe/ICTE ABTOMATHIALMY, B OTHOMICHWH KauIOH Kareropuu
NEPCOHMIBHBIX JAHHLIX ONPEACANIOTCA MECTA XPAHCHWS NCPCOHANBHEIX JAHHLIX (MATCPHAIBHBIX
HocHTene).

1.7. Mecta XpaHeHHS MAaTePHATLHLIX HOCHTE/ICH NEPCOHATBHEIX AAHHLIX ONPEACANIOTCS B X0OA¢
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o0cienoBaHUSl M U3yYSHUS] CHCTEMbI 00pa0OTKH MEePCOHANBHBIX JTAaHHBIX MCXOMS U3 aHaIH3a
UCIOJIb3YEMBIX  TEXHOJOTHYECKHX TMPOIECCOB OOpabOTKM, pACHOJOKEHUS TOMEIICHUH W
YCTaHOBJICHHOTO pPEXUMa HMX OXPAaHBI, C y4ETOM HEOOXOIUMOCTH HO000OPYAOBAHUS ITHX MECT
TEXHUYECKUMH U PEKUMHBIMU MEPaMHU.

1.8. JIoKkyMeHTHI, cojJepiKallliue MepCOHAIbHBIC JaHHBIC, TOJDKHBI XPAHUTHCS B YCIOBHSX,
00ecneunBaIIUX COXPAHHOCTh MEPCOHATBHBIX JAHHBIX U UCKIIOYAIOIINX HECAHKIIMOHUPOBAHHBIN K
HUM JIOCTYII.

1.9. Cnyxaiue u COTpyJTHUKH UMEET IPABO B OTBEICHHOE €EMY BpEMs PEIIaTh [TOCTaBICHHBIE
3a/layd 10 HE aBTOMATH3WPOBAHHON 00pabOTKE MEPCOHATBHBIX JAHHBIX TOJBKO B COOTBETCTBUHU C
MIOJIHOMOYUSIMU JIOCTYIIA U LIETSIMU 00pabOTKH.

1. IIpaBuja o0pabdOTKH U XpPaHEHHUSI JOKYMEHTOB € MePCOHATbHBIMH JAHHBIMH

2.1. Ilpu HeaBTOMAaTU3UPOBAHHOW OOPAOOTKE MEPCOHAIBHBIX JaHHBIX CIy)Xallue |
cotpyanuku konbr 006s3aHbI cOOMI0AATE CIEAYIOMINE TPaBUIIA:

- He jgomyckaeTrcs (ukcanus Ha OAHOM OyMa)KHOM HOCHUTEJNE MEPCOHAIBHBIX JaHHBIX, LEIH
00pabOTKH KOTOPBIX 3aBEIOMO HE COBMECTUMBI;

- IpHU NOATOTOBKE UTOTOBBIX, aHAIUTHUYECKUX M APYIMX JIOKYMEHTOB IEPCOHANIbHBIE JaHHbIE
JOJDKHBI 000COOISATECA OT MHOM MH(GOpPMAIMK, B YaCTHOCTH, MyTéM (PUKCAMK MX HA OTACIHHBIX
OyMaXHBIX HOCUTEINAX (MPUIIOKEHUSIX ), B CIICHUATBHBIX pa3/iesax Win Ha noysx ¢popm (61aHKOB);

- JIOKYMEHTBI, COJIEprKalllie MePCOHAIbHbIE IaHHbIE, TPYNNUPYIOTCs ((GOpMUPYIOTCS) B Jeia B
3aBUCUMOCTH OT LieJM 00pabOTKU NEPCOHANBHBIX IaHHBIX;

2.2. Henp3s XpaHUTh B OAHOM MECTE IEPCOHAIBHBIC TAHHBIE, IETH 00pPaOOTKH KOTOPBIX
pasnuyHbl. POpPMUPOBAaHHUE /1€ OCYLIECTBISETCA M0 OJHOMY M3 LEJIEBBIX MPHU3HAKOB 0OpabOTKH
MIEpCOHANBHBIX JaHHbIX. Hampumep, Ju4HOE €710 COTPYIHHUKA, AEN0 € TpapuKaMu OTIIYCKOB,
KOMaHJIMPOBKU COTPYIHUKOB, pacyeT 3apab0THOM MaThl U T.II.

2.3. Jlema, 3aKOHYEHHbIE IPOU3BOJICTBOM JHMOO IO JOCTHXKEHHIO Iiejedl 00paboTku
NIEPCOHAJBHBIX JAHHBIX 3aKPHIBAIOTCS (B COOTBETCTBUU C TPEOOBAHUSAMHU MPaBHJI J1€JIONPOU3BOCTBA)
U IIepeatoTcs Ha XpaHeHue B apxuB LIKobl.

2.4. Ilopsiiok XpaHeHus1, JOCTyNa K OKOHUEHHBIM IIPOM3BOJICTBOM JI€JIaM U UX YHUUTOXKCHHS
OTIpeIeNIIeTCS] BHYTPEHHIMH HOPMAaTUBHBIMU JIOKyMeHTamu L1Ikoubr.

2.5. Ilpu pa3paboTke M UCHOIB30BAHUU HOBBIX THUIOBBIX (HOPM JOKYMEHTOB, HEOOXOAUMBIX
JUI peanu3aluu Bo3ioXkeHHbIX Ha [llkony momHoMouunid, xapakrep HHGOpMalnuUd B KOTOPBIX
Ipe/rnosaraeT Wik JOMyCcKaeT BKJIIOUEHHE B HUX MEPCOHAIBHBIX JaHHBIX (Jajee - TUnoBas Gopma),
JIOJKHBI COOJTIOIAThCS CIIEYIOIINE YCIOBUS:

a) TunoBas (opMa WIM CBSI3aHHBIE C HEW JTOKYMEHTHl (MHCTPYKLHUS IO €€ 3arOJIHEHHIO,
KAapTOUYKH, PEECTPhl U JKypHaJbl) JOJKHBI COJIEPKAaTh CBEJEHUS O IeJId 00pabOTKU MEePCOHATbHBIX
JAHHBIX, OCYILECTBIIEMOM 0€3 MCIOIb30BaHUS CPEJICTB aBTOMaTu3anuy, ajapec LIkonsl, pamumnmro,
UMs1, OTYECTBO M aJIpec CyObEKTa MEPCOHAIBHBIX JaHHBIX, YbH MEPCOHAIbHBIE JAHHBIE BHOCSITCS B
yKa3aHHYI THUIIOBYIO (OpMY, CPOKH 00paOOTKH IMEpPCOHATIbHBIX IAHHBIX, MEpeYeHb IEUCTBUH ¢
[IEPCOHANBHBIMU JIaHHBIMH, KOTOpbIE OyyT COBEPIIATHCS B MPOIecce UX 00padoTKH;

6) tumoBas (opma TOJDKHA MPEAyCMaTpUBATH I0JIe, B KOTOPOM CYOBEKT MEepPCOHAIBbHBIX
JAHHBIX MOXET MOCTaBUTh OTMETKY O CBOEM COrjacuM Ha 00pabOTKy NEepCOHAIbHBIX TaHHBIX,
OCYIIECTBISIEMYIO 0€3 HCIOJIb30BaHUS CPEACTB aBTOMATH3AIMH, MPU HEOOXOAMMOCTU MOJIYYECHHUS
corjacusi Ha 00pabOTKy MEPCOHANBHBIX JAHHBIX;

B) THIOBas (hopMa JI0JKHA OBITH COCTaBJIEHA TAKUM 00pa3oM, YTOOBI KaX/Iblil U3 CyObEKTOB,
YbM MEPCOHAIbHBIE JAaHHBIE COJIEP)KAaTCsd B THUMOBOM (opme, NMpu O3HAKOMIIEHHH CO CBOMMH
MEPCOHATIBHBIMH JIAHHBIMH, HE UMEN BO3MOXXHOCTH JIOCTYIa K MEPCOHAIBHBIM JaHHBIM WHBIX JIUI,
coJiepKaluMcsl B YKa3aHHOU TUIIOBOU (opMme;

r) TtumnoBas ¢opma JOJDKHA HCKIIOYaTh OOBEIMHEHUE TMOoJed, NpeAHa3HAYeHHBIX s
BHECEHUS IEPCOHANIbHBIX JAHHBIX, EIH 00paOOTKN KOTOPBIX 3aBEJOMO HE COBMECTHMBI.

2.6. Ilpu mDOCTYIUIGHMHM HOBBIX HOPMATHBHBIX M PacClOPSIUTEIbHBIX JOKYMEHTOB,
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NpeAyCMaTPUBAIOIINX TPEACTABICHUE MEPCOHANBHBIX JaHHBIX, WHQpOpPMAIHMs O Hayale uX
00paboTku BHOcHTCS B [lepedeHp mepcoHaANbHBIX JaHHBIX, 00pabaTeiBaeMbiX B IlIkoie ¢ ykazanuem
1nenu o0paboTKH, coaepikaHusi 0O0pabaThIBa@MBIX MEPCOHAIBHBIX JAHHBIX KAaTErOpUU CYOBEKTOB,
MEPCOHAJIbHBIC JIaHHBIE KOTOPBIX 00pabaThIBAIOTCS, CPOKOB MX OOPAaOOTKH M XpaHCHHS, MOPSIKE
YHUYTOXKEHUS, JIUIIOM, OTBETCTBEHHBIM 3a OpraHU3alMi0 OOpabOTKM MEPCOHAJIBHBIX JAHHBIX B
[Ikoe, a Takke B HOMEHKIATYpy Aen LLkosbl.

2.7. YHuuroXXeHHEe WM O0O0e3JTMYMBAHME YAaCTH TEPCOHAIBHBIX JaHHBIX, €CIU 3TO
JOMYCKAETCSl MAaTepUaIbHBIM HOCHTEIEM, MOXET MPOU3BOAUTHCS CIIOCOOOM, HCKIHOYAIONIIIM
JAIBHEUITYI0 00pa0OTKy ATUX MEPCOHATBHBIX JAHHBIX C COXPAaHEHHUEM BO3MOXKHOCTH OO0pabOTKH
WHBIX TAaHHBIX, 3a(UKCHPOBAHHBIX HA MAaTePHAILHOM HOCHUTENE (yJalIeHUE, BRBIMAPhIBAHHCE).

2.8. YTouHeHHME TEPCOHAJBHBIX JAHHBIX MpPHU OCYIIECTBICHMH HX 00paboTku 0Oe3
WCIIOJIb30BAHUS CPEICTB ABTOMATH3AIMH ITPOU3BOIUTCS ITyTeM OOHOBIICHHSI M M3MECHEHUS TaHHBIX
HAa MaTepUAIILHOM HOCHUTENIE, a €CIM J3TO He JOMYyCKAeTCs TEeXHUYECKHMMU OCOOCHHOCTIMH
MaTepUAILHOTO HOCHTENS, - MyTeM (UKCAIlMM Ha TOM >X€ MaTepHUAIbHOM HOCHTENE CBEIACHUU O
BHOCHMBIX B HHUX H3MEHEHHAX JMOO IyTeM H3TOTOBJIICHUS HOBOTO MAaTEPHUATBHOTO HOCHTENS C
YTOYHEHHBIMH ITEPCOHATLHBIMU JIAHHBIMH.

2.9. Ilpu XpaHeHMM MaTE€pHAJIbHbIX HOCUTEJIEH CO3JAl0TCSl YCIOBHS, OOECIeuMBaIOIINe
COXPaHHOCTh NEPCOHATBHBIX JJAHHBIX M UCKIFOYAIOIINE HECAHKIIMOHMPOBAHHBINM K HUM JIOCTYII.

2. JleiicTBuS cayKammx v coTpyaAHnkoB LIIKko/abl Npu NoCTyNJIeHUN JOKYMEHTOB,
Co/Iep KalUX NePCOHAIbHbIE JAaHHbIE

3.1. Ilpu mocTymieHHH AOKYMEHTOB — OOpalleHM W 3asBICHUN TpaxkaaH, oOpalieHui
OpPraHOB MCIIOJIHUTEIBHOM BIACTH U JApP., COAEPXKAIUX OOpaIIeHUs IpaxaH C UX MEepPCOHATbHBIMU
JaHHBIMU (TIepeHaNpaBIECHHBIE):

- kaHuenspueil llIkosbl Ha JOKYMEHTE MPOCTaBIIsETCs MevyaTh, O3Hadarolas 00s3aHHOCTb
COTPYJHHUKOB U CIyXallMX OOecreynBaTh HEpasriallleHue MEePCOHANbHBIX JAaHHBIX MpH paboTte ¢
JOKYMEHTOM,;

- YKa3aHHBIE JOKYMEHTHl Ha pPAacCMOTPEHHE JUPEKTOPY (OPMHUPYIOTCS B OTACIBHYIO
MOANNCAHHYIO, HENPO3PayHyIO MAaINKy, U MEPEeNaloTCs UM HEMOCPEICTBEHHO WIIM 4YEpPE3 CeKpeTaps
JUPEKTOpa Ha POCIUCH VIS JOCTHXKEHUSI MUHUMM3AIMH BO3MOXKHOCTH CIIy4ailHOTO O3HAKOMJIEHHUSI C
YKa3aHHBIMH JOKYMEHTaMHU JPYTUX CIELHAIUCTOB U COTPYIHUKOB.

- TOCJIE€ POCHHUCH JTUPEKTOpa YKa3aHHbIE JTOKYMEHTBI B 3TOHM K€ Manke MepelalwTcs B
KaHUEJAPHIO JUIS JalbHEHIINX AeUCTBUM (epefayn creragiucTaM sl UCTIOJHEHUs, PerUCTPallui B
OTJIeJIe OpraHU3alui U 00ecTIeYeHUsI IeATEIbHOCTH).

3.2. Cnenuanuct lIkosnbl, Ha3HAYEHHBIN HCIIOTHUTEIEM JOKYMEHTA, 00sI3aH:

- 710 Hayaia paboThl C JOKYMEHTOM XPaHUTh €ro B OTAEJIbHOH Manke B HEJOCTYIHOM JJIst
MIOCTOPOHHUX MecTe (cToJie);

- B mporecce pabOThl C JOKYMEHTOM HE JO0NycKaTb BO3MOXHOCTH CIIY4alHOTO WU
IIPETHAMEPEHHOI0 O3HAKOMJIEHHUSI C HUM ITIOCTOPOHHHUX JIUII, APYTUX COTPYIHUKOB U CIIELUAINCTOB,
HE YIIOJIHOMOYEHHBIX Ha paboTy ¢ 1aHHOI KaTeropuel JOKyMEHTOB;

- HE OCTaBJIATh TIOKYMEHT 0€3 IPUCMOTPA;

- TOJTrOTOBKY OTBE€Ta Ha JOKYMEHT OCYUIECTBIISITH HEMOCPEICTBEHHO Ha 3allUIIEHHOM
KOMIIbIOTEpE (BHE CETEBBIX MAIOK) WM UCTIOIb30BaTh (IICII-HOCUTEND;

- 7epefadyy OTBETa Ha JIOKYMEHT JJsl MOANUCU TUPEKTOPOM OCYIIECTBIISTH TOJIBKO Yepes3
CIELMAJIbHYIO MAIKy y CeKpeTaps;

- TI0CJIe MOJIUCH OTBETa Ha JOKYMEHT U Mepeaadn BCero KOMIUIEKTa B OTJENl OpraHUu3aluu U
obecnieuenus aearenbHocTy kol

- B CJIy4ae €CJIM OTBET Ha JIOKYMEHT OTIPABIISIETCS JJICKTPOHHOW TOUTOH, ¢aiiil oTBeTa B
YaCTH MEPCOHATBHBIX JaHHBIX 00€3JIMYMBAETCS, [TOCIE OTIPABKU U MOCTYIUIEHUH UHPOPMALIUH, YTO
OH TMpHUHAT (MOJydeH), Qailll oTBeTa U3 DSJIEKTPOHHOM TMOYTHI YJAISeTCs CHELUAINCTOM,
OTBETCTBEHHBIM 32 OTIPABKY 3JIEKTPOHHOM MTOYTHI.



3.3. XpaHeHuE€ [OKYMEHTOB, COJEp)KallUX IE€pPCOHAIbHBIE JaHHbIE (MaTEepHAIBHBIX
HOCHUTEJIEH) J0JKHO 00€CIeunBaThCsl B YCIOBUAX, 00E€CIEUNBAIOLIMX COXPAHHOCTh MEPCOHAIBHBIX
JAHHBIX ¥ UCKIIIOYAIOLINE HECAHKIIMOHUPOBAHHBIN TOCTYI K HUM (IIKad, AIIUK CTOJIA).

3.4. Ilpu paboTte ¢ AOKyMEHTaMM, COAEP KALIMMU CIELHalIbHbIE KaTErOpUU MEePCOHAIBHBIX
JTAaHHBIX, YCTAHABIMBAIOTCS YCUJICHHBIE YCIOBUS UX XPAHEHUS:

- 10 Hayasa pPabOThl XpaHUTh JOKYMEHT B OTJENbHOH Hamnke B HEJOCTYIHOM JUIS
IIOCTOPOHHUX MECTE (3aKPbIBAIOILIEMCS SIIMKE CTONA);

- Jeno (mena) ¢ Takoil kareropued aokymeHToB B Illkose XpaHsATCA B 3aKpbIBAIOIIHUXCS
CeKIMsAX IKa(oB, a B OTHENbHBIX ciydasx — ceiipe. B ocrambHOM JeiCTBHSA CHEIMAIMCTOB
AQHAJIOTUYHBI U3JI0KEHHBIM B 11.3.2.

3.5. Ilpu pabotre ¢ TOKYMEHTaMH, COJEPKAIIUMH NEPCOHANbHbIE JaHHBIC, IPEIOCTaBICHHE
KOTOpbIX MpenycMorpeHo denepanbHbiMU 3akoHaMM (YBEJOMIICHUS, 3asBICHUS, 3aKJIIOUEHMUS,
pacropshKeHus, MPOTOKOIbI, TOCTAHOBIEHHS U T.I1.), B Tpoliecce paboThl C JOKYMEHTOM HE JOJDKHA
JOIIYCKaThCsl BO3MOXKHOCTD CIIy4alHOIO WM IPEJHAMEPEHHOIO0 O3HAKOMJICHUS C HUM ITOCTOPOHHUX
JIMIL, IPYTUX COTPYAHHMKOB M CHEIMAINCTOB, HE YIOJTHOMOUYEHHBIX Ha PadOTy C JaHHOM KaTeropuei
JOKYMEHTOB; XpPaHEHHUE JAHHBIX JTOKYMEHTOB JOJIKHO OCYLIECTBIIATHCS B CTPOIOM COOTBETCTBUH C
TpeOOBAHUSMU JICIOTPOU3BO/ICTBA.

3.6. I 3amMThl NEPCOHAIBHBIX JAHHBIX OT HECAaHKIMOHUpOBaHHOro aocryna B [llxoie
00€eCTIeYNBAIOTCS MEPHI IO COOTIOICHUIO:

- IIPOILYCKHOT'O peX1UMa OpraHu3alnu;

- IOpsIJIKa OXPaHbl TEPPUTOPHUH, 31aHUN, TOMELIEHUH, TPAHCIIOPTHBIX CPEJCTB.

3. OTBeTCTBEHHOCTh

Cayxamie u corpyanuku IIkoimsl HecyT OTBETCTBEHHOCTh 3a HapylIEHHE TpeOOBaHMIA
HacToAmux IIpaBuin, a Takke NpegHAMEPEHHOE WIM HET pas3IJIalllcHHE IEPCOHAJIbHBIX JAHHBIX B
COOTBETCTBHUH C 3aKOHOAATEILCTBOM Poccuiickon denepannu.



