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0 MOPAAKEe YHUHUTOKCHHUSA NMEPCOHAJBbHBIX TAHHBIX

B MBIOY n/c N216 «Bymika»

MYHHIHUIIAJBHOr0 06pa3oBaHusi ropoa-Kypopt I'enenmxuk



1. O0mue moJs10KeHust

1.1. Hacrosimee Ilonoxxenne o mopsiike YHHUYTOXKEHHsS MEPCOHANBHBIX JAHHBIX B
MBJIOV n/c Nel6 «MBymxa» (nanee — [lonoxkerre) ycTaHABIMBAET HEPHOITIHOCT
M CHOCOOBI yHMYTOXKEHHsS HOCHUTENeH, CONEpKaIlUX IepCOHAIbHbIE IaHHbIE
CyOBEKTOB EPCOHAIBHBIX JAHHBIX.

1.2. Iensto Hactosmero ITomoxenus siBisieTcs: obecreyeHne 3auThl paB i cBoGO.
oOy4aroumxcs 1 pabOTHUKOB TpH 00paboTKe WX MepCOHATbHBIX JaHHEIX B MBJOY
n/c Nel6 «MBymikay (namee — O6miecTso).

1.3. OCHOBHbIE HOHSTHSI, HCIIOJIL3YEMEIE B I10/10KeHHN:

® CyOBEeKT MEPCOHANTBHBIX MIAHHBIX — paGOTHMK W (MIM) HHOE IHIO, K
KOTOPOMY OTHOCSITCSI COOTBETCTBYIOIIHME NEPCOHATIBHEIE JaHHBIE;

® pabOTHMK — (U3MYECKOe JIUIO, BCTYNHUBIIEE B TPYJOBbIE OTHOIICHHS C
OO0mecTBOM;

® IEPCOHAIbHbIC NaHHBIE — MH(OpMaIVs, COXpaHEHHas B JIOOOM (opmare,
OTHOCSILIASICS K ONPENEICHHOMY WM OIpenesiieMOMY Ha OCHOBAaHMH TaKoOif
HHpOpMalmK  usnMyeckoMy JHLy (CyOBEKTY MNEpCOHANbHBIX JaHHBIX),
KoTopast cama 10 cebe WIM B COYETAHHH C Jpyroi uHbopMalyei,
uMeromericss B OOmiecTse, MO3BONISET HACHTU(GUIMPOBATL JIMYHOCTD
cy61;eKTa [EPCOHAIBHBIX NaHHBIX;

o o6pa60TKa NePCOHATBHBIX ~ JaHHBIX —  JelcTBUsA  (Omepamuu) ¢
NIEPCOHATBHBIMU JTaHHBIMU, BKIIIO4as cOOp, CHCTEMATH3allHIo, HAKOIUIEHHUE,
XpaHeHue, yTOoYyHeHHe (OOHOBIIEHHE, W3MEHEHHE), HCIIOJIb30BaHUE,
pacnpocTpaHeHue (B TOM YHCIIe nepenady), 00e3THInBaHue, OIOKMPOBAHUE,
YHHYTOXEHHE NEPCOHAIBHBIX JJaHHBIX;

® YHHUYTOXCHUE MEPCOHAIBHBIX JaHHbIX — JEHCTBHUS, B Pe3yJIbTaTe KOTOPBIX
HEBO3MOXXHO BOCCTAaHOBUTBH COJIEP)XaHHE IMEPCOHAIBHBIX HaHHBIX B
MHPOPMALIMOHHONW CHUCTeMe MEpCOHANBHBIX JAHHBIX MM B pe3yJbTare
KOTOPBIX YHHYTOXKAIOTCS MaTepHalibHbIE HOCUTEIN TIePCOHAIBHBIX JaHHBIX;

® HOCHTEJIM IEPCOHANBHBIX JAaHHBIX — Kak . JJIeKTPOHHBIE (IUCKETHI,
KOMITaKT-JIMCKH, JIEHTBI, (IelI- HAKOIUTENU U JIp.), TaK U HEIIEKTPOHHBIE
(6ymaxxHBIE) HOCUTENH MEPCOHATBHBIX JAHHBIX.

1.4. Hacrosmee IlonoxeHwe paspaGorano Ha ocHOBe (DelepaJbHOrO 3aKOHAa OT
27.07.2006 Ne 149-03 «O6 wunHpopmamwu, WHPOPMAIMOHHBIX TEXHOJIOTUSAX U O
3amuTe uMHpopmarmm», PenepansHoro 3akoHa or 27.07.2006 Ne 152-®3 «O
NEPCOHATBHBIX TaHHBIX» U IPYTUMX HOPMAaTHBHBIX IIPABOBBIX aKTOB.
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2 HpaBnna YHUYTONECHH A Hocheneﬁ, coaepiKalIuX MmepcoHaJbHbIC JaHHbIE

2.1. VHHUYTOXXEHHE HOCHUTENEH, COIep)KalluX MepCOHAIbHbIE JaHHbIE CyOBEKTOB
NEPCOHAIBHBIX TaHHBIX, JOJDKHO COOTBETCTBOBATH CIIEAYIOIIMM IIPaBHIIaM:

e OBITh KOH(bI/IlleHIII/IaJ'IBHBIM, HCKJIFOYass BO3MOXXHOCTH IIOCIEAYIOLIETO
BOCCTaHOBJICHU,

® O(bOpMJ'ISITBC}I IOPUIAYCCKHA, B YaCTHOCTH, aKTOM O BBIACJICHUHU JOKYMCECHTOB,
coacCpiKalluX IEPCOHAJIBHBIC NaHHBIC Cy6’beKTOB NEPCOHAJIBHBIX JaHHBIX, K
YHUYTOXCHUIO W aKTOM 00 YHUYTOXCHUHU Hocheneﬁ, CoaeCpIKaIImx
INEPCOHAJILHBIC JaHHBIC CY6’beKTOB INEPCOHAJIBHBIX NaHHBIX;

® JOJIDKHO IIPOBOAUTHECS KOMHUCCHEN o YHUUYTOXCEHUIO MEPCOHAJIBHBIX JTaHHBIX,

® YHHYTOXKEHHE JIOJDKHO KacaTbCs TOJIBKO TE€X HOCHUTENEeH, ColepiKalux
NepCOHAIbHBIE JIaHHble CYOBEKTOB IE€PCOHAIBHBIX HaHHBIX, KOTOpHIE
NoAJIeXKaT YHUUYTOXKEHHUIO B CBA3M C MCTEUEHHEM CpOKa XpaHEeHHS,
NOCTIKEHUEM IIeNId 00pabOTKH YKa3aHHBIX IEPCOHAJIBHBIX MAHHBIX JIMOO
yTpaToil HeoOXOIUMOCTH B HX JOCTH)KEHUH, HE JOIyCKas CIy4alHOTO WM
IpeIHaMePEHHOT0 YHUYTOXECHHUS aKTyaIbHBIX HOCHTENIEH.

3. HOpﬂIIOK YHHUYTOMCHUSA HOCﬂTeJleﬁ, coepiKalux NnepcoHambHbIC TaHHbIC

3.1. IlepcoHanpHble faHHBIE CYyOBEKTOB MEPCOHATBHBIX JAHHBIX XPAHATCS HE JOJIBIIIE,
4yeM 3TOro TpeOyroT Lenu ux o0paboTKH, U MOIJIekKAT YHHUTONKEHUIO 110 UCTEYECHUN
CpOKa XpaHEHWSs, MOOCTHXKEHHM Ilejiei 00paboTKM WJIM B CIy4dae yTpaThl
HEOOXOUMOCTH B UX JOCTH)XEHUHU.

3.2. Hocurenu, copepkaliie ME€PCOHABHBIE aHHbIE CyOBEKTOB IE€PCOHAIBHBIX
JNAHHBIX, YHAYTOXAIOTCS B CIELUATBHO OTBEJCHHOM MJIS OTUX LEJed MOMELICHUH
KOMHCCHEH IO YHUYTOXKEHUIO IMEPCOHAIBHBIX MTaHHBIX, YTBEPXKIECHHOW IPHKA30M
nupekropa ObmiectBa (nanee — Komuccns).

3.3. Hocwurenm, copmepkaiiye IMepCOHATBLHBIE JaHHbIE CyOBEKTOB IE€PCOHAIBHBIX
TMaHHBIX, YHAYTOXaTcss Komuccuedt B cpok, He mpeBblmaromui 30 qHel ¢ marsl
IOCTHIKEHHMS 11eJIel 00pabOTKH EpCOHATBHBIX JaHHBIX JIUOO yTPaThl HEOOXOAMMOCTH
B MIX JOCTIDKEHHH, a TAK)Ke B CIIyyae, eCJIM UCTEK CPOK UX XPaHEHHMS.

3.4. Komuccusi mpou3BOOUT OTOOP OyMakKHBIX HOCUTENIEH IEPCOHATIbHBIX HAHHBIX,
NOJUIeXKAIIUX YHUUTOXKEHHIO, C yKa3aHUEeM OCHOBAHUM JJIsl YHUYTOXKEHHUS.

3.5. Ha Bce oToOpaHHBIE K YHUYTOXXEHHUIO [OKYMEHTBI COCTaBJISIETCA aKT O
BBIJIEJIEHUH JIOKYMEHTOB,  COJIEPIKAIUX  [EPCOHANbHBIE  JaHHbIE  CyOBEKTOB
NEPCOHAIBHBIX TAHHBIX, K YHUUTOXKEHHUIO.



3.6. B axkTax 0 BBIIENTEHMH JOKYMEHTOB, COJEP)KALIUX IIEPCOHAIbLHBIE JaHHBIE
CYOBEKTOB IIEPCOHANBHBIX [aHHBIX, K YHHUTOXEHHMIO M aKTax 00 YHHYTOXKECHHH
HOCHUTEJIEH, COMePIKAIMX NIEPCOHATIbHBIE JTaHHbIE CYOBEKTOB TIEPCOHAIBHBIX JAHHBIX,
UCIIPABJICHUS HE TOIYCKalOTCs. :

3.7. Komuccus mpoBepsieT HajluMe BCEX JOKYMEHTOB, BKJIIOYEHHBIX B aKT O
BBIJICJICHUM  HOCUTEIICH, COJEepXalUX IepCOHAJbHbIE JaHHblE CYOBEKTOB
IIEPCOHATIBHBIX TAaHHBIX, K YHHUTOXKEHHUIO.

3.8. Ilo oxoH4YaHMM CBEpPKH aKT O BBIJEJECHAM JOKYMEHTOB, COJIEpKAIIUX
NEPCOHANbHBIC MaHHbIE CYOBEKTOB IEPCOHANBHBIX JAHHBIX, K YHHUYTOXKEHHIO
MOANMMUChIBAETCS BceMH wWieHamu Komwuccuu u yTBepxmaeTcsi HPOPEKTOPOM IO
HaIpaBJICHHUIO.

3.9. Hocurenu, copepxampe IepCcOHATbHBIE IaHHBIE CYOBEKTOB IEPCOHATBHBIX
JaHHBIX, OTOOPaHHbIE /Il YHHYTOXKEHHS U BIJIIOUEHHBIE B aKT, MOCJIE TIPOBEPKH HMX
Komuccuedt mepenarorcss OTBETCTBEHHOMY 3a YHHYTOXKEHHE JOKYMEHTOB B
NIOMEILEHHE OTIeNa KapOB.

3.10. VHuMYTOXEHHME HOCHUTENEH, ColepKalllMX MEPCOHAJIbHBIE aHHbIE CYyOBEKTOB
NEPCOHANBHBIX NTaHHBIX, TPOU3BOMUTCS IIOCIIE YTBEPKICHHUS aKTa B TPUCYTCTBHH
BceX wWieHOB Kommccnu, KOTOpble HECYT IEPCOHANBHYI OTBETCTBEHHOCTh 3a
IIPABWJIBHOCTH U MOJTHOTY YHUUYTOXXEHUSI MIEPEIUCIIEHHBIX B aKT€ HOCHUTEJIEH.

3.11. YHUYTOXEHHE IEePCOHAIbHBIX JIAHHBIX, €CJIM 3TO JOIMyCKaeTcs MaTepruaIbHbIM
HOCHTEJIEM, MOXET TPOM3BOJUTHECS CIOCOOOM, MCKIIOYAIOMUM JTaTbHEUIIYIO
00paboTKy 3THX NEPCOHANBHBIX JaHHBIX C COXPAHEHHEM BO3MOXKHOCTH 00paboTku
VHBIX JIQHHBIX, 3a(MKCHPOBAaHHBIX Ha MAaTEPUAIbHOM HocHTele (yIajeHHe,
BbIMapbIBaHUE).

3.12. VHWYTOXXEHME  HOCHTENeH, COJepKAlMX  MepPCOHAIbHbIE  JaHHBIE,
OCYIIECTBJISETCS B CIIEIYIOLIEM TOPSIIKE:

® YHHYTOXXEHHME IIE€PCOHAIBHBIX [aHHBIX, COAEPXKAIIMXCS Ha OyMaXKHBIX
HOCHTEJIAX, OCYIIECTBIIIETCS IIyTeM U3MEJIbYeHUS] Ha MeEJIKHe 4YacTH,
UCKJTFOYAFOIIINE BO3MOXHOCTh IOCIIEYIOIIEro BOCCTAHOBJIEHUS
uHpopMalu. M3MenbueHne OCyIecTBISETCsS ¢ UCIONb30BaHUEM ILpeepa
(YHAUTOXHTENS HOKYMEHTOB), YCTAQHOBJIEHHOIO B IOMEIIEHUM OT/ENa
KaZipoB, JIMOO JOKYMEHTHl IepenaroTcs Ha MepepaboTKy (YTHIH3ALHUIO)
OpraHu3arysIM, COOUPAIOIIMM BTOPCHIPhE (ITYHKTHI IPHEMa MaKyJIaTyphbl);

® YHUYTOXECHUC NNEPCOHAIbHBIX JaHHbIX, CoacpxKalnuXxcCs Ha
MalllMHOYMUTACMbIX HOCHUTEIIAX, OCYLIECTBISICTCSA MNYTEM HAHECEHHS UM
HCYCTPaHUMOTI' O (bI/I3I/I'-IeCKOF O MOBPEKIACHHUS, UCKITIOYAIOIIECTO BO3MOXXHOCTD

- UX HCIIOJIB30BaHUSA, a TaK)X€ BOCCTAHOBJICHHS IaHHBIX. BLIHIeyKaSaHHOG



JNOCTUTAETCSl MyTeM JehOpMHUpPOBAHMS, HAPYLIEHHUS] €IUHOW LEeIOCTHOCTHU
HOCUTEJIS;

® OIEKANIME YHUUTOKEHHIO (DAiyIbl ¢ IepCOHATbHBIMU JIaHHBIMU CyOBEKTOB
[IEPCOHAIBHBIX JAHHBIX, PACIOJIOKEHHbIE Ha JKECTKOM JHMCKE, YIAJIIIOTCS
CPEICTBAMU  OIEPALlMOHHONW CHUCTEMBI KOMIIBIOTEpPA C MOCIELYIOLIUM
«OYHUIIEHUEM KOP3UHBIY;

® B Cllyyae JOIIyCTUMOCTU MOBTOPHOro ucnonb3oBaHus Hocutenss CD-RW,
DVD-RW  mpumensiercs  mporpamMmvHOe — yhajieHHe - («3aTHpaHUe))
COJIEPKMMOr0 IUCKA IIyTeM ero (opMaTupoBaHHS € nocnenyfomen 3aIMChIO
HOBOI MH(OpPMAIIMK HA TaHHBIHA HOCHUTEIb.

4. MopsiioK cAaYH MAKYJIATYPbI

4.1. JIokyMeHTHI TI0 HCTEUCHHHU CPOKA XPaHEHHUs!, TOCTHKEHUH 1eiell 0OpabOTKH Ui
B Clly4ae yTpaTbl HEOOXOAUMOCTY B UX JOCTHIKEHHH MOJIEKAT YHUUTOXKECHHUIO ITyTEM
Cllau¥ OpraHM3aLusaM, COOMPAIOIIUM BTOPCHIPhE (MyHKTHI IIpUeMa MaKyJIaTyphbl).

4.2. BpioeneHHbIe NOKYMEHTHI 10 aKTy O BBIIEJIEHHH IOKYMEHTOB, COJEpIKAIluX
NEPCOHAIBHBIE JaHHbIE CYOBEKTOB TIEPCOHAIBHBIX MHaHHBIX, K YHHUYTO)XEHUIO
IepeArTCs K YHUUTOXXECHHUIO B YIITaKOBAaHHOM BH/IE.

4.3. JIoKyMeHTBI, OJJIe)Xalle BbIBO3Y, He JTOJDKHBI COlepKaTh OyMary u KapToH, He
NPUTOAHBIE Ul TepepadoTKK; OyMary W KapTOH, MOKpBHIThIE IIOJMITHIECHOM U
ApPYTUMH IOJMMEPHBIMHM IUICHKAMH;,; MaTephasl, BBINENSIOMUNA SOOBUTHIE H
TOKCHYHBIE BEIIECTBA.

4.4. IokyMeHTBI, IO/JIeXKaIe BEIBO3Y, HE JOJDKHBI COIEPKATh:
® TpsIbE, BEPEBKY, IITAraT u3 JIyOsHBIX BOJIOKOH U NOJMMEPOB;

® METAJUIMYECKUEe U JEpPEeBIHHBIE HU3IENUs, KYyCOUYKH CTEeKJIa U KEepaMHKH,
KaMeHb, yroJib, CIIONY, LeutodaH, eLTyJIOn], MOJUMEPHbIE MaTepHalibl B
BUJe M3Aenui  (TUIEHOK, TpaHyJ), MEHOIUIAcT, ICKYCCTBEHHYIO U
HaTypaJlbHyl0 KOXY, KJI€eHKYy, OuTyw™m, mapaduH, OCTaTKA XMMHYECKHX H
MUHEPaIbHBIX BEIIECTB U KPACOK;

® BIIAXHOCTH JOKYMEHTOB, IOJUIeXalas BbIBO3Y, JO/DKHA ObITh He Gonee 10
MPOLIEHTOB.



4.5. Cnava ohopmIsieTCs: IPUEMO-CIaTOYHBIMI HAKJIQIHBIMH, JaHHbIE KOTOPBIX (aTa
clayd, HOMEp HaKJIaJHOM, BeC CIaHHOW MakyJaTypbl) yKa3bIBalOTCS B aKTe O
BBIJICICHMH  JIOKYMEHTOB, COJEPXAIINX IIePCOHANBHBIE JIaHHBIE CyOBEKTOB
MEPCOHATIBHBIX TAaHHBIX, K YHUYTOXEHHUIO. :

4.6. Horpy3Ka M BBIBO3 JIOKYMCHTOB OCYHICCTBIIAOTCA II0J KOHTPOJIEM JIKIa,
OTBETCTBEHHOro 3a obecredyeHue COXpPaHHOCTH OOKYMEHTOB CTPYKTYPHOI'O
noApasaACJICHML.

4.7. OtoOpaHHBIE K YHHUYTO)KEHHIO JOKYMEHTHI Iepel chadyell Ha repepaboTKy B
KaueCcTBEe MaKyJiaTypbl JOJDKHBI B 00S3aTEIbHOM TOPSJIKE U3MENbUaThCsl A0 CTEIEHH,
UCKJTIOYAIOIIEeH BO3MOYKHOCTh MTPOUYTEHHS TEKCTA. :

S. Illopsinok opopm/ieHUsI JOKYMEHTOB 00 YHUUYTOKEHUHU NMEPCOHANBHBIX JAaHHBIX

5.1. O6 yHUUYTOXXEHUH HOCUTENEH, colepKallix IMepcoHaNbHble NaHHble, KoMmuccus
COCTaBlIsI€T Y IOJNMUCBHIBAET akT 00 .YHUUYTOXKEHHUM HOCHUTENEH, CoIepiKalux
IIEpPCOHAIbHBIE JaHHbIE CYOBEKTOB IEPCOHAIBHBIX JAHHBIX, KOTOPBIA yTBEPKIAeTCs
mupekropoM Ob1iecTsa.

52. AKT 00 YHUYTOXXEHHHM HOCUTENEH, COAEpKalMX IEePCOHAIBHBIE [aHHbIE
CyObEKTOB NEPCOHANBHBIX TAHHBIX, COCTABIIAETCS 10 YCTAHOBIEHHOM opMe.

B akTe yka3biBaroTCS:
® JaTa, MECTO U BpeMsl YHUYTOKEHHUS;
® JTOJDKHOCTH, haMuiiiy, HHULHaTbl wienoB Komuccun;

® BUJ U KOJHUYCCTBO YHHYTOXKACMBIX HOCI/ITGJIeﬁ, coaepKalunx MmepCoHaJIbHbIC
JaHHbIC CY6’I>€KTOB IMEPCOHAIIBHBIX NaHHBIX;

® OCHOBaHUEC NJIsI YHUYTOXCHUA,

e Criocod YHHUYTOXCHHUAI.

5.3. MaKT YHUUTOKEHHUS HOCUTENEH, COIEPIKAIAX IEPCOHAbHBIE JAHHbIE CyOBEKTOB
NIEPCOHATBHBIX JaHHBIX, (PUKCHPYETCs B )KypHajle ydeTa JOKYMEHTOB, MepeJaHHbIX
Ha YHUYTOXeHHE. J[aHHBIA JOKYMEHT SBJISETCS JOKyMEHTOM KOH(UICHLIUATBHOIO
XapakTepa ¥ BMECTe C aKTaMH XpPaHWUTCS B MOMEIIEHUHU OTZAEa KaJpoB B TEUCHHUE
omHoro roja. [lo WCTeueHWMM cpoKa XpaHEHHWs aKT O BBIJIECJICHHH JTOKYMEHTOB,
CONepXKaIlUX TEPCOHAJIbHBIE JIaHHBIE CyOBEXTOB IEPCOHAIBHBIX JaHHBIX, K
YHHYTOXKEHMIO M aKT 00 YHHMUTOKEHMH HOCHTENEH, COIepXalluX IepCOHaIbHbIE
NaHHBIE CYOBEKTOB MEPCOHANBHBIX JaHHBIX, epenatores B apxuB MBJIOY n/c Nel6
«/Bymika» Ha XpaHEHHE.



6. OTBeTCTBEHHOCTH CTPYKTYPHbIX NOJApa3ae1eHHiH

6.1. OTBETCTBEHHBIM JIMIIOM 3a OpraHusanuro XPpaHCHUS JOKYMCHTOB
SABJISACTCS ACIIOIIPOU3BOAUTEIID.

6.2. Jlenonpou3BOOWTENh MOXXET OBITh TpUBJIEYEH K aJAMHUHUCTPAaTHBHOMN
OTBETCTBEHHOCTH 3a HapylleHuWe TpeOOBaHWM II0 OpraHu3alud XpaHEHHs
JOKYMEHTOB, COAEPKAIIUX MEPCOHATIbHBIE TaHHbIE.
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