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ey

IMPABHUIIA
00paboTku nepconannupIx JAHHBIX,

OCyluecTBAsieMoii 6e3 Henonb3oBanug CPeACTB aBTOMATH3ANHY
B MBOY Illkone Ne 121 . o, Camapa

1. O6wue nosokenns

1.1. Hacrosiuue IlpaBuna  paspa6oransr na OCHOBaHMM  TpebBoBaHMIi
DefepanbHOro 3akoma or 27.07.2006 Ne 152-d3 «O IEPCOHANILHBIX JaHHBIX»,

AAHHBIX, OCYLIECTBAAEMOMH Ge3 HCIOJIb30BaHHUS CpecTB aBTOMaTtH3auuu», [pasui
00 obpaGoTke mepconambHBIX AauHbiX B MBOVY Illkone Ne 121 r. o, Camapa
(nanee — «Ydpexaenue»),

1.2 HeasromaTusuposannoi 06paboTkoii  mepcoHaTBHBIX AJaHHelX  (Ge3
[IPHMEHEHHS CpeacTB dBTOMATH3ALHH) CYHUTAETCH 00paboTka nepcoHanbHpIx
JaHHBIX 6e3 HCMoIb30BaHUS CPCACTB  BBIMHCIIUTENIBLHOH TEXHUKH. IIpu stom
00paboTKa IePCOHANBLHBIX HaHHE[X HE MOXKET OBITh NMPH3HAHA HCKIIOYHTEILHO
dBTOMAaTH3HPOBAHHOM TONBKO Ha TOM OCHOBAHHHM, YTO OHM conepxkarcs B
HHQOPMALHOHHOI] CHCTEME N1MDO OBbLITH H3BIEeYeHD H3 Hee.

I.3. Hacrosimue Ipasuna OIpe/enseT oOLIHe MOJONKEHUS K KOHKPETHBIe
JAEHCTBHA  cnyskammx wu COTPYAHHKOB  «Y4pemaecHHs», OCYLUECTBISIOIUX
00paboTKy MEPCOHANBHBIX NAHHLIX MO0 HMEIoWMX KocTyn K TNIePCOHABHbBIM
AaHHLIM B Tmpouecce OCYLIECTBICHHS HMH ciyxeOHoi (npodneccnorianwoii)
ACATCLHOCTH NPH UCHIOTHEHHUH JTOJKHOCTHEIX o0s3aHHOCTE}H.

1.4, Ionyck CIyXalllUX H COTPYIHHKOB «YupexaeHusy mis paboter ¢
NICPCOHANIbHBIMA IAHHBIMH  OCYINECTBIsSCTCS B COOTBETCTBHH ¢ YTBEPIKECHHbIM
Ilepeurem nomknocteii COTPYAHHKOB «V4upexneHus», 3amerenue KOTOPbIX
IpeYyCMATPUBACT OCYILECTBICH HE 00paGOTKH NePCOHATBHBIX JAHHBIX oo
OCYIIECTBICHHE IOCTYNA K IEPCOHATBHBIM 1aHHBIM H Ha OCHOBAHHMH BKJIIOYEHHUS B
AODKHOCTHOH  pernament (IOJDKHOCTHYIO HHCTpYKUHI0)  TpeboBaHHs o
CODIHOIeHHN KOHDH I HIMAIbHOCTH NEePCOHATBLHEIX JAHHBIX.

L.5. Tlepen nawanom paboTel cinyxkamue u COTPYAHHKH «YupexmeHusy
AOUKHBI  O3HaKOMHTbCA ¢ [IpaBuiamy 00paboTKH  MepcoHanbHbIX JNaHHbIX,
OCyHIeCTBIsIeMOM 6e3 HUCITIO/Ib30BaAHHMS CPCACTB aBTOMAaTH3allMHK B «Y‘ipe}ﬁﬂeHHH»,

MPOMH(POPMHPOBAHEI 0 Kateropusx 00paGaTbiBaeMBIX TI€PCOHANBHLIX JaHHBIX.



1.6. B uwensx obecnevenus 0€30MacHOCTH  aHHBIX cyObekToB
MEePCOHANLHBIX  JTAHHBIX, OCYIUECTBIAEMOH  ©€3  HCHONB30BAHMS CpeacTB
dBTOMATH3aLMK, B OTHOLIGHHM KAXKIOI KATCrOpHH  TICPCOHANIBHBIX JTAHHLIX
OIpENeNSIIOTC  MecTa  XpaHeHuUs HICPCOHAIBHBIX  JaHHBIX  (MaTepHaTbHbIX
HOCHTeJTel ).

1.7. Mecta xpanenus MaTCepHaIbHBIX HOCUTEJIEH HEPCOHANBHBIX MaHHLIX
ONpCleNsitoTest B Xode obcnenoBanus H HM3Yy4Y€HHS CHCTeMBI o06paboTku
NICPCOHANLHBIX JIAHHBIX MCXONS W3 aHaM3a HCIONb3YEMBIX TEXHOMOIHYECKHX
fponeccos 06paboTky, pacronoxens [IOMEIICHHH H YyCTAHOBJIEHHOrO pexuMa ux
OXPAaHBI, C Y4€TOM HEOOXOMHUMOCTH 10000PYIOBAaHHS 3TUX MecT TeXHHYECKHMH H
PEKUMHBIMH MepaMHu.

1.8. JlokymeHTsI, CONEpIKaIHe NePCOHANbHbIE NaHHbIE, O/HKHbI XPaHHThCH
B YCioBHAX, obecneuynBaromux COXPaHHOCTh  MePCOHANBHBIX [AHHBIX K
HCKITIOYAIOIIMX HECAHKIIMOHHPOBAHHBIH K HHM nocry1,

1.9. Cniyxamue u COTPYIHHKH HMEET NpaBo B OTBEACHHOE €MY BpeMs pewiarhb
MOCTaBJICHHbIE 33J1aYH [0 He ABTOMATH3UPORAHHON o06paboTke NEPCOHAIbHBIX
AaHHBIX TOJIBKO B COOTBETCTBHHU C ITOJIHOMOYHSMH AOCTYIIA H LEAMH 0bpaboTky.

2. IIpaBuaa o6paGoriu u XPAHEHHS IOKYMEHTOB C 11epPCOHATbHLIMK
AAHHBIMH

2.1. Tlpwm HCAaBTOMaTH3HPOBAHHOH 06paboTke [IEPCOHANIBHBIX  JAaHHBIX
CIY)KallHe W COTPYIHHKU «Yupexnenus» o6n3anm co0moaaTe caenymwolnue
npaBua:

- HE Jormyckaetcs puKcaums Ha oqHOM OymakHOM HoOcHTEIE [IePCOHANBHBIX
AGHHBIX, Tie/i1, 00paGOTKH KOTOPBIX 3aBEIOMO He COBMECTHUMBI;

~ TpH TIOATOTOBKE HTOrOBBIX, AHAIMUTHYECKHX APYTHX [OOKYMEHTOR
HICPCOHAIbHBIE JaHHBIE JOIKHBI  060cOBNsTLCS OT WHOH wuHpoOpManuu, B
HaCTHOCTH, mnyTéM (QHKCAUWH HX Ha OTACNBHBIX OYMa)XHBIX HOCHTeNsX
(MIPHIIOXKEHHUSX), B CHIELHAIBHBIX Pasie/1ax Ui Ha monsx ¢popm (61aHKoB);

- AOKYMEHTHI, COACpKalllMe [1epPCOHAIbHBIE JlaHHBIE, TIPYONUPYIOTCS
(bopmupyrorcs) B nena s 3aBHCHMOCTH OT wUenM 0GpaGoTKM MepcoHANbHEIX
JaHHBIX;

2.2. Henb3s Xxpauuts, B OAHOM MECTE NepCOHA/NbHBIE JaHHbIE, ey,
00paboTKH KOTOPBIX pasiHyHbi, ®opmupoBanne aen OCYWIECTBIACTCS 110 OAHOMY
H3 LNEBLIX NMpH3HAKOB 06paGoTky HCpCOHAIBHBIX AaHHbIX. Hanpumep, nuynoe
ACTIO COTpyNHMKa, AeI0 ¢ rpadukammu OTITYCKOB, KOMAaHIHPOBKH COTpPYIHHKOB,
pacuer 3apaboTHOH miatel y 1,17,



2.3. Nena, 3aKOHYEHHbIC TIPOHU3BOACTBOM JIHOO MO AOCTHKEHHIO LIEIeH
00pabOoTKM  NepCOHANBHBIX  MaHHbBIX 3aKpBIBAIOTCA (B COOTBETCTBHM ¢
TpeOOBaHUSIMHU TpaBmJl ACJIOTIPOM3BO/CTBA) H MEPENAIOTCH HA XPAHEHHE B apxuB
«YUpexneHus».

2.4, TTopsnok xpaHeHus, AOCTYIIA K OKOHYECHHBIM IIPOM3BOJICTBOM JE/IaM W HX
YHUYTOXKEHHUS  OIPENeNAeTC  BHYTPEHHUMH HOPDMATHBHBIMH  TOKYMEHTAMH
«Yapexinenus.

2.5. Ipu paspabotke u HCITOJIB30BAHUM HOBBIX THIIOBBIX ¢popm HoKyMeHTOB,
HeOOXONMMBIX AIA peanu3au BOSJIOKEHHBIX Ha «YUpexaeHHe» MONHOMOYMHIL,
XapakTep MHQOPMALHHK B KOTOPBIX IIpCAIIONaraeT UTH NOMYCKAeT BKIIOYCHUE B
HUX TNIEPCOHANBLHBIX NAHHBIX (fajlee - THIIOBas dopma), 10mKHBI cobmonaThCH
CIIEIYIOIINE YCIOBHUS:

a) THIOBas (GOPMa WIIH CBA3AHHBIE C He AOKYMEHTBI (HHCTPYKIHA MO ee
3alIOTHEHHIO, KapTOYKH, PeecTphl W JKYPHaJIbl) JOJDKHBI CONEPXKATh CBEIEHHS o
uenn 00paboTKH MepcoHANBHbIX AdHHBIX, OCYLIECTBJIIEMOH 6e3 MCrOoNb30BaHMS
CPENCTB aBTOMATH3ALMH, anpec «YupexueHns», (haMumio, HUMS, OTYECTBO M
azpec CyOBeKTa mepcoHa bHbIX AQHHBIX, YbH [I€PCOHAIBHbIE JaHHbIE BHOCSITCH B
YKa3aHHyl0 THNOBYIO (opMy, cpoku 00paboTKH 1epcoHaNbHBIX JIaHHBIX,
NIEpeUeHs TEHCTBHH C NMEepPCOHANBHBIMH AAHHBIMH, KOTOpbIE OyIyT coBepmaTscs B
fpouecce ux 00paboTKu:

0) TumoBas Qopma nommKHa HPE1yCMaTpuBaTh 1ojie, B KOTOPOM CyGbeKT
IIEPCOHAJIBHBIX  JITAHHBIX MOYeT [10CTABHTE OTMETKY O CBO€M COIVIaCHH Ha
00paboTKy mepCOHANBHBIX A4HHBIX, OCYILECTBIAEMYIO 63 HCIIOIb30BAHMS
CPEICTB  ABTOMATH3aLHUH, MPH HEOOXOTHMOCTH IIOTYY€HUsl  COTJIacUsl Ha
00paboTky nepcoHanbHBIX JIaHHBIX;

B) THNOBas (opma NOMKHA OBITH COCTABJICHA TaKUM 00pa3oM, YTOOLI
KaXabld U3 cyObeKkToB, uybpH [IEPCOHANLHBIE TaHHBIE COAEPXATCS B THIOBOM
dopMe, npu o3HaKOMIEHHH cO CBOHMH TICPCOHAILHBIMH TaHHBIMH, He HMeJ
BO3SMOXHOCTH NIOCTYMa K NePCOHANbHBIM JAHHBIM HHbIX JHL, ColepIallUMC B

YKa3aHHOI THIIOBOIH (opme;
r) Tunoeas ¢opMa  noKHA HCKII0YaTh  O0ObeIHHEHHE  roeil,

lIPEHA3HAYCHHBIX JUIA BHECEHUS NEPCOHANTBHBIX JIaHHBIX, nenu obpaborku
KOTODBIX 3aBEIOMO HE COBMECTHMABI,

2.6. Ilpu moOCTYMIEHHH HOBBIX HOPMAaTHBHBIX M  paclOPSAHTEIbHBIX
AOKYMEHTOB, IpenycMaTpUBAIONIHX [IPEACTABJICHHUE [1€PCOHAJIBHBIX JaHHBbIX,
HHpOpMalls 0 Havale ux 00pabOTKH BHOCHTCS B [lepeyenb nepconansHBIX
AIAHHEIX, 0OpabaThlBaeMbIX B «YupexieHHH» ¢ yKa3aHHeM 1enu o0paboTku,
COAEpKaHHA 00pabaThIBACMbBIX NEPCOHANBHBIX IAHHDIX KaTeropuu cy0bexToB,

NEpCOHAIIbHBIC J[aHHBIC KOTOPbIX 00pabareIBatoTcs, CPOKOB HX 00paboTku u



XPaHEHUA, MOPSAAKE YHUYTOXKEHHS, IHLOM, OTBETCTBEHHbBIM 38 OpraHu3aluIo
00paboTKH NepCOHANBHBIX NaHHBIX B «YupeKIEHHH», a Takke B HOMEHKJIaTypy
Aen «YdpexaeHusy,

2.7. VHuutoxenue nmu obe3munBanue yacTH NEPCOHANIbHBIX JTaHHBIX,
CCJIH - 5TO  NOMyCKaeTcss MaTepHajbHbIM HOCHTENIEM, MOXET NPOU3BOAMTHCS
Croco00M, HCKITIOYAIOLIHM JaNbHEHITY 0 00paboTky 3THX HEePCOHAIBHBIX TaHHbBIX
¢ COXpaHCHHEM BO3MOKHOCTH 06PaGOTKH MHbIX AAQHHBIX, 3a()MKCHPOBAHHBIX Ha
MATCPHATLHOM HOCHTeNe (yaancHue, BbIMapbIBaHHE),

2.8. Yrounenue TICPCOHATBHBIX IAHHBIX [IPH OCYILECTBACHUH HX oOpaboTku
6e3 ucnonb30BaHus CPCIACTB aBTOMATH3aLUKH MPOH3BOIUTCS nytem oOHOBJIeHuUs
WIH U3MEHEHHS TaHHBIX Ha MATePHATLHOM HOCHTeJIe, a eClli 3TO He JomycKaercs
TEXHUHECKHMHU OCOGEHHOCTAMHU MaTepHAIBHOrO HOCHTEIs, - yTeM (puKcanuu Ha
TOM 7K€ MaTepHallbHOM HOCHTeNe CBedeHH I o BHOCHMBIX B HUX U3MEHECHHUSIX TGO
IIyTEM H3rOTOBJICHHA HOBOIO MAaTepHANILHOIO  HOCHTENS C  YTOYHEHHBIMM
HICPCOHATIbHBIMU JJaHHBIMH.

29. Tlpu xpanenun MaTepHalbHBIX HOCHTeNeH Co31ar0TCs yciloBHs,
obecneunsaromue COXPaHHOCTb IMEPCOHANBHBIX JAHHBIX K UCKIIIOYaIOLIHe
HECaHKIHOHUPOBAHHBIN K HUM I0CTYII,

3. leiicTBus CIY’RaUHX H COTPYAHHKOB «YYpeKaeHHs» HpH
NOCTYIVIEHHH [IOKYMEHTOB, COAepKALIHX IePCOHAJILHBIE JAHHbIE

3.1. Ilpn nocrynnenuu AOKYMCHTOB — OOpallleHHHl U 3asBiIeHHi] rpa)caaH,
OOpalleHHii OPraHOB HCMONTHHTENBHOI BIaCTH U 1p., colepxaumux obparieHus
I'PaXJ1aH ¢ UX MePCOHATbHBIMY JaHHBIMH (nepeHanpasieHHble):

- CHCLHANKCT 1O KaapaM « YupexieHusy na AOKYMEHTE NpoCcTaBiIsieTcs neyars,
OSHAaYaloWas  00A3aHHOCTE  COTPYAHMKOB W CIy)alHX  obecrieyusars
HEpasriameHue nepcoHanbHbIX JaHHBIX npy paboTe ¢ TOKyMeHTOM:

" YKasahHble JIOKYMEHTBI Ha paccMOTpeHHe AHPEKTOPY (OPMUPYIOTCS B
OTHAEJBHYI0  TOANHCAHHYIO, HCTIPO3pauHyi0  nanky, W nepemalorcs um

HEMOCPEACTBEHHO HJIH Jepes CeKpeTaps IHPEKTOpa Ha POCITHCE 1A HOCTUXEHUS
MHHHMH3AIIMH ~ BO3MOXKHOCTH ClIy4yalHoro O3HaKOMJIEHHS ¢ YKa3aHHbIMH

AOKYMEHTaMH IPYI'UX CIIeLHAJIHCTOB K COTPYAHHKOB.

- THOCI€ pPOCHHCH IHpeKTopa yKa3aHHble AOKYMEHTBI B 3TOH Ke namnke
NICPENAIOTCS B KAaHUEINSAPHUIO 11 JIalbHeMIIHX aeiicTBHi] (nepenadu crienHaIHcTaM
AJA HCNOJIHEHMS, PpErHCTpaUMH B  OTiele OPraHH3alMH u obecrieyeHus

AESITEIBHOCTH ).

"R, Criequanuer “« Yupexaeus, HABHAYCHHBIN HUCIOANHTEIEM MOKYMEHTA,

00s13aH; POPALEDYVIOTCA B



- A0 Hauvana paborer c AOKYMEHTOM XpaHHThL ero p OTACJBbHOH manke g
HEAOCTYNHOM 1115 nocTopomkux Mecre (cTone);

= B 1Ipouecce pabGorsl ¢ AOKYMEHTOM He jonyckars BO3MOXKHOCTH ciyyaiinoro
WIH npennamepennoro O3HAKOMIICHUS ¢ Hym MOCTOPOHHUX  nuyy, APYIrux
COTPYAHHKOB W CHELHANTHCTOB, He YIOJHOMOYEHHBIX Hg paboty ¢ nammoi
KaTeropueni noxymenToB:

= HOHI"OTOBK}/ OTBeTa Ha JOKYMEHT OCYIIECTBIATEL HEHOCPEJICTBEHHO Ha

OTBETA B YacTu NIEPCOHANBHBIX JaHHBIX obe3nuunBaercy, [ocnte ornparku y
NOCTYTUIeHUH HHbOPMauun, yro oy IPHHAT (noay4en), ¢aiin  orBeta U3
JMEKTPOHHON NOYTHl yaansercy CIIeLHAINCTOM, OTBETCTBEHHBIM 33 OTIIpaBKy
ICKTPOHHOM MOYTEI,

3.3.  Xpanenue AOKYMEHTOB,  coaepianiix [ICpCOHaNbHbIE  fapppre
(MaTepuanLHbix HocuTenlell)  nomkwo obecneunparpes g YCIIOBHsIX,
obecneunBaromx COXPaHHOCTL  EpPCOHANLHBIX AAHHBIX M HMCKMOYaromye
HECAHKLIHOHMPOBAHH I} HOCTYN K HUM (tkad, sk CToJIA).

3.4. Ilpu paGore c AOKYMEHTaMH, conepammmy CHeuHanbHble KaTeropuu
TICPCOHANIBHBIX IaHHbIX, YCTaHABIIHBAIOTCS yCHIeHHbIe YCIIOBHS UX XpaHeHHs:

- A0 Hayana paboTel XpaHuTs AOKYMEHT B OTZE/NbHOIT nanke g HEQ0CTYNHOM 115
[IOCTOPOHHHX MecTe (3aKphIBalomEe Moy SUIHKE CTOoa);

- lelo (mena) ¢ takoji Kateropuei noxymenros p «YupexneHusy XpaHsaTcs B
3aKpBIBAIOLINXCSA  CeKIrusx WKadoB, a B oTAEIbHEIX Clyvasx — ceiige. B
OCTAJILHOM JeHCTBUY CTICLHAIUCTOB aHAIOrHY HE| H3JIOXKeHHBIM B 11.3.2,

3.5. Ilpu pa6ore AOKYMEHTAMH, comepxaimumu lI€pCOHaNbHEIe nanuble,
npefocTaBaeHue KOTOpBIX  mpenyemotpeno DenepanbHbIMy 3aKOHaMu
(yBemomneHns, SUVIBNICHUA,  3aK/IHOYeHHs, pacnopsixenus, IOPOTOKOJIBI,
TIOCTaHOBNeHHS u T.11.), B ponecce paborer ¢ AOKYMEHTOM He ngomkua
AOIYCKAaTbCH BO3IMOKHOCTE CIYyYalHOro uny lpe/IHaMepeHHoro o3HaKOMIeHUs o
HHM  [IOCTOPOHHHX sy, APYTHX  COTPYAHMKOB g CICLUHANINCTOB, He
YNOJTHOMOYEHHBIX Ha pabory ¢ pannoii KaTeropuen noxymenros; XpaHeHHe
AGHHBIX NOKYMEHTOB JOJIKHO OCYIIECTBIATLCY B CTPOroM coOTBeTCTBHH ¢

TpeOOBaHUAMHU ACIIOTIDOU3BOACTBA.



3.6. s 3alUTh]

LUHOHHPOBaHHOO
AOCTYnNa B «Yupexaenumy obecrieunparorey MEPBLI 1o cobmonenuo
- HOpAlKa npuema, yyera y KOHTPONS pesrenbroCTH lloceturenei;

- IPOITYCKHOTO peima Opramu

3aLHY;
- Topagka oxpampr

TEPPHTOPHH, 3aHMI, OMeleHui, TpaHenopTa
CPeLCTB;
- Tpebomanuii g 3aliTe  uH(GOpMamy IpH HHTCPBBIOHpOBaHUY K
cobecenoBanmsyx.
4. OTBeTCTBEHHOCTb

Cryxampe y COTPYAHHKH

HapylieHne TpeGopanpjj HacTog
Pasrinauienue pe

Poccutickoji Dep

«Yupexnennusy

LIHX HpaBHJ], a Tak

PCOHANBHBIX panupix p COOTBeTCTBUM ¢ 3aKOHOIATENbCTBOM
epaLum.

HECYT oTBeTcTBEHHOCTL 39
KC NIpeiHaMepennoe g HeT



