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1. OBIIME INIJIOKEHUA

1.1. Hacrosimee IlonoxkeHue o nopsike yHUUTOXKEHUs IEPCOHANIBHBIX TaHHBIX B MB/IOY
PP — n/c Ne 77 «3onoras peibka» r. CraBpomons (maiee mo Tekcty — IlomoxeHwue)
YCTAQHABJIMBACT TNEPUOJUYHOCTE W  CHOCOOBI  YHUUYTOXKCHHSI HOCHTEJCH, COJEepKallux
HEepCOHAIbHbIE JaHHbIE CYyOBEKTOB IIEPCOHANIBHBIX IaHHBIX.

1.2. enpto Hacrosiuero IlonoxxeHus sBisercs oOecredyeHUe 3aluThl MpaB U CBOOOX
BOCITUTAHHUOK/y4Jaluxcsi 1 pabOTHUKOB MpU 00pabOTKe UX MEpCOHAIbHBIX AaHHBIX B MBJIOY
LIPP — n/c Ne 77 «3omoTas ppioka» . CTaBpoIions

1.3. OcHOBHBIE OHATHSL, UCTIOJIb3YeMbIE B [losioxeHnn:

— CyOBEKT NEePCOHATBHBIX JJAHHBIX — pAOOTHUK U (MJIM) MHOE JIUIIO, K KOTOPOMY OTHOCSTCS
COOTBETCTBYIOILIME IEPCOHANIBHBIE IaHHBIE;

— paboTHUK — (PU3MUECKOE JUII0, BCTYNUBIIECE B TpyAoBbie oTHOmeHuss ¢ MBJIOY LIPP —
n/c Ne 77 «3onotas peidka» r. CTaBpoIois;

— MepcoHaIbHbIE JaHHble — HHPOPMaLKs, COXpaHEHHas! B JII0OOM (opmare, OTHOCSILIASICS
K OIIPEJeICHHOMY WJIU ONpe/eIsieMOMY Ha OCHOBaHUM Takoi MH(opManuu GU3n4ecKoMy JHILY
(cyOBeKTy nepcoHalbHBIX [JaHHBIX), KOTOpas cama 10 cebe WIM B COYETaHHUU C JPYroi
uHpopmanuel, umeronieiics 8 MBJIOY IIPP — a/c Ne 77 «3onotas peioka» r. CraBpomnodis
MO3BOJISIET UACHTU(PHUIIMPOBATH IMYHOCTh CYObEKTa IIEPCOHAIBHBIX JIaHHBIX;

— 00paboTKa MEpCOHANBHBIX MAHHBIX — JCUCTBHs (ONEpalnuu) C TEePCOHATBLHBIMU
JAHHBIMH, BKIIFO4Yasi cOOp, CUCTEeMATH3AIINI0, HAKOIICHHUE, XpaHEeHUe, YTOUHeHHE (0OHOBJICHHE,
U3MEHEHHE), UCIOJIb30BaHUE, PACIHPOCTpaHEHHE (B TOM YHMCIE Iepeaady), o0e3IHMYuBaHHE,
0JI0KMpOBaHKE, YHUUTOXKEHHUE TIEPCOHANBHBIX IaHHBIX;

— YHUYTOXXKEHUE MEPCOHATIbHBIX JaHHBIX — JACHCTBUS, B pe3yJbTaTe KOTOPHIX HEBO3MOXKHO
BOCCTAHOBUTb  COJIEp’)KaHUE  TEPCOHAIBHBIX JaHHBIX B  HMH(OpMAIMOHHOW  cucTeMe
[EPCOHANBHBIX JIaHHBIX WM B pe3yjibTaTe KOTOPBIX YHUUYTOXKAIOTCA MaTepHUaibHble HOCUTEIN
MEPCOHAIBHBIX JaHHBIX;

— HOCUTENIM NEPCOHAIbHBIX IaHHBIX — KaK JJIEKTPOHHbIE (IJUCKEThl, KOMIAKT-AMCKH,
JIEHTHI, (hIIeII-HAKONUTENIU U JIp.), TaK U HEAJIEKTPOHHbIE (OyMasKHbIE) HOCUTENN MEPCOHATBHBIX
JTAaHHBIX.

1.4. Hactosimee Ilonmoxenue paszpaboraHo Ha ocHoBe @DenepaibHOrO 3aKoHa OT
27.07.2006 Ne 149-03 «O6 wunHpopmanuu, HHGPOPMAIMOHHBIX TEXHOJOTHSX M O 3alIUTe
uHpopmanun», PenepanbHoro 3akoHa ot 27.07.2006 Ne 152-D3 «O nepcoHalbHBIX JAHHBIX» U
JPYTUX HOPMATUBHBIX MPABOBBIX AKTOB.

2. MIPABIJIA YHUUTOXKEHHUS HOCUTEJIEN, COOEPKAIIINX ITEPCOHAJIBHBIE
JAHHBIE

2.1. VHMYTOXKEHHE HOCHTEJEH, COJAEp)KaIlUX T[EepCOHAbHbIE JaHHbIE CyOBEKTOB
IIEPCOHANIBHBIX TaHHBIX, JOJKHO COOTBETCTBOBATH CIIECAYIOIIMM IIPABUIIAM:

— OBITh KOH(PHICHIIMATIBHBIM, UCKIII0Yasi BO3MOXHOCTb MTOCIIEIYIOIIEr0 BOCCTAHOBIICHUS;

— ohopMIATbCA IOPUIMYECKH, B YaCTHOCTH, AaKTOM O BBIJCJICHUH JOKYMEHTOB,
coJlepKalliX TepCoHaJbHbIe NaHHbIE CYOBEKTOB MEPCOHANBHBIX JAHHBIX, K YHUUYTOXKECHHUIO U
akToOM 00 YHHMYTOK€HUU HOCUTENEeH, COJep)KalluX IepCOHaJIbHbIe JaHHbIE CYOBHEKTOB
IIEPCOHAIIBHBIX JIaHHBIX;

— JOJKHO MPOBOAUTHCS KOMUCCUEHN IT0 YHUUYTOKEHHUIO IEPCOHAIIBHBIX JaHHBIX;



— YHUYTOXXCHHME JOJDKHO KacaTbCsl TOJNBKO TE€X HOCHUTEINIEH, COACPIKAIIUX IEPCOHAIBHBIC
JTaHHbIE CYOBEKTOB MEPCOHANBHBIX JAaHHBIX, KOTOpBIE MOJJIEKAT YHUYTOKEHHUIO B CBS3U C
UCTEYCHHEM CpOKa XpaHEHUs, JOCTIKCHHEM LEeNH OOpabOTKM YKa3aHHBIX ITEPCOHAIBHBIX
JAHHBIX JHOO0 YTpaTod HEOOXOAWMOCTHM B HX JIOCTHIKCHHWH, HE JIOIMYCKas CIIy4ailHOrO WX
IIPEHAMEPEHHOI0 YHUYTOKEHHUS aKTyaJIbHBIX HOCUTEIIEH.

3. MOPSIOK YHUUTOXEHUSI HOCUTEJIEN, COJAEPKAIIAX NEPCOHAJIbHBIE
JAHHBIE

3.1. IlepcoHanbHbIe JaHHBIE CYOBEKTOB IEPCOHAIBHBIX ITAHHBIX XPAHATCS HE J0JIbIIE, YEM
ATOTO TPEOYIOT Leu uX 00pabOTKH, U MOANIEKAT YHUUTOKEHHIO 110 HCTEYEHUH CPOKA XpaHEHUS,
JOCTIDKEHUH Liesield 00pabOTKU WK B Cllydae yTpaTbl HEOOXOJMMOCTH B UX JOCTHKCHHH.

3.2. Hocurenu, copepikaiiye nepcoHaibHbIC JTaHHBIE CYOBEKTOB MEPCOHANBHBIX TAHHBIX,
YHUYTOXKAIOTCA B CIELUAIBHO OTBEACHHOM ISl ATUX ILeJiell NOMEIIEHUH KOMHCCUel 1o
YHUUTOXEHUIO MEPCOHANIBHBIX JAHHBIX, YTBEPKACHHOW mpukazoMm aupektopa MB/IOY LIPP —
n/c Ne 77 «3omnotast peidkay» r. CtaBponouns (ganee — Komuccus).

3.3. Hocutenu, copeprkaiiye nepcoHaibHble JaHHbIE CYOBEKTOB MEPCOHAIBHBIX JTAHHbIX,
yauuToxkatorcs Komuccueilt B cpok, He mnpeBblmarouiuii 30 nHell ¢ naThl UCTEYEHHs CpoOKa
XpaHEHHs, TOCTHYKEHUS el 00pabOTKH MEePCOHAIBHBIX JaHHBIX JH0O0 yTpaThl HEOOXOIMMOCTH
B UX JIOCTUKEHUH.

3.4. Komwmccuss TpOU3BOAUT OTOOP OYMaKHBIX HOCHUTENCH TICPCOHATBHBIX JTaHHBIX,
HOJUIeKALMX YHUUYTOXKEHUIO, C YKa3aHUEM OCHOBAHUH /ISl YHUUTOXKEHHUS.

3.5. Ha Bce oTroOpaHHbIE K YHMUYTOXEHHUIO JOKYMEHTBHI COCTaBJISIETCS aKT O BBIJCICHUU
JIOKYMEHTOB, COJIEpKalllUX MEepCOHAJIbHbIE JaHHbIE CYOBEKTOB IEPCOHANbHBIX JaHHBIX, K
YHHUYTOKEHUIO.

3.6. B aKkTax o BBIIEJICHUU TOKYMEHTOB, COJEPIKAIIUX MEPCOHATIbHBIE JTaHHbIE CyOBEKTOB
NEPCOHAIBHBIX JIaHHBIX, K YHUUYTOXKEHHUIO U aKTaX 00 YHHUYTOXXEHUH HOCUTENEH, coaepiKaiinux
NEPCOHAIbHBIE JaHHbIE CYyOBEKTOB MEPCOHAIBHBIX JAHHBIX, UCIIPABIECHUS HE JJOMYCKAIOTCS.

3.7. Komuccus npoBepsieT HaIMYUE BCEX JIOKYMEHTOB, BKIIIOUEHHBIX B aKT O BbIIEJICHUU
HOCUTEJIEH, CcOo/AepKallluX TIEepCOHAJbHbIE JaHHbIE CYOBEKTOB IE€PCOHAJIBHBIX JAHHBIX, K
YHUUTOKEHUIO.

3.8. IIo OKOHYAaHMU CBEPKU aKT O BBIAEIECHUHU JOKYMEHTOB, COAEPKAIUX MEPCOHAIBHBIC
JTaHHble CYOBEKTOB MEPCOHAIBHBIX JAHHBIX, K YHUUYTOKEHHUIO IMOJIMUCHIBAETCS BCEMHU UJICHAMU
Komuccum u yrBepxkaaercs NIpopeKTOpOM 110 HaIPaBJIEHUIO.

3.9. Hocutenu, conepskaliye nepcoHajabHble JaHHbIE CyOBEKTOB MEPCOHANBHBIX JaHHbIX,
OTOOpaHHbIE JJIs YHUYTOKEHHS M BKIIIOUYEHHBIE B aKT, mocie npoBepku ux Kommuccueit
NepealoTCsl OTBETCTBEHHOMY 3a YHHUUTOKEHHE JOKYMEHTOB B IIOMEIIEHHE OTJIeNa KaJIpoB.

3.10. VYHMUYTOXXEHHE HOCHUTEJEH, COAepKAlUX TIEepPCOHAJIbHbIE JaHHbIE CYOBEKTOB
NEPCOHAIBHBIX JTAHHBIX, IPOU3BOANUTCS IOCIIE YTBEPKACHUS aKTa B MPUCYTCTBUU BCEX YJIECHOB
Komuccum, KOTOpbple HECYT INEPCOHAIBHYIO OTBETCTBEHHOCTh 3a IPABUIIBHOCTb M IIOJHOTY
YHUUTOKEHUS IEPEUNCIICHHBIX B aKT€ HOCUTENEH.

3.11. YHuuTOXKEHHME INEPCOHAIBHBIX HaHHBIX, €CIM 3TO JOIYCKAETCS MaTepHUaIbHBIM
HOCHUTEJIEM, MOXKET MPOU3BOAUTHCS CIOCOOOM, MCKIIIOYAIOIIUM JajibHEeHIIyio 00paboTKy 3THX
NEPCOHAIBHBIX JAaHHBIX C COXPAaHEHHWEM BO3MOXKHOCTH OOpabOTKM MHBIX JIaHHBIX,
3a(pMKCUPOBAaHHBIX HAa MaTepHaIbHOM HOcuTele (yalleHue, BBIMapblBaHUE).



3.12. YHUYTOXXEHUE HOCUTENEH, COIEpKAIIUX NEPCOHATBHBIE TaHHBIE, OCYIIECTBIAECTCS B
CJEIYIOIIEM MOPSAKE:

— YHUYTOXXCHUE TEPCOHANBHBIX JAHHBIX, COJEPKANIMXCA HAa OYMaKHBIX HOCHUTENSX,
OCYIIECTBIISICTCS TyTeM H3MEJIbYCHUS Ha MEJIKUE YacTH, HCKIIYAoUMe BO3MOXXHOCTh
MOCIEAYIOMIETO  BOCCTAHOBJIICHUS ~ WHpOpMaiuu.  VI3MenbueHWEe  OCYIIECTBISCTCS  C
WCIIOJIb30BaHUEM MIpeAepa (YHUYTOXKHUTEIS JOKYMEHTOB), YCTAHOBJICHHOTO B IOMEIICHUU
oT/IeNIa KaJpoB, JUOO JTOKYMEHTHI MEepPeaaroTCs Ha MepepadoTKy (YTUIIU3AIMIO) OpraHu3aIusaM,
CcOOMparOIIUM BTOPCHIPhE (ITYHKTHI IIPHEMa MaKyJIaTyphl);

— YHUYTOXXEHUE TIEPCOHAIBHBIX JaHHBIX, COJCPKAIIUXCA Ha MAIIMHOYUTAEMBIX
HOCHTEJISIX, OCYIIECTBIISICTCS TyTeM HAaHECEHHS UM HEYCTPAHUMOTO (PU3HUYECKOTO MOBPEKICHUS,
HCKIIIOYAIOIIEr0 BO3MOXXHOCTh HX HCIIOJB30BaHUS, a TaKXKe BOCCTAaHOBIICHUS JIAHHEBIX.
BrimeykasanHoe gocturaeTcs myreM JaeopMHpOBaHUS, HAPYIICHHS €IMHON IEJI0CTHOCTU
HOCHTEJIS,

—  TOMJIeXaIWe YHUYTOKCHHIO (aliabl € TEPCOHAIBHBIMU JIAHHBIMH CYOBEKTOB
NEPCOHAJIBHBIX JIaHHBIX, PACIHOJIOKEHHBIE HAa JKECTKOM JMCKE, YAAISIIOTCA CpeAcTBaMu
ONEPALIMOHHON CUCTEMbI KOMIIBIOTEPA C MOCIIEAYIOIUM «OUYUIIEHUEM KOP3UHBDY;

— B cllyyae JOMYCTUMOCTH MOBTOPHOro ucmnoib3oBaHusi Hocutens CD-RW, DVD-RW
MPUMEHSECTCA MPOTpaMMHOE ynajeHue («3aTUpaHue») COIEPKUMOTO JAHCKa IyTeM €ro
(dbopMaTUPOBAHUS C TIOCIICIYIONICH 3aIMChI0 HOBOM MH(OpMAIMK HA JTAHHBIH HOCHUTEIb.

4. HOPAAOK CAAYU MAKYJIATYPBI

4.1. JIokyMEHTHI 110 MUCTEYEHUH CPOKa XpaHEHHS, JOCTUKEHHH Ieneil oOpaboTKu Wi B
Clly4ae yTpaTbl HEOOXOAMMOCTH B WX JOCTH)KEHUU MOMAJEKAT YHHUUTOKEHHUIO IyTeM Cllayu
OpraHHU3aIHsaM, COOMPAIOLIUM BTOPCHIPhE (ITYHKTHI IPHEMa MaKyIaTyphl).

4.2. BblneneHHble JOKYMEHTBHI 1O aKTy O BBIICJICHUH JIOKYMEHTOB, COJIEpKaIIux
NEPCOHATIBHBIC NAaHHBIC CY6’BGKTOB NEPCOHANIBHBIX MOAHHBIX, K YHHUYTOXCHHUIO NCPEAAIOTCA K
YHUYTOKCHHIO B YITAKOBAHHOM BUC.

4.3. JIokyMeHTHI, MOJyIeKaIlle BbIBO3Y, HE JIOJDKHBI COJlep)kKaTh Oymary U KapToOH, He
NPUro/IHbIE JUId TepepaboTky; Oymary M KapTOH, IOKPBITHIE MOJMATHIEHOM U JAPYyrUMHU
MOJIMMEPHBIMU TUIEHKAMU; MaTepUall, BBIJCISAIOMUN SIOBUTHIE U TOKCUYHBIE BEIIECTBA.

4.4. JIokyMeHTBHI, MOJJIeXKAIlIe BEIBO3Y, HE IOJDKHBI COIEPHKATh:

— TpAIbE, BEPEBKY, IIMAraT U3 JTyOsTHBIX BOJIOKOH U MTOJIUMEPOB;

— METAJJIMYECKHE U JCPEBSIHHBIC U3ENUs, KYCOUKH CTEKJIa U KepaMHKHU, KaMeHb, yrob,
ciony, nemwiodas, HETyIou 1, MOJMMEpPHbIE MaTepuaibl B BHJE U3JENUM (IJICHOK, TpaHyl),
MEHOIJIaCT, MCKYCCTBEHHYIO W HaTypallbHYyI0 KOXY, KJIE€EHKY, OWUTyM, mNapaduH, OCTaTKu
XUMHUYCCKUX U MUHCPAJIBbHBIX BEIICCTB U KPACOK;

— BIQXHOCTh JIOKYMEHTOB, TIO/IJIeXkKAIasi BEIBO3Y, TOJDKHA ObITH HEe Oosiee 10 mporieHToB.

4.5. Cnaga odopmisercss MpUEMO-CAATOYHBIMU HAKIAJHBIMHU, JaHHBIE KOTOPHIX (narta
CIayu, HOMEp HAaKJIaJHOW, BEC CIAaHHOM MaKynaTypbl) YKa3bIBaIOTCS B aKT€ O BBIICICHUU
JIOKYMEHTOB, COJEpXKAIllUX TEepPCOHATbHBIC ITaHHBIE CYOBEKTOB MEPCOHATIBHBIX JaHHBIX, K
YHHUYTOKEHUIO.

4.6. llorpy3ka © BBIBO3 JIOKYMEHTOB OCYHIECTBIISIIOTCS TIOJ KOHTPOJEM JIWIIA,
OTBETCTBEHHOTO 32 00ecrieueHre COXPaHHOCTH IOKYMEHTOB CTPYKTYPHOTO MTO/Ipa3/ICICHHUS.



4.7. OToOpaHHBIC K YHUUYTOXKCHHUIO TOKYMEHTHI TIEpeT claueii Ha epepadoTKy B Ka4eCTBE
MaKyJaTypbl OOJIKHBI B 06H3&TCHBHOM NopsAAKEC U3MEIbYaTbCAd 0 CTCIICHHU, I/ICKHIO‘-IaIOH_IGI\/Il
BO3MOKHOCTh ITPOUYTEHUS TEKCTA.

5. HOPAJOK O®OPMJIEHUA JTOKYMEHTOB Ob YHUUYTOXEHUHU
INEPCOHAJIBHBIX TAHHbIX

5.1. O0 yHUYTOXXEHMH HOCHUTEJICH, COJEp)KAIlUX IepCOHANbHBIC aaHHbIe, Komuccus
COCTaBJISieT M MOJIMHUCHIBAET aKT 00 YHMUYTOKEHHUU HOCUTEJEH, CoIepKalluX IepCOHaIbHbIC
JTaHHbIe CYOBEKTOB MEPCOHATBHBIX TAHHBIX, KOTOPBIA yTBepkaaerca qupekropom MBJIOY LIPP
— n/c Ne 77 «3onotas peioka» r. CTaBpOIos.

5.2. AKT 00 YHHUYTOXXCHHHM HOCHUTEJEH, COAEpIKAIINX MEePCOHATbHBIC TaHHBIE CyOHEKTOB
NEPCOHANBHBIX JAHHBIX, COCTABIIACTCS 110 YCTAHOBJIECHHOW (opMe.

B akre yka3pIBaroTcs:

— J1aTa, MECTO M BpeMsl YHHUUTOKEHUS;

— IOJDKHOCTH, (haMUJINK, HHUIMANBI 4ieHoB KoMuccuy,

— BHUJl U KOJIMYECTBO YHHUTOKA€MBbIX HOCHUTEINEH, COJEpKalliX MepCOHAJIbHbIC NaHHBIC
CyOBEKTOB IEPCOHAIBHBIX JTAHHBIX;

— OCHOBAHUE ISl YHUUTOXKEHMUS,;

— CTI0CO0 YHHUYTOKEHUS.

5.3. ®akT YHUYTOXKEHHS] HOCUTENEH, COAEpKAlUX MEPCOHAJIbHBIE JIaHHbIE CYOBEKTOB
MEPCOHANBHBIX JaHHBIX, (UKCHpPYETCd B JKypHalle ydyeTa JOKYMEHTOB, IE€pPEAaHHbIX Ha
YHUUYTOXXKEHUE. [|aHHBIA OKYMEHT SBJISETCS JOKYMEHTOM KOH(MUICHIMAIBLHOTO Xapakrepa U
BMECTE C aKTaMH XpaHUTCS B MOMEIIEHUH OTAella KaJIpoB B TeueHue ojHoro roxa. Ilo
UCTEUYCHUU CpPOKA XPAHEHHUS aKT O BBIJCICHUU JOKYMEHTOB, COJEpKalliX IepCOHaIbHbIC
JaHHbIEe CYOBEKTOB NEPCOHAIBHBIX MJAHHBIX, K YHUYTOXKEHHIO M aKT 00 YHHYTOXXKEHUU
HOCUTEJIEH, coJepXallluX MEepPCOHAIbHbIE JaHHbIE CYOBEKTOB NEPCOHAIBHBIX JIaHHBIX,
nepenarotcs B apxuB MBJIOY LIPP — n/c Ne 77 «3onotast ppiOka» r. CTaBpoIosi Ha XpaHEHHE.

6. OTBETCTBEHHOCTb PYKOBOJUTEJIEN CTPYKTYPHBIX
MOJAPA3IEJEHUN

6.1. OTBeTCTBEHHBIM JIMIIOM 3a OpPraHU3AlMUI0 XPAHEHUS JIOKYMEHTOB SBISIETCA
PYKOBOAMTENH CTPYKTYPHOTO MOAPA3/ICICHHUS.

6.2. PykoBOAHWTENIb CTPYKTYPHOTO TMOJpa3JeieHUus] MOXET OBbITh TIPUBIEYCH K
aJIMAHUCTPATHBHONW OTBETCTBCHHOCTH 3a HApyIICHWE TPEOOBAHMIA 1O OPraHWU3AlNU XPaHCHUS
JIOKYMEHTOB, COJICPKAIIUX MIEPCOHATLHBIC JTaHHBIE.
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