IIpaBunJia 00paboOTKH NEePCOHANBbHBIX JAHHBIX

1 O0mmue MoJI0KEeHUS

1.1.  Hacrosmpue [IpaBuia pa3paboransl Ha OCHOBaHUH TpeOoBaHMH PeepaabHOro 3aK0Ha OT
27.07.2006 Ne 152-®3 «O mnepcoOHAIBHBIX MaHHBIX», MocTaHoBiIeHUs [IpaBuTenncTBa
Poccuiickoit @eneparmu ot 15.09.2008 Ne 687 «O6 yTBEepKI€HUH MOJIOKEHUSI 00 0COOEHHOCTAX
00pabOTKM TEpPCOHATBHBIX JAaHHBIX, OCYLIECTBISEMOH ©0€3 HCIOJIb30BaHUS  CPEJICTB
apTomaTu3anumy. [IpaBun 06 obpabortke mepcoHanbHbXx AaHHbIX B MBOY COIIl Ne 5 um.
O.B.I'ynkona r.I'eopruescka (manee - [lIkona).

1.2.  HeaBromaru3upoBaHHOM 00pabOTKOM MepCOHATBHBIX AaHHBIX (0€3 NMpYMEHEHHMs cpencm
aBTOMATHU3aIlMK) CYUTaeTCs 00pabOTKa MEpCOHAIBHBIX JaHHBIX 0€3 HCIIOJIb30BaHHUS CPEJICTB
BBIYMCIMTENILHOM TeXHUKH. [Ipu 3TOM 00paboTKa MEpCOHANBHBIX TaHHBIX HE MOXKET ObITh
NpU3HaHA MCKIIOYUTEIBHO ABTOMATU3MPOBAHHOMW TOJIBKO Ha TOM OCHOBAaHWHM, 4YTO OHH
conepxarcs B UHGOpMaIIMOHHOM cucteMe JIMOO ObLTH U3BIICUEHBI H3 HEE.

1.3. Hacrosmue IlpaBuna omnpenenser oOIIMe TOJOKEHHS M KOHKPETHBIE JEHCTBHS
CIIy Kalux U coTpyaHuKoB [1IKobl, ocyimecTBisomux 00paboTKy NepcoHATBHBIX JaHHBIX JTHO0
MUMEIOIIHMX JOCTYNl K TEPCOHAIBHBIM JaHHBIM B IPOLECCE OCYLIECTBICHHS UMM CIIyKeOHOMH
(npodecCHOHATBHOM ) AESTeTBHOCTH IIPU MCIIOJIHEHHHU JIOJDKHOCTHBIX 00SI3aHHOCTEIH.

1.4. Jlomyck ciyxaumx U coTpyaHukoB IlIkomnbl s paboThl ¢ NMEepCOHAIBHBIMU JIAHHBIMU
OCYIIECTBIISETCS B COOTBETCTBHM C YTBEPXKJAEHHBIM I[lepeuneM JIODKHOCTEH COTPYIAHHUKOB
[1IkoJibI, 3aMelIeHHe KOTOPBIX- MPeyCMaTpUBAET OCYIIECTBIECHHE OOPabOTKM NMepCOHATbHBIX
JIAaHHBIX JIHOO OCYIIECTBJIEHHE JOCTYIA K MEPCOHATBHBIM JaHHBIM M HAa OCHOBAHHMH BKJIIOUCHMS
B JIOJDKHOCTHOM perjiaMeHT (JO/DKHOCTHYIO MHCTPYKILMIO) TpeboBaHUs O COOJIIOJEHUH
KOH(HICHIIMATBHOCTH NEPCOHATIBHBIX JTAHHBIX.

1.5. Tlepen HayaioMm paboTel ciyxaiue ¥ coTpyAHUKH LIIKOJBI JOKHBI O3HAKOMHTBCS C
IpaBunamMu 0OpabOTKH MEPCOHATBHBIX JTAHHBIX, OCYIECTBIAEMOM 0€3 UCIIOIB30BAHUS CPEJICTB
aBromaru3anuu B [1Ikone, mpouHpopMUpOBaHBI O KaTeropusix 00padaTbBAEMbIX IEPCOHAIBHBIX
JTAHHBIX.

1.6. B nensix oOecnedeHuss 0€30MacHOCTH JI@HHBIX CyOBEKTOB IEPCOHAIBHBIX JIaHHBIX,
OCYIIECTBIIIEMON 0€3 HCIOJIb30BaHUS CpPEACTB AaBTOMATH3allMM, B OTHOLICHHH Ka)JI0H
KAaTerOpuu TEePCOHAIBHBIX JIAHHBIX OINpPEJENSIOTCS MeCTa XPaHEHHs IMEPCOHAIBHBIX JIAHHBIX
(MarepraJIbHBIX HOCUTENCH).

1.7. Mecra XpaHeHHs MaTepHAIBHBIX HOCHUTEJIEH MEPCOHAIBHBIX JAHHBIX OIPENENSIOTCS B
Xojie 0OCJIeIOBaHUS M HM3YYCHHs CHCTEMBI OOpabOTKM MNEPCOHAIBHBIX JIAHHBIX HCXOJs M3
aHaJIM3a UCIOJIb3YEMBIX TEXHOJOTHYECKHX MPOLECCOB 00pPabOTKH, PacIOIOKEHHs OMEIICHHH
¥ YCTAHOBJICHHOTO PEXHUMa UX OXPaHbI, C y4ETOM HEOOXOIMMOCTH J0000pYI0BaHHs ITHX MECT
TEXHUYECKHMHU M PEKUMHBIMH MEPAMH.

1.8.  JIOKyMEHTBI, coJepi)Kalllie TepCOHAIbHBIE JAaHHBIC, JO/DKHBI XPAaHUTHCS B YCJIOBHUSIX,
o0ecneYuBaOIUX COXPaHHOCTh HIePCOHATBHBIX JTAaHHBIX " UCKJTIOYAIOIIUX
HECAHKIIMOHUPOBAHHBIN K HUM JIOCTYII.

1.9.  Ciyxamue U COTpY/IHUKH UMEET MPAaBO B OTBEJCHHOE €MY BPEMsl PEIIATh NOCTABIEHHbIE
3aJ1a4Uu no HE aBTOMaTl/Bl/lpOBaHHOﬁ 06p360TKC NMEPCOHAJIbHBIX JaHHLIX TOJILKO B COOTBETCTBUHU C
MOJHOMOYHMSIMH J0CTYNA U LEeJsIMU 00paboOTKH.



2. IIpaBuia o0padoTKN U XpaHEHUSI JOKYMEHTOB € NePCOHAJTbHBIMU JAHHBIMHU

2.1. Ilpn HeaBTOMaTU3MPOBAHHOM 00pabOTKE MEPCOHATBHBIX JAHHBIX CIIY)KaIllUe U COTPYIHUKU
kol 00s3aHBI COOIIOAATH CIEAYIOMINE TPaBUIIA:

- He JOMmycKaeTcs (UKcalus Ha OJHOM OyMa)KHOM HOCHTENIE NEPCOHAJIbHBIX JAHHBIX, LEIU
00pabOTKH KOTOPBIX 3aBEOMO HE COBMECTUMBI;

- IIpY MOATOTOBKE MTOTOBBIX, AHATUTHUYECKUX U JPYI'HX JOKYMEHTOB INEPCOHAJIbHBIC JaHHBIC
JIOJKHBI 000COOSATHCS OT MHOM MH(OpMAIMK, B YaCTHOCTH, MyTEM (PHKCALIMU UX Ha OTAEIBHBIX
OyMa)XHBIX HOCHUTEISX (NPHIOKEHUSX), B CIHELUANbHBIX pa3fesax WIM Ha NoIX (Gopm
(61aHKOB);

- JIOKyMEHTBI, COJiep Kalllie NepCOHANbHbIE JaHHble, TPYNNUPYIOTCs ((GOPMUPYIOTCS) B Jiena B
3aBHCUMOCTH OT LIeJH 00pabOTKM MEPCOHATBHBIX JaHHBIX;

2.2. Henb3sl XpaHUTh B OJHOM MECTE€ IE€PCOHAJbHBIC JAHHbBIC, LEJIN OOPaOOTKH KOTOPBIX
pazimuuHbl. @OopMUpOBaHKE JIE)T OCYIIECTBISIETCS IO OAHOMY U3 LEJIEBbIX MPU3HAKOB 00pabOTKH
HEepCOHANbHBIX JaHHBIX. Hampumep, JIMYHOE 10 COTpYIHUKA, [0 ¢ rpaduKaMu OTIIYCKOB,
KOMaHIUPOBKH COTPYIHUKOB, pacyeT 3apabOTHOM TUIATHI U T.11.

2.3. Jlema, 3aKOHYEHHbIE IPOM3BOJCTBOM JIMOO TO JOCTHXKEHMIO Leied o0paboTku
NEPCOHAIBHBIX  JIaHHBIX  3aKpblBalOTCA (B COOTBETCTBUM C  TpPeOOBAaHMSIMM  IPaBUI
JIeJIOTIPOU3BO/ICTBA) U NEPEAAl0TCs Ha XpaHeHue B apxuB LLIKoJbl.

2.4. Tlopsinok XpaHeHMs, OCTyNa K OKOHYEHHBIM MPOU3BOJICTBOM JI€NaM U MX YHUUYTOXEHUS
olpeieNnseTcsi BHyTPEHHUMU HOPMAaTUBHBIMU JOKyMeHTamu LIIkosbl.

2.5. Ilpu pa3paboTKe U UCIIOIB30BAHUHM HOBBIX TUIIOBBIX (JOPM TOKYMEHTOB, HEOOXOAUMBIX IS
peanu3alMy BO3JI0KEeHHbIX Ha Illkomy nomHomMoumii, XapakTep HH(OpManUM B KOTOPBIX
IpearoiaracT WiM JOMYCKaeT BKJIIOYEHHWE B HMX IEPCOHAJBHBIX JAaHHBIX (Jlajee - THUIIOBas
dbopma), TOMKHBI COOTIOAATHCA CIEIYIOIINE YCIOBUS:

a) TumoBas (opMa WIM CBSI3aHHBIE C HEH JOKYMEHTHl (MHCTPYKLHMS IO €€ 3alOJHEHHIO,
KapTOYKHM, PEECTpbl U OJKypHJIbl) JOJDKHBI COJAEpXkKaTb CBEAECHUS O Lelu 00paboTKu
MEPCOHAIBHBIX JTAHHBIX, OCYILECTBIsIEMON 0€3 MCIIOJIb30BaHUS CPEJCTB aBTOMATU3ALMH, aJpec
HIkonbl, ¢damMuauioo, HMs, OTYECTBO M aJgpec CyObeKTa IEepPCOHAIBHBIX JaHHbBIX, YbH
NEPCOHAIbHBIE JAaHHbIE BHOCSTCS B YKa3aHHYIO THUIOBYIO (opMmy, Cpoku oOpaboTKu
NEPCOHANBHBIX JAHHBIX, MEpeueHb JAEHCTBHI C MEpCOHAJIbHBIMH JIAaHHBIMH, KOTOpbIE OYyayT
COBEPIIATHCS B IIpoliecce ux o0paboTKu;

6) Tunosas ¢popma J10JKHA [TPeTyCMaTpUBaTh 10JIe, B KOTOPOM CYOBEKT NepCOHANBHBIX JaHHBIX
MOKET TIOCTaBUTh OTMETKY O CBOEM COTJacMM Ha O00pabOTKy NEepCOHANBHBIX JaHHBIX,
OCYILECTBIIsIEMYI0O 0€3 HCIHOJBb30BAHUS CPEACTB aBTOMATH3AlMM, MpPH HEOOXOIUMOCTH
MOJIyYEHUSs coriacusi Ha 00pabOTKy MEPCOHANbHBIX JTAHHBIX;

B) TUMoBas (opma JI0KHA OBITh COCTaBJIE€HA TaKUM OOpa3oM, 4TOOBI Kaxbli U3 CyOBEKTOB,
YbU IEPCOHAIbHBIE JaHHBIE COAEpXkaTcsi B TUIOBOM (opme, NMpPU O03HAKOMJIEHHMH CO CBOHMMU
NEePCOHATBHBIMM JaHHBIMU, HE MMEJ BO3MOXKHOCTH JIOCTYNa K MEPCOHAIBHBIM JaHHBIM HHBIX
JIUII. COJIEP KAIUMCS B YKa3aHHOU THUTIOBOH (hopme;

r) TunoBas (opma JOJKHA MCKII0YAaTh 0ObeTUHEHHE MOJeH, MpeHa3HAuYeHHBIX 1JI1 BHECEHUs
NEPCOHANBHBIX JaHHBIX, eI 00PaOOTKN KOTOPBIX 3aBE0MO HE COBMECTUMBI.

2.6. Ilpm mnoOCTymjIeHMHM HOBBIX HOPMATHUBHBIX M  PAaCHOPSAMTEIbHBIX JIOKYMEHTOB,
IpeayCcMaTpUBAIOIIUX TPE/ICTaBIEHUE MEPCOHANBHBIX JAaHHBIX, MH(OpMAIMs O Hayajge HX
o0OpaboTku BHocuTcs B llepeueHb mepcoHaNbHBIX HaHHBIX, oOpabarbiBaeMbix B Illkome c
yKa3zaHHeM LIeJH 00paboTKH, cofep aHus 00pabaThIBAEMbIX MEPCOHAIBHBIX JaHHBIX KaTEeTOPUH
CyOBEKTOB, IMEpPCOHANbHBIE JIaHHbIE KOTOpPBIX OOpPa0aThIBAIOTCS, CPOKOB HUX 00pabOTKH U
XpaHEHHs, MOpSAAKE YHUYTOXKEHHsI, JIMIIOM, OTBETCTBEHHBIM 3a OpraHU3alUI0 00pabOTKU
nepcoHabHBIX JaHHbIX B LlIkose, a Takke B HOMeHKIaTypy aen LIKombl.



2.7. YHUUYTOXEHHE WM 00€3IMYMBAHUE YACTH MEPCOHAIBHBIX JaHHBIX, €CIIM 3TO JOMYCKAETCs
MaTepuaibHbIM HOCUTENIEM, MOXKET MPOU3BOJUTHCS CIHOCOOOM, HCKIIIOYAIOUIUM JAIbHEHUIIYIO
00paboOTKy 3THX MEPCOHAIBHBIX JAHHBIX C COXPAaHEHHUEM BO3MOXKHOCTH OOPabOTKH HWHBIX
JAHHBIX, 3a()UKCUPOBAHHBIX HA MaTepUAIbHOM HocuTene (yaaleHue, BBIMapbIBaHHe).

2.8. YTO4YHEHHE MePCOHAIBHBIX TaHHBIX MIPHU OCYILECTBICHUH UX 00paboTKH 0e3 UCTIONb30BaHUS
CPEICTB aBTOMATHU3allMM MPOM3BOAUTCA IyTeM OOHOBJICHUS WIM HM3MEHEHMs JaHHBIX Ha
MaTepHaJIbHOM HOCHUTENE, a €CIH OSTO HE JOIYCKaeTCs TEXHUYECKUMHU OCOOCHHOCTSIMU
MaTepuaIbHOrO0 HOCUTENS, - MyTeM (PUKCcAllMM Ha TOM K€ MaTepHalbHOM HOCHUTEJNE CBEJICHUHN O
BHOCHMBIX B HUX M3MEHEHHSX JHOO IyTeM HM3TOTOBJIEHUS HOBOTO MaTE€pPHaIbHOIO HOCUTENS C
YTOYHEHHBIMU NEPCOHAIbHBIMH JTAHHBIMU.

2.9. Ilpm XpaHeHUH MaTEpPHATBHBIX HOCHTENEW CO3MAIOTCA YCIOBHSA, O0O0ECIEeUMBAIOIINE
COXPAHHOCTh MEPCOHAIBHBIX JAHHBIX U UCKITIOYAIOIINE HECAHKITMOHUPOBAHHBIN K HUM JIOCTYII.
3. leficTBUH CJYKAIUX U cOTPYAHNKOB IIIKk0/1bI NPpH NOCTYIIEHUH TOKYMEHTOB,

co/ep KalUX NepCOHATbHbIE TaHHbIE

3.1. IIpu mocTyIICHHH JOKYMEHTOB - OOpalleHnid U 3asBICHUIA T'pa)K1aH, OOpameHuii OpraHoB
WCIIOJTHUTENIbHON BJIACTH W Jp. COJAEpKalMX oOpalleHuss TpaxJaH C UX I[EePCOHAIbLHBIMU
JaHHBIMU (TIEpEHANPaBIICHHBIE):

- kannensapueil Illkonbl Ha MOKyMEHTE MPOCTABJISETCS Ie4YaTh, O3HAyaromas OO0S3aHHOCTD
COTPYAHHUKOB U CITy)KaIllUX 00ecIieurnBaTh HepasrialeHue MepcoHabHBIX TaHHBIX ITpH padoTe ¢
JIOKYMEHTOM;

- yKa3aHHBIE JIOKyMEHTHl Ha pAacCMOTPEHHE IHPEKTOpPY (OPMHUPYIOTCS B OTICIBHYIO
MOJAMUCAaHHYI0, HENPO3pauyHyl TafnKy, U MepeAaroTcsi UM HEMOCPEACTBEHHO WU uepe3
CEKpeTapsi TUPEKTOpa Ha POCIHCH JJIS TOCTHKEHUS MHUHUMM3ALMKM BO3MOKHOCTH CIIy4alHOTO
03HAKOMJICHHUS C YKa3aHHBIMU JOKYMEHTaMH JIPYTUX CHEIUAINCTOB U COTPYIHUKOB.

- IIOCJIE POCIUCU JAUPEKTOpa YKa3aHHbIE JIOKYMEHTbI B JTOM )K€ IalKe IepelalTcs B
KaHLEJSAPUIO [ JalbHEHIIMX JAeWcTBUN (mepeqadyd CleuuaiucTaM JUisl  HCIIOJIHEHHUS,
perucTpaiyu B OT/AeJe OpraHu3alnuy U o0ecrieueHus AesITeIbHOCTH).

3.2. Cnenuanuct HIkosbl, Ha3HAUEHHBIN UCIIOTHUTEIEM JOKYMEHTA, 00s3aH:

- 710 Hayaja paboThl C JOKYMEHTOM XPaHUTh €r0 B OTIENbHOM Manke B HEJAOCTYIHOM JUIf
HOCTOPOHHUX MecTe (cToe);

- B 1pouecce pabOTbl € JOKYMEHTOM HeE JONYyCKaTh BO3MOXXHOCTH CIIY4alHOTO WM
IIPEIHAMEPEHHOTO O3HAKOMJIEHMS C HHUM IIOCTOPOHHMX JIMI, JPYTHX COTPYOHUKOB U
CIEIHAJINCTOB, HE YIIOJIHOMOUYEHHBIX Ha pabOTy ¢ JAHHOM KaTeropuen JOKyMEHTOB;

- HE OCTaBJIATh IOKYMEHT 0€3 PUCMOTPA;

- TOATOTOBKY OTBETa Ha JOKYMEHT OCYLIECTBJISATh HEMOCPEICTBEHHO Ha 3allUIIEHHOM
KOMITbIOTEpE (BHE CETEBBIX MAIOK) WM UCIOIb30BaTh (PIIEII-HOCUTEb;

- mepegadyy OTBETa Ha JOKYMEHT JUIsl MOJANUCH JHUPEKTOPOM OCYIIECTBIATH TOJBKO 4Yepes
CIEHUAJIBHYIO MANKy B IPUEMHON;

- Tocje MOJANUCH OTBETa Ha JIOKYMEHT M Tepelauyd BCero KOMIUIEKTa B OTJEN OpraHu3aluu U
obecnieuenus aesrenbHocTH kol

- B CJIy4yae €CJIi OTBET Ha JOKYMEHT OTIIPABJISETCS AJIEKTPOHHOM MOYTOM, (haiiyi OTBETa B YaCTH
NEPCOHANBHBIX JAHHBIX 00€3JIMYMBAETCS, ITOCIE OTIPABKH U MOCTYIUIEHUH MHPOPMALIUH, YTO OH
OpUHAT (TOJIydeH), aill oTBeTa U3 JJIEKTPOHHOM TMOYTHI yJalseTcs CIEHUaIncToM,
OTBETCTBEHHBIM 32 OTIIPABKY 3JEKTPOHHOM MOYTHI.

3.3. XpaHeHHe TOKYMEHTOB, COJEpKAIIUX NepCOHAbHbIE JaHHbIE (MaTepUalbHBIX HOCUTENEH)
JIOJDKHO 00€CIIeunBaThCs B YCIOBUAX, 00€CIIEUMBAIOIIMX COXPAHHOCTh MEPCOHANBHBIX JAHHBIX U
MCKITFOYAOIINE HECAHKIIMOHUPOBAHHBIN TOCTYI K HUM (mIKad, SIIUK CTOJIA).

3.4. Ilpu paboTe ¢ JOKYMEHTaMH, COJACPKALUMHU CIIEIHAIbHbIC KAaTeTOpUU



MEPCOHANIbHBIX JIAaHHBIX, YCTAHABIUBAIOTCS YCUIICHHBIE YCITIOBUS UX XPAHECHUS:
- 710 Hayaja paboThl XpaHUTh TOKYMEHT B OTAENbHOI Manke B HEJIOCTYITHOM JUIsl TOCTOPOHHUX
MecTe (3aKphIBAIOIIEMCS SIITUKE CTOJA);

- 1e710 (z1ena) ¢ Takoi kareropueit JokymMeHTOB B LLIkone xpaHsTcs B 3aKpBIBAIOIIUXCS CEKIUSIX
mkagdoB, a B OTJACIBHBIX CIydasx - celidpe. B ocraapHOM AEHCTBHS CIICIIUANTMCTOB aHAJIOTUIHBI
W3JI0’KEHHBIM B 11.3.2.

3.5. Ilpu paboTe C MOKyMEHTaMH, COACPKAIMMHU IEPCOHAIbHBIC ITaHHBIC, MPEIOCTABICHHE
KOTOpBIX MpenycMoTpeHo denepanbHbIMU 3aKOHAMU (YBEAOMJICHHUS, 3asBICHUS, 3aKJIIOUCHUS,
pacmopspKeHUs, MPOTOKOJbBI, MOCTAHOBICHUS U T.I.), B Mporecce padoThl C IOKYMEHTOM HE
JIOJIKHA JIONYCKaThCs BO3MOXHOCTh CIYYallHOTO WJIM MPEAHAMEPEHHOTO O3HAKOMJICHHS C HUM
MOCTOPOHHUX JIUII. JIPYTHX COTPYAHHKOB W CIICUAIKMCTOB, HE YIMOJHOMOYCHHBIX Ha paboTy C
JTAHHOM KaTeropued JOKYMEHTOB; XPAHEHHUE JaHHBIX JIOKYMEHTOB JIOJDKHO OCYLIECTBISATHCS B
CTPOTOM COOTBETCTBHH C TPEOOBAHUSAMHU JICTIOIIPOU3BOJICTBA.

3.6. Jlia 3amuThl NEPCOHAIBHBIX JAHHBIX OT HECAHKUMOHUpOBaHHOro aocryna B Illkone
00€eCIeunBarOTCs MEPHI 1O COOJTI0ICHHIO:

- IOPSAKa [IPUEMA, YUeTa U KOHTPOJIS AEATEIbHOCTH MOCETUTENEH;

- POMYCKHOTO PEKUMa OPTaHU3alNN;

- IOPSIKAa OXPaHbl TEPPUTOPUH, 31aHUN, TOMEIIEHUH, TPAHCIIOPTHBIX CPEJICTB;

- TpeOOBaHM K 3amuTe HH(OOPMALUY TIPH HHTEPBHIOMPOBAHUHU M COOCCEIOBAHMSIX.

4. OTBEeTCTBEHHOCTH

Cotpyanuku [1Ikomnbl HeCyT OTBETCTBEHHOCTH 3a HapylleHue TpedoBanuil HacTosauwmx [Ipasui, a

takxke (MpegHaMEpEeHHOE WM HET) pasrjallicHHe MEePCOHAIbHBIX JAaHHBIX B COOTBETCTBHU C
3aKoHoAarenbCcTBOM Pocculickoit denepanuu.



