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OCYINECTBJISIEMOI e
bE3 UCIIOJBb30BAHUS CPEACTB ABTOMATI/I?.AI_[I/II/I
9acTHOro 06pazoBaTeNLHOr0 YUpeKICHHS cpeaHeii 06meodpa3opaTeIbHON MKOJIbI
«Yacraan llkona Ilocrakosuueiin

1. O0mue monoxeHus

1.1. HacTosimas WHCTPYKIMS BKIIOYAaeT OCHOBHbIE OOS3aHHOCTH, IPaBa U OTBETCTBEHHOCTH
TIONB30BATENs, JOMYIIEHHOTO K aBTOMATU3MPOBAHHOM 00paboTKe MepCOHATbHBIX JaHHBIX H
MHOH KOHQHICHIMATBHOH MHGOpMAlUH Ha OOBEKTaX BHYACIATENbHONW Texumkm ([IDBM)
IIKOJIBL.

1.2. Ilepconanburie nannwie (ITH) — mobas urGOPMALHs, OTHOCSIIAICS K OTPEICICHHOMY
WA ONpPENeNseMOMY Ha OCHOBAaHMH Tako#W uH(popmanuu usmdeckomy iy (cyobexTy
IEPCOHATBHBIX JAHHBIX), B TOM YHCIE ero (HaMuitus, UMsi, OTIECTBO, FOJI, MECHILI, ]ATA H MECTO
POXIEHHSA, aipec, CeMEeHHOe, CONMalbHOEe, HMYIIECTBEHHOE IIOJIOXKEHHe, 00pa3oBaHHe,
npodeccHs, TOXOMbI, aApyras HHOOPMALIHS.

1.3. OOGpaboTka mnepcoHaNbHEIX JAHHBIX, COIEPIKAIAXCS B HH(YOPMAIMOHHON CHCTEME
NIEPCOHAIIPHBIX JTAHHBIX JTMOO H3BJIEYEHHBIX M3 TaKOH CHCTEMBI (Janee — IepCOHANBHLIE
JIAHHBIE), CYMTAETCA OCYIIECTBICHHOW 0€3 MCHOJb30BAaHHS CPENCTB  ABTOMATH3AIMH
(HEaBTOMATH3MPOBAHHOM), €CITH TakdWe IEHCTBHS ¢ TepPCOHAJBHBEIMH JAHHBIMH, KaK
HCIIOJIE30BAHME, YTOUHCHHE, DACIPOCTPAHEHHE, YHHYTOKCHHE II€PCOHANBHBIX JIAHHBIX B
OTHOIICHWKY Ka)XI0oro #H3 Cy6'beKTOB I[ICpCOHAJIBHBIX JTaHHBIX, OCYIICCTBITHOTCSI IIpu
HETIOCPE/ICTBEHHOM YYaCTHH YelIOBEKa.

2. Ocobennocrn opranusauud  o6paborTku NEPCOHAIBHBIX JAaHHBIX 0€3 cpeacTB
ABTOMATH3AIHHU

2.1. llepconanbuble JanHbIE MPU BX 06paboTKe, OCYIIECTBIAEMO 63 HCIOTb30BAHMA CPEACTB
aBTOMATH3AINH, JOJDKHEI 000COONIATECA 0T MHOH MH(pOPMAIHH, B YaCTHOCTH IyTeM (DHKCAI[HH
HX Ha OTZENBHBIX MATCPUAIBHBIX HOCHTEIAX IMEPCOHANBHBIX JAHHBIX (Iajee — MaTepHaIbHbIE
HOCHTEJIH), B CTIENHAIBHBIX pa3JieriaX Wik Ha 10X GopM (61aHKOB).

2.2. Ilpu ¢uxcauuy NepcoHANbHBIX NAHHBIX HA MAaTEPHANBHBIX HOCHTEIAX HE JOIYCKACTCS
(puxcarus Ha OJHOM MaTepHATLHOM HOCHTENE IIePCOHAIBHBIX JIAHHBIX, IETH 06paboTKH
KOTOPBIX 3aBEIOMO He COBMeCTHMEIL. Jlis 0OpabOTKM pa3sNMYHBIX KATETOPHIl MEPCOHAIBHBIX
JAHHBIX, OCYIIECTBIAEMOMN Ge3 MCIIOIB30BAHMS CPEICTB ABTOMATH3AINH, IS KAXKIOH KaTeropun
NEPCOHATBHBIX JAHHBIX JIOJJKEH HCIOIb30BaThCA OT/IeNIbHBIA MAaTepHAILHEIA HOCHTEb.

2.3. Jluna, ocymecTBisronme 06paboTKy NepcOHANBHEIX JaHHBIX 0€3 HCIOJIB30BAHMS CPE/ICTB
aBTOMarusalid (B TOM 4HCJe COTPYAHHKH OpraHM3alMuM-OlepaTtopa WM  JIMIA,
OCYMICCTBIIOIINE TaKyio o00paGoTKy 1O JIOTOBOPY C OIEpaTopoM), JOJDKHBI OBITH
1porH(GOpMHEPOBaHE! 0 (akTe 06pabOTKH HMH TIEPCOHAIBHBIX JAHHBIX, 00paboTKAa KOTOPHIX
OCYHIECTBIIACTCA OIEparopoM 0€3 HCIONBb30BAHUS CPEINCTB ABTOMATH3AIlAH, KATEIOPHSX
00pabarbiBacMbIX ~MEPCOHANBHBIX JAHHBIX, a TaKke 00 OCOOEHHOCTSX M IpaBHIAx
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OCYILECTBICHUS] TakoH 00pabOTKH, YCTAHOBICHHBIX HOPMATHBHBIMH IIPABOBLIMH aKTaMH
demepaIbHBIX OPraHOB UCHOJHUATEIBHON BIACTH, OPraHOB HCIIOMHUTEIBHON BIACTH CyOBEKTOB
Poccuiickoit ®emeparn, a TaKKe JOKAIBHBIMH IIPABOBBIMHM aKTaMH OpraHH3alldH (IpH KX
HATHYHH).

2.4. TIpu MCIONB30BAHMM THIOBEIX ()OPM IOKYMEHTOB, Xapakrtep HH(OpMAIMH B KOTOPBIX
IPENoNaraeT Wid HOMYCKaeT BKIIOUEHHE B HMX NEPCOHANbHBIX NAHHBIX (Jajee — TUIOBAs
(bopma), TOIDKHBI COOMIOAATECS CIEAYIOIIHE YCIOBHA: '

— tumoBas (opMa HIIM CBs3aHHBIE C HeH MOKYMEHTH (MHCTPYKLHMSI IO €€ 3allOIHEHHIO,
KAPTOYKM, PEecTPbl W JKYPHAIbBI) J[OIDKHBI COJAEPXKAaTh CBEJCHHA O uend o0paboTku
IEPCOHATBHEIX JMAHHBIX, OCYLIECTBISEMOH 0e3 HCIONB30BaHMS CPEJICTB ABTOMATH3AIlHM, MM
(HamMeHOBaHME) M aiapec omeparopa, GaMHIMIO, HMs, OTYECTBO M aipec CcyOnexTa
NEPCOHANBHBIX JAHHBIX, HCTOYHHK IOJYYeHHs TMEepPCOHANBHBIX NaHHBIX, CPOKH 00pabOTKH
IEPCOHANBHLIX JAHHBIX, IIE€PeYeHb AEHCTBHH € MepCOHANLHBIMU [aHHBIMM, KOTOphIE OyIyT
coBepmarhes B Ipomecce ux 00paboTku, oOmiee OINHMCaHHWE HCIOIB3YEMBIX OIepaTopoM
crocoboB 00paboTKH NepCcOHATBHBIX JaHHbIX;

— THmoBas opMa JI0JDKHA TTPEeIyCMaTPUBaTh 110J1€, B KOTOPOM CYOBEKT NMEPCOHAIBHBIX JaHHBIX
MOXET TIIOCTaBUTh OTMETKY O CBOEM COTJacHH Ha o0OpaboTKy IepCOHANBHBIX [aHHBIX,
OCYIECTBIIAEMYIO 0€3 HCIONB30BAHMS CPEACTB aBTOMATH3alliH, — IIPd HEOOXOIUMOCTH
[IOJTyUEHHS] IACHMEHHOTO COTTIAacHs Ha 00pab0TKy NEPCOHANLHBIX TaHHEIX;

— tunoBag QopMa MODKHA OBITH COCTAaBIEHA TAKUM 00pa3oM, YTOOBI Kak/Ibli U3 CYOBEKTOB
IEePCOHAIBHBIX JTAHHBIX, COMACPKAIIMXCA B JOKYMEHTE, MMEII BO3MOXHOCTb O3HAKOMHTBCS CO
CBOMMH TEPCOHATBHBIME [IAaHHBIMH, COACPXKAITMMHUCA B JOKyMEHTe, He Hapymias INpaB H
3aKOHHBIX HHTEPECOB HHBIX CYOBEKTOB IIEPCOHANIBHBIX JTaHHBIX

— THIIOBas (bopMa OOJDKHA UCKIIIOYaTh o0beIMHEHHE TIOJIEH, NpeaHasHa4YCHHBIX NJIA BHECCHH
TIIEPCOHANBHBIX JaHHBIX, IIEIH 06p360TKPI KOTOPBIX 3aB€IOMO HE COBMCCTHMBL.

2.5. Ilpu BeNeHHHM IKypHAIOB (PEECTPOB, KHHI), COJEPIKAIAX IE€PCOHAIBHBIC aHHBIC,
HeoOX0UMBIE I OJHOKPATHOrO MPOITycKa cyOBEKTa IIEPCOHAIbHBIX JaHHBIX Ha TEPPHTOPHIO,
Ha KOTOPOI HaxOIUTCS OIEparop, WM B MHBIX AHAJIOTHYHBIX NENAX, HOJDKHBI COOMIOMATHC
CIEeYIOIIME YCIOBHS:

— He0OXOJUMOCTh BEJEHMS TAKOTO JKypHaTa (peecTpa, KHHTH) JODKHA OBITH IIPEIyCMOTpPEHA
aKTOM OIleparopa, COIEPIKAIllMM CBEJCHHs O Lend o00pabOoTKH IEPCOHATBHBIX JAHHBIX,
OCYIIECTBIAEMOM 0€3 MCIIOIB30BaHMs CPEICTB aBTOMATH3AIMH, CIIOCOOBI (QHKCAIMH H COCTaB
MH(OPMAIHH, 3alpalIiBaeMOi ¥ CyObEKTOB IIePCOHANBHBIX JAHHBIX, MIepeYeHb JIUIL( (IOUMEHHO
HIH [0 JO/DKHOCTSM), MMEIOMIHX JOCTYII K MaTepHAIbHLIM HOCHTENSAM H OTBETCTBEHHBIX 32
BeJICHHE W COXPAHHOCTH JKypHaIa (peecTpa, KHUIM), CPOKH 00pabOTKH NEepCOHANBHBIX [[AHHBIX,
a TAKKe CBEICHHS O MOPSIKE MPONycKa cyOBeKTa IepCOHAIBHBIX JAHHBIX HA TEPPUTOPHUIO, HA
KOTOpOW HAXOAMTCs omepaTop, 6e3 MOATBEPXKIAEHHS MOIIHHHOCTH MEPCOHANBHBIX IaHHBIX,
COODIIEHHEIX CYOBEKTOM IePCOHATBHBIX JaHHBIX;

— KONHpOBaHHE COIEpIKALIEHCS B TAaKHX JKypHanax (peecTpax, KHMrax) uupopmanuu He
IOITyCKaeTCs;

— NEPCOHAILHBIC JaHHBIE KaXKIIOT'0 CYG'BGKTB. OSePCOHAIBHBIX JAHHBIX MOTYT 3aHOCHTBLCH B TaKo#

KypHan (KHHTY, peecTp) He 0olee OJHOTO pa3a B KakIOM CIIydac IIpomycKa cyObexTa
MEPCOHANBHEIX TAaHHBIX HA TEPPHTOPHIO, HA KOTOPOH HAXOMUTCS OIepaTop.

2.6. TIpu HECOBMECTHMOCTH IeJieil 06paboTKM NepCOHATBHBIX JAHHBIX, 3aQUKCHPOBAHHEIX HA
OJIHOM MAaTepHALHOM HOCHTENe, €CIH MaTepPHAILHBIA HOCHTENb He MO3BOJISET OCYHIECTBIATh
06paboTKy MepCOHANBHBIX [AHHBIX OTJENBHO OT JPYTMX 3a(UKCHPOBAHHBIX Ha TOM K€
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HOCHTEJIe TIePCOHANBHBIX JAHHBIX, JIOJDKHBI OBITH IIPHHATEL MEPBI 10 06ECTIEYCHHUIO Pas/IeTbHOM
00paboTKU NEPCOHANBHBIX JAHHbIX, B 4ACTHOCTH:

— IpHE HEOOXOIMMOCTH HMCIIONE30BAHHA HIIH PACIPOCTPAHEHHS ONPE/IETeHHbIX MEPCOHAIBHBIX
JQHHBIX OTJEIBHO OT HAXOMSIIIUXCS HA TOM K€ MaTePHATBHOM HOCHTEIE JPYTHX IIEPCOHATBHBIX
JaHHBIX ~ OCYIHECTBISETCS  KONMHPOBAaHHWE  TMEPCOHANBHLIX  JAHHBIX,  ITOUICIKALIHX
PacTpOCTPAHEHHIO WM KCIOJB30BAHHIO,  CIIOCOGOM, HMCKITIOYAIOMIMM — OIHOBPEMEHHOE
KOIMHPOBAHKE TIEPCOHANBHBIX JaHHBIX, HE MOIEKAIIHX PACIIPOCTPAHEHMIO U HCTIOTB30BAHHUIO, U
UCIIONB3YETC (PACIPOCTPAHSIETCS) KOIHKS IEPCOHATBHBIX JAHHbIX;

— IpH HEOOXOIMMOCTH YHHYTOXKEHHS HIH OJOKUPOBAHMS YacTH IEPCOHANHHBIX JAHHBIX
YHHYTOXKAETCS WM OIIOKMPYETCsl MaTepHaTbHBIM HOCHTEIE ¢ IPeJBAPUTEIBHEIM KOIMPOBAHHEM
CBCICHMH, HE IOIEXAIIMX YHWYTOKCHHIO WK OJOKHPOBAHMIO, CIIOCODOM, HCKIIIOYAIOITHM
OJHOBPEMEHHO€ KOIHMPOBAHHE IIE€PCOHANBHBIX [TAHHBIX, HOMIEKAIUX YHHUTOKEHHIO HIH
OJIOKHPOBAHHIO.

2.7. YHu4TOKEHHE WM 00€3THUMBAHHE YACTH NEPCOHATBHBIX JAHHBIX, €CIIH 3TO JOMYCKAETCS
MaTepHalbHBIM HOCHTENEM, MOXKET HMPOM3BOJUTHECS CIIOCOOOM, MCKIIOYAMOIIAM JalbHEHIIyIO
00paboTKy 3THUX NEePCOHANBHBIX NAHHBIX C COXPAHEHHEM BO3MOXHOCTH OOpabOTKH HHBIX
JIaHHBIX, 3a(UKCHPOBAHHBIX HA MATEPHAIBHOM HOCHTENE (YIATEHHE, BEIMAPBIBAHNE).

2.8. TlpaBuna, npexycmoTpenHbie myHkTamMu 9 u 10 Hacrosumero ITonoxeHus, IPUMEHSIOTCS
TaKXKe B CIIy4ae, €ClIM HEOOXOAMMO 00eCHEeqUTh Pa3AenbHyI0 00paboTKy 3aHKCHPOBAHHBIX HA
OJHOM MaTePHAILHOM HOCHTEJIE IEPCOHANBHBIX [AHHBIX M HHQOpMAIMH, HE ABJAIOMEHCS
NepCOHATEHBIMH JIAHHBIMH.

2.9. YTouneHHe NepcoHaNbHbIX JAHHLIX IIPH OCYIIECTBICHAN HX 06paboTku 6e3 HCIoIb30BaHms
CPEOCTB aBTOMATH3AIllMM IIPOH3BOAMTCS IIyTeM OOHOBJIEHHS WM M3MEHEHHS IAHHBEIX Ha
MaTepUAILHOM HOCHTENE, a €CId 3TO He JOIYCKAeTcs TEXHHYECKMMH OCOOCHHOCTSIMH
MaTepPHAILHOTO HOCHTEJIS, — ITyTeM (PHKCAITHH HAa TOM K€ MaTePHATLHOM HOCHTEJNE CBEICHHI 0
BHOCHMBIX B HHX H3MEHEHHUAX JMOO IMyTeM H3rOTOBIEHUS HOBOIO MATEPUATbHOTO HOCHTEIS C
YTOUHEHHBIMH TT€PCOHATBHBIMU JIAHHBIMH.

3. OGecrieuenue Ge30MaCHOCTH TEPCOHATHHBIX JAHHBIX MpU UX 06paboTKe, OCYIIECTBISEMON
0e3 HCII0IB30BaHNS CPEACTB ABTOMATH3AIHH

3.1. ObpaboTKa MepcOHANBHBIX TAHHLIX 0e3 MCIONB30BAHMS CPEICTB aBTOMATH3AIMH, JOJDKHA
OCYIIECTBIATECS TAKUM 00pa3oM, yToOBI B OTHOIIEHHH KaXK/0H KATErOpHH IEPCOHAIBHBIX
AAHHBIX MOXHO OBLIO ONpENENHTh MECTa XPaHEHWs! NEPCOHATBHBIX NaHHBIX (MATEpPHATHLHEBIX
HOCHTEJIEH) U YCTAHOBUTE NIEPEYEHB JIMII, OCYIIECTBISIONMX 06paboTKy NepcoHaNbHBIX JaHHBIX
MO0 UMEIOLIHMX K HUM JIOCTYII.

3.2. HeoOxonumo obecniednBaTh pa3/iellbHOe XpaHeHHE TEPCOHANBHBIX JAHHBIX (MaTepHaJ'IBHBIX
HOCHTENEH), 00paboTka KOTOPBIX OCYIIECTBIAETCS B PA3IHYHBIX LIEILIX.

3.3. Tlpu XpaHeHMM MaTepHaIbHBIX HOCHTENEH JOJKHBI  COONIONATHCS  YCIIOBHS,
obecnieynBaroIue COXPaHHOCTH [IEPCOHAIBHBIX TAHHBIX H HCKIIIOYAOIIHE
HECaHKIIMOHUPOBAHHBIH K HAM NOCTYIL llepeuenb mep, HeOOXOMUMEIX Il 00ECIIEYEHHs TaKHX
YCIIOBHH, HOPANOK MX TPHHATHA, a TaKKe NEPEUYCHb JIMI[, OTBETCTBEHHBIX 3a peaNHM3aLHIO
yKa3aHHBIX MEp, YCTaHABIHBAIOTCS OLEPATOPOM.
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HHCTPYKIU S
11O OBECIIEYEHHUIO BE3OITACHOCTHU NEPCOHAJIBHBIX TAHHAX
YACTHOI0 00pa3oBaTe/ILHOIO0 YUpPeKIeHHs cpeaHeii o0meodpa3oBaTe/IbHOI MKOJIbI
«YacTran [lIkosaa [MlocTakoBu4eii»
1. Ob6mue mMoJIoKeHHA

1.1 Hacrosmas MHCTpyKIHs ycTaHABIUBACT MOPAAOK 00SCIIEYECHMS B HACTHOM 00pa30BaTeIbHO
yupeKaeHun cpennei odbmeobpasosarenbroii mxoibl «JactHas [llkona [ocrakoBuueii» nanee
— IIKOJIA) xoHGHICHIHATBPHOCTH NEPCOHANBHBIX AaHHBIX (mamee — IIJIH) mpm ux
obpaboTke, BKIIIOUas cOOp, CHCTEMATH3AIHIO, HAKOIUICHHE, XpaHeHHe, yTouHeHue (00HOBIICHHE,
H3IMEHEHHE), HCIONB30BAaHKHe, 3alIUTy, PACIPOCTPAaHEHHEe, B TOM 4HCIEe Tepeaady,
obe3nnuMBanue, OJIOKMPOBAHKE U YHHUTOKEHHE.

1.2 Hactosimass MucTpykuus paspaboraHa Ha ocHoBaHuu Konctutynmm Poccuiickoit
Meneparuu, TpymoBoro xomekca Poccuiickoit ®enepauun, @PenepanbHOr0 3aKoHA OT
19.12.2005 r. Ne 160-®3 «O patudukarnun Konsennuu CoBera EBpomns! o 2amure Gpu3nIeckux
JTHI] IPH aBTOMATH3HPOBAHHOM 00paboTKe MepcoHANBHEIX JaHHBIX», DenepaisHOro 3akoHa Pd
or 27.07.2006 r. Ne 152-®3 «O mnepcoHABHBIX JaHHBIXY», NMOCTaHOBIeHUM IIpaBUTEIRCTBA
Poccuiickoii ®@enepauuu ot 17 mHoaOpst 2007 r. Ne 781 «OO6 yreeprknenuu [lonosxenus o6
obecriedeHnu 0€30MAaCHOCTH TEPCOHANIBHBIX JIAHHBIX IpH UX 00paboTke B HMH(GOPMAIHOHHBIX
CHCTEMAax IEPCOHAIBHBIX JaHHBIX» U 0T 15 cenTsaOpsa 2008 r. Ne 687 «O0 yTBep)KICHHH
[Tonoxkenuss 06 ocobeHHOCTAX 00pabOTKH IEPCOHANBHBIX JAHHBIX, OCYIIECTBISEMON Oe3
HCIIOJIb30BAaHHA CPEACTB aBTOMATH3AMM» ¥ HHBIX HOPMAaTHBHBIX IIPABOBBIX akTOB Poccuiickoif
Geneparuu.

1.3 IlepconanbHble AaHHBIE — MO0asd WHOpMALMA, OTHOCAINANCH K OINPEIEIIEHHOMY WK
OTIPECIIAEMOMY Ha OCHOBAHUHU Takoi mHbopManuu puzmdeckomy muny (cyonsexty [1/1H), B TOM
gyucae ero haMuIus, UMsA, OTYSCTBO, JaTa U MECTO POXKACHHS, aApec, CeMeHHoe, COMHaILHOE,
HUMYIIIECTBEHHOE TIOJIOKeHHne, oOpasoBanme, mpodeccus, MAOXOMABI, Jpyras HHpoOpMALus,
olpeesseMas HOPMaTHBHBIMH IIPaBOBBIMH akTamu Poccutickoil @eneparuu B 001acTH 3aUTE
uH(poOpMaIK, TPYIOBBIX OTHOIICHHH B 00pa3oBaHus, HOPMATHBHBIMH H PaCIOpPSAHTEIbHBIMA
nokymentaMu Munobpuayku Poccun.

1.4 Obecneuenne xoHpuaeHuuansHocTy [I[/IH o3nauaer obs3aTensHOE JUIS COOIIOEHUS
NODKHOCTHBIME JTAIIAME Y UpeKICHH, TOMYIIeHHBIMH K 00pabotke [I/lH ¥ HHBIMH JIHIIAMH,
NOJMYYMBIIMMH JOCTYl K INEepCOHANBHBIM TaHHBIM, TpeOOBaHHE He JIONYCKAThb HX
pacmpocTpaneHus 0e3 coriacus cyobekTa I1/1H HiIu HamuIus HHOTO 3aKOHHOTO OCHOBAHMS.

1.5 Obecneuenne xoupuaenmansHoctu [1/{1 He Tpebyercs:

— B cirydae obesnmmunBanus [1/[H;

— B OTHOIIeHHH 0OmenoctynHeix I1JIH.

1.6 Obpaborka I1J1n Mmoxker ocymecTBisiThes HIkomnoit Toneko ¢ cormnacus cyosexra [1][H.

1.7 Cornacue cyosexra [1J1H He TpeOyeTcs B CIEAYIONMX CITydasX:



1.7.1 obpabotka II/IH ocymecTBisgeTcs B NENSIX MCIOJIHEHHUS OOpalleHus, 3ampoca camoro
cyowekta [1/1H;

1.7.2 o6paborka I1/T1, BKIroUaromux B ce0s TOIBKO GamMHIMH, MIMEHA, OTYECTBA.

1.8 Jlomyck paboTHHKOB K uHpoOpMaiuu, comepxamei [IJ[H, ocymiecTBiseTca AHPEKTOPOM
Yupexnerus. O6paborka u xpanenue [[J[H HEyTIOTHOMOUYEHHBIMY JTUIIAMH 3aIIPEIIACTCS.

1.9 Jluma, ynmomHOMOYEHHBIE Ha NOIydeHHWe, 00pabOoTKy, XpaHeHWe, INepenady W Ipyroe
ucrnonb3oBanpe  [IJJH  o0s3aHBl  HMCOONB30BaTh  MHQpOpMaLMIO, comepkamyio [T x
HCKITFOYUTEITBHO TS IIENEH, CBA3aHHBIX C BBITOJHEHHEM CBOUX TPYIOBBIX 00S3aHHOCTEH.

1.10. Jlumam, yIoJIHOMOYEHHBIM Ha IONy4YeHHE, 00paboTKy, XpaHEHHe, mepenady d Apyroe
ucnonb3osanue 11/1a 3anpemaercs coobmars [1/{H ycTHO MM nHCEMEHHO KOMY OBI TO HU OBLIO
0e3 mucbMeHHOro coriacus cyObekrta [IJIH, 3a WCKIIOYEHHEM CIy4aeB, YCTAHOBJIEHHBIX
(enepaTbHBIM 3aKOHOIATEIECTBOM.

OtBeThl Ha DHUCHMEHHBIE 3aIPOCH] I'PAXKIAH W OpraHU3alMi JaloTCs B MUCbMEHHOW (opme Ha
Onanke YdpexjaeHuss U B 00beMe, B KOTOPOM 3TO IIPEICTABIAETCS HENecoO0pasHbIM UL
obecreuenss KoHbuaeHmHanibHOCTH [IJlH. MOTHBHPOBAaHHBI OTKAa3 B TNPEAOCTABICHHH
3ampammBaeMoil HH(GOpMAIMK HampaBiseTcs, €CIH IPaKAaHUH MM OpraHu3amus He obmamaeT
IpaBaMu J1ocTyna K uHpopmarmu, conepsxameit I1/1H.

1.11. Jluma, ymoaHOMOYEHHBIE Ha IONydeHHe, 00paboTKy, XpaHeHHe, Iepefady M JIpyroe
ucrone3oBanue [1/[H  o0s3aEBl  HeMeIeHHO COOOIIATH CBOEMY HEMOCPEICTBEHHOMY
pyKoBoauTEN0 000 BCEX CTABIIMX MM H3BECTHBHIMH (akraX IOTYydeHHS TPETHLHMH JHIIAMH
HECAHKIHOHUPOBAHHOIO JOCTyIa JUOO O TOIBITKAX MOJNYYEeHUs JOCTyNa K IepCOHATbHBIM
Ma’HHBM, 00 yTpare WM HemocTaue HOcHTened uHbopmarmu, copepxanmx [1J[H, kmoueid ot
ceioB (XpaHWIMII), JUYHBIX MedaTeit M JApYrux (axrax, KOTOpPBIE MOTYT IPHUBECTH K
HECAHKITHOHUPOBAHHOMY JOCTYIY K NEPCOHAIBHBIM JaHHBIM, & TAKXKE O IPHYMHAX U YCIOBHUAX
BO3MOYKHOM YTE€UKH 3TUX CBEJICHHM.

1.12. TIpu nmpexpanieHuy BRIIOTHEHUS TPYAOBOH (QyHKIMH, CBsi3aHHOU ¢ 00padoTtkoii [1/1H, Bece
HocuTenu uHGopManwu, coxepxane [1/IH (OpUruHaNbl U KONHH JTOKYMEHTOB, MALIHHHBIE H
OyMaXkKHbIE HOCHTEIM U Ip.), KOTOphlE HAXOAWINCH B pacIOpsDKEHHH pabOTHHKa B CBSI3U C
BBIIOJIHCHUEM WM  JIOJDKHOCTHBIX  OOs3aHHOCTEM, IepelaloTcs — HeloCPeICTBEHHOMY
PYKOBOJHUTEIIO.

1.13. B ciydae npekpalineHus JesTelbHOCTH (JIMKBUIAINN WM PEOPraHU3alMu) CTPYKTYPHOTO
MOIpA3/IeieHAs, pElIeHHe O MJalbHEHIIeM MecTe XpaHeHHs H HCIOIBL30BAHHH Jel C
JOKyMeHTamu, copepxammmMu [IJ[H nOpHHEMaeT cHenuanbHO  CO3/aHHAA — KOMHCCHA
(MMKBHUTATMOHHAS).

2. OcobennoctH 06padoTKH JOKYMEHTOB, coaep:kamux IT/{x

2.1 Tlopsnox co3manus, opopmileHHs, 00pabOTKH, IPOXOKIEHHS (COTIIACOBAHHS) TOKYMEHTOB,
comepakammx I1J[u, pernamentupyrores MHCTpyKIued 1O JIelONpPOU3BOJICTBY Y UpesKISHHUS,
MPeAyCMOTPEHHBIX [N JAHHOTO BUIA JOKYMEHTOB HacTosmed MHCTpyKuued ¥ WHBIMH
NOKAJIBHBIMHA HOPMATHBHBIME akTaMu Y upexaenus 1o 3anmre [1/[H.

2.2. B oTHOmEHHMH NOKYMEHTOB, comepxkammx IIJIH, nedicTByrorT ofmue mpaBuna paboThl ¢
JOKYMEHTAMM:

- paboTaTh ¢ JOKYMEHTaMH, MOCTymHBIIUMH B [1IKoTy, BHE CiTyKeOHBIX TOMENIEHUH U BHOCHTD
B HUX UCIPABJICHHUS HE pa3pernacTcs;

- coJiep)KaHue CIIy)XeOHBIX MHCEM He IOJUICKUT pa3[JIAllleHHIO, HCIOJIb30BAHUE CBEICHUIA,
COZIEPIKANIAXCS B 9THX JOKYMEHTAX, B MEYaTH U JPYTUX CPEACTBAX MAccOoBOH HHGMOpMAIWH He
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JOMYCKAaCTCsl, INepefada JOKYMEHTOB WM HX KOIMH pabOTHMKAM JpPYIHX OpraHu3amfii
JIOTyCKAETCA C paspelieHus AUPeKTopa YUpexIeHHs ¢ cOOMOACHHEM HOPM AEHCTBYIOMIEro
3aKoHOoaTenscTRa PO,

- 3aMeCTMTENM JUpeKTopa YupexeHus o0ecreuuBalOT ONEPaTHBHOE PAacCMOTPEHHE
AIOKYMEHTOB, coaepxamux II/[H, MOBOXAT WX JO MCIONHUTENeH B JE€Hb NOCTYIUIEHHS,
KOHTPOJIMPYIOT =~ COOMOACHHE KOH(HMIEHIMANBHOCTH NpH  00paboTKe JOKYMEHTOB M
00€eCIIeYnBAIOT UX CBOCBPEMEHHOE U KAYECTBEHHOE HCIIOTHEHHE,

- Ges cormacosanus ¢ aupexropoM Ilkonsl (opmHpoBaHME W XpaHeHHe 0a3 IAHHBIX,
copepxamux [1/T1, 3anpemaercs.

2.3. Ha noxymeHTax, HCXOAIIEH KOPPECIIOHIEHIINH, coxepxkanx I1JIH, TODKHOCTHREIM JIULIOM,
NOANHMCABIINM (yTBEPIUBIIMM) JOKYMEHT, IpocTaBiseTes rpud «KoHbumeHIMANbHOY. ['pud
HPOCTABJIACTCA B IPABOM BEPXHEM YTy IEPBOM CTPAHHIBI JOKYMEHTA.

2.4. Peructpaums JOKyMeHTOB, comepkammux [[J[H, MX [JanbHeHmMH y9éT u XpaHEHue
IIPOHU3BOJATCS OTACTBHO OT OCTAJBHBIX JOKYMEHTOB, HO B Ipelenax BblAcleHHBIX B 11Ikose
JOKYMEHTOIIOTOKOB: IOCTYTAIOIIAst JOKYMEHTAlMs (BXO/AIIAs), OTIpaBIseMas JOKyMEHTALMS
(Mexonsmas), BHYTPEHHAS JOKYMEHTAIs (IPHKA3bI, PACTIOPAKEHHUS, TTOTOKEHHS, HHCTPYKIIHE
U T.J.).

2.5. UepHOBHKH W BapHaHTBI JOKYMEHTOB, cozepxkamux I[IJIH, YHHYTOXKAIOTCH IJIHIIOM,
YIOITHOMOYEHHBIM Ha MOJIyYeHHe, 00pabOTKy, XpaHeHHe, Iepefady U APYroe HMCIOoNb30BAHUE
[T (ucnonEmTENEM TOKYMEHTA) Ge3 BO3BMOXKHOCTH BOCCTAHOBJIEHHS, KOHTPO/Ib BO3JIATAETCS HA
3amMecTuTene qupextopa Ikomesl.

2.6. Ilpn peructparuu NOKYMEHTOR HCXOLSINEH KOPPECTIOHAEHIMH, COAEPHKAIIAX [Ma, x
PETHCTPAIMOHHOMY HHJEKCY nobaBisercs momerka «K» — 5T0 03Hayaer, 4To MOKYMEHT
cozepxut L1JIH, KoTophle ABISHOTCS KOH(DHIEHIIHATLHBIMH.

JOKyMEHTBI HMCXOISIIEH KOPPECIIOHIEHIMH, COMepKaIIIe [IJIln HezaBHCHMO OT crocoba
OTIIPABKH (IIOYTOH WM HAPOYHO), MOMNEKAT KOHBEPTHPOBAHMIO C IIOMETKOM HAa KOHBeEpTE
«KonhuaeHnuambHO », KOTopast IPOCTABISETCs! TAMIIOM.

2.7. lokymenTsl, conepixamue IT/TH, mepechuIaroTcs CTOPOHHAM OPraHH3aAIMsAM 3aKA3HBIMHA HITH
[ICHHBIMH TIOYTOBBLIMHU OTIPABJICHHAMHE, & TAK)KE MOTYT OBITh HIEPEIaHbl C HAPOYHBIM.

2.8. KomuposaHue JOKyMEHTOB, cojepxkammx IIJIH, MOKHO OCYIIECTBISTHCS B nopsxe,
HCKJIOYAOIMEM BO3MOMKHOCTE HAPYLIEHHUS [IPAB H 3aKOHHBIX HHTEPECOB UHBIX cyOnekToR TT/]H 1
He00OCHOBAHHOTO PACIPOCTPAHEHHUS JOKYMEHTOB M HH(OPMAIHH, COJEPIKALIIXCS B HUX.

2.12 Jluma, ymoNHOMOYEHHBIE HA IOJIydYeBHe, 0OpabOTKY, XpaHCHHE, nepenadyy M JIpyroe
ucroms3oBanue [1/TH, obs3anbl obecneunBarh COXPaHHOCTh JIOKYMEHTOB M JIEll, COZEePIKAIIX
cBe/ieHud, coctapmsiomue [I/[H.  3anpemaercss OCTaBIsSTH MaTepHaNbHBIE HOCHTENH C
NePCOHANBHBIMHA [aHHBIMK §€3 IIPEUCMOTpa Ha pabodeM MecTe M B HE3aepTOM IIOMEIICHHH.

2.13 Jlena, conepxarmue ITJH, NOMKHBI HAXOMMTBCA B pabOYMX KOMHATAX M B CHEIHATBHO
OTBEJICHHBIX JUId STOH IENH IMOMEIIEHHUAX, pPacIoararbCsi B BEPTHKAILHOM IIOJOKCHHH
KOpEmKaMH HapyXy B 3alHpPaeMbIX MmKadax, 0OeCHeUMBAIONIMX WX IOJHYK COXPaHHOCTD,
NPEIOXPaHSIOMHEX JJOKYMEHTEI OT ITBUTH W BO3JIEHCTBHS COHEYHOrO CBETA.

2.15 Jluunsle nena pabOTHHKOB H OOYYAIOMIMXCS BRINAIOTCHS HCKIFOUUTEILHO B CIIy)KeOHBIX
1ensx pabOTHUKAM, MMEFOIMM JIOIYCK K [EPCOHATBLHBEIM JAHHBIM, H TOJBKO JUIS IIPOCMOTpAa.
BBIHOCHTS T4HbBIE Jiena U3 KabrHETa, B KOTOPOM OHH XpaHSTCH, 3alpeIIeHo.

2.16 KoHTponb 3a COXpaHHOCTHIO Jel ¥ JOKyMEHTOB, copepxammx I1J[H, ocymectsiser
mupexropom IIkosr.



3. Opranmsanus XpaneHHs H YHHYTOKEHHSA JOKYMEHTOB, coaepxamux I1/1n

3.2 VuHUYTOXKEHHE MOel, JMOKYMEHTOB coiepxamux IIJ[H, yTpaTHBIIMX CBO€ IIPaKTH4YECKOE
3HAYEHHE M HE HMEIOIIMX MCTOPUYECKOH NEHHOCTH, OCYHIECTBIAECTCA B COOTBETCTBHH C
Mecrpykumedd. B yuetHpix ¢dopmax o0 3TOM Jenaercs OTMETKa CO CCBUIKOM Ha
COOTBETCTBYIOLIHH aKT.

4. Tlopsimok obGecneuenusi OesomacHocTH npu obpadorke II/In, ocymecrBiasiemoii 6Ges
HCIIO0B30BAHUS CPEICTB ABTOMATH3AIHHN '

4.1 O6pabotka I1/IH, B TOoM uucie comepxammxcs B HHbopMmarmonHok cucreme I1JIn mubo
W3BIICYEHHBIX W3 TAKOW CHCTEMbI, CYMTAETCS OCYIIECTBICHHOH Oe3 HCIONIb30BaHUS CPEJICTB
aBTOMATH3alUMK (HEABTOMATH3UPOBAHHOM), eclM Takas o0paboTKa OCYIIECTBISETCS MPH
HENOCPEICTBEHHOM YJacTHH JeJI0oBeKa.

4.2 Nupextop LKoJBI IpHKA30M:
e omnpejensger Mecta xpanerus [1/[H (MaTepHanbHEIX HOCHTENEH);

e  OCYIIECTBISICT KOHTPOJb HAIHYHA B CTPYKTYPHOM IOApA3JEIEHHM  YCIIOBHH,
obecreunBarOnMX coXpanHocTh [IJIH ¥ HCKIHOYarONMX HeCAHKIMOHUPOBAHHLIA K HUM
OCTYII;

e  WH)OPMHPYET JIHI, OCymecTBIAIONMX ob6paborky IIJIH Oe3 MCIONB30BaHUSA CPEICTB
aBTOMaTH3aluK, O IepedHe obpabareBaembrx [1JIH, a Taoke 00 o0coOeHHOCTAX H
IIPaBHJIaX OCYIIECTBICHHS TakoH 0OpaboTKy;

e -OpraHW3yeT pa3fielibHOE, T.e. HE JOIYCKAIOIEe CMEMIEHHE, XPaHeHHe MaTepHAllbHBIX
gocureneii IIJln (moxymenrtoB, mickoB, mucker, USB ¢nem-Hakomurenel, mp.),
00paboTKa KOTOPBIX OCYIIECTBIETC B PA3IMUYHBIX EIAX.

5. OTBeTCTBEHHOCTh

5.1 TlepcOHAILHYIO OTBETCTBEHHOCTD 3a COOMOIeHHe HacToAmeH MHCTpYKIUK, COXPaHHOCTE B
IPaBUIBHOE MCIIOJB30BaHHe KOH(HUICHIHATEHBIX JIOKYMEHTOB, X 00paboTKy, paccMOTpeHuUe,
HCIIOJTHEHWE ¥ XPaHEHWe HECYT OTBETCTBEHHBIE THIa 3a obecnedenue Oezonacuoctu [1/1x.

5.2 Jluma, ymoJHOMOYEHHbIe Ha TIOTydeHHe, oOpaboTKy, XpaHeHHe, Ieperady H Opyroe
ucnons3oBasme  IIJ[H, HecyT IEPCOHATBHYIO  OTBETCTBEHHOCTH 3a  OOecledeHme
KOH(UIEHIMATLHOCTA [OBEPEHHBIX WM CBeJeHHH, cobmojenue Tpebopanui mo pabore c
KOHGHACHIHATBHEIME TOKYMEHTAMH M 0a3aMM JaHHBIX, COXPAHHOCTL HCIOJIB3YEMBIX HMH
JIOKYMEHTOB M JPYTHX MaTepuanos, coxepxamux I1J1H.



