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ITOJOKEHHUE
0 Hops/IKe YHHITOKeHNs NePCOHATBHbIX JaHHBIX

1. O0mpe DoJIoKeHnst

1.1.  Hacrosmee ITonoxenue 0 NOpAIKe YHAYTOXKEHUSA IIEPCOHANBHBIX JAHHBIX B
AHO «Moii 6msnecy (manee — IlomoxeHne) yCTaHABIMBACT NEPHOJHYHOCTS U CIIOCOOH
YHIUTOXKEHIST HOCUTeNIeH, coep Kalllix IIepCOHANbHEIC JAHAbIE CYOHEKTOB IEPCOHANIBHBIX
IaHHBIX. - f

1.2. Tensto HacTosAmero [lomoxeHus sBIAeTCA OOSCIECUCHHE 3AIUTHL IIpaB U
cBoOOX CyOBEKTOR TIEPCOHATBHEIX JAHHBIX TPH 06pa60TKe WX TCPCOHATBHBIX TAHHBIX B
AHO «Moii 6uznecy (nanee — Oprasusarus).

1.3. OcHOBHEIE TOHATHS, HCIOIE3YEMEIE B TTOM0KEHUH:

e CyOBEKT MEPCOHATBHBIX HaHHBIX — PabOTHUK Hi(pmﬁ) WHOE TUI0, K KOTOPOMY
OTHOCSITCS. COOTBETCTRYIOINKE IIEPCOHAIBHEIE IaHHEIE;

e pabOTHHK — (QHU3UUYECKOe JHUI0, BCTYIHMBIIEE B TPYAOBEIE OTHOIICHHS C
Oprauwusarueit; .

® IEpCOHANBHBIE NaHHEIE — HH(OpManusd, coxpaHeHHas B Io0oMm (dopmare,
OTHOCAINAACA K ONPEASICHHOMY HIIH OIPE/eIIeEMOMY Ha OCHOBAHHH TaKOi MHMOPMAIIHH
dusmIeckoMy JHIY (CyOBEKTY MEpCOHANBHBIX JAHHEIX), KOTOpas cama 1o cebe ¥id B
CoueTaHWM C Jpyrod wuHpopMaiueld, umeromedcs ‘B OpraHusanuy, II03BOJSIET
HACHTHGUIMPOBATE TMYHOCTE CyOheKTa IIEPCOHANBHBIX JAHHbIX;

¢ 00paboTKa TMEPCOHANBHEIX NAHHBIX — AeHCTBUS (OIEpali) ¢ IEePCOHANBLHEIMU
JaHHBEIMM, BKIouas c0op, CHCTeMaTH3alldio, HaKOIUIEHWe, XpaHEHWE, YTOYHEHHE
(oOHOBIICHUE, U3MCHCHHE), MCIIOIB30BAHUE, PACIIPOCTPaHEHHE (B TOM YHCIE Iiepezady),
ofeanmuanBanie, GIOKAPOBAHNE, YHIATOKCHAE IEPCOHATBHBIX JAHHBIX;

® YHUYTOXKCHHE MCPCOHANBHEIX JAHHEIX — JEHCTBHS, B PE3YJBTaTE KOTOPBIX
HEBO3MOXXHO BOCCTAHOBHUTH COHCPIKaHWE IIePCOHATBHBIX ITAHHBIX B HHGOPMAIFOHHON
CHCTEME [EPCOHANBHBIX MaHHEIX MM B DPE3ylbTare KOTOPEIX YHHYTOKAIOTCH
MaTeprallbHbIe HOCUTENH IEPCOHAILHEIX TaHHEIX,

e HOCHTENH IIEPCOHANBHEIX JaHHBIX — KaK 3JIEKTPOHHEIE (IMCKETH], KOMITaKT-¥CKH,
NEHTHL, (el - HAKOMWUTeTd ¥ Xp.), TaK W HENICKTPOHHBIE (CyMaKHBIC) HOCHTEIH
MIEPCOHAIBHBIX JaHHBIX.

1.4. Hacrosmee [Tonoxenue pa3paboTaHo Ha 0cHOBe DeepaIbHOro 3aKoHa 0T 27
mona 2006 roma Ne 149-03 «O6 undopmanyy, MHQOPMAIMOHHEIX TEXHOIOTHIX M O
samyTe uHbOpMarmy (¢ MOCTeTYIOIMUME U3MeHeHnsIMK), PeepalbHOro 3akoHa or 27
mrong 2006 roma Ne 152-33 «O mepcoHATBHBIX JAHHBIXY (€ TOCICAYIOMMMHE H3MEHEHMIME)
U IPYTHX HOPMATHUBHEIX IIPAaBOBEIX 8KTOB.

2. IIpaBuia YHHUTOXKEHUS HOCHTeIeH, co/lepKalHX MEPCOHAIILHBIE
AaHHBIE
2.1.  YHUYTOXEHHE HOCHUTEICH, COMEPIKAIMX TICPCOHAIBHEIE JaHHEIE CyOBEKTOB
IIEPCOHANBHBIX JAHHEIX, JODKHO COOTBETCTBOBATD CIICIYIOTINM IIPaBHIIaM:
e OBITHE  KOHQOUACHIMANBHEIM,  HCKJIIOYas  BO3MOXHOCTH  ITOCTIEMYIOIICTO
BOCCTaHOBIICHUS;



o OQOPMIIATECS IOPHIMYCCKH, B TACTHOCTH, AKTOM O BEIJEICHAM TOKYMCHTOR,
cojlep KaIMX MepCOHATBHEIE TAHHEIE CyObeKTOB IEPCOHATBHEIX JAHHEIX, K YHHITOXESHUIO
¥ aKToM 00 YHMYTOXKCHWH HOCHTENeH, CORepKaIlX MepCOHAILHEIE JaHHBIE CyOHEeKTOB
HEPCOHATBHEIX TaHHEIX;

e J(OJDKHO IIPOBOIUTHCH KOMHUCCHEH 110 YHUYTOKECHHIO IEPCOHATBHEIX TAHHBIX;

e YHWYTOXEHWE JODKHO KacaThCs TOJIBKO TeX HOCHTENCH, COIEpIKallux
[EPCOHANBHEIE JIaHHEIC CYyOBEKTOB IIEPCOHANBHBEIX [JaHHBIX, KOTOPHIC TIO/UIeKAT
VHIHTOKEHHIO B CBS3W C WCTCYCHEIEM CPOKA XPaHEHWUdA, TOCTIIKEHHEM LENH 00paboTKy
YKA3aHHBEIX IIEPCOHATBHEIX JTaHHBIX JTH00 yTpaToii HEOOXOAMMOCTH B HX JOCTIDKECHUH, HE
JoIycKad CIyyalfHoro Wiy IpeIHaMepeHHOT0 YHUYTOKEHNA aKTyalbHEIX HOCHTENEH.

3. Iopsanok yHAYTOKEHHS] HOCHTeNeH, cofepKRalluX IePCOHAILHbIE
AAaHHbIE

3.1. TlepconanbHBEE JaHHBIE CyOBEKTOB IIEPCOHANBHEIX MAHHBIX XPAHITCS HE
JIOBINE, YeM JTOro TpeOyroT nenn ux o0paboTky, W MHOMNIEKAT YHHYTOKEHHIO II0
WCTEdCHUY CpOKa XpaHeHws, NOCTIDKEHWH Ieleldl oOpaboTKM Wix B ClOydae YTPaThl
He0OXOIMMOCTH B HX HOCTIDKEHIH,

3.2. Hocurenn, cofeprkalnye I1epCOHATBHEIC JaHHEE CyOBEKTOB IEPCOHAIBHEIX
NaHHEIX, YHHYTOXXAIOTCS B CIENMAIbHO OTBEICHHOM I STHX Iejied MNOMeIleHHUH
KOMHCCHENM II0 VYHHYTOXEHHIO IICPCOHAIBHBIX MNAHHBIX, YTBEPXKICHHOH IIPHKa30M
mupexropa Opraumsanuu (Hanee — Kommccns).

3.3. Hocurenu, comepKaniue IMePCOHaNbHBIE JaHHBIE CYOBEKTOB IEPCOHAIBHEIX
JaHHBIX, YHHAYTOXAroTcs Komwmccuell B Cpok, He npeBplmaiomuy 30 IHEH ¢ OaThl
JOCTIDKEHIS T{efIel 06paboTKy IePCOHaTBHBIX JAHHEIX JIA0O0 YTPaTh HEOOXOAUMOCTH B UX
JOCTIDKEHNH, & TAKKe B CIIydae, €CIM UCTEK CPOK MX XpPaHEHH.

3.4, Komwuccus mpou3Boaut oT0op OyMaKHEIX HOCHTETICH IEPCOHANBHBIX HaHHEIX,
HOJIEKAIINX YHAYTOKEHIIO, C YKa3aHueM OCHOBAHMH I YHIITOXCHHU,

3.5. Ha Bce oTOOpaHHBIE K YHHYTOXCHHIO IOKYMEHTHI COCTABILICTCS aKT O
BBIJIC/ICHUN JOKYMEHTOB, COJIEPIKAIMX ICPCOHANBHEIC aHHbIEe CYOBEKTOB IIEPCOHAIBHEIX
IAHHEIX, K YHAYTOXKECHIO.

3.6. B axrtax o BbIIEACHWH JOKYMEHTOB, COLEPKAIIUX IIEPCOHANLHEIC TAHHEIS
CyOBEKTOB NEPCOHAIBHBIX JAHHbIX, K YHIYTOKCHHIO H aKTax 00 YHUITOXECHIH HOCHTeNeH,
COJIEPIKAIINX TIePCOHAIEHEIE JAHHBIC CYOBEKTOB IIEPCOHATBHBIX NaHHEIX, HCTIPABICHHI HE
JTOTTYy CKAOTCA.

3.7. Kommccus TpoBepsSeT HAIMYME BCEX HOKYMCHTOB, BKIIOUYCHHBIX B aKT O
BELIGJICHAN HOCHTENEH, COMEPIKAIMX IEPCOHANBHEIE JaHHBEIE CyOBEKTOB IEPCOHAIBHBIX
JIAHHBIX, K YHUYITOKEHHUIO.

3.8. Ilo OKOHYAHMHM CBEpPKH aKT O BBIJIEICHHX JOKYMEHTOB, COJEpXKaIlnX
NEPCOHANBHEIC JaHHBIE CyOBEKTOB I[CPCOHANBHBIX = JAHHBIX, K  YHHYTOXCHUIO
[IOIIHACEIBASTCS BCEMY WieHaMy KOMUCCHE ¥ yTBEPIKIAeTCs JUPEKTOpoM OpraHusaiiu.

3.9. Hocurenu, comepialye IIepCOHANBHEIE HaHHBIE CyOBEeKTOB IICPCOHAIBHEIX
[aHHBIX, OTOOPAHHEIE JUIA YHMYTOXCHHS U BKIIOUCHHEIC B aKT, IIOCTE IPOBCPKH KX
Komuccreit mepeaaloTcs OTBETCTBEHHOMY 38 YHIHYTOKEHHS JIOKYMEHTOB CIIEIMANIACTY TI0
KaJpaM.

3.10. YHHYTOKCHHE HOCHTENIEH, COlep KAlyX IepCOHaNbHEIE JAaHHEIC CyOBEKTOB
IIepCOHATEHEIX NaHHBIX, IPOM3BOMUTCA TOCHTE YTBEPAICHHS aKTa B IPHCYTCTBHU BCEX
qreHOB KOMHCCHH, KOTOPEIe HECYT IIEPCOHAIBHYIO OTBETCTBEHHOCTD 3@ HPABHIBHOCTE M
IOTHOTY YHUYTOKEHHA [IEPEIHCIIEHHEIX B aKTC HOCUTEICH.
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3.11. VawWuroXeHWe  TEpPCOHAIBHBIX  JAHHBEIX, €CIH  3TO  JOIMYyCKAeTCs
MATEPUATLHEIM ~ HOCHUTENEM, MOXKET IPOM3BOJUTRCA — CMOCOOOM, MCKIFOYAIOINM
JanpHeHyro 00paboTKy 3THX NEPCOHANBHBIX MaHHBIX C COXPAaHSHHEM BO3MOXKHOCTH
06paGOTKA MHBIX HaHHEX, 3a(UKCHPOBAHHBIX HAa MATEPHAJIBHOM HOCHTeNe (YAAICHHE,
BEIMAPBIBAHHC).

3.12. YuumdTOXKEGHME  HOCHTENEH,  CONepKAalluX  IHCPCOHANBHEIC  TAHHEIE,
OCYIIECTRIIETCS B CIAENYIOMIEM IIOPSIIKE:

* VHWYTONKCHHE TIEPCOHATBHEIX JaHHEIX, COMEPKAINMXCH Ha OYMaXKHBIX HOCUTEIIIX,
OCYIIECTBISETCS MyTeM W3MENpUeHs Ha MENKHE YAaCTH, MCKIIOYAiOIIre BO3MOXHOCTH
HOCIENYIOIEr0 BOCCTAHOBICHUS HHQOpMAryy. M3MelpuyeHWe OCYIECTBIIETCS C
MCIIONBE30BaHMeM Inpeaepa (YHHYTOXHATE TOKYMEHTOB), THOO MOKYMEHTHL IIEPEHarOTCs
Ha 1epepaboTKy (YTHIM3ALHNIO) OPTaHU3aIIM, COOHPAIONIIM BTOPCHIPhE (IIyHKTH IpHeMa
MAaKyJIaTypbl);

e VHHYTOXEHHE IICPCOHANBHBIX NAHHBIX, COJAEPIKAINMXCA HA MAITMHOYUTACMEIX
HOCHTENIX, OCYIIECTBJIAETCS IIyTeM HAHECEHHS UM HEYCTPAHEMOIO (QH3UYECKOro
TOBPEXKACHHS, HCKIIOUAIOMIET0  BO3MOXKHOCT  MX  HCIOJB30BAHIS, &  TakKe
BOCCTAHOBJICHHS IAHHLIX. BHIIEYKa3aHHOE JOCTUIAeTCA IyTeM JAe(OpMHPOBaHNS,
HAPYIICHUS eUHOU IEITOCTHOCTH HOCHTEILT,

e [IO[UIEKAIIKE YHWITOXKCHHIO (hallibl ¢ IepCOHANBHBIMI JAHHBEIME CyOBEKTOB
HEPCOHAIBHBIX AHHBIX, PACIIONOKEHHBIE HA JKECTKOM JIMCKE, YAAISIOTCA CPeNCTBaMu
OIEPALOHHON CHCTEMEI KOMITBIOTEPA C ITOCTIENYIOIMM «OYMIICHUEM KOP3UHED;

¢ B CiIydae JOMyCTHMOCTH TOBTOPHOIO Mcomb3oBaHus Hocurens CD-RW, DVD-
RW npuMeHseTcs porpaMMEoe yaaleHne («3aTHPaHUEN) CONEPKUMOro AUCKA ITyTEM €T0
dhopMaTHPOBAHUA ¢ TIOCHETYIONMEH 3aNMChI0 HOBOU HH(OPMAIINK Ha [AHHEIM HOCHTENb.

4. IMopsagok caayu MaKyJIaTypPEI
4.1. JIOKyMEHTHI [0 MCTEYCHNH CPOKa XPaHEHNT, JOCTHXEHHH Leel 06paboTKu
WA B CIIyYae YITPaTH HEOOXOMUMOCTH B HX JOCTIKEHUH IOJUIEKAT YHHITOXKCHUIO ITyTeM
cIlawy OPTaHU3aIAM, COBGUPAIOIMM BTOPCEIPhE (ITYHKTHI IPHeMa MaKyJIaTyP5L).
4.2. Brlaenensbie JOKYMEHTH IO aKTy O BBIACTICHHH JOKYMEHTOB, COICPIKATIIX

IICPCOHAILHLBIC NaHHBIC CYG'BGKTOB epCOHAJIBHEIX TAHHBIX, K YHUYTOXXCHUIO IICPCAAr0TCA

K YHAYTOXXEHIIO B YIIAKOBAHHOM BHJIE.

43. JIoKyMEHTHI, TTO/UIEKAIMe BEIBO3Y, He JOIDKHEI COAEpKaTh OyMary U KapToH,
He TIPUTOZHBIE I IepepaboTki; GyMary M KapToH, IOKPEITHIE HONMSTHICHOM ¥ PYTUMH
TIOTHMEPHEIMY TIIEHKAMH; MaTePHAal, BEIICISIONMY S/IOBUTEIC ¥ TOKCHIHEIE BEIIECTBA.

4.4, JIOKyMEHTBI, HOIE)KAIME BEIBO3Y, HE TOJDKHBI COJIEPKATE!

e  TpSAILE, BEPEBKY, MINAraT M3 JIyOAHBIX BOJIOKOH M IOJIMEPOB;

e METAUIHYECKHUE U JEPEBIHHEIC W3IENNA, KyCOUKM CTEKIIa B KCPAMUKH, KAMEHB,
YTOITb, CITFOLY, Ueluto(Gal, HeliTyIon], IONHMEPHBIE MaTEPUAIIE! B BIIE U3ETHIl (TeHOK,
IpaHyIT), IEHOIUIACT, HCKYCCTBEHHYIO ¥ HATYyPanbHYIO KOXY, KISEHKY, Outym, napadus,
OCTaTKM XUMUYECKHX ¥ MUHEPAJILHBIX BEIECTB M KPACOK;

e BI&KHOCTL KOKYMEHTOB, HOIJIEXKAINAS BBIBO3Y, NOIDKHA OBITH HE fonee 10
MPOIEHTOB.

45, Cpaga odopmisiercs IPUEMO-CAATOYHEIMYM HAKIATHBIMY, JAHHBIC KOTOPBIX
(maTa cmauM, HOMEp HAKIAIHOM, BEC CHAHHOM MaKyNaTypsl) YKashIBAIOTCA B aKTE O
BEIACICHUY JIOKYMEHTOB, CONCPIKAINIX ICPCOHAIBHEIC TaHHBIC CyOBEKTOB IIEPCOHAIBHBIX
JIAHHBIX, K YHUYTOXEHUIO.



4.6. Ilorpyska ¥ BBIBO3 MOKyMEHTOB OCYIIECTBIIAIOTCS IO KOHTPOJEM JIHIIA,
OTBETCTBEHHOTO 32  OOECIEUYCHHE  COXPAaHHOCTH  JOKYMEHTOB  CTPYKTYPHOIO
I0/IPa3/ICICHUA.

4.7.  OrobpasmEble K yHHYTOKEHMIO JIOKYMEHTEL Iiepe]] caadeil Ha mepepalboTKy B
KauyeCTBE MAaKyJaTyphl NOKHEI B 00A3aTEIBHOM IOPSIKE H3MENBYATHCSA JIO CTEIEHH,
HCKJIIOYAIOIIEH BO3MOKHOCTE IIPOUTEHHS TEKCTA.

5. Hopsanox ohopmiieHES TOKYMEHTOB 00 YHHUTOKEHUH IIEPCOHAILHBIX
- JAaHHBIX

51. OO0 yHHYTOXECHHUH HOCHTENIECH, COHEpXAIMMX ICPCOHAIBHBIE AHHEIE,
Komuccus cocTaBIseT ¥ NOMIMCHIBACT aKT 00 YHHUTOXCHHE HOCHUTENEH, CONEpIKAIIIX
[IEPCOHATBHEIE JAHHKIE Cy6’beKTOB TICPCOHAJIBHEIX JIAaHHEIX, KOTOPHIM YTBEp)KIAeTCs
nupexropoM Opraausaiun.

52, Axr o6 YHHYTOXKCHHH HOCHTENICH, COICpKAaIlAX [ePCOHANBHEIC MaHHEIE
CyOBEKTOB IIEPCOHANBHEIX JAHHEIX, COCTABILIETCS IO YCTAHOBICHHOMN (opMe.

B axre ykassiBarotes:

JaTa, MECTO ¥ BPEeMs YHHUYTOKCHI;

IOOIMKHOCTH, (haMUITHH, HHANHMANE wieHoB KoMuccu,

BHI ¥ KOJTMYECTBO YHHUYTOXKAEMBIX HOCUTEIIECH, COIEPKalIUX ICPCOHAIBHEIE I_taHHLIe

CyOBEKTOB IIePCOHAIBHBIX AAHHEIX;

OCHOBAHUE JULI YHUYTOKECHUS;

Crioco0 YHUYTOKECHU.

5.3. @axT YHHYTOXKEHUA HOCHTENECH, COICpXKAIMUX IICPCOHAIBHBIE IaHHEIE
CyOBEKTOB IIEPCOHANBHBIX JAaHHBIX, (QUKCHpyeTcs B XKypHAlle ydueTa ITOKYMEHTOB,
IEpEeNaHHBIX  Ha  yHWdToKeHHe. JlaHHEBIM  JOKyMEHT  SBISETCA  TOKYMEHTOM
KOH(QUACHITHAIBHOIO XapaKTepa ¥ BMECTe ¢ aKTaMF XPaHUTCS ¥ CIEIHaIUCTa 10 KaJIpaM B
TEYCHHE ONHOro roja. Ilo McTedeHUM Cpoka XpaHEHMS aKT O BEIACJICHHH J[OKYMEHTOB,
COASPKALMX [IEPCOHATBHEIC JAHHEIE CyOBEeKTOB TIePCOHAIBHBIX JAHHBIX, K YHUATOKESHHUIO
M akT 00 YHHUTOXEHWM HOCUTENEH, copep Kalux IICPCOHANBHBIC JaHHBIE CYOBEKTOB
[IEPCOHAIBHEIX JaHHBIX, IepetarTces B apxus AHO «Moii 6usHec» Ha XpaHEHUE.

6. OTBeTCTBEeHHOCTH PYKOBOAUTE/EH CTPYKTYPHBIX HOAPAa3eIeHIi
6.1. OTBETCTBEHHEIM JHIIOM 3a OpPraHW3aIMi0 XPaHCHUS JOKYMEHTOB
SIBJIIETCS PYKOBOJUTEIN ¥ CHETIHAIIHCT IO KaJpaM.
6.2. PyxoBojmuTess CTPYKTYPHOTO IIONPA3ACICHUS MOXKET OBITh IIPHBIICYECH K
a[MUHHACTPATHBHOM OTBETCTBEHHOCTH 3a HAapylleHue TpeboBaHMHA I10 opraﬁusaunn
XPaHEHHUS TOKYMEHTOB, COIepKaNuX MEPCOHAILHEIC JAHHEIC,



