MHCTPYKLUWNA
no o6paboTKe NepcoHasibHbIX faHHbIX
6e3 ncnonb3oBaHUA CpeACcTB aBTOMaTmU3aLnm
MKOY «Jlnueii No2»

1 O6Lme NoNoXKEHUS

HacTtoawas WHCTpyKuus pas3paboTaHa B COOTBETCTBMM C «[1onoXeHnem 06 0COGEHHOCTAX
06paboTKM NepcoHasIbHbIX AaHHbIX, OCYLLECTBSEMON 6e3 UCMOMb30BaHUA CPEeLCTB aBTOMAaTU3aLMMN»,
YTBEPXKAEHHbIM nocTaHoBeHWem [Mpasutensctea P® ot 15.09.2008 Ne 687 n onpegensert npasuna
paboTbl C NepCoOHaNbHbIMU AaHHbIMU U UX MaTepuanbHbIMU HOCUTeNAMU 6e3 UCNONb30BaHUA CPeLCTB
aBTOMaTU3aLUN. ”

O6paboTka MepCOHaNbHbIX [AaHHbIX (ganee - T1[H) cuMTaeTcs OCYLLECTBNEHHON 6e3
MCNONb30BaHUA CPEACTB aBTOMaTM3aLMmn (HeaBTOMaTU3MPOBaHHOI), ecim Takue geiicTeusa ¢ MAH, Kak
NCMo/Mb30BaHWe, YTOYHEHWE, PacnpocTpaHeHue, YHW4YToXeHue [[AH B OTHOLIEHMM KaXAoro wus3
CyObEKTOB NepCOHaIbHbIX JaHHbIX, OCYLLECTBAATCA NPU HEMOCPEACTBEHHOM Y4YacTUW YesoBeka, npu
aTom MAH MOryT 6bITb, KaK WU3B/IEYEHHbIMU U3 UHPOPMALMOHHOW CUCTEMbI NEPCOHASIbHBIX AaHHbIX
(panee - NCIMNAH) Tak n He cBA3aHHbIMKU ¢ VICTTOH.

MaTepuanbHblil HOCUTENb, cogepxawwuin MOH - MaTepuanbHbll HOCUTENb (4ena, KHWUMM K
XypHanbl Yy4yeTa, [OroBOpbl, WHblE CbeMHble HOCUTENU WHGopMauun, cogepxawme TOH) c
3a(hMKCMPOBaHHON Ha HeM B Ni0601 hopMe UHopMaLmel, cogepxkatein MAH cy6bekToB MAH B BUAe
TeKCTa, hoTorpadgumn n (Mm) nx coveTaHus.

C yuyeTom 60nbLIOr0 06beMa LOKYMEHTOB, COepXaliuxX MepcoHa/lbHble AaHHble, U CTPOro
pernameHTUPOBaHHOr0 NOPALKa UX XpaHeHUA NOMeTKa KOH(PUAEHUNATBHOCTU Ha HUX HE CTaBUTCA.

2. Tlopagok 06paboTKM NepcoHabHbIX AaHHbIX

2.1. MAOH gomKHblI 060C06MATLCA OT MHON MH(OPMaLUM NyTeM (MKcauMM MX Ha OTAE/bHbIX
maTepuanbHbIX HOCUTENAX, B CNeunaibHbIX pasfenax uiv Ha nonsx gopm (61aHKOB).

2.2. Mpn dukcaumn MNAOH Ha MaTepuaibHbIX HOCUTENAX He A0MyCcKaeTca (uKcaumMm Ha O4HOM
maTepuansHOM HocuTene MAH, uenn o6paboTKM KOTOPbIX 3aBeJlOMO He COBMeCTUMbI. s 06paboTKu
pasninyHbIX Kateropwin MAH Heo6X0AMMO WUCMO/Mb30BaThb OTAE/bHbIA MaTepuasibHbI HOCUTENb NS
KaXKAol 13 KaTeropui.

2.3. Tpn ncnonb3oBaHMM TUMOBbLIX (DOPM LOKYMEHTOB, XapakTep WHMOpMauuuM B KOTOPbIX
npegnonaraet Uy AonyckaeT BKAOYeHWe B HUX MAH (fanee - Tunosas opma), 40/HKHbI CO6/104aThCA
cnegytoLive ycnoBus:

a) TMNoBas Popma 1aKn CBA3aHHbIe C HE JOKYMEHTbI (MHCTPYKLMA NO ee 3aN0/IHEHNIO, KapTOUKM,
PEeCTpbl 1 XYpHabl) LOMKHbLI COAepXaTb CBeAeHMs O Lenn o6paboTku MAH, ocyuiecTBnsemMon 6e3
MCNONb30BaHMS CPeLCTB aBTOMaTM3auun, HaumeHoBaHue U agpec MKOY «Jluueli Ne2» (panee
OpraHu3aums), haMmunnio, nMs, 0TYECTBO U aapec cyobekTa MAH, UCTOYHMK nony4veHus MAH, cpoku
06paboTku MAH, nepeyeHsb geicTeuii ¢ MAOH, KOTOpble 6yAyT COBEpLIATLCA B NpOLLECCe X 06paboTKw,
o6LLee onucaHne NCMosb3yeMblX Crnoco6oB 06paboTku MAH;

6) TnoBasa opmMa AOMKHA NpeayCcMaTpuBaTth nose, B KOTOPOM Cy6beKT MAH MOXET NoCTaBuThb
OTMETKY O CBOeM cornacum Ha o6pabotky [M[AH, ocylwiecTBnseMyto 6e3 WCNosb30BaHUS CPeAcTB
aBTOMaTU3aLuu, - MPU HE0BXOLMMOCTM MOMYYEHUA NMUCbMEHHOr0 cornacus Ha 06paboTky MAH,

B) TMNOBas (hopma LO/KHa ObITb COCTaB/IEHA TAKMM 06pa3oM, YTOObI KaXKAbIA U3 cy6bekToB MAH,
cofepxXalymxcs B JOKyMeHTe, UMesl BO3MOXHOCTb 03HAKOMUTLCA €O cBouMU MH, cogepxalymmucs B



[LOKYMEHTe, He HapyLuas npas ¥ 3aKOHHbIX MHTEPECOB MHbIX Cy6bekToB MAH;

r) TMNoBas (hopMma [0/IKHA UCKYaTb 00bejuHeHNe Nonel, NpegHa3HauYeHHbIX A1 BHECEHUs
MAH, uenv 06paboTKM KOTOPbIX 3aBEJOMO HE COBMECTUMBbI.

2.4. pun HeCOBMECTUMOCTM Leneli 06paboTku MAH, 3apUKCMPOBaHHbIX Ha 0AHOM MaTeprasibHOM
HOCUTeNe, eCNN MaTepuasbHbIA HOCUTENb He MO3BOJISET OCYLLECTBNATL 06paboTKy MAH OTAENbHO OT
APYTrux 3aiMKCMPOBaHHbIX Ha TOM Xe HocuTene MAOH, 4O/MKHBI 6bITb MPUHATLI MEPbI M0 06ecneyveHnto
pasgenbHONn 06paboTKU NePCOHaNbHbIX faHHbIX, B YACTHOCTW:

a) Npy He06X0AMMOCTU NCMNONb30BaHWA N pacnpocTpaHeHWs onpegeneHHbiX MNAH oTAeNbHO oT
HaxoA4sALLMXCA Ha TOM XXe MaTepuanbHOM HocuTene apyrux MAH ocyuwiecTBaseTcs KonuposaHue MAH,
nofnexawyux pacrnpocTpaHeHUI0 UM UCMNOMb30BaHWIO, CMOCO60M, WCKIHYaloWUM O4HOBPEMEHHOE
KonuposaHue T[1H, He MOANEXalMX PacnpoCTPaHEHUIO W UCMOMb30BaHUIO, W WCMOMb3yeTCs
(pacnipocTpaHseTca) Konua nepcoHanbHbIX AaHHbIX;

6) Npy Heo6XOLMMOCTU YHUYTOXEHUA UNU GNOKMPOBaHUA 4YacTu TOH YHUUTOXAeTCA Wau
ONOKMpyeTCA MaTepuasbHblil  HOCUTENlb C NPeABapuTe/lbHbIM — KOMUPOBAHUEM  CBELEHW, He
noanexawmnx YHUYTOXEHUO WU 610KMPOBaHUIO, CMOCO6OM, WCKYaoWmM OAHOBPEMEHHOE
KonupoBaHue MAH, nognexawmnx YHUUTOXKEHUIO UK B/10KMPOBAHUIO.

2.5. YHNUTOXeHMe unm obesnmnyvBaHme 4actu T[H, ecnM 370 [OMYyCKaeTCAd MaTepuasibHbIM
HOCMTENIeM, MOXET MPON3BOAMTLCA CMOCOOOM, UCKNHOYAKOLWUM AasibHelLWY 06paboTKy aTux MAH ¢
COXpaHeHVeM BO3MOXHOCTM 06paboTKM UHbIX AaHHbIX, 3aPMKCMPOBaHHbIX Ha MaTepranbHOM HocUTene
(yoaneHwve, BbiIMapbiBaHue).

2.6. YTOouHeHne TOH npu ocywectsneHun ux o06paboTKM 6e3 KCNoMb30BaHUA CPeacTB
aBTOMaTu3auun Mpou3BOAUTCA MNYTEM OOHOBNEHUA WM U3MEHEHUS [AaHHbIX Ha MaTepuasibHOM
HOCUTeNe, a ecin 3TO He AOMYCKaeTCcA TEXHUYECKUMU OCOOEHHOCTAMU MaTepuasbHOr0 HOCUTENS,
nyTeM (hMKcaLMmM Ha TOM XKe MaTepuasibHOM HOCUTeNe CBeeHN 0 BHOCUMbIX B HUX U3MEHEHUAX MO0
nyTeM M3roTOB/IEHUS HOBOr0 MaTepuasibHOro HOCUTENA C YTOYHEHHbIMU T10H.

3. OcobeHHOCTK 0becriedeHMs 6e30MacHOCTU NMEPCOHaANIbHbIX aHHbIX MPKU X 06paboTKe,
OCYLLLeCTB/IAeMOi 6e3 MCMO/Ib30BaHUSA CPeACTB aBToOMaTM3aLnm

3.1. O6paboTka MAH, ocyllecTBnsemas 6e3 MCNONb30BAHUSA CPEACTB aBTOMATU3aLUU, LO/HKHA
OCYLLECTBMIATLCA TakKUM 06pa3oM, 4TOObl B OTHOLIEHUWM Kaxaou kateropum [MOH MOXHO 6bl10
onpeAennTb MecTa XpaHeHWs MNepcoHasbHbIX AaHHbIX (MaTepuasibHbIX HOCUTeNein) U yCTaHOBUTb
nepeyeHb UL, OCYLLECTBAAOWMX 06paboTKy MAH NM60 MMEKLWMX K HAM LOCTYn.

3.2. Heobxoanmo obecneumBaTh pasfe/slbHOe XpaHeHWe NepcoHabHbIX AaHHbIX (MaTepuanbHbIX
HocuTeneit), 06paboTKa KOTOPbIX OCYLLECTBASAETCA B PA3/IUYHbIX LENsX.

3.3. Tpn XpaHeHWM MaTepuaibHbIX  HOCWUTENEN  [AO/MKHbI  CO6MAATLCH  YCNOBUS,
obecrneynBaroLL e COXPAHHOCTb MepCOHaIbHbIX AaHHbLIX U UCK/OYaloLWwmMe HeCaHKLNOHMPOBaHHbIA K
HWUM LOCTYn.

3.4. PykoBofuTeNb noapasfeneHus, B KOTOpoM obpabatbiBatotcad [M[AH, npuHUMaeT BCe
HeOOXOAMMblE  OpraHM3auMOHHbIE U TEXHWYECKMe  Mepbl,  WCKKYalolwme  BO3MOXHOCTb
HeCcaHKLUMOHMPOBAHHOIO A0CTyna K MartepuanbHbiM HocuTenam TMOH vy, He AONYLEHHbIX K WX
06paboTke. MaTepuanbHble HocuTenn ¢ MAOH [O/MKHbI XPaHUTHCA B 3anMparOLIMXCA Ha K/ou
MOMELLEHMAX, MeTa/IIMYECKNX LLKathax, ceiax, MHbIX LWKadax, MMeKLnX 3annpaemble 610K-CEKLNN.

3.5. /luua, ocyulectenswowme 06paboTKy MepcoHanbHbIX AaHHbIX 6e3 UCMOb30BaHUA CPeACTB
aBTOMaTun3aLum, JOMKHbI 6bITb NPOMHK(OPMUPOBAHbI O (hakTe 06paboTKM UMY NEPCOHAbHBIX AaHHbIX,
KaTeropmax o6pabaTbiBaeMblX MePCOHaNIbHLIX [AaHHbIX, a Takxke 006 0COO6eHHOCTAX W npaBuiax
OCYLLECTB/IEHUNSA TaKOl 06paboTKM.

3.6. [OoMmKHOCTHBIM Nuuam, paboTatowmm ¢ MAH, 3anpeltaetca pasrnawarb UH(OOPMaLMIO,
COZEPXKaLLyto NepcoHanbHble faHHble, YCTHO AN MUCbMEHHO KOMY 6bl TO HU BbIO.
3.7. PyKoBOAMTENb NOAPA3LENEHNs, OCYLLECTBAAOLLEr0 06paboTKy MAH 6e3 MCNoNb30BaHNS

CpeAcTB aBTOMaTU3aLUN:

- onpefgensieT MecTa XpaHeHWs NepPCoHaNbHbIX AaHHbIX (MaTepuanbHbIX HOCUTENEN);

- OCYLUECTB/IAET KOHTPO/Ib HAIMUMS B MOAPA3Ae/IEHUN YCI0BUIA, 06eCrnevnBatoLLnX COXPaHHOCTb
MAH 1 MCKNHOYaOLMX HECAHKLMOHMPOBAHHbIA K HUM AOCTY;

- OpraHusyeT pasfenbHOe XpaHeHWe MaTepuanbHbIX HOCUTENEW MNepCoHaNbHbIX AaHHbIX
(aokymeHTOB, AmckoB, USB new-HakonuTenein, np.), o6paboTKa KOTOPbIX OCYLLECTBAAETCA B



Pa3INYHbIX Lensx.
4. TlopAfoK NpefocTaB/eHNA 4OCTYNa K NepcoHasibHbIM AaHHbIM, 06pabaTbiBaemMbIiM 63
MCNONb30BaHNA CPeACTB aBTOMaTU3aLNN

4.1. PaboTHuk OpraHu3aumm Hagensetca npasoM pgoctyna K TAH B COOTBETCTBMM C
3aHUMaeMoW JOIHKHOCTbIO, JO/MKHOCTHOW MHCTPYKLMER N/Mnn Ha OCHOBaHUW pa3peLueHuns JupekTopa.

4.2. BpeMeHHbIV 1nun pa3osblid JonycK K paboTe ¢ MAH B CBA3M CO CNyXebHON He0OX04MMOCTbI0
MOXeT ObITb MofyyeH paboTHWKOM OpraHu3aumMm no paspewleHunto [JupekTopa M OCYLLECTB/EH B
NPUCYTCTBUM PabOTHUKA, UMEIOLLLEr0 MOCTOSIHHBIVA AOCTYN K paboTe ¢ 370 KaTeropueli MAOH.

5. O653aHHOCTM paboTHUKaA, 4ONYLEHHOro K 06paboTke MAH

5.1. Mpun paboTe ¢ MaTepuanbHbIMWU HOCUTENsIMKM, cofepXawmmu MAH, paboTHMK 0653aH
NCK/TIOUNTb BO3MOXHOCTb 03HaKOM/IEeHWA, MPOCMOTpPa 3TUX LOKYMEHTOB NLaMy, He AOMYLLEHHbIMU K
paboTe ¢ HAMK (B TOM YuCne ApYyrMMU paboTHMKaMK CBOEro CTPYKTYPHOro nogpasgeneHns).

5.2. Mpun BbIHOCE MaTepuanbHbIX HOcuTenei, codepxawmx MAH, 3a npegenbl NOMeLLEHNSs, B
KOTOpoM nposoauTcs obpaboTka MAH, Mo cnyXebHO HeoOXOAMMOCTW, a TaK >XXe Mpu nepepade
MaTepuasibHbIX HOcuTene u/ Uanm ux KOomuin nuuaM, UMerLWmMM BPeMeHHbIW UK pa3oBblid JONYCK K
pabote ¢ MAH B CBA3M CO CNYXXEOHON HEOOXOAMMOCTHIO PabOTHWUK [LO/KEH chenatb OTMETKY B
YKypHane yyeTa maTepuanbHbIX HOCUTENE, B TOM YKUC/E pacnevyaTok TEKCTOB, rpamyeckoi 1 MHOM
nHpopmMauun, cogepxawmx MAH U NPUHATL BCE BO3MOXHbIE Mepbl, UCK/OYaKoLWme yTpaty (yTepto,
XMLLEHWNE) TaKUX MaTepuanbHbIX HOCUTESE.

53. Mpu yTtpate (yTepe, XuWlleHWW) [OKYMeHTOB, cogepxawmux [AH, paboTHWK 0653aH
HeMeA/IeHHO [O/I0XUTb 0 TAKOM (hakTe pyKOBOAWUTENIO NojpasfeneHns. PyKoBOAMTENb NOApa3aeneHns
[O/MKEH CO06LMTL 0 (hakTe yTpaThbl (yTepe, XMLeHUN) maTepuaibHbIX HocUTenel, cogepxxalumx MAaH,
[unpektopy OpraHusauumn, OTBETCTBEHHOMY 3a opraHu3ayuo 06paboTku MNAH B OpraHusayun.

Mo KaXkaoMy TakoMy (haKTy Ha3HayaeTCs Cny>KebHoe paccnefoBaHue.

5.4. PaboTHMKaM, AoNyLleHHbIM K 06paboTke MAH, 3anpeLyaeTcs:

—eoo06LWarb ceefieHus, asnswowmecs MAH, nuuam, He MMEOLW MM Npasa AoCTyna K 3Tum
CBefeHUAM;

-[enatb HeYYTeHHbIe KONUWN LJOKYMEHTOB, cogepxatymnx MAH;

-0CTaBNATb AOKYMEHTbI, cofepxauine MAH, Ha paboumnx ctonax 6e3 NpucmoTpa;

BbIHOCUTb ~ AOKYMeHTbl, cogepxawme TAOH, ©“3 NOMeLWeHNA 6e3  cnyXe6HOol
HeobX04MMOCTMK.
6. OTBETCTBEHHOCTb

6.1. OTBETCTBEHHOCTb 3a HEUCMOSIHEHWE WM  HeHadnexallee BbIMOMHEHNe TpeboBaHWi
HacTosLed VIHCTpYKUMK Bo3naraeTcs Ha paboTHUKOB U PYKOBOAMUTENE NoApa3LeneHNiA.

6.2. KOHTpo/lb 3a BbINOMTHEHMEM MNONOXEHWIA HacToAwen WHCTpyKuuu
BO3naraeTcs Ha  [upekTtopa OpraHunsauwnmn, OTBETCTBEHHOTO 3a
opraHusaumnio obpaboTtku TOH B OpraHusaumm.



