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1. O01HMe MoJI0KEeHu s

1.1. Hacrosmee IlonoxkeHue o MOpSAKE YHUUTOKEHHUS MEPCOHAIBHBIX JNaHHBIX B YacTHOM
o0pa3oBaTeNbHOM  YUPEXKIECHUU  BBICIIET0  oOpazoBaHusi  «ECCEHTYKCKMII ~ MHCTUTYT
yopaBieHus, OuzHeca W mpaBa» (mamee — IlonokeHue) ycTaHaBIMBAeT NMEPUOIUYHOCTh M
CHOCOOBI  YHHYTOXKEHHUS HOCUTENICH, COJACpKAIUX TMEPCOHAIBHBIC JaHHBIE CYOBEKTOB
MePCOHAJIbHBIX TAHHBIX.

1.2. Ienpto Hacrosmiero I[lomoxkeHust sBIsieTCs OOECIEUCHHE 3allMThl TPaB U CBOOOI
oOyyaromuxcss U pabOTHUKOB Npu 00pabOTKE WX TMEPCOHAIBHBIX JaHHBIX B YacTHOM
00pa3oBaTeIbHOM  YYPSKIACHUH  BbICHICTO  0oOpasoBaHus  «ECCEHTYKCKHMH  HHCTHTYT
yIpaBJieHus1, Ou3Heca u npasay (nanee — HOY BO ENVYBII).

1.3. OcHOBHBIE OHATHS, UCTIONIb3yeMble B [lonoxenuu:

e CyOBEKT MEPCOHAJBbHBIX JAaHHBIX — PAOOTHUK M (MJIM) MHOE JIMIO, K KOTOPOMY
OTHOCSTCSI COOTBETCTBYIOIIHE NEPCOHATBHBIEC JAaHHEIC,

e pabOTHUK — (PU3HUECKOE JIUL0, BCTYIUBILIEE B TPYIOBbIE OTHOIIEHUS ¢ OOILECTBOM;

e TIEpPCOHANBHBIC JaHHBIE — WH(pOpPMAIMs, COXpaHeHHas B J0OoM (dopmare,
OTHOCAILIAsICS K ONpPENeIeHHOMY WM ONpeAeIsieMOMY Ha OCHOBAHUU TaKoM
uHpopManuu GU3NIECKOMY JIAIY (CyOBEKTY epCOHANBHBIX JaHHBIX ), KOTOpas cama
no cebe WiIM B cCOYETaHUM C Jpyroil umHdopmanueil, nmeromeiics B OOmecTse,
MO3BOJISIET UACHTU(PHUIMPOBATH TUIHOCTh CYObEKTa MEPCOHAIBHBIX TAHHBIX;

e 00pa0oTKa NEPCOHAIbHBIX JAHHBIX — JAEHUCTBHUs (ONEpaluu) C IEepCOHANbHBIMU
JAHHBIMH, BKIIOYas cOOp, CHCTEMAaTH3aIMIo, HAKOIUIEHHE, XpaHCHHEe, YTOYHEHHE
(oOHOBIEHHE, HM3MEHEHHUE), HCIOJIb30BaHHUE, PACHPOCTpaHEHHE (B TOM YHUCIE
nepeaaydy), 00e3TuYruBaHme, OJIOKMPOBAHNUE, YHUUTOXEHUE TIEPCOHATBHBIX JTAHHBIX;

e YHMYTOXEHHE MEPCOHAJbHBIX JaHHbIX — JEHCTBHs, B pe3yiabTare KOTOPbIX
HEBO3MOXXKHO  BOCCTaHOBUTH  COJEp)KAaHHE  MEPCOHAIBHBIX  JaHHBIX B
UH(POPMALIMOHHOM CHCTEME MEPCOHAIBHBIX JAHHBIX WIM B PE3YJIbTaTe KOTOPBIX
YHAYTOXKAIOTCS MaTepHaIbHbIE HOCUTEIH MIEPCOHATBHBIX JaHHBIX;

e HOCHUTENIM IMEPCOHATBHBIX JIAHHBIX — KaK 3JEKTPOHHBIE (AMCKETHI, KOMIAKT-IUCKH,
JEHTHI, (UIiell- HAKOMMUTEIN U Jp.), TaK U HEIIEKTPOHHbIE (OyMa)kKHbIE) HOCHUTEIH
HEPCOHAIBHBIX JIaHHBIX.

1.4. Hacrosimee Ilonoxxenue paspadorano Ha ocHoBe DexepanpHOro 3akona ot 27.07.2006
Ne 149-®03 «O6 wHpOp™Mau, HHPOPMAIMOHHBIX TEXHOJOTHUAX W O 3alIuTe WH(pOpMAIHI»,
@enepanbHoro 3akoHa oT 27.07.2006 Ne 152-®3 «O nepcoHaJbHBIX JIAaHHBIX» M JIPYTUX
HOPMAaTUBHBIX IIPABOBBIX aKTOB.

2. IIpaBnJia yHHUYTOKEHHSI HOCHTEJIeH, CO/lep KallMX MePCOHAIbHbIE JaHHbIe

2.1. YHHUTOXKEHNE HOCI/ITCJ'ICI‘/’I, COACpIKAIIUX NEpCOHAJILHBIC JaHHBIC Cy@bCKTOB
MNEPCOHANIBHBIX JAHHBIX, JOJIPKHO COOTBETCTBOBATH CICAYIOIIUM IIpaBUJIaM:

e OBITH KOH(pHICHITHATbHBIM, HCKJIIOYas BO3MOXHOCTb MOCJIEAYIOIIETO
BOCCTaHOBJICHHS;

e 0pOpMIIATHCS IOPUIAUYECKH, B YACTHOCTH, aKTOM O BBIICICHUU JOKYMEHTOB,
Coz[epxcamnx HepCOHaJII:HI:Ie JAHHBIC Cy6’beKTOB HepCOHaHLHBIX JaHHBIX, K
YHUYTOXXEHUIO U aKTOM 00 YHHUYTOXXEHUU HOCHUTENCH, COMEpIKAIUX MEePCOHAIBHBIC
JAHHBIC Cy6’[>eKTOB HCpCOHaJIBHBIX JaHHBIX,

e JIOJKHO MPOBOAUTHCS KOMUCCHUEH TT0 YHUUYTOXKECHHIO TIEPCOHAIILHBIX JIAHHBIX;



e YHHMUYTOXXEHHUE JOJIKHO KAacCaThCs TOJIBKO TE€X HOCUTENEH, COAEPKALIMUX TEPCOHATIbHbIE
JIAaHHBIE CYOBEKTOB TMEPCOHAIBHBIX JAHHBIX, KOTOPBIC MOMJIEKAT YHHYTOKEHHUIO B
CBSI3M C UCTCUCHUEM CpPOKa XPaHEHWsI, JOCTHKCHHEM IeIH 0O0paOOTKH yKa3aHHBIX
MEPCOHANIBHBIX JaHHBIX JIMOO yTpaTO HEOOXOAMMOCTH B HMX JIOCTH)KCHUHU, HE
JOTycKasi  CIy4alHOro WJIM NPEIHAMEPEHHOIO YHUYTOXXEHHSI  aKTYyalbHBIX
HOCHUTEICH.

3. HOpﬂ)IOK YHAYTOKCHUSA HOCHTeﬂeﬁ, coaecpkalmmx NEPCoOHAJbHbLIC JAHHBIC

3.1. IlepcoHanpHble aHHBIE CYOBEKTOB NEPCOHAIBHBIX JAHHBIX XPAHATCA HE JOJIBLIE, YeM
3TOro TpeOyIT Leau HMX OOpadOTKH, M IOAJEKAT YHUUTOKEHHMIO 110 HCTEYEHUU CpOKa
XpaHEeHHUs, JOCTHKEHUHU IeJieil o0paboTKM WM B CiIy4ae yTpaThl HEOOXOAMMOCTH B HX
JOCTHIKCHHH.

3.2. Hocutenu, cojepikaliye INEpCOHAIbHBIC JaHHBIE CYOBEKTOB MEPCOHAJBHBIX JIaHHBIX,
YHHUYTOKAKOTCA B CHCHUAIBHO OTBCACHHOM [JISI 3THUX uenei/i IIOMCIICHU N KOMHCCHEHN IIO
YHUYTOXKCHUIO  TEPCOHAJBHBIX  JIAHHBIX,  YTBEP)KICHHOH  NPUKA30M  JHPEKTOpa
Ob6mectBa (nanee — Komuccus).

3.3. Hocurenu, copepxaiiue MNepCOHANbHBIE TaHHBIE CYOBEKTOB MEPCOHANbHBIX TaHHBIX,
yHuuTtoxkaTcs Komuccuedr B cpok, He mnpesbimaronuii 30 gHeld C JaThl JOCTHXKCHHS
1eneit 00paboTKHU MEPCOHANBHBIX JaHHBIX JHOO yTpaThl HEOOXOIUMOCTH B X JAOCTH)KCHUHU, &
TAKXeE B CIIy4ae, €CJIU UCTEK CPOK UX XPAHECHUS.

3.4. Kommccusi mpous3BOAMT OTOOpP OyMaXKHBIX HOCHTENECH NEPCOHAIBHBIX JaHHBIX,
MOJUIeXkKAIUX YHUYTOKEHUIO, C YKa3aHUEM OCHOBAHUHN JJIS1 YHUUTOXECHHUS.

3.5. Ha Bce OT06paHHBIC K  YHUYTOXCHUIO  HOOKYMCHTBI  COCTABJIACTCA akKT O
BBIJICJIICHUU JOKYMCHTOB, COACPKAIIUX IICPCOHAIBHBIC JaHHBIC Cy6’beKTOB NMEPCOHAIIBHBIX
HAaHHBIX, K YHUYTOKCHHUIO.

3.6. B aktax O BbIIEICHUM JOKYMEHTOB, COJEpXAlllUX IMEPCOHAJIbHBIE JAHHBIE CYOBEKTOB
NEPCOHATBHBIX IAHHBIX, K YHUUYTOXKEHUIO U aKTax 00 YHUUTOXXEHUM HOCUTEJEH, COepKaIInuX
MepCOHANIbHbIE IaHHbIE CYOBEKTOB NEPCOHATBHBIX JAaHHBIX, HCIIPABJICHUS HE I0IYyCKAIOTCS.

3.7. Komuccus mpoBepsieT HaJM4he BCEX JOKYMEHTOB, BKJIIOUEHHBIX B aKT O BBIJCJICHUU
HOCHUTEIIEH, COoJlepXKalluX IepCOHANbHbIE IaHHbIE CYOBEKTOB IEPCOHAIBHBIX JaHHBIX, K
YHUYTOKEHHUIO.

3.8. Ilo OKOHYaHMM CBEPKHM aKT O BBIJIEIECHUHM JTOKYMEHTOB, COJEP)KalIUX IMEPCOHAJIbHBIE
JaHHbIE CYOBEKTOB MEPCOHATBHBIX JAHHBIX, K YHUUTOKEHUIO MOAMKUCHIBAETCS BCEMHU WICHAMU
Komuccun u yrBepxaaercst Pextopom.

3.9. HOCI/ITCJ'II/I, coJcCpiKalue ICPCOHAJIBHLIC JaHHBIC CY6T>CKTOB INEPCOHAIBHBIX HTAaHHBIX,
OTO6paHHBIe I YHUYTOXCHUA W BKIIOYCHHBIC B aKT, IIOCJIC IIPOBEPKH HX Komuccueit
nepeaaroTCss OTBETCTBCHHOMY 3a YHUYTOXKCHHUC JOKYMCHTOB B ITIOMCHICHUC OTJC/IA KaJIPOB.

3.10. VYHUYTOXXEHHE HOCUTENICH, COJAEp)KaIlUX IMEPCOHAJIbHBbIE JAHHBIE CYOBEKTOB
NEePCOHATBHBIX JAHHBIX, IPOU3BOANUTCS MOCTE YTBEPXKACHUS aKTa B IPUCYTCTBUH BCEX WICHOB
Komuccnn, KOTOpble HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTH 3a MPAaBUJIBHOCTH U IOIHOTY
YHUYTOXKCHHUS TIEPEUHCICHHBIX B aKT€ HOCHTEIEH.



3.11. VYHMUYTOXXEHHE NEPCOHAIBHBIX JaHHBIX, €CIM 3TO JOIYCKAETCd MaTepHAIbHBIM
HOCHUTEJIEM, MOXKET MPOU3BOUTHCS CIIOCOOOM, HUCKITFOYAIOIIUM JabHEUITYI0 00paboTKy 3THX
NEPCOHATBHBIX JAaHHBIX C COXPaHEHHEM BO3MOXXHOCTH OOpabOOTKM WHBIX JaHHBIX,
3a(hKCHPOBAaHHBIX HA MAaTE€pUaAIbHOM HOCcUTEINE (yAaJIeHNE, BBIMApbIBAHUE).

3.12. YHuYTOXEHHE HOCUTENIEH, COJEp)KalUX IE€PCOHAJIbHbIE JaHHBIE, OCYIIECTBISETCS B
CIIEIYIOIIeM TOPSIIKE:

e YHUYTOXKCHHE IEPCOHAIBHBIX JTAaHHBIX, COACPIKAIIUXCS HAa OYMaKHBIX HOCHTEIAX,
OCYIIECTBIISICTCS  IyTEM H3MEIIbYCHUS Ha MEIKHE YacTH, HCKIIOYAOININe
BO3MOXXHOCTh  ITOCJICAYIOIIETO BOCCTAHOBJICHUs HWHpopManuu. V3MenbueHue
OCYIIIECTBIISIETCS. C HCIOJIb30BaHWEM Ipenaepa (YHHUTOXKHUTENSI JOKYMEHTOB),
YCTaHOBJICHHOT'O B TIOMEIICHHH OTJea KaapoB, JTHOO JOKYMEHTHI IEPEIaloTcs Ha
nepepadoTKy (YTHUIIM3ALMIO) OPTraHU3alusIM, COOMPAIONIMM BTOPCHIPhE (ITYHKTHI
npreMa MakyJaTypbl),

e VYHUYTOXCHHC TICPCOHAIBHBIX JAHHBIX, COJCPXKAIIMXCS HAa MANITMHOYUTAEMBIX
HOCHUTEIISIX, OCYHIECTBISICTCS IYTEM HAHECEHUS MM HEYCTPAHHMOTO (DU3MYECKOTO
MOBPEXKACHUS, HWCKIIOYAIOMIET0 BO3MOXHOCTh MX HCIOJIB30BaHUSA, a TaKke
BOCCTaHOBJICHHS JAaHHBIX. Bblllieyka3aHHOE AOCTHraercs myreM Je)OpMUPOBAHMUS,
HAPYIICHUS SAMHON IIEJIOCTHOCTH HOCUTEIIS,

e TMOJJICKAIIAE YHUYTOKCHUIO (ailjibl ¢ MEPCOHATBHBIMU JaHHBIMUA CYyOBEKTOB
MEPCOHAIBHBIX JAaHHBIX, PACIIOJIOKCHHBIE Ha JKECTKOM JIUCKE, YIAJISFOTCS
CpeACTBaMHU OIEPAIMOHHONW CHCTEMbI KOMITBIOTEPA C MOCIEAYIONIMM «OYUIIICHUEM
KOP3UHBIY;

e B Clly4ae JOMYCTHMOCTH MOBTOPHOro ucmoib3oBanus Hocurens CD-RW, DVD-RW
MPUMEHSIETCS MPOTPAMMHOE yJalIeHHE («3aTUPAHHUE») COACPKUMOTrO JIUCKA ITyTEM
ero (opmarupoBaHHsl C TOCIEAYIOIIEH 3aMUChI0 HOBOM MHGpOpMAIMU Ha JaHHBIN
HOCHUTEIIb.

4. ITopaaok c1auyu MaKkyJIaTypbl

4.1. JIoKyMeHTBI 1O HCTEYEHHH CPOKA XpaHEHUs, JOCTIKEHMM Iiejedl oOpaboTKu Wiu B
cllydae yTpaTbl HEOOXOJMMOCTH B HX JOCTHXKEHUH MMOAJEKAT YHUUYTOXKEHHUIO IyTEM CIaudu
OpraHu3alysIM, COOMPAIOIIMM BTOPCHIPbE (ITYHKTHI IpUeMa MaKyJIaTyphl).

4.2. BBI}IGJ'I@HHI)IG JOKYMCHTBI TII0 QaKTy O BBIACJICHHUH JOKYMCHTOB, COJACpXKAIIHUX
NEPCOHAILHBIC NAHHBIC CY6’LCKTOB MNEPCOHAJIbHBIX NAHHBIX, K YHUYTOXCHUIO ICPCHAOTCA K
YHHUYTOKCHHIO B YITAKOBAHHOM BHUC.

4.3. JloKyMeHTHI, TMOAJIeXKalllue BBIBO3Y, HE JOJDKHBI cojep)kaTh Oymary U KapTOH, He
NPUTOJHBIE U TepepaboTKi; Oymary W KapTOH, MOKPBITHIE MOJUAITUICHOM M JPYTUMHU
MOJINMEPHBIMU TUIEHKAMM; MaTepHall, BBIACIAIOMNN SJOBUTHIE U TOKCUYHbIE BEILIECTBA.

4.4. JIokyMeHTBbI, MOJIEKAIINE BHIBO3Y, HE JOJKHBI COJIEPKATH:

e TpsIbe, BEPEBKY, LINAraT u3 JyOSHbBIX BOJIOKOH U MOJIUMEPOB;

e METaNINYECKHE W JEPEBSHHBIC W3JEIHS, KyCOUKH CTEKJIa W KEpaMHUKH, KaMEHb,
yroib, CIOAy, HemnodaH, HEJUTyIOoua, MOJUMEpHbIe MaTepHalibl B BUAE H3ACTHNA
(eHOK, TpaHyl), MEHOIUIACT, UCKYCCTBEHHYI0 U HATYpaJbHYIO KOXY, KIIEEHKY,
outym, napaduH, OCTaTKU XUMHUUECKUX U MUHEPAJIbHBIX BEIIECTB U KPACOK;



e BIQKHOCTh JOKYMEHTOB, TIOJJIeXKallas BBIBO3Y, IOJDKHA ObITh He Ooinee 10
IIPOLIEHTOB.

4.5. Cnaua odopmisieTcsi mprueMo-cIaTOYHBIMU HAKJIAIHBIMU, JAHHBIE KOTOPBIX (JaTa cladyw,
HOMEp HAaKJIaJHOM, BeC CHAaHHOW MaKyJaTyphl) YKa3blBalOTCS B aKT€ O BBIICICHUU
JOKYMEHTOB, COJICP)KAIIUX IEePCOHATBHBIC JaHHBIC CYOBEKTOB MEPCOHANBHBIX TaHHBIX, K
YHUUYTOXKEHHUIO.

4.6. Ilorpy3ka 1 BbIBO3 JOKYMEHTOB OCYLIECTBIISIOTCS 110J] KOHTPOJIEM JIMLA, OTBETCTBEHHOT'O
3a 00ecreyeHne COXPaHHOCTH JOKYMEHTOB CTPYKTYPHOTO OAPAa3IEJICHUS.

4.7. OroOpaHHbIE K YHHUYTOKEHHIO JOKYMEHTHI Iepei caaueil Ha mepepaboTKy B KauecTBe
MaKyJaTypbl JOJDKHBI B 00S3aTEIbHOM MOPSAKE M3MEIbYaThCs 10 CTENEHHU, MCKIIIOYaroIen
BO3MOYKHOCTb IIPOYTEHUS TEKCTA.

5. lHopsinok opopMJIeHUSI JOKYMEHTOB 00 YHHUYTOKEHHH MEePCOHAIBHBIX JAHHBIX

5.1. OO0 YyHUYTOXEHHUH HOCUTENICH, COJAEp)KAIIMX MepCcoOHalbHbIe naHHble, Komuccus
COCTaBJISIET M TOJANMCHIBAET aKT 00 YHHYTOKEHUM HOCUTEJICH, CONEp KallluX MEePCOHAIbHBIC
JaHHbIE CYOBEKTOB MEPCOHAIBHBIX JIaHHBIX, KOTOpBIA yTBepxkaaerca Pexropom HOY BO
ENVYBIL

5.2. AKT 00 YHUYTOXEHUM HOCUTENIEH, COJAEp)KAIMX IEPCOHAIbHbIE JIaHHbIE CYOBEKTOB
NEePCOHAIBHBIX JAHHBIX, COCTABJISIETCS 10 YCTAaHOBJIEHHOM hopme.

B akre yka3bIBaroTCs:

e JiaTa, MECTO U BPEM YHUYTOKCHHA,

e JIOJDKHOCTH, (haMUJINH, UHUIHABI wieHoB Komuccnu;

e BHUA U KOJIMYECTBO YHHUUTOKACMBIX HOCHTCJ’ICﬁ, COoACpKAIMX MMECPCOHAIBHBIC JJaHHBIC
CyOBEKTOB MEPCOHATBHBIX TAHHBIX;

e OCHOBAQHHUC IOJId YHUUYTOXKCHUSA,

Croco0 YHHUTOKEHUSI.

5.3. ®akT YHUUYTOXXEHHUS HOCHUTENEH, COJepKallluX IMEepCOHAJbHbIE JaHHblE CYOBEKTOB
NEPCOHANBHBIX JAaHHBIX, (UKCUPYETCSs B >KypHalle ydera JOKYMEHTOB, IEpelaHHbIX Ha
YHUUTOXXKEHUE. [laHHBIN TOKYMEHT SIBISIETCS JOKYMEHTOM KOH(HACHLUUAIBHOIO XapakTepa U
BMECTE€ C AaKTaMU XPAaHUTCA B IOMEILIECHMM OTHAela KagpoB B TedyeHWe oaHoro roga. Ilo
HMCTEYEHUN CpPOKa XPAHEHUs aKT O BBIJACIECHHM JOKYMEHTOB, COJEp)KAlllMX MEepCOHAIbHBIC
JaHHbIE CYOBEKTOB IE€PCOHAIBHBIX IAHHBIX, K YHHYTOXKEHHI0O M aKT 00 YHUYTOKEHUH
HOCHUTENEH, coAepXkalluX IepCOHAbHbIE JaHHblE CYOBEKTOB NEPCOHAIBbHBIX JaHHBIX,
nepenatorcs B apxus YOY BO EMVYBII Ha xpanenue.

6. OTBEeTCTBEHHOCTH PYKOBOIMTE/ICH CTPYKTYPHBIX IOAPa3/ie1eHuil

6.1. OTBETCTBEHHBIM JIUIIOM 3a OPraHHM3AIMI0 XPAHCHHUS JOKYMEHTOB SIBJISCTCS HAa4albHHUK
oT/ela KaJpoB.

6.2. PykoBomuTeNbh  CTPYKTypHOTO TMOJAPA3JCICHUS MOXET OBITh TPHUBICYCH K
aJIMMHHUCTPAaTUBHONW OTBETCTBEHHOCTH 3a HapylleHHe TpeOOBaHUM MO OpraHU3alMyi XpaHEHUs
JIOKYMEHTOB, COAEPKAIUX NIEPCOHATBHBIEC IaHHbIE.
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