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HHCTPYKIUA
1o 00paboTKe NepcOHAIbHBIX TAaHHBIX

0e3 HCroJIb30BaAHHS CpeacCTB aBTOMaTH3allHH




1. O6ume nonoxenust

Hacrosamas Uuctpykuus paspaborana B cooTBeTCTBUH ¢ «IlomoxkeHnem 06 0coOEHHOCTSIX
00pabOTKM TMEPCOHATBHBIX JAHHBIX, OCYILECTBIAEMOW O€3 HCIOJIb30BAHUS CPEICTB
aBTOMaTHU3allun», YTBEPKICHHbIM TocTaHoBIIeHHeM [IpaBuTtenscTBa PD o1 15.09.2008 Ne 687
U OIpeensieT mpaBuia paboOThl C¢ TEPCOHAIBHBIMU JaHHBIMH W WX MaTepPHATbHBIMH
HOCUTEJISIMHU 0€3 UCIIOJIb30BAHUS CPEJICTB aBTOMATHU3AIIUH.

OOpaboTka mepcoHAIBHBIX AaHHBIX (manee —II1J[) cumTaeTcst OCyHIECTBICHHOH 0e3
MCIIOJIb30BaHUs CPEJICTB aBTOMAaTH3alMu (HEaBTOMAaTU3UPOBAHHOM), €CITU TaKhe JIEHCTBUS C
IT/1, xak HcroNb30BaHUE, YTOUHEHUE, paclpocTpaHeHue, yHuuroxxkenue I1J[ B oTHomeHun
KaXKI0ro U3 CyOBbEKTOB MEPCOHANbHBIX JAHHBIX, OCYHIECTBISIOTCS MPU HEMOCPEICTBEHHOM
y4acTHH 4eioBeKka, npu 3ToM [IJ] MoryT ObITh, KaK HM3BIICYEHHBIMU M3 HWH(OPMAIIMOHHON
cucreMbl iepcoHanbHbIX JaHHBIX (nanee MCII) tak u He cBsazanabivu ¢ UCIT/.

MarepuanbHbiif HocuTeNb, coaepxkaiue [1/] - marepuanbHblil HOCUTEND (J1€71a, KHUTH U
JKypHaJIbI y4eTa, JOrOBOPbHI, HHbIE ChbeMHbIe HOCHTENU HH(popmaluu, coaepxamiue [1]]) ¢
3aMKCHPOBAHHOM Ha HEM B Jt000i dopme nHpopmanueit, conepxkarieit [1/] cyonexror I1]]
B BHJIC TeKCTa, (pororpaduu u (UIn) UX COUCTAHHMS.

C yderoM 00JbIIOT0 00BEMa JOKYMEHTOB, COJIEPKAIINX ITEPCOHAIbHBIC JAHHBIE, U CTPOTO
pPErJaMeHTUPOBAHHOTO TMOPSIIKA MX XPaHEHUs MOMETKa KOH(GUICHIIMATbHOCTH HAa HUX HE
CTaBUTCS.

2. Ilopsiiok 00padoOTKU NMEPCOHATBLHBIX JAHHBIX

2.1. [T nomkHBI 000CcO0ATECS OT MHOM MH(OPMAIMK MyTeM (PUKCAlMU MX HA OTACIBHBIX
MaTepHaJIbHBIX HOCUTEJISAX, B CIIELIMAIBHBIX pa3/esaX WiK Ha 1noiisix GopM (O1aHKOB).

2.2. Ilpu pukcanmu [1/] Ha MaTepraIbHBIX HOCHTENSIX HE AOMYCKAaeTCsl (PUKCAIIMH HA OJHOM
marepuaigbHoM Hocutene 1[I, nenn oOpabOTKHM KOTOpPBIX 3aBEAOMO HE COBMECTUMBI. [l
00paboTkn  pa3nuuHblx  Kareropuid IIJ[ HeoOXoammo  WCMONB30BaTh  OTACIBHBIN
MaTepHaIbHbIM HOCUTENb I KaKI0M U3 KaTETOPHNA.

2.3. Ilpu ucnonb30BaHUM TUMOBBIX (OPM JOKYMEHTOB, XapakTep MHQOpPMallui B KOTOPHIX
npejrnonaraeT Wi Jomyckaer BkiatodeHue B Hux [1J1 (manee - tumoBas ¢opma), TOJIKHBI
coOiroaaTbes CAeIyIOIINe YCIOBUS:

a) TUNoBas (opMa UM CBA3aHHBIE C HEW JOKYMEHTbI (MHCTPYKLHUS MO €€ 3arlOoJHEHHUIO,
KapTOYKH, PEeCTphbl U KYpPHAJIbI) JOJDKHBI COJEPKAaTh CBeNeHUsI O 1enu obOpaborku I1J1,
OCYILECTBIIsIeMO 0e3 HCIOIb30BaHMs CPE/ICTB aBTOMATU3aI[MH, HAMMEHOBaHKe 1 afipec MOY
COHI NelO n. bykawawa, dbamuinuio, umsi, 0T4ecTBO M aapec cyobekrta I1J], ncrounmk
nonydenuss I1J[, cpoxu o6pabotku II/I, nepeuens neiictBuit c¢ I/, xoropsie Oynyt
coBepuiaTbcsl B Ipolecce UX o00paboTku, oO0IIee ONHUCAHUE HCIONb3YEMBIX CIOCOO0OB
obpabotku IT/1;

0) TumoBas ¢opma TOJDKHA TpeaycMaTpUBaTh ToJie, B KOTOpoM cyObekT IIJI moxer
IOCTaBUTh OTMETKY O CBOeM corjlacui Ha oOpabotky IIJ], ocymectBiasemyto 06e3
MCIIOJIb30BAaHUsl CPEACTB aBTOMATHU3AIMH, - P HEOOXOJUMOCTU MOIYYEHHS] MUCbMEHHOTO
coryiacusi Ha o6padotky I1/1;

B) TunoBas ¢opMa JOHKHA OBITH COCTaBJI€Ha TaKUM 00pa3oM, 4YTOOBI KaXKIbI U3
cyobektoB I1J], conepxamuxcs B TOKyMEHTE, UMeNl BO3MOXXHOCTh O3HAKOMHTBCS CO CBOMMHU
[T/1, conmepkamumucs B JOKYMEHTE, HE Hapyllas IpaB M 3aKOHHBIX HHTEPECOB HHBIX
cyosekros I1/];

r) TunoBass opma J0JDKHA HCKIIOYaTh OOBEAMHEHHE MOJeH, MpeAHa3HAuYE€HHBIX IS
BHeceHus [1/], nemn o6paboTKi KOTOPBIX 3aBEIOMO HE COBMECTHMBI.

2.4. Ilpu HecoBMecTuMoOcTH 1iened o6pabotku IIJ], 3aduKCHpPOBaHHBIX Ha OJHOM
MaTepUaIbHOM HOCHUTEJE, €CIM MAaTepUaJIbHbIII HOCUTENb HE IO3BOJIAET OCYIIECTBIATH
00pabotky I1J] oTmenbHO OT Apyrux 3adUKCUPOBAHHBIX HA TOM ke HocuTene [1]], momKHbI



OBITH MPUHATHI MEPHI MO0 OOECTIEYCHUIO pa3JesIbHOW 0OpabOTKH MEPCOHATBHBIX JTAHHBIX, B
YaCTHOCTH:

a) mpH HEOOXOAMMOCTH HCIIOJNB30BAHUSI WM PACHpOCTpaHeHus omnpeneneHHsix [1/]
OTJEJIHO OT HaXOAIIMXCS Ha TOM K€ MaTepuanbHoM Hocutene npyrux [1/] ocymectBusercs
konrpoBanue [/, moanexammx paclpoCTPaHEHHIO WM HCIIOJIB30BAaHHUIO, CIIOCOOOM,
UCKJIIOYAIOIIUM OJJHOBpeMeHHoe KomupoBanue [1/l, He mojiexamux pacupoCTpaHEHUIO U
UCTIOJIb30BAaHUIO, U UCTIONB3YeTCs (PacCHpOCTPAHIETCs) KONUS MePCOHATBHBIX TaHHBIX;

0) npu HeOOXOUMOCTH YHUUTOXKEHUS WK OnokupoBanus yactu [1/] yHudroxkaercs uiu
OJIOKMpYeTCsl MaTepUaANIbHBI HOCHTENb C MPEIBAapPUTEIbHBIM KOMMMPOBAHUEM CBEICHUH, HE
HO/UIeXKAIMX ~ YHUYTOXKEHHUIO MM OJIOKMPOBaHMIO,  CIIOCOOOM,  MCKIIIOYAIOLIUM
OJTHOBpeMeHHOe Konuposanue [1/], moanexxamux yHUYTOKESHUIO UM OJIOKUPOBAHHUIO.

2.5. Yauuroxxenue unu obesnuuuBanue vactu [1/], ecnu 310 momyckaercs MaTepuanbHbIM
HOCHUTEJIEM, MOKET ITPOU3BOAUTHCS CIIOCOOOM, HCKITIOYAIOIINM JTATbHEHIIYI0O 00pabOTKY 3TUX
ITJ{ ¢ coxpaHeHHeM BO3MOXHOCTH OOpaOOTKM HHBIX JaHHbBIX, 3a(UKCUPOBAHHBIX Ha
MaTepuaibHOM HOcUTENE (y1aJeHIE, BhIMapbIBAaHUE).

2.6. Yrounenue IIJ[ mpu ocymiecTBieHMH MX 0O0paOOTKM O€3 MCIIOJIb30BAaHUS CPEICTB
AaBTOMATH3AllMM IPOM3BOJIUTCS IIyTeM OOHOBJCHHS WJIM HM3MEHEHHUS JaHHBIX Ha
MaTepHaJIbHOM HOCHUTENE, a €CIAM 3TO HE JOIYCKAETCS TEXHUYECKUMHM OCOOEHHOCTSIMHU
MaTepHaIbHOTO HOCUTEIS, - ITyTeM (PUKCAIlMH Ha TOM K€ MaTepHUaIbHOM HOCHUTENE CBEICHUI
0 BHOCHUMBIX B HUX U3MEHEHMSX MO0 IMyTeM U3rOTOBJICHHS HOBOTO MaTepHaIbHOIO HOCUTEIS
¢ yrouneHHbiMu [T/,

3. OcoOenHocTH o0ecrieyeHHs1 0€30IACHOCTH NMEePCOHATbHBIX IaHHBIX PH UX
00padoTke, ocyuiecTBJAsIEMOii 0€3 HCIOJIb30BAHUS CPECTB ABTOMATU3AIUN

3.1. O6padoTka I1/], ocymecTBisieMast 6€3 UCIOJIB30BAHUS CPEJCTB aBTOMATH3AIUH, JOJKHA
OCYIIECTBIISITHCS TAKMM 00pa30M, 4TOOBI B OTHOIIEHUH KaKI0i kKaTeropuu [1]] MmoxHO ObL1O
OTIPEeNIeNIUTh MECTa XPAHEHWS MEePCOHANBHBIX JaHHBIX (MaTepHalIbHBIX HOCHTENEH) U
YCTaHOBHTH MEPEUECHb JIHII, OCYIIECTBIIIOMIX 00padoTKy [1/] mnbo nMerommx K HUM JTOCTYII.
3.2. Heobxomumo ofecrnieunBaTh pas3felbHOE XpaHEHHE MEPCOHANbHBIX  JITAHHBIX
(MaTepuanbHBIX HOCUTENEH), 00pab0TKa KOTOPBIX OCYIIECTBIISETCS B PA3IMYHBIX LIETISX.

3.3. Ilpu XpaHeHMH MaTe€pUAIbHBIX HOCHUTENEH JOJKHBI COOJIIOMATHCS  YCIOBHS,
o0ecrneynBalIMe  COXPAHHOCTh  MEPCOHATBHBIX  JAHHBIX W HCKIIOYAIOIIUe
HECAHKIIMOHMPOBAHHBINA K HUM JIOCTYII.

3.4. PykoBonuTens mojpasjeneHus, B KoTopoMm oOpabatbiBatoTcst [1/l, mpuHuMaer Bce
HEOO0XO/UMMble OpraHU3allMOHHbIE U TEXHUYECKHE Mepbl, HCKIIOYAIOLIHMEe BO3MOXHOCTb
HECaHKIIMOHUPOBAHHOTO JIOCTYIA K MaTepuabHbIM HocuTessM 1/ nun, He JOmyIIeHHBIX K
ux obpabotke. MaTepuanbHblie HocuTenu ¢ I1]] TOKHBI XpaHUTHCS B 3aTMPAIOIINXCSI HA KITIOY
MOMEIICHUAX, MeTaUNIMYecKuX Mmkadax, ceidax, MHBIX MKadax, UMEIOIIMX 3anupaeMble
OJIOKCEKITHH.

3.5. JIuua, ocymiecTBIsIoNIIe 00paboTKy MEPCOHANBHBIX TaHHBIX 0€3 HCIOIb30BAHUS CPEICTB
aBTOMATH3allMH, JOJDKHBI ObITh MPOMH(OPMUPOBAHBI O (hakTe 00padOTKY UMHU MEPCOHATBHBIX
JIAHHBIX, KAaTETOPHUSIX 00pabaThIBa€MbIX TIEPCOHATBHBIX IAHHBIX, a TAK)KE 00 0COOEHHOCTSIX U
IpaBUJIaX OCYLIECTBICHUS TaKOH 00pabOTKH.

3.6. omkHOCTHBIM JHlaM, padotatomumMm c 11, 3anpemiaercs pasriamars HHGOpPMAIUIO,
COJIepIKAITYI0 TIEPCOHATIBHBIE TAHHBIE, YCTHO WM MTUCHMEHHO KOMY OBbI TO HU OBLIO.

3.7. PykoBonmuTens moapasieneHus, ocymecTsistomero oopadorky I1/] 6e3 ucnonp3oBanus
CpeACTB aBTOMATH3aIlMHM: - OMNpEIeNseT MeCTa XpaHEHHs MEePCOHAJIbHBIX IaHHBIX
(MaTepHalbHBIX HOCUTENEH); - OCYIIECTBIISIET KOHTPOJIb HAJIMYMS B MTOAPA3EICHUN YCIOBUA,
obecneunBaromux coxpaHHocTs [1/] 1 uckmoyaronux HecaHKIIMOHUPOBAHHBIN K HUM JAOCTYII;



- OpraHu3yeT pa3JeNbHOC XpPaHEHHE MaTEePHAIbHBIX HOCHTENICH NEepCOHAIBHBIX ITaHHBIX
(ToxyMeHTOB, nuckoB, USB ¢uemni-nakonurenei, mnp.), 00padoTka KOTOPBIX OCYILIECTBIISACTCS
B Pa3ITUYHBIX IIETISAX.

4. HOpﬂ)IOK npeaocraBJaCHusl J0CTyNIa K NIEPCOHAJBHBIM JaHHBIM, OﬁpaﬁaTbIBaeMLIM
0e3 MCcnoJIL30BaHUs CpeacTB aBTOMaTHU3alluIN

4.1. Paborauk MOY COII NelO mn. bykauaya Hamensercs mpaBoMm jgoctyna k IIJ[ B
COOTBETCTBUU C 3aHUMAEMOH JTOJKHOCTBIO, TIOJKHOCTHON MHCTPYKLMEH U/UITU HA OCHOBAHUU
pas3peleHus: pyKOBOAUTENS MOApa3AeICHUS.
4.2. BpemeHHBI WM Pa3oBBIA Jonyck kK padore ¢ IIJl B cBsI3u co ciayxeOHOU
HEOO0XOMMOCTBI0O MOXKET ObITh TMoiydeH padorHukomM MOY COII NelO n. Bykawawya mo
pa3peleHUI0 PYKOBOAUTENS CTPYKTYPHOTO MOAPA3JIEIEHNS U OCYIIECTBIEH B IPUCYTCTBUU
pabOTHUKA, UMEIOIIETO MMOCTOSHHBIN 10CTyN K pabdote ¢ 3Toil kateropueit I1/1.

5. O6s3anHOCTH PAaGOTHHUKA, TONYHIEHHOT0 K 00padoTke I1/]

5.1. Ilpu pabote ¢ marepuaibHBIMM HOCUTENsIMH, coiepxxammu I1J[, paGoTHuk 00s3aH
UCKJIIIOYUTh BO3MOXKHOCTb O3HAaKOMJIEHHUS, IIPOCMOTpPA 3TUX JAOKYMEHTOB JIMLIAMH, HE
JOIYIIEHHBIMH K paboTe ¢ HUMU (B TOM YHCIIE IPYTUMHU paOOTHUKAMH CBOETO CTPYKTYPHOTO
Mo/Ipa3ieNiCHus ).

5.2. Ilpu BhIHOCE MaTepHANBHBIX HOCHUTENEH, conepxammx [1/], 3a mpexens momemnieHus, B
KOTOpOM TipoBoanTCs 00padoTka [1]1, mo cimyxeOHO0i He0OOX0IMMOCTH, a TAKXKE MPH TIepeade
MaTepHaIbHBIX HOCUTENeH M/ WIM WX KOMHW JIUIaM, UMEIOIIMM BPEMEHHBIN MM Pa30BBIH
nomyck K pabore ¢ I1/] B cBsi3u co ciy:ke0HOM HEOOXOAUMOCTBIO PaOOTHHK JOHKEH CIEeNaTh
oTMeTKy B JKypHaie ydera MarepHalibHbIX HOCUTENEH, B TOM YHCII€ PAcCIedyaToOK TEKCTOB,
rpaguyeckoit U1 uHOM MHpopManuu, coaepxkamux [1J] u npuHATH BCE BO3MOXKHBIE MEpHI,
UCKJIIOYAloIIMe yTpaTy (yTepro, XUIIEHHE) TaKUX MaTepHalIbHbIX HOCUTENEH.

5.3. Tlpu ytpare (yrepe, XHUIIEHWU) JOKYMEHTOB, conaepxammx [1/], paborauk o0s3aH
HEMEJUIEHHO JOJO0XHUTh O TakoM (aKkTe PYKOBOAMTENIO MOJpa3jeieHus. PykoBoauTensb
HOJpa3/ieNIeHus] JOJDKEH cooOLMTh O (akTe yTparhl (yTepe, XMIIEHHH) MaTepHalbHBIX
HocuTeneu, coxepxammx IIJI, pykoBogurenro MOY COHI Nel0 mn. Bykayaua,
OTBETCTBEHHOMY 3a opranmzauuio obpaborku IIJI B MOY COII NelO n. bykawaua. Ilo
KaX/IOMy TakoMy (haKkTy Ha3Ha4yaeTcs ciykeOHoe paccie0BaHue.

5.4. PaboTHHKaM, TomylIeHHBIM K o0paboTke I1]], 3anpemaercs:

- coolmate cBeneHus, spisromuecs [1JI, numam, He MMEOIIMM MpaBa JOCTyHa K ITHM
CBEICHUSIM,

- IeNaTh HEyYTEHHbIE KOIIMU IOKYMEHTOB, coaepskamux [1/1;

- OCTaBJIATh JOKYMEHTHI, cofepxantue [1/1, Ha pabounx cronax 6e3 mprucMOTpa;

- BBIHOCUTb JJOKYMEHTHI, cofepxaniue [1/1, 3 nomemenuii 6e3 ciy:xe6H0i HEOOXOAMMOCTH.

6. OTBETCTBEHHOCTH

6.1. OTBETCTBEHHOCTh 3a HEHCIIOJIHEHHE WM HEHaJyIeXallee BBIMOJIHEHHEe TpeOOoBaHMMA
HacTtosel MHCcTpyKIuy Bo3iaraercs Ha pabOTHUKOB M pyKOBOJUTENEH 1Moipa3aeIeHUH.
6.2. KoHTponb 3a BBHINOJHEHUEM MOJOXEHUH HacTosAumed MHCTpyKuuu Bo3znaraercs Ha
PYKOBOJUTENS, OTBETCTBEHHOrO 3a opranuzanuio odpadorku I1JJ 8 MOY COII NelO m.
byxauaua.
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