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[TPABUJIA
HEaBTOMATH3MPOBAHHOM 00PabOTKH MepCoHATBHBIX JAHHbIX

1. O61me nonoxenus

I.1. Hacrosimue Ipasuna paspaboTaHbl B COOTBETCTBHU C Qe aepanbHbIM
3aKOHOM OT 27 wmions 2006 roma Nel52-d3 «O IEPCOHANIbHBIX aHHBIX» (nanee -
DenepanpHbiit 3aKOH), MOCTAHOBJIEHUEM I[IpaBurensctBa Poccuiickoii Deneparuu
oT 15 ceHTs6ps 2008 roma Ne687 «O6 yrBepxaeHuu Ilonoxenus 06 ocobeHHOCTSX
00paboTKH nmepcoHabHbIX AGHHBIX, OCYILECTBIAEMON Ge3 HCIONB30BAHKS CpeaCTB
aBTOMAaTH3alHH», W yCTAHABIMBAKOT €IUHEIN MOpPsIoK 00pabOTKH NepCOHANBHBIX
AanHbIX B MBJIOV n/c Ne19 «30510T0ii NeTywok» (nanee - [pasuna).

1.2.B  Hacrosiumx Ilpasumax . HCIONIB3YIOTCS  CelyloIure TepMHHBI 1
TMOHSATHUS: Sl

[IEpCOHaNbHbIE  NaHHBIE - jr0Gas uHbOpMaLUS, OTHOCAmascs K
OTIPEACICHHOMY MM  ONpeeNseMOMy HAa OCHOBAHHH Tako# MH(popmauun
(usMyecKoMy Ly (cyOBeKTy nmepcoHanbHbIxX AaHHBIX ), B TOM 4YHUCIIE €ro bamums,
UM, OTYECTBO, I'OA, MECSL, aTa ¥ MECTO POXICHHA, ajpec, ceMeHHOe, COLMabHOe,
MMYILIECTBEHHOE  IOJIOXKEHHE, oOpa3oBanue, npogeccus,  OXOAEI, apyras
MH(pOpMaLys;

00paboTkKa IepcoHaIbHBIX JaHHBIX - ICHCTBHs! (ONEpaLUH) C MePCOHATBHBIMHU
ABHHBIMH, BKJIOYas c6Op, CHCTeMaTH3aLHIO, HaKOINJIEHHe, XpaHEHHe, YTOYHEeHHe
(o6HOBIEHHE, M3MEHEHHEe), HCHOJIB30BaHMue, pacripocTpaHeHHe (B TOM uwmcie
nepeznavy), o6e3nuunBanue, OnokupoBanue, yunuTONKEeHHE NEPCOHAIBHBIX JAHHBIX

00paboTka  MepCOHANBHBIX  NaHHBIX 6e3  ucnons3oBaHuUs CpeacTB
aBTOMAaTH3aUMK  (HEeaBTOMATU3HPOBAHHAS) - 00paboTka nepcoHaTbHBIX JaHHBIX,
COAEpXKalIUXCAd B MH(OPMALMOHHON cUcTeme NEPCOHANIBHBIX AAaHHBIX JHOO
U3BJICYCHHBIX U3 TAKOM CHCTEMBI, €CIIH TaKHe NeHCTBHS o NIEPCOHANIBHBIMH IaHHBIMH,
KaK HCMONB30BaHUE, yTOYHEHHe, PaclpoCTpaHEHHe, YHUYTOXEHHE MepPCOHATBHBIX
AaHHBIX B OTHOIUEHHH KaXAOro W3 CYOBEKTOB  MepCOHANBHBIX  JAHHBIX,
OCYLUECTBSIOTCA MPH HEMOCPEACTBEHHOM YYaCTHH Yel0BeKa.

1.3. 3anaum, peaemsie B npouecce 00pabOTKH NEePCOHATBHBIX NAHHbIX:

AOKYMEHTALIMOHHOE O0ecreueHue 0bpaboTku NE€PCOHABHBIX NaHHbIX;

3aliTa NOKYMEHTHPOBAaHHON HH(OpMauy, colepkaliell IepcoHaNbHbIE
IlaHHEIE,
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2. OcHOBHBIE YCJI0BHS NpOBefeHus 00paboTKH NepcoHanbHBIX AaHHbIX

2.1. O6paboTka nepCoHANLHBIX TaHHBIX OCYIIIECTBIISAETCS:

MOCTIE MOMYHCHHUA COracks CyObeKTa [IepCOHANBHBIX JaHHEIX

[10CJ1€ MPUHATHA HEOOXOAMMBIX MEp MO 3alIKTe [ePCOHAJIBbHBIX JaHHBIX.

2.2.B MBZIOY n/c Nel9 «3onotoi NETYIIOK»  HA3HAYAETCsl COTPY/IHUK,
OTBETCTBEHHBIH 32  opraHm3aUuioo  06paGoTKH NEPCOHANBHBIX  JaHHBIX, U
OHPEACIACTCS NIEpEeYeHb JIUL, NOMyIEeHHBIX K 06paboTke NIEPCOHAJIBHBIX JaHHBIX.

2.3. JInua, AONyIIeHHBIE K oOpaGoTke NIEPCOHANBHBIX  JaHHBIX, B
00s13aTeIbHOM MOPSIAKE MO POCIHCH 3HAKOMSITCS ¢ Hacrositumu [IpaBunamu.

2.4. 3anpeniaercs o6pabaTbiBaTh [IEPCOHANbHBIE JaHHbIE B IPUCYTCTBUH JIHLI,
HE JOMYIIEeHHbIX K UX 00paboTke.

3. Iopsimok 06paGoTku NePCOHATBHBIX JaHHbIX
be3 ucronb30BaHUs cpencTB aBTOMAaTH3AMHY

3.1. Ha GymaxxHbIX HOCHTENSX:

3.1.1. o6paboTka mMepCOHANBHBIX NaHHBIX 6e3 HCTIONIb30BaHMs CPENCTB
aBTOMaTu3alvu (manee — HEAaBTOMATH3UPOBaHHAsi 00paboTKa IepCOHANBHBIX
AQHHBIX) MOXKET OCYLLUECTBIATECA B BUIE AOKYMEHTOB Ha OYMaXXHBIX M MATHUTHBIX
HOCHUTEJISX;

3.1.2. npu  HeaBTOMaTH3MpOBaHHO 00pabotke pa3IuYHBIX KaTeropwui
TICPCOHANBHBIX  NaHHBIX  JIOJIKEH * *HCTIONB30BATECS  OTAC/IBHBI MaTepUaAIbHBIN
HOCHTEIIb 1Lt KaXK10H KaTerOpUHM IIePCOHANBHBIX NAHHBIX;

3.1.3. npu  HeaBTOMATH3MpPOBAHHOM obpaboTke nepcoHaNbHBIX NAHHBIX Ha
OyMaXKHbIX HOCHTEJISIX:

He NomycKaeTcs (QuKcalus Ha OJHOM GyMaHOM HOCHTEe NePCOHAIBLHBIX
AaHHBIX, Le/IH 00paboTKK KOTOPBIX 3aBEOMO He COBMECTHUMBI;

[IEpCOHATIbHBIE NaHHbIE JOKHBI 060COOMATECH OT HHOIA HUHbOpMaNKy, B
YaCTHOCTH MyTeM (QUKCALMU HMX HA OTAENIBHBIX OyMaXXHBIX HOCHTENSIX, B
CTICLMATBHBIX pas/ienax WM Ha noJ1sax GpopM (61aHKOB); :

AOKYMEHTEI, CONepXaluue MepcoHasbHble NaHHble, GOPMUPYIOTCA B Aeid B
3aBUCHMOCTH OT LN 00paGOTKH NePCOHANBHBIX JAHHBIX;

3.14. npy  UCHIONB30BAHHH  THIIOBBIX ¢opM  mOKyMeHTOB, Xapakrep
HH(pOPMALMH B KOTOPBIX [IPEANONAraeT Wi JIONTyCKaeT BKIIOYEHHE B HHX
MEPCOHANBHBIX NAHHBIX (Hallee — THMOBBIE (DOPMBI), JOKHEI cobmonaTses
CIeayIoLIHe YCIOBHS:

TUNIOBasi OopMa WM CBA3aHHBIE C Hei AOKYMEHTBI (MHCTPYKLMS IO ee
3al0/THEHHIO, KAPTOYKH, PEECTPHI U JKYPHAIBI) JOJKHBI COZepKaTh CBEAEHHS O LEJIU
HCAaBTOMATH3UPOBAHHOH 0OPabOTKY MEPCOHANBHBIX JaHHBIX, HMSI (HauMeHOBaHKe) U
azpec omneparopa, (GaMUIHIO, MMS, OTYECTBO W aapec cyObeKTa MepcoHaNbHbIX
AGHHBIX, HCTOYHMK [IOJyYEHHS TEPCOHANbHBIX NAHHBIX, CpOKH 00paboTku
MICPCOHAJIHBIX NaHHBIX, NepeyeHb AeHCTBUM C NepCOHATBHBIMU IaHHBIMH, KOTOpbIe
Oynyr cosepiuatbes B mpouecce mx obpaboTku, obiee omucanme HCIIOJIb3yeMBIX
OTepaTopOM Croco00B 06pabOTKH NEPCOHANBHBIX JAHHBIX;
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TUINOBass ¢dopma n0mkHa NpeaycMaTpuBaTth 1101€, B KOTOPOM cyObekT
MEPCOHANIBHBIX JaHHBIX MOXET TOCTABUTE OTMETKY O CBOEM COrjlacMd Ha
HEABTOMAaTH3UPOBaHHYIO 00pPaGOTKY NepcoHANBbHbIX AQHHBIX, MPU HEOOXOAUMOCTH
TIOJTy4€HHsI MUCEMEHHOTI'O COrTacus Ha 00paboTKy mepcoHaTbHbIX JaHHBIX;

TUIOBAs (popma JO/DKHA GBITh COCTABIEHA TAKMM 00pa3oM, 4ToBBI Kakplit
M3 CYOBEKTOB IepPCOHAIBHBIX AQHHBIX, COLEpKALIMXCA B IOKYMEHTe, MMeJ
BO3MOXHOCTb ~ O3HaKOMHTBCS  CO  CBOMMM NEPCOHANbHBIMM  JaHHBIMH,
COACPXALUMMHCS B NOKyMEHTE, He Hapylas NpaB M 3aKOHHbIX HMHTEPECOB MHBIX
CYOBEKTOB EPCOHANBHBIX JAHHBIX;

TUNOBas GopMa J0/DKHA MCKITIOUATE 00be/IuHeHHe T0JIeH, IIpeIHA3HAYEHHEIX
ATl BHECEHHs NEPCOHA/IbHBIX [aHHBIX, LENH, 00paloTKH KOTOpBIX 3aBEAOMO He
COBMECTHUMBI.

3.2. B a51eKTpoHHOM BHzie Ge3 UCOb30BaHMS CPE/ICTB aBTOMATHU3aL[UU;

3.2.1. HeaBTOMaTH3MpOBaHHAs 00paboTka INEepCOHANBHBIX  JAHHEIX B
ICKTPOHHOM BH/IE OCYILECTBIAETCS Ha HTEKTPOHHBIX HOCHTENISX HH(OpMaLHK;

3.2.2. 3neKTpOHHbIE HOCHTENH HH(OPMALIHH, coaepxKaine MEePCOHAIbHEIE
AGHHBIC, YHUTBIBAKOTCA B JKYpHATe y4eTa 3/eKTPOHHBIX HOCHTENel] [ePCOHAJIbHBIX
JaHHBIX;

3.2.3. Tlpu HecoBMECTHMOCTH Le/edl HeaBTOMaTH3UPOBAHHOM obpaboTtku
TIEPCOHANIEHBIX TaHHBIX, 3a()MKCHPOBAHHBIX HA OJHOM 3JIEKTPOHHOM HOCHTEJE, €CIIH
SJIEKTPOHHBIH HOCHTENIb HE IO3BOJISET OCYIIECTBIATE 00pabOTKY mepcoHanbHbIX
A3HHBIX OTHENBHO OT APYrHX 3aQHKCHPOBAHHBIX Ha TOM ke HOCHTENe
MEPCOHANIBHBIX TAHHBIX, JOJIKHBI GbITh IPHHATHI MEpBI 110 00ECNIEYEHHIO pa3enbHOl
00paboTKK nepcoHaTBHBIX J@aHHBIX, B YaCTHOCTH:

pH HEOOXOAMMOCTH HCIOJIb30BAHUS HIIH PacnpoCTpaHeHHus ONpeeIeHHbIX
MICPCOHAIBHBIX NaHHBIX OTAENBHO OT HAXOMSLIMXCH HA TOM ke MaTepUaIbHOM
HOCHTENC  ApYruX NepPCOHANbHBIX  JaHHbBIX OCYLIECTBIISETCS  KONMHMPOBaHHE
EPCOHANIBHBIX JIaHHBIX, MOAIEKALIUX PACTIPOCTPAHEHUIO W/  UCIIO/NL3OBAHHIO,
CrocobOM, HUCKIIOYAIOLIHM OAHOBPEMEHHOE KONMHPOBaHME MEePCOHAIBHBIX JAaHHEBIX,
HE NOANEXalMX paclpOCTPaHEHHIO | MCIIOJIb30BAHUIO, M  HCIONB3yeTcs
(pacnpoctpansiercs) kommus NEePCOHAIBLHBIX JaHHBIX; ;

pH HEOOXOAMMOCTH YHHUTOKEHHS HITH OJIOKHPOBaHHS 4aCTH MEPCOHANBHBIX
AQHHBIX  YHUYTOXKAeTCS MiM  Giokupyercs MaTepUabHBIA  HOCHUTENb ¢
MPCAABAPUTENILHEIM KOMMPOBAHHEM CBEIEHHH, He NOIexaIix YHUYTOXEHHUIO HIIU
GoKkupoBaHHIO,  crocoGom, UCKIIOHAIOIMM  OJHOBPEMEHHOE  KONHPOBAHME
TI€PCOHANBLHBIX NAHHBIX, MOUIEXKALINX YHHYTOKEHHIO WK G10KHpOBaHHIO.

4. Iloaroroska u yyer AOKYMEHTOB, COCPIKALLMX IEPCOHANbHBIE JaHHbIe

4.1. BnaHKH THIOBBIX dopm pokymenTos (cmpaBKH, KapTOYKH, TaJIOHBI,
BEAOMOCTH M T.I.) MOTYT M3TOTABIMBATHCS MPH TIOMOLLK CPEACTB BBIYHMCIUTENBHOM
TEXHUKH M/ HA KOMITBIOTEpE.

4.2. TlepcoHansHble paHHBIE (mepeMeHHasl 4acTb) B THMOBbIE dopmbl
JIOKYMEHTOB ~ BHOCATCS NPU IIOMOLUM CPENCTB  BBIYHCIHTENBHON TEXHHUKH,
PYKOIHCHEIM CITOCOOOM.
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4.3. Tlocne BHeceHMs mnepeMeHHOH uyacTH B THIIOBBIE ' QOPMBI, MOCIEIHHE
CTAHOBATCA JIOKyMEHTaMH U MO/UIEKAT HEMEICHHOMY yueTy B xypHade W3JaHHbIX
AOKYMEHTOB € NPHCBOCHHEM UM YYETHOIO HOMEpa.

4.4. [lna kaX10ro Buaa JOKYMEHTOB 3aBOIATCS CBOM XKYpHaJbl yyera.

5. Ilony4enue (oTnpasiieHne) JOKyMEHTOB U HX y4eT

5.1. Bce 10KyMeHTEI, MoCTynaiowwue 13 APYTHX OpraHU3alUWH U y4peKIeHHUiA,
OANeHAT peruCTpaluy 1o XypHaay y4eTa MOCTYNHBIUMX A0KyMeHTOB. Ha camom
AOKYMEHTC B MpaBOM HHXHEM YIJIy IEPBOr0 JIMCTA JAOKYMEHTa IPOCTaB/ISETCS
OTMETKa O TMOCTYIUICHHH, KOTOpas CONEPKUT BXOMSIIHI HOMED, NPUCBOEHHBIH
AOKYMEHTY, JaTy MOCTYILICHHS.

5.2. TlocTynuBLIME [OKYMEHTbI JOKHbI 00pabaThiBaThCs B J€Hb UX
[IOJy4€HUS ¥ ONePaTHBHO NOBOAMTHLCS A0 UCIIOJHUTE/ICH,

5.3. Tlepechlika JOKYMEHTOB MOYKeET OCYLIECTBJIATECA Yepe3 OpraHsbl
CIIEUHAIBHON CBSI3M HJIH YEPe3 MOYTOBOE OT/EIeHHE CBS3M.

54. OO0 oTnpaBieHHBIX IOKYMeHTax NPOMU3BOAATCS COOTBETCTBYOLIKE
OTMETKH B yY€THBIX (hopMmax.

6. Konupoanue 10kymMeHTOB

6.1. Ilpu nmeiicTBUTENBLHOI CITy)KeOHOH HeoOXOAMMOCTH B JOMONHUTENBHBIX
IK3EMILIAPaX NOKyMEHTOB [POM3BOAMTCS HX KOMHPOBAHHKE.

Ha HeKOTOpBIX 10KyMeHTaX MOXeT CTOATh OTMETKA O TOM, YTO CHATHE KOITUN
¢ 9TOr0 LOKYMEHTa HE paspernaeTcs. Takue JOKyMEHTE KOMHPOBAHHIO HE OIIEHKAT.

6.2. PaspelieHne Ha KONHpOBaHHE (cHATHE KOmWil) NOKYMEHTOB MOT'YT
A4BaTh COOTBETCTBYIOLIHE OJUKHOCTHBIE JIMIA, HaAETEHHbIE TPABOM pacropsxeHus
CBEJICHUSIMH.

6.3. HekoTopble noKyMeHTHI, NOCTYNUBIIME W3 JPYIMX OpraHU3anuii,
AOJDKHBI KONMHMPOBATHCS C MHCBMEHHOIO pa3spelleHHs 3aBeLyIOLIero MBJIOY n/c
«30/10TOH METYIOK» UJIH ¢ IIHCEMEHHOTO PaspellieHHs U3JaBIIMX UX OpraHu3aluii.

6.4. PaspeleHne Ha W3rOTOBIIEHHE JOTONHUTENBHEIX 9K3EMILIAPOB (KOmuii)
Y4TCHHOTO TOKYMEHTa 0QOpMIIsETCs Ha 060pOTe MOC/IeAHEro JHCTa 3K3eMILIsApa, ¢
KOTOpOro NMpOM3BOAMTCS KOMUPOBaHWE. B paspemennn ykassisarorcs HOMepa
AOKYMEHTOB HWJIM CTpPaHHMI, C KOTOPHIX HEOOXONMMO clenaTh KOIIHIO, a TakxKe
KOJIMYECTBO KOIHIA.

6.5. Tloanexarue KomupoBaHHIO AOKYMCHTBI PErHCTPHUPYIOTCS B )KypHale
y4eTa KOMUPOBaHUs JOKYMEHTOB.

6.6. Ha xomusix sk3emnnsipo AOKyMEHTa MpPOCTABIAIOTCA MX HOMepa. [Ipu
9TOM HOMEpA KOIHUH MPOAOJKAIOT HOMEPA paHee M3rOTOBJIEHHBIX 9K3EMILISIPOB.

7. PeXHM COXPaHHOCTH JIOKYMEHTOB

7.). Opranusauus xpasenus AOKYMEHTOB [PEANOiaraeT, 4To MOMELIeHHS,
i€ XPARATCS NOKYMEHTEI, RODKHEI COOTBETCTBOBATH TPEOOBAHUIM TEXHHYECKON
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besonacHocTH, NpPOTHBONONKAPHOI GezomacHOCTH, a TakkKe yCTAHOBJIEHHBIM
CaHUTapHBIM HOPMaM.

7.2. Ina obecrieyenus COXpPaHHOCTH HOKYMEHTOB, JeJl, a TakKxe JUis
MPEAOTBPALUCHNA  pasryalleHus  colepxkalleiics B HUX HHpOpMaLKH,
YCTaHABIMBACTCA CIELMATBHBIN PEKUM UX XpaHEHHs U 0OpalLeHHus.




