O6uIecTBO ¢ OrPAHNYCHHOM 0TBETCTBEHHOCTHIO «Asponopt CoBeTCKHII»
(000 «Aspomnopt CoBeTcKuii»)

TTosnoxkenue

0 MOpsAKe YHHYTOKEHHS NePCOHATbHBIX JaHHbIX
VTBepKIECHO IPUKA30M TUPEKTOPa
000 «Asponopt Coserckuii» ot 01.09.22 1. Ne J 50

1. O6uue MoJI0AKEHHS

Hacrosmiee [TonoxeHue 0 MOPSAKE YHUUTOXKEHMS NEPCOHATIBHBIX TaHHBIX B 000 «AsporopT COBETCKHI»
(manee no TexcTy — [lonoXKeH)E) yCTaHABIIMBAET MIEPUONMIHOCTE H CIIOCOOBI YHHYTOXKEHHA HOCUTENEH, CONePKAIINX
epcoHANbHbIE JaHHBIE CyOBEKTOB MEPCOHANBHBIX JAHHBIX.

[ensio HacTosmero [lonoxkeHHs sBiseTcs ofbecreyeHue 3allMTBl MpaB U ceobon 0oOydarolMxcs H
paBOTHHUKOB MPH 00PabOTKE KX MEPCOHANBHBIX NaHHbIX B 000 «Aspomopt Cosetckuit» (nanee — Oneparop).

OcHOBHBIE TIOHATHSA, HCTIOTB3yeMble B ITooKeHuH:

o cy6BeKT MepcoHAIbHBIX NAaHHBIX — PabOTHHK M (wny) WHOE JIMIO, K KOTOPOMY OTHOCSATCS
COOTBETCTBYIOIIHE TIEPCOHANIBHBIC TaHHBIE;

° paboTHHK — QU3UIECKOE JHUII0, BCTYIIMBIIEE B TPYIOBbIE OTHOLICHMA C OO1mecTBOM;

o mepcoHaibHLIE JaHHble — HHGbOpMAlWs, COXpaHEHHas B moGoM dopmare, OTHOCAIIAsCS K
OIpeleNieHHOMY HIM ONpE/eAeMOMY HA OCHOBAHHH TaKOH prdopMaiii  QusndeckoMy NIy (CyObeKTy
IePCOHANBHBIX TAHHBIX), KOTOPas cama Mo cebe HIIM B COIETaHHH C npyro# uadopmarelt, iverommetics B Obiectse,
MO3BOJSET UASHTU(OHIMPOBATE THYHOCTE CyOBeKTa IePCOHABHBIX AHHbIX]

o 06paboTKa MepcoHANLHBIX JAHHbIX — JIEHCTBUSA (ONEPALIMH) C TIEPCOHABHBIMA JAHHBIMH, BRIHOHAA
c6op, CHCTEMATH3allMIO, HAKOIUIEHHE, XPaHeHWe, YTOYHCHHS (o6HOBIEHHE, W3MEHEHHE), HCIIONB30BAHHE,
pacrpocTpaHeH#e (B TOM YHCIIe Niepenady), 00e3TMIHBaHue, 6IIOKMpOBaHHE, YHUUTOKEHHE NEPCOHATBHBIX TAHHBIX;

e  YHHYTOXKEHHE NEPCOHAIbHBIX MAHHBIX — MCHCTBMA, B PE3y/IbTaTe KOTOPBIX HEBO3IMOXKHO
BOCCTAHOBHTB COIEP/KAHHE MePCOHATBHBIX JAHHBIX B MHGOPMAIMOHHOH CHCTEME NEPCOHANBHEIX NAHHBIX WIH B
pe3yNbTaTe KOTOPBIX YHHUTOXKAIOTCS MaTepUallbHbIe HOCHTENH EPCOHATBHBIX TAHHBIX;

o HOCHTE/H MePCOHATLHBIX AAHHBIX — KK JJIEKTPOHHBIC (IMCKETBI, KOMIAKT-IUCKH, JICHTEI, ¢nem-
HAKOTIMTEIH 1 JIp.), TAK U HEANEKTPOHHBIE (OyMaskHbIe) HOCHTEH NMEPCOHANBHBIX NaHHBIX.

1.4. Hactosiee IMonoxkenue paspaGotaHo Ha ocHOBe DepepaabHOro 3aKOHa OT 27.07.2006 Ne 149-®3 «O6
uH(OpMALMH, HHPOPMALIMOHHBIX TEXHOJIOTHAX H O 3aIlHUTS nahopMarmmy», PenepansHoro 3axona ot 27.07.2006 Ne
152-®3 «O mepcoHATBHBIX TaHHBIX» U JIPYTHX HOPMATHBHBIX MPABOBBIX AKTOB.

2. IIpaBujia yHHYTOXKEHHsI HOCHTeJIeH, CONepKAMMX NepCoHaNbHbIE NaHHbIE

VHUYTOKEHHE HOCHTENel, COIep/KAlllX MepCOHATBHbIE NaHHble CYOBEKTOB MEPCOHATBHBIX NaHHBIX,
JOJKHO COOTBETCTBOBATH CJISAYIOLIMM IPaBIIIaM:!

e  GbITh KOH(QHISHIMAIBHBIM, HCKIIOYas BO3SMOKHOCTB IIOC/ISTYFOIETO BOCCTAHOBICHHA;

o 0OPMIIATECS FOPUAMYECKH, B YACTHOCTH, aKTOM O BBIIENCHHA JOKYMEHTOB, CONCPIAX
TepcoHasbHbIE TaHHbIE CyOBEKTOB MePCOHANBHBIX JAHHBIX, K YHHYTOKCHHIO H aKTOM 00 YHUYTOKEHHUM HOCHTENEH,
COZIEPIKALIMX MEPCOHABHBIE JaHHbIE CyOBEKTOB MEPCOHANTbHBIX TAHHBIX,

e  VHHYTOXXEHWE JOJDKHO KACaThCsl TOMBKO TeX HOCHTENEH, COMePKAllluX MEpCOHATBHBIC JIAHHDBIC
CyGBeKTOB MePCOHANBHBIX AAHHBIX, KOTOPBIE MOIEKAT YHHYTOKEHMIO B CBA3M C HCTCHCHMEM CpOKA XpaHCHMA,
JOCTIDKCHHEM 1enu o6paGOTKM yKa3aHHBIX [EPCOHANBHBIX [aHHBIX JHOO yTpaToH HEOOXOMUMOCTH B HX
JOCTW)KEHHH, He JOITycKast CITy4aliHOr0 WM IIPEJHAMEPEHHOTO YHHYTOKEHNS aKTyalbHbIX HOCHTeJIeH.

3. IlopsmoK yHHYTOXKEHHS HOCHTeNeH, CoAepKallHX NepCoHAIbHbIC JaHHbIC

[lepcoHambHblE [aHHBIE CyGBEKTOB MEPCOHAIBHBIX JAHHBIX XPAHATCS HE NOTBIIE, HEM STOIO TpeOyroT
ey ux 06paboTKH, U MOIISKAT YHHUTOKEHHUIO [0 UCTEIEHUH CPOKA XPaHEHH, NOCTHHEHNH esei 06paboTky UK
B CIlyuae yTpaThl HeOOXOIHUMOCTH B X JOCTHKCHHH.

HocuTesH, comepikaliye MepcoHaIbHbIe NaHHble CYyOBEKTOB MEPCOHATBHBIX JAHHBIX, YHHYTOXNKAIOTCA B
CIIelMaNbHO OTBEJEHHOM JUIS STHX Liejel NMOMEINeHHH [0 YHWYTOXKEHHUIO NEPCOHABHBIX NaHHbIX, YTBEPKIICHHOH
npukazom OO0 «AsporopT COBETCKHIT.

HocuTeny, colepiKalue NepcoHATBHEIE TaHHble CyGBEKTOB MEPCOHANBHBIX NAHHBIX, YHHUTOMAIOTCA B
CpOK, He MpeBbInatomui 30 IHel ¢ JaThl HCTEUCHHs CPOKA XPAHEHNUS, NOCTIAKCHUS LS/ 06pabGoTKHU TIePCOHANIBHBIX
I@HHBIX JTMOO0 yTpaThl HEOOXOIMMOCTH B MX JOCTHKEHUH.

OTBETCTBEHHBINH MPOHM3BOIMT OTOOp OyMaKHBIX HOCHTENEH MEPCOHATBHBIX MAHHBIX, MOIJIEKAallkX
YHHUTOKEHHUIO, C YKa3aHHEM OCHOBAHUH JUIS YHHHTOKCHHA.

Ha Boce OTOGpaHHBlE K YHHYTOXKGHHIO JTOKYMEHTBI COCTABIISETCS akKT O BBIIGNCHHH JIOKyMEHTOB,
COTepIKAIIIIX TIEPCOHATBHbIE JAHHbIE CYOBEKTOB MEPCOHATBHBIX JAHHPIX, K yHUITOKCHHIO.



B akTax O BBUIETECHHHM JOKYMEHTOB, CONEP)KaIlUX IEPCOHAIBHBIC NAHHBIC cyOBEKTOB MEPCOHANBHBIX
JAHHBIX, K YHUUYTOXKEHHMIO M aKTax o0 YHHYTOXKCHHH HOCHTENEH, COCP/KAIIIX TIEpCOHATBHBIEC TaHHbIE CyOBEKTOB
TIEpCOHABHBIX JTAHHBIX, HCIIPABIICHHMS HE JIOMYCKAIOTCA.

OTBETCTBEHHBIN TPOBEPSET HAIMYHE BCEX JOKYMEHTOB, BKJIHOYEHHBIX B aKT O BBIICICHHH HOCUTEJIEH,
CONEpIKAIIHX TIEPCOHANBHBIEC TaHHBIE CyOBEKTOB IEPCOHAIBHBIX JAHHBIX, K YHIITOKCHHIO. '

1o OKOHYAHHMH CBEPKH aKT O BBILEJICHHH JIOKYMEHTOB, COMEP)KAIlMX NEPCOHATLHBIE TAHHEIO cyOBEKTOB
MEepCOHANBHBIX J@HHBIX, K YHHUYTOKCHHIO TOJIMMCBIBACTCA M yTBEPXKAACTCA YIOTHOMOYEHHBIM TIPe/ICTaBUTENEM
000 «Asponopt COBETCKHI.

HocwuTeny, colep/Kaliue MepcOHANbHbIC JaHHbIE CyOBEKTOB MEPCOHAIBHEIX NaHHBIX, otobpaHHBIE A
VHHYTOKEHWS U BIJIOUCHHBIE B KT, 10C/Ie IPOBEPKHU NEPEIAOTCA OTBETCTBEHHOMY 34 YHHYTOKEHUE JOKYMEHTOB B
nomernerne [ KYuJl (rpyrmma kagpoBoro y4éra v JEJIONPOU3BOICTBA).

VHHUYTO/KEHWE TEPCOHATBHBIX NAHHBIX, €CJTM 3TO JOIMYCKACTCS MaTepUalbHBIM HOCHTENICM, MOXKCT

[IPOM3BOJMTECS CHIOCOGOM, HCKITIOHAIOLIAM JabHEHITYIO 06paboTKy 3THX MEPCOHAIBHBIX NAHHBIX C COXpaHeHHEM
BO3MOKHOCTH 0OpaBOTKM HMHBIX JAHHBIX, 3a(UKCHPOBAHHBIX HAa ~MAaTCPHATILHOM Hocutene (ydaleHue,
BBIMapbIBAHKE).

VHUYTOKEHIE HOCHTENEH, CONePKAIMX EPCOHATBHBIE NaHHbIE, OCYIECTBIISETCS B CIICYIOIIEM NOPALKE:.

° YHUUYTOXKEHHE MePCOHATBHBIX NAHHBIX, COACPKAIIMXC Ha OyMa)XKHBIX HOCHTEJIAX, OCYIECTBIIACTCS
[yTeM M3MeNTbUeH s Ha MEJIKME YacTH, HCKITIOHAOIHe BO3MOKHOCTE MOC/IEAYIOMEro BOCCTAHOBJIEHH UH(QOPMAILWH.
V3MenpueHHe OCYIIECTBIIETCA € HMCIOIB30BaHHMEM IIpenepa (YHHYTOXKUTENS TOKYMEHTOB), YCTaHOBJISHHOTO B
[OMEIIEHHH OTHAeNa KaapoB, JMOO [IOKYMEHTHl I€pPENaroTcsi Ha nepepaboTKy (YTWIH3ALHMIO) OpPTaHU3alKAM,
cOBGHMpAOIIUM BTOPCHIPEE (ITyHKTHI IIpUeMa MaKyJaTypsl);

o YHAYTOXKEHHE IEPCOHANBHBIX ~ NAHHBIX, COMEPKALIMXCS HA MAUIMHOYMTACMBIX — HOCHTCILX,
OCYIIECTBIISETCS [yTeM HAHECEHWs UM HEYCTPaHUMOTO (pU3HHUECKOro MOBPEKIEHHS, HCKIIFOYAIONIEro BO3MOXKHOCTE
WX HCIIONB30BAHKS, a TAKKE BOCCTAHOBIIGHWS NaHHBIX. BEIMIEyKa3saHHOE AOCTHUIacTCs IyTeM nehopMHUPOBAHHUA,
HapylIeHHs eJHHOM LEJIOCTHOCTH HOCUTETIS,

o MOIIeKAIe YHHUTOXKCHHIO (Gaiibl ¢ MSPCOHANbHBIMUA  JaHHBIMU CyOBEKTOB IIEPCOHAIBHBIX
[AHHBIX, PACIIOJNIOKEHHBIE HAa JKECTKOM MHCKe, YNANIOTCS CPeACTBaMU ONEpaLMOHHON CHCTEMBI KOMIIBIOTEPA C
MOCIIELYOIIHAM «OYHIIEHHEM KOP3UHBIM;

o B CTy4ae JOIyCTMMOCTH MOBTOPHOIO HCIOIB30BAHUA HOCHTEIIA CD-RW, DVD-RW npumensercs
POrpamMMHOe yajieHHe («3aTUPaHKe») CONSPKIUMOTro IUCKa IyTEM ero GopMaTHPOBAHHA C MOCTEIYIOLICH 3aTTHChIO
HOBOM HHbOPMAaLIMK HA IAHHBIM HOCUTEIb.

4. Tlopsigok caa4y¥ MaKyJaTyphbl

JIOKyMEHTBI [0 MCTEYCHMM CpPOKa XPaHEHHMs, NOCTHKCHHH Henel o6paGOTKM WM B ClIy4ae YTPaThl
HeoOXOMMMOCTH B UX JOCTHKEHHH MOJUIEKAT yHUYTOXKCHHUIO MTYyTEM Ca M OpraHu3aluiM, coOGHpAarOIM BTOPCHIPEE
(IyHKTBI NIpUeMa MaKyJ1aTyphbl).

BhIIeeHHble IOKYMEHTEl M0 aKTy O BBIIETECHHM [IOKYMEHTOB, COMACp/KAIlMX MEPCOHATLHBIC NAHHBIC
CYGBEKTOB MePCOHANBHBIX JAHHBIX, K YHUUTOKSHHIO MIEPEAtoTCs K YHIMTOKEHHIO B yIIAKOBAHHOM BUJIE.

JIOKyMEHTBI, IIOJUIE)KAIME BBIBO3Y, HE MOJDKHBI COINCPIKATH fymary 4 KapTOH, He TNPUTOIHBIC A
nepepaboTky; Gymary ¥ KapTOH, TOKPBITHIG MONMHSTHICHOM M APYTMMH TOTMMEpHBIMH IUIEHKaMH, MaTepHall,
BBIIEJISIOLIUN SI0BUTEIE M TOKCHYHBIE BEIIECTBA.

JIOKYMEHTBI, [O/JIeXKAlINE BHIBO3Y, HE JOTDKHBI CONEPIKaTh:

o TpATIbE, BEPEBKY, IIITAraT U3 JIyOSHBIX BOTIOKOH H MOJIMMEPOB;

o METAUIMYECKHe U JIEPEeBSHHBbIE M3JCNMHA, KyCOYKHM CTEKJa ¥ KePaMHKH, KaMeHb, Yrojb, CIHOLY,
HentodaH, LeIUTyIO T, TIONMMEpHBIe MaTepHasbl B BUIC p3enyil (IUIEHOK, TPaHyl), MEHOIUIAaCT, HCKYCCTBEHHYIO
HATYPaJIbHYI0 KOXKY, KISSHKY, OUTYM, apa(yH, OCTATKM XMMHYECKIX ¥ MHUHEPATbHBIX BELICCTE 1 KpAacoK;

o BJIAKHOCTH JOKYMEHTOB, TIOJIIEKALlAs BEIBO3Y, IOIDKHA OBITH He 6onee 10 mPOLIEHTOB.

Cpaga otopMIseTcss MPHEMO-CIaTOYHBIMM HAKJIAJHBIMK, [AHHBIC KOTOPBIX (mata cpmadd, HOMED
HAK/TATHOMN, BeC CHAHHON MaKy/aTyphl) yKasbIBAIOTCA B aKTe O BBLACICHMH JIOKYMEHTOB, CONCPKAIIMX NEPCOHAILHBIC
JaHHBIe CYOBEKTOB MEPCOHANIBHBIX JIAHHBIX, K YHHUTOKCHHIO.

Tlorpy3Ka i BEIBO3 JOKYMEHTOB OCYIIECTBIISIOTCS TIOJ KOHTPOJIEM JIHLA, OTBETCTBEHHOIO 3a obecnieuenue
COXPaHHOCTH JIOKYMEHTOB CTPYKTYPHOTO TIOAPa3Ae/ICHHUS.

Oto6paHHble K YHMYTOXKEHWIO IOKYMEHTBI Iepei cadedl Ha nepepaboTKy B KadeCTBE MaKyJaTypbl
JOJDKHBI B 06S3aTENbHOM MOPAIKE U3MENbUYATECS 110 CTETIEHH, HCKIIOYAIOIIeH BO3SMOKHOCTb MPOITCHHA TEKCTA.

5. Ilopsmok ohopmiIeHAS JOKyMEHTOB 00 YHHYTOMKEHHH MePCOHATLHBIX JAHHBIX

O6 YHHUTOKESHUHM HOCHTENEH, CONEP/KAIIMX MePCOHANBHBIC NAHHBIE, OTBETCTBEHHEIC JIMIA COCTABIIAIOT 1
MO/IITUCHIBAIOT aKT 00 YHHUTOXKCHHM HOCHTEJIeH, COASPIKAIUX IMEPCOHAIBHBIC NaHHBIC CyOBEKTOB IMEPCOHATBHBIX
[AHHBIX, KOTOPBINA YTBEPIKAAETCSA YIIONHOMOYCHHBIM MPE/ICTABUTENCM 000 «Asporopt COBETCKUIY.

B axTe yKa3pIBaroTCA:

° IaTa, MECTO M BPEMS YHUITOXKEHHS,

° JOJKHOCTH, (QaMUITHY, MHALMATE! WIeHOB KoMuccHy,



e  BUI M KONMYECTBO YHHMHYTOKAGMBIX HOCHTENeil, COMepKalliX TMepCOHATbHBIC NaHHBIC CYOBEeKTOB
TIepPCOHATBHBIX TaHHBIX;

e OCHOBAHHE [JIs YHUUTOKEHHS;

e CrI0cO0 YHHYTOXKEHI.

6. OTBETCTBEHHOCTh PYKOBOAHTEJEH CTPYKTYPHBIX HO/Apa3/eTeH i
_ OTBETCTBEHHBIM JIHIOM 33 OPraHM3AlMI0 XPAaHEHHUs JIOKYMEHTOB SBJIASTCA PYKOBOIMTENB CTPYKTYPHOTO
MOpa3ACIEHHS.
PyKOBOIMTENb CTPYKTYPHOTO — IIOAPA3NENICHUS ~ MOXKET OBITh TpHBIEYEH K aJMHHMCTPaTHBHOM
OTBETCTBEHHOCTH 3a HapylleHue TpeGOBaHMUH MO0 OPraHH3alii XPaHEHHA TOKYMEHTOB, COACPKAIINX NEPCOHAJIBHBIC
JaHHBIE.

PykoBoauTens rpymniiel
KaJpOBOro y4uéra u
nenornpouszsoactea 000
«Asporopt CoBETCKHI»

T.I1. Kynukosa
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