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NHCTPYKIUSA
1o 00padoTKe NePCOHANBHBIX TaHHBIX
0e3 UCMO0JIb30BaAHUSA CPEICTB ABTOMATU3AIUN

1. OOume moJ1oKeHUs

Hacrosmas WHcTpykuuss paspaborana B coorBercTBUM ¢ «llomoxxenuem 00
0COOCHHOCTSIX 00pabOTKM TEepPCOHANBHBIX JJAHHBIX, OCYLIECTBIAEMON 0€3 HCHOJIb30BaHUS
CPEACTB aBTOMAaTH3AIMN», YTBEPKACHHBIM nocTtaHoBIeHHeM [IpaBurensctBa PO ot 15.09.2008
Ne 687 u ompenensier mpaBuia pabOTbl ¢ MEPCOHAIBHBIMH JAHHBIMU M HX MaTepHalbHBIMH
HOCHUTEISIMH 0€3 MCIIOIb30BaHMs CPECTB aBTOMATH3AIHH.

OO6paboTka THepCOHATBbHBIX MaHHBIX (manee —IIJ[) cuwmrTaeTcs OCYIECTBICHHON Oe3
WCIOJIb30BaHUS CPEACTB aBTOMATHU3AIlMK (HEaBTOMATHU3HUPOBAHHOM), eciii Takue aerctus ¢ I1/1,
KaK MCIOJIb30BAHHME, YTOUHEHHE, pacnpocTpaHeHue, yHuutoxenue 1/l B oTHOIEHUH Kaxaoro
U3 CYOBEKTOB MEPCOHAIbHBIX JAHHBIX, OCYLIECTBIISIIOTCSI MPU HENOCPEICTBEHHOM YYacTUU
yenoBeka, npu 3ToM [IJ] Moryr ObITh, Kak HW3BICYCHHBIMU W3 HHGOPMAIMOHHOW CHUCTEMBI
nepcoHanbHbIx ganHbiX (1anee UCII/) Tak u He cBs3anubivu ¢ MCIT/I.

MatepuanbHblii HOCUTENb, coaepxamue [1J] - MaTepuanbHblii HOCUTENb (1€71a, KHUTU U
JKYpPHaJIbl yd4eTa, JOTOBOPBI, MHbIE ChEMHBbIE HOCHUTENM HWH(popmanuu, coaepxkamue I1J]) ¢
3a(huKCHpOBaHHON Ha HeM B J1000# dopme nHpopmanueit, conepxamiei I11/] cyorexros 11/ B
BUJIE TeKCTa, poTorpaduu u (M) UX COYCTAHHUS.

C yderoMm OosbmiOro ob6bemMa JOKYMEHTOB, COJEpPXAIIMX MEepPCOHANbHBIE JAHHBIC, U
CTPOTO PETJIAMEHTUPOBAHHOTO MOPSAKA UX XPAHEHHS TOMETKA KOH(PHUIEHIIMATbHOCTH Ha HUX HE
CTaBUTCS.

2. Tlopsinok 00padOTKM MePCOHANIBHBIX JaHHBIX

2.1. TIJI momxHBI 000COONATBCS OT WHOW wHWH(pOpMamuu myreM (UKCAMd WX Ha
OTJIENbHBIX MAaTepUAIbHBIX HOCUTENSAX, B CHELUUAIbHBIX pa3jlenax WM Ha MNoIsIX Qopm
(6:1aHKOB).

2.2. lTpn ¢ukcammu [1]] Ha MarepuanbHBIX HOCHUTENSIX HE JOMYyCKaeTcs (QHUKcanuu Ha
0JITHOM MaTepuaibHOM HocuTene I1]], renu o6paboTKku KOTOPBIX 3aBEIOMO HE COBMECTUMBI. Jlist
00paboTku paznuuHbix Kateropuit [1J[ HeoOX0aMMO MCIOIB30BaTh OTACIBHBIA MaTepHUaTbHBIN
HOCHUTENb JUIS KaXKI0M U3 KaTeropui.

2.3. TIpu Mcronb30BaHUH TUTIOBBIX ()OPM JIOKYMEHTOB, XapakTep HH(OOpMAIH B KOTOPHIX
npennoiaraeT Wid JOIycKaeT BKIroueHne B Hux [1J] (mamee - TumoBast ¢opma), TOJKHEI
coOIr0aThCs CIEeYIOIINE YCIOBUS:

a) TunoBasi (popMa MM CBSA3aHHBIE C HEW JOKYMEHTHI (MHCTPYKIMS MO €€ 3allOJHEHHIO,
KapTOYKH, PEeCTPhl W KypHAJIbl) MOJDKHBI COJEPKaTh CBeAeHUS O Iienu obpabotku I1]1,
OCyILIeCTBIsIeMON 0€3 HCHOJb30BaHUS CPEACTB aBTOMAaTHU3alliM, HAaWMEHOBAaHUE WU aJipec
[M'HNY, pamunuto, ums, otdyectBo U aapec cyobekta 1/, ncrounuk nmomyuenus I1/1, cpoxu
oopabotku I1J], mepeuens neiictBuii c¢ IIJ], koTopble OyayT coBepliaThCsi B Ipolecce HX
00paboTKH, 00IIIee ONMMCAHNE UCTIONB3YEMBIX crToco00B 00padoTku I1/1;

0) TunoBas ¢opma J0JDKHA TpeAycMaTpuBarh Ioje, B KOTOpoM cyowbekT IIJ] moxer



NOCTaBUTh OTMETKY O CBOEM coriacuu Ha o0pabotky IIJI, ocymectBisemyto 6e3
UCIIONIb30BAHUSl  CPEICTB  aBTOMAaTH3alUH, - Opu  HEOOXOAMMOCTH  IOJIyYeHUs
NUCBMEHHOTO coriacusi Ha o0paboTky I1/1;

B) TUTIOBass (opMa JOJDKHA OBITH COCTaBJI€HA TaKUM O0Opa3oM, YTOOBI KaKIbId U3
cyobektoB I1JI, comepxamuxcs B JOKYMEHTE, UMeNl BO3MOXHOCTh O3HAKOMHTBCS CO CBOMMH
[TJ1, conepxamuMucs B JOKyMEHTE, HE Hapylias paB U 3aKOHHBIX HHTEPECOB UHBIX CYOBEKTOB
LT

r) TUNOBasg ¢opMma JOJKHA MCKIIOYaTh OOBEIMHEHHE TMOJel, MpeaHa3sHauYeHHBIX IS
BHecenus [1]], nenu o6paboTKHU KOTOPBIX 3aBEAOMO HE COBMECTUMBI.

2.4. Tlpu HecoBMecTmMOcTH Iienedt oOpabotku IIJI, 3adukcupoBaHHBIX Ha OJHOM
MaTepualbHOM HOCHUTENle, €CIM MaTepuajbHbli HOCUTENb HE TIO3BOJSET OCYIIECTBIATh
o0paboTtky I1J] oTnenpHO OT APyrux 3aUKCUPOBAHHBIX HA TOM ke Hocutene 1], 7omKHBI OBITh
HPUHSATH MEPHI TI0 00ECTIEYSHHUIO Pa3esIbHOM 00pabOTKH MEPCOHATBHBIX JAHHBIX, B YACTHOCTH:
a) MpyM HEOOXOJMMOCTH HCIIOJIb30BaHUSA WM pachpocTpaHeHus omnpeaeneHHbix [1]]
OTJICIbHO OT HAaXOJSIIUXCS Ha TOM >K€ MaTepuanbHOM Hocutene apyrux I1J[ ocymectBusercs
KOTIMPOBaHUE I, MOJUISKAINX PACIPOCTPAHEHHIO  WJIM  HCIOJIB30BAHUIO,

CIoco00M, HCKITFOUAIONIUM OJIHOBpeMeHHOe komwmpoBanue I[1J[, He
MOJUIeKANNX PACIPOCTPAHEHUIO U MCIOJIB30BAHUIO, H UCTIONB3YETCs (PACIPOCTPAHSIETCS)
KOTIHSI IEPCOHAIILHBIX JAHHBIX;

0) npu HEOOXOAMMOCTH YHUUTOXEHHS WU OnokupoBaHus yactu 1]l yHuuTOXKaercs win
ONOKUpyeTCsl MaTepuanbHbIE HOCHTENb C MPEIBAPUTEIBHBIM KOMHPOBAHUEM CBEICHUM, HE
HOJUISKANINX YHHUYTOXKCHUIO WU OJIOKUPOBAHMIO, CIIOCOOOM, HMCKIIOYAIOUIMM OJHOBPEMEHHOE
konupoBanue [1/], moanexamux yHUYTOXKEHUIO UITU OJIOKUPOBAHUIO.

2.5. YHuuToxxeHne win ooe3nnunBanue yactu [1/], ecnm 310 mormyckaercsi MaTeprualbHBIM
HOCHUTEJIEM, MOXKET MPOU3BOJUTHCS CIIOCOOOM, MCKIIIOUAIOUINM JaTbHEHIyI0 00paboTKy ATHX
[l ¢ coxpaHeHHEM BO3MOXHOCTH OOpa0OTKM WHBIX JaHHBIX, 3a()UKCHPOBAHHBIX Ha
MaTepHaIbHOM HocuTelne (yaajaeHue, BoIMapbIBaHHE).

2.6. Yrounenue [IJ mpum ocymecTBIeHHH WX 0OpaOOTKH O€3 WCIOJB30BaHUS CPEICTB
aBTOMAaTH3allMU MPOU3BOAUTCS IyTeM OOHOBJIEHHUS WM M3MEHEHUS JaHHBIX HAa MaTepHalbHOM
HOCHUTENIE, a €CIH JTO HE JIOIMYCKAeTCsd TEXHHUUYECKUMH OCOOCHHOCTSMH MAaTepUAIBbHOTO
HOCHUTEJIS, - MyTeM (PUKCAIlMM Ha TOM e MaTepuaIbHOM HOCUTENE CBEIEHUH O BHOCHUMBIX B HUX
MU3MEHEHUSX JTHO0 MyTEM M3TOTOBJIEHUSI HOBOTO MaTePHAILHOTO HOCUTENS ¢ yrouHeHHbIME [1/].

3. OcobenHocTH 00ecnieyeHHs1 0€30MaCHOCTH MEePCOHATBHBIX JaHHBIX
npHu ux o0padoTKe, ocyumecTBIsAeMOii 0e3 HCMO0JIb30BaAHNSA
CpeacTB aBTOMATH3ALHMH

3.1. Oo6paborka IIJI, ocymecTBisiemass 0e3 WCIOJIB30BaHUS CPEACTB aBTOMATH3AINH,
JOJKHA OCYIIECTBISATHCSA TaKUM 00pa3oM, 4ToObI B OTHOIIEHUH Kaxkaou kareropuu [1]] MoxHO
OBUTO OMpEACINTh MECTa XPaHEHHsS MEPCOHATBHBIX MaHHBIX (MaTepHaIbHBIX HOCHUTENCH) H
YCTaHOBUTH MEPEUYEHb JUII, OCYIIECTBIIONMX 00padoTky [1]] 1160 uMermux K HUM JTOCTYII.

3.2. HeoOxomumo oOecriednBaTh pa3ielbHOE XpaHEHHE IEePCOHATBHBIX JTAHHBIX
(MaTepuabHBIX HOCHUTEIIEH ), 00pabO0TKa KOTOPBIX OCYIIECTBISACTCS B PA3IMYHBIX HENSX.

3.3.1lpu XpaHeHHH MaTepHATBHBIX HOCHUTENEH JOJDKHBI COOMIOJAThCS  YCIOBHS,
obecrnieunBaroIIne COXPaHHOCTh MEePCOHANBHBIX TAHHBIX u UCKITIOYAOIIINe
HECAHKITMOHUPOBAHHBIA K HAUM JOCTYII.

3.4. PykoBomurenr OVY, B koTopoM oOpabarbiBatotcs [IJ[, mnpuHMMaeTr Bce
HEOOXOJUMBIC OPTaHMW3AMHMOHHBIE M TEXHUYECKHE MEpPhl, WCKIIOYAOIUIE BO3MOXKHOCTD
HECAHKI[MOHUPOBAHHOTO JIOCTYyMa K MaTepuaibHbIM HocuTensMm [1J[ muil, He JOMyIEHHBIX K UX
o0OpaboTke. MatepuanbHble HocuTeau ¢ [1/] MOJKHBI XpaHHUTHCS B 3aIMPAIONIMXCS HA KITFOY
MOMEIIEHMSIX, MeTalTnyecknx mkadax, ceiidax, MHbIX mKadax, UMEIOMINUX 3aupaeMble OJIOK-
CEKIINH.

3.5. Jluna, ocymecTtBisomue 00pabOTKy MEPCOHANBHBIX JaHHBIX 0€3 HCIOIb30BAHUS



CpEACTB aBTOMAaTH3allUd, JOJDKHBI OBITh NPOMHPOPMHUPOBAaHBI O (akTe 00pabOTKH
UMK TIEPCOHATBHBIX JAHHBIX, KaTEropusx OoOpadaThIBAEMBIX IIEPCOHAIBHBIX JAaHHBIX, a
TaKkkKe 00 0COOCHHOCTSX M MPABUIIAX OCYIIECTBICHUS TaKOW 00pabOTKH.

3.6. lomxHOCTHBIM JuniaM, padoTaromum ¢ [1/1, 3anperiaercst pa3riamarb HHPOPMAIHUIO,
COJIepKaIyI0 IEPCOHATbHBIC JaHHbIE, YCTHO MJIM MUCHBMEHHO KOMY ObI TO HU OBLIO.

3.7.  Pykoomurenr OV, ocymectisromero oopadorky 1/ 6e3 ucnonab3oBanus
CPEACTB aBTOMATH3AIIHH:
- OTIpeieNsieT MeCTa XPaHECHUS IePCOHANIBHBIX JJAHHBIX (MaTepUANBbHBIX HOCUTEICH);
- OCYILECTBIISIET KOHTPOJIb HAIMYHSA B MOJIPa3/ACICHUN YCIOBUH, 00€CIIeUnBAIOIINX COXPAaHHOCTD
[T/] 1 uCKITFOYarOIMX HECAHKITMOHUPOBAHHBIM K HUM JIOCTYIT
- OpraHu3yeT pa3/ielbHOE XpaHEHHWE MATCPUAIbHBIX HOCUTENECH IepCOHANBHBIX JIaHHBIX
(moxymeHToB, nuckoB, USB ¢nenr-nakonurenei, mp.), 00paboTka KOTOPHIX OCYILECTBISETCS B
Pa3IINYHBIX IIETISIX.

4. Tlopsiiok MpeIoCTABJIEHHS JOCTYNA K MEPCOHATbHBIM JaHHBIM,
o0padaTbiBaeMbIM 0€3 UCIO0JIb30BAHUSA CPEICTB ABTOMATU3AIUHN

4.1. Paborauk OY nHagensercsa mpaBoM goctyna K [IJ] B COOTBETCTBHM C 3aHMMaeMOU
JIOJDKHOCTBIO, JOJDKHOCTHOW HMHCTPYKIMEH W/WIM HAa OCHOBAHUH Pa3pelICHHs PYKOBOIUTEIS
oVv.

4.2. BpemeHHbIII uIu pa3oBbld gomyck k pabore ¢ IIJl B cBa3u co ciyxeOHON
HEOOXOMMOCTBI0O MOXET OBITh TONydeH pabotHukoM OY 1o paspemeHuto pykopogurens OY
U OCYIIECTBIIEH B MPHUCYTCTBUM pPAOOTHHMKA, HUMEIONIETO MOCTOSHHBINA JOCTYI K paboTe ¢
sTou kareropuen I1/1.

5. O0s13aHHOCTH PAa0OTHHKA, JONYLIEeHHOT0 K oOpadoTke I1/]

5.1. Ilpu pabote ¢ MaTepualbHBIMU HOCUTENSAMH, conepxamumu [1/1, pabotHuk 00s3aH
UCKJIIOYUTh BO3MOXKHOCTH O3HAKOMIICHHUS, NPOCMOTpPA OTUX JOKYMEHTOB JHIAMH, HeE
JOTYIIEHHBIMH K paboTe ¢ HUMH.

5.2. IIpu BbIHOCE MaTepUaibHBIX HocUTeNeH, coaepxkamux I1J], 3a mpenens moMenienus,
B KOTOpOM TpoBoauTcs o0padoTtka [1]], mo ciyxebHoi HEOOXOIMMOCTH, a TaK Ke NP Nepeaaye
MaTepHalbHbIX HOCUTENed u/ WM WX KOMHUH JHIAM, MMCIOIIMM BPEMEHHBIA WM Pa30BbIN
nonyck k pabore ¢ IIJ[ B cBsI3u co cinykeOHOW HEOOXOIMMOCTHIO PaOOTHUK JOJDKEH CHeNaTh
oTMeTKy B JKypHane ydera MaTepHajbHBIX HOCHTEJEW, B TOM 4YHCJIE pacleyaToK TEKCTOB,
rpadguueckoii U wHOW wHoOpmaruu, coxepxkammx I[IJ[ ¥ NpUHITH BCE BO3MOMXHBIE MEpHI,
HCKJTIOYAIoIIne yTpary (YTepro, XUICHNE) TaKHX MaTepUaIbHbIX HOCUTEIEH.

5.3. Ilpu yrpare (yrepe, XUIIEHHH) AOKYMEHTOB, cojepxamux 1/, paboTHUK 00s3aH
HEMEUIEHHO JOJOXHTh O TakoM (Qakre pykoBoautento OVY. Ilo kaxaomy Takomy
¢dakTy Ha3HauyaeTcsl Cly)keOHOe pacclieZlOBaHHUE.

5.4. PaboTHuKaM, 1onylieHHbIM K o0padoTke I1/], 3anpemaercs:

- coobmaTte cBeneHus, spistommecs I1Jl, nuumaM, He uMMeOMMM MpaBa  JOCTyNa K 3THM
CBEICHMSIM.

- JIeJaTh HEYYTEHHbIE KOIIMY IOKYMEHTOB, coaepxkanmx 111

- OCTaBJIATH JIOKYMEHTHI, coaeprkamuue 11/, Ha pabouux cronax 6e3 mpucmorpa.

- BBIHOCUTH JJOKYMEHTHI, coaepxarue [1]], u3 momemnieHuit 6e3 cinyxeOHO HE0OX0IUMOCTH.

6. OTBETCTBEHHOCTH

6.1. OTBETCTBEHHOCTH 32 HEHCIIOJTHCHHME MU HEHAJIIS)KAIIee BBIMOJIHCHUE TPEeOOBAHHMA
Hacroseil MHCTpykuuu Bo3araercst Ha pabOTHUKOB U pykoBoauTtesnei OVY.

6.2. KoHTpoJIb 32 BBINMOJIHEHUWEM ITOJIOXKEHUH HacTosmiel MHCTpyKIMK Bo3iaraetTcst Ha
pykoBoaurens OY.



