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HHOJIOXKEHUE

O TIOPSJIKE YHUYTOXKEHUsI IEPCOHANIBHBIX TaHHBIX PAOOTHUKOB
KI'AY ®OK «3Be3aHblity

1. O01mue noioxxeHus

1.1. Hacrostee [lonosxenue o mopsiike YHHUTOKEHUS MePCOHATBHBIX AaHHbIX B KI'AY
OOK «3Be3nubiit» (manee — [lonokenne) ycraHaBIHBaeT MEPUOJAUYHOCTD U CIIOCOOLI

YHUYUTOXKECHHUA HOCHTEHGIZ, COACpXKaIUX [EpCOHAJIbHBIC JaHHBIC CY6'I)€KTOB
MNePCOHAIBHBIX TaHHBIX.

1.2, Lenbto Hacrosmero Ilonoxenust siBiasercss oGecriedeHre 3alUThl IPaB U CBOGOI
00y4aromuxcs U pabOTHUKOB NpH 00paboTKe MX IEpCOHAbHBIX JaHHBIX B KIAY
OOK «3Be3aHbIiy (naee — Yupexnenue).

1.3. OcHOBHBIE MOHSTHS, UCTIONB3YeMble B [To10KeHNUH:

¢ CYOBEKT MEPCOHANIBHBIX JAHHBIX — PabOTHUK U (MIIM) UHOE JIMLO, K KOTOPOMY
OTHOCSITCSI COOTBETCTBYIOLIME [TEPCOHANIbHBIE JIaHHbIE;

* pabOTHHUK — (pU3MYECcKOe JINLO, BCTYIUBIIEE B TPYA0Bble oTHOLIeHMs ¢ KITAY
OOK «3Be3gHBIIY;

* IICPCOHAJbHBIC J[@HHBIE — HMH(OpPMaLKs, COXpaHEHHas B Jir0OOM (opmare,
OTHOCSILASICS K OINPENENIEHHOMY WJIM OIpeAesiieMOMY Ha OCHOBAHUM TaKOi
HHQOpMAlKK  (GH3UUECKOMY JIHLY (CyOBEKTY MepCOHANBHBIX IaHHBIX),
KOTOpast cama 1o ce0e MM B COUeTaHUU C Ipyroi nHpopmanueil, nMeroLencs
B KI'AY ®OK «3Be3nHblii», [103BOMSIET HUASHTHGULUUPOBATL JTHYHOCTD
CyOBEKTa ePCOHATBHBIX JaHHBIX;

* 00paboTKa mepcoHaNbHBIX NaHHBIX — JeHCTBUS (ONEpaluu) ¢ MepcoHaTbHBIME
JAHHBIMY, BKIIO4Yas CcOOp, CHUCTEMAaTH3alMIO, HAKOIUIeHHe, XpaHeHHe,
yTouHeHne (OOHOBIEHHE, U3MEHEHHE), HCIIONL30BaHUe, paclpocTpaHeHue (B
TOM 4HClie repejady), oOe3IMuUMBaHUe, OJIOKMPOBAHME, YHHUUYTOKEHUE
[EPCOHAJIBHBIX JAHHBIX;

* YHHYTOKECHHME NEPCOHANBHBIX JAHHBIX — JEHCTBHs, B pe3ysibTare KOTOPBIX
HEBO3MOJKHO ~ BOCCTAHOBHMTb  COJEPXKAHUE  TEPCOHANBHBIX  JIAHHBIX B




,
* HOCHTeIN NePCOHANBHBIX NaHHEIX — Kak SJICKTPOHHBIE (AWUCKETBI, KOMMaKT-
AUCKH, JICHTEI, (IIell- HaKOMUTeNH | Ip.), TaK u HEIJIEKTPOHHBIC (OyMaxHEbIe)
HOCHTENM TepCOHATILHBIX NaHHBLX.

27.07.2006 Ne 149-d3 «O6 UHpOpManuy, MH(pOPMAIHOHHBIX TeXHOIOHsIX U 0 3alIuTe
HHpOpMaumy, Denepanbroro 3akona o 27.07.2006 Ne 152-®3 «O NTePCOHATbHBIX
AQHHBIX» U PYTUX HOPMAaTHBHBIX IIPABOBBIX AKTOB,

2. HpaBHna YHHUYTOXEHUSI HOCHTGHGﬁ, CoOZepKammx HHePCOHAJIbHEIEC HAaHHbIE

2.1. YHuuTOXeHME HOCHUTENIeH, comepkalmx [ICPCOHATIbHBIC  IaHHBIE CYOBEKTOR
HMEPCOHANBHBIX TAHHBIX, JOJDKHO COOTBETCTROBATE CIIEAYIOILUM MPaBUITAM:

OBITH KOH(UACHIMATBHBIM,  HCKIIOYAs BOSMOXXHOCTE  MOCIIEAyIOLIero
BOCCTaHOBJIEHUS;

O0OpPMIIATECS TOPH/II@CKY, B YaCTHOCTH, aKTOM O BBLIEIEHUH JIOKYMEHTOB,
CONCPKALIMX TMEPCOHAILHBIE NAaHHDBIE CYOBEKTOB MepcoHanbHbIX JAHHBIX, K
YHUMTOXKCHHIO M aKTOM 06  VHUYTONKEHUY HOCHUTEJIeH, comeprKalux
HCPCOHAIBHbIE NTaHHbIE CYOBEKTOB MepCoHATbHbIX JAHHBIX;

* JO/DKHO MPOBO/IUTECS KOMUCCHEH MO YHUYTOXEHMIO [IEPCOHATIbHBIX JaHHbBIX;
YHUUTOXKCHHE NOJDKHO KacaThCsi TONBKO Tex HOCHUTEeNICH, conepkalnx
lICPCOHAIIBHBIE  JTaHHBIE  CYOBEKTOB HEPCOHAIBHBIX  NAHHBIX, KOTOPBIE
NOLNEHKAT  YHUUTOKEHHIO B CBA3M C  MCTeYeHHeMm CpOKa  XpaHeHusl,
AOCTHKCHUEM Lielin 00paboTKU  yKa3aHHBIX NIEPCOHANIBHBIX JaHHBIX JTUOO
YTPaToil HEOOXOJUMOCTH B HX AOCTIKCHHH, HE MOMycKas CIy4aifHOro wiu
HMPEHAMEPEHHOI0 YHUUTOKEHHS aKTYalbHbIX HOCHTE T,

3. Iopsmok yHUYTOKeH s HOCHUTENEH, COIePKALIMX ePCOHANbHDIE JIaHHbIE

3.1. Tlepconansuele nannple CYOBEKTOB MEPCOHANBHBIX JAHHBIX XPaHSTCS He J0Jblie,
€M 3TOro TPeOYIOT Lenu ux o6paboTku, HOMUICIKAT YHUYTOKEHHUIO 10 UCTEUEHUU
CPOKa XpaHeHHS, TOCTIKEHUH Lieselt 06paGoTKH MK B ClIydae yTpaTel HEOOXOLUMOCTH
B X JIOCTIKEHUU.

3.2. Hocurenn, conepsxarme HCPCOHANIBHBIC  JIaHHbIE CYOBEKTOB  MEePCOHANBHbIX
AQHHbIX, YHHYTOXKAIOTCS B CHELHANBHO OTBEACHHOM JULSE 3TUX LeJled noMereHuu
KOMHCCHEH [0 YHHUYTOXKEHUIO TICPCOHANIBHBIX  IAHHBIX, YTBEP:KICHHOMN [IPUKA30M
Aupekropa KI'AY ®OK «3Be3nubiiiy (nanee — Komuccns).

3.3. Hocurenmn, COACpXKaIlNe IepCOHANIbHbBIE JaHHbIe CYOBEKTOB IepcoHaibHbIX
AaHHBIX, yHHUTOMNaK0TCs Komuceneit B cpok, me npeselatomuit 30 aHel ¢ naTe
AOCTHIHCHUS Lenel 00paboTKHU NepCOHATBHBIX NAHHBIX THGO YTpaThl HEOOXOANMOCTH B
UX IOCTHXXCHHUM, a TaKXKe B CIlydae, eciiu UCTeK CPOK UX XpaHEeHHs,

3.4. Komuceus mpoussomut 0TOOp OYMaKHBIX HOCHTEIei MEPCOHAJIBHBIX JTaHHBIX,
TTOATIEHAIMNX YHUUTOKEHHIO, C yKA3aHUEM OCHOBAHHI JUIS Y HUHUTOKEHUSI,




3.5. Ha Bce orobpanmbe & YHUHTOKCHUIO  JIOKYMEHTBI COCTABIACTCH aKkT o
BBIACICHUE  JIOKYMEHTOB,  COIEepIKaIiX ICpCOHANbHBIE  NaHHBIE  CyOBEKTOR
TICPCOHATBHBIX TAHHBIX, K YHHUYTOKEHHIO,

3.6. B aktax o Beimenenmu AOKYMCHTOB, COMCPXKALIMX [EPCOHANBHBIE NaHHBIC
CYOBEKTOB IMepCOHANBHBIX AQHHBIX, K YHUYTOXEHHMIO U aKkTax o6 YHUUYTOKEHUH

HOCHTeIICH, COoaepIKaLiX [ICPCOHAITbHBIC JTAHHBIE CYOHEKTOR NCPCOHAIIBHBIX JAHHBIX,
HCIIPABIICHUsI HE JIOITYCKAIOTCH.

3.7, KOMI/.[CCI/IH IIPOBEPSIET HaIuyue BCeX HOKYMEHTOB, BKIIFOYEHHBIX B akT o

BBIICJIICHUU HOCHTeHCﬁ, CoaepxKammx IIE€PCOHAILHBIE JaHHbIe C}/6”[>€KTOB
NNEePCOHAIBPHBIX AaHHBIX, K YHUYTOKEHHUIO.

3.8. Io OKOHYaHUH CBEPKH akT o BBIACIICHUH HAOKYMECHTOB, COoAepIXKalux
[I€PCOHAJIbHbIE JdaHHEIE Cy6’beKTOB IEPCOHATBHBIX HAaHHBIX, K YHHUYTOXEHULO
IIOAIMUCBIBAECTCSI BCEMU HJICHaMUu KOMI/ICCHI/I 148 YTBEPXKOAETCs HpOpeKTOpOM o
HaIlpaBJICHHIO.

3.9. HOCI/ITQHI/I, COZepxKalume HEPCOHAIIBHBIE JTaHHBIE Cy6L€KTOB NEePCOHAJIbHbBIX
HaHHBIX, 0’I‘O6paHHBIC UL YHUYTOXEHUS U BKIIFOYCHHBIC B aKT, IIOCJE IIPOBCPKU HX
KOMI/]CCI/IGI\/'I [IepenaroTcyg OTBCTCTBGHHOM}/ 34 YHHYTOXXEHUE AOKYMEHTOB B I[IOMEILIEHUE
oTaena Kagapos.

3.10. YHuurtoxeHue HOCHTEIIeH, CONEPXKAIINX MepCOHAbHbIE JaHHbIE CYOBEKTOR
[E€PCOHABHBIX TaHHBIX, TPOU3BOIHTCS [TOCIE YTBCPXKIACHHUS aKTa B MPUCYTCTBHU BCeX
U1eHOB Komuceun, kotopeie mecyt TICPCOHANIBHYIO OTBETCTBEHHOCTD 3a MPABHILHOCTD
1 LIOJIHOTY YHUYTOXKCHHS MEePEUHCIEHHBIX B aKTe HOCHTENe].

3.11. YHUUTOKEHHE MepcOHATbHBIX AQHHBIX, €CJIM 3TO JOIYCKAETCs! MaTepHaTbHbIM
HOCHTEJIEM,  MOXET  MPOM3BONMTBCH  CIIOCOGOM, UCKITFOYAIOMNM  JlallbHe Yo
00paboTKy ITHX NEPCOHANBHBIX AHHBIX C COXPaHCHUEM BO3MOKHOCTH 00paboTKH
MHBIX  NaHHBIX, 3a(DUKCHPOBAHHBIX Ha MaTepuajibHOM  HocuTesle  (yuajleHue,
BBIMapbIBAHHE).

3.12. YHu4TOX)EHUE HOCHUTENEH, coaepxalmx [IEPCOHAJILHBIE JIaHHEIE,
OCYIIECTBJISICTCS B CIICAYIOLLEM MOpsIZIKE:

* YHUUTOXKCHHE INEPCOHANBHBIX JAHHBIX, CONEPXKALIMXCA  Ha OyMaKHBIX
HOCHTEIIAX, OCYLIECTBISIETCS IyTeM M3MEIbYEHMS Ha  MejiKie 4acTH,
MCKIIIOYAIOIINE BO3MOKHOCTD MOCIEYIOIIEr0 BOCCTAHORICHUS UHQOpMaLUH.
Msmenpuenne ocymectsngercs ¢ MCIIOMBb30BaHUEM IIpefepa (YHHYTOIKUTEIs
JIOKYMEHTOB), YCTAHOBIEHHOTO B  [IOMELICHUM oTaeja KaJpoB, JHOO
JOKYMEHTBI NepenaroTcs Ha nepepadoTky  (yTHIM3aLo) OpraHu3aIusmM,
COOMPAIOLITNM BTOPCHIpbE (TLYHKTbI IpreMa Makynarypbi);

* YHHHTOXCHHC MEPCOHANBHBIX NAHHBIX, COACPIKALIMXCS HA MalIMHOYHUTAEMBIX
HOCHTEIIX,  OCYIIECTBNAETCS IyTeM  HAHECEHHS UM HEYCTPaHUMOTo
dusngeckoro MTOBPEXICHHUS, UCKJIFOYAIOIEro BO3MOYKHOCTE ux
MCIOJTL30BAHUA, @ TaKkKe BOCCTAHOBICHHUS JIAHHBIX, Brieykazannoe
AOCTHraeTes nyrtem  neopMupoBaHms, HapyWeHus: eIuHON IEeNOCTHOCTH
HOCHUTEIS;



* TOMNEKAINE YHUMTOKCHMIO QAlIBl ¢ NePCOHANLHBIME IaHHBIMI CyOBEKTOB
TICPCOHATEHBIX  JIAHHBIX, PACIIONOKEHHBIE HA SKECTKOM JMCKE, YHaJsIoTCs
CPEACTBAMH  ONEPALMOHHONH  CHCTEME] KOMITBIOTEPA ¢ TMOCHIEAYIONHM
«OUYHIICHUEM KOP3UHBIY;

°© B CIyHae JNOMyCTHMOCTH MOBTOPHOIO UCTIONb30Banusa  Hocutenst CD-RW,
DVD-RW  nmpumensercs [IPOrpaMMHOe  yjajeHue («3aTnpaHue»)

COLEPKHUMOro IHUCKA MyTeM ero (GopmaTuposanus ¢ MIOCJICTYIOLIEeH 3aMIUChIO
HOBOM MH(OPMaLMU Ha TaHHBIH HOCHTE/p.

4. Iopsinox cnaun MaKyJ1aTypbl

4.1. JlokyMeHTBI 110 ucTedennu CPOKa XpaHeHUA, IOCTIKEHUU Lieel 06paGoTKy 1y B
CIydac yTpaTel HEOOXOAUMOCTH B WX JOCTHIKEHMH IOMIEIAT YHHUUTOKEHUIO MyTeM
CAla11 OpraHu3anusIM, COOUPAIOIIIHM BTOPCBIPbE (IIyHKTHI MpUueMa MaKyJIaTyphl).

4.2. BelneneHnble AOKYMEHTBI 110 aKTy O BBIACNCHUH JOKYMEHTOB, CoJleprKalnx
TICPCOHANLHBIC  NaHHBIE CYOBEKTOB  INEepPCOHANBHbIX JAHHBIX, K YHHYTOKEHHIO
TIEPENIAIOTCS K YHUUYTOKEHHUIO B YITAKOBAHHOM BHJIC.

4.3. JlIoKyMeHTBI, oasesKarye BBIBO3Y, HE NO/DKHBL COZepkath OyMary u KapToH, He
TIPUTOLHBIC I IepepaboTky; Oymary u KapTow, ITOKPBITBIC [TOIUITUIICHOM U JIPY UMK
MOTMMEPHBIMU TIEHKaMU; MaTePHa, BBIIENSIOMIH SIIOBUTBIE H TOKCHUHLC BeIIeCTRa.

4.4. JlokyMeHTbI, nouIexKarme BBIBO3Y, HE JIOJIKHBI COJIEPIKATD:

* TPANBE, BEPEBKY, LINAraT U3 JIyOsAHBIX BOJIOKOH M MOJHUMEpOB;

* MCTAUTMYCCKUE U NePEeBSHHBIE U3MEIHsl, KyCOUKU CTEK/Ia U KepaMHUKH, KAMEHbD,
Yroib, cmony, uemtodan, LeTyIons, [IOJINMEPHbIE MaTepHajbl B BHJIE
U3JIeTUH (TUIEHOK, TPaHyJ1), HEHOILTACT, MCKYCCTBEHHYIO U HATYPaIbHYIO KOXKY,
KIIECHKY, OUTYM, mapaduH, oCTaTKu XUMHIECKHUX U MUHEPAIbHBIX BEIIECTB U
Kpacoxk;

* BIQKHOCTE NOKYMEHTOB, IOZJIEKAIIAs BBIBO3Y, NOJIKHA OBITH He Gojee 10
TIPOLIEHTOB,

4.5. Cnava opopmisieTcst MpHEeMO-CAaTOYHbIMMU HaKJIaIHbIMH, aHHble KOTOPLIX (jaTa
Cllatdn, HOMEp HaKIaJHOM, Bec CHAHHON MakyJaTyphl) yKasblBAlOTCS B akTe o
BBIICJICHUM  TOKYMEHTOB,  COJEPXKAILIMX  I[ePCOHANbHbIE  MaHHble CYOBEKTOB
[ICPCOHANBHBIX JAHHBIX, K YHUYTOXKEHUIO.

4.6. MOFPY?;K& H BBIBO3 HOKYMEHTOB OCYHICCTBIISIFOTCS  I1OJ KOHTPOJIEM JIUIIQ,
OTBETCTBEHHOTI'O 3a obecrieueHue COXPaHHOCTHU HOKYMEHTOB CTPYKTYPHOTO
noapas3neyieHus.

4.7. OroOpaHHBIE K YHHUYTOKEHHIO AOKYMEHTBI MEpel chaa4derd Ha nepepaboTKy B
Ka4eCTBC MaKyJaTyphl JOJKHBI B 00S3aTeILHOM MOPSAJKE U3MENTbYAThCsl 10 CTEIEHH,
HCKITIOMAOICH BO3MOKHOCTE IIPOUYTEHHSI TEKCTA.

3. Ilopsnox odopmnenus noxymentos 06 YHUYTOXKCHUU [EPCOHANBHBIX JJTAHHLIX



5.1. O6 yHuYTOXEHUH HOCHUTEJICH, COMEPKAIIUX MEPCOHATBHBIE Aanuble, Komuccus
COCTaBIISIET M IMOANHKCBIBAET axkT 06 YHUUTOXKCHUN HOCHUTEIIEH, COMepIKaIIIX
[IEPCOHATLHBIE NaHHbBIE CYOBHEKTOB HEPCOHATIBHBIX JAHHBIX, KOTOPBIH yTBepiKiacTcs
AupexkTopom KI'AY ®OK «3Be3nnbiity.

5.2. AKT 06 yHUYTOKeHHH HOCHUTeENeH, CoepiKalux TIEPCOHATIbHBIC TaHHbIE CYOLEKTOB
[EPCOHATBHBIX JaHHBIX, COCTABIISIETCS IO YCTaHOBIICHHOMH (hopme.

B akre ykaseiBarores:

* /aTa, MECTO U BPeMsl YHHUTOKEHUS;

* JOJDKHOCTH, (DaMUITUH, UHUIMANIB] WICHOR Komuccuu;

* BUA U KOIMYECTBO YHUYTOXKACMBIX HOCHTEJIEH, CoZlepKalluX TIEPCOHANTbHbBIE
AaHHbBIC CyOBEKTOB MEPCOHATLHBIX JIAHHBIX;

* OCHOBAHHE /ISl YHUYTOKEHHUS;

* CITOCOO YHHUYTOKEHHUSI,

5.3. ®aKT YHHUTO)EHHUS HOCHTEINEH, ColepKaluX NepcoOHaTbHbIe JaHHBIE CYOBEKTOB
HMEPCOHAILHBIX NAHHEIX, (QUKCHPYeTCs B KypHalle y4eTa NOKYMEHTOB, MepeJaHHbIX Ha
YHUYTOXKEHHE. JIaHHBI 1OKyMeHT sBisercs AOKYMEHTOM  KOH(UIEHUHUATBLHOIO
XapaKTepa M BMECTE C aKTaMH XPAaHHTCS B IMOMEILCHUU OTHeJIa KaApOB B TeYeHHe
OAHOro rona. Ilo ucredenmnm cpoka xpaHenus akr o BBIIICTICHUM  JIOKYMEHTOB,
COACPALINX  NEPCOHATbHBIE JaHHBIE Cy(bEKTOB MEPCOHANIBHBIX  JaHHBIX, K
YHHUTOXKCHUIO U aKT 00 YHUYTOXEHUH HOCHTEIIeH, COMEPKALINX TepPCOHATbHbIE
MaHHble CYOBEKTOB MepCOHALHBIX AQHHBIX, niepenaroTcs B apxus K[AY OOK
«3Be3JHBIA» Ha XpaHeHue,

6. OTBETCTBEHHOCTh PYKOBOIUTENCH CTPYKTYPHBIX OApAa3esie HUE

6.1. OTB(STCTBGHHBIM JIMIIOM 3a OpraHU3al[ MO XpaHCeHHUs HAOKYMEHTOB
JABJIACTCS CIIELMAJINCT 10 Kalpam.




