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1. O6uue moJI0KEHUS

1.1. Hazna4yenue

Hacrosmasi WHCTPYKIHS OIpeessieT IpaBa, OOS3aHHOCTM M OTBETCTBCHHOCTH pabOTHUKOB
KOI'TIOBY «OMyTHHHCKUH KOJUIE/DK TI€AarOruKy, SKOHOMUKH H ITpaBa (nanee - Oprau3anus) npu
06paboTKe TIEPCOHAIBHBIX TaHHBIX, OCYIIECTBIAEMOH 6e3 UCIOJIL30BaHKs CPEJCTB aBTOMATU3AllMH, a
TAaK)Ke yCTAHABIMBAET IOPANOK BEJICHHs THIIOBBIX GopM ITOKYMEHTOB, COJIEPXKAIIUX NEPCOHATBHBIC
JTAaHHBIE.

1.2. Ilean paspadorku Iopsaka

Llennpio HacTosmeH MHCTPpYKIUH SBIISSTCS:

—  obecrieyeHHe 3aIIUThHI TIEPCOHATIbHBIX JaHHBIX;

—  obecredyeHHe COOTBETCTBUS IPOIECCOB 0OPabOTKU MEPCOHANBHBIX JTaHHBIX TpeOOBaHUIM,
yCTaHOBJIEHHBIM 3aKOHOJIATEJILCTBOM POD.

1.3. O06.acTh NpUMEHEHHS

HacTosmuii JOKyMEeHT IPUMEHAETCS:

~  k npoueccav OpraHu3amuy, B KOTOPBIX BEJETCs 00paboTKa MEPCOHATbHEIX NAHHBIX.
~ ko BceM mojpasjeneHusM OpraHu3aiin;

~ KO BCEM YJaJEHHBIM COTPYIHHKAM, HE3AaBUCHMO OT MX MECTOIOIONKEHHUSL.

1.4. Ayauropus
VIHCTPYKIMS TIpeHA3HAYEHA JUTS CIIETYIOMMX KaTeropuit COTPYIHUKOB OpraHu3anum:
—  COTpY/HHK, OTBETCTBEHHBIH 32 OpraHU3aIMIO 06PabOTKH NEPCOHATBHBIX JaHHBIX;

—  COTPYIHHKH, B 0053aHHOCTH KOTOPBIX BXOIUT 06paboTKa MepCOHaNbHBIX TAHHBIX;

~  PYKOBOJMTEIH IOPA3/ICIECHU;

~  juna, KoTopbiM Opranusanyei nopyueHo o6padaTIBaTh NEPCOHAIBHBIC TAHHDIC.

TTof COTPYIHMKAMHU B HACTOSIIIEM HOJNOKEHU! IIOHUMAIOTCS JIUIA, COCTOSIIME B TPYAOBBIX MITH
JIOTOBOPHBIX OTHOIIEHUSX ¢ Opranu3aruen.

Bce cOTpyIHUKH, B 00513aHHOCTH KOTOPBIX BXOUT 06paboTKa MepCcoHANBHBIX JAHHBIX, & TAKKE
JMna, KOTOPBIM IOpydeHa o0paboTKa MepCOHAIBHBIX AAHHBIX, JOJDKHBI OBITh O3HAKOMIJIEHBI C
MHCTpyKIKEH, a TAKKe ¢ JOKYMEHTAaMH, Ha KOTOPHIE OHO CCBLIACTCA, B aCTH HX KacaroIiencs.

JIOCTYII K TEPCOHATBHBIM JIAHHBIM IIPEIOCTaBIISCTCSA paboraukam OpraHu3aiui Ha OCHOBaHUH
Ilepeuns dondicnocmeit 1uy, OONYUjeHHbIX K aemomamu3upoeantoti 06pabomke nepcoHANbHLIX OAHHBLY U
obpabomke NepcoHanbHbLX OAHHBLX, ocyujecmensieMoil 6e3 Ucnoib306anus cpeocms asmoMamusayuu,
YTBEP)KIEHHOTO MPHKA30M 10 OpraHU3alliH, a TAkKe B COOTBETCTBUM C JIOJDKHOCTHBRIMH 0053aHHOCTAMHU
pabOTHHUKOB.

1.5. HopMaTHBHBbIE CCHLIKH

UHCTpyKnus pa3paboTaHa B PeaU3alUIo CIeYIOIHX JOKyMEHTOB:

—  @egepanbHEIi 3akoH o1 27.07.2006 Ne 152-03 «O TIepCOHATIBHBIX JaHHBIX);

—  @epepanbHbl 3akon 0T 27.07.2006 Ne 149-@3 «O6 unpopmanuy, HHPOPMAIMOHHBIX
TEXHOJIOTHSX H O 3al[uTe HHOPMAIUK»;

—  Tlocranosinenue IIpaButenbcrBa Poccuiickoit denepanuu OT 15.09.2008 Ne 687 «O6
yrBepxaeHun Ilonoxkenns 00 OCOOCHHOCTAX 00paboTKH TEepPCOHABHBIX — JAHHBIX,
OCYIIECTBJISIEMOIH 6€3 MCIIOIb30BaHMS CPEJICTB aBTOMATH3AIIMI;
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~  Tlpuka3s ®eepanbHoif CykObI 110 Ha30py B cdepe cBA3H, HHPOPMALMOHHBIX TEXHOTOTHH
¥ MaccoBbIX KomMyHmKamuit ot 28.10.2022 Ne 179 «O6 yrepxnenun TpebGoBanmit
K TIOATBEPXKIECHUIO YHUYTOKEHHS TIEPCOHAIIbHBIX JTAHHBIX ).

1.6. Cpok JeiicTBHS ¥ NOPSIIOK BHECEHHS] H3MEHEHHi

TTopsiioK NeHCTBYET C MOMEHTA YTBEPXKICHHUS U JIEHCTBYET OECCPOUHO JI0 3aMEHbI HOBOW BEpCHUEH
WA JIOKYMEHTOM, €TI0 3aMEHSIOIINM.

JIOKYMEHT TIOJUIEKHUT PETYJPHOMY IIEPECMOTPY € MEPHOIMIHOCTLIO He peske 1 pasa B 3 roza, a
TaKkKe B CIydae M3MEHEeHHs TpeOOBaHWH 3aKOHOJATENhCTBA, TPEOOBAHHH CO CTOPOHBI MAPTHEPOB,
M3MEHEHHs OIIEHKH PHCKOB MH(MOPMAIIMOHHOM Oe30macHOCTH. VI3MeHeH s B IOJIOKEHHE BHOCATCS Iy TEM
M3/IaHUs HOBOM BEPCHM M O3HAKOMJIEHHS C HMM COTPYJHHKOB, a TaKXKe JIHMII, OCYIICCTBIISIOIIHMX
00paboTKy MepCOHAIBHBIX JaHHBIX.

Cpok XpaHeHHs T10cIe MpeKpanieHus JeHCTBHS: ITOCTOSHHO.

2. O6mue TpeGoBaHUS
2.1. KoOopauHAIMIO M KOHTpOJh OOpaGOTKH NEPCOHATBHBIX JAHHBIX, OCYIIECTBIIEMOH 6e3

WMCIIONB30BAHMS CPEJICTB aBTOMATH3alki (HeaBTOMAaTH3MpOBaHHAs 00paboTKa), OCYIIECTBISET JIHIIO,
OTBETCTBEHHOE 33 HEABTOMATH3MPOBAHHYIO 00pabOTKy NMEPCOHAIBHBIX JAaHHBIX, KOTOPOE Ha3HAYaCTCsA
NpUKa3oM pykoBoauTest Opranu3anu.

2.2. TlepcoHanbHBIE JIAHHBIE IPU HX 0OPAGOTKE, OCYIIECTBIIAEMON €3 HCIIONIB30BAHUS CPEICTB
ABTOMATH3AIMH, 060COOIISIOTCS OT MHOM HH(OPMAIMH, B YaCTHOCTH ITyTeM (UKCAlMK HX Ha OTASTBHBIX
MaTepHaTbHBIX HOCUTENISX, B CHELUAIbHBIX Pa3/iesiaX WM Ha oJsiX Gpopm (CI1aHKoOB).

2.3. Jlna o6paboTKM pasjIMYHBIX KAaTEropuil MepCOHATbHBIX JAaHHBIX JUIS KaXIOH KaTeropHH
HCIIONB3YETCS OT/IE/BHBIA MaTepHaibHbIA HOCHTENb (61aHK, THIIOBas popMma).

2.4. TIpM MCHOTB30BAaHMM THIOBBIX (HOPM JOKYMEHTOB, XapakTep MH(pOpMAIMH B KOTOPBIX
IpeoJiaraeT Wik JAOIYCKaeT BKIIOYEHHE B HHUX IEPCOHAIBHBIX JAHHBIX, JOJDKHBI cobmogaTbest
CJIEYIOIIHNE YCIOBHS:

1) Tumosas ¢opMa WIM CBsS3aHHBIE C HeEH JIOKYMEHTBHI (MHCTPYKIHMs IO €€ 3aIlONHCHHUIO,
KApTOUKH, PEECTPbl M OKYpPHANBI, ITPHKa3bl) JOJDKHBI COJACPIKATh CBEJICHUS O IeJH 06paboTku
NEPCOHANBHBIX  JAHHBIX, MCTOYHMK IOJyYEHHS] MEPCOHANBHBIX JIAHHBIX, CPOKH o6paboTku
IePCOHATBHBIX TAHHBIX, IEPeYeHb IeHCTBHUIA C IepCOHATbHBIMH TaHHBIMHU, KOTOPBIE OyIyT COBEPIIATHCS
B TIpomecce MX 06paGoTKH, OOIiee ONHMCAHHE MCIOJB3YEMBIX CIOCO00B OOPAaOOTKH NEPCOHATBHBIX
JTAaHHBIX;

2) TtunoBas hopMa I0JKHA [PELyCMATPHBATH IOJIE, B KOTOPOM CYOBEKT IEPCOHATHBIX TAHHBIX
MOJKET ITOCTABUTh OTMETKY O CBOEM COTJIACHH Ha 00pabOTKY MepCOHAIBHBIX JAHHBIX, OCYIIECTBIISIEMYIO
6e3 MCIOTBb30BAHMS CPEJICTB ABTOMATU3AIMH, — TP HEOOXOIMMOCTH NOJIy4YeHHE TMChbMEHHOTO COTJIaCH
Ha 06pabOTKY MMepCOHATBHBIX JAHHBIX (B CIydasX, KOT/a TaKue Coryacus HEOOXO0IUMBI);

3) TumoBas ¢opma J0JDKHA OBITH COCTAaBJIEHA TAKUM 0Opa3’oM, 4TOObI KaXIbIH 13 CyOBEKTOB
TIEpCOHATBHBIX JAHHBIX, COACPKAIIMXCS B JOKYMEHTE, HMEN BO3MOXHOCTh O3HAKOMHUTBCS CO CBOMMH
TIepCOHATBLHBIMU JIAHHBIMH, COJEPXKAIIMMHUCS B JIOKYMCHTE, HE HapyIlIas MpaB H 3aKOHHBIX HHTEPECOB
HHEBIX CYOBEKTOB IEPCOHANBHBIX JTaHHBIX;

4) TtumoBas GopMa JOJDKHA HCKIIOYaTh OObEIMHEHHUE MOJIeH, TPeHA3HAUYECHHbIX JUIS BHECCHH
IIePCOHAIBHBIX JAaHHBIX, IeJIH, 00PabOTKH KOTOPHIX 3aBEOMO HE COBMECTUMBI.

2.5. YTouHeHHe IEPCOHANBHBIX JAHHBIX TNPH KX 00paboTKe, OCYIIECTBIIEMOM 6e3
WMCIIOJIB30BAHHS CPEJICTB aBTOMATH3ALNH, IPOU3BOUTCS TTyTEM OOHOBJICHHUS MM M3MEHEHHUS IAHHBIX HA
MATEepHATHHOM HOCHTENE, & €C/IM 3TO He JOIYCKAaeTCsl TEXHHYECKMMU OCOOCHHOCTAMU MaTepHalbHOro
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HOCHUTEJIA, IIYTEM (bm(caunn Ha TOM J>X€ MaTCpHaJIbHOM HOCHUTEJIE CBEJIECHHH O BHOCHUMBIX B HHX
U3MEHEHUsSX, JMbo IIYTEM HM3TOTOBJICHHUS HOBOI'O MaTCepruajbHOTO HOCHUTEJISI C YTOYHEHHBIMH
IIEPCOHAIBHBIMU TaHHBIMH.

3. HOpﬂIlOK H MECTa XpaHEHH S MEPCOHAIBHBIX JaHHbIX
3.1. Mecra XpaHCHUSI MaTEePHAIBHBIX HOCHTEJIEH NCPCOHAIPHBIX NAHHBIX, CPOK XpaHEHUs U

OTBETCTBCHHBIC JIMIA, MMCIOIIME MPABO JIOCTYNa K HUM, ONpEeNeNsioTcs: [lepeunem mecm xpanenus
Mamepuanerelx Hocumenei nepconanbhvix oannuix (popma Ilepeunst npusenena B IIpuioxennn x
WMucrpykuumn). TlepedeHbp MeCT XpaHeHHsS MaTepHANbHBIX HOCHTENCH [EPCOHANBHBIX JTaHHBIX
YTBEPXKAACTCS MPUKA30M pyKoBoguTes st Opranu3aiuy.

3.2. XpaHeHWe JOKYMEHTOB B IOMEIIEHHSX, B KOTOPHIE HMEIOT JIOCTYIl HE TOJIBKO JIHIIA,
OTBETCTBEHHBIE 32 pabOTy M XpaHeHHEe JOKYMEHTOB, COJEPXKAIMX IEPCOHANBHBIE JAHHBIE,
OCYIIECTBIIACTCS B 3alMPAaCMBIX XpaHHIHIIAX (cedidax, mkadax, Tym6ax u mp.), KIOYH OT KOTOPBIX
YYTCHBI U BBIAHBI IO/l POCIUCH OTBETCTBEHHBIM 3a XpaHHUJIUIIA PAOOTHUKAM.

3.3. Ecmm nocTyn B HOMENIEHHS! OTpaHHYEH TOJNBKO JIMLAMH, MMEIONMMH paBo paboTHI C
AOKYMEHTAMHU O OTBEYAIOLIMMH 32 X XPaHEHHE, B TAKUX MOMEIIEHHU J0MYCKAeTCs XPAHUTh JJOKYMEHThI
6e3 3anupaHus Ha 3aMOK.

3.4. Tlepconampuple naHHble, 06paGOTKa KOTOPHIX OCYIMECTBISETCS B pa3IMYHBIX LEJSX,
XpaHATCs  pa3feNbHO (Ha OTHENBHBIX MAaTEPHAIbHBIX HOCHTENISX (OymMaxHBIX), B OTAEJIBHBIX
XpaHHJIUIIAX, JIHOO B OTJEIBHEIX Mankax(ienax)).

3.5. Bo Bpems XpaHEHHS U MOBCEIHEBHOM DaGOTBHI IOJDKEH OBITH HCKIIOUEH IIPOCMOTP
JOKYMEHTOB ¥ CBEJICHUH IOCTOPOHHUMH JIMIIAMH.

3.6. CoTpynuuku, paGoTarouMe C MaTepHaTbHBEIMH HOCHTE/SIMH IIEPCOHAIBHBIX JTAaHHBIX,
JIOJDKHBI COOJIIONATh «TPABHIIO YHCTOTO CTOJIAY - CTPEMHTBCS K MUHUMH3AIMH 00BbeMa JIOKYMEHTOB B
o6paboTtke Ha paboueM cToJIE.

4. KonTpo.ib cpokoB 06paboTKu MepcoHAIbHbBIX JAHHBIX
4.1. Jluyo, omeemcmesennoe 3a HeasmoMamu3uposanHyio 0bpabomxy nepconanbhblx OaHHbIX,

COBMECTHO C EIMHON KOMHCCHEI 110 paboTe ¢ MepCOHATBHBIMA aHHBIMI OpraHH3aIiy, TIepHOINIEcKH
(He pexe 1 pasa B TOJI) IOJKHBI OPraHU30BHIBATH POBEICHHE KOHTPOJISL COOTBETCTBHS CPOKOB XPaHEHH s
M 00BEMOB NEPCOHATBHBIX IaHHBIX LEJSIM M OCHOBAHHSM MX XpaHeHHs. OHH JOJDKHBI CBOEBPEMEHHO
TPOU3SBOMUTL  YHHITOKCHUE NEPCOHATBHBIX [aHHBIX, LETH OOpabOTKH KOTOPBIX AOCTHTHYTHI JIHGO
HCTEKJIM YCTAHOBJICHHBIE CPOKH X 00paGOTKH.

S. Tlopsaok yHHYTOKEHHS J0KYMEHTOB, COAEPKAMMX NEPCOHATLHbIE JaHHbIE
5.1. TpeGoBanus K MOPSIAKY YHUYTOXKEHHS TIEPCOHATBHBIX TAHHBIX OIpeJIENIEHE] B IOKYMEHTE

«IIopsook ynuumoosicenus nepconanbrblx danHvixy.
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Mpunoxenne 1 — @opma nepeuHst MeCT XpPaHEHHsI MaTEPHAIbLHBIX HOCHTE/IeH NepcoHaTbHbIX
JAHHBIX

I/ICHOHBSYCMHC COKpallleHHs:

Ilepeuens (popma)
MECT XpaHEHHs] MaTePHAIIBHBIX HOCUTENIEN MEPCOHAIbHBIX JaHHBIX

J3H JI0 3aMEHBI HOBBIMHU
JAMH JI0 MUHOBaHUS HaJI0OHOCTH
CT. HOMEp CTPOKHM 110 IlepeyHIo THIOBBIX YIPaBICHYECKAX APXHBHBIX JIOKYMEHTOB,
obpasylonmxcst B IPOIEcce JeATENbHOCTH TOCYAAapCTBEHHBIX OpPraHoB, OpraHoOB
MECTHOTO CaMOYIpPaBJICHUs] M OpraHM3alldid, C yKa3aHHEM CPOKOB HX XPaHCHHs
(yrBeprkaén mpukazoM Pocapxusa ot 20.12.2019 Ne 236).
Iocr. XpaHUTh TIOCTOSHHO
IMK DKCIEePTHO-IIPOBEPOUHAs KOMHUCCHS
IMoapa3aenenne, MecTo Cpoxk Ao/pkBoCTS
Ne Kabuner IIpumeuyaHue OTBETCTBEHHBIX 32
THI IOKYMEHTa XpaHeHHMsi | XpaHeHHs el
O6mas opranu3zanuoHHas pabora
[Tpukassl 110 Ixag Nel o E:lﬂcnemop 1o
OCHOBHOM JIMKBHJALIUN azpam
(poduIIbHOIM) OpraHu3alyu
IesITeIbHOCTH cT.19
[Tpuxa3sl o [Ixag Ne 1 Jlo MucnexTop 1mo
JTMYHOMY COCTaBYy JTUKBUIALIH rkanpaM
COTPY/IHUKOB OpraHu3aluu
ct.19
[Tpuka3sl 10 mkad Jo UlaGopaHT
ITHTIHOMY COCTaBY JTUKBU/IAIAH
CTYIEHTOB OpraHu3aIu
er,19
JInunble nena cetd o HcriekTop 1o
COTPYIHHUKOB JTUKBUALMY [KaJpam
OpraHu3aluu
e 19
JIngHEIe nena ceitd o UlaGopaHT,
CTYIEHTOB JTUKBU/IALAH cexpeTapb
OpraHu3aIu PYKOBOZIUTEIIS,
or.19 cexpeTapb
yeOHON 4acTH
[TepcoHanbHbIE ceitd JIMH byxrairep,
ITaHHbIE FOPUCKOHCYJIET
pencTaBuTelNei
E(!OHTpaFeHTOB
oreparopa
(FOpUIUIECKUX
JIHIL);
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llepcoHanbHEIC
TTAHHbIE
(bU3UUECKUX JIHIL,
MCITIOJTHSTIOLITHX
00SI3aHHOCTH 110
ITOrOBOpaM
rpak1aHCKO-
[IPaBOBOIO
COCTOSTHUSI

ceitd

JIMH

byxrantep,
FOPUCKOHCYJIBT
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