YTBepKIaeHOo NPUKa3oM
ot 05.02.2019 r. N2 24/2-op,

ITOJIOKEHUE
0 IOpsAAKe 00Pa0OTKYU MEePCOHAIBHbBIX JAHHBIX
0€e3 1CI0Ib30BaHUS CPECTB aBTOMATHU3AIUN

1. O6uime mo/I0KeHnsE

1.1. Hacrosiee [TonoskeHne o nopsiake 06pabOTKM MepCOHATbHBIX JAHHBIX 6€3 MCIO0JIb30BaHMS
cpeactB apTomaTtusaiuu (masmee - IlosioskeHme) orpenesnsieT TMOPSIIOK pabOTbl C  JTOKYMEHTaMW,
comepykalllMy [epCOHaJIbHbIe [aHHble, B MyHMIMTIAILHOM OIOKETHOM 00111e06pa3oBaTeIbHOM
yupexxaenun «CpenHsisi obieoOpasoBaTebHast mikosa N° 12» MyHMIIMIIAIBHOTO OOpa3oBaHMS TOPOZ,
Hos6pbek (manee — Opraamsanust i MBOY «COIL N2 12»).

1.2. Tlonoxkenue paspaboraHo B coorBeTcTBUM ¢ [TocraHoBnenuem I1paButenbcrBa Poccuiickon
®epepauyn ot 15 centabps 2008 r. N2 687 «O6 yreepskaennn ITonoxkeHns: 06 0COOGEHHOCTIX 06pabOTKM
MePCOHAJIbHBIX JTAHHBIX, OCYIIECTBJIIEMON 63 MCI0/Ib30BaHMsT CPEICTB aBTOMAaTHU3aLUN ».

1.3. TlepeueHb mepCcOHAIbHBIX [aHHBIX, OOpabarTbiBaeMblx B OpraHmsanuu, yTBEpXKIAeTCs
pykoBoautesnieMm Opranmsarmn.

1.4. Cnucok s, JOCTYN KOTOPBIX K MEePCOHAJIbHBIM JaHHBIM HEOOXOOMM [JiS BBIMOJTHEHMS
TPYIOBBIX 00SI3aHHOCTEN, YTBEpsKIaeTcsl pykoBoauTeaeM OpraHnusanymn.

1.5. OrBeTcTBeHHBIN 32 OpraHu3saiio 06paboTKN 1 obecriedyeHne 6e30MacHOCTM ePCOHATbHbIX
maHHbIX OpraHmsanyy OTBETCTBEHEH 3a IMOAOO0p JIMI, JOIyCKaeMbIX K MH(OpMAaIyuy OrpaHMYeHHOTO
IOCTyma (MepCOHATbHBIM JaHHBIM), ¥ 00s13aH 06ECTIeYNTh CUCTEMATUYECKUI KOHTPOJIb 338 TEM, UTOOBI K
9TOM MHGOPMAIMK MTOTYYaJIN TOCTYII TOJIbKO PAOOTHMKM, KOTOPBIM JaHHAsI MHGOPMAaLMs HeOOX0auMa JIJist
BBITIOJIHEHMSI CBOVMX TPY/IOBbIX OOSI3aHHOCTEIA.

1.6. Jluua, gomyIeHHbIE K IEPCOHAIbHBIM TAaHHBIM, OOSI3aHbI:

a) obecrieunBaTh COXPAHHOCTb ¥ KOH(PUAEHIMAIbHOCTDb MTEPCOHAIbHBIX TaHHbIX;

6) MHbOPMMPOBATh CYObBEKTa MEPCOHATbHBIX HAHHBIX OO0 OOpallleHUM MOCTOPOHHMX JIUI O

MIPEeIOCTaBJIEHNI €r0 MePCOHATbHBIX TaHHbIX.

1.7. 3amperiaercss BBIHOCUTH TOKYMEHTHI M [eja, copepskallye TepCOHaJbHble TaHHbIE, U3
TIOMEIIIeHN, a TakKe TIepefaBaTb MX IO OTKPBITBIM KaHaJaM CBSI3W, 3a MCKJIIOUEHMEM CJIyYaes,
MpeayCMOTPEHHBIX 3aKOHOAATebCTBOM Poccuiickon @emepaniyy wiv MO COTJIACOBAHUIO C CYO'HEKTOM
TIEPCOHAJIbHBIX TAHHbIX.

1.8. Bo Bpems nmpe6bIBaHMs B TOMEIIEHMUSIX PAOOTHUK HECET JIMYHYIO OTBETCTBEHHOCTD 3a 3aILATY
mHbOopMaI B JAaHHOM MTOMEIIEHUNA.

1.9. HekonTposmpyemoe rpeObIBaHNME B TOMEILEHUY TTOCTOPOHHUX JIUII MCKJTIOYEHO.

1.10. Koutponb 3a wucnonHeHueMm TpeboBaHuM Hacrosiiero IlonmoskeHuss Bo3zjiaraeTcss Ha
OTBETCTBEHHOIO 3a OpraHusanuio o6paboTku ¥ obecriedyeHue 3alllUThl MEePCOHAJbHBIX JAHHbBIX
Opranmusanmmn.

2. TEPMUHBDBI U OITPEJEJIEHUSA

2.1. ABToMaTM3MpoOBaHHAsI 00Pa0b0OTKA MEePCOHABHBIX JAHHBIX — 00pabOTKa MePCOHATbHbBIX
JMIaHHBIX C ITOMOIIIBIO CPEICTB BHIUMCIUTEIbHON TEXHUKMA.

2.2. AgmuHucTpaTtop OesomacHocTM wuHpoOpManuMM - T0JIb30BaTE/Ib, YIOJHOMOYEHHbIN
BBITIOJTHSAATh HEKOTOpbIE HeMCTBUS (MMEIOIIMI ITOJTHOMOYMS) IO aJAMUHUCTPUPOBAHUIO (YIIPaBJIEHUIO)
CUCTEMOI 3alUThl MHGOPMAIMM B COOTBETCTBUM C YCTAHOBJIEHHOM POJIbIO.

2.3. BesomacHoctp wuHpoOpManum [JaHHBIX] — COCTOSIHME 3alUIEHHOCTM WH(OpMAaInn
[maHHBIX], TP KOTOPOM ObecrieueHbl ee [1X]| KOHDUIeHIMATbHOCTD, JOCTYITHOCTb U 11€JIOCTHOCTb.
2.4. BiokupoBaHMe IIePCOHAIBHBIX [JAHHBIX - BpEMEHHOe I[peKpalleHne ob6paboOTKMI

MepCOHAJbHBIX AAHHBIX (32 MCKIIIOUeHMEeM CJyJyaeB, ecjiv oO0paboTka HeoOxoauMa [Jil YTOYHEHUS
TepCOHAIbHBIX TAHHBIX).

2.5. JoctymHocTh mHGOpMamuu [pecypcoB MHGOPMALVMOHHON CHUCTEMbI| — COCTOSIHUE
mHbopmaIum [pecypcoB MHGOPMALMIOHHONM CUCTEMBI |, TPY KOTOPOM CYOBEKTBI, MMEIOIIIMe TTPaBa AOCTYIIA,
MOTI'yT peayin30BaTh UX OeCIpPensiTCTBEHHO.



2.6. 3ammmaemas muadopMmanus - MHPoOpMaLMsa, O KOTOPOM objagaresnieM MHGOpMaIn
orpeneseHbl XapaKTePUCTUKHM ee 6e30TaCHOCTH.

2.7. UndopmammoHHass CHUCTeMa - COBOKYIHOCTb cofepskaileiics B 0a3zaX HgaHHBIX
mH(opMalm 1 06ecreunBaoImMx ee 06paboTKy MHGOPMAIIMOHHBIX TEXHOJIOTUI Y TEXHUYECKUX CPEICTB.

2.8. HNudopmanmoHHass cUCTEeMa MePCOHAJIBHBIX JaHHBIX — COBOKYITHOCTb COAEPSKALLMXCS B
6a3ax JaHHbIX [TePCOHAJIbHBIX JAaHHBIX 1 00eCIeunBaoIIMX UX 06paboTKy MH(POPMAIMOHHBIX TEXHOIOTUIA
U TEXHUUYECKUX CPEICTB.

2.9. Uudopmanuss - cBemeHus: (COOOIIEHMs, IOaHHbIe) HE3aBUCUMO OT (OpMbI UX
MpeICTaB/IeHNs.
2.10. KoupuaennmuanbHocTh wuHGOpMamumM - o00s3aTe/IbHOEe [JI1 BbIIIOJHEHUS JIMIIOM,

MOJTYYMBIIIIM JTOCTYII K OIpeAeseHHOM uHbopMalum, TpeboBaHMe He TepefaBaTh TaKylo MHOOpMALNMIO
TpPeThbUM JIMIaM 6e3 corjacusi ee ob6amaTess.

2.11. HecaHKIIMOHMPOBAHHBIN HOCTYIl (HECAHKIVMOHMPOBAHHBbIE JOEMCTBMUSI) - IOCTYN K
uHbopMamM WM AENCTBUS ¢ WHbOpPMalMell, Hapyllalolye IpaBuaa pasrpaHMYeHus] OOCTyma C
MICIIOJIb30BAHMEM IITATHBIX CPEACTB, MIPEAOCTABIISIEMbIX MHGOPMAIMOHHBIMM CUCTEMaMM ITePCOHATIbHBIX
JaHHBIX.

2.12. Hocurtenns uudopmanum - Gusnveckoe JUIO WIM MaTepUaIbHbII OOBEKT, B TOM YMCJIE
(busmyeckoe 1moJie, B KOTOPOM MHGOPMAIMsI HAaXOOUT CBOE OTPaskeHMe B BUIE CUMBOJIOB, 0OpasoB,
CUTHAJIOB, TEXHMUECKUX PEIIEHNN U MPOIeCCOB, KOJIMYECTBEHHBIX XapaKTEPUCTUK (PU3NUECKMX BEJIMUMH.

2.13. O6paboTKa mepCcoOHAIbHBIX JAaHHBIX — JII0O0Oe JeicTBue (omepauyus) MM COBOKYITHOCTh
neiicTBMii  (omeparuii), COBEpPIIAeMbIX C MCIIOJIb30BaHMEM CpEeACTB aBTOMAaTU3aluuM win 6e3
VICIIOJIb30BAHMSI TaKUX CPEACTB C MEPCOHAIbHBIMM HAHHBIMM, BKJIIOUas cOOp, 3amycCh, CUCTEMATU3ALIMNIO,
HaKOIlJIEHMe, XpaHeHNe, yTOuHeHne (OOHOBJIEHMEe, M3MEHEHNE), U3BJIeUeHNe, MCIIOIb30BaHMe, Tlepenavy
(pacmipocTpaHeHue, MpeoCTaBIeHe, JOCTYIT), 06e3/MuMBaHue, 6JOKMpPOBaHNe, YIaleHe, YHUUTOXKEHME
MePCOHAJIbHBIX JTaHHBIX.

2.14. TIlepcoHasibHbIe AaHHBbIE — JI00ass MHPOpPMAaLMS, OTHOCSIIASICS K IMPSIMO MM KOCBEHHO
orpefeIeHHOMY MJIU OompenesisieMoMy Ghu3nueckomy My (CyObeKTy MepCOHATbHBIX TaHHbBIX).

2.15. ITostb30oBaTeNb - JIMII0, KOTOPOMY Pas3pellieHO BbITIOIHITh HEKOTOPbBIE IEMCTBIS (OIeparm)
mo ob6paborke wuHboOpMauUM B MHGOPMAIMOHHOM CUCTEME WM MCIIOJb3YIOollee pe3ysabTaThl ee
GYHKIMOHMPOBAHMS.

2.16. IIpegocTaBiieHMe MEePCOHAJIBHBIX JAHHBIX — IEMCTBMS, HalpaBJeHHbIE HA PaCKpPbITHE
MIEPCOHAJIbHBIX TAHHBIX OIPeIeIEHHOMY JIUITY VY OTIpEIeIEHHOMY KPYTY JIAII

2.17. CpeactBo 3ammuThl MHOpManuMM - TeXHMYECKOe, IIPOrpaMMHOE, ITPOTPaMMHO-
TeXHUYECKOe CPeICTBO, IIpeAHa3sHaueHHOe MUY MCIIOIb3yeMOoe JIJIs 3alUThl MHPOpPMAaIIMA.
2.18. Texunuyeckoe CpeACTBO - amnmapaTHOe WIM TIPOrpaMMHO-aNIapaTHOe YCTPOCTBO,

ocylecTBJisgolee GopMUpoBaHue, 06paboTKy, Mepegavy win ImIpuemM MHGOpManuu B MHPOPMALVIOHHOM
cucreme.
3. OCo00eHHOCTH OpraHMU3aIMM 00PA0OTKHY IePCOHATbHBIX JaHHbIX, OCYIIeCTBJIIEMO 0e3
MCII0/Ib30BaHMSI CPeJICTB aBTOMAaTU3aIUN

3.1. IlepcoHasbHbIE JaHHbIE TIPU UX 0OPAOOTKE, OCYIIECTBIIIEMOI 6€3 MCIOIb30BaHMs CPEICTB
aBTOMAaTH3AaIMM, OOJIKHBI 000COOSTHCS OT MHOM MHGOpPMaLMM, B YaCTHOCTM ITyTeM (uKcarmy mUx Ha
OT[IeJIbHBIX MaTePUATIbHBIX HOCUTEJNISIX IMEePCOHAJIbHBIX AAHHBIX (Hajiee — MaTepuajbHble HOCUTENN), B
CHelMaabHbIX pasesax UM Ha MoJsix ¢hopm (6IaHKOB).

3.2. Ilpu ¢uKkcanuy NepCOHATbHbIX MaHHBIX Ha MaTepPUAbHBIX HOCUTEJISIX He AOIMYCKaeTCs
GbuKkcanMsa Ha OJHOM MaTePUATIbHOM HOCUTeNe TMepPCOHAIbHBIX [aHHBIX, eI O0OpaboTKM KOTOPBIX
3aBeIOMO He COBMECTUMBI.

3.3. Ilpu BemeHuu >KypHajOB (KypHAJIOB PErMCTpPalvy, KYPHAJIOB ITOCEIIEHMIT), COMepsKaIMX
MepCcoHasbHbIE TaHHbIe, HEOOXOAMMBbIX [IJI1 OJJTHOKPATHOTO MPOITyCKa CyObeKTa MepCOHATbHbIX JaHHbIX B
nometieHrie Opraun3anyu WM B MHBIX AaHAJIOTMYHBIX 1EJISIX, TO/DKHBI COOTIONATHCS CIIeLYIONIe YCIOBUS:

3.3.1. HeoOXOIMMOCTb BeJEeHMS TaKOro >KypHaja [OJ/DKHA ObITh IpPeIyCMOTpPEHa aKTOM,
coziepyKalyM CBeleHMs O 1ieJi 06pabOTKY MepCOHATbHBIX JAHHBIX, OCYIIIECTBJISIEMOI 6€3 MCIOIb30BaHMS
CPeICTB aBTOMAaTM3alMM, CIIOCOObI (MKCAIMM M COCTaB MHGOpMAalMM, 3alpaliuBaeMou y CyO'beKTOB
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MEPCOHAJIbHBIX [TaHHbBIX, TepeueHb Jul (MOMMEHHO WIM IO MAO/DKHOCTSIM), MMEKOIIUX JOCTYN K
MaTepuaJbHbIM HOCUTEJIIM M OTBETCTBEHHBIX 3a BeleHMEe M COXPAaHHOCTb KypHajia (peecTpa, KHUTM),
CPOKM 0O6PabOTKM ITepCOHAIbHbBIX JAHHbBIX;

3.3.2. KommpoBaHMe comepsKaIlencs B TaKuX KypHajax MHGopMamnym He JOITyCKaeTcs;

3.3.3. mepcoHaJbHbIE AAHHbIE KAKIOTO CYyObeKTa MePCOHAJTbHBIX JAHHBIX MOTYT 3aHOCUTBHCS B
TaKOM XypHaJI He 60Jj1ee OHOTO pasa B KaskJIOM CJTydyae IPOIyCcKa CyObeKTa epPCOHATbHbIX TaHHbBIX.

3.4. Jluia, ocyliecTBSIIONIE 06pPabOTKY MepCOHATbHBIX JAHHBIX O€3 MCIIOJb30BaHMS CPEICTB
aBTOMAaTU3alMM, TO/DKHBI ObITh MPOMH(OPMMPOBaHbI O (akTe 06PabOTKM MMM MePCOHAIbHBIX TaHHBIX,
06paboTKa KOTOPBIX OCYIIECTBJISIETCS OIepaTopoM 0e3 MCIOJb30BaHMs CpPENCTB aBTOMAaTKU3aLNM,
KaTeropusx oO6pabaThIBaeMbIX I€PCOHAJbHBIX [aHHBIX, a TakXke 00 OCOOEHHOCTSX M IIpaBMJIaX
OCYIIIECTBJIEHMS TaKOV 0OPabOTKHA.

3.5. YHuuTOXeHMe Wiy 00e3IMuUMBaHMe YaCTy MePCOHAIbHbIX JaHHbIX, €C/IM 9TO AOIMYCKAeTCs
MaTepuaJbHbIM HOCUTEJIEM, MOKET MTPOM3BOAUTHLCS CITIOCOOOM, MCKITIOUAIOIIMM JaTbHENIIIYI0O 06paboTKy
9TUX MEPCOHATbHBIX JAHHBIX C COXPaHEHMEM BO3MOKHOCTM 0OpabOTKY MHBIX JAHHBIX, 3a(DMKCUPOBAHHBIX
Ha MaTepuaIbHOM HOcuTesle (yaajeHue, BbIMapblBaHue).

3.6. YTOuHeHMe MepCOHAbHbIX JaHHBIX IIPYM OCYILECTBJIEHMUM UX 00pabOTKY 6€3 MCIIOIb30BaHMS
CPeICTB aBTOMATM3aLUM POMU3BOAMUTCS IyTeM OOGHOBJIEHMSI MM M3MEHEHMs] JaHHbIX Ha MaTepuajbHOM
HOCHTEJIe, a eCJIM 9TO He IOMYCKAeTCs TEXHUYECKMMM OCOOEHHOCTSIMM MaTepUaIbHOTO HOCUTEJIS, — ITyTeM
dbuKcalM Ha TOM JKe MaTepuaJIbHOM HOCUTEJIE CBEIEHUI O BHOCMMBIX B HUX M3MEHEHMUSIX, 160 MmyTeM
M3TOTOBJIEHNSI HOBOT'O MaTePMaIbHOIO HOCUTEJISI C YTOUHEHHBIMM II€PCOHAIbHbBIMM TaHHBIMMU.

4. Mepsl 110 06ecIieueHII0 6e30MacHOCTH IePCOHAIbHBIX JaHHbIX IIPU UX 00pab0TKe U Iepeaaye,
OCYIIIECTBJISIEMOI 6€3 MCIT0/Ib30BaHMS CPEJCTB aBTOMAaTH3aLN

4.1. OO6paboTka IEepCOHAIbHBIX TAHHBIX, OCYIIECTB/sIeEMas 0e3 WCIIOIb30BaHMS CPEICTB
aBTOMAaTM3alMM, NOJKHA OCYILECTBJISITbCS TakKMM OOpasoM, UTOObI B OTHOIIEHMM KaKIOM KaTeropuu
[IePCOHAJbHBIX HAHHBIX MOKHO OBUIO OIpeIe/SuTh MeCTa XpaHeHUs] [epPCOHAJbHBIX ITaHHBIX
(MaTepuaJbHbIX HOCUTEJIEN) M YCTAHOBUTh CIIMCOK JIMI], OCYIIECTBJISIOIINX O0OpPabOTKY MepCOHaTbHbIX
JIaHHBIX, TMOO MMEIOIIMX K HUM JTOCTYII.

4.2. Heob6xomumo obecreunBaTth pasgebHOe XpaHeH)e IePCOHAIbHbIX JaHHbIX (MaTepyuaabHbIX
HOCHUTeJIeN ), 06paboTKa KOTOPBIX OCYIIIECTBJISIETCS] B PA3/IMIHBIX LIEJISIX.

4.3. Tlpu XpaHeHMM MaTepuaJbHbIX HOCKUTEJEell  [O/DKHbI  COOJIIOAATHCS  YCJIOBMUS,
obecreunBalollie COXPAaHHOCTh ITePCOHAIbHBIX HAHHBIX M MCK/IIOYAIOIMe HeCaHKIMOHMPOBAHHBIN
JOCTYII K HUM. B 9TUX LIeJITX Heo6X0AMMO OCYILECTBIISTh XpaHeH)e ITepCOHAIbHBIX TaHHBIX B 3aMPaeMbIX
mkadax mim simKax, K104 OT KOTOPbIX AOJIKEH HaXOAUTbCS Y pabOTHNMKA, MMEIOIIEro IpaBo JOCTYIa K
MIEPCOHAJIbHBIM JTaHHBIM, HAXOASIIMMCS B 3TUX IKadax (SImKax), AyOauMKaThl KIHOUYEeN TODKHbI
XpaHUTbCA y 3amecTuTess aupektopa no AXY MBOY «COII N2 12».

4.4. IlIkadpl wiM SIIMKKA, B KOTOPBIX XPaHATCS TOKYMEHTBHI, COmepsKallye IepCOHaIbHbIe
JlaHHbIE, [T0 OKOHYaHUM pabouero JHS 3alMparoTcs pabOTHMKAaMM, OTBETCTBEHHBIMM 3a YUET M XpaHeHue
JIOKYMEHTOB.

4.5. KoudupeHimanbHble [OKYMEHTbI [OJDKHBI —IepechbUIaTbCs  (DOCTaBISTHCS) MEXKIY
OpraHusanysiMi B COOTBETCTBYIOIIMM 06pa3oM o(pOpMJIEHHbBIX 3alleUaTaHHbIX ITaKeTax.

4.6. PasmHOXeHMe WM OTIIpaBKa [JOKYMEHTOB, COJepsKallux TepCcoHa/JibHble JaHHbIE,
OCVIIIECTBJIIETCSI TOJIBKO C COrJlacusl CyObeKTa MepCOHAJbHBIX TaHHBIX, 34 MCKJIIOUEHMEM CJIydaes,
IIpeIyCMOTPEHHbBIX 3aKOHOIATEILCTBOM Poccuiickon ®eneparinn.

4.7. Tlpu oOGHapyKeHuM YTpaTbl [TOKYMEHTOB, pasIJallleHuss MuHGOpMaLuy U IPU3HAKOB
HECaHKI[MOHMPOBAHHOIO O3HAKOMJIEHMSI C KOH(DUOEHIMaJIbHbIMM JOKYMEHTaMy, pabOTHMK O0Osi3aH
JIOJIOKUTh OTBETCTBEHHOMY 3a OpraHmu3alyio ob6paboTku u obecrnedeHue 6e30IMacHOCTY HePCOHATbHBIX
nmanHbix OpraHmsaimu, gajaee 1Mo pacropsskeHnio pykoBoauTtesis OpraHusanyy IPOBOIUTCS CIYsKeGHOe
paccienoBaHue.

4.8. VYTpara KoHOUIEHIMATbHBIX AOKYMEHTOB, pasrijallieHne WH(GOpManyuy OTPAaHMUYEHHOTO
JIOCTYyIIa, He3aKOHHOE O3HaKOMJIeHMe C MH(pOopMaleli OrpaHMYeHHOr O JOCTYIIa, BJIeueT OTBETCTBEHHOCTb,
MIpeIyCMOTPEHHYIO IeMICTBYIOIIMM 3aKOHOAATeIbcTBOM Poccuiickon @eneparimn.



