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I'ocynapcTBeHHOE OIOKETHOE TOLIKOIBHOE 00pa30BaTENbHOE YUPEXKICHUE
nerckuii cag Ne 74 Kuposckoro paiiona Cankr-IlerepOypra

HNucTpykuust no o0padoTKe MEePCOHAILHBIX JAHHBIX, OCYLECTBJsieMOii 0e3 HCIOJIb30BAHUSA
CpPeACTB aBTOMATHU3AIUH

1 O01ue moJ10KeHNsA

Hacrosimas WHcerpykuus paspabotana B cooTBeTcTBUU ¢ «llosokeHneM o0 0COOEHHOCTSIX
00pabOTKH MEPCOHANILHBIX JIAHHBIX, OCYILECTBIIIEMON 0€3 MCIOJIb30BaHUs CPEICTB aBTOMATHU3ALIUNY,
yrBepkieHHBIM [locTanoBnennem [IpaBurtenscTBa PO ot 15.09.2008 Ne 687, siBisiercst TOTIOTHEHHEM K
«ITonmoxkeHuto o 3ammTe, XxpaHeHUH, 00paboTKe U epeaayue nepcoHanbHbIX TaHHbIX B [ BJIOY nerckom
cagy Ne 74 Kuposckoro paitona Cankr-IlerepOypra» u onpenensieT npaBuia padoThl ¢ TEPCOHATEHBIMHU
JTaHHBIMH U X MaTE€PHAIbHBIMH HOCUTEIISIMU 0€3 MCIIOJIb30BaHMsI CPEJICTB aBTOMATH3AIINH.

OOpaboTKa TEpCOHANBHBIX JAHHBIX, MOJYYCHHBIX OT paOOTHUKA, COJACPKAIIUXCS B
MH(POPMAIIMOHHON CHUCTEME NIEPCOHATBHBIX JTAHHBIX JTHOO W3BICUCHHBIX M3 TAKOW CHCTEMBI CYMTACTCS
OCYILIECTBJICHHOM 0€3 MCIO0JIb30BaHUs CPEACTB aBTOMAaTH3aIMK (HEaBTOMAaTU3UPOBAHHOM), €CIIU TaKHe
JNEUCTBUSL C TEpPCOHANBHBIMM JaHHBIMH, Kak HCIIOJIb30BAHHUE, YTOUYHEHHUE, PpacIpoCTpaHEHHE,
YHUUTOKEHHE NEPCOHANBHBIX JAHHBIX B OTHOUICHUH Ka)KJOTO U3 CYOBEKTOB MEPCOHAIBHBIX JAHHBIX,
OCYILIECTBIISIOTCS. IPU HETIOCPEACTBEHHOM YYacTUH YEJIOBEKA.

JIokyMeHT, colepxanuid TNepCOHAJIbHbIE JAaHHBIE - MATEpPHAIbHBII  HOCHUTEIb C
3a)UKCUPOBAaHHOW Ha HEM B J00oW (opme mHDOpMaIuen, coaepiKaileil MepcoHATbHbIE TaHHBIC
pabOTHUKOB (WJIM TPaXKAaH B JOTOBOpax ¢ (PM3MYECKUMU JIUIIAaMHU) B BUE TeKCTa, (hoTorpaduu u (Uim)
WX COYETaHUS.

C yderom 607b1110T0 00BEMA (MACCOBOCTH) JOKYMEHTOB, COAEPIKAILIMX IEPCOHANILHBIC TAHHBIE,
U CTPOTO PErIaMEHTUPOBAHHOTO TMOPSIKA UX XpaHEHUS MMOMETKa KOH(HUACHLUHAIbHOCTH HA HUX HE
CTaBUTCA.

C mHacTosimieil HMHCTPYKIMEW JOJDKHBI ObITh O3HAKOMJIEHBI TMOJ POCHUCH PaOOTHUKH,
JIOTyCKaeMble K 0OpaOOTKE MEepCOHANBHBIX IAHHBIX 0€3 HCIOJIb30BAHUS CPEICTB aBTOMATH3AIIUU.
JIMCTBI O3HAKOMJICHHSI XpaHATCS Yy OTBETCTBEHHOIO 3a CHCTEMY 3allluThl HWH(GOpMaluud B
MH(OPMALIMOHHON CUCTEME MEPCOHATBHBIX TAHHBIX.

2 Ilopsaaok 00padOTKH MEPCOHATbHBIX TAHHBIX

[TepconanbHbIe TaHHBIE TODKHBI 000COOIATHCS OT MHOW MH(POPMAIUH ITyTeM (UKCAIUH UX Ha
OTJENIbHBIX MaTEepUAIbHBIX HOCUTENSX, B CIICLMATBHBIX Pa3/iesiaX Wi Ha NoJsX GopM (OJIaHKOB).

IIpu ¢ukcanuu nepcoHaNbHBIX JaHHBIX HAa MAaTEpUAIbHBIX HOCHUTENSAX HE JOMyCKaeTcs
¢ukcanys Ha OJHOM MaTE€pHAJIbHOM HOCHUTENIE MEPCOHAJBHBIX JAHHBIX, LeU 00pabOTKH KOTOPBIX
3aBEJJOMO HE COBMECTHMBI. J[7151 00pabOTKM pa3IMYHbIX KaTErOpHii MEPCOHAIBHBIX JAHHBIX, IS KaX 101
KaTeropuu NepCOHANBHBIX TAaHHBIX JOJKEH UCIOJIb30BAThCS OTACIbHBIN MaTepUalbHbIi HOCUTEb.

PaGoTHUKHM, oOCyIIecTBiAONME O00pabOTKy NEpCOHANbHBIX JaHHBIX, HH(POPMHUPYIOTCS
HEMOCPEICTBEHHBIM HAaYaJIbHUKOM (PyKOBOAMTENEM) O (hakTe 0OpabOTKU MU MEPCOHATBHBIX JJAHHBIX,
KaTeropusax o0pabaThIBa€MbIX MNEPCOHATBHBIX [aHHBIX, a TaKke 00 OCOOCHHOCTAX M IpaBHIIAX
OCYIIECTBICHHS TaKOil 00pabOTKH.



Tunossie HopMBI JOKYMEHTOB JOJDKHBI OBITH COCTABJICHBI TAKMM 00pa30oM, YTOOBI KaXKIbIi 13
CyOBEKTOB NMEPCOHATBHBIX JaHHBIX, COACPKAIIMUXCSA B IOKyMEHTE, UMEJI BOBMOKHOCTh 03HAKOMUTHCS
CO CBOMMHU IIEPCOHAJIBLHBIMU JAHHBIMH, COACPKALIMMUCS B TOKYMEHTE, HE HapyIlas [IPaB U 3aKOHHBIX
UHTEPECOB UHBIX CYOBEKTOB IEPCOHAIBHBIX JAHHBIX.

XpaHeHHe  JTOKYMEHTOB, COZCpKallUX I[EPCOHAIBHBIE JAHHBIC, OCYLIECTBISACTCA B

MeTaJUIMYEeCKHX IKadax win ceidax.
YHHUUYTOXKEHHE TOKYMEHTOB, COACPIKAIINX NEPCOHAIBHBIEC TaHHBIE, OCYIIECTBIICTCS CIIOCOOOM,
HE TTO3BOJISIONINM B JalIbHEHIIIEM 03HAKOMHTBCS C IEPCOHATBHBIMH JTAHHBIMH.

3 O0A3aHHOCTH COTPYAHUKA, TONYLIEHHOI0 K 00padoTKe NepCOHATbHBIX JaHHBIX

[Ipu paboTe C MOKYMEHTaMH, COJEPXKAIIUMHU MEPCOHAJIBHBIE JAHHBIE, COTPYIHHUK O0sS3aH
UCKJTFOUYUTH BO3MOXXHOCTh O3HAKOMJICHUS, IIPOCMOTPA 3TUX JIOKYMEHTOB JIMIIAMH, HE JIOTYIIEHHBIMHU K
paboTe ¢ HUMHU (B TOM YHCIie APYTUMH pabOTHUKAMH CBOETO CTPYKTYPHOTO MOJPA3/IEICHHUS).

[Ipu BBIHOCE JOKYMEHTOB, COJIEpKAIIUX MEPCOHAIBHBIE JaHHBIC, 32 TPEAEIbl TEPPUTOPHH
roCyJapCTBEHHOTO OIO/PKETHOTO JOIIKOJIBHOTO 00pa30BaTEIBLHOTO YUPEKIEHUS AeTcKoro cama No 28
koMOuHMpoBaHHOTO BHUAa Kuposckoro paiiona Cankr-IlerepOypra (manee - VYupexaeHue) o
CITy’KeOHOW HEOOXOJMMOCTH COTPYAHUK JOJDKEH MPUHSATH BCE BO3MOXKHBIE MEpHI, MCKIIIOYAIOIINE
yTpaty (yTepro, XuleHHe) TaKuX TOKYMEHTOB.

[Ipu yrpare (yrepe, XMILEHUH) JOKYMEHTOB, COAEpKAIIUX NEPCOHAIbHbIE JaHHbIE, PAOOTHUK
00s3aH HEMEJUIEHHO [IOJIO)KUTh O TakoM (pakTe CBOEMY HENOCPEICTBEHHOMY HayalbHUKY
(pyxoBoautento). HenmocpeacTBeHHbI HayallbHUK (PYKOBOAMTENH) NOJIKEH COOOIIMTH 3aMECTUTEIIO
JTUPEKTOpa, KypUPYIOIIEMY BOIPOCH 3allMThl MH(popManuu o QaxTe yTpaThl (yrepe, XHUILIEHUH)
JOKYMEHTOB, COJEpKallluX TepCOHalbHbIC naHHble. [lo Kaxaomy TakoMy (akTy Ha3zHaudaeTcs
CITy)KeO0HO€ paccieoBaHue.

4 CoTpyaHukam, 10NyIIEHHBIM K 00padoTKe MePCcOHATbHBIX JAHHBIX 3anpeinaercsi

4.1 CooOmaTh CBeICHUS, SIBIISIONTNECS TIEPCOHATLHBIMU TAHHBIMH, JIIIaM, HE IMEIOITIM TIpaBa
JOCTYTIa K 3TUM CBEJICHUSIM.

4.2 ]lenaTh HEYYTCHHBIE KOITUH JOKYMEHTOB, COJICPIKAIUX IIEPCOHAIBHBIC JaHHbIC.

4.3 OctaBisaTh JOKYMEHTHI, COJCPIKallMe IEepPCOHANBHBIC JaHHBbIC, HA pabouyux croyiax Oe3
MPUCMOTpA.

4.4 Tlokupmath TOMEUICHHE, HE TOMECTHB JOKYMEHTBI C IE€PCOHAJIbHBIMH JIAHHBIMH B
3aKpbIBacMbIe CebI, IKa]HI.

4.5 BBIHOCHTH IOKyMEHTBHI, COJICpIKAIINE IEPCOHATILHBIC JaHHBIC, H3 IOMEIICHUH Y UpeKICHUS
0e3 ciy>keOHOM He0OXOTUMOCTH.

5 OTBercrBeHHOCTH

5.1 OTBETCTBEHHOCTh 3a HEWCIIOJHEHHE WM HEHa/UleXkallee BBIIOJHEHHE TpeOOoBaHUM
Hacrosmel MHcTpyKuu Bo3naraeTcst Ha pabOTHUKOB M PyKOBOAUTEINIEH NOpa3Ie/ICHHM.

5.2 KoHTponb 3a BBINOJIHEHHWEM MOJOXEHUH HacTtosied WMHCTpykiuu Boznaraercs Ha
OTBETCTBEHHOTO0 3a CHCTEMY 3alllUThl HHPOpMaLUMU B HH(POPMALMOHHON cHucTeMe
NEPCOHATBHBIX JAHHBIX.

5.3 3a HapyumeHue MpaBwi OOpabOTKM NEPCOHAIBHBIX JAaHHBIX, HMX HEMNpPaBOMEpPHOE
pasrialleHue WA PpaclpOCTPAHEHWE, BHUHOBHBIE JIMLA HECYT JUCLHUILUIMHAPHYIO,
aJIMUHUCTPATUBHYIO, TPaXJaHCKO-TIPABOBYIO MJIM YTOJOBHYIO OTBETCTBEHHOCTh B
COOTBETCTBUU C JIEHCTBYIOLIUM 3aKOHOAATEIbCTBOM.

5.4 B cnyyae ecaum B pe3ynbTaTe JeicTBUH paOOTHHMKAa ObUI TNPUUYMHEH IOl
BO3MEIIIEHUIO paboTojareneM ymepOd TpeTbUM JHIaM, pabOTHUK HECeT Mepen



paboToaareneM MaTepHabHYIO OTBETCTBEHHOCTh B COOTBETCTBUH C TaBoi 39 TpymoBoro
KoJzekca PO.

5.5 B ciydae pasriamieHusi IepcOHAIBHBIX JAHHBIX, CTABIINX U3BECTHBIMHU Pa0OTHUKY B CBSI3U
C UCIIOJIHEHUEM MM TPYIOBBIX 00S3aHHOCTEH, B TOM YHUCIIC Pa3TJIalICHUs MEePCOHATBHBIX
JTAHHBIX JIPYToro pabOTHHUKA, TPYIOBOHW JOTOBOP C paOOTHUKOM MOXKET ObITh PAaCTOPTHYT
paboToxareneM (MOAMYHKT «B» MyHKTa 6 crateu 81 Tpynosoro koaekca PD).

JIncer o3HakomIIeHUst

¢ UacTpykumeii mo oopadorke
NMEePCOHATLHBIX JAHHBIX,
OCylIecTBJIsIeMOil 0e3 CIOJIb30BaHHs CPEJACTB AaBTOMATH3AIUU

n/u

damuus, UMsi, 0TYeCTBO PaGOTHHKA Jara IMoanuck
03HAKOMJIEHUS C padoTHUKA

HNHucrpykumei
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