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1. O01mMe moJI0KeHu s

1.1. Hacrosee [TonoxkeHne o mopsiike YHUUTOKEHUS IEPCOHATBHBIX TAHHBIX B
YactHoe obmieoOpaszoBarenbHoe yupexaeHue "HauanbHas o61eobpazoBarenbHas IKoJia
Op ABzep" (nanee o Tekcty — [lonoxeHne) ycraHaBIMBaeT NEPUOJUYHOCTb U CIIOCOOBI
YHUUTOXXEHUSI HOCUTEJIEH, COIep KalllMX MepCOHANIbHBIE TaHHbIE CYObEKTOB
NEPCOHANTBHBIX IAHHBIX.

1.2. Henpto HacTosimero IlonoxeHus sBIsieTcsl 00ecreueHre 3aliuThl MpaB U CBOOO/
pabOTHHUKOB MpH 00pabOTKE UX MEPCOHATBHBIX JAHHBIX B YacTHOM
obmreobpa3oBarensHOM yupexkaeHun "HavyanbHas oOmeoopa3oBarenbHas mkona Op
Asaep" (manee — [lkona).

1.3. OcHOBHBIC IIOHATHSA, UCITOJIB3YCMBIC B ITonoxenuu:

— CyOBEKT NEPCOHANBHBIX TAHHBIX — paOOTHUK U (UJTK) HHOE JIUIIO, K KOTOPOMY
OTHOCSITCSI COOTBETCTBYIOIIUE EPCOHAIBHBIEC IaHHBIC;

— pabOTHUK — (pU3UUECKOe JTUII0, BCTYMUBIIEE B TPyAOBbIe oTHOIIeHUs ¢ [1Ikomoif;

— IIepCOHANbHBIE JaHHbBIE — HH(OpMAIHs, COXpaHeHHas B TI000M Qopmare,
OTHOCSIIASICS K ONPEICTICHHOMY HJIM OTIPEJIeNIIeMOMY Ha OCHOBAaHUU TaKOW HHPpOpMAIUU
¢busnueckomy iy (CyObeKTy MepCcOHaIbHBIX JaHHBIX), KOTOpas cama o ce0e Wiu B
COYeTaHMHM C JApyroi nHpopManuen, mmeromerics B IlIkose, mo3posser
UICHTU(PUIIUPOBATH TUYHOCTh CyOBEKTa MEPCOHATBHBIX JAHHBIX;

— 00paboTKa MepPCOHANBHBIX TAHHBIX — ACUCTBUS (ONEpaIiu) ¢ MePCOHaTbHBIMU
TAHHBIMU, BKIIIOUYasi COOp, CUCTEMAaTHU3AIINI0, HAKOTIIEHNE, XpaHEHUE, YTOYHEHHE
(oOHOBIIEHUE, UBMEHEHNUE), UCTIOIb30BaHUE, PACIIPOCTPaHEeHHE (B TOM YHCIIE TIepeaayy),
o0e3nuunBaHue, OJOKUPOBAaHNE, YHUUTOXKEHHUE MTEPCOHATBHBIX JaHHBIX;

— YHUYTOXKEHUE NIEPCOHAIBHBIX JaHHBIX — JEHCTBUS, B PE3YJIbTATE KOTOPBIX
HEBO3MOYKHO BOCCTAHOBUTH COJIEP)KaHUE MEPCOHATBHBIX JAHHBIX B HH(POPMAIIMOHHON
CUCTEME IIEPCOHAIBHBIX JAHHBIX WX B PE3YyJIbTaTe KOTOPBIX YHUUYTOKAIOTCS
MaTepUaIbHbIE HOCUTEIN IIEPCOHAIBHBIX TaHHBIX;



— HOCHUTEJH NEPCOHAIBHBIX TAHHBIX — KaK JEKTPOHHBIE (JUCKEThI, KOMIIAKT-TUCKH,
JIEHTHI, (PJIEII-HAKOMUTEIH U Jp.), TAK U HEIJIEKTPOHHBIE (OyMaKHbIE) HOCUTENN
MEPCOHAJIBHBIX JAHHBIX.

1.4. Hacrosiee [lonoxenue pazpaborano Ha ocHoBe DeniepanibHOro 3aKoHa OT
27.07.2006 Ne 149-03 «O06 nadpopmannu, THPOPMAINOHHBIX TEXHOJIOTUAX H O 3aIIUTE
undopmanun», enepanbHoro 3akona ot 27.07.2006 Ne 152-®3 «O nepcoHaIbHbBIX
JTAHHBIX» U APYTUX HOPMATUBHBIX MMPABOBBIX aKTOB.

2. l'[paBmla YHUYTOKCHUS HOCHTeﬂeﬁ, coacpkamux nNmepcoHaJbHbIC JaHHBIC

2.1. YHUUTOKEHUE HOCUTENEH, COJIEPKAIINX MTEPCOHANBHBIC IaHHBIE CYyObEKTOB
MEPCOHAJIBHBIX JTAHHBIX, TOJDKHO COOTBETCTBOBATH CIEAYIOIIUM MPABUIIAM:

— OBITh KOH(UEHIIUATBHBIM, UCKITFOYasi BOBMOXKHOCTH MOCJIEIYIOIIETO
BOCCTAHOBJICHUS;

— O(I)OI)MJ'ISITBCSI IOPUINYCCKU, B HACTHOCTHU, AKTOM O BBIJACIICHUH JOKYMCHTOB,
CoJACpKaUX MMCPCOHAIBHBIC JJaHHBIC Cy6’B€KTOB NEPCOHAJIIBHBIX TAHHBIX, K
YHHUYTOXCHUIO U aKTOM 00 YHUYTOXCHUHU HOCHTCHCﬁ, COoACpKaMUX IMCPCOHATIBLHEBIC
JaHHBbIC CY6’I>CKTOB NEPCOHAIBHBIX TAHHBIX;

— JOJIKHO ITPOBOAUTHCA KOMHUCCHEH 10 YHHUYTOXKCHUIO MIEPCOHAJIIBHBIX TAHHBIX

— YHUYTOXCHUC JOJKHO KaCaThbCA TOJBKO TEX HOCHTCHCﬁ, COJACpIKAIIUX
MEPCOHAIBHBIC JJAHHBIC CY6’B€KTOB NEPCOHAIBHBIX TAHHBIX, KOTOPBIC IMMOAJICIKAT
YHHUYTOXCHHIO B CBA3U C UCTCUCHUCM CPOKa XpaHCHUA, DOCTHIKCHUCM LICIIU O6pa6OTKI/I
YKa3aHHbIX IICPCOHAJIbHBIX JaHHBIX 00 YTpaTOﬁ HCO6XOI[I/IMOCTI/I B UX JOCTHIXCHHH, HC
AOITyCKasd cnyqaﬁHoro WA IPpSCAHAMCPCHHOI'O YHUUTOXCHHA dKTYyaJIbHBIX HOCHUTEIICH.

3. Ilopsinok YHHUTOKEHNSI HOCUTEJIeH, Coep:KaluX MEePCOHATIbHbIE TaHHbIE

3.1. HepCOHaJ'II)HI)Ie JaHHBIC CY6’I>CKTOB MCPCOHAJIBHBIX NAHHBIX XPAHATCA HC OOJIBIIC,
YCM I3TOI'o Tpe6y}0T Oeian ux O6pa60TKI/I, " IMOJICIKAT YHUYTOKCHUIO 110 UCTCUCHNUU CPOKa
XPaHCHUA, DOCTUIKCHHUU ejaen O6pa6OTKI/I HJIN B CJIy4ac yTpaThbl HGO6XOI[I/IMOCTI/I B UX
JOCTHUIXKCHUU.

3.2. Hocurenu, copepxaline nepcoHagbHble TaHHBIE CYObEKTOB MEPCOHABHBIX
JTAHHBIX, YHUYTOXKAIOTCS B CIIEUATBHO OTBEACHHOM IS 3TUX LIeJIel TOMEIEHUU
KOMHUCCHEHN TI0 YHUUTOKECHHUIO IEPCOHANBHBIX IAHHBIX, YTBEPKIACHHON MTPUKA30M
nupektopa [lIkonsl (nanee — Komuccus).

3.3. Hocurenu, comeprkalire nepcoHalbHbIE JaHHBIE CYOBEKTOB IMEPCOHATBHBIX
TaHHBIX, YHUUYTOXarOTCs Komuccuelt B cpok, He npeBbimarontuii 30 THEH ¢ JaThl
HMCTEUEHHUS CPOKA XpaHEHHs, TOCTHKEHUS 11eJTM 00paOOTKH NEPCOHABHBIX JAHHBIX JTHOO
yTpaThl HEOOXOAUMOCTH B UX JOCTH)KCHHH.

3.4. Komuccusi mpou3BOIUT 0TOOP OyMakKHBIX HOCUTENEH MEePCOHANBHBIX JaHHbBIX,
MOJIKANIUX YHUUTOKEHUIO, C YKa3aHUEM OCHOBAHUH JIJIs1 YHUUTOKEHUSI.

3.5. Ha Bce oToOpaHHbIE K YHUYTOXECHHUIO JIOKYMEHTBI COCTABJIISIETCS aKT O
BBIICTICHUU JJOKYMEHTOB, COJIEPIKAIINX MEPCOHATBLHBIC TAHHBIE CYyOBEKTOB MEPCOHATBLHBIX
JAHHBIX, K YHUUYTOKECHUIO.

3.6. B akTax 0 BbIIEIEHUH TIOKYMEHTOB, COACPKAIIUX [IEPCOHATIbHBIE JaHHBIE
CyOBEKTOB NMEPCOHATBHBIX TaHHBIX, K YHUUTOXKEHHUIO M aKTax 00 YHUYTOXKEHUH
HOCHTEJIEH, COAepKAIUX MePCOHAbHBIE JaHHbIE CYOBEKTOB MEPCOHANTBHBIX JaHHBIX,
WCIIPABJICHUS] HE JOITyCKAOTC.



3.7. KoMuccust mpoBepseT HaJINYnE BCEX JOKYMEHTOB, BKIIFOUYEHHBIX B AKT O
BBIJICJICHUU HOCUTEJIEH, COJIEpKAIIUX MTEPCOHAIbHBIC TAHHbBIE CyOBEKTOB MEPCOHATIBHBIX
JTAHHBIX, K YHUUTOXECHUIO.

3.8. 1o okOHYaHWH CBEPKH aKT O BBIJICIECHUH JOKYMEHTOB, COJACPKAIINX
MEPCOHABHBIC JIAHHBIE CYOBEKTOB NMEPCOHAIBHBIX JAHHBIX, K YHUUTOXCHUIO
MOAMKUCHIBAETCS BCEMU WieHaMu KoMHCCHH U YTBEPKIAETCA TUPEKTOPOM T10
HaIpaBJICHUIO.

3.9. Hocurenu, copepxaline nepcoHagbHble JaHHbIE CYOBEKTOB MEPCOHATBHBIX
JAHHBIX, OTOOpaHHbIE U1l YHUUTOKEHHS U BKJIIOUEHHBIE B aKT, I1OCJIE MPOBEPKH HX
Komuccueit nepenarorcs OTBETCTBEHHOMY 38 YHUUTOXKEHHE IOKYMEHTOB B ITOMEILICHUE
OTJesa KaJpoB.

3.10. YHuuTOXEHUE HOCUTENEH, coAepKaIIUX IEPCOHANIbHBIE JaHHbIE CyOBEKTOB
MEePCOHAIBHBIX JAHHBIX, IPOU3BOIUTCS MOCIIE YTBEPKICHUS aKTa B MPUCYTCTBUH BCEX
yieHoB KoMuccuu, KOTopble HeCyT MepCOHAIbHYI0 OTBETCTBEHHOCTD 3a MPaBUILHOCTD U
MOJIHOTY YHUUTOKEHHSI IEPEYUCIICHHBIX B aKT€ HOCUTEIIEH.

3.11. YanuroxeHnue MEPCOHAIBHBIX TAHHBIX, €CJIIK 3TO AOITYCKACTCSA MaTCPHAJIbHBIM
HOCHUTCIIEM, MOXKCT IPOU3BOAUTHCA CHOCO6OM, HCKIYaroIIuM naHLHeﬁmon 06pa60TI<y
OTUX MECPCOHAJIBHBIX JAHHBIX C COXPAHCHUEM BO3MOXHOCTHU O6pa6OTKI/I HWHBIX JaHHBIX,
Sa(l)I/IKCI/IpOBaHHI)IX Ha MaT€pruajJIbHOM HOCHUTEIIC (y}laﬂeHI/Ie, BbIMaprBaHI/IC).

3.12. YHUUTOKEHUE HOCUTEIEH, COICPKAIMNX MEPCOHATBHBIE JJAHHbIE,
OCYIIECTBJISIETCS B CIICAYIOIIEM MOPSIIKE:

— YHUUYTOKEHHUE NIEPCOHATBHBIX JTaHHBIX, COJIEPXKAIUXCS Ha OyMa)KHBIX HOCUTEIISX,
OCYIIECTBIISIETCS ITyTEM U3MEJIbYCHHs Ha MEJIKHME YacTH, UCKITIOYAIOLIUE BO3MOXKHOCTh
HOCIEAYIONIEr0 BOCCTaHOBIEHU HUHPOopMaIu. M3MenbueHrne oCyecTBISETCs C
UCIOJIb30BAHUEM LIpesiepa (YHUUTOKUTENS JOKYMEHTOB), YCTAHOBJICHHOT'O B IIOMEIICHUH
OTJIeNa KaJIpoB, JIN0O TOKYMEHTHI epealoTcs Ha nepepaboTKy (yTHIIM3AIIHIO)
OpraHHu3aIUsaIM, COOMPAIOIINM BTOPCHIPhE (IIYHKTHI IPUEMa MaKyJIaTyphl);

— YHUYTOXXCHHUC IICPCOHAIIBHBIX TAHHBIX, COACPKAMNXCA HAa MAIIIMHOYNTACMbBIX
HOCUTCIIAX, OCYIICCTBIIACTCA IIYTEM HAHCCCHUA UM HCYCTPAHHUMOI'O (1)H3H‘I€CKOI‘O
IMOBPCIKACHHN A, UCKITIOYAIOIICT'O BO3BMOKHOCTD UX HCIIOJIb30BAHHNA, a TAKIKC
BOCCTAHOBJICHHA JaHHBIX. BBIIJ_IGYKaSaHHOC AOCTHUTI'aCTCA IIYTCM ,Z[e(l)OpMI/IPOBaHI/IH,
HapyHmICHuA €IMHOM IIEJIOCTHOCTHU HOCHTCIIA,

— IO JIC)KAITC YHUYTOXKCHUIO (baﬁnm C ICPCOHAJIbHBIMHU JaHHBIMHA CY6T>CKTOB
IICPCOHAJIBHBIX JaHHBIX, PACIIOJNOKCHHBIC HAa )KCCTKOM JUCKC, YAAIAIOTCA CpCACTBaAMU
OHepaHHOHHOﬁ CUCTCMbI KOMIIBIOTCpA C ITOCICAYIOIHNM KOYHUIICHUEM KOP3HUHLD»

— B CJIy4ae JIONyCTUMOCTH MOBTOPHOIO Ucmoiab3oBanus Hocutenss CD-RW, DVD-RW
MPUMEHSIETCS IPOTPAMMHOE yaleHUE («3aTUPAHUE») COJACPKUMOro AUCKA ITyTEM €ro
dhopmaTUpOBaHUS ¢ MOCICAYIONICH 3alMChi0 HOBOM MH(MOPMAIIMK HA TAaHHBIH HOCUTEb.

4. llopsiioKk c1auu MaKyJaTyphbl

4.1. JIokyMeHTBI IO UCTEUEHUH CPOKa XPaHEHHsI, TOCTUKEHUH 1iesiel 00paboTKU Min
B CIIy4yae yTpaThl HEOOXOAUMOCTH B UX JOCTUKEHHUH MOJUIEKAT YHUUTOKEHUIO ITyTEM
C/Iay¥ OpraHu3alusIM, COOMPAIOIIUM BTOPCHIPhE (ITyHKTHI IPUEMa MaKyJIaTyphbl).

4.2. BoiieneHHbIe JOKYMEHTHI 110 aKTy O BBIICIECHUU TJOKYMEHTOB, COACPKALIUX
MepCcoHaIbHbIC JaHHBIE CyOBEKTOB MEPCOHATBHBIX JAHHBIX, K YHUUTOXKCHHUIO TIEPEIAt0TCS
K YHUYTOKCHUIO B YITAKOBAHHOM BHJIE.



4.3. JIOKyMeHTHI, IToJIeXKalllie BBIBO3Y, HE TOJKHBI COJIEpKaTh Oymary 1 KapTOH, HE
MIPUTOHBIE 7S IEpepadOTKK; OymMary U KapTOH, NOKPBITHIE MOJIUATUIIEHOM U JPYTUMHU
ITOJIMMEPHBIMHU IUICHKaMU; MaTEPUaJl, BBIACIIOMNN ATOBUTHIC U TOKCHYHBIE BEILIECTBA.

4.4. JIOKyMEHTBI, MOJIEKAIIUE BBIBO3Y, HE TOJKHBI COJAEPKATh:
— TPSINIbE, BEPEBKY, IIMAraT U3 JIyOsTHbIX BOJOKOH U MOJIUMEPOB;

— METAJJTMYECKHUE U IEPEBSHHBIE U3/, KyCOUKU CTEKIIa U KEpaMHUKHU, KaMEHb,
yIojb, CIOY, LeJuio(daH, HeLTyJION, TOJIMMEPHbIE MaTEpHalIbl B BUE U3AETUN (TVIEHOK,
IpaHyi1), HEHOIJIACT, UCKYCCTBEHHYIO U HAaTypalbHYIO KOXKY, KIEEHKY, OUTyM, napaduH,
OCTAaTKM XMUMUYECKUX U MUHEPAJIbHBIX BEIIECTB U KPACOK;

— BIIQYXHOCTH JJOKYMEHTOB, TIOJIIeKaIasi BEIBO3Y, J0DKHA ObITh He Oonee 10
MIPOIICHTOB.

4.5. Caauda oopmitsieTcs: MpueMo-CAaTOUYHBIMU HAKJIaIHBIMU, JaHHBIE KOTOPHIX (J1aTa
cla4u, HOMEp HaKJIaJHOM, BeC CIaHHOW MaKyJIaTyphl) YKa3bIBAIOTCSA B aKT€ O BBIICIICHUM
JIOKyMEHTOB, COJICpKAIIUX MEePCOHATBHbIE JaHHBIE CYOBEKTOB MEPCOHATBHBIX JIAHHBIX, K
YHUYTOXKEHUIO.

4.6. ITorpyska 1 BbIBO3 JOKYMEHTOB OCYLIECTBISIOTCS 1101 KOHTPOJIEM JIULIA,
OTBETCTBEHHOI'0 3a 00ecreueHne COXPAaHHOCTU JOKYMEHTOB CTPYKTYPHOTO
MOApa3AcIICHHUS.

4.7. OToOpaHHbBIEC K YHUUTOXEHHIO IOKYMEHTHI Iepe/1 cjauei Ha nepepadoTKy B
Ka4eCTBE MaKyJIaTyphl JOJDKHBI B 0043aT€IbHOM MOPSIKE U3MENIbYaThCs 10 CTEIEeHH,
UCKJIIOYAIOIEH BO3MOXKHOCTD IIPOUYTEHHS TEKCTA.

5. Ilopsinok oopmiieHHsI JOKYMEHTOB 00 YHUUYTOKEHUH MEPCOHATIBbHBIX TaHHBIX

5.1. O6 yHMUTOXEHUU HOCUTEJIEH, COJIep KallNX MepCcoHaNbHbIe TaHHbIe, KoMmuccus
COCTaBJISICT U MOAMKUCHIBAET aKT 00 YHHUTOXKEHUU HOCUTENEH, COJepIKaIInX
TIEPCOHAJIbHBIC JaHHBIE CYyOBEKTOB MEPCOHANLHBIX TAHHBIX, KOTOPBIN yTBEP)KAaeTCsI
mupexTopoM LIIKombI.

5.2. Akt 00 YHUYTOXCHUHA HOCHTeHeﬁ, CoaCpIKaAIUX IICPCOHAJIBHBIC TAHHBIC
CY6’L€KTOB IICPCOHAJIBHBIX JaHHBIX, COCTABJIACTCA 110 YCTaHOBHeHHOﬁ q)OpMC.

B akte YKa3bIBArOTCA:
— JgaTa, MECTO U BPCMA YHHYTOKCHUA,
— JOJI2KHOCTH, (baMI/IJII/II/I, HMHHUIKAJIbI 4YJICHOB KOMI/ICCI/II/I;

— BUJ U KOJIMYCCTBO YHHUUTOXKACMBIX HOCHTCJ’ICﬁ, coacprKaliuX IICPCOHAJILHBIC
JaHHBIC CY6’BGKTOB IICPCOHAJIBHBIX TAHHBIX;

— OCHOBaHHUE JUISI YHUUTOXCHUS;
— c1oco0 YHUYTOKCHHS.

5.3. ®akT yHUUTOXKEHHUS HOCUTETIEH, CoAepKAIINUX IEPCOHATBHbBIE JaHHBIE CYOHEKTOB
MEPCOHANIBHBIX TAaHHBIX, (PUKCUPYETCS B XKypHaJe yuyeTa JOKyMEHTOB, IepelaHHbIX Ha
yHUYTOXeHHE. J[aHHBII JOKYMEHT SBJISIETCS JOKYMEHTOM KOH(UACHIIUAIBHOTO
XapakTepa ¥ BMECTE C aKTaMU XPAaHUTCS B IOMEILEHUH OTJIENA KaIpOB B TEUEHUE OJTHOTO
roja. [lo ucreuennn cpoka XpaHEeHUs akT O BBIACJIEHUU JOKYMEHTOB, COJEPKALINX
NEePCOHANIbHBIC JaHHBIE CyOBEKTOB NMEPCOHANBHBIX JAHHBIX, K YHUUYTOKEHHUIO U aKT 00
YHUUYTOKEHUHM HOCHUTEJIEH, COJIEpKaIUX MEPCOHANTbHbIE TaHHBIE CyObEKTOB
MEPCOHANBHBIX TAaHHBIX, MTepeaatoTcs B apxuB YacTtHoe 0011e00pazoBaTenbHOE
yupexaenue "HauanpHas obmeoOpa3oBaTenbHast mkoja Op ABHep'" Ha XpaHEHHE.



6. OTBeTCTBEHHOCTH PYKOBOJAUTE/IeH CTPYKTYPHBIX NOApa3/ie1eHI i

6.1. OTBETCTBEHHBIM JIMIIOM 32 OPTaHU3AIMIO XPAHEHUSI JOKYMEHTOB SIBJISICTCS
PYKOBOAUTENH CTPYKTYPHOTO MOAPA3ACICHUS.

6.2. PykoBOaUTENb CTPYKTYPHOIO MOAPA3IEICHHS MOKET ObITh IPUBJIEUEH K
aJIMMHHUCTPATUBHOI OTBETCTBEHHOCTH 32 HapylIeHHE TPEOOBAHUM IO OPraHU3aLUU
XpaHEHUsl JOKYMEHTOB, COJIEPKAILUX IEPCOHAIIbHBIE TaHHBIE.



ITpunoxxenne Ne 1
K [lonoxxenuto o nopsake yHuuToxeHus 11/]

JIuct o3HakomiteHus ¢ llookeHneEM 0 MOPSAIKE YHHUTOKEHUS NEPCOHAIBHBIX JAHHBIX

®.1.0. JlomxHOCTB Jara MOJIMUCH
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