I'OCYJAPCTBEHHOE BIO/DKETHOE
OBILEOBPA3OBATEJIbHOE YUPEXIEHUE
CPEJHAA OBIHIEOBPA3OBATEJIBHA S IIKOJIA Ne 174
IIEHTPAJIBHOT'O PAIOHA CAHKT-TIETEPBYPT'A

NMHCTPYKLMA
10 00paboOTKe NEPCOHAIBHBIX JaHHbIX,
OCYILECTBIISIEMBIX 0€3 UCIIOIb30BAHMSI CPEICTB ABTOMATH3ALIU

1 OO0mmue moJ10KeHUA

Hacrosamas Uuctpykuus paspaborana B cooTBeTCTBUU ¢ «IlomoxkeHnem 06 0coOEHHOCTSIX
00pabOTKM TEPCOHATBHBIX JAHHBIX, OCYIIECTBIIEMOM 0€3 HCIONBb30BaHUS  CPENCTB
aBTOMaTu3aluuy», yreepxxaeHHbIM [loctanoBnenunem IlpaButensctBa PO ot 15.09.2008 Ne 687,
sBisieTcs nonosHeHneM K «llomoxxenuro 06 00padoTke nepcoHanbHbIX aHHbX» B ' BOY COIII
No 174 TlentpansHoro paiiona Cankr-IlerepOypra u ompenenseT mnpaBwia pabdOTHl C
NEPCOHATBHBIMA JaHHBIMA M WX MaTepUAIIbHBIMH HOCHTEISIMH 0O€3 HCIOJIh30BAHUS CPEJICTB
ABTOMATHU3AIIHH.

OO0paboTka NEpCOHANIbHBIX JAHHBIX, IOJIYYEHHBIX OT pPa0OTHHKA, COAEPXKALIUXCS B
WH(OPMALIMOHHONW CUCTEME IMEPCOHATBHBIX MAHHBIX JIMOO H3BJICYEHHBIX M3 TaKOMl CHCTEMBI
CUHTaeTCA OCYILIECTBIICHHOU 6e3 UCTIOJIb30BAHUS CpencTB aBTOMaTH3AIHH
(HeaBTOMATH3UPOBAHHOM), €CliM Takue JACWCTBUS C TEPCOHAIBHBIMH JIaHHBIMH, Kak
UCTIOJIb30BaHUE, YTOYHEHHE, pPACIHpPOCTPAaHEHHE, YHHUYTOKCHHE MEPCOHAIBHBIX MIaHHBIX B
OTHOIIEHMH KaXJOro M3 CYOBEKTOB IIEPCOHANBHBIX JAaHHBIX, OCYIIECTBISIIOTCS IPHU
HETIOCPEJCTBEHHOM y4acTHUH YEIOBEKa.

JIOKyMeHT, cojepalluii MepcoHaJbHble HaHHbIE - MaTepUANbHBIA HOCHUTENh C
3a(MKCHPOBAHHON HAa HEM B JTI000H (hopme nHpopManuei, coepKaliei mepcoHaIbHbIC JaHHBIC
PaObOTHHUKOB (WJIM TpakJiaH B IOTOBOpax ¢ PU3MYECKUMHU JIMIIAMH) B BUJE TeKcTa, (hoTorpaduu u
(M) UX coYeTaHMUs.

C yyerom Gombiioro oobema (MaccoBOCTH) AOKYMEHTOB, COJEpXAlUX MEpCOHAIbHbIE
JTAHHBIE, ¥ CTPOTO PErJIaMeHTUPOBAHHOTO MOPS/IKA HX XPAHEHUS MTOMETKA KOH(PHICHIIHATHLHOCTH
Ha HUX HE CTaBUTCA.

C Hacrosimed MHCTPYKIMEH MOIKHBI ObITh O3HAKOMJIEHBI IOJI POCHHCH PaOOTHHKH,
JI0ITycKaeMble K 00paboTKe MepCOHATIbHBIX JaHHBIX 0€3 HCIOIb30BAHUS CPEJICTB AaBTOMATU3ALIUH.
JIMCTBI O3HAKOMIIEHHUSI XpaHATCS Y OTBETCTBEHHOTO 3a CHCTEMY 3alllUTHl WH(POpPMAlUU B
MH(POPMALIMOHHOM CUCTEME TIEPCOHANIBHBIX JaHHBIX.

2 Tlopsaok 00padoOTKH MEPCOHATBHBIX JAHHBIX

IlepcoHanbHbIe JaHHBIE TOHKHBI 000CO0IATHCA OT HHON MH(pOpMaMU NyTeM (pUKcaluu
UX Ha OTAENIbHBIX MaTepUabHBIX HOCHUTENSX, B CIELMAJIBHBIX pa3jienax WM Ha MOJIX (opMm
(6maHKOB).

[Ipu ¢ukcanuy nepcoHaNbHBIX JaHHBIX Ha MaTepUalbHBIX HOCUTENSX HE JOMYCKaeTCs
(buKcanys Ha OJHOM MaTepHaIbHOM HOCUTEIIE EPCOHATBHBIX JaHHBIX, L1eJI 00pabOTKH KOTOPBIX
3aBeJIOMO HEe COBMECTHUMBI. J[J11 00pabOTKH pa3IMYHBIX KaTeropuil MepCOHANbHBIX JAHHBIX, NI
KaKJOW KaTeropuH MEPCOHAIBHBIX JAHHBIX JOJDKEH UCIOJIb30BaThCS OTIENbHBIN MaTepUaIbHbBIN
HOCUTEIIb.

PaboTHHKH, oOcyliecTBIAIOMNE 00pabOTKy MEpPCOHATBHBIX IAHHBIX, MH(MOPMUPYIOTCS
HENOCPEJICTBEHHBIM HAauyaJbHUKOM (PYKOBOAMUTEIEM) O (akTe 0OpabOTKHM MMM MEPCOHATbHBIX
JTAHHBIX, KaTeropusx oOpabaThIBaeMbIX MEPCOHAIBHBIX JaHHBIX, a TaKKe 00 OCOOEHHOCTAX U
IIpaBUJIaX OCYLIECTBICHUS TaKOH 00pabOTKH.

Tumnossie (hopMbI JOKYMEHTOB JOJKHBI OBITh COCTaBIIEHBI TAKUM 00Pa30M, UTOOBI KasKIbIH
U3 CYOBEKTOB IMEPCOHAIBHBIX JAHHBIX, COJEPXKALIUXCS B JOKYMEHTE, MMEN BO3MOKHOCTh



O3HAaKOMHTBCSI CO CBOWMH II€PCOHAIBHBIMH JIAaHHBIMH, COJEPXALIMMHUCS B JOKYMEHTE, He
HapyIas paB U 3aKOHHBIX HHTEPECOB UHBIX CYOBEKTOB MEPCOHANBHBIX TaHHBIX.

XpaHeHHe  JTOKYMEHTOB, COJEp)KAIllUX II€PCOHANBHBIC JaHHBIC, OCYIIECTBIICTCS B
METaJUIMYEeCKUX MKadax win ceidax.

VHHUYTOXXEHHE JOKYMEHTOB, COAEpKaIlMX IEPCOHAIBHBIC MAaHHBIC, OCYIIECTBISECTCS
CHoco0OM, HE MO3BOJISIONIMM B TaTbHEUIIIEM 03HAKOMHUTHCS C TIEPCOHAIBHBIMU JTAHHBIMHU.

3 OO0s13aHHOCTH COTPYAHHUKA, JONMYIIEHHOT0 K 00padoTKe MepCOHAJBHBIX JAHHBIX

[Tpu paboTe ¢ TOKyMEHTaMH, COJEPKAIIMMU MIEPCOHATIBHBIE JaHHBIE, COTPYAHUK 0053aH
UCKJIIIOYUTh BO3MOXHOCTh O3HAKOMJICHHUS, IPOCMOTpa OJTHX JOKYMEHTOB JIMIAMH, HE
JIOMYLICHHBIMHA K paboTe ¢ HUMHU (B TOM YHUCIIE OPYTUMH PAaOOTHUKAMH CBOETO CTPYKTYPHOTO
MO/Ipa3ieyICHNs ).

[Tpu BeIHOCE TOKYMEHTOB, COAEPIKAIIMX ITEPCOHANIBHBIC TAHHBIE, 33 MPEIEIBI TEPPUTOPUN
I'BOY COHI Ne 174 llentpansHoro paitona Cankt-IlerepOypra (manee - YupexiaeHue) mo
CIIy’KeOHOI He0OXOAUMOCTH COTPYIHHK JTOJHKEH MPUHSITH BCE BO3MOMXKHBIE MEPbI, HCKITIOUYAIOIINE
yTpaty (yTepro, XUIleHUE) TaKUX JTOKYMEHTOB.

IIpu yrtpare (yrepe, XWIIEHHWH) IOKYMEHTOB, COJEpKAIUX IE€PCOHAIbHBIC JIaHHBIC,
paboOTHUK 0053aH HEMEIJICHHO JOJIOKHTh O TakoM (akTe CBOEMY HEMOCPEACTBEHHOMY
HavyaJbHUKY (pykoBoautenro). HemocpencTBeHHbII HadalbHUK (pPYKOBOJOUTENDB) JIOJIKEH
COOOILUTH 3aMECTUTEINII0 TUPEKTOPa, KYpUPYIOIIEMY BOMPOCHI 3alIUTHl HHPOpMAIMK O (aKTe
yTpartbl (yTepe, XWIIEHHH) JOKYMEHTOB, COICp)KAIINX IepCOHaTbHBbIE NaHHbIE. [lo Kaxmaomy
TakoMy (pakTy Ha3Ha4yaeTcs cayKeOHOe paccieloBaHue.

4  CoTpyaHMKaM J0NMYyIIeHHbIM
K 00padoTKe MepPCOHATbHBIX JAHHBIX 3aNpeniaeTcs

4.1 CooOmiaTh CBeICHHUS, ABJISIIONTUECS MIEPCOHATBHBIMY JAHHBIMU, JTUI[AM, HE UMEIOIIIUM
MpaBa JIOCTYIA K THM CBEICHUSM.

4.2 Jlenath HEYYTEHHBIE KOITUH IOKYyMEHTOB, COJICPKAIINX ITEPCOHAILHBIC TaHHBIC.

4.3 OcTaBisITh TOKYMEHTHI, COJCPIKAIIKE IIEPCOHANILHBIC JTAaHHbIC, Ha pabounXx crojiax 0e3
MPHUCMOTpA.

4.4 Tlokunath TMOMEIIEHHE, HE MOMECTHB JIOKYMEHTBHI C IEPCOHAILHBIMU JAHHBIMH B
3aKpbIBaeMbIe ceii(bl, IKagBbI.

4.5 BBIHOCHTH JOKYMEHTBI, COJCpKAalllue MEPCOHAJbHBIC JaHHBIC, W3 IOMEUICHUN
Yupexaenus 0e3 ciayke0H0 HE0OX0IMMOCTH.

5 OTBercTrBeHHOCTDH

5.1 OTBETCTBEHHOCTh 3a HEHCIIOJIHEHHWE WM HEHAJIe)Kallee BBIMOJHEHHE TpeOOBaHUN
Hacrosimed MHCTpykumu Bo3naraercs Ha paOOTHUKOB UM PYKOBOAMTENEH
MIOAPA3ACIICHUMN.

5.2 KoHTpousb 3a BBIOJHEHHWEM MOJIOKEHUI HacTosAued MHCTpykunu Bo3naraercs Ha
OTBETCTBEHHOTO 3a CHUCTEMY 3alllUThl MHPOPMAIWU B HH()OPMAIMOHHOW CHCTEME
NEePCOHATIBHBIX JAHHBIX.

5.3 3a mapymieHne mpaBHI OOpPaOOTKHM TMEPCOHANBHBIX JaHHBIX, MX HEMPaBOMEPHOE
pasriamieHie WIM pacnpocTpaHeHHe, BHHOBHBIE JIMI[a HECYT IUCLUIUIMHAPHYIO,
aJIMUHUCTPATUBHYIO, TPAXJAHCKO-TIPaBOBYIO HWIJIM YTOJOBHYIO OTBETCTBEHHOCTHh B
COOTBETCTBHUH C JACHCTBYIOLINM 3aKOHOIATEILCTBOM.

5.4 B cayuyae ecnu B pe3ynbTaTe ACHCTBUN paOOTHHKA ObUT MPUYMHEH TMOMJICKAIIUMA
BO3MEILEHUIO paboTojaTeneM yumepOd TPeTbUM JHIaM, PaOOTHUK HECeT Iepen
paboTonaTesieM MaTepHAIbHYI0O OTBETCTBEHHOCTh B COOTBETCTBHMU C TJiaBoi 39
Tpynosoro koxekca PO.

5.5 B cmyuae pasriamieHust IepCOHANBHBIX JaHHBIX, CTABIINX U3BECTHBIMHA PAaOOTHUKY B
CBSI3U C HCIOJHEHHWEM WM TPYIOBBIX OOS3aHHOCTEH, B TOM YHMCIIE pa3IJIalleHus
MEePCOHANBHBIX JaHHBIX JPYroro pabOTHUKA, TPYAOBOH TOTroBOp ¢ pPabOTHHUKOM
MOXET OBITh pacTOprHyT paboronaareneM (MOIMYHKT «B» MyHKTa 6 crtatbu 81
TpynoBoro xonekca P®D).



JIucT o3HakoMJIeHUA

¢ UucTpyknueit
1o 00padoTKe NMepCOHAIbHBIX JAHHBIX,

OcyIHeCTBJIﬂeMOﬁ 0e3 ucnoJIb30BaHUA CpeacTB aBTOMaATU3AlUHU
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