MyHuImnansHoe 6r0/UKETHOE YUpEKIEHUE KYILTYPEI
«IlenTpanu3oBaHHas GUOIHOTEUHAS CHCTEMAY

rOpOJICKOTo OKpyra bosbimoit Kamenn
MBVYK IIBC

S

ITos10:xenune 0 MOpsIAKe yHUUTOKEHUST
NEepCOHATLHBIX IAHHBIX B MYHHIHIAJILHOM OI0KETHOM yUPEXKICHHU KYJIbTYPhI
«IleHTpam3zoBannasi GHOIHOTEYHAS] CHCTEMA» TOPOICKOro okpyra boabmoii Kamenn

1. O6mme moJioxkeHunst

1.1. Hacrosimee Ilonoxenne o mopsjke YHHYTOXEHHS IEpPCOHAIBHBIX JAHHBIX B
MYHHIHUIIAIBHOM OFOJDKETHOM YUpEXJICHUN KyIbTyphl «LleHTpain3oBannas 6ubnuoTeHas
cHcTeMay ropojickoro oxpyra bompmoi Kamenb (natee — Ilonoxkenue) ycranasimpaer
ICPHOJMIHOCTD M CIOCOOBI YHUYTOKEHUs HOCHTEINEH, CONEpIKAIMX TIePCOHAIBHBIE JaHHbIe
CyOBEKTOB MEPCOHAILHBIX JIAHHBIX.

1.2. Henpio nacrosimero [onoxenus sBasercs oGeceuenne 3amuThbl IIEPCOHAIBHBIX
AQHHBIX TOJb30BATENeH W PabOTHHKOB IIpH 00pabOoTKE WX MEPCOHAIBHBIX JAHHBIX B
MYHHUIHMIATBEHOM OIOJUKETHOM YUPEXIACHHH KyIbTyphl «llenTpanmsoBannas GubmmoTedmas
CHCTEMa» TOpPOJACKOro oKpyra bosnbioi Kamens (nanee — Yupexnennue).

1.3. OcHoBHEIE TTOHSITHS, UCTIONB3YeMble B [ TonoKeHny:
* CyOBEeKT MepcoHaIBHBIX JAHHBIX — PabOTHHUK, OJIB30BATENh OUOTHOTCKH # (nnn)

MHOEC JIUILO, K KOTOPOMY OTHOCSITCSI COOTBETCTBYIOIIME ITIEPCOHAIBHEIE JAHHBIC:

¢ paboTHUK — (H3MYECKOE JMIO, BCTYNHBIIEE B TPYAOBblE OTHOLICHHS C

YupexaeHuem ;

* LOJB30BaTENh OMOMMOTEKH - PUSHUECKOE HITH IOPUAMYECKOE JIMIIO, HOJb3YIOLIEecs
ycnyramu bubiunorexu;

* [ICpCOHANbHBIE JaHHBIE — HHpOpMaWMs, coxpaHeHHas B Jo6oM (opmare,
OTHOCSIIASACS K OIPEACICHHOMY WM OIPEJIeNIeMOMY Ha OCHOBAHWM TaKOW
uHGoOpMaMK  QH3HUECKOMY JHIY (CyOBEeKTy MEPCOHAILHBIX JIAHHBIX), KOTOpas
cama 10 cebe WM B COYCTAHHU C JAPYroif uHdopmanuet, umeromeiics B
YHUpex/IeHuN , MO3BOJISAET WAECHTH(PUIUPOBATD JTHYHOCTD CcyObeKTa MepPCOHAIbHBIX
JIAHHBIX;

e 00paboTKa NEPCOHAJILHBIX MAHHBIX — ICHCTBUS (omepanum) ¢ rnepcoHaAILHBIMU
JQHHBIMH, BKIIIOYasi cOOp, CHCTEMATH3aIMIO, HAKOIUICHHE, XPAHEHHE, YTOUHCHHE
(oOHOBIICHHE, M3MEHEHHE), HCIOIB30BAHUE, PACIPOCTpaHeHHe (B TOM uHCITe
nepefady), obesMuMBaHUe, GJIOKMPOBAHME, YHHUTOXKECHUE [IEPCOHATBHBIX
JIAHHBIX;

* YHMYTOXCHUC MEPCOHANLHBIX JAHHBIX - JEHCTBUS, B pesyjibrare KOTOPHIX
HEBO3MOXXHO ~ BOCCTAHOBUTH  COJEpPXKAHHE  MEPCOHANBHBIX  JIAHHBIX B
HH(POPMALMOHHOM CHCTEME IIEPCOHAIIBHBIX JAHHBIX WM B pe3yJIbTaTte KOTOPBIX
YHUUTOXAIOTCSI MaTepUaibHble HOCUTEIH HePCOHATBHBIX JIAHHBIX



* HOCHUTEJIM NEPCOHAIBHBIX TaHHBIX — KaK JJIEKTPOHHbBIE (JIMCKETHI, KOMITAKT-JHCKH,
JICHTBI, (DJIeI- HAKOIMUTEIN U JIP.), TaK U HEANEKTPOHHbIE (OyMaKHble) HOCHTEIN
IIEPCOHAIBHBIX JIAHHBIX.

1.4. Hacrosmee Ilonoxenue paszpaGotaHo Ha ocHoBe DenepalbHOr0 3akoHa OT
27.07.2006 Ne 149-03 «O6 wunpopmManmy, UHGOPMALUOHHBIX TEXHOJOTHAX M O 3alUTe
urpopmanum», PenepanbHoro 3akona ot 27.07.2006 Ne 152-d3 «O MEPCOHAIBHBIX
JAAQHHBIX)» ¥ JPYTMX HOPMATUBHBIX IIPABOBEIX AKTOB.

2. IIpaBuiia yHHYTOKEHHSI HOCHTEIEH, COePKANIMX NePCOHATbLHbIE JAHHbIE
2.1. VHuuTOXeHHEe HOCHTENeH, COMEPXKAIMX IEPCOHANbHBIC AHHbIC cyOBEKTOB
[IEPCOHANIBHBIX JAHHBIX, JIOJDKHO COOTBETCTBOBATD CIICIYIOIIUM ITPABUIIAM:

© ObITh  KOHQMIEHIHMANBHEIM, — MCKIIOYAs — BO3MOXKHOCTH  ITOCIELYIOLIEro
BOCCTaHOBJICHUS;

* OpOPMIATBCS TOPUIMUYECKH, B UYACTHOCTH, aKTOM O BBIICHCHHH JOKYMEHTOB,
CoJiepIKaIlMX  [ICPCOHAJIbHBIE JaHHble CYOBEKTOB MEpCOHANLHBIX JAHHBIX, K
YHUYITOKCHHUIO M aKTOM 00 YHHYTOKEHHM HOCUTEJICH, COJICPIKAINNX TIePCOHABHDIC
JIAHHBIE CyOBEKTOB MEPCOHANBHBIX JAHHBIX;

* JIOJDKHO IIPOBOJUTHLCSI KOMUCCHEH 110 YHHUTOXKCHHUIO NT€PCOHAIBHBIX JAHHBIX,

* YHHYTOXNKEHHE JIOJDKHO — KacarhCsl TOJNBKO TEX  HOCHTENIeH,  CozepiKalux
IEPCOHANILHEIC JITAHHBIC CYOBEKTOB IEPCOHANBHBIX JaHHBIX, KOTOpBIE MOJUICHKAT
YHHYTOXKCHUIO B CBSI3M C MCTEUEHHUEM CpOKAa XpPaHEHHUs, JOCTHIKEHHEM I[eJIH
00paboTKN yKa3aHHBIX IEPCOHANBHBIX JAHHBIX MO0 yTPaTOi HEOOXOAMMOCTH B
UX JIOCTHIKCHHH, HE JIOIyCKas CIy4alHOro HJIM IPEHAMEPEHHOTO YHUYTOKSHHS
aKTyaJIbHbIX HOCHUTEJICH.

3. Hopsitok yHHYTOKEHHSI HOCHTEJIEH, COMePIKATHX NePCOHATIbHBIE JAHHbIE

3.1. IlepcoHainbHbIE JaHHBIE CYOBEKTOB [EPCOHATBHBIX TAHHBIX XPAHSITCS HE HOJbIIE,
UEM 9TOr0 TPEOYIOT Hesn ux 06paboTKH, U TOANEKAT YHHITOKEHHIO MO0 MCTEUCHHH CPOKA
XpaHEHUs, NOCTHKCHUH 1iejie 0O0paboTKM WM B Cilydae yTpaThl HEOOXOIMMOCTH B HUX
JOCTHKCHUH.

3.2. Hocurenn, cozpepxamue nepcoHANbHBIE JAHHBIE CYyOHEKTOB [EPCOHANBHBIX
AAQHHBIX, YHHYTOXAIOTCS B CICHHAILHO OTBEJCHHOM JUIS OTUX Leled TOMeIleHuH
KOMHMCCHEH 10 YHHUYTOXCHHUIO IIEPCOHAIBHBIX JIAHHBIX, YTBEP)KACHHON IPUKA30M JHPEKTOpa
Yupexnenus (naiee — Komuccns).

3.3. Hocurenn, cozmepxamue INepCOHANBHBIE JAHHBIC CYGBEKTOB [IEPCOHATBHBIX
JaHHBIX, yHHYTOXNaroTcs Komuecuedl B cpok, He mnpepbimaromuit 30 gHeil ¢ jgaTel
JIOCTHIKCHUs IeJIei 00paboTKH NMepCOHANBHBIX JAHHBIX JMO0 yTPaThl HEOOXOJUMOCTH B HX
JOCTH)KCHUH, & TAKIKE B CIIydae, €C/IH UCTEK CPOK UX XPAHECHHUSI.

3.4. Komuceust npousposur ot60p GyMaKHBIX HOCHTENEH [MePCOHANIBHBIX JIAHHBIX,
TOJUICKAIUX YHUITOKCHHIO, ¢ YKA3aHUEM OCHOBAHUH JUISl YHUUTOKEHUSL.

3.5 Ha Bce oroOpaHHBIE K YHHYTOKEHHIO IOKYMEHTBI COCTAaBIseTcss aKT o
BBIICJICHUH JIOKYMEHTOB, COACPIKAIIMX TEPCOHANBHBIE JTaHHBIC CYOBEKTOB IMEPCOHATBHBIX
JIAHHBIX, K YHHUTOKEHHIO.

3.6, B akrtax o BBLICNCHHH [OKYMEHTOB, COIEPIKAIIMX IEPCOHAIBHBIE JAHHbIE
CYOBEKTOB IIEPCOHAIBHBIX JIAHHBIX, K YHHYTOKEHUIO U aKTaX 00 YHUUTOKCHHUH HOCHTENIEH,
COJCPXAIIMX MEPCOHANIBHBIC JIAaHHbIC CYOBEKTOB I1€PCOHANIBHBIX JAHHBIX, UCIIPABICHUS HE
JIOITY CKAFOTCHI.

3.7. Komuccus TpoBepsieT HAJMYUE BCEX JIOKYMEHTOB, BKIIOUCHHBIX B AKT O BhLICJICHUN
HOCHTEJICH, COIEpPIKAIMX NEPCOHANbHBIE [aHHble CYOBLEKTOB MEPCOHANBHBIX JaHHBIX, K
YHHUYTOKEHHIO.



3.8. Ilo oxOHYAHMHU CBEPKH AKT O BBLICIECHUH JOKYMEHTOB, COJICPIKALAX [EPCOHANTLHEIE
JaHHbIC CYOBEKTOB INEPCOHAIBHBIX JIAHHBIX, K YHHYTOXKCHHIO TOJIMCHIBACTCS BCEMHE
yienamu Komucenu.

3.9." Hocurenmu, coxmepxainue mnepcoHATbHBIC JIaHHBIE CYOBEKTOB  IepCOHANLHBIX
JAHHBIX, OTOOpAaHHBIE I8 YHHYTOXKEHWS M BKIIOUEGHHBIC B aKT, IOCIE IIPOBEPKH HX
Komuccrelt mepenaiorest OTBETCTBEHHOMY 3a YHHUTOKEHHE JOKYMEHTOB B IOMEIICHIE
OT/IeNia KOMITJIEKTOBAHUS U 00paboTKy.

3.10. Vuuuroxenume HOCHTEN]eH, COJEpXKANIUX IEPCOHANBHBIE JIAHHBIC cyOBEeKTOB
TICPCOHANIBHBIX  JIAHHBIX, IIPOU3BOJUTCS TOCIHE YTBEPIKJCHUSI aKTa B IPUCYTCTBHH BCEX
4IeHoB Komucenu, KoTopsle HecyT NMepcoHalbHYIO OTBETCTBEHHOCTH 3a IPaBUIBHOCTD U
MIOJIHOTY YHMYTOXKEHHUS IEPEUUCIICHHDIX B AKTE HOCUTEJIEH.

3.11. VHUYTOKeHUE TEPCOHANBHBIX NAHHBIX, €CITH 5TO JOIYCKAETCS MaTepuaIbHbIM
HOCHTEJICM, MOXET IPOU3BOJIMTHCA CIOCOOOM, HMCKIIOYAIONINM NalIbHEHAIIYI0 06paboTKy
OTHX IICPCOHANIBHBIX JIAHHBIX C COXPAHCHUEM BO3MOMKHOCTH OOpaGOTKM HMHBIX JAHHBIX,
3a()MKCUPOBAHHBIX HA MAaTEPUAIBHOM HOCHTEIIE (Y IaIeHHe, BBIMapbIBaHUE).

3.12. VHuuTOKEHHE HOCHTEINEH, CONEPIKAIIMX ePCOHAIBHBIC JIAHHBIE, OCYIIECTBIISCTCS
B CJICJLYIOLIEM OPSI/IKE:

® YHHYTOXCHUE IIEPCOHAIBHBIX TaHHBIX, COACPIKAIIMXCSI HA OYMaXKHBIX HOCHTEJISIX,
OCYIICCTBJIAETCS  IIyTeM H3MEIbUEHUS Ha MEJIKHE YacTH, HCKIIFOYAIOIIe
BO3MOXHOCTL  IIOCJICAYIOIIErO  BOCCTAHOBJICHUS HH(pOpMaLMU. M3MenbycHue
OCYIICCTBIIACTCS € MCIOJIB30BAHUEM IIpejiepa (YHHUTOXUTEIS JIOKYMEHTOB),
YCTaHOBJICHHOI'O B IIOMEHICHHH OUOIMOTEKH;

* YHHYTOXXCHHE NEPCOHANBHBIX JaHHBIX, COJCPIKAIIMXCA HA MAITHHOYUTAEMbIX
HOCHTCIISIX, OCYIIECTBIIACTCS MYTEM HAHECEHHS MM HEYCTPAHUMOTO (PU3MUECKOro
HOBPEXICHUS, HMCKIIOYAIOIIEr0 BO3MOYKHOCTh MX  HCIIOJIB30BAHMS, a TaKKe
BOCCTAaHOBJICHHUs JaHHBIX. Bhiueykasannoe nocturaeres myrem seopMupoBanus,
HapyIIeHUs eAUHON [EIOCTHOCTH HOCUTENS,

* TOVICKAINME YHHUTOXKCHHIO (ailiibl ¢ HEePCOHANBHBIMM JaHHBIMH CYGHLEKTOB
IICPCOHAIIBHBIX ~ TAHHBIX, PACIOJOKEHHBIE HA JKECTKOM JIMCKE, YIANSIOTCS
CPCACTBAMHU OICPAIMOHHON CHCTEMbI KOMIBIOTEPA C MOCIIELYIOUUM «OUYUIICHAEM
KOP3UHBDY;

* B Clydae I0NyCTUMOCTH IIOBTOPHOIO MCIOIb30BaHus Hocutelist CD-RW, DVD-RW
IPUMCHACTCST IPOTPAMMHOE YJIaJICHUE («3aTHPAHUE») COACPIKUMOI0 JICKA TyTeM
ero (hpopMaTHPOBAHHS ¢ [OCIEAYIOEH 3aMUCHI0 HOBOM UH(DOPMANUK Ha JaHHBIA
HOCHTEb.

4. Ilopsitok crayn MaKyJIaTypbl

4.1. JIOKyMEHTBI 10 UCTEYEHUM CPOKa XPAHCHHUS, JMOCTHIKEHHM ICNCH o6paboTku
WA B CIly4ae yTPaThl HEOOXOJUMOCTH B UX JOCTHIKGHHH [ONEKAT YHUUTOXKCHUIO yTeM
C/Ia" OPraHU3aMAM, COOUPAIOLIMM BTOPCHIPLE (ITYHKTHI [IPUEMA MaKyJIaTyphI).

4.2. Bbulesiennble JIOKYMEHTBI 110 @KTy O BBLICICHHH JOKyMEHTOB, CoJIEpIKaIIHUX
HEPCOHAIIBHBIC JIAHHBIE CYOBEKTOB MEPCOHANBHBIX JAHHBIX, K YHHUTOKEHUIO MEPEJaloTes K
YHAYTOXKEHHIO B YIIAKOBAHHOM BHJIE.

4.3. JlokyMeHTEBI, MojuIexKallie BEIBO3Y, HE TOIDKHBI CONCPIKATE Oymary u KapToH,
HE IPHUTOJHBIC VIS TIepepaboTKu; Gymary u KapToH, IOKDPHITIE TOIUITHICHOM H JIPYTHME
IIOJTMMCPHBIMU TNICHKAMU; MaTepUall, BBLACISIFOIINH sIIOBUThIE M TOKCHUHBIC BEIECTBA.

4.4. JlokyMeHTBI, MOUIEIKAIIHE BBIBO3Y, HE IOTDKHEI CONCPIKATD:

* TPANLE, BEPEBKY, LIITAraT U3 JIyOsSHBIX BOJIOKOH H TIOJIMMEPOB;
* MCTAUIMYECKUE M JICPEBSIHHBIE U3JIENMS, KYCOUKHM CTEKJIA W KepaMHUKH, KaMCHb,

YroJib, CIIOJY, IeIopan, HENTyI0n, OJUMEPHbIE MaTepHabl B BHIE W3/ M



1,

(ILTCHOK, TpaHys), HEHOIIACT, UCKYCCTBEHHYIO HaTypajbHYIO KOXY, KJICCHKY,

OuTyM, mapadus, OCTaTKH XHMHUYECKAX U MUHEPAIIbHBIX BEIECTB U KPACOK;

* BJI@KHOCTH NOKYMCHTOB, IOJUIeXKAllas BBIBO3Y, JOJDKHA ObITh He Goiee 10

IIPOLICHTOB.

4.5. Cnaua oopMIseTcs IPHEMO-¢IaTOTHBIME HaKJIaHBIMH, JIAHHBIE KOTOPBIX (1aTa
C/latn, HOMEp HAaKJIaJHOM, BEC CIAHHON MaKyJNaTyphl) YKasbIBAIOTCA B aKkTe o BBIJICTICHUH
AOKYMEHTOB, COJICPXAIIMX IEPCOHANBHLIC JIAHHBIE CYOBEKTOB IePCOHANIBHBIX JIAHHBIX, K
YHUYTOXKCHHIO.

4.6. Ilorpyska u BBIBO3 JIOKyMEHTOB OCYIIECTBISIIOTCS  110Jl  KOHTPOJIEM JIHILA,
OTBETCTBCHHOTO 3a 0DECTIeYeHNe COXPAHHOCTH IOKyMEHTOR CTPYKTYPHOI'O MOJIpa3AeICHHSL.

4.7. OrobpaHHbIe K YHHUYTONKEHUIO JIOKYMCHTBI 1I€pejl cjlauell Ha mepepaGoTKy B
Ka4CCTBC MaKyJIaTypbl JOJDKHBI B 0OS3aTEIBHOM MOPSIKE H3MEIBUATHCS IO CTETICHH,
VICKITIOYAIOMIEH BO3MOKHOCTE IPOYTCHHS TEKCTA.

S. lopsnox odopmienus 1okymenTon 06 YHHYTOKEHUH NMEPCOHANLHBIX TAHHBIX

5.1. O6 ynmutoskeHnu HocHTeleH, COZICpIKAIMX TIEPCOHANIbHBIC JManHble, KoMuccus
COCTABJIACT U IOANKUCHIBACT aKT 00 YHHUYTOXXECHHH HOCHTEIICH, COZICPIKAIKX TIePCOHANBHBIE
JQHHbIC  CYOBEKTOB  NEPCOHANBHBIX  JAHHBIX, KOTOPBIA  yTBEPMIACTCS  AMPEKTOPOM
Yupexienus.

5.2. Akt 006 yHHYTOXECHHH HOCHTENICH, COMNEPIKAIINX IIE€PCOHATbHBIE NaHHbIe CyOBEKTOB
HCPCOHATILHBIX TAHHBIX, COCTABIILETCS 110 YCTAHOBIEHHOM (hopMe.
B akTe ykasbiBatores:

* JlaTa, MECTO U BPEMsI YHHYTOKEHUSL;

* JIOIDKHOCTH, (haMuIIMK, MHUIHAB! wieHoB Komuceum;

* BHA M KOIMYCCTBO YHMYTOKAEMBIX HOCHTENEH, COLECPIKAIMX IIEPCOHAIIBHBIE

AaHHbBIE CYOBEKTOB NEPCOHANBHEIX JIaHHbIX;

* OCHOBAHHUE JUIsl YHUUTOKEHUSL,
*  CIIOCOO YHHUTOIKEHHSL.

5.3. DaKT yHHYTONKEHUS HOCHTEIEH, COACPIKAIKX MEPCOHAILHBIC IAHHbIE CYOBEKTOB
HCPCOHANBHEIX NaHHBIX, (DUKCHUPYETCss B sKypHajle ydera JIOKYMCHTOB, TEpEIaHHbIX Ha
YHHYUTOXKEHUE. JAHHBIN JIOKYMEHT SBISETCS JOKYMEHTOM KOH(H/ICHIINAIEHOTO XapakTepa 1
BMECTC C aKTaMW XPaHuTCs B MOMEIIEHHH OT/eNa 00CTY)KHBAHHS B TEUCHHE OJTHOTO TojIa.
[lo ucrevennn cpoka XpaHeHHs! akT 0 BhIIEIICHHH AOKYMEHTOB, COJICPIKALIMX [IEPCOHANBHBIE
JIAHHBIE CYOBEKTOB IIEPCOHANBHBIX NAHHBIX, K YHUUYTOXKEHHUIO M aKT 00 YHHUTOKCHHUU
HOCHTEJICH, CONEPIKAIMX [IE€PCOHAIBHBIE JAHHBIC CYOBCKTOB TEPCOHANBHBIX JAHHBIX,
TICPENAIOTCA B apXUB Y UPEKICHHUS Ha XPaHCHHE,

6. OTBeTCTBEHHOCTH PYKOBOIHTE el CTPYKTYPHBIX HOAPA3/Ie/IeHUii
0.1.  OTBETCTBEHHBIM  JHIOM 32 OpraHu3alyio  XpaHEHUs  JOKYMCHTOB
SBJSIETCSA PYKOBOJIUTEINH OT/EIA KaJ[POB.
6.2. Pyxooaurens CTPYKTYPHOIO HONPA3JICIICHUST MOMET ObITh IPUBJICUYEH K
@/IIMUHUCTPATUBHOM ~ OTBECTCTBEHHOCTH 3a HapylICHUE TpebOBaHMi 1O  opraHM3aIMK
XPaHCHHS TIOKYMEHTOB, COJAEPIKAIINX TIEPCOHATBHBIE TaHHbIC.




