IIpunsaTO Ha 3acenaHuu
[Teparoruyeckoro cosera
ITporokon Ne 1/2023 or 30.08.2023 r.

Y TBepKIEHO

ITonoxenne
O nopsjKke yHHYTOKEHHS NEPCOHATLHBIX JAHHBIX
1. O0mue moJI0KeHUst

1.1. Hacrosimee [TooxeHHe 0 MOpsKE YHAYTOXEHUS EPCOHABHBIX JaHHBIX B ABTOHOMHOR
HEKOMMEPYECKO! OpraHu3alli¥ JIONOJHUTENBHOTO oOpasoBanus JleTCKMM pa3BHBaOIIM
uertp «ICTEP» (cokpameHHoe HaumenoBanue AHO JIO JIPI] «DCTEP») (manee —
[lonoxenue) ycTaHaBIMBaeT NEPUOJUYHOCTL M CMOCOOBI YHHYTOKEHHS HOCHTENEH,
CoJIepKALIUX NEPCOHAIbHBIE JaHHbIE CyOBEKTOB MEPCOHATBHBIX JaHHbIX.

1.2. Ilensto nactosmero ITonoxeHus sBisercs obecreyeHHe 3aUIMTHI MpaB H CBOGO.
obyyaromuxcs, pabOTHUKOB, U MHBIE (pU3HUECKHE MHIA (KOHTPAareHTHI, TPETHH JIUIA U T.1.)
npu 06paboTke ux nepcoHanbHbIX AaHHbX B AHO JIO JIPLL « 9CTEP».

1.3. OCHOBHBIE OHSATHS, HCIIOJIB3y€eMbIE B I100KEHHH:

* CyOBEKT NepCOHAbHBIX JaHHBIX — PAGOTHHK MJIM MHOE JIMIIO, K KOTOPOMY OTHOCATCS
COOTBETCTBYIOIINE NIEPCOHANIbHBIE IaHHBIE,

» paboTHHK — (U3HYECKOe U0, BCTYNMBINEE B TPyAoBble oTHomeHus ¢ AHO JIO
JIPLT « OCTEP»;

* TNEpCOHANbHbIE JaHHblE — HH(OpMalMs, coxpaHeHHas B Jo6oM ¢opmare,
OTHOCAIIAACS K OIpPENEIEHHOMY MJHM OIpEeNeseMOMyY Ha OCHOBAaHHH TaKOM
HHpopManuu (Gu3HYecKOMy JHLY (CyOBEKTY MepCOHANbHBIX JAHHBIX), KOTOpas
cama 1o cebe UM B COYETaHHH C Apyroi uHpopmauueii, umeromeiics 8 AHO IO
JPL»OCTEP», no3posnser uAeHTHYUIHPOBATH JIHYHOCT CYOBEKTa EPCOHATBHBIX
JTaHHBIX;

e 00paboTKa NEpCOHATbHBIX NAaHHBIX — JACHCTBHS (ONEpaldK) C MEPCOHATbHBIMH
JaHHBIMH, BKJIIOYas cOOp, CHCTeMaTH3allMIO, HaKOIUIEHHE, XpaHEHHEe, YTOYHEHHE
(o6bHOBNIEHHE, H3MEHEHHE), HCIOJNb30BaHHE, DPAcCHpOCTpaHeHHe (B TOM 4YHUCIE
nepenady), obe3nuuruBanue, 6I0KHPOBaHHUE, YHHUYTOKEHHE IEPCOHANBHBIX JaHHbIX;

* YHHYTOXEHHE I[E€PCOHATBHBIX MJAaHHBIX — JEHCTBHS, B pe3yJbTaTe€ KOTOPBIX
HEBO3MOXHO  BOCCTAaHOBHUTb  COJEpXaHHE  IEePCOHAIBHBIX  JaHHBIX B
MH(OPMAIIMOHHON CHCTEMe NMEepCOHATBHBIX NaHHBIX WM B pe3ylbTaTe KOTOPBIX
YHHUTOXAKOTCS MaTepHAIbHbIE HOCUTENIU IEPCOHATIBbHBIX JaHHBIX;

* HOCHTEH MEPCOHAIBHBIX JaHHBIX — KaK JJIEKTPOHHbIE (IUCKEThI, KOMIIAKT-AHUCKH,
JIEHTBI, (JIell- HAKOMUTEIH U Jp.), TaK U HEIIEKTPOHHBbIe (OyMaXkKHbIe) HOCUTEIH
NEPCOHATBHBIX JAHHBIX.



1.4. Hacrosmee ITonoxenue pazpaborano Ha ocHoBe DexnepanpHoro 3akona ot 27.07.2006
No 149-®3 «06 undopmanuu, “HGOPMALMOHHBIX TEXHOJIOTHAX M O 3aIIUTe HHPOPMAIHHY,
®enepansHoro 3akona ot 27.07.2006 Ne 152-@3 «O mepcoHaNbHBIX JAHHBIX» U APYTUX
HOPMaTHBHBIX IIPABOBBIX aKTOB.

2. [IpaBu/ja yHHYTOKEHHS HOCHTEJIeH, COepKAMMX NePCOHAIbHbIE JaHHbIE

2.1. VHuuroXeHHE HOCHUTEJEH, CONEpXKAllMX [EPCOHATbHBIE JaHHBIE CyOBEKTOB
NepCOHATBHBIX JAHHBIX, JOJDKHO COOTBETCTBOBAThH CJIECAYIOIIMM IIPaBUIIaM:

e OBITH KOH(QHUICHIINATBHBIM, HCKJTIOYast BO3MOXXHOCTb IIOCJIEAYIOIIETO
BOCCTaHOBJICHUS,;

e 0hOpPMIATECA FOPUANYECKH, B YAaCTHOCTH, AKTOM O BBIICJIECHHH JOKyMEHTOB,
COZIEpPKAIl[MX II€PCOHAIbHBIE JaHHBIE CYOBEKTOB IE€PCOHAIBHBIX JaHHBIX, K
YHHYTOXEHHIO U aKTOM 00 YHHUYTOXXEHHU HOCHUTEIIEH, COAEPKALIUX IIEPCOHAIBHBIE
JIaHHBIE CyOBEKTOB MEPCOHAIBHBIX TaHHBIX;

e JIOJDKHO MTPOBOJMTHCS KOMHUCCHEH 110 YHHYTOXKEHHIO IEPCOHANIBHBIX JaHHBIX;

e YHHMYTOXXEHHE JO/DKHO KacaThCs TOJNBKO TeX HOCHTENEH, coaepKaliux
IIEPCOHAIbHBIE JaHHbIE CyOBEKTOB NMEPCOHAIBHBIX JAHHBIX, KOTOpBIE IOIJIEKAT
YHHYTOXXEHHIO B CBSI3H C HCTEYEHHEM CpOKa XPaHEHHUs, NOCTHIKCHHEM LEIH
00paboTKH yKa3aHHBIX IIEPCOHATBHBIX JAaHHBIX JINO0 yTpaToi HEOOXOIUMOCTH B HX
JNOCTHXXEHUH, HE IOIyCKas CIyYaifHOro WM IpeIHAMEPEHHOIO YHHYTOXECHHS
aKTyaJIbHBIX HOCHTEJIEH.

3. HOpﬂlIOK YHHUYTOXCHHUHA HOCHTeJIei, coAeprKalluX nmepcoHa/ibHbIC JaHHbIC

3.1. IlepconanbHble TaHHBIE CYOBEKTOB NEPCOHAIBHBIX AAHHBIX XPAHATCSA HE JOJIBIIE, YEM
9TOro TpeOyroT mHeau ux oOpaboTKH, M MONIEKAT YHUUYTONKEHHUIO IO HCTEYEHHH CpOKa
XpaHEeHHUs, JOCTIDKCHUH Lened oOpabOTKM MM B ciydae yTpaThl HEOOXOAMMOCTH B HX
JOCTHXKCHHUH.

3.2. Hocurenu, comepiamiye MepcOHATbHbIE NaHHBIE CYOBEKTOB NEPCOHAIBHBIX JAHHBIX,
YHHUYTOXKAIOTCSA B CIIEHMAIBHO OTBEACHHOM JUISl STHX IeJield MOMEIIEHUMH KOMHUCCHEH II0
YHHUYTOXXEHUIO NEPCOHAIBHBIX JaHHBIX (nayiee — Komuccus).

3.3. Hocurenu, comepkalye IEepCOHAIbHBIE IaHHBIE CyOBEKTOB NEPCOHATIBHBIX JAHHBIX,
yHu4TOXaroTcs: KoMuccueir B cpok, He mpeBbimaronmii 30 KajgeHIapHBIX AHEH ¢ Oarel
HCTEYEHUs CPOKa XPAaHEHHUS, NOCTH)KEHUS LeNu o0pabOTKH NMepCOHATbHBIX NAHHBIX JHO0
yTpaThl HEOOXOIUMOCTH B UX TOCTHIKEHUH.

3.4. Komuccuss mnpou3BOAUT OTOOp OyMaKHBIX HOCHTENIEH NEepPCOHATBHBIX JaHHBIX,
NOJIEKAMMX YHUYTOXKEHHUIO, C YKa3aHHEM OCHOBAHUH IS YHUYTOXKEHHUS.

3.5. Ha Bce oroOpaHHble K YHHYTOXECHHIO JOKYMEHTBHI COCTaBIISETCS aKT O
BBIJICJICHUHU JJOKYMEHTOB, COIEpXALIUX I[E€PCOHAIbHBIE NaHHbIE CYOBEKTOB INEPCOHATBHBIX
JAHHBIX, K YHUYTOXXEHHUIO.

3.6. B akrtax o BBIACJIICHUHA NJOKYMCHTOB, COACPXKAIUX MNEPCOHAIBHBIC NTAaHHBIC Cy6’I>eKTOB
INE€PCOHATIBHBIX NJAHHBIX, K YHHYTOXCHHIO H aKTaxX 00 YHUYTOXCHUH HOCHTCJ’ICﬁ, coACpxKalux
NEPCOHANIBHBIC TaHHBIC CY6’I>CKTOB INEPCOHAJIBHBIX JaHHBIX, ACIIPABJICHUS HE OOy CKAalOTCA.



3.7. Komuccus mpoBepsieT HaJIW4Yue BCEX JOKYMEHTOB, BKIIOYEHHBIX B aKT O BBIICIICHUH
HOCHTEJIEH, COAEpXKALIMX MEePCOHATbHBIE JaHHBbIE CYOBEKTOB IIEPCOHAIBHBIX JaHHBIX, K
YHHUTOXEHHIO.

3.8. [To OKOHYaHMH CBEPKH aKT O BBIIEJNICHUHM IOKYMEHTOB, COAEPXKaIUX IEPCOHAIbHBIC
JIaHHbBIE CyOBEKTOB MEPCOHATBHBIX JaHHBIX, K YHUUTOXEHHIO IIOAUCHIBAETCS BCEMH YWICHAMH
Komuccnu u yTBepxkIaeTcs NpOpeKTOPOM N0 HAaIPaBJIEHHIO.

3.9. Hocurenu, comepkamiie IMepcOHAIbHBIE NaHHbIE CyOBEKTOB INEPCOHAIBHBIX JIaHHBIX,
oToOpaHHbIe Ui YHUYTOXXEHHS M BKJIFOYCHHBIE B akT, Iocie mpoBepkH MX Komuccuei
TIepeJalOTCSl OTBETCTBEHHOMY 33 YHUYTOXEHHE JJOKYMEHTOB.

3.10. VHMYTOXEHHE HOCHTEJEH, COIEepKAIIMX MEepCOHATbHbIE JaHHbIE CyOBEKTOB
MIEPCOHATBHBIX JaHHBIX, IPOU3BOAUTCS MOCIIE YTBEPXKACHHUS aKTa B IPHCY TCTBHH BCEX YWICHOB
Komuccnn, KOTOpble HECYT NMEPCOHAIBHYIO OTBETCTBEHHOCTH 3a IPABUJIBHOCTH U IOJHOTY
YHUYTOXXEHUS NTEPEYNCIICHHBIX B aKTE HOCUTEIIEH.

3.11. YHHYTOXEHHE TMEePCOHAIBHBIX MAaHHBIX, €CIM JTO JOIyCKAeTCs MaTepHaIbHBIM
HOCHTEJIEM, MOXET IIPOU3BOIUTECS CIIOCOOOM, HCKITIOYAIONTUM JaTbHERIITYI0 06paboTKy 9THX
HEePCOHATBHBIX IaHHBIX C COXPAHEHHEM BO3MOXKHOCTH O0OpabOTKM HMHBIX JaHHBIX,
3aMKCHPOBAHHBIX HAa MaTepPUAILHOM HocuTelle (yAaJleHUe, BEIMapbIBaHHUE).

3.12. YHUUYTOXXEHHUE HOCHUTENEH, colepkaluX MEepCOHAIbHBIE JAHHBIE, OCYLIECTBIIIETCS B
CIIEIYIOILEM MOPSIKE:

e YHHYTOXEHHE IEPCOHATBHBIX JAaHHBIX, COJAEPXKAIIUXCA HA OyMa)XKHBIX HOCHTEIIAX,
OCYILECTBISAETCS IyTEM M3MENbYEHHS Ha MEJIKHE YacTH, HCKIIOYaolHe
BO3MOXXHOCTh IIOCJIEAYIONMIET0 BOCCTaHOBJIEHHs HHpopManuu. HM3menbyenue
OCYIIECTBIISIETCS C HCIOJb30BaHUEM wIpenepa (YHHYTOXKHUTENS JOKYMEHTOB),
YCTaHOBJIEHHOTO B IIOMEIIEHUH OyXTalTepuu, JUOO0 JOKYMEHTHI NEpeAaloTCsi Ha
nepepaboTKy (YTHJIM3aLHUI0) OpraHU3alUsaM, COOMPAIONIMM BTOPCHIPhE (ITyHKTBI
IIpUeMa MaKyJiaTyphl);

e YHHUYTOXEHHE IE€PCOHAIBHBIX MJAaHHBIX, COJAEPXKAIIUXCS Ha MANIMHOYUTAEMBIX
HOCHUTEISX, OCYLIECTBIISETCS ITyTeM HAaHECEHHS MM HEYyCTPAHUMOTO (U3MUECKOrO
NOBPEXKICHUS, MCKIIOYAIONIETO BO3MOXKHOCTh HMX HCIIOIB30BAHMSA, a TaKXKe
BOCCTaHOBJICHHS JaHHBIX. BhleykazaHHOE JOCTUraeTcs MyTeM AeopMupoBaHus,
HapyIIEHUs €JUHOM LIeJIOCTHOCTH HOCHUTEIS;

e MOJJIEKAIIUE YHUYTOXKEHHUIO (aiibl C MEePCOHATHHBIMH JAHHBIMH CyOBEKTOB
NEPCOHATBHBIX JAHHBIX, pPACIOJOXEHHBIE Ha JKECTKOM [HCKE, YAAIAIOTCA
CPeICTBaMHU OINEPAIMOHHOM CHCTEMBI KOMIIBIOTEPA C MOCIEAYIOUIMM «OYUIIEHUEM
KOP3UHBI»;

e B Cllydae JOIyCTUMOCTH ITOBTOPHOro ucnoyb3oBanus Hocutens CD-RW, DVD-RW
IIPUMEHSETCS IPOrPaMMHOE yJIaleHUe («3aTUpaHUE») CONEPKHUMOIo JUCKa IIyTeM
ero (opmMaTupoBaHHUs ¢ MOCIEeIyIOUIed 3alMChI0 HOBOM MH(GOpPMALMK Ha JaHHBIA
HOCHUTEIb.

4. ITopaaok caa4u MaKy.J1aTyphbl



4.1. JIoKyMEHTBI II0 HCTEYEHMH CpPOKAa XpaHEHHs, JOCTIDKCHHH Ieneidl o6paboTKu WM B
clly4ae yTpaTthl HEOOXOAUMOCTH B UX JOCTHXKEHHH IOJIEKAT YHHYTOKECHHUIO MyTEM CIa4du
OpraHu3anusM, COOMPAIOIIMM BTOPCHIPbe (ITyHKTBI IPUEMA MaKyJIaTyphbl).

4.2. BrlgeneHHbIE JOKYMEHTBI II0 aKTy O BBIICJICHUH JOKYMEHTOB, COACpXKAIIUX
MEPCOHATIBHBIE NTaHHBIC Cy6’BeKTOB NEPCOHAIBHBIX JAHHBIX, K YHUYTOXCHHUIO NIE€PEAAIOTCA K
YHHAYTOXKCHHIO B YITAKOBAHHOM BHU/IE.

4.3, JloKkyMeHTBI, MOJJIEXallue BHIBO3Y, HE HOJDKHBI COJepKaTh Oymary M KapToH, He
NIPUTOJIHBIE I TepepaboTKH; OyMary M KapTOH, IOKPBITHIE IOJHITHICHOM W JAPYTHMH
[OJITUMEPHBIMH TIJICHKaMH; MaTepHal, BBIACISIOIUI SJ0BUTHIE U TOKCHYHBIE BEIIECTBA.

4.4. loKyMeHTBI, IOAJIeXKAIIUE BBIBO3Y, HE JOJKHEI COIEPIKATD:

e TpsIbe, BEPEBKY, IIMAraT U3 JyOsHBIX BOJIOKOH H IIOJIMMEPOB;

e METAUIMYECKHE W JEPEBAHHbIE M3JENHs, KYCOUYKH CTEKJa U KEPaMHKH, KaMEeHb,
yrojb, CIOLy, HeriodpaH, HeUTyJIOn, TOJTUMEPHbIE MaTepHaIbl B BUJIE U3JEITHA
(TIUIEHOK, TpaHyJi), MEHOIIACT, UCKYCCTBEHHYIO M HaTypalbHYIO KOXY, KIICEHKY,
OuTyM, napaguH, OCTATKA XUMHYECKHX U MHHEPAIBHBIX BEIECTB U KPAacoK;

e BJI@KHOCTh JOKYMEHTOB, IIOJJle)Xaluas BBIBO3y, AOKHAa ObiTh He Oomee 10
IPOLIEHTOB.

4.5. Cnaya oopMIIseTCs IIPHEMO-CIATOYHBIMU HAKJIAQHBIMH, JaHHbIE KOTOPBIX (AaTa ClayH,
HOMEp HaKJIaJHOM, BEC CHAHHOM MakyJIaTypbl) YKa3blBalOTCS B aKT€ O BBIICICHHH
JIOKyMEHTOB, COJEpPXAaIMX MEPCOHAIbHBIC JaHHbIE CYOBEKTOB NEPCOHAIBHBIX JaHHBIX, K
YHHYTOXXEHHIO.

4.6. ITorpy3ka 1 BBIBO3 JJOKYMEHTOB OCYILECTBIISIOTCS IO KOHTPOJIEM JIHLA, OTBETCTBEHHOTO
3a o0becrie4eHre COXPaHHOCTH IOKYMEHTOB CTPYKTYPHOTO MOApa3ieTIeHHS.

4.7. OtoOpaHHbIE K YHHYTOXCHHUIO TOKYMEHTHI Iepe/l caadyell Ha nepepaboTKy B KayeCTBE
MaKyJIaTypbl JOJDKHBI B 00s3aTeIbHOM MOPSJIKE M3MENbYaThCs 0 CTEIICHHU, MCKIIOYAIOIIEH
BO3MOXXHOCTb IIPOYTEHHS TEKCTA.

5. Iopsinok odopMiIeHHSI JOKYMEHTOB 00 YHHYTOKEHHUH MEPCOHATbHbBIX JaHHBIX

5.1. O0 yHHMYTOXXEHHH HOCHTENEH, COAepKallUX IepCOHaIbHble MAaHHble, Komuccus
COCTaBJISE€T U HMOJMKMCHIBAET aKT 00 YHUYTOXXEHHM HOCUTEINEH, ColepXKalluX MEPCOHAIBHBIE
JJaHHbIE CyOBEKTOB MEPCOHATBHBIX JAHHBIX.

5.2. AKT 00 YHHYTOXXCHHH HOCHTEJEH, COIep)KallUuX NEepCOHAIbHbIE NaHHBIE CyOBEKTOB
TNIePCOHATBHBIX TaHHBIX, COCTABJISETCS [0 YCTAaHOBJICHHOH GopMe.

B axTte yka3sBarorcs:

e JlaTa, MECTO U BPEMs YHUUYTOXKEHUS;

e JIOJDKHOCTH, paMHIMK, HHUIKAE YWieHoB KoMuccuu;

e BHJ ¥ KOJIMYECTBO YHHYTOXKAEMBIX HOCUTEJIEH, COIepHKALIMX TEPCOHATIbHBIE JTaHHBIE
CyOBbEKTOB MEPCOHAIBHBIX TaHHBIX;

e OCHOBaHHE JUIS YHUUYTOKECHHUS;



e Croco0 YHHYTOXKCHHUSA.

5.3. @akT YHHYTOXXEHHS HOCHUTENeH, COJACpXKAIlMX IEPCOHAIbHBIE JaHHbIE CyOBEKTOB
IEPCOHAIBHBIX JaHHBIX, (QUKCHUpYeTCs B JXKypHajle ydyeTa JOKyMEHTOB, IEpPEJaHHBIX Ha
yHUUYTOXEHHE. J[aHHBIH TOKYMEHT SBJISETCA JOKYMEHTOM KOH(UICHIMATIBHOTO Xapakrepa 1
BMECTE C aKTaMM XPAHUTCS B IOMEIEHUH OyXraitepuu B TedeHue Tpex JerT. [lo ucreyennn
CpOKa XpaHEHHS aKT O BBIIEJICHHU JOKYMEHTOB, COJAEpXKAallUX IEPCOHAIBHBIE JaHHBIC
CyOBEKTOB MEPCOHAIBHBIX TAHHBIX, K YHHYTOXXCHHMIO U aKT 00 YHMYTOXXEHHH HOCHTEJIEH,
COZIepKAIUX IEePCOHAIbHBIE JaHHbIE CYOBEKTOB IEPCOHAIBHBIX JaHHBIX, MEPENAIOTCS B
apXuB Ha XpaHEHHE.

6. OTBETCTBEHHOCTH PYKOBOIHTE/IEil CTPYKTYPHBIX MOApPa3/ie/IeHHH

6.1. OTBETCTBEHHOE JIMIO 3a OpraHru3alHuio XpaHCHUS JOKYMEHTOB Ha3HAYACTCA JUPEKTOPOM
OpraHu3anuy IpuKasoM.

6.2. OTBETCTBEHHOE JIMI[0 MOXXET OBITH IIPUBJIEYCHO K a,IIMI/IHI/ICTpaTI/IBHOﬁ OTBETCTBCHHOCTH
3a HapyUICHHE Tpe60BaHI/II71 II0 OpraHu3aliid XpaHCHUS JOKYMEHTOB, COACpXKAIIHX
IIEPCOHATIbHBIC JaHHBIC.



