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1.Ofimue nOJIOIKeUUH

1.1. HaCT05IIIJ;ee IIoJIo)KeHl1e 0 rrOp5I)1,Ke)'Hl1qTO)KeHI15I rrepCOHaJIbHbIX )1,aHHbIX B

rI1H CO PAH (nanee - IIoJIo)KeHl1e) YCTaHaBJI11BaeT rrep110)1,11qHOCTb11 cnocofisr
YH11qTO)KeH115IHOC11TeJIeH:,CO)1,ep)KaIIJ;11Xnepconansnste )1,aHHbIecytrsexros rrepCOHaJIbHbIX

)1,aHHbIX.

1.2. l(eJIbIO HaCT05IIIJ;erOIIoJIo)KeH115I 5IBJI5IeTC5Iofiecneaenne 3aIIJ;11TbInpas 11CBo6o)1,

o6YQaIOIIJ;11XC5I11 pa60TH11KOB npn ofipafiorxe 11X rrepCOHaJIbHbIX )1,aHHbIX B rI1H CO

PAH (nanee - I1HCT11TYT).

1.3. OCHoBHbIe rrOH5ITI15I,11CrrOJIb3yeMbIeB IIoJIo)KeH1111:

• cyfir.exr rrepCOHaJIbHbIX )1,aHHbIX- pa60THI1K 11(11JI11)11HOeJI11QO,K KOTOPOMY

OTHOC5ITC5ICOOTBeTCTBYIOIIJ;11enepconansnsre )1,aHHbIe;

• pa60TH11K - cp11311QeCKOeJI11QO,BCTyrr11BIIIee B TPY)1,OBbIeOTHOIIleH115IC rI1H

COPAH;

• nepconam.irue )1,aHHbIe - 11HcpopMaQ115I,coxpanennaa B JII060M cpopMaTe,

OTHOC5IIIJ;a5IC5IK onpenenenaony 11JI11onpenenaenosry na OCHOBaH1111TaKOH:11HcpopMaQ1111

cp11311QeCKoMYJI11QY(cyfir.exry rrepCOHaJIbHbIX )1,aHHbIX), KOTOpa5I caera rro ce6e 11JI11B

COQeTaH1111C ztpyroii 11HcpopMaQ11eH:, 11MeIOIIJ;eH:C5IB rI1H CO PAH, rr03BOJI5IeT

11)1,eHT11cp11Q11pOBaTbJI11QHOCTbcytir.exra rrepCOHaJIbHbIX )1,aHHbIX;

• ofipafiorxa rrepCOHaJIbHbIX )1,aHHbIX- )1,eH:CTB115I(onepauaa) C rrepCOHaJIbHbIM11

)1,aHHbIM11, BKJIIOQa5I c6op, C11CTeMaT113aQ11IO,HaKOrrJIeH11e, XpaHeH11e, YTOQHeH11e

(o6HoBneH11e, 113MeHeH11e),11CrrOJIb30BaH11e,pacrrpocrpaaeane (B TOM Q11CJIenepenasy),

06e3JI11Q11BaH11e,6JIOKHpOBaH11e,YH11QTO)KeH11errepCOHaJIbHbIX )1,aHHbIX;

• YH11QTO)KeH11errepCOHaJIbHbIX )1,aHHbIX - )1,eH:CTBI15I,B pe3YJIbTaTe KOTOPbIX

HeB03MO)l(HO BOCCTaHOB11TbCO)1,ep)l(aH11errepCOHaJIbHbIX )1,aHHbIX B 11HcpopMaQ110HHOH:

C11CTeMe rrepCOHaJIbHbIX )1,aHHbIX 11JI11 B pe3YJIbTaTe KOTOPbIX YH11QTO)KaIOTC5I

MaTep11aJIbHbIe HOC11TeJI11rrepCOHaJIbHbIX )1,aHHbIX;

• HOC11TeJI11rrepCOHaJIbHbIX )1,aHHbIX - KaK 3JIeKTpOHHbIe ()1,11CKeTbI,KOMrraKT-

)1,11CK11,JIeHTbI, cpJIeIIl- HaKOrr11TeJII111np.), TaK 11He3JIeKTpOHHbIe (6YMa)KHbIe) HOC11TeJI11

rrepCOHaJIbHbIX )1,aHHbIX.

lA. HaCT05IIIJ;ee IIoJIo)l(eH11e paspafiorano na OCHOBe <1>e)1,epaJIbHOrO3aKOHa OT

27.07.2006 N2 149-<1>3 «06 11H<popMaQ1111,11HcpopMaQ110HHbIXTeXHOJIOrI15IX.110 3aIIJ;11Te

11HcpopMaQ1111»,<1>e)1,epaJIbHOrO3aKOHa OT 27.07.2006 N2 152-<1>3 «0 rrepCOHaJIbHbIX

)1,aHHbIX»11)1,pyr11XHOpMaT11BHbIX rtpasossrx aKTOB.
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3. IIopH)1.oK YHH1.J.TOiKeHHH HOCHTeJleH, CO)1.epiKaIll.HX nepcouam.nsre )1.aHHbIe
3.1. Hepcoaam.nue zramu.te cy6'beKTOB rrepCOHaJIbHbIX .n;aHHbIX XpaH5ITC5I He

ztonsme, qeM aroro Tpe6YIOT nerra MX 06pa60TKM, M nonneacar YHMqTO)!(eHMIO rro

MCTeqeHMM cpoxa xpaHeHM5I, .n;OCTM)!(eHMM ueneii 06pa60TKM MJIM B crrysae YTpaTbI

He06xo.n;MMOCTMB MX .n;OCTM)!(eHMM.

3.2. HOCMTeJIM, cozrepacannre nepconansnsre ztannste cy6'beKTOB rrepCOHaJIbHbIX

.n;aHHbIX, YHMqTO)!(aIOTC5I B cnennanr.no OTBe.n;eHHOM .n;JI5I 3TMX ueneii uoueureaaa
KOMMccMeH rro YHMqTO)!(eHMIO rrepCOHaJIbHbIX .n;aHHbIX, YTBep)!(.n;eHHoH rrpMKa30M

zntpexropa I1HcTMTYTa (nanee - KOMMCCM5I).

3.3. HOCMTeJIM, conepacaurne nepcoaansnue zramrsre cy6'beKTOB rrepCOHaJIbHbIX

.n;aHHbIX,YHMqTO)!(aIOTC5IKOMMccMeH B CPOK,He upessuuaiouuui 30 .n;HeHCzrarsrMCTeqeHM5I

cpoxa XpaHeHM5I, .n;OCTM)KeHM5I ucrnr 06pa60TKM rrepCOHaJIbHbIX .n;aHHbIX JIM60 YTpaTbI

He06xo.n;MMOCTMB MX .n;OCTM)!(eHMM.

3.4. KOMMCCM5I npomsonar oT60p 6YMa)!(HbIX HOCMTeJIeHrrepCOHaJIbHbIX .n;aHHbIX,

nonnezcaumx YHMqTO)!(eHMIO,CYKa3aHMeM oCHoBaHMH .n;JI5IYHMQTO)!(eHM5I.

3.5. Ha ace oT06paHHbIe K YHMqTO)!(eHMIO .n;oKYMeHTbI COCTaBJI5IeTC5IaKT 0

BbI.n;eJIeHMM.n;oKYMeHToB, conepxcamnx nepcoaansnsre .n;aHHbIecy6'beKTOB rrepCOHaJIbHbIX

.n;aHHbIX,K YHMQTO)!(eHMIO.

3.6. B axrax 0 BbI.n;eJIeHMM.n;OKYMeHTOB,cozrepzcanmx nepconansnsre naansre
cy6'beKTOB rrepCOHaJIbHbIX .n;aHHbIX,K YHMQTO)!(eHMIOM axrax 06 YHMQTO)!(eHMMHOCMTeJIeH,

conepacanmx rrepconansnsre ztannsre cy6'beKTOB rrepCOHaJIbHbIX .n;aHHbIX,MCrrpaBJIeHM51He

nonycxarorca.
3.7. KOMMCCM5I rrposepaer HaJIMQMe scex .n;oKYMeHToB, BKJIIOQeHHbIX B aKT 0

BbI.n;eJIeHMMHOCMTeJIeH,conepacamnx nepconansnsre zranasre cy6'beKTOB rrepCOHaJIbHbIX

.n;aHHbIX,K YHMQTO)!(eHMIO.

3.8. ITo OKOHQaHMM csepxa aKT 0 BbI.n;eJIeHMM .n;oKYMeHToB, coaepzcanmx
nepconansnsre .n;aHHble cy6'beKTOB rrepCOHaJIbHbIX .n;aHHbIX, K YHMQTO)!(eHMIO

nonnucsraaerca BceMM QJIeHaMMKOMMCCMM M YTBep)!(.n;aeTC5Izmpexropow I1HcTMTyra.

2. IIpaBHJla YHH1.J.TOiKeHHHHOCHTeJleH, CO)1.epiKaIll.HX nepconansusre nannsre
2.1. YmlqTO)!(eHJ1e HOCMTeJIeH, cozrepacanmx nepconansasre .n;aHHbIe cy6'beKTOB

rrepCOHaJIbHbIX .n;aHHbIX,.n;OJI)!(HOCOOTBeTCTBOBaTbCJIe.n;YIOW;MMrrpaaanasr:
• 6bITb KOHqm.n;eHll,MaJIbHbIM, MCKJIIOqa51 B03MO)!(HOCTb nocnezryrouiero

BOCCTaHOBJIeHM5I;

• O<pOPMJI5ITbC5II-opM.n;MqeCKM,B qaCTHOCTM,aKTOM 0 BbI.n;eJIeHMM.n;oKYMeHToB,

coaepacamnx nepconansnsre .n;aHHbIecy6'beKTOB rrepCOHaJIbHbIX .n;aHHbIX,K YHMqTO)!(eHMIO

M aKTOM 06 YHMqTO)!(eHMMHOCMTeJIeH,conepacamnx nepconansnsre zrannsre cy6'beKTOB

rrepCOHaJIbHbIX zramrsrx;
• .n;OJI)!(HOrrpOBo.n;MTbC5IKOMMCCMeHrro YHMqTO)!(eHMIOrrepCOHaJIbHbIX .n;aHHbIX;

• YHMqTO)!(eHMe .n;OJI)!(HO KaCaTbC5I TOJIbKO 'rex HOCMTeJIeH, conepacanrax
nepcoaansasre nannsie cy6'beKTOB rrepCOHaJIbHbIX .n;aHHbIX, xoropsre nonnezcar

YHMqTO)!(eHMIOB CB5I3M C MCTeqeHMeM cpoxa xpaHeHM5I, .n;OCTM)!(eHMeM nerm 06pa60TKM

YKa3aHHbIX rrepCOHaJIbHbIX .n;aHHbIXJIM60 YTpaToH He06xo.n;MMOCTMB MX .n;OCTM)!(eHMM, He

nonycxas cnysaiinoro MJIM npezmanepennoro YHMqTO)!(eHM5IaKTYaJIbHbIX HOCMTeJIeH.
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4. Tlopanoic c,UalJlf MaKYJIaTyphl
4.1. ,[(oKYMeHTbI rro HCTeQeHHHcpoxa xpaHeHH5I, ,L(OCTH)I(eHHHueneii o6pa6oTKH HnH

B cJIYQaeYTpaTbI Heo6xo,L(HMOCTH B HX ,L(OCTH)KeHI1HrrO,L(JIe)KaTYHHL[TO)KeHHIOnyren
C,L(aQHopraHH3a[(H5IM, c06HpaIOIlI,HM sropcsrpse (rrYHKTbI rrpaeva MaKYJIaTypbI).

4.2. BbI,L(eJIeHHble ,L(OKYMeHTbIrro aKTY 0 BbI,L(eJIeHHH,L(OKYMeHToB,cO,L(ep)KaI.l(HX

nepconansnsre zrannsie cy6'beKTOB rrepCOHaJIbHbIX,L(aHHbIX,K YHHQTO)KeHHIOrrepe,L(aIOTC5I

K YHHQTO)KeHHIOB ynaxosannov BH,L(e.

4.3. ,[(oKYMeHTbI, rrO,L(JIe)KaI.l(HeBbIB03Y, He ,L(On)KHbICO,L(ep)KaTb6YMary H KapTOH, He

rrparozursre ,L(n5Inepepafiorror; 6YMary H KapTOH, noxpsrrsre rrOnH3THJIeHOMH ,L(pyrHMH

rrOJIHMepHbIMHrrJIeHKaMH; M3TepHan, BbI,L(eJI5IIOI.l(Hii5I,L(OBHTbleH TOKCHL[HbleBeI.l(eCTBa.

4.4. ,[(oKYMeHTbI, norrneacamne BbIB03Y, He ,L(OJI)KHbICO,L(ep)KaTb:

• rpanse, BepeBKY, nmarar H3 JIy65IHbIX BonOKOHH rrOJIHMepOB;

3.9. Hocarenn, CO,L(ep)KaI.l(Herrepconansnsre zranasre cy6'beKTOB nepcoaansasrx
,L(aHHbIX, orofipannsre ,L(n5IYHwITO)KeHH5I H BKnIOL[eHHble B aKT, nocne nposepror HX

KOMHCCHeii rrepe,L(aIOTC5IB noxreurenne Ka,L(pOBOiicnY)K6bI.

3.1o. Y HHqTO)KeHHe uocnreneii, conepacanrax nepcoaansnsre ,L(aHHble cy6'beKTOB

nepcoaansnsrx ,L(aHHbIX, rrpOH3BO,L(HTC5Inocne YTBep)K,L(eHH5Iaxra B rrpHcYTcTBHH scex

xneaoe KOMHCCHH, xoropsre HeCYT nepcorransnyro OTBeTCTBeHHOCTbsa npasnnsnocn, H

nonnory YHHqTO)KeHH5Inepe-mcneaaux B axre aocareneii.

3.11. Y HHqTO)KeHHenepconansnsrx ,L(aHHbIX,ecmr 3TO ,L(OrrycKaeTC5IMaTepHanbHbIM

HOCHTeJIeM,MO)KeT rrp.oH3BO,L(HTbC5Icnocofion, HCKJIIOL[aIOI.l(HM,L(anbHeiiIIIYIO o6pa6oTKY

3THX rrepCOHaJIbHbIX ,L(aHHbIXC coxpanenaesr B03MO)KHOCTHo6pa6oTKH HHbIX ,L(aHHbIX,

sadmxcnponanmax na MaTepHanbHoM HOCHTeJIe(Y,L(aJIeHHe,BbIMapbIBaHHe).

3.12. YHHqTO)KeHHe HOCHTeJIeii, cO,L(ep)KaI.l(HX nepcoaansasre ztanm.re,
oCYI.l(eCTBJI5IeTC5IB CJIe,L(YIOI.l(eMrrOp5I,L(Ke:

• YHHL[TO)KeHHe ,L(OKYMeHToB(nocnrenen), cO,L(ep)KaI.l(HXnepconansnsre nannsre,
rrpOH3BO,L(HTC5Inyresr CO)K)KeHH5I,,L(p06JIeHH5I(H3MeJIbQeHH5I),XHMHQeCKOrOpa3nO)KeHH5I,

npespaurenua B 6eccpopMeHHYIO xraccy HJIH nopomox. ,[(fl5I YHHqTO)KeHH5I 6YMa)KHbIX

,L(OKYMeHToB,L(OrrycKaeTC5Inpaxrenenae nrpenepa, nH60 ,L(OKYMeHTbI rrepe,L(aIOTC5Ina

nepepafiorxy (YTHnH3a[(HIO) opraHH3a[(H5IM, c06HpaIOI.l(HM sropcsrpse (rrYHKTbI npaena
MaKYJIaTYPbI);

• YHHQTO)KeHHenepconansnsrx ,L(aHHbIX,cO,L(ep)KaI.l(HXC5Ina MaIIIHHOqHTaeMblX

HOCHTeJI5IX, oCYI.l(eCTBJI5IeTC5Irryrexi HaHeCeHH5I HM neycrpanasroro cpH3HQeCKOrO

rrOBpe)K,L(eHH5I, HCKnIOQaIOI.l(erO B03MO)KHOCTb HX HCrrOJIb30BaHH5I, a TaK)Ke

BOCCTaHOBJIeHH5I,L(aHHbIX. BblIIIeYKa3aHHOe ,L(OCTHraeTC5Inyrexr ,L(ecpopMHpOBaHH5I;

HapYIIIeHH5I e,L(HHOii[(enOCTHOCTHHOCHTen5l;

• rrO,L(JIe)KaI.l(HeYHHL[TO)KeHHIOcpaiiJIbI C rrepCOHaJIbHbIMH ,L(aHHbIMHcy6'beKTOB

rrepCOHaJIbHbIX ,L(aHHbIX, pacnonoaceaasre na )KeCTKOM ,L(HCKe,Y,L(afl5IIOTC5ICpe,L(CTBaMH

orrepannoaaoii CHCTeMbIxoxrm.rorepa C rrOCJIe,L(YIOIlI,HM«OL[HIlI,eHHeMKOP3HHbI»;

• B cJIYQae ,L(OrrycTHMoCTH nosropnoro I1CrrOJIb30BaHH5IHOCHTefl5l CD-RW,
DVD-RW rrpHMeH5IeTC5I rrporpasoanoe Y,L(aJIeHHe(<<3aTHpaHHe») CO,L(ep)KHMOrO,L(HCKa

nyresr ero cpopMaTHpOBaHH5IC nocneayroureii 3arrHCbIO HOBOii HHcpopMa[(HH na ,L(aHHblii

HOCHTeJIb.
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6. OTBeTcTBeHHocTb PYKoBO)1,HTeJIeii CTPYKTypHbIX nonpaanenenna

5. IIopH)1,oK oQ>opMJIeHIfH )1,OKYMeHToB06 YHIfQTO:IKeHlf1f nepCOHaJIbHbIX
)1,aHHblX

5.1. 06 YHI1QTO)l(eH11l1HOCl1TeJIeH,CO.llep)Ka.IIJ;11Xnepconansnsie ,I(aHHbIe, KOMl1CCl151

COCTaBJI5leT11rronnncsmaer aKT 06 YHl1QTO)l(eHl1I1HOCl1TeJIeH,correpacamax nepconansnsre
,I(aHHble cyor.exron nepCOHaJIbHbIX ,I(aHHbIX, KOTOPbIH YTBep)l(,I(aeTC5I ,I(l1peKTOpOM

lIHCTl1TYTa. .

5.2. AKT 06 YHl1QTO)l(eHl1l1 HOCl1TeJ1eH, coztepscanmx nepcoaansasre ztannsre
cytrsexros nepCOHaJIbHbIX ,I(aHHbIX, COCTaBJ151eTC5Ino YCTaHOBJIeHHOH<i>opMe.

B axre YKa3bIBaIOTC5I:

• nara, MeCTO11BpeM5I YHl1QTO)KeH1151;

• ,I(OJI)I(HOCTl1,cpaM11JIl1l1,11Hl1U:l1aJIbIQJIeHOBKOMl1CCl1l1;

• Bl1,I(11KOJIl1QeCTBOYH11QTO)KaeMbIXHOC11TeJIeH,CO.llep)l(a.IIJ;11Xnepconansnsre
namrsre cyfn.exron nepCOHaJIbHbIX ,I(aHHbIX;

• OCHOBaH11e.llJI5IYHl1QTO)KeHl151;

• cnocofi YHl1QTQ)KeHl151.

5.3. <DaKT YHl1QTO)l(eHl151 HOCI1TeJIeH, CO,I(ep)l(a.IIJ;l1X nepconansnsre ,I(aHHbIe

cyfit.exron rrepCOHaJIbHbIX ,I(aHHbIX, CPI1KCl1pyeTc5I B xcypnane ysera ,I(OKYMeHToB,

nepenannsrx na YHl1QTO)l(eHl1e. ,[(aHHbIH ,I(OKYMeHT 51BJI5IeTC51 ,I(OKYMeHTOM

KOHcp11.lleHU:l1aJIbHOrOxapaxrepa 11 BMeCTe C aKTaMI1 XpaHl1TC5I B nOMe.IIJ;eHl1HOT,I(eJIa

Ka,I(pOB B re-renae O,I(HOrO rona, ITo l1CTeQeHl1l1 cpoxa xpaHeHH5I aKT 0 BbI,I(eJIeHl1l1

,I(OKYMeHTOB,conepacannrx nepconansnsre nannsre cytir.exron nepCOHaJIbHbIX zrannsrx, K

YHl1QTO)KeHHIO11aKT 06 YHl1QTO)l(eHl1l1HOCHTeJIeH,CO.llep)Ka.IIJ;l1Xrrepconansmre zrannsre
cytit.exron nepCOHaJIbHbIX ,naHHbIX, nepenarorca B apxns flIH CO PAH na xpaaenne.

• xreranmorecxae 11 zrepeaannsre 113,I(eJIl151,KYCOqKl1 CTeKJIa 11 xepaxnrror,
KaMeHb, yrorrs, CJIIO,I(Y,uennodian, u:eJIJIYJIOI1,I(,no.mvepnsre MaTepl1aJIbI B Bl1,I(e113,I(eJIl1H

(rrJIeHOK, rpaHYJI), rrenonnacr, l1CKYCCTBeHHYIO11HaTypaJIbHYIO KO)l(Y, KJIeeHKY, 611TYM,

rrapadnm, OCTaTKl1Xl1Ml1qeCKl1X11Ml1HepaJIbHbIX Be.IIJ;eCTB11KpaCOK;

• BJIa)l(HOCTb ,I(OKYMeHTOB, rrO,I(JIe)l(a.IIJ;a51BbIB03Y, ,I(OJI)I(Ha 6bITb He 60JIee 10
rrponeirron.

4.5. Cztana 0<i>opMJI5leTC5Irrpl1eMO-C,I(aTOqHbIMl1 HaKJIa,I(HbIMl1, nannsre KOTOPbIX

(nara cna-nr, HOMep HaKJIa,I(HOH, sec C,I(aHHOH MaKYJIaTypbI) YKa3bIBaIOTC5I B axre 0

BbI,I(eJIeHl1l1,I(OKYMeHT<;:m,cozrepacaiuax nepconansnsre ,I(aHHble cyfisexros rrepCOHaJIbHbIX

,I(aHHbIX, K YHl1QTO)l(eHl1IO.

4.6. ITorpY3Ka 11 BbIB03 ,I(OKYMeHToB oCY.IIJ;eCTBJI5IIOTC5Inon KOHTpOJIeM nnna,

OTBeTCTBeHHoro 3a 06eCrreQeHl1e coxpaHHOCTl1 ,I(OKYMeHToB CTPYKTypHoro

rrO,I(pa3,I(eJIeHl151.

4.7. OT06paHHbIe K YHl1QTO)KeHl1IO,I(OKYMeHTbI nepezt C,I(aQeH na rrepepafiorxy B

KaQeCTBe MaKYJ1aTypbI ,I(OJ1)KHbIB 06513aTeJIbHOMnOp5l.llKe 113MeJIbQaTbC5I)],0 CTeneHl1,

l1CKJIIOQaIO.IIJ;eHB03MO)l(HOCTbnpOQTeHl151TeKCTa.
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C.A. 3aHreeBarJIaBHbIH cnel.l,I1aJII1CTno xanpav

6.1. OTBeTcTBeHHbIM JII1l.1,OMaa OpraHI13al.l,I11OXpaHeHI15I ,n;oKYMeHToBB rHH CO
PAH 5IBJI5IeTC5I3aBe,n;YIOITI:I1HKaHl.I,eJI5IpI1eH, no no,n;pa3,n;eJIeHI15IM-PYKoBo,n;I1TeJII1
CTPYKTYPHbIXnonpaszreneami.

6.2. OTBeTcTBeHHble JII1l.1,a(n.6.1) Moryr 6bITb npI1BJIeQeHbI K a,n;MI1HI1CTpaTI1BHOH
OTBeTCTBeHHOCTI1sa napyureane Tpe6oBaHI1H no OpraHI13al.l,I1I1XpaHeHI15I ,n;oKYMeHToB,
conepacaunrx nepcoaansnue ztannste.
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