YTBEP/KIAIO:

3aBeayrOLHi MA}IOY ae

HHCTPYKLMUSI
1no 00padoTKe NepPCoHAIbLHLIX AAHHbIX

0€3 HCNoab30BaAHNS CPeacTs aBToMaTH3aUHH



1. OO0umme mojI0KeHNA

Hacrosimas Wucrpykuuss paspaborana B cootBerctBUHM C  «[lomokeHuem 00
0COOEHHOCTSIX 00pabOTKM NEepPCOHANBHBIX JaHHBIX, OCYILECTBIsEMONH 0€3 HCIOJIb30BAHUSA
CPEICTB aBTOMAaTU3ALUNY», YTBEPKACHHBIM NIocTaHoBiIeHHEM [IpaBurenscTBa PO ot 15.09.2008
Ne 687 u onpenenser npasuia paboThl ¢ NEPCOHATBHBIMY JAHHBIMU U UX MaTE€pUaIbHBIMU
HOCUTEJIIMU 0€3 UCIOJIb30BaHUS CPE/ICTB aBTOMATHU3ALINH.

OOpaboTka TepcoHANBHBIX AaHHBIX (nmanee —I1J[) cumTaercs ocymiecTBIeHHOW Oe€3
WCIIO0JIb30BaHUSI CPEJICTB aBTOMATHU3AMU (HEAaBTOMATU3UPOBAHHOM ), ecitu Takue nenctsus ¢ [1/],
KaK MCIOJIb30BaHUE, YTOUHEHHUE, paclpocTpaHeHue, yHuuTtoxkenue [1/] B oTHoLEeHUuU Kaxaoro
U3 CyOBEKTOB IMEPCOHAIBHBIX JAHHBIX, OCYHIECTBISIOTCS IMPH HENOCPEICTBEHHOM Y4YacCTHU
yenoBeka, npu 3toM [1JI mMoryr OBITh, Kak HM3BJICYEHHBIMH W3 HH(OPMAIMOHHON CHCTEMBI
nepcoHasibHbIX HaHHbIX (Hanee MCII/]) Tak u ne cBazanubimu ¢ UCIT/I.

MartepuanbHblii HOCUTEND, coaepkantue 1] - MarepuanbHbIil HOCUTENb (J1€71a, KHATH U
KYpHaJIbl ydeTa, JIOTOBOPbI, MHBIE ChEMHbIE HOcuTenu uHpopManuu, coaepxkame I[1]]) c
3aKCUPOBAHHOW HA HEM B Jt000i Gopme mHpopMaruel, conaepxaimend [1/] cyonrextos I1]] B
BUJIC TEKCTa, hoTorpaduu U (WIH) UX COYCTAHHS.

C yderoM OonbuIoro oO6beMa JOKYMEHTOB, COJAEPIKAIUX MEPCOHAIbHBIE TaHHBIE, U
CTPOTO PErIaMEHTUPOBAHHOTO MOPAAKA UX XPAHEHUS [TOMETKA KOH(PHUACHLINAIbHOCTH Ha HUX HE
CTaBUTCS.

2. Topsinok 06padoTKH MEPCOHAIBHBIX JAHHBIX

2.1. TIJ] nmomxubel 000COONATBCS OT WHOM WHPOpMAUMU MyTeM (QHUKCAIMM HUX Ha
OTHCNBHBIX MAaTEPHUATBHBIX HOCUTENSIX, B CIEHUANBHBIX pasfenax Wi Ha mnoisx (opm
(6;aHKOB).

2.2. llpu ¢ukcanum I1J] Ha MaTepuaNbHBIX HOCHUTEISX HE JOIyCKaeTcs (HUKcanuu Ha
oJHOM MaTepuaibHOM Hocutene I1/1, nenn oOpaboTKu KOTOPBIX 3aBEIOMO HE COBMECTUMBI. J1jist
00paboTku pa3nuyHbIX kateropuil I1J] HeoOXoAMMO MCNONIB30BaTh OTJEIBHBIA MaTepUaIbHBINA
HOCHTEIIb I KaXJ0M U3 KaTEropHil.

2.3. Ilpu ucnonb30BaHUM TUIIOBBIX (POPM JOKYMEHTOB, XapakTep MHPOpMAIH B KOTOPBIX
npeanosiaraeT Wik JomyckaeT BkiaroueHue B HuX [/l (namee - tumoBas (opma), TOIDKHBI
co0IoAaThCs CEIYIOINE YCIOBUS:

a) TunoBas (opma WIM CBSI3aHHbIE C HEH JOKYMEHTHI (MHCTPYKLHS IO €€ 3al0JHEHUIO,
KapTOYKH, PEeCTphl M KypHaJIbl) TOJDKHBI COJIEpKaTh CBeAeHUss o 1enu obpabotku I1]1,
OCYILIECTBISIEMOM 0€3 UCHOJB30BaHUSl CPEACTB aBTOMATH3alliM, HAUMEHOBaHUE U ajpec
[I'HNY, damunuio, ums, otdyectBo U aapec cyowvekra I1J[, ucrounuk nmonydenus I1J1, cpoku
oOpabotku IIJ], mepeuensr nedictBuit ¢ IIJI, koTropble OyayT coBepliaThCcsl B MpoOlEcce HX
00paboTKH, 00I11ee ONKMcaHne UCIOIb3YEMbIX cr1oco00B 00pabdoTku I1/];

6) TunoBas (opMma J0JDKHA IperycMaTpuBaTh Ioje, B KoTopoM cyOobekT IIJ] moxer
MOCTaBUTb OTMETKY O CBOEM coryiacuu Ha 00padoTky [1]1, ocymiecTrisiemyro 6€3 UCIIOIb30BaHUS
CPEICTB aBTOMAaTH3allMM, - MpPU HEOOXOJMMOCTH TMOJYYEHHMs] HMHUCHBMEHHOIO COIJlacHsi Ha
obpabotky I1/1;

B) TUmoBas (opMa JOKHA OBITH COCTaBJIEHA TaKUM O0pa3oM, 4YTOOBl KaXIbld U3
cyonexToB 1], conmepkammuxcs B JOKyMEHTE, UMeJI BO3MOXKHOCTh O3HAKOMHUTBHCS CO CBOUMU
[1[1, conepxamumucs B JOKYMEHTE, HE Hapyllasi IpaB U 3aKOHHBIX UHTEPECOB UHBIX CYOBEKTOB
T

r) TumoBas (opMa JODKHA MCKIOYaTh OOBEJUMHEHHE IMOoJIeH, NpeAHa3HAaYeHHBIX JUIs
BHeceHus I1/1, ienu 06paboTKu KOTOPBIX 3aBEIOMO HE COBMECTHMBI.

2.4. Tlpu HecoBMecTMMOCTH ueieid obOpabotku IIJl, 3apuKCHpOBaHHBIX Ha OIHOM
MaTEpUaJIbHOM HOCUTENE, €CIM MAaTepUajbHbli HOCUTENIb HE IIO3BOJSET OCYLIECTBIATH
o06pabotky I1J] oTaenbHO OT Apyrux 3aMKCHPOBAHHBIX Ha TOM ke HocuTene [1][, momKHbI OBITh
MIPUHSTHI MEPHI 110 00ECIIEUEHHUIO pa3iesibHOI 00padOTKH MEPCOHATBHBIX JAHHBIX, B YACTHOCTH:



a) mpu HEOoOXOTUMOCTH HCIOJB30BaHUS WM PACHpOCTpaHeHus ompeneneHHbix [1]]
OTZIEJIbHO OT HaxOIAIIMXCS HAa TOM K€ MarepuaibHOM Hocutene apyrux [IJ[ ocymecrBusercs
konupoBanue [IJI, moanexamux paclpoCTpaHEHHIO WM HCIOJIB30BAaHUIO, CIIOCOOOM,
HCKJIIOYAONIUM OJHOBpeMeHHOe konupoBanue II/I, He momyiekammx pacnpoCTPAHEHUIO H
WCIIOJIb30BAHUIO, U UCTIOIB3YETCS (PACIPOCTPAHSIETCS) KOS IEPCOHANBHBIX JIAHHBIX;

0) mpu HEOOXOAUMOCTH YHUUTOXKEHUS WU OnokupoBaHus yactu 1/l yHuuTOokaercs miu
OJIOKMpYeTCsl MaTepualbHBIE HOCHUTEIb C MPEABAPUTEIbHBIM KOIMPOBAHHWEM CBEICHHM, He
MOJICKAIUX YHUUITOKCHUIO UM OJIOKUPOBAHUIO, CIIOCOOOM, MCKITIOYAIOIINM OJHOBPEMEHHOE
konuposanue [1/], moanexamux YHUYTOKESHUIO WM OJIOKMPOBAHUIO.

2.5. Yaunuroxkenue uinn odeznuuuBanue yactu [1]1, ecnu 310 nomyckaercs MaTepralbHbIM
HOCHUTEJIEM, MOXKET MPOU3BOAUTHCS CIIOCOOOM, HCKIIIOYAIONIIUM JaJbHEHIIyI0 00paboTKy 3THX
I[IJI ¢ coxpaHeHHMEM BO3MOXXHOCTH OOpaOOTKM WHBIX MJAaHHBIX, 3a(UKCHPOBAHHBIX Ha
MarepualbHOM HOcUTeNe (yJaleHue, BBIMAPbIBAHUE).

2.6. Ytounenue IIJ] mpu ocymectBieHnn ux oOpabOTKH 0O€3 HMCIOJIb30BaHUS CPEICTB
aBTOMATH3AIMK MPOU3BOAUTCS IyTeM OOHOBJICHUS WM U3MEHEHUs JaHHBIX Ha MaTepUaTbHOM
HOCHUTEJNE, a €CJIM OSTO HE JOMYCKAeTCs TEXHHUYECKUMHU OCOOEHHOCTSIMU MaTepHAIbHOIO
HOCHTEJIS, - ITyTeM (UKCAIlMU HA TOM K€ MaTepUaTbHOM HOCHUTEIIE CBEJACHHUI O BHOCHMBIX B HUX
M3MEHEHHUAX JIN0O MyTeM U3rOTOBIECHHUS HOBOT'O MaT€pUAIILHOTO HOCUTENS ¢ yTOUHEHHbIMU [1]].

3. OcobenHocTH o0ecnieyeHusi 6€30MACHOCTH MEPCOHAJIBHBIX JaAHHBIX
Nnpu ux 00padoTKe, OCyLIEeCTBJsIEMOI §€3 HCI0JIbL30BAHNS
CpeACTB aBTOMATH3ANNHU

3.1. Oo6paborka II[], ocymecTBiasiemas 0€3 HCIIOJB30BAHHUS CPEACTB ABTOMATH3AIIHH,
JIOJKHA OCYIIECTBISTHCS TAKUM 00pa3oM, YTOOBI B OTHOIIEHUH Kaxoi kareropuu [1/] moxHO
ObUIO OIpeneInuTh MECTa XpPaHEHHUs MEePCOHANBHBIX JaHHBIX (MaTEepHUATbHBIX HOCHUTENEH) U
YCTaHOBUTb NIEPEUYEHB JIULL, OCYLIECTBIoIMX 00padoTKy I1/] 1160 nMeromux Kk HUM JTOCTYII.

3.2. HeoOxommmo oOecreynBaTh pa3felbHOE XpaHEHHE MEPCOHAIBHBIX JaHHBIX
(MaTepualbHBIX HOCUTENEH ), 00pabOoTKa KOTOPBIX OCYIIECTBIISETCS B PA3IUYHBIX LETISX.

3.3.1lpu XpaHeHHUM MaTEpUATBHBIX HOCUTENEH JOJKHBI COOJIOATHCS  YCIIOBHS,
obecreunBaronue COXPaHHOCThb MIEPCOHANIBHBIX JTAaHHBIX " HCKJIIOYAIOIIHE
HECaHKLMOHUPOBAHHBIN K HUM JIOCTYII.

3.4. PykoBonuTenb mojapasieseHus, B KoTopoM obOpabarsiBatorcs I1/l, mpuHumMaer Bce
HEOOXO/IMMBbIE OpraHMU3allMOHHBIE M TEXHUYECKHWE MEphl, MCKIIIOYAIONIUe BO3MOXHOCTh
HECaHKLMOHUPOBAHHOTO JOCTYyINa K MaTepUaabHbIM HocuTensMm I1J] nui, He JOmyIIeHHBIX K X
oOpaboTke. Martepuanbuble Hocutenn ¢ I1J[ MOMKHBI XpaHUTHCS B 3alMPAIOUIMXCS Ha KIIIOY
MMOMENICHUAX, METATNYECKUX mKadax, ceidax, UHbIX MmKadax, UMEIONIUX 3aMupaeMble OJIOK-
CEeKIUHU.

3.5. Jluma, ocymecTBisoIe 00pabOTKy MEPCOHAIBHBIX JAHHBIX 0€3 HCIIOJIb30BAaHMS
CPEICTB aBTOMAaTH3allMU, JOJUKHBI OBITh NPOMHGOPMHUPOBAHBI O (akre OOpadOTKU HMHU
MIEPCOHANBHBIX JaHHBIX, KaTEropusix 00padaThIBa€MbIX MEPCOHAIBHBIX JAHHBIX, a TaKXke 00
0COOEHHOCTSIX U MpaBUJIaX OCYILECTBIECHUS TaKoil 00paboTKH.

3.6. JlomxHOCTHBIM JHLaM, padortatomuM ¢ I1J1, 3anpemaercs pasriamare HHGOpMaIuo,
COJIepKaLIYI0 EPCOHANIbHbIE JTaHHbIE, YCTHO WJIM MUCbMEHHO KOMY ObI TO HU OBLIO.

3.7. PykoBoauTens MOApa3NeNeHUs, OCyIlecTBIsomero ob6padorky II7] 6e3
HCIIOJIb30BAaHUs CPEJICTB aBTOMATU3ALINHU:

- OTIpeieNsieT MecTa XpaHeHUs IEPCOHANBHBIX TAHHBIX (MaTepUaIbHBIX HOCUTENEH);

- OCYUIECTBJIIET KOHTPOJIb HAJIM4YUS B MTOIPA3IEIICHNN YCIOBHM, 00eCIedrBaIONINX COXPAaHHOCTh
[1/] m uckimroyaromMX HECAaHKIIMOHUPOBAHHBIN K HUM JOCTYII;

- OpraHu3yer pas3felibHOE XpaHEHHE MaTepUabHbIX HOCUTENIEW MEepPCOHAIbHBIX JIaHHBIX
(oxkymeHTOB, auckoB, USB dueni-nakonurenei, mp.), 00paboTka KOTOPBIX OCYIIECTBIISAETCS B
Pa3IMYHBIX LESIX.



4. Tlopsinok mpeaocTaBJeHHs J0CTYNAa K NMEPCOHAIBHBIM JaHHBIM,
oOpadaTbiBaeMbIM 0€3 HCMOJB30BAHNS CPEICTB ABTOMATH3ANH

4.1. Pabotnux [II'HUY nanensercs npaBom noctyna k 1] B coorBeTcTBUM € 3aHMMAaEMOI
JOJKHOCTBIO, JIOJDKHOCTHOM MHCTPYKLIMEW W/WIM Ha OCHOBAHUU DPA3pEUICHUS] PYKOBOIUTENS
10/1pa3IeJICHUSI.

4.2. Bpemennslii Wiud pa3oBblii jgomyck Kk pabore ¢ IIJI B cBI3u co cimyxeOHOM
HEOO0XOAUMOCTBIO MOXET ObITh mosydeH padoTaukoM III'HUY 1o pasperienuto pyKoBOAUTEINS
CTPYKTYpPHOTO TIOApA3JeNeHHs] M OCYIIECTBIEH B TMPHUCYTCTBUM paOOTHHKA, HWMEIOIIErO
MOCTOSIHHBIN JOCTYH K paboTe ¢ 3Toii kareropueit [1/1.

5. O6s13aHHOCTH padOTHHKA, T10NMYIIIeHHOTO0 K 00padoTke I1]]

5.1. Ilpu pabote ¢ MarepHaIbHBIMH HOCUTENAMH, coaepkamumu [1/], pabotHuk o0s3aH
UCKIIIOYUTh BO3MOXKHOCTh O3HAKOMIICHHUS, IPOCMOTPAa JTHUX JOKYMEHTOB JIMIAMH, HE
JOTYIIEHHBIMH K paboTe ¢ HUMH (B TOM 4YHCIE IPYTUMH PaOOTHUKAMH CBOETO CTPYKTYPHOT'O
MoApa3AeyICHuUs ).

5.2. Ilpu BeIHOCE MaTepHaANIbHBIX HOCUTENEH, coaepxkanux [1/], 3a nmpeaensl nomenieHus,
B KOTOpOM mipoBouTcsi oOpadoTka [1]1, mo ciryxeOHO# HEOOXOAMMOCTH, a TaK K€ MPH Mmepeaaye
MaTepUAbHBIX HOCHTENCH W/ WIM WX KOIHUH JIMIaM, WMEIOIIMM BPEMEHHBIH WIIM Pa30BbIHA
nomyck K padore ¢ 1]l B cBsizu co Ciry’)keOHOW HEOOXOIUMOCTBhIO PAOOTHUK JIOJDKEH CIIeNaTh
orMeTky B JKypHane ydera MaTepuUajbHBIX HOCHUTEJIEH, B TOM YHCIE PACHEYaTOK TEKCTOB,
rpadguyeckoil u mHOM wuHPoOpManmu, coaepxammx I[I/l u mpuHATE BCe BO3MOXKHBIE MEpHI,
UCKJIIOYalonye yrpaty (yTepro, XUIEHUE) TAKUX MaTepUaIbHbIX HOCUTENIEH.

5.3. Ilpu yrpare (yrepe, XUIIEHUU) HOKYMEHTOB, coaepxamux [1J], paboTHuk o0s3aH
HEMEUICHHO JIOJIOKHUTh O TakoM (hakTe PYKOBOAMTENIO TOApa3eieHus. PyKoBOAWUTENb
MoJpa3JelieHuss JOKEeH cooOmuTh o dakre yTparbl (yTepe, XUIIEHHWU) MaTepHallbHbIX
Hocurenei, coaepxamux 111, pykosoaurento [II'HUY, orBeTcTBEHHOMY 3a OpraHu3aLuio
obpabotku I1/] B II'HUY. Ilo kaxmomy Takomy (akTy Ha3HAYAETCs CIy)KeOHOe
pacciieZioBaHue.

5.4. PaboTHHKaM, TomyIIeHHBIM K 00paboTke I1]], 3anpemaercs:

- coo0miath cBeneHus, spisiromuecs [1]1, muam, He UMEIOIINM MpaBa A0CTYIa K 9TUM
CBEICHMSIM.

- IeNaTh HeyYTEeHHbIE KOITUU IOKYMEHTOB, coaepskamux [1/1.

- OCTaBJIATh JOKYMEHTHI, cofepxarue [1/], Ha pabouux cronax 6e3 mpucMoTpa.

- BBIHOCUTb JJOKYMEHTHI, conepskatiue [1/], u3 nomeniennii 6e3 ciyxeOHON HEOOXOAUMOCTH.

6. OTBETCTBEHHOCTh

6.1. OTBETCTBEHHOCTbH 32 HEUCIIOIHEHUE WJIH HEHA IeXkKAIlee BBITIOTHEHNE TpeOOBaHUN
Hacrosed MHCTpyKIuy Bo3naraercs Ha pabOTHUKOB U pyKOBOJUTENEH 1MoApa3eIeHUMH.

6.2. KoHTpOmb 32 BBINOJIHEHNEM IOJIOKEHUH HacTosed NHCTpyKIny Bo31araeTcs Ha
pykoBonutens [I'HUY, orBeTrcTBeHHOTrO0 3a opranu3anuto oopadorku I1J] 8 IITHUY.



