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l__IOﬂO}KEH!/IE
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B TAIIOY CO «COIIK»

1. OBIIME IMOJIOKEHMUSL.

1.1. Tlonoxenue o KoHGUAEHIMAILHON HHOPMaLMHu(1anee [Tonoxxenue)
8 TATIOY CO «COIIK»(nanee — KOJUIEJDK ) pa3paboTaHo B COOTBETCTBHU €
Ipaxnanckum Kopekcom Poccuiickoit denepauny, denepanbHBIM  3aKOHOM
Poccmiickoii  Mexepaman Nel52  or  27.07.2006 r. «OG wunpopmauuu,
unopMaTH3aMK ¥ 3amuTe uHbOpMauuuy, nocraHopncHueM IlpasurenscTsa
Poccumiickoit ®emepami ot | Hosabps 2012 r. Ne 1119 «O6 yrBepikaeHun
TpeGoBaHuil K 3aIUTe MEPCOHATBHBIX JAHHBIX), YKa30M [Ipesunenra Poceuiickon
®epepaunu ot 6 mapra 1997 r. N 188 "OO0 yrBepikaeHUH NEPEUHs CBEJICHHM
KOH(UIEHIMANBHOTO Xapaktepa" M MHbIMA  (e/lepaibHbIMM  3aKOHAMU W
HOPMATHBHBIMM MPaBoBbIMK akTamu Poccuiickoit denepalmn  OTHOLICHHA,
CBS3AHHBIE C OXPAHOW M MCIONb30BaHHEM KOH(DMICHIMANbHOH HH(OpPMAIMHU
pabOTHUKOB 1 00YYaIOIIUXCs 00PA30BATEIBHOIO YUPEHACHUS.

1.2. TlonoskeHue PEryJIupyeT OTHOLICHHS, CBS3aHHBIE C OTHECCHHUEM
nHpOPMAIMK K KOH(PHISHIMAIBHOH HE3aBMCHMO OT BUJA HOCHTEIIA, obpaboTkon
Takoi MHPOPMALIMK, OXPAHOH €€ KOH(PUICHIMAIbHOCTH B KOJUIEJDKE .

1.3. TlonoxeHnue  ABISETCS  JIOKAJIbHBIM ~ HOPMATHUBHBIM  aKTOM
KOJUIEJDKA ¥ mpeaycMmarpuBaeT  0043aTeNbHOE  BBINOJHEHHE BCEMH
pabOTHMKAMM YCTAHOBJIECHHOIO PEKNAMA KOH(HACHIMAIBHOCTH uHdopmauun B
KOJUIEJUKE .

1.4. Ornecenne wuHpopmMauwu K KOHOUICHUMAIbHOW HE HCKIOUYACT
BO3MOIKHOCTb 00menus Mesxay padorankamu KOJUIEJDKA B OTHOLICHMH TaKOH
uH(OPMALIH, €CITH 3TO BXOAUT B KPYT HX JOKHOCTHBIX O0SI3aHHOCTEH.

1.5. Coxpanenue  KOH(pHACHLMATBHOCTH  HH(OpMALMK  ABIAETCA
HeoTheMIIeMoit uacTeio aesarensHocT KOJUIEJDK .

1.6. Bea undopmanus, ABAAKOMIAACA B COOTBETCTBMM C  HACTOSALIMM
[TonoxeHueM KOH(HICHIMATBHOMN, HE MOUICKHUT PasrIallieHUIO, B TOM YHCIIE, 110
OTKPHITHIM KaHaJaM MepeJaud [aHHbIX M B OTKPBITOH MEPENHCKE, B JIMYHBIX M
JIEJIOBBIX TEPErOBOPax, B TOM YHCIJIE MO OTKPHITHIM KaHAIaM CBA3HM M B CPEICTBAX



MAcCOBOI MHQOPMALIMH (10 TPUHATAA PELICHHA 00 uX ONyOJTHKOBAHHAH).

1.7. 3a pasrjiameHue KOH(H/IEHIMATIBHOH undopmatmi  pabOTHUKA
KOJUIEJDKA HecyT OTBETCTBEHHOCTE B COOTTBETCTBHUH C 3aKOHOAATELCTBOM
Poccuiickoii @eaepanru, HaCTOALNM IToTOMKEHHUEM 1 TPYAOBBIM J0TOBOPOM.

1.8. Tpebopanusi [lonoxenus HE pAcIpoCTPaHAIOTCA HA  CBCACHHA,
OTHECEHHBIE B YCTAHOBJICHHOM TOPAIKE K rocyZapcTBEHHOH TalHe, B OTHOIICHIH
KOTOPBIX MPUMEHSIOTCS MOTOKCHIA saxononarenscrea Poceniickoit denepannn O
roCyIapcTBEHHON TauHe.

2. TIEPEYEHb KOHCDMIlEHuMAJILHOﬁ NHO®OPMALINN

71. CpeneHus O TEKyIIEH NEATEIbHOCTH KOJUIEJDKA -
-cBeieHusi 00 yclmoBHsaX JAOrOBOPOB, 3AK/TFOYEHHBIMU C APYTHMH YUPEKACHHIMH
cucTeMbl 00pa3oBaHus, CTOPOHHUMH opraHu3alMsAMK WK YaCTHBIMA JVLAMMU;
-cBeIcHHA 110 (PHHAHCOBOH OTYETHOCTH KOJUIEJIDKA ;
- CBEICHMS O JIMUHBIX J0X0/1aX COTPYAHHUKOB,
-MHCTPYKLIMM M TOJIOXKEHHUA, perjamMeHTHpYIoIye  AeATENBHOCTD BHYTpH
KOJUJTEJDKA ;
- CBEJICHUS TI0 JIOCTYIY K JIOKaJbHBIM CETAM KOJUIEJDKA |
- ucnonp3yembie  OOIIECHCTEMHBIC [POrpaMMHBIE  TPHKIJIAHbIC cpencTna
KOJUJIEJDKA
2.2. CBeaeHus, Kacaomuecs pabOTHHKOB KOJUIEJIKA :
- [ITATHOE PACTMCAHKE, JOIDKHOCTHBIC oK/1abl paOOTHHUKOB KOJUTEJDKA |
. Bce CBEJCHMs, OTHOCALIMECS K MEPCOHAIBHLIM NaHHBIM COTPYAHHKOB
KOJUJIEJDK , mepeueHb KOTOPbIX YCTAaHOBJICH [Tonokennem 00 0OpabOTKe
[IEPCOHAIbHBIX JAHHBIX COTPYAHUKOB.

73  CpeeHus, KacaiolEecs OOydalommxes M- HX poauTenel  (3aKOHHBIX
NpeaCTaBUTENCH):
- Bce CBEIEHHA, OTHOCALIMECS K NEPCOHAIBHBIM JlaHHBIM PaOOTHUKOB, YUCHUKOB
u ux poauTenci (3aKOHHBIX npeﬂc"raBuTenei’i)KOHJlE)Z[}l{A , IEPEYeHb KOTOPbIX
ycraHosiieH [lonoxeHuem 06 06paboTKe MEpPCOHANbHBIX AaHHbIX pabOTHHKOB,
YUYEHUKOB U HX poauTeseH (3aKOHHbIX TIPEICTABUTEINCH) MO KOJUJIEJIKY .
7 4. He sipisieTcst KOHPUISHIMATBHOM:
. o6menocTynHas nHpopmManus,
. o6Ge3TMUEHHbIE TEPCOHAIbHBIC AaHHBIC BCEX cyOBEKTOB MEPCOHATBHBIX
naHHbIX 00pabaThIBaCMbIX B KOJUIEJDKE ;

3. TOPSJIOK AOITYCKA, OrPAHMYEHME JJOCTYIIA 1 YYET
JINLL, JOIMYIEHHBIX K KOH(DI/I,[IEIII/IOHA.I[bHOﬁ NH®OPMALIMH,
YCTAHOBJIEHUE IMOPSIKA OBPAUIEHUSA C ITOM
MH®OPMAUUEN
3.1. C numamy, TOCTYMAMMMHU HA paboty B KOJUIEJDK, aupekTop
npoBoauT  cobecenopanue MO BOMpOCaM  3allMThl W COXPaHHOCTH
koH(HACHIMATBHON NHGOPMALKH, 1 MpeaynpeskaaeT 00 OTBETCTBEHHOCTH 32 €C



pasrmamenue. PaGoraukn  KOJUIEJDKA JomyckaroTes k- pabore ¢
koHGHUACHIMATBHOH HHPOPMaUKeH, TOIBKO MOCAC JaHHOro cobecenoBanm.

3.3. JlocTyn paBoTHVKA K KOHKPETHOH KOH(HIEHIHATbHOM UH(OPMALUH,
OCYLIECTBIIAETCS B MPE/IEax BBIIOIHEHNS €ro A0JKHOCTHBIX 00s13aHHOCTEN.

3.4. Tlopanok paboTsl C KOMIBIOTEPHOH TEXHUKOW, BBIHOCHUMOM 3a
npenens nomewenns KOJUIEDK . KoMMIbIOTEPHOM TEXHUKOM, BBIHOCUMBIMH 32
MpeeNbl NOMEIEHHS, MOXKeT ObITh HOYTOYK HJIH HOCHTEIb undopmarnun - USB-
dmour, USB-kecTkuii Auck # ToMy mojo0Hoe. Ha BbI€3AHOM MEpOTPHATHH
paborank KOJUJIEJDK nomien:

e OTBETCTBGHHO ¥ 0EpeKHO OTHOCUTBCS K  BBEPEHHOH — emy
KOMITBIOTEPHOM TEXHUKE. DTO KACAETCH TAKIKE NaHHBIX, XPAHSALINXCS HA HOYTOYKE
WK HOCHTENE HH(POPMALMH.

e XpaHWUTh B CEKPETE W3BECTHBIE EMY CHCTEMHBIC MApPOIH JUIA J10CTyNa
k uadopmaru KOJUJIEJDKA .

«  Jlomyckath K paboTe cO CBOMM HOYTOYKOM M JPYTMM BBEPCHHBIM EMY
060pyIOBAHKEM, JIML, HE ABJAIONMXCs PaboTHHKAMU KOJUIEJIDKA , TOJIBKO B
CBOEM MPUCYTCTBHH.

«  bBnokumpoBaTh WIM BBIKIIOYATh  HOYTOYK, ocTaB/ieHHbI  0€3
NPUCMOTPA.

«  He ocrasnsts HocuTeny nHopmaun 6€3 NprucMoTpa.

«  Orxmouath ¥ yOMparh HOCHTENH MH(POPMALMK, €CIIM OHM HE
UCTIONIB3YIOTCS.

Tocrnie Boie3anoro meponpustus paborank KOJUIEJDKA nomxen:

«  TlpoBecTy aHTUBMPYCHYIO IIPOBEPKY BBEPCHHOH eMY KOMITBIOTEPHOM
TEXHUKH.

«  He gomycKaeTcs HY 110/ KAKUM MPEUIOroM (pacriedarka J0KyMEHTOB
¥ T.IL.) BKJIIOUEHHE B OPUCHYIO KOMIBIOTEPHYIO CETh HOYTOYKOB, BHIHECCHHBIX M3
KOJUIEJDKA , 6e3 nipeaBapuTe/IbHON aHTUBMPYCHOM IPOBEPKH.

4. TPEBOBAHUAK OPFAHI/I%AL[I/II/III,EJIOHPOI{’BBOIICTBA
C KOHOUJIEHIMAJILHOU NTHO®OPMALMEN

4.1. llensmMu yuera JOKYMEHTOB, COACPKAIIMX KOHQUACHIMATBHYIO
uHpOPMAIHIO,  SBJIAIOTCS! obecriedeHUe  COXPAHHOCTH  JIOKYMEHTOB,
pasrpaHMYEHHE JOCTYNAa K KOH(QMICHLHAIBHBIM  JIOKYMEHTAM, CO3/1aHHe
BO3MOIKHOCTEH I OBICTPOr0 HAXOXKAEHHS, KOHTPOJIS MCNONHEHWSA, HABEACHHA
HEOOXOAMMBIX CIPaBOK O JOKYMEHTax 0e3 MCHoJb30BaHUA CaMUX JIOKYMCHTOB, a
TaKke JUIA TPOBEPKM HATHYMA JOKYMEHTOB, 4YTO ABIACTCS OAHMM M3
00si3aTenbHBIX TPeOOBaHMH K OCYILECTBICHUIO JEIONPOM3BOACTBA B YaCTH,
Kacaromencs KoH(UASHIAATIBHBIX JOKYMEHTOB.

42. Yuer KOH(WAEHIHATBHBIX JOKYMEHTOB BEAETCS B COOTBETCTBUM C
Homenxknarypoi gen KOJUIEJDKA .

43. JlomyckaeTcs BEIEHHWE OTIACIbHBIX JKYPHAJIOB (dbopm) yuera
KOH(HICHIIMAIBHBIX JIOKYMEHTOB.



44  OTBETCTBEHHOCTb 33  NPaBUILHOCTE MPUCBOCHUs  CTETICHH
KOH(UAEHLMATLHOCTH BO3/IAracTes.

« npu pabore ¢ JOKYMEHTOM - Ha HCHOJHUTENS W JIHLO,
[O/IMUCHIBAIOLLEE NOKYMEHT,

«  mpwu pabote ¢ OazamMu JAHHBIX (uH(pOpPMALIHOHHBIMH MacCHUBaMHu) - Ha
SN0, OTBETCTBEHHOE 32 CO3/1aHNC (unn) BeaeHHE 0a3 JaHHbIX.

4.5. Kon¢uaeHuMaIbdble JTOKYMCHTEI XpaHATCS B HANEKHO 3AMUPACMBIX
mkadax  (AMUKax, ceiipax). MCNONHUTEIBHBIC JIOKYMEHTBI, ~COACPIKALINE
koH(UACHIMATIBHYIO urGOpPMALNIO, TPYNNUPYIOTCA B OT/Ae/bHBIE JeNa B
COOTBETCTBMM C HOMEHKJIATypOH e [Ipu >TOM Ha OONOMKKE Aena, B KOTOPOE
OMEIAIOTCA TAKHE JIOKYMEHTBI, MPOCTaBIACTCA COOTBETCTBYIOLAs OTMETKA
«KoH(puieHIHAIBHOY.

4.6. KoudupeHunaabHpie 1OKyMCHTBI nepenarotcsi paboTHUKaM  TIOA
pACIIMCKY U PA3MHOKAIOTCA (THPAKMPYIOTCA) TOJIBKO € MHCHMEHHOTO paspeleHus
qmpekropa KOJUIEJDKA .

47 YHWYTOXKEHHE KOH(MICHIMAIBHBIX JOKYMEHTOB M JIeJ C TeKyLUM
CPOKOM XPaHEHHs IPOU3BOAUTCS 10 aKTY.

48 O (axrax yTpaThl KOH(MUAEHINATBHBIX  JTOKYMEHTOB o
pasriameHus KOoH(UIeHLIMATILHOH prdopmauy pabOTHUK CTABUT B WU3BECTHOCTH
qmpekropa KOJUIEJDKA .

‘ 5. [IOPSI/IOK IOJIrOTOBKU 1
HEPEﬂAqHKOHmuﬂHuHAﬂbHOﬁ NHO®OPMALINN
rOCYJIAPCTBEHHBIMOPI'AHAM 1 CTOPOHHUM
OPI'AHU3BALIUSIM

5.1. Tlon mepenavei KOH(pMACHINAILHOH uH(pOpMaLUK rocy1apCcTBEHHBIM
opraHam M JpPYruM JIMLaM (nanee — roc. oOpras, opraHu3alus) MOHUMACTCA
NIOBEACHUE 10 HUX KaKuM-Tu00 crocobom (mepenaya, nepechblika, 03HAKOMJIEHHE,
OCYILECTBJIEHHE JI0CTYTIA) nanHoi naGOPMALTAN.

5.2. IlpenocrasjieHue KOH(KASHLIATLHOU uHpopMaLMy  OpraHaM
rOCyAapCTBEHHOM ‘BJIACTH, HHBIM roCyAapCTBEHHBIM OpraHam, opraHaM MECTHOT'O
CaMOYTPABJICHUs OCYILECTBIACTCA Ha OCHOBAHIMH MOTHBHPOBAHHOIO TPEOOBAHNS,
[IOITMCAHHOr0  YNOJHOMOYEHHBIM  JIOJDKHOCTHEIM JTALIOM, KOTOpPO€ JOJIKHO
coJepIKaTh [IeJIH, MPaBOBbIE OCHOBAHMA sarpeGoBanys MH(OpMALMN U CPOK €€
MIPEeAOCTABJICHHS, €CITH HHOC HE yCTAHOBJICHO (pe1epalibHbIMU 3aKOHAMH.

6. OBSI3AHHOCTH PABQTHHKOB, NOMYLEHHBIX K
KOH®EINIMAJIBHON NHOOPMALINHA

6.1. PaGOTHUK AOJDKEH COOJIIOAATH TpeGoBaHMs HACTOALICTO TlosioxKeHus U
HeceT OTBETCTBEHHOCTH 3a PasrjallcHHe KOH(KIEHIMATBHOH NHPOPMALIHH.

6.2. PaboTHuK 00sA3aH:

e 3HATH W BHIMOMHATH TPeOOBAHHMSA HACTOALLETO [TonoxeHust;



/

*  XpaHHUTh B TalHE CTABLIYK) W3BECTHOM €My KOH(HICHIHAIBHYIO
uHOPMAITHIO;

*  HEeMEMUIeHHO  HMH(POPMUPOBATH  JUPEKTOpa  0Opa3oBaTEILHOTO
yupekienus o (axrax HapylmIeHus pexuMa KOH(DUAEHIHATBHOCTH HHPOPMAIINH,
O MOMbITKAX APYTUX JIMILL MOJYy4uTh (Y3HATh) KOHQOUACHUHATbHYIO HHPOPMALHIO,
HJIH O NOTNbITKAX HECAaHKIIMOHUPOBAHHOIO JOCTYIA K HH(OPMALIMOHHBIM pecypcaMm
C LEJIBIO TIOJIYYEHUS TAKUX CBEIACHUI;

¢ HememnenHo undopmuposats aupekrtopa KOJUIEJDKA 06 yrpare
WIA HEIOCTa4Ye HOCHTENIEH, COJepKaumX KOH(pUACHIHATBHYIO HH(POPMALHUIO
(mmcker, nauckos, ycrpoiicte  USB-Flash w  nokymentos, coaepikarmx
KOHQUIEHIMATbHYIO  HHOPMALMIO), KIOYed OT nomemeHwil, ceiidos
(Metaymuecknx mkados), a Takke 060 BeeX APYrMX CaydyasX, KOTOPblE MOTYT
MOBJIEYb 33 COOOM pasriialieHue KOHOHACHIMATBHON HH(POPMALIUH.

7. OTBETCTBEHHOCTbD 3A HAPYIIEHHME PEXKUMA
KOH®E/IMIINAJILHOU THOOPMALIUU

7.1. PaGOTHMK HECeT OTBETCTBEHHOCTb 3a HapyLIEHHE pPEKUMA
KOH(pMACHUMAIBHOCTH MH(OPMALMK B CKOJUIEMK TBETCTBUM C JCHCTBYIOLIHM
3aKoHOAATeNIbCTBOM Poccuiickoit Denepaumu ¥ JIOKaJbHBIMH HOPMATHBHBIMU
aktamu KOJUJIEJDKA .

7.2. Pasrnaumenue pabOTHHKOM KOH(MIAECHIMAIbHONW MHMOPMALH BliCYeT
3a COOOM MMCUMIUIMHAPHYIO, IPakAaHCKO-TIPABOBYIO, aJIMMHHUCTPATHUBHYIO WIH
YTOJIOBHYIO OTBETCTBEHHOCTL B COOTBETCTBHH C 3aKOHOAATEIbLCTBOM Poccuiickoii
Oenepanymu.

7.3. OTBETCTBEHHOCTh 33 OPraHMW3aLMUIO JOCTYNAa K KOH(UACHIMATHHOM
nuopmanuu, Xpassmeiics 1 obpabareiBaemoii B MH(OPMALHOHHON CHCTEME
KOJUIEIDK , Bosnaraercs Ha OTBETCTBEHHOE JiMLO - Oneparopa, Ha3HAYEHHOTO
[PHUKA30M PYKOBOJUTENS YUPEIKIAECHHUS.

7.4. Ilo dakty HapymIeHMs pekuMa KOH(HACHIMATBHOCTH uHbopMaLu
NPOBOAUTCS  CIIy’)KeOHOE pasOupartesbeTBO, MO Pe3ysbTaraM KOTOPOro MpH
HEOOXOAMMOCTH M3/1aETCs (IPUKA3.

CiyxebHoe pa3bupaTenbCcTBO MPOBOAMTCSA B CPOK He Gonee 15 paGoumx
AHEH co aHs OOHapyxeHus (akra HapyueHus. OJHOBPEMEHHO NPUHUMAIOTCA
MEPBl [0  JIOKAJIM3ALMKM  OTPULATENBHBIX  MOCJEACTBUH  pasriiallieHus
KOH(UICHIIHATIEHON HHPOPMALIMH.

8. KOHTPOJIb 3A COBJIIOJIEHUEM TPEBOBAHMUIA,
NPEAYCMOTPEHHbBIX HACTOSALIUM IMOJIOXKEHUEM
8.1 Konutpone 3a  coGmomenuem  paborauxamu  KOJUJIEJDKA
npeaycmorpentsix  [lonoxkenuem rtpeGoBanmitc mo  obecrneueHuio pexuMa
koH(uaeHumansHoctn  unpopmammu B KOJUIEJDKE BO3JIaraeTcss Ha
OTBETCTBEHHOE JIMIIO, HA3HAYEHHOE TIPUKA30M MPEKTOPA.



