M0 MOPSIAKY Y4eTa H XPAaHEHHUIO JOKYMEHTOB, COlepP:KallHX MepPCOHAbHEIe
AaHHble, B MyHHUHNIaAbHOM 0I01KeTHOM 0011€00pa30BaTe1bHOM
yupexjaenuu BajiyeBckasi cpeHsisi LIKOJ1a

1. O0mue noJ1oKeHHs

1.1. Hacrosimias WMHcTpykuuss paspaboraHa ¢ ILelblo  o0ecreueHus
0e30macHOCTH  MEpPCOHAJBHBIX JAaHHBIX TMpH paboTe ¢  JIOKyMEHTaMH,
collepXKallluMHU IIepCOHANIbHbIE JaHHEIE.

1.2. [lefictBue HacTosiet MHCTpyKIMK pacipoCTpaHseTcsl Ha COTPYIHUKOB
MyHuuunansHoro OIOKETHOTO 00111e00pa30BaTeILHOTO YUPEIKICHUS
BanyeBckass cpennsis wmkona (nanee — Illkona), nmomymeHHbIX K 00paboTke
NePCOHATIBHBIX JAHHBIX.

2. ITopsigok y4era, XpaHeHHs U 00pallleHHs] ¢ JOKYMEHTAMH, KOTOpble COepPKaT
nepcoHa/IbHbIe JaHHbIE

2.1. Bce Haxonsmuecs Ha XpaHeHUM U B OOpaleHUU JOKYMEHTHI C
IepCOHAIbHBIMU JaHHBIMU B llIkomne nmojiexar yuéry.

2.2. Kaxmplif JOKYMEHT, JIHYHOE €0 WM JKYpPHal JO/DKHBI HMETh
YHUKaJIbHBIA YYETHBIH HOMED.

2.3.Ydyer ® BbAA4y JOKYMEHTOB C II€PCOHAJIBbHBIMA  JaHHBIMH
OCYIIECTBJIIFOT  COTPYIHMKM CTPYKTYPHBIX TMOJpa3fesleH’ii, Ha KOTOPbIX
BO3JIOXKEHbl (DYHKIIMM XpaHEHHUS JOKYMEHTOB, COAEpIKAIlluX IePCOHAbHBIE
naHHble. PakT BbIAAYM TOKYMEHTOB (PUKCUPYETCs B )KypHAJIe yyera.

2.4. Ilpu pabore c [OKyMeHTaMU, KOTOpbIe CcoOJepKaT MepcOHaIbHbIE
JIaHHbIe HEOOXOIUMO:

2.4.1. Cobmonats TpeGoBaHus HacTosIeH MHCTpYKIUH.

2.4.2. Mcnionp30BaTh MOJY4YeHHBbIE JOKYMEHTHI HCKJIIOUUTENIBHO IS
BBITIOJIHEHUS CBOUX CITYKeOHBIX 00SI3aHHOCTEH.

2.43. CtaBUTb B U3BECTHOCTh OTBETCTBEHHOro 3a 00paboTKy
IIEPCOHANIBHBIX JAHHBIX O JIOOBIX (paKTax HapylleHHs: TpeOOBaHUN HACTOSIIEH
HNucTpykunm.

2.4.4. bepexXHO OTHOCHUTCS K JOKYMEHTaM, COAEp KalliM IepCOHATbHBIE
JAaHHBIE.

2.4.5. ObecneunBaTh (U3NYECKYIO O€30MaCHOCTh JAOKYMEHTOB BCEMU
pa3yMHBIMHU CIOCOOAMH.
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2.4.6. O0GecnieunBaTh pa3feibHOE XpaHEHUE MEPCOHAIBHBIX [JaHHBIX
(MaTepHaNbHBIX HOCHUTENEH), 00paboTKa KOTOPHIX OCYIIECTBISIETCS B Pa3IMYHbIX
LeJIsIX

2.4.7. I3BemiaTb ~ OTBETCTBEHHOIO0 3a  OpraHm3amnuio  06paboTku
NepCOHANbHBIX TAHHBIX O (hakTax yTparbl (Kpakh) NOKYMEHTOB, COIEPKaIIUX
IIepCOHaJIbHbIE JJAHHBIE.

2.4.8. Ocy1UecTBIATh BBIHOC AOKYMEHTOB C IEPCOHAJIbHBIMU JaHHBIMHU
JUTsL HETIOCPEACTBEHHOM Iepeavyu agpecaTy TOJIBKO C MMCBbMEHHOIO pa3pelleHMUs
PYKOBOAUTEIS.

2.4.9. Ilpu nepenave nepcoHaJIbHbIX JaHHBIX NepenaéTcsi MUHUMAaJIbHBIN
00BEeM aHHBIX, KOTOPBIA HEOOXOIUM JJIsl BBINOJIHEHHUS CITyKeOHbBIX 00s13aHHOCTEH
azpecara. .

2.4.10. B cnydyae yTpaThl WJIM YHUYTOXKEHHS JOKYMEHTOB, KOTOpBIE
coAepXaT IEepCOHA/IbHbIE JaHHble MO0 pa3riallleHud COIEp)KalIUXCsS B HUX
CBEIICHUH, HEMEUIEHHO CTaBUTCSI B U3BECTHOCTh pykoBoauTenb [IIkomsl. OTMeTkH
00 yTpare BHOCSITCS B )KypHaJ y4eTa JOKyYMEHTOB C epCOHAIBHBIMH JaHHBIMHU.

2.4.11. B cinyyae yBOJIbHEHHsI WIH IepeBoja paOOTHUKA B Jpyroe
CTPYKTYpPHOE IOJpa3ie/ieHHe, NPeIOCTaBICHHbIE TOKYMEHTBI C NEPCOHAIBHBIMU
JIAHHBIMHM UH(OPMAaLMK U3BIMAIOTCSI.

3. PaGoTa c :)KypHaJIOM perucTpauuM noceTuTeei

3.1. )KypHan perucrtpanuu mocCeTHTele HeoOXOAWM HCKIIOUYUTEIbHO B
LEJSIX KOHTPOJISI TOCeIIaeMOCTH.
3.2. B XKypnase y4éra nocemaeMocT pasperaercs GUKCaIys CleayomuX
NEPCOHAJILHBIX NAHHBIX:
— ®amunus, Ums, OryecTBO;
— HaumeHoBaHuHe W HOMEp OKYMEHTA, YIOCTOBEPSIOUIETO JIMYHOCTD
(macmopT, BOOAUTEIBCKOE yIOCTOBEPEHUE, YIOCTOBEpEHUE TUIHOCTH H T.11.),
3.3. Ilopsinok yuéra, XpaHeHHs U OOpallleHHs] C KYpPHAJIOM PerucTpaluu
[IOCETUTENEN OCYILECTBIISIETCS B COOTBETCTBHUHU C I1. 2 HACTOSALLEH UHCTPYKLIMH.
3.4. B ciydae OKOHYaHHUs XypHaja, ero HeOOXOAMMO CHAaTh B apXUB WU
YHUYTOXKHUTh.

4. 3anpemaercst

4.1. Ucnonp30BaTh JOKYMEHTBI C TEepPCOHAIbHBIMU JAaHHBIMH B JIUYHBIX
LeJsX. '

4.2. IlepenaBaTh NOKYMEHTBHI C MEPCOHAIBHBIMU JaHHBIMH TPETHUM JIHIIAM
0€e3 COOTBETCTBYIOIIETO pa3pelnieHus: pykooaurtess LIkosl.

4.3. XpaHuTh [OKYMEHTBl C TNEpPCOHAJIbHBIMU JAaHHBIMU BMECTE C
JOKYMEHTaMM C OTKPBITON HMH(popManueld Ha pabouux cTosax, JU00 OCTaBISTh UX
0e3 mpucMoTpa WK NepeaaBaTh Ha XpaHeHHe IPYTUM JTHIaM.
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4.4. BBIHOCUTH JOKYMEHTBHI Cj I€pPCOHATBHBIMM JaHHBIMHM U3 CIIy’KE€OHBIX
MOMEIEeHUH U1 pabOThl ¢ HUMHU Ha IOMY H T. .

4.5. OcTaBJIsITh JOKYMEHTHI C IIEPCOHATBHBIMU JaHHBIMU 0€3 IPUCMOTA.

4.6. M3rotaBnuBaTh ¥ XpaHUTh KOIMH IIaCIIOPTOB MM MHBEIX JOKYMEHTOB,
YJAOCTOBEPSIIONIMX JIMYHOCTh, 33 HCKIIOYEHHMEM CJIy4aeB, IPeayCMOTPEHHBIX
3aKOHOJATENbCTBOM.

5. OTBeTCTBEHHOCTH

5.1. PaboTHuku, HapymwuBiiue TpebGoBaHusi naHHOW WMHCTpykuuu, HecyT
OTBETCTBEHHOCTh B COOTBETCTBUU C AEMCTBYIOINM 3aKOHOIATEIBCTBOM.
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