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1. O0mme moJs10:keHUs

1.1. Hacrosimiee [Tonoxkenue o mopsiike yHUUTOKEHUS MEPCOHANBHBIX TaHHBIX B OO0
«AJIBOA-KOM»
(manee mo tekcty — [lomokeHne) ycTaHaBIUBACT MEPUOJUIHOCTD U CITOCOOBI
YHUUYTOXKEHUSI HOCUTEJICH, COJIepKAIINX MTePCOHANBHBIE TaHHbIE CYyOBEKTOB
MEePCOHANTbHBIX JTAHHBIX.
1.2. enwro Hactosiero [lonoxeHus sBiseTcst oOecrneyeHue 3auThI IpaB ¥ CBOOOT
oOydJaronuxcs ¥ pabOTHUKOB MIPH 00pabOTKe MX MEPCOHANBHBIX TaHHBIX B OO0
«AJIbOA-KOM» (nanee — OO1ecTBO).
1.3. OcHOBHBIE IOHATHS, HCTIOJIB3YEMBIE B [losiokeHuu:
— CyOBEKT MEePCOHATBHBIX JTAHHBIX — PAOOTHUK U (MJIM) UHOE JIUI0, K KOTOPOMY OTHOCSITCS
COOTBETCTBYIOIUE EPCOHANIbHBIE TaHHBIE;
— pabOTHHK — (PU3HUECKOE JIULO, BCTYIUBIIIEE B TPY10BbIE OTHOIIEHUs ¢ OOIIECTBOM;
— MIepPCOHAJIbHBIE TaHHBIC — HHGOPMAITUs, COXpaHEHHAas B JTI000M ¢opmMarte, OTHOCSIIASICS
K ONPEIEIICHHOMY WJIH OTPEeNIIeMOMY Ha OCHOBaHUH Takou nH(popManuu GU3nIecKoMy
nuny (CyObeKTy MepCOHATBHBIX JaHHBIX ), KOTOpas caMa o ce0e Ui B COYCTAaHUH C
npyroit uadopmanme, umeroreiics B OOIIecTBe, MO3BOISET HASHTHPHUIIMPOBATH
JUYHOCTH CYObEKTa MEPCOHATbHBIX JTAHHBIX;
— 00paboTKa MepCOHANBHBIX JAHHBIX — IEHCTBUS (OMEpalnn) C MepCOHATbHBIMU
JaHHBIMU, BKJII04asi cOOp, CUCTEMAaTU3alINI0, HAKOIUIEHNE, XpaHeHHE, YTOUHEHHE
(oO6HOBIIEHUE, N3MEHEHHE), UCTIOIB30BAHKE, PACTIPOCTPAaHEHHE (B TOM YHUCIIE ITepeady),
o0e3nuuuBaHue, OJIOKUPOBAHNE, YHUUYTOKEHHUE IEPCOHATIBHBIX TaHHBIX;
— YHUYTOXXEHUE MEPCOHATBHBIX TaHHBIX — IEHCTBUS, B PE3YJIbTaTE KOTOPHIX HEBO3MOMKHO
BOCCTaHOBUTH COJIEp>KaHUE MEPCOHAIBHBIX JAHHBIX B MH(OPMALIMOHHON CUCTEME
MEPCOHATBHBIX TAHHBIX WU B PE3YyIbTaTe KOTOPBIX YHUUYTOKAIOTCS MaTepUaIbHbIC
HOCHTEJH EPCOHAIBHBIX TaHHBIX;
— HOCHUTEJIH MEePCOHATBHBIX TAHHBIX — KaK 3JIEKTPOHHBIC (AMCKETHI, KOMIAKT-IUCKH,
JIEHTHI, (PIIeII-HAKOMIUTEIH U JIP.), TaK K HEJIEKTPOHHBIC (OyMasKHbBIE) HOCUTEIIN
MEePCOHATBHBIX TAHHBIX.
1.4. Hactosimee [Tonokenne paspadorano Ha ocHoBe denepanbHOro 3aKOoHA OT
27.07.2006 Ne 149-03 «O6 unpopmaruu, *HPOPMALMOHHBIX TEXHOJIOTHUAX U O 3aLIUTE
uHpopmanuny, GenepanpHoro 3akona ot 27.07.2006 Ne 152-03 «O nepcoHambHbBIX
JTAHHBIX» U IPYTUX HOPMATUBHBIX IPABOBHIX aKTOB.

2. IIpaBuyia yHUYTOKEHUSI HOCUTEJIEH, COAEePKALIMX NEPCOHAIbHbIE TaHHbIE
2.1. YHUYTOXEHHE HOCUTETIEH, COIep KAIIUX MTEPCOHATLHBIC JaHHBIE CYObEKTOB
MEePCOHAIBHBIX JAHHBIX, JOJKHO COOTBETCTBOBATH CIICAYIOLINM IpaBUiIaM:
— OBITh KOH(PUICHIIUATHHBIM, HCKIIFOUast BO3MOKHOCTh TIOCJIEYIOIIETO BOCCTAHOBIICHUS;
— opopMIIAThCS FOPUAMYECKH, B YACTHOCTH, aKTOM O BBIJIEJICHUH JOKYMEHTOB,
COJIEpIKaIINX NMEPCOHANBHBIE TaHHBIE CYyOBEKTOB MEPCOHANBHBIX JAHHBIX, K



YHUYTOXKEHUIO U aKTOM 00 YHUYTO)XKEHUU HOCUTEJEH, COACPIKAIMX MEePCOHATbHbIC
NaHHbIE CYOBEKTOB MEPCOHAIBHBIX TaHHBIX;
— JIOJKHO TPOBOAMTHCS KOMUCCHEH MO0 YHUUYTOKEHUIO IEPCOHAIBHBIX JaHHBIX;
— YHUYTOXKEHHUE JIOJDKHO KacaTbCs TOJIBKO TEX HOCUTENEH, CoJIepKalliX MepCoHaIbHbIE
JaHHBIE CYyObEKTOB MEPCOHANBHBIX TAHHBIX, KOTOPbIE MOJIIEKAT YHUUYTOKECHHUIO B CBSI3U C
HCTEUYEHUEM CPOKa XpaHEHUs, IOCTHXKEHUEM 11eJId 00paboTKU yKa3aHHBIX MEepCOHATbHBIX
JAHHBIX JINOO yTpaToi HEOOXOAUMOCTH B UX TOCTH)KEHUH, HE JIOMYCKasl CIy4ailHOTO MITN
MpeIHAMEPEHHOT0 YHUYTOXEHUS aKTyaIbHbIX HOCUTENEH.

3. Ilops/10k YHHUYTOXKEHUS HOCHTeIeil, Co/lepKallUX MepCoOHATbHbIE TaHHbIe
3.1. [lepcoHanbHbIe JaHHbIE CYOBEKTOB MEPCOHANBHBIX JAHHBIX XPAHITCS HE JOJIbIIIE,
YeM 3TOT0 TPeOYIOT Leiu UX 00padOTKHU, U MOJUIeKAT YHUYTOKEHUIO IO UCTEUYCHUH CPOKa
XpaHeHus, TOCTHKEHUH 1iesieil 00pabOTKU WK B CIIy4ae yTpaThl HEOOXOIUMOCTH B UX
JTOCTHIKEHUH.
3.2. Hocurenu, coaepxaiiive NepcoHaIbHbIE JaHHbIE CyOBEKTOB MEPCOHANIBHBIX JaHHbIX,
YHUYTOXKAIOTCS B CIIELUAIBHO OTBEACHHOM JUUIS 9THX IIeJIei MOMEIeHUH KOMUCCUEH 110
YHUUTOKEHHUIO NEPCOHATIbHBIX JAHHBIX, YTBEPKICHHON MpHKa3oM aupekropa ObiecTBa
(nanee — Komuccus).
3.3. Hocurenu, coaepxaiiive nepcoHalbHbIE JaHHbIE CyOBEKTOB MEPCOHAIBHBIX JaHHbIX,
yHuuToxarorcsa Komuccueil B cpok, He npespliaronuii 30 1Hel ¢ JaThl UCTEUEHUS CPOKa
XpaHEeHUS, TOCTHKEHHUS 1Ie]TH 00pabOTKH MEPCOHATBHBIX JAaHHBIX JIMOO yTpaTh
HEOO0XOIMMOCTH B UX JIOCTH)KECHUU.
3.4. Komuccus npou3BOIUT OTOOp OyMa)KHBIX HOCHUTEJIEH MTEPCOHANIbHBIX JIAHHBIX,
MOJUIeXKAIUX YHUUITOKEHUIO, C YKa3aHHUEM OCHOBAHUU JJIS1 YHUUTOKCHHSL.
3.5. Ha Bce oTOoOpaHHBIC K YHUUYTOKEHUIO JOKYMEHTBI COCTABIISICTCS aKT O BBIICIICHUN
JOKYMEHTOB, COJICpKAIlUX [IEPCOHATIbHBIE TaHHBIE CYOBEKTOB MEPCOHAIBHBIX JAHHBIX, K
YHUYTOKEHHUIO.
3.6. B akTax o BbIJICIIEHUHN JOKYMEHTOB, COICPIKAIIMX ITEPCOHATIbHBIC TaHHbIE CYOBEKTOB
MEePCOHANBHBIX JaHHBIX, K YHUUYTOKEHUIO U aKTaX 00 YHUUTOKEHUU HOCHUTENEH,
COJIep KalMX NepCOHANbHBIE JaHHBIE CYObEKTOB MEPCOHAIBHBIX JAHHBIX, HCIIPABICHUS
HE JIOIyCKaroTCsl.
3.7. Komuccus npoBepsieT HaJIM4Ke BCeX JOKYMEHTOB, BKIIFOYCHHBIX B aKT O BBIACJICHUN
HOCHTEJICH, CoiepKalluX MepCOHANIbHbIE JaHHbIE CYObEKTOB MIEPCOHANBHBIX TAHHBIX, K
YHUYTOXXEHHUIO.
3.8. [Io oKOHYaHHM CBEPKH aKT O BBIJAEICHUU IOKYMEHTOB, COAEPKAIIMX EPCOHATBHBIE
JaHHbIE CYyObEKTOB MEPCOHAIBHBIX IaHHBIX, K YHUUYTOKEHUIO MOANUCHIBACTCS BCEMU
yieHamu Komucenn u yrBepk1aeTcsi IpoOpeKTOPOM I10 HANPABJICHHUIO.
3.9. Hocutenu, coneprxaiiue nepcoHaabHble JaHHbIE CYOBEKTOB MEPCOHATBHBIX TAaHHBIX,
O0TOOpaHHBIE /U1 YHUUTOKEHUS U BKIIIOUEHHBIE B aKT, 0ocie npoBepku ux Komuccueit
NEepeatoTCss OTBETCTBEHHOMY 32 YHUUYTOXKEHHE JOKYMEHTOB B IOMEIICHUE OTeNa
KaJIpOB.
3.10. YHUUTOXXEHHE HOCUTENEH, CoepKaIUX MIePCOHAIbHbIC TaHHbIE CYyOBEKTOB
MEePCOHANBHBIX JAHHBIX, IPOU3BOIUTCS MOCTIE YTBEPKICHHS aKTa B MPUCYTCTBUU BCEX
ysieHoB Komuccuu, KOTopble HECYT EPCOHATBHYIO OTBETCTBEHHOCTD 33 IPABUIIBHOCTD U
MOJIHOTY YHUYTOXEHUS MEPEUUCICHHBIX B aKT€ HOCUTENEH.
3.11. YHMUTOXXEHUE IEPCOHANIBHBIX JAHHBIX, ECJIM 3TO JOIYCKAETCSI MAaTEpUAIbHBIM
HOCHUTEJIEM, MOXET ITPOU3BOAUTHCS CIIOCOOOM, HCKITFOYAIOIUM JATbHEHIITYI0 00paboTKyY
3THUX MEPCOHAIBHBIX TAHHBIX C COXPAHEHUEM BO3MOXKHOCTH 00OpaOOTKU MHBIX JaHHBIX,
3a)MKCHUPOBAHHBIX Ha MaTepUaILHOM HOocHTeNe (y1ajIeHUe, BRBIMAPBIBAHUE).
3.12. YHUUTOKEHUE HOCUTENIEN, COAEPKALIUX [IEPCOHANIBHBIE IaHHBIE, OCYILIECTBIISETCS B
CJIEYIOILEM MOpSIKE:
— YHUUTOXKEHHE NEPCOHATBHBIX JAHHBIX, COAEPKAIINXCA HAa OyMaXKHBIX HOCUTEIISX,
OCYILIECTBIISICTCS IIyTEM U3MENbUEHHUS HAa MEJIKUE YacTH, UCKIIIOYAIOIINe BO3MOXHOCTh



MOCTIeTYIOIIEr0 BOCCTaHOBIEHUS HH(opMariu. M3MenpueHne ocyecTBIseTcs ¢
UCIOJIb30BaHUEM IlIpeziepa (YHUUTOXKUTENS TOKYMEHTOB), YCTAHOBJIIEHHOTO B TIOMEIICHUH
oT/ena KaJipoB, TMO0 TOKYMEHTHI IIepeIatoTCcsl Ha MepepadoTKy (YTUIM3ALHIO)
OpraHu3aIusIM, COOMPAIOITUM BTOPCHIPhE (ITyHKTHI MPpUEeMa MaKyJIaTyphl);
— YHUUYTOXEHUE EPCOHANIbHBIX JIaHHBIX, COACPKALIUXCS HA MAIIIMHOYUTAEMbIX
HOCHTEJISIX, OCYIIECTBIISICTCS IIyTEM HAHECEHUSI UM HEeYyCTPaHUMOIo (PU3M4EeCKOro
MOBPEXKICHUSI, UCKITIOYAIOIIET0 BO3MOKHOCTh UX MCIOJIb30BaHUs, a TAKKE
BOCCTAHOBJICHHS TaHHBIX. BrilieykazanHoe JOocTUTraeTcs MyTeM JepopMupoBaHus,
HapyILIEHUs €IMHON LEIOCTHOCTH HOCUTEIIS;
— HOJyIeKaIINe YHUUTOKEHUIO (Daiiiibl ¢ IepCOHAIbHBIMU JAHHBIMU CYOBEKTOB
MEPCOHAIbHBIX TAHHBIX, PACIIOJIOKEHHBIE Ha JKECTKOM JIUCKE, YAAISIIOTCSA CpeACTBAMU
OTIEPaIIMOHHOM CHCTEMbI KOMITBIOTEPA C MOCIEAYIOIINUM «OUHUILIEHUEM KOP3UHBIY;
— B CJly4ae JOIyCTUMOCTH MOBTOPHOI0 Ucnoib3oBaHus Hocutenss CD-RW, DVD-RW
MIPUMEHSETCS IPOrPaMMHOE YAalleHUE («3aTUPaHKEe») COAEPKUMOrO JUCKa IIyTeM €ro
(dbopMaTUpOBaHUs C TOCIEAYIOIICH 3aMiChi0 HOBOM MH(POPMAIK HA JaHHBIA HOCUTEb.
4. Ilopsaok c1aum MakyJaTypbl
4.1. JIokyMEeHTBI IO UCTEUYCHUHU CPOKa XpaHEHUS, TOCTIKEHUU 1eieii 00paboTKM WK B
cllydae yTpaThl HEOOXOJUMOCTHU B MX JTOCTHXKEHUH MOJIEKAT YHUUTOKEHHUIO ITyTEM Clauu
OpraHHU3aIysIM, COOUPAIOIINM BTOPCHIPhE (ITYHKTHI IPHEMa MaKyIaTypbl).
4.2. BeisiefieHHbIE TOKYMEHTBI IO aKTY O BbIIEJICHUU TIOKYMEHTOB, COAEp KaIINX
MePCOHANBHBIE TaHHBIE CYyOBEKTOB MEPCOHAIBHBIX JAHHBIX, K YHHUTOKEHUIO MEePEAAI0TCS
K YHUUTOKEHHUIO B YIIAKOBAaHHOM BHU/IE.
4.3. JIoKkyMeHTHI, MOJIeXkKAIINEe BEIBO3Y, HE IOJDKHBI COJIEpPKaTh OyMary u KapToH, He
MIPUTO/IHbIE JUIs TepepaboTKH; Oymary U KapTOH, MOKPBIThIE MOJUATHIEHOM U JPYTUMHU
MOJIMMEPHBIMU TIJICHKAMU; MaTepuall, BELACIISIONIMMI sIIOBUTHIE U TOKCUYHBIE BEILIECTBA.
4.4. JIokyMeHTBbI, MOJIEKAIE BBIBO3Y, HE JOJDKHBI COAEPKATh:
— TpAIbE, BEPEBKY, IIMAraT U3 JIyOSTHBIX BOJOKOH U TIOJTMMEPOB;
— METAJUIMUECKUE U IEPEBSHHBIC U3/I€THs, KYCOUKH CTEKJIa U KEPaMUKH, KAMEHb, YTOJIb,
ciroay, nemuiodaH, HeJuTyJIou I, MOJIUMEPHbIC MaTepUalbl B BUAC U3AeTHH (TIJICHOK,
TpaHyi), IEHOIUIACT, UCKYCCTBEHHYIO U HATYypaJbHYIO KOXY, KIECHKY, OUTyM, mapaduH,
OCTAaTKU XMMUYECKUX U MUHEPAJIbHBIX BEIIECTB U KPACOK;
— BJIQXKHOCTb JOKYMEHTOB, MOJIeXkaIlllas BbIBO3Y, JOJDKHA ObITh HEe Oosiee 10 mpoLeHToB.
4.5. Cnaua oopmiisieTcs IpHEeMO-CIaTOYHBIMY HAKJIaHBIMU, JaHHBIE KOTOPHIX (Aara
C/1ayu, HOMEp HaKJIAJHOMN, BEC CIAHHOM MaKyJlaTypbl) YKa3bIBalOTCS B aKT€ O BbIJICJICHUU
JIOKYMEHTOB, COJIEP KAIINX ITEPCOHATILHBIC JaHHBIE CYOBbEKTOB MEPCOHATBHBIX TAHHBIX, K
YHUYTOXKEHHUIO.
4.6. [lorpy3ka u BbIBO3 JOKYMEHTOB OCYIIECTBIISIIOTCS [0 KOHTPOJIEM JIMIIA,
OTBETCTBEHHOTO 32 00ECIIeUeHUE COXPAHHOCTU JOKYMEHTOB CTPYKTYPHOTO
110/Ipa3ieJICHNU.
4.7. OToOpaHHbBIE K YHUYTOXEHHUIO IOKYMEHTHI Tepe/l CAauei Ha epepaboTKy B Ka4eCTBE
MaKyJIaTypbl IOJDKHBI B 00s13aTEIbHOM TOPSAKE H3MENbUAThCS 10 CTETICHU,
MCKJTIOYAIONIe BO3MOXHOCTh IPOYTEHHUS TEKCTA.

5. ITopsinok opopmiieHHSI JOKYMEHTOB 00 YHUYTOKEHNUH MEPCOHAIbHBIX TAHHBIX
5.1. O6 yHUYTOKEHUH HOCUTEJNICH, COZIepIKaIluX MepCcOHaIbHbIC TanHble, Komuccus
COCTaBJISIET U MOMAMUCKHIBACT aKT 00 YHUUTOKEHUU HOCUTENCH, COIepIKaIIIX
MIepCOHANIbHbIE IaHHbIE CyOBEKTOB MEPCOHANBHBIX JaHHBIX, KOTOPBIM yTBEpKIaeTcs
aupexTopoM OOmiecTsa.

5.2. AXT 00 YHUYTOKEHUU HOCUTENICH, COJIEpIKaIIMX TIEPCOHATILHBIC IaHHBIE CyOBEKTOB
MEPCOHATBHBIX JAHHBIX, COCTABIISIETCS IO YCTAHOBIECHHOU (hopMme.

B axre yka3bIBaroTcs:

— JlaTa, MECTO U BpEMsl YHUUTOKEHUS;

— JIOJDKHOCTH, (pamMuinu, nHumansl yieHoB Komuccuu;



— BU/JI ¥ KOJIMYECTBO YHUUTOXKAEMbIX HOCUTENEH, COJEpKAIUX NIEPCOHATIbHBIE TaHHbIE
CyOBEKTOB MEPCOHATBHBIX TAHHBIX;
— OCHOBaHME JJIsl YHUUTOXKEHUS;
— CMoco0 YHUYTOKECHHUSI.
5.3. @aKT yHUYTOKEHUSI HOCUTEJICH, COJePKALIMX IIEPCOHAIbHbIE JJaHHbIE CYyObEKTOB
MEPCOHANBHBIX JAHHBIX, PUKCUpPYETCS B )KypHase yueTa JOKYMEHTOB, IIepelaHHbIX Ha
yHUUYTOXKEHUE. [[aHHBINA JOKYMEHT SIBISIETCS JJOKYMEHTOM KOH(PHUICHIIUATBHOTO
XapakTepa U BMECTE C AKTaMU XPAHUTCS B IOMEIICHUH OT/JeNa KaApOB B TEUEHUE OJTHOTO
roja. [To ucreyenun cpoka XpaHeHUs! aKT O BBIJCICHUU JOKYMEHTOB, COACPKAILIUX
MepPCOHANIbHBIE ITaHHbIE CyOBEKTOB MEPCOHAIBHBIX JaHHBIX, K YHUUTOKEHUIO U aKT 00
YHUUYTOKEHUU HOCUTENICH, COJIePKAINX MTePCOHAIBHBIE TaHHbIE CyOBEKTOB
MEePCOHANBHBIX JaHHBIX, nepeaatorcs B apxuB OO0 «AJIbOA-KOM» Ha xpaHeHuHe.

6. OTBeTCTBEHHOCTH PYKOBOAHTE/ICH CTPYKTYPHBIX OApPAa3AeIeHu i
6.1. OTBETCTBEHHBIM JIMIIOM 32 OPraHU3ALMI0 XPAHEHUS IOKYMEHTOB SIBJISIETCA
PYKOBOIUTEIb CTPYKTYPHOT'O MOAPA3IEICHMSL.
6.2. PyKoBOMTEINb CTPYKTYPHOTO TTOAPA3ACTICHUS MOXKET OBITh IPUBJICUYCH K
aJIMHHHUCTPATHBHON OTBETCTBEHHOCTH 32 HapyIIeHUE TPEOOBAHUI IO OpraHU3aIuU
XPaHEHMs JOKYMEHTOB, COJIEPKAIIUX IEPCOHAIbHBIE JaHHBIE.
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