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«Jlerckmii cax kKoMOMHUPOBaHHOTro BuaAa Ne 73» HMP PT

1. O0mue moI0KeHUA

Hacrosimee Ilonoxkenune pas3paboTaHo B COOTBETCTBUM ¢ DenepalbHbIM 3aKOHOM
Ne 149-®3 ot 27.07.2006 t. «O6 wHbOpManmu, HHHOPMAIMOHHBIX TEXHOJOTHUAX H O
samute uHpopmaruuy, TOCT P UCO/MBK 17799-2005 «Ilpaktuueckue mpaBuiia
yIpaBieHUuss HHPOPMALMOHHONW O€30MaCHOCTHION, U JpYTMMH HOpPMAaTHMBHBIMU
OPAaBOBBIMU aKTaM{, W YCTAHABJIMBAET MOPSJOK MCIOJb30BAHUS  HOCHUTENIEH
uHbOpMallMM, TPEJOCTABIAEMbIX OpPraHOM  MCIOJHUTENbHOW  BiacTh  (Jasee
HaumeHoBanue OVIB) nns ucnonb3zoanus B UC.

HerictBue HacTosimero [lonoxxenus pacnpocTtpansercss Ha cOTpyaAHUKOB JIOY u TpeThio
CTOPOHY.

2. OcHOBHbIE TEPMHHBI, COKPALLlEHUS U ONPe/IeSIeHusl

Aamunuctpatop UC — TeXHMYECKUU CHEIHUaTNCT, OO0eclieynBaeT BBOJ B

JKCIUTyaTallMio, MOAACPKKY UM TOCHEAYIOMMK BbIBOJA U3 3kcmyatauuu [IO wu

000py1I0BaHUS BEIYUCIUTEIbHOU TEXHUKH.

2.

APM — aBromaTu3upoBaHHOe paboyee wmecto mnonb3oBatens (I[IK ¢

npukiagabiM [10) 1151 BEIOIHEHHS OMpeIeICHHON MTPOU3BOICTBEHHOM 3a/1a4H.

3.

HUBb — undopmanmonHass 0€30MaCHOCTh — KOMILUIEKC OpraHU3alHMOHHO-

TEXHUYECKUX MEPONPUITHI, O0O0CCIEeYNBAIONIUX KOHPUIACHIIMATBLHOCTh, IIEJIOCTHOCTh U

JOCTYITHOCTh HH(OpMAIIUH.

4.

NC — undopmarmoHHasi cUCTeMa — CHUCTEMa, OOeCTeUYMBaIOINIasl XpaHEHHUE,

00paboTKy, mpeoOpa3zoBaHue U mNepeaady MHPOpMaIMU ¢ UCHIOJIb30BAHUEM KOMITBIOTEPHOM

U IPyTrOW TEXHUKH.

5.

Hocutear nndopmanum — 110001 MaTtepuaibHbIi OOBEKT, HCIIOJIb3yEeMbIN

JUIS XpaHEHUsI U Tlepeaayuu JIEKTPOHHON HH(POpMAIUU.



6. Macnopt IIK — nokyMeHT, coaepKaminii MOJHBIN MepedeHb 000pyAOBAHUS U
nmporpaMMHOT0 oOecrieuenuss APM.

7. IIK — nepcoHaIbHBII KOMIBIOTEP.
8. IO — IlporpammHOe 0OecrieueHnEe BRIYUCIUTEIbHON TEXHUKH.
9. 1O BpenonocHoe — 110 wnu usmenenus B [10, mpuBoAsIIue K HAPYIICHUIO

KOH(UIEHIINATHHOCTH, IIETOCTHOCTH U JOCTYITHOCTH KPUTHUYHON HH(GOPMAIIHH.

10. IO xommepueckoe — [1O cTopoHHHX TTpOM3BOAUTENCH (TIpaBOOOIATATENCH ).
[IpenocTtaBnsieTcst B MOJAb30BaHKE HA BO3ME3IHOM (IIJIATHOM) OCHOBE.

11. IMonb3oBaTenb — paGoTHuKk OpraHu3anyy, HWCMIOJB3YIOMINN MOOUIBHBIC
YCTPOMCTBA M HOCUTEH MH(POPMAIIUH IS BHITIOJTHEHHS CBOUX CITY)KCOHBIX 0053aHHOCTEH.

3. Iopsaok ucnoab30BaHUsA HOCHTeIel uHpopMaunu

3.1. Tlox ucnonb3oBanuem HocuTener nHpopmanuu B UC moHMMaeTCst X MOIKIIOUCHHE
k nHppactpykType MC ¢ nensto o6paboTku, mprueMa/mepeaadn HHPOpMaIud MKy
NC u HocuTenamu nHGpOpMaIuu.

3.2. B HC nmomyckaeTcsi MCIHOJb30BaHHE TOJIBKO YUTEHHBIX HOCHUTENICH HHQOpMAaIUH,
KOTOpBIE  SIBIISIOTCSI COOCTBEHHOCTBIO OpraHa HWCIOJHUTEIBHOW BIACTH U
TIOJIBEPTAIOTCS PETYISAPHON PEBU3UU U KOHTPOJIIO.

3.3. K nmpemoctaBieHHBIM ~ OpraHaM  HCIOJHUTENBHOM  BJIacTH  HOCHUTEISIM
KOH(UIECHIIMAIbHON HH(OpMAIIUHU NPEIbABIAIOTCS Te ke TpedoBanus Ub, uro u ms
craimoHapHbix APM (11esiecoo0pa3HOCTh JTOMOJHUTENbHBIX Mep oOecnieuenus: b
onpezensaerca armuauctpatopamu UC).

3.4. Hocurenu koH(puUICHIHATHLHOW HHPOPMAIMN MPEIOCTABISIOTCS COTPYAHUKAM
JAOY B cayuasx:
® HEOOXOJUMOCTH BBINOJHEHUS BHOBb INPUHSTHIM PAOOTHUKOM CBOMX JOKHOCTHBIX
00s3aHHOCTEN;
® BO3HUKHOBEHHUS Yy COTPYJIHHKA MPOU3BOJCTBEHHON HEOOXOIUMOCTH.
3.5. Ilpouecc mnpenocTtaBieHUs] COTPYAHUKAM HOCUTeNed KOH(UIACHIUATbHOU
UH(GOPMaILIMA COCTOUT U3 CIAEAYIOMIMX ITANOB!

4. Tlopsamox yuera, XpaHeHMss U  OOpamleHHs] CO CbEMHBIMU  HOCHUTEISIMU

KOH(puIeHIManbHOU HHPOpManuu (NMEpCOHAIbHBIX IaHHBIX), TBEPAbIMU KOMHUSIMH M HUX

YTUIIN3ALINH.

4.1. Bce mHaxopmsmmMecs Ha XpaHEHMM U B OOpalleHMH CBhEMHBIE HOCHUTENIU C
KOHUIeHIMaNbHOW HHpOopManuel (mepcoHanbHbIMU AaHHbIMU) B JJOVYmnomnexat
YUETY.

4.2. Kaxnaplii ChEeMHBIH HOCUTEIh C 3alUMCAHHBIMU Ha HEM KOHQPHUICHIHUATIBHOU
uH(popmaieil (mepcoHaNbHbBIMU JAHHBIMU) JODKEH MUMETh 3TUKETKY, Ha KOTOPOU
YKa3bIBAECTCS €r0 YHUKAJIbHBIA YYETHBIA HOMED.

43. VYdyer u© BbIAYy CBEMHBIX HOCHUTENEH KOHPUACHIMAIBLHON HH(pOpMaLUU
(mepcoHaNbHBIX JTAHHBIX ) OCYUIECTBIISIIOT COTPYAHHUKHU CTPYKTYPHBIX
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MOJApa3/IelICHU, Ha KOTOPBIX BO3JOXKEHBl (YHKIMU XpAaHEHUS HOCHUTENeH
MEPCOHATBHBIX JaHHBIX. DaKT BbIAAUYM CHEMHOTO HOCUTENS (PUKCUPYETCs B KypHaie
ydeTa Ch€MHBIX HOCHUTENEeH KOH(pUIeHITaTbHON HHPOpMAIUH.

4.4. Corpynuuku JJOY mony4aroT y4TEHHBI ChbEMHBIH HOCHTENb OT YIOJIHOMOYEHHOTO
COTPYJHUKA JMJis BBITIOJIHEHHUS pabOT Ha KOHKPETHBIM cpok. llpu momyueHun
JIeNIal0TCsl COOTBETCTBYIOIIME 3aMHUCH B JKypHalie ydera. [lo okoHwanwm paboT
MOJIb30BATENb CHAe€T CBHEMHBI HOCHUTENb IS XPAaHEHHs] YIOJTHOMOYEHHOMY
COTPYJIHUKY, O YeM JeNIaeTCs COOTBETCTBYIOIIASI 3aITUCh B )KypHAJIEC yUeTa.

5. Ilpu wucnonb30BaHUM COTPYAHUKAMU HOCHTENEH KOH(PUIACHIMAILHON HHPpOpMAIUU

HEO0XOMMO:

5.1. CobGmonars TpeboBanms HacTosmero [lomoxxeHus.

5.2. cionp30BaTh HOCUTENH WH(GOPMAIIMHA WCKIIOUYUTEIBHO JIJISl BBITIOJIHEHUS CBOMX
CITYEOHBIX 005S3aHHOCTECH.

5.3. CtaButh B u3BecTHOCTh aamuHHCTpatopa MC o mo0bix Qaxtax HapylieHus
TpeboBanuii HacTosimero [lomoxeHus.

5.4. BepexHO OTHOCUTCS K HOCUTENIIM KOH(PUICHIINATEHON HH(POPMAIIHH.

5.5. ObecrieunBath (PU3NUYECKYyI0 OE€30MACHOCTh HOCHUTENEH WHQPOpPMAIUU BCEMH
Pa3yMHBIMH CIIOCOOaMHU.

5.6. M3Bemats anmuuuctpatopa MC o daktax yTparel (Kpaxu) HOCUTENICH
KOH(UACHIIMATBHON MH(DOpMALIUH.

6. IIpu ucnonbp3oBaHUM HOCHUTENEH KOH(MUICHIINATBEHOM HH(POPMAIIUH 3aPELICHO:

6.1. Mcnonb30BaTh HOCUTENU KOH(PHUASHIIMAIBHON HH(DOPMALIUY B TUYHBIX LIETISAX.

6.2. [lepenaBath HOcUTENM KOH(UIACHIMATBbHON HHQOpPMANMKU OPYTHM Junam (3a
UcKItoueHueM aamuauctpatopos UC).

6.3. XpaHuTh  Cbe€MHBIE  HOCHUTENM C  KOHQUACHIUATbHONW  uH(pOpManuein
(mepcoHaNbHBIMU JTaHHBIMH) BMECTE C HOCUTEISIMU OTKPBITOM MHQOpMaluu, Ha paboumnx
CTOJIaX, TMO0 OCTABIIATH UX O€3 MPUCMOTpPA WK NIEPEIaBaTh HA XPaHEHUE JPYTUM JIMLAM;

6.4 BoiHOCUTh  CbEMHBIE  HOCHUTENM €  KOH(PHUISHIMAIbHOW  HMHpOpManuen
(mepcoHaNbHBIMU JAHHBIMH) U3 CIY>KEOHBIX MOMEUIEHUH /Ui paOOThl C HUMU Ha JIOMY U T.
1.

7.1. Jlroboe  B3aumojeictBue  (0OpaboTka, mpuem/mepenada  UHGOPMALIMH)
MHULUUPOBAaHHOE COTpyAHUKOM Mexay WC U HeyuyTeHHbIMU (JMYHBIMU) HOCUTEISMU
nH(pOpMAIINH, PaCCMATPUBAETCS KAK HeCAHKIMOHMPOBAHHOE (32 MCKIIOYEHHEM CIy4YaeB
oroBopeHHbIX ¢ agmuHuctparopamu UC 3apanee). Anmunuctpatop MC ocrabiser 3a
co00i1 mpaBo OGJIOKUPOBATH WJIM OTPAaHUYMBATH UCIIOJIB30BAHUE HOCUTENEH HH(OpMAIIIH.

7.2. Uudopmanuss 00 MCTIONB30BAaHUU COTPYAHHKOM Hocutenedt mHpopmanuu B UC
MIPOTOKOJIUPYETCST U, MPU HEOOXOAMMOCTH, MOXET ObITh NIperocTaBieHa PykoBoauTtesnto
JOY.

7.3.B cnyuae BbisiBIeHHS (DAKTOB HECAHKIIMOHUPOBAHHOTO W/WIM HEIEJIEBOrO
WCIIOJIb30BAaHUHM  HOCHUTENeH  KOH(HUACHIMATBbHONH HWHGOpPMALMK  WHUIMAIU3UPYETCS



ciy)keOHas TpOBEpKa, TMPOBOAMMAS KOMHCCHEH, COCTaB KOTOPOW OmIpeaemnsieTcs
PykoBoauTeneM opraHa HCHIOTHUTEIHHON BIACTH.

7.4.1lo QaxTy BBISICHEHHBIX OOCTOSITENILCTB COCTABJISETCS AaKT paccieIOBaHUs
UMHIUACHTa U niepeaaerca PykoBoautento JJOY mias mpuHSATHS MEp COTJIACHO JOKAIbHBIM
HOPMATHBHBIM aKTaM JIOIIKOJIBEHOTO YUPEKICHUS U JCHCTBYIOIIEMY 3aKOHOIATEIbCTRY.

7.5. Uudopmanus, xpassimascs Ha HOCHTENSIX KOH(HACHIMATbHON uWHdOpMammny,
MOJICKHUT 00513aTEeIHLHON MPOBEPKE HA OTCYTCTBUE BpenoHocHoro [10.

7.6. [Ipu oTnpaBke uiau nepenayde KoHuaeHIMAILHOW MHPOpMaUU (TIePCOHATBHBIX
JaHHBIX) aJpecaTaM Ha CHhEMHBICE HOCHUTENM 3allMCHIBAIOTCS TOJIBKO MpeAHA3HAYCHHBIC
aapecataM gaHHble. OTnpaBka KOHGUIEHIIMATHLHOU HHPOPMAIUHU (IEPCOHATBHBIX JTaHHBIX)
aJpecataM Ha CBEMHBIX HOCHTEISAX OCYIIECTBISCTCA B TOPAIKE, YCTAHOBIECHHOM TS
JOKYMEHTOB TSI CITY>K€OHOTO TTOJIb30BaHUSI.

7.7. BBIHOC CheMHBIX HOCHTeNel KOH(uAeHIHaTsHON MHpOopManuu (MepCOHATbHBIX
JaHHBIX) Ui HEMOCPEACTBEHHOW Tepenayd aapecary OCYIIECTBISAETCS TOJIBKO C
NUCBMEHHOT0 pazpenieHus: pykosoautens JJOVY.

7.8. B ciydyae yTpaThl WM YHUUYTOKEHUS CHEMHBIX HOCHUTEJICH KOH(HIECHIIMATHLHOM
uHpopManuu (TMEPCOHAIBHBIX JAaHHBIX) JHOO pa3rJIallicHUH COACPKAIIMXCA B HUX
CBEJICHU HEMEIJICHHO CTaBUTCA B M3BECTHOCTh 3aBenyromuit JJOY.Ha yrtpayeHHble
HOCHUTENHU cocTaBiseTcs akT. COOTBETCTBYIOIIME OTMETKHM BHOCATCS B JKYpHAJIBI ydyeTa
ChEMHBIX HOCUTENEH KOH(UAECHIMAIbHONW NH(pOpMaIu (epCOHAIbHBIX TAHHBIX).

7.9. CpemMHBIC HOCUTENTU KOHPHUACHIIMATLHON HHPOpMAIUU (MIEPCOHATBHBIX JaHHBIX),
OpUIIEAIINE B HETOAHOCTb, WM OTCIY>KMBIIME YCTAHOBJIEHHBIM CpOK, IOJUIEKAT
YHUUTOXKEHUIO. YHUUTOXKEHUE ChEMHBIX HOCUTENIEH ¢ KOHPUIAEHIHAIbHON HH(pOpMaLuen
OCYLIECTBIISIETCSI  «YIOJIHOMOYEHHOUW Komuccuein». Ilo pesynpTraTaM  yHUYTOXKEHUS
HOCHUTEJIEN COCTaBIsAETCA aKT 10 IpuaraeMout popme

7.10. B cinydae yBONBHEHHMsSI WM TMepeBojJa pPaOOTHUKA B JAPYroe CTPYKTYpHOE
HOJpa3JeieHue, TIPEJOCTABICHHbIE  HOCUTENM  KOHQUIACHIHAIbHOW  HMHPOpMALNU
U3bIMAIOTCHA.

8. OTBEeTCTBEHHOCThH

8.1. PaboTHuku, HapymuBuIMe TpedoBaHus Hacrosuiero llojmoskeHus, HeCyT
OTBETCTBEHHOCTbh B COOTBETCTBUHU C JEHCTBYIOIIMM 3aKOHOJATEIbCTBOM U JIOKAJbHBIMU
HOPMAaTHUBHBIMH aKTaMH.



JIucr o3HakoMJyIeHUA

OO

JOJI2KHOCTD

Jara

IoAnucCh







	ИНСТРУКЦИИ ПО ПОРЯДКУ УЧЕТА И ХРАНЕНИЮ
	СЪЕМНЫХ НОСИТЕЛЕЙ КОНФИДЕНЦИАЛЬНОЙ ИНФОРМАЦИИ
	(ПЕРСОНАЛЬНЫХ ДАННЫХ) В УЧРЕЖДЕНИИ
	1. Общие положения
	1.1. Настоящее Положение разработано в соответствии с Федеральным законом № 149-ФЗ от 27.07.2006 г. «Об информации, информационных технологиях и о защите информации», ГОСТ Р ИСО/МЭК 17799-2005 «Практические правила управления информационной безопаснос...
	1.2. Действие настоящего Положения распространяется на сотрудников ДОУ и третью сторону.
	2. Основные термины, сокращения и определения
	3. Порядок использования носителей информации
	8. Ответственность


