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1. O01Ime moI0XKeHus

1.1. Hacrosimass  wHCTpykuus  pa3paboraHa B Lelsix — oOecredeHus
0€30MacHOCTH KOH(QUIEHIUANbHON HHPOPMAIUd W HHPOPMAIWH, COIepKallel
IIEpCOHAJIbHBIE JaHHbIE (najee — WH(OpPMAIMs OrPaHUYEHHOTO NOCTYIa), CPEICTB
BBIUMCJIMTEIPHOM TEXHUKM HH(OPMAIIMOHHBIX  CHCTeM, 00pabaThIBaOIINX
MH(QOPMALMI0 OTrpaHUYEHHOTO JOCTYIa, MaTepHAlbHBIX HOCHTEIeH HH(OpMAIlHH
OrpaHUYEHHOIO JOCTYIIA, & TAaK)Ke oOecriedeHus BHyTPHOOBEKTHOTO peKrMa.

OObekTaMH  OXpaHbl ~ MYHHULHWMAIBHOTO  OIOJDKETHOTO  JOIIKOJBHOTO
00pa30BaTEIbHOrO YUPEXKACHUS METCKHH cal KOMOWHHpOBaHHOro Bujga Ne 14
"Konobox" ropoga Tuxopenka MyHUIIUIATEHOTO 00pa3oBaHust TUXOpEKH# paiioH
(nanee — MBJIOY No 14 "Kono6ox" r. Tuxoperka) sBISFOTCS:

1) nomemenus, B  KOTOPBIX MPOUCXOTUT 00OpaboTka  HHGMOpMAaLUN
OTrPaHUYEHHOI0 JOCTYIIA C UCIIOJIb30BAHUEM CPEJICTB aBTOMATHU3AIIHH;

2) IOMEeIleHHs, B KOTOPBIX YCTaHOBIEHBI KOMIIBIOTEPBI, CEPBEPHI U
KOMMYTallUOHHOE 00OpYyNOBaHUE, 3alllMIIeHHbIE CPEACTBAMU KPHITOrpaduyecKon
3amuThl (nanee — CK3M), yuactByromue B 00paboTke HHPOPMALIUK OTPaHUYEHHOTO
J0CTYyIa;

3) noMelieHus, B KOTOPBIX XpaHIATCs KiroueBble qokymeHTsl CK3U.

1.2. becKOHTPONBHBIA AOCTYI TOCTOPOHHMX JIMII B yKa3aHHBIE IMOMEIEHHS
TOJIKEH OBITh UCKITFOYEH.

1.3. K caenyromum kareropusiM o0bsektoB oxpansl MBJIOY No 14 "Komo6ox"
r. Tuxopeuka (mamee — CIHEUNOMEIIEGHUsI) TPEIBIBISIOTCS YXKECTOYEHHBIS
TpeOoBaHUS MO O€30MacHOCTH: IOMeIIeHHUs, B KOTOpbiX ycraHoBieHsl CK3U,
NpelHa3HaYeHHble Ui UPpoBaHus HHDOPMALIMKA OTPAaHUUYEHHOTO JOCTyma (B TOM
YUCJIe KJIOYEBbIE JOKYMEHTHI).

1.4. OTBETCTBEHHOCTb 3a COOJIIO/IEHNE TOJIOKEHUH HACTOSIIEH HWHCTPYKLHUH
HECYT COTPYJHHMKH CTPYKTYPHBIX MOJApa3aeieHuid, 00padaThIBalOIIUX WH()OPMALILIO
OrpaHUYEHHOI0 JOCTYIA, & TAK)Ke PYKOBOAUTENU CTPYKTYPHBIX MOApa3/ie/IieHUH.

1.5. KonTpone  cobmromeHuss  TpeOOBaHMM  HACTOSIIEHM  HMHCTPYKLHUHU
BO3JIaraeTcs Ha OTBETCTBEHHOro nosb3oBaresss CK3U.

1.6. Bce 00bexThl oxpanbl MBJIOY Ne 14 "Kono6ok" r. Tuxopelka 10JIKHbI
ObITh  00OpYyJIOBaHBl OXpPaHHOW CHUTHaIW3alWeld, Jaubo  MpeaycMarpuBarh
KpPYIJIOCYTOYHOE JIEXKYPCTBO.

1.7. Orpaxnaroiiye KOHCTPYKIIHH OOBEKTOB OXpaHbl JOJIKHBI MPEroJiaraTh
CYILLIECTBEHHBIE TPYJHOCTH JJI1 HAPYLIUTEJISI IO UX MPEOA0JIEHHUIO.

2. Jlomyck B TNOMELIEHHUS, B KOTOPBIX Ben&rcss o0paboTka HHpOpMaALIUU
OTrpaHUYEeHHOr0 JOCTYyTIa

2.1. JlocTynl MOCTOPOHHUX JIML B TIOMEIICHHs], B KOTOPBIX BeAETCsS 00paboTKa
MH(OpPMAaL¥K OrPaHUYEHHOr0 JOCTYNa, JODKEH OCYIIECTBISETCS TOJIBKO BBHIY
ciyxeOHOM HeobxonumocTH. [Ipy 3TOM, Ha MOMEHT TPUCYTCTBUS TOCTOPOHHKX JIUI]
B IOMEIIEHHUH JOJDKHBI OBITH MPHUHATBI MEpBl MO HEAOMYIIEHHIO O3HAKOMIICHHS
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IIOCTOPOHHHUX JIUII ¢ HH(GOPMaLUel OrpaHHYEHHOTO JOCTYIIA.

2.2. Jlomyck COTpyOHHUKOB B MOMEIIEHHUs, B KOTOPBIX BeAETCS 0OpaboTKa
MHGOPMALMM  OTPaHMYEHHOro [OCTyna, oQOopMisercs Iocie  MOAMHCAHMUS
COTPYAHHMKOM 00s3aTeNbCcTBA O HEpasINAlleHWH U MPOBENEHHH WHCTPYKTakKa
OTBETCTBEHHBbIM TNoJib3oBaTeneM CK3M, nubo amMuHHCTpaTopa HHG)OPMALHOHHOMN
0€30MacHOCTH.

2.3.B mHepabouee BpeMs IIOMEIIEHHsS, B KOTOPBIX OCYIIECTBIISETCS
¢ynxronnposanus CK3M, 1omKHBI cTaBuThes Ha oxpaHy. IIpu 3ToM Bce OKHa 1
ABEpU B CMEXHbIe IMOMEIUEHHs MOJDKHBl OBITh HaJAEKHO 3aKpPBITHI, KIHOYeBbIE
JOKYMEHTBI yOpaHbl B 3amupaeMble IKadsl (celdbl), cpeacTBa BbIYUCIUTEIHHOMN
TEXHHMKH BBIKJIIOYEHBI INO0 3a0JIOKHPOBAHBL.

3. Jlommyck B cepBepHbIE TOMELIEHUS

3.1. locTyn B cepBepHBblE MOMEIIECHHS Pa3peliéH TOJHKO OTBETCTBEHHOMY
nonep3oBareito  CK3M, oTBeTCTBEHHOMY 3a TEXHHYECKOe OOCIy)KMBaHHE
WH(POPMALMOHHON CHCTEMBI, aMHUHUCTPATOPY HH(OPMAL[MOHHONW GE30IacHOCTH |
OTBETCTBEHHOMY 3a 00paboTKy HMHGOpPMalWH OrpaHHYEHHOrO J0CTyma. YOopka
CEpBEPHBbIX MOMEIICHUH MPOUCXOAUT TOJIBKO IPU CTPOTOM KOHTPOJIE YKa3aHHBIX
JULL.

3.2. CepBepHoe ToMelleHHe B 00513aTeTbHOM MOPSIKE OCHAILAETCS OXPaHHOI
CUTHAJIM3aIHeN, CUCTEMON BHIEOHAOMIONEHHSI U CHCTEMOM aBTOHOMHOI'O ITHUTAHUS
CPEICTB OXpaHBI.

3.3. locTyn B cepBepHbIe TOMEIICHHs] TTOCTOPOHHKX JIMI] JOIYCKAETCs CTPOro
I10 COIIACOBAHUIO C BBILIENIEPEUUCICHHBIMHY JTULIAMH.

3.4. HaxoxneHne B CepBEepHBIX MOMEIIEHUSX IOCTOPOHHMX JIUIl Oe3
COTIPOBOXKJAIOILEr0 HE JOMYCTHMO.

4. Jlomyck Ju1 B CTICUITOMEILIEHHUS

4.1. CneunoMelieHus: BBIIACISIOT ¢ YYETOM pa3MepPOB KOHTPOJIHMPYEMBIX 30H,
perIaMEeHTHPOBAHHBIX IKCIUTyaTallMOHHOM U TeXHUYecKor nokyMeHTarueld Kk CK3M.
[lomemenns  JOMKHBI MMETh TIPOYHBIE  BXOJAHBIE JBEPH C  3aMKaMH,
rapaHTHPYIOIIMMH HalE€XHOE 3alMpaHue MoMelleHud B Hepabouee Bpems. OkHa
IIOMEIIEHHUH, PACIIOJIOXKEHHBIX Ha MEPBBIX WM MOCIEIHUX dTaXKax 3JaHUM, a TakKe
OKHa, HaXOJAILIUECS OKOJIO ITOXKapHBIX JIECTHUL U APYTUX MECT, OTKyJa BO3MOXKHO
MPOHUKHOBEHHE MMOCTOPOHHMX JIML B CIELIIOMELICHHs, HeOOXOAUMO 000PYI0BaTh
METaJUTMYECKUMH PEIIETKAMH UJIH CTaBHSIMHU, OXPAaHHOW CUTHATU3alUeH U APYyrUMH
CpeACTBaMH, IPENATCTBYIOIIMMU  HEKOHTPOJUPYEMOMY IPOHHUKHOBEHHIO B
CII€LITIOMEILIEHHUS.

4.2. Pasmemienne, crenuagbHoe 00OpYyAOBaHWE, OXpaHa W OpraHU3alHs
pexuma B CIELIIOMELIEHHU X JOJIKHBI UCKJIFOYHUTH BO3MOYKHOCTb
HEKOHTPOIIMPYEMOr0 MPOHUKHOBEHHS HIJIM NPEOBIBAHUS B HUX MOCTOPOHHUX JIMLI, &
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TaKXe [IPOCMOTPa IIOCTOPOHHUMH JIMIIAMHU BeAyIIHUXCs TaM paloT.

4.3. JIns mpedoTBpalleHUs] MPOCMOTpa H3BHE CIIELIIOMEIIEHUH HX OKHa
JOJIKHBI OBITh 3aILMLIEHBI KATO35IMU WU IUIOTHBIMH 3aHABECKAMHU.

4.4. CrienroMeInneHusi, TOJDKHBI OBITh OCHAILlEHBl OXPaHHOW CUTHAJIM3AlMEH,
CBSI3aHHOU €O CIyk00i OXpaHbl 3maHds WM AeXypHbIM no MBJIOY Ne 14
"Kono6ok" r. Tuxopenka. McrpaBHOCTh CUTHAIM3AIUN HEOOXOAUMO IIEPUOIUIECKU
IPOBEPSATh OTBETCTBEHHOMY MoJjb3oBaTento CK3M coBMECTHO ¢ IpeIcTaBUTEIEM
ciyk0bl oxpaHbl Wik AexypHbIM Mo MBJIOY Ne 14 "Komnobok" r. Tuxopenxa ¢
OTMETKOM B COOTBETCTBYIOLIUX KypPHAJIAX.

4.5. JIns  XpaHeHHUS  KIIIOUEBBIX JIOKyMEHTOB, OKCIUIyaTallMOHHOW H
TEXHWYECKON [MOKYMEeHTAaluH, ycTaHoBO4YHBIX mmakeTtoB CK3M pomxHO OBITH
MPEeIyCMOTPEHO HEOOXOAMMOE YHUCJIO HAAEKHBIX METAUIMYECKUX XPaHMIIUII,
000pYyI0OBaHHBIX BHYTPEHHHMH 3aMKaMH C JBYMsl 3K3eMIUIIpaMU KIIOYed u
KOJIOBBIMHA 3aMKaMU WJIM TPUCHOCOOJEHUSIMU Ul OIeYaTbIBaHUsA 3aMOYHBIX
CKBaXHMH. OIUH D5SK3eMIULSp KiIO4Ya OT XpPaHWIHILA JOJDKEH HaxOIUTLCA Y
oTBeTCTBeHHOro nonb3oBaTesst CK3HW, BTopoii Ha mocTy 0XpaHbI.

4.6. ITo okoHYaHUH paboyvero JHs CIELIIOMELIEHHUE U YCTAHOBJIEHHbLIE B HEM
XPaHWIHIIA TOJKHBI OBITh 3aKPBIThI, XPaHWINILA OlleYaTaHbl.

4.7. Kirou# OT CrHenroMelleHnii, a TakKe KIIY OT XpPaHWIHIIA, B KOTOPOM
HaxXOAATCSA KIOYM OT BCEX APYTMX XPaHWIHIL CIEUNOMEIIEHHs, B OIleYaTaHHOM
BUJI€ JOJDKHBI OBITH CHaHBI TOJ PACIUCKY B COOTBETCTBYIOIIEM XXypHalle CIIyKOBbl
oxpaHbl Wik gexypHomy mno MBJIOY Ne 14 "KomoGox" r. Tuxopeuka
OMTHOBpPEMEHHO C Tepelnadeil mMmoj oxpaHy caMux crneunomerieHuit. Ileyarw,
nMpeaHa3HAYeHHbIE Ui ONeYaTbIBAaHWUsS XPAaHWJIUL, JNOJ/DKHBI HaXOIHWTHCH Y
noJib3oBatesieid CK3U, oTBeTCTBEHHBIX 3a 3TU XPaHUIHILA.

4.8.1lpu yTpare Kiro4a OT XpaHWIMIIA HIM OT BXOJHOH [BEPH B
CIELIIOMEIIeHHe 3aMOK HeoOXOJUMO 3aMEHUTh WIH IepeleslaTb €ro CEKpeT ¢
M3rOTOBJIEHMEM K HEMY HOBBIX Kitoueil. DakT M3rOTOBICHUS HOBBIX KIIOYEH OBITH
JTOKYyMEHTaJIbHO O(OpPMIIEHHEM B BHJE aKTa B IPOU3BOJIBHON (opme. Ecin 3aMOK OT
XpaHWJIMIIA [TepeieNiaTh HEBO3MOXKHO, TO TaKOe XPaHUIIHUILIE HEOOXOAUMO 3aMEHHTD.
[Topsiiok XpaHEHHS KIIFOUEBBIX JOKYMEHTOB M TEXHMYECKOH M DKCIUTyaTallHOHHOW
nokymenTanuu kK CK3W B xpaHunuine, 0T KOTOPOro yrpadeH KoY, yCTaHaBJIUBaeT
OTBETCTBEHHBIN nonb3oBaTesns CK3M.

4.9.B O0OBIYHBIX YCJIOBUSX CIELNOMELICHUS U HaXOIAIIMECss B HHUX
OIEeYaTaHHbIE XPAHUIIMINA MOTYT OBITH BCKPBITHI TOJBKO mojb3oBarensmu CK3U
WJIM OTBETCTBEHHBIM Mojib3oBaTesnem CK3M.

[Ipu  oOHapy)XeHWH  NpPU3HAKOB,  YKa3bIBAIOIIMX  Ha  BO3MOXHOE
HECAaHKIIMOHUPOBAaHHOE TMPOHUKHOBEHUWE B OTH [OMEIIEHHS WM XpaHHUJIHIIA
IOCTOPOHHMX JIML, O CIIYYHMBIIEMCS MJOJKHO OBITH HEMEJICHHO COOOLIEHO
oTBeTcTBeHHOMY mosib3oBaTento CK3M. [IpuObIBIIMI OTBETCTBEHHBIN 110J30BATENb
CK3M nomxeH OLEHUTh BO3MOXKHOCTh KOMIIPOMETALMU XPAHSIIUXCS KIHOYEBBIX U
JIPYTUX JOKYMEHTOB, COCTaBHUTh aKT W MPHUHATH, NPH HEOOXOAMMOCTH, MEPHI K
JIOKaJIM3alliy TOCJIEACTBUI KOMIIpOMeTalud HHPOPMALMU OTPAaHUYEHHOTO JOCTYIIa
U K 3aME€HE CKOMIIPOMETHUPOBAHHbBIX KPUIITOKIIFOYEH.

4.10. Pasmemienne u MoHTaxxk CK3HM, a Takxke napyroro o0opynoBaHus,
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dynxuuonupyromero ¢ CK3H, B cnenmoMeieHusx NOKHBI CBECTH K MUHUMYMY
BO3MOXXHOCTb HEKOHTPOJIHUPYEMOI0 JOCTylla IIOCTOPOHHHX JIML K YKa3aHHbBIM
cpencTBaM. TexHudeckoe OOCIy)XMBaHME Takoro OOOpylOBaHMS K CME€HaA
KPHIITOKITIOUell OCYIIECTBISIOTC B OTCYTCTBHE JIMII, HE JOMYLIEHHBIX K pabote ¢
nanapiMu CK3U.

4.11. Ha Bpems otcytcTBus nojp3oBareneit CK3M ykaszannoe obopynoBaHue,
TIpY HAIMYUK TEXHUYECKOH BO3MOXKHOCTH, JIOJPKHO OBITH BBIKJIFOYEHO, OTKIIHOYEHO
OT JIMHHUH CBS3U U YOpaHO B OllevaThlBaeMble XpaHMIUILA. B MPOTHBHOM cllydae 1o
COTIACOBAaHMIO C  OTBeTCTBeHHBbIM  mojb3oBaresieM CK3M  nHeobxomumo
IIpeyCMOTPETh OPraHU3allMOHHO-TEXHUYECKHE MEPBI, HCKIIFOUAIOINE BO3ZMOKHOCTD
ucnoib3oBanus CK3U1 nocTopoOHHUMH JTUIAMH.



