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1. Obmue nonoxeHus

1.1. Tlomoxenue 06 ONMEKTPOHHOM JIOKyMeHTOOOOpPOTE B [ OCYJapCTBEHHOM OHOKETHOM
JIOLIKOTBHOM 00pa30BaTeIbHOM Y4YpeXKICHUH nerckuit can NeS1 xoMmmeHcupyomero BHIa
Ilpumopekoro paiiona Cankt-lletepOypra (manee — I'BJIOY) paspaGoraHo B COOTBETCTBHH C
Tpebosanusmu PenepanpHoro 3akoHa oT 29.12.2012 Ne 273-03 «0O6 obpazosanuu B Poccuiickoii
Oenepanuu», DepepanpHoro 3akona ot 27.07.2006 No 149-03 «0O6 wundbopMaluu,
HH(OOPMALMOHHAIX TEXHONIOTHAX U 3amuTe HHdGopManuuny, Genepansaoro sakona ot 27.06.2007
Ne 152-03 «O nepcoHANBHEIX JaHHEIX.

1.2. Tlonoxenue 00 31eKTPOHHOM HOKyMeHTooOopore (mamee- [lomolkenue) ycraHaBIHBaeT
enuHbple TpeOOBaHHUA K OpraHu3alui paboTHl ¢ JOKYMEHTAMH, TOTY9aeMBIMH U OTIIPABIAEMbIMH
C IIOMOIIBHY BHEKTpOHHOﬁ IIOYTHEI.

1.3. ns uneneli wHactosmero [lomoXKeHWs yCTAHABIMBAIOTCS —CICAYVIONIHEC TEPMHHBI H
OIIpee/ICHUS:

JuexkrponHas nodra () — cucrema, MO3BONAIONIAS IOJIB30BATEIAM OTIPABIIATE COOOIIEHMS
Yepes3 MOJIEM HIIH CETEBOE COEHHEHHE ¢ OJTHOTO KOMMBIOTEpA Ha JIPYTOH.

JoxymentupoBanHas uHpopmanms (HoKyMeHT) — 3adHKCHpOBaHHAs Ha MAaTEPHAILHOM
HOCHTEIE HH(OpMaLUs ¢ PEKBU3UTAMH, [TO3BOJISIONIMMHE €€ HACHTH()UIIMPOBATD.

JNEeKTPOHHBIH JIoKyMeHTo000poT (D/10) — opranu3alMoOHHO H IPOTPaMMHO — TEXHHYECKH
yrnopsjoueHHass uHGOpPMalMOHHAS CHCTeMa, obecmeumBaromias mporece obOMmeHa, cOopa,
00paboTKH, HAKOTIIEHHS U XpaHEHHUs HH(POPMAIIHH ITOCPEICTBOM 3JIEKTPOHHBIX JOKYMEHTOB.

DJIeKTPOHHBIH 1okyMeHT (3 /1) — TOKYMEHT, CO3/TaHHBIH TIPH TIOMOIIH 3JIEKTPOHHBIX allllapaTHO
— TEXHUYECKHX M MPOTPaMMHBIX CpeICTB, (HKCHpyeMmbld B nubpoBoM Koje B (opme
HICHTHQUIMPYEMOrO IO COAEPXKATEIBHOW YAaCTH HMCHOBAHHOTO (aiiia, MOCTYIHBIA I
nocieayromen 00padoTky, UCIONB30BAHUS, BOCIpoU3BeIcHus (0TOOpaKEHHS) U BH3yaIbHOTO
BOCIIPHSATHS, a TAKXKe JUIs IIepelad ¥ MMOIydeHUs M0 TeIeKOMMYHUKAITHOHHBIM KaHAJIaM CBS3H.
ITakeTr 5neKTPOHHBIX TOKYMEHTOB (raker) — o (uH mim Gonee D]I.

dnexkTpoHHoe coodmenue (DC) — JIOTHYECKH LETOCTHAS COBOKYIIHOCTh HAHHBIX, MMEOIIHX
CMBICII JJI1 Y9aCTHHKOB HMH(OPMALMOHHOTO B3aHMOJEHCTBHS, 3aKOJMPOBAaHHAS CHOCOOOM,
IIO3BOJIIOIAM 00eCIeYHTh ee 00paboTKY CPeICTRAMHE BEIYHCIHTENLHON TEXHUKH, TTEpeIady Mo
TEICKOMMYHHKAIIMOHHEIM KaHajlaM CBA3M H XpaHEHHEC Ha MAaMMHOYHTACMEIX HOCHTEIISAX
HH(OPMAIMOHHBIM KaHAIAM CBSI3H M XpaHEHHE Ha MAIIHHOUYUTAEMBIX HOCHTEIIIX HH(POPMALIHH.

Yuactauk - pabotHukn u anvuHHcTpanus ['BOY, yyacTByiolme B 3IEKTPOHHOM
JOKYMEHTO0DOpOTE.
OtnpaBuTtens 3JEKTPOHHOrO [OKyMeHTa (OTHpaBuTedb) — pabotHuk I'BIOY wum

amvunrcTpanus ['B/I0Y, koTopoe HanpaBisieT SJIEKTPOHHBINA JOKYMEHT.



Iomyuarennr osaexTpomHoro jokymeHTa (mostyuatens) - paGotauk [BJIOY  wm
apmunuctpanus ['BJIOY, koTopoMy oTIpaBieH 21eKTPOHHBIH JOKYMEHT.

JocTaBka 3JeKTPOHHOTO JOKyMeHTa (JocTaBKa) — (Qu3Mdeckwil Tpolecc MepeMereHus
SIIEKTPOHHOIO JOKYMEHTA OT OTIPABHTENS K MOTYYaTeio.

1.4. B mactosmem Ilonoxennn B kauectBe DJ[ paccMaTpUBAIOTCS SIIEKTPOHHEIE CIYKEOHO —
HH()OPMAIIMOHHEIE TOKYMEHTE.

1.5. TlonoskeHue pacmpoCTpaHAETCs HA OPraHU3ANUIO pabOTEL ¢ JOKYMEHTAMH, II€PEIaBAEMbIME
H II0JIy9a€MBIMH € IOMOINBIO 3JICKTPOHHOM ITOYTHI, BKIIFOYAst HX IOJITOTOBKY, PETHCTPALHIO, YUeT,
OTIIPABKY M MOJTyYCHHE.

1.6. TpeGopanus, ycranapimusaeMs! Ilonoxenunem, oGsizatenbuel as Beex pabotuukos [BIIOY.

1.7. OTBETCTBEHHOCTH 3@ OPraHW3aIMI0 W COCTOSHHE JOKYMEHTAIHOHHOTO OOeCcIedYeHus
IMOCPEACTBOM DJIeKTpoHHOH mnoutel B ['BJIOY Bo3maraercss Ha OTBETCTBEHHBIE JHLA U
pabOTHUKOB:

e IO/IEpKKA B padOTOCHOCOOHOM COCTOSIHHH TEXHHYECKOrO W MPOTPAMMHOIO
o0ecneveHus, 0TBeUalonero 3a GyHKIHOHHPOBAHKUE HIEKTPOHHOH MOYTHI,

e IIPHEM, KOHTPONb UYHTAEMOCTH M JIOCTOBEPHOCTH, pacledarka ecid HeT APYTHX
BO3MOKHOCTEH O3HAKOMIICHHS C 3JeKTPOHHBIM BapHaHTOM TEKCTa), Y4YeT W
pacipe/ieIeHHsI TOCTYIAIOIIHX JOKYMEHTOB;

e IIOJrOTOBKA M OTIPaBKa HHGOPMAIIHHA B aJIpeC OPraHU3al[iy, IIPHCIIABIICH JIOKYMEHT, 0
Jare NMPHEMKH JOKyMEHTa W JaTe JOBEACHHS JO JOJDKHOCTHOIO IHIa (Irepeiadd B
JENOIPOU3BOICTRO);

e IIEpe/laya JOKYMEHTOB Ha PACCMOTPEHHE PYKOBOJIHUTEIIO (B JICIIONPOH3BOICTRO);

* y4YET H perucrpauus otopasisieMsix U3 ['BJIOY mokyMeHTOB, mpoBepKa MpaBUILHOCTH
uX oOPMIICHHS W OPTaHKU3AIHsl KX OTIPABKH;

* KOHTpOJIL [IOJIy4eHHs HHOOPMAIIMHK aIpecaToM, OpraHu3aIus B cliydac HeoOX0JMMOCTH,

HOBTOPHO OTNPABKH TOKYMEHTA,;

OTIEPaTHBHOE PEIIEHHE BOIIPOCOB O paboTe 3JeKTPOHHOM MOYTHL

2. YcaoBHd AoNycka YYacTHHKA K ocymecTBaennio 310

2.1. Y4acTHHK JOMyCKaeTCs K OCYIIECTBIEHHIO JIOKyMEHT0000pOTa TIOCKE BBITOJHEHHS BCEH
COBOKYITHOCTH CJIEAYIOIMUX ACHCTBHI:

2.1.1. VcTaHoBKH HEOOXONHMEIX anMapaTHBIX CPEACTB, MPOTPAMMHOIO H UHMOPMAI[HOHHOIO
obecrieyeHus.

2.1.2. Opranu3anust sIUKa SIEKTPOHHOM TTOYTHI MOJTydYaTeIs.

2.1.3. CormacoBaHusi MeXay VYUacTHHKaMHM [epedHs JIOKYMEHTOB, IEPEIdBAEMEIX IO
TEJIIEKOMMYHHKAIIMOHHBIM KaHAaM CBSI3H B 3JICKTPOHHOM BHJIE.

3. Opranm3anus 3JIEKTPOHHOT0 JIOKyMEHT0060poTAa



3.1. [lopsanok opranu3aium 3MEKTPOHHOTO JOKYMEHTOO0OPOTA:
3.1.1. DeKTpOHHBLA NOKyMEHTOOGOPOT BKIIOYAET B CeOs:

» (hopMHEpOBaHHE TEKTPOHHOTO JOKYMCHTA;

e OTIPaBKY H IOCTABKY JIEKTPOHHOIO JOKYMEHTA;

e IIPOBEPKY SNEKTPOHHOTO TOKYMEHTE;

e IIOATBEPKICHUE MONYYEHHS SJIEKTPOHHOTO TOKYMEHTA,

* VUET 3JeKTPOHHBIX TOKYMEHTOB;

* XpaHEHMs 3NEKTPOHHBIX JOKYMEHTOB (BEICHHE apXHUBOB 3JIEKTPOHHEIX JJOKYyMEHTOB).

3.1.2. ®opMupoBaHUE MEKTPOHHOTO JOKYMEHTA OCYIIECTRISIETCH B CIIETYIOLIEM HOPSIKE:

e (opMHpOBaHHE ICKTPOHHOIO TOKYMEHTA B BHIC HMEHOBaHHOTO (haiina;
e TIONMHCaHKE CHOPMHUPOBAHHOTO HIEKTPOHHOIO JOKYMEHTA B BUJIE HMEHHOTO dakna.

3.1.3. CdopmupoBaHHBIf JJIEKTPOHHBIA JOKYMEHT HMEET IOPHIHYECKYIO CHIy H BIEYeT
ITPETyCMOTPEHHEIE M TAHHOT'O JOKYMEHTA IIPABOBEIC MOCIICACTBHS B CIIyUae ero HaJleKalero
o OpMIIEHHS B COOTBETCTBHH ¢ HAacTOANTHM [lonoxeHueM.

3.1.4. C nenpio ymeHbINCHHS 00BEMOB TepenaBacMoil WHGOPMAIMH TIPH TPaHCIOPTHPOBKE
ONIEKTPOHHBIX JIOKYMEHTOB MOIYT HCIONL30BATHCS — CIICIHATBLHBIE  ANTOPUTMBI  CHKATHA
rHOOPMALIH.

3.1.5. Bee opunnyeckue neicTBrs, oopMIIseMbIe TTOCPEACTBOM 3TICKTPOHHBIX JTIOKYMEHTOB B
COOTBETCTBHH ¢ HacTosiuM [lonoskenmeM, TpU3HAIOTCSA COBEPIICHHBIMH B MHCbMEHHOH (opme
H HE MOT'YT OBITh OCIIOPEHBI TONBKO Ha TOM OCHOBaHHH, YTO OHH COBEPIICHHBI B 3JIEKTPOHHOM
BHUJIC.

3.1.6. Ilocne nomy4eHus 3IEKTPOHHOIO JOKYMEHTA MOJTy4aTesih 00513aH HalPpaBHTh OTHPABUTEITIO
TAKOI'0 JIOKYMEHTA IOATBEPIKACHHE O TIOJIYUYEHHH 3JIEKTPOHHOTO JOKYMEHTA.

4. Opranu3anusi paboThI ¢ HOCTYNAKOIIEl KOPPeCIOH/IeHIIHeH

4.1. CocoObl OCTABKH KOPPECIIOHIEHIIHH:

4.1.1. JloctaBKa KOpPECIIOHIEHIIHH OCYLIECTRIISETCS 10 JEKTPOHHOM [MoUTe.
4.2. lIpuem u oOpaboTka KOPpPECTIOHICHITHH:

4.2.1. KoppecnoHIeHIusi, MOCTYNAKIIAs 110 3JeKTPOHHOM moure oT paboraukor B ['BJOY,
IIPOXOJIMT Yepe3 aHTHBUPYCHYIO MPOBEPKY, pacrleuaThiBaeTCs (€CIH HET IPYTHX BO3MOMKHOCTEH
O3HAKOMJEHHSI ¢ O3JEKTPOHHBIM BapHaHTOM TEKCTa), MPOXOJHT TEPBHYHYK 00paboTKy,
pacIpe/ielieHHue, pErucTpaImio.

422 B mnpouecce NepROHAYAILHON 00pabOTKH TMOCTyMArOmedl KOPPECTIOHIEHIUH BCE
JIOKYMEHTBI IPOBEPAIOTCS Ha HAITMYHE BUPYCOB, IIPOBEPSETCS KX YATAEMOCTh M IOJIHOTA.



4.2.3. DnexTpoHHOE COOOINEHHE CYMTAETCA IOCTYIHBIIMM IOCTE MPOBEPKH MOAIMHHOCTH H
BO3MOJKHOCTH €TI0 BOCIIPOM3BEICHHS.

4.2.4. I[IpueM KOppecrnoHIEHIHH (ITEHHE TIOYTHI) OCYIECTRISETCS Y YaCTHHKAME HE PeXe ISITH
pa3 B JI€Hb.

4.2.5. ObpaboTka KOPPECHOHACHIWH MPOM3BOAWTCS B JICHH €€ MOCTYIUICHHS WM B IICPBBIA
pabouHii NeHb IPU NOCTYIUICHHH B Hepaboune THU.

4.2.3. Peructpanus JOKyMEHTOR U Ilepe/iada HX B AENOIPOH3BOJICTRO:
4.3.1. Bce NOCTYIHUBINKE JJIOKYMEHTHI PETUCTPHPYIOTCS M 00pabaThiBatoTCs.

4.3.2. PerucTparnus TOKyMEHTOB MIPOM3BOIUTCA B JICHb UX IMOCTYILICHHUS WIH B TIEPBLIH pabouuni
JIeHb IIPU TIOCTYINIIIEHWH B Hepaboune JTHH.

4.3.3. Tlocne perucTpanvy NOJYYESHHBIC JOKYMEHTHI IIEPEAAIOTCS B IETOTIPOU3BOICTRO.
4.4. TlonTeepKaEHHE O IOMYIECHHH TEKTPOHHOTO JOKYMEHTA!

44.1. llpm mnomydeHMM OJIEKTPOHHOTO JOKYMEHTA IOJydYarelb [0 3alpocy HalpaBisgeT
OTIIPABUTEIO TAKOTO MNOKYMEHTa MHOATBEPIKACHHE O IOTYUCHHH IJIEKTPOHHOTO IOKYMEHTA.
IloaTeepxkaenne HanpaBiseTcsa B GopMe DIEKTPOHHOTO COOOTIeHHUS.

5. Opranuzanus oTOPaBKH JJOKYMEHTOB
5.1. TloaroToBka qOKyMEHTOB K OTIIPABKE.

5.1.1. K jokymeHTaM, OTHPABISEMBIM 110 JJIEKTPOHHOH ITOYTE, MPEXBABISIOTCS CIEIYIOLHe
TpeOOBaHUS IOKYMEHTBI TOTOBSITCS ¢ HOMOIIBIO TEKCTOBOro pemakropa Word mim TabiadHOro
penaktopa Exell ¢ ucnons3oBanuem mpudros Arial, Times New Roman u MOryT conepxkarb
rpadugeckue nzobpaxenus B popmate PDF, JPEG.

5.1.2. llpu oTnpaBke TOKYMEHTOB TIPE/IBAPHTENHHO IPOH3BOIMTCS IIPOBEPKA UX JIOCTOBEPHOCTH.
5.2. OrnpaBka JOKYMEHTOB 10 3NIEKTPOHHOM [IOYTE.

5.2.1. JloKyMeHTBHI, NOJJIe)Kallde OTIIPABKE [0 3JIEKTPOHHOM royYre, o0pabarspiBarOTCS U
OTNPABILIIOTCS B JIeHb MX IOCTYIUIeHUs JIM0O, KaK WMCKIIOUEHHE, He M03JIHee CIeAYIOIIEero
pabouero jHs.

5.2.2. JlocklnKa MIIH 3aMeHa paHee Pa30CiaHHOTO JIOKYMEHTa OCYIIECTBISETCS MO YKa3aHHIO
JIMIA, TOANHCABIIETO TOKYMEHT.

5.2.3. B onHOM 3NEKTPOHHOM COOOINEHWH, KaK MPaBHJIO, MEPECHUIAETCS OJUH JIOKYMEHT. B
Clly4ae, €ClM HeoOXOAMMO IIepeciarh HECKOJIbKO MOKYMEHTOB, OHH IOIJIEkKAT 00S3aTelbHOM
ymaxkoBke B apxuBax RAR umu ZIP. Jlokyment, oosemonm 6oiree 100 kbaiit, apxuBupyeTcs.

5.2.4. llepen oTmpaBKOH NOKyMEHTa IO 3NMEKTPOHHOM 10YTe HEOOXOMUMO IIPOBEPHTH €r0 Ha
HaJIu4Hue BUPYCOB.



5.3. C moMOmIBIO SIEKTPOHHOM MOYTHI OCYIIECTBISICTCS ONIepaTHBHAS Mepenada HHopMalniu B
BHJIC:

e TIPHKA30B U PaCIOPSIAKEHUH;

* YKa3aHW U IUCEM;

® 3JJIEKTPOHHBIX COOOIIEHHH;

e JIOKJIa/IHBIX U CIIYKeOHBIX 3alUCOK.

6. XpaHeHHe 3JIeKTPOHHBIX I0KYMEHTOB

6.1. Bce aNeKTpOHHBIE TOKYMEHTHI TOJKHBI XPAaHUThCS B TOM ke hopMaTe, B KOTOPOM OHH ObLIH
copMHpPOBAHEL, OTIIPABICHEI ¥ NOTYICHEL

6.2. Cpok XpaHeHUS dICKTPOHHBIX JIOKYMEHTOB JOJIKEH ObITh MEHEE IISATH JIET.

6.3. XpaHeHHe DIEKTPOHHBEIX  JOKYMEHTOB  JIOJDKHO  COIIPOBOXKIATBCA ~ XpaHEHHEM
COOTBETCTBYIOIIEr0 IPOrPAMMHOr0 00eCceYeH s, TO3BOIIIOIICI O HMETH BO3MOKHOCTE PAbOTHI €
3JIEKTPOHHEBIMH JKypHallaMH U JOKyMEeHTaMHu.

6.4. Obs3aHHOCTH XpaHEHHS YNECKTPOHHBIX JOKYMEHTOB Bo3nararoTcs Ha YuacTHukos O3]10.

6.5. Jlns BRIMOJHEHHs TEKYIqUX paboT MO BEJEHWIO 3NEKTPOHHBIX apxuBoB YudacTHHKH JJ10
Ha3Ha4YarT OTBETCTBECHHOE JTHIIO.

6.6. DIEKTpOHHBIC apXWBBI MOJJISKAT 3alllHTe OT HECAHKIIHOHHPOBAHHOTO JOCTYIA,
HEIpEIHAMEPEHHOT0 YHUYTOKEHHS W (HMJTH ) HCKAKCHHUS.

7. Obecneyenne HHPOPMANHOHHOH 0€30MACHOCTH YIeKTPOHHBIX J0KYMEHTOB

7.1. Cobmonenune Tpebopanwii WHQOPMATMOHHOW OE30MACHOCTH IPH  OpPraHU3alliH
3MEKTPOHHOrO JoKyMeHTooOopoTa obeciieduBaet:

e  KOH(DUIACHIHATLHOCTE HHPOPMALIUH (TIONYYIHTE JOCTYI K HHPOPMALUU MOKET TOIBKO
OIpeJIe/IEHHBIH KPYT JIUIT);

e IEIIOCTHOCTH IlepeaBaeMoi uHpopMaluu (rapaHTHPOBaHKUE, YTO JAHHBIC MIEPENAIOTCS
0€3 UCKaKEHUH M UCKITFOYAETCsl BOBMOXKHOCTB TTO/IMEHBI HH(OPMAIUHN);

e ayTeHTHQUKALMIO (KOrJa MepeaaBacMyr0 MH(OPMAIMIO MOKET IOTYYHTb TOJIBKO TO
JIML0, KOMY OHO IIpeIHas3Ha4yeHa, a OTIPABUTEIIEM SBIISIETCS HMEHHOIO TOT, OT YbEr0
HMEHH OHa OTIIPaBIIeHA).

7.2. Tpeboanus 10 wuHPOPMAITHOHHOH OE30MACHOCTH TPH OPTraHU3AIMH 3NIEKTPOHHOTO
JOKYMEHTO000pOTa peaM3yIOTCd ITOCPEJCTBOM IIPHMEHEHHS IIPOrPaAMMHO- TEXHHYECKHX
CPEJICTB ¥ OPraHHU3alHOHHBIX MEp.

7.2.1. K mporpaMMHO - TeXHHYECKUM CPEICTBAM OTHOCHTCSH:

e IPOrpaMMHLIE  CPEJCTBA, CHENHATbHO pa3paboTaHHbIE UL OCYIIECTBICHHSA
3NIEKTPOHHOTO TOKYMEHTO000POTa;



e cucTEMA Mapolied W MAeHTHMUKATOPOB JUlsi OTPAaHHYCHHS JOCTYNA IIOJIb30BATENIeH U
aIMHHHECTPATOPOB K TEXHHYECKUM H IIPOrPAMMHBIM CPE/ICTBAM CHCTEMBI JIIEKTPOHHOI'O
JIOKYMEHTO000pPOTa;

e IIPOrpaMMHO — allfliapaTHble CPEACTBA 3alIUThl OT HECAHKIIHOHHPOBAHHOIO TOCTYIIA;

e CpEICTBA 3alUTHI OT IIPOIPAMMHBIX BUPYCOB.

7.2.2. K oprasu3aiiioOHHBIM MepaM OTHOCSATCS:

e pasMelleHHe TEXHUYECKHX CPEICTB B MOMEIEHMAX C KOHTPOIHPYEMBIM JIOCTYIIOM;

e AJMHHHCTPATHBHBIEC OrPAHHUYEHHS JOCTYIIA K 3THM CPEJICTBAM;

e 3aJaHHE PEKMMA HCIONB30BaHMs IOJIL30BATEISIME H aIMHHHCTPATOPaMK [ApONich H
HICHTH(UKATOPOB;

e JIOIYCK K OCYIIECTBICHHUIO JOKYMEHTOO00POTA TONLKO ONPEIeICHHBIX JIHLL;

e TIOJUICPYKAHHE IPOTPAMMHBIX CPEJICTB B HCIIPABHOM COCTOSTHHH,

e 0Oyuenue pabotaukoB [ B0V,

e 3allUTa TEXHHWYECKHMX CPEIACTB O MOBPEXIAMOIIMX BHEIIHUX BO3/EHCTBHE (TOXap,
BO3/IEHCTBHE BOJIBI M T.II.)

8. 3akjIrouHTeIbLHbIE TI0JI0KEHUA.

8.1. Hacrosiiee nojoxeHHe BCTYIAET B AeHCTBHE ¢ MOMEHTA YTBEPIKICHHS OOIIMM cOOpaHueM
pabOTHMKOB M W3JaHHS COOTBETCTBYIOLIETO IIPHKa3a 3aBEIYIOIIEr0.

8.2. M3MmeHenus BHOCATCS B IOJOXKEHHE HE PeXke OJHOIO pasa B 5 JET H YTBEPKIAKTCH
npukasoM 3aseayromero 'OV,
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