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1. Odmue nomoskenns
1.1 Hacrosimee TTOJIOKEHHE periamMeHTHpyeT JeATeNbHOCTE OubnHoTeKn

MBOY «Enmusockag CpeaHAs mKoma No2 umenu epos Cogetckoro Corosa I .C.Kysnemnogay
(manee — o6pasosarenpaas OpraHu3anus).

1.2. Hacrosmee momoxenue paspaboTaHo B cooTBeTCTBHH DeziepallbHBIM 3aKOHOM OT
29122012 Ne 273-®3 «O0 oOpaszoBauuu B Poccuiickoii Qenepanun», npukasom
Muukynbtyper Pocenu ot 08.10.2012 Ne 1077 «O6 yTBepxnennn llopsaka yuera
AOKYMEHTOB, BXOOSIIHX B cocTaB  OHMOIMHOTEeYHOrO boumay ¢ YYETOM IIHCBEMA
Munobpasosanns Poccnn ot 23.03.2004 Ne 14-51-70/13 «O Ipumeprom nonoxenun o
Oubmnoreke 001eobpaszoBatensHOro YUPEKICHHS

1.3. bubimorexa spiseres CTPYKTYPHBIM I10JIpa3iecHueM 00paszoBaTepHOIM OpraHu3aITiHu,
CO3JaHHBIM B 1Lensx obecrneueHms lpaBa y4aCTHHKOB 00pa3oBaTelbHOrO npoiecca Ha
OecrnatHoe MosTB30BaHMe 6H6HH0TeqHO—HthopMauHOHHmMH pecypcamu.

1.4. Tlopsinox mons3oBammg HCTOYHHKaMU HHQOPMANNK, TepedeHb OCHOBHELX YCIyT H
YCIOBHS MX NPEOCTABIICHHS ONpeNesroTCs HACTOAIIMM MOJIOKEHHEM O GHOIHOTeKe 1

HPaBUIaMK MONb30BaHust GHOIHOTEKOIE, YTBEPAKICHHBIMU PYKOBOJUTEIIEM 06pasoBaTe/bHOl
OpraHU3aIHy.

1.5. Opranmzanus 00CITy KHBAHUS YIACTHHKOR obpazoBarenbHOrO IpOLecca IPOU3BOIUTCS B
COOTBETCTBHH C NPaBHIIAMH TEXHHKH OesonacHocTH W IPOTHBONOXKAPHBIMH, CAHUTAPHO-
THIHCHUYECKUMH TPeOOBaAHHSIMY.,

2. eun, 3aaa4n, GyHkunu 6ubanoTexn



2.2, 3ajagamy GUOIHOTEKH 06Pa30BATENHHON OPTaHN3alHit ABIAOTCA:

o ObecrcueHHe YIACTHHKOB 00Pa3oBATENLHOIO MpoLecca A0CTYIIOM K uH(opMaLUH,
sHAHMSM, WAEAM, KyJIBTYPHBIM IEHHOCTSM  HOCPEACTBOM HCII0JIb30BaHMs
6ubIHoTeuHO-HHGOPMAIHOHHBIX PECYPCOB o6pa3oBaTe/IbHOM OpraHU3alun;

« TIpUBIEYEHHE  OOyYAIOmMXCH K CHCTEMATHYECKOMY — YTCHHIO  yueOHOI,
XY0’KECTBEHHOH, Hay4HO-TIOIYIAPHOM IUTEPaTyPhIL

e COJEHCTBHE PA3BUTHIO [I03HABATEIBHBIX HHTEPECOB 1 crocoOHOCTE 00y arOIIMXC;

e 00ydeHHe OCHOBAM 616 IMOTeYHO-01OIorpad HUeCKOM TPaMOTHOCTH;

e cOneiicTBHE MEJarorndecKuM pabOTHHKAM B noabope Hay4HO-METOHYECKOH
UTepaTyphl, HHGOPMHPOBAHHE O HOBBIX MOCTYTLICHITIX B OUOIHOTEUHBIH QOHI;

e+ COBEpIIEHCTBOBAHHME MPEIOCTABISCMBIX EUOIHOTEKOH YCIIyT Ha OCHOBE BHEPCHHUS
HOBBIX HMH(OPMAIMOHHBIX TEXHONOIMH U KOMIIBIOTCPU3ALIH OuOIMOTETHO-
HHPOPMAIHOHHBIX [IPOIECCOB, dopMupoBanure KOMPOPTHOH OuOIMOTEYHON CPE/IbL.

2 3. Bu6IHOTEKA BBITOIHIET CICTYIOMHE (yHKIHH:

2.3.1. @opmupyer (OHA UG IHOTEUHO-HHPOPMAIIMOHHBIX PECYPCOB obpazoBaTeNbHOM
OpraHu3aliu:

e KOMIUIEKTYET OCHOBHOH ()OH] yueOHBIMH,  XY/I0XKECTBCHHBIMH,  HayIHBIMH,
CIIPABOYHBIMH, [1€arOTHIECKHMH M HAYYHO-TIOMY IAPHBIMH JIOKYMEHTaMH;

e ydYacTBYET B KOMIUIEKTOBaHHH CTIENHATH3NPOBARHOTO dona yaeOHHKaMU U3 YHUCIa
BXOTSIMX B (pelepaibHbIii repeueHb yIeOHHKOB, JIOMYIEHHBIX K MCIIOIB30BAHUIO
[IpH peali3alii HMEIOIHMX oCy1apCTBEHHYIO aKKpe/UTAalIO 00pa3oBaTe/IbHbIX
[porpaMM  Ha4aJbHOIo 001Iero, OCHOBHOTO — ODINETO, CPEIHErOo obmero
obpazoBaHust, U y4eOHbIMH OCOBMSIMH, JOMYIICHHBIMH K HCIOIB30BAHUIO TIPH
peaTM3aliy yKa3aHHLIX 00pa30BaTebHBIX MPOTPAMM:

¢ aKKyMyJupyeT (OHJ JOKYMEHTOB, CO37aBacMbIX B oOpa3oBaTe/IbHON OpraHu3aliy
(mybnukanuit ¥ padoT Me1aroros oOpa3oBaTeNbHON OpraHu3alyu, JIyHImnX
HayuHBIX paboT H pepepaToB ydammxes u Ip.);

e OCYIIECTBISET Pa3MElICHHE, OPraHU3aLMIO 1 COXPAHHOCTD JIOKYMEHTOB;

e oOprammsyer M BeleT crpaBodHO-OHOMMOrpadhuIecKHi  amlmnapar:  KaTajord
(achaBUTHBIH, cHcTeMaTHUeCK i), KapTOTeKH (CHCTEMAaTHYECKYHO KapTOTCKY
craTeil, TeMaTMUYECKHEe KapTOTEKH), 3MEKTPOHHBI Katajor, Oasbl JaHHBIX IO
npo o 06pa3oBATEIBLHON OPraHu3aIlHH.

2.3 Ocy1mecTBIseT A depeHIHpOBAaHHOE oubIHOTEYHO-HH(POPMALIMOHHOE
ob6cnyKuBaHie 00y JarOIAXCs:

e IpenocTaBIsieT HHOPMALMOHHBIC PECYPCHI Ha pa3THYHBIX HOCUTEIAX;

e opranusyer OOyucHHe HaBbIKaM HE3aBHCHMOTO OUOIHOTEYHOrO MOJIB30BATEI U
noTpe6uTens nHAOPMAIMH, COJCHCTBYCT HHTCTPALlH KOMITJIeKca 3HaHHH, YMEHHH
11 HABBIKOB Pa00ThI ¢ KHHTOH 1 HHOpMALUEN:

« OKa3bIBaeT MH(POPMAIMOHHYIO TOIEPKKY B PCIICHHH 3a/1ad, BO3HMKAIOMIUX B
npouecce  yueOHON, camMooGpa3oBaTenbHO M JIOCYTOBOH  EATETHHOCTH
00y4arommxCs;

e OpraHu3yeT MAacCOBbIE MEPONPHATHA, OpPMEHTHPOBAHHBIC HA Pa3BUTHE oOuieit u

YHTATEIbCKOH KYJILTYPBI THIHOCTH;



* CONCHCTBYeT MENArOrHYeCKMM pabOTHHKAM B OpraHM3aluuM oOpa30BaTeIbLHOTO
npolecca  Jocyra 00ydJaromuxcs.

23.3. OcymiectriasieT mapdepeHIEpOBaHHOE OubaHOTeUHO-HHDOPMAIIHOHHOE
00cCIIyKHBaHHE MEIArOrHYeCKHX pabOTHHKOB:

* BBIIBIACT HH(OPMALIMOHHBIE TOTPEOHOCTH | YOBIETBOPSET 3aIPOCH], CBS3AHHBIC C
00y4eHHEM, BOCTTHTAHHEM O0YYarOIIMIXCS;

* CONCHCTBYeT NPO(ECCHOHATLHOW  KOMIICTEHIIMH  II€JJarOroB,  HOBBIMICHHIO
KBaIM(DUKALMH, [IPOBEICHHUIO ATTECTALINH;

* OCYWICCTBIACT TeKyllee HH(OPMUpOBaHHME (JHH HHPOPMAIMH, 0O30pPEI HOBBIX
NOCTYIUICHHH W 1Ty OITHKAIiif);

* CHOCOOCTBYET NPOBENCHUIO 3aHATHH 10 (OPMHPOBAHMIO HH(OPMALHOHHO
KyJIbTY bl 00yHatomuxcst, spasercst 56a30ii [ist IPOBE/IEHNs TPAKTHIECKHAX 3aHSTHIT
10 pabdoTe ¢ HHGOPMAIMOHHBIMH PECYPCaMH.

2.3.4. OcymecTBaser nuddepenmposantoe OubIMOTEUHO-HH(DOPMAIIMOHHOE
ofcity)xuBanue poauTesei (3aKOHHBIX TIPe/ICTABUTENEH) 00y YaIOmUXCs:

* YAOBJICTBOPAET 3aIIPOCHI I0Jb30BaTe el H HHYOPMHUPYET 0 HOBBIX HOCTYILICHUSIX B
Onbnmorexy;

* KOHCYIBTHPYET II0 BOIPOCAM OPraHH3alMl CEeMEHHOr0 YTEeHHs, 3HAKOMHT C
uH(popManreit 10 BOCIIHTAHUIO JCTEiH;
* KOHCYJBTHPYET 110 BOIIPOCAM yUYeOHBIX H3JaHHH U1 00y YaroIHxcs.

3. Opranmsanus AesTe/ILHOCTH OHOIHOTEKH

3.1. OOmee pyKOBOACTBO JEATEIBHOCTHIO OHOIHOTEKH OCYIIECTBIIAET PYKOBOIHTEIH
00pa3oBaTeIbHON OpraHu3aLuHy.

3.2.  HemocpeacTBeHHOE  PYKOBOACTBO  GHOIHOTEKOM OCYIIECTBIISIET  BeNYIIMI
Oubnnorekapb, KOTOPBIA HA3HAYAECTCS PYKOBOUTEEM 00pazoBaTeNbHOM OpraHu3aIyn.

3.3. Bexymmuit GuGiroTeKaph HeCeT OTBETCTBEHHOCTH B Npenenax cBOed KOMIIETEHIIHH 3a
OPTaHH3alHIO H PE3YIILTATHI ICATEIbHOCTH OUOIHOTEKH.

3.4. Bemymmii OuOnHoTeKaph paspabaThIBaeT W NPECTABILET PYKOBOJIUTEITIO
00pa3oBaTeNbHOH OpraHM3aluy Ha yTBEPIKIACHHE CJIEIYFOIIHE JIOKYMEHTBHI:

* TONOKEHHE 0 OUbIMOTEKe, TPABUIIA OJB30BAHUS OGUOIHOTEKOI;
e IUIAHOBO-OTYETHYI) JOKYMEHTAIUIO.

3.5. B coctaB 6uGnHOTEKH BXOINT:

o a0oHEeMeHT;

e YHTaJLHBEIN 34T,

* 0OTJEI Y4eOHHKOB;

* oTien HHpOpMaMOHHO-0uGIHorpaduUeckoil paboTsI;
* MeJuMareKa.



3.6. bubnuoreyno-uHpOpPMALMOHHOE 0OCITYKHMBAaHHE OCYIIECTBISETCS B COOTBETCTBHH C
IIaHaMu paboThl OHONMMOTEKH U PeKUMOM PaboTEl 06pa3oBaTeILHON OpraHu3aIUH.

3.7. Pesxxnm paGoThbl OMOIMOTEKH ONpe/esAeTes BEAYIMM OHOINOTEKAPEM C YUETOM PeXuMa
padoTsI 0bpasoBatenbHON opranusaiuu. OJMH pa3 B MECSIL [Pe/lyCMATPUBAETCS CAHUTAPHbIIL
JIEHb, B KOTOPBIH 00C1yKUBaHUE MOJIB30BATENCH HE IPOU3BOUTCS.

4. Yuer mocTyniieHusi H BbIOLITHSA J0KYMEHTOB OHOIHOTEYHOT0 PoHIA
4.1. Ilpuem nokymenToB B (oA OMOIHOTEKH BKIIOUYACT CJIC/IYIOLIHE OTIEPALIHH:

* CBEpKa IOCTYIUICHMH € NEPBMYHBIM YUETHBIM JOKYMEHTOM (HakIagHas, akT),
BKJIFOYAIOIMM CIIMCOK MOCTYIHUBIIHUX JTOKYMEHTOR;

e COCTaBJI€HME MEPBMYHOIO YUYETHOIO JIOKYMEHTa JUIS TOCTYIUIEHHH  Oe3
COIIPOBOJHTENIBHON TOKYMEHTAITHH;

* PETHCTpalHs MOCTYNHBIIMX JOKYMEHTOB B PEIHCTPax CyMMapHOro, IpyIIoBOro u
unauBuayansaoro yuera (I'OCT 7.0.93-2015 «bubnuoreunsrit ¢pouj. Texnomorus
(hopMHUpOBAHUS»).

4.2. Ilpm mnomomHeHMH OCHOBHOrO OuONIMOTEYHOro (OHIA HEOOXOAMMO COOJIIOIATH
Tpebosanus DenepanpHoro 3akona ot 25.07.2002 Ne 114-d3 «O muporuposeiicTBUM
BKCTpeMHCTCKOﬁ JACATCIIBHOCTH ». I[OKYM@HTLI, BK/IIOYCHHLBIC B IEPEUYECHB SKCTPEMHCTCKHX
MaTepHalIoB, IPHOOPETATh 3alPEIEHO, IIPH BRIIBICHUN UX B (OH/I€ — H3BIMATh U3 JOCTYIIA.

4.3. Yyet u obpaboTka 1oKkyMeHTOB OubOHoTeuHOTrO QoH 1A,

4.3.1. Vuer u 06paboTKa JOKyMEHTOB OCHOBHOTO (DOH/Ia OCYIIECTBIIACTCS HHINBHLY AIbHBIM
c110codoM. CBBHEHHH 0 IIOCTYHUHMBIIUX ME€YAaTHBIX JTOKYMEHTaX BHOCATCAI B ((KHHFy
CYMMAPHOTO YUETa JIOKYMEHTOB OCHOBHOTO (hOHIIa».

[TocTynuBmmM JIOKyMEHTaM INPUCBAMBAIOT HMHIAWBUIYAJIbHBIH DPErHCTPAIIMOHHEIA HOMEP
(MHBEHTapHBIA HOMEP WIIM MHOM 3HAK, NPHHATBIA B KAaUyeCTBE PErMCTPAIIHOHHOTO HOMEpA,
CHUCTEMHBII HOMep 7151 3JIEKTPOHHBIX JJOKYMEHTOB) H IH(P XpaHEeHH.

Perucrpanmonsele HomMepa ¥ MmHQPBl OTMEUYAIOT B PETHCTPaX HHIMBH/IYATBHOIO yueTa
JOKYMEHTOB — HHBEHTApHOH KHUTe, KAPTOTEKE PErUCTPAIMU T'a3eT, JKypPHAIOB, YUeTHOH Oase
JTAHHBIX.

Bce 9K3eMIUIApBl NPHHATHIX M3AaHMH mTeMnenorores. [lltemmens ¢ HauMeHOBaHHEM
00pa3oBaTebHON OpraHM3alMK JIO/DKEH OBITh MPSIMOYTONLHOH (GOpMBI, pasMepoM He
Oonbiie yem 1,5x4 cm.

[IItemnens crapurest Ha 00OpOTE TUTYIBHOIO JIMCTA (IIPH OTCYTCTBUHM TUTYJIBHOI'O JIMCTA —
Ha TIEPBOH CTPAHHIIE TEKCTA [10]] 3arjlaBueM), Ha 1 7-# cTpaHMIle 10/ TEKCTOM B JIEBOM HUKHEM
yrity H Ha 0o0opoTe Kaxaoro mpunokenus. Ha Oponnopax M KypHajzax IITEMIENTs CTABUTCS
TOJIBKO Ha 00JIOMKKE WK Ha IIEPBOM CTPaHUIIE TEKCTA.

Cocras ocHOBHOTO (poHa PUKCUPYETCs B KAPTOUYHOM an()aBUTHOM KaTaiore, B 3EKTPOHHON
0aze TaHHBIX OHMOIHOTEKH.



4.3.2. Vuern obpaborka CICIHATM3HPOBAHHOTO (hOHIA. Crenmanusupopann s tbonn
YIHTBIBACTCS H XPAHHUTCS OTACITBHO OT OCHOBHOTO 6ubmoreunoro dona.

Yuer nokymenTton CHELHATM3HPOBAHHOTO (OH/A, KAk MHOTOIK3EMILIAPHOH JHTepaTypEL,
OCYIIECTBIIICTCA IPYIIIOBEIM CIIOCOGOM I OTpakaeres B « Kuure cymmaproro yuera y4eOHOro
honaa» u B kaproTeke PETHCTPALHOHHBIX KapToyek.

PACCTaBNIAOTCA B yueTHy 0O KapTOTeKy 110 KJ1accam, a BHyTPH KJIaccos — o andasuTy hamunuit
dBTOPOB WM  3ariaBuit. J[js KOHTPOJISL 32 COXPaHHOCTBIO  yYeTHpIX KapToyek OHH
perucrpupyrores B « Xyprane PETACTPALlY YYETHBIX KAPTOYEK yUeOHHKORY,

Texnuueckas o6pa6orka AOKYMEHTOB [IPE/y CMaTPUBAET CIICAYIONHE OIEpaIHn;

* MPOCTABJICHHE HA KaKIAOM JTOKYMEHTe ITeMnens OHOIHOTEKH B COOTBETCTBIM C
IyHKTOM 4.3.1 HacTosmero MTOJIOJKEHHS
* HSIOTOBIEHME W IIpUKpemeHHe K AOKYMEHTY macrnopra yuyeGHuKa. ITacmopr

Y4eOHHKA NpHKICHBaeTCS Ha focie et crpanuie yueGHmKa. 3amoHsercs pH
BbIIaY€ YHTATETIO.

Yuer CICNHAM3MPOBAHHOTO (hoH 1A [IpellyCMaTpUBAET OTpaykeHHE €ro COCTaBa B CIPaBOYHO-
Oubnuorpadmueckom armapare OMOIHOTEKH, B TOM YHCIIe B SICKTPOHHOM Oa3e naHHBIX.

4.4. BriObITHE AOKYMEHTOB OUOIHOTeYHOrO (ounna.

OHJA, BKJIOYAIOT B TOM YuCiie BETXOCTb, NE(EKTHOCTh, ycTapenocTh Mo COJIEPIKAHHMIO,
yrpaty. Hckirodenue mokymenrta us bubmmotreuroro Qonna IIPOBOJUTCSL HA OCHOBAHHH
AHaIH3a cocraBa OUGIHMOTEUYHOrO (onya u pesynsraros ero NPOBEPKH,

4.4.2. Tlon Berxocthio AOKYMEHTa IIOHEMAOT Pe3yJbTaT ecTECTBEHHOTO CTApEHUs] HIIU
(usuyeckoro u3noca JIOKyMEHTa.

4.4.3. Tlog nedektHOCTHIO AOKYMEHTA MOHHMAIOT YacTHYHYIO MM HOJIHYIO  yTpary
PKCILTYaTallMOHHEIX Ka4YeCTB JOKYMEHTA B Pe3ynbTaTe BHELIHETO BO3ACHCTRIS.

4.4.4. Tlox ycrapenocrsio 1o CONCPIKAHHUIO NIOHUMAIOT MOTEPI0 aKTYalbHOCTH TEMAaTHKH,
MONTBEPKIAEMYIO  OTCYTCTBHEM CIpoca  uuTatened,  HeBOCTPeGOBAHHOCTHIO B
II€PEpaCTIpE/IETICHNH U peanu3anuy.

CoOTBeTCTBHE ¢ [lopaakom yuera AOKYMEHTOB, BXOISIIHX B COCTAR GHOIHOTETHOrO (honna
YTBEPAKIOCHHBIM MTPHKA30M Munky sty ps1 Pocenn ot 08 ] 0.2012 Ne 1077.



4.47. BpiopitHe JOKYMEHTOR OHOIHOTEYHOTO (oHma TPOH3BOJMUTCS B pPE3yIbTATE HX
CIIMCAHMS KOMHCCHEH, CO3JaHHOH PyKOBOIHUTEIEM 00pa3zoBaTe/IbHOM OpraHu3atyy.

4.4.8. Vrunuzanus CIHCAHHBIX JIOKYMCHTOB 6ubmmoreunoro (oHaa MPOU3BOAMUTCH B
COOTBETCTBHH C 3aKOHOIATEILCTBOM Poccuiickoii Pesepanni.

5. IIpoBepKa A10KYMEHTOB oubamnoTeunoro gonaa

5.1. ITnanosas mpoBepKa JIOKYMEHTOR 6UOIMOTEIHOTO (POH/IA TTPOBOUTCS C HEPHOTITIHOCTHIO
OJMH pa3 B IIATHJIET Ha OCHOBAHHH rpaduka TPOBEPKH, YTBEPIKACHHOrO BEIYIIHM
oubIHoTEKapeM

57, BuemiaHoad TpOBEpKa JOKYMEHTOB pubnuoteyHoro (QoHza MNTPOU3BOAMTCS B
00s3aTeTEHOM MOPSJIKE:

TIpH TIOCTYIITIEHUH HOBBIX TOKYMEHTOE B (ponn;

[py BbISABIEHHHA (AKTOB XHILCHHA, 310ynoTpeGIIeH S WK [TOPYH JTOKYMCHTOB:

B ciyuyae CTUXHMifHOro OeJCTBHA, TOKapa Wil Apyrux ype3BBIYAITHBIX CHTYAIHH,
BBI3BALHBIX YKCTPEMAIbHBIMHU YCIOBHAMH,

[IpH pEOPraHU3allMH UM JMKBAIAIHHA 00pazoBaTe/IbHON OpraHu3alUH.

53 Tlo wroraM MPOBEPKH BeyIlHM OHOIMOTEKAPEM COCTABIIACT AaKT. Eciu Kakue-To
JIOKYMEHTBI OTCYTCTBYIOT TIO HeyCTaHOBJIEHHOH NPUYHHE, TO K aKTy MPHKIA/BBACTCS HX
CIIMCOK., B KOTOPOM (HKCHPYIOTCS CBEJICHHS O KOJMICCTEC JOKyMEHTOB OHOJIMOTEYHOTO
donma B HAIMYMM M KOIHMYCCTBC OTCYTCTBYIONMX JOKYMEHTOB, B TOM HHCIE IO
HeyCTAHOBJIEHHOH npuunie. B akre Takike yKasbIBaeTCH HOMEp M Jara aKTa MpebIyIeH
TIPOBEPKH.

5.4. Tlposepka OHOIMOTEUHOTO donna Ha HamMuMe IOKYMEHTOB, BKJIOUCHHBIX B
denepanbHpIil CHHCOK IKCTPEMHUCTCKUX MaTepuaioB, OIyOIMKOBAHHBIH Ha o(HUIHATEHOM
caiite MuHUCTEPCTBA FOCTHIIHH Poccuiickoit @ejepalyi, TPOBOJUTCS B COOTBETCTBHH C
OTIEJILHBIM JIOKaJIbHBIM aKTOM oOpazoBaTeNbHOM OpraHu3alluy.

5.5. Tlpu BbIBJIEHHH B TIpolECCe IPOBEPKH QoHga OTCYTCTBYIOMMX JOKYMEHTOB H
HEBO3MOYKHOCTH yCTQHOBICHUS! BHHOBHBIX JIMI yOBITKH 10 HEJ0CTa¥yaM CIMCBHIBAIOTCA B
COOTBETCTBHMH € JEMCTBYIOIIHMM 3aKOHOAATCIILCTBOM.
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