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1. esn 1 3212491 OCBOEHUS M CIIUTIJINHbBI

Ilenv oOucyunaunvt — GoOpMHpPOBaHHE Yy OOYYAIONMIMXCS  HABBIKOB  O(QOpMIICHUS
OpraHU3aIlMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB C HCIIOJIB30BAHME TEKCTOBBIX PEAAKTOPOB U
OpraHu3aIy padoThl ¢ HUIMH, HEOOXOJUMBIX MPHU PEIICHUH 33]1a4 TPo(hecCHOHAIBHOMN 1eATeTbHOCTH.

3aoauu oucuyuniuHnwl:

— U3y4eHUe MpaBui 0(OPMIICHHS OpPraHU3alMOHHO-PACTOPSIUTEIBHBIX JOKYMEHTOB;

— U3y4YEHHUE METOJIOB OpraHU3aIuy padOThI C JOKYMEHTAMH B OPTaHHU3aIIUsAX

— W3yYeHHWE METOJOB OOCCICUeHUSI KOHTPOJsS U KOH(PUACHIUATHLHOCTH B CHCTEME
JIeTIONPOU3BOJICTBA OPTraHU3aIU;

— ¢QopmupoBaHWe YMEHUH ¥ HABBIKOB COCTABJISITH OpPraHU3alMOHHO-YIIPABICHYCCKUE
JIOKYMEHTBI, BECTH JICJIOBYIO TIEPETIHCKY.

2. IlepeyeHb IUIAHUPYEMBIX Pe3yJILTATOB 00y4eHH s MO AUCHUILINHE

B pe3ynbraTe 0cBOEHMS AUCHUILUIMHBI 00yYarOIUHCS JOIDKEH:

OCBOUTH KOMIICTEHIIHH:

OIIK-2. CnocoGeH ocymiecTBIsTh cOOp, 00pabOTKY M CTaTUCTUYECKHA aHAIN3 JTaHHBIX,
HEOOXOUMBIX JUIsl PELLICHHsI TOCTABICHHBIX S3KOHOMUYECKUX 3a/1a4.

Kon u conepxanne HHANKATOPOB KOMIIETCHIIUH:

HK.OIIK-2.3. Odopmiser Ha OCHOBE COOpaHHBIX JAaHHBIX  OpraHU3AIMOHHO-
pacropsauTeNbHbIE JOKYMEHTHI.

3HaTh:

— CUCTEMBI IOKyMEHTallU1, TpeOOBAaHUS K COCTABJICHUIO U O(OPMIICHUIO JJOKYMEHTOB;

— TOCYJapCTBEHHbIE CTaHAAPTHI B cepe 0(hopMIIeHUsI JOKYMEHTOB Ha OYMa)KHOM U
AIIEKTPOHHOM HOCHUTEJSIX, COCTaB PEKBU3UTOB IOKYyMEHTOB;

— mpaBmiia 0OPMIICHUS] PEKBU3UTOB OPTaHU3AIIOHHO-YIPABIEHUYECKUX JOKYMEHTOB, B TOM
qucie ¢ MPUMEHEHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;

— BHJBI OJIAHKOB, COCTaB PEKBU3UTOB OJIAHKOB, CXEMbI PACIIOJIOKEHUS] PEKBU3UTOB Ha
JIOKYMEHTE;

— COBpPEMEHHBIE CITOCOOBI M TEXHUKY CO3/IaHUS TOKYMEHTOB;

— COBPEMEHHbIE TEXHHUUECKHE CPEICTBA U MH(OPMAIIMOHHBIE TEXHOJIOTHH, UCIIOIb3yEeMBbIE TS
peleHsi KOMMYHUKAaTUBHBIX 33]1a4;

— MpoLeaypbl paboThl ¢ JOKYMEHTAaMH B OpraHU3aLUH.

Ymern:

— COCTaBJATH OJaHKH OPTaHWU3AIMOHHO-PACTOPSAUTENBHBIX TOKYMEHTOB W JIOKYMEHTHI,
IPOBOJIUTH AaHAIW3 IOJHOTHl HAJIMYUS B HHUX PEKBU3UTOB B COOTBETCTBHE C COBPEMEHHBIMHU
TpeOoBaHUSAMU K 0OPMIIEHHIO JOKYMEHTOB;

— paboTaTh C HOPMAaTUBHOW JOKyMEHTalueil B oOnacTé o(opMIeHHs OpraHU3alMOHHO-
pacropsANTENbHBIX JOKYMEHTOB U OPTaHU3AIH PaOOThI C HUMH.

Baajern:

— HaBBIKAaMU O(GOPMIICHHS OpPraHH3AIHMOHHO-PACTIOPSIIUTEIBHBIX JIOKYMEHTOB, HABBIKAMHU
oopMmiIeHHs [1eNOBOM MEpenucKky, HaBbIKaMH O(GOpPMIIEHUS JOKYMEHTOB JIMYHOTO XapakTepa B
TEKCTOBOM PEIaKTOPE;

— HaBBIKaMH Pa0OTHI C JIOKYMEHTaMH B OpTaHU3AIUAX.



3. MecTo aucuuniaunsl B crpykrype OII BO

JlucuuiuinHa OTHOCHUTCSL K 00si3aTelbHON 4acTh ydeOHoro muiaHa. M3ydaercst B 3 cemectpe
(ounas hopma oOyuenus), 4 cemectpe (ouHO-3a04yHas popma oOydeHus1), 1 Kypce (JeTHsSI ceccusi) —
3a04Hast popma 00ydeHHSI.

M3yueHre UCHMIUIMHBI OCHOBBIBACTCS HAa paHEe OCBOCHHBIX JUCIMILIMHAX/TPAKTHKAX:
BBEJICHUE B MPO(ECCHOHATBHYIO JESTEIBHOCTD, JCIIOBbIE KOMMYHUKAIIMH, TEOPHUS OPTaHU3alHUUA U
yIIpaBJICHUS.

V3y4eHne MUCIUTUIHHBI SBIISETCS OCHOBOM ISl OCBOSHUS MOCICTYIOIINUX TUCIUILIAH/TTPAKTHK:
yIpaBJICHUE  TEPCOHAJIOM;  TPOM3BOJCTBCHHAS  MpPAaKTHKA:  TEXHOJOTHYecKas  (IPOCKTHO-
TEXHOJIOTHYECKasi) MPAKTHKA; IPOM3BOACTBCHHAS MTPAKTUKA: TIPEAUILIOMHAS TPAKTUKA.

4. O0beM IMCHUIITHHBI
4.1. O0beM IMCUMIIMHBI B 324eTHBIX eIMHUIAX C YKa3aHHEM aKaJeMU4YeCKHUX
(acTpOHOMHYECKHX) YaCOB U BU/bI y1eOHOH padoThl

Bunsr yue6HOM paboThI Ounas 3aoyHas OuyHo-3a04Has
dbopma dbopma
o0OyueHus
OO0mas TpyIOEeMKOCTh B 3a4ETHBIX 3 3 3
eIMHHIIAX
OO61mas Tpy10€MKOCTh B 4acax 108 108 108
AynuTOpHBIE 3aHATHUS B 4acax, B TOM 50 12 40
YuUCIIe:
Jlexuun 16 6 16
[TpakTryeckue 3aHITUS 34 6 24
JlabopaTopHble 3aHATUS - - -
[IpakTUueckast mOArOTOBKA 16 2 12
CamocrositenbHass paboTa, B TOM 57,75 91,75 67,75
yrcie (B yacax):
dopma MPOMENKYTOUHOH aTTeCTAIHH 3aueT 3aueT 3aueT

4.2. O0beM KOHTAKTHOIi padoThl Ha 1 oOyuaroierocs

Buer yueOHBIX 3aHATHI Ounas 3aoyHas OuHO-3a04HAas
opma dbopma
oOyueHus

Jlexuuu 16 6 16
[IpakTrueckue 3aHATUS 34 6 24
JlabopatopHble 3aHITHIA — — —
Koncynpranuun - - -
3auer/3a4eThl 0,25 0,25 0,25
DK3aMeH/3K3aMEHEI - - -
KypcoBsie paboTsI - - —
KypcoBbie mpoeKThI - - -
Bceero 50,25 12,25 40,25




5. CoaeprxkaHue IMCUMIIMHBI, CTPYKTYPHPOBAaHHOE 10 TeMaM (pa3/esiam), ¢ yKazaHueM

KOJIMYEeCTBA YaCOB U BHIOB 3aHATHA
5.1 TemaTnuyecKkuii MJIaH y4eOHO U CHUNIHHBI

Temarnueckuii UIaH y4eOHOM TUCHUIINHBI (04Hasi popMa 00ydeHust)

HazBanme pas3acia, TEMbI

Bcero,
qac

AyIUTOpHBIE 3aHATHS

JICKII.

IIPaKT.

71a0.

CamocrosiTenpHast
pabora

YHupHUIUpOBaHHBIE
CUCTEMBI JIOKYMEHTAIIHH.
YHupuuupoBaHHast
cucrema
OpraHu3aIMOHHO-
pacnopsaIuTENbHON
JTOKYMCHTAIHH.
TpebGoBanust k OmaHKam
JOKYMEHTOB

12

O6mme npaBuiIa
oopMiIeHHST PEKBU3UTOB
OpraHHU3aIOHHO-
pacropsIuTeIbHbIX
JIOKYMEHTOB

20

CocraBnenune "
oopmIIeHHEe OCHOBHBIX
OpraHHU3aIOHHO-
pacTopsANTEITLHBIX
JTIOKYMEHTOB

27

16

10

[IpaBuna u  ¢opmsl
JIEJIOBOY MTEPENUCKH

14

CocraBiienue
JTIOKYMEHTOB
XapakTepa

JIMYHOI'O

Opranuzanus paboTsl C
JOKYMEHTaMHU

CocraBnenue
HOMEHKJIATYpHI Jell.
dopmMupoBaHue u
odopmiieHne el
IToaroroBka nen K
nepenaye Ha apXUBHOE
XpaHeHUe

Opranuzanus paboThI C
JOKYMEHTaMH,
CoJIeprKaIlMMH
KOH(UEHIHAbHbIE
CBEICHHUS

5,75

3,75

3ayeTr

10

10

UTOI'O

16

34

57,75




TemaTn4yeckuii NVIaH y4eOHOM AUCHHUILIMHBI (3a09Has ¢gopma 00yUeHHs )

Haszsanue paznena, Tembl

Bceero,
qJac

AyIuTOpHBIE 3aHATHUS

JICKII.

IPAaKT.

J1a0.

CamocrosgrenpHas
pabora

YHuunupoBaHHbie
CUCTCMbI JOKYMCHTAIIUU.
YHuudunupoBanHas
cucremMa
OpraHU3alMOHHO-
pacrnopsAIuTENbHON
JOKYMEHTALUU.
TpebGoBanust k OmaHkKam
JIOKYMEHTOB

12

0,5

0,5

11

O6mmue npaBuiIa
oopMIICHUST PEKBU3UTOB
OpraHu3aIMOHHO-
pacTopsANTEIHLHBIX
JOKYMEHTOB

15

13

CocraBienue 31
odopmIIeHHEe OCHOBHBIX
OpraHU3aIOHHO-
paciopsAMTEIbHBIX
JIOKYMEHTOB

16,5

1,5

13

IIpaBuna u  ¢dopmbl
JIEIIOBOY MTEPENUCKH

12,5

0,5

11

CocraBienue
)IOKYMGHTOB JIMYHOT O
Xapaktepa

12

0,5

0,5

11

Opranuzanus paboTsl €
JOKYMEHTaMHU

12

0,5

0,5

11

Cocrapienue
HOMEHKJIaTypbl JIelI.
dopMupoBaHue u
odopmiieHne Jel.
IToaroroBka nen K
nepefadye Ha apXUBHOE
XpaHEHNE

12

0,5

0,5

11

Opranmsanus padoThl C
JOKYMEHTaMH,
CoJIeprKaIlMMH
KOH(UEHIHAbHbIE
CBEJICHHUS

11,75

0,5

0,5

10,75

3auer

UTOI'o

91,75




TemaTn4yeckuii IIaH y4eOHOM 1M COMIIMHBI (04HO-3204Has opMa 00yUeHHs1)

Haszsanue paznena, Tembl

Bceero,
qJac

AyIuTOpHBIE 3aHATHUS

JICKII.

IPAaKT.

J1a0.

CamMocrogrenpHas

pabora

YHuunupoBaHHbie
CUCTCMbI JOKYMCHTAIIUU.
YHuudunupoBanHas
cucremMa
OpraHU3alMOHHO-
pacrnopsAIuTENbHON
JOKYMEHTALUU.
TpebGoBanust k OmaHkKam
JIOKYMEHTOB

12

O6mmue npaBuiIa
oopMIICHUST PEKBU3UTOB
OpraHu3aIMOHHO-
pacTopsANTEIHLHBIX
JOKYMEHTOB

22

10

CocraBienue 31
odopmIIeHHEe OCHOBHBIX
OpraHU3aIOHHO-
paciopsAMTEIbHBIX
JIOKYMEHTOB

25

12

12

IIpaBuna u  ¢dopmbl
JIEIIOBOY MTEPENUCKH

12

CocraBienue
JIIOKYMEHTOB
Xapaktepa

JJUYHOI'O

Opranuzanus paboTsl €
JOKYMEHTaMHU

Cocrapienue
HOMEHKJIaTypbl JIelI.
dopMupoBaHue u
odopmiieHne Jel.
IToaroroBka nen K
nepefadye Ha apXUBHOE
XpaHEHNE

Opranmsanus padoThl C
JOKYMEHTaMH,
CoJIeprKaIlMMH
KOH(UEHIHAbHbIE
CBEJICHHUS

5,75

3,75

3auer

10

10

UTOI'o

16

24

67,75




5.2. ConepixaHue TUCHUNIHHBI

Tema 1. YHuduuupoBaHHble CHCTEMbI JOKYMEHTANWH. YHH(PUIUPOBAHHAS CHCTEMA
OPraHU3alMOHHO-PACTIOPSANTENbHON JOKYMeHTAaluK. TpedoBaHus K OJIaHKaAM IOKYMEHTOB

YHuUKanusa JOKyMeHTOB. Y HU(MUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAUH. JJOKyMeHTallmOHHOE
obOecrieueHre ympaBiIeHUs (IerIonpous3BoacTBO). JlokyMeHT. biaHku JOKYMEHTOB, WX CIOCOOBI
HU3TrOTOBJICHUA. @OpMaTBI JIUCTOB 6YMaI‘I/I, HCIIOJIB3YCMBIC IJId U3TOTOBJICHUA 0J1aHKOB. Tp€6OBaHI/I$I K
OylaHkaM JTOKyMEHTOB mnpeanpusitusi. [lons G1aHKOB HOKyMEHTOB. Bubl pacroyioxkeHus peKBHU3UTOB
3aroJ0BOYHOM YaCTH JOKYMEHTA.

Tema 2. O0mue npaBwia  odopmMieHHS  PEKBH3MTOB  OPraHU3AINMOHHO-
pacnopsINTeIbHbIX JOKYMEHTOB

Opranu3aloHHO-PACIIOPSTUTEIBHBIE TOKYMEHTHBI, COCTaB UX PEKBH3UTOB. TpeOoBaHMS K
0(hOpPMIICHHIO PEKBU3UTOB JIOKYMEHTOB:

01 — lNocynapctBennsiit repd Poccuiickoit denepannu;

02 — rep6 cyowekra Poccuiickoii deaeparum;

03 — smOema opraHu3aIy WIK TOBAPHBIN 3HAK (3HAK OOCITY)KUBAHMS);

04 — xom opraHuzaIuy;

05 — ocHOBHOI1 rocynapcTBeHHbIN peructpanronHsii Homep (OI'PH) ropuamueckoro numa;

06 — uneHTH()UKAIMOHHBIM HOMEP HAJIOTOIUIATEIBINNKA/KO MPUYMHBI TIOCTAHOBKH Ha Y4YeT
(MHH/KIII);

07 — kox popMBI TOKYMEHTA;

08 — HanMeHOBaHUE OPraHU3ALINY;

09 — cnpaBouHbIe TaHHBIC 00 OpPraHU3aIUY;

10 — HanMeHOBaHUE BUIA JOKYMEHTA,;

11 — nara noKyMeHTa;

12 — perucTpanmoHHBIN HOMEP JOKYMEHTA;

13 — ccplika Ha PErUCTPAIIMOHHBIN HOMEP U 1aTy TOKYMEHTa;

14 — mecTO coCTaBJICHHS WM U3aHUS JOKYMEHTA,

15 — angpecar;

16 — rpu¢ yTBepKICHUS JOKYMEHTA;

17 — pe3omtonus;

18 — 3aromoBOK K TEKCTY;

19 — oTMeTKa 0 KOHTpOIIE;

20 — TeKCT JIOKYMEHTA,

21 — oTMeTKa O HATMYHH MPUIOKECHHUS,

22 — MOJINUCH;

23 — Tpud coriacoBaHHs JOKYMEHTa;

24 — BU3BI COTIIACOBAHUS JOKYMEHTA;

25 — OTTHUCK I1€YaTH;

26 — OTMETKa 0 3aBEPEHHUH KOIUH;

27 — oTMeTKa 00 MCIIOJIHUTEIIE,

28 — oTMeTKa 00 UCIIOJIHEHUH JTOKYMEHTA U HAIIPaBIEHUU €T0 B JIENIO;

29 — OTMEeTKa O TIOCTYIICHUH IOKYMEHTA B OPTaHH3AITHIO;

30 — uneHTU(UKATOP PMEKTPOHHON KOIIMH JOKYMEHTA.

Tema 3. CocraBiienne U 0(popMiIeHHE OCHOBHBIX OPraHM3ALMOHHO-PACIOPSIAUTEIbHBIX
JOKYMEHTOB

Bunbl opraHn3annoHHO-PACIIOPSINTENBHBIX JTOKYMEHTOB, X Ha3HadeHue. COCTaB M IpaBuila
oopMIIEHHS PEKBU3UTOB OCHOBHBIX OPraHU3allMOHHO-PACHOPSAUTENbHBIX JOKYMEHTOB: MPHUKA30B,
pacropshKeHUH, MOJIO0KEHUH, MpaBW, UHCTPYKLUUH, MPOTOKOJIOB, aKTOB, JOKJIAAHBIX U CIY)KEOHBIX
3aIllUCOK, KOHTPAKTOB, O(PUIHAIBHBIX JOBEPEHHOCTEH, CIIPABOK.



Tema 4. IlpaBuiia u GpopMbl 1€J10BOH NepenucKH

JlenoBasi mepemnucka, ee BHIBL. Bumbl muceM Kak 00OOIIEHHOE Ha3BaHUE PA3JIMYHBIX I10
COJICPKAHUIO JOKYMEHTOB, IIE€PECBUIAEMBIX IO Io4YTe. biIaHK mHuCbMa, COCTaB €ro PEKBU3HUTOB.
TpeboBanus1, npeabsaBiIsieMble K TEKCTY UCbMA. BapuaHThl 000POTOB TEKCTOB PA3JIMYHBIX ITHCEM.

Tema 5. CocraBjieHue JOKYMEHTOB JIMYHOT0 XapaKTepa
[TpaBuiia oopMIICHHS JOKYMEHTOB JIMYHOTO XapaKTepa: 3asBIICHUs, pe3toMe, aBToonorpadum,
paCIKCKH, TUYHOMN TOBEPEHHOCTH.

Tema 6. Opranuzanusi pa6oThbl ¢ JOKYMeHTAMHU

OOpaboTka MOCTYNAaIOMUX JOKYMEHTOB, XapakTepuctuka ee dTamoB. (OOpaboTka
OTIpaBIseMbIX  JTOKyMEHTOB. @DopMmbl perucrpanuu JOKyMeHTOB. llpumepHbli  mepeyeHb
HEPErUCTPUPYEMBIX JOKYMEHTOB. TeXHOJIOTMH OOpabOTKM BHYTPEHHHX JOKYMEHTOB. KOHTpOIb
MCIIOJTHEHUS IOKYMEHTOB.

Tema 7. CocraBileHHe HOMEHKJATYpbl Jej. DopmupoBanue u odopMieHHe [el.
IToaroroBka fen K nepeaaye HaA apXUBHOE XPaHeHHUe

HeoOxomumocts kiaccupukanud AOKYMEHTOB. Jlemo Kak COBOKYMHOCTh JOKYMEHTOB.
[Tpu3Haky TpynnupoBKU JOKYMEHTOB B Aena. Haznauenne HomeHkiatypsl fen. CoctaB ee pas3ziesnos.
Hymepamusi 3aroioBkoB el BHYTPH pa3felioB HOMEHKIATypbl. OCHOBHbIE NpaBuiia pabOTHI C
HOMEHKJIATYpOU JIEIT.

TpeboBanus, mnpenbsBisgeMmble K ¢opmupoBanuo jaen. OdopmieHue OOJIO0KKUA Jena.
Hasnauenne apxmBa mnpennpusarus. IIponecc omnpeneneHuss KOHKPETHBIX CPOKOB —XPAaHEHHS
TOKyMeHTOB. CpoKH XpaHeHHUs JOKyMEHTOB. lIlpaBuiia JOMONHUTENBHOTO OQOPMIICHHUS [E,
OTOOpaHHBIX Ha apxuBHOE XpaHeHue. OdopmiIeHHE 3aBEpUTEIHLHOTO JIMCTA Jiea, ONMMCEeH Ha TPYIIIbI
JIeJ, aKTa Ha YHUYTOKEHHE JIeTT.

Tema 8. Opranmsanusi paGoTbl ¢ JOKYMEHTAMH, COAepKAIMMHU KOH(HUAeHIHATbHbIE
cBeJleHus!

[Tpuniuns! obecriedyeHnss KOHGHUIESHIIMATLHOCTH HH(OPMAIMKM B CUCTEME JIeNIONPOU3BOICTBA.
Omnpenenenue cekpeTHOCTH JAOKyMeHTa. (OCHOBHBIE TPOOJEMBI  OpPraHU3alMM  CEKPETHOTO
JIEJIONIPOU3BO/ICTBA.

5.3. [IpakTuyeckasi MOAroTOBKa
5.3.1. ITpakTH4ecKasi NOATr0TOBKA (04Has (popMa 00yUeHusl)

Kon, wanpaBsnenue, | HaumenoBanue quctmmianasl | KonnyecTBOo 9acoB MUCHUIUIMHBI, peanu3yeMble B
HaANPaBIEHHOCTh (hopMe pakTUIeCKON OATOTOBKH
Beero | Cemectp 3 CemecTp ..
Jlexumu | IIp.3an. | JIab.p.
38.03.01 Dxonomuka | JIOKyMEHTallMOHHOE 16 — 16 - - = | -
- OKOHOMHKA | OOCCIIEUeHNE  NeATETHhHOCTH
ousHeca OpraHu3alyu
Kon WNunukatop | CopepskaHue 3aJaHus Ha Uucnno 4acoB MPakTUUECKOU MOATOTOBKU
KOMIIETEHLIMM | KOMIIETEHLIUH MPaKTUYECKYIO Bcero Jlekumn | Ilpakr. | Jlab.pad
ITOJATOTOBKY I10 3aHATHUS
BBIOpaHHOMY BHIY
JIESATEIIbHOCTH
OIIK-2 HK.OIIK-2.3 | Odopmuth 16 - 16 -
OpTraHu3aIoOHHO-
paciopsIUTENbHEIC
JIOKYMEHTBI




5.3.2. IlpakTHYecKas NOATOTOBKA (3a04Hasi popMa 00yueHus)

Kon, wanpasnenue, | HanmenoBanue auciumiviabl | KonndecTBO 4acoB AMCHUILIMHBL, peaM3yeMbie B
HAaIpaBJICHHOCTh (hopMe PaKTUIECKOH TOATOTOBKH
Bceero | Kypc 1 (met. ceccust) CemecTp ..
Jlexmmm | Ilp.3an. | JIa6.p.
38.03.01 Dxonomuka | JIokyMeHTAIMOHHOE 2 - 2 - - -] -
- HKOHOMHKA | 0OeCredeHHe JeSITeIbHOCTH
OusHeca OpraHM3aIuu
Kon Wunukarop | Copepkanue 3aaHus HA Yucio 4acoB MPaKTHYECKOW MTOATOTOBKH
KOMIIETEHIIMM | KOMIETEHIIUN MIPAKTUYECKYIO Bcero Jlexum | Ilpaxt. | Jlab.pab
MOJITOTOBKY 10 3aHATUS
BBIOpPAaHHOMY BHTY
JIeSITeTIbHOCTH
OIlIK-2 HK.OIIK-2.3 | Odopmuth 2 - 2 -
OpraHMu3aIMOHHO-
pacnopsiIUTENbHBIE
JIOKYMEHTBI
5.3.3. IlpakTHyecKas NOAr0TOBKA (04HO-3204Hasi popma o0yUeHHs)
Kon, wanpasnenue, | HaumenoBanue qucuumiabl | KomuyecTBO 4acoB AMCIMIUIMHBL, peaju3yeMble B
HAIpaBJICHHOCTh (hopMe PaKTUIECKOM TOATOTOBKH
Bcero | Cemectp 4 CemecTp ..
Jlextum | [Ip.3an. | Jlao.p.
38.03.01 Dxonomuka | JlokyMeHTaIMOHHOE 12 — 12 — — — —
- 3KOHOMUKAa OGCCHC‘ICHI/IG ACATCIIBHOCTHU
Ou3Heca OpraHu3aINH
Kon Wunukarop | Coxepxanue 3aiaHus Ha Yuciio 4acoB MPaKTHYECKON MO OTOBKH
KOMIIETEHIIUN | KOMIIETCHIMH HPaKTHYECKYIO Bcero Jlekumu | Ilpakr. | JIab.pab
MOJITOTOBKY IO 3aHATHS
BBIOPaHHOMY BUJTY
JeSTeIbHOCTH
OIlIK-2 HK.OIIK-2.3 | Odopmuth 12 - 12 -
OpraHMu3aIMOHHO-
pacnopsiIATENbHBIE
JOKYMEHTBI
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6. MeToanyeckne MaTepuasbl 1151 00y4aIOIHUXCS 10 0CBOEHMIO TN CIMILIMHBI
6.1. CamocrosiTeibHAsI pa®oTa 00y4aIoIUXCs 110 TUCHUIIHHE

CamocrosiTesibHAasi padoTa 00y4arommxcsi o JUCIHUIIIMHE
(ounasi popMma 00yueHHs)

Ne Pa3nen (Tema) 3aganue Yacobl MeToanueckne ®opma
n/n AUCUHMITUHBI PeKOMeHAalu 110 KOHTPOJISt
BbIIIOJIHEHHUIO 32/ 1aHUS
1 | Yuuduuuponanusl | OhopMuTh 6 N3yuuth MaTepHuaibl |YCTHBIM  OIpoC,
e CHCTEMBI | OJIaHKH JEKUUH, JUTEepaTypy IO [BBIIOJIHEHHE
JOKYMEHTAIUH. JIOKyMEHTOB npoOseMaTuke TUIIOBBIX
YHaudunupoBanHa 3a1aHUI
s cucrema
OpraHU3aIOHHO-
pacropsauTeIbHO
W JTOKyMEHTaluU.
TpebGoBanus K
OnmaHKam
JOKYMEHTOB
2 | O6mume mnpasmia | OpopmMHTh 8 N3yuuts marepuaisl [YCTHBI — ompoc,
oopmienus PEKBU3UTHI JEeKIUH, JUTepaTypy IO [MUChMEHHBIH
PEKBU3UTOB JOKYMEHTOB npobiieMaTuke o11poc,
OpraHu3alMOHHO- BBINIOJIHEHHE
pacnopsAUTEIbHBI THUTIOBBIX
X IOKyMEHTOB 3a1aHUI
3 | CocraBnenue u | Odpopmuts 10 N3yuuts Mmarepuaisl |YCTHBII  onpoc,
oopmienue OpraHU3alMOHH JEKUUH, JIATEpaTypy IO [TUChbMEHHBIN
OCHOBHBIX o- npo0ieMaTrke orpoc,
OpPraHMU3alOHHO- | PACIOPSAANUTEID BBITIOJTHEHHE
pacnopsAUTENbHbl | HbIE THUTIOBBIX
X JIOKYMEHTOB JIOKYMEHTBI 3aaHui
4 | IIpaBuia u ¢popmel | OPopMUTH 8 N3yunts MaTepuaibl |YCTHBIM  OIpOC,
JIEJI0BOM pa3Hble  BHIBI JEKUUH, JIATEpaTypy IO [IMCbMEHHBIN
MepenucKu JIEJIOBBIX npo0ieMaTrke orpoc,
MHACEM BBITIOJTHEHHE
THUTIOBBIX
3aJaHuN
5 | CocraBnenune Odopmuts 4 N3yuuts Mmarepuaisl [YCTHBI — Ompoc,
JIOKYMEHTOB JOKYMEHTBI JeKUUH, JUTepaTtypy IO [TUCHbMEHHBIN
JUYHOTO JIMYHOTO npobiemMaTuke orpoc,
Xapakrepa Xapakrepa BBITNIOJTHEHHE
TUIIOBBIX
3aaHui
6 | Opranuzanus IToaroroBurscs 4 N3yuuts MaTepHaibl |YCTHBIM  OIpPOC,
paboThl C|K JEKIUH, JHUTEpPATypy MO [MHCHbMEHHBIN
JOKYMEHTaMu TEMAaTHYECKOMY npobiemMaTuke onpoc, JOKIaj,
KOHTPOJIIO [pe3eHTaIMs
7 | CocraBieHue Odopmutsb 4 N3yuuts MaTepuaibl |YCTHBIM  OIpOC,
HOMEHKJIATypBl JOKYMEHTBI IO JEeKIUH, JUTepaTypy IO [MHCbMEHHBIH
Jen. dhopmMupoBanu npoOieMaTuKe ompoc,  JIOKJIa,
dopmupoBaHue WU | 10 A€I pe3eHTalus
odopmiieHue aer.
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IloaroroBka nem x
nepenaye Ha
apX1BHOE
XpaHEeHHE
8 | Opranu3zamnus Odopmuts 3,75 | U3yunts marepuaisl [YCTHBII — ompoc,
paboThI C | IOKyMEHTBI, JEeKIUH, JUTepaTypy IO [MUCbMEHHBbIH
JTOKYMEHTaMH, coJieprKaliue npobiemMaTuke omnpoc, JIOKJIaj,
CoJiepKALTUMHU KOH(ueHI AN Hpe3eHTalus
KOH(HUIECHIINATIbH | bHBIC CBEACHUS
b€ CBEJICHUS
3auet [loxroroBurscs 10 N3yuuts marepuaisl (3a4eT
K 3a4eTy JEeKIMHA, JUTeparypy Io
npobiemMaTuke
Hroro 57,75 -
CamocrosiTesibHasi padoTa 00y4ar0IIUXCs 110 JUCHUIIIMHE
(3ao0uHas popma o0yUeHus1)
No Pa3nen (Tema) 3ananue Yacel MeTtoanueckue ®opma
n/n AUCUMITUHBI peKoMeHIalNH 110 KOHTPOJIsSA
BBINIOJIHEHHUIO 32/1aHUSs
1 | Yauduuuposanusl | OdopMuTh 11 N3yuuts Matepuaibl |KoHTposibHas
e CUCTEMBI | OJIaHKHU JEeKUUH, JuTeparypy 1o [paborta
JOKYMEHTAIUH. JIOKyMEHTOB npoOiaemMaTuke
YHuduuupoBanHa
o cucrema
OpraHU3aIOHHO-
pacropsuTeIbHO
W JTOKyMEHTaluH.
TpeboBanus K
OsaHKaM
JOKYMEHTOB
2 | O6mme mpasmina | OpopmMHTH 13 N3yuuts marepuaisl [KoHTposibHas
oopmienus PEKBU3UTHI JEeKUUH, JuTeparypy 1o [paborta
PEKBU3UTOB JIOKyMEHTOB npoOiaemMaTuke
OpraHU3aIOHHO-
pacropsuTeIbHbI
X TOKYMEHTOB
3 | CocraBnenue u | OpopmMuth 13 N3yuuts Marepuaisl |[KoHTposbHAs
odopmieHne OpraHu3aIuOHH JIEKIWA, JIUTEepaTypy To [pabora
OCHOBHBIX o- npobiemMaTuke
OpPraHMU3alOHHO- | PACMOPSANUTEID
pacropsUTeIbHbl | HbIE
X TOKYMEHTOB JOKYMEHTBI
4 | IlpaBwia u popmsl | OhopMuUThH 11 N3yuuts Mmarepuaiisl [KoHTposbHas
JIETIOBOM pa3HbIE  BUABI JIEKIWA, JIUTEepaTypy TIo [pabora
MEPENUCKU JIeTTOBBIX npobiemMaTuke
TUCeM
5 | CocraBnenue Odopmuts 11 N3yuuth Matepuaibl [ KoHTpobHas
JTOKYMEHTOB JTOKYMEHTBI JEKIHHA, JUTeparypy 1Mo [paboTa
JIMYHOTO JUYHOTO npobiemMaTuke
Xapakrepa Xapakrepa
6 | Opranuzanus ITogroroButhes 11 N3yuuts MmaTepuaisl [ KoOHTposibHas
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paboThI C|K JeKUui, JUTepaTypy 1o [pabora
JOKYMEHTaMHU TEMaTHYECKOMY npobiemMaTuke
KOHTPOJIIO
7 | CocraBiieHue Odopmuts 11 N3yunth Matepuaibl [ KOHTpobHas
HOMEHKJIATYPHI JOKYMEHTBI TIO JEKIHHA, JuTeparypy Mo [padboTa
TeI. hopmMupoBaHH npoOJeMaTUKe
dopMHpOBaHUE W | IO A€l
odopmiieHHe Je.
ITogroroska men x
nepenaye Ha
apXHBHOE
XpaHeHue
8 | Opranu3zamnus Odopmuts 10,75 | U3yuuth Mmarepuaibl [KoHTposbHas
paboThI C | AOKYMEHTBHI, JeKIUH, JuTeparypy 1o [paborta
JTOKYMEHTaMH, coziepKaIme npobiaemMaTuke
coJiepKalIuMU KOH(UIeHIHAT
KOH(HIECHIINAIbH | bHBIC CBEACHHS
bI€ CBEJICHHS
Hroro 91,75 —
CamocTosiTesibHAs1 pa00oTa 00YUYAIOLIUXCS 110 TUCHUIIIMHE
(ouHO-3204Has opMa 00yUeHHUs)
Ne Paznen (Tema) 3ananue Yacsl MeToauueckue dopma
n/m AUCHHUILTHHBI PeKOMeHIALUH 110 KOHTPOJISA
BBINIOJIHEHUIO 32/1aHUS
1 | Yaudumuposanusl | OpopmMuth 8 N3yunth Matepuaibl |KoHTposibHas
e CHCTEMBI | OJIaHKH JEeKIMHA, JauTeparypy o [paboTa
JTOKYMEHTAITHH. JIOKyMEHTOB npobiemMaTuke
YHupuurpoBaHHa
o crcremMa
OpraHu3alMOHHO-
pacropsauTeIbHO
U JOKyMEHTAlLlWH.
TpebGoBanus K
OnmaHkaM
JTIOKYMEHTOB
2 | Obmme mpasuna | OpopmMutrs 10 N3yuuts Mmarepuaisl [KoHTposbHas
odopmiieHus PEKBU3UTHI JeKUud, JuTeparypy 1o [pabota
PEKBU3UTOB JTIOKyMEHTOB npobiemMaTuke
OpTaHU3aIMOHHO-
pacropsuTeIbHbI
X TOKYMEHTOB
3 | CocraBnenue u | Odbopmuth 12 N3yunts Matepuaiiel |[KOHTposbHAs
oopmienue OpraHu3alMOHH JEeKIMHA, JuTeparypy 1o [pabota
OCHOBHBIX o- npo0ieMaTrke
OpPraHU3aIMOHHO- | PacHopsIUTENb
pacropsINTEIbHBI | HBIE
X TOKYMEHTOB JOKYMEHTBI
4 | IIpaBuna u ¢popmel | OGopMHUTE 9 N3yuuth Matepuaisl [ KoHTponbHas
pi (N (0):10) pasHble  BHJBI JEKIMHA, JuTeparypy Mo [paboTa
NEPENUCKU JIETTOBBIX npobiaemMaTuke
UCeM
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5 | CocraBieHue Odopmutpb 5 N3yunte nurepatypy mno [KoHTposbHas
JOKYMEHTOB JOKYMEHTBI npobiemMaTuke pabota
JUYHOTO JUYHOTO
Xapakrepa Xapakrepa

6 | Opranuzanus [ToaroroBurscs S) N3yuuts sareparypy mno [KoHTtposbHas
paboThl C|K npoOJeMaTUKe pabota
JOKYMEHTaMHU TEMaTHYECKOMY

KOHTPOJIIO

7 | CocraBiieHue Odopmuts S) W3yuurs nureparypy 1o |KoHTposbHas
HOMEHKJIATyphl JIOKYMEHTBI 10 npobiieMaTuke pabota
Jell. (dhopmMupoBanu
dopmupoBaHuEe U | 10 €T
odopmiieHHE Je.

[ToaroroBka nen k
nepeaaye Ha
apXUBHOE
XpaHEHHE
Opranuzanus Odopmutp 3,75 | U3yuutes nutepatypy mo [KoHTposibHas
paboThI C | JOKYMEHTBHI, npobiieMaTuke pabota
JOKYMEHTaMH, coJieprKaliue
COZIEPKAILNMU KOH(UIECHIHAT
KOH(UISHIMABH | bHBIE CBEJICHHUS
bl CBEJICHUS
3auer [oaroroButkes 10 N3yuuts MaTepuaibl 3a4eT
K 3a4eTy JEeKIMHA, JUTeparypy Io
npo0iieMaTrKe
Hroro 67,75 —
6.2. TemaTuka u 3a1aHus ISl IPAKTHYECKHUX 3aHATHI

Tema 1. Opopmienue 6J1aHKOB JOKyMEHTOB

Tema 2. OpopmieHre peKBU3UTOB IOKyMEHTOB

Tema 3. OgopmiieHre OCHOBHBIX OpraHU3alMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB

Tema 4. OpopmieHne AeT0BbIX THCEM

Tema 5. OopmiieHrEe TOKYMEHTOB JTMYHOTO XapakTepa

Tema 6. TexHonoruu o0pabOTKU BXOASIINX, HCXOSIIMX U BHYTPEHHUX JOKYMEHTOB OpraHU3alluu
Tema 7. CocraBienue HOMEHKIATYphl aen. Odopmienue ren

Tema 8. Cneun(bmca O(bOpMHCHH}I JOKYMCHTOB, COACPIKAIIUX KOH(bI/IIICHI_II/IaJ'ILHLIC CBCACHUA

6.3. TemaTnka u 3a1aHus 1151 JJa00PATOPHBIX 3aHATHIA
He mpenycmorpeno
6.4. Metoanyeckue peKOMEHIAUMU VI BHITIOJTHEHUSI KYPCOBBIX PadoT (IPOEKTOB)

He mpenycmorpeno
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7. IlepeyeHb OCHOBHOM M 10NIOJIHUTEIbHOM JIUTEPaTypPbl, HE00X0AMMOM 1JIs1 OCBOCHHUS
AUCHUILIHHBI (MOIYJIsT)
a) OCHOBHas:

1. beixora, T. A. JlokyMeHTalIMOHHOE OOecIieueHue yrpaBieHus (AeIOPOU3BOACTBO) : yueo.
nocobue / T.A. beikosa, T.B. Ky3uerosa, JI.B. Cankuna ; oz o6, pea. T.B. Ky3uernosoit. — 2-e uzn.,
nepepad. u gqon. — M. : UHOPA-M, 2018. — 304 c. + [Jon. marepuainsl [DIEeKTPOHHBIH pecypc;
Pexxum moctyna http://www.znanium.comy.

2. Ilanacenko, 0. A. Jlenonpou3BOJCTBO: JTOKYMEHTAIMOHHOE OOECleYeHUe YIPaBICHUS:
Y4yebHnoe mocobue [InexTponusiii pecypc| / Ilanacenko FO.A., - 3-e uzn. - M.:PUOP, UHOPA-M,
2016. - 112 c. - (BO: bakanaspuar) http://znanium.com/catalog.php?bookinfo=542773

3. boxenko, C.B. J[lokymeHTallmoOHHOE oOOeCmedYeHue yhpaBieHus: Yy4deOHOoe mocobue
[DnexTponnsiit pecype] / C.B. boxenko. — Kocrpoma: MU3n-Bo Koctpom. roc. rexnon. yu-ta, 2011. —
94 c. — snexTpoHHas OuOIHOTEKA.

4. Poroxun, M.IO. JlokyMeHTaIMOHHOE OOCCIICUCHUE YIPABICHUS : YYeOHO-TIPAKTHUECKOE
nocooue / M.IO. Poroxun. - Mocksa ; bepnmun : Jlupexr-Menua, 2014. - 384 c. - [DnekTpoHHBIH
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253704

5. TOCT P 7.0.97-2016. HamumonameHblii crangapt Poccwmiickoit ®epeparuu. Cucrema
CTaHAapToB 1o uHPopManuy, OUOIMOTEUHOMY U U3JaTeNbCKOMy neny. OpraHuzalnoHHO-
pacniopsiauTeNbHas JOKyMeHTarusl. TpeOoBanusi K O(OPMIICHHIO JOKYMEHTOB. — [DJIEKTPOHHBIH
pecypc]. — Pexxum moctyma: http://www.consultant.ru

0) OonoHumMeNbHAAL:

1. Bpeckuna, H.B. OcHoBbl aenonpomsBozactBa : ydeOHoe mocobue / H.B. Bbpeckuna ;
MunucrepctBo obpazoBanuss u Hayku Poccuiickoit ®epepanuu, denepanbHoe TOCYIapCTBEHHOE
aBTOHOMHOE 00pa30BaTENIbHOE YUYPEKJIEHHE BBICHIETO MpodeccuoHaIbHOro obpazoBaHusi «CeBepo-
KaBkasckuil ¢penepanbbiii ynusepcuter». - Crasponois : CKDY, 2015. - 123 c¢. — [DnexkTpoHHBIH
pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=457881

2. Kysnenos, N.H. Jlenonpoun3BoactBo : yuebHo-cipaBoyHoe nmocobue / .H. Ky3nenos. - 6-¢
u3., mepepad. u gor. - Mocksa : M3gaTenbcko-Toprosas koproparus «Jlamkos u K°», 2014. - 460 c.
— [Anexrponnsriii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=452846

3. Kupcanosa, M. B. CoBpeMeHHOE 1e70TTpon3BoACTBO: YueOHoe mocodue / M.B. Kupcanosa;
Poccuiickas Axagemus roc. ciyx0sl nipu [Ipesugente PO (PATC). - 4-e uzn. - M.: HUL[ UHOPA-M,
2014. - 312¢. — [Dnextponnsiii pecypc]. - URL: http://znanium.com/catalog.php?bookinfo=395921

4. OcHOBBI Aenomnpou3BoAcTBa: YueOHoe mocobue / A.M. Acanues, .M. Muponosa, E.A.
Kocapesa, I'.I'. Bykosuu. - M.: HUIl UH®PA-M, 2014. - 144 c. — [OnexTponHsiii pecypc]. - URL:
http://znanium.com/catalog.php?bookinfo=443541

5. ApacnanoBa, B.A. JlokyMeHTaImoHHOE OOecrieuyeHHe YIpaBiIeHUs : y4eOHO-TIPaKTHUYECKOe
nocobue / B.A. ApacnanoBa. - Mocksa : Jlupext-Meaua, 2013. - 240 c. - [DaexTpoHHBINA pecypce]. -
URL.: http://biblioclub.ru/index.php?page=book&id=137706

6. FTOCT 7.32-2001. MexrocynapcTBeHHBIH cTaHaapT. CHcTeMa CTaHAapTOB MO0 HH(OpPMAIIHH,
6ubnMoTeyHOMY U M3AaTeNbCcKoMy Aeny. OTueT o HaydyHO-HCClIeoBaTeNbCKoil padote. CTpykTypa u
npaBuiia opopmiieHus. — [DneKTpoHHbIH pecypc]. — Pexxum moctyma: http://www.consultant.ru

7. boxenko, C. B. JlokyMeHTHpOBaHHE YIPABICHUYECKOW JEATEIBHOCTU : Yy4el.-METO..
nocobue [Dnextponuslii pecypc] / C. B. boxxenko. — Koctpoma: M3a-Bo KocTpoM. roc. TexHoI. yH-Ta,
2016. — 17 c. — snekTpoHHas OMOIUOTEKA.
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8. IlepeueHb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH « UHTEpHETY,
HEe00XO0AUMBIX /ISl OCBOCHMS M CHHUILTHHbBI

NudopmanuonHo-o0pa3oBare/ibHbIE PeCypChl:
1. bubmunorexa 'OCTos. Bce TOCThsI, [ DnekTponHsiii pecypce], URL:http://vsegost.com/

DJIeKTPOHHBbIE OUOJIMOTEeYHbIE CHCTEMBbI:

1. OBC «Jlanbpy;

2. OBC «YHuBepcurerckas 6ubaroreka onliney;

3. OBC «Znaniumy;

4. CpaBo4HO-TIpaBoBbIe cucTeMbI «KoHCynbTaHT», «['apanTy.

OdunuanbHble CAlThI (MHTEPHET-UCTOYHUKH):

Kypnan «/lenonpousBoAcTBO» [DneKTpoHHBIA pecypc]. - Pexum  gocryma:
http://www.top-personal.ru/officework.html?37

LlenTp KOMIIETEHIIMM IO BOIPOCAaM JOKYMEHTAIIMOHHOTO OOECIeueHusl yIpaBlIeHUs U
apXHMBHOTO Jiena [ DIeKTpoHHbIH pecypc]. - Pexxum goctyna: http://www.edou.ru

DOneKTpoHHbIE O(UCHBIE CUCTEMBI [DNEKTPOHHBIM pecypc]. - Pexum pocryna:
http://www.eos.ru

Cucrema »JIEKTPOHHOTO JTOKYMEHTO000poTa [DNeKTpoHHBIN pecypc]. - Pexxum gocryma:
http://www.naudoc.ru/info/regulation_acts/?article=151

9. OnucaHue MaTepUATBLHO-TEXHUYECKOI 0a3bl, HE0OXO0IMMOIi /IIs1 OCYIIeCTBIEHUS
00pa30BaTeIbHOTO NpoLecca Mo JUCHUIIIMHE

B 3aBucuMocCTH OT pacniucaHus 3aHATHIM Ha TEKYIIUI y4eOHBIN IO 3aHATHSI MOTYT IIPOXOIUTH!

- nexkiuonHele — B aya. 331, 325, 319, 303, 302, 231, kaxnmas M3 KOTOPBIX OCHAIIEHA
MYJIbTUMEAWIHBIM MPOEKTOPOM, M HACTEHHBIM JKpPAaHOM, B TEPBBIX JIBYX HMEETCS OE3TMMHTHBINA
UHTEpHET, 30Ha Wi — fi;

- mpaktudeckue — B ayz. 204, 203, 205, 206. Aymuropun 205, 206 ocHameHbl KOMITBIOTEPAMH C
o(HCHBIM MakeToM (10 8 B KaXJ10i), MyJIbTUMEAUHHBIM NTPOEKTOPOM, HACTEHHBIM 3KpaHoM. Mmeercs
Oe3MMMUTHBII UHTEpHET, 30Ha Wi — fi;

- caMOCTOsTeNIbHas paboTa — B YUTAJIBHOM 3ajie TJIaBHOT'O KOpITyca, B KOTOPOM MMEIOTCS
17 nocamounbix MecT, 6 kommbioTepoB (5 s uurateneit, 1 JUIs COTpYIHHKA); OC3ITMMHTHBIM
UHTEepHET, 30Ha Wi — fi, 2 mpuHTepa, | KONUpOBaNbHBI amnmapar.

Heo6xoanmoe mporpammHoe obecnieueHne — oducHbId maker. CrenuaibHOE JTUIEH3MOHHOE
POTPaMMHOE 00ECTIeYeHNE HE HCITOIB3YETCSI.
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