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If you want to build a ship, don't drum
up the women and men to gather wood,
divide the work, and give orders.
Instead, teach them to yearn for the

vast and endless sea. www.volunteer-center.org

Antoine de Saint-Exupery, The Wisdom
of the Sands



Increase the quality and quantity of
Wh at We DO volunteers in Westchester and Putnam.

Nonprofits

X

Corporations
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Today’s Objectives

0 Key elements of a successful volunteer
program

0 Avoiding unnecessary risk

o How to gain the most out of The Volunteer
Center services

O Set up preferences for next topic we cover
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Key Elements of a Successful
Volunteer Program

o Assess Agency Volunteer Needs and
Capacity

o Develop Job Descriptions, but Leave
Flexibility

Create Program Policies and
Procedures |
Create a Marketing (Recruitment) Plan |~ 1,
Interview to Ensure a Good Match
Provide Adequate Training

Keep Them Engaged

Recognize Them!

Evaluate

O

O O O O O 0O
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Key Elements of a Successful Volunteer Program
Volunteer Needs Assessment

0 Keep it mission-focused
0 Look at areas that can be improved

O Logistics & Capacity —-When & where
(enough chairs and computers?)

O Client Needs - ask them!

0 Long-term and short-term goals

o Plagiarize

O Attitudes - Support from the top down
o Risk Management
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Key Elements of a Successful Volunteer Program
Volunteer Needs Assessment

Take 1.5 minutes
to write down all
the roles
volunteers can play
in a driver
program.
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Key Elements of a Successful Volunteer Program
Volunteer Needs Assessment

O
O
O

Drivers
Speakers Bureau

Special Events

m Planning, set-up, registration, media/VIP watchdog, children’s
crafts, face-painting, etc.

Friends Programs

m All ages (Kids for Wish Kids)
Advocacy Volunteers
Pro-Bono Consulting Work

m Marketing, Financial, Strategic Planning, Technology Planning,
Graphic Design, Writers, Photographers, Video Editor, Web
Designers, Project Development

Partnership Council/Advisory Council

Support
m Office, database, phones, mailings
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Key Elements of a Successful Volunteer Program
Creative Job Descriptions

o Title

O Duties & expectations

o What is the Need/Goal of position

O Training

O Supervisor

O Time Commitment

o Qualifications: skills, minimum age etc.
O Location

O Security, background, health screening
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Key Elements of a Successful Volunteer Program
Policies and Procedures

0 Dress code

0 Criminal Records and DUI’s

o Minimum hours and times, absentee rules
0 Screening and risk management

0 Record-keeping and evaluations

o Confidentiality

O Supervision, grievances and termination
O Insurance coverage

o Equal opportunity
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Key Elements of a Successful Volunteer Program
Interviewing and Screening

O You do not have the same
restrictions as staff interviews.
Ask what you really need to know

O Better to say "no” now than fire
later

Don’t catch warm-body syndrome
Be flexible

Background checks & references
Google searches
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Key Elements of a Successful Volunteer Program
Training

Orientation vs. training
On-the-job vs. formal

Use as screening tool

Remember to focus on the mission
Include overview of fundraising activities

Questions your volunteers should know how to answer:

= What is one story that has touched you personally about the
agency?

What does your agency do?

What is the need that the agency serves?

What does the agency spend their money on?

How can I get more involved?

O OO 0O O 0

The Volunteer Center of United Way (914) 948-4452 www.volunteer-center.org




Key Elements of a Successful Volunteer Program
Recruitment

o The Volunteer Center, One-Stop-Shopping:
m Online:www.volunteer-center.org

m Special postings: Youth Volunteer Guidebook, National
Connections Online, LoHud.com

m Media: special features

m Specialized Volunteers
o Volunteer Internship Program
o Board Bank

o Experienced Volunteer Executives and Professionals,
Job Readiness, Board Resource Team

m E-Newsletter goes out to over 6,500 people each month

o Other Recruitment: NY State, national etc.
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Key Elements of a Successful Volunteer Program
Keep Them Engaged

o Worst thing you can do
is to have nothing for
them to do

0 Don’t underestimate
their value

o Give feedback — good and co'structive

o Remind them how important they are
to the mission

o Communicate expectations
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Key Elements of a Successful Volunteer Program
Recognize and Moftivate Them

Affiliation: likes to help
people, have friendly
contact with others

Achievement: wants to
accomplish goals,
make things more
efficient

Influence: likes to
impact, influence, lead

and advise
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Key Elements of a Successful Volunteer Program
Recognize & Motivate Them, Cont

o Affiliation Volunteers like:
m Lunches, teas, social time (RSVP luncheon)
m Birthday cards
m Greeted by name

o Achievement Volunteers like:
m To know impact of their work

m See results and how effected the mission
m Work on tasks with marked goals

o Influence Volunteers like:
m Awards: Volunteer Spirit Awards - Someone Special
m Introduction at events
m Badges & uniforms
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Key Elements of a Successful Volunteer Program
Evaluation

o Short-term, longitudinal, statistical analysis,
comparative study, subjective, observation,
anonymous

o Evaluate: volunteer performance, program success,
client satisfaction

o Measuring impact vs. numbers

III

o What would help “sel
board member

your program to a funder or

O The estimated dollar value of volunteer time in NY is
$28.52/hour for 2009 (Independent Sector)

0 Look at studies from other nonprofits
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Register with The Volunteer Center

3 The ¥Yolunteer Center, of United Way - Microsoft Internet Explorer

Eile  Edit Wiew Favorites Tools  Help

“VOLUNTEER
FCENTER

b0 faars f‘ Ih.fﬂf}?'lg Mmmigérf Jéd}g

B A T

News/EventsfAnnouncements

Sign Up For Emails with
the Latest Volunteer = Join Owr Great Team! Job Openings

Options The Yolunteer Center has a wonderful team of staff and volunteers. We are
Hewyuard(z) o currently seeking to fill three positions: Executivie Director, Coordinator, Cormemunity
Enter email: Qutreach; and Manager, Yoluntear Mavigation.
City & Stat — | | Read more...
i ate or Zip Code ©
Tips for Volunteering During the Holidays
bist Caring peaple all over Westchester and Putnam want to keep the holidays in
Istance

perspective by helping others. This is a wonderful way to share the joy ofthe season,

View our Most Recemt ’ . -
and to make the experience even hetter, here are afew holiday volunteer tips...

E-Newsletter

Search | Hands0On
NLTWORK

We Are Moving Our Office, Nowvember 19-23, 2009!

The Yolunteer Center will he moving to a new office late in Movember. %ou will find us
at a heautiful Mack-Cali building at 220 White Plains Road, Tarrytown 10591 You will
still be able to reach us an our main line, 914-948-4452 We look forward 10 seeing
yau at aur newy harme!

< i | >
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Objectives

0 Understand the tools and resources
available to you through the Volunteer
Center

O To be able to create a profile for your
organization and create volunteer job
postings

0 To be able to use the website to
communicate with and manage your
volunteers
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The Volunteer Center Resources

0O 1-800 Volunteer

m An
Vo

m VO
op

national, online database which links
unteer Centers across the county

unteers can use it to search for service
portunities in their area, manage their

placements and track their hours

m VO

unteer groups can use it to manage their

membership and refer themselves as a group

= Nonprofit organizations can use it to post
volunteer opportunities, receive volunteer
referrals and manage their corp. of volunteers

m It is free

The Volunteer

Center of United Way (914) 948-4452 www.volunteer-center.org



Volunteer Center Resources

0o How can you use 1-800 Volunteer?

m The database can be used to recruit
volunteers, from the internet as well as from
the volunteers who call in or interview at the
Volunteer Center

m The database can be used to actively reach
out to potential volunteers from the active
volunteers listed in our database

m The database will allow you to quickly send
messages and updates to your volunteers,
track their placements and manage them
based off of their availability
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Volunteer Center Resources

o How to begin

= s Visit www.volunteer-
A center.org and follow
the “LogOn” link at the
top right hand corner

nnnnnn ST, o Click on “"Create Free
Account”
> -» m Call Zachary Swierat at
’ 7 ' 914-227-9301 or at
o= zachary@volunteer-
PR center.org
1
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Heywardi=s) City & State or fip Code * Distance
Search | K | [county v | Search | Advanced Search
Examples: educstion, writer, Habitst Example: Washington, DC * Required
Home CREATE AN ACCOUNT
Login
Calendar Volunteers & Groups Organizations
Advanced Search Create a free volunteer account that lets yvou: Create an organization account that lets you:
Browse Organizations ® Signup for volunteer Dppnr_’[unitiea ® Post Dppnrtl__mities searchahble by over
® |eegp arecord of your Service hours 100,000 registered volunteers
About Us ® “iew yvour schedule of opportunities ® Schedule and keep track of your volunteers
For Nonprofits ® Entervour skills and awvailability for * Fun comprehensive repors
volunteering in times of disaster ® | everadge support of local volunteer centers
Help ® Create opporunity email alers ® Receive national membership benefits
® And morel ® And more!
Sign Up as Volumteer Sign Up

Yourvalunteer account also lets vou create
Qroups sowal can:

® Expressinterest on behalf of your group
& Seond e-mails to your group's memkbers
& Enter service records for vour groups

Sign Up as Group of Volunteers

e “olunteer Center of Llnited YWay 914-243-4452 220 YWhite Plains Rd  Tarrytown, MY 10591 InfoiEvolunteer-center. org
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ADMINISTRATION - TVC - The Volunteer Center of United Way

Help

ij Create Mew :'E Cragte Mew

Opportunity Ewerit

%

Creata Mew
wiluriteer

My Account
Praofile
Users

'D|:-|mm|nitiesl

Activities

Events
Emergency Bvents
View Calendar

YVolunteers
YVolunteer Groups

Referrals
Volunteer Matches
Reporting

Resources & Training

ORGANIZATION HOME

Yiew and manage vour Bvents, Opporntunities, Activities from yvoudr admin homepage. Cickh wies
Yolunteers and Service Hours that need confirmation. Learn more abhowut Beents, Opportunities, and

Activities.

Awaiting Renewal

Recent Activity

Cipportunity? Activity Renew Date

Actpdaty referrals

Ouick Links

Yolunmteer Greeter ORS25/2008 E
Yolunmtear Placement Assistant ORSZ258/2008 r@
Showing 1to20f19. | M <12345e M

Bwents Opportunities Activities  View Full Calendar
LIipcoming Brents Date Status
Blothing found to display.

Recent Bvents [vate Status

Go to Opportunities and

View Pending Referrals

Blothing found to display.

The “olunteer Center of United WWay

H214-948-4452 L0 White Plains Bd - Tarrytown, MY 10597

Infoigvalunteer-center. arg
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Cragte Mew | Cregte Mew |: Cregte Hew
Opportunity Everit “winluritear
My Account - OPPORTUNITIES MNew Dpportunity
Opportunities From this page you can manade your Qpportunities. Search for individual Opporunities by status, 1D
Activiti numkber, keyword, or fip code. Options include creating, editing, scheduling, and previeswing
SHNNES individual Opportunities.
Events

Emergency Events
View Calendar

Volunteers
Volunteer Groups

Referrals
Volumteer Matches
Feporting

Fesources & Training
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Al (51) Awaiting Approval (0) | Active (11) Expired (0) Archived (40) ‘
Mew (0} | Updated (0)

Narrow List Clear

Opporturity 1D L] keyword | |

City & State or Zip Code | | [city v

Event | v|

More Options

Title Alpha Al O-SABCDEFGHIJELMMNOPOREST UVW Y S

Fincl |

Filter Your Search Results | All (51) w121

showing 1 to 10 of 517. 12345 M Fesults per page: 10 25 50 100 250

At-Home Placement Specialist

YValunteer Center: The Vaolunteer Center of United Way

Posted By, TV - The Volunteer Center of United Way
Yolunteers are needed to do phane wark from home assisting
people find volunteer opportunities. These Volunteer
Placement Specialists will use the internet to access
information an hundreds of agencies throughoot Westchester
and Putham Counties. Thraugh phone appaintments, the
Placement Specialist will collect hasic information like skills
and interests from people seeking volunteer opportunities.
Placement Specialists help refer the persant...

IO 95026

Zip Code: 10581

Dwration: AOngaing

Dates: 040152003 - (Ongoing)
Status: Archived

Total Volunteers Heeded: 4




General Details

English =~ Espafial

Yolunteer Job Title *

Cescription *

Special Requirements

Volunteers Meeded I:I [ Flesible

Opportunity Location
Copy |Cnp\_.f lacation infarmation fram profile to this form

Address ™

ity *

State *

Zountry | |

Opportunity Contact

[T I i nrse contact inforermatinn frorm nrnfila to thic forrm
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Volunteer Center Resources

0 Notes about posting opportunities

m All organizations and job postings must be
approved by the Volunteer Center

m Opportunities can be either one-time or long-
term

= In addition to opportunities, you can also post

o Activities — volunteers can attend but not receive
hours

= [.E. Training sessions, recruiting nights, etc.

o Events — Used to organize multiple events and
opportunities under one goal

= [.E. A special event which has multiple positions to fill
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Eesources & Training

ADMINISTRATION - TVC - The Volunteer Center of United Way Help
Cregte Mew |z Cregte Mewm |z Cregte Mew
ij Opportunity :E Ewent hl* ‘winlurteer
My Account - ORGANIZATION HOME
Profile ' " . ) . .
WView and manage vour Events, Opportunities, Activities from your admin homepadge. Quickly wiew
Users Yolunteers and Service Hours that need confirmation. Learn more about Beents, Opportunities, and
Actidties.
Cpportunities
Activities Awaiting Renewal Recent Activity
Events Opportunity/Activity Renew Date Opportunity referrals
B Eals (& IE Volunteer Greeter 0B/256/2008 | | Activity referrals
View Calenl; ettt el ettt ettt ettt
I Yolhmteer Placement Assistant OR25/2008 ‘@ Quick Links
Volunteers Showing 1 to 2 of 19, 12345» M
Volunteer Groups meng lto=-etl=. Go to Opportunities and
Activities
Referrals - Events Opportunities Activities  View Full Calendar _GotoEvems """"""""" |
Volunteer Matches Lzl E e I i Find aVoluntear T ]
i - Mothing found to display. aRE -
Feporting R
Recent Beents Date Status View Pending Referrals

Flathing found to display.

The %olunteer Center of United YWay

814-945-4452 220 White Plaing Rd - Tarrytown, MY 105521

InfoEvalunteer-center. org
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Ty AU

Cpportunities
Activities

Events
Emergency Events
View Calendar

Volunteers
Volunteer Groups

Feferrals
Volunteer Matches
Reporting

Fesources & Training

¥ e el 10 1 o o [

ekt e |

Manage your Yolunteers. You can add new Volunteers or edit existing Wolunteer profiles.

Marrow List

Volunteer D LIzername
First Mame E-mail Address
Last Mame Home £ip Code

Last Marme Alpha Al ABCDEFGHIJKLMNOPORSTUVWXYZ

Showing 1 to 10 of 2,013, 12345 M Results per page: 10 25 50 100 250

Clear

Fincl |

« Last First Rei. Zip

I LIsernale -
- - Name Hame Date Code

5445669 121452007 10538

27304 09rZEr2009 10704
672459 02r09r2009 10530
G497 76 TMMr2008 10463
GET181 o4ror2009 10801
452609 0arz4r2001 10710
TO3126 0Er23r2009 10710
ro4001 QEr2552009 10605

TOG394 oyro7frz009 106807

5944950 Q&r3grzo08 10533

S 4Bl s

Sl 4
7 0l 4
7 0l 4
7 0l 4
Z ol 4
7 0l 4
Z ol 4
7 0l 4

Showing 1 to 10 of 2,013, 12345 M Results per page: 10 25 50 100 250

lcon Legend
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My Account

Cpportunities
Activities

Events
Emergency Bvents
View Calendar

Volunteers
Volunteer Groups

Referrals
Volumteer Matches
Reporting

Resources & Training

OPPORTUNITIES Mew Dpportunity

Fraom this page you can manage your Oppartunities. Search for individual Spporunities by status, 1D
numkber, keyword, or Zip code. Options include creating, editing, scheduling, and previeswing
individual Qppotunities.

All{51) Awaiting Approval (0} | Active {(11) Expired (0} Archived {40) ‘
New {0) | Updated (0)

Narrow List Clear

Opporturity 1D L] keyword | |

City & State or Zip Code | | [city v

Event | v|

More Options

Title Alpha Al O-SABCDEFGHIJELMMHOPORST UVW XY 7 ﬂl

Filter ¥our Search Results |AII A1) w ||ﬂ

Showing 1to 10 of 51. 12345r M Results per page: 10 25 50 100 250

At-Home Placement Specialist
YValunteer Center: The Vaolunteer Center of United Way Zip Code: 10581

Posted By, TV - The Volunteer Center of United Way Dwration: AOngaing

Volunteers are needed to do phone wark from home assisting  Dates: 040172003 - {Ongoing
people find volunteer apportunities. These Yolunteer Status: Archived

Placement Specialists will use the internet to access

infarmation on hundreds of agencies throughout Westchester

and Putnam Counties. Through phane appaointments, the

Placement Specialistwill collect hasic information like skills

and interests from people seeking volunteer apportunities.
Placement Specialists help referthe parsan t..

Total ‘u’olu% Heeded: 4

Refarrals: 0

ID: 95026

SO HE & @ X
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B A Fors LEnnLg - o I

Marrow List

Diate From Tl clear Marne

Fesources & Training

Time of Day 1 morning [ afernoon [ Evening

Shawing 4 of 4. <1

Date To Tl clear walunteers YWith E-rmail ar Phonge

Davisy ofweek [ gun O mon O Tue Clwed O The O Fri [ gat

Firdd |

+ Referral Start Enil

Availability

040172003 063002011

09032009 0673002011

09Qr2ei2008 0807 2009

F 09262009 0673002011

Hours: O {per session

Tirmes: ][]
Days: JEICICICICIC]

Hours: O {per session

Tirmes: [ ] ]]
Days: |5 I () O

Hours: 4 {per session)

Tirmes: [
Days: ECICICICIC IS

Hours: O (per sessiomn

Tirmes: [ ] ]]
Days: [JEICIC TS

&
&
&
&

"t Check all on this page | Check all on all pages | Uncheck all

With Selected:  Add Service Hours Remove from List I Total selected: 0

Export: T POF
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ADMINISTRATION - TVC - The Volunteer Center of United Way Help

Cregte Mew Cregte Mew
Opportunity Ewerit

Create Meaw
“winluntesar

My Account

Cpportunities
Activities

Events
Emergency Beents
View Calendar

Volunteers
Volunmteer Groups

Feferrals
Volunteer ruvg
Feporting

System Reports

E-mail Reports
Custom & Saved Reports

Fesources & Training

-

E-MAIL REFPORTS

Lse "E-mail Reports" to send volunteers ar organizations e-mail directly from the 1-800-Volunteer.arg
system.

E-mail Reports

E-mail Opportunity/Activity Participants = - E-mail volunteers signed up for a specific
appartunity.

E-mail Volunteers = - E-mail all valunteers or selected volunteers by filtering with ather criteria.

Contact Emergency Volunteers =1 - E-mail valunteers signed up for a disaster emergency
event.
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ADMINISTRATION - TVC - The Volunteer Center of United Way Help

Create Rew Create New
Opportunity Evernt

Create Mem
wirlurteer

My Account

COpportunities
Activities

Events
Emergency Beents
View Calendar

Volunteers
Volunteer Groups

Referrals
Volunteer ies
Reporting

System Reports

E-mail Reports

Custom & Saved Reports

Resources & Training

-

SYSTEM REPORTS

Contact Information

Volunteers - Mame, Address, Phone, Email, and basic demographics forvolunteers.

Volunteer Groups - Mame, Address, Phone, Email, and basic demographics for volunteer
Eroups.

=y Opportunities

== Opportunities - All opportunities in summarny or detailed view,

— 3 Referrals and Service Hours

Sign-In Report - Volunteer signups by datels) available.

Volunteer Service Summary - Registration date, serice hours, and referrals by volunteer,
Volumteer Service Details - Opporunity service records and hours by volunteer.,

Volunteer Group Senvice - Registration date, semwice hours, and referrals by volunteer
Qroup.

Opportunity Referrals - Individual opportunity referrals by organization.

Additional Reports
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Volunteer Center Resources

0 Notes about managing your volunteers

m If a volunteer refers themselves to an
opportunity online, they are not admitted until
you approve them

o This can be changed to automatically confirm
volunteers

m Volunteer lists can be exported to PDF or excel
documents
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Volunteer Center Resource

o Other notes about posting

m Although it is best if you actively monitor and manage
your organization’s profile, you can post directly by
sending your information to the Volunteer Center

o It is still important to post as that it will tell the volunteers
and the referral agents of your need

m Your contact information is only accessible to registered
volunteers

o This is done to prevent spammers from contacting you

m You can set multiple administrators for your account

however please be sensitive to you volunteer’s
information

o Administrators should be someone within the organization
you trust with personal files
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Volunteer Center Resource

0 Other notes about posting

m Advanced tools for recruitment

o Volunteer Match

= 1-800Volunteer Sorts through the list of 12,000+
active registered volunteers and sends a custom
invitation to participate in your service opportunity

o Setting limits for opportunities

= If you have a cap for a volunteer position, you can set
an automatic cut off to have the opportunity pulled
from the database

o Volunteer Feedback

= Volunteers can provide feedback on the opportunity to
help you develop the program
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Volunteer Center Resources

Questions?

Next Session topics?
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Contact Us

The Volunteer Center of United Way
(914) 948-4452
www.volunteer-center.org
volunteer@volunteer-center.org
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