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RECEIVING THE DATABASE  
 
Your DPB budget analyst will be sending you a copy of the database tailored to your agency.  
Specifically, your service area listing and agency code should be pre-populated. 
 
Due to the fact that many e-mail programs and network firewalls now block Microsoft Access files, 
sending and receiving the database template has become more complicated.  In order to ensure that you 
get the database, DPB may need to change the name of the database file so that the last three characters 
are not “.mdb”.  Instead, the file you receive will most likely have your agency code as the last three 
characters (for example: “123Strategic-ServiceAreaPlan.123” instead of 123Strategic-
ServiceAreaPlan.mdb). 
 
If DPB needs to change the file name, you will need to change the last three characters to “.mdb” after 
you receive the file. 
 
To do this, follow these directions: 
 
1) Save the file to your network or your computer. 
2) Navigate to that file using Windows Explorer. 
3) Right-click on the file and select “rename” from the list. 
4) Highlight the last three characters of the filename and type in “mdb” without the quotes. 
 
You should now be able to open the Access Database file and begin entering Strategic Plan and Service 
Area Plan data. 
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THE START SCREEN 

 
 

This is the first screen you will see when you open the database.  Your agency code should be pre-
populated by DPB.   

 
The three buttons on the start screen take you to 1) the agency Strategic plan data entry screens, 2) the 
data entry screens for your agency’s various Service Area plans, and 3) the Strategic plan and Service 
Area plan reports. 
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THE STRATEGIC PLAN FORM 

 
 

The major components of the Strategic plan are arranged by tabs in the same general order that can be 
found in the Agency Planning Handbook.  In many of the component tabs, there is another set of tabs 
to collect the information for that section.  This is particularly applicable to the “Background 
Information” tab. 

 
These groupings of tabs within tabs can be confusing.  To aid in navigation, an underline has been 
placed under each active tab heading so that that user can more quickly identify which section they are 
currently working on (note the line under the tab heading “Mission and Vision” in the figure above). 

 
Within a text block in the database, you can add a bullet point by clicking on the button at the top of 
the form labeled “Insert Bullet”.  You can also insert a section symbol (§) by clicking the button 
labeled “Insert Section Symbol-§”. 

 
The “Navigate” and “Report” buttons at the top of the form will take you to other parts of the database 
and will allow you to preview and print the strategic plan report. 
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Agency Mission and Vision 

 
 

The agency Mission and Vision statements are simple text entries that are entered on the first tab of 
the Strategic plan section.   
The button above the Mission Statement block will allow you to spell check these two fields.   
See Agency Planning Handbook the definition of the agency Mission and Vision statements. 
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Agency Values (Optional) 

 
 

The Agency Values section is optional.  
To add a new value, click on the button labeled “Add A Value” at the bottom of the section.   
You will need to enter a unique sort number for each value entered, a very brief title, and a short value 
statement/description.  See the Agency Planning Handbook for more information on Values. 
If you enter a number of values, you may need to use the scroll bar at the right side of this section to 
navigate the entire list.  In addition, you may use the record selector box at the bottom of the section. 
 Buttons have been provided for you to spell check the contents of this section and to delete a Value 
that you may have entered in error. 
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Agency Executive Progress Report 

 
 

The Executive Progress Report section consists of seven text blocks spread over three tabs. 
The first tab (shown above) is where you will enter the agency summary of current service 
performance and current productivity. 
The second tab (not shown) is where you will enter the agency summary of major initiatives and 
related progress, Virginia ranking and trends, and customer trends and coverage. 
The third tab (not shown) is where you will enter the agency summary of future direction, 
expectations, and priorities as well as potential impediments. 
Each tab contains a button that will enable you to spell check each text block. 
For more information on the definition of the items contained in this section, the Agency Planning 
Handbook. 
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Agency Service Area List 

 
 

This section provides a simple listing of your agency’s service areas. 
This information should be pre-populated by the Department of Planning and Budget before you 
receive your copy of the database template. 
If any changes are required, you should talk to your DPB budget analyst.   
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Agency Background Information 
The agency background information contains a number of tabs for each sub-section.  These sub-
sections include; statutory authority, customers, partners (optional), products and services, human 
resource summary, information technology summary, capital investment summary, and the agency 
financial summary. 
As mentioned previously, many of these sub-sections include tabs that need to be navigated through in 
order to enter the information required.  Take not of the green underline to figure out where you are in 
the background information section. 

 

Agency Background Information: Statutory Authority 

 
 

The statutory authority section is where a description of the Federal Code, Code of Virginia, or any 
other source that gives the agency its authority and mandate in law should be provided.   
This statutory authority listing is intended to be a summary.  You can attach a more detailed listing of 
the statutory authority as an appendix (see the Agency Planning Handbook for more information on 
appendices). 
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Agency Background Information: Customers 

 
 

The agency customer base section has two tabs.  The first tab (shown above) is a listing of each 
separate customer group at the agency level.   
Included in this listing is a short title of the customer group, the approximate number of customers 
served annually, and the approximate number of potential customers. 
The number of customers served and the potential customers should be numbers only.  The database 
will not accept a text item such as “unknown” or “unlimited”.  You may list such terms in the 
customer group field and leave the number field as “0”. 
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The second tab of the agency customers section (shown above) is where you will describe any 
anticipated changes to your agency’s customer base.  
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Agency Background Information: Partners (Optional) 

 
 

The Partners section is optional.  If you choose to complete this section, it is where you would list 
other agencies/organizations that aid your agency in the accomplishment of its mission.   
For each partner, you should include the title of the partner and a brief description of the partnership. 
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Agency Background Information: Products and Services 

 
 
The agency products and services section is intended for you to describe in general, the actions taken by 
the agency to fulfill its mission or the items produced by the agency for its customers.  The agency 
products and services section consists of three narrative fields; 
 

A narrative description of the agency products and services (a more detailed listing will be included in 
at the service area plan level. 
A description of the factors impacting agency products and services. 
A description of potential or anticipated changes to agency products and services. 
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Agency Background Information: Financial Resources 

 
 

The agency financial resources section can be found in the tab labeled “Finance”.   
In the first tab of the finance section, you will provide a narrative description of your agency’s budget 
to include the sources of agency funding.   
Although there are two tabs in the agency finance section, the only data entry necessary is on the first 
tab.  The second tab includes an agency level summation of the general and nongeneral fund dollar 
amounts entered under each Service Area Plan.  This tab is included at the agency level for your 
information only. 
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Agency Background Information: Human Resources 

 
 

The agency human resource section is intended for you to provide an overview of the agency 
workforce, factors impacting the workforce, anticipated changes, and the overall composition of the 
agency workforce.   
Most of this information will be provided through narrative descriptions which can be found on the 
first, third, and fourth tabs.  The second tab (see the example on the next page) is where you will 
provide the composition of the agency workforce. 
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As mentioned previously, the last tab of the human resources section (shown above) is where you will 
provide the composition of the agency workforce.   
You will prove the full-time equivalent (FTE) position count of filled employees in each of the 
categories listed.  In addition, you must also provide the effective date for the information provided. 
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Agency Background Information: Information Technology 

 
 

The first three tabs of the agency information technology section are intended for you to provide a 
narrative overview of the current state of information technology (IT) in your agency, the factors 
impacting IT, and anticipated changes to agency IT.   
The fourth tab (see next page) is intended for you to provide a summary of the potential cost of 
proposed IT projects and procurements. 
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The fourth tab of the agency information technology section is where you will enter the total cost of 
proposed agency information technology projects and procurements.   
Detailed information about these proposed projects and procurements will be entered in the 
Commonwealth Agency Technology Strategic Planning Application (CATSPA) maintained by the 
Virginia Information Technologies Agency.  A link to CATSPA has been provided in the database 
(see the button at the bottom of the “Agency IT Investment” tab). 
You may have to contact your Agency Information Technology Representative (AITR) to gain access 
to the information required to complete the fourth tab of the information technology section. 
VITA will provide detailed reports that will serve as Appendix A of your strategic plan (for more 
information on this requirement, see the Agency Planning Handbook). 
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Agency Background Information: Capital Investments 
 

 
 

The agency capital investment section includes three tabs intended for you to provide a narrative 
description of the current state of capital outlay in your agency, factors impacting capital outlay 
investment, and a discussion of how your proposed capital outlay plan supports the accomplishment 
of your agency’s mission and strategic direction.   
If your agency does not have capital projects and/or does not anticipate that it will, then you should 
not complete the capital section.  (It is not necessary to type “Not Applicable” in the text blocks if you 
do not have capital, just skip this section.) 
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 Agency Goals 
Agency Goals: Goal Listing 

 
 

The agency goals section is just as its name implies.  This is where you will list the agency’s goals.  
Each entry will consist of a goal number and the actual goal statement.   
The goal number for each goal must be a unique number between one and 99.  Once you have listed 
the agency goals, click on the button labeled “Details” to enter additional information about each goal.   
The “Details” button will take you to another form where you can enter information on the goal such 
as the alignment of the agency goal to the agency strategic direction and to statewide goals, as well as 
the optional entry of objectives for the agency goal.   
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Agency Goals: Goal Summary and Alignment 

 
 
After you click on the “Details” button of the agency goals listing (see previous page) the above form 
should open.  This is where you will enter additional details about the specific goal selected.  At any time, 
you can click on the button labeled “Choose Different Goal” to be taken back to the agency goals listing 
(see previous page). 
 
There are two areas on the agency goal details section that are required; 

The first required area is on the tab labeled “Goal Summary and Alignment Narrative”.  This section 
consists of a narrative description of the goal and how the goal supports the agency mission and 
strategic direction. 
The second required section can be found under the “Goal Alignment to Statewide Goals” tab (see 
next page.) 
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Agency Goals: Goal Alignment to Statewide Goals 

 
 

The “Goal Alignment to Statewide Goals” tab is where you will identify the statewide goal or goals 
that the agency goal supports.   
The statewide goals should be selected in the available dropdown box and you may add an optional 
comment under each selected statewide goal.   
To add or delete a statewide goal alignment, use the buttons at the button of the form. 
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Agency Goals: Goal Objective Listing (Optional) 

 
 

At your option, you may enter objectives for your agency goals.  Each objective for a specific goal 
should have a unique objective number and a simple objective statement.   
Once you have entered the optional goal objectives, you may click on the “Detail” button for each 
objective to enter optional performance measures and strategies for the goal objectives. 
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Agency Goals: Goal Objective Measures (Optional) 

 
 
The first tab of the goal objective detail form is where you may enter optional performance measure 
information for the goal objective.  The items on this tab include: 
 

A unique measure number (between one and 99). 
The measure type (the choices are input, output, and outcome).  For definitions of the measure types, 
see the Agency Planning Handbook. 
Frequency of the measurement. (choices include monthly, quarterly, every six months, annually, 
biennial, and other).  If  “other” is selected, enter how often the measure is collected in the text box 
below the measure frequency drop-down box. 
Measure data source  and calculation.  This is where  you will enter information on how the measure 
is calculated, and the source of the data. This is also where you should explain how and why the 
selected target level was chosen. 
Measure baseline.  This is a description of the current state of the measure. 
Measure target.  This is a description of the desired level of performance. 

 
You can add more than one measure for an objective (or delete a measure) by using the buttons at the 
bottom of the form.  If you have entered more than one measure for an objective, use the drop-down box 
at the bottom of the form to navigate between the measures.  You can also change objectives or goals at 
any time by clicking on the appropriate button at the top of the form. 
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Agency Goals: Goal Objective Strategies (Optional) 

 
 

The optional goal objective strategies section is where you may list the activities and/or actions that 
support the accomplishment of the goal objective.   
Each strategy should be a simple and brief statement of the planned action/activity. 
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SERVICE AREA PLAN FORM 
When you select Service Area Plans from the button on the database start screen, you will see a smaller 
pop-up window like the one below.  To select the service area plan you want to go to, click on the 
dropdown box, select the service area, and then click the button labeled “Click Here Proceed To The 
Selected Service Area Plan”.   
 

 
 
 

 
 

 
 

The button at the bottom of this pop-up window will take you to the service area listing on the agency 
strategic plan, from which the individual service area plans can also be accessed.
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Service Area Description 

 
 

The first tab under the service area plan form is where you will provide a brief overview of the service 
area and its purpose. 
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Service Area Background Information 
The second main tab on the service area plan is where you will enter the various categories of background 
information for the service area.  Much of this background information is similar to the agency level 
information included in the strategic plan.  The main difference is that the background information at the 
service area level will only pertain to that service area. 
 

Service Area Background: Mission Alignment and Authority 

 
 
 

The first tab on the service area background section is where you will enter information on how the 
service area supports the mission and strategic direction of the agency.   
In addition, the second field of this tab is where you will enter any statutory authority which governs 
the activities of the service area or places requirements on the service area.   This statutory authority 
listing is intended to be a summary.  You can attach a more detailed listing of the statutory authority 
as an appendix (see Agency Planning Handbook for more information on appendices). 
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Service Area Background: Customers 

 
 

The service area customers section is almost identical to the agency level customer section.  The 
difference is that at the service area level, you are being asked to select the agency customer group 
that the service area customer belongs with.  In some cases, the title you use for a service area 
customer may be identical to the title used for the corresponding agency level customer group.  In 
other cases, you may want to include a more specific title at the service area level. 

 
Other than the agency customer group drop-down box, the data entry for the service area customer 
listing is identical to the agency level customer listing.  This includes the discussion on anticipated 
changes to the service area customers (second tab in the service are customers section).  Like in the 
agency level customer section, the anticipated changes to service area customers is a narrative field 
where you can describe in general, any anticipated changes to the customers of the service area.  If no 
changes are anticipated, you may leave this narrative field blank. 
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Service Area Background: Partners (Optional) 

 
 

The service area partners section is optional.  If you choose to complete this section, it is where you 
would list other agencies/organizations that aid the service area in the accomplishment of its 
objectives.   
For each partner, you should include the title of the partner and a brief description of the partnership. 
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Service Area Background: Products and Services 

 
 

The service area products and services section is intended to be a simple listing of the products 
produced and services performed by the service area.   
In addition to listing the service are products and services, this section also contains a discussion of 
factors impacting and anticipated changes to the service area products and services (see next page). 
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The second tab of the service area products and services section is where you may provide a general 
discussion of the factors impacting products and services as well as anticipated changes to these 
products and services. 
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Service Area Background: Financial Resources 

 
 

In the first tab of the service area plan finance section (not shown), you will provide a narrative 
description of  service area budget to include the sources of funding.   
The second tab of the service  area financial resources section is where you will enter the budget 
amounts for each year, both general and nongeneral fund.  See the Agency Planning Handbook for 
definitions of “Base Budget” and “Changes to Base”. 
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Service Area Background: Human Resources (Optional) 

 
 

The optional service area human resource section is where you may provide an overview of the 
service area workforce, factors impacting the workforce, anticipated changes, and the overall 
composition of the service area workforce.   
Most of this information will be provided through narrative descriptions which can be found on tabs 
one, three, and four.  The second tab is where you will provide the composition of the service area 
workforce. 
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Service Area Objectives 
Service Area Objectives: Objective listing 

 
 

The service area objectives section is where you will list the objective or objectives for the service 
area.  Each entry will consist of an objective priority number and a brief objective statement.   
The priority number (within a service area) for each objective must be a unique number between one 
and 99.   
Once you have listed the service area objectives, click on the button labeled “Details” to enter 
additional information about each objective.   
This button will take you to another form where you can enter information on the objective including 
a description of the objective, alignment of the objective to agency goals, performance measures, and 
strategies (see next page).   
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Service Area Objectives: Objective Description 

 
 

After you click on the “Details” button of the service area objective listing (see previous page) the 
above form should open.  This is where you will enter additional details about the specific objective 
selected.  At any time, you can click on the button labeled “Change Objective” to be taken back to the 
service area objective listing (see previous page). 

 
The first tab on the objective detail form is where you will enter a brief overview of the service area 
objective including its purpose. 
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Service Area Objectives: Alignment 

 
 

The second tab of the objective details form (labeled “Align to Agency Goals” is where you will 
identify the agency goal or goals that the service area objective supports.   
The agency goals should be selected in the available dropdown box and you may add an optional 
comment under each selected agency goal.  To add or delete a goal alignment, use the buttons at the 
button of the form. 
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Service Area Objectives: Objective Measures 

 
 
The third tab of the objective detail form is where you will enter performance measure information for the 
service area objective.  The items on this tab include: 
 

A unique measure number (between one and 99). 
The measure type (the choices are input, output, and outcome).  For definitions of the measure types, 
see the Users Guide. 
Frequency of the measurement. (choices include monthly, quarterly, every six months, annually, 
biennial, and other).  If  “other” is selected, enter how often the measure is collected in the text box 
below the measure frequency drop-down box. 
Measure data source  and calculation.  This is where  you will enter information on how the measure 
is calculated, and the source of the data. This is also where you should explain how and why the 
selected target level was chosen. 
Measure baseline.  This is a description of the current state of the measure. 
Measure target.  This is a description of the desired level of performance. 

 
You can add more than one measure for an objective (or delete a measure) by using the buttons at the 
bottom of the form.  If you have entered more than one measure for an objective, use the drop-down box 
at the bottom of the form to navigate between the measures. 



 38

Service Area Objectives: Objective Strategies 

 
 

The service area objective strategies section is where you will list the activities and/or actions that 
support the accomplishment of the service area objective.   
Each strategy should be a simple and brief statement of the planned action/activity. 
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STRATEGIC PLAN AND SERVICE AREA PLAN REPORTS  
 
At any time, you can run reports that will show the  strategic plan and service area plans.  At the top of 
most of these forms you will find a toolbar that looks like this: 
 

  
 
If you click on the “Reports” button you will get various selections (depending on which form you are on) 
to run these reports. 
 
From the strategic plan form, you can preview and print the agency strategic plan report.  From the 
service area plan form, you can print the current service area plan report. 
 
On the start screen of the database, the button at the bottom of the page will open a pop-up window that 
will enable you to do one of three things: 
 
1) View or print the agency strategic plan report. 
2) View or print a specific service area plan report (by selecting the service area in a drop-down box) 
3) View or print a the service area plan reports for all service areas. 
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SUBMITTING THE DATABASE  
 
As mentioned at the beginning of these instructions, many e-mail programs and network firewalls now 
block Microsoft Access files.  Consequently, sending and receiving the database template has become 
more complicated.  In order to ensure that you can send the database, to DPB, you will need to change the 
name of the database file so that the last three characters are not “.mdb”.  Instead, the file you send should 
have your agency code as the last three characters (for example: “123Strategic-ServiceAreaPlan.123” 
instead of 123Strategic-ServiceAreaPlan.mdb). 
 
To do this, follow these directions: 
 
1) Navigate to your database file using Windows Explorer. 
3) Right-click on the file and select “rename” from the list. 
4) Highlight the last three characters of the filename (which should be “mdb”) and type in your agency 
code. 
 
You should now be able to send the database file to DPB without interference from any e-mail or Firewall 
filters. 
 
Submit the completed (and renamed) database as an e-mail attachment to 
Strategic.Plans@dpb.virginia.gov  before July 15, 2005.  You should also copy your DPB Budget Analyst 
on this e-mail message. 
 
Guidance on submitting subsequent updates (in September, January, and May) will be provided at a later 
date as will specific requirements for posting your agency strategic and service area plans on your agency 
web page. 
 
 


