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AGENCY PLANNING HANDBOOK

The Code of Virginia in § 2.2-1501 charges the Department of Planning and Budget with:

11. (Effective until July 1, 2017) Development, coordination and implementation of a
performance management system involving strategic planning, performance measurement,
evaluation, and performance budgeting within state government. The Department shall ensure
that information generated from these processes is useful for managing and improving the
efficiency and effectiveness of state government operations, and is available to citizens and
public officials.

12. Development, implementation and management of an Internet-based information
technology system to ensure that citizens have access to performance information.

The following handbook provides information and guidelines for implementation of Virginia’s
performance management system, which encompasses agency strategic and program/service area
plans, Executive Progress Reports, and performance measures.
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THE PLANNING CYCLE

Beginning with the 2014-2016 biennial budget cycle, the performance management cycle has been
modified to better align with adoption and implementation of the biennial budget. The chart below is
intended to provide agencies with the estimated planning cycle, actual deadlines will be provided to
agencies by The Department of Planning and Budget (DPB).

Development of Strategic Plans, Service Area Plans, Executive Progress Reports
and Performance Measures:

eUpon adjourment of the 2014 General Assembly, agencies develop strategic
and service area plans for the 2014-2016 biennium.
. eAgencies begin working on Executive Progress Reports (EPRs).
Sp” ng eAgencies refine/develop performance measures. )
\
eAgencies submit strategic and service area plans to DPB.
eAgencies submit EPRs to DPB.
Summer
J
\
*DPB publishes strategic and service area plans, and EPRs onto Virginia
Peforms Web site.
Fall
J

Agency Planning Handbook — Overview
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Performance Measure Reporting:

Fall

Winter

Spring

Summer

e Upon conclusion of the first quarter (September 30)

agencies report quarterly measure results. )

e Upon conclusion of the second quarter (December 31)\

agencies report quarterly measure results. )

e Upon conclusion of the third quarter (March 31)
agencies report quarterly measure results.

e Upon conclusion of the fourth quarter (June 30)
agencies report quarterly measure results.

Agency Planning Handbook — Overview
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HIGHLIGHTS OF IMPROVEMENTS TO
PERFORMANCE MANAGEMENT SYSTEM

Overall System Highlights:

e Streamlined the Performance Budgeting (PB) System architecture to allow more system
flexibility.

e Log-in and security are maintained in the PB System.

e Agencies have the ability to self publish measure results and program/service area plans. DPB
retains the authority to publish changes to measures and Executive Progress Reports. Detailed
information regarding the authority structure can be found in the “Roles and Responsibilities”
section of this handbook.

Strategic Plan Highlights:

e Financials are populated from the PB System, with the ability for agencies to override numbers
to account for anomalies in the data.

e Customers are at the agency level only.

e Ability to attach documents or links.

Service Area Plan Highlights:

o Not every service area in the budget is required to have an individual service area plan. Contact
your DPB Budget Analyst for more information.

e Financials are populated from the PB System, with the ability for agencies to override numbers
to account for anomalies in the data.

e Ability to attach documents or links.

Performance Measure Highlights:

e Measures are at the agency level ONLY. However, agencies will be able to indicate which service
areas are impacted by the measure.

e Not all service areas are required to have a performance measure linked/associated with it.

e All measure attributes are in one place in the system.

Agency Planning Handbook — Overview
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ROLES AND RESPONSIBILITIES

The Council on Virginia’s Future (CVF) was created to develop long-term, results-based planning for
state government through the implementation of a Roadmap for Virginia's Future. That Roadmap
establishes a long-term vision for the Commonwealth, long-term objectives for state services, and a
planning and performance system to measure and evaluate the state's progress toward its goals. The
Council works to help guide Virginia in improving outcomes for citizens. Membership is prescribed by
law and includes top leadership from the executive and legislative branches of state government, as well
as business and community leaders from across the Commonwealth.

The Department of Planning and Budget (DPB), which comes under the Secretary of Finance (SOF), is
charged by the Code of Virginia to implement performance management in Virginia.

The CVF, the SOF, and DPB work together to continually improve upon Virginia’s performance
management success.

The following authority matrix outlines the responsibilities of DPB, the Cabinet and executive branch
agencies in relation to strategic planning, performance measures, and the Executive Progress Report.
The CVF traditionally “observes” the progress in each of the aspects of performance management.

Comment and

Create new plan for biennium Action Observe .
Review
Update plan for General Action Observe Comme.nt and
Assembly changes Review
Update financials to reflect . Comment and
Action Observe .
General Assembly changes Review
Create a new measure Action Approve Observe
Change an existing measure Action Approve Observe
Report results Action Observe Observe
Delete an existing measure Action Approve Observe
C tand
Create “new” EPR for biennium Action Approve omme‘n an
Review
Update EPR for General . Comment and
Action Approve .
Assembly changes Review

Agency Planning Handbook — Overview
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STRATEGIC PLANNING HANDBOOK OVERVIEW

The following handbook serves as a tool for users to find definitions, examples, and tips on creating each
element of the strategic plan, program/service area plans, and Executive Progress Report. The
handbook also includes detailed system instructions on how to navigate through the strategic planning
module within the Performance Budgeting System.

Detailed calendars with submission deadlines and time sensitive information will be posted on the DPB
Strategic Planning Webpage: http://dpb.virginia.gov/sp/sp.cfm and sent via the DPB Strategic Planning

list serve.

Agency Planning Handbook — Overview
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SYSTEM INSTRUCTIONS — GENERAL

Users will enter the Strategic Planning module through the Performance Budgeting (PB) System. If you
do not have login credentials to access the Strategic Planning module you should contact your DPB
Budget Analyst.

Step 1 — System Entry:

e Users who have access to the budget modules within the PB system can assess the Strategic
Planning module via the PB work tray.

e Users who have Strategic Plan access only can access the module using the following link:
http://vaperforms.virginia.gov/agencylevel/src/login.cfm .It is recommended that you book
mark this link for easy access.

e All users will need to enter their log-in credentials to enter the system.

Step 2:
e Once you have access the Strategic Planning module, you will be presented with the following
welcome screen. This welcome screen will provide you any important or time sensitive system
information as well as upcoming deadlines and events.

N [ 1 | (7 (-
LGOI CCRI T

) * ol
»

Virginia Performs Home | PB Reports

Strategic Planning

Strategic Plan

EPR Part of Virginia's Performance Budgeting System
Objectives

Measures Welcome the strategic planning module of the Performance Budgeting System!
User Info

Strategic Plans, Program/Service Area Plans, Updates to Measures, and Executive Progress Reports are due in mid-July. DPB will send out a finalized
Publish deadline in the coming weeks.

Archive The Strategic Planning page on the DPB Web site has been updated and provides valuable tools and resources for you to use. You can access the
e web page at: httpJvaperforms virginia.gov/agencylevel/src/login cfm.

Activity Log

Log Off Please contact your DPB Budget Analyst with any questions or concermns.

Loggec

IDPB TestAccount

Step 3:

e To navigate to various elements of the strategic planning module, use the navigation buttons
highlighted in the grey box on the left side of the screen as demonstrated below.

Agency Planning Handbook — Overview
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Virginia Performs Home | PB Reports

Strategic Planning

Strategic Plan
Part of Virginia's Performance Budgefing System

EPR
Objectives
Measures

Click to

UEMECILRAL I (5t gic planning module of the Performance Budgeting System!

plan elements

User Info Program/Service Area Plans, Updates to Measures, and Executive Progress Reports are due in mid-July. DPB will send out a finalized
Publish aeaaiine inme coming weeks.

Archive The Strategic Planning page on the DPB Web site has been updated and provides valuable tools and resources for you to use. You can access the
= web page at httpJ/ivaperforms virginia.gov/agencyevel/src/login.cfm .

Activity Log

Log Off Please contact your DPB Budget Analyst with any questions or concemns.

Logged in as

IDPB TestAccount

Step 4:

e When selecting the “Strategic Plan” or “EPR” from the navigation menu, you will be presented
with a filter that will allow you to select which elements and/or groups of elements of the
strategic plan, program/service area plan, or Executive Progress Report you wish to edit.

o C(Click on the elements you wish to select.

e To clear the filter selections, press the “x” in the top left corner of the section you would like to
clear.

e To select all the plan elements for a selection, press the “v'” in the top left corner of the section
you would like to clear.

e Press Submit.

Agency Planning Handbook — Overview
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| Perionmanee IBudlag i
Eommonwealth or Virginia
Virginia Performs Home | PB Reports
Strategic Plan Strategic Plan Filter |Fremr
EPR Select the strategic planning elements that you would like to work on
Objectives Agenc Plan Version
Measures 122 Departmert of Alanning and Budget v
User Info A onicy Plar X<
Publish
s Mission and Vision [ ] Values ["] Information Technology [ | Finance [[] Customers
rchive

Activity Log [[] Partners ["] AgencyGoals [ | Objectives [[] Measures [] Supporting Documents
Logich Program /Service Area Plans XV

71502: Budget Development and Budget Execution Services Description

Loggedin as 71504: Legislation and Executive Order Review Service i
DPB TestAccount 71505: Forecasting and Regulatory Review Services Mission Alignment
71506: Program Ev aluation Services [] Products and Sewvices
71598 Administrative Services A
[T] Finance
[] Supporting Documents
—n
[C]show Audit Information
Step 5:

e When selecting “Objectives” or “Measures” from the navigation menu, you will be presented
with a listing of your agency objectives and measures. To select an objective or measure to edit,
click the name of the objective or measure as demonstrated below.

e Users can create new objectives or measures by selecting the “Create a new Objective/Create a
new Measure” button at the top of the form.

[}

For detailed instructions on creating new or editing objectives and measures, please refer the
appropriate section of this handbook.

Agency Planning Handbook — Overview
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ST B
Virginia Performs Home | PB Reports o m
Strategic Plan Manage Objectives
EPR Click on an objective to edit. Click a column header to resort, Create a new Objective, or change the filter options and m
BLisCiiES Objective Name ective ID Version
Measures Create New 2014-16 W
User Info —
Develop a financiallysound budget in which proposed reci Objective\Measure 71502.001 unlinked
Publish spending can be maintained byrecurring revenue over tims
Archive Develop tir r major state programs | 122 12271505 002 unlinked
Activity Log for plannin
Log OF Ensure ac Click the state budget. 122 12271502.002 unlinked
Objective/Measure
) Ensure the Name to edit 2 used efficientlyand 122 12271598 001 unlinked
Loggedin as effectively, ith applicable state and
DPB TestAccount federal requirements.
Facilitate im provement ofthe eficiency and effectiveness of 122 12271506.001 unlinked
executive branch agencyoperations.
Facilitate ways for local school divisions to save moneyin non- | 122 12271506.002 unlinked
instructional areas.

Step 6:
o Selecting “User Info” from the navigation menu will provide user account information to include
your “User Information” and “Agency Permissions.”
e Please note: User information and agency permissions are based on your Performance
Budgeting System credentials, if you believe your “User Info” is incorrect, please contact your
DPB Budget Analyst.

Step 7:
e Selecting “Publish” from the navigation menu will provide access to the publishing feature of the
module.
e For detailed instructions publishing, please refer the appropriate section of this handbook.

Step 8:
e Selecting “Archive” from the navigation menu will provide access to your agency archive of
previous versions of the strategic and program\service area plans, and Executive Progress
Reports.

Step 9:
e Selecting the “Activity Log” from the navigation menu will provide a listing of the last major
activities/changes saved in the module.

Agency Planning Handbook — Overview
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STRATEGIC PLANS
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STRATEGIC PLANS: MISSION, VISION, VALUES

A strategic plan provides guidance and direction to the organization and enables its leaders to monitor
progress toward the organization’s stated goals. The following depicts the overall structure of the
agency strategic plan. Following are in-depth explanations of the elements that comprise the strategic
plan.

Mission, Vision,
Values

¥

Finance

¥

Customers, Partners

Agency Goals,
Objectives, Measures

Mission Statement

A mission statement defines or describes an organization’s purpose; the fundamental reason for an
organization’s existence. A mission statement should be broad enough to provide organization-wide
strategic direction, yet specific enough to communicate the reason for the organization’s existence to
those not familiar with its work. Mission statements should be concise and convey the contribution
your agency makes to society (e.g., the value you provide to your customers). It should be written so
that readers can distinguish it from other mission statements.

Tips for writing a good mission statement:

e Include the agency’s name so that the mission statement can stand alone

e Be concise

e Conveys the overarching purpose of the agency

o Remember — Mission statements are included in the Governor’s Executive Budget Document!

Agency Planning Handbook — Strategic Plans
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Example of a good mission statement:

The Department of Planning and Budget advises the Governor on how to wisely use public resources for
the benefit of all Virginians by analyzing, developing, and carrying out various fiscal, programmatic, and
regulatory policies.

Vision Statement

A vision statement is a description of the ideal future state of the organization. It describes the
organization at its best — where the organization intends to be in the future or where it should be to
best meet the needs of stakeholders.

Examples of good vision statements:

e Every resident, visitor, and business in Virginia will have attractive transportation choices —
Department of Rail and Public Transportation
e Successful youth, strong families, safe communities — Department of Juvenile Justice

Instructions for entering/editing your mission/vision can be found on the following page.

Agency Planning Handbook — Strategic Plans
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SYSTEM INSTRUCTIONS — MISSION AND VISION TAB

Step 1: Upon entering the Mission and Vision tab you will be presented with the following:

T

Virginia Performs Home | PB Reports Search m
Snamgcan 2014-16 Strategic Plan openfiter
EPR Department of Planning and Budget [122]

i Mission
Objectives
Measures The Departmentof Planning and Budget advises the Governoron how to wiselyuse public resources for the benefit of all irginians byanalyzing,

developing, and carrying outvarious fiscal, programmatic, and regulatory policies.
User Info ping wng prog 9! yp
Publish 5
S Vision

Administration
Archive We advise the Governor in the prudent allocation of public resources and promote the develop and impl offiscal, legislative, and

5% regulatorypollaes thatmaximize empowermem ofVirgmlas citizens and mmlmlzs their dependence on government We serve our customers through
Activity Log creative, p . objective, accurate, and timely pl lysis,and
Log Off

Logged in as
Christy Berry

Step 2:
o To edit the “Mission” and “Vision” fields, click in the text and you will be presented a text editing
box as demonstrated in the screen shot below.

e Edit the text as necessary. The text box contains limited formatting capabilities.
e  Press Save.

Strategc Pun Misbn
EPR
Otyectnes
Measares - i8I~ o EE £~ B f
User info =
Publish The Departmant of Plannng and Budget advises e Covemor on how 1 weselyuse pubhic resgurces for e Seaefitof ad

ane Ra B % o= 01

ol

Virgnians by anadyaing. dewloping. and camysg out varous fscal programmatc, and reguiatery pelicks
Archee

Actnty Log
Log OF

DPS Test Accoum
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Values - OPTIONAL

Values are the principles that govern behavior and the way in which organization and its members
conduct business.

Tips for writing values:

e Values are typically listed as words, phrases, or sentences that describe the value

e Values are optional in your strategic plan.

e Bullets are an acceptable format for the listing of values. You may opt to briefly describe the
value as well.

Examples of values:

e Customer focus

e Integrity

e Continuous improvement
e Personal accountability

Instructions for entering/editing your values can be found on the following page.

Agency Planning Handbook — Strategic Plans
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SYSTEM INSTRUCTIONS — VALUES TAB

Step 1: Upon entering the Values tab you will be presented with the following:

B B avd i
[Mariioinanauoge I siule l‘“"@
Virginia Performs Home | PB Reports Search »
Strategic Plan 2014-16 Stjategic Plan open filter
EPR Department of Planning and Budget [122]
Objertnes Values
Measures
o Customerfocus
User Info
. o Integrity
Publish i i
s o Continuous improvement
Archive s
&) o Personal accountability
Activity Log
Log Off
Logged in as
DPB TestAccount
Step 2:

e To edit the “Values,” click in the text and you will be presented a text editing box as
demonstrated in the screen shot below.

e Edit the text as necessary. The text box contains limited formatting capabilities. Bullets are an
acceptable format for listing of values.

e Press Save.

Agency Planning Handbook — Strategic Plans
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|Mesruostinnpyniee s

Strategic Plan Values
EPR =
Otjecties oY B E¥ @O=
Measures Stles ™| Fomat Ml B 1 | @ | = =
User Info
Publish o Customerfocus
: o Integrity
Archive o Continuous improvement
Activity Log o Personal accountability
Log Off
Logged in as
DPB TestAccount

@

Virginia P B rt
irginia Performs Home | PB Reports oarch

)

MILLES

ar Yy
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STRATEGIC PLANS: INFORMATION
TECHNOLOGY

The Information Technology (IT) narrative fields have been moved from the Performance Budgeting
System Strategic Planning module to the Commonwealth Technology Portfolio (CTP) system maintained
by VITA. VITA will provide agencies with separate instructions and training on these requirements.
Please contact your agency AITR for additional information.

Agency Planning Handbook — Strategic Plans
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STRATEGIC PLANS: FINANCE

Financial Overview

Understanding an agency’s financial resources is essential to linking performance management
guidelines to the budgeting process. This includes knowing where the resources come from and
where they will be spent.

Tips for writing a good financial overview:

e Explain the total spending budget for the agency, the composite funding streams, and any other
information that explains the nature and/or destination of the funds

e Talk about what comprises your base budget

e The general tone should not be negative or focused entirely on savings strategies/cuts

Biennial Budget Table

The biennial budget table illustrates the agency’s base budget and any changes to that base over the
biennium. Changes to base include base budget adjustments and technical adjustments. They also
encompass amendments to the base for central appropriation distributions for items such as changes
in fringe benefit rates, salary increases, nongeneral fund increases approved administratively that will
continue into the new biennium, adjustments to remove one-time expenditures, and to annualize
partial year funding.

Tips for using the biennial budget table (screen shots below):

e Base budget is populated from the PB system.

e Changes to the base can also be populated from the PB system by using the “...” import
numbers.

e Agencies can overwrite the numbers populated by the PB system in the Changes to Base field if

they are incorrect or changes are needed due to anomalies in data.

Instructions for entering/editing your financial information can be found on the following page.

Agency Planning Handbook — Strategic Plans
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SYSTEM INSTRUCTIONS — FINANCE TAB

Step 1:
e Upon entering the Finance tab you will be presented with the following:

\ “:“‘Mgl_‘\ Online Services | Help | Governor | General Assembly
.
& -'““@
Virginia Performs Home | PB Reports m
Strategic Plan 2014-16 Strategic Plan open filter
. Department of Planning and Budget [122]
S Finance
Measures Financial Overview
User Info Seventy-eightpercent of DPB's general fund budgetsupports personnel costs: salaries, wages, and fringe benefits. The remaining budget supports
. day-to-dayoperations: funding for rent, information technologyneeds, the School Efficiency Review Program_the Council on Virginia's Future,
Publish insurances, training, office supplies, and other miscellaneous costs.
Archive
Activity Log In accordance with Chapter 835, 2012 Mrginia Acts of Assembly, the Commonwealth Competition Council was eliminated. The 2013 General
Log OF Assemblyremoved the $2560.000 Non-General Fund (NGF) designated for the Commonwealth Competition Council FY 2014
og
Logged in as Biennial Budget
DPB TestAccount 2015 2015 2016 2016
General Fund Nongeneral Fund General Fund Nongeneral Fund
Initial Appropriation for the Biennium 7382224 300,000 7410850 300,000
Change to Initial Appropriation 0 ] 0 ]
(Changes to Initial Appropriation will be 0 when the plan is created. They will change when the plan is updated mid-biennium.)
Step 2:

e To edit the “Financial Overview,” click in the text and you will be presented a text editing box as
demonstrated in the screen shot below.

e Edit the text as necessary. The text box contains limited formatting capabilities.

e Press Save.

Agency Planning Handbook — Strategic Plans
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Strategic Plan Financial Overview
i @ Wk EY B @ 2
= W > & | =I'R_AUE.
Objectives B = &
Measures Styles S fomat E B I | @ | i= = Er & [ &l
User Info
Publish Seventy-eight percent of DPB's general fund budget supports personnel costs: salaries, wages. and fringe benefits. The
i remaining budget supports dayto-dayoperations: funding for rent, information technologyneeds, the School Efficiency
Archive Review Program  the Council on Virginia's Future,insurances, training, office supplies, and other miscellaneous costs.
Activity Log
Log Off g - 5 5
In accordance with Chapter 835, 2012 Virginia Acts of Assembly, the Commonwealth Competition Council was
eliminated. The 2013 General Assemblyremoved the $250,000 N on-General Fund (NGF) designated for the
Vioaaeitinsas Commonwealth Competition Council FY2014.
DPB TestAccount ; ’ 2
The 2013 General Assemblydesignated $300.000 NGF FY 2014 to support the school efficiencyreviews program
coordinated bythe Department of Planning and Budget.
Funding forongoing maintenance of the Commonwealth’s Perfformance Budgeting System is appropriated in the
Department of Accounts.
4
Step 3:

e To edit/update your Biennial Budget, click into the “Biennial Budget” table and you will be
presented the ability to either manually enter/update your biennial budget as demonstrated in
the screen shot below or to import from the PB System.

e Note: The numbers presented are from the last time you updated/saved.

e To manually enter/edit the numbers, click into the cell you wish to edit and make the change.

e To import your biennial budget from the PB System, click the “import numbers from PB
System.” You must do this each time you edit/update your plan, they do not automatically

update.

e You can edit the numbers imported from the PB System if needed. This should be done if you
have any anomalies in your budget, but should be explained in the financial overview.
e Press Save.
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.i’fs-‘.-".rwr.r'.r-g,gi‘ g 1“"
FEommonwealth o Virginia 443
: 2014-16 Biennial Budget
Strat Pl ; 1 rt Numhb
szt Department of Planning and Budget [122]
EPR
Objectives Edit the inform ation in the fable and dlick SAVE Import numbers from PB System
Measures
2015 2015 2016 2016
User Info | General Fund Nongeneral Fund General Fund Nongeneral Fund
Publish ™ = mr—
ws Initial Appropriation for the Biennium || §7,382,224] | $300,000] | $7,410,850) || $300,000]
Archive ! !
Activity Log Change to Initial Appropriation I $0| | m! | $0| I $0|
Log Off i !
Loggedin as
DPB TestAccount
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STRATEGIC PLANS: CUSTOMERS

Anticipated Changes to Customer Base

Customers are any individual, group of individuals, organization, or organizational units for whom
products and services are supplied. Customers can be internal or external. Understanding the
composition of your customer base and planning for anticipated changes to the customer base is
pivotal in resource planning.

Tips for writing your anticipated changes to customer base:

e Are your customers going to increase or decrease over the next couple of years?
e Are your customers aging?
e Any new federal requirements being placed on your customers?

Current Customer List

Your current customer list should be an inclusive list of the customers/clients you serve. A customer
taxonomy referred to as “PredefinedGroup” in the strategic planning system allows for you to select a
defined common group of customer and the accompanying field allows for you to define the customer
specifically for your agency.

Tips for completing your current customers list:

e Are your customers going to increase or decrease over the next couple of years?
e (Citizens of the Commonwealth is too vague, you should define this more discretely.

Instructions for entering/editing your customer information can be found on the following page.
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SYSTEM INSTRUCTIONS — CUSTOMERS TAB

Step 1:
e Upon entering the Customers tab you will be presented with the following:

inia Performs Home | PB Reports
Strategic Plan 2014-16 Strategic Plan open filter
= Department of Planning and Budget [122]
Ermiias Customers
Measures Anticipated Changes to Custom er Base
User Info This is a listing of anticipated changes to your customer base. Are your customers going to increase or decrease over the nextcouple of years? Are
yourcustomers aging? Any new federal requirements being placed on your customers?
Publish
Archive Current Customer List
Activity Log PredefinedGroup Us erDefinedGroup NurrAber Sfrved Potentla[I:Num ber of Annual Prop{:tid E:stomer
Log OFf nnually ustomers ren
State Agency(s), State agencies 150 0 Stable
Logged in as Local or Regional Government Local schooldivisions 32 0 Stable
DPB TestAccount Authorities |
Governor Governor's Secretaries and Deputy 15 0 Stable
Secretaries
Governor Governor's Policy staff 15 0 Stable
Governor Gaovernor 15 0 | Stable
Step 2:

e To edit the “Anticipated Changes to Customer Base,” click in the text and you will be presented
a text editing box as demonstrated in the screen shot below.

o Edit the text as necessary. The text box contains limited formatting capabilities.

e Press Save.
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OB CCRD UG T C LI 2 SySten ST 3
| § s s - Sy et
:
Strategic Plan Anticipated Changes To Customer Base
EPR = = = &

Objectives = M W 48 2 ::'.l g BHE 8 13
Measures Styles |l Ffomat FIl B I =< | @ || = = =y & [ &
User Info
Publish This is a listing of anticipated changes tc{ Italic pstomerbase. Are your customers going to increase ordecrease over
e the next couple of years? Are your customers aging? Any new federal requirements being placed on your customers?
rchive
Activity Log
Log Off
Lt‘ggi—'] in as
DPB TestAccount
4
Step 3:

e To edit/update your Customer, click into the Current Customers table and you will be presented
the ability to edit, add, or delete a current customer from the table.

e You should first select the column entitled “PredefinedGroup.” This group is from the customer
taxonomy (Appendix I).

o After selecting the “PredefinedGroup,” you should select the column entitled

“UserDefinedGroup” which is essentially your customer in your terminology.

Key in the number of each customer served annually.

Key in the potential number of annual customers.

Select the projected trend in each customer.

You can prioritize your customers using the arrow keys to the left.

You can delete customers by using the red “x” on the left.

To add a customer, you should click insert row which is at the bottom of the grid.

Press Save.
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@ommonwealth of Virginia

Virginia Performs Home | PB Reports

Insert Row

Search
Strategic Plan 2014-16 Curmrent Customers Listing
EPR Department of Planning and Budget [122]
@ Editthe inform ation in the table and dick SAVE
TEEED Number Served Potential Number  Projected
M easures PredefinedGroup Us erdefinedGroup Annually of Annual Customer
User Info Customers Trend
Publish x $4 State Agency (s), State agencies 150 0
Archive | |
Activity L X ‘* Local or Regignal Government Authorities | Local scheol divisions 32 0
ctivty Log | |
Prioritize
Log Off x ‘* Customers Governor's Secretaries and Deputy Secre 15 0
) x ‘* Gowernor Governor's Policy staff 15 0
Loggedin as |
DPB TestAccount x §4 Gavernor Governor 15 0
Delete
Row x ‘* General Assembly General Asserrbly members 0 0
X ¥4 | sttergencys), DFB staff 0 0
x ‘f Governor Council on Virginia's Future (members) 0 0
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STRATEGIC PLANS: PARTNERS

Partners - optional

Partners are organizations that a state agency uses or collaborates with to deliver products and
services. In Virginia, there are agencies that do not have complete authority and/or responsibility for
the delivery of their services to end customers. For example, some agencies deliver their services
through a state-supervised, locally administered system. Therefore, the achievement of some of the
agency’s strategic goals/outcomes may be dependent, in part, on the performance of the agency’s
partners.

Examples of partners include:

e Private contractors that provide snow removal services
e 120 local departments of social services
e Community action agencies

Instructions for entering/editing your partner information can be found on the following page.
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SYSTEM INSTRUCTIONS — PARTNERS TAB

Step 1:
o Upon entering the Partners Tab you will be presented with the following:

ATie
ashe

DT CCRL

ommonwealth of Virginia

(C
Virginia Performs Home | PB Reports Sauh »

2014-16 Strategic Plan open filter

Strategic Plan .
Department of Planning and Budget [122]

EPR

Objectives Partners

Measures

User Info Name Description

Publish ‘ Private contractors that provide snow removal Snow removal services

Archive \ 120 local departments of social services DSS

Activity Log | Communityaction agencies | Neighborhood watch, DARE, etc.
Log Off

Logged in as
DPB TestAccount

Step 2:

To edit the Partners grid, click in the text and you will be presented with an editable grid.
You can prioritize your partners using the arrow keys to the left.

You can delete partners by using the red “x” on the left.

To add partners, you should click insert row which is at the bottom of the grid.

Press Save!

Virginia Performs Home | PB Reports

2014-16 Partners

Strategic Plan 8
EPR Department of Planning and Budget [122]
Objecti Partners - Edit the information in the table and click SAVE
ectives ii T
b Name Des cription
Measu e
x "'t | Private contractors that provide snow removal Snow removal services

User Ir -y ;

s Prioritize |
Publisl 3 i i

: x $4 arits of social services Dss
Archive po ‘ t B |
Activity Log ‘ Community action agencies } Neighborhood watch, DARE, etc.
Log Off
Logged in as
IDPB TestAccount
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STRATEGIC PLANS: AGENCY GOALS

' Goals are broad statements on the long-term results needed to accomplish the organization’s mission
and to achieve its vision.

Tips for writing good goals:

e Typically starts with a verb and is phrased in general language (strengthen, serve, become, or
improve)

e May include a broad performance target to be achieved in a specific timeframe (to achieve 75
percent improvement by 2014)

o Keep the number of goals manageable — five to seven is considered manageable

e Agoalislong-term and may extend past the biennium

Examples of goals:

e (Cultivate a diverse workforce capable of accomplishing the system’s mission

e Rank among the top 10 states in the U.S. in the number of successful adoptions of children with
disabilities

e Enhance the independence, well being, and personal responsibility of customers

. Summary and Alignment

Summarizing the purpose of your goal and explaining how the goal aligns with your mission gives the
reader a better understanding of the goal.

Tips for writing your summary and alignment:

e Explain what your goal is trying to achieve.

e How does the goal directly impact your agency’s mission?

e Does the goal align to an external factor such as a federal mission/program? A statewide
program/mission?

Examples of summary and alignment:

e By assisting citizens to become independent and achieve a level of personal responsibility they
will, in turn, achieve a higher level of well being. This will increase the available work force
within Virginia and assist in economic growth. This aligns with the economic long-term objective
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of Virginia. (Goal — Enhance the independence, well being, and personal responsibility of
customers).

e |n enabling the department to achieve efficiency and effectiveness benefits and to support
Virginia’s long-term objective of Best Managed State, it must ensure it has a workforce that is
capable of the challenges posed. (Goal — Cultivate a diverse workforce capable of accomplishing
the system’s mission.

Long-term goals
Long-term goals have been established by the Council on Virginia’s Future to help define the vision for

Virginia’s future: Responsible economic growth, an enviable quality of life, good government, and a
well-educated citizenry prepared to lead successful lives and to be engaged in shaping the future of
the Commonwealth. The seven long-term goals are as follows:

e Be a national leader in the preservation and enhancement of our economy.

o Elevate the levels of educational preparedness and attainment of our citizens.

e Inspire and support Virginians toward health lives and strong and resilient families.

e Protect, conserve and wisely develop our natural, cultural and historic resources.

o Protect the public’s safety and security, ensure a fair and effective system of justice, and
provide a prepared response to emergencies and disasters of all kinds.

e Ensure Virginia has a transportation system that is safe, allows easy movement of people and
goods, enhances the economy, and improves our quality of life.

e Be recognized as the best-managed state in the nation.

Instructions for entering/editing your agency goals can be found on the following page.
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SYSTEM INSTRUCTIONS — AGENCY GOAL TAB

o Upon entering the Agency Goal Tab you will be presented with the following.
e To create a new goal, click the button in the top right corner of the screen.
e To reorder your goals, click the button in the top right corner of the screen.

IPlgirinoannniainiee Injntabuciols i
0 ey :
ginia Performs Ho po »
Strategic Plan 2014-16 Strategic Plan open filter
Department of Planning and Budg 2222
EPR Goal Create New Create New Goal  Reord
Objectives Agency Goals Goal reate New Goal eorder
Measures
U nf * Provide the highest quality financial g nt for the Commc Ith to protect its fiscal integrity. Reorder
serinio Summary and Alignment Goal
i oals
Publish Accomplishmentof this goal helps protect the state's fiscal reputation, its AAAbond rating, and its status as a best-managed state.
Archive
Activity Log * Provide objective, accurate, and timely information with res pect to planning and evaluation of fiscal, legislative and regulatory activities,
Log OF in order to enh:; the efficiency and effecti of state government.
Summary and Alignment
Accomplishmentof this goal helps protect the state's fiscal reputation, its AAAbond rating, and its status as a best-managed state.
Loggedin as
PFE TestAccount * Continue to strengthen communication and relations hips with customers.
Summary and Alignment
Accomplishmentof this goal would help protectthe state's fiscal reputation, its AAAbond rating, and its longstanding status as a best
managed state.
Step 2:

e To create a new goal, once you have clicked the create new goal button, you will be presented
with the following screen.

e  Enter your new goal in the box and press Save!

e Once you press save, your goal will be saved and appear at the top of your goal listing.

Performs Home | PB Reports

Strategic Plan 2014-16 Strategic Plan open filter
EPR Department of Planning and Budget [122]
Objectives Agency Goals Create New Goal  Reorder
e Provide the highe: | for the C. fiscal
* Provide t ighest quality fi ial nt for the Ith to protect its fis cal integrity.
User Info g ¥ ey = P 9y
. Summary and Alignment
Publish Accomplishmentof this goal helps protect the state's fiscal reputation, its AAAbond rating. and its status as a best-managed state.
Archive
Activity Log * Provide objective, accurate, and timely information with res pect to planning and evaluation of fiscal, legislative and regulatory activities
Log Off in order to enhance the efficiency and effectiveness of state government.
St asen .

Accad naged state.

Logged in as
Name of New Goal

DPB TestAccount

* Contir |
Sum I
Accq tatus as a best-

mar

* Attrac
Sum

Acci Inaged state.
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Step 3:

e To edit your goals and its attributes or to add attributes to a new goal, click on the goal name in
the grid presented in Step 1 and you will be presented with a screen that will allow you to
edit/modify your goal and its associated attributes.

e Select one state long-term goal that your goal closely aligns with.

e Upon selecting your state long-term goal, you will be prompted with a drop-down menu to
select one societal indicator that your goal closely aligns with.

e Please note: if your goal does not align with a state long-term goal or a societal indicator, you
do not need to “force” an alignment. However, if your goal does align with a state long-term
goal, societal indicator, or both, please ensure you make the alignment.

e To delete a goal, select the “Delete” button at the bottom of the form.

g Clal{@ T LTI oL aee n@o
&\:’ ol rnlnm‘*

Virginia Performs Home | PB Reports

Agency Goal
2014-16 AgencyPlan

Strategic Plan
EPR
Objectives

GoalName Goal ID

Provide the highest quality financial management for the Conmonw ealth to protect its fiscal integrity . | 122.G01
M easures

User Info
Publish Summaryand Alignment

A =p=Accomplishment of this goal helps protect the state's fiscal reputation, its AAA bond rating, and its status as a best-managed state.</p=

Actimty Log
Log Off

= State Long-term Goals (select the most appropriate match)
DPB TestAccount
O Economy Be a national leader in the preservation and enhancement ofour economy.
Selecta [[] Education Elevate the levels of educational preparedness and attainment of our citizens.
state long-
Government and Citizens | Be recognized as the best-managed state in tha natinn

term goal,
if Selectthe most applicable societal ind

Select a Societal

Indicator, if

applicable Govemment Operations A

applicable

[] Health & Family Inspire and support Virginians toward he milies.

[] Natural Resources Protect. conserve and wiselydevelop our natural, historical and cultural resources.

[7] Public Interest Engage and inform citizens to ensure we serve their interests.

[ Duklic Safety Protectthe public's safetyand security. ensuring a fair and effective system of justice and providing a
Press prepared response to emergencies and disasters of all kinds.

Save ortation Ensure thatVirginia has a transportation system that is safe, enables easymovement of people and

goods, enhances the economyand improves our quality of life

Em g~

Step 4:

e To reorder your goals, once you have clicked the reorder goal button in the top right corner of
the goal screen presented in Step 1, you will be presented with the following screen.

e  Reorder your goals by typing the number priority for each of your goals. You should use a
numbering scheme that makes it easy for you to add or subtract goals without having to reorder
every goal each time you add a new goal. For demonstration purposes, | assigned our new goal
as “1.1” so that the goal would show up second my goal list without having to reorder all of my
goals.

e Press Submit once you are done reordering your goals.
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Strategic Plan
EPR

Publish
Archive
Activity Log
Log Off

Loggedin as
DPB TestAccount

[
|Meriosrnnuniced siutd

Virginia Performs Home | PB Reports

S

Agency Goals

Enter numbers to indicate the order you would like these goals to appear in your plan.
Provide the highest qualityfinancial management for the Commonwealth to protectits fiscal integrity.

Provide objective, accurate, and timelyinformation with respectto planning and evaluation of fiscal, legislative and regulatory
activities, in order to enhance the efficiencyand effectiveness of state government.

Continue to strengthen communication and relationships with customers.

Attractand retain highly qualified and energetic individuals to carryout the mission of the agency.

o~
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STRATEGIC PLANS: OBJECTIVES

Objectives

Objectives are a description of the results that, when achieved, move an organization toward its
stated goals. There can be any number of objectives associated with a goal, but the number should be
manageable.

Tips for writing good objectives:

e Should be measurable

e Usually begins with a verb or an introductory phrase, followed by a verb
e May support multiple initiatives or strategies

e Describe the results needed to accomplish a goal

e (Collectively may address key business areas

Examples of objectives:

e Enhance food safety and security programs for citizens of the Commonwealth (Supports Goal:
Ensure a safe and wholesome food supply)

e Promote through logging inspections the replanting of sites using Reforestation of Timberlands
cost share in order to limit the loss of forested acres (Supports Goal: Improve the stewardship,
health, and diversity of the forest)

Objective strategies

Objective strategies are actions that support the accomplishment of the strategic plan and deliver the
results needed to accomplish the objectives. The methods of achieving an objective are the actions or
tasks an agency intends to carry out to accomplish its objectives within a specified time frame. When
monitoring measures, it is the adjustment of these strategies that will influence the direction of the
measures.

Tips for writing good objectives strategies:

e Succinct
e Explain what the agency is doing to help accomplish its objectives
e Tasks

Examples of objective strategies:

e Customer service standards development
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e Development and delivery of customer service training for all employees
e Establishment of an employee awards and recognition program

Instructions for entering/editing your objectives can be found on the following page.

SYSTEM INSTRUCTIONS — OBJECTIVES TAB

NOTE: Users have two options for accessing their objectives. You can access them through the filter
navigation or by utilizing the objectives button on the left side of the screen. The system instructions
below detail both option for accessing objectives.

Filter navigation

When you select objectives using the filter navigation agency goals will automatically be selected as
demonstrated below.

104 v
g Gl (@ Il T AT W CFL) Ul

Virginia Performs Home | PB Reports

2014-16 Strategic Plan open filter

Strategic Plan

EPR Strategic Plan Filter

S oal Reorder
Objectives Select the strategic planning elements that you would like to work on [

M easures Agency

Plan Version
User Info [ 122 Department of Aanning and Budget v| [201s16 v
Publish bte.
Archive AgencyPlan XV
Activity Log [] Mission and Vision [] Values ["] Information Technology [] Finance [T] Customers
Log Off [] Partners Agency Goals Objectives [] Measures [] Supporting Documents
Loggedin as Program /Service Area Plans XV
DPB TestAccount i this Goal
71502: Budget Development and Budget Execution Services ["] Description
71504: Legislation and Executive Order Review Service D Mission Ali t
71505: Forecasting and Regulatory Review Services sslon/Nignmen s
71506: Frogram Evaluation Services [] Products and Services [ activities,
71598: Administrative Services .
[7] Finance
["] Supporting Documents ate.
ur this Goal
analysis

Step 1:
e Upon entering the Goal/Objective tab you will be presented with the following. Please note:

System instructions for modifying agency goals appear in the agency goals section of this
handbook.

Agency Planning Handbook — Strategic Plans
2014 - 2016 Biennium 34



Parionmunice 1sldigeis <IN

0 a Perfo 1S 0 P R po »
Strategic Plan 2014-16 Strategic Plan apen filter
- Department of Planning and Budget [122]

Qbjectives Agency Goals Create New Goal Reorder
Measures
User Inf * Provide the highest quality financial management for the Commonwealth to protect its fiscal integrity.
serinio Summary and Alignment
Publish Accomplishmentofthis goal helps protect the state's fiscal reputation, its AAAbond rating, and its status as a best-managed state.
Archive )
. Associated State Goal
Activity Log Governmentand Citizens:Be recognized as the best-managed state in the nation.
Log Off
Associated Societal Indicator
Bond Rating
Logged in as
DPB TestAccount Objectives Objective Links for this Goal
Mo objectives currently linked fo this agency goal
* Provide objective, accurate, and timely information with res pect to planning and evaluation of fiscal, legislative and regulatory activities,
in order to enhance the efficiency and effectiveness of state government.
Summary and Alignment
Accomplishmentofthis goal helps protect the state's fiscal reputation, its A8 bond rating, and its status as a best-managed state.
Objectives Objective Links for this Goal
» Strive to maintain a high level of s atis faction from the Governor's Policy Office and the Cabinet regarding information and analysis
provided to them by the Department of Planning and Budget (DPB).
Descripfion
Step 2:

e To link or create an objective for a goal, click the “objective links for this goal” button as
demonstrated below.

e
-'""@
Virginia Performs Home | PB Reports m
Strategic Plan 2014-16 Strategic Plan open filter
— Department of Planning and Budget [122]
Qbjectives Agency Goals Create New Goal Reorder
Measures
U Inf * Provide the highest quality financial g nt for the Commc Ith to protect its fiscal integrity.
Ser_ no Summary and Alignment

Publish Accomplishmentof this goal helps protectthe state's fiscal reputation, its AAAbond rating, and its status as a best-managed state.
Archive _

Associated State Goal T
Activity Log Governmentand Citizens: Be recognized as the best-managed state in the nation. Objective Links
Log Off for this Goal

Associated Societal Indicator

Bond Rating
Logged in as
DPB Test Account Objectives Objective Links for this Goal

Mo objectives currently linked to this agency goal

* Provide objective, accurate, and timely information with res pect to planning and evaluation of fiscal, legislative and regulatory activities,
in order to enhance the efficiency and effectiveness of state government.

Summary and Alignment

Accomplishmentof this goal helps protectthe state's fiscal reputation, its AAAbond rating, and its status as a best-managed state.

Objectives Objective Links for this Goal

» Strive to maintain a high level of s atis faction from the Governor’s Policy Office and the Cabinet regarding information and analysis

provided to them bv the Department of Plannina and Budaoet (DPB).

Step 3:

e To link an objective to a goal, choose the previously created objective from the list presented in
the grid, and then select “link” which is located on the left side of the grid as demonstrated
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below.
e If you need to delete a link, select “unlink” which is located on the left side of the grid.

e You can reorder/prioritize you objective links using the arrows located on the right of the grid.
e Save your links!

Virginia Performs Home | PB Reports

Strategic Plan Version: 2014-16
Department of Planning and Budget [122]

EPR Agency Goal
Objectives Provide the highest qu anwﬁnamm arthe Commonwealth to protectits fiscal integrity.

M easures
User Info Objectives Linked to this Goal Create new objective
FUETET Objectiveld | Reorder

Strategic Plan
(GoallD:122.G01)

Objective Name:

Ar .
Unlink unlink Develop afinancially sound budget in which proposed recurring spending can be maintained | 12271502.001 #*
A Objectives byrecurring revenue over time.

Loy wu
Other Objectives Not Linked to this Goal
Loggedin as Objective Name: Objective Id Existing Links
DPB TestAccount link Strive to maintain a high level of satisfaction from the Governor's Policy 12200000.002 | 122.G02
Office and the Cabinetregarding information and analysis provided to
- e e s e nt of Planning and Budget (DPB).
link .Lmlf accurate forecasts for major state programs for 12271505002
[SLIELIVEEN 0o purposes.
Step 4:
q q “ g oD g
e To create a new objective, select “create new objective” at the top of the grid as demonstrated
below.
Virginia Performs Home | PB Reports Search E
Strategic Plan Strategic Plan Version: 2014-16
EPR Department of Planning and Budget [122]
Agency Goal (Goal IDx 122.G01)
Objectives Provide the highest qualityfinancial management for the Commonwealth to protectits fiscal integrity.
Measures
User Info Objectives Linked to this Goal Create new objective
bl Objective Name Objectiveld | Reorder
Archive B B - . S
. unlink Develop afinancially sound budget in which pi VRN pending can be maintained | 12271502.001 #ﬁ
Activity Log byrecurring revenue over time. Objective
Log Off
Other Objectives Not Linked to this Goal
Logged in as Objective Name Objective Id Existing Links
DPB TestAccount link Strive to maintain a high level of satisfaction from the Governor's Palicy 12200000.002 | 122.G02
QOffice and the Cabinetregarding information and analysis provided to
them bythe Departmentof Planning and Budget (DPB).
link Develop timelyand accurate forecasts for major state programs for 12271505002
planning and budgeting purposes.
Step 5:

e After choosing to create a new objective, you will be presented with an editable grid where you
can create a new objective and provide an objective description as demonstrated below.

e You can also link to an established measure from this screen.

e You can also delete an objective from this screen.
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e Press Save!

|Pesriforinniaioiee ] DYBIaKse
w' 0 0 AltTof Virginia

Virginia Performs Home | PB Reports s »

Objective

Strategic Plan
EPR Agency

s l 122: Department of Planning and Budget V]
Objectives Save New Objective
Measures Version: 2014-16
User Info Objective Name
3 New Name
Archive

Delete New Objective

Objective ID: New

Activity Log _—
Description
Log Off
Add New Objective
Loggedin as Description
DPB TestAccount
Measures linked to this Objective Linkto a Measure
Measure ID Measure Name
Linkto
Measure
Update History
No history
Step 6:

e Upon pressing save, you will be presented with options to link the new objective to strategies,
goals, and measures as demonstrated in the screen shot below.

Virginia Performs Home | PB Reports
Strategic Plan DN
EPR Agency: [122]
Objectives Version: 2014-16
Measures Objective Name
User Info New Objective Name }
Publish
Archive Delete Links
Activity L Description
Etony Eog New Objective Description.
Log Off
din as
IDPB TestAccount Add Strategy
Linkto
Agency Goal
Add Strategy Delete the text and save to delete a strategy
Agency Goals linked to this Objective for2014-16 Link to an Agency Goal
Measures linked to this Objective Linkto a Measure Linkta 3
[ Measure
| Measure ID Measure Name

Step 7:
o To add a strategy, click on the “add strategy” link on the left.
o After clicking you will be presented with a text box that will allow you to add a strategy for the
new measure.
e You can add multiple strategies for the new objective by continuing to click the “add strategy”
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button.

Virginia Performs Home | PB Repo!
Strategic Plan Objective
EPR Agency: [122] Obiective ID: 122.0001
Objectives Version: 2014-16 Press Save
Measures Objective Name
T
Publish
Archive e
Aty Description
CLEY:-00 New Objective Description.

Log Off
ogged in as
PPB TestAccount

Strategies

| New strategy| Add Strategy
Text Here
Add Strategy Delete the text and save to delete a strategy
Add Multiple d to this Objective for2014-16 Link to an Agency Goal
Strategies this Objective Link to a Measure

Measure ID Measure Name

Step 8:

e To link to an agency goal, click the “link to an agency goal” on the right as demonstrated in Step

6.

o After clicking, you will be presented with a listing of all of your agency goals as demonstrated

below.
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@Eommonwealth of Virginia

Virginia Performs Home | PB Reports

protect its fiscal integrity.
|oggedin as

DPB TestAccount|

Strategic Plan
EPR Agency Goals
- Click on a Goal to create a link to this objective for your 2014-16 plan
Objectives T
Goal | Goal ID
Measures T
Inf Attractand retain highly qualified and energetic individuals to carryout the 122.G04
User Info mission ofthe agency.
FUERE Continue to strengthen comt vith customers. 1122.603
Archive I F N, - : L
. Provide objective, accurate, : B[S TR R EO [ TM oectto planning and | 122.G02
Activity Log evaluation of fiscal, legis|ativ S rderto enhance the
D7 8 to your objective
Log Off efficiencyand effectiveness ¢
Provide the highest qualityfinancial management for the Commonwealth to 122.G01

Objective ID: 122.0001

- Em Em

Link to an Agency Goal

Measures linked to this Objective

T T
‘ Measure ID | Measure Name

Linkto a Measure

e C(lick the goal from the list that aligns and links with your newly created objected.
o To unlink a goal from an objective, click the “unlink” button to the right of your goal listing

within an objective.

e You can link to more than one agency goal, by continuing to click the “link to agency goal”

button.
e Press Save!

) 194 4 s e
ECHOTLANCCR DU C

L

Agency Goals linked to this Objective for2014-16
Goal

Measures linked to this Objective

‘ Measure ID Meas ure Name
L 1

} Continue to strengthen communication and relationships with customers.[122.G03]

Strategic Plan Objective
EPR Agency: [122] S 122.0001
Objectives Version: 2014-16 m
Measures Objective Name
User Info New Objective Name ‘
Publish
Archive e
Activity L Description
iy —0d New Objective Description.
Log Off
logged in as
DPB TestAccount
; Link to Additional
Strategies
Agency Goal
Add Strategy Delete the text and save to delete a strategy

Linkto an Agency Goal
I

m ok

Linkto a Measure
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Step 9:
e To link to a measure, click the “link to a measure” on the right.
e After clicking, you will be presented with a listing of all of your agency measures as
demonstrated below.

e C(Click the measure code from the list that aligns and links with your newly created objected.

(- %_. : oK@ I blulakere g -;.“‘"|"@
»

Virginia Performs Home | PB Reports

Search

Strategic Plan
EPR Meas ures Objective ID: 1220001

Click on one of the Measures fo create a link
Objectives . i i

002, erage rate of surveyrespondents’ satisfaction wi e timeliness and quality of

12200000.002.001 | Av te of dents’ satisfacti th the timel d lity of
Measures the agency's analyses.
User Info 12271502.001.001 ) to recurring general fund spending.

Click on th
B Ick on e measure
:Ub:_Sh 12271502 002002 code that links to 5 as a percentage oflegislative
rchive
your ohjective
Actmty Log 12271504.001.001 1ed to the agency (excluding those marked
“no review”) for which fiscal impact statements were issued.

Log Off

12271504 001.003 | Average satisfaction rating of the Governor's policy staff with the qualityand
Logged in 25 timeliness of the impact analyses.
DPB TestAccount| 12271505.001.001 | Percentage of economic impact analyses that are completed within 45 days from

receiptof proposed and fasttrack (stage) regulatory proposals.
12271505 002,002 | Accuracyofthe agencys forecastfor total state responsible inmate population.
12271506.001.001 | Percent of evaluation studyrecommendations accepted.

12271506 .002.001 | Percent of school efficiencyrecommendations implemented. Link to an A gency Goal

M1225A12001 Percent of accounts payable transactions that post correctlyto the Commaonwealth
Accounting and Reporting System (CARS)
unlink
Measures linked to this Objective Linkto a Measure

Measure ID Measure Name

e To unlink a measure from an objective, click the “unlink” button to the right of your goal listing
within an objective.

e You can link to more than one measure, by continuing to click the “link to a measure” button.

e Press Save!
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Virginia Performs Home | PB Reports

Search >

Strategic Plan Objective
EPR Agency: [122] 122.0001
Objectives Version: 2014-16
Measures Objective Name
User Info New Objective Narme ‘
Publish
Archive i
Actity L Description

iy, 2od New Objective Description.
Log Off

Logged in as
DPB TestAccount

Strategies

Add Strategy Delete the text and save to delete a strategy

AgencyGoals linked to this Objective for2014-16
Goal

Link to Additional

Agency Measures

‘ Continue to strengthen communication and relationships with customers.[122.G03]

Measures linked to this Objective Link to a Measure

Measure ID Meas ure Name !
12271502.002.002 Administratively approved appropriations as a percentage of legislati

Unlink >
unlink
appropriations. Measures

Objectives button

Step 1:
o When you select the objectives button from the left side of the screen you will be prompted to

select your agency as demonstrated below. If applicable, you are able to narrow your selection
by Groups or Secretariats.
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ystem

Virginia Performs Homej
Select Agencies Filter the agencylist by selecting a secretaryor group

Strategic Plan 122 Department of Aanning and Budget Groups
EPR 140: Department of Griminal Justice Services Behavioral Heatth and Developmental Services
154: Department of Motor V ehicles Commmunty College Sy stem A
- 403: Department of Game and Inland Fisheries :
Objectives Corrections
LHecues 501: Department of Transportation DPE: Budget Operations
Measures 601: Department of Heatth DPB: Commerce and Resources
Userkio 602 Department of Medical Assistance Services _ DPE Education and Transportation
720: Department of Behavioral Health and Dev elopmental Services DB Goriaia Gavrament v
Publish 790: Grants to Localties DPB: Health and Human Resources
2 793 Intellectual Disabilties Training Centers
Archive 999 Department of Alcoholic Bev erage Control Secietariats

Activity Log Administration

Log Off Agricufture and Forestry A
Central A ppropriations

Conmerce and Trade

- Education

| ogged s Executive Offices

DPB TestAccount Finance

General Fund Resources

General Provisions

Health and Human Resources

Independent Agencies

Judicial

Legislative

Natural Resources

Public Safety

State Grants to Nonstate Entities

Technology v

Transportation

Step 2:
e After selecting your agency, you will be presented with a listing of current objectives and the
option to create a new objective as demonstrated below.

inia Performs Home | PB Repoi

Manage Objectives

Strategic Plan
EPR Click on an objective to edit, Click a column header to resort, Create a new Objective, or change the filter options and
Objectives Objective Name ctive ID Version
Measures Create New Objective 2014-16 W
User Info
Develop a financiallysound budgetin which proposed recurring | 122 12271502.001 unlinked
Publish spending can be maintained byrecurring revenue over time.
Archive Develop timelyand accurate forecasts for major state programs | 122 12271505002 unlinked
Activity Log for planning and budgeting purposes.
Log Off Ensure ¢ 18 state budget. 122 12271502.002 unlinked
Ensure t [ECICSCURIESU LN (o (sed officientlyand | 122 12271598001 unlinked
Loggedin as effectivel to edit/flink with applicable state and
DPB TestAccount federal r

Facilitate improvement ofthe efficiencyand effectiveness of 122 12271506.001 unlinked
executive branch agencyoperations.

Facilitate ways for local school divisions to save moneyin non- | 122 12271506 002 unlinked
instructional areas

Provide accurate.timelyanalysis of the fiscal and related 122 12271504001 unlinked
impacts of legislation.

Provide imelyanalysis of the economic impact of proposed 122 12271505001 unlinked
regulations, with the objective of designing regulations in the
mostefficient, effective, and least intrusive manner.

Strive to maintain a high level of satisfaction from the Governor's 122 12200000002 2014-16 Goal 122 G02
Policy Office and the Cabinet regarding information and analysis
provided to them bythe Departmentof Planning and Budget
(OPB).
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Step 3:

e To edit or link a current objective, select the objective text as demonstrated in Step 2.
e To edit the objective name, description, or strategies click in the box and edit as desired.
e To add a strategy, click on the “add strategy” link.
e To link to an agency goal, select the “link to an Agency Goal” link.
e To link to a measure, select the “link to a Measure” link.
e You may also unlink established links to goals and measures by selecting “unlink” for the
appropriate goal and/or measure.
e You can delete the entire objective, by selecting the “delete” button.
e Press Save.
s
Virginia Performs Home | PB Reports ch »
Strategic Plan Objective
EPR Agency: Department of Planning and Budget [122] Ohiectiva N 19971505.002
Objectives Version: 2014-16 Press Save
Measures Objective Name
User Info Develop timely and acci Edit Objective -ams for planning and budgeting purposes.
Publish Name |
Archive Delete Objective
. Description
actyiog <p>The Departmert of Flanning and Budget produces annial fararasts far tha fallow inn sinnficant state programs which are provided to decision
Log Off makers as key inputfor each year's budget decisions as Edit Objective planning for key budget drivers: Medicaid
Expenditures; Fublic Safety Admissions and Inmate Popt O cal jails, state juvenile correctional faciities, and
detention horres; and Criminal Fund forecast.</p= Description
Loggedin as
DPB TestAccount
Strategies
Assure forecast results are communicated effectively.
Maintain expertise on relevant forecasting techniques and models to naintain quality.
Manage forecast production to optinize usefulness to decision makers.
Add Strategy y icies i
\omic analy ses and projections, upon request. Link to Agency
Goal
Add Strategy Delete the text and save to delete a strategy
Agency Goals linked to this Objective for 2014-16 Linkto an Agency Goal
Measures linked to this Objective Linkto a Measure
Measure
Measure ID Measure Name
12271505.002.002 Accuracyofthe agencys forecast for total state respc unlink
Step 4:
[ ]

To create a new objective, select the “create new objective” link as demonstrated in Step 2.
Provide an objective name in the “objective name” text field as demonstrated below.
Provide a description of the new objective in the “description” field.

You can delete the new objective by selecting “delete.”

Press Save! You must press “save” in order for you to be able to add a strategy and to link your
new objective to goals and measures.
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Virginia Performs Home | PB Reports

Strategic Plan Objective
EPR Agency Objective ID: New
Objecties | 122: Department of Planning and Budget V]
Measures Version: 2014-16
User Info Objective Name
Publish S Add Objective
Archive New Name J
Log Off -
Add Objective
Logged in as Description Text Here
DPB TestAccount
Step 5:
e To edit the new objectives name, description, or strategies click in the box and edit as desired.
e To add a strategy, click on the “add strategy” link.
e To link to an agency goal, select the “link to an Agency Goal” link.
e To link to a measure, select the “link to a Measure” link.
e You may also unlink established links to goals and measures by selecting “unlink” for the
appropriate goal and/or measure.
e You can delete the entire objective, by selecting the “delete” button.

e Press Save.
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Virginia Performs Home | PB Reports

Strategic Plan Objective

EPR Agency: Department of Planning and Budget [122] Ohiectiva N 19971505.002

Objectives Version: 2014-16 Press Save

Measures Objective Name

User Info Develop timely and acci EditiObjective -ams for planning and budgeting purposes. ‘

Publish Name

Archive Delete Objective
o Description

Activity Log

<p=The Department of Aanning and Budget produces annu=l fararacte far tha falla inn cinnificant state programs which are provided to decision

Log Off makers as key input for each year's budget decisions as Edit Objective planning for key budget drivers: Medicaid
Expenditures; Public Safety A dmissions and Inmate Popu L cal jails, state juvenile correctional facilities, and
detention homes; and Criminal Fund forecast </p= Description

|Logged in as

DPB TestAccount

Strategies

Assure forecast results are communicated effectively. Edit Strategies

Maintain expertise on relevant forecasting techniques and models to rmaintain quality.

Manage forecast production to optimize usefulness to decision makers.

Add Strate, g =
\omic analy ses and projections, upon request. Link to Agency

Goal

Add Strategy Delete the text and save to delete a strategy

Agency Goals linked to this Objective for2014-16 Link to an Agency Goal

| 12271505.002.002 Accuracyofthe agencys forecast for total state respc unlink

. Linkto a
Measures linked to this Objective Link to a Measure
T Measure
| Measure ID Meas ure Name
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STRATEGIC PLANS: MEASURES & MEASURE
ATTRIBUTES

Measures are meaningful indicators used to determine performance, a criterion or value used to
determine the magnitude or degree of something, a tool used by management and members of the
organization to determine the effect that strategies and activities are having on the accomplishment
of accomplishment of objectives and goals.

Tips for writing good measure name:

e C(Clear; understandable to the general public as well as decision makers
e Focus on the most important thing the agency does
e Do not start with a verb
e Measure Structure:
o Dataform
o Object
o Criterion or modifier

Measure Structure Example: Percentage of productivity measures that are written in proper format.

Examples of measures:

e Violent crime rate
e Number of escapes from confinement
e Percentage of checks delivered within the designated 30 calendar day timeframe

Measure Class

| There are three classes of measures: Key, Productivity, and Other agency. |

Measure Types: Input, Output, Outcome
Measures occur in one of three different formats: input, output, or outcome.

Input measures describe the amount of resources used to conduct an activity, produce and output, or
provide a service; a measure that describes the volume of incoming work to be processed; usually
consists of a single numeric value; a type of workload measure.
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Output measures describe the amount of work completed or output produced; usually consists of a
single numeric value; a type of workload measure.

Outcome measures describe the results achieved by an activity compared to the activity’s intended
purpose; the extent to which a service or activity has impacted its intended audience.

Examples of input, output and outcome measures:

e |nput measures:
o Number of hours used to analyze a new software package
o Amount of money invested/spent
e Qutput measures:
o Number of service calls closed
o Number of customer calls handled
e Qutcome measures:
o Problem resolution rate
o Customer satisfaction rate
o Employee retention

Measure Frequency
Measurement can occur in different cycles: monthly, quarterly, annually, etc. Ensure you collect data
for your measure frequency enough to identify problems quickly and enable course corrections.

Measure Frequencies:

e Semi-annual
e Quarterly
e Annually

Data Source and Calculation

Identifies the source of the measurement data that will be used and gives a description of how any
calculations for the measure will work. It is beneficial to define terms used in the measure or in the
mathematical formula used to calculate the measure and to make a note of what is included or
excluded in the calculation.
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Tips for writing data source and calculation:

e Be specific as possible
e Don’t assume the reader will understand your “industry specific” terminology
e Show the formula being used

Example of data source:

e Customer survey completed as they complete their online transactions, administered by
onlinesurvey.net.

Example of calculation:

e (Calculate an average customer satisfaction rating for each survey question for all completed
surveys submitted in a given calendar month.

Baseline
A baseline is a description or measure of the current state. It is the starting point from which an
organization monitors progress. Each new measure established must have a baseline.

Tips for establishing a baseline:

e Include the actual data value
e Include the “as of” date
e  Only required for new measures

Examples of baselines:

e 15crimesin FY 2015 (Measure: Violent crime rate)
e 82 percent, 12/31/2016 (Measure: Employee turnover rate)
e 12 percent for FY 2009 (Measure: Customer satisfaction rating)

Targets are a specific level of performance that the organization is striving to achieve. It is the desired
level of performance of an objective that can be measured within a specific point in time, usually
expressed as a number or percentage.
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Tips for establishing targets:

e Include the numeric value of the target

e Include the date by which the agency intends to achieve the target

e Short-term and long-term target dates are predetermined by the administrator

e Agencies can established one non-predetermined target/target date, if necessary, to correspond
with federal/state/local, etc. requirements.

e Performance should not consistently exceed a target.

e Challenging, but realistic and achievable

e Check targets against national data from other states, where possible, avoid setting targets that
fall below other states

Examples of targets:

e Three percent reduction by FY 2016 (Measure: Violent crime rate)
e Two percent reduction in FY 2015 and FY 2016 (Measure: Employee turnover rate)
e 89 percent by 12/31/17 (Measure: Customer satisfaction rating)

Preferred Trend
Preferred trend indicates the desired direction of change in the results reported for the measure.

Preferred trends:
e Maintain
e Increase

o Decrease

Year type
Year type is an element that helps to describe the timing of your measurement.
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Year type:

e State Fiscal
e Federal Fiscal
e Calendar

‘ The unit of measurement used to calculate your measure result. |

Tips for statistical units:
e This is a narrative field that you should define.
Examples of statistical units:

e Dollars
e Inches
e Parts per million

Instructions for entering/editing your objectives can be found on the following page.

SYSTEM INSTRUCTIONS — IMEASURES

NOTE: Users have two options for accessing their measures. You can access them through the filter
navigation or by utilizing the measures button on the left side of the screen. The system instructions
below detail both options for accessing measures; however, it is recommended that if you want to
access your measures only to use the measures button on the left side of the screen.

Note: System instructions for entering measure results will be in a separate table.

Filter navigation

When you select measures using the filter navigation agency goals and objectives will automatically be
selected as demonstrated below.
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Virginia Performs Home | PB Reports »
Strategic Plan 2014-16 Strategic Plan open filter
EPR Strategic Plan Filter

Objectives Select the strategic planning elements that you would like to work on

Measures Agency Plan Version

User Info [ select an agency v‘ ‘ 2014-16 v

Publish

Archive AgencyPlan XV

Activity Log [[] Mission and Vision [ ] Values [] Information Technology [ | Finance [] Customers

Log Off ["] Partners Agency Goals Objectives Measures [] Supporting Documents
L og0Edinas Program /Service Area Plans Xv
IDPB TestAccount

[[] Description

[] Mission Alignment

[] Products and Services
[7] Finance

[] Supporting Documents

[CJShow Audit Information

Step 1:
e Upon entering the Agency Goal Tab you will be presented with the following.
e C(Click on the “Measures” associated with the goal and objective, to edit the measure.

- -

* Provide objective, accurate, and timely information with res pect to planning and evaluation of fiscal, legislative and regulatory activities,
in order to enhance the efficiency and effectiveness of state government.

Summary and Alignment

Accomplishmentof this goal helps protect the state's fiscal reputation, its AAAbond rating. and its status as a best-managed state.

Objectives Objective Links for this Goal

» Strive to maintain a high level of satisfaction from the Governor's Policy Office and the Cabinet regarding information and analysis
provided to them by the Department of Planning and Budget (DPB).
Descripfion
[Nothing entered]
Objective Strategies
=Analyze surveyfeedback and communicate results to DPB staff Develop and implement improvements to address less-than-
satisfactoryratings.

=Conducta surveyofthe Governor's Office and Cabinetto assess their rating ofthe timeliness and qualityof DPB's analysis with
resoectto budoetissues, proposed legislation, economic forecasting, regulatoryreview and evaluation.

Click to edit your

opment and improvement of agency performance measures reported in the Performance Budgeting System,
Measures e linkage to the budget.

als informed on upcoming changes and issues.

Measures

*+ Average rate of surveyrespondents’ satisfaction with the timeliness and quality ofthe agencys analyses.

Please note: For display purposes the Measures editing screen instructions are separated into steps 2-
6
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Step 2:

e After clicking on the measure you will be presented with the “Measure” editing screen.

o To edit the “Measure Name,” click in the associated text box and edit your text as necessary.

e To adjust the “Measure Class,” “Frequency,” “Measure Type,” “Preferred Trend,” and “Year
Type” use the associated drop down menu.

e To edit the “Statistical Unit,” click in the associated text box and edit your text as necessary.

e To edit the “Data Source and Calculation,” click in the associated text box and edit your text as
necessary.

e To retire/deactivate a measure you do not want to continue reporting on, click on the “Retire”
button.

e Press Save.

(5 COmIT
| Virginia Performs Home | PB Reports

: Retire

Strategic Plan Measure
EPR Agency: Department of Planning and Budget [122] Measure ID: 1 Measure
Objectives Measure Name Use Drop Downs to

Edit Measure Name survey res Make Selections timeliness and quality of the agency’s a Retire
usel nnv
Publish Measure Class Freq e Type Preferred Trend Year Type Statistical Unit
Archive | Key V| [Annually V‘ | Outcome V‘ |Stab|e V| | State Fiscal Vl Average rating

number of ratings.</p>

Activity Lo
y0d Data Source and Calculation g :
= inded Edit Statistical Unit
Edit Data Source vey of the Governor, Governor's policy staff, and the Governor’s Cabinet. Calculation: Sumof ratings
and Calculation

DPB TestAccount

Step 3:

e Following “Data Source and Calculation,” you have the opportunity to link or unlink an objective
to the measure as demonstrated in the screen shot below.

e To unlink an objective to the measure, click the “unlink” button on the right of the grid. Be sure
that you are in the correct plan version.

e To link an objective to the measure, click the “link to an objective” button and you will be
directed to a listing of all objectives. You select the appropriate objective by clicking on the blue
objective id as demonstrated in the second screen shot below.

e Please note: If you click on the blue “Objective ID” you will be directed to the objective editing
screen.

e Press Save.
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(7R COTTOT
Virginia Performs Home | PB Reports Saarch »
Strategic Plan Measure
EPR Agency: Department of Planning and Budget [122] Measure ID: 12200000.002.001
Objectives Measure Name
Measures Average rate of survey respondents’ satisfaction w ith the timeliness and quality of the agency’s E Retire ]
User Info
Publish Measure Class Frequency Measure Type Preferred Trend Year Type Statistical Unit
Archive | Key V| ‘Aﬂﬂually V| | Outcome V| |Slab|e V| | State Fiscal V| Average rating
Activity Lo
yieg Data Source and Calculation Select
g =p=Annual surv ey of the Governor, Governar's policy staff, and the Governor's Cabinet Calculation: Sumof ratings Plan
HisirdnA s b ik nr o [afings </p> X
X Version
Logged in as Click the
DPB TestAccount Objective ID to

edit an Objective

- Link to an
s measure Linkto an Objective for Version| 2014-16 v

Objective
Objective Name Version
12200000.002 Strive to maintain a high level of satisfaction fram the Governor's Policy C Unlink 2014-16 unlink
regarding information and analysis provided to them bythe Departmentt Objective

Budget(DPB).

Virginia Performs Home | PB Reports Search m
Strategic Plan A
EPR Objectives Measure ID: 12200000.002.001

Objectives Click on one of the Objecdtives io creale a link

1220001 test -
Measures : ) _Rtre_|

User Info 12200000002 | Strive to maintain a high level of satisfaction from the Governor's Policy Office and the
Cabinet regarding information and analysis provided to them bythe Departmentof
Publish LT S P e Statistical Unit

Archive 12271502.001 Click to select an 'tin which proposed recurring spending can be

Activity Log Objective vertime.

Log Off 12271502002  Ensure accurate actions in executing the state budget.
12271504 001 | Pravide accurate, timelyanalysis ofthe fiscal and related impacts of legislation.
Logged in as 12271505.001 | Provide timelyanalysis of the economic impact of proposed regulations, with the
DPB TestAccount objective of designing regulations in the most efficient. effective, and leastintrusive
manner.
12271505002 Develop timelyand accurate forecasts for major state programs for planning and tve for Version | 2014-16 ™

budgeting purposes. Version

12271506.001 | Facilitate improvementofthe efficiencyand effectiveness of executive branch agency dthe Cabinet | 2014-16 unlink
operations. ing and —
12271506002 | Facilitate ways for local school divisions to save moneyin non-instructional areas. (v

122741508 NNY | Fncura that adminictrativa racnnrcrac ara ncad aficianthrand affartivaly and in a

Step 4:

e Following linking your measure to objectives, you have the opportunity to select the service
areas affected by this measure as demonstrated in the first screen shot below.

e To add/select a new service area for this measure, click the blue “Add” button and you will be
directed to a listing of your agency’s service areas. Click the “Name” of the service area you
would like to include as demonstrated in the second screen shot below.

e To delete a service area for this measure, click the red “X” button.

e Press Save.
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DPB TestAccount

Objectives linked to this measure Add a Linkto an Obiective for 'v"ersion
Objective ID Objectiv [ Version
Area
12200000.002 Strive to level of satisfaction from the Governor's Policy Office and the Cabinet | 2014-16 unlink
regardir d analysis provided to them bythe Depanmentof Planning and
Budget|

Sewice Areas affected bythis measure Add

Code Name
Delete a
71505 Forecasting and Regulatory Review Services Service Area

Virginia Performs Home | PB Reports

Strategic Plan | Selectfrom this list of valid Service Areas pulled from the PB System

00.002.001
EPR Code ' Name

Objectives 71301 | Savings from Management Actions

Measures Retire |
71502

Budget Development and Budget Execution Service

User Info Click the Name of the
Publish 71504 | Legislation and Executive Order Review Service Service Area you
A 71505 | Forecasting and RegulatoryReview Services would like to include j
Activity Log 71506 | Program Evaluation Services
Log Off 71598 | Administrative Services
Step 5:

e After selecting your service areas, you have the opportunity to select the Enterprise Strategy
you measure impacts, if applicable as demonstrated in the first screen shot below. Please note:
Not all measures will have a direct impact on an Enterprise Strategy.

e To add/select an “Enterprise Strategy” for this measure, click the blue “Add” button and you will
be directed to a listing of Enterprise Priorities. First, click the “Enterprise Priority” impacted by
your measure. Second, click the “+” to expand the listing to see all of the “Enterprise Strategies”
associated with the “Enterprise Priority.” Finally, select the “Enterprise Strategy” that you
would like to select as demonstrated in the second screen shot below.

e To delete a service area for this measure, click the red “X” button.

e Press Save.

Objectives linked to this measure Link to an Obieclive for v'ersicm
Objective 1D Objective Nam e Version
12200000.002 Strive to maintain a high level of satisfaction from the Governor's Policy Office and the Cabinet | 2014-16 wunlink

regarding information and analysis provided to them bythe Departmentof Planning and
Budget(DPB).

Semvice Areas affected bythis measure Ad g

Add an
Code Nam e
- Enterprise
71506 Program Evaluation Sei Strategy
71301 Savings fram Managem
71505 Forecasting and Regul: fices

Enterprise Strategies impacted bythis measure Add

Name Delete an

Enhance the productivity and efficiency of state governmentoperations. Enterprise

Strategy
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Strategic Plan
EPR
Objectives
Measures
User Info
Publish
Archive
Actiity Log
Log Off

Logg as

DPB TestAccount

(PRI SULIN

I Virginia Performs Home | PB Reports

Search

Expand the list of Enterprise Priorities and select one ofthe Strategies

e s e e e T ey

-
management, planning. and budgeting.

o ot O P o o e T S A SR T

+ (o beyond federal health reform and recommend other innovative health care solutions to provideaccess to

appropriate and affordable health care in an economicallyresponsible manner. Ensure thatmeaningful
rafarm includinn Madiraid rafnrm ic achieved throughoutthe Commenwealth through approaches that

Click ta expand the erysystem, while reducing costs and improving quality.

list of Enterprise

/designing a system of individualized services and community-based

. es and familyconnections far children in foster care or at risk of coming
Priorities

Improve educational success for Virginia's kindergarten through 12th grade school population.

Improve operations to ensure delivery of government services in the mostefficient and effective manner.
Enterprise Strategies
109 | Continue the long-term process of creating a reliable and efficient citizen-centric environment for doing
business with and getting information from the Commaonwealth.

110 Select the Erterprise d computer IT infrastructure in a mutually successful partnership.
11 I LTSS PYATLISE Tl 1anagement of information technalogy
103 vour Measure tate governmentoperations.

108 | Enhance the voter registration process.

101 | Ensure the long-term viability of the Health Insurance TrustFund by stabiliang the contributions and
employing best practice approaches to manage the long-term cost structure ofthe fund.

105 | Increase the use of small agencies receiving services from a shared service provider for functions such as

L Lo

00.002.001

Retire |

]

14-16 W

2rsion

114-16 unlink

Step 6:

o To add your Baseline (only for new measures), click in the appropriate cell to add the baseline

“date,” “value,” and if necessary “note.”

e To add your Target values, click in the appropriate cell to add the Short Target 2016 and Long

Target 2018 “date,” “value,” and if necessary “note.”
e Please note: the date for your Short Target 2016 is “June 30, 2016” and the date for your Long

Target 2018 is “June 30, 2016.” You are responsible for keying in these dates.
e To create a User Defined target, key the target name and corresponding attributes outlined in

the steps above.

Enterprise Strategies impacted bythis measure Add

Nam e Any necessary
Notes

Measure Targets and Baseline Baseline Baseline

Date Value

Date Value Note

Baseline

Long Target 2018 Target Value

User Defined
Target Name

User Defined User Defined

Measure Results Target Date Target Value
InsertRow  Delete Row
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Measure Button Navigation

When you select measures using the measure button navigation on the left side of the screen you will
be prompted with the following filter, to select the agency in which you are working on measures.

T
(4 .
b -
o
| Select Agencies Filter the agencylist by selecting a secretaryor group
Strategic Plan 122 Department of Alanning and Budget Groups
EPR 122 g:partment of Oriminal Justice Services Behavioral Health and Developmental Services
: partment of Mator V ehicles ) Conmrunity College Sy stem X
Objectives 403: Department of Game and Ir_lland Fisheries Corrections
501: Department of Transportation DPB: Budget Operations
Measures 601: Department of Health ) ) DPB: Commerce and Resources
i 602 Department of Medical Assistance Services ) DPB: Education and Transportation
i 720: Department of thavmral Health and Dev elopmental Services DPB: General Government v
Publish 790: Grants to Localties - DPB: Health and Himan Resources
2 793 Intellectual Disabilties Training Centers
Arcf‘f"e 999: Department of Alcoholic Beverage Control Secistanits
Activity Log Adnministration
Log Off Agricutture and Forestry A
Central Appropriations
Conmerce and Trade
Logged in as Edication
R Executive Offices
DPB TestAccount Einance
General Fund Resources
General Provisions
Health and Himan Resources
Independent A gencies
Judicial
Legislative
Natural Resources
Public Saf ety
State Grants to Nonstate Entities
Technology v
Transportation
—e
Step 1:

e After selecting your agency you will be presented with a listing of your agency’s measures as
demonstrated in the screen shot below.
e You have the option to edit a measure or to create a new measure from this screen.

Agency Planning Handbook — Strategic Plans
2014 - 2016 Biennium 56




M
Thh A 1.’_---
bl s -
Virginia Performs Home | PB Reports e o I
Strategic Plan Measures
EPR Clickon ameasure name to edit a measure, Clicka column header to resort, Create a new Measure, or change the filter options and m
Objectives Measure Name ncy Measure ID Status
Measures ‘ Click here to create a W Active Vv
User Info . New Measure .
i Accuracyofthe agencys forecast for total state responsible inmate 12271505.002.002 | Active

Publish population.
Archive Administratively approved appropriations as a percentage oflegislative 122 Annually 12271502.002.002 | Active
Activity Log appropriations.
Log Off Average rate of surveyrespondents’ satisfaction with the imeliness and 122 Annually 12200000.002.001 | Active

qualityofthe agency's analyses.

Click on the
Logged in as ﬁwzrzge ‘satlsfact;?: rating otﬂhe IGouernor's po Measure Name to Annually 12271504.001.003 | Active
DPB Test Account and timeliness ofthe impact analyses. )
- edit a Measure -

Percent of accounts payable transactions that ¢ Annually M1225412001 Active

Commenwealth Accounting and Reporting System (LARS)

Percent of evaluation studyrecommendations accepted. 122 Annually 12271506.001.001 | Active

Percent of school efficiencyrecommendations implemented. 122 Annually 12271506.002.001 | Active

Percentage of all versions of bills assigned to the agency(excluding those 122 Annually 12271504.001.001 | Active

marked “no review”) for which fiscal impact statements were issued.

Percentage of economic impact analyses that are completed within 45 122 Annually 12271505.001.001 | Active

days from receiptof proposed and fasttrack (stage) regulatory proposals.

Ratio of recurring general fund revenue to recurring general fund 122 Annually 12271502.001.001 | Active

spending.

Please note: For display purposes the Measures editing screen instructions are separated into steps 2-
6

Step 2:

o After clicking on the measure you will be presented with the “Measure” editing screen.

e To edit the “Measure Name,” click in the associated text box and edit your text as necessary.

e To adjust the “Measure Class,” “Frequency,” “Measure Type,” “Preferred Trend,” and “Year
Type” use the associated drop down menu.

o To edit the “Statistical Unit,” click in the associated text box and edit your text as necessary.

e To edit the “Data Source and Calculation,” click in the associated text box and edit your text as
necessary.

e To retire/deactivate a measure you do not want to continue reporting on, click on the “Retire”
button.

e Press Save.
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Virginia Performs Home | PB Reports

Search 0
: Retire
Strategic Plan Measure
EPR Agency: Department of Planning and Budget [122] Measure D: 1; IR
Objectives Measure Name Use Drop Downs to
Edit Measure Name survey res Make Selections timeliness and quality of the agency’s a Retire l
Usel v )
Publish Measure Class Freq e Type Preferred Trend Year Type Statistical Unit

Archive IKey V] lAnnuaIIy VI IOutcome Vl IStabIe VI IState Fiscal V] Av erage rating

Activity Lo
Y00 Data Source and Calculation
. — Edit Statistical Unit
EilivBsta Source vey of the Governor, Governor's policy staff, and the Governor's Cabinet. Calculation: Sumof ratings ! fstical Uni
number of ratings.</p>
. and Calculation

DPB TestAccount

Step 3:

e Following “Data Source and Calculation,” you have the opportunity to link or unlink an objective
to the measure as demonstrated in the screen shot below.

e To unlink an objective to the measure, click the “unlink” button on the right of the grid. Be sure
that you are in the correct plan version.

o To link an objective to the measure, click the “link to an objective” button and you will be
directed to a listing of all objectives. You select the appropriate objective by clicking on the blue
objective id as demonstrated in the second screen shot below.

e Please note: If you click on the blue “Objective ID” you will be directed to the objective editing

screen.
e Press Save.

edit an Ohjective

Linkto an
s measure Linkto an Objective for V ersion| 2014-16 W

Objective
Objective Name Version
12200000.002 Strive to maintain a high level of satisfaction from the Governor's Policy C Unlink 2014-16 unlink
regarding information and analysis provided to them bythe Department « TSS9

Budget(DPB).

HOLTAHCCRD 1A 0 C ST
i:" ~ ¥ '("o- Mo wealt O Sl §
Virginia Performs Home | PB Reports Search »
Strategic Plan Measure
EPR Agency: Department of Planning and Budget [122] Measure ID: 12200000.002.001
Qbjectives Measure Name
Measures Average rate of survey respondents’ satisfaction w ith the timeliness and quality of the agency's E Retire
User Info
Publish Measure Class Frequency Measure Type Preferred Trend Year Type Statistical Unit
Archive | Key V| ‘Aﬂﬂually V| | Outcome V| |Slab|e V| |Stale Fiscal V| |Average rating |
Activity Lo
¥y Log Data Source and Calculation Select
Leg O =p=Annual survey of the Governor, Governor's policy staff, and the Governor's Cabinet. Calculation: Sumof ratings Plan
Hisirin b tho nomher o Falings </ps X
X Version
Logged in as Click the
DPB TestAccount Objective ID to
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Virginia Performs Home | PB Reports Search m
Strategic Plan A
EPR Objectives Measure ID: 12200000.002.001
Objectives Click on one of the Objedfives fo creafe a link
1220001 test -
Measures — e W _Retire |
User Info 12200000.002 | Strive to maintain a high level of satisfaction from the Governor's Policy Office and the
Cabinetregarding information and analysis provided to them bythe Departmentof
Publish R it 7o ~ SR W Y Statistical Unit
Archive 12271502 001 Chcktr'_' sel.el:t an proposed recurring spending can be
Activity Log Objective vertime.
Log Off 12271502.002  Ensure accurate actions in executing the state budget
12271504001 | Provide accurate, timely analysis ofthe fiscal and related impacts of legislation.
Logged in as 12271505 001 | Pravide timelyanalysis of the economic impact of proposed regulations, with the
DPEB TestAccount objective of designing regulations in the most efficient, effective, and leastintrusive
manner.
12271505.002 Develop timelyand accurate forecasts for major state programs for planning and Liive for '*"9f3i°”
budgeting purposes. Version
12271506.001 | Facilitate improvement of the efficiencyand effectiveness of executive branch agency dthe Cabinet | 2014-16 unlink
operations. ing and —
12271506.002 | Facilitate ways for local school divisions to save moneyin non-instructional areas. V)
12971R08 NN | Fneura that adminictratiua rocniurrse ara icad afficianthrand affoctivaly and in a
>
Step 4:

e Following linking your measure to objectives, you have the opportunity to select the service
areas affected by this measure as demonstrated in the first screen shot below.

e To add/select a new service area for this measure, click the blue “Add” button and you will be
directed to a listing of your agency’s service areas. Click the “Name” of the service area you
would like to include as demonstrated in the second screen shot below.

e To delete a service area for this measure, click the red “X” button.

o Press Save.

Budget

Semwvice Areas affected bythis measure Add
Code Name

71505 Forecasting and Regulatory Review Services

DPB TestAccount
Objectives linked to this measure Add a Link o an Obiective for Version | 2014-16 %
Objective ID Sty Service Version
Area
12200000.002 Strive to level of satisfaction from the Governor's Policy Office and the Cabinet | 2014-16 unlink
regardir d analysis provided to them bythe Departmentof Planning and

Delete a
Service Area
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Vo ol
Strategic Plan | Selectfrom this list of valid Service Areas pulled from the PB System
EPR | PP 00.002.001
BUERES 71301 | Savings from Management Actions ‘
x:::;s 71502 | Budget Development and Budget Execution Servict Click the Name of the b
Publish 71504 | Legislation and Executive Order Review Semwice Service Area you
Rl 71505 | Forecasting and RegulatoryReview Services would like to include j
Acthdty log 71506 | Program Evaluation Services
Log OFf 71598 | Administrative Services
Step 5:

e After selecting your service areas, you have the opportunity to select the Enterprise Strategy
you measure impacts, if applicable as demonstrated in the first screen shot below. Please note:
Not all measures will have a direct impact on an Enterprise Strategy.

e To add/select an “Enterprise Strategy” for this measure, click the blue “Add” button and you will
be directed to a listing of Enterprise Priorities. First, click the “Enterprise Priority” impacted by
your measure. Second, click the “+” to expand the listing to see all of the “Enterprise Strategies”
associated with the “Enterprise Priority.” Finally, select the “Enterprise Strategy” that you
would like to select as demonstrated in the second screen shot below.

e To delete a service area for this measure, click the red “X” button.

e Press Save.

Objectives linked to this measure

Objective ID Objective Name

12200000.002

Semvice Areas affected bythis measure Ad g

Version

regarding information and analysis provided to them bythe Departmentof Planning and

Budget(DPB).

Add an
Code Nam e
- Enterprise
71506 Program Evaluation Sei —
71301 Savings fram Managem
71505 Forecasting and Regul: fices

Enterprise Strategies impacted bythis measure Add

Name

Enhance the productivity and eficiency of state government operations.

Delete an
Entemrise

Strategy

Linkto an Objective for Version | 20714-16 W

Strive to maintain a high level of satisfaction from the Governor's Policy Office and the Cabinet | 2014-16 wunlink

=l
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I Virginia Performs Home | PB Reports

Search

Strategic Plan | ExpandthelistofEnterprise Priorities and select one ofthe Strategies

EPR rm e '“"5‘““‘_'"““"”“"“‘””“‘_“-T”""” ToTnTITmIm e Sy T rmrg mam e s mamms e 00.002.001
management, planning. and budgeting.

Objectives + (o beyond federal health reform and recommend other innovative health care solutions to provideaccess to

Measures appropriate and affordable health care in an economicallyresponsible manner. Ensure thatmeaningful Retire I
rafnrm includinn Madicaid raform i achieved throughoutthe Commonwealth through approaches that

User Info : ; - - ;
Click ta expand the erysystem, while reducing costs and improving quality.
Publish
) + list of Enterprise /designing a system of individualized services and community-based
Archive Priorities es and familyconnections for children in foster care or at risk of coming :I
Actiity Log
Log Off + Improve educational success for Virginia's kindergarten through 12th grade school population.

+ Improve operations to ensure delivery of government services in the mostefficient and effective manner.
Enterprise Strategies
109 | Continue the long-term process of creating a reliable and efficient citizen-centric environment for doing
business with and getting information from the Commaonwealth.

Logged n as

DPB TestAccount

110 Select the Erterprise d computer IT infrastructure in a mutually successful partnership. J14-16 W
11 I LTSS PYATLISE Tl 1anagement of information technalogy Lrsion
103 vour Measure tate governmentoperations_ )14-16 unlink

108 | Enhance the voter registration process.

101 | Ensure the long-term viability of the Health Insurance TrustFund by stabiliang the contributions and
employing best practice approaches to manage the long-term cost structure ofthe fund.

105 | Increase the use of small agencies receiving services from a shared service provider for functions such as

L Lo

Step 6:

o To add your Baseline (only for new measures), click in the appropriate cell to add the baseline
“date,” “value,” and if necessary “note.”

e To add your Target values, click in the appropriate cell to add the Short Target 2016 and Long
Target 2018 “date,” “value,” and if necessary “note.”

e Please note: the date for your Short Target 2016 is “June 30, 2016” and the date for your Long
Target 2018 is “June 30, 2016.” You are responsible for keying in these dates.

e To create a User Defined target, key the target name and corresponding attributes outlined in
the steps above.

Enterprise Strategies impacted bythis measure Add

Name Any necessary
MNotes

Measure Targets and Baseline Baseline Baseline

Date Walue

Date Value Note

Baseline

Short Target 2016
Long Target 2018 Target Value

User Defined
Target Name

Measure Results Target Date Target Value

User Defined User Defined

Insert Row Delete Row
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Step 7:
e To create a new measure, click on the “Create a new Measure” link.
e Once clicking on the “Create a new Measure” link you will be provided the measure entry screen
as demonstrated below.
e Complete all the fields as indicated, reference Step 2 o f these Measure system instructions for
detailed assistance on completing these fields.
e Press Save.

Virginia Performs Home | PB Reports

Strategic Plan Measure

EPR Agency Measure ID: New
Objectives I 122: Department of Planning and Budget ]

Measures Measure Name

Publish

Archive Measure Class Frequency Measure Type Preferred Trend Year Type Statistical Unit

Activity Log | Key VI |Quarlerly V| l Output V| (Increase V| | State Fiscal V‘ | |
Log Off

Data Source and Calculation

Logged in as

DPB TestAccount

Measure Baselines, Targets. Results and other measure information will show up after you have saved once
and this measure has been created.

Step 8:

e After saving, you will be prompted to provide the following: “Objectives linked to this
measure,” “Service Areas affected by this measure,” “Enterprise Strategies impacted by this
measure,” and “Measure Targets and Baselines.” Please reference Steps 3-6 of these Measure
system instructions for detailed assistance on completing these fields.

e Press Save.
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STRATEGIC PLANS: MEASURE RESULTS
REPORTING

Measure Reporting
Measure result data should be reported on a timely basis in accordance to the measure frequency

(annual, bi-annual, or quarterly). Any anomalies with the data should be described with an
explanatory note.

Tips for reporting measure data:

e Data should be reported on a timely basis.

e |f numbers are preliminary, an explanatory note should be used to explain such.

e Explanatory notes should be used to explain any anomalies or discrepancies in the data.

e Avoid use of jargon or acronyms in explanatory notes.

e |tis not appropriate to change measures/measure attributes during measure reporting periods.
However, editing a measure to correct a typo or a minor tweak is permitted, but must be
approved by your DPB budget analyst.

Please note: Agencies are now responsible for publishing measure results data using the PB based
strategic planning system. System instructions are provided on the following page.
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SYSTEM INSTRUCTIONS — MEEASURE RESULTS

e To report measure results data, access the Measures tab either through the measure button
navigation or the filter navigation as described in System Instruction — Measures.

o You will be presented with a listing of your agency’s measures as demonstrated in the first
screen shot below.

e Select the measure you would like to report measure results for and you will be taken to the
“Measure” screen.

e Scroll to the “Measure Results” and you will be presented with a “Measure Results” grid with
your historical and current measure results data and prior Explanatory Notes as demonstrated in
the second screen shot below.

e To add a new historical row to the “Measure Results” grid, click the “Insert Row” at the top of
the grid and a new row will be added to the top of the “Measure Results” grid.

e To delete a historical row from the “Measure Results” grid, click the “Delete Row” and the most
historical year will be deleted from the “Measure Results” grid.

e To add an “Explanatory Note” to the “Measure Results” grid, click in the corresponding grid and
provide your note.

e Press Save. Save is located at the top to the “Measures” screen.

- = "“"gi
»

Virginia Performs Home | PB Reports

Search
Strategic Plan Measures
EPR Clickon a measure name to edita measure, Clicka column header to resort, Create a new Measure, or change the filter options andm
Objectives Meas ure Name Agy Frequency Measure ID Status
Measures | 22 |@ [A v || [active v
User Info
X Accuracy ofthe agencys forecast for total state responsible inmate 122 Annually 12271505.002.002 | Active
Publish population.
Select the M
Archive Administratively approved appropriations as a percentage of legislatve elee i e Measure 12271502.002.002 | Active
Activity Log appropriations. you wish to report
Log Off Ayverage rate of surveyrespondents’ satisfaction with the timeliness and results for 12200000.002.001 | Active
qualityof the agency's analyses.
Logged in as Ayerage satisfaction rating of the Govemor's policy staff with the quality 122 Annually 12271504.001.003 | Active
DPB Test Account and timeliness ofthe impact analyses.
Percent of accounts payable transactions that post correctlyto the 122 Annually M1225A12001 Active
Commeonwealth Accounting and Reporting System (CARS)
Percent of evaluation studyrecommendations accepted. 122 Annually 12271506.001.001 | Active
Percent of school efficiency recommendations implemented. 122 Annually 12271506.002.001 | Active
Percentage of all versions of bills assigned to the agency(excluding those | 122 Annually 12271504.001.001 | Active
marked “no review”) for which fiscal impact statements were issued.
Percentage of economicimpact analyses that are completed within 45 122 Annually 12271505.001.001 | Active
days from receiptof proposed and fasttrack (stage) regulatory proposals.
Ratio of recurring general fund revenue to recurring general fund 122 Annually 12271502.001.001 | Active
spending.
test 122 Quarterly 122.0001 Active
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Measure Results

Key in Explanatory

201 Note Here
2012 645
2013 450
2014

Historical Year

Delete
InsertRow  Delete Row
nesun
Insert Historical Year

1021
2007 236
2008 376
2009 345
2010 431

Explanatory Note

The desire is to put a5 much as possible in the enacted budget and reduce adm
transactions

Therefore, DPB will strive to low er the percent of administrative transactions relative to the

amount included in the Appropriation Act. For FY 2011, unanticipated federal grants received

................ A eniiamiin nnd o annanacalfind dintein finna of anflannnt andn

Test Note

The desire is to put as much as possible in the enacted budget and reduce administrative
transactions. Therefore, DPB will strive to low er the percent of adrrinistratv e transactions
Tne desire is to put as much as possible in the enacted budget and reduce administrative
transactions. Therefore, DPB will strive to low er the percent of administrative transactions

Another note

The desire is to put as much as possible in the enacted budget and reduce administrative
transactions. Therefore, DPB will strive to low er the percent of administrativ e transactions

Ty pe y our Explanatory Mote here...

Key in Measure

Result Here

Press Save at the

Top of this Tah!

<>

<>|<>

>
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STRATEGIC PLANS: SUPPORTING DOCUMENTS

Organizational charts and memorandums of understanding (MOU’s) are some common documents that
help illustrate an agency’s mission or organizational dynamic. It is recommended that you upload these

to your agency plan.

Instructions for adding supporting documentation can be found on the following page.
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SYSTEM INSTRUCTIONS — SUPPORTING DOCUMENTS

Step 1:

e To add a document or link as a supporting document, choose the “supporting documents” field
from the filter as demonstrated below.
e Press Submit.

LIS CER D LIC O C L1 ¢ r !“" 3
P e aeke ~ <= 59]
i w"' ' G NONW i ¥
Virginia Performs Home | PB Reports i »
Strategic Plan ~ 2014-16 Strategic Plan open filter
EPR Strategic Plan Filter
Objectives Select the strategic planning elements that you would like to work on
Measures Agency Plan Version
User Info l 122 Department of Aanning and Budget V| | 2014-16 N doloty
Publish
Archive AgencyPlan X v delete
Activity Log [[] Mission and Vision [] Values [] Information Technolog — Customers delete
artners ency Goals jectives Supportin: upporting Documents
Log Off [ Partn O Goals [] Objecti pporting S ing D delete
Documents
2 g oo delete
gged in as Program /Service Area Plans XV
DPB TestAccount dalet
71502: Budget Development and Budget Execution Services [7] Description delol
71504: Legislation and Executive Order Review Service D Mission:Ali t
71505: Forecasting and Regulatory Review Services igsionRignmen delete
71506: Program Ev aluation Services [[] Products and Sevices
71598: Administrative Services g
[7] Finance
["] Supporting Documents
[C]show Audit Information
Step 2:

e On the “Supporting Documents” screen you provided a listing of any of your previous supporting
documents or links as demonstrated in the first screen shot below.

e To delete a supporting document or link, select the blue “delete” button next to the document
you wish to delete.

e To attach a new file/document to your strategic plan, select the “attach file” link at the bottom
of the grid and you will be directed to the “Attach” screen as demonstrated in the second screen
shot below. Provide a “Title or Short Description” for the file you are attaching. Then “Browse”
to where the file is stored on your PC/Network and select. Once the file path is in the “Browse”
field, Press “Attach.”

e To attach a link to your strategic plan, select the “Create a Link” link at the bottom of the grid
and you will be directed to the “Attach” screen as demonstrated in the third screen shot below.
Provide a “Title or Short Description” for the link you are attaching. Then key the address to
where the link is located. Once the link address is in the “Link” field, Press “Attach.”
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DL ECRD U]

=
WVirgir
Virginia Performs Home | PB Reports S »
Strategic Plan 2014-16 Strategic Plan open filter
EPR Department of Planning and Budget [122]
Objectives Supporting Documents
Measures Title File Typ=
eari o test! Ficture / Delete Supporting delete
Publish Document or Link
Archive ] TestWord Doc for Agency 122 StratPlan WS Wora Locuiient [auck] delete
o Click to Vi
Activity Log I} TestWord Doc Two for AgencyPlan 122 ek te , rew MS Word Document  [.docx] delete
Log OFf DocfLink
] MS Word Document - [.docx] delete
Logged in as I} TestDoc Three for Agency 122 3/20/2014 KR MS Word Document  [.docx] delete
DPBTestAscount I} (oo LR R 1ree in Prod for 122 MS Word Document  [.docx] delete
(‘ Link Link delete
Attach
File/Doc Attach File Create a Link

R ChI©) (EERIDTICITCT
EOMmMmoverlth oF Virginia

Virginia Performs Home | PB Reports

Strategic Plan Age ncy Strategic Plan ,

EPR Select a file to attach to y Enter Title or anytype of file, but you should use common types that other users will be able to open.
i Adobe PDF files are a go IR PR L T)]

Objectives

Measures Title or Short Description

User Info

WUIEN  pocument Path Should Browse to locate
: « » | Browse... )
LU be here after “Browse e file to attach

Log Off

Logged in as m

DPB TestAccount

= G

Virginia Performs Home | PB Reports

Search »

Strategic Plan Age ncy Strategic Plan .

EPR Select afile to attach to you hEnterTltIe LU 1y type of file, but you should use common types that other users will be able to open.

Adobe PDF files are a gooc [El-lg oS {11

Objectives g -

Measures Title or Short Description

User Info I |

Publish )

Archive Link Provide Link

o Add

Activity Log I Aokid :I

Log Off Example: htfp #pb.virginia.gov/budgetbudgetcim
DPB TestAccount I
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PROGRAM /SERVICE AREA PLANS
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PROGRAM /SERVICE AREA PLANS:
DESCRIPTION, MISSION ALIGNMENT

Service area plans are management tools that detail what a specific service area is planning to achieve.
Service area plans assist management by helping to identify what products and services are supplied to
customers and how they align with mandates or the strategic direction of the organization and by
identifying current and future resource levels such as funding.

Program plans are allowable for administrative functions only. A program plan is essentially a “roll-up”
of service areas to the program area used for budgeting purposes.

The following depicts the overall structure of the program/service area plan:

Service Area Description,
Mission Alignment

Products and Services

¥

Finance

Program/Service Area Description

A detailed description of the service area provides the reader with an overview of the purpose of the
service area.
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Tips for writing program/service area description:

e Narrative, not bulleted list

e Should describe what the program/service area does, its purpose
e Highlight products and services

e Avoid the use of jargon and acronyms

Mission Alignment

A description of how the service area supports the mission of the agency.

Tips for writing mission alignment:

e Narrative, not bulleted list
e Should describe how the program/service area does directly impacts the mission of the agency

o It's ok to reference Code sections
e Avoid the use of jargon and acronyms

Instructions for adding description and mission alignment can be found on the following page.
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SYSTEM INSTRUCTIONS — PROGRAM/SERVICE AREA PLANS DESCRIPTION & MISSION ALIGNMENT

e To access the Program/Service Area you wish to work on, use the Strategic Plan filter and select
the service area name as demonstrated below.

e To access the “Description” and “Mission Alignment” select appropriate check box as
demonstrated below.

e Press Submit.

[Parionnnrunce /sladiggets N
%
Virginia Performs Home | PB Reports Search »
Strategic Plan _ 2014-16 Strategic Plan open filter
EPR Strategic Plan Filter
Objectives Select the strategic planning elements that you would like to work on
Measures Agency Plan Version
User Info [122 Department of Aianning and Budget v| [201s-16 v
Publish |
Archive AgencyPlan Select XivE piniais biennial
e » ) nia. Both
Activity Log [] Mission and Vision [ ] ' EIEEGENLIAVIT m ation Technology [ ] Finance [T] Customers
Log Off AreaPlan . ) )
g ["] Partners O sctives [] Measures [] Supporting Documents Wi praparation of
5 for new initiatives
Logged in as / : 7 ires DPB staffto
ST Program /Service Area Plans X - and levels. They
et and Budget Becution Services Description Checkto select  JCRLA
71504: Legislation and Executive Order Review Service Mission Al 3 Description and effonasswts.the
71505: Forecasting and Regulatory Review Services l:Mssionzlignmen 4% : lled budgetbill.
71506: Program Evaluation Services []Brodiicia:and Sorh Mission Alignment
71598: Administrative Services 3
[]] Finance ;. Within this
[] Supporting Documents ssuedto state
fs that are used in
—
levels thatsupport
[[Jshow Audit Information S DB mission
VIO ST ST A T 01 B O T T O ST o A T G - RV ITg e
Step 2:

e After selecting the “Program/Service Area” and its accompanying “Description” and “Mission
Alignment” you will be presented with the following screen.
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Virginia Performs Home | PB Reports Search m
Strategic Plan 2014-16 Strategic Plan open filter
Department of Planning and Budget [122]
EPR
Objectives Service Area Plan
Measures - -
User Inf Budget Development and Budget Execution Services [71502]
ser Info
Publish Description of this Program / Service Area
ArEiE This service area consists of two components — budget development and budget execution. The two work in tandem to produce Virginia's biennial
o budgetand subsequentamended budgets. Each one is described below and is mandated by Section 22-1501 of the Code of Virginia. Both
Activity Log components include operating and capital budgets.
Log Off
g Budgetdevelopmentis a methodical process used to create the Governor's executive budget In general, it begins in the spring with the preparation of
budgetinstructions for state agencies. This initial phase is followed bya second in Septemberor October wherebyfunding requests for new initiatives
Logged in as are submitted by state agencies to the Department of Planning and Budget (DPB) for analysis and evaluation. This phase also requires DPB staffto
DPB Test Account make forecasts of major budget drivers. Both phases are essential for making recommendations to the Governor on funding issues and levels.They

lead to the production ofthe budget document, budget bill, budget press package, and anysubsequent executive amendments, if necessary.
Thereafter, budget developmentis directed toward analyzing the General Assembly's committee and conference amendments_This effortassists the
Govemor in taking actions for the reconvened General Assemblysession (amendments and item vetoes)and actions on the re-enrolled budget bill.
Budgetdevelopmentconcludes in late April or earlyMayupon signing of the budget bythe Governor.

Budgetexecution is the implementation compenentof Virginia's budgetprocess that allows state agencies to spend appropriations. Within this
component, appropriations and allotments are reviewed and approved, expenditures are monitored, and instructional guidance is issued to state
agencies on matters such as year-end close and new-year start-up. Budget execution also includes the preparation of decision briefs that are used in
making certain budgetarydecisions_Although much of budget execution follow s budget development, itis a year-round activity

Forthe 2012-14 biennium, 36.35 positions would supportthis semvice area.

Mission Alignm ent A uthority
The two phases of budget development are essential for making recommendations to the Governor on funding issues and position levels thatsuppon
DPB's mission of advising the Governor on how to wiselyuse public resources for the benefitof all Virginians.

Budgetexecution includes the preparation of decision briefs that are used in making certain budgetarydecisions, which also supports DPB's mission
of advising the Governor on how to wiselyuse public resources for the benefit of all Virginians.

Step 3:
e To edit the “Description of this Program/Service Area” or “Mission Alignment” click on the text
provided and you will be prompted with a text editing box as demonstrated below.

e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.
e Press Save!
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Strategic Plan
EPR
Objectives
Measures
User Info
Publish
Archive
Activity Log
Log Off

Logged in as
DPB TestAccount

Virginia Performs Home | PB Reports

Search
Description
= W H o BEE ® @
Siyles =| & Format - B I & @&/} E LI ) 5]

This service area consists of two compone 1 budget execution. The two work in tandem
to produce Virginia's biennial budget and ¢ _Each one is described below and is
mandated bySection 2 2-1501 of the Code Limited Formatting include operating and capital budgets.

Toolbar

Budget developmentis a methodical proce ir's executive budget In general.itbeginsin
the spring with the preparation of budgetinsuucuuns 1ur swate agencies. This initial phase is followed bya second in
September or Octoberwherebyfunding requests for new initiatives are submitted by state agencies to the
Department of Planning and Budget{DPB) for analysis and evaluation. This phase also requires DPB staffto make
forecasts of major budget drivers. Both phases are essential for making recommendations to the Governor on
funding issues and levels_Theylead to the production of the budget document, budgetbill, budget press package.
and anysubsequentexecutive amendments.ifnecessary Thereafter. budgetdevelopmentis directed toward
analyzing the General Assembly's committee and conference amendments. This effortassists the Governor in taking
actions for the reconvened General Assemblysession (amendments and item vetoes) and actions on the re-enrolled
budget bill. Budget development concludes in late April or earlyMayupon signing ofthe budget bythe Governor.

Budget execution is the implementation component of Virginia's budget process that allows state agencies to spend
appropriations. Within this component, appropriations and allotments are reviewed and approved, expenditures are
monitored, and instructional guidance is issued to state agencies on matters such as year-end close and new-year
start-up. Budgetexecution also includes the preparation of decision briefs that are used in making certain budgetary
decisions_ Although much of budget execution follows budget development, itis a year-round activity.
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SERVICE AREA PLANS: PRODUCTS AND
SERVICES

Products and Services

A product is an item produced by the agency. A service is an action an agency takes to fulfill its
mission. Agencies often have many products and services that span the operation of the organization,
and even multiple agencies. These products and services impact individuals, groups of individuals,
organizations, or organizational units, both internal and external.

Examples of products and services:

e Preparation of the executive budget document
e Research and development

e Drug testing

e Driver’s license renewal

e Help desk services

e Program evaluation

e Volunteer recruitment and training

Description of Major Products and Services

Items or assistance an organization provides its customers as of the date of the new strategic plan.

Tips for writing description of major products and services:

e Can bein list format
e Should stand-alone
e Can be short sentences

Anticipated Changes to Products and Services

' Any forecasted or predicted change to your products and services.

Examples of anticipated changes to products and services:

o The federal government’s restructuring of TANF program is anticipated to increase the services
offered, such as employment services that prepare individuals for the workplace.
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e The anticipated changes to foster care services will require an increase in the interaction with

children requiring or currently in foster care. It is anticipated that this will increase the existing
caseloads by 33 percent.

Tips for writing anticipated changes to products and services:

e Should be short sentences
e Should clearly identify the products/services it is addressing

e Should clearly articulate the factors causing the anticipated change.

| Factors Impacting Products and Services
Any internal or external influences that may impact your products and services for the biennium.

Examples of factors impacting products and services:

e The implementation of the Child and Family Service Review for foster care will impact the
delivery of foster care services.

e The federal government undertaking a review of the Temporary Assistance to Needy Families
program.

Tips for writing factors impacting products and services:

e Should be short sentences

e Should clearly identify the products/services it is addressing

Instructions for adding products and services can be found on the following page.
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SYSTEM INSTRUCTIONS — PROGRAM/SERVICE AREA PLANS PRODUCTS AND SERVICES

e To select the “Products and Services” for the Program/Service Area Plan you would like to edit,
select the appropriate check box using the Strategic Plan Filter as demonstrated below.
e Press Submit.

s 3 S
"oy | Cls 3 2 [ 4@
'S
Strategic Plan ~ 2014-_1_9 St;_ategn_c_Pl_an - open filter
EPR Strategic Plan Filter
Objectives Select the strategic planning elements that you would like to work on
Measures Agency Plan Version
User Info [122 Department of Aianning and Budget v| [201s-16 v
Publish
Archive AgencyPlan X :|inia's biennial
e : : nia. Both
Activity Log [] Mission and Vision  [] Values ["] Information Technology [] Finance [[] Customers
Log Off e :
g [] Partners [[] AgencyGoals [ ] Objectives [] Measures [] Supporting Documents e proparition of
5 for new initiatives
L dgged in‘as Program /Service Area Plans X v :fresleF’B fta:.f’:(]
DPB TestAccount pancieveis.iney
71502: Budget Development and Budget Execution Services [[] Description Fraasans.
71504: Legislation and Executive Order Review Service [] Mission Al " h I f eﬁortasmsts_ﬁle
71505: Forecasting and Regulatory Review Services iSsion ~Nignmen (GEHSCELEEE  olled budgetbill.
71506: Program Evaluation Services Products and Services Products and
71598: Administrative Services 5 s .
[] Finance ervices & Within this
[] Supporting Documents ssuedtostate
\fs thatare used in
~—an
levels thatsupport
Step 2:

o After selecting the “Products and Services” you will be presented with the following screen
which consists of the three fields related to Products and Services: “Description of Products and
Services,” “Anticipated Changes,” and “Factors Impacting.”
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Virginia Performs Home | PB Reports

2014-16 Strategic Plan open filter

Strategic Plan .
Department of Planning and Budget [122]

EPR
Objectives Service Area Plan
Measures = =
— Budget Development and Budget Execution Services [71502]
i Products and Services
Publish L , ., Description of Major
Archi Des cription of Major Products and Services
1515 ’ Products and Services
Budget bill
Activity Log
Log Off Budget document
Governor's budget press package
Logged in as
DPB TestAccount Budget development and execution instructions for state agencies
Analysis of budget proposals and development of recommendations for the Governor
Year-end close and new-year start-up instructions for state agencies
Analyses of budget to expenditures
Decision briefs for budget execution decisions
Planning and performance measure instructions, handbook and training for state agencies
Tracking of agency perfformance measures
Analyses of federal budgetproposals and actions that mayaffect Virginia
Seme on legislative and executive task forces
Advisoryassistance to various panels, committees, and commissions
Presentations on fiscal and budgetary policy
. Anticipated Changes
Anticipated Changes o d i
Assuming no furtherrec Proclucts and Services e are no anticipated changes at this time.
Factors Im pacting Factors Impacting
Seventy-eight percent of the Departmentof Planning and Budge IR =iy BT at (-1l rsonnel costs. Decreasing general fund
appropriation could adverselyimpact DPB's abilityto deliver pro — staffing.
Step 3:

4

o To edit the “Description of Major Products and Services,” “Anticipated Changes,” or “Factors
Impacting” click on the text provided and you will be prompted with a text editing box as
demonstrated below.

e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.

e  Press Save!
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Virginia Performs Home | PB Reports

Major Products Services

Strategic Plan
= Y R @Y BE @02
Objectives = vac | =] | W = (2]
Measures Styles vl Format |l B I = | @ | i = E» & = &
User Info
Publish Budget bill A
3 Limited Formatting
Archive Budget document
o Toolbar
Activity Log
Govermnor's budget press package
Log Off
Budget development and execution instructions for state agencies
Logged in as Analysis of budget proposals and development of recommendations for the Governor
IDPB TestAccount

Year-end close and new-year start-up instructions for state agencies

Analyses of budgetto expenditures

Decision briefs for budget execution decisions

Planning and performance measure instructions, handbook and training for state agencies

Tracking of agency performance measures v

N\
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SERVICE AREA PLANS: FINANCE

Financial Overview

Understanding an agency’s financial resources is essential to linking performance management
guidelines to the budgeting process. This includes knowing where the resources come from and
where they will be spent at the service area level.

Tips for writing a good financial overview:

e Explain the total spending budget for the service area, the composite funding streams, and any
other information that explains the nature and/or destination of the funds
e Talk about what comprises the service areas budget

Biennial Budget Table

The biennial budget table illustrates the agency’s base budget for the service area and any changes to
that base over the biennium. Changes to base include base budget adjustments and technical
adjustments. They also encompass amendments to the base for central appropriation distributions
for items such as changes in fringe benefit rates, salary increases, nongeneral fund increases approved
administratively that will continue into the new biennium, adjustments to remove one-time
expenditures, and to annualize partial year funding.

Tips for using the biennial budget table:

e Service Area base budget is populated from the PB system.

e Changes to the base can also be populated from the PB system by using the “...” import
numbers.

e Agencies can overwrite the numbers populated by the PB system in the Changes to Base field if

they are incorrect or due to anomalies in data.

Instructions for entering/editing your financial information can be found on the following page.
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SYSTEM INSTRUCTIONS — FINANCE TAB

e To select the “Finance” for the Program/Service Area Plan you would like to edit, select the
appropriate check box using the Strategic Plan Filter as demonstrated below.
e Press Submit.

Strategic Plan _ 7720174:1 _6 ngtegl_g_lélgn“w_b s filter
EPR Strategic Plan Filter
Objectives Select the strategic planning elements that you would like to work on
Measures Agency Plan Version
User Info [ 122 Department of Aanning and Budget v| [201s16 v
Publish
Archive AgencyPlan XV
Activity Log [] Mission and Vision [] Values ["] Information Technology [ ] Finance [[] Customers
Log Off [C] Partners [[] AgencyGoals [ ] Objectives [[] Measures [] Supporting Documents
Logged in as Program /Service Area Plans XV
DPB TestAccount z

71502: Budget Development and Budget Execution Services [[] Description

71504: Legislation and Executive Order Review Service Mission Ali

71505: Forecasting and Regulatory Review Services D ission Alignment

71506: Program Ev aluation Services [] Products and Services

71598: Administrative Services 2

Finance
[] Supporting Documents
[CIShow Audit Information
Step 2:

e Upon entering the Finance tab you will be presented with the following screen shot for the
service area you wish to edit.

e Please note: The first time you log into the system, all financials will display “0” until you
complete all of the following steps.
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Virginia Performs Home | PB Reports Search »
Strategic Plan 2014-16 Strategic Plan open filter
EPR Department of Planning and Budget [122]
Pl e Service Area Plan
Measures " 5
Ueotiio Budget Development and Budget Execution Services [71502]
Publish Financial Overview
Archie General fund appropriation supports personal and nonpersonal service costs forthis service area.
Activity Log

Biennial Budget

Lo OF | 2015 2015 2016 2016
General Fund Nongeneral Fund General Fund Nongeneral Fund

Logged in as Initial Appropriation for the Biennium | 0 0 0] 0
DPB TestAccount - - | | | [ |

Change to Initial Appropriation 0 0 0| 0
Step3:

e To edit the “Financial Overview,” click in the text and you will be presented a text editing box as
demonstrated in the screen shot below.
e Edit the text as necessary. The text box contains limited formatting capabilities.

e Press Save.

1D,
&b

A=
ITHC

Virginia Performs Home | PB Reports

Strategic Plan Financial Overview

EPR & e
Objectives EW @ il Al LN R AL
Measures Styles +| | Format - B 1 = @& |I}= = =y & ] &

User Info
Publish General fund appropriation supports p

ice costs for this service area.
Limited Formatting
Toolbar

Archive
Activity Log
Log Off

Logged in as
PPB TestAccount
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Step 4:

e To edit/update your Biennial Budget, click into the “Biennial Budget” table and you will be
presented the ability to either manually enter/update your biennial budget as demonstrated in
the screen shot below or to import from the PB System.

e Note: The numbers are “0” until you either manually enter or “import numbers from PB
System.”

e To manually enter/edit the numbers, click into the cell you wish to edit and make the change.

e To import your biennial budget from the PB System, click the “import numbers from PB
System.” You must do this each time you edit/update your plan, they do not automatically
update.

e You can edit the numbers imported from the PB System if needed. This should be done if you
have any anomalies in your budget, but should be explained in the financial overview.

o Press Save.

-
Mg
o

$

Virginia Performs Home | PB Reports

) 2014-16 Financial Table
E;ra;eglc Fla Department of Planning and Budget [122]

Objectives Financial Overview - Edit the inform ation in the table and dick SAVE Import numbers from PB System

Measures
Import numbers from
PB System

so]|| s0|

2015 2015 2016
General Fund Nongeneral Fund General Fund

Initial Appropriation for the Biennium | $0 ‘ | $0| |

User Info
Publish
Archive
Activity Log Change to Initial Appropriation | $0j I sol I

Log Off

ogaged in as
| ogged ir

PPB TestAccount
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SERVICE AREA PLANS: SUPPORTING
DOCUMENTATION

Organizational charts and memorandums of understanding (MOU’s) are some common documents that
help illustrate an agency’s mission or organizational dynamic. It is recommended that you upload these

to your service area plan.

Instructions for adding supporting documentation can be found on the following page.
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SYSTEM INSTRUCTIONS — SERVICE AREA PLANS SUPPORTING DOCUMENTS

e To add a document or link as a supporting document, choose the “supporting documents” field
from the filter as demonstrated below.
e Press Submit.

Virginia Performs Home | PB Reports
Strategic Plan - 2014-.1_6_ Str_ateglg:_PIan open filter
EPR Strategic Plan Filter
Objectives Select the strategic planning elements that you would like to work on
Measures Agency Plan Version
User Info [ 122 Department of Aanning and Budget v| [201418 v dolola
Publish delete
Archive AgencyPlan X v | delete
Activity Log [7] Mission and Vision [] Values ["] Information Technology ["] Finance [7] Customers daleis
Log Off [[] Partners [[] AgencyGoals [ ] Objectives [[] Measures [] Supporting Documents doli
ogaed in as delet
|-ogged in as Program /Service Area Plans Xv =EE
DPB TestAccount daleh
71502: Budget Development and Budget Execution Services [] Description delete
71504: Legislation and Executive Order Review Service Mission Al
71505: Forecasting and Regulatory Review Services [] Mission Alignment delete
71506: Program Evaluation Services [] Products and Services
71598: Administrative Services "
Select [7] Finance
Supporting Supporting Documents
Documents
~—
[[Jshow Audit Information
Step 2:

e On the “Supporting Documents” screen you provided a listing of any of your previous supporting
documents or links as demonstrated in the first screen shot below.

e To delete a supporting document or link, select the blue “delete” button next to the document
you wish to delete.

e To attach a new file/document to your strategic plan, select the “attach file” link at the bottom
of the grid and you will be directed to the “Attach” screen as demonstrated in the second screen
shot below. Provide a “Title or Short Description” for the file you are attaching. Then “Browse”
to where the file is stored on your PC/Network and select. Once the file path is in the “Browse”
field, Press “Attach.”

e To attach a link to your strategic plan, select the “Create a Link” link at the bottom of the grid
and you will be directed to the “Attach” screen as demonstrated in the third screen shot below.
Provide a “Title or Short Description” for the link you are attaching. Then key the address to
where the link is located. Once the link address is in the “Link” field, Press “Attach.”
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Virginia Performs Home | PB Reports S »
Strategic Plan 2014-16 Strategic Plan open filter
EPR Department of Planning and Budget [122]

Objectives Supporting Documents

fgzzies Tite File Typs

eari o test! Ficture / Delete Supporting delete
Publish Document or Link

Archive ] TestWord Doc for Agency 122 StratPlan WS Wora Locuiient [auck] delete

=7 Click to View
Activity Log B TestWord Doc Two for AgencyPlan 122 i WS Word Document  [.docx] delete
Log OFf DocfLink
] WS Word Document [ docx] delete
Logged in as I} TestDoc Three for Agency 122 3/20/2014 KR MS Word Document  [.docx] delete
DPBTestAscount I} Te: QRSEEENN (e in Prod for 122 MS Word Document  [.docx] delete
_(.‘ Link Link delete
Attach
File/Doc Attach File Create a Link
Merfonmce BudiuGdl I
TR = :

Virginia Performs Home | PB Reports 3 »
Strategic Plan Agency Strategic Plan :

EPR Select afile to attach to v [EEEEEIREIEEL anytype of file, but you should use common types that other users will be able to open.

Objecti Adobe PDFfiles are a go IR =1L T)]

ectives
Measures Title or Short Description
User Info

WUIE]  Document Path Should
LUSIEY  be here after “Browse”

Log Off

DPB TestAccount

Browse to locate

file to attach

L}
A
{
¢
)
b
(
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=3
-
:

Virginia Performs Home | PB Reports

Search >

Strategic Plan Age ncy Strategic Plan :

EPR Select afile to attach to you hEnterTltIe LU 1y type of file, but you should use common types that other users will be able to open.

Adobe PDF files are a gooc [El-lg oS 1]

Objectives g P

Measures Title or Short Description

User Info I |

Publish .

Archie Link Provide Link

o Add

Activity Log I o] :I

Log Off Example: htfp #ipb virginia.gov/budgetbudgetcim
DPB TestAccount I
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EXECUTIVE PROGRESS REPORTS
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EXECUTIVE PROGRESS REPORTS:
BACKGROUND AND HISTORY

The Executive Progress Report (EPR) provides a concise, strategic profile of a state agency that describes
the agency’s responsibilities, challenges, performance highlights, and priorities.

Agency Background Statement

' Narrative that explains what the agency does and why the agency exists — its purpose, who it serves,
what it does for its customers, and key statutory requirements.

Tips for writing a good agency background statement:

e It's ok to mention your statutory authority, but it shouldn’t be the only discussion.

e Should be high-level, so the reader gets a general idea of who you are and what you do.

e |t should expand on your mission.

e Possible sources for background information: Prior agency strategic plan background
information, statutory authority.

Example of a good agency background statement:

VDOT plans, delivers, maintains and operates the transportation network based on the direction of law
and the Commonwealth Transportation Board. The network is composed of a variety of assets including
vehicle, pedestrian, and bicycle lanes; sidewalks, ditches, and pipes; signals and signs; ferries; and any
number of other structures and activities that help move people and goods over the highway system.

Major Products and Services

A concise summary (narrative and/or list) of the mission-critical products and services provided by the
agency; information about any factors impacting the product and services, and any anticipated
changes in the current or next biennium.

Tips for writing your major products and services:

e If describing in list form, make sure that the “bullets” are easily understandable to the average
reader.

e Do not use acronyms.

e Use short descriptive sentences.

e Possible sources for product and service information: prior agency strategic plan background
information section, products and services subsection; SWOT analysis
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Example of major products and services:

VDSS’s most widely used services include social safety new programs (e.g. Supplemental Nutrition
Assistance Program (SNAP); Temporary Assistance for Needy Families (TANF); energy and cooling
assistance), Medicaid eligibility determination, child support collection, foster care and adoption
services, child and adult protective services, subsidized child care, licensure of child and adult care
facilities, workforce development services for TANF and SNAP recipients through the Virginia Initiative
for Employment Not Welfare (VIEW) Program and refugee services.

Three programs — Medicaid, SNAP, and Child Support — each served about one million Virginians during
state fiscal year 2012. As of July 2012, the number of SNAP participants was at an all time high.

Most of these services are administered by 120 local departments of social services, which VDSS
supervises. VDSS also partners extensively with community-based organizations and volunteers, local
government entities, other state agencies, and healthcare providers. VDSS anticipates that an
increasing number of services, such as benefit program applications and Medicaid enrollment, will be
conducted electronically through its new Customer portal. This will facilitate public access to services,
reduce wait time and processing errors, and allow greater access to data for program staff.

Customer Summary

A high-level overview of the key customers served by your agency; any factors impacting your
customer population and any anticipated changes in the current or next biennium.

Tips for writing a customer summary:

e Your narrative should correlate to the projected trend (e.g. — don’t say you anticipate an
increase and all of your projected trend arrows are stable).

e The narrative should “set the stage” for the customer listing.

e This should not be a discussion of products and services.

e Possible sources for customer information: prior agency strategic plan background information
section, customer subsection; SWOT analysis

Example of a good customer summary:

The agency expects to see modest but steady growth in its customer base as Virginia’s population
grows, and a continued increase in the use of Virginia’s roadways is expected as measured in Vehicle
Miles Traveled (VMT).

Instructions for entering/editing your Executive Progress Report can be found on the following page.
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SYSTEM INSTRUCTIONS — EXECUTIVE PROGRESS REPORT, BACKGROUND AND HISTORY

Step 1:

e To access your Executive Progress Report (EPR), click the “EPR” link on the left navigation menu.

Strategir Plan
EPR

Virginia Performs Home | PB Reports

O

2014-16 Executive Progress Report open filter
Department of Planning and Budget [122]

Objectives wauvkground and History

Measures Agency Background Statement

User Info The Departmentof Planning and Budget (DPB)was created by statute in 1976 merging previouslyexisting budget and planning agencies. Sections

Publish 2.2-1500 through 22-1514 of the Code of Virginia established the agencyand setforth the powers and duties of DPB and its Director, the

requirements for submitting the executive budget to the General Assembly, and the requirements for submitting the Budget Bill, as follows:
Archive
# Developmentand direction of an integrated policyanalysis and planning and budgeting process within state government
Actity Lo
yLog # Review and approval of all sub-state district systems boundaries by state agencies
Log OF
9 # Formulation of an executive budget
e Policyanalysis and program evaluation for the Governor

L di

vaaeanas # Review of the activities of state government focusing on budget requirements in the context ofthe goals and objectives determined bythe
DPBTestAccount Governor and the General Assembly
Step 2:

e After accessing your EPR, you will be prompted with the following filter so that you can select
the pieces of the EPR you want to work on at a time. For this demonstration we will
demonstrate the Background and History section.

e Press submit:
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Strategic Plan 2014-16 Executive Progress Report open filter
EPR Executive Progress Report Fiter
Objectives Select the elements that you would like to work on
Measures Agency EPR Version
User Info [122 Department of Ranning and Budget v| [2014-18 v
Publish mentsystem.
; ities that reflect its
Archive Background and History bme and
Activity Log AgencyBackground Statement Major Products and Services Customer Summary X
Log Off h the nation bythe
ing and being one
Finance and Performance Management categories that
| ogged in as s y 7 rbes ranking
Performance Staffin Finance X :
PPB TestAccount - - 4 - pects,and quality
[C] Agency Statistics [[] KeyRiskFactors 1 America’s Top
Mrginia
Management Discussion 2s:and, prepare
[] General Information About Ongoing Status of Agency XV afastrack
ach member of the
[T] Information Technology [T] Estimate of TechnologyFunding Needs
["] Workforce Development [_] Physical Plant
~—EE
[[IShow Audit Information
Step 3:

e The Background and History section of the EPR consists of three fields: Agency Background

Statement, Major Products and Services, and Customer Summary.

o To edit the “Agency Background Statement,” click on the text provided and you will be

prompted with a text editing box as demonstrated below.

e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.

e Press Save!

Agency Planning Handbook — Executive Progress Reports
2014 — 2016 Biennium

91




Strategic Plan
EPR
Objectives
Measures
User Info
Publish
Archive
Activity Log
Log Off

Loggedin as
DPB TestAccount

%
-

The Department of Planning and Budge

@
@

Virginia Performs Home | PB Reports

Search

Agency Background Statement

bz W @ W mEe BAE @ 3

Sl B I =@ = E E» @ =

in 1976 merging previouslyexsting budget

and planning agencies. Sections 2.2-1! Limited Formatting de of Virginia established the agencyand set
forth the powers and duties of DPB and Toolbar for submitting the executive budget to the

General Assembly, and the requiremen

Il as follows:

Development and direction of an integrated policyanalysis and planning and budgeting process within
state government

Review and approval of all :
Formulation ofan executive
Policy analysis and prograr
Review of the activities of s sirements in the context ofthe goals
and objectives determined bly

Operation of a system of buuyewry execution W ensure agency acivities are conducted within funding
limitations provided in the Appropriation Act and in accordance with gubernatorial and legislative intent
Development and operation of a system of standardized reports of program and financial performance
Coordination of statistical data

Assessment of the impact offederal funds on state government

Review and verification ofthe accuracyofagencyestimates of receipts from nongeneral fund revenue
Development, coordination. and implementation of a pefformance management system involving
strategic planning, peformance measurement, evaluation, and performance budgeting within state

+state agencies
Edit Agency

Background
Statement Text here

[

Step 4:

e To edit “major products services,” click on the text and you will be prompted with a text editing

box as demonstrated below.

e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.

e Press Save!
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Virginia Performs Home | PB Reports E— »
Strategic Plan Major Products Services
EPR & B @
o 3@ @ 3
Objectives I
Measures Styles =| Format - T & [ &
User Info
Publish The Commonwealth's new Performance Bu 1ented and combines under one system ~
. budget development, budget execution, cap Limited Formatting formance measurement As required
Archive by Section 22-1501 in the Code of Virginia, Toolb srated in the Performance Budgeting
Activity Lag System is useful for managing and improvir eothar 'ss of state government operations and is
available to the Commonwealth's citizens anu puonc viciais. Uro s nnssion-critical products and services are, as
Log Off follows:
. + Budgetbill
Logged in as ¢ Budgetdocument Edit Major Products
DPB TestAccount * Budgetdevelopment Services Text here
» Budgetexecution
e Analysis of budget proposals and development of recommendations for the Governor
* Year-end close and new-year start-up execution actions
# Procedures formonitoring agencyexpenditures
# Decision briefs for budget execution decisions
# Coordination of the executive legislative review process
# Fiscal impact statements forlegislation introduced in the General Assembly
* Planning and performance measure instructions, handbook, and training for state agencies
e Tracking of agencyperformance measures (V]
e Economicimpact statements and policyanalyses on proposed regulations
4

Step 5:

e To edit “customer summary,” click on the text and you will be prompted with a text editing box
as demonstrated below.

e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.
e  Press Save!
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Customer Summary

Strategic Plan
EPR m — —
Objectives E W B e BE @&
Measures “|) Format FIl B I %= |@ | = E Ery & (] &
User Info
Publish The Department of Plannir 1ia executive branch agem N
i Ofﬁze. the Glengral /ﬁsem Limited Formatting ) developdandl_em_c?te the Edlit Custum:r
- conduct analysis and revie Toolbar >gram and policyinformat Summary Text here

Activity Log various reviews of governn yoperations and public sc
Loa OF customer base is not expeticu w vianys uuiny we <v12-2014 biennium.

0g

Logged in as

DPB TestAccount

Step 6:
e To populate the customers grid, click anywhere in the grid and you will be presented with the
following screen.
e From this screen you will have the option to either “insert row” or to “import strategic plan
customers.”

g.}a
Virginia Performs Home | PB Reports Search »
Strategic Plan 2014-16 Customers
EPR Department of Planning and Budget [122]
Objecti Custom ers - Edit the inform ation in the table and click SAVE
ectives
. Number Served P ial Number of A | Proji dC
Measures m LregefinedGroty [Uset BefliedCroup Annually Customers Trend
User Info
Publish Insert Row Im port Strategic Plan Customers
Archive
Activity Log Import Strategic Plan
Log Off Customers
ogged in as
DPB TestAccount
Step 7:

e To add customers not identified in your strategic plan, click “insert row” and provide the
customers you would like included in your EPR.

e To utilize the customers identified in your strategic plan, click the “import strategic plan
customers” button as identified in Step 6 and you will be presented with the following screen.
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From this screen you can edit the information by clicking within the cells of the grid.

You can delete customers from the grid by using the red “x” located on the left side of the grid.
To adjust the priority of the customers, use the green arrows located to the left of the grid.

You can add additional customers by selecting the “insert row” button.

Please note: If you wish to revert back to the customer listing without any of your changes, click
the “Import Strategic Plan Customers” link. This will restore you to the original import of

customers from your strategic plan.
e Press Save!

Virginia Performs Home | PB Reports .
Strategic Plan 2014-16 Customers
— Department of Planning and Budget [122]
Obiect Custom ers - Edit the information in the table and click SAVE
ectives
£ Number Served Potential Number | Projected
Measures PredefinedGroup Us erDefinedGroup o " of Annual Customer
User Info 3 c Trend
Publish X @ ‘m‘ State A gency (s), State agencies 150 0
Archive
AEEcm (L X ‘u’* ! nral ar Raninnal covgrnment A uthorities | Local school divisions 32 0
ctivity Lo
bk Prioritize
Log Off x #ﬁ Customers Governor's Secretaries and Deputy Secre 15 0
® ‘@"ﬁ‘ Govemnor Governor's Policy staff 15 0
Loggedin as
DPB TestAccount x §4 Govemnor Governor 15 0
X ‘u’ﬁ General Assembly General Assembly members 0 0
Delete
' X FP | stteagency) DFB starf 0 0
Customer
L "’* Governor Council on Virginia's Future (members) 0 0
Insert Row Import Strategic Plan Customers
Import Strategic Plan
Customers
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EXECUTIVE PROGRESS REPORTS: FINANCE
AND PERFORMANCE MANAGEMENT

Performance Highlights

The purpose of this section is to show critical performance data over time, with explanations and
trend information, as appropriate. It is a discussion of key performance metrics within your agency
and should include any major changes in performance and the factors contributing to these changes.

Tips for describing your agency’s performance highlights:

e Should be a discussion of your agency’s performance

e Discuss the factors that impact your performance.

e Should not restate your mission.

e Should explain to the reader the performance highlights included in the table.

Example of a good performance highlights statement:

One of the best measures of DMV’s performance is the amount of time customers wait for service in
customer service centers. During FY 2012, the statewide wait time averaged just over 16.24 minutes,
which was a 20 percent improvement over FY 2011. The FY 2013 target is to maintain 20.0 minutes or
less. DMV also measures transactions conducted through preferred services (i.e., the use of Internet,
mail, and telephone for specific services such as vehicle registration renewal) and monitors financial
performance through activity-based costing. The success of safety programs is measured by looking at
the state’s seat belt usage rate (FY 2013 target of 83.0 percent) and fatalities resulting from motor
vehicle accidents (a target to decrease to 700 by the end of CY 2013). Significant performance indicators
are listed below, including those designated as key measures (designated by an asterisk). To meet
customers’ needs and achieve these objectives, DMV has rolled out an array of low cost service options
to conduct business with the agency. These include EZ Fleet, Troops to Trucks to streamline
credentialing for military and veterans, mobile apps, DMV Connect to support prisoner re-entry
initiatives, and mobile customer service centers that can serve customers at an ever changing number of
locations.

The staffing section of the EPR populates the At-a-Glance section and is intended to provide the
reader with a quick snapshot of your agency’s staffing levels. Later in the EPR you are able to discuss
factors impacting your agency’s human resources.
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Tips for regarding your agency staffing:

e Staffing is pulled from PMIS, however you can over-right those numbers to provide the most up-
to-date staffing numbers
e Contract staffing is not contained in PMIS, you must key in those numbers.

Financial Overview

A financial overview is a high-level discussion of the agency’s total spending budget and any other
information that explains the source, nature, and/or destination of funds. This section should include
information on expenditures, how Virginia compares to other states with respect to budget or
spending, and factors that are likely to affect the budget.

Tips for writing a good financial overview:

e Should not be negative in tone.
e Discuss the realities/challenges your agency is facing — positives and negatives.
e Should reflect budgetary actions from 2014 General Assembly Session.

Example of a good financial overview:

TUV’s diverse programs are supported by a variety of funding sources including general fund support,
user fees, commodity grading fees, commodity board self-assessments, and federal grants. Over the
past few years, reductions in general fund support have increased the department’s reliance on fees and
federal grants to operate programs and respond to new demands. In addition, there are several items in
the department’s general fund appropriation that are mandated pass-through funding to other entities
for specific users.

Fund Sources Table
The fund sources table in the Executive Progress Report displays the agency’s current operating

budget. This will include budget execution adjustments.

Tips for using the biennial budget table:

e Fund sources are populated from the PB system.
e Agencies can overwrite the numbers populated by the PB system if they are incorrect or due to
anomalies in data.
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Revenue Summary

' Your revenue summary is a high-level discussion of the revenues received by the agency and any
other information that explains the sources, nature and/or destination of the revenues.

Tips for writing a good revenue summary statement:

e Agencies that do not collect revenue should make a simple statement indicating that they do
not collect revenue.

e Agencies that do collect revenue should summarize their revenue sources and discuss any
trends they see in regards to revenue collections.

e Should be easily understandable by the general public.

e  Avoid use of jargon.

Example of a good revenue summary statement:

One of DMV’s important responsibilities is collecting a variety of fees, fines, and taxes for
transportation-related activities. Most of these funds flow directly to accounts outside of DMV and are
thus not reflected in the DMV budget. Monies collected by DMV primarily provide funds for the
construction of new highways and the maintenance of Virginia’s existing highway infrastructure.

Key Risk Factors
The purpose of this section is to provide information on three to five factors that will have the most
significant impact on your agency over the next few years.

This section is similar to a brief SWOT analysis in that it should address the agency’s internal
weaknesses and external challenges (threats).

Tips for writing key risk factors:

e Narrative only.

e Should talk about “risks” and trends with risks.

e Agencies should compare their risk factors to the trends and key performance areas in the At a
Glance section to ensure they align.

e Actions the agency plans to take to address key risk factors should be discussed in the
Management Discussion & Analysis section.

Example of a good key risk factors statement:

Several factors will have a significant impact on the agency over the next four years.
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Federal Reauthorization: On July 6, 2012, President Obama signed into law a new two-year surface
transportation authorization, called Moving Ahead for Progress in the 21st Century (MAP-21). The
legislation extended the current authorization through the end of federal fiscal year 2012, and then
authorizes $105 billion over the next two fiscal years. Considering previous transportation
authorizations, the time period of this legislation does not provide for any long-term funding
commitments.

Congestion: while the vast majority of the state roadway system remains uncongested most of the time,
recurring congestion continues to be a problem in urbanized areas during peak travel periods. As
economic conditions improve, roadway use and associated congestion typically increases as well.

Asset Condition: VDOT continues to maintain and improve roadway pavement and bridge condition
towards their respective condition targets, and has made excellent progress over the last few years.
However, roadways and bridges continue to need regular inspection, repair and replacement, and day-
to-day wear and tear will increase as the number of vehicles increase and the population grows.

Agency Statistics

This section is a high-level discussion of key statistics in your agency that show the breadth and/or
depth of the agency’s work. This should be something other than what is being measured by your
performance measures.

Tips for writing statistics summary:

e Should only be a brief introduction to the statistics listing below.

e  Statistics are not necessarily measures.

o These are the “trendy” topics in your subject area.

e Does not need to be statistics your agency controls — can be factors impacting your programs.

Example of a statistics summary statement and key statistics:

The following statistics illustrate the breadth of services provided by VDSS and local department of
social services. The majority of the statistics are based on FY 2012 data.

e Virginians receiving SNAP — 1,111,648

e \Virginians receiving TANF — 140,907

e Virginians enrolled in Medicaid — 1,157,975

e Households getting fuel assistance — 147,489
e Child support enforcement cases — 336,125

Instructions for entering/editing your Executive Progress Report can be found on the following page.

Agency Planning Handbook — Executive Progress Reports
2014 - 2016 Biennium 99



SYSTEM INSTRUCTIONS — EXECUTIVE PROGRESS REPORT, FINANCE AND PERFORMANCE

MANAGEMENT

e After accessing your EPR, you will be prompted with the following filter so that you can select
the pieces of the EPR you want to work on at a time. For this demonstration we will
demonstrate the Finance and Performance Management section.

e Press Submit!

ORI CCRD LA C LIt r q“" j’

Virginia Performs Home | PB Reports

»
Strategic Plan 2014-16 Executive Progress Report open filter
EPR Executive Progress Report Fiter
Objectives Select the elements that you would like to work on
Measures Agency EPR Version
User Info [ 122 Department of Planning and Budget | [20146 v incies. Sections
Publish . he
) ollows:
Archive Background and History
Activity Log [] AgencyBackground Statement [] Major Praducts and Services [] Customer Summary X
Log Off
Finance and Performance Management
logged in as R . . v
erformance Staffin Finance X 1ed bythe
PPB Test Account & 4 s 4 by
Agency Statistics KeyRisk Factors
= Appropriation Act

Management Discussion

[ ] General Information About Ongoing Status of Agency XV
[] Information Technolagy [] Estimate of TechnologyFunding Needs
[] Workforce Development [] Physical Plant

Ice measurement,

= development of
—

[[]Show Audit Information

BN S SR UUT USRS TNEMEgEe e IReguiatony TOWN T Tail Ve D Sile, puniisn and provide oniine punic commentiorunm s, prepare an economic
The Background and History section of the EPR consists of five fields: Performance, Staffing, Finance,
Agency Statistics, and Key Risk Factors.

Step 2:
o To edit “Performance Highlights,” click on the text provided and you will be prompted with a
text editing box as demonstrated below.

e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.
e Press Save!
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Virginia Performs Home | PB Reports

Search
Strategic Plan Performance Highlights
EFPR - B e || @7
S E W o | A~ = @ 3
Objectives & & - MR
Measures Styles T|| Fomat [Tl B I w==|&@ = s » & & &
User Info
Publish Performance measures oroutcomes were deve of Virginia's outcome-driven ~
performance management system. Agencyand -ate how well an agencyis performing
Archive on its major or mostimportant programs or acti [T LT EY A0 ssion. Productivity measures
Activity Log strengthen the relationship between internal im Toolbar :sired outcome and performance
targets.
Log Off

DPB TestAccount

Mrginia continues to lead as one ofthe best managed states in the nation_ \irginia was named one ofthe best
managed states in the nation bythe Govemment Performance Project sponsored by Gevemning magazine. Virginia's
financial strength is indicated by its AAAbond rating and being one of nine states given this highest rating by all three
national rating agencies. Virginia consistentlyranks top in the United States in categories that impact successful
economic development. Virginia ranked Mo. 2 in the Forbes Best Stafes for Businessin 2010 and 2011. The Forbes
ranking measured sixvital categornes forbusinesses: costs, labor supply, requlatory environment, current economic
climate. growth prospects, and quality oflife. In the Pellina Corperate Top 10 Pro-Business States for 2012, Virginia
ranked No. 2 in the nation. CNBC. in its annual study, America’s Top Stafes for Business, designated Virginia as one
of the top states forbusiness atNo.3in 2012

The Department of Planning and Budget(DPB) is required by Section 2.2-4007 .04 Article 2, ofthe Code of Virginia to
manage the Virginia Regulatory Town Hall Web site: to publish.as well as provide online public commentforums for,

all (non-exempt) regulatorystages; and, prepare an economicimpact analysis (EIA) for a proposed regulation within v
45 davs of its receipt bvDPB and within 30 davs of receiot for a fast-track reaulation. DPB is reauvired to provide a coowv

A

e -

To edit the “selected measures” associated with your performance highlights, click anywhere on
the table and you will be directed to an editable listing of all of your agency measures.

The following fields of the “selected measures” table are locked and cannot be edited: Measure
ID, Measure Name, and Measure Class.

To select a measure that you want to be included in the “selected measures” table of the EPR,
click in the “Highlighted in EPR” box. Only include those measures you want included in your
EPR and that are discussed in the Performance Highlights section.

To select a measure that you want to be included in the At-A-Glance section of the EPR, click in
the “Included in At A Glance” box. Only include those measures you want included in the At-A-
Glance section of the EPR.

For measures selected to be in the At-A-Glance section, you are required to provide an
“alternative name” for your measure. To do this, click in the “alternative name” cell and provide
an abbreviated name for your measure.

For measures selected to be in the At-A-Glance section, you are required to provide an
“estimated trend” for your measure. To do this, click in the “Estimated Trend” cell to select
whether the selected measure is “Improving,” “Worsening,” or “Maintaining.”

You are able to prioritize the measure you want to include in “selected measures” table by using
the green arrows on the right side of the table.
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Virginia Performs Home | PB Reports

Edit the information in the table and click Retumn to EPR

Measure ID Measure Name Alternative Name Measure Class

49971502.002.002 | Administratively approved appropriations ‘ Other Agency

M12254 12001 Percent of accounts pay able transactions | |4 ccounts Payable

Accounting and Reporting System (CARS) Estim ated
. Highlight
12274505.001.001 | Percentage of econorric impact analy ses Other Agency Trend ghligh ¥4
that are completed w ithin 45 day s from in EPR
receipt of proposed and fasttrack (stage) |~ Provide
reguiatory proposals. Alternative/Short
12271502 001 001 | Ratio of recurring generalfund revenue to Measure Name  JSREENRIRTCH Maintaining ¥4
recurring general fund spending RETETTET SO v
42271505.002.002 | Accuracy of the agency’s forecast for total Other Agency Bl Frionitize 34
state responsible inmate population.
Measures
12200000.002.001 | Average rate of survey respondents’ Agency Key O O %ﬁ-
satisfaction w ith the timeliness and quality
of the agency’s analy ses
O O |&%

12271504.001.002 | Average satisfaction rating of the ‘ Other Agency

2014-16 EPR Selected Measures
Department of Planning and Budget [122]

Estimated Highlighted in

E— = Include in

At Aglance

t

as a percentage of legislative
appropriations

‘ RoducivEy Select 4

<>

that post carrectly to the Commonw ealth Transactions

Governor's policy staff with the quality and
timeliness of the impact analyses -

Step 4:

After the “selected measures” table, you will find the “agency trends” table which is part of the
At-A-Glance. To edit the “agency trends” associated to include in the At-A-Glance Section, click
anywhere on the table and you will be directed to an editable listing of the agency trends from
your prior EPR.

To edit the text of a “trend name,” click in the cell and edit as needed.

To insert a new trend, use the “insert row” button. Agencies should have no more than three
trends at this time.

To delete a trend, use the red “x” located on the left of the grid.

To reorder/prioritize agency trends, use the green arrows located on the left of the grid.

To modify the trend direction, use the “direction” drop down to select one of the following
trend directions: “increase,” “decrease,” or “steady.”

Press Save!
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Virginia Performs Home | PB Reports Trend
Direction
Strategic Plan 2014-16 Agency Trends
EPR Department of Planning and Budget [122]
ol Agency Tr( Ruordars 1ation in the table and z-:lf—/ck j/:'VE =
M Delete Prioritize rend Name | irection
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Activity Log @ ‘ﬁ Virginia a Best-Managed State
Log e
lLogged in as
DPB TestAccount
Step 5:

o After the “agency trends” table, you will find the “staffing” table which is part of the At-A-
Glance. To edit the “staffing” associated to include in the At-A-Glance Section, click anywhere
on the table and you will be directed to an editable listing your staffing with suggested values
pulled from PMIS.

e You are able to use “suggested values” for “Authorized Maximum Employment Level,” “Salaried
Employees,” and/or “Wage Employees.” Please note: “Contracted Employees” is not kept in
PMIS and therefore the agency is responsible for these values.

e To utilize the “suggested values,” click on the blue/underlined linked value in the “suggested
values” column.

e If the number populated from PMIS is incorrect or there is an anomaly with your data, you can
over-write that value by clicking in the middle column and manually key in the corrected value.

e To populate the value for “contracted employees,” click in the corresponding cell and manually
key in the value.

e Press Save.

Virginia Performs Home | PB Reports Search m
. 2014-16 Staffing
Strategic Plan .
9 Department of Planning and Budget [122]
EPR
Objectives Suaqested V alues
Measures Authorized Maximum EmploymentLevel 65.00 - PMIS Link for RS
User Info (MEL) systerr Import
Publish Salaried Employees Edit PMIS E 48 - Calculated from recent PMIS data.
A rchine Values Here |
Activity Log Wage Employees 4| 4-Calculated from recent PMIS data.
Log Off Contracted Employees E

& Press Save!
DPB TestAccount <_- Type Contracted

Employee Value Here

You can click on the link for the suggested va.s=~=—=sry=rmrrre=rm=p—ate field. For a variety of special
circum stances, the suggested values may not be correct for youragency. In those cases, please manually
enter the comrect values.
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Step 6:
o After the “Staffing” section you will find the “Financial Summary.”
e To edit the “Financial Summary,” click on the text provided and you will be prompted with a text
editing box as demonstrated below.
e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.
o Press Save.

Gl @I ECRI TTCIY C mo Svstem .‘!|" i
— * =V £
Ty EOMMOonwW of'V
.
Strategic Plan Fnancial Summary
EPR o 34 ab S s @ (7
= @ 5 ] | A~ = | &2
Objectives — mis = =
Measures i R “Il B I = | & = e E»w & [~ &
User Info
Publish Seventy-eight percent of the 3udget's (DPB) general fund budget supports personnel costs
; including salaries, wages & s - ing budget supports dayto-dayoperations including funding
Archive for rent (four percent), inforr Limited Formatting sercent), the school efficiencyreviews program (two percent),
Activity Log and the Council on Virginia' Toolbar :mainder (three percent) supports required insurance
premiums, training, office s =~ Jus costs
Log Off
G In accordance with Chapter 835, 2012 Virginia Acts of Assembly, the Commonwealth Competition Council was
G eliminated. The 2013 General Assemblyremoved the $250,000 Non-General Fund (NGF) designated for the
DPB TestAccount Commonwealth Competition Council FY2014.
Note:Funding for ongoing maintenance of the Commonwealth’'s Perfformance Budgeting system is appropriated in the
Department of Accounts.
4
Step 7:

e Below the “Financial Summary” you will find the “Fund Sources” table.

e To edit/update your “Fund Sources”, click into the “Fund Sources” table and you will be
presented the ability to either manually enter/update your biennial budget as demonstrated in
the screen shot below or to import from the PB System.

e Note: The numbers are “0” until you either manually enter or “import numbers from PB
System.”

e To manually enter/edit the numbers, click into the cell you wish to edit and make the change.

e To import from the PB System, click the “import numbers from PB System.” You must do this
each time you edit/update your plan, they do not automatically update.

e You can edit the numbers imported from the PB System if needed. This should be done if you
have any anomalies in your budget, but should be explained in the “Financial Summary.”

e Press Save.
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Virginia Performs Home | PB Reports

2014-16 Fund Sources
Department of Planning and Budget [122]

Edit the information in the table and click JSEVE]

Fund FY 2015 FY 2016
Insert Row Importfrom PB System Return to EPR
Import numbers from
PB System
Step 8:

e Following the “Fund Sources” table you will find the “Revenue Summary.”
o To edit the “Revenue Summary,” click on the text provided and you will be prompted with a text

editing box as demonstrated below.
e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.
e Press Save.

Strategic Plan
EPR
Objectives
Measures
User Info
Publish
Archive
Activity Log
Log Off

Loggedin as
DPB TestAccount

Virginia Performs Home | PB Reports
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In accordance with Chapter 3,2012 Specia embly, $200000 from the general fund was
provided to suppaort the school efficiencyre participating school division shall pay50
percent ofthe costincurred bythe state for Limited Formatting /review to be conducted. Revenues generated
bythe school efficiencyreview fees are deg Toolbar 1's General Fund upon receiptand are not for
the use ofthe Department of Planning and

In accordance with Chapter 806, Acts of Assemblyof 2013.5325.000 from the general fund was provided to supportthe
school efficiency reviews program FY 2014 Each participating school division shall paya local share ofthe costincurred
bythe state forthat school division's efficiencyreview to be conducted. The local share shall be based on the local
abilityto-payfor each participating school division but not less than 50 percent of the total cost. Revenues generated by
the school eficiencyreview fees are deposited into the Commonwealth's General Fund upon receiptand are notfor the
use ofthe Department of Planning and Budget.

Additionally, the 2013 General Assembly provided a Mongeneral Fund (NGF) appropriation of $300.000 FY 2014 to
supportthe school efficiencyreviews program coordinated bythe Departmentof Planning and Budget. Each participating
schooldivision shall pay 100 percent of the costof the review to the Department of Planning and Budget General fund
appropriations shall not be used to supportthese school efficiencyreviews_The NGF appropriation is provided for use
bythe Department of Planning and Budget to facilitate the collection of payments fram school divisions.
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Step 9:

e Following the “Revenue Summary,” you will find the “Key Risk Factors” narrative.

e To edit the “Key Risk Factors,” click on the text provided and you will be prompted with a text
editing box as demonstrated below.

e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.

o Press Save.

Strategic Plan
EPR
Objectives
Measures
User Info
Publish
Archive
Activity Log
Log Off

Loggedin as
DPB TestAccount

Virginia Performs Home | PB Reports

Key Risk Factors
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Maintaining funding for core services: The
strategic planning and budget process. As p

udget(DPB) leads in the state's integrated

v, DPB advises the Governor on the allocation
of scarce resources. DPB will remain challe intain necessaryfunding for the core semices
of state government and to maintain structur rto continue to experience modest revenue
growth while large entittement programs sucn as wieaicaiu win conunue w see significantgrowth. Structural balance is
maintained bythe utilization of recurring revenue to supportongoing operations. The use of one-time or non-recurring
revenue for ongoing operations and potential federal reductions puts the state’s bond rating atrisk. DPB will experience
increased pressure to remain vigilantin maintaining financial responsibilityand a structural balance in the state's
budget.

Limited Formatting
Toolbar

Loss of experienced finance workforce: DPB depends upon obtaining qualityinformation and data from state
agencies. As the workforce ages and has been downsized. manyagencies are notable to develop replacement staff.
Lack of good succession planning in keyfinance positions could lead to difficulties in managing financial crisis in the
future. Central agencies like DPB maybe called upon more often to help agencies resolve issues thatonce were
managed byagency-based staff.

[

Step 10:

o Following “Key Risk Factors,” you will find the “Statistics Summary” statement.
e To edit the “Statistics Summary,” click on the text provided and you will be prompted with a text

editing box as demonstrated below.
e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.
e Press Save.

Agency Planning Handbook — Executive Progress Reports
2014 - 2016 Biennium

106




Strategic Plan
EPR
Objectives
Measures
User Info
Publish
Archive
Activity Log
Log Off

Logged in as

DPB TestAccount

Virginia Performs Home | PB Reports

Statistics Summary

@ W @ WY BE

=) | Format -~ B I # | & | ;= =

The following statistics provide a comprehensive : he Department of Planning and Budget
(DPB) operations during FY 2013. The activities lis Limited Formatting axtremely complexand require extensive
analysis and review Toolbar

Search m
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Step 11:

o Below the “Statistics Summary” you will find the “Agency Statistics” table.

e To edit the “Agency Statistics” table, click anywhere on the table and you will be prompted with
an editable grid as demonstrated below.

e To edit the “Description” or “Value” of an agency statistics, click in the appropriate cell and key
in your revision.

e To add a new agency statistic, click the “Insert Row” link located at the bottom of the grid.

e To delete an agency statistic, click the red “X” located on the left side of the grid next to the
agency statistic you wish to deleted.

e To reorder/prioritize your agency statistics, use the green arrows located on the left side of the
grid.

e Press Save.

Agency Planning Handbook — Executive Progress Reports
2014 - 2016 Biennium

107



Virginia Performs Home | PB Reports Search m
Strategic Plan 2014-16 Agency Statistics
- Department of Planning and Budget [122]
Agency Statistics - Edit the information in the table and dick SAVE
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o ) '
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Statistic
x J"‘" Nurrber of Budget Execution Requests 5045
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Prioritize
x 4 PO i pact Staterents 1798
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EXECUTIVE PROGRESS REPORTS:
MANAGEMENT DISCUSSION

General Information About the Ongoing Status of the Agency

A high-level discussion of the strategically most important initiatives within your agency for the next
biennium (or longer) aimed at improving performance, dealing with executive and General Assembly
priorities including enterprise priorities, and addressing key risk factors

Tips for providing general information about the ongoing status of the agency:
e Should discuss what is going on currently in the agency and what’s could happen in the future.
Example of a good statement regarding the ongoing status of the agency:

DMV will continue initiatives to improve service with upgrades to service center operating equipment,
partnerships with other state agencies, and increased functionality of electronic services. DMV will also
be opening an office at Fort Lee at no cost to the Commonwealth.

Agency initiatives to reduce IT, postage, printing, and telecommunications costs have already yielded
savings of over $5.5 million and over nine million pieces of paper. IT improvements have delivered
savings through the issuance of personal identification numbers (PIN), electronic vehicle and driver
renewal notifications, online driver's license and special license plate order tracking, EZ Fleet titling and
registration, and citizen account management through MyDMV. The agency has an ongoing initiative to
seek new ways to reduce costs.

DMV will continue to increase enforcement and promote the collection of revenue for the
Commonwealth through a variety of enforcement tools and dedicated law enforcement resources. DMV
will maintain its high collection rate, maintain support to localities through the Vehicle Registration
Withholding program, and enforce fuels tax collection though its dedicated law enforcement

personnel.

Information Technology

A high-level discussion of key technology initiatives underway and/or issues your agency is facing.
The statement should begin with a synopsis of the current state (technology issues and initiatives
underway) and then should address the agency’s most significant future technology needs and plans.

Tips for writing your information technology statement:

e Should discuss current state and future needs.
e Should refrain from negative comments about VITA/NG
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Example of a good information technology statement:
Major IT investments underway include:

FMS Sun Set & Data Marts: The implementation of the Cardinal Project has necessitated the sun
setting of both the FMSI and FMSII Financial Systems and retention of business critical data. Sun
setting of these systems in an organized fashion will create greatly reduced operational
expenses from VITA. The FMS Data Marts will retain critical data from the FMSI and FMSII
Financial Systems and create a Financial Data Store for reporting purposes. The objective of this
project is to have the data store information available to VDOT internal systems to merge with
Cardinal financial data for business intelligence reporting.

Urban Conversion: The Urban Conversion Project is a VDOT project to outsource the
management and execution of the data transformation activities to convert the center lines,
route and street names, textual attributes, and geospatial data from multiple data sources and
in order to deliver a unified data set to populate the Road Network System with a cleansed,
standardized and normalized attribute and geospatial data set for the entire state of Virginia.
The inputs for the process come from the following systems: VDOT RCL, VGIN E-RCL, and UMIS.

Customer Service Center (CSC) System 2.0: The Customer Service Center Portal 2.0 project will
enhance the functionality and usability of the Customer Service Center Portal, and will: — Enable
Customer Service Center Agents to better respond to customer inquiries; — Promote VDOT’s
ability to share information throughout the agency; and — Enhance VDOT’s ability to quickly and
efficiently respond to citizen requests for roadway service/maintenance.

Information Technology Plans/Needs:

Electronic Bulletin Board — This project entails the rollout of an Electronic Bulletin Board
agency- wide. This will include hardware installation, setup, operational support, and content
infrastructure development.

Safety Loss Control Data Management System — This effort includes global management of
Safety and Health forms related to Injuries, Tort, Drug Testing, Training Certifications, etc.
Internal resources would be required for data migration and interfaces to existing systems.

SYIP Technology Upgrade - The technical platform for the SYIP Technology Suite is grossly
outdated. This project will modernize physical architecture, which will require recoding to make
the application work with current versions of Windows and SQL Server. This project will also
migrate the point-to-point interfaces to real-time integration for more efficient data sharing.

Traffic Safety EDW - VDOT is responsible for basing many decisions on safety-related data,
which is necessarily maintained at an aggregate level. Summarizing this data for calculations and
reporting according to standardized processes is needed for a better informed decision making
workflow.
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Workforce Development

A description of important issues related to your workforce and the agency’s plans and priorities for
addressing those issues; descriptions of plans as appropriate for enhancing knowledge and skills,
strengthening succession planning, and dealing with factors such as recruiting and aging of the
workforce (e.g., succession planning).

Tips for writing your workforce development statement:

e Should discuss how your agency looks and the challenges it is facing in regards to workforce
issues and development.

e What's the current picture?

e What are the issues?

e Any steps being taken to address the risks?

Example of a good workforce development statement:

The DMV workforce will be faced with an evolving technological environment and frequently changing
processing requirements. Problem solving, analytical and decision-making skills, and the ability to
comprehend and disseminate complex information will all be requirements for the new “knowledge
worker.” DMV will use several strategies to ensure that the agency’s workforce is able to adapt to
operational changes and competently provide quality services. Key strategies start with comprehensive
workforce and succession planning. In addition, the agency will use a systematic approach for training
that involves the continuous improvement of employees’ technical skill sets and coaching for improved
performance. Training will be provided to all employees, with a strong emphasis on technical training for
our customer service centers and our customer service contact centers. The implementation of a revised
supervisory program will enhance the competencies of supervisory staff and improve the functioning of
operational units. Additionally, the continued use of a leadership program will prepare future leaders of
the organization.

Physical Plant

A high-level discussion of issues and priorities for the agency’s owned or leased office space and other
physical plant; description of major current projects and longer-term needs necessitated by condition,
new mandates, changing customer needs, etc.

Tips for writing your physical plant statement:

e You should talk about real concerns with your agency’s physical plant.
e Should not just state the address.

Example of a good physical plant statement:

VDSS currently has 30 leases throughout the Commonwealth in support of its mission. The total annual
lease cost is approximately nine million dollars. Management of these leased spaces is a collective effort
between VDSS and the Department of Real Estate Services (DRES).
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Besides the day-to-day management of the leased space, VDSS has no major physical plant projects
planned. VDSS successfully meets all established requirements and standards in providing
accommodations, facilities, equipment and amenities that are suitable for employees.

VDSS and DRES meet monthly to discuss leases that are set to expire within two to three years. This
discussion is critical in planning and budget preparation for the home office or regional, district, or
licensing offices.

Instructions for entering/editing your Executive Progress Report can be found on the following page.
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SYSTEM INSTRUCTIONS — EXECUTIVE PROGRESS REPORT, MANAGEMENT DISCUSSION

e After accessing your EPR, you will be prompted with the following filter so that you can select
the pieces of the EPR you want to work on at a time. For this demonstration we will
demonstrate the Management Discussion section.

e Press Submit!

m’ SOMIMOvealth OF Virginia

Strategic Plan 2014-16 Executive Progress Report open filter
EPR

Executive Progress Report Fiter

Objectives Select the elements that you would like to work on
Measures Agency EPR Version
User Info [ 122 Department of Aanning and Budget v| [201416 v|
Publish nentsystem.
5 ities that reflect its
Archive Background and History ome and
Activity Log ["] AgencyBackground Statement [] Major Products and Services [[] Customer Summary XV
Log Off

1 the nation bythe
ing and being one

Finance and Performance Management categories that

Logged in as

. . bes ranking
Performance Staffin Finance Xv i .
DPB TestAccount 2 2 g = pects, and quality
[_] Agency Statistics [[] KeyRiskFactors  America’s Top
\irginia
Management Discussion >s;and, prepare
General Information About Ongoing Status of Agency Xv a fasttrack
ach member of the
Information Technology Estimate of TechnologyFunding Needs
Workforce Development Physical Plant
~—
[C]show Audit Information
Step 2:

o To edit the “General Information About Ongoing Status of Agency,” click on the text provided
and you will be prompted with a text editing box as demonstrated below.

e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.
e Press Save.
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Strategic Plan
EPR
Objectives
Measures
User Info
Publish
Archive
Activity Log
Log Off

Logged in as
DPB TestAccount

Virginia Performs Home | PB Reports

Search

Ongoing Status

FERE Y BaEe AE B 1
|l B I s @ | == S @ =

@

A

The Department of Planning and Budget Ith's enhanced integrated strategic planning and
budgeting process and advises the Gove eresources.Interms of the overall financial
health of the Commonwealth, DPB will re [EESGUELTETRUEG L SN 2head to maintain necessaryfunding for the core
services of state government. As part of i Toolbar advises the Govemnor on the allocation of
resources to large entittement programs (such as Medicaid) down to support of small
local sheriff offices that protect our smallestcommunities. Decisions about the proper funding levels for each of these
requires a good deal of information and analysis. DPB also mustbe poised to react quicklyin its advisorycapacityto
changes in revenue that affect financial responsibility and structural balance in the state's budget. In order to maxmize
its abilityto successfullyrespond to economic changes, DPB mustfocus on transferning its institutional knowledge
through the recruitment and development of a well trained staff.

DPB must address two pressing workforce issues over the next biennium: a highly competitive market ofwell-educated
and skilled staff; and. an aging workforce in key positions that either are, or soon will be, eligible for retirement. During
the next two years, DPB will atempt to increase its staffing levels and analyze its organizational structure to determine
where exsting resources can best be directed toward sound succession planning. DPB will determine what training is
needed to support staff, especiallythose placed in new roles and for new employees. Training could be provided
externallythrough outside vendors, oritcould be developed internally.

Step 3:

e Following the “Ongoing Status,” you will find the “Information Technology” narrative.

e To edit the “Information Technology” click on the text provided and you will be prompted with a

text editing box as demonstrated below.
e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.
o Press Save.
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Strategic Plan
EPR
Objectives
Measures
User Info
Publish
Archive
Activity Log
Log Off

Logged in as
DPB TestAccount

Virginia Performs Home | PB Reports

T

Search

Information Technology
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The Virginia Information Technologies Ager tnership (MTANG) provides strategic
direction for the use oftechnologyresource Limited Formatting at regard, ITAMNG oversees the pre-

selection, selection, control, and evaluation Toolbar ogyprojects and procurements in support
of Executive Branch Agencybusiness objec

The Commonwealth's Performance Budgeting System is fullyimplemented and is the first systematic and
consolidated overhaul of the state’'s budget system in Virginia since the early 1980s. The Performance Budgeting
System combines under one system:budgetdevelopment budget execution; capital; strategic planning: and,
performance measurement. The Departmentof Planning and Budget (DPB) is responsible for overseeing the

operation and maintenance of the system. The ongoing costofthis effortwill be paid for through rates charged to
state agencies.

DPB's Web-based Electronic Fiscal Impact Statement System and Virginia Regulatory Town Hall Web site application

are long-standing applications.where as the Commonwealth’s Performance Budgeting System and the strategic
process are new.

DPB's Web-based Electronic Fiscal Impact Statement System simplifies the tracking and development of Fiscal
Impact Statements (FIS). FIS are issued on bills introduced during the General Assemblysessions. FIS describe the
fiscal impactof proposed legislation and are intended to aid legislators and the Governar's Office in the decision-
malina nrnanes

Enrh EI€ in alartranicalliesnm mimicatnd bn lamiclafiva enmssne sehacs it ie nactnd alastennicnalb it

Step 4:

e Following the “Information Technology,” you will find the “Workforce Development” narrative.
o To edit the “Workforce Development” click on the text provided and you will be prompted with
a text editing box as demonstrated below.

e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.
e Press Save.
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Virginia Performs Home | PB Reports m
Strategic Plan Workforce Development

EPR o v

Oljectiies FER W] B e BE @03

Measures Styles | Fomat Sl B I | @[ i= = & e B
User Info
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Archive and unexpected staff turnover. Generally, wage 2 percent of DPB's staff. Due to budget
Activity Log reductions and attrition due to retrements, DPE Toolbar | of 43 full-ime and four wage employees

Log OFf from atotal authorized position level of 69. DPB ccession planning a priority.

0g
Due to an aging workforce and low staffing levels, DPB will develop a succession plan that promotes a logical and
ging g P P! P g
\'ogged insas systematic transfer of institutional knowledge to a new generation ofassociate directors and budget analysts. One
A =2 potential approach for achieving this end would be the establishment of an internal career progression path in which
DPB TestAccount mid-manager positions are created.
ger p
4
Step 5:

o Following the “Workforce Development,” you will find the “Physical Plant” narrative.

o To edit the “Physical Plant” click on the text provided and you will be prompted with a text
editing box as demonstrated below.

e Edit your text as necessary. You have some limited formatting capabilities in the top tool bar.
e Press Save.
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SYSTEM PUBLISHING

As indicated in the “roles and responsibilities” section of this document, the “action role” is placed on

the agencies and the DPB Budget Analyst for various elements of strategic plans, performance measures
and the Executive Progress Report. The following chart indicates who is responsible for publishing
elements of the plan; detailed instructions of how to publish using the system are found on the
following pages.

Strategic Plan Agency
Program/Service Area Plan Agency
Measure Results Agency
Changes to Measure/Measure Attributes DPB
Executive Progress Reports DPB
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SYSTEM INSTRUCTIONS — PUBLISHING

Step 1:
e To access system publishing, use the “Publish” button on the left side of the module to access
system publishing as demonstrated in the screen shot below.

Virginia Performs Home | PB Reporis Search »

Strategic Planning

Strategic Plan
Part of Virginia's Perform ance Budgeting System

EPR
Objectives

Measures This is the new Performance Budgeting System Strategic Planning Module.

User Info - -+ -1 option on the left to view your agencies strategic planning data. Ifyou have the appropriate access, you can justclick on the text or
Publish on you wish to edit.

Archive ine ro reports link in the gray bar above will take you to strategic planning related reports.

Activity Log

Log Off

Logged in as

DPB TestAccount

Step 2:

e Once in the Publish screen, agencies and DPB analyst can utilize the “Action” column to publish
elements of the plan ready to be published. If you do not have permission to publish, the action
item will be blank.

o You must select the version of the plan you wish to version and press Submit. The 2014-16
version should be used for completion of the 2014-2016 plan. To publish measure results for
FY 2014 you must select the 2012-2014 version.

Please note: the ability to publish is based on your login security credentials. Agencies with
multiple strategic plan module users should develop internal controls/procedures for
publishing strategic plans, program/service area plans, and measure results.

Step 3:
o To publish an element, click the “Publish” link in the “Action” column.
e Once you have clicked “Publish,” the “Sync Status” column will change from “Not In Sync” to “In
Sync.”
e From the Publish screen, agencies can “Email the DPB Analyst” to notify their DPB Analyst that
they have published, to ask questions, or to notify that measure/measure attributes or the
Executive Progress Report are ready for their review and publish.
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Strategic Plan
EPR
Objectives
MMeasures
User Info
Publish
Archive
Activity Log
Log Off

Logged in as
DPB TestAccount

Performs Home | PB Reports

Email the DPB
Analyst

Emailthe DPB Analyst Brian Logwood (GG).Karen Lux(GG).Jason Saunders (GG)

Plan

Search

1 of Planning and Budget

v| Version | 2014-16

AN <om

hing historyin the activitylog

o i

Code Last Publis hed . Sync Status Action
Executive Progress Report 4/9/2014 0357 pm In Sync
AgencyPlan 4/9/2014 0213 pm Mot In Sync Publish
Service Area Plan P T | . Mot In Sync -M
Service Area Plan T1504 . Mot In Syne Publish
Service Area Plan 71505 . Mot In Syne Publish
Service Area Plan ‘ 71506 I Mot In Sync Publish
Service Area Plan ‘ 71598 I MotIn Syne Publish
Program Plan none for this agencyand vergaion . -
Independent ofthe version selected above
. Last Publis hed Sync Status Action
Measures . In Sync
Measure Results Data In Sync Publish
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