Business Planning 2016 Overview

Shannon Szymczak, Corporate Budget Manager

Today’s Agenda

» Business Planning Overview
»Managing for Results Philosophy
»Business Planning Process
» FY 2016 Business Planning Deliverables
» Budget Office Intranet — Business Planning site
» SharePoint — Business Planning site
» QUICK eCOMBS Measure Module Refresher
»How to enter and change data
»How to print business plan deliverables

» Questions?




Managing for Results

» What is Managing for Results?
o A business system that links resources (people, dollars)

to results

o

A way to show the public how and why we allocate

resources to the services they want

o

o

A way to show the public what we did with their money
A way to show if we are accomplishing our goals

o Shifts focus from “What We Do” to “What Customers Get”

» Why Measure Performance?
o To establish credibility and regain trust

o To be clear about what you are doing & how much it costs
To help make decisions and allocate scarce resources
To demonstrate if and how you are achieving your goals
To have the information you need to tell your story

o O O
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Managing for Results

ACT

Performance Based
Decision-Making

*Performance Data
Citizen Expectations
*Council Direction
*Management Decisions

l

PLAN

Business Planning
*Goals

*Program Objectives

Activity Objectives

*Services

*Performance/Operations Measures

\

| CHECK
Performance Reporting

*Performance/Operations
Performance Results

*Program and Management Audits

«Individual SSPR Evaluations

PO |
Performance Budgeting

*Program Funding

*Activity Funding
*Supplies/Materials/Equipment/Facilities
«Staffing

*Aligned Financial System
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Business Plan Structure

City Mission: We want Austin to be the best managed city in the country.
City Vision
We want Austin to be the most livable city in the country.
Department Vision

Departmelnt Mission

[ I ]
Goal -1 Goal -2 Goal -3
| | |

|
Program
e e

Activity Activity Activity Activity
I 1 1 |
Service Service Service Service
Service Service Service Service

Service Service Service Service

SSPR = Employee Evaluation
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Business Planning Process




Steps to Develop Business Plans

» The specific planning steps that you take to arrive at the
deliverables are at your department’s discretion.

» MFR Recommendations:
» Include as many people in the department as possible
»Develop strategies for employee input
»Focus on “What Customers Get” (not “what we do”)
» Assess Prior Results; Performance Gaps
» Environmental Scan (Horizon Issues)
» Goals and Mission
» Services, Activities and Programs
» Measures and Key Indicators
» Deliverable: Business Planning Process (SharePoint)
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Assessment of Prior Results

» Review performance trend data for past 5 years

» Did goals, key indicators, measures achieve targets?
» Why? Why not?

» Were decisions made throughout the year based on the
performance information?

» Do you have the right data to make decisions? Are you
tracking what’s important?

> Will your business plan change after reviewing prior
results?

> Deliverables:

» Assessment of Prior Results for all FY 2015 key
indicators that have 2014 actuals & Director’'s Message

» Performance Gaps; Perfqrmance Verification/Variance




Environmental Scan

» What are the Strengths, Weaknesses, Opportunities, and
Threats of the department? How will your business plan
change to address these?

» Comprehensive Plan Analysis

» Are there goals and targets in Imagine Austin that will
be your department’s responsibility to achieve? Are
there obstacles or issues that may impact achievement?

» Deliverable:
» Horizon Issues (SharePoint)

Goals and Mission

» Do goals reflect where the dept. wants to be in 3 - 5 years?
» Do the goals reflect the major business service areas?
> Are the goals customer-focused?

» Are goals measureable with targets and timeframes?
> Are the goals linked with performance measures?

» Do the goals support the department mission?

» Note the Managing for Results template:

» The mission of _department s to provide __services
to _ customers so that _ desired benefit/result

» Deliverable:
» Update Goals & Mission in eCOMBS; eCOMBS report
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Services

> Review services for each activity
» Do any services need to be added or deleted?

» Do the services represent an “end product” or “delivered
service”, rather than an action? aka NOUNS

» Should be expressed without qualifiers (i.e. “excellent”)
» Should not be steps in a process (i.e. “casework filing”)
> Are the services classified into Core, Semi-Core, or Other?

» Refer to the Business Planning Guide for specific
instruction on these classifications

> In general, Core: Critical; Semi-Core: Not quite critical
» Deliverable:
» Update Services in eCOMBS (Business Planning section)
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Activities and Programs

» Review current programs and activities
» Do programs reflect major areas of the department?

> Are activities robust enough to endure possible funding
fluctuations? (In general, 5 FTEs and/or $500K budget)

» Are the activity history and responsible employee sections
complete in eCOMBS?

» Note the Managing for Results template for objectives:

» The purpose of activity/program s to provide _ services
to customers so that  desired benefit/result

> Deliverables:

» Update Activities, Programs and their objectives and histories
in eCOMBS (Business Planning area); “Tree Page” report

» Program/Alignment crosswalk by unit (if needed)
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Performance Measures

» Review current measures
» Do measures support the activity objectives? goals?
> Is there a measure for the desired result/benefit of the
objective? Goal?
» Do the measures tell a compelling story for the activity?

» When a council member or citizen reads an activity
page in the budget document, will he or she have
enough information to understand 1) why the activity is
important and 2) how the activity is performing?

» Deliverables:
» Update measures in eCOMBS, including measure definitions
» |dentify key indicators in eCOMBS (Screen Print)

» Change Matrix (¢COMBS report)
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Performance Measurement

» Performance Measure Standards
o Have a clear relation to the activity
o Understandable to a general audience
Reliable and verifiable
Able to track progress over time
Should help determine whether goals are being
accomplished
Measure what matters
o ALSO: Have some measures that can be benchmarked

o O ©O

o

N

» Types of Measures Family of Measures.
o Demand (citizen requests, need) | Not all required for each
o Output (count) \activity, but each activity
o Efficiency (cost) feq“ifesa%wf ;
o Result (percentage) Measires £10" cdn tell
meaningful story.
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Performance Measurement

> Layers of reporting for measures
Dashboard

Key Indicators
Performance Measures
Operational Measures
Internal Measures

» Measure Definitions
o Description — Why is the measure important?
o Data Source — Where is the information from?
o Calculation — What are the measure components?
o Data Limitations — Vulnerabilities of the measure
o Reporting Frequency
o Staff contact
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FY 2015-16 Business Plan Deliverables

& Intranet, SharePoint, eCOMBS
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Ly ) Business Plan Deliverables
» Due to Budget Office on Monday, December 15, 2014

» Signed business plan submission checklist (Director, BP Contact)

» Assessment of Prior Year Results (2015 Key Indicators with 2014
results) Key Indicator sheets and Department Director’'s Message
for the 2013-14 Annual Performance Report)

» Program/Activity alignment “crosswalk” (only if unit movement)
» 2016 Mission and Goals (Measurable! with measures in eCOMBS)

» 2016 Key Indicator measures (no more than 8)

» 2016 Program and Activity alignment report
» Change Matrix for measures
» Business Planning Activity Pages (eCOMBS report)

» SharePoint deliverables — 1. Business Planning Process; 2.
Performance Gaps, 3. Horizon Issues, 4. Performance Measure
Verification and Variances

» Make sure that all measures have17rneaningful definitions in eCOMBS

Business Planning Intranet Site

Direct link to Intranet:
http://budgetoffice.ci.austin.tx.us/index.cfm?sub=planning

cityspac

city of austin online

Or access through
cityspace

Home News Events EAccess Directory Departments Services

CITY PHOTO GALLERY FEATURE ARTICLES

| NAVIGATION CITY OF AUSTIN DEPARTMENTS
Corporate Intranet Sites

ACPP
Agendsa Office Budget Office
Agenda Office
Capital Planning Office City Manager's Office

AFD
Communications and Public Information Office ~ Communications and Technology

APD

Controllers Office Human Resources / HR Calendal

Austin Energy
N o Inteqrity Office / CitvEthics Portal Office of the Citv Auditor

Austin Water

Purchasing

Aviation

Department Intrnet Sites

n Police Depadaog
S ey




Direct link to Intranet:
http://budgetoffice.ci.austin.tx.us/index.cfm?sub=planning

Home

Budget Calendar

Business P\annina >

Financial Forecast

Annual Sudget

CIF

Budget Staff

Links

web Applications

Archives

UDGET OFFICE INTRANET '.

The Budget Office provides the following information to City departments, management and
Council so they can make informed decisions:

Annual Budget - This includes an analysis and documentation of the annual financial plan
which is comprised of the Proposed and Approved Budget Documents, the Draft Policy Sudget,
the 5-Year Forecast, Council Presentations, Revenue and Expenditure Forecasting, and Council
budget question and answers.

Capital Improvements Program (CIP) - The Capital Improvements Program Plan is a
planning document for the City of Austin that assists management with the proper allocation of
rescurces to sustain the infrastructure necessary for the safsty, well-being and recreational
use of the citizens of Austin. The Capital Improvement Program Flan is reviewed by the
Planning Commission annually to provide a basis for pricritization and adoption of the Capital
Budget by the City Council

Financial Monitoring and Evaluation - The Budget Office is respensible for the analysis of
revenue, expenditures and business operations and the preparation of related Performance
Reports.

Managing for Results - Business planning and performance measure collection, monitoring
and reporting is coordinated through the Budget Office.
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Click on
Business
Planning link
on the left-
hand menu

Many useful resources
posted on this site including:

Business Planning
Instruction letter S pesw -
Training materials e =t
Submission Checklist and e tomaton ks
Signature Sheet gj—‘*“*“ e s
Distribution forms for i
Performance Gaps, )
Horizon Issues, & e e T e
Business Process —— o
Links to SharePoint, T T —
eCOMBs, ePerf, Citizen
Surveys, Annual Reports, st s i o =
Horizon Issues e r———— o
Sample deliverables 20 AR st bt ol

UDGET OFFICE INTRANET
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Links

mess
andd pertormanze pap

Calendar
10,27,/2014 900 A

san]

Business Planning SharePoint Site

Click on New to make entries (must have been granted

permissions to do this) 5
- :

Budget Office  Budget Home srants ritical IT Repair & Replacement  Financial Forecast

2015-16 Horizon Issues o

m edit this list

Al en Find an tem )

v Departme

There are no items to show in this view of the
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eCOMBS Measure Module

eCOMBS Access: https://ecombs.ci.austin.tx.us/login

Computerized Operation and Maintenance Budget System

I

Performance Measures - Municipal Court

Activity Measures H Program Measures ” Department Measures ‘

Measure ID [ Measure Hame
Court Judiciary
Central Booking

L & WY W W

2437 fPercent of release to appear cases to the number of class C cases prepared

3 2432 [ - 2
Drill down 2452 | cost per jail case magistrate/araigned

ail 2 Humber of Class C misdemeanor cases arraigned
My Measures available 4 g

Department
Program
Activity

Add Measure:
In Progress Meas

Number of cases magistrated/arraigned

2436 | Humber of higher charges cases magisirated
2437 | Number of personal bonds approved

\aamies
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Must have
Department
Admin rights or
have been
assigned as a
responsible
employee for a
measure in
order to make
changes to
measures in
eCOMBS.

eCOMBS Measure Module

You must first

Measures tab
before you will
see these on

your left-hand

click on the Important Features of the Left-hand Measures Menu.

menu. My Measures .,l Modify Mission & Goals here j

Program

dd MNew Measures and Descriptions herej
In Progress Meas

Approval Queue
Rejected
Certification
Seli-Assessment

Add/Modify Programs. Activities,
Objectives, History & Services here

Print Change Matnx here j

24
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eCOMBS Measure Module

Modifying
Mission and Department Measures - Government Relations

Goals:
Proposed 2015 || Approved CFY 2014 Department Description

Click on DepanmemDescriplioV
Department on

Goals
left-hand menu
i Support, promote, inttiate and monitor legislation that strengthens and protects the City's interests
Clickon _
® The City will have an 85% success rate for key bils during the Legizlative Session.

Department

Description tab o
Mission Statement

CI|Ck Ed|t The mizsion of the Government Relations Office is to communicate and promote the interests of the City of Austin to other
local governments, to the State of Texas, and to the Federal Government of the United States.

Depar'tm.ent Change Requirements

Description

e ————
button  —

Make changes,
CLICK Update
Button
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eCOMBS Measure Module

Mission Statement ” Department Description H Objectives H Change/Requirements |

Mission Statement:
Thz miszion of tha Human Res
the country to serve the citizens

@( Don't forget to click after making changes j

Department Goals

oes Depsriment is to engsge, stiract, develop, suppor, and retain the best workforoe in
Austin

Add Goals

Sub-Step: Goal Header:

/ Leave Blank

Description of Goal:

MNumber
how you
want to
display

Enter New Goal Here

Add Goal
Click on "E"
to edit
existing goals

Edit Goals

1
Percentage of quality assurance recommendations that management agrees to implement maintained at 80% or
better

2 =B
80% of Human Re=ources Information System (HRIS) project milestones are achieved on schedule

3 BE
Issue a Total Rewards summary for the workforce annually




Activity,
Program

: . Department
Category: i or

......... |'1easL“e|'ume\ Component

Measure Units: Once Category is:selected, you will

: : be able to assi'gn measuré to
|

_ - After measure is added, selett it from the main measures view or
.......... L rhrough asearch to edit reporting info.and measure description. Add.a. ...
: respon5|ble employee first to: be able to edit it.

Measure Informatmn

Depar m?nt Human Qesvurces

Bottom of the View Measure screen

——
Edit Measure [ Add Responsible Employees » Add Component Measure
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eCOMBS Measure Module

View Measure

Editing measures:

Click on the Measure ID: 2975 Status: Approved
Measure Name: Average safety rating for pocis

Measure ID to get Wi

Measure Units:

|nt0 the VIeW Entered By: CONVERSION (03/16/2009 Last Updated: Kormanik, Trish (05/30/2010)
Measure screen. 2016 [ 2014 |[ 2013 | [ 2012 |[ 2011 | 2010 |[ 2009 || 2008 || 2007 || 2006 |[ 2005 | 2004 |
i

Category: Activity
YOU can searCh Department: Parks and Recreation Make sure that vou are working
for measures Program: Community Services on the 2016 tab
through the Activity: Aquatics
search function or [Amended | Approved | Proposed | CYE [Actuals |

{o Data 0 Data o Data o Data o Data
choose from the T . oea| oD}
main list in the @ 4 Click here to change program or activity alignment
M I Reporting Information

easures
Cumulative: Non-Cumulative Frequency: Annually
Module. Measure Type: Result Active: Active
Level: Performance Key Performance Indicator: [
Only Department ICMA Measures: [ Deshboard indicator: [l
AdmInS or Graphed Measure: [@ Program Page: [T
ReSponSible Supports Goal: & Self-Assessment Queue: [T
Emp|oyees can : . leasure: Viewable to the public If-Assessment Date: Not Self. s
edit measures (ELEEINCL) g Click here to change above reporting elements
28
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eCOMBS Measure Module

Description Information
Description: This iz a comparizen of how many hours of sick leave hours are utilized for every 1,000 hours scheduled
(excludes vacant positions and scheduled overtime hours).
Data Source: "The Human Rezources Department trackss thiz information and reperts it quarterly. Sick leave hours and
number of scheduled hours are taken from BANNER.

Calculation: Total number of =zick leave hours taken for the City divided by (total number of scheduled hours for the City
divided by 1,000}

Rationale: / _\

Click here to edit
Responsible Employees measure name and
Anthany, Chris (10000809) /k description.
Chen, Sarah (10003885) /

E—t
(] Edit Measure J| Add Responsible Employees § Add Component Measure

Note: For EXISTING Measures, make name and description changes for
clarification only. This is in order to keep the integrity of prior reported
data. If the calculation of the measure is changing from prior years, ADD A
NEW MEASURE RATHER THAN MODIFY AN EXISTING ONE.
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eCOMBS Measure Module

Business Planning Click on purple

Code [Activity Hame [Active? | FOU program or activity
1HRM Human Resources Management Services  Yes names to view and
1ELR. | Employee and Labor Relations f““'ﬂ make changes
2WPS | Workforce Planning and Support | Yes [E
3TCP | Total Rewards Ves [E
8PCS | Risk Management ez E
8CMS | Community Services ez E
SMGT Support Services ez
SADM | Departmental Support Services ez E
9TRQ Transfers & Other Requirements ez
SREQ | Other Requirements ez E Click buttons to add

rograms or activities
| LA

30

15



Activity Name:

Objective:

Activity Contact:

Program Name:

Activity Mandate:

Activity History

and Description:

Core Services:

Other Services:

Status:

Semi-core Services: Technical assistance: Ve

eCOMBS Measure Module

Employee and Lsber Relstions

The purcose of the Employee and Labor Rel
develop and enforos sppropriste standards 5o
sre mansged effectively

ns activity is to

Carls Scales, £12.8974-1288

hat human resouroes

[Human Resources Manag Services v |-

Both Employes Relstions and Civil Service Management are core
servioas and mandated by City Charter. Quality Assurance was
estatlished in FY 2010 to ensure increased consistency and HR

In 2012, the Employee Relations, Quality Assuranoe and Civil
Saerviozs Management activities were grouped under the naw
Employee and Labor Relstions activity under the program Human

Development; Administration and Compliance; Quslity assurance
reviews; Citywide vulnersbility sssessment; Follow-up on
implementation of recommendations; Examination/Assassment

n Services

Don't Forget!
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Click down arrow to
reassign activity to
another program

Make sure that
all sections are
filled out
completely.
Especially
Activity Contact,
which is
published in the
budget document

Measure Module

Performance Measures Change Matrix

[Paris and Recreation

EXpOrt to XL S,

Program

Il seicctoeot |

Name

Internal | Category

Exportable for easier review

Rationale for
Frequency | Change

Parks.

Planning

PR | Active | 10PL | Development
s

Operations
Parks.
Planning

PR Actve 10PL  Development
)

Operations
Parks,
Planning,

PR Actve 10PL  Development
3

Operations

Parks,
Planning
PR Active  10PL | Development

&
Operations

Number of
Part nger | .
sprp CAKRANGE o coucatonal |0 Publc  Activiy | Performance
Program
events held
Percent of
e KRGSy RSN o pge sy | sechmance
their parks
Cemetery
Operations
accounts
ey, Cemetery . receivable ) .
SCEM | ooirtons | 8047 aierace 0 | Department Actviy | Performance
colection
period (in
days
scen Cfﬁ:ﬁgs 2028 0 Fublc Lctvty  Performance
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Qutput

Resutt

Output

Programming Quirk: Years are Reversed for Measure Name Changes

0 be able to
conform with
Park Ranger
Mission

Annualy

Park Ranger
Annualy | safety mission
goal.

Data used
provides a
measurement
of how quickly
Monthly receivables are
being collected
for Cty of
Austin
Cemeteries

feedback on

the condition
Quarterly | and
appearance of
the Cty of
Lustin
cemetenes
By tracking the
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FDU
Task Order
Personnel

(leasu

eCOMBS Measure Module

How to find department key indicators
Measure Search

Enter Search Criteria

FY: @ Category: | Select hd
Measure I: Measure Name:

Department: Parks and Recreatien Frequency: |Select hd

Program: I ;I
Activity: I ;I

Level: Select - Measure Type: |Select -

Approval Status: Select hd Measure Status: |Select =

Internal:

ICMA Measure:

-
Graphed Measure: r Supports Goal: [
r

Program Page:

Reset ' Seal '
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Measure Search
Enter Search Criteria

. ¢

Measure I0:
Department

Program:

Actiity:

Level

Add to fEd N\
1] ‘ FY Frequency | Category \ Measure Name Resp. Employee | KPI I ICMA | My Measured ‘
1694 | 2013 | Annually | Activity | Percentage of hote¥motel cccupancy | Brumiey, Lauren
tax delinquent accounts greater than
§1,000 referred to City Legal within 75
days of delinquency
1697 2013 Annually Activity = Awarded Governmental Finance Brumiey, Lauren g r r
2014 ) Categorys [Seeet =]
— Measure Hame:
Financial Services Frequency: [Sekct - /
= |
|
Seect 3 Measure Type: [Seect -] \
Seect 7] Measure Statu \

eCOMBS Measure Module

How to bulk edit FY 2014 periodic data

Measure Search Results

Scroll Down to

74 records matched your search criteria. Bottom of Screen

- Key Pertormance: [

Add to My Measures ( Edit Measure Data ’

supports Goat: [~

Then Edit Measure Data )

34
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T F
| SADM 1811 Total number
‘Eml:u 1812 Percent of i

9ADM 1816 | Customer Satisf{

SADM 1818 | Facity exper

SADM 7261 Budget Analys!

| sapm 7403 Average Annui

‘Sirl-' 7495 | Annual Carbon

e T e e L

Scroll Down to Bottom of Screen |
Click Edit Periodic

£
2

1318 | Faciity sxpense per squars foet (sxd|

7261 | Budget Analyst Turnover Rate

€
2

7403 | Average Annual Carbon Footprint

elelele
2

i
2

7485 | Annual Carbon Footprint

Sort order: Reporting Frequency, Activity ID,

@ Measure ID
Export to Excel
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eCOMBS Measure Module

f Department COrganization (Tres Page)
[ Miz=ion and Goals
Where to print Mission and Goals and
eCOMBS - Reports Program & Activity Organization Reports

CATEGORY NAME __I_.__ﬁ_p' DESCRIPTION
Budget Preparation, Expense Refunds, Combined Summary, Line tem and
‘@__—_ Objegct Cn:lf= BudgetHi;tor}' Reports N
Current Year Estimate Reports Current CYE Reports
Financial Monitoring Reports Hiztory, Monthly Actuale and Overtime Reports
rformance Measure Report: Performance Measure Reports
Perzonnel Reports Detail by Position, FTE and Mizc. Reports
Revenue Reports venue by Fund and Department

Where to print Business Planning activity pages

36
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Questions / Comments

http://budgetoffice.ci.austin.tx.us/index.cfm?sub=planning

512-974-2575

19



