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using the Activity Performance Review (APR)

The following instructions and forms are to be used when submitting requests through the Activity Performance Review (APR) system.  The information provided will allow the Office of Planning and Budget (OPB) to analyze each activity to see how well it is performing as well as how it fits with the State Outcome Goals.  

Each request must be submitted electronically through the APR system.  Other supplemental budget forms are also necessary to support requests, and will be forwarded to each agency no later than September 20, 2009.

Definition of an “Activity”
R.S. 39 defines an activity as a distinct subset of functions or services within a program.  In the development of its offers, each agency should further define what constitutes an activity with the following three conditions.  A program’s activities:

1. Must be lower than a program level.  In particularly small programs it is possible that there might only be one activity for a given program, but that should be uncommon.

2. All the activities of a program must aggregate to that program.  For example, the total budget request for a program should be equal to the sum of all budget requests for each activity included in that program.  Thus all the expenditures made by a program must be captured in an activity, and there should be no activities that are not associated with a program.

3. The activity must have at least one a meaningful, measureable outcome-based performance indicator.

An activity is something an organization does to accomplish its goals and objectives. An activity consumes resources and provides a product, service, or outcome. One way to define an activity is to consider how agency employees describe their jobs to their families and friends. On behalf of the state’s citizens, we basically want to know, “What do you do? For whom? Why is it valuable?” Activity descriptions tend to be better than program descriptions at revealing the nature and purpose of the work performed by state government.  Thus an activity may be a sub-program, cost center, division, or section depending on what best fits the organizational and budgetary structure of the agency. 

General Instructions:

1. For the purposes of this section, “program” means a grouping of activities directed toward the accomplishment of a clearly defined objective or set of objectives

2. All numbers are to be rounded to nearest dollar.  Do not include decimals.  For example: $384.51 would appear as $385. 

3. All decreases will be entered using a negative sign (-).  The system will then modify the entry to appear with parentheses. For example, -2,378 will appear as ($2,378).

4. The Existing Operating Budget (EOB) must be the same as the total amount budgeted in the current fiscal year as of end-of-day on September 18, 2009, including any adjustments approved as of that date. 

5. OPB is aware that some of the information requested is not tracked in the state’s financial system at the activity level (particularly means of financing).  However, agencies should provide the best estimate they can based on available knowledge.

6. Due to security concerns you must save any work done on an activity at least once every 60 minutes or your work will be lost.  You do not have to complete an activity to save it and you have the capability to edit previously submitted activities.

Specific Instructions:

Fields:

Activity Name
Create a name for the activity here.  The name should be brief but contain enough information to identify the activity.  Note on Activity Names:  Activities will often be listed in alphabetical order, and also alphabetically by State Outcome Goal.  If activities are related to each other, their names should reflect that relationship. 

Activity Name Examples:

Example 1: Multi-Agency Cooperative budget requests.  If multiple agencies are cooperating on a single activity, each agency should complete an APR form and agencies should coordinate on the activity name.  For example:  

Correct:
Job Placement-LED
Job Placement-Workforce Commission

Incorrect:
LED-Job Placement
Workforce Commission-Job Placement

Example 2: Expansions.  A separate APR form should be completed for each activity that is specific to an expansion. The activity name for the expansion should reflect the existing activity plus some designation to indicate it is an expansion.  For example:

Correct:
Job Placement					[the existing activity]
Job Placement-expansion or Job Placement Online	[the expansion request]

Incorrect:
Job Placement		[the existing activity]
Online Job Placement	[the expansion request]

Department and Department Number
Identify the department submitting the budget request by name and budget schedule number.  For example, Schedule 05 is the Department of Economic Development; Schedule 06 is the Department of Culture, Recreation and Tourism.

Agency and Agency Number
Identify the agency (or budget unit) submitting the budget request by name and agency number.  

Program	
Identify each program by name and program number.  Program name examples include Administration, Parks and Recreation, Licensing and Inspection, and Child Care Services.  Program names must be identical to the program citations in the current appropriation act.  Modifications in program names or structures must be approved by the OPB.  If you are contemplating such changes, discuss this with your OPB analyst prior to submission of the budget request.   

State Goal 
While it is possible that an activity might advance more than one priority, agencies should select the state outcome goal that best aligns with the activity.  If the activity advances more than one State Goal, agencies should include that information in the narrative section of the form.

Scalable
Select this checkbox if the activity is scalable.  A scalable activity is one where the outcome of the activity would change if the funding level is increased or decreased.  Most activities will be scalable. 

Scalable Explanation
Briefly describe the impact on this activity’s results if this activity receives more or less funding. 

Activity Type
Select the appropriate activity type from the drop down list: New, Expansion, or Existing.  A new activity is one that is not currently performed. An expansion is a request to add to an existing activity.  An existing activity is one that an agency is currently performing.  

For an expansion, the budget figures should only reflect the cost of the expansion, not the total cost of the activity.  New and expanded activity requests should not have previous fiscal information (prior year actual, Initial Operating Budget (IOB), and EOB must be zero).  Performance information for expansions should only reflect the additional performance to be expected if the activity is funded.

An APR form must be completed for all existing activities, even if the agency requests to discontinue the activity.  In that case, provide the appropriate information (prior year actual, IOB, and EOB) and enter zeros in the “Request” column. 

Objective
Objectives identify the results or service levels to be achieved.  They should be SMART:  Specific, Measurable, Aggressive but Attainable, Results-oriented, and Time-bound.  State what the activity intends to accomplish as clearly and as succinctly as possible. 

Performance Information
You must include at least one outcome-based performance indicator for each activity.  You may include additional performance indicators.  It is important that you choose a strong performance indicator that can be used by policy makers and citizens to help judge the effectiveness of the activity.

NOTE: Agencies will submit operational plans with their final budget submissions in November.  The information submitted through the APR should match the operational plan.  The operation plan should be comprehensive.  That is, all performance information in the APR must be reflected in the operation plan; but not all information in the operational plan must be used in an APR submission.  

LaPAS CODE	
Enter the code number from the Louisiana Performance and Accountability System (LaPAS) that is used to identify the performance indicator. If it is a new indicator, leave that cell blank.

Level 
Indicate the type of performance indicator that is being used - key or supporting. General performance indicators should not be included in the APR.

Performance Indicator Name 
Enter the name of the performance indicator.


Actual Year End:  Prior FY, 2 Years Ago, 3 Years Ago 
Enter the actual performance achieved during the prior fiscal years.  For existing performance indicators, this value should be the same as the year-end actual reported in the 4th quarter Performance Progress Report for the previous fiscal year.  To introduce a new performance indicator, make all reasonable efforts to gather and report prior year actual values. 
	
Existing Performance Standard FY 09-10 
Enter the current performance standard for the performance indicator.  The existing performance standard reflects the initial performance standard plus or minus any changes associated with approved August 15 performance standard adjustments or BA-7 budget adjustments.  

Proposed Standard Next FY 
Enter the proposed performance standard for FY 10-11. This standard should not be an automatic extension or duplication of the existing performance standard; it should reflect anticipated changes as supported by your agency’s strategic planning process.  
Narrative	
Brief Description of Activity
Provide a brief description of the activity. The description should provide enough detail so that someone outside of the agency would be able to understand it.  Acronyms should be spelled out the first time they are used.  The description should be factual and objective in nature; and is limited to the space available in the APR form.

Explain How This Activity Advances State Outcome Goal  
Briefly elaborate how the activity will advance the particular state outcome goal that is supported by this activity. Include a discussion of the need of the program, the results achieved in the past, and/or intended future outcomes. Also include an explanation of any matching funds, donations, or other sources of leverage that this activity will generate from outside state government.  Describe how the activity advances more than one State Goal, if applicable.  

Evidence
Provide the strongest evidence available to demonstrate that this activity will produce the promised results, including performance data from the past, and/or performance data from similar activities, and/or research data that supports your request.

Contact Information
Provide the name, phone number and email of the person who can answer questions about the activity.  This could be a budget officer if they are familiar with the programmatic aspect of the activities, but more likely should be someone directly working on the activity.

Prior Year Actual Expenditures	
Enter the total amount of funds actually expended by each means of financing for the previous fiscal year, i.e., as reported in the Annual Financial Report. There should not be any NEGATIVE numbers in this column.  

Initial Operating Budget
Enter the IOB. The initial operating budget is the amount of the appropriation on July 1 of Fiscal Year 2009-2010, without any adjustments due to BA-7s.

Existing Operating Budget
Enter the EOB.  The EOB is the same as the total amount budgeted in the current fiscal year as of end-of-day on September 18, 2009, including any adjustments approved as of that date.

Total Request
Enter the Total Request amount for each means of financing.  



Means of Financing
Enter the total amount of funds for the activity by general fund (direct), interagency transfers, fees and self-generated revenue, statutory dedications, and federal funding sources.  Statutory dedications should be listed separately.  Each request may include up to 20 individual statutory dedications. 

Expenditure Categories

Prior Year Actual Expenditures  
Enter the total amount actually expended, by line item category, for the previous fiscal year.  NOTE:  There should not be any NEGATIVE numbers in this column.  

Existing Operating Budget  
Enter the total amount budgeted in the current fiscal year as of end-of-day on September 18, 2009, including any adjustments approved as of that date.

Expenditures YTD
Enter the total amount expended as of September 18, 2009. 

Total Request  
Enter the total requested amounts by line item category.

Authorized Full-Time Equivalents 
Enter the total amount of authorized classified and unclassified positions.

Positions (Other Charges)   
Enter the total number of positions included in “Other Charges.”  

Positions (Other Compensation)  
Enter the total number of positions included in “Other Charges.”  
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