Activity Performance Review (APR) Guidelines
The following instructions and forms are to be used in completing your Activity Performance Review.  The information provided will allow the Office of Planning and Budget to analyze each activity to see how well it is performing as well as how it fits with the Governor’s Priorities.  

The APR form is to be completed electronically.  It should NOT be submitted as part of your published budget request.  However, the information and request provided here should be consistent with your budget request.
Definition of an “Activity”

For the purpose of this exercise, each agency may define what constitutes an activity with the following two 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, but that should be rare.

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 a meaningful, measureable performance indicator.
Thus an activity may be a sub-program, cost center, division, section, etc depending on what best fits the organizational and budgetary structure of the agency.

General Instructions:

1)  For the purposes of this section, programs will mean those Programs defined in the current fiscal year as   found in the Notice of Appropriation Letters.

2)  Round off figures.  Do not include decimals in dollar figures.  All figures are to be rounded to nearest dollar.  Example: $384.51 would appear as $385, no cents.

3)  Decreases. All decreases are to be designated by use by a negative sign (-).  The website will then modify the entry to use parentheses, (), i.e., ($2,378).

4) The Existing Operating Budget must be the same as the total amount budgeted in the current fiscal year as reflected on all BA-7s and/or APs, EBs and RBs approved per the approval date referenced in the “PREPARATION OF FISCAL YEAR 2008-2009 BUDGET DOCUMENTS” memorandum from Ray Stockstill, Office of Planning and Budget Director.  All forms are to be completed in detail and instructions are to be clearly followed.
5) The Office of Planning and Budget is aware that some of the information requested is not tracked in the state’s financial system at lower levels (particularly means of financing).  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.
Department and Department Number

Identify the department submitting the budget request by name and budget schedule number.  

Complete this part of the form if the budget schedule under which your agency falls is comparable to one of the officially designated departments of state government.  (For example:  Schedule 05 is the Department of Economic Development; Schedule 06 is the Department of Culture, Recreation and Tourism.  However, Schedule 01 is comprised of various entities in the Office of the Governor; Schedule 04 is made up of various state departments headed by statewide elected officials.  Neither Schedule 01 nor Schedule 04 is itself a state department.)  

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.  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 your budget request.   

Non-discretionary Percentage
Indicate the percentage of the program that is non-discretionary.  Please enter whole numbers (so 56% would be 56 not .56).  This figure should be your best estimate.
Non-discretionary Explanation

Please describe the source of the non-discretionary funds and how you estimated the figure provided above.  If this activity is completely discretionary (i.e. 0% non-discretionary) you may leave this field blank.

 State Goal #
This number should correspond to the number of the goal set forth by the Governor.  Those are listed below for your convenience:

1.
Hurricane Recovery and Emergency Preparedness

Rebuild our coast and improve our defense against future hurricanes by implementing a comprehensive coastal protection program making property insurance more attainable, affordable and reliable and better prepare for the next emergency.

2.
Health Care Reform

Create a sustainable system of quality healthcare by moving away from the one-size-fits-all system and use the assets we have more efficiently to help those in need get the care they deserve.

3.
Economic Reform  

Expand innovation, investment and opportunity for all Louisianans by eliminating roadblocks that stifle investment and develop new incentives to expand our economy, using our higher education institutions to prepare Louisiana’s students for the economy of tomorrow, and improving our transportation system to attract jobs and improve our quality of life.

4.
Social Service Reform

Provide needed services to vulnerable populations by using best practices and innovative technological solutions while maintaining a high level of accountability to provide services in a cost effective manner.

5.
Natural Resource Preservation

Maintain and protect Louisiana’s environment and natural resources for this generation and future generations through aggressive monitoring and active management using the best practices while allowing those resources to be used in a responsible and efficient manner.

6.
Education Reform

Improve education opportunities for Louisiana’s children by attracting and retaining qualified educators by giving them the resources they need, helping students succeed in today’s curriculum and prepare them for tomorrow’s opportunities, helping schools meet effective accountability standards, and partnering with communities to improve their education options.

7.
Crime and Safety Reform

Bring security to all Louisiana citizens by protecting our children from violence and sexual predators, targeting the heart of most crimes and aggressively pursue gangs and drug dealers, giving local law enforcement and prosecutors the tools the need to put criminals behind bars, improve communication with law enforcement to know the specific needs of each community, and stop the “turnstile effect” and prevent repeat offenders from becoming recurring problems in our communities.

8.
Transparent and Accountable Government

Reform Government and control spending by targeting and eliminating wasteful spending and adopting measures that increase efficiency, productivity and customer service including pursuing and expanding new technologies and best practices to provide improved services at reduced cost while responsibly managing and accounting for the hard-earned taxpayer dollars.

While it is possible that an activity might advance more than one priority, agencies should select the priority that best aligns with the activity.
Performance Information-
You must include at least one performance indicator for each activity.  You may include an additional performance indicator if it is available.  If more than two performance indicators exist for a single activity please select the two most informative.  It is imperative that you choose a strong performance indicator that can be used by policy makers and citizens to help judge the effectiveness of the activity.
LaPAS CODE

Enter the code number used to indentify the performance indicator in the Louisiana Performance and Accountability System (LaPAS).

Level 

Indicate what type of performance indicator is being used (general, key, or supporting).

Performance Indicator Name (1) The name of the first performance indicator.

Actual Year End FY 07-08 (1) This is the actual performance achieved during the prior fiscal year.  For existing performance indicators, this figure should be the same as the year-end actual reported in your Year end (or Fourth Quarter) Performance Progress Report for the fiscal year just ended.  If it does not agree with the figure reported in LaPAS, you must request a change to official record in LaPAS.  If you are introducing a new performance indicator, you must make all reasonable efforts to gather and report a prior year actual figure for your Operational Plan.  However for this form, mark the column as “New.”

Existing Performance Standard FY 08-09 This is the most current performance standard for the performance indicator; it reflects the initial performance standard plus or minus any changes associated with approved August 15 performance standard adjustments or BA-7 budget adjustments.  When a performance standard is adjusted by one of these instruments, the OPB revises that performance standard in LaPAS. When a performance indicator is created and a performance standard established as a result of an approved August 15 or BA-7 performance standard adjustment, that indicator and performance standard are added to LaPAS by the OPB.  

Proposed Standard Next FY This is your proposed performance standard for FY 09-10. This value must reflect adjustments requested in this budget forms.  This standard should not be an automatic extension or duplication of the existing performance standard; it should reflect anticipated changes in external business environment or internal management.  

Narrative


Brief Description of Activity  Provide a brief description of the activity listed.  It 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.  Do not attach additional forms to provide greater detail.   The description should be factual and objective in nature.
Justification How Activity Advances State Goal
Briefly describe why we believe this activity will be effective in advancing State Goals.  Summarize data, research, or experience proving effectiveness, efficiency, demand, and/or past performance.  If the Activity advances more than one State Goal, note briefly how it does so.  Do not attach additional forms to provide greater detail.

Prior Year Actual Expenditures


List the total amount of funds actually expended by each means of financing for the previous fiscal year.  Note:  This is not necessarily the same as the amount drawn by Warrant.  There should not be any NEGATIVE numbers in this column.  
Existing Operating Budget
List the total amount of funds budgeted for each means of financing based on the Appropriations Act plus all BA-7s and/or APs, RBs and EBs approved per the approval date referenced in the “PREPARATION OF FISCAL YEAR 2008-2009 BUDGET DOCUMENTS” memorandum from Ray Stockstill, Office of Planning and Budget Director.  Do not include in the Existing Operating Budget any BA-7s which have been approved after the date.

Expenditures YTD

List the total amount expended so far this year as the date referenced in the ““PREPARATION OF FISCAL YEAR 2008-2009 BUDGET DOCUMENTS” memorandum from Ray Stockstill, Office of Planning and Budget Director.  
Total Request
List the Total Request amount for each means of financing.  
Means of Financing- List the total amount of funds for the activity by general fund (direct), general fund (indirect through IATs), fees and self-generated revenue, and federal funding sources.  Statutory dedications should be listed separately.  You may list up to 5 separate dedications.  If you have more than 5 please select “roll-up of all remaining stat deds” in the fifth field and provide summary information for those revenue sources.  If you do not see your statutory dedication listed please select “other.”
Expenditure Categories-
Prior Year Actual Expenditures  List 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  List the total amount of funds budgeted in each expenditure category based on the Appropriations Act plus all BA-7s approved per the approval date referenced in the “PREPARATION OF FISCAL YEAR 2008-2009 BUDGET DOCUMENTS” memorandum from Ray Stockstill.  Do not include in the Existing Operating Budget any BA-7s which have been approved after the date.  

Expenditures YTD

List the total amount expended so far this year as the date referenced in the ““PREPARATION OF FISCAL YEAR 2008-2009 BUDGET DOCUMENTS” memorandum from Ray Stockstill, Office of Planning and Budget Director for each expenditure category.

Total Request  List the total requested amounts by line item category

Authorized Full-Time Equivalents  Please list the total amount authorized classified and unclassified positions.

Positions (Other Charges)  Please list the total number of positions included in “Other Charges.”  These are typically employees working on grants or other temporary projects.
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