Guidelines for Performance Agreements and Quarterly Reports

Executive Cabinet 

The purpose of the annual performance agreements is for the Governor and his cabinet to communicate mutual expectations for the upcoming fiscal year.  The resulting dialogue gives directors the opportunity to identify:

· Initiatives that they plan to launch in the coming year

· Strategies initiated in previous years that they plan to continue

· Areas of alignment with the Governor’s agenda

· Support they need from the Governor’s Office to meet their objectives  

This is the opportunity for the Governor and the Chief of Staff to:

· Affirm the directions planned by agency managers

· Clarify the Governor’s agenda

· Understand the challenges and opportunities faced “in the field”

To be an effective communication tool, the agreements should be:

· Clear – written in plain English, no acronyms or “jargon” 

· Brief – no more than two to four pages (less is more)

Elements to be included in the agreement are:

· Significant, outcome-focused “goals,” or “objectives,” which the agency will focus on in the upcoming year.  The number depends on the size of the agency and the complexity of each objective or initiative.

· For each goal, at least one performance measure you will use to determine your progress toward that goal, including (if established) the baseline measure (where you started from) and the target (where you want to end up).
· For each goal, a brief description of the activities or projects your staff will be doing to achieve that goal, and the related performance measures, baseline and targets (how you will measure the activities to determine if they are effective).  Activities that are “projects,” such as a rule revision, or the development of a new rate structure, may not lend themselves to “measurement” or “counting;” they can be broken into milestones or phases with associated deadlines as targets.

BALANCED SCORECARDS: Many agencies have developed “balanced scorecards” that include all of the above elements.  Those agencies are now using their scorecards as an internal management tool.  To streamline performance reporting, you may use KEY objectives/measures/activities from your scorecard as your performance agreement. 

Quarterly status reports are used to report progress on the activities, as well as the overall goal.  Quarterly reports are communication tools to:

· Update the Governor/Chief of Staff on progress toward the objectives

· Alert the Governor/Chief of Staff about emerging issues or challenges

· Request needed assistance from the Governor’s Office

Quarterly status reports should also be clear and brief (one or two pages).

Where measures are tracked quarterly, it helps the Governor/Chief of Staff understand the context if you include enough data (in chart or tabular form) to demonstrate trends in the results.  A chart, showing historical results through the current quarter, is one excellent way to do that.  Tables can be effective if they include results from previous quarters, as well as current quarter, baseline and target.  Projects, which typically don’t have a “countable” measure, can be reported in terms of milestones accomplished each quarter (see sample format below).

Mary Campbell can provide you with some examples of formats currently used by other agencies that include all the above elements in other formats that are equally effective.

The following is an example of a format you could use:

	Goal
	Increase Opportunities for Minorities and Women
	Past Quarters
	Current QTR

	Objective
	Increase participation of MWBE’s in state contracting
	Baseline
	Target

Actual
	Target

Actual
	Target

Actual
	Target

Actual
	Overall

Status

	Public Value

Measure 
	Percent of state contracts awarded to MWBEs
	4%/yr
	6% per year
	

	Customer Service Measure
	Number of MWBEs registered in Washington 
	2155
	2200

415
	2300

428
	2400

512
	3500
	

	Int. Pro 
	Number of agencies trained in program
	0
	10

8
	10

3
	10

7
	
	

	Int.Process
	Application revised and simplified


	
	Identify problem areas 

On track
	Make changes in process

Delay*
	Test new process

On track
	New process in place
	

	Comments
	* Changes delayed - stakeholder buyoff meeting rescheduled after earthquake


Performance agreements are due annually on July 31.  Quarterly status reports are due October 31, January 31, April 30 and July 31.

