
Program Description Forms: 
Guidance and examples

EXAMPLES OF WHAT GOOD LOOKS LIKE - FROM FY 2020 AWARD 
WINNERS
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Purpose of document

To provide guidance on completing the FY21 Program Description form and 
examples of past program description forms to help show “what good looks like”
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Focus of document

Set strategic direction 
& objectives

Establish measures 
and clear 
accountabilities 

Create targets, 
plans, and 

budgets

Decide actions, 
rewards, and
consequences

Hold robust, 
fact-based 
performance 
dialogues

Track performance

Superior and sustained 
organizational 

performance and health

2

3

4

5

6

1

Achieving superior and sustained organizational performance and health requires 
a disciplined, data-driven process

WHY: IMPORTANCE
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Good measures follow the “SMART” principle

▪ Does it have a clear definition?
▪ Is it straightforward and easy to understand?Simple

▪ Is it easy to measure?
▪ Do we have or can we collect the data required?
▪ Can it be benchmarked against other organizations or outside data?
▪ Can the measurement be defined in an unambiguous way?

Measurable

▪ Do we understand the drivers that are behind the measure?
▪ Can the team responsible for the measure actually influence it?
▪ Can we mitigate the impact of drivers beyond our control?

Achievable

▪ Is the measure aligned with the department’s strategy and objectives?
▪ Is the measure relevant to a program’s specific goal?
▪ Does it support other higher-level objectives (e.g., themes)?

Relevant

▪ Can the measure be monitored at a frequency that enables the team 
to take action based upon the information and affect the measure?

▪ When will we monitor it?  Can the measure move between periods?
Timely

HOW: MEASURES
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FY21 Program Description Forms
WHAT: PROGRAM DESCRIPTION FORMS
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1 a-b: FY21 Program Description Guidance
WHAT: PROGRAM DESCRIPTION FORMS

1 a. What strategic priority does the program address?

 Use the strategic theme in the department’s strategic “placemat” that is supported by the 
program.

1 b. What does the program do?

 Limit the first paragraph to no more than 3 sentences.  Focus what is most important. 

 Provide a succinct description that explains what a program is designed to do, how it works, and its 
goals.  Therefore, a good description puts helps identify what the measures will in Sections 2 a-d:

 Activity: What does the program do? 
 Quality: Is it done well? 
 Impact: Did it achieve the expected outcome?
 Efficiency: Were resources optimized?

 Write for a regular reader, not an expert. Avoid acronyms and jargon.  Ask a colleague outside your 
program to review for clarity.

 Use formatting (e.g., bullets, underlining, etc.) as needed to make easier to read.

 If needed, include more technical or detailed information after the opening paragraph.
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2 a-d: FY21 Program Description Forms will include four types of measures

Activity: Is the organization doing what it said it would do in the program description?

▪ Examples: Frequency, rates, numbers of actions completed, clients served, etc.
▪ Select the activity measure or measures that best communicate the most important dimension of the 

program and department priorities to the General Assembly and Missouri citizens

Quality: Is the activity done well?

▪ Examples: Satisfaction levels, assessment against benchmarks, etc.

Impact: Does the program deliver? Is the activity achieving the program’s goals as presented in the 
Program Description?

▪ Examples: Outcomes, effectiveness; return on investment; reduction in risk factors, change in 
behavior; compliance with standards and regulations; proportion of clients or customers showing 
improved well-being; success in a targeted population

HOW: MEASURES

Measures can tell you about:

Efficiency: Is it worth it? How much effort is invested to achieve the impact?

▪ Examples: Productivity; return on investment; cost per unit; cycle times; accuracy rates

▪ Typically measured in a ratio
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FY20 Program Description Form Examples – Introduction
WHAT: PROGRAM DESCRIPTION FORMS

We provide here 7 examples of program description forms from the FY20 Budget.  They 
come from the winners for Best Overall & Honorable Mention - Program Description 
Form.  

None of these program description forms are perfect.  But together they help show what 
good can look like.  

In considering these examples – and in developing your own program description form –
consider these questions:  

• Is the program description clear and concise? Does it point the way to the measures?
• Does the description avoid jargon?
• Do the measures convey what the program does?
• Do they include targets – both baseline and stretch?
• Do the measures follow SMART principles?
• Do the measures use footnotes with brief definitions and explanations when 

appropriate to ensure clear communication?

Please use these examples, not as definitive, but as guidance and a source for ideas to 
improve your program’s description and measures.  
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FY20 BEST OVERALL WINNERS (3)
Program Description Form

DOLIR – Unemployment Insurance Programs (Benefits)
https://oa.mo.gov/sites/default/files/dolir_employment_security_ui_benefits.pdf

DESE – First Steps 
https://oa.mo.gov/sites/default/files/dese_first_steps.pdf

DMH – In-Home Supports 
https://oa.mo.gov/sites/default/files/dmh_in_home_supports.pdf

HOW: EXAMPLE MEASURES AND TARGETS

https://oa.mo.gov/sites/default/files/dolir_employment_security_ui_benefits.pdf
https://oa.mo.gov/sites/default/files/dese_first_steps.pdf
https://oa.mo.gov/sites/default/files/dmh_in_home_supports.pdf
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FY20 Best Overall 1: 
DOLIR – Unemployment Insurance Programs

HOW: EXAMPLE MEASURES AND TARGETS

▪ Simple
▪ Easy to understand
▪ A clear and concise 

program description leads 
to the appropriate 
measures and vice versa

▪ Activities correlate with 
description in 1b

▪ Provides appropriate 
footnotes

▪ Matches Dept’s strategic priority
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DOLIR – Unemployment Insurance Programs
HOW: EXAMPLE MEASURES AND TARGETS

▪ Simple
▪ Easy to read graphics
▪ Includes base and 

stretch targets
▪ Includes benchmarks
▪ Might define 

“improperly paid” for  
clarity
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DOLIR – Unemployment Insurance Programs
HOW: EXAMPLE MEASURES AND TARGETS

▪ Simple
▪ Easy to read graphic
▪ Includes targets
▪ Includes benchmarks
▪ Clear explanation of 

variance

▪ Overall – appropriate 
measures for quality, 
impact and efficiency
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FY20 Best Overall 2:  
DESE – First Steps

HOW: EXAMPLE MEASURES AND TARGETS

▪ Good, but could 
be more clear

▪ Put key activities 
first (see example)

▪ Try to state what 
the program does 
in 3 or fewer clear 
and concise 
sentences

▪ If additional 
information is 
important, keep it 
brief

EXAMPLE (pulled from text above):

Put key activities first.

First Steps is and early intervention program that 

provides therapy and educational services to infants and 

toddlers with disabilities to help… learning opportunities.  

An individualized family service plan (IFSP) is created 

for each child by a team of professionals and the child’s 

parent that includes one or more of the following 

services:  [list services here]

[Add additional information here, if needed.]

▪ Matches Dept’s strategic priority
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DESE – First Steps
HOW: EXAMPLE MEASURES AND TARGETS

▪ Good indication of 
activity 

▪ Review the graphic 
presentation –
some of the graph is 
cut off
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DESE – First Steps
HOW: EXAMPLE MEASURES AND TARGETS

▪ Appropriate 
quality measures 

▪ Survey response 
rate is helpful

▪ Survey questions 
are informative
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DESE – First Steps
HOW: EXAMPLE MEASURES AND TARGETS

▪ Good relevant data
▪ Graphs are clear 

and easy to 
understand

▪ Includes 
benchmarks and 
targets

▪ Appropriate 
footnotes included

▪ Charts provide the 
same information 
as the graphs and 
are not needed

▪ It is not clear that 
the mean line in 
the graphs have a 
different scale -
confusing
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DESE – First Steps
HOW: EXAMPLE MEASURES AND TARGETS

▪ Can you say why the goal 
is $3,500 and why the 
average cost is < $3,500?

▪ Suggest add some 
context to show why this 
represents program 
efficiency
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FY20 Best Overall 3:  
DMH – In-Home Supports

HOW: EXAMPLE MEASURES AND TARGETS

▪ Try to state what the 
program does in 3 or 
fewer clear and concise 
sentences

▪ Put key activities first (see 
example)

▪ If additional information is 
important, keep it brief

EXAMPLE (pulled from text above and measures):

The Division of Developmental Disabilities provides on-going supports to 

developmentally disabled (DD) individuals and their families to enable persons 

with DDs to live in their community at their fullest desired potential.

The program provides an individualized service plan that identifies state 

services needed as well as generic supports available at the local level.  

Supports include but are not limited to respite, transportation, personal 

assistance, day habilitation, community integration, employment training and 

support, autism parent training and behavior services.

The Division’s regional offices offer a community-based service delivery 

system with the following objectives:

• Preserve the natural family structure

• Promote individual self-sufficiency

• Allow DD individuals to participate in as many life experiences as possible, 

including employment

• Promote a high level of community integration

[Add additional information here, if needed.]

▪ Should match Dept’s strategic priorities
▪ Building Community Systems of Positive Behavior Supports
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DMH – In-Home Supports
HOW: EXAMPLE MEASURES AND TARGETS

▪ Good indicators of activity
▪ Graphs are clear and easy to 

understand
▪ Targets and benchmarks 

included
▪ Appropriate footnotes included

▪ Are these projections or 
program targets for 
increasing those in self 
directed services?
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DMH – In-Home Supports
HOW: EXAMPLE MEASURES AND TARGETS

▪ Is this a national survey?  
If yes identify the source 
survey 

▪ Good to include number 
of surveys completed

▪ Benchmark included

▪ Graph is clear and easy 
to understand

▪ Benchmark included
▪ Appropriate footnotes 

included
▪ What is Missouri’s 

target?
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DMH – In-Home Supports
HOW: EXAMPLE MEASURES AND TARGETS

▪ Easy to understand
▪ Relevant to program 

objectives
▪ Good explanation of 

measure
▪ Includes a stretch 

target; what is the 
base target?

▪ Stretch targets could 
be incremental
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DMH – In-Home Supports
HOW: EXAMPLE MEASURES AND TARGETS

▪ Standing alone, this is not an efficiency measure
▪ The measure needs context to show how the program is increasing 

in-home vs. residential services to achieve cost savings and/or more 
satisfied customers

▪ What percent of the program is in self-directed services vs. in-
home?  What is the target? 

▪ Consider showing how much $ savings achieved if more are in self-
directed services

▪ Might refer to Number of Individuals Served in Self Directed Services 
under activity measures.
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FY20 HONORABLE MENTION (4)
Program Description Form

DSS – Family Support Staff Training 
https://oa.mo.gov/sites/default/files/dss_fsd_staff_training.pdf

DPS – State Cyber Crime Grant Program 
https://oa.mo.gov/sites/default/files/dps_state_cyber_crime_grant.pdf

DOLIR – Administration (Director and Staff) 
https://oa.mo.gov/sites/default/files/dolir_director_and_staff.pdf

DED – Workforce Programs (program moved to DHE) 
https://oa.mo.gov/sites/default/files/dhe_workforce_programs.pdf

HOW: EXAMPLE MEASURES AND TARGETS

https://oa.mo.gov/sites/default/files/dss_fsd_staff_training.pdf
https://oa.mo.gov/sites/default/files/dps_state_cyber_crime_grant.pdf
https://oa.mo.gov/sites/default/files/dolir_director_and_staff.pdf
https://oa.mo.gov/sites/default/files/dhe_workforce_programs.pdf
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FY20 Honorable Mention 1:  
DSS – Family Support Staff Training

HOW: EXAMPLE MEASURES AND TARGETS

▪ Good description of 
what the program 
does, however, it 
could be more clear 
and concise – easier 
to read

▪ Avoid the why and 
focus on the what

▪ Put key activities first 
(see example)

▪ If additional 
information is 
important, keep it 
brief

EXAMPLE (pulled from text above and measures):

The Family Support Division (FSD) Training and Development Unit is 

responsible for creating and implementing basic orientation and program 

training for Child Support and Income Maintenance Staff (including the merit-

staffed call center).

The Training unit:

• Teaches basic curriculum to new team members

• Provides ongoing training on various system, law and policy changes that 

occur throughout the year

• Manages the online Employee Learning Center

• Conducts and tracks several training modules required by state and federal 

law

[Add additional information here, if needed.]

▪ Matches Dept’s strategic priority
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DSS – Family Support Staff Training
HOW: EXAMPLE MEASURES AND TARGETS

▪ Good indicators of activity
▪ Graphs are clear and easy to 

understand
▪ Base and stretch targets included
▪ Appropriate footnotes included
▪ Trainings by type is informative
▪ Question:  do number of trainings = 

individuals trained?  Could be more 
clear
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DSS – Family Support Staff Training
HOW: EXAMPLE MEASURES AND TARGETS

▪ Good indicators of 
quality & impact

▪ Graphs are clear 
and easy to 
understand

▪ Base and stretch 
targets included

▪ Appropriate 
footnotes included
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DSS – Family Support Staff Training
HOW: EXAMPLE MEASURES AND TARGETS

▪ Graphs are informative 
and relevant

▪ Unclear whether this is 
the cost per person or 
cost per training 
session

▪ Base and stretch targets 
included

▪ Appropriate footnotes 
included

▪ Would it be more 
informative to breakout 
cost of classroom 
training from cost of 
online training?
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FY20 Honorable Mention 2:  
DPS – State Cyber Crime Grant Program 

HOW: EXAMPLE MEASURES AND TARGETS

▪ Should match Dept’s strategic priorities
▪ Protection and service?

▪ Clear and 
concise 
program 
description

▪ The note is 
relevant

▪ This is a good 
example for 
grant programs

▪ Good activity measure
▪ Base target is 12? Can the stretch target be a number?
▪ Suggest incorporate the targets in the graph
▪ Could you identify the number of areas of the state that are 

covered and show the target number of new areas?
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DPS – State Cyber Crime Grant Program
HOW: EXAMPLE MEASURES AND TARGETS

▪ The text here falls under 1b – What 
does this program do (ensure 
funded cyber task forces…), and 
should be included there

▪ The text here falls under 1b – What 
does this program do, and should 
be included there (ensure funded 
cyber task forces…)

▪ Good and appropriate measures
▪ Easy to understand
▪ Notes are informative to explain 

the measure
▪ Targets included
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DPS – State Cyber Crime Grant Program
HOW: EXAMPLE MEASURES AND TARGETS

▪ Good and appropriate impact 
measures

▪ Easy to understand
▪ The lengthy commentary is 

unnecessary; consider replacing 
with a short footnote explaining 
why targets are not appropriate

▪ Consider reducing text and adding a 
brief footnote 
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DPS – State Cyber Crime Grant Program
HOW: EXAMPLE MEASURES AND TARGETS

▪ Are there efficiency measures 
available in the administration of 
the program?

▪ Suggest % administrative cost to 
total grant funding, with base and 
stretch targets
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FY20 Honorable Mention 3:  
DOLIR – Administration (Director and Staff)

HOW: EXAMPLE MEASURES AND TARGETS

▪ Simple
▪ Easy to understand

▪ Matches Dept’s strategic priority
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DOLIR – Administration (Director and Staff)
HOW: EXAMPLE MEASURES AND TARGETS

▪ This might fit better 
as an impact 
measure

▪ Consider a survey of 
your customers to 
gauge quality overall 
on important 
functions

▪ Graphs are clear and 
easy to understand

▪ Targets included
▪ Appropriate 

footnotes included
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DOLIR – Administration (Director and Staff)
HOW: EXAMPLE MEASURES AND TARGETS

▪ This is an efficiency measure, not 
impact

▪ Consider an employee retention 
measure
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DOLIR – Administration (Director and Staff)
HOW: EXAMPLE MEASURES AND TARGETS

▪ Good and 
appropriate 
administrative 
efficiency measures

▪ Graphs are clear and 
easy to understand

▪ Legends on line 
charts should match 
for improved clarity

▪ Targets included
▪ Appropriate 

footnotes included
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FY20 Honorable Mention 4:  
DED – Workforce Programs (program moved to DHEWD)

HOW: EXAMPLE MEASURES AND TARGETS

▪ Should match Dept’s strategic priorities

▪ Simple
▪ Easy to 

understand
▪ For clarity, 

suggest 
adding 
information 
on the 
Wagner 
Peyser
program 
referenced in 
the measures

▪ Good indicator of activity
▪ Appropriate footnotes included
▪ Suggest break out by type of service, if available
▪ How many employers participate? What services provided?

▪ Does the program select sub-recipients or monitor compliance 
for minimum standards or services of those receiving the 
funding?  
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DED – Workforce Programs (program moved to DHE)
HOW: EXAMPLE MEASURES AND TARGETS

▪ Suggest a survey of job seeker’s 
satisfaction/needs met

▪ If the program selects sub-recipients 
or monitors compliance for 
minimum standards or services of 
those receiving the funding, perhaps 
compliance or participation 
measures would be appropriate

▪ Easy to understand
▪ Notes are informative 
▪ Targets included
▪ Survey response rate is helpful
▪ Survey questions would be 

informative – see pg. 15, First Steps 
survey data
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DED – Workforce Programs (program moved to DHE)
HOW: EXAMPLE MEASURES AND TARGETS

▪ Good and 
appropriate 
impact measures

▪ Graphs are clear 
and easy to 
understand

▪ Base and stretch 
targets included

▪ Appropriate 
footnotes 
included
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DED – Workforce Programs (program moved to DHE)
HOW: EXAMPLE MEASURES AND TARGETS

▪ Are there costs to administer the 
program?  If yes, an appropriate 
efficiency measure might be % 
administrative cost to total funding, 
with base and stretch targets

▪ Good and 
appropriate 
impact measure

▪ Graph is clear 
and easy to 
understand

▪ Base and stretch 
targets included

▪ Appropriate 
footnotes 
included



40

Contact information 

Drew Erdmann, Chief Operating Officer for the State of Missouri
 Drew.Erdmann@governor.mo.gov

Dan Haug, Director, OA – Budget & Planning
 Dan.Haug@oa.mo.gov

Tony Roberts, Assistant Director for Budget, OA – Budget & Planning
 Tony.Roberts@oa.mo.gov

Marianne Mills, Assistant Director for Budget, OA – Budget & Planning
 Marianne.Mills@oa.mo.gov

Melissa Hope, Planner/Budget Analyst, OA – Budget & Planning
 Melissa.Hope@oa.mo.gov

Questions for OA Budget and Planning: 

Contact your Department’s assigned Budget Analyst

mailto:Dan.Haug@oa.mo.gov

