Program Description Forms:
Guidance and examples

EXAMPLES OF WHAT GOOD LOOKS LIKE - FROM FY 2021 AWARD
WINNERS

Purpose of document

To provide guidance on completing the FY22 Program Description form and
examples of past program description forms to help show “what good looks like”
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WHY: IMPORTANCE

Achieving superior and sustained organizational performance and health requires
a disciplined, data-driven process
Focus of document
1

Set strategic direction
& objectives

2

Establish measures
and clear
accountabilities

6

Decide actions,
rewards, and
consequences

Superior and sustained
organizational
performance and health

5

Hold robust,
fact-based
performance
dialogues

3

Create targets,
plans, and
budgets

4

Track performance
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Good measures follow the “SMART” principle

HOW: MEASURES

S

▪
▪

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

M

▪
▪
▪
▪

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?

A

chievable

▪
▪
▪

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?

R

elevant

▪
▪
▪

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)?

T

▪

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?

imple

easurable

imely

▪
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Program Description Forms

WHAT: PROGRAM DESCRIPTION FORMS
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1 a-b: 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 helps identify what the measures will be 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: Program Description Forms will include four types of measures

HOW: MEASURES

Measures can tell you about:
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
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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WHAT: PROGRAM DESCRIPTION FORMS

FY21 Program Description Form Examples – Introduction

Provided below are four examples of program description forms from the FY21 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?
• Is the measure relevant to the program objectives/description and appropriate to the
measure type (i.e. activity, quality, impact, efficiency)?
• Do the measures
• convey what the program does?
• include targets – both baseline and stretch?
• include appropriate benchmarks (clear what good looks like)?
• follow SMART principles?
• demonstrate good use of graphics and formatting?
• use footnotes with brief definitions and explanations 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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FY 21 Program Description Form winners

HOW: EXAMPLE MEASURES AND TARGETS

BEST OVERALL
 DOLIR – Administration

https://oa.mo.gov/sites/default/files/dolir_administration.pdf

 MoDOT – Construction

https://oa.mo.gov/sites/default/files/modot_construction.pdf

HONORABLE MENTION
 DED – Regional Engagement

https://oa.mo.gov/sites/default/files/ded_regional_engagement_fy21_pd.pdf

 DOR – Collections and Tax Assistance

https://oa.mo.gov/sites/default/files/dor_taxation_cata_bureau_fy21_program_d
esc.pdf
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FY21 Best Overall 1:
DOLIR – Administration

HOW: EXAMPLE MEASURES AND TARGETS

▪ See “Required and Potential Administrative Measures” here:
https://oa.mo.gov/budget-planning/budget-planning-andperformance-measure-resources

▪ Matches Dept’s strategic priority

▪
▪

▪

Easy to understand
A clear and concise program description leads to the appropriate measures and vice versa

Provides appropriate footnotes

▪

Are there other significant activities that
can be documented? Perhaps review
other Dept.'s. Admin for ideas
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DOLIR – Administration

▪
▪
▪
▪

Good and appropriate Quality measure
Easy to understand
Targets 
Benchmark 

HOW: EXAMPLE MEASURES AND TARGETS

▪
▪
▪
▪

Appropriate Quality measure
Easy to understand
No target (see footnote)
No Benchmark
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HOW: EXAMPLE MEASURES AND TARGETS

DOLIR – Administration

▪

Footnote might state
what is being done to
reduce postage
expense

▪
▪
▪
▪
▪

Good measure
Comparison to total E&E doesn’t seem to
add much value, just complexity
Base target 
Stretch target 
Benchmarks - probably N/A
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DOLIR – Administration

HOW: EXAMPLE MEASURES AND TARGETS

▪
▪
▪
▪
▪
▪
▪

Good & relevant
indicators of
efficiency
Graphs are clear
and easy to
understand
Base Targets 
Stretch Targets 
Benchmarks
needed as
appropriate
Appropriate
footnotes
included
For ease of
interpretation,
recommend the 2
line graphs have
the same legend
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FY21 Best Overall 2:
MoDot – Construction

HOW: EXAMPLE MEASURES AND TARGETS

▪ Matches Dept’s strategic priority

▪
▪

▪
▪

Clear and
concise
program
description
Recommend
moving
comments
about costs
and projects
awarded to
footnotes of
relevant
measures

Good indicator of activity
Graph is clear and easy to understand
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MoDot – Construction

HOW: EXAMPLE MEASURES AND TARGETS

▪
▪
▪
▪
▪

Graphs are clear and
easy to understand
Targets (projections)
Benchmark cited on
first measure is too
broad to be relevant to
this survey
Appropriate footnotes
included, but could be
more brief
Including survey
questions is helpful
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MoDot – Construction

HOW: EXAMPLE MEASURES AND TARGETS

▪
▪
▪
▪

▪

Very relevant and
appropriate
Impact measures
Targets 
(projections)
Footnotes are
helpful, but could
be more brief.
Consider adding
brief information
on the rating
system - “good”.

Benchmark 
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MoDot – Construction
▪
▪
▪
▪
▪

HOW: EXAMPLE MEASURES AND TARGETS

Good efficiency measure, relevant to program objectives
Target 
Benchmarks 
The graphic is difficult to follow - perhaps increase the
size/scale of the vertical axis
Footnotes are helpful, but could be more clear
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MoDot – Construction

HOW: EXAMPLE MEASURES AND TARGETS

▪
▪
▪
▪
▪

Good efficiency
measures, relevant to
program objectives
Graphs are clear and
easy to understand
Targets 
Benchmarks for the 2nd
measure
Footnotes are helpful,
but could be more
brief
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FY21 Honorable Mention 1:
DED – Regional Engagement

HOW: EXAMPLE MEASURES AND TARGETS

▪ Matches Dept’s strategic priority

▪
▪

▪
▪
▪

Activities correlate with
description in 1b
Provides appropriate
footnotes

Appropriate Quality measure
What % completed the survey?
Are there additional measures to
demonstrate Quality?

19

DED – Regional Engagement

HOW: EXAMPLE MEASURES AND TARGETS

▪
▪

Appropriate Impact
measures
Simple & easy to read

▪
▪
▪

Base target 
Stretch target 
Benchmark is unclear

▪
▪
▪

Base target 
Stretch target 
Benchmark - none

▪
▪
▪

Base target 
Stretch target 
Benchmark is unclear
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DED – Regional Engagement

▪
▪

Appropriate Efficiency
measure
Simple & easy to read

HOW: EXAMPLE MEASURES AND TARGETS

▪
▪
▪
▪

Base target 
Stretch target 
Benchmark - none
Easy to read graphics
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HOW: EXAMPLE MEASURES AND TARGETS

FY21 Honorable Mention 2:
DOR – Collections and Tax Assistance

▪ Matches Dept’s strategic priority

▪
▪

▪
▪
▪
▪
▪

Clear and
concise
program
description
Leads to the
very
appropriate
measures that
follow

Good indication of
Activity
Simple
Easy to read graphics
Base target 
Benchmarks – N/A
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HOW: EXAMPLE MEASURES AND TARGETS

DOR – Collections and Tax Assistance

▪
▪

Targets 
The targets are a bit
confusing. The
important target for
abandoned calls is in
the title, not on the
graph

▪

▪

Base target  100%

▪
▪
▪

Base target 
Stretch target - none
Benchmark would be
helpful to know what
good looks like

▪
▪

Good and
relevant
indicators of
Quality
Simple
Easy to read
graphics
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DOR – Collections and Tax Assistance

HOW: EXAMPLE MEASURES AND TARGETS

▪
▪
▪
▪

Targets 
Stretch target - none
Benchmarks – none
Perhaps a footnote
could explain why
collections/FTE are
projected to decrease
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HOW: EXAMPLE MEASURES AND TARGETS

DOR – Collections and Tax Assistance

▪
▪
▪

▪
▪
▪

Good and relevant indicator of
Efficiency
Simple
Easy to read graphics

Targets
Stretch target - none
Benchmarks – none
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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
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