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mission statement

Please provide a mission statement for your department.  The mission statement should be a broad but clear statement of purpose for your entire department.  A mission statement should include:

· The name of your department;

· A general description of services provided;

· The customers who receive the services;

· The intended benefits to the customer.

Template
The mission of the 


     Department is to provide





  to






  so they can




        .
Example
“The mission of the Newburyport Public Library is to provide information and services that promote life-long learning, literacy, and love of reading to the public so they can enrich the quality of their lives.”
A mission statement can help a department decide what it should and should not be doing.  Your department’s goals and objectives should logically link back to your mission statement as well as the Mayor’s City-wide goals and objectives.  

Please limit your mission statement to one sentence.  Mission statements are due electronically in MS Word format to Andrew Flanagan by February 15.
FUNCTIONS 
Please provide a narrative description of your department’s assigned services, functions, and activities.  Your narrative should answer the following question, “what are the responsibilities of my Department?”  
Example
“The Communications and Media Relations Division handles all public information and media relations for the city and manages cable channel Newburyport 11.  It is responsible for keeping the community informed about programs and activities within the City as well as working on Newburyport’s image locally, regionally, and nationally.  Services provided by the Division include media relations, graphic design, public relations, audio-visual and government access cable channel coordination.”
The narrative should be provided in paragraph format. Try limiting your narrative to one paragraph of concise information.  Narratives describing your department’s functions are due electronically in MS Word format to Andrew Flanagan by February 15.
FY’11 accomplishments

Please provide a listing of your department’s major accomplishments during FY 2011.  You may include things you are still working on but are confident will be accomplished by June 30th.  Please review your listed goals and objectives from last year to identify specific accomplishments.  Whenever possible, you should be moving items listed as previous year objectives into current year accomplishments.  In addition, the following is a list of other factors to consider when drafting your department’s accomplishments:

· New programs or services;
· New positions or reorganization of positions;

· Grant awards or other outside funding obtained or applied for;
· Changes to existing programs or services that improved efficiency, effectiveness, or accountability;
· Significant projects (i.e. monitoring a capital project, acquiring open space, upgrading computer software).
Example

Library

· Completed a major renovation (8,500 sq. ft.) and expansion (5,000 sq. ft) project of Library facilities.
· Circulation increased 11% over FY ‘07 levels.

· Attendance at programs increased 16% over FY’07 levels to 6,000+ participants.

· Added more than 4,000 items to the Library’s collection through funding provided by the city, state, and private gifts.

Accomplishments should be presented in bullet format.  Accomplishments are due electronically in MS Word format to Andrew Flanagan by February 15. 
FY’11 Goals and objectives not accomplished

Please provide a listing of objectives, projects or initiatives that you had either planned or budgeted for that will not be accomplished by the end of this fiscal year.  This may include items that you did not begin, that you did not complete, or that you were not able to complete to the level at which you planned/budgeted.  Please be sure to provide a very brief explanation of the reason(s). 

FY’12 trends 
Please provide a narrative description of the trends that will impact your department’s processes, programs, and services during FY ’12.  Evaluate your department’s needs, priorities, challenges and opportunities for the upcoming fiscal year.  Identifying trends can be a valuable planning tool when developing your budget requests for FY ’12.

Factors impacting processes, programs, or services can be internal or external.  For example, an internal factor may be that a reorganization is planned, thus consolidating departments and changing internal processes.  An external factor, for example, may be that the Federal government has reduced funding for a program in your department, thus limiting the resources available to you for implementation of that program.  The following is a list of factors to consider when drafting your department’s trends:

· Economic and financial factors;
· Demographic trends; 

· Legal or regulatory issues;
· Social and cultural trends;
· Physical (i.e. community development) or environmental factors;
· Intergovernmental issues;
· Technological change; 

· Management decisions.

Example

Public Works

“The principal trend is the continuing deterioration of streets, sidewalks and curbing at a rate that exceeds the department’s ability to repair or reconstruct with available resources. This trend results from increased traffic over an ever expanding street system.  The historic nature of the downtown area attracts an increasing volume of vehicles on streets which, for the most part, were not designed for that volume of traffic. The maturity of Newburyport’s tree population is a major contributor to the deterioration of the street, sidewalk, and curbing infrastructure in the form of tree root damage.

The primary issue facing the department is providing an effective maintenance program with limited resources for the aging street system while assuming additional responsibilities.  Other significant issues facing the department include maintaining an increasing number of city-owned parcels; storing and disposing of surplus or unsuitable material; repetitive shoulder maintenance on narrow, two-way streets; public demand for new sidewalks and installation of curbing on current paved streets; and a general need to improve the street conditions throughout the city.

The department is addressing these issues by contracting more repairs, upgrading equipment and improving the repair techniques using new technology.”
The narrative should be provided in paragraph format. Try limiting your narrative to no more than 2 – 3 short paragraphs of concise information.  Trends are due electronically in MS Word format to Andrew Flanagan by February 15.
FY ’12 goals & OBJECTIVES
Please develop a set of goals for your department.  Goals are concepts for desired long-term outcomes that departments strive to achieve.  Generally, goals are written as broad statements.  Goal statements should also support the Mayor’s city-wide goals and objectives where applicable.  

Goals can provide a rational means to determine the direction of a department’s work. Without goals, there is no way to evaluate performance or accomplishments. Actual achievement may be impossible in some cases, but the goal is a standard against which to measure progress toward ideal conditions.  There can be many influences on goals such as equity, responsiveness and efficiency of services provided.

Example

Water Department

Goal: To conserve water in order to promote public stewardship for future generations of citizens in the City of Newburyport.

Please limit your department to between 3 and 5 goals, each to be written as no more than one or two sentences. Goal statements are due electronically in MS Word format to Andrew Flanagan by February 15.  

Please develop a set of objectives that link to your department’s broad goals.  Objectives should be more specific than goal statements; they are short-term goals that identify steps towards achieving long-term goals.  Objectives should be achievable and measurable, either with quantitative or qualitative data.  

The objective should be expressed in the infinitive form of an action verb “to ensure”, “to maintain”, etc. as a statement of results to be achieved or maintained. The following are some guidelines to follow when drafting objectives:

· Suitable: The objective's achievement must support the department’s basic purposes and mission as expressed in the goal statement;

· Measurable Over Time: To the extent practicable, objectives should state in concrete terms what is expected to happen and when.  Objectives can be quantified in dollars or terms such as quality, quantity, time costs, ratio, percentage or specific steps to be followed;

· Feasible: Objectives should be possible to achieve;

· Motivating: Objectives that are a little aggressive and a little bit higher than likely to be reached have motivating power;

· Understandable: Objectives should be stated in as simple and understandable words as possible;

· Flexible: Objectives should be easily modified to accommodate changes in prior year's actual performance data as they become available.  Statements using a percentage rather than actual number changes are one example of flexibility.

Examples:

Goal: To conserve water in order to promote public stewardship for future generations of citizens in the City of Newburyport.



Objectives: 

· To review and update the information provided in water conservation kits, and increase their availability by 10% annually.

· To increase the frequency of water audits by 5% annually.

· To increase environmental education opportunities by developing programs with the public schools.

Every goal statement should have at least one corresponding achievable objective, but may have many more.  For the purposes of the Budget, please try to limit objectives to no more than three or four for each goal.  Objectives should be no more than one or two sentences. Objectives are due electronically in MS Word format to Andrew Flanagan by February 15.  

Department Position Tables

Each department will have a position table in the budget document.  The position table will list job titles and number of positions.  Please only include permanent full time and part-time positions.  One full time position counts as 1.0; one 20/hr week position counts as 0.5 positions.  Please do not include seasonal labor, temporary, or interim positions.  Data should be shown for three years: 2009 Actual, 2010 Adopted, and 2011 Budgeted.

Example

Mayor’s Office
	Positions by Department

	
	
	
	

	Job Title
	2009 Actual
	2010 Adopted
	2011 Budget

	Director of Policy and Administration
	1.0
	1.0
	1.0

	Economic Development Director
	0.0
	0.0
	1.0

	Executive Aide to Mayor
	1.0
	1.0
	1.0

	Mayor
	1.0
	1.0
	1.0

	
	
	
	

	GRAND TOTAL:
	3.00
	3.00
	4.00


The “Positions” form will be provided to you via email in MS Excel format.  Please complete the table for your department and submit it electronically to Andrew Flanagan by February 15.  
Salary Projections 
Please provide FY ’12 salary projections for your department.  Please note that there are two spreadsheets: 1) one form for Police and Fire, and 2) one form for all other departments.  Include positions charged directly to your budget.  Positions “housed” in your department, but charged to another department should be provided in a separate spreadsheet.  You are responsible for identifying and inputting data in cells highlighted in yellow.  

The “Salaries” form will be provided to you via email in MS Excel format.  Formatting and formulas have been completed for you.  Please complete the form for your department and submit it electronically to Andrew Flanagan by March 15.  

LONGEVITY 

Please complete a longevity spreadsheet for your department.  Please note that there are two spreadsheets: 1) one form for Police and Fire, and 2) one form for all other departments.  A longevity timetable is included in the appendix for your reference.  The timetable is applicable to all employees except Fire.  Fire should refer to the Union contract regarding longevity.

The “Longevity” form will be provided to you via email in MS Excel format.  Formatting and formulas have been completed for you.  Please complete the form for your department and submit it to Andrew Flanagan by March 15.  Hard copies are acceptable, but submitting forms via electronic format is strongly encouraged.
Request and Justification Sheets
When developing your budget, line item detail for each account will be required.  You will need to complete a “Budget Request Form.”  The “request” portion of the form includes documenting the line item, quantity, unit cost, and total cost of the line item. Additionally, you will be asked to include the amount you were appropriated for the same line item last year and provide a justification if it has increased. The “justification” portion should accompany the request form and be submitted electronically in Word format. In other words, you want to provide a description of the item and how it assists you in implementing your existing programs and services.

Example

	FY 2012 Budget Request Form

	Department: City Clerk’s Department 

	Line Item
	Account #
	FY 2011 Appropriation
	FY 2012 Request
	Quantity
	Unit Price
	Total Cost

	SAL City Clerk
	 
	 60,000
	62,500
	1 
	 62,500
	 62,500

	 Purchase of Services
	 
	 8,600
	 9,200
	1 
	 9,200
	 9,200

	 Admin Secretary
	 
	 84,000
	 86,000
	 2
	 43,000
	 86,000

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	TOTALS
	 
	 152,600
	 
	 
	 
	 157,700


Additional request and justification examples will be provided electronically. 
For items that were listed in your previous year’s budget, please indicate whether or not the cost has changed and, if so, why.
Also please identify any new line items that will become part of your department’s FY12 budget.  Please provide an explanation. 

The Mayor’s Office is exploring the possibility of returning budgeted funds for office supplies and travel and training to individual department budgets.  Please note that you will be responsible for developing a request and justification form for your department’s office supplies and travel/training accounts for FY’12. 
Your department may have expenses that are budgeted in another department.  For example, salaries for Life Guards are budgeted in General Administration, but the Harbormaster oversees the service.    Please note that you will be responsible for developing a request and justification form for all of your department expenses that are budgeted in another department.  If you have multiple expenses in one account in another department, one request and justification form may be completed for each account.  When completing the request and justification form, be sure to write in the Department name and account number for which the expenses will be budgeted/incurred.  

The “Request and Justification” forms will be provided to you via email in MS Excel format.  Formatting and formulas have been completed for you.  Please complete the forms for your department and submit it to Andrew Flanagan by March 15.  Hard copies are acceptable, but submitting forms via electronic format is strongly encouraged.
Mayor’s Budget Meetings

During the Mayor’s initial budget meetings, Mayor’s staff and department heads will discuss the submitted budgets.  This will be an opportunity for staff to ask questions and clarify budget requests and justifications where applicable.  Meetings will be held during April 4-8.

For the Mayor’s final budget meetings, the Mayor will meet with department heads to discuss final recommendations for each department budget.  Meetings will be held during April 12 - 15.
Initial and final budget meetings will be held in the Mayor’s Office, City Hall.
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