Business Plan Checklist               Department ____________________

1. Executive Summary

a. Highlights of Prior Year Performance
b. Summary of major issues internal and external to departmental business
c. Summary of any major changes to the business plan
d. Does the Executive Summary effectively summarize the department’s business plan

2. Tree Page

a. Does submitted Tree Page match the list of activities on each Program page as printed through CARMA

b. Are there any changes from the prior year; what are they?
3. Mission, Goals, Key Indicators Page

a. Did Mission, Goals, Key Indicators change from the prior year?
b. Are changes noted in legislative format

c. Are key indicators actual performance measures in CARMA

d. Do key indicators support department goals

e. Do department goals support department mission

f. Are goals measurable with targets and timeframes

g. Is one of the key indicators a benchmark

h. Do the goals make sense
4. CARMA pages

a. Does the list of activities on each program page correctly identify all active activities

b. Is prior year data included for the performance and operations measures

c. Does each activity have at least one result, output and efficiency performance measure

d. Does any activity possibly have too many performance measures

e. Does each activity history and description state whether it is a core/semi-core service

f. Does it state the legal mandate

g. Are the services divided by core, semi-core or service enhancement

h. Do the services describe deliverables, not tasks

i. Are new programs or activities included in the CARMA printout

j. Are deleted programs or activities excluded from the CARMA printout

5. Measures Matrix

a. do the measures on the spreadsheet align with the CARMA pages

b. is every measure identified as a performance, operations, or deleted measure

c. do new measures include perf-id numbers
6. Business Process Improvements

a. Do the submitted improvements make sense

7. Miscellaneous

a. Is there any thing you do not agree with

b. Are there any recommended changes

Business Plan Review for Alignment

1. Do the goals address the internal/external departmental issues
2. Do the goals support the mission and/or vision

3. Do the Key indicators support the goals

4. Do the Programs support the goals of the department

5. Do the program objectives make sense/describe the programs
6. Do the activity objectives describe the activities
7. Do the measures support the objectives
8. Do you agree with the performance and operations decisions, if not what do you recommend?

