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FOREWORD

Department Staff Members:

As part of the Missouri State Department of Education, planning
efforts and analyses have been made of the necessary activities related
to planning, budgeting, and prcgram evaluation.

This procedure manual identifies each activity which must be

accomplished in the cycle of planning, budgeting, and evaluation,

assigns responsibility for accomplishment, and designates »n estimated
completion time.

By following this cycle of events, the Missouri Statg Department
of Edugatién will be better able to control and coordinate its activities
as related to our goals and objectives and thus provide better services

to the citizens ot the state.

Associate Commissicner
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STATEMENT OF PURPOSE

The purpose of this manual is to identify and systematize the sequence
of events necessary for the Department of tducation to effectively é1an,
implement, and evaluate its varied programs. It is believed that the cperating
procedure defined by this 'sequence of events will effectively increase the
capability of the department in comprehensive planning and progrem evaluation.
The procedure has been developed in consideration of the following principles,
which are considered essential as the department attempts to fulfill its
responsibility to the people of Missouri:
(a) The procedure should provide a mechanism for the department
to identify and respond effectively to educational needs of
the state of Missouri, and

(b) The procedure should be consistent with the principle of
accountability at all Tevels of the educational enterprise.

Applications of these principles are jllustrated in subsequent sections of

this manual.
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THE PLPHNING/BUDGETING/EVALUATIDN CYCLE

1. What is the Planning/Budgeting/Evaluation Cycle?

The cycle delineates an organized operating procedure which defines each

egvent to be achieved, the scheduled date fur achievement of each évent, and

the responsibility for each event. The procedure may be explained by focusing

upon each word in its title:

Planning.

Evaluation.

The procedure has been designed to build an explicit
planning component into the work of the department
at both the general administration and program
development levels. Provision is made annually for
the Commissioner and the Board of Education to
define priorities both for immediate program imple-
mentation and for planning of budget requests and
programs a year in advance of actual program imple-
mentation. Program planning will be an integral
part of the work of each section, and will be docu-
mented by Operations Plans prepared at the beginning
of each program year.

The development of the budget is based upon anticipated
costs ot programs developed within each section. The
Proposed Departmental Budget is prepared through a
process f develcping proposed sectional budgets,

making adjustments on the basis of existing resources

and constraints, and compiling them into a unified
departmental budget. The P/B/E Cycle delineates

the major events invnlved in this process. The budgeting
process is integrally related to the planning and
evaluation processes.

It is assuned that decisions made in the department
should be based upon as much relevant information as
possible. The P/B/E Cycle provides for systematic
collection of data for program evaluation. Progress
of each program is monitored systematically throughout
the program year, and the Program Evaluation Report
for the total year is made available as support for
the departmental budget request.

The events which constitute this operating procedure
systematically recur in a continuing cycle. The complete
sequence from the Commissioner's review of data for Lhe
setting of priorities for a program year ‘to the completiion



ot evaluation reports for that year requires a period of
two and one=half years. However, each event recurs each
year, with the result that at ileast two overlapping
phases of the cycle are in prograss at any given time,
S5everal important interactions occur between events at
different phases of the cycle (Figure II).

¢. MWhat is the rationale for the Planning/Budgeting/Evaluation Cycle?

The essential concern of the State Department of [ducation 1s its basic
responsibility to promote excellence in education. for the state of Missouri.
One of the constraints to achievement of this goal is the fact that efficient
operation of such a complex organization requires a systematic procedure for
allocation of resources and dissemination of relevant information. The use
of the P/B/E Cycle within the department is intended to facilitate achievement
of this goal.

One of the principles underiy%ﬁg development of the operating procedure
defined v the P/B/E Cycle was that it should provide for effective jdentifi-
cation of and response to educaticnal needs of the people of Missouri. Several
features of the cycle are consistent with this principle:

(a) Input from a variety of sources contributes to the Commissioner's
setting of priorities; :

(b) The State Board of Education, representing a broad range of
interests and expertise, is also annually involved in the setting
of priorities;

(c) The priorities provide direction for preliminary program pianning
and budget requests;

(d) The priorities provide direction for prcgram development and

operation based on actual budget appropriations; and

Provision is made for systematic development and coordination of

program plans.

—~
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Anothey important principle concerns the responsibility of the department
o demonstrate efficient use of public funds in carrying out its functions.
he P/B/E Cycle provides for this responsibility in several ways:

(a) Designs for the evaluation of programs are prepared by each
section annually;

(b) Reports of program progress are submitted regularly by sections
to coordinators and assistant commissioners; and,

(c) Evaiuation reports are submitted regulariy to the Associate
Commissioner and Commissioner for use in planning, defining
priorities, and in support of budget requests.




TABLE OF EVENTS

An event is considered to be the completion of an activity or a set of
activities. The following table Tists the twenty-eight major events which
describe the complete P/B/E Cycle. Eachk event is numbered according to its-
position in the sequence. The office responsible for each event is identified,

and the date by which each event should occur is stated.

1. Review of Relevant Data Completed by Commissioner March 1
2. Priorities Stated by Commissioner March 1
3. Priorities Approved by State Board of Education March 15
4. Planning Priorities Disseminated by Commissioner April 1
5. Operatijonal Priorities Disseminated by Commissioner April 1
6. Budget/Planning Forms Distributed by Budget Planning

Section April 1
/. DBudget/Planning Forms Completed by Sections May 1

6. Dudget/Planning Forms Reviewed and Approved by
Coordinators ‘ May 15

Budget/Planning Forms Reviewed and Approved by
Assistant Commissioners June 1

Ve

~10.  Review of Budget/Planning Forms and Frogram
Evaluation Reports Completed by Associate

Commissioner June 7
11. Hearings on Section Budgets Completed by Associate
Commissioner ; July 1
12. Proposed Departmental Budget Compiled by Asscciate 7
Commissioner August 15
13. Proposed Departmental Budget Approved by State Board Ceptember 1

14. Proposed Departmental Budget Submitted to Comptroller
by Commissioner September 1
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TABLE OF EVENTS (Cont.)
Sections Notified of App.oval of Proposed Budgets/Plans
" by Associate Commissioner

Hearings on Proposed Departmental Budget Completed by
General Assembly

Proposed Departmental Budget Approved by General
Assembly

Proposed Departmental Budget Approved by Governor

Sections Notified of Budget Appropriations by Associate
Conmiissioner '

Operations Planning Form Completed by Sections

Evaluation Designs Completed by Sections

Operations Planning Form with Evaluation Design
Approved by Coordinators

Operations Planning Form with Evaluation Design
Approved by Assistant Commissioners

Monitoring Report #1 Submitted to Coordinators and
Assistant Commissioners by Sections

Monitoring Report #2 Submitted to Coordinators and
Assistant Commissioners by Sections
Pragress Report Submitted to Associate Commissioner

and Commissioner by Assistant Commissioners

Monitoring Report #3 Submitted to Coordinators and
Ass*stant Commissioners by Sections

Program Evaluation Report Submitted to Coordinators,
Assistant Commissioners, and Associate Commissioner
by Sections ,

September 15

February 1

May 1

June 1

July 1
July 156

Auaqust 1
August 15
August 15
October 1
January 1
January 15

April 1

June 1



FIGURE 1: SIMPLE FLOW OF EVENTS

This chart presents graphically the sequence of events in one complete
revejutﬁgn of the cycle. Events are coded by geometric form to represent
discrete phases of the cycle. The office responsible for completion of each
event is indicated. The nunbeys refer to events as explained in the subsequanﬁ

section.
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MISSOURI STATE DEPARTMENT OF EDUCATION
PLANNING/BUDGE TING/EVALUATION CYCLE

Figure |: Simple Flow of Events
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EXPLANATION OF EVENTS

This section presents a brief description of each event. The events are
numbered in sequence and represent one complete revolution of the P/B/E Cycle
from setting priorities to submitting the Program Evaluation Report for the
year. Refer to the Simple Flow of Events (Figure I) for the schedule of

completion dates and the office responsible for completion of each activity.

1. Review of Relevant Data Completed by Commissioner

Tne Commissioner will review information available to him which will
assist in determining areas of particular need or concern in educational
programs of the state. Sources of information available to the Commissioner
for this purpose include, among others, the following:

(a) Regional conferences

(b) Program evaluation reports

(c) Needs assessment studies

(d) National and state educational priorities

(e) Proposed federal and state legislation

(f) Department priorities from previous year

(g) Coordinator's Council

(h) Executive Committee

(i) Staff meetings

(j) Advisory committees

(k) State Board of Education
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. EXPLANATION OF EVENTS (Cont.)

2. Priorities Stated by Commissioner

The Commissioner will use the information available for focusing on
educational needs of Missouri and for stating pr%arities based on those needs.
The priorities will be used to provide direction to program planning in the
Department of Education. Two separate products will result from the priority-

setting activity:

(a) Planning Priorities will be stated to provide direction in
preparing plans and budget requests for programs projected
a year into the future. These priorities represent educational
needs identified by the Commissioner a year in advance of actual
programming so that budget requests can be prepared to meet the
need, and

(b) Operational Priorities for the fiscal year immediately ahead will
be stated. This may be a revision of priorities for the year
stated earlier by the Commissioner. If revision is necessary, it
will be made on the basis of relevant information not available
when the priorities were stated the previous March. This updated
set of priorities will provide direction for program planning based
on actual budget appropriations.

3. Priorities Approved by State Board of Education

Cop"=s of the Planning Priorities will be provided to individual members
of the State Board of Education prior to their scheduled meeting. This will
allow opportunity for individual and unhurried consideration of the statement.
The Board will review the Commissioner's statement and approve a Statement
of Planning Priorities for the program year which begins fifteen months in
the future.

The Operational Priorities for the upcoming year will be similarly

reviewed and approved by the State Board.



EXPLANATION OF EVENTS (Cont.)

4. Planning Priorities Disseminated by Commiscioner

The Commissioner will disseminate copies of the Statemeni of Planning
liorities to all members of the Executive Council, coordinators, and section
directors. In addition, the Commissioner may further disseminate the statements
a5 he feels appropriats:. s

Operatinnal Priorities Disseminated by Commissioner

Operational Priorities will be disseminated for use by sections in
~ompleting operations planning for the program year ahead. Members of the
i.xecutive Council, coordinators, directors, and cthers will receive copies

«f the priorities as appropriate.

Budget/Planning Forms* Distributed by Budget Planning Section

The Budget Planning Section will distribute forms for the use of each
~cetion in communicating preliminary plans and budgetary requests for the
program year. Distribution of the forms will coincide with dissemination
of the Statement of Planning Priorities. The priorities may then be used as

hasis for development of preliminary plans and budget Pequesté!

-

*A copy of the forms is presented in Appendix A.
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EXPLANATION OF EVENTS (Cont.)

Budget/Planning Forms Completed by Sections

The Budget/Planning Form will communicate preliminary plans and budget
. uiests of each section. When completed, the form will specify long-term

iy, program objectives, and intended accomplishments of the section for

BLER

T
b

L

program yeafi The pﬁrposes of the form include the following:
(a) Stimulate preliminary planning of programs by section personnel,
(b) Communicate program plans within the department, and

§ (¢) Provide basic information for section budget hearings and

determination of proposed departmental budget.

udget/Planning Forms Reviewed and Approved by Coordinators

? Each coordinator will review the forms submitted to him by sections under
sontrol. He may suggest modifications thought to be necessary for better

lination among sections and will approve the forms.

fudget/Planning Forms Reviewed and Approved by Assistant Commissioners

Each assistant commissioner will review the forms submitted to him by

dinators within his division. He may suggest modifications thought to

.ocessary and will approve the forms.
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EXPLANATION OF EVENTS (Cont.)

keviewﬁgf,Bgdqet/?1aﬁniﬂg,prms and Program Evaluation Reports Completed

by Associate Commissianer

Ihe Associate Commissioner will review and approve tﬁe Budget/Planning
@5 submitted by sections. The forms will be compiled at this time to
. uside basic data for section budget hearings.
The Program Evaluation Reports for the program year being completed will
.+ avaijable at this time. They will be reviewed by the Associate Commissioner

used as a source of information in the section budget hearings.

llearings on Section Budgets Completed by Associate Commissioner

Budget hearings are conducted to consider and coordinate budget requests
i made by each sectibn. This is done on the basis of the Comnmissioner's

iwrities, evaluation reports, and other .available information.

Proposed Departmental Budget Compiled by Associate Commissioner

After budget requests of each section have been approved by the department

itnistration, they will be compiled into a Proposed Departmental Budget.

Proposed Departmental Budget Approved by State Board

The State Board of Education will review and approve the proposed budget

i o uompiled by the Associate Commissioner.

|
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EXPLANATION OF EVENTS (Cont.)

™. Froposed Departmental Budget Submitted to Comptroller by Commissioner

This proposed budyet is the department's appropriation request. After
providing opportunity %ar agency hearings, the Governor will make his
reconmendations and submit the proposed budget for consideration by the

legislature.

15. Sections Notified Of Approval of Proposed Budgets/Plans by Associate
Commissioner

The budget requests submitted by sections may have been modified in the
process of section budget hearings and compilation of the Proposed Departmental
Budget. This activity communicates to each section the budget request for that

section as finally submitted to the Comptroller.

The legislature will consider the budget request. In doing this, they
will ask the department to justify the request, will consider the fiscal
resources of the state, and will balance the request against competing demands

upon those resources.

17. Proposed. Departmenta’ Budget Approved by General Assembly

After consideration of the request, the legislature will approve an

appropriation for the department.




EXPLANATION OF EVENTS (Cont.)

t5. Proposed Departmentai Budget Approved by Governor

The Governor will review and apﬁfove the appropriation for the

department.

19. Sections Notified of Budget Appr@pfﬁ@tionsiQilgsspgiate Commissioner

The Associate Commissioner will inform department personnel of appropri-

ations for operation of each of the sections.

Operations PTanning Form* Completed by Sections

On the basis of actual appropriations for the year, each section will plan
Ludget operations for the current fiscal year. The plan will detail goals and

‘rjectives, anticipated costs, and program activities.

Evaluation Designs Completed by Sections

Each section will prepare a design for evaluation of the program of that
wection. The design will specify the data to be used for evaluation, source of
data to be collected, and evaluation criteria. The information will be included

in the Operations Planning and Reporting Document.

22, Operations Planning Form with Evaluation Design Approved by Coordinators

Each coordinator will review and approve the forms submitted by sections

dnder his control.

*This form is a part of the Operations Planning and Reporting Document,
presented in Appendix B.



EXPLANATION OF EVENTS (Cont.)

Operations Planning Form with Evaluation Design Approved by Assistant
Commissioners

Fach assistant commissioner will review and approve the forms submitted

Ly sections within his division,

Monitoring Report #1 Submitted to Coordinators and Assistant Commissioners
by Sections :

At the end of the first three months of operation in the fiscal year
«wh section will prepare and submit a report of progress and problems related

- achievement of program objectives for the year.

b VSECt1DnS

At the end of the first six months of operation in the fiscal year, each
«wtion will prepare and submit a report of progress and problems related to

.hievement of program objectives for the year.

Progress Report Submitted to Associate Camm15510ner _and Commissioner by
Assistant Commissioners

After receiving Monitoring Report #2 from sections, each assistant
inmissioner will prepare and submit a summary report of program progress

+ithin his division.




EXPLANATION OF EVENTS (Cont.)

Monitoring Report #3 Submitted to Coordinators and Assistant Commissioners
by Sections

At the end of the first nine months of operation in the fiscal year,
wech section will prepare and submit a report of progress and problems related
o achievement of program objectives for the year.

. Pragrdm Evaluation Report Submitted to Coordinators, Assistant Commissioners,
ard Assa;1ate szm15519ner _by Sections

Mear the end of the fiscal year, each section will prepare and Submit an
‘uation report of its program for the year. The report will be prepared
anformity with the Evaluation Design completed earlier, using data compiled

sughout the prugram period.




TABLE OF EVENTS BY OFFICE RESPONSIBLE

This table presehts the events of the P/B/E Cycle organized according to
office responsible for completion of each event. This format facilitates

referral to determine events for which each office is responsible.

foice' Evéﬁt aet Nee , Completion
Responsible No. Event Name ' Mon th
Governor 18 Proposed Departmental Budget Approved May
General Assembly 16 Hearings on Proposed Departmental
Budget Completed : January
" 17 Proposed Departmental Budget Approved April
Board of Education 3 Priorities Approved March
! 13 Proposed Departmental Budget Approved August
Commissioner 1 Review of Relevant Data Completed February
" 2 Priorities Stated March
" 4 Pianning-Pricrities Disseminated March
" _ 5 Operational Priorities Disseminated March
! 14 Proposed Departmental Budget 7
Submitted to Comptroller , August
Assoc. Commissioner| 10 Review of Budget/Planning Forms
and Evaluation Reports June
! ‘ 11 Hearings on Section Budgets Completed July
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TABLE OF EVENTS BY OFFICE RESPONSIBLE (Cont.)

_J
Ko

Office Event d B are Completion
Responsible No. Event Name Morth
Assoc. Commissioner | 12 Proposed Departmental Budget Compiled August
) 15 Sections Notified of Approval of 7
Proposed Budgets/Plans September
) 19 Sections Notified of Budget
Appropriations June
Asst. Commissioners 9 Budget/Planning Forms Reviewed and
Approved May
! 23 Operations Planning Form with
Evaluation Design Approved August
" 26 Progress Report Submitted to Associate
Commissioner and Commissioner January
Coordinators 8 Budget/Planning Forms Reviewed and
Approved May
" 22 Operations Planning Form with
Evaluation Design Approved August
Budget Planning
Section 6 Budget/Planning Forms Distributed March
Each Section 7 Budget/Planning Forms Completed Aprii
! 20 Operations Planning Forms Completed July
" 21 Evaluation Designs Completed July
" 24 Monitoring Report #1 Submitted September
" 25 Monitoring Report #2 Submitted December
! 27 Monitoring Report #3 Submitted March
" 28 Program Evaluation Report Submitted June
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FIGURE II: OVERLAPPING PHASES OF EVENT CYCLES WITH INTERACTIONS

This chart presents graphically the overlapping of the ﬁ/B/E Cycles.
Each cycle is represented by a d%?ferent color. Events are also coded by
geometric form to représent three distinct phases of thg cycle. Events from
separate cycles which occur in the same month can be easily jdentified.
The broken 1ines represent interactions in which an event in one cycie provides

input for an event in a different cycle.
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MISSOURI STATE DEPARTMENT OF EDUCATION
PLANNING/BUDGE TING/EVALUATION CYCLE

Figure 1I: Overlapping Phases of Event Cycles with Interactions
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EXPLANATION OF INTERACTIONS

The retwork of events (refer to Figure II) illustrates the overlapping of

recurring cycles of events. For example, during the month of May an event

from each of three different cycles is scheduled to occur:

(1)

(2)

(3)

Event #28, representing completion of Evaluation Rep@rts,'markS'
the end of a program year and the Tast event within the sequence.

Event #18 represents approval of appropriations by the Governor.
This is part of the sequence of events related to program imple-
mentation in the fiscal year about to begin.

Event #8 represents the approval of Budget/Planning Forms by
the Assistant Commissioners. This {s an early event in the
~equence leading to program implementation more than a year
-1 the future.

Even though three distinct phases of, the recurring cycle are represented

by these three events, several important interrelationships exist between

events in different phases of the cycle. These interactions are important

hecause they provide information for decisions at critical points in the

sequence.

The following interactions are identified in terms of the numbers

of the events in each pair:

(1)

Interaction 5-20. This interaction provides Operational
Priorities to guide the development of plans for each program
year. This provides opportunity for the Commissioner to
influence program planning with recent information not available
when the Planning Priorities were stated earlier.

Interaction 10-20. This interaction provides opportunity for
the Associate Commissioner to use information contained in
the very recent Program Evaluation Reports to -influence the
development of Operations Plans.

Interaction 10-1. This interaction provides for information
From the most recent Program Evaluation Reports to be used by
the Commissioner in formulation of priorities for the department.

Interaction 26-1. This interaction provides for information
from the recent mid-year Progress Reports to be used by the
Commissioner in formulation of priorities for the department.




(5)

[
hond

Interaction 26-16. This interaction provides for information

from the mid-year Progress Reports tc be used in support of the
Proposed Departmental Budget in the legislative budget hearings.

Interaction 28-10. This interaction provides tor information
from the year-end Program Evaluation Reports to be reviewed by
the Associate Commissioner as a source of information in the
section budget hearings.
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BUDGET/PLANNING FORMS

MISSOURI STATE DEPARTMENT OF EDUCATION

INSTRUCTIONS
FOR
FY 1974

(JULY 1, 1973 - JUNE 30, 1974)

APRIL 1, 1972




INTRODUCTION

lhe State Budget Office has requested the preparation of the Departmenti':
©. .1 Request for the fiscal year ending June 30, 1974, on the basis of proavam:
lar to the request for fiscal year 73. The program/budget form requést;
tneiudes not only identification of estimated expenditures but indication of
yram objectives and evaluation criteria.

Each section needs to complete certain forms on the section's programs
der to provide input into the Department's Budget request document. These
. request information by section that may be difficult to obtain but aru

of our continual movement toward internal budgeting and accounting at the

wn level.

For purposes of coding and completion of forms, the following definition:
=11, be used:

department - State Department of Education

Uit - Division of Public Schools

Program - (Appropriate Division)

sub-Program - (Appropriate Section)

Program Element - (A distinct operating part of a section)

While this structure recognizes the Division as a Program and the Sectiu.
. sub-Program, some sections will be required to break down their budget into
Jirzatzr detail than just the section level.
Instructions for each form are provided to aid you in your preparation.
Jum dilson, (Director of Budgeting); Harold Rung, (Director of Finance);
o ann, (Coordinator for the Associate Commissioner); and/or William-Wasson,

{(#uinciate Commissioner), will provide any desired assistance or information




i:owider to complele the Torms.

Once your Budget/Planning forms are complate, they should be reviewed
by vour Coordinator and Assistant Commissioner. Completed forms should be
submitted to Jim Wilson, (Director of Budgeting), no later than June 1, 197Z2.

During the month of June, conferences will be hergFar review and dis-
cussion of your- FY 72 Evaluation Report and the Budget/Planning Request for
Y 74. The Section Director, Coordinator, ASSiStaﬂt=CDmmiSSiDDEFS Director
of Budgeting, Associate Commissioner and Deputy Commissioner will participate
in these hearings. A1l appropriate personnel will be notified as to .the time
aof a Section's hearing.

It is anticipated that by the end of September each section will be
advised of the status of their sectional budget request as submitted to the
Legislature.

Your continued cooperation is appreciated toward the success of this

hudget development.

wi11iam Wasson
Associate Commissioner
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ENERAL ASSISTANCE DETALL

FORM T-A

in order o provide the federal assistance information required by the

State Budget Office, Form 1-A must be completed by those sections responsible

%
#

for the administration of a grant. If your section is not responsible for the
admiinistration of a grant, proceed to Form 4.

If your section receives a federal grant through another state agency,

such as Highway Safety Act or an ESEA, Title I, and not directly from the

federal jJovernment, the grant should be Tisted but noting what state agency

or Department of Education section the money came through.

You will note reference is made to an OEOQ catalog number and an OEQ

grant title. If you do not know this number for your grant, contact Jim Wilson

5
# or Harold Rung who have access to an OEQ catalog.

4 . Unit: Indicate your section. 7 _ 7

g Submitted by (Hame and Title): Indicate director and name,

2. OLD Lafalog Number: This is the five digit number that identifies

each grant program in the 1971 Catalog Df Federal Domestic Asa1:tangg.

3. Date of State Participation (Start, End, Continuous): The s tarting
% date s the date from which the state's participation in the progranm
5 hegan. In the cvent participation has not been continuous, this date
will refer to the date that current participation began. End refers
3 to the date that the state's participatien in the assistance program
& will cease. Check the continuing column if the assistance program
’ will be ongoing after the vequest year.

4, Title 6f Federal Assistance as shown in the 1971 OEQ Catalog: This
s the "program title" shown in the 1971 OEQ catalog.

planned for expenditure during the 1972-73 fiscal year.

6. Funds by Source 1973-74, (Amaunt Federal Participation): State
the full améﬂﬁt’requegted in the grant. Amount Local and Amount
Other Participation: State the amount of funds expected from these
sources. (Other Sources refers to participation of other state

g “. Planned State Expenditure 1972-73: Enter the amount of state funds
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FEDERAL ASSISTANCE DETAIL (Cont.)

FORM 1-A

agencies, private groups, etc. State Expenditure Request, 1973-74:
Complete the full amount of state funds required in order to receive
the full amount of federal funds requested. Percent Columns: Enter

thie percentage of funds from each source in these columns.
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PROGRAM ANALYSIS

FORM 4

Program Analysis, Form 4, is a summary sheet and can best be completed
after Forms 5, 6, 7, 9 and 10 have been completed. Some of the information on

this sheet may have to be obtained from your Coordinator or Assistant Commissioner.

A. Program Summavry by Object of Expend1ture Each section must have break-
down of costs according to the three items of expenditure (Personal
Service, Equipment Purchase and Repair, and Operation). The Program

Tctgjrmust be the same as the Fund Total.

B. Column 4 - Personal Service: Enter the June Rate 1973 total from Budget

Form 6. Operation and Equipment Purchase and Repair enter the Planned
Expenditure tDta1S for 1973. .

C. Program Change Analysis (Columns 6=9): The program change analysis will
be used to identify all changes (increases or decreases) in program service
suggested by the section. Changes should be analyzed in terms of (1) salary
and inflationary changes, (2) workload change, (3) new and changed services,
and (4) extraordinary costs.

1. Column 6 - Salary and Inflationary Change, Equipment Purchase
and Repair essential to continue present level of service:
For Personal Service include all salary increases. for
Operation include inflationary changes. For Equipment
Purchase and Repair include those items abso]uteTy essent1a1

to continue present level of service.

2. Column 7 - Workload _Change: Enter the costs of extending
the 1972-73 Tevel of service to a larger or smaller clientele
or population. A workload change does not, therefore, involve
a change in the quality of service but rather a change in the
scope of the current service.

3. Column 8 - New and Changed Service: The cost of any proposed

new nrogram service should be comp1eteTy identified. The
additional costs of providing service to a larger percentage

of the eligible clientele or population than is presently being
served will be considered as a changed service.

4. Column 9 - Extraordinary Costs: Include in this category
any changes in program costs not attributable to Columns




D.

 PROGRAM ANALYSIS {Zont.)

FORM 4

6, 7 or 8 As an example, the initial operation and
miscellaneous equipmént costs needed to open a new building
might be included in this category since such one-time
start-up costs will not appreciably affect the level of

program service.

Program Related Costs: The purpose of this section is to identify

costs that are directly related to the costs of performing a program

but that are not included in the actual program request. A1l grants

having similar or jdentical objectives to those of the program should
be included in this section.

A description of all Capital Improvements requested for the 1972-73
fiscal year which will be needed for continuation or expansion of the
program should be given. Include an estimate of the Capital Improve-

ments costs.

Comp1et1an of this section will be useful in identifying the total
financial effort the state is making toward accomplishment of a

particular' objective.

Note: All requests for Grants, Refunds or Distributions must also

be shawn an Budget Form 10.

Progi-am Description: Briefly define the program. Describe size,

scope, the nature of the service. provided, and identify the recipients
of the service.

Program Cost Justification: If no increases are necessary for the

continuing operation of the program, a statement to that effect should
be included. A clear and concise explanation and Just1F1cat1on of

need should be given for any costs that are shown in the program change
analysis. An effort should be made to relate information provided in
the Program Cost Justification to changes in program service projected
in the Program Performance Measures identified on Form 5,
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A-11

PROGRAM GOAL, OBJECTIVE STATEMENTS, AND
ANT . CIPATED ACCOMPLISHMENTS

FORM 5

Goal Statement for Program: A goal is a general descriptive statement
concerning the overall purpose or aim of a program (section). This
goal statement is the same or similar to the one you have stated for

your FY 72 Evaluation Design.

ot

IT. Objective Statements: An objective is a descriptive statement con-
cerning the specific activities to be accomplished during the proposed
budget period. You will want to indicate the activities that your
section plans to engage in during the budget period by a process objective
which will usually indicate:

(1) the section responsible for the activity,

(2) the activity to be engaged in,

(3) the duration of activity or the date of completion, and
(4) the outcome or tangible product of the activity.

Further, some sections may be able to relate their process objectives
tc a ckange of behav1ar in some target group W1th1n the state If S0,

is “intended to effect. A behavioral obgecf1ve will usua11y 1nd1cate

(1) the target group (such as students, administrators,

, teachers, etc.); ,

(2) the behavior expected (such as knowledge, attitudes,
skills, etc.);

(3) the content (reading, science, administration, finance,
etc.); and

(4) the time necessary to achieve the behavioral change.

Remember, that all sections will not be able to relate their activities
to a behavioral change. However, if we are o be accountable at the
state level, we will need to show the relationships of our activities
to the behavior of target groups within the state.

Anticipated Accomp]1shments In this section you will want to indicate
the evaluation criteria that will indicate the accomplishments of the
stated process and/or behavioral objective. (This may indicate a number
of things accomplished or behaV1araT proficiency to be attained.)

—i
et
It

IV. Projected Needs: A need is a differential between a situation as it is
and as it should be. In order to give the Legislature some indication of
what we are able to accomplish as compared to what realistically we should
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PROGRAM GOAL, OBJECTIVE STATEMENTS, AND
ANTICIPATED ACCOMPLISHMENTS (Cont.)

be doing, indicate the difference between your goal and your present
accomplishments. (Example: Only 40% of all school districts in
Missouri provide services for physically handicapped children as
required by law.)
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PERSONAL SERVICE DETAIL
FORM 6

Realting jrom left to right:

B.

Positions By Job Classification Title: Each position will be Tisted by
job title, classification code number, and total of such positions 1in
each pay bracket, without Fegard to ‘'the funding source. Positions will

be grouped within each program in the following order:

1. Existing positions: This category includes all authorized
positions including both full and part-time employees..

Extraordinary Costs - Project Employees: ATl emp]ayees
needed on a temparary or seasonal basis to work in a
particular program project will be listed under this
heading.

™2

3. New pos1t1@ns - workload change: New positions requested
to meet an increase in the anticipated workload of the
program will be shown under this heading.

4. New positions - new and changed services: Show new positions
that will be needed to provide either new or changed program
services under this heading.

Classification Code No: Classification Code number of each position
shUUTd agree w1th the PDSTt1Dﬂ Cade on the department 5 PerscnnET PrGFTTe

by the Ass1stant Camm1551oners

No. Of Empl. Full-Time Equiv: Number of full=-time equivalency for FY 1972
(1977-72). .

June Rate 1972: Enter the aggregate amount of funds for each position(s).

No Of Empl. Full-Time Equiv: Number of full-time equivalency achcrized
for FY 73 (1972-73).

Estimated Expend1ture419?§4J973 This amount for each position(s)

is based upon the approved salary for each individual, then totaled
for the position(s).
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June Rate 1973:

A-15

PERSONAL SERVICE DETAIL (Cont.)
FORM 6

This aggregate amount for each position(s) is the actual

vate to be paid in June, 1973, and may be the same as the previous column.

No. Of Empl. Full-Time Equiv: Enter the number being requested for FY 1974,

Request 1973-1974: Enter the aggregate amount of funds for requested
position(s). (Use increase of 5.0% as suggested by the Wage Price Freeze
Board or other amount if so justified.)

No. OF Empl. Full-Time Equiv: Leave blank.

Governor Recommends: Leave blank.
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PERSONNEL REQUEST
FORM 6A
Existing position information is maintained by the Personnel and Budget
Flanning Section. Therefore, use Form 6A to request additional authorized
cusitions. Additional position requests must be the result of workload
ncireases or new and changed services. Justification data for these additions
s111 have to be provided. |

Reductions in existing positions must be explained.
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A-19

EQUIPMENT PURCHASE AND REPAIR

FORM 7

Equipment Items should be broken out in the following categories for your
1973-74 Request: (1) Purchase and Repair to Continue Present Level of Service,
(2) Work Load Increase, and (3) New and Changed Service.

It 1s not necessary to indicate items for Expenditure 1971-72 or Appro-
priation 1972-1973. Show only dollar total amounts for these two columns :

Items being requested for the 1973-74 Budget should be coded as follows:

NEW OR REPLACEMENT

‘Code Number Account Titles
100 Agricultural Equipment
101 Passenger Cars
102 Other Motor Vehicle Equipment
103 Educational and Recreational Equipment
. 104 Household Equipment
i 105 O0ffice Equipment
106 Medical and Laboratory Equipment
. © 107 Food Service and Laundry Equipment
! 108 General Plant and Maintenance Equipment
109 Construction Equipment
; 110 Technical and Special Equipment
H
i REPAIR
|
g Code Number Account Titles
i 250 Repair to Agricultural Equipment
253 Repair to Educational and Recreational Equipment
254 Repair to Household Equipment
255 Repair to Office Equipment
256 Repair to Medical and Laboratory Equipment
257 Repair to Food Service and Laundry Equipment
258 Repair to General Plant and Maintenance Equipment
259 Repair to Construction Equipment

260 Repair to Technical and Special Equipment
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OPERATION DETAIL
FORM 9

Colurme ehould read as follows:

PLANNED

SUB-CLASSES | EXPENDITURE | EXPENDITURE | EXPENDITURE | REQUEST GOVERNOR

1970-71 1971-72 1972-73 1973-74 | RECOMMENDS

Space has been provided for all objects of expenditure classifications as
now utilized by the State Comptrcller. Most programs will not have need for
all of the classifications and such classifications should be disregarded.

A description of where items should be classified is as follows per the State

Comptroller's 0ffice.

300 Technical gqjﬁSpecﬁa] Fees
Includes payments for services of attorneys when permissible
yndey Missouri statutes, consultants, doctors, dentists,
veterinarians, specialists and others compensated on a fee .
or contractual basis, except any such payments which are made
for services as an employee; stipends for employee training.
It excludes any such payments for services in connection with
the acquisition, alteration, construction, or repair of land,
structures, equipment or other capital assets.

310-311 QOperation and Repair of State-Owned Motor Vehicles
IncTudes gasoline, oil, grease, washing, ‘polishing, tcw1ng,
antifreeze, and other items incident to the operation, main-
tenance, and repair of State-owned automobiles, trucks, tractors
(including farm tractors), airplanes, seifsprapé11ed mctcr vehicles
and auxiliary equipment attached thereto, such as radios, trailers
and tractor-drawn implements. Other equipment, such as fire-fighting,
paint spraying, pneumatic hammer must be permanently secured to
either the self-propelled or the auxiliary equipment before repair
to such is applicable.

318-319 Travel: Instate and Outstate
IncTudes all allowable costs incident to trave? on official bus1ness
(see "State of Missouri, Office of Comptroller, Regulations for the




g

320-321

330

340

d- 360

370-373

A-22

OPERATION DETAIL (Cont.)

FORM 9

guidance of Officials and Emp1ayees of the State of Missouri While
Traveling on Official Business").

Communications

Includes the transmission of niessages from place to place such as:
charges for telegraph, teiephone and teletype service; letter
postage; rental of post office boxes, postage meter machines,
mailing machines, and teletype equipment; contractual messenger
service; switchboard and service charge; telephone installation
costs.

Food

IncTudes animals, fish or fowl acquired for immediate slaughter, meats,
vegetables, beverages and other food for human consumption; cost of
transportation assignable to food.

Fuel and Utilities

TncTudes all substances purchased for heating or for generating
power (such as natural gas, coal, coke, charcoal, oil and wood),
freight or hauling costs assignable to such substances, and light,
heat power, and water when furnished by utilities.

Expendable Supplies and Materials

Includes all commodities, supplies, and materials not elsewhere
classified which are ordinarily consumed or expended within a

short period of time; items of small value which are more feasible

to replace than to repair, supplies and materials used for vocational
education or occupational therapy; supplies and materials which are
converted in the process of manufacturers into articles held primarily
for sale to other agencies or individuals. (Agencies which use
supplies and materials for education, therapy, or manufacturing must
certify to the Comptroller on the purchase requisition, departmental
direct order, ahd the vendor's invoice those materials which are to
be used for these purposes.) Examples of expendable supplies and
materials are: stationery, paper, newspapers, clothing, drugs,
buckets, tableware, baskets, dust pans, hand staplers, brooms, keys,
and household supplies.

Dperah1nq ContractuaT 5&rv1ces

express or 1mp11ed contract; exc1ud1ng contracts for specific
projects, such as painting or reroofing. The services may consist
of Tabor together with the use of equipment, or labor together with
materials furnished in the performance of such service. Examples
are: equipment service contracts; occasional rental of equipment
(not for repair or construction of assets); transportation of things
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OPERATION DETAIL (Cont.)

FORM G

when not otherwise assignable; printing reports; pamphlets and
publications. Excludes services for construction, alterations
or repair of capital assets.

Grants, Allowances, and Contributions .
Tncludes Teacher Retirement, State Retirement, and OASI. Do not
include grants to LEA's as this amount is included on Form 10.

Operating Fixed Charyes

Includes relative fixed rentals or royalties paid for the use of
land, structures, and machinery and equipment; membership and
association fees; insurance premiums and cost of surety bonds.

A-23
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GRANTS, REFUNDS OR DISTRIBUTIONS
TO INDIVIDUALS, INSTITUTIONS, OR LOCAL GOVERNMENTS
(FLOW THRU FUNDS)

FORM 10

Budget Form 10 will be completed by each section requesting funds for

direct distribution to local units of government, school districts, or for

grants.

A,

Source of Funds: Specify fund source in space provided.

Expenditure 1971-1972: Amount expended for FY 1972.

L8]

Planned Expenditure 1972-1973: Estimated amount to be expended in FY 1973.

Agency Request 1973-1974: Amount requested or to be appropriated.

Governor Recommends: Leave blank.

Projected Expenditure: Estimate in 1ight of current needs and/or proposed
Tegislation. '

Justification Narrative: A brief justification should be written for each
request, describing its nature, proposed accomplishments, and appropriate
statutory provisions if known,
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OPERATIONS PLANNING AND REPORTING DOCUMENT



MISSOURI STATE DEPARTMENT OF EDUCATION
OPERATIONS PLANNING AND REPORTING DOCUMENT

[ ] Operations and Evaluation

E MDH‘] tori ng REDDT’t
E:]Mgﬂitaring Report

[ ] Monitoring Report

E:]Eva1uatﬁaﬂ Report (Due June 1)

Section_

#1 (Due
#2 (Due

#3 (Due

FISCAL YEAR____

Planning (Due August 1)
October 1)
January 1)

April 1)

Division

B-1
Form A

A. Program Goal Statement(s):

APPROVALS:

3 - e
. - Director

~Coordinator T Asst. Commissioner



ol
[l

Le0§

13507 paleWwLlsy :£4eSS8YN SB24N0SIY

{3A13280q0 133w 0] [e1JU3SS3 PBJSPLSUOD JUBWBADLYDE ka_#m}még

TRLABT LAY UOLIeN | RAT

:uoLienj[eaj 4ol papaspy eleg

(A3LAL300 Wwoul 3{nsad 03 32npoud 3qibue])

rawodyng |

(uot3o|duiod jo B3Bp fA2iAL3OR 4O uoLjedng)

=N

(butysiy A3LAL10y 01 Jasay)

tA3LAL30Y

{£1LAL130 40§ 3jqLsuodsad 331440 J40 uos.ag)

DsuuosAay
an1328lgp 5532044

14003y Q]

UB[4 Hd0M ‘9

{38w 8q 03 AdUaLDL4ap A0 pasu buiisixy)

200 9N
TR

et A e s A B

[1dod43d any

‘pesly g

Tz 3A11030G0_S33904d

R Ta T

O
-RIC
e

|
|
|
;



. | (pautelje aq 01 AousLoitlodd |R4OLARY3Q JO [3A37)

1RL4DILAY uoLlen|eA]

1e3eQ 40 IIUNOS IUOLYBN | BAT JOY tmﬁmmz Bl1R(]
L_ {3bueyd JoLARY3q AABLYIL 01 AUPSSIIaU Buil])

T _ 1wl |
|
(*218 ‘@oueuij “Suruuejd ‘uotleslsiuiLwpe “LHulpesy) ,
- |
| | |
i (1 ) :3U8U0] |
ﬁ _ _ | {"233 °|iLys ﬁm@:m:g apnilije ‘aseadoul abpa|mouy) m
| I |

L, :pa1239dx3 JoLARYDG |

{319 °SJudL|D> *S48Yyv2s] ‘S401RJISLULWPE S3U3PMS) 1

zdnoay 38bde] |

a - : ant1aalqq F@_L@>m:mm
a40day 4 ueld A40M "3

£ 3n11090QgQ $S3D0.g 404

1N3WND0T 9NT1H043Y ONY i SHDTLE3d0 : 9A1359(qgD |RJOLARYDG
1 EMIRAT £0 1S ] # B0

AruiToxt provi



b

|

B-4

OPERATIONS PLANNING AND REPORTING DOCUMENT
I.  INTRODUCTION

Ihe Operations Planning and Reporting Document is comprised of multiple
forms Jesigned to serve several purposes with a minimum of repetition and
unnecessary clerical work. The document serves -the following functions in
the P/B/E Cycle:

A. Provides a form for communication of goals and objectives of
each section,

B. Provides a form for communication of annual operational plans
of each section's program,

C. Provides a form for communication of the plan for evaluation of
each section's program,

D. Provides a format for periodic reporting of progress in each
section's program, and

E. Provides a format for the final eva]uat1an report at the conclusion
of the program year.

IT. DOCUMENTS PREPARED

The following sequence of steps explains the use of the document in the

planning, evaluating and reporting process:

A. Operations Planning

During the month of July each section will plan the operation of its
program for the current fiscal year based upon actual budget appropriations.
This planning will include delineation of goals, existing needs, and objectives
planned to meet the needs. The design for evaluation of the program will also
be planned. This will be documented by completing Form A and Parts B, C, and E

of the Worksheets. Four xerox copies of each worksheet will be made for future
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use, and the original submitted to the Coordinator before August 1.

B. Monitoring Report #1

During the month of September eacﬁ section will prepare a brief report
of progress made and ﬁrDbTems-encauntered relative to each abjectivei- This
report will be typed in the spaces labeled D and F on one set of the worksheets
xeroxed earlier. A coversheet will be marked to indicate Monitoring Report #1,
attached to the worksheets containing the report, and the report submitted to

the Coordinator before October 1.

C. Monitoring Report #2

During the month of December each section will prepare a brief report of
progress relative to each objective for the first half of the fiscal year. The
report is submitted on a second set of the xeroxed worksheets. A coversheet
(Form A) will be marked to indicate Monitoring Report #2 and submitted with

the report to the Coordinator before January 1.

D. Monitoring Report #3

During the month of March each section will prepare a third Monitoring

.Report of progress up to that time. This report will be similarly prepared

E. Evaluation Report

In May each section will prepare a Program Evaluation Report using the

fourth copy of the Operations Planning and Reporting Document. Achievement



t of each objective should be reported, with supporti:.
Copies of this report will be sent to the Coovdinui.:

Pt . Ll

. .wioner, and Associate Cormissioner before June 1.

{JSE OF PROCESS OBJECTIVES AND BEHAVIORAL OBJECTIVES

i ion purposes it s convenient to think of the responsibiliiy
the o oeciooe i two related phases: (1) the administrative procedur s
Wb - - onection; and (2) results of these procedures in the behavior
. ouevs, administrators, or other parts of the educational
aipation should occur in both these phases. Evaluation o
wzzdures should provide information relative to personne:
:we of resources, and similar administrative concerns.
“eit or personnel behavior should indicate effectiveness of
Svam in terms of whether it results in a desired babs
. =nce of these two types of evaluation is the basic 1.

5 UObjectives and Behavioral Objectives in this evalual:. .

o the department plans and implements administrative pue-

il

.t its program. These plans can be expressed in Leiui:
@S Dut1iﬁed in Part C of the Operations Planning and Roiooiing
objectives are used in planning and evaluation of adiini.i. .-
vive poocror wihich do not relate directly to learning or other behavior in
Dondents v othoer persons.  (See Example, Appendix D.)
[t oo o f some sections within the department provides learning exper-
fences Lo osiydents or other persons. For program evaluation these sections may

wad bo ot hieds . in addition to Process Objectives, one or more Behavioral
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Objectives (Part E) to specify the type and degree of behavior expected. Thus,
one or more Process Objectives may be associated with one or more Eehavioral
Objectives, and taken t-gether, the set defines both the process and the antici-
pated resulting behavior, (Example, Appendix D). It should be emphasized

that each section will describe program procedures with the use of Process
Dbjectives; but only thuse sections which work with school personnel, students,
or other persons in instruction, consultation, counseling, or other roles may

be ab]e to use Behavioral Objectives.

IV. GUIDE FOR COMPLETION OF ITEMS

The following statements may serve as guides for completion of items in
the Operations Planning and Reporting Document. Refer to Appendix D for an

example of each item completed.*

A. Goal Statements: A goal statement is an expression of a long=-range purpose

of the section. It encompasses a broad area of the section's responsibility
but is precise enough to communicate the unique role of the section as

distinct from the roles of other sections in the department.

Need: A need is a differential between a situation as it is and as it

2

should be. The need statement defines that difference.

C. Work Plan:
Process Objective:
' Personnel: This item names the section or person(s) within
the section responsible for completion of the activity.

*Examples used in this gaide‘éféf%ér i1lustration only. They do .
not necessarily represent actual conditions. :
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Activity: This item specifies the process or activity

to be conducted in meeting the objective. In order to

g facilitate communication and minimize the possibility

" of misunderstanding when describing activities, the
terminology proposed in the Activity Listing (Appendix C)

£ should be used whenever possible.
Time: This item specifies the expected duration of the
4 activity or the expected date of its completion. Because
% of the annual cycles in which planning, budgeting, and
evaluation occur, the time should not extend beyond a
i ' one-year period. If the activity is to continue signi-
3 ficantly past the end of the fiscal year, the objective
i and evaluation plan should be related to that part of
the total plan which is to be- CDmp eted before the end
- of the fiscal year.

Outcome: At the conclusion of the activity a tangible
i product of some type should be available as evidence
% of completion. Examples of such an outcome may include
” production of a publication or other product, evaluation
reports of workshops held, a file of correspondence
received, or a memorandum submitted to the Coordinator
stating that an activity has been completed.

L

Data Needed for Evaluation: This itom lists the types of data or
information which will be needed to answer the question of whether
the objective is being achieved.

Evaluation Criteria: This item specifies the level of achievement
considered essential to successful completion of the objective.
Criteria may be stated in terms of action to be completed, deadline
dates to be met, or other measures of achievement.

Resources Necessary: Staff and other resources necessary for achieve-

ment of the objective are itemized. The cost of each resource is
estimated as accurately as possible.

D. Report: This item reports progress relative to tﬁe Process Objective.
Depending upon which report is being written, the item may report progress
up to some point ﬁh the program year (Monitoring Reports #1, 2, or 3); or
may report the status of progress toward the objective at the end of the
program year. The Forﬁ of the report is relatively unstructured, but it is

suggested that attention be given to progress made toward achievement
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of the objective and problems encountered which have impeded progress.
Other comments may also be included. Additional space is available on

the back of the sheet if needed.

Work Plan:

Behavioral Obje&tivea

Target Group: This item specifies the persons from

whom the behavior change is expected. They may be
students in school: but in other cases may be teachers,
bus drivers, clients, or others who are to learn new
information, attitudes, or physical or vocational skills.

Behavior Expected: This item indicates the type of
behavior to be expected. The behavior may be cognitive
in nature (i.e.: to be able to express new knowledge

or information); affective (a change in attitudes or
values); or psychophysical (to develop a new physical or
motor skill). .

Content: This delineates the area in which the

behavior is to be learned. For the student, the

content may be one of the academic areas; for the

school superintendent, it may be related to one of the
administrative functions; and for the bus driver,

content may he maintenance of the bus or safety precautions.

Time: This specifies the amount of time or date by
which the behavior is expected to be achieved.

Data Needed for Evaluation, and Source of Data: This item describes
what informaticn will be collected to show that the objective has
been met. It may consist of test scores to demonstrate krowledge

or attitude change. The data may result from information observation
or extensive surveys. Both the nature and source of data should be
indicated.

Evaluation Criteria: This indicates the minimal level of achievement
which will be accepted as an indication of successful achievement of

‘the objectives. It may be stated in terms of test scores, behavior

ratings, employment record, or other types of measures.




Report: This item reports progress whic uoas been made relative to the
Behavioral Objective. Depending upaﬁ which report is being written, the
item may report progress up to some point in the program year (Monitoring
Reports #1, 2, or 3); or may report the status of progress toward the
objective at the .end of the program year. The form of the report is not
highly structured, but it is suggested that attention be given to progress
made toward achievement of the Dbjeétive and problems encgunteﬁed which
have impeded progress. Other comments may also be included. Additional
space is available on the back of the sheet if needed. -

£
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APPENDIX C

ACTIVITY LISTING




ACTIVITY LISTING

MISSOURI STATE DEPARTMENT OF EDUCATION

Accounting

Auditing - fiscal

Auditing - program

Assessment

Application Processing

Accreditation

Apportionment

Budgetin

Gertification

is concerned with the activities of recording,
classifying, and summarizing the financial trans-
action of the department, division, or section
administration. ‘

is concerned with the activity of dividing appro-
priations of funds for certain purposes for a
certain period based upon a formula or established
procedure.

are the activities concerned with the examination
of records and documents for: (a) determining the
propriety of proposed or completed transactions;
(b) ascertaining whether all transactions have

been recorded properly; and (¢) determining whether
statements drawn from accounts reflect an accurate
picture of financial operations and status.

those activities associated with reviewing of
progress made toward stated objectives of a plan,
project or operation.

activities designed to measure the "status quo”
of a program or activity.

activities assuciated with the reviewing, processing
and disposition of applications either for reim-
bursement or approval of activities to be carried
out.

those activities concerned with recognizing an edu-

cational institution as maintaining standards set
forth by the State Board of Education.

those activities concerned with the payment and
record keeping of funds to school districts or other
agencies based upon a formula, approved application,
or other established procedure.

is the activity that develops a plan of financial
operation which contains an estimate of proposed
expenditures, for stated purposes, for a given perioi
of time, and the means of financing them.

those activities concerned with the licensing of
personnel to administer or teach in the public
schools of the state.



Counseling

Classification

tlerical

liissemination

liata Procescing

lata Collection

tvaluation

Food Distri bljlftj on

in-Service Education

Instruction

| iaison

Monitoring

those activities designed to provide assistance
and advice to others ‘in administration and/or
instruction. Consulting is advisory in nature
and not regulatory. ’

those activities offering advisement and direction
directly to the client. '

refers to the accreditation activities concerned
with placing a school district in the categories
of: Class AAA, Class AA, Class A or Unclassified.

typing, filing, etc.

activities designed to make available information
to various populations.

those activities concerned with the preparing of
data, designing of systems, programming and the
operation of the computer for users:

those activities concerned with the collection u!
raw data.

activities undertaken in an attempt to determine
the value and/or success of a program oy process.

those activities related to the ordering and
distribution of government commodities.

those activities that are designed to increase the
professional competency of members of the state
department staff. Examples are: attending work-
shops, meetings, conferences, and studying.

those activities in which state department of
education personnel come into direct contact
with the Tearner. :

those activities designed to maintain educational
reference material.

those activities designed to assist in the devel-
opment or passage of legistation.

those activities in which members of the state
department staff represent the department to oul-
side persons, groups, or agencies.

those supervisory activities that review oii a con-
tinuous basis the program and fiscal operations of
an approved application. ’



Mzintenance : those activities concerned with general housekec, i .
such as stocking, gr@undkepang, custodialy pla,
operation, etc.

Mailing : activities concerned with the preparation and
sending of items by mail.

Fayroll those activities concerned with Tisting individue
employees, with amounts due for services rendeicd
during a specified tine.

Feirsonnel those activities concerned with recruitment and
welfare of employees.

Panning ~ those department activities concerned with (1) i .

tifying problems, (2) analyzing the probliems,
(3) determining alternate solutions, (4) select
a solution, and (5) developing a p?aﬁf

those activities concerned with a written reques:
to a vendor to provide material or services at a
price set forth (does not include requisitioning.

Fuichasing

Fointing, those activities normally carried out in a print
shop to reproduce forms, publications, and the
necessary binding.

“oi-lications “those activities associated with the writing,
designing, and set-up of materials to be repraduc
for dissemination.

cicy Development E those activities as SDC1ated with the deve1upmeni
of policy concerning department and program oper.

©.eiving/Shipping those activities associated with receiving incomii.
* goods and sending out prepared goods.

isitioning those activitie¥ by which an individual or sectics
within the department requests Supp11e% materiois.
or services.

Laorking those activities requived for the completion of
reports to another Tevel of department administyvavioc.
or other agency.

ciewing those activities designed to veview and approve

plans, documents, requests, etc. from a subordinet.
level, or other agency.




“tudent Services

those activities associated with special reses:.
and survey efforts to determine the facts. [Nai (i

Workshops

day-to-day data collection activities. (May in. il
data collection, data analysis, publication, aiul
dissemination.)

those services such as dormitory, health, foo:
recreation, etc. that are provided students when
the department has responsibility for instruction.

those activities concerned with the development i
implementation of workshops, training sessions,
conferences, directed by the department.



APPENDIX D

SAMPLE: OPERATIONS PLANNING AND REPORTING DOCUMENT

[



D-
Form A

UCATION

MISSQURI STATE DEPARTMENT OF ED
MG DOCUMENT

OPERATIONS PLANNING AND REPORTIN
FISCAL YEAR 7973

[ ] sperations and Evaluation Planning (Due August 1)
{¥] 'onitoring Report #1 (Due October 1)

]
L

"] Honitoring Report #2 (Due January 1)

[ "] roni toring Report #3 (Due April 1)

[} kvaluation Report (Due June 1)

cection Division__

Program Goal Statement(s):

1. 7o facilitate the best possible educational opportunities for all
handicapped children of Missourt.

APPROYALS :

T Director ~ Coordinator Asst. Commissioner
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