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	At A Glance

This box is intended to display key facts that can help readers quickly understand the agency and its environment. Avoid lengthy sentences or paragraphs. Assume that they will read the rest of the profile, and so avoid repeating information from other sections.

Format Instructions: This box is a table so it will resize with the text. The table should have the following properties: right table alignment; text wrap around; column width of 3.25”.

(See the budget web site for more help in completing this box.)



Agency Purpose
T

he information in this section should help readers understand the unique public purpose that your agency serves. For most agencies, this is best accomplished by providing a brief description of the mission of the agency. If appropriate and relevant, please provide a statutory citation.

Format Instructions: The first letter of the paragraph should be a drop cap. To modify it, double click the “T” and type in the appropriate capital letter of the first word of your first sentence.

· The arrow bullet is used for complete sentences only. Use the diamond bullet for lists that are a series of dependent clauses.

· If you’re unclear on how to apply styles to text, use office assistant/on-line help and search on styles.

Core Functions
This section should answer the question, “What does your agency do?”

Please provide a concise description of the programs or activities that represent a significant portion of your agency’s efforts. The information should be summarized and presented at a fairly high level, and should not be a list of individual activities and programs. Help the readers understand the broad outlines of your agency’s work. Does your agency deliver services directly to the public? To individuals, to local units of government, or to non-profits? Is your agency primarily regulatory or administrative?

Operations
This section should answer the question, “How does your agency do what it does?”

Discuss whom the agency directly affects or serves (e.g., individuals, institutions, business, the environment), and how services are delivered.

Key Goals

Identify a broader goal or goals that the agency supports. This should likely come from one of the following:

· Minnesota Milestones statewide goals—note the specific goal that the activity supports (http://server.admin.state.mn.us/mm/goal.html)

· Agency strategic goals—include reference or link to agency strategic plan if applicable

· Other statewide goals—indicate goal and include any relevant links or context for the goal

Key Measures

How effective are the services?  How is success measured?

Agencies should include one to three key measures of the effectiveness of their operations. These measures should be quantifiable, and logically and directly related to the agency’s programs, objectives, strategies and functions. Small agencies may include performance information in the “At a Glance” box, use this section to describe performance data, or use a combination of the two. Agencies should work with their EBO to determine the most useful placement and format for displaying performance measures.

Budget
This section should answer the question, “How are your agency’s activities financed?”  Specifically, please include a description of the major funding source(s) and amounts for your agency, using FY2008-09 appropriations. Also include the number of FTE for your agency from all funding sources, using 3rd quarter FTE figures. If data from another time period is more relevant, please be sure to note that the data is “as of” another date. 

Focus on providing context for readers, rather than specific data that will need frequent updating. As an example, you may want to say that approximately 90 percent of your agency’s funding comes from the general fund, with the other 10 percent from federal funds. If you do use specific numbers, please round them to the nearest hundred thousand. Remember, the more specific information will be available in the fiscal display for the budget. 
	Contact

Include a primary contact, preferably a general one rather than a specific name. Links to the agency’s web site and any other supplemental information may also be useful. 

Example:

Office of the Commissioner:  651-xxx-xxxx

www.finance.state.mn.us
Format Instructions:  This box is located at the bottom of the document and is set up as a table with the following properties: centered; do not auto resize; column with of 5.8”.
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