



Draft - Strategic Plan Reporting 

Summary Memo
August 22, 2012
Seattle City Light is committed to delivering the revenue enhancement and cost savings initiatives set forth in the 6-year Strategic Plan. To facilitate this, City Light’s Financial Services Business Unit developed a work plan. It contains a timeline, tools and performance metrics to ensure that the progress and delivery of the Strategic Plan initiatives are monitored and reported. Provided below are the general guidelines of this process. 
Process Overview

The process for measuring initiative progress will commence at the beginning of 2013. There are a handful of development steps that need to be completed prior to entering the measurement period, including the completion of initiative templates which will be used to measure the status and progress towards delivering initiatives in 2013.  A detailed timeline can be found in Appendix A “Initiative Timeline.”

The following macro steps require completion before year-end: coordinating a review of the initial work plan and tools with management, a review of the completed materials with City Light management, and a review of the work plan and reporting tools with the Council.  The proposed completion dates for these and related steps are provided in the table below.

	Work Plan Milestone
	Due Date

	ETeam Reviews Work Plan and Reporting Tools
	August 15th

	Completion of Initiative Templates by Owners
	September 19th

	SP Reporting Team Reviews Each Template with Owner
	September 28th

	Citizen Review Panel Reviews Work Plan and Reporting Tools
	November 16th

	City Council Reviews Work Plan and Reporting Tools
	November 30th


Work Plan Milestones August 15th through October 25th
After the ETeam has reviewed the work plan, schedule and reporting tools, initiative templates will need to be completely filled out and returned to Corporate Performance by September 19th as described in the following section.  

To assist with this effort, a Strategic Plan Reporting Team has been established that will meet with each business unit to begin the process of filling out the templates.  This team consists of representatives from Corporate Performance, Budget, Human Resources, and Information Technology.

In addition, team members will meet with each initiative owner as needed to ensure that the templates are consistent with the goals of the strategic plan, the information needed to monitor and track progress is complete, and the criteria outlined in these guidelines can be met. If a submitted template fails to reflect any of the requirements, the owner will be required to make necessary revisions.
Reporting

A key element of the development phase is creating a standardized reporting format. A template has been devised to facilitate a consistent and measured reporting process. Each initiative in the strategic plan must have at least one completed template on file. Initiatives that include costs with offsets for savings or revenue enhancements should have two completed templates, one that lists the associated costs and a separate template for the offset. The Efficiency Initiative and the Information Technology Roadmap will have multiple templates with one completed for each project included.
For the planned reporting to demonstrate the progress of the Strategic Plan initiatives, as a general requirement the metrics to be tracked need to meet the following criteria:
· Quantifiable -  Measure empirical data; 
· Verifiable - Use data and targets that can be validated by an independent third party; and
· Tangible - Demonstrate real progress.
It is the responsibility of each initiative owner and the business unit officer to complete and submit the templates on time to meet the workplan schedule. The template along with an example of a completed template can be found in Appendix B “Initiative Template”. Informative guidelines for completing the templates can found in Appendix C “Initiative Template Guidelines”.
The information in the individual templates will be summarized into an overall report. The report will reflect a monthly tracking of expected vs. actual achievement of the initiative objective. This report will be published to internal and external stakeholders on a monthly basis. See Appendix D for a copy of the “Monthly Initiative Progress Report”.
Additional questions relating to these guidelines can be directed to Jeff Bishop, Chief Financial Officer, or to Carol Butler, Corporate Performance Director.
