Guidelines for Writing up your Results

Remember that the purpose of the Governing for Results database is two fold:

1. A forum for agencies to share improvements with each other, and 

2. A vehicle for getting the word out to the public about our continuous improvement efforts.

Your write-ups should make it easy for people who do not know your agency to understand the problem and what you did about it.  If you follow these guidelines, you will end up with write-ups that are engaging and, therefore, read more often.

Write the Project Title as a HEADLINE

Think of the project title as the HEADLINE for a press release about your project.  Along with the name of the Lead Agency, the headline is the only thing that the public sees in the drop down list of projects that greets them on entry to the site.  As such, it should draw you in and give you a snapshot of the story.  We recommend that you begin your headline with a VERB ending in “-ing” so that the title is as descriptive as possible.

“Reducing the Cost of Vaccination Insurance”  - Department of Health

“Simplifying Tax Filing for Small Businesses” – Department of Revenue

“Reducing Time-Loss Costs at Fircrest School” - DSHS

These examples are much more dynamic and engaging than:

“Vaccine insurance project,” “Tax filing on the web,” or “Claims Cost Reduction Effort.”

When the projects are listed on the public site, the lead agency is also listed, so there is no need to include the agency name in the headline.  

List the Counties who have residents affected by your efforts

Take the time to identify the people who are impacted by the work you did – remember that the public will be able to search the database on their county.  For projects that impact all counties, select “statewide.”  Purely administrative projects, whose impact may not be known by any citizens, can select N/A.

Use Active Voice to describe the Problem and the Solution

This is your opportunity to explain the problem you faced, why you decided to do something about it, and what you did.  You’re telling a STORY, so make it easy for people who don’t know the issues to understand who did what.  Instead of “A survey was sent to all supervisory staff,” say, “The Human Resources manager sent a survey to all supervisory staff.”  Instead of “A Web-based application was installed,” say, “The Information Services team developed a Web-based application.”  Writing this way not only gives credit where it is due, but helps the reader understand how the project happened.

Each Results bullet must include an objectively verifiable result

You have up to five bullets at your disposal to use to communicate the tangible, objectively verifiable results you achieved.  As such, each bullet should convey “information,” not “opinions.”  Examples of “don’ts”:

1. Vastly improved customer service  (according to who?)

2. Identified new resources to assist clients  (such as?)

3. Improved communication and coordination among staff  (how do you know?)

4. Reduced risk of unwanted pregnancies  (how much?)

5. Increased quality of life for clients (how?)

This is the place to use your before and after measures, or to use quotes from satisfied customers:

1. “Revenue’s new Web site makes it much easier for me to file on time.”

2. Increased percentage of relocated clients by 23% annually.

3. Eliminated filing fees of $120 per customer, for a total savings of $34,000 per month.

Attach a picture, chart, graph or other visual aid

What grabs your eye - USA Today or the Wall Street Journal?  A picture IS worth a thousand words, and the effort you make to get a photograph (preferably on the job or in the field) will greatly humanize your project, and make it more relevant for the audience.  Charts and graphs are much more effective than text or bullets in conveying trends and savings.

Make the graph as readable as possible

The graphs will end up about 2 inches by 3 inches in size, and so it is important that you keep the graph as simple as possible when you create them.  Fonts will shrink if you try to add lots of words to the graph, and will not be readable.  Here are suggestions to keep your graphs effective and readable:

· Do not use “three dimension” bars with shading.

· Make sure the “legend” is not using up valuable graph space.  You can put it on a line under the graph, or move it into the white space in the chart instead of having it in the default position on the right side.  If you label your bars, you might be able to eliminate the legend altogether

· On your horizontal and vertical axes, keep the number of divisions low.  For example, if your scale is 0 to $1,000,000, you could have divisions every $250,000, instead of every $100,000.  I recommend 4 - 6 divisions at the most.

· Don’t label the axes if the scale is obvious.  For instance, if the bottom scale is 1998, 1999, 2000, 2001, 2002, you don’t need a label on the axis that says “years.”

· Limit the title of the graph to one line, esp. if you have a label on the horizontal axis.  The more lines you add to the title, the smaller each line will get, and the harder it will be to read them.

I strongly recommend that you PREVIEW the page before you submit it so you can see how it actually will look on the web.  That will allow you to go back and change the font sizes on your chart or graph to make it work.

Calculating Financial Savings or Staff Time Savings

For the purposes of calculating financial savings, or revenue generated, your budget officer or accountant might be a good resource to help ensure that the savings you report are supportable with data.  For purposes of reporting in this application, you may only report SAVINGS if the improvements you made meant that the agency was able to spend less than the amount of money that had been budgeted for the original process before the improvement was made.

Example of Financial Savings: An agency might pay the Department of Information Services to maintain a database, and might be charged by the number of files saved or accessed per month.  As a result, the agency has built a budget providing for a certain monthly amount to be spent for that service.  If the agency finds a way to reduce that bill, by eliminating files saved or accessed, or by finding a less expensive way to get the same service, that would constitute a real savings – money has now been freed up for other purposes. 

Example of Staff Time Savings: A team finds a way to shorten the time required for staff to process an application, so that the processing takes 12 minutes instead of 42 minutes, for a net savings of 30 minutes per application.  Since the staff person normally processes 450 applications in a year, that constitutes a savings of 225 hours per staff person.

