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Chief Administrative Officer Address
Welcome to the 17th Edition of our Business Planning Guidebook.
This guidebook explains our Business Planning process, a structured method of assisting Council with the
difficult task of resource allocation. This is an increasingly challenging undertaking in an era of decreased
resources from senior governments and the expectations of customers and citizens in a growing
community. Council’s concern for the amount of the tax increase has resulted in adjustments to the
Financial Plan Guidelines. Looking for efficiencies in the way we do business has never been more
important.
It has been our practice to prepare detailed business plans for Council in the first year of a mandate and
in the two subsequent years, provide addendums highlighting the changes to the base business plans.
We will continue with this process and will make the written material available to Council at least two
weeks in advance of the deliberations.
Our regular practice of holding all budget deliberations in open public meetings will continue to lend
transparency to the process. Last year we held a public Q&A session that was streamed live online and
took questions via social media, email and in person. The session went very well and will likely be
repeated. This is one example of how our process needs to continue to evolve to meet changing needs.
Accountability is strengthened with SEE-IT, our online performance measurement and reporting tool.
Departments should ensure their scorecards are up-to-date and contain information that will help Council
and citizens to better understand our business and our progress.
Departments will be aware of Council-raised issues that relate to their departments, and should consider
these in the development of their business plans, respecting the criteria for establishing priorities that are
outlined on Page 23, and recognizing that capacity is needed for opportunities or issues that might be
discovered throughout the year.
Council has identified the following priority focus areas from their Corporate Strategic Plan for staff to
include in the development of the 2014-2018 workplans:

Economic Development and local, high-value jobs

Smart Managed Growth and innovative technologies/infrastructure

Transportation
Priorities from a corporate perspective that need to be addressed in 2014-2018 workplans are:

Customer Service

Efficiencies and Effectiveness
My thanks to the Business Planning Committee and department staff for their efforts in making this
system work so well within our organization.

Jim (J.L.) Rule
Chief Administrative Officer
Business Planning Guidebook 17th Edition 2014-2018 – June 2013
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Introduction from the Business Planning Committee
Important 2013 Dates
Capital Requests
Information Technology Requests
Budget Changes
SEE-IT Scorecards
Draft Business Plan
Final Business Plan
Corporate Management Team
(CMT) Presentation
Council Presentation

Friday, August 16
Friday, August 16
Monday, September 16
Friday, September 27
Friday, September 27
Wednesday, October 16
Tuesday, November 5
Wednesday, November 6
Thursday, November 7
Monday, December 9
Tuesday, December 10

Submit to Trevor Thompson
Submit to Christina Crabtree
No changes after this date
Submit to Cindy Dale
Electronic copy only
Electronic copy only
Subject to change, see
Intranet in September

The Intranet is Your One-Stop Shop for Business Planning.
Find the link on the left pane of the Intranet. Under Business Planning Documents, departments can
access templates and resources. Under Business Planning Folders, departments can access the common
folders, where they should keep their working and final copies of their plans and presentations. The
calendar of important dates is also located in this section.
We have been using a Business Planning framework in Maple Ridge for many years. The framework
reflects our commitment to excellence in service delivery and value for money. Some of the key things to
note for this planning cycle:
1. All departments will be required to do only a Business Planning addendum this year, but may
find it helpful to do a full Business Plan first. You will find templates on the Intranet. The
example on Page 32 demonstrates very clearly the sections outlined in the Business Plan
Template, however every department is unique and will need to adapt the template to fit their
specific service areas. Members of the Business Planning Committee are available to assist
departments in developing their Business Plans. (see last paragraph for Customer Service
enhancement!)
2. A Financial Plan is an integral part of your Business Plan. Your draft Business Plan submission
must include a complete Financial Plan obtained through the process of developing a budget
with your Finance department representative.
3. Performance measurement data will be published in the Annual Report and online in See-It.
Departments should review their See-It scorecards to ensure they are current and relevant.
4. As in previous years, Business Plan presentations to Council will be done at meetings open to
the public. The live-streamed public Q&A session last year was a success and will likely be
repeated, taking questions via Facebook and Twitter, email, phone and in person.
5. Council’s criteria to guide the establishment of priorities are specified on Page 23.

Business Planning Guidebook 17th Edition 2014-2018 – June 2013

4|P ag e o f 3 8

Introduction from the Business Planning Committee
6. Each departmental Business Plan should reference Capital and Information Technology
requests in your area; the projects must be fully costed (operating and replacement costs,
one-time setup, training, etc.).


All new Capital requests must be submitted using the Capital Works Program – Project
Proposal (Example on Page 25) by the due date to Trevor Thompson. Members of the
Capital Planning Committee are available to assist departments in developing their
Capital Works Program requests.



If you are requesting Information Technology projects you must also complete the Capital
Works Program Information Technology Project Proposal (Example on Page 29), to assist
in the project evaluation process (Page 24). Submissions are due by the above-noted date
to Christina Crabtree. Members of the Information Technology Steering Committee are
available to assist departments in developing their Project Proposal Statements for
proposed Information Technology projects or acquisitions.

7. The structure of the PowerPoint presentations to CMT and to Council will be determined by
CMT at a later date. A template will be available on the Intranet once the structure is
established.
A training session is available to employees or groups involved in developing business plans. If you
wish to arrange one in your area, please email or give me a call.
Your “customer experience” is very important to us. As a result, this year each department will receive
a customized template with much of the business plan content already populated, which should
significantly reduce the administrative effort for you, and enhance the format consistency for Council.
I would be pleased to hear your feedback on this customer enhancement.

Laura Benson
Manager of Sustainability & Corporate Planning
Chair, Business Planning Committee
Tel: 604-466-4338
lbenson@mapleridge.ca
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Frequently Asked Questions
1. What are Business Plans?
Business Plans are a way of communicating your department’s alignment to the overall corporate
strategic plan. They report on the achievement levels in the organization and identify:





Goals and objectives to be achieved by the department and the organization
The core businesses essential to departments and to the organization
How the department will distribute resources (human and financial)
Key performance measures to be achieved in departments and the organization

2. Why does the District of Maple Ridge complete Business Plans?
Business Plans provide a framework for decision-making by identifying areas for performance review,
amalgamation, dissolution, change, and alternative service delivery. Business Plans allow our
organization to be financially self-sufficient and in alignment with the Corporate Strategic Plan.
3. How do Business Plans fit with other corporate plans?
Essentially, the Corporate Strategic Plan sets the direction of the Business Plans and all other
organizational plans. Business Plans will identify specific people responsible for ensuring the goals of the
service area/department are met and this will be reflected in individual performance plans. The ultimate
goal is to develop a self-managed organization where everything we do is a cycle of continuous
improvement.
4. When are Business Plans typically done?
Departments usually begin working on their plans in June and must submit them by the end of
September.
5. Who completes Business Plans?
Currently, each service area completes a Business Plan. Council also requests Business Plans from
organizations that the District of Maple Ridge supports (e.g. Ridge Meadows Recycling). In the future,
Council may wish to expand this system to include community groups, Committees, and all organizations
that receive financial support from the District.
6. What is the Business Planning process?
Our business planning framework is a structured method of
assisting Council with the difficult task of resource
allocation. This is an increasingly challenging task in an
era of decreased resources from senior governments
and the expectations of customers and citizens in a
growing community.
The framework began its evolution in the late 90’s
when a Business Planning Steering Committee
was established to develop a formalized process
to link Council’s vision for the community to
budgets and work plans, and ensure a
consistent strategic direction. Committee
members included elected officials, senior
management, union officials, and frontline employees.
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Frequently Asked Questions
Service areas develop multi-year operating plans, which directly support the Corporate Strategic Plan.
This includes business evaluations with a 10% funding reduction scenario, forcing departments to look at
new ways to deliver services. The plans are presented in open sessions and public participation is
encouraged. Employees prepare individual performance plans linking their workplans to the department’s
objectives.
The cascading effect through all levels of the organization provides the strategic alignment critical to
achieving the community vision in the most effective and efficient manner.
The business planning process in place today is the result of continuous in-house development,
feedback, refinement, and improvement. The program’s longevity is a testament to its continued ability to
provide value to citizens, customers, Council, and staff.
7. Committee Roles
What is the role of the Business Planning Committee?
The Business Planning Committee provides advice on the Business Planning process, offers facilitation,
review of drafts, editing, consultation, and planning. The members of the Business Planning Committee
are available for advice and help to departments during the development of the Business Plans. In
addition, the Business Planning Committee is responsible for conducting process improvement reviews
and establishing performance measures/indicators.
What is the role of the Information Technology Steering Committee?
The Information Technology Steering Committee is an internal, cross-departmental Committee that
evaluates each proposed Information Technology project submitted by departments based upon
approved Information Technology assessment criteria, the degree to which each proposal meets the
business objectives of the Municipality and budget constraints.
What is the role of the Capital Planning Committee?
The Capital Planning Committee is an internal, cross-departmental Committee that evaluates capital
requests and recommends a capital program taking into account the corporate needs and fiscal
constraints. The capital program administration has been assigned to the Finance Department.
8. How are decisions made?
Criteria that Council may consider are outlined on Page 23. The steps in the overall process follow:
i. Departments prepare Business Plans in consultation with staff. The Business Plans are to include
incremental packages and 10% reduction packages supported by a solid business case. Staff
consultation should extend beyond the department to consider how other departments might be
affected by these submissions.
ii. The Business Plans are reviewed first by business planning staff and then by CMT and departments
present their plans to CMT. CMT discusses the Business Plans, the incremental packages, and the
reduction packages and makes decisions on which packages they will recommend to Council (and
which packages will not be recommended to Council). These decisions are based on ensuring that
the expenditures projected within the Business Plans do not exceed the resources available and
meet the guidelines of Council (Page 12).
iii. CMT submits the Business Plans to Council for public review. Council discusses the Business Plans
and budgets and once satisfactory, will adopt a Financial Plan Bylaw to enable the business plans.
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Frequently Asked Questions
iv. Council will be able to review our progress in relation to our Business Plan in several ways:

We will review our financial performance at least quarterly so that adjustments can be made to
reflect changing circumstances.

We will provide quarterly performance reports highlighting key achievements.

Performance measures will be available on See-IT and published in the Budget document as well
as the Annual Report.
9. How do I handle my Capital Program Requests?
The first step is to make a determination of whether your project request is “Capital” or “Operating?”
Generally, if you are buying an asset, or extending the life of an existing asset, that will be around for
several years, it is Capital. If you are doing general maintenance or buying something “consumable” that
will only last a couple of years, it is Operating. Both types of expenditures can be funded from general
revenue, or other sources of funding. The general direction in Section 486 of the Local Government Act is:
Capital Works

Expenditures for or in respect of capital projects and land, machinery or equipment necessary
for capital projects and extension or renewal of existing capital works

Results in an new or expanded infrastructure and/or added corporate asset value

Generally speaking, project represents a one-time project
Operating Items

Expenditures for or in respect of the maintenance (repair and rehabilitation) and operation of
existing infrastructure (land, machinery, equipment, services and facilities)

Generally speaking, activity represents an annual expenditure for ongoing operational support
Often, a Capital expenditure gives rise to an annual Operating cost. For example, purchasing a park
(Capital) would give rise to additional labour and other maintenance costs (Operating) that would need to
be built into the base operating budget. Similarly, the purchase of new computer equipment (Capital)
would also require an annual transfer to the Equipment Replacement Reserve (operating) so the
equipment can be replaced in the future. Therefore, it is essential that all incremental packages for
Capital items properly identify all resulting annual Operating costs that will occur. The Capital Works
Program Project Proposal Template is available on the Intranet under the Business Planning tab. This
should be submitted to Trevor Thompson, and an incremental package for Capital and for associated
Operating Costs should accompany the departmental Business Plan for submission to the Business
Planning Committee.
Reporting of Capital Project

CMT endorses a Capital Works project-reporting framework incorporating six guideline
principles. As a result, departments are asked to report Capital project progress as part of the
departmental quarterly reporting schedule. Information regarding the topic is presented in a
report entitled “Reporting - A Component of a Capital Management Process.” The report and
the reporting template developed for departmental use are available on the Intranet under
the Business Planning tab.
10. How do I handle my Information Technology requests?
Information technology projects are the technology component of the Capital Works Program and are
handled like any other capital project request. If your department is in need of new software or hardware
greater than $5,000 in value, the request should be included as an incremental package in the Business
Plan (as outlined in Section 7). A Capital Works Program – Project Proposal must be filled out (Example
on Page 25), or a Capital Works Program Information Technology Project Proposal (Example on Page 29)
must be filled out, to assist in the project evaluation process (Page 24).
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Frequently Asked Questions
Both of these must be sent to Trevor Thompson of the Capital Planning Committee to provide a
comparison of corporate needs and evaluation against other capital or information technology budget
priorities. The template for project preparation is available on the Intranet under the Business Planning
tab.
The Information Technology Steering Committee (ITSC) will meet to review and discuss all Information
Technology Capital Works Program Project Proposal Statements submitted for the year, and review
previous year’s submissions. The ITSC may prepare and present its own Business Plan on corporate
Information Technology priorities, which may, or may not, include proposed Capital Works Program
Project Proposal Statements. Departments will be advised if a project is supported. Projects not supported by the ITSC for the current year are still considered in the Capital Program in future years. Once a
project receives support from the ITSC, and is supported with appropriate funding, the project proponent
will need to develop a detailed business case using the Project Charter outline available on the Intranet.
11. How do we know if we are doing it right?
On a quarterly basis, each service area must provide updated performance indicators to Council. The
intent of these indicators is to measure the effectiveness and efficiency of local government services on a
regular basis. In addition, these indicators provide a quantitative basis to assist in the identification and
implementation of service delivery improvements. The quarterly reports will also report on financial
performance in relation to budget. In addition, annual performance measures will be published in our
Annual Report.
When you begin to see positive change in your department, resulting from ideas put forth in the Business
Plans you will know you are “doing it right.” Positive change includes more efficient and more effective
ways of doing business – it means your customers are telling you that you are doing a good job and they
are pleased with the service they receive – they say thank you. One of the means to assess citizen
satisfaction that has been introduced as part of Business Planning is the use of a comprehensive survey
that is proposed to be undertaken every three years. Further, positive change means your employees
enjoy their jobs, take pride in the quality of their work, and feel like they are contributing to the vision of
the organization. Finally, positive change means you can measure the improvement in your service levels
and it is getting better!
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Organization Chart
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Corporate Strategic Alignment – Documents
The District of Maple Ridge employs the equivalent of more than 450 full-time employees and manages a
total annual budget of approximately $100 million. Council directs the overall operation of the
organization using a Business Planning framework. This chart illustrates the relationship of the various
strategic planning initiatives to the corporate Business Planning process.
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Business Planning and Budget Guidelines 2014 – 2018
1.

Tax increase for General Purposes – 2.25% for 2014 and 2.6% per year in 2015 through 2018.

2.

Infrastructure Sustainability Property Tax increase – 0.5% per year in 2014 through 2016 and
0.7% per year in 2017 and 2018.

3.

Parks, Recreation and Culture Levy – 0.25% per year in 2014 through 2018.

4.

Storm Water Levy – 0.3% per year in 2014 through 2018.

5.

Growth in property tax revenue assumption – 1.65% in 2014 and 2.0% per year in 2015 through
2018.

6.

Water Levy – 4.5% per year in 2014 through 2018.

7.

Sewer Levy – 4.5% per year in 2014 through 2018 (with no change to parcel charge).

8.

Recycling Levy – 2.75% per year in 2014 through 2018.

9.

Provision for costs associated with growth, subject to available funding.

10.

Allocation of growth revenue associated with Town Centre Incentives to fund Infrastructure
Sustainability.

11.

Gaming Revenue increase of $550,000 to be allocated to Infrastructure Sustainability.

12.

The property taxes assessed against the Hammond Mill will be reduced by $70,000 in 2014 and
an additional $70,000 per year in 2015 through 2018.

13.

Utility Charges will be reviewed annually with a view towards using rate stabilization practices to
smooth out large fluctuations in rates.

14.

Property tax rates will be reviewed annually to ensure we are competitive with other lower
mainland municipalities.

15.

Budgets include operating and capital components for a five-year period.

16.

Public Consultation Plan developed and operationalized.

17.

Increase revenue from existing sources by about 5%.

18.

Identify potential new revenue sources (i.e. be creative).

19.

Evaluation of services to ensure alignment with Council direction.

20.

Identify and measure outputs/outcomes. Identify key processes to undergo process improvement
reviews.

Business Planning Guidebook 17th Edition 2014-2018 – June 2013
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Business Planning and Budget Guidelines 2014 – 2018
21.

Council-raised issues are to be considered in developing workplans, respecting the criteria for
establishing priorities that are outlined on Page 23, and recognizing that capacity is needed for
opportunities or issues that might be discovered throughout the year. For 2014, issues to be
addressed are to include:






Economic Development and local, high-value jobs
Smart Managed Growth and innovative technologies/infrastructure
Transportation
Efficiencies and Effectiveness
Customer Service

22.

Reduction packages should be at -10% (limit small packages and multiples to get to -10%). What
would you recommend be kept if you had only 90% of your budget? This should not be interpreted
to mean that we are looking to reduce our budget by 10%. Rather, this is an opportunity for us to
explain what the ramifications of such reductions would be. In addition, it is a chance for us to look
at what we are doing to see if there are ways to improve.

23.

Incremental packages must include a business case to support new programs/ projects/staff.

24.

Organizational/structural change – is the current organization adequate to deliver the service? Are
there better options? Contract for services, or bring services in-house, where and when it makes
sense organizationally and financially.

25.

Succession planning – review organization charts in relation to service delivery with a view to longterm planning. What positions do you see as potentially becoming vacant by retirement and what
organizational options may be available as a result?

26.

Vacant position review and management – all positions that become vacant are subject to a
detailed review prior to being refilled.

27.

Contracting/Consulting review – all consulting work should undergo a review at not only budget
time, but also when services are being contracted to determine the best way to acquire services.
This will involve potentially contracting out where it makes sense and contracting in where there
are available staff resources.

28.

Quarterly performance reports are to be presented to Council at open Council meetings.
Performance measures will be published in the Annual Report and on See-It.

29.

Progress in relation to our strategic direction is to be evaluated every six months.

30.

The Financial Plan must be in accordance with Council’s strategic Financial Sustainability Plan
policies approved in October 2004.

31.

Technology – review business applications and technology tools to identify upgrade or
obsolescence issues. Ensure workplans, budgets and Information Services workplans/projects
reflect the resources necessary to support the changes if required.

32.

Workplans will identify short-term, medium and longer-term action items that Council can consider,
as we work towards carbon neutrality.
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Getting Started
Questions to ask yourself when starting your Business Plan:
What are the outcomes of expenditures?
 Establish what is accomplished in budget unit area
Who are the customers of your services?
 Internal customers? External customers?
How is the service/program consistent with Council’s goals?
 Align your services/programs with the Corporate Strategic Plan
What are the strengths/weaknesses/opportunities/threats impacting your service/program?
 Discuss each strength, weakness, opportunity, and threat to your services/programs
How to measure the results of your service/program?
 Are there performance measures in place – if not, why not? Develop performance measures.
A flowchart illustrates a series of questions to use in the development of individual Business Plans:
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Timelines
Timing of the development of the Business Plans remains very important. The timelines for the creation
and presentation of the Business Plans for the next reporting period (2014 – 2018) are as follows:
February 2013



Complete staff debriefing sessions for previous year’s business plan

May 2013



Council workshop to review Corporate Strategic Plan and consider Business
Planning Guidelines for the ensuing planning period



Distribute “Business Planning Guidebook – 17th Edition.” (Corporate Strategic
Plan and Business Planning and Budget Guidelines for 2014 – 2018)



Training Sessions (see Page 16) Ongoing



Begin to develop Business Plans (operating and capital) and financial plan
(budget)



Finance to distribute copies of 5-year operating and capital budgets



Submit Capital Works Program proposals to Trevor Thompson by
Friday, August 16, 2013



Submit Information Technology proposals to Christina Crabtree by
Friday, August 16, 2013



Continue to develop Business Plans (operating and capital) and financial plan
(budget)



Advertisements (newspaper and website) requesting public comments on
financial plans



Submit Financial Plan (Budget) to Finance representative by
Monday, September 16, 2013



Update SEE-IT Scorecards by Friday, September 27, 2013



Submit draft Business Plan (one copy) to Business Planning Committee by
Friday, September 27, 2013

October 2013



Submit final Business Plan (one copy) to Business Planning Committee by
Wednesday, October 16, 2013

November 2013



Departmental Business Plan and Budget presentations to CMT on Tuesday,
November 5, Wednesday, November 6, and Thursday, November 7, 2013



CMT reviews Business Plans; makes preliminary recommendations; and, gives
feedback to departments (second week of November)



Advertisements of Council financial plan consideration schedule, which
includes time set aside for public input



Departmental Business Plan and Budget presentations to Council in a public
forum on Monday, December 9 and Tuesday, December 10, 2013.



Council reviews Business and Financial Plans and makes appropriate
amendments



Council adoption of Financial Plan Bylaw

June 2013

July 2013

September 2013

December 2013
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Help and Training Schedule
To support the Business Planning process, training for employees and users of the system remains an
important issue and is available at any time upon request.
June 2013

Jim Rule
and
General
Managers

On Request

Business
Planning
Committee
Capital
Planning
Committee
IT Steering
Committee

On Request
On Request

Business Planning Guidebook – 17th Edition!

Kick-off new Business Planning guidelines for 2014 – 2018

Introduction to Business Planning at the District of Maple Ridge

What is new for 2014 – 2018? Review changes from last year.

Reminders to make the process as smooth as possible
Business Planning Training Sessions
Capital Works Training Sessions
Information Technology Training Sessions

Business Planning Contacts:
Paul Gill
General Manager: Corporate & Financial Services – Business Planning and
Policy-Council Relations
Laura Benson
Manager of Sustainability & Corporate Planning – Business Planning and
Policy-Staff Relations
Cindy Dale
Executive Assistant – Business Plan Coordinator
Trevor Thompson
Manager of Financial Planning – Capital Committee Chair
Christina Crabtree
Director of Information Technology – Information Technology Steering
Committee Chair
Corporate Management Departmental Business Plan Responsibility
Team and Department
Heads
Information Technology Steering Committee Members:
Christina Crabtree, Chair Paul Gill
Kelly Swift
Christine Carter
Diane Chamberlain
Don Cramb
Peter Grootendorst
Liz Holitzki
Victor Negoita
David Stevenson
Capital Planning Committee Members:
Trevor Thompson, Chair
CK Lee, Co-Chair
Christina Crabtree
David Pollock

David Boag
Dane Spence

Finance Department Representatives
Administration
CDPR – Admin, Recreation and Community Services
CDPR – Parks & Facilities
Corporate & Financial Services
Public Works & Development Services
Capital Works Program

Business Planning Guidebook 17th Edition 2014-2018 – June 2013
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Kathy Gormley
Catherine Nolan

Russ Carmichael
Wilson Liu

Trevor Thompson, Catherine Nolan, Ashley Hilleren
Shannon Laxton
CK Lee
Trevor Thompson, G’Ann Rygg, Ashley Hilleren
Trevor Thompson, CK Lee, Deb Kinar, Bernice
Carstensen
Shannon Laxton, CK Lee
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List of Inclusions and Appendices
Corporate Strategic Plan (Page 18)
The Corporate Strategic Plan sets the direction for the organization and therefore, all Business Plans
must align with this plan.
Municipal Council’s Criteria for Evaluating and Establishing Priorities (Page 23)
The decision to accept or reject incremental packages and for setting workplan priorities is the
responsibility of Municipal Council.
Information Technology Steering Committee Evaluation Criteria (Page 24)
Supported projects are prioritized and inserted into the Capital Program for funding consideration.
Capital Works Program Project Proposal Statement (Page 25)
Use in the preparation of Capital Works Projects for inclusion in the Capital Works Program.
Capital Works Program Information Technology Project Proposal Statement (Page 29)
Use in the preparation of Technology Projects for inclusion in the Capital Works Program.
Business Plan Sample – Corporate & Financial Services (Page 32)
A sample business plan is included for guidance.
Business Plan Template (Page 32)
We ask that all departments submit an addendum 2014 – 2018 business plan this year. A template is
available on the intranet under Business Planning.
Business Plan Format (Page 38)
Follow the guidelines to complete your Business Plan.
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Corporate Strategic Plan
MISSION
A safe, livable and sustainable community for our present and future citizens.
VISION 2025
The District of Maple Ridge is among the most sustainable communities in the world. As a community
committed to working toward achieving carbon neutrality, residents experience the value of a strong and
vibrant local economy and the benefits of an ongoing commitment to environmental stewardship and
creation of stable and special neighbourhoods. Maple Ridge is a world-leading example of thoughtful
development and a socially cohesive community, especially as it relates to the use of leading edge
“environmental technologies,” social networks and economic development. Other municipalities
consistently reference the District of Maple Ridge for its innovative approaches to dealing with seemingly
intractable challenges.
VALUE STATEMENTS
Leadership
Service
Reputation
Human Resources
Community
Stewardship

To encourage innovation, creativity, and initiative.
To be fair, friendly, and helpful.
To stress excellence, integrity, accountability, and honesty.
To recognize that our people are our most valuable resource.
To respect and promote our community.
To consider the long-term consequences of actions, think broadly across
issues, disciplines and boundaries and act accordingly.

STRATEGIC FOCUS AREAS

Community Relations

Economic Development

Environment

Financial Management

Governance

Inter-government Relations/Networks

Safe and Livable Community

Smart Managed Growth

Transportation

Community Relations

Vision 2025
Maple Ridge residents and business owners report very high levels of satisfaction with the District’s
efforts to keep citizens informed of municipal plans and projects and to ensure citizens are aware of
when and how they can participate in civic processes.
Key Strategies

Provide a continuum of opportunities that encourage and enable citizen participation in local
government and local government decision-making.

Develop methods to communicate on a timely basis with citizens and community groups

Survey citizens to obtain their views on the community and their satisfaction with District services

Provide information about and actively promote the actions individual citizens and businesses can
take to augment the District’s sustainability efforts

Provide opportunities through events and festivals for growing our citizens’ sense of community

Business Planning Guidebook 17th Edition 2014-2018 – June 2013
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Corporate Strategic Plan
Economic Development

Vision 2025
Maple Ridge made the transition from dormitory suburb to employment magnet by carefully targeting
businesses that fit within the context of the District’s many neighbourhoods. Commercial ventures were
encouraged in the accessible, pedestrian-friendly downtown and at nodes along major roads; agricultural
activities were enabled in the District’s famed rural areas; home-based businesses were encouraged and
clean industry was attracted to existing and new business parks created near key transportation
junctions and neighbourhoods. The District enjoys the many benefits of having the majority of its
residents work in the community in which they live.
Key Strategies

Use a formal economic development strategy, grounded in the principles of sustainability as a means
to structure a positive business and investment climate

Support the retention and expansion of existing local businesses that add to the quality of life in
Maple Ridge

Identify, in consultation with community stakeholders, specific new investment and employment
opportunities

Build a sustainable community that includes a balance of land use types

Develop an efficient, customer-service oriented approach to the delivery of municipal services that is
timely, cost effective, friendly and efficient

Develop and maintain high quality community documentation and promotional material to attract
investment and employment

Preserve natural assets that could positively contribute to economic development

Enhance the trail systems so that they can be used to enhance economic development

Environment

Vision 2025
Maple Ridge continues to lead the nation in preserving and enhancing its community’s quality of life, air,
water and land. The District, long a front-runner in the protection of environmentally sensitive areas, is
one of the first municipalities to promote green-building and innovative technologies in residential and
commercial construction and infrastructure. The District has won a number of awards for its practices
relating to energy use in civic buildings and the municipal fleet and its support of community waste
reduction activities.
Key Strategies

Continue to promote individual, business and community responsibility for the stewardship of natural
resources

Identify and devise effective protective mechanisms for environmental features (such as
watercourses) and areas that require special recognition and management

In partnership with other levels of government, adjacent municipalities, First Nations and community
groups, develop programs and projects to preserve and enhance the natural assets of Maple Ridge

Set targets for the purchase and installation of renewable energy sources and establish energy
efficiency goals for facilities, infrastructure, operations and fleet

Lobby senior levels of government to change codes and regulations to promote or require the use of
“green” and innovative technology
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Corporate Strategic Plan
Financial Management

Vision 2025
The District’s award-winning financial, investment, purchasing and human resources policies and
practices are tightly aligned with and contribute to the District’s continued vision of sustainability
Key Strategies

Construct financial plans and business plans in accordance with the adopted Financial Sustainability
Policies

Develop multi-year financial plans that not only address immediate needs but also address the
longer-term sustainability of our community

Use a formal, business planning framework as a means to structure decision-making and publicly
reporting our performance

Identify methods to expand the tax base and generate non-tax revenue

Continue to use a user-pay philosophy

Review policies and processes to ensure they are consistent with the corporate strategic direction
and external influences

Provide high quality municipal services to our citizens and customers in a cost effective, efficient and
timely manner

Governance

Vision 2025
Maple Ridge is a leader in voter turnout for Municipal Elections as more than half of those eligible to
vote, exercise that right. Elected officials and District staff continue to confidently lead the community on
its journey to achieving its vision. Meaningful engagement of staff, stakeholders and citizens ensures
quality decision- making. Politicians and staff model the District’s values and consistently deliver on the
commitments, goals and objectives stated in the Strategic Plan and Business Plans.
Key Strategies

Conduct our business in a manner that upholds and enhances the public’s trust

Function as an open government with the greatest possible access by citizens to information and
opportunity for engagement in decision-making processes

Demonstrate leadership in applying and promoting the principles of sustainability recognizing that
each individual decision may not be optimal for all pillars of sustainability

Inter-Government Relations/Networks

Vision 2025
The District receives outstanding levels of support and cooperation from senior levels of government,
crown agencies, the regional district, the school district, our municipal neighbours, First Nations,
community groups and corporate Canada because of the strong, positive working relationships, at both
the political and staff level, that have been established and nourished over the years
Key Strategies

Develop and maintain strong, positive working relationships with our adjacent neighbours, the
municipalities of Pitt Meadows and Mission; the Katzie and Kwantlen First Nations; our fellow
members of the Greater Vancouver Regional District and the Fraser Valley Regional District

Enhance relationships with provincial and federal employees and politicians to further the legitimate
interests of the District

Continue to leverage our voice and enhance our relationships with the Union of British Columbia
Municipalities, the Federation of Canadian Municipalities and the Lower Mainland Local Government
Association
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Corporate Strategic Plan


Identify and promote the use of partnerships and networks with public agencies; crown corporations;
business; not-for-profit; community groups; and, volunteers to provide local government and
community services in a cost-efficient, effective and timely manner

Safe and Livable Community
Vision 2025
A community development model is at the heart of the District’s success in meeting the safety, security
and social needs of the citizenry. By networking with other levels of government, the RCMP, the School
Board, community agencies and business groups and by capacity building with not-for-profits and
neighbourhood groups all Maple Ridge residents have their basic health, safety, shelter, food and income
needs met; have access to community services to assist them in achieving their full potential; are able to
actively participate in civic processes; and can contribute to establishing an exceptionally strong
community.
Key Strategies

Strive for enhanced service levels, quality of life and independence by citizens and community
organizations in the delivery of leisure services and other municipal services through community
development

Develop and implement preventative as well as reactionary plans to address the impacts of emerging
social issues on the local community and citizens through social planning and collaboration with other
levels of government and local service providers

Work closely with the School Board, Health Authority, Regional Library, other levels of government and
other agencies to encourage the adequate provision of public services that are not the responsibility
of local government

Establish an emergency response and recovery plan in consultation with other public sector agencies,
community groups, and other relevant stakeholders

Establish neighbourhood and community education programs to provide citizens with information and
materials on emergency planning procedures

Ensure development standards incorporate sustainability, crime prevention, safety and security
concepts

Develop preventative as opposed to remediation initiatives in the delivery of fire and police services

Ensure that quality emergency services are delivered in a timely, effective and efficient manner
through the development of multi-year Business Plans, which include detailed, sustainable multi-year
financial plans

Continue with the implementation of the Police and Fire Master Plans

Provide a variety of parks, trails, open spaces and gathering places

Recognize and support the important contribution of volunteers in the community

Encourage active and healthy living among citizens through the provision of a variety of exceptional
recreational, educational and social activities

Preserve and enhance heritage resources to provide citizens with the historic context of the
community

Encourage citizens and the community to develop their creative potential and a strong sense of
community through the provision of excellent arts and cultural opportunities, special events,
educational and social activities
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Corporate Strategic Plan
Smart Managed Growth
Vision 2025
Maple Ridge has risen to the challenge of accepting growth while at the same time protecting the quality
of life and diversity of residential options that is so important to citizens. By densifying many
neighbourhoods, the District has maintained the rural character and small-town feel of the community.
Specific neighbourhood plans supported by design guidelines and attention to the natural landscape
were keys to retaining the character of neighbourhoods that experienced in-fill. A vibrant, pedestrianfriendly, accessible downtown is the heart and gathering place for the community. Shopping, educational
facilities and utility infrastructure were developed concurrent with the new or densified neighbourhoods.
Key Strategies

Develop land use management and development processes that are clear, timely, open, inclusive and
consultative

Use the Official Community Plan and the District’s Corporate Strategic Plan to ensure growth is wellmanaged and balances the three pillars of sustainability (social, economic and environment) thereby
enhancing the unique quality of life in Maple Ridge

Develop land use regulations, bylaws, procedures, and practices to implement the Official Community
Plan and all other Strategic and Master Plans thereby providing clear interpretation of the District’s
direction, goals and objectives

Manage existing municipal infrastructure through the preparation of appropriate plans to ensure
development, maintenance and renewal of parks and open spaces; roads; sidewalks; water; sewer
and stormwater systems; public buildings as well as data and communications technology

Encourage the use of adaptive technologies in new construction so that buildings are flexible to
changing needs and demographics

Explore the introduction of innovative new infrastructure and technology (such as fibre optics, geothermal power and energy from sewer systems)

Transportation
Vision 2025
Maple Ridge has been able to accommodate tremendous population and economic growth by planning
growth around multi-modal transportation routes. The District works very closely with the regional
transportation authority to ensure that employment centres as well as neighbourhoods accepting
increased density or new medium density neighbourhoods would be well served by public transit and a
rapid transit metro line. In addition, a third east-west route through the community was added to assist
with commercial and private vehicle traffic and all-day, two-way commuter rail service is now a reality.
The downtown area is an excellent example of creating a pedestrian friendly environment that enables
citizens and visitors to easily explore the uptown shops and services before taking a casual stroll down to
the riverfront promenade.
Key Strategies

Maintain and enhance a multi-modal transportation system within Maple Ridge to provide citizens
with safe, efficient alternatives for the movement of individuals and goods

Promote alternative modes (pedestrian, bike, public transit) of travel to reduce reliance on the
automobile

Continue to improve the walk-ability of the downtown, ensuring it is pedestrian friendly and
accessible, particularly for those with impaired mobility

In co-operation with other regional stakeholders, identify improvements to the inter-municipal
transportation system within the Lower Mainland and the Fraser Valley
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Municipal Council’s Criteria for Evaluating and Establishing Priorities
The decision to accept or reject incremental packages and for setting workplan priorities is the
responsibility of Municipal Council. In making such decisions, Council will consider the following criteria:
Public Health and Safety
 Are there health and safety risks? If so, what are they?
Legislative Requirement
 Is the change required for legislative reasons?
Operating Impact of Previous Decisions
 Does this issue flow from a previous Council decision? If not, what are our options?
Council Priority
 Is the program in alignment with Council’s strategic direction?
Community Impact
 Is a large segment of our community affected?
Financial
 How much is our investment? Can it be sustained? Are there opportunities to leverage other
investments?
Staffing
 Do we have the time, skills, and resources necessary? If not, are they available and at what cost?
Chance of Success
 What is the likelihood of success?
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Information Technology Steering Committee Evaluation Criteria
The ITSC will evaluate each proposed Information Technology project submitted by departments based
upon approved Information Technology assessment criteria, the degree to which each proposal meets the
business objectives of the Municipality and budget constraints. Supported projects are prioritized and
inserted into the Capital Program for funding consideration. The evaluation criteria include:
Strategic Alignment
When evaluating the strategic alignment of an Information Technology initiative, the following questions
should be asked:
1. Does the initiative support the District's Business Strategy and/or the Information Technology
Strategic Plan?
2. Does the initiative support departmental initiatives or plans?
3. Does the initiative support agree to management performance objectives?
4. Does the initiative support legislated objectives?
5. Does the initiative support services, processes or systems related to baseline District services?
A ranking should be provided for the initiative based on its Strategic Alignment.
Tangible Benefits
When evaluating the tangible benefits of an Information Technology initiative, the following questions
should be asked:
1. How much does the initiative increase revenues or improves cash flows?
2. How much does the initiative decrease expenses?
3. How much does the initiative avoid future costs? Do costs increase more slowly than revenues,
volumes or activity levels in the future?
4. What is the anticipated level of productivity improvements related to the use of the District's
human resources?
5. Is there an opportunity to generate revenue or consider sponsorship opportunities?
A ranking should be provided for the initiative based on its Tangible Benefits.
Intangible Benefits
When evaluating the intangible benefits of an Information Technology initiative, the following questions
should be asked:
1. How much does the initiative improve customer satisfaction?
2. How much does the initiative improve staff morale?
3. How much does the initiative improve the District's business decisions?
4. How much does the initiative improve the District's service levels?
5. How much does the initiative improve the District's internal and external image in terms of
political or real payback?
A ranking should be provided for the initiative based on its Intangible Benefits.
Risk
When evaluating the risk of an Information Technology initiative, the following questions should be asked:
1. What is the probability that the anticipated benefits will not be realized?
2. What is the level of application risk? Has the technology been used for this specific
application before?
3. What is the level of technology risk? Is the technology new and/or unproven?
4. What is the level of organizational change risk? Is the District ready to provide resources
both people and funds to implement and operate the technology solution?
5. Has the replacement value of hardware/software and/or potential operating costs
within the project definition been considered?
A ranking should be provided for the initiative based on its Risk.
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Capital Works Program Project Proposal
CAPITAL WORKS PROPOSAL
A. SUMMARY
A1. PROJECT NAME

A2. DATE SUBMITTED
DD/MM/YY

A3. DESCRIPTION

A4. DESIRED START

A5. ESTIMATED COST (ENTER MULTIPLE YEARS FOR PROGRAMS)
2009

2010

2011

2012

A6. PRIMARY PROJECT TYPE

A7. SECONDARY TYPE (IE WATER AND SEWER)

TYPE ID:

TYPE ID:

A8. LOCATION

A9. FROM

2013

TOTAL

A10. TO

LOCATION ID:
A11. PROJECT MANAGER

A12. DEPARTMENTAL OWNERSHIP

A13. CAPITAL PLANNING REP

B. ALLOCATION AREA
B1. REQUIRED IF DCC FUNDING IS USED! DO YOU KNOW WHICH AREA(S) YOUR PROJECT WILL IMPACT?
Y

N

B2. AREA

B3. SUBAREA

B4. % ALLOCATION

1
2
3
4
TOTAL

C. FUNDING SOURCES
PLEASE SEE FUNDING SECTION IF DCC FUNDING IS USED
C1. TRANSFER FUND

C2. TFR FUND ID

C3. $ VALUE

C4. % VALUE

1
2
3
4
5
TOTAL
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Capital Works Program Project Proposal
D. JUSTIFICATION
D1. BRIEFLY DESCRIBE WHY THIS PROJECT IS NECESSARY

D2. DESIRED START

D3. IS PROJECT DEPENDENT ON THE COMPLETION OF AN EXISTING PROJECT?

D5. LATEST POSSIBLE START

D4. ALTERNATIVES

D7. DETAILED DOC AVAIL?

D6. CONSEQUENCES OF NOT PROCEEDING

D8. PROJECT'S RELIANCE/IMPACT ON OTHER DEPARTMENTS

D9. PROJECT'S IMPACT ON SUSTAINABILITY/ENVIRONMENT

E. CAPITAL OR...

F. OPERATING?

E1. DOES PROJECT PRODUCE ASSET(S)?

F1. IS PROJECT A STUDY/ASSESS./SPECIAL PROJECT?

Y

STUDY

N

DON'T KNOW

E2. IDENTIFY ASSET(S) AS SPECIFICALLY AS POSSIBLE)

ASSESS.

PLAN / DESIGN

OTHER

F2. DESCRIBE IF OTHER

1
2
3

F3. ONE TIME OR ONGOING?

4
LIFESPAN
E3. IS THIS ASSET NEW?
Y

N

Y

N

DON'T KNOW

F4. IF ONGOING - HOW MANY YEARS?
NOT SURE

N/A

YEARS

FROM

TO

E4. UPGRADES/ADDS ON TO AN EXISTING ASSET?
Y

N

NOT SURE

N/A

E5. REPLACES AN EXISTING ASSET?
Y

N

NOT SURE

N/A

E6. WHAT IS HAPPENING TO THE OLD ASSET?
* ASSET DISPOSAL FORM COMING SOON
E7. OPERATING/MAINTENANCE COSTS/YEAR?
$
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Capital Works Program Project Proposal
G. ALLOCATION RULE
G1. SELECT THE ALLOCATION RULE THAT BEST FITS YOUR PROJECT
ALLOCATION ID:

H. PART OF A PROGRAM

I. PROJECT HAS MULTIPLE PHASES

H1. NEW OR CONTINUATION OF A PREVIOUS PROGRAM?

I1. NEW OR ADDITION TO A PREVIOUS PROJECT?

NEW

NEW

CONTINUATION

CONTINUATION

H2. GL# OF PREVIOUS PROGRAM

I2. GL# OF PROJECT BEING ADDED ON TO

H3. LTC# OF PREVIOUS PROGRAM

I3. LTC# OF PROJECT BEING ADDED ON TO

H4. COMMENTS

I4. COMMENTS

J. DCC FUNDING

K. EXTERNAL FUNDING

J1. DCCS ARE FUNDING THIS PROJECT

K1. IS THERE EXTERNAL FUNDING FOR THIS PROJECT?

Y

Y

N

DISCUSSION NEEDED

N

DISCUSSION NEEDED

J2. $ VALUE

K2. $ VALUE

$

$

J3. ADMINISTRATION FEE (at 1%)

K3. AGENCY PROVIDING THE FUNDING

$
J4. UNDER WHAT GUIDELINES DOES IT QUALIFY?

K4. HAS THIS FUNDING BEEN SECURED?
Y

N

DISCUSSION NEEDED

K5. WHO IS RESPONSIBLE FOR SECURING THIS FUNDING?

K6. ATTACH AGREEMENTS,
CONTRACTS, DOCUMENTS
AND BACK/UP RE:FUNDING
K7. IF THIS FUNDING DOES NOT HAPPEN, PROJECT WILL...
CANCEL

J5. COMMENTS

REDUCE SCOPE

CHANGE FUNDING TO INTERNAL

K8. COMMENTS
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Capital Works Program Project Proposal
L. SUSTAINABILITY CONSIDERATIONS

M. OTHER COMMENTS / NOTES

L1. PLEASE COMMENT ON HOW THIS PROJECT
ENHANCES THE ENVIRONMENTAL, SOCIAL, AND
FINANCIAL SUSTAINABILITY OF THE DISTRICT.
(EXPLAIN WHERE YOU HAVE HAD TO TRADE BENEFITS
FROM ONE CATEGORY TO ANOTHER).

M1. PLEASE PROVIDE ANY OTHER COMMENTS OR NOTES HERE,
OR ATTACH A DOCUMENT AS AN ICON

FOR OFFICE USE ONLY
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Capital Works Program Information Technology Project Proposal
Use in the preparation of Capital Works Projects for Information Technology for inclusion in the Capital
Works Program.
Project Components: For the preparation of waterworks, sewage, drainage, highway, parks acquisition,
park improvement, recreational services, government services, information technology, and protective
services projects.

Summary Information
Project Name:
Project Component:
Project Phase :

(see above list)
Study,
Project Type:
New Application,
Pilot, and/or
New Infrastructure,
Implementation
Upgrade or Replace
TANGIBLE CAPITAL ASSETS BEING ACQUIRED OR CONSTRUCTED:
(please note: each asset should be separately identified)
Asset #1
Estimated Useful Life
Asset #2
Estimated Useful Life
Asset #3
Estimated Useful Life
BUDGET ESTIMATES
CAPITAL COSTS: Acquisition or Construction Costs
Asset #1
$ Estimated Accuracy:
Asset #2
$ Estimated Accuracy:
Asset #3
$ Estimated Accuracy:
ONE TIME PROJECT COSTS: (Items, such as studies, that will be undertaken as part of the overall project,
but are not part of the acquisition or construction costs of the asset. These costs will be incorporated into
operating budgets, but can be funded from the same sources as acquisition and construction costs).
Study Budget
$ Estimated Accuracy:
ANNUAL OPERATING COSTS: (maintenance costs, annual licensing fees etc)
Description
Estimated Cost
Can these costs be covered off within your
existing budget? (If not please complete an
incremental request package as part of your
business plan)
FUNDING SOURCES: (if funding includes monies from outside sources i.e. GVTA, ICBC, Province etc., please
indicate if the funding request has been approved)
Item
Funding Source
Approval Status (external)
Amount
Study
Asset #1
Asset #2
Submitted By:
Dept./Business Area:
Preferred Start Year:

Date Created:
Project Sponsor:
Latest Start Year:
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Capital Works Program Information Technology Project Proposal
Description
Purpose, Scope, and Approach

Project Benefit/Risk Review
Alignment Factor

The Rating Column will be filled in by the Prioritization Group.
Describe all that apply
Description
Rating

Project supports District or Information
Technology Strategy
Project supports departmental Initiatives or Plans
Project supports management performance
objectives
Project supports legislated objectives
Project addresses baseline
services/processes/systems
Total
Tangible Benefits

Describe the one that applies

Description

Rating

Description

Rating

Description

Rating

Large benefits / fast payback
Moderate benefits / longer payback
Costs = benefits over 3 – 5 years
Small net cost of initiative
Large net cost of initiative
Total
Intangible Benefits

Describe all that apply

Improved customer satisfaction
Improved staff morale
Improved decision making
ability/quality/controls
Improved service
Improved image – Political value or Internal or
External
Total
Risk Factors

Describe each risk that
applies

The benefits may not be realized.
Application risk – this may not be a sound
initiative.
Technology risk – new or unproven technology
may not work
Organization change risk – we may not be able to
implement / operate successfully.
Other
Total
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Capital Works Program Information Technology Project Proposal
Cost Estimate

One copy of this table is required for each phase of the project. Modify this Information Technology
template as required for other types of Capital Works components.
Project Phase
Study, Pilot or
Implementation

First Year Costs
Operating Costs

Cost Category
Labour
Internal ($350/day)
 Information Services
 Departmental
 Contractor
Regular ($500/day)
Specialists($1000/day)
 Project Management
Equipment
 Software/Supplies
Application Licences
Database
Other (Specify)
 Hardware/Equipment
Desktop Computers
Servers
Network
Voice
Other
Training
Miscellaneous
 Other
Office Space
Travel
 Contingency
Annual Maintenance
Annual Upgrades
Dept Staff Increases
IS Staff Increases
Annual Replacement Charges

Project Funding
Phase
Study, Pilot or
Implementation

Funding Source

Description

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

Phase Total
First Year Cost Total

Annual Operating Total
Rationale

Total Funding
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Business Plan Sample

(Only one example of each item is shown for space purposes)

District of Maple Ridge
Corporate & Financial Services – Administration
Addendum 2014 – 2018
Strategic Plan Alignment

The Corporate & Financial Services (CFS) Division is responsible for providing leadership, advice and
business expertise in support of the delivery of internal programs and services, and ensuring
affordable and financially sustainable public services are provided for present and future citizens.
Business Perspective/Environmental Scan

In the interests of financial sustainability, a regular review of our tax burden and economic
environment is undertaken to make sure we remain competitive and affordable.
Efficiencies and Effectiveness Highlights

Leveraging assets for wider corporate benefit (Municipal lands and SPCA, secondary revenue from
communications tower, adaptive reuse of old infrastructure).
Customer Service Highlights

Citizens appreciate access to staff and our customer support initiative “How Can I Help You?” is
embedded in our day to day work.
Update on Incomplete Items from Prior Years
Deliverable
Status
Work with the Fire Chiefs to develop
plans for Fire Hall #4, in alignment with
Council direction

%
Complete
25%

Reviewing design options

Noteworthy Achievements on Ongoing Items (Optional)
Deliverable
Status
Assist departments across the District
with special projects and training

Beta tested version 12.0 of Intranet
Connections, working with the company to
implement minor improvements and fix bugs

%
Complete
100%

Ongoing Deliverables

Review succession planning needs of the Division and create employee development plans to meet
our future needs
Found Milestones (Optional)

Implemented first-ever live Q & A session for business planning sessions.
Workplan Highlights - 2014 Deliverables - These are new items only. Also in this business plan is the
status of prior years’ items (see previous table)
Action
Responsibility
Timeline
Relay feedback to departments on outcome of business plan
Everyone
January 2014
presentations and deliberations over incremental/ reduction
packages
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Operating Budget

Proposed Financial Plan 2014-2018
Corporate & Financial Services – Administration

All $ values in 000's (thousands)
Section

Adopted

Proposed

2012

2013

Proposed 2 0 1 3

Proposed

C hanges

$

%

2014

2015

2016

2017

Expenditures
Conferences & Meetings

25

25

-

0%

25

25

25

25

Memberships

11

11

-

0%

11

11

11

11

Miscellaneous
Salaries

Totals

2

2

-

2

2

2

2

365

342

(23)

(6%)

0%

413

486

560

634

403

380

(23)

(6%)

451

524

598

672

403

380

(23)

(6%)

451

524

598

672

Proposed Changes or Remarks
Salaries:
The reduction of $23,000 is due to funds previously provided to cover growth
costs which were allocated to the Information Technology Department.
Incremental Packages – None
Capital Budget – None
Information Technology Update – None
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Reduction Package Report
>10% Reduction
2014 Proposed Budget
Division:
Department:
Decision Unit:
Package:

Corporate & Financial Services
Administration
Eliminate General Manager
2 of 2

Date:
November 2013
Submitted By:
Paul Gill

Budget Reduction for Consideration:
The Corporate & Financial Services Division is comprised primarily of internal service departments. Their
work is corporate in nature and the guidance that they require often comes from Council and the Chief
Administrative Officer. This being the case, Council may want to consider eliminating the General
Manager’s position and have the Finance Department Managers report directly to a Director of Finance
and all Corporate & Financial Services Directors report directly to the Chief Administrative Officer.
This option is more feasible than in previous years due to the strength of the Directors in this area.
Consequences of Package:

The General Manager’s workload could be allocated to the Directors.

Overall Municipal expertise would be reduced.

Divisional work coordination may be reduced.
Staff Position:
General Manager: Corporate & Financial Services
Package:

General Manager
Less: Director of Finance

2013
Budget
<$220,000>
160,000
<$ 60,000>
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Business Plan Template
District of Maple Ridge
Division - Department
Business Plan 2014 – 2018
No Title Page please – use the template found on the Intranet under Business Planning
1.

Strategic Plan Alignment

This section should help readers to understand how your department’s work helps move the
community toward achieving the Vision. Do not just list what the functions of your department
are. Reference material: the Corporate Strategic Plan (Intranet and within this document)

2.

Business Perspective/Environmental Scan

This section should highlight the top 3-4 issues that affect your department today or in the
next few years. Limiting your list will help to focus attention on the issues that matter most.
Items to consider:
 What are your customers and data telling you?
 What challenges and pressures are facing the department?
 What resources will you require from other departments to achieve your goals?

3.

Efficiency and Effectiveness Highlights

This section should highlight areas where you have made the most of what we have by
leveraging our assets. Describe cost-cutting methods, partnerships, or technology
enhancements.

4.

Customer Service Highlights

This section should highlight areas where you have imbedded a “How Can I Help You?”
approach in addressing issues of our internal and external customers, or have implemented
new initiatives to enhance customer service.

5.

Update on Incomplete Items from Prior Years

This section must be in table format and report on all proposed deliverables from last year’s
plan in addition to all outstanding items from prior years.
 Include detailed progress and a percentage complete indicator where work is partially
complete, if possible.

6.

Noteworthy Achievements on Ongoing Items (Optional)

Normally, Ongoing Items is a list of work that does not need annual progress reporting.
However, at times there may be accomplishments that you would like to highlight.
 Include detailed progress and a percentage complete indicator where work is partially
complete, if possible.

7.

Ongoing Deliverables

These are items that are carried out year to year and will not require a detailed progress writeup in the subsequent year.

8.

Found Milestones (Optional)

These are items of significance that were not in your business plan last year.
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Business Plan Template
9.

Workplan Highlights – 2014 Deliverables

This section is for new items only. Deliverables for 2014 might include incomplete items from
prior years, and those are captured in the earlier section “Update on Incomplete Items from
Prior Years.”

Develop goals for each of your service areas based on the Corporate Strategic Plan.
 Ensure your goals encompass your entire business.
 Ensure your goals link to the business plan guidelines.
 Describe your objectives for each service area goal in years one through five.
 Identify performance indicators measuring outcomes for meeting objectives.


Action, Responsibility and Timeline:
 Identify the specific actions required to meet your objectives.
 Identify the person(s) responsible for carrying out these actions.
 Identify when the action will be accomplished (or what percentage of the action will be
completed at a predetermined time).

10.

Operating Budget

To be obtained from your Finance Department representative in electronic format.

11.

Proposed Changes or Remarks

To be obtained from your Finance Department representative in electronic format.

12.

Incremental (Approval by your General Manager is required)

Include a summary of all incremental packages.

Provide a business case for all incremental packages.

Reduction packages should equate to at least 10% of your prior year’s budget and should be
submitted as a separate document.

13.

Capital Budget

Submit capital items to Trevor Thompson and reference these items in the Business Plan for
your department.

14.

Information Technology Update

Submit IT items to Christina Crabtree and reference these items in the business plan for your
department.
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Incremental Package Report
2014 Proposed Budget
Division:
Department:
Decision Unit:
Package:

Date: November 2013
Submitted By:
2 of ?

Activities/Purpose:

Functions Performed/Degree of Service:

Alternatives Considered/Reasons for Not Recommending:

Staff Position:

Performance Measure:

Package:

2014
Budget
$
$
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Business Plan Format
Format:


Please adhere to the format outlined in the template/sample provided



Please do NOT include a title page



Use the Microsoft Word template(s) on the Intranet under Business Planning, documents



When taking text from another document to the Business Plan please use “PASTE SPECIAL.”



Use “HEADING ROWS REPEAT” for all tables, DO NOT break tables manually



Use Franklin Gothic Book Font in 11 point



Page set-up is mirror margins, Top .75 -- Bottom .75 -- Outside .75 -- Inside 1



DO NOT adjust margins – mirror margins give the illusion that the justification is out – if you are not
sure view the document in draft mode



No landscape (sideways) pages



Footer to contain division and department name in addition to page numbers



Decision and Reduction packages to be numbered starting at 2 of __



Final copies for submission are to be two-sided
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