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Goals for this Training Session
I. Understand the purpose of OFS and its history

II. How to access OFS

III. Create an OFS User Profile

IV. Types of OFS Users

V. Create an OFS Request

VI. Use OFS as a tool for approving and prioritizing 

operating increases

VII. How OFS fits into the budget cycle
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• The Operations Formulation System (OFS) is one of two web-based 
budget formulation systems used by NPS

• Designed to meet the needs of Parks/Offices, Regions/Directorates, and 
Servicewide Centers in the development, identification, and prioritization 
of operating increases needed to support the mission and strategic plan 
of the NPS

• Should be available for use 24 hours a day, 7 days a week, except for a 
limited time during the review of requests at the regional and Servicewide 
level and periodic system maintenance

• Contains all unfunded budgetary requirements of the NPS for recurring or 
operational needs for the next five Fiscal Years

• Deals with incremental changes to the budget, rather than the budget as 
a whole

• Contains historical information on funded requests from FY 1994 through 
present
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What is OFS?



What is the difference between OFS and PMIS?
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OFS
• Recurring funding (but may have 

some non-recurring components)

• Examples: 

– Park Base Increases (can be 

operating increases related to PMIS 

projects…i.e. operating a newly 

constructed visitor center)

– Increasing funding for repair/rehab 

program, equipment replacement 

pot of funding, etc.

– Maintaining IT systems

PMIS
• Non-Recurring Project funding

• Examples:

– Constructing a visitor center

– Equipment Replacement

– Building an IT system



History of OFS
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• OFS was created in 1987 by in-house NPS staff and college interns

• Converted to a web-based system in 1999 (OFS 2.0)

• Converted to Oracle DBS platform in 2003 (OFS 3.0)

• Current version is OFS 4.0 (major fixes/changes made to system in 

October, 2004)

• Modifications and refinements are ongoing through contractual 

support

• Originally provided a way for Parks and Regions to identify and 

prioritize ONPS operating base increase needs

• Has since expanded to include all programs funded through NPS 

discretionary appropriations

• Provides consistency and credibility when responding to inquiries 

about future needs (to OMB, Congress, the public, etc.)



• Enter requests in correct database

– Projects (non-recurring) - PMIS

– Operations (recurring) - OFS

• Technically, if a need for an operating increase is not 
identified in OFS, it is not going to be considered for 
inclusion in the budget during WASO formulation process

• Timing:  Remember that the servicewide budget call for 
FY 2007 begins in Oct. 2004 and goes through Feb. 2005

• Requests should be entered in OFS and 
approved/prioritized at the Office and Directorate levels 
ASAP

• Follow the “Tips for Writing Effective Funding Requests” 
when writing justifications in OFS (see your handouts for 
more info)

• Minimize whining or exaggerations, since our ultimate 
audience is Congress
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Funding Strategies



How do I access OFS?
OFS can be accessed through any computer that has an NPS Intranet connection
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First, click on NPS 

Budget on the 

InsideNPS homepage

Then, click on the 

Budget Systems tab.

Finally, click on the link 

to OFS.
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Creating an OFS User Profile

Step 1:

Click on 

Login/Logout in 

the OFS Main 

Menu.
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Creating an OFS User Profile

Step 2:

Click on 

“Register a New 

OFS Account” on 

the Login/Logout 

screen.
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Creating an OFS User Profile

Step 3:

You can choose 

your own Login 

ID and 

Password.
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Creating an OFS User Profile

Step 4:

Click on “Register” when 

completed.

NOTE: Every field must 

be filled in in order to 

register your new OFS 

Account.
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Modifying OFS Account Information

If you need to change 

your Login ID or 

password, login to OFS 

like you normally would,  

click on LOGIN/LOGOUT 

in the OFS main menu, 

and then click on the 

“Update an Existing OFS 

Account” link that 

appears on the Login 

screen.
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Modifying OFS Account Information

Once in the OFS User 

Profile Update screen, 

you can change your 

Login ID or password.

Click on “Update” when 

completed.
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When you log into 

OFS, the system will 

tell you what your 

scope is and what 

rights you have. 

This Park/Office 

user has rights to 

approve and 

prioritize all OFS 

records for only her 

Park/Office.

Types of OFS Users
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User Scopes

User Rights

The User Manager in 

OFS Side-bar Menu is 

where Unit/Office and 

Region/Directorate 

OFS Administrators go 

to change the Scope 

or Rights for other 

OFS users

Types of OFS Users



Types of OFS Users
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User Scopes

•Not Registered or Logged In (can run searches to 

see requests and can run all reports)

•Unit (Parks/Offices)

•Region (Regions/Directorates)

•All (only used by WASO Budget Office & Office of 

Strategic Planning)



Types of OFS Users
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User Rights

•Normal Access

•Approval Rights

Should have at least one person per Park/Office and   

Region/Directorate with Approval Rights

•OFS Administrator

Should have at least one person per Park/Office and 

Region/Directorate with Approval Rights



Types of OFS Users
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Normal Access

•“Unit” Scope

Add draft records for Park/Office

Edit records that are unlocked (not “Regionally locked” 

or “WASO locked”) when user is listed as the contact for 

the OFS record (i.e. the user created the OFS request)

Delete records when user is listed as the contact for 

the OFS record (i.e. the user created the OFS request) 

and the record is not approved by a higher-level user



Types of OFS Users
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Normal Access

•“Region” Scope

Add draft records for any Park/Office within the 

Region/Directorate

Edit and delete records that are unlocked (not “WASO 

locked”) for any Park/Office within the Region/Directorate



Types of OFS Users
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Normal Access

•“All” Scope

Add draft records for any Park/Office within any 

Region/Directorate

Edit and delete records for any Park/Office within any 

Region/Directorate



Types of OFS Users
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Approval Access

•“Unit” Scope

All normal access capabilities

Can edit and delete any unlocked (not “Regionally 

locked” or “WASO locked”) records for the Park/Office

Can “park approve” (or unapprove) records for 

Park/Office

Can “park prioritize” unlocked records (those records 

not “Regionally locked” or “WASO locked”) for Park/Office

Can add comments in “Notes” section of the record



Types of OFS Users
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Approval Access

•“Region” Scope

All normal access capabilities

Can “regionally approve” (or unapprove) records for all 

Parks/Offices within the Region/Directorate

Can “regionally prioritize” unlocked records (those 

records not “WASO locked”) for all Parks/Offices in the 

Region/Directorate

Can add comments and needs edit requests



Types of OFS Users
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Approval Access

•“All” Scope (used only for WASO Budget)

All normal access capabilities

Can “WASO approve” (or unapprove) requests for all 

Parks/Offices within all Regions/Directorates

Can “WASO prioritize” requests for all Parks/Offices 

within all Regions/Directorates

Can add comments and needs edit requests



Types of OFS Users
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OFS Administrator

•“Unit” Scope

All normal access and approval rights capabilities

Can use User Manager for Park/Office to give Approval 

and OFS Administrator rights to other users

Receives “needs edit” e-mails from Region/Directorate



Types of OFS Users
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OFS Administrator

•“Region” Scope

All normal access and approval rights capabilities

Can use User Manager for all Parks/Offices in the 

Region/Directorate to change a user’s scope (Unit/Region/All) 

or to give Approval and OFS Administrator rights to other 

users

Can Freeze New Approvals to prevent their Parks/Offices 

from approving and prioritizing requests

Receives “needs edit” e-mails from WASO Budget



Types of OFS Users
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OFS Administrator

•“All” Scope (used only for WASO Budget)

All normal access and approval rights capabilities

Can use User Manager to update all user profiles

Can formulate budgets

Can mark requests funded

Can Freeze New Approvals to prevent their 

Regions/Directorates from approving, prioritizing, and locking 

requests

Manages System Administration data tables
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Creating an OFS Request

Click on “Add 

Request” in the 

OFS Main 

Menu.
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Step 1 of “Add Requests” 

involves identifying the 

funding need.  

In Step 1, you will fill in the 

following fields:

•Region/Directorate

•Park Unit/Office

•Title of Request

•Concise Justification

•Supporting Info

Creating an OFS Request
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In Step 1, you will fill in the 

following fields (cont.):

•Request Type (Park Base, 

Servicewide Program, etc.)

•Appropriation

•Earliest Year of Funding (helps 

when formulating 3 years at a 

time)

•Applicable NPS initiatives

•Budget Drivers

•Links to related PMIS Project 

Statements

Creating an OFS Request
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Creating an OFS Request

Region/Directorate Field

If you have user scope = “Unit” or “Region”, the Region/Directorate will be 

selected automatically.

Unit/Office Field

If you have user scope = “Unit”, the Unit/Office will be selected automatically.
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Creating an OFS Request

Title

Remember, the title is the first thing seen by the reviewer. 

This field should begin with a verb and explain clearly and succinctly the general purpose 

of the requested funding. 

Avoid such intangible statements as “meet NPS standards” or “increase operational 

base.” 

Avoid adjectives such as “basic,” “required,” or “essential”, as they beg the question as to 

why these actions are not currently being undertaken. 

Avoid abbreviations and limit punctuation in the title. Use initial capitals and then 

lowercase letters.  

Your (and the Service's) worst title nightmare would be as follows: ENHANCE PK RES 

MGMT/MNTC/LE CAPABILIY TO MEET MTN DNR STAND/COMP. 

An example of a good title would be: Enhance Law Enforcement to Protect Resources, 

Visitors and Employees
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Creating an OFS Request
Concise Description and Justification

 Limited to 1,250 characters. Create or edit the narrative in Microsoft Word, spell check it 

there, obtain character count with spaces (in MS Word, see Tools/Word Count), and 

then cut and paste the narrative into OFS. 

 The information contained in this field is put directly into the budget submission to justify 

proposed increases. 

 Use five-step approach:

1. State the operational need

2. Indicate why the operational need exists

3. Explain how funding would be used

4. Quantify outputs allowed by funding

5. Project resulting outcomes

 For a more in-depth description of this five-step approach, refer to the Tips for Writing 

Effective Funding Requests found in the OFS Help section under the Budget Call tab on 

the NPS Budget Webpage (www.nps.gov/budget).
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Creating an OFS Request

10 Tips for Writing the Concise Description and Justification

 Speak to actions, not positions being filled. Do not say funding would be used to hire a 

maintenance laborer; instead, say that funding would be used to better maintain trails in 

order to eliminate safety hazards.

 Avoid cataclysmic predictions. Try not to use words "irreversible", "irreplaceable" or 

“critical”. If you say the park will totally disintegrate without this funding, by gosh, this 

better happen. The worst thing we can see is a park with a $20,000,000 budget saying a 

cut of $50,000 will result in fatalities. We certainly hope not.

 Similarly, if you paint a desperate picture, with dire consequences of non-funding, 

remember that someone may ask why you are not taking care of the problem within 

your base instead of, for example, attending a lot of meetings (which some of our critics 

find problematic). Anyone can find "waste" in anyone's budget; it's a matter of 

perception. So if you are raising the issue, make sure you can answer the questions 

that might accompany the sudden visibility. Remember that while OFS is an internal 

system, it is the basis for answering queries from outside parties and public documents.
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Creating an OFS Request

10 Tips for Writing the Concise Description and Justification (cont.)

 Avoid the trap of requesting funds because simply because it will restore programs that 

were once funded. Presumably, a park, regional and servicewide managers make 

informed decisions and would not have cut back something that was not the lowest 

priority or less valuable than other activities. Tell us what, other than "tradition" has been 

lost.

 Do not trot out the old "meet NPS standards" line. Operating at NPS standards is 

admirable; however, without context or definition, it tells the reader nothing. It is better to 

prevent deterioration, correct safety hazards or educate additional visitors than to meet 

standards. 

 Be quantifiable, use performance measures, outputs and outcomes but don't overload 

the Concise Description and Justification field with too many numbers. Walk the fine 

line. If you must swamp us with numbers put them in Supporting Information field.
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Creating an OFS Request

10 Tips for Writing the Concise Description and Justification (cont.)

 Avoid jargon, abbreviations and acronyms. Remember that it is important for the reader 

to understand the prose. The members of Congress are your eventual audience—will 

they understand your request as written?

 Use the conditional "This request would" rather than the simple future "This request 

will.“

 Write clearly. This can not be stressed enough. In the Elements of Style by Strunk and 

White, they say, "Vigorous writing is concise. A sentence should contain no unnecessary 

words, a paragraph no unnecessary sentences, for the same reason that a drawing 

should contain no unnecessary lines or a machine no unnecessary parts." This does not 

require that the writer make the sentence short, but that every word tell. Winston 

Churchill once remarked, "I did not say: ‘Hostilities will be engaged with the opposing 

forces near the proximity of the coastal perimeter’; the message was much more 

effective as simply ‘we will fight them on the beaches’."
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Creating an OFS Request

10 Tips for Writing the Concise Description and Justification (cont.)

 Put yourself in the position of the person reading the narrative. Would you understand 

the issues being discussed if you did not know anything about the park or program? 

What questions does the request raise in your mind? Does the narrative tell you enough 

that you would make the decision to fund the request? Can you tell what the money 

would be used for? Is the increase really clear, or does it beg more questions?
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Creating an OFS Request

Supporting Information

 This field is optional.

 No maximum length; but be reasonable in how much information you enter.

 Continues and/or expands the concise description and should not contain 

material duplicative of the concise description. 

 Use this field to provide background material and supporting statistics and 

information. 
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Creating an OFS Request

Request Type

Funding requests should be categorized by using one of the request types listed below. 

Request Types are very useful for performing searches and formulating the three formal 

NPS budget requests.

Park Base – used by Parks to requests Park base funding increases.

Regional Office Base – used by Regions to request Regional Office operational funding 

increases.

WASO Base – used by Directorates to request Servicewide Program operational funding 

increases.

Regional Program – used by Regional personnel to request lump sum increases for 

Programs managed by the Regions (i.e. Repair/Rehab Program funding, which is 

distributed by the Regions).

Servicewide Program – used by WASO personnel to request lump sum increases for 

Programs managed by WASO (i.e. Grant Program funding, which is distributed by WASO).
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Creating an OFS Request

Request Type (cont.)

Heritage Area – used for a Congressionally designated National Heritage Area that receives 

funding through the Heritage Partnership Program.

Statutory Aid Area – used for an area that receives funding through Statutory or Contractual 

Aid (does not include technical assistance received through ONPS).

Uncontrollable Costs – for WASO Budget Formulation Office use only.

GSA Space-Park – used by Parks to request GSA Space funding at individual or collective 

Parks. (Please use the OFS-specific PWE for GSA space rental, ESW, when using this 

request type.)

GSA Space-Reg/WASO – used by Regional and Central Offices to request GSA Space 

funding for regional and servicewide offices. (Please use the OFS-specific PWE for GSA 

space rental, ESW, when using this request type.)
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Creating an OFS Request

Earliest Year of Funding

 When requests are added to OFS, most will be marked with the current

budget call year as the earliest year to be funded.

 If an increase is linked to a project that may not be completed in the current

budget call year then it should reflect when the project will be completed and

when operational funds are needed.

 The earliest year of funding does not have to be changed to be considered in

subsequent years, unless the circumstances have changed such that the

need for funding is delayed (i.e. a construction project or land acquisition is

delayed, so the related operational funding need is delayed).

 Do not update this field for existing records unless the need for funding is

delayed. Changing the Earliest Year of Funding may eliminate the record for

consideration when the Service formulates Congressional Add-Ons.
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Creating an OFS Request

Appropriation

 New field as of October, 2004

 Seven appropriations to choose from:

1. Construction & Major Maintenance

2. Historic Preservation Fund

3. Land Acquisition and State Assistance

4. National Recreation and Preservation

5. Operation of the National Park System

6. United States Park Police

7. Urban Park and Recreation Fund
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Creating an OFS Request

Servicewide Initiatives

 Allows the NPS to designate an increase as part of a special Servicewide initiative. 

 Generally, an increase would relate to only one initiative, although in unusual cases more than one 

initiative would be appropriate (for example, the NPS Law Enforcement Initiative and the National 

Security/Anti-Terrorism Initiative are often used in combination). 

 The entire OFS record must apply to the initiative(s). When needs for initiatives are combined with 

other core mission responsibilities as base increases are developed, it becomes difficult to separate 

this program component from the rest of the increase request; and the request for an increase will 

likely be skipped.

 While the increases associated with special initiatives are “marked” in the database at the park or 

office level, they MUST be reviewed at the regional or associate level to ensure that records are 

correctly marked.

 Please refer to the OFS User Manual on the budget webpage 

(http://classicinside.nps.gov/budget3/scc/FY_2008/FY_2008_OFS_Page.htm) for the currently 

approved servicewide initiatives.
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Creating an OFS Request

Budget Drivers

 Attempts to categorize the reason behind the increase. An increase should

reflect only one to three budget drivers. While many factors influence the need

for increased funding, only one or two “drive” the particular need.

 Entries are made as percentages of the whole increase; for example an

increase may indicate the request is a result of threats to resources (50%) and

deteriorating infrastructure (50%).

 No entry should be less than 10 percent and entries must be in increments of

5 percent.
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Creating an OFS Request

Budget Drivers (cont.)

Threats to Resources - Increases using this budget driver must be related to protecting or 

preserving resources for which the park has been established. A preventive 

maintenance program to preserve a deteriorated historic building is more appropriate to 

this category than “Deteriorated Infrastructure.” Interpretive efforts aimed at educating 

visitors who are unaware of the fragility of the park’s resources would also clearly fit this 

category, as would ranger patrols aimed at protecting the resource rather than the 

visitor. 

Health and Safety - This budget driver is optimally used for increases that provide for 

protecting the life, health or safety of the visitor or the employee. Enhancing the park’s 

capability to provide for law enforcement patrols or emergency medical situations would 

fall under this category. In addition, the proper maintenance of trails, the distribution of 

safety information at visitor centers, or the presence of life guards at swimming areas. 

Steps taken to ensure proper water quality might also properly fall here, although a case 

could be made to include such actions under the budget driver for “Compliance Issues.” 
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Creating an OFS Request

Budget Drivers (cont.)

Physical Security - This category is designed to focus on actions taken to protect the 

security of employees, visitors and government facilities from threats posed by terrorist 

or criminal activities. Clearly such activities could involve “Health and Safety” concerns; 

however, this budget driver is preferable for anti-terrorism measures. In addition, law 

enforcement activities that protect against theft of government property should also be 

designated using this budget driver. 

Deteriorated Infrastructure - This budget driver should represent only those maintenance 

actions designed to correct deterioration of public use structures and facilities (docks, 

roads, trails, utility systems, etc.), and administrative or other buildings used by NPS 

employees. An increase for an historic home that requires preventive maintenance is 

more aptly entered under “Threats to Resources.” 
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Creating an OFS Request

Budget Drivers (cont.)

Compliance Issues - Compliance issues represent the most difficult increased need to 

categorize. To ensure consistency, it is recommended that issues dealing with NEPA, Section 

106 of the Historic Preservation Act, or the Disabilities Act be entered under the “Compliance 

Issue” Budget Driver. An increase related to the assurance of clean, safe water for visitors and 

employees may be better suited to the budget driver “Health and Safety” even though the 

completion of NEPA or Section 106 compliance activities also seem to fall under the category 

of “Threats to Resources”, and providing for a safe and enjoyable experience for physically-

challenged could be categorized as “Health and Safety” or “Compliance”.

New Area - Increases for “recently” authorized park units fall under this budget driver. When 

initially requesting funding increases, a “new area” should code 100 percent of the increase 

against the new area budget driver. While there is no standard rule for what timeframe 

constitutes a “new” area; a good rule of thumb is probably within the last ten years. Of course, 

this categorization would also depend on how quickly a park has established an adequate 

base budget. A park with a minimal budget and operation might be considered “new” after 15 

years. A park that has a more established operation level and significant funding might “lose” 

that designation after five to seven years.
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Creating an OFS Request

Budget Drivers (cont.)

New Facilities - This budget driver should reflect increased operational needs caused by 

the construction, rehabilitation or acquisition of facilities (historic, public use, or 

administrative). Generally, if this budget driver is used and relates to new construction or 

rehabilitation work, there should be a corresponding project identified in the Project 

Management Information System (PMIS). This OFS increase should be linked to the 

PMIS project.

New Lands - The acquisition of new lands, whether through donation, exchange, or fee 

purchase, brings new responsibilities for operational upkeep. This budget driver 

represents increases, which accrue new responsibilities by adding to the land base 

managed by the NPS. This is not be confused with “new area” (which obviously also 

results in new lands) or “new facilities” which deals more with the built environment 

rather than land base. 
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Creating an OFS Request

Budget Drivers (cont.)

New Programs - Increases that represent the initiation of new activities not currently 

undertaken are reflected in this category. An example would be the development of an 

interpretive program that had not previously been available to the public. Some new 

programs are implemented to address “threats to resources” or as result of “increasing 

visitation,” so this budget driver should be used carefully. More specific causes for the 

increase may likely be found elsewhere in the list of budget drivers. 

Increased Visitation - Increases resulting from a rise in the volume of visitors are 

represented in this category. If this budget driver is chosen, be sure to indicate the 

visitation growth in either the concise description or the supporting information. Be sure 

to use Report #4 in the Park Profile Reports section of OFS to verify the visitation 

increase. When reviewing OFS records for the FY 2006 budget request, the budget 

driver “increased visitation” and the narrative were quite often not supported by the 

“official” NPS visitation figures contained in the database.
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Creating an OFS Request

Budget Drivers (cont.)

Visitation Pattern Changes - Increases necessitated by the change in the pattern of 

visitation – such as a trend toward shoulder season visits or a busy winter season – are 

represented by this budget driver. The trend toward the spreading out of visitation to 

March, April, and October, from the more traditional May through September use, may 

result in the need for extending seasonal staff or providing utility costs for a longer 

period of time. Such increases would fall under this category. If this budget driver is 

chosen, be sure to indicate the visitation pattern change in either the concise description 

or the supporting information.

Special Events - This budget driver concerns one-time operational requirements 

necessitated due to events such as the celebration of the Lewis and Clark Bicentennial, 

commemoration of the 100th Anniversary of Manned Flight, the 400th anniversary of the 

founding of Jamestown, the Presidential Inaugural, or the Olympics. These operational 

increases may or may not become part of the permanent base, after the event has 

concluded. For example, the celebration of the 400th anniversary of the founding of 

Jamestown or the centennial of the Wright Brothers’ flight may lead to a sustained 

increase in visitation at the site(s) in question.
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Creating an OFS Request

Budget Drivers (cont.)

Increased Workload - This category is intended to reflect operational increases required by 

administrative or managerial offices. If the workload of the maintenance staff or interpreters 

has increased, it is not enough to cite “increased workload.” Rather, the reason for the 

increased workload may be the acquisition of new facilities, the start of a new program, a 

threat to a specific resource, or a significant jump in the visitation at an area. These more 

specific budget drivers are more appropriately used in these cases. However, if the workload 

of the administrative office has increased and more frequent reports are required, this could 

be correctly categorized through use of the budget driver “increased workload.” 

Accountability - This budget driver should be used if funding is requested to provide greater 

oversight of or better information on NPS programs and resources. This category will be more 

frequently used by central offices than by parks. Examples in recent years that might have 

appropriately been entered under this category include increased information management 

and telecommunications funding, additional funding to conduct condition assessments, or 

financial, budget, maintenance and resource management system development. Increases in 

the Servicewide Inventory and Monitoring Program might have been split between “threats to 

resources” and “accountability,” as the information needed for better management decisions 

will be obtained through this program.
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Creating an OFS Request

Budget Drivers (cont.)

Address Mandates: Increases which fulfill Congressional and Presidential mandates or 

Departmental policies fall under this budget driver.  This category will be more frequently used 

by central offices than by parks.  This budget driver should be used as a last resort; and if 

requests relate to other budget drivers, those drivers should be used instead.  For example, 

Congress may issue a mandate about museum collections management and the WASO 

Cultural Resources Program is requesting funding to enhance museum collections 

management in parks.  This request would be better suited with the budget driver for “Threats 

to Resources”, rather than “Address Mandates”.  A Departmentally-driven request for 

improving Servicewide information technology security does not fall under any other budget 

driver so the “Address Mandates” would be applicable to this request.

Expand Basic Visitor Services: This budget driver should be used for requests that restore 

basic visitor services in parks (interpretive programs, orientation services, etc.).  Requests 

that address the restoration of basic visitor services that have been cut should be marked with 

the “Expand Basic Visitor Services” budget driver.  However, more specific budget drivers 

should be used if they are applicable (i.e. if the services being restored address “Threats to 

Resources”, “Health and Safety”, or “Deteriorated Infrastructure”). 
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Creating an OFS Request

PMIS Link

To link an OFS record to 

a related PMIS record, 

click on the PMIS icon 

below the Budget Drivers 

in Step 1 of “Add 

Requests” and choose 

from the list of PMIS 

project numbers.

Since this is the last field 

in Step 1 of Add 

Requests, click on “Save 

and Proceed to Step 2”.



52

Step 2 of “Add Requests” involves 

adding funding components.  

Each OFS record consists of one or 

more funding components with:

•Requested Full-Time Equivalents 

(FTE)

•Requested amounts of funding for 

Personnel and Other Needs

•Indication whether funding is 

recurring or non-recurring

•Funding component priority (this 

field greatly facilitates the proper 

“split” of records required when  

necessary) 

•PWE account codes

Creating an OFS Request
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Creating an OFS Request

Funding Components

 Enter information as tasks to be accomplished, not personnel to accomplish 

them. 

 Begin the description with a verb, such as “Maintain Historic Structures”. 

 Enter FTE in whole numbers or tenths.

 Do not automatically indicate a need for staff. If an increase can be 

accomplished without staff, say so. Increased staff, even at parks, is still 

frowned upon. The NPS is under pressure to contract work, when and where 

feasible. 
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Creating an OFS Request
Funding Components (cont.)

 Enter dollar amounts for Personnel and Other Costs in thousands, dropping the 

last three zeroes off the dollar amounts. For example, $250,000 would be entered 

as 250.

 Consider inflation when estimating costs since funding year under consideration is 

two years away.

 If you enter a large amount of money in the “Other” cost estimate category, be 

sure to explain the use of this funding in the Supporting Information Field. 

 Do not forget to include benefit costs when calculating personnel costs.

 There is no upper limit to the amount that can be submitted; however, multi-million 

dollar requests are not as likely to be proposed as part of the final budget decision 

when NPS is under a severely tight request cap. In general, requests should not 

exceed $500,000. All requests should be no less than $50,000. Please refer to 

your Region/Directorate for further specific guidance. 
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Creating an OFS Request

Funding Components (cont.)

 The cost estimates (personnel and other) for existing OFS records must be 

checked during the SCC to see if they are “old” estimates and must be 

updated to reflect pay raises or other inflationary circumstances. 

 Enter an item priority if more than one funding component is present. 

Prioritization of components helps the WASO budget staff make decisions 

based on your priorities when they are splitting a record to squeeze in at least 

part of an operational increase. 

 The default for the “Recur.?” field is YES.  Be sure to specify if there are any 

Non-Recurring Costs included in the request by changing the “Recur.?” field to 

NO for that funding component.

 Generally, each funding component represents a different PWE. For the most 

current PWE’s, refer to the List of PWE’s found in the OFS Help section under 

the Budget Call tab on the NPS Budget Webpage (www.nps.gov/budget).
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In Step 2 of “Add Requests”, there is 

a PWE Selector Tool that assists the 

user in choosing the correct PWE.

When you have finished adding all of 

the details for a funding component, 

click on “Save/Add This Item”.

If you would like to delete a funding 

component, click on the Trash icon 

next to the component.

Creating an OFS Request
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Creating an OFS Request

Step 3 of “Add Requests” involves selecting GPRA Goals:

 NPS recently revised the GPRA Goal Selector in OFS so it reflects the current 

Strategic Plan and draws data from the Performance Management Data 

System (PMDS) on a weekly basis (and will eventually do this on a nightly 

basis). 

 The purpose is to provide more accurate and comprehensive GPRA goal data, 

so operating increases can be better linked to performance. 

 GPRA goal selection is now done entirely in Step 3 of Add Requests and Edit 

Requests.

 Users will report on GPRA goals for the entire record, instead of assigning 

GPRA goals for each component of a record.
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If a user is adding a new record in OFS, they will see the 

following screen in Step 3 of Add Requests.

If a Park/Office has GPRA goals listed in PMDS, OFS will 

display only those GPRA goals.  If a Park/Office has no 

GPRA goals in PMDS, OFS will display all of the GPRA 

goals for the current Strategic Plan.  

Users should select one or more GPRA goals, ensuring a 

100% sum in the column labeled PERCENTAGE OF 

RECORD THAT APPLIES TO THIS GOAL. Then, users 

should put a number in the HOW MUCH/MANY MORE

column that best represents the additional number of 

assets (as defined in the PERFORMANCE MEASURE

field) that will be affected for each GPRA goal selected.

If a user would like to select a GPRA goal that is not listed, 

it must first be added the Unit/Office's list of goals in PMDS.  

The new goal will not appear in OFS until the weekly or 

twice-weekly update is completed (eventually, the updates 

will be done on a nightly basis).

Creating an OFS Request
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Creating an OFS Request

OFS Record Number

 Numbers are automatically generated by the system once the record is saved 

by clicking on “Exit and Return to Request Detail Sheet” in Step 2 of Add 

Requests.

 Numbers are sequential Servicewide and include the letter A at the end of the 

number. 

 Records created through the Split function maintain the same set of integers 

but replace the letter with the next sequential letter from the alphabet. 

 During each budget process, a few records are “split” into “A” and “B” records 

so that a portion of the request could be fit within allowance levels for a 

particular submission. If both of the “split’ records remain unfunded and are 

not included in the President’s request in February, you should consider, at 

that time, rejoining those records back into one request.
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Modifying an OFS Request

Once an OFS Request has 

been created, it can be 

modified by clicking on 

“Search/Edit Requests” in 

the OFS Main Menu  

In the Search screen, enter the 

OFS Number or search on all 

requests for your Unit/Office to 

find the OFS request you would 

like to modify.
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Modifying an OFS Request
Once an OFS Request has been 

created, it can be modified using:

Edit - If you click on this option, 

you can modify any field in the 

OFS Request.

Split – Use this option if you want 

to split a request into two smaller 

requests (see next slide for more 

info).

Delete – Use this if you want to 

delete the entire OFS request.

Copy – Use this if you want to 

copy an OFS request to use as 

the basis for a new request. 

Notes – Add comments to a 

request or use the “Needs Edit” 

function.
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Modifying an OFS Request – Split Feature

When Splitting an OFS request with multiple 

components, specify which components you 

want to go into the “A” record (the record 

that should be funded first) and which 

components you want to go into the “B” 

record (the record that can be funded at a 

later date). This will allow future splitting of 

the “B” record into the “C” record, the “C” 

record into the “D” record, and so on.

When Splitting an OFS request with one 

component, OFS will automatically split the 

FTE and dollar amounts for the component 

correctly. For example, if the original request 

had 2.1 FTE and $100,000 Personnel Dollars, 

the “A” record will get a component with 1.1 

FTE and $50,000 and the “B” record will get a 

component with 1.0 FTE and $50,000.

Remember to go back and edit your GPRA 

goals after splitting requests!!
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Modifying an OFS Request – GPRA Goal Feature
If a user is editing an existing record in OFS, they will see the

following screen in Step 3 of Search/Edit Requests.

The top portion of the screen will list existing GPRA goals for 

the OFS record.  Existing goals that are included in the GPRA 

goal selection list in the lower portion of the screen will be 

highlighted in pink, as illustrated above. 

If a Park/Office has GPRA goals listed in PMDS, OFS will 

display only those GPRA goals.  If a Park/Office has no GPRA 

goals in PMDS, OFS will display all of the GPRA goals for the 

current Strategic Plan.  

Users should select one or more GPRA goals, ensuring a 100% 

sum in the column labeled PERCENTAGE OF RECORD THAT 

APPLIES TO THIS GOAL. Then, users should put a number in 

the HOW MUCH/MANY MORE column that best represents the 

additional number of assets (as defined in the PERFORMANCE 

MEASURE field) that will be affected for each GPRA goal you 

select. 

If a user would like to select a GPRA goal that is not listed, it 

must first be added the Unit/Office's list of goals in PMDS.  The 

new goal will not appear in OFS until the weekly or twice-weekly 

update is completed  (eventually, the updates will be done on a 

nightly basis).



64

Modifying an OFS Request – Needs Edit Function

The Needs Edit function:

 Is located in the Notes section of an OFS Request Detail Sheet 

 Provides an opportunity for the WASO Budget Office and the 

Regions/Directorates to request edits to OFS records during the review, approval, 

prioritization, and formulation processes  

 Will only show up as an option if the record locked at the WASO level (for 

WASO Budget Office users) or at the Region/Directorate level (for 

Regions/Directorate users) since records are typically locked during the times of 

Regional/Directorate and WASO review 

 Serves as a means of tracking changes to an OFS record and ensuring that 

requested edits are completed
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Modifying an OFS Request – Needs Edit Function

The Needs Edit function is

located under the Notes

section in an OFS Request

Detail Sheet.
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Modifying an OFS Request – Needs Edit Function

If a Region/Directorate wants to notify a 

Park/Office that an OFS record needs to be edited, 

they can choose the Needs Edit option from the 

dropdown menu in the Notes section. 

The Region/Directorate should add a comment 

about what needs to be edited, and when they 

click on “Add Comment”, an e-mail containing the 

comment will be sent to the Park/Office OFS 

Admnistrator (and the Regional/Directorate will be 

cc:’d).  

The comment will also will be added to the history 

in the Notes section and the Needs Edit feature 

will no longer appear as an option for the 

Region/Directorate until the Park/Office replies to 

the existing Needs Edit comment.

Also, OFS will automatically unlock the record at 

the Region/Directorate level so that the Park/Office 

user will be able to make the necessary edits.
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Modifying an OFS Request – Needs Edit Function

When the Park/Office OFS

Administrator receives the e-mail

requesting that an edit be made to

an OFS record, they can either

make the edit themselves or

instruct the Contact for the record

(see screenshot) to make the edit.

After making the necessary edits to

the record, the Park/Office user

should click on the Notes icon at

the top of the OFS Request Detail

Sheet.
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Modifying an OFS Request – Needs Edit Function

The Park/Office should select the 

Edits Complete from the dropdown 

menu, add a comment describing 

the edits they made, and click on 

“Add Comment”.  

At this time, OFS will automatically 

re-lock the record at the 

Region/Directorate level and send 

an e-mail to the Region/Directorate 

(and cc: the person who made the 

edits) to let them know the edits 

have been completed.
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Modifying an OFS Request – Needs Edit Function

If the WASO Budget Office wants to

notify a Region/Directorate that an

OFS record needs to be edited, the

WASO Budget Office user should

click on the Notes icon at the top of

the OFS Request Detail Sheet.
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Modifying an OFS Request – Needs Edit Function

The WASO Budget Office user

should then choose the Needs Edit

option from the dropdown menu in

the Notes section.
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Modifying an OFS Request – Needs Edit Function
The WASO Budget Office should add a comment about 

what needs to be edited, and when they click on “Add 

Comment”, an e-mail containing the comment will be 

sent to the Region/Directorate OFS Administrator (and 

the Servicewide OFS Administrator will be cc:’d).  A 

“heads up” e-mail will also be sent to the Park/Office 

OFS Administrator to keep them informed.  

The comment will be added to the history in the Notes 

section and the Needs Edit feature will no longer 

appear as an option for the WASO Budget Office until 

the Region/Directorate replies to the existing Needs 

Edit comment.

Also, OFS will automatically unlock the record at the 

WASO level (see screenshot below) so that it is only 

locked at the Regional level now and so the 

Region/Directorate will be able to make the necessary 

edits.

At this point, the Region/Directorate can make the edits 

themselves by clicking on the Notes icon at the top of 

the Request Detail Sheet.



72

Modifying an OFS Request – Needs Edit Function

The Region/Directorate OFS Administrator should 

then choose the Edits Complete option from the 

dropdown menu in the Notes section, add a 

comment describing the edits they made, and 

click on “Add Comment”.  

At this time, OFS will automatically 

re-lock the record at the WASO level and send an 

e-mail to the Servicewide OFS Admnistrator to let 

them know the edits have been completed (and 

will cc: the Park/Office OFS Administrator and the 

Regional/Directorate OFS Administrator in the 

e-mail).
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Modifying an OFS Request – Needs Edit Function

If the Region/Directorate was unable to make the 

requested edits, they should use the Needs Edit 

function to pass the request along to the 

Park/Office.  At this point, you would just follow 

the instruction given in earlier Needs Edits 

function slides to request that the edits be made 

by a Park/Office. 
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Modifying an OFS Request – Needs Edit Function

Once the Park/Office has used the Edits 

Complete feature to notify the Region/Directorate 

that they finished editing the record, then the 

Region/Directorate OFS Administrator should go 

in and use the Edits Complete feature to notify the 

WASO Budget Office that the necessary edits 

were made.
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Data Entry Flow Chart – Park/Office
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Data Entry Flow Chart – Region/Directorate
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Data Entry Flow Chart – WASO Budget
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Approving/Locking/Prioritizing Process
OFS Requests are initiated at the Park/Office level. Until an authorized Park/Office official approves a 

request, the request is considered to be in “draft.” Once approved at the Park/Office level, the request is 

eligible to be approved and prioritized at the Region/Directorate level. After approval at the 

Region/Directorate level the request is reviewed and prioritized at the Servicewide level for consideration 

when the budget is being formulated. As WASO formulates a budget, it approves those requests included 

in the current budget submission. 

During the review, approval, and prioritization process at the Region/Directorate and Servicewide levels, 

the requests will be locked at all lower levels. For example, during the Region/Directorate review and 

approval period, all “Park-Approved” requests will be “Regionally Locked” and Parks/Offices will not be 

able to make changes unless the Region/Directorate OFS Administrator unlocks an individual request. 

During the Servicewide review and approval period, all “Regionally-Approved” requests will be “WASO 

Locked” and changes will be unable to be made unless the Servicewide OFS Administrator unlocks the 

individual requests. 

In addition, OFS contains a lock on the approval function, which can be activated at either the 

Region/Directorate or the Servicewide level. While new requests can be entered (as draft) at any time, 

this precludes Parks/Offices and Regions/Directorates from approving these new requests and, thus, 

destabilizing the request universe under review. Should a special need arise and a Park/Office or 

Region/Directorate wishes to submit a critical new request for consideration during the times when the 

system is locked, the submitting organization should contact the OFS Administrator at the level above 

them to request such an action. 
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Approving/Locking/Prioritizing Records in OFS

Click on the 

“Approve/Lock/ 

Requests” or the 

“Prioritze Requests” 

option in the OFS 

Main Menu.  

Select which function 

you would like to 

perform.

Use the other search 

options to limit which 

OFS requests you 

would like to approve, 

lock, or prioritize.
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Approving/Locking/Prioritizing Records in OFS

This screenshot shows the 

Region/Directorate approval 

function.

Parks/Offices, 

Regions/Directorates, and WASO 

can approve individual records or 

opt to approve all records.

Some records cannot be 

approved if they are locked by a 

higher-level user.
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Approving/Locking/Prioritizing Records in OFS

This screenshot shows the 

Region/Directorate locking 

function.

Regions/Directorates, and 

WASO can unlock individual 

records or opt to unlock all 

records.

Some records cannot be 

unlocked if they are locked by 

a higher-level user.
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Approving/Locking/Prioritizing Records in OFS

This screenshot shows the 

Park/Office prioritization 

function.

Some records cannot be 

prioritized if they are locked by 

a higher-level user.

0 is the default priority.  When 

Parks/Offices and 

Regions/Directorates are 

assigning priorities, they can 

use decimals to insert 

priorities. However, the system 

will round all priorities to whole 

numbers and does not allow 

duplicate priorities.



83

Freezing Approve/Lock/Prioritize Rights in OFS

To use this function, click on the “Freeze New 

Approvals” option in the OFS Main Menu.  

If you are a Region/Directorate User with OFS 

Administrator rights, you can lock the 

Parks/Offices rights to approve and prioritize 

records when you are working on the 

Regional approval and prioritization process.

If you are a WASO User with OFS 

Administrator rights, you lock the 

Regions/Directorates’ rights to approve, lock, 

and prioritize records when you are working 

on budget formulation.

The approve/lock/prioritize function should be 

left unlocked for Parks/Offices and 

Regions/Directorates at all other times of the 

year.
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Searching in OFS

To Search for an OFS 

record or a group of OFS 

records, click on 

“Search/Edit Requests” in 

the OFS Main Menu.  
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Searching in OFS

The default options in the search screen 

vary according to whether you are a user 

at a Park/Office, a Region/Directorate, or 

at the WASO Budget Office.

For example, if you are a Park/Office user, 

the Unit/Office field is selected 

automatically.  

If you are  a Region/Directorate, the 

Region/Directorate field is selected 

automatically.
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Searching in OFS
For Park/Office users, the Approval Status 

defaults to “All” (so it will search on 

records that aren’t approved or that are 

approved at the Park/Region/WASO 

level).

For Region/Directorate users, the 

Approval Status defaults to “Park 

Approved” (so it will only search on 

records that have been approved at the 

Park/Office level). 

For the WASO Budget Office, the 

Approval Status defaults to “Region 

Approved” (so it will only search on 

records that have been approved at the 

Region/Directorate level).

For all users, the Lock Status defaults to 

“All” (so it will search on records that 

aren’t locked or that are locked at the 

Region/WASO level) and the Funding 

Status defaults to “Unfunded” (so it will 

only search on Unfunded records).
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Users can narrow or expand their searches by choosing to search on different Approval 

Statuses, Lock Statuses, or by changing the Funding Status from “Unfunded” to “All” or 

“Funded” (and selecting certain funding years).

Users can also narrow their searches by putting information in any of the other fields in 

the Search screen: 

•OFS Number

•Request Type

•Title, Justification

•Supporting Info

•Earliest Funding Year

•Dollar Amt

•Servicewide Initiative

•Budget Driver

•GPRA Goals

•PWEs

Searching in OFS
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Searching in OFS

All users can sort the 

results of their search in 

various ways by using the 

Order Results By option.
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Searching in OFS –
Funded Records & 

Records Included in 

Budget Requests

All users also have the capability to 

use Advanced Search Options to view 

a batch of formulated or funded 

records.

For example, the top screenshot 

illustrates how the user can choose to 

order their results in different ways and 

how they can search for all records 

funded in FY 2002 and FY 2003.

The bottom screenshot illustrates how 

the user can search for all OFS records 

included in the FY 2005 President’s 

Request.
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Reports in OFS
Reports can be run by all users; and all of the 

search options can be applied to reports in 

order to select the records you want to view for 

a particular report.

Three report options can be selected from the 

Main Menu in OFS:  

•General Reports - “canned” reports

•Custom Reports - users select which fields to 

include in an Excel report.

•Park Profile Reports – reports for Base 

Funding, Base Funding with Constant Dollar 

Amounts, FTE, Visitation, and Acreage at parks 

(not available for offices)
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Reports in OFS – General Reports

General Report #1 is used 

to create a list of funding 

requests grouped by 

Park/Office and sorted by 

Park/Office priority.

Sample Report for a 

single Park/Office
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Reports in OFS – General Reports

General Report #2 is used 

to create a list of funding 

requests sorted by 

Region/Directorate priority.

Sample Report for a single 

Region/Directorate
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Reports in OFS – General Reports

General Report #3 is used 

to create a list of funding 

requests sorted by 

Servicewide priority.

Servicewide priorities are 

not currently used, so the 

sample report pictured to 

the right has every priority 

listed as 999.9 (the default 

priority).
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Reports in OFS – General Reports

General Report #4 is used 

to create a list of funding 

request descriptions sorted 

by Unit/Office.

Sample Report for an OMB 

Budget Submission (this 

report can be created in 

HTML or MS Word).
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Reports in OFS – General Reports

General Report #5 is used 

to create a list of funding 

request detail sheets.

Page from a Sample 

Report for a single 

Unit/Office
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Reports in OFS – General Reports

General Report #6 is used 

to create a Budget 

Structure Summary.

This report is used by 

WASO Budget to 

synthesize information 

from many OFS records 

and show how they 

effect the NPS budget 

structure.
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Reports in OFS – General Reports

General Report #7 is used 

to create a Budget Driver 

Summary.

This report is used by WASO 

Budget to synthesize 

information from many OFS 

records and summarize the 

reasons that drive budget 

increase requests for a given 

Fiscal Year.
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Reports in OFS – General Reports

General Report #8 is used to create 

a report of Funding Requests 

Grouped by Region and Sorted by 

GPRA Goal & Park/Office.

Sample report for a park.
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Reports in OFS – General Reports

General Report #9 is used to create 

a report of Funding Requests 

Grouped by Region and Sorted by 

GPRA Goal & Regional Priority.

Sample report for a park.
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Reports in OFS – Custom Reports
Custom Reports allow the user to select which fields 

they would like to include in an Excel report which 

can then be manipulated by the user. **NEW:  Users 

can now include the PWE in Custom Reports or run 

a Custom Report of the last operational increase for 

parks/offices (for best results, use Funding Status = 

Funded and Sort = Park).

When the report finishes running, 

the user is prompted to Open or 

Save the file.

The sample report below illustrates a Custom 

Report for the Midwest Region.
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Reports in OFS – Park Profile Reports

The Park Profile Report for Base 

Funding can be used to illustrate 

the funding history for selected 

years for Park Units.  Please note, 

the dollar amounts do not include 

any reprogramming that was done 

after the initial appropriation of 

funding by Congress.

By clicking on “Show Constant 

Dollars”, the user can create a 

report that lists base funding and 

the Constant Dollar amount for 

base funding (with the base year 

being equal to the earliest year 

selected).
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Reports in OFS – Park Profile Reports

The Park Profile Report for FTE 

can be used to illustrate the FTE 

history for selected years for Park 

Units.  
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Reports in OFS – Park Profile Reports

The Park Profile Report for 

Visitation can be used to illustrate 

the Visitation history for selected 

years for Park Units.  The visitation 

data is obtained from the Public 

Use Statistics Office.

If parks are claiming that additional 

funding is needed because of 

increased visitation, they should 

use the Visitation Park Profile 

Report to confirm their claims. 
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Reports in OFS – Park Profile Reports

The Park Profile Report for Acreage 

can be used to illustrate the 

Acreage history for selected years 

for Park Units.  The acreage data is 

obtained from the Public Use 

Statistics Office.

If parks are claiming that additional 

funding is needed because of 

increased acreage, they should use 

the Acreage Park Profile Report to 

confirm their claims. 
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How Elements of OFS Relate 

to the Budget Cycle



Servicewide Comprehensive Call Issued (October)
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• SCC was developed so managers look at all of their needs 
and priorities at once

• OFS-Specific Guidance for the SCC begins the two year 
long process for budget formulation; i.e. the SCC issued in 
Oct, 2004 is for the FY 2007 budget formulation cycle.

• Regions/Directorates should pass along this Guidance with 
any of their own OFS-Specific Guidance to Parks/Offices

• WASO and Regions/Directorates unlock individual OFS 
records

• WASO and Regions/Directorates unlock 
approval/prioritization rights



The NPS Budget 

Webpage contains 

Servicewide 

Comprehensive Call 

(SCC) Guidance 

(http://classicinside.nps.g

ov/budget3/call.htm).
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USER SCOPE = ALL 

(WASO Budget Office)

At the beginning of the 

Servicewide Comprehensive Call 

(SCC) in October, WASO Budget 

unlocks the Regional/Directorate 

approval rights in OFS.  This 

allows Region/Directorate users to 

approve and prioritize records for 

the National Park Service (NPS) 

Budget Request to the 

Department of the Interior (DOI), 

the first in a series of three budget 

requests.
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USER SCOPE = ALL 

(WASO Budget Office)

WASO Budget also 

unlocks all records 

EXCEPT those which are 

already funded or 

included in current budget 

requests.

109



USER SCOPE = ALL 

(WASO Budget Office)

The Advanced Search 

Options allow 

WASO Budget to leave 

the funded records and  

records included in 

current budget requests 

locked.
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USER SCOPE = ALL 

(WASO Budget Office)

The system provides 

the capability to 

lock/unlock all records 

or to lock/unlock 

individual records. 

When WASO unlocks 

records, it allows the 

Region/Directorate 

users to edit and add 

requests.
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USER SCOPE = REGION 

(Regions/Directorates)

At the beginning of the Servicewide 

Comprehensive Call (SCC) in 

October, after WASO Budget 

unlocks the Regional/Directorate 

approval rights in OFS, then the 

Region/Directorate users can unlock 

the Park Unit/Office and 

Regional/Directorate approval 

rights. This allows Park Unit/Office 

users to approve and prioritize 

records for the National Park 

Service (NPS) Budget Request to 

the Department of the Interior (DOI), 

the first in a series of three budget 

requests.
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USER SCOPE = 

REGION 

(Region/Directorate)

At the beginning of the 

SCC in October, the 

Region/Directorate user 

also unlocks all records 

in his region/directorate, 

allowing Park Unit/Office 

users to edit and add 

requests.
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Park Units/Offices Review, Edit, Add, Approve, 

and Prioritize OFS Records

(October through December/January)
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USER SCOPE = Unit 

(Parks/Offices)

After the Servicewide 

Comprehensive Call is 

issued, a park’s 

supervisory ranger/ 

division supervisor or an 

office’s assigned OFS 

user searches to locate 

existing OFS requests 

that need to be updated 

and edited.
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USER SCOPE = UNIT 

(Parks/Offices)

The Park/Office user 

can review all of the 

OFS records for their 

Park Unit/Office.  

However, they can 

only update unfunded 

OFS records that were 

not included in current 

budget requests.  

For example, the two 

circled records are the 

top priorities for the 

Park/Office used for 

this demonstration. 

These two records 

were included in the 

FY 2005 President’s 

Request, so the park 

user will not be able to 

edit these records (see 

next page).

116



USER SCOPE = UNIT 

(Parks/Offices)

Even though this is the 

Park/Office’s top 

priority request, the 

park user cannot edit 

the record (the option 

is grayed-out) because 

it was included in the 

FY 2005 President’s 

Request and is still 

locked by WASO 

Budget.
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USER SCOPE = UNIT 

(Park/Office)

Park/Office users can 

add requests for new 

responsibilities. This is 

a sample request 

added by a Park/Office.  

Note that funding was 

requested for FY 2006, 

but the record has not 

been approved by the 

Park, Region, or WASO 

Budget and it has not 

been prioritized by the 

Park/Office or 

Region/Directorate.
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USER SCOPE = UNIT

(Park/Office)

The Superintendent at the 

Park or the responsible 

parties in the Office review 

the records and can mark 

this new record “Approved”.  

After being approved, this 

record is entered into the 

batch of records considered 

by the Region/Directorate for 

the FY 200X NPS Budget 

Request to DOI, the first of 

three official budget 

submissions for FY 200X 

(200X = the Fiscal Year for 

the current Servicewide 

Comprehensive Call).
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USER SCOPE = UNIT

(Park/Office)

The Parks/Offices can 

also “Prioritize” this 

record to show how it 

ranks in importance 

compared to the other 

records to be 

considered by 

Region/Directorate for 

the FY 200X NPS 

Budget Request to 

DOI. The default priority 

in OFS is 999.9.  A 

Park/Office’s priorities 

should begin with 1.0 

and continue 

sequentially using 

whole numbers 

(however, decimals can 

be used if necessary).
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Regions/Directorates Review, Edit, Add, 

Approve, and Prioritize OFS Records

(January through February)
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USER SCOPE = REGION 

(Regions/Directorates)

Before the Regions/Directorates 

begin reviewing funding scenarios 

for the FY 200X NPS Budget 

Request to DOI, they freeze all Park 

Unit/Office Approvals.  

This prevents Parks/Offices from 

approving and prioritizing any new 

records and ensures a stable 

universe of OFS records for the 

budget formulation process.
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USER SCOPE = REGION 

(Region/Directorate)

Before Regions/Directorates 

begin reviewing funding 

scenarios for the FY 200X 

NPS Budget Request to DOI, 

they also “Regionally lock” all 

records in OFS to prevents 

the Parks/Office users from 

editing and adding requests 

and to ensure a stable 

universe of OFS records for 

the budget formulation 

process
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USER SCOPE = REGION 

(Region/Directorate)

This screen shows a sample 

of the unfunded records for 

the particular 

Region/Directorate. From 

January through February, 

the Region/Directorate should 

review the universe of “Park 

Approved” records.  

You might notice that some 

records are purple and others 

are green. The different 

colors distinguish between 

different request types (i.e. 

park base vs. regional office 

vs. servicewide programs).  
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USER SCOPE = 

REGION 

(Region/Directorate)

The methods vary, 

but either a 

Regional 

Leadership Council 

or another type of 

group would 

assemble to review 

records. Custom 

Reports, like the 

one show here, are 

often exported from 

OFS to aid in the 

review process. 
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USER SCOPE = REGION 

(Region/Directorate)

The Region/Directorate’s 

universe of records which 

are eligible to be approved 

and prioritized at the 

region/directorate level are 

those records that have 

been “Park Approved”.

The Region/Directorate User 

reviews the “Park Approved” 

records for the entire 

Region/Directorate and can 

now  “Regionally Approve” 

this sample record to be 

considered for the FY 200X 

NPS Budget Request to DOI 

(WASO Budget’s universe 

for formulation is “Regionally 

Approved” records).
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USER SCOPE = REGION 

(Region/Directorate)

Some Regions/Directorates 

will approve all records but 

will only prioritize the top 

two Park/Unit priorities (as 

this search illustrates).  

Other Regions/Directorates 

prioritize all records. 

Regions/Directorates may 

make changes based 

Regional or Servicewide 

Initiatives, mandates from 

the Department, and current 

policy issues.
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USER SCOPE = REGION 

(Region/Directorate)

The Region/Directorate 

reviews the records for the 

entire Region/Directorate and 

can now “Prioritize” the record  

that was added by the Park 

User and Approved/Prioritized 

as Park/Office priority 1.5.  

The Region/Directorate will 

prioritize this request along 

with other Park/Office requests 

being considered for the 

FY 200X NPS Budget Request 

to DOI. 

The default priority in OFS is 

999.9.  A Region/Directorate’s 

priorities should begin with 1.0 

and continue sequentially 

using whole numbers 

(however, decimals can be 

used if necessary).
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WASO Budget Reviews OFS Records and 

Formulates Budget Request

(March through early May)
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USER SCOPE = ALL 

(WASO Budget Office)

Before WASO Budget begins 

reviewing funding scenarios 

for the FY 200X NPS Budget 

Request to DOI, they freeze 

all Park Unit/Office and 

Regional/Directorate 

Approvals.  

This prevents Parks/Offices 

and Regions/Directorates 

from approving and 

prioritizing any new records 

and ensures a stable 

universe of OFS records for 

the budget formulation 

process.
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USER SCOPE = ALL 

(WASO Budget Office)

Before WASO Budget begins 

reviewing funding scenarios 

for the FY 200X NPS Budget 

Request to DOI, they also 

“WASO lock” all records in 

OFS to prevent the 

Region/Directorate and 

Park/Office users from editing 

and adding requests and to 

ensure a stable universe of 

OFS records for the budget 

formulation process.
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Overview of WASO Budget Formulation Process for FY 200X Budget

 Meet with Director and Associate Directors

 Director states an amount for park increases and notes any new servicewide 

initiatives/special emphasis areas

 WASO Budget creates list of Park/Office increases following Regional/Directorate 

Priorities, using the universe of “Regionally Approved” records that are not 

included in the President’s Request for the Fiscal Year = 200X-1

 Meet with Associate Directors or Program Representatives to discuss 

initiatives

 Often the Administration dictates requests (i.e. $10 million in park base 

increases for facility maintenance)

 WASO Budget exports reports from OFS to assist decision-making and to answer 

questions from Director and other interested parties

 WASO Budget submits proposal to DOI and marks the DOI Submission in OFS 

with Formulation Status Level = DOI and Year = 200X

 Eventually Budget Submissions to OMB & Congress and items Funded through 

the NPS Appropriation will be marked in OFS, as well
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USER SCOPE = ALL

(WASO Budget Office)

WASO Budget’s universe of 

records for formulation is all 

“Regionally Approved” records.

The Park/Office request that 

was Approved and Prioritized 

by the Region/Directorate is at 

the top of the list for the 

Region/Directorate.  WASO will 

weigh the regional prioritization 

against other external factors 

when deciding what to include 

in the FY 200X NPS Budget 

Request to DOI.  For this 

exercise, we will track the two 

records labeled as priorities 

65.1 and 65.2 for the 

Region/Directorate.
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USER SCOPE = ALL 

(WASO Budget Office)

WASO budget is often 

required to consider 

factors other than 

Regional Priorities 

when formulating the 

budget.

When this happens, 

they can use OFS 

searches to extract 

records for a certain 

Request Type that fall 

under certain Initiatives 

or have certain PWE’s.  
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USER SCOPE = ALL 

(WASO Budget Office)

This list contains 

requests addressing 

facility maintenance 

(PWE = MW_).

The new record added 

by the Park/Office is still 

at the top of the priority 

list. However, priorities 

65.1 and 65.2, which we 

looked at previously, are 

not included in the list 

because they were not 

related  to facility 

maintenance.
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WASO Budget often 

exports Custom 

Reports from OFS to 

Excel to assist with the 

analysis of park base 

increase during budget 

formulation. 

However, all OFS 

users can run Custom 

reports to suit their 

needs. 

Click on “Custom 

Reports” in the OFS 

Main Menu and then 

choose which fields 

you would like 

displayed in the report.
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This Excel Spreadsheet 

was created from the 

Custom Reports feature 

in OFS.  This is a 

sample analysis for 

Intermountain Region 

containing several 

“What If” budget 

scenarios.  Also, it 

illustrates how we 

sometimes need to split 

records in OFS during 

budget formulation (see 

10536A and 10536B 

highlighted in red).  

Using an Excel 

spreadsheet minimizes 

the splitting of records 

until final decisions are 

made.
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If a Park/Office’s is 

included in the FY 

200X Budget Proposal 

to the Department, 

WASO Budget would 

mark the DOI Request 

Year as “200X”.  

Records would be 

marked “Visible” to 

users when the 

Budget Request has 

been submitted to DOI 

so the field can see 

which OFS records 

were included in the 

Budget Submission.
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This is how the record 

would appear in OFS 

after it was included in 

the FY 200X NPS 

Budget Request to 

DOI.  
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WASO Budget would 

use OFS in a similar 

manner when 

submitting Budget 

Proposals to OMB 

and Congress.  

Usually, these 

requests represent 

subsets of the Budget 

Proposal to the 

Department.  OFS is 

also used to create 

scenarios for 

Supplemental funding 

and for handling 

Congressional 

inquiries, such as 

Briefing Statements, 

Capability 

Statements, and 

Effect Statements.

After enactment of 

the Appropriations 

Bill, appropriate 

records would be 

marked as funded in 

OFS.  (These records 

would no longer be 

considered for the 

universe of unfunded 

requests.)
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Standard Report #6 

(Budget Structure 

Summary Report) is 

used by WASO 

Budget to synthesize 

information from 

many records and 

shows how they 

affect the NPS 

budget structure.
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How do I get help for OFS?

•OFS User Manual (download from the Budget Webpage under System Guidance 

at http://classicinside.nps.gov/budget3/call.htm)

•OFS Consistent Training Document (this powerpoint presentation) on Budget 

Webpage

•“OFS News” newsletter on Budget Webpage

•Help Module within OFS appears along left edge of screen

•Park & Regional OFS Administrators (there is a link to OFS 

Administrators on the screen after you login to OFS)

•OFS Servicewide Coordinator – Jennifer Champagne (202) 208-7434

•Training classes
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