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Narrative Instructions 

 
The Budget narrative allows agencies the ability to discuss the budget changes programmatically.  

This year, agencies will not be required to make changes to the agency narrative as part of the budget 

submission process due to the introduction of the ABC system during the FY 2017 budget formulation 

period. The information from the prior year budget is stored in the ABC system; and therefore, only 

requires minor edits in most cases.  

 

As policy decisions are made, OBP analysts will work with agency financial staff to update change 

to agency chapters. Agency financial staff may work with their OBP analyst to make minor 

descriptive or grammatical changes. As always, OBP will provide a draft version to agency financial 

staff prior to the release of the budget. 

 

The following narrative sections will be edited as changes are approved by the OCA and OBF or 

minor changes initiated by the agency 

 

1. Agency name, code, website and phone number: Agency to provide data to OBP analyst. 
 

2. Mission Statement: OBP will copy directly from the OCA approved agency Performance Plans 

into the agency narrative. OBP will not make changes without OCA approval. 

 

3. Summary of Services: OBP will copy directly from the OCA approved agency Performance 

Plans into the agency narrative. OBP will not make changes without OCA approval. 

 

4. Description of Programs and Activities: New for this year, agencies will not make changes to 

programs and activities until after the budget is submitted. OBP will continue to use its Automated 

Budget Chapter (ABC) module within the BFA. OBP will send chapters to agencies so that the 

chapters can be updated and uploaded in to SharePoint. Descriptions entered for last year’s budget 

are retained in ABC, with OBP staff needing only to edit the chapter. Later in the budget process, 

OBP will transmit instructions to agencies explaining how minor changes can be made to program 

and activity descriptions.   
 

5. Program Structure Change Description: All structure changes must have prior w r i t t e n  

approval from the OCA before they are integrated in agency chapters. If the agency wishes to 

change the name of the program after the OCA approves, the agency must contact OBP and work 

with their OBP analyst to ensure that the change is made in SOAR, as changes will migrate from 

SOAR to the BFA. Please be mindful that the prior year structures that contain budget data will 

continue to be displayed in Table 4 of the agency chapter. 

 

6. Narrative Summary of cost savings and policy initiatives. OBP works closely with the Office 

of Budget and Performance Management (OBPM) and agency financial staff to ensure that the 

policy decisions are correctly reflected in the proposed budget. 
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Performance Plans  
 
District Agency Performance Plans continue to be included in the Budget and Financial Plan 

operating agency chapters. Performance Plans are developed by the OCA in collaboration with 

District Agency directors. OCA will continue to use QuickBase to collect performance plan data from 

agency program staff. OCFO staff are not responsible for entering this data but they may be asked to 

review it to ensure that the budget matches the BFA submission. 

 

OBP is primarily responsible for ensuring that these documents are included in the agency budget 

chapter narrative. OBP analyst look for spelling errors, typos, or other inconsistencies on the 

document but are unable to make content changes. The OCA w i l l  provide any updated 

information. OBP will not accept Performance Plan changes from agencies that are not accompanied 

by written OCA approval. Agencies without Performance Plans will continue to follow a specific 

format.  

 


