Instructions for Completing Form S-2: Organization Chart 

PURPOSE OF FORM: To illustrate the organizational structure of the agency and its divisions or programs. 
INSTRUCTIONS: 
Agency Name: 
REQUIRED. Enter the name of the agency initiating this document

Business Unit: 
REQUIRED. Enter a 5 digit number beginning with former “agency code” and followed by two zeros (e.g. 12300).

Program Name:
REQUIRED. Enter the statutory name of the agency’s program that is an approved appropriation level program.

Program Code:
REQUIRED. Enter the 4 digit code beginning with a P and followed by three numbers that must be consistent with the chart of accounts. .

Prepare one form for the agency identifying the program structure and one for each program clearly identifying the activities and organizations under each program. A separate program matrix may also be submitted. 
1. For the agency organization chart, include each of the programs, administratively attached agencies, and advisory boards and commissions. 

2. For the program organization charts, include each of the bureau activities in the program and other organization units as appropriate. 
