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NPS Maps > Find a National Park Service Map > Starter Maps 

Starter Maps  

Starter Maps 

provide all the 

ingredients 

needed to make a 

standard National 

Park Service 

map—labels, 

symbols, line 

styles, and area 

colors—on layers 

in Illustrator CS2 

format. 

 Starter Maps semi-automate the design and production of 
National Park Service maps. Starter Maps provide all the 
ingredients needed to make a standard National Park Service 
map — labels, symbols, line styles, and area colors — on 
organized layers in Adobe Illustrator CS2 format. 

 

Example of a simple area map created from a Starter Map. 

Download a Starter Map 
Starter Maps are Zip compressed (Help with Zip) 

 Publications A-width brochure (213k)  
 Publications B-width brochure (1 MB)  
 Publications area map (118k)  
 Wayside exhibit map (419k)  

How to use Starter Maps 
Note: To use Starter Maps you should be familiar with Adobe 
Illustrator CS2 and map-making. These maps are not intended 
for beginners. 

Basic use 
When you open a Starter Map you will see a blank Adobe 
Illustrator document with symbols, north arrows, bar scales, and 
other map elements outside of the art board on either side. Each 
class of map elements is on its own dedicated layer in the Layers 
Palette. By Option-dragging (Mac) or Alt-dragging (PC) you can 
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copy map elements to the art board to start building your map. 
 
Copied map labels, road shields, bar scale numbers, etc. are 
easily edited with Type Tool. The size of callout boxes 
automatically adjusts as you type—even when the text is on 
multiple lines. Use the Scale Tool to increase or decrease the 
length of bar scales as needed. 

Typing in a callout 
box. 

 

New Maps 
Creating a new map from scratch with a Starter Map is 
accomplished in two ways. 

1. Place a scan or screen shot of a base map on a new layer at 
the bottom of the Layers palette. Using the scan as a reference, 
then trace your map being careful to draw the different classes 
of information on the appropriately named layer. For example, 
all drainages should go on the drainages layer, trails on the 
trails layer, and so forth. 

2. Import lines and polygons from a GIS and place them on the 
appropriate layer in the Starter Map. This more advanced 
method requires special software and access to GIS data. 

Targeted Layers 
In the Layers palette, a gray-filled dot on the right side indicates 
a Targeted layer with a pre-assigned graphical style. The 
graphical styles found in Starter Maps match National Park 
Service map standards. For example, a line drawn or placed on 
the jeep road layer will automatically appear as a double-dashed 
line identical to the jeep roads found on other Park Service 
maps. Other Targeted layers bring a standardized appearance to 
area fills, such as water bodies and park areas. Moving a line or 
polygon from one Targeted layer to another automatically 
changes its appearance. 

Moving a line from 
the Railroads layer 
to the Interstate 
highways layer will 
change its 
appearance.
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Tip 1: For Targeted Layers to work properly lines and polygons 
placed on them must have NO stroke or fill. Use the Color 
palette to set the stroke and fill of lines and polygons to none, if 
necessary. 

Tip 2: Clicking the gray-filled dot on a targeted layer will select 
all objects on that layer. You can then use the Appearance 
palette to modify the assigned graphical style. 

Contact Tom Patterson if you have questions about the Starter 
Maps (Phone: 304-535-6020; Email: tom_patterson@nps.gov). 

Author: Harpers Ferry Center 
Last Updated: Friday, 29-Dec-2006 14:27:13 Eastern Standard Time 
http://www.nps.gov/hfc/carto/starter-maps.htm
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ATTACHMENT E  
 

Writing for NPS Unigrid Brochures 
 

Scope of Work 
 
With the fewer personal services now offered to visitors to National Park Service (NPS) 
areas, the official Unigrid visitor information brochure becomes ever more important for 
creating a management presence for the NPS in parks. The Unigrid brochure intends to 
give park visitors both interpretation of the park’s features and their significance and 
information about how best to enjoy their visit with respect for the park and its features 
and for the NPS mission to preserve and protect them. The Unigrid brochure helps parks 
encourage public support of national parks and the NPS mission. 
 
Evaluation and Style Guide 
The writing for Unigrid brochures—exclusive of driving directions and descriptions of 
visitor services, facilities, activities, safety, and park management concerns—will be 
evaluated based on the description of interpretation and interpretive writing below. 
Driving directions and descriptions of visitor services, etc. will be evaluated as expository 
writing that must be clear and concise. All writing will adhere to the HFC Editorial Style 
Guide 2007.pdf, available at www . . . The American Heritage Dictionary of the English 
Language, Third Edition, is used as an extension of the HFC Editorial Style Guide—i.e., 
it is authoritative for spelling and for whether a word should be one word, two words, or 
hyphenated.   
 
Interpretation and Interpretive Writing 
Interpretive writing has grown out of the seminal work on interpretation by Freeman 
Tilden in Interpreting Our Heritage and more recently the workbook and CD Meaningful 
Interpretation: How To Connect Hearts and Minds to Places, Objects, and Other 
Resources, edited by David L. Larsen and published by Eastern National. Tilden 
developed and established interpretation as an art. “Interpretation is revelation based 
upon information,” he wrote, and “The chief aim of interpretation is not instruction, but 
provocation.” Tilden’s perspective remains important. Larsen’s work articulates a 
philosophy of interpretation and offers a common terminology, standards, and mechanics, 
techniques, and schematics to help realize Tilden’s art. Familiarity with these books 
benefits anyone intent on writing NPS Unigrid brochures—or other media—for visitors 
to national park areas. 
 
Basic information about interpretation, as practiced by the NPS, is available at 
http://www.nps.gov/learn/ . More detailed information is available at: 
http://www.nps.gov/idp/interp/theprogram.htm , with information about online course 
modules for Media Specialists, which includes Module 230 (Interpretive Writing). 
Anyone may undertake this training. It is by no means restricted to NPS or other federal 
employees. 
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Interpretive writing integrates the best methods of effective writing with the principles 
and techniques of interpretation. Effective interpretive writing draws from sound 
scholarship, respects multiple perspectives, and uses creative techniques to engage the 
reader. 
 
Interpretive writing is goal driven: it wants to move the reader toward understanding 
and—ideally—toward an active feeling of stewardship for the particular park and by 
extension for the National Park System and national park idea. Interpretive writing 
assumes good, professional writing that is appropriate to the content and the audience. 
Beyond good professional writing, interpretive writing strives to connect the reader 
intellectually and emotionally with the meanings inherent in these places and their 
features. 
 
Interpretive writing usually takes off from something tangible—an artifact, animal, or 
described event—and then links it with an intangible quality of the tangible phenomenon 
to create an interpretive theme statement. The tangible may include facts, information, 
evidence, physical features, explanations, illustrations, comparisons, contrasts, etc. The 
intangible may include concepts, ideas, feelings, meanings, relationships, processes, etc. 
 
The interpretive theme statement expresses something inherently meaningful about the 
place, feature, or event presented. This theme is then used to develop cohesively the 
relevant ideas that support it. Those relevant ideas are then introduced by tangibles that 
are then linked to intangibles, to elevate the reader in stair-step fashion to a more 
meaningful connection and a stronger feeling of stewardship. 
 
Writing a Unigrid brochure requires finding the effective entry into the theme or themes 
addressed by the layout presentation of the material. Ideally—this is NPS Publications 
staff practice—the designer, cartographer, and writer/editor team collaborates to develop 
the layout presentation with major input from the park staff. This maximizes the synergy 
between words and images and helps the team decide what to show and what to tell. This 
also helps the designer, cartographer, and writer/editor commit to the Unigrid brochure’s 
overall theme or big idea. Collaboration internally and with the park is a necessity. 
 
Unigrid writing heeds the best of writing for the Web. It strives for the energy to engage 
the reader immediately and the economy to grab and hold attention amid today’s 
information glut. Energy issues from precise active verbs mostly used in basic, English 
syntax: subject-verb-object. Edit out function words and phrases—they dawdle, they 
stifle energy, and they bankrupt economy. Wherever possible, rely on words of Anglo-
Saxon origin: they are shorter and more concrete than words derived from Latin or 
Greek. Read the writing aloud to test its rhetoric on your ear. That’s as close as you 
approach hearing how the reader may hear your writing. 
 
A last word, from Annie Dillard: “The work’s unity is more important than anything else 
about it. Those digressions that were so much fun to write must go.”  
 



A Series 

210 mm
(8-9/32 inch)

99 mm
(3-29/32 inch)

A3
297 mm (11-3/4 inches)

A4
396 mm (15-5/8 inches)

A5
495 mm (19-17/32 inches)

A6
594 mm (23-7/16 inches)

A8
793 mm (31-1/4 inches)

  (does not show A12)

The A12 brochure length is 1188 mm (12 panels at 99 mm)  (46.77 inch)

B Series

210 mm
(8-9/32 inch)

99 mm
(3-29/32 inch)

B3
297 mm (11-3/4 inches)

B4
396 mm (15-5/8 inches)

B5
495 mm (19-17/32 inches)

B6
594 mm (23-7/16 inches)

210 mm
(8-9/32 inch)

The B series does not include a 12 or 8 pannel brochure.
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Large Print Brochure Specifications Guide 27 August 2009 page 1 of 2 
 
Recommended type fonts and sizes keyed to B6 sized grid (2pp-master.indd) and the B3 
sized grid (1p or insert-master.indd. The B6 and B3 are NPS unigrid brochure sizes and 
are not to be confused with international paper sizes. 
 
Also the two formats called Essay_LP11x17 format1.indd and DayUse_LP11x17 
format1.indd show these same specifications applied 
 
Park Name 36 Point/36 leading Frutiger LT Std 65 bold open type. kerned 0, reverse 

to white through the NPS Identity system black band. 
 
Logo & Designation 14 Point/23 leading Frutiger LT Std 65 Bold open type, tracking 10, 

reverse to white through the NPS Identity system black band 
 
Essay Title  55 Point/57 leading Frutiger LT Std 65 Bold open type, tracking 0. If 

using two color* printing the display title could print in the second color, 
or in black. 

 
 * A word about a second color: Refer to the Publications chapter in 

Programmatic Accessibility Guidelines for National Park Service 
Interpretive Media (www.nps.gov/hfc/accessibility) for references of color 
contrast and color combinations as well as color-blindness information 
resources. 

 
Captions & 
Attributions 16 Point/20 leading Frutiger LT Std 65 Bold open type, tracking 0. If 

using two color printing the display title could print in the second color, or 
in black. 

 
Display Paragraph 
or Introduction  28.5 point/35 leading Frutiger LT Std 65 Bold open type, tracking 5. If 

using two color printing the display title could print in the second color, or 
in black. 

 
Majority text  18 point/22 leading Frutiger LT Std 55 roman open type, tracking 0, print 

in black. 
 
 A word about Initial Caps: No Style sheet—highlight and change type 

point size in Control panel to one of the already introduced hierarchy sizes 
(Essay or Chapter head) Do not nest into paragraph. It should be distinctly 
a part of the first line of copy. If using two color printing the display title 
could print in the second color, or in black. 

 
Chapter heads  36 point/36 leading Frutiger LT Std. 65 Bold open type, tracking 0. If 

using two color printing the display title could print in the second color, or 
in black. 
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Large Print Brochure Specifications Guide 27 August 2009 page 2 of 2 
 
Chap. Subheads 22 point/22 leading Frutiger LT Std 65 bold open type, tracking 0, If using 

two color printing the display title could print in the second color, or in 
black. 

 
Safety text or 
special notice 18 Point/22 Leading Frutiger LT Std. 65 Bold open type, tracking 0. If 

using two color** printing the display title could print in the second color, 
or in black. 

 
 ** A word about the second color within a text column: This is the same 

specification as Majority text in the rest of the column, but for contrast and 
impact the weight is bold instead of roman. Usually one deviation in style 
is preferable, the use of color type can benefit from a heavier weight font. 
Do not use italics unless it is a ship’s name, publication or other media 
title or use quotation marks instead of italics. 

 
 The paragraph style sheet applies the green of the C&O Sample; to change 

the color do it in the style sheet character color by establishing your 
preferred second color. 

 
Odd page Number 24 point/24 leading Frutiger LT Std 65 Bold open type, tracking 0. If 

using two color printing the display title could print in the second color, or 
in black. Use to flush right number with extreme right margin. 

 
Even Page Number Use to flush left number with extreme left margin. 
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Worksheet for Developing an Illustration Scope of Work 
 
This worksheet was created to assist in the development of a Scope of Work for new interpretive 
illustration. Before developing new art, a careful search of the existing illustrative material 
archived at Harpers Ferry Center (HFC) should be done using the HFC Commissioned Art 
Collection at http://www.nps.gov/hfc/products/art-collection.htm. Because the National Park 
Service often acquires only one-time or limited use rights for artwork, the database is not 
available to the public. The collection is available only through an NPS intranet login. 
 
 
Content 
 
What is the purpose or interpretive goal of the illustration? 
 
Provide a narrative description of the illustration. 
 
 
Style 
 
Will the illustration be done in full color, grayscale, or black and white? 
 
Will the illustration be highly rendered with careful detail, or loosely rendered with less detail? 
 
Will the illustration be rendered as traditional reflective art or digitally? 
 
Will there be opportunities to repurpose the illustration and, if so, will modifications be needed? 
 
Will the illustrations be used as full-page graphics, or small inset diagrammatic-type renderings? 
 
 
Reproduction 
 
Final reproduction size? 
 
Width ____________ Height____________ 
 
Margin_______________ 
 
Original illustration size? 
 
Width ____________ Height____________ 
 
Will the illustrator be providing high-resolution scans? 
 
Yes _____ No _____  Scan Specifications: 
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Review and Approval 
 
Who will be reviewing and approving the illustration? How much review time is required? 
 
 
Research and Reference 
 
Identify all deliverables for review and approval (i.e. sketches, revised sketches, color studies, 
scans) 
 
Will the illustrator travel to the park? Yes _____ No _____ 
 
List Resources to be provided by the illustrator (i.e. photo shoot with models - model release 
required) 
 
Will the illustrator be provided a complete reference package? 
 
Yes _____ No _____ 
 
List the Reference Package Contents 



 ATTACHMENT J - NPS CREATING WEB FEATURES -January 20, 2010
Creating Web Feature 
 
The NPS uses a Content Management System (CMS) to manage and present information 
on NPS.gov.  A standard set of design templates are provided via this system for entering 
information into the website, thus largely eliminating the need for costly design work.  
Instead, web authors are able to focus on producing quality content for their visitors. 
 
The fundamental building blocks of a quality website in the CMS are good web writing 
and professional-looking imagery.  Once these basic needs are fulfilled, web authors may 
want to enrich their sites by adding other more interactive types of content such as: 

-video (including streaming) 
-audio (including streaming) 
-virtual reality panoramas 
-flash 
-webcams (including streaming) 
-podcasts 
-mapping files 

 
The CMS can accommodate all of these media types, and examples of their usage are 
available on several park sites including: 

-Grand Canyon NP streaming video 
(http://www.nps.gov/grca/photosmultimedia/rangerminute.htm) 
-Glacier NP panoramic images 
(http://www.nps.gov/glac/photosmultimedia/panoramas.htm) 
-Acadia NP audiocasts 
(http://www.nps.gov/acad/photosmultimedia/hawkwatchaudiocast.htm) 

 
While the CMS can accommodate almost all file types needed to create a website, there 
are instances when using a unique look and feel and/or combination of content types may 
enhance a presentation, improve its interpretive quality and/or better engage the desired 
audience.  For example, younger audiences often enjoy content that is colorfully designed 
and interactive.  While it is possible to accommodate to create such content in the CMS, 
sometimes the more engaging choice is to create a separate web feature not contained in a 
CMS template. 
 
A web feature is defined as a collection of web pages that address a specific subject or 
theme and require a unique look and feel to interpret and enhance its content.  As a rule, 
all basic content such as trip planning/orientation information, descriptions of operations 
and management documents should be placed in the CMS.  However, either the CMS or 
a separate web feature could be used for content that enhances the basic site. 
 
Examples: 

-The description of a hike is contained in the CMS, but an interactive hike could 
be a separate web feature (ex., 
http://www.nps.gov/glac/photosmultimedia/ehikes.htm). 
 



-The basic description of a park’s fossil collections and collection/study processes 
is contained in the CMS, but an interactive tour of the collection and paleontology 
lab could be a separate web feature (ex., http://www.nps.gov/features/joda/). 
 
-Trip planning information for visiting a historic home is in the CMS, but a virtual 
tour of the home could be a separate web feature (ex., 
http://www.nps.gov/features/clba/feat0001/flash.html). 

 
Requirements for Creating a Web Feature 
 
The CMS is a cost-effective and efficient solution for presenting information and should 
be the first choice considered for a project.  Please keep the following requirements in 
mind if considering a web feature. 
 
Web Features Must: 

 Enhance content already contained in the CMS 
 Demonstrate exceptional understanding and interpretation of a topic 
 Engage users 
 Demonstrate a mastery of professional design and usability standards 
 Incorporate a design that is strongly influenced by the feature’s content and is 

complimentary to the design and aesthetics of NPS.gov. 
 
Technical Requirements: 

 Incorporates elements of the NPS Graphic Identity 
 Displays the feature name on the opening page 
 Maximum page width of 980 pixels (designed for a 1024 pixel wide screen 

resolution) 
 Complies with Section 508 of the Rehabilitation Act 
 Complies with security requirements of NPS.gov servers 

 
Before starting work on a new web feature project, please contact the NPS.gov Web 
Manager to discuss the project plan and the above requirements.  The Enterprise Web 
Management Team is responsible for the NPS.gov web servers and their security, and the 
NPS.gov Web Manager must review any web development and approve access to the 
servers for any work outside the CMS. 
 
In addition, the NPS.gov Web Manager must review existing web features created before 
the CMS was implemented.



 
Version Control Log 

Date Version # Author Description 
5.17.2007 1 Ken Handwerger Initial version sent out for review. 
5.22.2007 1b Khaled Bassim Revisions. 
5.22.2007 Final Carl Chitwood Final, Signed Policy. 
5.22.2007 Signed Carl Chitwood Signed and Active 
5.25.2007 1c Tim Cash Revisions per Carl Chitwood. 
9.10.2007 2 Tim Cash Revisions based on peer review 
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ATTACHMENT K  
 

DRAFT Director’s Order #11C: Web Publishing 
 
Approved:  
 
Duration:  Until revised or rescinded. 
 
 
Table of Contents 
 
1.     Purpose 
2.     Background 
3.     Scope 
4.     Legal Authorities 
5.     Definitions 
6.     Operational Policies and Principles 
7.     Responsibilities and Delegations 
8.     Additional Requirements Specific to Web  
 
1.   PURPOSE 
 
The purpose of this Director's Order (DO) is to define responsibilities and establish the 
standards for information published by the National Park Service (NPS) on the World Wide 
Web (Web) including the Internet (nps.gov), Intranet (InsideNPS), and Extranet. This 
Director’s Order replaces and supersedes DO #70, issued January 8, 2001. 
 
2.   BACKGROUND 
 
The Internet offers extraordinary opportunities to share information and invite the public to 
learn more about the NPS mission, park resources, and our national system of parks and 
partnership programs. Through the Web, we can communicate essential information about 
the national park experience and our cultural and natural resources offering users a very 
potent frame of reference for whom we are as a people and as a country.  This information is 
available globally to anyone who has access to the Internet and who wants to learn about 
these American places and the people, objects, events and values they represent. 
 
The nature of the Web allows us to create a seamless presentation that fully integrates content 
created Service-wide, making the user experience richer, deeper, and more satisfying.  The 
web should never be considered a publication because a publication is a 1-way 
communication while the web is 2-way.  The web is a communications vehicle that (when 
properly utilized) actively answers the requests of its visitors.  The launch of a Content 
Management System (CMS) in 2005 was a critical step in achieving this goal.  The CMS 
represents the evolution of Web technology and thinking since the launch of Park Profiles in 
2000 and gives parks and programs the tools necessary to develop and post material that 
meets the needs of our users and the requirements of the NPS, Department of the Interior, and 
federal policies governing the Web, as well as accepted national and international protocols.  
This will ensure the most efficient use of technology, funding, and human resources.  It will 
also continue the implementation of the public outreach and communications programs 
established in DO #52A: Communicating the National Park Service Mission. 
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3.   SCOPE 
 
This DO defines responsibilities and establishes principles, standards, and a common 
vocabulary for the NPS’s use of Web technologies to publish information externally 
(nps.gov), internally (InsideNPS), and to our friends’ groups, partners, and other government 
agencies (Extranet).  This document applies to all Web pages, all searchable databases that 
have a public Web interface and all Web applications (refer to definitions in section 5.1). 
 
It applies to all NPS employees, contractors, volunteers, and partner organizations producing 
material for the NPS Web.    
 
4.   LEGAL AUTHORITIES 
 
4.1   General authority to issue this order is found in the NPS Organic Act (16 USC 1 through 
4) and delegations of authority in part 245 of the Department of the Interior Manual (DM).  
This Order is intended only to improve the internal management of the NPS and is not 
intended to, and does not, create any right or benefit, substantive or procedural, enforceable 
at law or equity by a party against the United States, its departments, agencies, 
instrumentalities or entities, its officers or employees, or any other person. 
 
4.2   The following laws and other guidance direct the NPS in its Web activities: 
 
The Electronic Freedom of Information Act (EFOIA) Amendments of 1996 (P.L. 104-231, or 
"E-FOIA," 5 USC 552) established very specific requirements for federal agencies to make 
certain information available in electronic format, including publishing to the Internet.  The 
legislative history makes clear the Congressional intent that federal agencies be pro-active in 
delivering to the public electronically formatted information that is clearly of general public 
interest.  
 
The Paperwork Reduction Act of 1980 (P.L. 96-511, 16 USC 5901-6011), as amended by the 
Paperwork Reduction Act of 1995 (P.L. 104-1344, USC 3501-3520), directs agencies to 
promote the use of information technology to improve the productivity, efficiency, and 
effectiveness of agency programs, including improved dissemination of public information.  
 
OMB Circular A-130 (revised, February 8, 1996) implements the Paperwork Reduction Act 
by establishing uniform government-wide information resources management policies. It 
directs agencies to use electronic media and formats, including public networks, to make 
government information more easily accessible and useful to the public.  
 
Section 104 of the National Parks Omnibus Management Act of 1998 (P.L. 105-391) directs 
the NPS to make available to the public its strategic plans, annual performance plans, and 
annual budgets.  
 
Executive Order 13011 on Federal Information Technology (July 16, 1996), gives agencies 
the authority and responsibility to make measurable improvements in mission performance 
and service delivery to the public through the strategic application of information technology.  
 
Executive Order 12862, "Setting Customer Service Standards," September 11, 1993 (31 USC 
501, 58 F.E. 48257), establishes customer service standards to guide agency operations.  
 
Executive Memorandum, "Expanding Access to Internet-based Educational Resources for 
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Children, Teachers, and Parents," (April 18, 1997) gives agencies the responsibility to better 
educate children by developing high-quality educational resources on the Internet.  
 
The Child Protection Act of 1984 and the Children’s Online Privacy Protection Act of 1998 
establish the guidelines for the protection and privacy of children on the Web. 
 
Section 508 of the Rehabilitation Act of 1973 requires federal agencies that develop, procure, 
maintain, or use electronic and information technology to make it accessible to people with 
disabilities unless it would pose an undue burden to do so.  Federal employees and members 
of the public with disabilities must have access to, and use of, information and services 
comparable to the access and use available to those without disabilities. 
 
4.3   The following NPS guidance also relates to the Web: 
 
Director's Order #5:  Written Communication (Paper and Electronic). Describes 
responsibilities and requirements for written communication and correspondence within the 
NPS and with organizations outside of the NPS, including electronic mail, the Internet, and 
the Intranet.  It also addresses personal use of these technologies in the workplace and the 
privacy of employees when using them.  
 
Director’s Order #20: Agreements. The NPS is authorized by law to enter into agreements 
with other agencies, organizations, and individuals. These agreements establish formal 
relationships that allow the NPS to more efficiently and economically accomplish its mission.  
 
Director’s Order #21: Donations and Fundraising. Establishes guidance for NPS employees 
who accept donations directly and/or work with organizations that seek to raise money to 
benefit the national parks or the programs of the NPS.  
 
Director's Order #52 A–D: Communicating the National Park Service Mission. Establishes 
strategies and standards for increasing public awareness and understanding of the NPS 
mission and sets consistent Service-wide graphic design standards.    
 
5.   DEFINITIONS  
 
Content Management System (CMS) – the database technology used to manage content for 
nps.gov.  
 
Cookie – A message given to a Web browser by a Web server. The browser stores the 
message in a text file. The message is then sent back to the server each time the browser 
requests a page from the server.  
 
Enterprise Web Management (division) –provides Service wide Web support through system 
administration, technical governance, development, training, design, guidance, and technical 
support.  This Division is managed by the Enterprise Web Manager 
 
Extranet –a means to make certain Intranet resources (InsideNPS) available to partners, 
business affiliates, and stakeholders. 
 
FTP – File Transfer Protocol, a means of uploading files to a remote website. 
 
InsideNPS – The official NPS Service-wide Intranet website. 
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Internet – a Web page, digital image, application, video and sound file, and/or database that 
is publicly available on the Web.   
 
Intranet – a Web page, digital image, video and sound file, application, and/or database 
restricted to employees and authorized users. 
 
NISC – National Information Systems Center – A division under OCIO that is responsible for 
governing, maintaining, building, and deploying all new applications, websites, and 
databases. 
 
NITC – National Information Technology Center – A division under OCIO responsible for 
network, hardware, and machine maintenance. 
 
nps.gov – The official NPS public website. 
 
NPS Web Management Steering Committee (WMSC) – is responsible for recommending the 
overall guidance, direction and coordination for the web and the development and 
maintenance of web guidelines and related directives and standards in coordination with the 
NPS Enterprise Web Management Division. The WMSC is responsible for providing 
recommendations for the direction and coordination on web related technologies, 
architecture, infrastructure, hardware, software, servers, and applications.  This committee is 
chaired by the Enterprise Web Manager. 
 
OCIO – Office of the Chief Information Officer  – responsible for providing Service-wide 
strategic direction, advice, and guidance to NPS management on all aspects of information 
management and technology.  This directorate is managed by the Chief Information Officer 
(CIO) 
 
Persistent Cookie – Also called a permanent cookie, or a stored cookie, a cookie that is stored 
on a user’s hard drive until it expires (persistent cookies are set with expiration dates) or until 
the user deletes the cookie. Persistent cookies are used to collect identifying information 
about the user, such as Web surfing behavior or user preferences for a specific Web site.  
This type of cookie is not allowed on federal websites without a waiver from OMB and the 
OCIO. 
 
Post – The act of publishing content. 
 
Search Engine – A program that searches documents for specified keywords and returns a list 
of the documents where the keywords were found. 
 
Server – A computer or device on a network that manages network resources. For example, a 
file server is a computer and storage device dedicated to storing files. Any user on the 
network can store files on the server. A print server is a computer that manages one or more 
printers, and a network server is a computer that manages network traffic. A database server 
is a computer system that processes database queries. 
 
Session Cookie – Also called a transient cookie, a cookie that is erased when the user closes 
the Web browser. The session cookie is stored in temporary memory and is not retained after 
the browser is closed. Session cookies do not collect information from the user’s computer. 
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They typically will store information in the form of a session identification that does not 
personally identify the user. 
 
Web Application – Any web enabled software (whether built internally or commercial-off-
the-shelf (COTS) products) that perform business improvement processes and enables the 
streamlining of information flow or capture. 
 
Web Content Author (author) – the individual(s) primarily responsible for researching, 
writing, and editing Web content. (creator, writer, editor, etc.).  This position will be listed as 
the point of contact for inquiries.  
 
Web Page – Individual document that is available on the web. 
 
Web Project – any activity or task that creates content (pages, images, multimedia, and 
applications) that does not reside within the nps.gov content management system or the 
InsideNPS content management system.  Residence in the content management system is 
dependant upon the use of the standard templates and designs available within the CMS and 
upon the page being created, managed, and served by the CMS. 
 
Web Resource Producer (producer) – the individual(s) responsible for the technical aspects of 
web, including, mark up language coding (HTML, DHTML, XML, etc), posting, modifying, 
and/or creating document files. 
 
Website – A logically and navigationally connected set of one or more pages, documents, 
services and/or applications(s). It is intended for a specific audience(s), accessible through 
the Internet, Intranet or Extranet via a Web browser, with a primary point of entry (home 
page), has a defined purpose and is managed as a distinct collection. 
 
Web standards and guidelines – a set of documents produced by the Enterprise Web 
Management Division that governs all aspects of the web that are not covered by this DO.  
These documents will be located on InsideNPS (http://inside.nps.gov/waso/web).  
 
Upload – To transmit data from a computer to a bulletin board service, mainframe, or 
network. For example, if you use a personal computer to log on to a network and you want to 
send files across the network, you must upload the files from your PC to the network.  
 
URL – Abbreviation of Uniform Resource Locator, the global address of documents and 
other resources on the Web.  The first part of the address indicates what protocol (type of 
connection) to use and the second part specifies the IP address or the domain name where the 
resource is located.  For Example:  http://nps.gov/yell – http:// is the protocol; nps.gov is the 
address of the site; yell is the park’s directory/site 
 
6.   OPERATIONAL POLICIES AND PRINCIPLES 
 
6.1 Nps.gov: 

 Is a primary communications tool of the National Park Service presenting our 
mission, principles, and policies to a worldwide audience 24 hours a day, 7 days a 
week.   

 Will provide the public with accurate, comprehensive, current, and useful 
information. 

 Will maintain a consistent look and feel in compliance with Director's Order # 
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52C.   
 Will meet or exceed Web usability standards and the unique needs and 

requirements of Internet audiences.  
 Is managed by the Enterprise Web Management Division and all Web pages must 

adhere to this Director’s Order and all guidance set by the Enterprise Web 
Manager in coordination with the Web Management Steering Committee.   

 
6.2 Further considerations about nps.gov: 

 Any official web-enabled public information produced by NPS with operational or 
internal funding must have a presence on nps.gov.  

 To serve the public and ensure operational effectiveness, the National Information 
Technology Center (NITC) will ensure that the nps.gov is available 24 hours a 
day, 365 days a year, with 99.9% uptime. The NITC will also assume 
responsibility for maintaining sub-second server response time for all public-
facing servers. 

 The NPS Web relies upon a shared or "distributed" model of work, responsibility, 
and accountability to succeed.    

 New nps.gov projects must be approved in advance by the OCIO.  The OCIO has 
30 days to review a project.  Projects not reviewed within 30 days are considered 
approved.   

 All content on nps.gov may be subject to OCIO review, approval and/or auditing 
for compliance with the web standards and guidelines. 

 The web standards and guidelines will set standards for design, usability, 
information architecture, security, application development, multimedia, flash, 
and features.  They will also govern other aspects of the web not covered in this 
DO. 

 Links are provided to enhance the user experience and ease of use, but it must be 
clear when users are leaving nps.gov.  Intercept scripts must be utilized and 
default scripts will be provided by the Enterprise Web Management Division. 
o All pages containing links to non-federal managed sites must trigger a 

disclaimer intercept.  
 Webcams are permitted only for non-commercial resource protection and visitor 

uses. (Any use of streaming technologies must be approved at least 60 days in 
advance by the OCIO ensure infrastructure capabilities for such projects.)   

 All NPS websites, web pages, or applications will have domain names that tier off 
of nps.gov. All NPS content will primarily be hosted on ".gov" domains. 

 URLS –The Web address (URL) for a park is http://www.nps.gov/"xxxx" where 
"xxxx" equals the park’s "Alpha Code.  All Parks will also be available under the 
park’s official name. (http://nps.gov/GrandCanyon).  URLS for non-park websites 
on nps.gov must be coordinated with the Enterprise Web Manager and appropriate 
Program/Regional Coordinator. 

 
6.3  InsideNPS 

 Will meet or exceed Web usability standards and the unique needs and 
requirements of Internet audiences.  

 Is managed by the Enterprise Web Management Division and all Web pages must 
adhere to this Director’s Order and all guidance set by the Enterprise Web 
Manager in coordination with the Web Management Steering Committee.   

 Will maintain a consistent look and feel in compliance with Director's Order # 
52C.    
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6.4 New web projects must be approved in advance by the OCIO.  The OCIO has 30 days to 

review a project.  Projects not reviewed within 30 days are considered approved.  
 Projects will be reviewed for compliance with policy, potential redundancy, and 

for service-wide applicability. 
 Projects will be reviewed for compliance to web standards and guidelines as 

published by the Enterprise Web Management Division in coordination with the 
Web Management Steering Committee.  The standards and guidelines will be 
published and maintained on InsideNPS. 

 
6.5 All NPS websites will comply with applicable federal, departmental, and bureau policies 

and regulations.  
 Information considered confidential or protected under the law should not be 

posted on nps.gov, but may be posted on InsideNPS if stringent security methods 
are in place.   

 
6.6 All material published on nps.gov must follow standards and procedures for  
        Formats, content, writing, organizational structure and metadata established in  
        the web standards and guidelines. 
 
6.7 All NPS websites will comply with accessibility regulations including but not  
        limited to: 

 Provide a text-only version of any graphics-rich page.  Every effort should be 
made to develop one Web page that serves both those with and without 
disabilities. 

 
 Provide “alternative text” for all images (not including those used as spacers), 

buttons, links, hotspots on image maps, and graphical buttons.  Alternative text 
should describe the image in detail and not convey any other meaning than the 
description of the image and its purpose. 

 
 Provide alternative formats such as text versions that convey the essence of 

audio and visual presentations.   
 

 Avoid blinking, flashing, or other design elements that cause the screen to 
flicker.  

 
 Comply with web standards and guidelines as defined by the Enterprise Web 

Management Division. 
 
7.   RESPONSIBILITIES AND DELEGATIONS 
 
7.1 Chief Information Officer 

 Final Approval for all web projects 
 Delegation of authority to Enterprise Web Manager for governance of web. 
 Legal Responsibility for Information on public sites. 
 

7.2 Enterprise Web Manager 
 Oversees and approves information design standards, maintenance, and 

governance of the NPS Web infrastructure (which NISC administers), including 
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licenses, facilities, and security. 
 Reviews and approves activities by other NPS organizations that affect the NPS 

Web.   
 Ensures consistent management of the web by governing content usability, 

taxonomy definitions, website design, website infrastructure, and web 
applications. 

 Enforces this DO – in consultation with the CIO – by terminating user access to 
the Web and/or removing material when non-compliance is not remedied. 

 Develops and maintains the web standards, guidelines, design, and training. 
 Chairs the NPS Web Steering Committee to regularly solicit input from the field 

and WASO. 
 Division Chief of NPS Enterprise Web Management Division 
 Project Approval. Any project not approved by this The Enterprise Web Manager 

will be subject to shut down until such approval is granted.  Any budget requests, 
Web activities, or projects will require approval before proceeding to the ITIC, 
PMIS regional approval, or OFS approval. 

 
7.3 NPS Web Management Steering Committee 

 Represent the needs of the NPS and its partner organizations, and set development 
priorities and goals for the web. 

 Has review over all Web activities.   
 

7.4       Regional and Associate Directors 
 Responsible for information quality and legal compliance of all web content that 

is posted by subordinates. 
 Delegation of Authority and designation of a Regional/Program Web 

Coordinators.  A minimum of 1 Web Coordinator is required for every region and 
program. 

 Delegation and Designation of 1 voting member to the NPS Web Steering 
Committee. 

 Submission of web projects for approval to the Enterprise Web Manager before 
Regional/Program Approval of funding. 

 
7.5      Park Superintendents 

 Delegation of authority to Park Web Coordinators. 
 Assignment and designation of Park Web Coordinator Duties.  A minimum of 1 

Park Web Coordinator is required for every park. 
 
7.6      Park, Regional and Program Web Coordinators 

 Responsible for information quality and legal compliance of all web content that 
is posted by subordinates and local content authors. 

 Responsible for compliance with this and other policies and guidelines at the 
park/program level. 

 Coordinating training for their regions/programs in collaboration with the 
Enterprise Web Management Division. 

 Maintain an up-to-date list of park web coordinators. 
 
7.7       Content Authors 

 Responsible for posting content on the park, program or region. 
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 Responsible for information quality and accessibility of content that they publish 
on the web. 

 
8.   ADDITIONAL REQUIREMENTS SPECIFIC TO WEB 
 
8.1   EFOIA Requirements 
 
Nps.gov is the NPS electronic reading room required by the Electronic Freedom of 
Information Act Amendments of 1996 (EFOIA, 5 USC 552(2)).  The following documents, 
or their equivalents, fall within the specific requirements of EFOIA, and must be posted on 
nps.gov and be accessible through the appropriate park. 
 

 Final versions of certain park planning documents, including General Management 
Plans, Operations Plans, and other plans that document park policy and management 
decisions.  

 
 National Environmental Policy Act decision-making documents, including 

Environmental Impact Statements, Environmental Assessments, and Findings of No 
Significant Impact.  

 
 Service-wide Management Policies, Strategic Plans, Director’s Orders, and 

handbooks and other forms of guidance that accompany Director’s Orders.  
 

 "Park Compendiums" or other similar legally required documents that list 
superintendent-authorized decisions that affect the public, such as opening and 
closing times, and open and closed park areas.  

 
 All superintendent directives and guidance to park staff that affect the public.  

 
 Documents that were released in response to a FOIA request and that are known to be 

of high and continuing public interest.  This category might include documents such 
as contracts; agreements with partners or other agencies; or any documents that 
involved controversy or a public commenting process. The web standards and 
guidelines contain specific guidance for complying with EFOIA.  

 
8.2   National Parks Omnibus Management Act of 1998 Requirements 
 
Nps.gov will be used to comply with Section 104 of the National Parks Omnibus 
Management Act of 1998 (P.L. 105-391), which deals with park budgets and accountability 
found in park strategic and performance plans. The following documents or their equivalents 
have been determined to fall within these requirements and must, therefore, be posted on 
NPS.gov and be accessible through the appropriate park. 
 
Each park's 5-year strategic plan and annual performance plan prepared pursuant to the 
Government Performance and Results Act of 1993 (GPRA).  
 
Each park's annual budget, including, at a minimum, funding allocations for resource 
preservation (including resource management); visitor services (including maintenance, 
interpretation, law enforcement, and search and rescue); administration; and the allocations 
into each of the above categories of all funds retained from fees collected for that year, 
including (but not limited to), special use permits, concession franchise fees, and recreation 
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use and entrance fees. These budgets should be posted following receipt of the appropriation 
for the park unit from the Operations of the National Park System account, but no later than 
January 1 of each year.  
 
8.3   Standard Disclaimer Statement(s)  
 
In accordance with the Office of Management and Budget Memorandum on Privacy Policy 
(6/2/99), all publicly accessible NPS websites must provide a link to the approved disclaimer 
statement. The privacy policy, as outlined in the disclaimer, ensures that individuals have 
been given notice and choice about how any personal information is handled when they use 
NPS.gov. The disclaimer also addresses issues of endorsement, copyright, and links to non-
NPS sites. Each park homepage will have a link to the NPS disclaimer statement. 
 
The web standards and guidelines contain specific guidance on the use and placement of 
disclaimers.  (Published by the Enterprise Web Management Division) 
 
8.5   Logos 
 
Logos for plug-ins are allowed; as long as the plug-in is free and is an industry standard. 
Approved logos of plug-ins will be maintained in the web standards and guidelines, which 
are approved, published and governed by the Enterprise Web Management Division.  
Authority for the governance of placement and use of logos will reside with the Enterprise 
Web Management Division.  
 
8.6   Electronic mail - Website Interactivity  
 
Each park or program with a website on NPS.gov must provide an email link, but not a 
personal, visible, email address to which public inquiries may be directed. This address 
should be provided to the Enterprise Web Management Division for placement in a central 
feedback system.  All inquiries must receive a timely and appropriate response.  (See DO #5: 
Written Communication, Section 10.5).   
 
No actual email addresses will be made publicly available.  All email will be routed through 
a central feedback application. 
 
Personal email addresses currently residing on a publicly available page must be removed 
and replaced with a link to the central feedback application.  
 
 

---End of Director’s Order #11C--- 
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             ATTACHMENT L 
 

U.S. DEPARTMENT OF THE INTERIOR 
 CERTIFICATION REGARDING LOBBYING 
                                                                                                        
 
This certification is required by Section 1352, title 31, U.S. Code, entitled "Limitation on use 
of appropriated funds to influence certain Federal contracting and financial transactions." 
 
 (BEFORE COMPLETING CERTIFICATION, READ INSTRUCTIONS) 
 Certification for Contracts, Grants, Loans, and Cooperative Agreements 
                                                                                                        
 
The undersigned certifies, to the best of his or her knowledge and belief, that: 
 
(1)  No Federal appropriated funds have been paid or will be paid, by or on behalf of the 
undersigned, to any person for influencing or attempting to influence an officer or employee 
of any agency, a Member of Congress, and officer or employee of Congress, or an 
employee of a Member of Congress in connection with the awarding of any Federal 
contract, the making of any Federal grant, the making of any Federal loan, the entering into 
of any cooperative agreement, and the extension, continuation, renewal, amendment, or 
modification of any Federal contract, grant, loan, or cooperative agreement. 
 
(2)  If any funds other than Federal appropriated funds have been paid or will be paid to 
any person for influencing or attempting to influence an officer or employee of any agency, 
a Member of Congress, an officer or employee of Congress, or an employee of a Member 
of Congress in connection with this Federal contract, grant, loan, or cooperative 
agreement, the undersigned shall complete and submit Standard Form-LLL, "Disclosure 
Form to Report Lobbying," in accordance with its instructions. 
 
(3)  The undersigned shall require that the language of this certification be included in the 
award documents for all subawards at all tiers (including subcontracts, subgrants, and 
contracts under grants, loans, and cooperative agreements) and that all subrecipients shall 
certify accordingly. 
 
This certification is a material representation of fact upon which reliance was placed when 
this transaction was made or entered into.  Submission of this certification is a prerequisite 
for making or entering into this transaction imposed by Section 1352, title 31, U.S. Code.  
Any person who fails to file the required certification shall be subject to a civil penalty of not 
less than $10,000 and not more than $100,000 for each such failure. 
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Signature                                                             Date                          
                                                                                      
 
                                                                                                 
                                                                                             
 
 Instructions for Certification 
 
1. This certification and a disclosure form should be filed by each person as required, 

with each submission that initiates agency consideration of such person for: (1) 
award of a Federal contract, grant, or cooperative agreement exceeding $100,000; 
or (2) an award of a Federal loan or a commitment providing for the United States to 
insure or guarantee a loan exceeding $150,000. 

 
2. This certification and a disclosure form should be filed by each person as required, 

upon receipt by such person of (1) a Federal contract, grant, or cooperative 
agreement exceeding $100,000; or (2) a Federal loan or a commitment providing for 
the United States to insure or guarantee a loan exceeding $150,000, unless such 
person previously filed a certification, and a disclosure form, if required, at the time 
agency consideration was initiated. 

 
3. Any person who requests or receives from a person referred to in paragraphs (1) 

and (2) above:  (1) a subcontract exceeding $100,000 at any tier under a Federal 
contract; (2) a subgrant, contract, or subcontract exceeding $100,000 at any tier 
under a Federal grant; (3) a contract or subcontract exceeding $100,000 at any tier 
under a Federal loan exceeding $150,000; or, (4) a contract or subcontract 
exceeding $100,000 at any tier under a Federal cooperative agreement, shall file a 
certification, and a disclosure form, as required, to the next tier above. 

 
4. All disclosure forms, but not certifications, shall be forwarded from tier to tier until 

received by the person referred to in paragraphs (1) or (2) above.  That person shall 
forward all disclosure forms to the appropriate Bureau/Office within the Department 
of the Interior. 

 
5. Any certification or disclosure form filed under paragraph (4) above shall be treated 

as a material representation of fact upon which all receiving tiers shall rely.  All 
liability arising from an erroneous representation shall be borne solely by the tier 
filing that representation and shall not be shared by any tier to which the erroneous 
representation is forwarded.  Submitting an erroneous certification or disclosure 
constitutes a failure to file the required certification or disclosure, respectively.  If a 
person fails to file a required certification or disclosure, the United States may 
pursue all available remedies, including those authorized by Section 1352, title 31, 
U.S. Code. 

 
 
                                                                                                                                                                                DI 1963 
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                                                                                                                                      ATTACHMENT M 
DISCLOSURE OF LOBBYING ACTIVITIES 

Complete this form to disclose lobbying activities pursuant to 31 U.S.C. 1352                 
(See reverse side for public burden disclosure) 

            

1. Type of Federal Action: 
 

a. contract 
b. grant 
c. cooperative agreement 
d. loan 
e. loan guarantee 
f. loan insurance 

2. Status of Federal Actions:
 

a. bid/offer/application 
b. initial award 
c. post award  

 

3. Report Type: 
a. initial filing 
b. material change 

 For Material Change Only: 
 Year                   Quarter 
 
Date of last report              

4. Name and Address of Reporting Entity 
 

Prime                                                 Subawardee 
                                                         
                                               Tier             , if known 
Congressional District, if known: 

5. If Reporting Entity in Number 4 is Subawardee, Enter Name
and Address of Prime: 
 
 
 
Congressional District, if known: 

6. Federal Department/Agency: 
 

7. Federal Program Name/Description: 
 
 

CFDA Number, if applicable: 

8. Federal Action Number, if known: 
 

9. Award Amount, if known:
                                           $ 
 

10. a. Name and Address of Lobbying Entity 
(if individual, last name, first name, MI): 
 
 
 
                                              (attach Continuation  

b. Individuals Performing Services (including address if differen
from Number 10a) 
(last name, first name, MI): 
 
 

Sheet(s) SF-LLL-A, if necessary) 
 

 
11. Amount of Payment (check all that apply): 

$ 
                                         Actual          Planned 

13.  Type of Payment (check all that apply): 
 

 a. retainer                 b. one-time fee 
 

12. Form of Payment (check all that apply): 
 

a. Cash 
 
b. in-kind; specify: nature   
                             value 

       
       c. commision             d. contingent fee 

 
       e. deferred                 f. other; specify:  

14. Brief description of Services Performed or to be Performed and Date(s) of Service, including officer(s), employees,
or member(s) contacted, for Payment indicated in Item 11: 
 
                                             (attach Continuation Sheet(s) SF-LLL-A, if necessary)  

15. Continuation Sheet(s) SF-LLL-A attached: 
                                                                          Yes                No           

16. Information requested through this form is authorized by title 31 U.S.C section
1352. This disclosure of lobbying activities is a material representation of fact upo
which reliance was placed by the tier above when this transaction was made or 
entered into.  This disclosure is required pursuant to 31 U.S.C. 1352.  This  
information will be reported to the Congress semianually and will be available for 
public inspection.  Any person who fails to file the required disclosure shall be 
subject to a civil penalty of not less than $10,000 and not more than $100,000 
for such failure. 

Signature: 
 
Print Name: 
 
Title: 
 
Telephone Number: 
 
Date: 

 
Federal Use Only: 

Authorized  for Local Reproduction
SF-LLL 
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                             DISCLOSURE OF LOBBYING ACTIVITIES 
                                           CONTINUATION SHEET 

 
 

 
 
Reporting Entity:                                                                                                Page               of 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

U.S. G.P.O. 1990-260-708:00012                                                           Authorized for Local Reproduction 
                                                                                                            Standard  Form – LLL-A 
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INSTRUCTIONS FOR COMPLETION OF SF-LLL,  DISCLOSURE OF  LOBBYING ACTIVITIES 
 
This disclosure form shall be completed by the reporting entity,  whether subawardee or prime Federal recipient.  
At the initiation or receipt of a covered Federal action, or a material change to a previous filing, pursuant to title 
31 U.S.C. section 1352.  The filing of a form is required for each payment or agreement to make payment to any 
lobbying entity for influencing or attempting to influence an officer or employee of any agency, a Member of  
Congress in  connection with a covered Federal action.  Use the SF-LLL-A Continuation Sheet for  additional  
information if the space on  the form is inadequate.  Complete all items that apply for both the initial filing and  
material change report.  Refer to the implementing guidance published by the Office of Management  and  Budget 
for additional information. 
 

1. Identify the type of covered  Federal action for which  lobbying activity is and/or has been secured to 
influence 

    the outcome of a  covered Federal  action. 
 
2. Identify the status of the covered Federal action. 
 
3. Identify the appropriated classification of this report.   If this is a follow-up report caused by material  change 

to the information previously reported, enter the year and quarter in which the change occurred.  Enter the    
date of the last previously submitted report by this reporting entity for this covered Federal action. 
 

4. Enter the full name, address,  city, state and zip code of the reporting entity.  Include Congressional District, 
if 
if known.  Check the appropriate classification of the reporting entity that designates  if it  is, or expects to 

be, 
a prime or subaward recipient.   Identify the tier of the subawardee, e.g., the first subawardee of the prime is 
1st tier.  Subawards include but are not limited to subcontracts, subgrants and contract awards under grants. 
 

5. If the organization filing the report in item 4 checks “Subawardee”, then enter the full name, address,  city, 
state and zip code of the prime  Federal  recipient.  Include Congressional District, if known. 
 

6. Enter the name of the Federal agency making the award  or loan commitment.  Include at least one  
organizational level below agency name, if known.  For example, Department of Transportation, United 
States 
Coast Guard.    

 
7. Enter the Federal agency program name or description for the covered Federal action (item 1).   If  known, 

enter the full Catalog of Federal Domestic Assistance  (SFDA) number for grants, cooperative agreements, 
loans, and  loan commitments. 

 
8. Enter the most appropriate Federal identifying number available for the Federal action  identified in item 1  

(e.g.,  Request for Proposal (RFP) number; Invitation for Bid  (IFB) number; grant announcement number;  
the  contract, grant, or loan award number; the application/proposal control  number assigned by the  
Federal agency).  Include prefixes, e.g., “RFP-DE-90-001. 
 

9. For a covered Federal action where there has been an award or loan commitment by the Federal  agency, 
enter the Federal amount  of the award/loan commitment for the prime entity identified in  item 4 or 5. 

 
10.(a) Enter the full name, address, city, state and  zip code of the lobbying  entity engaged  by the  reporting  entity  
 identified in item 4 to influence the covered Federal action. 
     (b) Enter the full names of the individual(s) performing services, and include full address if different from 10(a).  

Enter Last Name, First Name, and Middle Initial (MI). 
 
11. Enter the amount of  compensation  paid or reasonably expected to be paid by the reporting entity (item  4)  

to the lobbying entity (item 10).  Indicate whether the payment has been made (actual) or will be made 
(planned).   Check all boxes that apply.    If this is a material change report, enter the cumulative amount of  
payment made or planned  to be made. 
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12. Check the appropriate box(es).  Check all boxes  that  apply.  If payment is made through an in-kind 

contribution, specify  the nature and value of the  in-kind payment. 
 

13. Check the appropriate box(es).  Check all boxes  that apply. If other, specify nature. 
 

14. Provide a specific and detailed description of the services that the lobbyist has performed, or will be 
expected to perform, and the date(s) of any services rendered.   Include all preparatory and related activity, 
not just time spent in actual contact with Federal officials.  Identify the Federal official(s) or employee(s) 
contacted or the officer(s), employee(s), or Member(s) of Congress that were contacted. 
 

15. Check whether or not a SF-LLL-A Continuation Sheet(s) is attached. 
 

16. The certifying official shall sign and  date the form,  print his/her name, title, and telephone number. 
 

 
 
Public reporting burden for this collection of information is estimated to average 30 minutes per response, 
including time for reviewing instructions, searching existing data sources, gathering and maintaining the data 
needed,  and completing and reviewing the collection of information.  Send comments  regarding the burden 
estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to 
the Office of Management and Budget,  Paperwork Reduction Project (0348-0046), Washington D.C. 20503. 

 
 

 
 

 
 
 

 



OMB No. 1510-0056 

                    ACH VENDOR/MISCELLANEOUS PAYMENT            ATTACHMENT N 

ENROLLMENT FORM  
 

This form is used for Automated Clearing House (ACH) payments with an addendum record that contains payment-related 
information processed through the Vendor Express Program.  Recipients of these payments should bring this information to 
the attention of their financial institution when presenting this form for completion. 
 

PRIVACY ACT STATEMENT
 

The following information is provided to comply with the Privacy Act of 1974 (P.L. 93-579).  All information collected on this form is 
required under the provisions of 31 U.S.C. 3322 and 31 CFR 210.  This information will be used by the Treasury Department to transmit 
payment data, by electronic means to vendor’s financial institution.  Failure to provide the requested information may delay or prevent 
the receipt of payments through the Automated Clearing House Payment System. 

 
AGENCY INFORMATION 

FEDERAL PROGRAM AGENCY: 

AGENCY IDENTIFIER: AGENCY LOCATION CODE (ALC): ACH FORMAT: 
 
            CCD+                   CTX                      CTP 

ADDRESS: 

NATIONAL PARK SERVICE 
CONTACT PERSON NAME: TELEPHONE NUMBER: 

 
(          ) 

ADDITIONAL INFORMATION:    

 
PAYEE/COMPANY INFORMATION 

NAME: DUNS NUMBER: SSN NUMBER OR TAXPAYER ID 
NUMBER: 

FACTS DEPARTMENT ID (IF A GOVERNMENT AGENCY): 
  

           FACTS BUREAU ID (IF A GOVERNMENT AGENCY):  

ADDRESS (INCLUDING COUNTY) :  

CONTACT PERSON NAME AND TITLE: TELEPHONE NUMBER: 
 
(          ) 

FAX NUMBER: 
 
(          ) 

TYPE OF BUSINESS (i.e., Small Business, Woman-Owned, 8(a), Minority, Disadvantaged, Veteran-Owned, Service Disabled Veteran, HubZone, Large 
Business, Nonprofit, Education Institute, or State, Federal, Local, or Tribal Government) 

EMAIL ADDRESS FOR SOLICITATION NOTIFICATION: ARE YOU A REGISTERED VENDOR AT THE CENTRAL CONTRACTOR 
REGISTRATION WEBSITE - http://www.ccr.gov ?   

 
FINANCIAL INSTITUTION INFORMATION 

NAME: 

ADDRESS: 

 

ACH COORDINATOR NAME: TELEPHONE NUMBER: 
 
(         ) 

NINE DIGIT ROUTING TRANSIT NUMBER: 
                                                                                     

DEPOSITOR ACCOUNT TITLE: 

DEPOSIT ACCOUNT NUMBER: 

TYPE OF ACCOUNT: 
                                                   CHECKING                                        SAVINGS  

SIGNATURE AND TITLE OF AUTHORIZED OFFICIAL: 
(Could be the same as ACH Coordinator) 

TELEPHONE NUMBER: 
 
(          ) 

NSN 7540-01-274-9925                                                                               3881-102                                                    SF 3881 (REV 12/90)  Prescribed by Department of Treasury 
                                                                                                                AGENCY COPY                                              31 U S C 3322; 31 CFR 210   
                     Revised by HFC ON 09/29/2003  



      ATTACHMENT O 
 
 PROPOSAL SUMMARY AND DATA SHEET  

 
RFP NUMBER: 

NAME OF OFFEROR EMPLOYER IDENTIFICATION
NUMBER/SOCIAL SECURITY NUMBER 

NAME OF INDIVIDUAL(S) 
AUTHORIZED TO NEGOTIATE 

          
                  TITLE 
            

              TELEPHONE NUMBER 

   

   

   

NAME OF INDIVIDUAL(S) 
AUTHORIZED TO EXECUTE AND 
SIGN CONTRACTS 

 
                 TITLE              TELEPHONE NUMBER 

   

   

   

NUMBER OF EMPLOYEES CURRENTLY 
EMPLOYED 

DOLLAR VALUE OF BUSINESS PER ANNUM

This proposal is predicated upon all the terms and conditions of the above referenced RFP, and is firm for
              days from the date of this proposal for acceptance thereof by the Government (120 Days, if not 
otherwise specified). 

NAME AND ADDRESS OF COGNIZANT GOVERNMENT AUDIT AGENCY

PHONE NUMBER OF COGNIZANT AGENCY

 
ACKNOWLEDGEMENT OF AMENDMENTS – THE OFFEROR ACKNOWLEDGES RECEIPT OF AMENDMENTS 
TO THE RFP AS FOLLOWS: 
 
            AMENDMENT NUMBER             DATE                         SIGNATURE 
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 ATTACHMENT P 
 
 QUESTIONNAIRE 
 Reference: FAR 15.608(a)(2) 
**************************************************************************** 
 PAST PERFORMANCE QUESTIONNAIRE 
 
For use in Solicitation Number N1106100086, to provide conceptual graphic designs, writing, 
editing, cartography, illustration, print-ready graphic production and website design and 
development services for all media types. 
 
I. CONTRACT IDENTIFICATION 
 
 1. Contractor/Job:                 
  
 2. Client:               
    
 3. Completion Date, or Stage of Completion, if still in progress:        

 
               

    
 4.  Cost: Original      Current/Final         
    
 5.  General description of product and/or service provided: 
      _____________       
               

 
6. Name, address, telephone number, fax number, and e-mail address of contractor’s primary 

contact: 
              
              
              
              
                             
II.  EVALUATOR IDENTIFICATION 
 
 Provide the organization name, address and telephone number, and e-mail address in addition to the 

evaluator's name, title, signature, and date of evaluation. 
 
 Name/Title:             
 
 Organization:             
 
 Address:             
              
 
 Telephone Number:            
 
 E-mail Address:            
 
 Signature/Date:            
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III. PERFORMANCE EVALUATION 
 
 Please answer each question to the best of your ability. The answers you provide may be 

shown to the contractor, but your identity will remain confidential. 
 
 1. Quality of Products and Services including Quality Control 
 

Demonstrated ability to perform services in accordance with contract specifications. 
Conformance to good standards of workmanship. Creativity, ease of use and 
reliability. Shows attention to an internal quality control process. 

 
      Often surpassed....................................  ( ) 4 
 
      Sometimes exceeded............................ ( ) 3 
 
      Usually met........................................... ( ) 2 
 
      Often did not meet.............................… ( ) 1 
 
  Comments:               
     
                 
                                        
                    

 
 

 2. Timeliness of Performance  
 
Compliance with delivery schedules; reliability, and responsiveness to technical 
direction. 

 
  Often met.............................................. ( ) 4 
 
  Sometimes met..................................... ( ) 3 
 
  Usually met.......................................… ( ) 2 
 
  Often did not meet................................ ( ) 1 
 
       
 NOTE: If the contractor did not meet required performance time or delivery 

schedules, were liquidated damages assessed?  
  

( ) Yes ( ) No 
 
  Comments:    ____         
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 3. Customer Satisfaction 
 

Satisfaction of end users with the Contractor’s product’s and services. 
 
      Extremely satisfied............................... ( ) 4 
 
      Generally satisfied................................ ( ) 3 
 
      Generally not satisfied.....................…. ( ) 2 
 
      Extremely not satisfied......................... ( ) 1 
 
  Comments:               
 
                 
 
                 
 
 
    4. Business Relations 
 

Effective management, ability to manage projects involving subcontracts, working 
relationship with Contracting Officer and Contracting Officer’s Representatives, 
reasonable/cooperative behavior, flexibility, effective contractor recommended 
solutions, businesslike concern for government interests. 
 
Extremely effective............................... ( ) 4 

 
  Generally effective................................ ( ) 3 
 
  Generally ineffective..........................… ( ) 2 

 
  Extremely ineffective............................. ( ) 1 
 
  Comments:                    
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IV. SUMMARY 
 
 Would you do business with this contractor again, if you had a choice? 
 
 Definitely, without reservations.....................… ( ) 4 

 
Probably, with few reservations........................ ( ) 3 

  
 Probably not...........................................……… ( ) 2 
 
 Definitely not.........................................……… ( ) 1 
 
Use this section to provide additional information not included above or to explain negative 
responses. 
 
              
 
              
 
              
 
              
 
              
                    




