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Office of the Secretary

www.os.dc.gov
Telephone: 202-727-6306

The Office of the Secretary of the District of Columbia is the official
resource for protocol, legal records, history, and recognitions for the
public, governments, and the international community.

Summary of Services
The Office of the Secretary of the District of Columbia consists of four offices and one unit. The Office of
Notary Commissions and Authentications (ONCA) commissions District of Columbia notaries and
authenticates documents for domestic and foreign use. The Office of Documents and Administrative
Issuances (ODAI) publishes the D.C. Register and the D.C. Municipal Regulations. The Office of Public
Records and Archives manages the District of Columbia Archives, Records Center, and the Library of
Government Information. The Office of Protocol and International Affairs manages the Sister City programs
and serves as the primary link between the Executive Office of the Mayor and foreign government
representatives. The Ceremonial Services Unit is responsible for processing all requests for ceremonial
documents from the Mayor.



The agency’s FY 2020 approved budget is presented in the following tables:





Program Description
The Office of the Secretary operates through the following 7 programs:

International Relations and Protocol – provides liaison and outreach services to the diplomatic and
international communities on behalf of the Mayor and local residents. This program is responsible for all
international visitors to the District government, Sister City relationships, and relations between embassies.

Ceremonial Services – provides ceremonial document services to individuals, businesses, organizations, and
government agencies so that they can have their activities and events recognized by the Mayor.
Proclamations, greeting letters, and condolence letters are among the most requested documents.

Office of Documents and Administrative Issuances – provides technical, professional, and other legal
services to the Mayor, District agencies, and the general public so that they can give and/or have official
notice of all proposed and adopted legal mandates.



This program contains the following 2 activities:

• D.C. Register – provides review and technical assistance services to District executive and independent
agencies so that they can comply with editorial standards and legal requirements of the District of
Columbia’s Administrative Procedures Act, implementing regulations, and District of Columbia
Documents Act of 1978; and

• Administrative Issuances – provides professional and technical assistance services to the Mayor and
executive agencies so that they can implement major policies and programs and make appointments in a
timely manner to foster the activities of government.

Notary Commission and Authentications – provides commissions for all notaries public in the District of
Columbia and authenticates documents signed by District notaries public for domestic and foreign use.

Office of Public Records – provides archives and records management services to District government
agencies and the public so that they can gain access to official government documents.

This program contains the following 2 activities:

• Records Management – provides temporary records management services to District government
agencies and the public so that they can have access to public records stored in the District of Columbia
Records Center; and

• Archival Administration – provides historical records management services to District government
agencies and the public so that they can have access to historical public records stored in the District of
Columbia Archives.

Executive Management – manages the work of several commissions, provides official signatory services for
the Mayor of the District of Columbia, takes on special projects at the request of the Mayor, and provides
support for D.C. Democracy and related activities including support of District of Columbia self
determination, voting rights, and statehood.

Agency Management – provides for administrative support and the required tools to achieve operational and
programmatic results. This program is standard for all agencies using performance-based budgeting.

Program Structure Change
The Office of the Secretary has no program structure changes in the FY 2020 approved budget.



FY 2020 Approved Budget Changes
The Office of the Secretary’s (OS) approved FY 2020 gross budget is $4,590,007, which represents a 10.4
percent increase over its FY 2019 approved gross budget of $4,156,761. The budget is comprised of
$3,490,007 in Local funds and $1,100,000 in Special Purpose Revenue funds.

Recurring Budget
No Change: The Office of the Secretary’s budget proposal reflects no change from the FY 2019 approved
budget to the FY 2020 recurring budget.

Mayor’s Proposed Budget
Increase: OS' proposed FY 2020 Local funds budget includes a net increase of $169,425 across multiple
programs to reflect projected salary steps, Fringe Benefits, and other personal services adjustments. In Local
nonpersonal services, the agency proposes an increase of $754 across multiple programs to align the budget
with projected costs for professional and contractual services. In Special Purpose Revenue funds, the
proposed budget is increased by $28,367 in the Agency Management program to support anticipated
equipment costs and by $21,642 in the Notary Commission and Authentications program to support personal
services adjustments.

Decrease: The Special Purpose Revenue budget proposal is reduced by $50,009 in nonpersonal services to
align the budget for professional services with operational spending goals.

Enhance: OS' Local funds budget proposal includes a one-time increase of $110,000, of which $80,000
supports the implementation of e-notarizations, as required by the Revised Uniform Law on Notarial Acts Act
of 2018, and $30,000 supports the conservation of historical records in the Office of Public Records. The
proposal also includes Local funds increases of $99,527 and 1.0 Full-Time Equivalent (FTE) for an



Editor/Public Information Officer position and $55,000 to support maintenance costs associated with the
Office of Notary Commissions and Authentications' (ONCA) automated system.

Transfer-Out: OS' proposed Local funds budget includes a reduction of $1,460 in the Agency Management
program to reflect the transfer of funding to the Office of Administrative Hearings (OAH) to support the
OAH Jurisdiction Expansion Amendment Act of 2018.

District’s Approved Budget
No Change: The Office of the Secretary’s budget approved reflects no change from the Mayor’s proposed
budget to the District’s approved budget.



Agency Performance Plan*
The Office of the Secretary (OS) has the following strategic objectives for FY 2020:







Performance Plan End Notes:
*For more information about the structure and components of FY 2020 draft performance plans, please see the FY 2020 Proposed Budget and Financial Plan, Volume 1,
Appendix E.
**Key Performance Indicators that are new may not have historical data and may only have FY 2020 targets.
*** District wide measures for the objective “Create and maintain a highly efficient, transparent and responsive District government” have been introduced as part of FY
2019 and FY 2020 Performance Plans and will be reported by the Office of the City Administrator (OCA). FY 2019 and FY 2020 are pilot years for this initiative, therefore
not all data are available.


