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1.0 Purpose 

This policy establishes the form and manner in which the director of the Ohio Department of 
Administrative Services carries out authority given to the Department to promulgate state 
administrative policy.     

2.0 Policy 

The Ohio Department of Administrative Services has been granted state policy authority as it 
relates to general government, human resources, and information technology matters. State 
agencies shall comply with all applicable state policies issued by the Department.          

2.1 Common Use: The Department may elect to establish state administrative policy to 
satisfy revised and administrative code provisions and other sources of authority where 
guidance to agencies may be variously termed as policies, regulations, orders, policy 
directives, directives, memoranda, direction, guidance and other similarly defined policy 
types.  

2.2 Common Intent: State administrative policies are established by the director to provide 
management direction to guide the use of resources on behalf of the public trust.    

2.3 Common Form: Policies are written in a standardized format specified by the director 
and contain an effective date after which the policy is operational and requires action. 
Policies do not have an expiration date and are revised and rescinded as needed. The 
Department maintains an official online register of State of Ohio Administrative Policy. 
Policies are distributed to state departments, boards, bureaus, commissions, and other 
agencies. A reference copy of each published policy version is filed with the State Library 
of Ohio and previous or rescinded versions are filed with the state archivist of the Ohio 
Historical Society.     
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2.4 Common Practices: The department issues state administrative policy where there is a 
compelling need to prescribe direction upon which agencies must act or where there is 
the need to provide a range of discretion within which agencies may act. Guidance is 
clear on what is required, what is discretionary, and avoids ambiguity. To the extent 
practicable, policies provide for where discretion may be available for what constitutes 
compliance. The format is straightforward for ease and clarity of interpretation and 
implementation. “Shall” is used to indicate required actions, “may” for those that are 
discretionary. Common language is used. Policies are organized principally for the 
reader’s benefit and understanding with related topics organized together regardless of 
lines of responsibility within the Department. Contact information for assistance is 
included.           

2.5 Other Guidance: The director may establish other forms of guidance such as rules, 
memoranda, standards, procedures, operating manuals, planning guidance, training, 
and aids. Such guidance and related resources are maintained and made available by 
the respective offices and divisions and cross-referenced where applicable to the official 
register of administrative policy. 

2.6 Quality Control Taskforce: A policy quality control taskforce is established to maintain a 
standardized body of administrative policy issued by the Department and to ensure that 
policies are promulgated in keeping with the common practices established with this 
policy. The director serves as ex-officio chair and appoints representatives from the 
Office of the Director, Office of Collective Bargaining, Office of Communications and 
External Relations, Office of Efficiency and Results, Office of Employee Services, Office of 
Finance, Office of Information Technology, Office of IT Services, Office of Legal Services, 
Equal Opportunity Division, General Services Division, and Human Resources Division. 
The director appoints a chair who serves as policy coordinator for the purposes of 
administering the taskforce, the general policy practices of the Department, and this 
policy.    

2.7 Citation Style Guide:  When referencing administrative policy in a document, fully cite 
the policy in a footnote, table of references, or bibliography using the following style:  
  

“Administrative Leave with Pay.” Ohio Administrative Policy, HR-D-10. (Ohio 
Department of Administrative Services, September 1, 2009).    
 

Where administrative policy is a basis of authority for a work, use the following 
abbreviated citation style in any table of authorities:  
  

OAP HR-D-10 
 
 

3.0 Authority 

Various, including but not limited to: CFR Title 41; ORC 121, 123, 124, 125, 126, 141, 143, 149, 
152, 153, 1306, 1347, 4117; OAC 123; Collective Bargaining Agreements; and others 
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4.0 Revision History 

Date Description of Change 

07/01/2012 Original policy. 

07/01/2013 Scheduled review. 

5.0 Inquiries 

Direct inquiries about this policy to: 

Christian Selch 
Ohio Department of Administrative Services 
30 East Broad Street, 39th Floor | Columbus, Ohio  43202 
614.387.3056  |  Christian.Selch@das.state.oh.us 
 

State of Ohio Administrative Policies may be found online at 
www.das.ohio.gov/forStateAgencies/Policies.aspx 

6.0 Attachments 

Attachment 1 – State of Ohio Administrative Policy Template 
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Attachment 1 – State of Ohio Administrative Policy Template 
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Attachment 1 – State of Ohio Administrative Policy Template 
(cont.)
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Attachment 1 – State of Ohio Administrative Policy Template (cont.) 

 


