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1 Introduction

This document is the Fiscal Year 2025 Performance Accountability Report (PAR) for the Office of the Secretary.

The PAR is the second of two agency performance documents published each year. A Performance Plan is published at
the start of the fiscal year when budget decisions have been finalized. A PAR is published in January following the end of
the fiscal year. Each PAR assesses agency performance relative to its annual Performance Plan.

PAR Structure: PARs are comprised of agency Objectives, Administrative Structures (such as Divisions, Administrations,
and Offices), Activities, Projects, and related Performance Measures. The following describes these plan components,
and the types of performance measures agencies use to assess their performance.

Objectives: Objectives are statements of the desired benefits that are expected from the performance of an agency’s
mission. They describe the goals of the agency.

Administrative Structures: Administrative Structures represent the organizational units of an agency, such as
Departments, Divisions, or Offices.

Activities: Activities represent the programs and services an agency provides. They reflect what an agency does on a
regular basis (e.g., processing permits).

Projects: Projects are planned efforts that end once a particular outcome or goal is achieved.

Measures: Performance Measures may be associated with any plan component, or with the agency overall. Performance
Measures can address questions about an agency’s overall performance, the performance of an organizational unit,
program, or service, or the implementation of a major project. Performance Measures can answer questions like “How
much did we do?”, “How well did we do it?”, “How quickly did we do it?”, and “Is anyone better off?” as described in the
table below.

Measures are printed in the Performance Plan along with the Objective, Administrative Structure, Activity, or Project that
they measure.

Measure Type Measure Description Example

Quantity Quantity measures assess the volume of work an agency
performs. These measures can describe the inputs (e.g.,
requests or cases) that an agency receives or the work that
an agency completes (e.g., licenses issued or cases closed).
Quantity measures often start with the phrase “Number
of…”.

“Number of public art projects
completed”

Quality Quality measures assess how well an agency’s work meets
standards, specifications, resident needs, or resident
expectations. These measures can directly describe the
quality of decisions or products or they can assess resident
feelings, like satisfaction.

”Percent of citations issued that
were appealed”

Efficiency Efficiency measures assess the resources an agency used to
perform its work and the speed with which that work was
performed. Efficiency measures can assess the unit cost to
deliver a product or service, but typically these measures
assess describe completion rates, processing times, and
backlog.

”Percent of claims processed
within 10 business days”

Outcome Outcome measures assess the results or impact of an
agency’s work. These measures describe the intended
ultimate benefits associated with a program or service.

“Percent of families returning to
homelessness within 6- 12
months”
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(continued)

Measure Type Measure Description Example

Context Context measures describe the circumstances or
environment that the agency operates in. These measures
are typically outside of the agency’s direct control.

“Recidivism rate for 18-24
year-olds”

District-wide
Indicators

District-wide indicators describe demographic, economic,
and environmental trends in the District of Columbia that
are relevant to the agency’s work, but are not in the control
of a single agency.

“Area median income”

Targets: Agencies set targets for most Performance Measures before the start of the fiscal year. Targets may represent
goals, requirements, or national standards for a performance measure. Agencies strive to achieve targets each year, and
agencies provide explanations for targets that are not met at the end of the fiscal year in their PAR.

Not all measures are associated with a target. Newly added measures do not require targets for the first year, as agencies
determine a data-informed benchmark. Changes in some measures may not indicate better or worse performance. They
may be “neutral” measures of demand or input or outside of the agency’s direct control. In some cases, the relative
improvement of a measure over a prior period is a more meaningful indicator than meeting or exceeding a particular
numerical goal, so a target is not set.
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2 Office of the Secretary Overview

Mission: 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 international community.

Summary of Services: The Office of the Secretary of the District of Columbia consists of three offices and two units. 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
DC Register and the DC Municipal Regulations. The Office of Public Records and Archives manages the District of
Columbia Archives, Records Center and the Library of Government Information. The Ceremonial Services Unit is
responsible for processing all requests for ceremonial documents. The Protocol and International Affairs Unit manages
the Sister City program and serves as the liaison between the Executive Office of the Mayor and the diplomatic
community in Washington.

Objectives:

1. Promote the District of Columbia and its history

2. Notary and Authentication

3. Support and Outreach

4. Access to Records

5. Services

6. Efficient, Transparent, and Responsive Government
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3 2025 Accomplishments

3.1 Implementation of “Records Management Wednesdays”
Series of training workshops for District Government Records managers.

Impact: These training sessions provided needed support and guidance to District Government Records Managers.
Better-trained records managers are good for the District as a whole. It ensures that the District’s valuable history is being
properly managed for future generations.

3.2 Increased the number of digital land records
The DC Archives staff have digitized over 100,000 land record cards during FY 25.

Impact: The digitization of these cards and their availability online have increased the accessibility of this information
tremendously. This helps businesses and residents as they seek information regarding real estate transactions in the
District.

3.3 Streamlining Notary Application
Improved administrative practices for managing notary applications by redesigning workflows, enhancing internal
coordination, and optimizing processing protocols. These changes reduced the average time from application submission
to commission issuance from 8–12 weeks to less than 3 weeks in most cases.

Impact: This accomplishment significantly enhances operational efficiency and service delivery for District residents
applying for notary commissions. By accelerating processing times, the agency reduces administrative bottlenecks,
improves customer satisfaction, and ensures timely access to notarial services. The streamlined approach supports a
more responsive government and strengthens public trust in ONCA’s ability to deliver essential services effectively.

3.4 Mayor’s Orders Binding
Pursuant to 1 DCMR 101, bind original Mayor’s Orders for 2019, 2020, 2021, 2022, 2023, and 2024.

Impact: This initiative makes permanent the Orders issued by the Mayor and will preserve these documents for decades.
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4 Objectives

4.1 Promote the District of Columbia and its history
Promote the District of Columbia and its rich history to local, national and international communities through events and
initiatives while supporting the quest for DC democracy.

No RelatedMeasures

4.2 Notary and Authentication
Provides customer friendly and efficient processing of notary commissions and the authentication of documents signed by
District notaries for domestic and foreign use.

Measure
Type

Directionality Q1 Q2 Q3 Q4 Annual Target

Number of documents authenticated
Quantity Up is Better Annual Annual Annual Annual 58,500 56,800

Number of notary application processed (excludes government employees)
Quantity Up is Better Annual Annual Annual Annual 2,729 1,700

Number of customer served
Outcome Up is Better Annual Annual Annual Annual 15,000 12,200

4.3 Support and Outreach
Provide support and outreach services to the diplomatic and international communities.

Measure
Type

Directionality Q1 Q2 Q3 Q4 Annual Target

Percent of ambassador welcome letters sent within three months of start of new term

Outcome Up is Better Annual Annual Annual Annual
No data
available

100%

4.4 Access to Records
Provides meaningful access to records of the District government to members of the public and District employees
through prompt customer service, accurate arrangement and description of collections, and appropriate retention and
preservation of historic documents.

Measure
Type

Directionality Q1 Q2 Q3 Q4 Annual Target

Number of records entered into the collections management system
Quantity Up is Better Annual Annual Annual Annual 6 5

Percent of agencies in regular communicationwithOPR,where regular communication is definedby attendance atOPR-hostedmeetings or trainings,
active use of the Naylor Court or Federal Records Center, and email or phone communication with OPR staff members

Outcome Up is Better Annual Annual Annual Annual 65.26% 50%

Percent of agencies with a retention schedule updated or reviewed within the fiscal year
Outcome Up is Better Annual Annual Annual Annual 60% 40%

Percent of records requests fulfilled within five business days
Outcome Up is Better Annual Annual Annual Annual 80.02% 60%

Page 7 / 12



4.5 Services
Provide timely technical, professional and other legal services to the Mayor, District of Columbia agencies, and general
public in order to give and/or have official notice of all proposed and adopted legal mandates.

No RelatedMeasures

4.6 Efficient, Transparent, and Responsive Government
Create and maintain a highly efficient, transparent, and responsive District government.

Measure
Type

Directionality Q1 Q2 Q3 Q4 Annual Target

Percent of agency staff who were employed as Management Supervisory Service (MSS) employees prior to 4/1 of the fiscal year that had completed
an Advancing Racial Equity (AE204) training facilitated by ORE within the past two years

Outcome Up is Better Annual Annual Annual Annual 100%
Target not
required

Percent of employees that are District residents

Outcome Up is Better Annual Annual Annual Annual 57.14%
Target not
required

Percent of new hires that are District residents (Peoplesoft)

Outcome Up is Better Annual Annual Annual Annual 100%
Target not
required

Percent of new hires that are current District residents and received a high school diploma from a DCPS or a District Public Charter School, or
received an equivalent credential from the District of Columbia (eRecruit)

Outcome Up is Better Annual Annual Annual Annual 25%
Target not
required

Percent of required contractor evaluations submitted to the Office of Contracting and Procurement on time

Outcome Up is Better Annual Annual Annual Annual No incidents
Target not
required
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5 Activities

5.1 Ceremonial documents for constituents
The Ceremonial Services Unit is responsible for processing all requests for ceremonial documents from the Mayor.

Measure
Type

Directionality Q1 Q2 Q3 Q4 Annual Target

Number of ceremonial documents prepared

Quantity Up is Better Annual Annual Annual Annual 1,023
Target not
required

5.2 Authenticate documents for international and domestic use
The Office of Notary Commissions and Authentications (ONCA) in the Office of the Secretary authenticates documents
for domestic and foreign use.

No RelatedMeasures

5.3 Commission the notaries
The Office of Notary Commissions and Authentications (ONCA) approves and commissions individuals as DC notaries
public.

No RelatedMeasures

5.4 Serve as liaisonwith diplomatic community in DC
The Protocol and International Affairs Unit is the District government’s primary liaison with the diplomatic and
international community for both substantive and ceremonial matters.

Measure
Type

Directionality Q1 Q2 Q3 Q4 Annual Target

Number of diplomatic and delegation meetings

Quantity Neutral Annual Annual Annual Annual 156
Target not
required

Percent of National Day letters written versus number of National Days

Outcome Up is Better Annual Annual Annual Annual 99.45%
Target not
required

5.5 Manage District government records
The District of Columbia Records Center collects and stores both permanent and temporary records of the District
government.

Measure
Type

Directionality Q1 Q2 Q3 Q4 Annual Target

Number of on-site researchers served

Quantity Neutral Annual Annual Annual Annual 833
Target not
required

Number of records requests received

Quantity Neutral Annual Annual Annual Annual 3,679
Target not
required

Volume of records accessioned to the DC Archives
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(continued)

Measure
Type

Directionality Q1 Q2 Q3 Q4 Annual Target

Quantity Neutral Annual Annual Annual Annual 150
Target not
required

5.6 Library of Government Information
The Library of Government Information collects, stores and maintains studies, reports, monographs, periodicals, circulars
printed materials, books and other publications printed on or about the District government.

Measure
Type

Directionality Q1 Q2 Q3 Q4 Annual Target

Number of publications added to the Library of Government Information

Outcome Up is Better Annual Annual Annual Annual 10
Target not
required

5.7 Publish the DC Register and the DC Municipal Regulations
The Office of Documents and Administrative Issuances provides prompt preparation, editing, printing and publication of
the District of Columbia Register and the District of Columbia Municipal Regulations.

Measure
Type

Directionality Q1 Q2 Q3 Q4 Annual Target

Number of administrative issuances processed

Outcome Neutral Annual Annual Annual Annual 168
Target not
required

Number of rulemakings processed

Outcome Neutral Annual Annual Annual Annual 171
Target not
required

5.8 DC Democracy Grant
The Office of the Secretary has limited authority to issue competitive grants to non-profit organizations to promote
District of Columbia self-determination, voting rights and/or Statehood.

No RelatedMeasures
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6 Projects

6.1 Adding an additional 5,000 records to OPR digital archive
Project Description: OPR staff will scan and create metadata for 5,000 records to be added to our digital archive. This
will increase accessibility to our collection.

Start Date: October 1, 2024
Date Completed: September 30, 2025
Current Project Phase: Completed

Project Status: The staff of the DC Archives completed the digitization of 5,000 records, which were added to the digital
archive. They include 2,000 birth records and 3,000 death records supporting genealogical research.

6.2 DCMR Review and Update
Project Description: This is a multi-year project. OS will begin to review the online DCMR to determine obsolete
chapters and sections. ODAI staff will develop a plan to effectively pursue this project in stages.

Start Date: October 1, 2024
Planned Completion Date: September 30, 2029
Current Project Phase: Initiation

Project Status: This is a multi-year project. We are in the initial stages of this project. We are reviewing Title 1 of the
DCMR for gaps in chapters that have been assigned to agencies that write regulations in Title 1. We are beginning to
contact agencies to determine whether the existing regulations are in effect operationally. We are also considering the
process to bring the DCMR titles current once we identify all of the chapters and sections of Titles 1 – 31 that are in
effect. This project will also involve repealing obsolete chapters and sections. We have also determined that 1 DCMR 313
needs to be updated, and we will update that section via rulemaking before the end of the fiscal year or early in the next
fiscal year.

6.3 DCRegs Website Review and Technical Adjustments
Project Description: This is a multi-year project. ODAI will continue to review the functionality of the website and where
necessary suggest revisions or adjustments to OCTO.

Start Date: October 1, 2024
Planned Completion Date: September 30, 2029
Current Project Phase: Closeout

Project Status: In November and December 2024, the Office of Documents submitted 23 proposed revisions of DCRegs
to OCTO for consideration. OCTO has completed all of those changes, created a test environment for OCTO to test the
new changes. That test environment has identified additional work that is needed for the new system changes and
features. Once that work is complete, OCTO will send the Office of Documents a quality control environment for our
review and testing.

6.4 Develop a tentative plan for the move of OPR collections held at the
Naylor Court Facility and National Archives facilities to the soon to
be completed OPR facility in Van Ness.

Project Description: OPR staff with work with our move contractor to develop a comprehensive plan for the careful
movement of archival records from our current facilities into the newly constructed OPR facility in Van Ness.

Start Date: October 1, 2024
Planned Completion Date: September 30, 2028
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Current Project Phase: Construction > 50%

Project Status: Throughout the fiscal year, OPR staff worked with a number of individuals to develop a tentative plan for
moving the collection. This included meeting with the construction team for the new building, staff at the Federal Records
Center, and Staff at the National Archives. Staff at the National Archives Move Planning Team were extremely helpful in
providing advice regarding logistics for the move. The project has been temporarily paused, and therefore, plans were not
finalized.

6.5 Develop and implement a series of training workshops for DC Govern-
ment Records Officers

Project Description: The Public Records Center staff will develop a series of training workshops for DC Government
Records Managers. This series will train records managers in the work of records management. It will also include training
sessions on the processes of the Office of Public Records. This initiative will ensure that new and established records
managers are aware of their role in records management and aware of updated processes.

Start Date: October 1, 2024
Date Completed: September 30, 2025
Current Project Phase: Completed

Project Status: The staff of the Public Records Center developed what they called “Records Management Wednesdays.”
This was a series of training workshops for DC Government records managers to learn about our services and records
management in general. These sessions were regularly attended by over 50% of DC Government records managers.

6.6 ONCA Implement Remote Notarizations.
Project Description: ONCA will implement Remote Notary Services by the beginning of FY26 Q2. In September 2025, a
survey will be distributed to current traditional and E-Notary stakeholders to gage interest in Remote Notary
commissions, as well as identify areas for stakeholder capacity building and support services. While it’s reported that the
application has been designed in OnBase, use case testing reporting has not been provided. Additional testing in the
production environment may be necessary to determine gaps, as well as identify areas which may require user capacity
building to support successful launch.

Start Date: October 1, 2024
Planned Completion Date: September 30, 2029
Current Project Phase: Construction > 50%

Project Status: ONCA has challenges with the current platform and is looking for an alternate application.
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