
Title 260. Office of Management and Enterprise Services 
CHAPTER 30. VOLUNTARY PAYROLL DEDUCTION RULES 
[Authority: 74 O.S., § 840-1.1 et seq. 
[Source: Codified 9-12-14] 
SUBCHAPTER 1. GENERAL PROVISIONS 
260:30-1-1. Purpose  

The rules in this Chapter provide procedures for implementation of voluntary payroll 
deductions for employee association dues, educational employee organizations, employee 
association foundation contributions, payments to credit unions, banks, or savings associations, 
payments to supplemental insurance and retirement plans, payments to a college savings account, 
and subscriptions to Oklahoma Today magazine, as authorized for state employees by Section 
34.70 of Title 62 of the Oklahoma Statutes. Other types of voluntary payroll deductions (such as 
those for salary adjustment agreements under subsection B(4) of Section 34.70, U.S. Savings 
Bonds or charitable gifts) are not addressed by the rules in this Chapter. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-1-2. Definitions  
The following words and terms, when used in this Chapter, shall have the following 

meaning, unless the context clearly indicates otherwise: 
"Administrator" means the chief administrative officer of the Human Capital 

Management Division of the Office of Management and Enterprise Services. The term, as used 
in this Chapter, includes employees of the Human Capital Management Division of the Office of 
Management and Enterprise Services to whom the Administrator has delegated authority to act 
on his or her behalf. 

"Appointing Authority" means the chief administrative officer of an agency. As the 
term is used in the Voluntary Payroll Deduction Rules, the term includes employees of an agency 
to whom the Appointing Authority has lawfully delegated authority to act on his or her behalf. 

"Complaint" means a grievance with respect to any matter relevant to the 
Administrator's duties under Section 34.70. 

"Complainant" means a person or an organization that has submitted a complaint. 
"Declaratory ruling" means an explanation of a rule or order and its applicability to a 

particular matter. 
"Dues-paying" means, with respect to a member of an employee association, the 

member is either currently paying dues or has provided a valid authorization to have such dues 
withheld from pay and remitted to the association. [62:34.70 (B)(5)] 

"Employee association" means a formal and continuing affiliation of state employees 
with the principle objective of speaking for and benefiting their interests as employees, in which 
membership is restricted to state employees but unrestricted as to the geographic location of their 
duty stations, and which has at least 2,000 dues-paying members. An employee organization also 
falls within this definition. 

"Member" means: 
(A) with respect to a credit union, a shareholder; and 
(B) with respect to a bank or savings association, an account holder; and, 
(C) with respect to an employee association, a person who has sought and been granted 
recognition as one of those within the field of membership as defined by the association's 
governing instruments. 



"Participation" means the total number of state employees reported to the Human 
Capital Management Division of the Office of Management and Enterprise Services for which 
amounts withheld from pay for a given month were remitted pursuant to employee authorization 
to a single billing unit as identified by its Federal Employer (Tax) Identification Number. 

"Party" means any person, employee association, educational employee organization, 
credit union, bank, savings association or insurance organization that is the subject of, or 
requests, action by the Administrator in connection with any matter relevant to the 
Administrator's duties under Section 34.70. 

"Product vendor" means any of the following entities approved for state employees' 
voluntary payroll deduction: 
(A) an entity offering a supplemental retirement plan with a minimum participation of 500 state 
employees; 
(B) a private insurance organization with a minimum participation of 500 state employees for 
supplemental life, accident, or health insurance; 
(C) a private insurance organization with a minimum participation of 500 state employees for 
legal services; 
(D) the Oklahoma Tourism and Recreation Department as publisher of Oklahoma Today 
magazine. 

"Provided for by the State" means: 
(A) for insurance purposes, the basic health, life, dental, or disability plan or any other such 
insurance a state agency is authorized to provide for its employees as evidenced by financial 
participation in those policies or a group policy(s) the agency has negotiated as a basic 
employment benefit; and 
(B) for retirement purposes, any state retirement system, deferred compensation program 
(commonly referred to as deferred annuities), or other retirement plan(s) a state agency is 
authorized to provide for its employees as evidenced by financial participation in those plans. 

"Section 34.70" means Section 34.70 of Title 62 of the Oklahoma Statutes. 
"State agency" means any office, department, board, commission, or institution of the 

State of Oklahoma." 
"State employee" means any employee of a state agency. 
"Supplemental" means: 

(A) for insurance purposes, life, accident (including income continuation during disability), 
legal, and health insurance policies not provided for by the State; and 
(B) for retirement purposes, plans that provide retirement income benefits and are not provided 
for by the State. In recognition of the powers conferred upon state institutions of higher 
education by Section 3905 of Title 70 of the Oklahoma Statutes, the Administrator will follow 
such institutions' decisions as to whether an insurance policy or retirement plan is a basic or a 
supplemental employee benefit. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-1-3. [RESERVED] 
[Source: Reserved at 31 Ok Reg 1346, eff 9-12-14] 

260:30-1-4. [RESERVED] 
[Source: Reserved at 31 Ok Reg 1346, eff 9-12-14] 

260:30-1-5. Construction  
The rules in this Chapter shall be construed liberally to effectuate the purposes and 

provisions of Section 34.70. 



[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-1-6. Determinations of fact and conclusions of law  
All determinations of fact or conclusions of law shall be made by the Administrator. The 

Administrator may initiate actions when he determines it is necessary to do so in order to 
accomplish the objectives of Section 34.70, and to carry out his duties thereunder. The 
Administrator may appoint one or more employees or officers to assist in executing such duties. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-1-7. Filing and inspection of documents  
(a) Requests for declaratory rulings, applications for administrative actions, complaints or other 
communications regarding any matter relevant Section 34.70 must be directed to the 
Administrator, Human Capital Management Division of the Office of Management and 
Enterprise Services, 2101 N. Lincoln Blvd., Oklahoma City, OK 73105-4904; telephone (405) 
521-2177. 
(b) Except as provided elsewhere by the rules in this Chapter, no particular form is required. 
Requests for blank forms and general information may be directed to the Human Capital 
Management Division of the Office of Management and Enterprise Services, Attention: 
Financial Management Services, at the same address and telephone number. 
(c) A document that is required to be filed may be sent by mail or hand-delivered within the time 
limit, if any, for such filing. The date on which it is received at the Human Capital Management 
Division of the Office of Management and Enterprise Services shall be deemed to be the date of 
filing. The document must be signed by the party to the action, by a duly authorized 
representative of the party, or by the party's attorney; provided, however, an application by a 
credit union, bank, savings association, employee association, or educational employee 
organization for approval or renewal of payroll deduction status must be signed by an officer of 
the organization. The signature of the person signing the document constitutes a certification that 
such person has read the document and has personal knowledge of the facts set forth therein; that 
every statement contained in the instrument is true and correct and no such statements are 
misleading; and that the document is not interposed for delay. If any document submitted is not 
signed or is signed with intent to defeat the purposes of the rules in this Chapter, it may be 
stricken as sham and false and the Administrator may proceed as though the document had not 
been served or filed. 
(d) If a party has designated an attorney to represent it, the Administrator shall communicate 
with the party through the attorney, and consider that the attorney can act for and bind the party. 
(e) A document a party has filed may be amended, upon the party's written request and in the 
discretion of the Administrator, at any time prior to final action. If amended, the document shall 
be effective as of the date of the original filing. 
(f) If a document that has been filed is not in substantial conformity with the applicable rules as 
to the contents thereof or is otherwise insufficient, the Administrator, on his own initiative or 
upon request of a party, may strike or dismiss such document, or require its amendment. 
(g) All documents filed with the Administrator shall be retained in the files of the Human Capital 
Management Division of the Office of Management and Enterprise Services in accordance with 
the Records Management Act, Section 201 through 216 of Title 67 of the Statutes. The 
Administrator may permit the withdrawal of original documents upon submission of properly 
authenticated copies to replace such documents. 
(h) Any document submitted to the Administrator with respect to a matter under Section 34.70 
and that is not exempt from public disclosure; any form that may be adopted by the 



Administrator; all rules, written statements of policy or interpretation; and all final orders, 
decisions and opinions formulated or used by the Administrator are available for public 
inspection. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-1-8. [RESERVED] 
[Source: Reserved at 31 Ok Reg 1346, eff 9-12-14] 

260:30-1-9. Forms  
The following form has been adopted by the Administrator for use in administering 

Section 34.70: Form VPD-1 "Request for Approval or Renewal of Payroll Deduction Status." 
This form is to be used by employee associations, educational employee organizations, credit 
unions, banks, savings associations and insurance/retirement plan organizations to request initial 
approval or continuation of payroll deduction status. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-1-10. Computation of time  
The time within which an act is to be performed under the rules in this Chapter shall be 

computed by excluding the first day and including the last. When the last day for doing an act 
required by the rules in this Chapter falls on a day on which the Human Capital Management 
Division of the Office of Management and Enterprise Services is not open, then the required act 
may be performed on the next business day. The Administrator, for good cause shown, and with 
notice to all interested parties, may extend any time prescribed in the rules in this Chapter. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-1-11. Amending of rules  
Any party may petition the Administrator for the adoption, amendment or repeal of any 

rule in this Chapter. Such petition shall be in writing and shall include the party's name and 
address, the wording of proposed new rules or amendments, and an explanation of why the 
change is requested and its intended effect. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-1-12. Requests for declaratory rulings  
(a) A party may request that the Administrator issue a declaratory ruling with regard to any 
matter relating to the party's interests and involving the administration of Section 34.70. A 
request for declaratory ruling must be in writing and signed in accordance with the rules in this 
Chapter. No particular form is required. A request for declaratory ruling shall include the 
following: 
(1) The name and address and organizational affiliation, if any, of the requesting party, and the 
title of any representative filing the request; and 
(2) A clear and concise explanation why a declaratory ruling is needed, including such facts, 
names, citations of law and administrative rules that may be relevant to the matter. 
(b) The Administrator will acknowledge receipt of the request for declaratory ruling within 15 
days after receipt. If the request is repetitive, concerns a matter that in the Administrator's 
judgment is inappropriate for a declaratory ruling, or concerns a matter beyond the 
Administrator's scope of authority, the request may be denied and the party so advised. 
(c) If a request for declaratory ruling names or will directly, materially and adversely affect 
another party, the Administrator shall provide the other party with written notice and afford such 
party an opportunity to respond in writing. Any response must be filed with the Human Capital 



Management Division of the Office of Management and Enterprise Services within 15 days after 
the date notice was mailed. 
(d) The Administrator will consider a request for declaratory ruling and issue a decision within 
30 days after receipt, unless additional time is deemed necessary in which event the requestor 
will be so advised and given the reasons therefore. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

SUBCHAPTER 3. ADMINISTRATIVE PROVISIONS 
260:30-3-1. [RESERVED] 
[Source: Reserved at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-2. Deduction authorization procedure  
(a) All state agencies shall implement procedures to accommodate payroll deductions requested 
by employees, as permitted by law and the rules in this Chapter. 
(b) Agencies shall require their employees to submit signed authorizations to begin or change a 
payroll deduction; provided, for a change in an employee association's dues agencies shall accept 
the association's notice of such change in lieu of individual authorizations. 
(c) An entity that receives payment through deduction must provide upon request by the 
Administrator or an agency the appropriate deduction amount for any specified payroll period. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-3. [RESERVED] 
[Source: Reserved at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-4. Fees  
The Human Capital Management Division of the Office of Management and Enterprise 

Services, using payment information furnished by the Office of Management and Enterprise 
Services, and other state agencies when necessary, will calculate and assess monthly the 
statutory fees for processing insurance and retirement plan deductions. Fees shall be payable on 
demand. If payments are not made in a timely manner, payroll deduction status may be 
terminated. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-5. [RESERVED] 
[Source: Reserved at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-6. Consideration of applications for deduction status  
The Administrator will consider an application for approval or renewal of payroll 

deduction status and issue a decision in writing within 30 days of receipt, unless additional time 
is deemed necessary in which event the applicant will be so advised and given the reasons 
therefore. Unless the Administrator determines a hearing is necessary to receive additional 
information and so orders, his decision will be based solely upon the application, accompanying 
information and evidence, and records in the Administrator's custody or control. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-7. Dues for employee associations  
(a) An employee association other than one specifically authorized payroll deduction for its dues 
by statute may request such status. The request must be made by filing a completed Form VPD-1 
and providing the Administrator with information to show it is a statewide association limited to 
state employee membership and has at least 2,000 dues-paying members. [62:34.70 (B)(5)] 



(b) Either of the following may be submitted as evidence that an employee association has at 
least (2,000) dues-paying members. 
(1) Attestation by an independent public accountant or certified public accountant that the 
association had at least (2,000) members at the time of the accountant's examination of 
membership records, all of whom either were currently paying dues or had signed valid 
authorizations for payroll deduction of dues. The examination must have taken place within the 
60 days preceding the date of application for payroll deduction status. 
(2) Photocopies of membership application cards, showing the association name, date of 
membership application, member's name and address, employing state agency and signature 
authorizing payroll deduction of dues. These must be accompanied by an affidavit signed by a 
duly authorized representative of the association, attesting that all persons for whom cards are 
submitted are current members. Cards shall be considered valid if the dates thereon, and other 
evidence provided to the Administrator, indicate a regularity of continuing interest by the 
employees signing the cards. 
(c) The Administrator may require an association that has previously been granted payroll 
deduction status to file a completed Form VPD-1 and to certify or demonstrate it continues to be 
a statewide association limited to state employees with at least (2,000) dues-paying members. 
The Administrator may utilize the State's payroll records to satisfy himself that there continue to 
be at least (2,000) dues-paying members. 
(d) As evidence an employee association is a "statewide" organization in which membership is 
limited to state employees, the association must submit a copy of its governing instruments, 
demonstrating that membership is both: 
(1) restricted to state employees, and 
(2) open to state employees regardless of the geographic location of their duty stations. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-7.1. Contributions to employee association foundations  
(a) Any statewide employee association limited to state employee membership with a minimum 
membership of two-thousand (2,000) dues-paying members may request payroll deduction for 
contributions to its foundation organized under 26 U.S.C., Section 501(c)(3). The request must 
be made by filing a completed form VPD-1 with the Administrator. The form shall be 
accompanied by: 
(1) a copy of the determination by the Internal Revenue Service that the foundation is exempt 
from federal income tax as an organization described in section 501(c)(3) of the Internal 
Revenue Code; and 
(2) a statement on the foundation's letterhead signed by an officer of the foundation indicating 
the foundation is affiliated with the employee association submitting the request. 
(b) The Administrator may verify that an association has previously been granted payroll 
deduction status for membership dues and continues to be eligible by statute or under 260:30-3-
7. 
(c) After a foundation has been authorized payroll deduction status, the employee association 
shall be responsible for immediately notifying the Administrator in writing of any changes in the 
foundation's eligibility for payroll deduction status. This shall include but not be limited to 
copies of any communications from the Internal Revenue Service concerning the foundation's 
exemption from federal income tax as an organization described in section 501(3)(c) of the 
Internal Revenue Code. The Administrator may require an association that has previously been 



granted payroll deduction for its association to file a completed VPD-1 and to submit evidence 
that it continues to possess a 501(c)(3) exemption from the Internal Revenue Service. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-7.2. Dues for statewide educational employee organizations  
A statewide educational employee organization or association may request authorized 

payroll deduction status to allow instructional personnel of the Oklahoma School for the Blind or 
the Oklahoma School for the Deaf to pay membership dues through voluntary payroll deduction. 
The request may be made by filing a completed Form VPD-1 with the Administrator. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-8. Credit unions, banks and savings associations  
A credit union, bank or savings association having an office in this state may request 

payroll deduction status. The request must be made by filing a completed Form VPD-1 and 
providing the Administrator with information to show at least one branch office location in the 
state of Oklahoma. [62:34.70 (A)(1)] 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-9. Supplemental insurance or retirement plans  
(a) A private organization, including an independent insurance agency, that was not accorded 
payroll deduction status as of July 1, 1988, may request such status with respect to insurance 
policies or retirement plans that are supplemental to those provided for by the State. Such 
requests must be made by filing a completed Form VPD 1. A policy or retirement plan must have 
received applicable regulatory approvals to qualify for payroll deduction. 
(b) The Administrator shall not consider any application for payroll deduction status during a 
period of 12 months following the removal or revocation of such status, nor shall he consider 
more than 3 applications from an applicant previously denied or removed from deduction status 
during any 6 year period after the first denial or refusal. 
(c) Upon a determination that a supplemental insurance or supplemental retirement applicant is 
eligible for payroll deduction status, the Administrator shall grant probationary deduction status 
to continue through the end of the 12th month following the month in which probationary status 
is granted. If participation during the 12th month is less than 500 state employees, the 
Administrator shall notify the applicant that deduction status will be revoked. 
(d) The minimum participation requirement shall apply to each supplemental insurance billing 
unit, as identified by the Federal Employer (Tax) Identification Number, to which payments are 
payable, and to each retirement plan. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-10. College savings accounts  
College savings accounts are administered under the Oklahoma College Savings Plan 

Act pursuant to Section 3970.1 et seq. of Title 70 of the Oklahoma Statutes. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-11. Subscriptions to Oklahoma Today magazine  
Subscriptions to "Oklahoma Today" magazine published by the Oklahoma Tourism and 

Recreation Department may be paid by voluntary payroll deduction at the request of any state 
employee. Subscriptions to "Oklahoma Today" magazine shall be paid by a one-time (rather than 
monthly) deduction. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-12. Notification of approval for payroll deduction  



(a) Upon the approval of an application for payroll deduction status, the Administrator shall 
notify the applicant. The Administrator shall periodically distribute to state agencies a list of 
entities for which deduction status has been granted or withdrawn. 
(b) The approval of an application does not constitute an endorsement or recommendation by the 
Human Capital Management Division of the Office of Management and Enterprise Services or 
the State of Oklahoma as to the subject of the payroll deduction, and applicants shall make no 
such representation. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-13. Denial of deduction status  
(a) If the Administrator determines an applicant does not meet the criteria set forth in Section 
34.70 for payroll deduction status, he shall notify the applicant in writing of denial and the 
reasons for denial. The Administrator may reconsider an application, if an applicant submits a 
request and additional information within 15 calendar days after notification of denial. 
(b) If the Administrator determines an entity with current deduction status no longer meets the 
criteria for such status, he shall notify it of his intent to terminate deduction status, giving the 
reason for such proposed termination. This notice will be mailed at least 30 calendar days in 
advance of the date the Administrator expects to notify agencies of the termination. Within 15 
calendar days after the notice of the intention to terminate was mailed to the entity, the entity 
may submit a written request for continued status to the Administrator. The written request must 
be accompanied by a statement of the specific reasons why status should not be terminated, and 
must also be accompanied by all evidentiary material the requestor seeks to rely on. The 
Administrator will consider the request, reasons, and evidence presented, and will issue a 
decision within 5 calendar days after receipt. The decision of the Administrator is final, unless 
otherwise provided by the Administrative Procedures Act. 
(c) The Administrator shall notify all state agencies of a termination of payroll deduction status 
and shall allow a reasonable period of time for adjustments to payrolls. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-14. Procedure for requesting Voluntary Payroll Deduction  
(a) A request by a state employee for voluntary payroll deduction for the payment of premiums 
for supplemental life, accident, and health insurance, insurance premiums for legal services, 
premiums or payments for retirement plans, payment of insurance premiums due to a private 
insurance organization, which is regulated by the State Insurance Commission, for an Oklahoma 
Long-Term Care Partnership Program approved policy pursuant to the Oklahoma Long-Term 
Care Partnership Act, salary adjustment agreements included in the flexible benefits plan, 
contributions to the Oklahoma College Savings Plan, membership dues in any statewide 
educational organization or association, payments to banks, credit unions, savings associations 
and subscriptions to the Oklahoma Today magazine, must be made in writing to the employing 
state agency. The request must include the employee's signature. 
(b) A request by a state employee for voluntary payroll deduction for the payment of 
membership dues in an employee association may be made as described in Subsection (a) or may 
be made via online or electronically submitted forms. The employee association shall verify that 
the online or electronically submitted form accurately reflects the request of the state employee 
via email or another method approved by the Human Capital Management Division of the Office 
of Management and Enterprise Services, and shall forward a copy of such verification and 
membership application to the employing agency for processing. 



(c) All forms for employee requests for voluntary payroll deduction, whether paper or electronic 
format, shall include at a minimum the employee's name, Social Security number, the amount of 
the voluntary payroll deduction, the vendor's name, and if applicable, the approved policy form 
number. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-15. Annual distribution of employee organization materials  
Appointing Authorities shall provide for the annual distribution of employee 

organization materials to agency employees. It shall be the responsibility of an employee 
organization to provide the materials to state agencies for distribution. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-3-16. Product vendor access to state employees  
(a) State agencies shall allow product vendors reasonable access to their employees at least once 
each calendar year for the purpose of providing information about their products. For the 
purposes of this Section, "reasonable access" shall mean the granting of access within 1 year 
from the date of the request. Such access shall be allowed only during scheduled breaks or 
during periods immediately before or after normal work hours. For facilities that operate 24 
hours a day, product vendors shall be allowed access to all shifts. Such access shall not disrupt or 
interfere with the business of the agency, and state funds shall not be utilized to accommodate 
such access. State agencies may allow such access upon request, or may designate specific dates 
and times for product vendor access and notify product vendors of the designated dates. 
(b) Product vendors may provide information only on products approved for voluntary payroll 
deduction, and may not provide information on any other products or services. 
(c) Product vendors shall identify 1 contact through which state agencies can arrange access. 
Product vendors shall provide the contact name, as well as a telephone number, facsimile (fax) 
number, mailing address, and email address for the contact to the Human Capital Management 
Division of the Office of Management and Enterprise Services. State agencies may request this 
information from the Human Capital Management Division of the Office of Management and 
Enterprise Services for the purposes of facilitating vendor access. Product vendors shall be solely 
responsible for keeping such contact information current. 
(d) Product vendors shall comply with all applicable laws, rules and policies of the state agencies 
they visit. Product vendors who fail to comply with laws, rules, or policies of the state agency 
after oral or written notification, or who cause a disruption to the business of the agency, may be 
denied access by the Appointing Authority to the employees of that state agency for 1 calendar 
year. Appointing Authorities shall give a product vendor notice and an opportunity to respond 
before making a decision to deny access. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

SUBCHAPTER 5. COMPLAINTS AND HEARINGS 
260:30-5-1. [RESERVED] 
[Source: Reserved at 31 Ok Reg 1346, eff 9-12-14] 

260:30-5-2. Complaints  
(a) A complaint with regard to any matter relating to the administration of Section 7.10 may be 
made to the Administrator. A complaint shall be in writing and signed in accordance with the 
rules in this Chapter. Except as may be provided elsewhere by the rules in this Chapter, no 
particular form is required. A complaint shall include the following: 



(1) the name and address and organizational affiliation, if any, of the complainant, and the title of 
any representative filing the complaint; and 
(2) a clear and concise statement of the nature of the complaint, including such facts, names, 
citations of law and administrative rules that may be relevant to the matter, and the remedy, if 
any, requested. 
(b) The Administrator will acknowledge receipt of the complaint within 15 days of date of 
receipt. If the complaint is repetitive, concerns a matter that has previously been resolved, or 
concerns a matter beyond the Administrator's scope of authority, the complaint may be rejected 
and the complainant so advised. 
(c) If a complaint names or will directly, materially and adversely affect another party, the 
Administrator shall provide the other party with written notice and afford such party an 
opportunity to respond in writing to the complaint. Any response must be filed with the Human 
Capital Management Division of the Office of Management and Enterprise Services within 15 
days after the date notice was mailed. The response must contain all of the following elements: 
(1) A specific admission, denial, or explanation of each allegation of the complaint, or, if the 
respondent is without knowledge thereof, respondent shall so state and that statement shall 
constitute a denial. Admissions and denials may be made to all or part of the allegation, but shall 
fairly meet the substance of the allegation; 
(2) A specific and appropriately detailed statement of any affirmative defense; and 
(3) A clear and concise statement of the facts and matters of law relied upon constituting any 
grounds of defense. 
(d) The Administrator will consider a complaint and issue a decision within 30 days after receipt, 
unless additional time is deemed necessary in which event the complainant will be so advised 
and given the reasons therefore. Unless the Administrator determines a hearing is necessary to 
receive additional information and so orders, his decision will be based solely upon the 
complaint, any responses to the complaint, accompanying information and evidence, and records 
in the Administrator's custody or control. 
(e) Complaints may be informally settled by stipulation, agreed settlement, consent order, 
default, or by any other method agreed upon by the parties in writing. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-5-3. [RESERVED] 
[Source: Reserved at 31 Ok Reg 1346, eff 9-12-14] 

260:30-5-4. [RESERVED] 
[Source: Reserved at 31 Ok Reg 1346, eff 9-12-14] 

260:30-5-5. Rules of evidence  
In any proceeding, the Administrator shall not be bound by technical rules of evidence. 

The Administrator may admit and give probative effect to evidence which possesses probative 
value commonly accepted by reasonably prudent persons in the conduct of their affairs. 
(1) All irrelevant, immaterial, or unduly repetitive evidence shall be excluded from 
consideration. 
(2) The Administrator shall give effect to the rules of privilege recognized by Oklahoma state 
law. 
(3) Documentary evidence may be received in the form of copies or excerpts, if the submitting 
party certifies authenticity and if upon request the original is available for comparison with the 
copy. 



(4) The Administrator may take notice of judicially or generally cognizable facts; however, 
before a decision is made final parties shall be notified of the material so noticed and afforded an 
opportunity to contest the facts so noticed. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 

260:30-5-6. [RESERVED] 
[Source: Reserved at 31 Ok Reg 1346, eff 9-12-14] 

260:30-5-7. [RESERVED] 
[Source: Reserved at 31 Ok Reg 1346, eff 9-12-14] 

260:30-5-8. Hearings  
(a) The Administrator may hold a hearing on any matter relating to the administration of Section 
34.70. The Administrator or a person designated by the Administrator as the hearing officer may 
conduct the hearing. 
(b) The following procedures for hearings will be followed except as may be required by the 
provisions of Article II of the Administrative Procedures Act, Sections 309 through 323 of Title 
75 of the Oklahoma Statutes: 
(1) The Administrator shall give at least 10 days notice of a hearing. Notice shall be made: 
(A) by posting a meeting announcement at the premises of the Human Capital Management 
Division of the Office of Management and Enterprise Services; and 
(B) by mail to persons who have requested that they receive notice of a hearing or who, in the 
judgment of the Administrator, may be affected by the subject of the hearing. 
(2) A meeting announcement shall include the time, date and place for the hearing, and a 
description of the subject of the hearing. Unless the meeting announcement contains other 
instruction, the meeting will begin with introductory remarks, followed by an explanation of the 
subject, and an opportunity for attendees to make oral comments. Oral presentations by an 
individual attendee, or by a group of attendees who represent a common interest, may be limited 
to 30 minutes. Ten minutes additional time may be allowed if necessary for responses. Written 
comments are encouraged but not required. 
(c) This Section does not apply to meetings and hearings which are subject to the Open Meeting 
Act, Section 301 through 314 of Title 25 of the Oklahoma Statutes or to Article I of the 
Administrative Procedures Act, Sections 250.2 through 308.2 of Title 75 of the Oklahoma 
Statutes. 
[Source: Added at 31 Ok Reg 1346, eff 9-12-14] 
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