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CHAPTER 1. ADMINISTRATIVE   OPERATIONS 

Section 
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655:1-1-2. [RESERVED] 

655:1-1-3. [RESERVED] 

655:1-1-4.   Office hours; filing hours 

655:1-1-5.    Availability of documents 

655:1-1-6.       Refunds [REVOKED] 

655:1-1-6.1. Form of payment 

655:1-1-7. Insufficient fund checks prohibited [REVOKED] 

655:1-1-8. Returned checks 

655:1-1-9. Refunds 

655:1-1-10. Cash register daily closing 

655:1-1-11. Fax fees 

655:1-1-12. [RESERVED] 

655:1-1-13. Document quality consideration 

655:1-1-14. Invoicing and accounts receivable 
655:1-1-15. Processing of mail 

655:1-1-16. Forms and instructions 

655:1-1-17. Accounts payable [REVOKED] 

655:1-1-18. Petition requesting promulgation, amendment or repeal of a rule 

655:1-1-19. Filing and disposition of petitions for declaratory rulings 

 
[Authority: 75 O.S., §§ 302, 305, and 307] 
[Source: Codified 12-2-91] 

 
655:1-1-1.        Purpose 

The rules of this Chapter describe the organization, opera- 

tion, and administration of the Office of the Secretary of State. 
 

 
655:1-1-2.        [RESERVED] 

 

 
655:1-1-3.        [RESERVED] 

 

 
655:1-1-4.        Office hours; filing hours 
(a) Office hours are 8:00 a.m. to 5:00 p.m. Monday through 

Friday with the exception of legal holidays. 

(b) Except as otherwise specifically provided in this Title, 

all documents for filing in the Office of the Secretary of State 

must be presented by 4:00 4:30 p.m. Documents presented 

after 4:00 4:30 p.m. and before 5:00 p.m. will not be 

processed until the following working day, except when 

otherwise stated in other chapters of this Title. If the 

documents are found to be accept- able for filing, the date of 

receipt by this Office will be the filing date of the document. 

Determination of name availability will be made in the order 

a document is processed by the Business Division which may 

not be the date of its receipt in the office. 

[Source: Amended at 11 Ok Reg 4237, eff 7-25-94; Amended at 16 Ok Reg 

2593, eff 7-1-99] 
 
 

655:1-1-5.        Availability of documents 
(a) Documents placed on file in the Office of the Secretary 

of State shall not be removed from the Office unless they are 
transferred to the Oklahoma Department of Libraries, or unless 

otherwise provided by Oklahoma Statutes. Documents may be 

stored at additional off-site storage facilities as determined by 

the Secretary of State or his or her designee. 

(b) Except as otherwise specifically provided in this Title, 

public records filed in the Office of the Secretary of State are 
available pursuant to the following: 

(1) Records must be requested no later than 4:00  4:30 

p.m. 

(2) Requests for documents to be viewed will be 

limited to no more than five (5) records. A customer 
presenting a request for an amount greater than five (5) 

will need to leave a list and return for the information at a 

specified time. 

(c) Documents required to be filed in the Office of the Secre- 

tary of State are public record. Except as otherwise specifically 

provided in this Title, Certificates of Fact and copies of all doc- 

uments on file may be obtained by placing an order twenty-four 

hours in advance between the hours of 8:00 a.m. and 4:00 4:30 

p.m. and by payment of fees required by 28 O.S., Section 

111.A.(3). Orders placed after 4:00 4:30 p.m. and before 

5:00 p.m. will be available by 11:00 a.m. on the second 

business day following the day the order was received. 

Certificates of Fact must be paid for in advance. 

(d) Copies of documents must be made only from the 
original document or the official microfilmed copy of said 

document on file in the Office of the Secretary of State. 
(e) Access to documents transferred to the Oklahoma 

Department of Libraries or off-site storage facilities will be 

coordinated by Secretary of State personnel and will be limited 

to the Office of the Secretary of State. 
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(f) The procedures in (a) through (e) of this Section protect 

the integrity and organization of the records and prevent ex- 

cessive disruption of the essential functions of the Secretary of 
State's Office. 

[Source: Amended at 11 Ok Reg 4237, eff 7-25-94; Amended at 16 Ok Reg 
2593, eff 7-1-99] 

 
 

655:1-1-6.        Refunds [REVOKED] 

[Source: Revoked at 11 Ok Reg 4237, eff 7-25-94] 
 
 

655:1-1-6.1.     Form of payment 
(a) Payment for products and services of the Secretary of 

State's Office may be made in cash, personal or business check, 

certified or cashier's check, money order, credit card approved 

for state use or electronic fund transfer. All checks or money 

orders must be made payable to the Secretary of State. Accep- 

tance of credit cards by some divisions of the Office may be 

affected by internal control requirements. 

(b) The Secretary of State's Office maintains a minimal cash 
change fund. Cash payments may not exceed the amount owed 

by more than $20.00. 

(c) Payment for certificates. 
(1) Authentication certificates (apostille, certificate of 

signature and affidavit of signature) must be paid for in 

advance by cash, currently dated money order, cashier's 
check or business check, or credit card approved for state 

use. 

(2) Certificates of Fact, which includes status, must be 

paid for in advance by any of the forms of payment listed 

in (a) of this Section. 

(3) Certificates of Transcript and copies, except for 

copies of documents maintained by the Office of Adminis- 

trative Rules, may be invoiced in an amount not to exceed 

$25.00 as provided in 655:1-1-14. Invoices may be paid 

for by any of the forms of payment listed in (a) of this 

Section  must be paid at the time of service. 

(d) Facsimile fees must be paid in advance along with the ap- 

propriate fee for the documents by any of the methods allowed 

for payment with the exception of facsimile fees for the notary 

list and for confirmation of an effective financing statement fil- 

ing. 

[Source: Added at 16 Ok Reg 2623, eff 7-1-99; Amended at 17 Ok Reg 2653, 

eff 7-1-00; Amended at 18 Ok Reg 2776, eff 7-1-01] 
 
 

655:1-1-7.        Insufficient fund checks prohibited 
[REVOKED] 

[Source: Added at 11 Ok Reg 4237, eff 7-25-94; Revoked at 16 Ok Reg 2623, 

eff 7-1-99] 
 
 

655:1-1-8.        Returned checks 
(a) A check  or electronic fund transfer returned without 

payment by the issuing bank for any reason is cause for 

voiding the transaction for which the check payment was 

issued. On the day a returned check is received, the 

transaction for which the check was issued will be voided 

at the close of that business day. A letter will be mailed to the 

customer as notification of the voided transaction. 

(b) Any document voided due to lack of payment of the 
fee pursuant to subsection (a) of this section must be refiled. 

Payment for any document refiled pursuant to this section must 

be made in advance by cash or currently dated money order or 
cashier's check. 

(c) Any customer who notifies the Secretary of State's Of- 

fice that a check or electronic fund transfer  presented 

for a transaction will be returned unpaid prior to receipt of 

the returned check by the Secretary of State's Office may pay 

the amount of the returned check in cash or currently dated 

money order or cashier's check or electronic fund 

transfer within one business day of receipt of the returned 

check by the Secretary of State's Office. Payment for checks 

expected to be returned unpaid will not be accepted until the 

returned check is received by the Secretary of State's Office. 

Any transaction paid for by a returned check which is 

redeemed pursuant to this subsection shall not be voided. 

(d) Any customer  presenting  three  returned  checks  or 

electronic fund transfers during a twelve month period 

will be required to pay for future transactions in cash or by 

certified or cashier's check, or money order for a 

probationary period of twelve months. Any further returned 

checks presented for payment of transactions may result in 

the permanent revocation of a customer's privilege to pay for 

transactions with checks. Any such customer shall be so 

notified in person or by mail at their last known address. 

[Source: Added at 11 Ok Reg 4237, eff 7-25-94; Amended at 16 Ok Reg 2623, 
eff 7-1-99; Amended at 17 Ok Reg 2653, eff 7-1-00] 

 
 

655:1-1-9.        Refunds 
(a) A refund may be made in accordance with 74 OS §664.1, 

Refund of erroneous collections. 

(b) In all cases,  the product for which the refund is made 

must be returned to the Secretary of State's Office at the ex- 
pense of the person requesting the refund. 

[Source: Added at 11 Ok Reg 4237, eff 7-25-94; Amended at 16 Ok Reg 2623, 

eff 7-1-99; Amended at 18 Ok Reg 2776, eff 7-1-01] 
 
 

655:1-1-10.      Cash register daily closing (Revoked) 
The agency cash registers shall be closed for balancing 

approximately one (1) hour prior to the scheduled closing time 

of the Office each day, or as directed by the Business Manager. 

All cash and checks received for transactions completed since 

the last daily closing shall be deposited by the close of each 

business day. 

[Source: Added at 11 Ok Reg 4237, eff 7-25-94; Amended at 16 Ok Reg 2623, 

eff 7-1-99] 
 
 

655:1-1-11.      Fax fees (Revoked) 
(a) The following fees will be charged for facsimile trans- 

missions - $5.00 for the first ten (10) pages, $1.00 per page 

thereafter. The fax fees will be charged in addition to the copy 

charges mandated by 28 O.S., Section 111 or other fees as may 
be provided for by statute or rule. Except for the notary list 

and confirmations of the existence of any effective financing 
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statements, facsimile fees and any fees related to the same 

transaction must be paid in advance. Facsimile fees and the 

related fee for the notary list and confirmations of the existence 
of any effective financing statements may be invoiced pursuant 

to 655:1-1-14. 

(b) Legislation will not be faxed. 

[Source: Added at 11 Ok Reg 4237, eff 7-25-94; Amended at 16 Ok Reg 2623, 

eff 7-1-99; Amended at 17 Ok Reg 2653, eff 7-1-00] 
 
 

655:1-1-12.      [RESERVED] 

[Source: Reserved at 11 Ok Reg 4237, eff 7-25-94] 
 
 

655:1-1-13.      Document quality consideration 
The Office of the Secretary of State retains the right to 

refuse to file any document which is illegible, written in pencil, 

cannot be copied or microfilmed, or otherwise deemed not 

acceptable for filing due to poor quality or condition. 

[Source: Added at 11 Ok Reg 4237, eff 7-25-94] 
 
 

655:1-1-14.      Invoicing and accounts receivable 
(a) The Secretary of State's Office will issue invoices, in an 

amount not to exceed $25.00, for copy orders and transcripts. 
Such invoices are due upon receipt of the copies and tran- 

scripts. 

(b) The Secretary of State's Office will ma y  issue 

invoices for subscriptions to The Oklahoma Register and the 

Oklahoma Administrative Code and Supplement, sales of 

electronic databases maintained by the Secretary of State's 

Office, sales of lists of entities filing or registered with the 

Secretary  of State's Office, confirmations of the existence of 

any effective financing statement, and other products as 

determined by the Secretary of State or his or her designee. 

Except for those products listed in subsection (c), such 

products shall not be delivered to the purchaser until 

payment of the invoice is received, unless otherwise provided. 

(c) Invoices for the notary list, the charter list, and confirma- 

tions of the existence of any effective financing statements are 

due upon receipt of the invoice. 

(d) The Secretary of State's Office shall keep accounting 
records for each customer issued an invoice, showing at a 

minimum the amount of the invoice, amount  of  payments, 

dates of each transaction, and balance owed. No customer 

shall be allowed to exceed a balance of $300.00. Any customer 

with an outstanding balance exceeding $300.00 must pay all 

outstanding invoices prior to receiving any products or services 

for which an invoice may be issued. 

(e) Any customer with an outstanding invoice more than 120 

days old will lose their privilege to be invoiced, and must pay 
all outstanding invoices prior to receiving any additional prod- 

ucts or services. All further requests for products or services 

of such a customer must be paid in advance. Any payments 

received shall be applied to the oldest invoices first. 

(f) The Secretary of State and his or her designee may autho- 

rize exceptions to this rule.  

[Source: Added at 11 Ok Reg 4237, eff 7-25-94; Amended at 16 Ok Reg 2623, 
eff 7-1-99; Amended at 17 Ok Reg 2653, eff 7-1-00] 

 
 

655:1-1-15.      Processing of mail 
Mail received by priority mail service, including but not 

limited to, Federal Express, express mail or certified mail, shall 

be treated the same as mail received from the post office. This 

mail will be processed with that particular day's mail and will 

not receive preference. 

[Source: Added at 11 Ok Reg 4237, eff 7-25-94; Amended at 16 Ok Reg 2623, 

eff 7-1-99] 
 
 

655:1-1-16.      Forms and instructions 
(a) All forms and instructions available from the Office 
of the Secretary of State may be obtained in quantities not to 

exceed five (5) copies each. 

(b) Forms obtained from this Office may be photocopied. 

(c) The following is a partial list of forms and instructions is- 

sued by the agency for use by the public. Additional forms and 
instructions can be located under each individual chapter. Sub- 

sequent forms and instructions may be developed for public use 
when deemed necessary by the Secretary of State or statute. 

(1) Fee list 

(2) Loyalty Oath 

(3) Oath of Office 

(4) Manual signature 

(5) Manual signature authorization 

(6) Claim to successor-in-interest 

(7) Charitable organization registration and instruc- 

tions 

(8) Charitable organization annual report 

(9) Professional fund raiser registration and instruc- 

tions 

(10) Professional solicitor registration 
(11) Professional fund raiser bond 

(12) Trademark application and instructions (new, re- 

newal and assignment) 

[Source: Added at 11 Ok Reg 4237, eff 7-25-94; Amended at 16 Ok Reg 2623, 
eff 7-1-99] 

 
 

655:1-1-17.      Accounts payable [REVOKED] 

[Source: Added at 11 Ok Reg 4237, eff 7-25-94; Revoked at 16 Ok Reg 2623, 
eff 7-1-99] 

 
 

655:1-1-18.      Petition requesting promulgation, 
amendment or repeal of a rule 

All interested persons may ask the Secretary of State to 

promulgate, amend or repeal a rule. Such request shall be in 

writing, signed by the person seeking the change, state the rule 

involved, the alleged need or necessity therefore, whether it 

conflicts with any existing rule, and what statutory provisions, 
if  any,  are  involved.   If  the  Secretary  of  State  approves  the 
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request, notice will be given that such proposal will be formally 

considered for adoption. If, however, the Secretary of State 

determines that the proposal or request is not a necessary rule, 
amendment or repeal, the same will be refused and the decision 

reflected in the records. A copy of the decision will be sent to 

the person who submitted the request. 

[Source: Added at 16 Ok Reg 2623, eff 7-1-99] 
 

 
655:1-1-19. Filing and disposition of petitions for 

declaratory rulings 
Any person who may be directly affected by the existence 

or application of any of the rules of the Secretary of State may 

request in writing an interpretation or ruling, regarding the ap- 

plication of such rule to a particular set of facts. Such request 

shall be in writing, signed by the person seeking the ruling, 

state the rule involved, and contain a brief and concise state- 

ment of facts to which the ruling shall apply. The Secretary of 

State will make the final determination of the interpretation or 

ruling. Such interpretation of the rule will be furnished in writ- 

ing within a reasonable time to the person making the request. 

[Source: Added at 16 Ok Reg 2623, eff 7-1-99] 


