How to Complete an Administrative Order
	Introduction
	Administrative Orders notify Departmental Manual holders of new and/or changed policies and procedures that affect all DGS offices and require immediate attention. Information in an AO is incorporated into the during the next revision.are used 


	Reference
	This material is drawn from the DGS Correspondance Guide in the on- line DGS Manual. 


	Terminology
	The table below defines terms you should know to perform the task. More complete glossaries and acronym lists are included in later sections.

Term

Definition

AO

Administrative Order

Author

The individual who wrote the Administrative Order.

Originating Office

The work unit that required the AO be written or the unit that was required to write the AO by executive action. 
IMS
Interagency Mail and Messenger Service is responsible for mail control between Departments. It has no authority over the internal mail system of any Department.
 


	Templates
	Both a sample of a completed AO and a blank template are included here.
Click here to view a sample completed Administrative Order.
Click here to view a sample blank format Administrative


	Procedure
	Follow the steps in the table below to prepare the Administrative Order.
Step

Action

1

Author (for the originating office) prepares a draft of the AO:

· MANDATORY: Fill in "expiration date." (If there is no expiration date, use "until rescinded" or "until superceded." 

· If applicable: Include references, such as codes, Executive Orders, etc., and/or any previous AO's superceded. 

· If applicable: Note "expedite". 

· If applicable: Note additional names for review and approval on Coordination Sheet (see below for standard approvals.) 

2

Author obtains approval from Manager of originating office and OLS.
3
Forward final AO with a Coordination Sheet to the Executive Assistant (EA), AD Deputy Director, via email or IMS.

4
AD Executive Assistant will assign AO a number

5
AD Deputy Director signs off

6
Chief Deputy Director or Director signs off 

7
AD Executive Assistant gives the AO a date

8
AD Executive Assistant publishes, or has the AO published on the AD Intranet website

9
AD Deputy Director will send an e-mail to all DGS employees directing them to the AO site 

 


