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My Notes

The following is a short form you can dilit with the help of the staff at your board, or the
Go v e r officer @hs information will be helpful to know duryaur term of serviceYou can
find much of this information atww.boards.mt.gov

| serve the following Board, Council or Commission(s):

| serve the position(s)or qualification(s) of:

My Term Start Date is:

My Term End Date is:
Note that you may be asked to serve past your term end date, as the vast majority of members serve until reappointed or
replaced.

My position is subject to Senateonfirmation: YES / NO In Year:

My board is connected to this agency:

My staff contact is:

My b o a rwebSite address is:

My appointmentd authority is based in MCA / Executive Order / Agency Order / Other

Website for Authority:

| filed an Oath of Office: _YES / NO / Was not required
If aked to submit an oath ofaifficeetd doveid result in your replacement.

Other Notes:

Decembel014


http://www.boards.mt.gov/

Table of Contents

Message from Governor and Lieutenant Governor
Gubernatorial Appointmentsd the Process
Mo nt an a0 8anBwooductohrs
Boards, Councils and Commissions

A Commitment to Serve

Being an Effective Public Servant
Appointment and Service

Board Business and Leadership

Serving Montanad Public Participation
Serving Montanad Ethics

Legislative Communications

Media Communications

Additional Resources Available to You

Conclusion

This handbook serves as general guidance from the Goverd s

Montana Appointee Handbodkage?

Page 3
Page4
Page5
Page7
Page 10
Page 11
Page 13
Page 15
Page ¥
Page 19
Page 20
Page 22
Page 23

Page 24

Th e Gov er n ovoubds
like to thankhe Montana ®ice
of Tourism and theMontana
Tourism Advisory Council fg
use of the photos for this
handbook.

NOTE: Blue text in
the handbook ignals &
hyperlink  to  the
information reference
(available in onlin
version only)

Otb gubecnatorial

appointees. Itsummarizespublic law and supplements any othemore specific materials
you may receivdrom the board It is not meant to supersede state law, or answer every
guestion. For specific legal interpretations or questionglease communicate with the
employees assigned to your board.

By accepting appmtment, you have committed to abide by all state laws ang
regulations. You have also agreed to abide by the policies, ethical standar
and expectations set forth in this manual.
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Message from the Governoand Lieutenant Governor

Dear Appointee:

Congratulations on your recent appointiménank you for
your commitment to helps move Montana forward through
effective governing.

As public officials, we pledge torkvon behalf of Montanans.

We put Montanandirst. Together we do the peopk
business and help continue to make Montana the best state in
the nationin whichto live learn, raise our families and run a
business.

With this appointmentyou have accepted greagponsibility
andwe havethe highest
expectationef you We
look forward to workig
with you as you provide
your experience and

expertise to the position
you Nnow servi.

We want you to 0bdtislhoagnoee i
hope that your experience serving dfage of Montana is
positive and rewarding.

Welook forward to seeing the great work you do.

Sincerely,

i e
Mk‘/ g T /{,’779/»’""‘/‘/1/’/\.,
STEVE BULLOCK ANGELA McLEAN
Governor Lieutenant Governor

G.S | Lk Ay | 2dz
Montana Attorney General Joe Mazurek
(19932001)
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Gubernatorial Appointmentsd the Process

Applying - Th e Go v effice aks @appointees (even incumbesasking another teyno
submit an applicaticdong witha letter of interest and a resume, biography or short summary of
their work, education and community service experieree.application includegaivers that

must be signedy waivethe right to privacy of your application documeatsliowany required
background checkt agree to abide by all rules and laws,t@radtestthat the information
provided in your appligah is accurate. €be waivers are finghen you submit the application
form. The applicatioform also includes some optioparsonaldemographic information that
may or may not beequiredto determine your eligibility to serdepenthg on the boak or
appointment Incumbent appointees may ask for additional terms if not prevented by term limits,
but must do so by sdfioewithame dpplicaton formdontadanenienested r 6
in serving should visit www.boards.mt.goto accessthe application form and additional
information.

Application Review- T h e Go v #ficernates the time to review all applications received to
verify qualificationso compile the apgations and recommendations received and present them to
the Governor fohis considerationMontana hasver 200 bards, and over 2,000 positionshsp t
processakes time.

Decision - The Governorand hs officereviews albpeningsapplicationand recommendations
before the Governor makes a final decisibimere are many factors that go into the decision to
appoint. Beyondnsuring thatandidatepossesapplicablgualifications, the Governor is required
by state law to ensure geograptender and raciaiversityin appointments Then finally, he
assesses the makeup of the board and the particular background andhdyaanea member
may bring to the group as a wholqplicants may be contacted by the Governor or his office at
anypoint throughout the decisigmocess.

Notification of Applicants d Upon t he final deci sion, the Go
appointee, and when that person accepts appointthemt, tGover nor 0 s of fice
remaining applicants of the fidacision.

Announcement of Appointment - The
Go v er n o mdifes thefagenoy bead, t
staff at the boarcdandthenpublicly announces
the appointment closng the appointmenk

process. Appointmens are posted atp
www.governor.mt.gov  Appointees ma
anticipate the possibjliof being contacted b
local medialirectly If you are contacted, youses
are welcome to share informatidhyou have ¥
any questions, Yyou g
office for assistance or further information.
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NOTE: From this point on, this handbook will refer to all Boards, Councils, Commissions,

Teams, Task Forces, etg. simply

.as ol Bhodai rvdi sd u a | Boar ds,

Commissions all have different meanings, as definad this handbook It is important to
know what type of entity you serve, to understand its authority and function.

Montana has gone through many changes since becoming a territory and thenCarstate.
governmenis nhowdesigned to offenanyopportunities for publimvolveanent.

In the Executive Branch, voters elect the Governor, who in turn appoints agenagdmakles
thousands ofubernatorial appointments to citisshboards The Governor is authorized by the
Montana Constitution and stati€A 215103to be the Chief Executive Officer for the state.
Subject to the&onstitution and laws of the state, the Governor formulates and administers the
policies of the Executive Brancwith full powers of supervision, approval, direction and

appointmenbver all dpartments and units.

Mo n t acitizaerded boardshelp guide and operate various aspects of goveranteagencies
Theseboardsare as varied as the state itddtfardsare involved witissueselated tgrofessional
occupationsapprovinggrantsfor communitiesprotecing Mo n t sa ahilr@n, and impring

economic developmeapportunitiesn the state.Theyh e | p

Mont anaod sgengiespart me

developpoliciesaffectingstate employee benefégad bridging the gap between pay for women in

the workforce.

Transportatio
3%

Military/Veteran
2% S\

Health
9%__

Workforce/Labo
26%

Environment/
Natural Resourc
14%

Montana Board Types

State Government
- Administrative
20%

Agriculture/
Livestock
6%

Crime/Justice
6%

Commerce/
Economic
Education Development

6% 8%

*Chart of Boards by subject (2013)

As part of the Executive Branch of governmehd, n t a n a ed boards$ielp theestate ensure
yet another level of citizen engagement and participation in ggvéramegyimprovng the

performance of our state government.
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Governor Bulloclstrives to appoitne mber s who represent the diver
and demonstrate balancedeograpy ethidty, genderageand experience.

The completdisting of boards, their memberships and other information can beofdunscht
www.boards.mt.gov
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Boards, Councils and Commissions

Every mardis unique in its purposajthority membershignd mission As an appointegouwill
need tdbecome familiar with your particldaardto understand itmissionand the role you play.

Orientation materiahouldbe provided by the stadSsigned tgourboard as well aany travel
reimbursement formsYou areencouragetb requesthese and any necessaaterial§rom your
board staff

Montana State Governmend Mo nt a n a 0 s raitxiscamprisedvfe tBh e Gfice,er nor 6
and the departmentnd agenciesianaging the vario@easof state government. x&Bmples

includethe Departments ofdministration, Environmental Quality, Transportation, etc. Every
boardthat isa part of the Executive Branchc@nected to an agency that is glsded and

directedoy the Governor.

Creating Authority - Stateboards are created Hwptute,by executive ordeof the Governagr
interstate agreememmisan agency direcios 0 Undlegstanding tHegal authoritgreating your
boardwill help yowbetterunderstangour role and the purpose for your board.

Types of Montana Boardsd As mentioned previously, boards have different roles and
resmnsibilities. Below are sonmmmon types of boards found in state government.

QuasiJudicial Boards 0 Quasijudicial lmardsare a specific type of board timaske
independendlecsions andregoverned by uniguegalrequirements. Unless excluded by law,

all quasjudical boards must have one member who is an attorney licensed to practice law in
Montana. Thi s per son iadtornayp lbut atvbtiag nember witld this specific
background. The Governor appoints a majority of the board to serve terms conduthent wit

Go v e r. nThe rénsaining members serve from the thirdojgheGover nor d6s t er n
member®f quasjudicial boardare subject to Senate confirmation. The Governor selects the
presiding officef r om t he b o a rambbaS thatiscmtiore to shangge presiding

officer designatiorat any time. Members may only be removiedm the boardby the
Governor for causeExcept forsalaried officeror employegof the state, eachemberof the

boardis paida stipendand travel expees. Examples ofjuasijudicial lmards include the Fish

and Wildlife Commission, Human Rights Commission and Coal Impact Board.

Advisory Councilsd Advisory ouncils are created only to acaumadvisory capagityhich
meansthey furnish advice, gathenformation, make recommendations, padorm other
necessarpdivities sometimesot comply with federal funding requirementhey donot
administer a program setpolicy Advisory oundls can be created by statute, executive order
of the Governor or bggencydirectors andlectedofficials. The Board of Public Education,
Board of Regents of Higher Educatiandthe State Board of Education may also create
advisory councils.

Advisory council membensayreceive a stipend an amount determindxy thedepartment
head, and are to be reimbursed for travel expenses, unless they arelcstats.emymless
specified, theonincil eled its presiding officer at itisst meetingand shall meet at least
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annually on the call of the Governor or presiding officer or majority of membaysncih
may meet outside Helena with the express prior authorization of the creating authority.

Advisory Councils CGeated by Executive Orderd The Governormay createadvisory

councils through Executive Order. When creating an advisory ,atenGlovernor must

provide a record howi ng t he <counci | 8 memheasmecluding thar ¢ o mj
names and addr es s easd theteheof existaneseich ¢ad Ise nplongep o s e,
than two years unless tharefederal ofinanciarequirements fat to exist longer. Advisory

councils may be extended as many times as necessary.

Advisory Councils Qeated by Agency Directors or Eleted Officials 0 The Attorney

General, the State Commissioner of Securities and Insurance, the Secretary of State and the
Superintendent ¢tublic Instruction may create advisory courfsilbject to approval from the
Governor agency directors may atseate advisoryancils. Department directors and elected
officialsmust also provide and file the same informasorequiredor advisory auncils by

Executive Order.

Administratively Attachedd All boards must badministratively attached toepdrtment Some

boards must act under the direct authority of the agency; others have authority to make decisions
independent of the agency. Agencies tesponsibilities to boardsiministrativelattachedo

them

Allocation for Administrative Purposes Onlyd A board allocated to a departmerar f
administrative purposes orgpall exercise its quasldicial, licensing and policymaking
functions independently dhe department. However, thepdrtment is responsible for

directing and supervising the budgeting, recordkeeping, reporting, and related administrative and
clericalfunctions of the board: this includesar dsd budgetary request:
budget collecting all revenygsoviding staffprinting and disseminating any required nptices

rules or ordersand allocatingpffice space to the board as necessary. As part of this
responsibilitydepartments may provigeidance to boards and theimmbers on issues such as

the scope of decisions, capacity for decision making, protocol and oth@igagsncy head
represents the boardcommunication with the Governor.

Board Authority & Each Board operateunder specific responsibility granted by its creating
authority.

Legal 0 As a board member, there are times you may be interpreting law fjudigiglsi
decisions. You may request legal advice from a departmental legal counsel assigned to the
board, ad should act according to that advicerder to keep the boardictions defensible by

the state of Montarshouldany decisiontse challenged.

Authority to Act d Authority is given to the board asfeole, not to individual members. The
board, not individual membessg policy, andregulate or adviseshe statelts role is not to
manage an agerayprogram

Confidentiality & The Montana Constitution balances the right to know with the right to

privacy. There will be times whenware privy to information, applications or complaints that
require confidentialityKeep confidential information confidential. Avoid discussing private
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matters with friends, family or professional colleagues. Maintain the security of documents
printed and electronias advised by staff. Do not investigate matters by yourself.

Rule Making - Boards and their members conduct business of the state, often through rule
making. Boards establish regulatory requirements through administratikiat robege the

force and effect of law. For example, licensing boards have rulemaking authority that create
rules for occupations and professiomcluding licensing requirements, fekefining
unprofessional conduct asektingrules for licensees tdlfiw. Staff with your department will

help your board navigate this process.
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A Commitment to Serve

As a gubernatorial appointee )ane accepterkrtainresponsibilities. The state of Montana also
hasthe responsibility to supporbdrds andoard members. Below isuensnaryof expectations
for membersstateagencika nd t he @&icever nor 8s o

Commitment of Appointees:

T
)l

= =4 4 A

| will work to serve the public interest.

| will participate in all board meetings and hearings unless | haas@dable personal or
professional conflict and in those cases | will let the staff know of my absence. If absence is
frequent! will work with the staff to identify solutions.

| will act in the best interest of Montanans.
| will maintain confidenti&fiwhere applicable.

I wi || respect the publicbds right to part.i
I wi || bring concerns to the staff, agenc
resolution.

Commitment of StateAgencies:

1
1
il

il
1

We will provide orientation andining to appointegas needed

We will provie staff support, office suppartd meeting spaas required by law.

We will present board concerns and recommendations to our agency, other agencies and to
the Governarwhen applicahle

We will respecappointesitime and effortdy providing as much notice of meetings as
possible and keeping meetings pertinent to issues.at hand

We will provide documents in a timely manner to allow measbersch time as possible

to review materials.

CommitmentofGovernor s Of fice:

1
il
1

= =

We will communicate conceraseived from the pubkdth appointeesvhen appropriate
We will give appointees the opportunitgxXpress their opinions.

We will offer appointees the opportunity to address complaints brought ageainfstr th
removal.

We will provide resources and information to assippwinteg®fforts to serve.

We will allow applications for additional terms eodsider recommendations for
replacements when appropriate.
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Being an Effective Public Servant

You are now serving the state of Montana. There are a few things to know, regardless of where you
serve, that will help you be an effective board member. If at any point youdaelnmionger
contribute meaningfully pl eas e ¢ ont dicetas we imay h&ve reseurcestisty s o f
may be able to find more appropriate boafdr you to serve given your current situaton

interests

Effective Public Servants:

Serve the public interest.

Perform your duties openly with the public.
Attend rreetings regularly.

Are prepared.

Communicate well.

Have respect for others.

= =4 4 -4 4 -4

Serviced You ae serving the state of Montamal the public interest of Montanans should always
beatop priority.

Open Governmentd Montanans expect opennemsd transparencyn government. Your
appointment, your contact information and the qualifications of your appointment are public record.
Meetings, agendas and decisions made by your board are also public record. Treat the public with
respect and honor their right toveaccess to the decision making process in Montana.

Attendance 0 Regularattendance is critical fopards function properlyYou were appointed

because the Governor believes you can provide a valuable voice to the state of Montana. Use that
voice toadvocate for Montana by attending meetirl@egular attendance will also keep you
informed of current issues and ensure that all perspectives are conSldsteappointees are

active members of their communities, and we understand some absencasoesgdryg from
timeto-time, but frequent absence may be cause for replacdinentast majority of boards do

not allow for substitute members, so you cannot send a colleague in your place. For the few boards
that provide forthis option, be sure thea#f is aware of your absence, and make sure your
replacement is up to speed and lgthathis or hewvoice and voteasthe same authority as yours

Preparationd As an appointee you are expected to be adequately prepared for théamork at
The stafffor the boardyou serve will provide information, reports, proposals and other information
to help you make informed decisio®me boards receive a lot of information, and may have a
short turnaround to review the materiaf®u mayalsoask foradditional information you might
need to make thoughtful decisions.

You should know that yodo not always need to be an expert on your particular subject when
appointed. Most appointmeinsolvea 01l earning curved and some cC |
others. We expect you to commit to learning the issues anstantbiérat this processay not

happen overnight. In other cases, you may have been appointed specifically because you bring a
new perspective.There are tineewhen pu may have been askdd serve because we have
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confidence that yowill represent the publicterestand will ask questions that may not be asked by
a subjectatter expertWe expect you toring yourown perspective to your work argpresent

the public And again, if yodeel you do not have time to be adequately prepared or are not
comfortable with the appointment, please contact us to determine next steps.

Communication d As an appointee, please keep yomtacb information current with thmard
staff and t he Gostag innauchdnvgh youf staff dye returningdA phene calls,
answering email or othemmunication to ensure your board work can be completed. If you are
not able to participate@ meetings or other work sessions, communicate with staff so theyhcan pl
meeting detail@ccordingly Your absencecan affectt h e b abdity dodrseetquorum
requirementsvastingravel time and funds

Staff Resource® State employees assigned to help you and your board. Some abtosve

staff exclusively assigned to ageistathers will have a pool of staff available to assist. The role of
this staff is to carry out the rules, policies and programs developleeyuag cormunicate with

you to set up meetings and events or inform yissugpertinent to the board. They may prepare
meeting materiafgcilitate meetingsid conduct research or other tasks.

It is important to remember that these employees are also @@nstaje. Some may have other
responsibilities outside of your board. Help them do their job well by communicating with them.

is helpful to nderstand the differences between the responsibilities of your board and that of staff.
Most frequentlyyour board provides overall guidance and the staff does-tbeddgiywork.

If you have concerns about your interactions with boardoktaffe attempt to resolve the issues
directly with thaperson their supervisor or thegency headeforecontacn g t he Gover n.
office.

Colleagues- The other members of your board were appointed for their expearetbey may

have been appointed lboing a differenviewpoint than you may hold. Governor Bullock expects

lively debate and discussion, &isb expects that all of the work be done in a respectful and
professional manner. Your job is to serve the state, as is theirs. A board is in place to have debates,
which sometimes have no easy solutions.

Judgmentd When making decisions and serviegstate of Montana, Governor Bullock expects

you to use your best judgment. Examine all evidence before making decisions, communicate well,
and act ethidgl Consensus and compromise are often necessary in governing. Please be willing to
be part of agam vnen making decisions as a board, and then be prepared to support the decision
madeby the board.

Montanansexpect professional judgmémm appointes serving the state. Follow professional

ethics and codes and do not yser psition to benefitgqurself, your family or your profession.
Rememberou serve the state, not your personal interests.
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Appointment and Service

Oath of Office & All officers of the state of Montateke an oath of offideefore they enter the

duties of their respectioffices. This includes all board members, except those serving on advisory
councils created by Executive Order or by agency heads. Failure to complete the oath of office
triggers replacement of the member.

Senate Confirmationd All appointees to qugsidicial boards and some additional boards require
Senate confirmati on. I f an appointment i s su
submit your appointment to the Senatarrently insession or the next regular session following
theappointment. A membetarts serving upon appointment prioBémateonsideration If the
Senateloesnot confirm the appointment, the Gomor must appoint a new membethat place.

Questions about wth appointmentsequireSenate confirationcanbe answered by visiting our
website or calingt af f f or your board. | f you are subj
submit your public application records and your contact information to the Besdteportant

to keep your contactformation current withth@over nor 6 s of fi ce.

The Governor ds tofndtify goa regaidihgl progress duegate lcomfgniation,
but ultimatelythis is a legislative process aedislators and their staff are in charge of
communicabn with appointees regarding the confirmation procEss Legislatummay or may
not request your presence at a confirmation hearing.

Terms of Office & All boards have a specified term of offiwéh some having limits to the
numbers of terms you magrve At the expiration of the term, the Governor shall reappoint the
member for an additional term or replace the individual with a new member. Members continue to
serve until reappointed or replaced. It is up to board members to notify the Gdvéireior o

intent to seek an additional term or their preference to be refplasedervice to a boaldes not
guarantee an additional term.

Membership Changesd With every new Governaind throughermsin office,there are changes

in membership to reict new policies and priorities. Many boards also have term limits for
members. Changes in membership and leadership are important for enhancing and developing
future leaders for the stated bringing new perspectives to boaAkdsmembers come and s

important to pass along institutional knowledge and to listen to new perspectives.

It can be challenging tol@a® the needs of keeping institutional knowlemlye boardwith
bringing in new perspectives and deveddipiture leaders of the state. L-segzing membersan
ease thiby helpingnew memberas they learn the issues and tasks facing your board.

Compensationd Every board is unique in its ability to offer travel reimbursements and payment

for service. A majority of boards will provide some kind of travel reimbursement, and some will
provide a smal/l stipend for aVhehathodized twtestiftk , t ho
on a boardds behalf to the Executive or Legis
of board duties and is entitled to compensation and reimbursement for travel. But when influencing
the legislature or state governmasta private citizen, a board member is not entitled to
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compensation or travel reimbursement from the state. Please refer any questions in this area to the
department director or agency legal counsel.

Resignationsd If for any reason you need to resign your appointment, yodaragstn writing to

the person who appointed you. In most cases that is the Governor. Resmgawti@ensubmitted
electronically Resignations become effextr2 hours after receipt by the Governor. You may
withdraw your resignation in writing within 72 hours of submission. Resignations may also be
requested effective immediately or upon a specific date.

Removal d Per Montana Code Annotated @501, psitions become vacant and the member is
replaced if the following events occur:

1
1
1

E

Death of the incumbent;
Resignation becaseffective;

Ceasing to be a Montana residenesident othe city district or other locatioif required
for your particular appointment;

Ceasing to discharge the duty of the office for a pertbcketonsecutive months, except
when prevented by sickness; (members cannot be removed for absence due to health
reasons.)

Conviction of a felony or of an offense involving moral turpitude or violating your official
duties;

Refusing or neglecting to file the incumbe
Removal byribunal;

Removal for lack of Senate confirmation (for appointments confirrSeddug).
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Board Businessand Leadership

Quorum d A majority of membershigpically constitutesquorum the number of members who

must be presenivhich can be required to do busingSkeck statutes and rules for any quorum
requirements.A favorable vote of at least a majority of all members is required to adopt any
resolution, motion or action, unless otherwise provided by law.

Typical Meeting 8 Boards may differ, depending on issues at, ladimough most will follow
similar protocolrad basic agendas as outlined below:

Call to order

Roll alld atendance

Approval of pevious minutes

Reports of officers, director, staff, standing committees
Cases or Action Items (unfinished business, new business)
Public Comment

Announcements

Adjourn

= =4 4 -4 -8 -5 -9 -9

Members 8 As a board member, your roledsdiscuss issues in a respectful manner. Unless
serving agn exofficio or norvoting member, you cast votes on matters in front of the board.
Members take direction from their presiding officer.

Presiding Officer & Every board has a chair presiding officer In some cases the Governor

selects that person and in others the board elects its own. Regardless of how selected, all chairs have
similar responsibilitiesand duties. Chairs typically work dyewatith the staff to prepare the

agendas and meeting schedules. The Chair runs the nmeetieghe agendorward and keeps

members on the ubject at hand. Chairs must balance their leadership role as members to
participate, discuss issues, andwitkethat of keeping the meeting movitg.consultation with

agency legalcounskldg Chair may call f or eoxstitationalightte s es s
privacy outwei ghs .t Beaveep méelingde dhair reviegedhthe etng know
minutes and upcoming meeting materials.

Board Meeting Management Tipsfor Chairs

1 Time Managementou are responsible for keeping mersland the public on schedule.

1 Agenda:You are responsible for keeping mendserd the publi@ sommentsto the
approvedagenda itemand topics.
Respectfulyou are responsible for keeping comments, meetings and discussions respectful.
Staffing:Staff may need assistadoeing a meeting as they take minutes or provide other
services to the board.
1 Open Meetings You are responsible for askittendeesot introduce themselves when
presentig information. Ask members and the publistate their name for the record
when making motions or comments.
Motions:You are responsible for aglmg members to clarify moots, when necessary.
Rules Manyboards agree to abide by Roberts Rules of Order. If not Roberts Rules, it is
your responsibility to help the board adhere to the rules established for order.

1
T

= =4
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1 Voting: General procedures usually include a motion, a second, discussion, and then a vote.

Discussion must remain on the motion at hand.

T

Recusal:If a presiding officer res to leave earlgr has a conflict of interest, the officer
may recuse thgosition ard assigiit to a Vice Chair or other member as guided by rules.
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