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MCA Code Update & Interim Code Update Processes
The Montana Code Annotated (MCA) is updated after each legislative session and republished. The code update process adds the new laws enacted during the session and creates compiler's comments, and histories.  Data produced and updated during the code update are used in creating tables (e.g., Sections Affected, Session Law to Code), updating the Annotations, producing MCA Online and CD-ROM, as well as producing PDFs for printing the MCA volumes and related publications. Between sessions, an Interim Code Update is performed to make changes necessitated during the interim. 
This process is tightly bound to the mainframe and has numerous manual processes, procedures, and reviews.  Many of these intricate procedures will not be relevant to a new system and are thus presented here in very summary form.  ALF (Algebraic Logic Functional programming language) and WordPerfect macros are the primary processes used in the descriptions below.


[bookmark: _Toc387041209]Code Update Preparation
MCA update starts near the end of the session. A full copy of the existing MCA data is copied into a working directory (called “Group 5”) by Bill Processor.

1. Attorneys sign a list (hard-copy) to check out and process a batch of approximately 10 Session Law Chapters at a time.  They review the sections that each Chapter contains. Attorney assigns new MCA section numbers to enacted sections, along with reserved section numbers using an Access DB that is used to track the section numbers.  This Access DB is used to ensure that there is no duplication in the assignment of section numbers. 

Compiler’s Comments and Annotations
2. Attorneys use a WordPerfect macro to retrieve the amendment note shell for each amended section in a Chapter (all sections for that Chapter are in a single file, each separated by an asterisk). The Attorney writes the amendment notes and other compiler's comments by typing them into the shell and writes any changes to section text on the paper copy of the Chapter and transfers (via a macro) the electronic compiler's comments to a final common directory.  Compiler’s comments are printed.
2.1. Nonsubstantive changes (e.g., punctuation) are marked on the paper Chapters.  Editors determine the level of impact of these changes.  More substantive changes can be indicated as well, but these will require reporting in the official report of the Montana Code Commissioner, which is statutorily required by 1-11-204(3)(a)(iii). Substantive changes that require amendments will be accumulated for inclusion in a Code Commissioner Bill (to be introduced in the next session).
3. Editors edit changes made to section text and edit compiler's comments on the paper copy.
4. The Editors create the Sections Affected Table and Session Law to Code Table for each batch of Chapters using original shell documents and information from assigned sections above (macro is run to put that info into correct format for the Sections Affected Table).
5. Document Processor makes corrections to compiler's comments in WordPerfect. Corrections to section text may be made to the X-file or in TextDBMS chapter documents or individual sections (K or B documents) on mainframe. 
6. Document Processor uploads Session Law Chapter documents and compiler's comments to TextDBMS Group 5 using WP macro. This macro accepts the beginning and ending Session Law Chapters to upload.  It then does a straight upload of the Session Law Chapters (since they have already been converted to TextDBMS format in the Session Law process) and also does a WP to TextDBMS conversion on the compiler's comment documents for the Chapters and then uploads them. 

Note: Much earlier during session (usually around March), Merge Processor prepares the working directories (Group 5) on the mainframe for code update processing. This includes changing session dates and testing and updating relevant ALF processes.

7. Document Processor runs an ALF against each of these uploaded Chapters to do some final conversion and cleanup.  The output from this ALF is the final Session Law Chapter that will be used in the split process (the next step). 
8. Splitting process is run to break Chapters into individual section files (K documents for enacted or amended sections) and history files (L documents, incremental history information to be added to MCA histories at a later step).  An ALF splits each batch of Session Law Chapters into separate documents for each amended or enacted code section. 
8.1. Batches of about 50 Session Law Chapters must be complete and sequential before splitting process is run. 
8.2. Amended sections are stored as their MCA storage number; enacted sections that will become new MCA sections are stored as "B files" for easier grouping and processing (with file name of ccccsssB where c is ch. # and s is sec. #).  If a section amendment text file already exists (a K file containing amendment from another Chapter) it is treated as a composite. 
8.3. Composites (where more than one Session Law Chapter amends a single section) are deleted and restored with 00, 01, etc., to assist in resolving composites in a later step (e.g. 010001001010K restored as 01000100101000K). Compiler's comments are also split (at each asterisk) into individual compiler’s comment files (O documents). Both K & L are stored. Compiler's comments are composited with 50, 51, etc., before the O.
8.4. Document Processor uses ALFs to process and store enacted sections and histories and retrieves, inputs changes to, and restores amended sections.
8.5. Document Processor inputs changes to cross-references and any other changes indicated on the Session Law Chapter.
8.6. Using ALFs, Document Processor does renumbering by retrieving section text stored at the old number, changing the number, storing the document in its new location, editing the history and storing it in the new location, and creating a "renumbered" K document for the old location.
8.7. Additional processes are run to create new MCA chapter and part names (D and I documents) and to check that new numbers assigned are not already in use.

Note: When making changes to section text necessitated by amending Session Law to extend a termination date (or other similar action) sometimes a "fake" history file (M document) is created and indicate what action a section text change was tied to. This assists the Editors, Document Processor, and Proofreaders in identifying why changes were made.

Note:  When a section is voided by a coordination section, “(VOID)” is inserted before the catchline. A “fake” K document is created under that same section number in order to force the voided section to composite.  This allows the voided sections to be reviewed during the composite process.

8.8. Document Processor prints each batch of Chapters by date for proofing. Each batch of chapters is proofread. Proofing is done to the Sections Affected Table and Session Law to Code Table at the same time.

Note:  All batches of Chapters must be printed and proofread before corrections begin. 

8.9. After all Chapters are input and proofed, Document Processor does corrections for each batch (printout). The Document Processor identifies changes made during a specific date and time interval (date and time used to identify batches and to associate with corresponding printouts) so that the ALF that prints by date can be used to print only the corrections. Corrections for each printout are proofed.
9. Document Processor prints out composites (documents with 15-character storage numbers) and separates them by MCA title, then gives them to Attorneys with a copy of the Sections Affected Table for each MCA title.
10. Attorney marks composite printout to integrate changes to each code section made by more than one Chapter.  Changes are accumulated on the best/most logical amended section with directions referring to other composite versions. Changes to section text (K documents), histories (L documents), and compiler’s comments (O documents) are marked on the printout. 
11. Editors edit composite work on section, history, and compiler’s comments.
12. Composite Processing
12.1. Document Processor makes changes as marked by Attorneys and Editors and stores each document with a 13-character storage number. Proofers proof each composite printout (one for each Title of the MCA), including section text, histories, and changes to compiler’s comments.  Document Processor makes corrections, and Proofers reproof until corrections are complete.
12.2. An ALF is used by Merge Processor to combine updated histories and compiler's comments with current MCA histories and compiler's comments in Group 5.
13. Merge Processor generates "hand pull list" (this is a "delete list" of documents to be deleted on the MCA database) in Session Law Chapter number order to be proofed and updated and then used to store "delete documents" in Group 5 work in process area for eventual update of MCA. Use repealed, renumbered, and terminated sections from Sections Affected Table as input. 
13.1. Diagnostics are run against Group 5 data to report coding, character, and keystroke issues.

Note: May print out all Group 5 documents for review, but tend not to in order to save paper and avoid cumbersome paper format.  

13.2. Merge Processor loads updates (Group 5 files) to searchable UPMCA database to support verification of certain changes (e.g., references to renumbered or repealed sections, parts, or chapters, terminology changes, etc.).
13.3. UPMCA and MCA databases are searched for name changes and references to repealed, renumbered, and terminated sections, parts, and chapters. Editors check and make changes.
13.4. Document Processor inputs changes and sends to proofing.
14. Merge Processor creates MCA chapter contents documents using ALFs that extract catchlines from sections (K docs) and part number and name (I docs) and creates MCA chapter contents (F docs).
(Preparation complete, ready for merge)

[bookmark: _Toc377368266]MCA Merge Processing
15. Merge Processor merges Group 5 updates into the MCA database, merges Group 11 MCA chapter contents into the MCA database, and then deletes hand-pull documents from the MCA database. Existing sections are replaced. New sections are inserted. The result is a complete updated MCA master.
[image: ]
Note: The merge process generates a simple report of number of documents merged. 

16. Merge Processor runs ALF to find special coding. This is run against recently updated MCA sections and reports special coding for tables (T cols), dot leaders, centered headings, and other special coding that may require Composition Analyst's attention during page inspection. A list of the sections with special coding is generated and those sections are checked by Proofreaders or Editors.
17. Document Processor downloads each title to PC, then converts to Ventura (using BASIC program).
17.1. Composition Analyst adds front matter, generates page numbers, headers, etc., and produces camera-ready pages for proofing. Proofers check pages. 

Note:  Corrections are made to Ventura formatted pages, and those pages are reprinted and proofed until complete. Some identified problems with format may require updates to the MCA master files.

Downstream Processes
Annotations Preparation
After the camera ready for the MCA has been done, the Annotations database is updated. This process prepares the Annotations database with changes made as a result of the code update process (i.e., new part names, chapter names, catchlines, renumbered sections, etc.) and copies amendment notes to the Annotations database.
Create CD-ROM and MCA Online
Create the searchable Folio database of the MCA and Annotations (see MCA Online/CD-ROM Process).
Create Master MCA in WordPerfect Format
Create new WordPerfect MCA section text (see MCA Online/CD-ROM Process).
Prepare MCA Database 
(Before each session, after Annotations are done)
18. Remove last set of amendment notes  (moved to Annotations)
19. Revise cross-references
20. Merge cross-references and other updates into MCA database
21. Make database changes, including:
21.1. miscellaneous spelling and format corrections
21.2. removal of terminated sections or repealed sections with delayed effective dates
21.3. removal of temporary sections and/or garbage on sections with delayed effective dates
21.4. changes required due to occurrence of contingencies


[bookmark: _Toc377368267][bookmark: _Toc387041210]Interim Code Updates
Interim updates are executed in early July of the even-numbered year and include all changes since prior codification up to that point and changes identified that will occur after that period through the beginning of the session in January of the odd-numbered year.  New updates to the MCA database done during the interim include:
· Changes due to effective dates or terminations dates
· Changes caused by the occurrence of contingencies (e.g., oil prices hit level specified in law)
· Miscellaneous nonsubstantive updates and corrections

Changes are proactively tracked throughout the session and leading up to the beginning of the Interim Code Update processing. These are tracked in a notebook compiled by the Editors. Others may be requested by appropriate agencies when contingency thresholds or points have been reached. Changes are tracked in a batch covering 2-year cycle.

Special codes (italics) have been inserted into MCA master to identify contingencies and effective dates. These codes appear within the section after the section number and before the catchline (title) and may be removed during Interim Code Update processing. If existing law is subject to changes after the current interim cycle period, these codes will remain in the data for later processing.

Sometimes in even-numbered years an event occurs and a compiler’s comment is written in the MCA to be published one time in the next odd-numbered year publication of the MCA. That note is coded so that it is moved to Annotations (see Annotations Process) and removed from MCA. 
All changes effected in an odd-numbered year are reflected in the Code Update after the regular session. All changes in effect in even-numbered years are reflected in the even-numbered year Interim Code Update. Exceptions to this rule include:
· Supreme Court Rules updates (as needed)
· Database changes
· Unpredicted changes 

Note:  The Code Commissioner publishes the Supreme Court Rules as a courtesy to the Supreme Court. Some rules appear in Titles 25 and 26 of the MCA as section text documents and some rules appear only in Annotations various titles.

Note:  If an election occurs and referendums or initiatives were voted on and approved in the election, another Interim Code Update is performed immediately following the election and prior to the next session.  The CD-ROM is not updated at this time and will not reflect election updates until produced in the next regularly scheduled production. 

Note:  Special sessions require a separate Interim Code Update (see Session Law Process and Code Update Process). 
Process Notes:

1. Sheet listing affected sections of MCA is used to create copies of those sections for updating (it takes about 1 week to copy all affected sections to working area). Includes known effective date changes for the entire year (period since last regular code update was completed through beginning of next session as noted above). Also includes contingency changes that have occurred and were requested. Also includes database changes collected to this point.

Note: Goal is to preserve MCA database and make only nonsubstantive corrections to it directly, while enabling more significant and substantive changes to be made to working copy during Interim Code Update. Change access to MCA is limited to very few people.

Note:  Interim Code Updates may affect interim bill drafting (see Interim Bill Drafting Process). All interim drafts are redrafted after the interim update is complete. 

2. Changes are made to MCA sections by Editors.
3. Supreme Court Rule changes are reviewed by Editors and are entered by Document Processor after this review then checked by Proofreaders.
4. Compiler’s comments from the previous session are removed from the MCA after they have been extracted for Annotations processing (see Annotations Process).
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The Annotations Volumes created from a compilation of many items that are related or affect statutes.  This includes:
1. Case notes
2. Attorney General opinions
3. Compiler’s comments
4. Official comments
5. Law review articles
6. Cross-references
7. Collateral references
8. Cites to ARM


Annotations are prepared and kept current throughout the year and are published (in book form) in 3 batches (March, May, and August of even-numbered years) to provide current information to users of the MCA.  History (when enacted and when amended), permanent or most recent compiler’s comments, and cross references appear in the MCA at the end of each section.  The compiler’s comments and the entire numbered list above except the cross-references and histories are included in the stand-alone Annotations volumes. 

[bookmark: _Toc387041212]Database Preparation
1. Annotations Merge Processor runs an ALF process to copy all non-permanent MCA compilers’ comments from the MCA database to the Annotations database.
1.1. P tag – permanent (tagged as a permanent comment – open and close ‘P’ tag)
1.2. O tag – includes year to designate the time frame that tag applies to.  Special Session ‘O tags’ are given the year of the special session which can be anytime between sessions.
2. Annotations Merge Processor runs an ALF to replace documents in the Annotations database with the corresponding document from the MCA database for these document types:
2.1. Chapter name
2.2. Part name 
2.3. Catchline 
3. Annotations Merge Processor runs an ALF to move all documents in renumbered sections to their new locations.
4. Editor prepares a list of repealed, renumbered, and terminated sections and name changes.  Editor then does a Folio search using those sections so any reference in a case note, Attorney General’s opinion, or official comment to a section is updated with information saying the section has been repealed (or any other action).
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5. Throughout the interim, Attorneys write case notes on cases that have been heard in the Supreme Court and write notes on new opinions issued by the Attorney General.  The notes are written in WordPerfect and put into a transfer directory.
6. Case notes are reviewed by Editor. 
7. Case notes are reviewed by the Code Commissioner.
8. Case notes are given to Document Processors, corrected, and transferred to TextDBMS.
9. The Document Processor splits and loads individual case notes.
9.1. Case notes are entered into TextDBMS.  Each case note is given a unique identifier (MCA Storage number) and is assigned a value that indicates the status of entered (E), ready to print (P), printed (U), and when published and complete (X).  
[bookmark: _Toc387041214]Annotations Titles
10. Document Processor prints individual titles for all documents currently in the Annotations database (in TextDBMS) using an ALF.  These are printed in large format (11x17) for review. 
11. Document Processor prints case notes for the individual title using an ALF, which marks each case note in the case note index as printed (U) for the title.  Document Processor gives Annotations title and case notes for that title to Attorney.
12. Attorney reviews title, and manually write the location that each case note should be placed within the title using the case note number, and makes other changes, including changes from searches run in step 4.
13. Titles (printed in step 10 and worked in step 13) are reviewed by an Editor to make sure the insertion points are correct.
14. Titles are then reviewed by Code Commissioner to see that all changes that may have an impact are included.
15. Document Processor retrieves the individual document from Annotations database into working storage.  Changes are made and then document is saved into the group 2 folder.  Document is printed and proofread (on paper).
16. When all titles for a batch (for example Title 1 through 25) to be published are done, an Attorney will find any federal cases that might need a case note written since the last time it was published.
16.1. Document Processor runs the Case notes for the titles included in the batch to find any new case notes that have been entered since last printout.
16.2. Attorneys insert new case notes into Annotations titles following the same steps listed above.
16.3. Titles are edited, reviewed, input, and proofed following the same steps as above.
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17. Merge Processor runs an ALF to generate merge list.
18. Document Processor and/or Editor proof the list on paper.  If anything is missing the list is updated to ensure all updates are included into the production Annotations database.
19. Annotation titles from the working group are merged with the Annotations database. [image: ]
20. Annotation titles are downloaded to Ventura.  The pages are formatted to make sure there aren’t any bad page breaks, etc.
21. A “Camera-ready” version is printed and reviewed by the Proofreaders.
22. If necessary, database changes are made to the Annotations database.
23. The final version is placed in an FTP directory to be electronically retrieved by publisher.
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Both the MCA Online and the MCA on CD-ROM begin with a process to convert information into an SGML (Standard Generalized Markup Language) based format.  The process then branches to two parallel paths, one producing HTML for online access via the Web, and the other producing Folio Infobases for delivery on CD-ROM. 
The Folio Infobase provides users powerful search features, tables, bookmarks, tags, views, and reports that are very valuable to the end user.  For details see http://www.rocketsoftware.com/rocket-folionxt-folio-tour.
When updates to the MCA, including changes to section text, enacted sections, compiler's comments, cross-references, and histories, have been merged into the updated MCA database, a copy of the updated MCA database is downloaded from TextDBMS for use in producing the MCA Online and MCA on CD-ROM.   
1. Online/CD Processor converts the data from TextDBMS coding to a generic coding based on SGML (Standard Generalized Markup Language) using a process based on the Omnimark transformation scripting language. This process produces validation error reports for subsequent data cleanup. Each time it is run, the Processor reviews the errors, corrects or adjusts the data or coding, and reruns the transformation. This process is repeated until no more errors are reported. The process has produced a Valid SGML version of the MCA, which will be used for both the online HTML and CD-ROM Folio production processes.
[bookmark: _Toc377368269][bookmark: _Toc387041217]MCA Online Production
2. The Processor runs another Omnimark-based process that then transforms the Valid SGML MCA into HTML-formatted MCA content and also produces Navigation Table of Contents (TOC) files for use with the HTML data online. All output is directed to the appropriate public-access website for search engine indexing.  

Note:  The online search engine indexing is run against only the MCA content, not the TOC data, to avoid duplicative search results.    
[bookmark: _Toc377368270][bookmark: _Toc387041218]MCA on CD-ROM Production
3. The Processor runs a different Omnimark-based process that will transform the Valid SGML MCA into the Folio Flat File (FFF) format for use in generating the Folio-based CD-ROM databases. The entire MCA is organized as a single large, indexed, MCA FFF with grouping coding for divisions (titles, chapters, parts, and individual sections). Also, hypertext links and navigation TOCs are generated by the process and included in the MCA FFF. Addition front matter (title page, etc.) and rear matter (index, federal material related to Montana, etc.) are added manually to the MCA FFF.

Note:  Index content, which was prepared by an Indexing Contractor, is converted from Rich Text Format (RTF) directly to FFF and added to the MCA FFF.

Note:  In even-numbered years, the Folio process uses a refreshed updated MCA DB, which has had the Annotations updated. Even so, this update does not include statutes affected by elections or referendums in that year. 

4. The Processor then runs the Folio “create” process to index and transform the Updated MCA FFF into an MCA InfoBase.
5. The Processor then assembles the CD-ROM image to a CD-ROM for duplicating. The CD-ROM, which includes WP macros for editing, is duplicated for distribution. The MCA InfoBase is also loaded on Legislative Branch servers for access by Branch staff.
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The Secretary of State’s Office (SOS) dates and signs the law and assigns a Session Law Chapter number to it for later publication.  Resolutions are not assigned a Chapter number, but they are published in the Session Laws. Then the original signed law is filed by the SOS as a historical document. A second copy is hand-delivered to the Supreme Court (receipt/acknowledged), and the third copy is hand-delivered to LSD for publishing in the Session Laws (see Session Laws Processes). The Bill Analyst manually updates LAWS Status adding the Session Law Chapter information and effective dates of the law and verifies signatures and other information.  The same processes are used after a Special Session, albeit on a smaller scale, to produce Session Laws, resolutions, and tables.
Session Laws and Supporting Publications
1. Laws of Montana (Session Laws) 
2. Interim Directory of Legislative Committees
3. MCA (includes Legislative Review) (See MCA Codification)
4. History & Final Status
5. 2nd & 3rd Reading Votes
6. Annotations to the MCA (See Annotations)
7. Bill Drafting Manual
8. Legislator's Handbook
9. Interim Committee Final Reports
10. Rules of the Montana Legislature

Items 7 through 10 are included in this section as reference and are not directly published as part of the MCA publication process.  In particular, the legislative rules are printed in a 4 x 7-inch, spiral bound format.  It contains the legislature’s Joint Rules, the Senate Rules, and the House Rules. These rules are adopted during the session in separate resolutions; the Joint Rules are found in SJR 1, the Senate Rules in SR 1, and the House Rules in HR 1. The rules book also contains an index to the rules (which we compile in-house), the Montana Constitution, an index to the Montana Constitution (again compiled in-house), the Declaration of Independence, the US Constitution, and an index to the US Constitution (we maintain all of these items as separate documents that we have stored and pull in for this publication when we need them).   
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Session Law Chapters:
1. Each bill that has become law (signed by the Governor or not signed/vetoed before the deadline) is sent to the SOS for assignment of a Session Law Chapter (SLC) number.  The SOS assigns SLC numbers and returns the Chapters (usually about once a week) to the Bill Processor (receipt/acknowledged).
2. The Bill Processor attaches a green routing slip to the signed law, now called a Session Law Chapter since it has been assigned a Chapter number. The information on the routing slip is used to track the progress of the Chapter through the codification process.  The SLC is forwarded to the Bill Analyst.
3. The Bill Analyst updates LAWS Status with SLC number and enters bill section effective dates.

Resolutions: 
4. Bill Processor forwards all accumulated approved resolutions to Bill Analyst.
5. Bill Analyst updates LAWS Status and reviews information for completeness. Continued flow through the process is usually done when enough resolutions have been accumulated (which may be at end of session). Routing slips are not used on these resolution documents since they don’t go through codification.
6. The next step (step 7) creates these files for resolutions:
6.1. Ventura formatted files of resolutions (7.1)
6.2. Table files (7.2)
6.3. PDF files – writes resolutions to subdirectory on public site (7.3)
6.4. X-Files (not used for Session Law Publication, may be used elsewhere) (7.6)
7. The Bill Analyst runs a macro (SESSLAW) for an individual or group of SLC or resolution files. The macro allows for selection of one, many, or all, starting/ending at any Chapter or Resolution number.  This process includes:
7.1. VENTURA FILE:  Creates one Ventura file for each SLC and resolution that passed the Legislature and was filed with the SOS. These are WordPerfect 5.1 files with formatting coding (tags) that is compatible with Ventura encoding. These files are used in Session Law publication production and have a WPD file extension.
7.2. TABLE FILES:  These files are used in Summary of Provisions by Chapter in the Legislative Review publication (without page numbers) and in the Title Contents Table of Session Laws publications (updated with page numbers).
7.2.1. House simple resolution
7.2.2. House joint resolution
7.2.3. Senate simple resolution
7.2.4. Senate joint resolution
7.2.5. Title contents for all Session Law Chapters (_bill.tbl which is a WPD file)
7.3. PDFFILES:  Writes a copy of the electronic bill file, renamed to the Chapter/resolution number, to:
7.3.1. Public directory (SLCs only) 
7.3.2. Public subdirectories (SLCs and resolutions) for the Indexing Contractor.  This allows the Indexing Contractor to start work on the indexing process.
7.4. SESSION LAW TABLE FILE:  Creates a SLCODE.TBL file containing the MCA section number/name for all amended law or the catchlines for new sections listed in order by SLC number (MCA section numbers have not yet been assigned to enacted sections). The Session Law to Code Table is completed by the Editors after MCA section numbers are assigned to new sections during the codification process (see Code Update Process). Once the table is completed, the Editors notify the Composition Analyst who publishes the Session Law to Code Table in the Legislative Review and the Session Law publication.
7.5. NEW SECTION CODIFICATION DATABASE:  Loads new sections into a table in an Access DB (formerly used 3x5 index cards for this data). Contains key information about all new sections. The MCA section number is added to the appropriate field in the table during codification (done by Attorneys) using a WordPerfect interface. The Editors use the MCA section number information in this table to update the Code Sections Affected Table (see Table Creation section below). This database prevents duplicate MCA section numbers from being assigned. Also used to manage reserved section numbers.   
7.6. X-FILE:  Creates one “X” file for each SLC or resolution that passed the Legislature and was filed with the SOS. These are plain text files with formatting coding that resembles the TEXT DBMS encoding. These files are used in the MCA Code Update & Merge Processing (see Code Update Process). 
7.7. COMPILER’S COMMENTS/AMENDMENT NOTES:  Text files containing boilerplate text for compiler’s comments and/or amendment notes for each MCA section amended in a Session Law Chapter. Contain an entry for each section that has been updated.   File name is by Chapter, and file includes section within MCA. These files are used during MCA codification to create compiler’s comments (see Code Update Process).
7.8. ANNOTATIONS COMPILER’S COMMENTS:  Text files containing boilerplate language for Annotations compiler’s comments for a Session Law Chapter that has standard Annotations items for certain enacted or MCA sections affected by that Chapter (i.e., severability, saving clause).  File name is by Chapter, and file includes section within MCA. These files are used during Annotations update (see Annotations Update Process).
8. After LAWS Status has been updated and results verified (proofing of effective dates, SLC and bill numbers, etc.), Bill Analyst files the original copy (signed copy) of the SLCs and resolutions in a cabinet in the Editor’s area.  These are used for codification (see that section for details).
9. The Bill Analyst creates batches of Ventura files in numerical Chapter order.  Each batch contains roughly 100 SLCs. These batches will be used for composing the Session Law publications and are organized around Chapter break (and volume breaks if possible).  The Bill Analyst emails the Composition Analyst that the batch is ready and starts work on preparing the next batch.

Note: House Bill 2 requires special handling at this point due to the landscape layout, tabular content, large size, and other complexities (including running heads). It is usually inserted numerically by Session Law Chapter into the 3rd Volume of the Session Laws toward the end of the composition process since it is often one of the last bills to be passed and approved.
[bookmark: _Toc377368259][bookmark: _Toc387041221]Format and Proof Cycle
10. The batch files are displayed in Ventura by the Composition Analyst. All pages are displayed, inspected, and updated to fix bad page breaks and other formatting issues. 
10.1. When processing the first batch, the Composition Analyst prints the SLC page number form (from template) used by the proofing team to keep track of page numbers for each SLC.
11. Each formatted batch is then printed and forwarded to Proofreading.  
12. Proofreaders review the SLC batch and:
12.1. inspect pages for formatting errors
12.2. write page number for each SLC on page number form (used to finish the Table of Contents)
12.3. check formatting of any tables within the SLC to ensure correct display of column and row positions 
12.4. mark necessary corrections in red ink and insert a sticky note to flag each page requiring correction.
13. Composition Analyst fixes any formatting issues, reprints the corrected pages, and inserts those pages into appropriate location.  If significant changes are made, the proofing cycle is repeated.
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Ballot issues are processed after Election Day every year and have a “mini codification” process cycle.  Amended or enacted MCA sections are codified immediately after the election and are usually complete by the end of November.  Electronic media is updated with this information as quickly as possible.  Printed publications include these updates when the next publication cycle is completed.  These are not signed by the Governor and are routed directly to the SOS instead.
14. Composition Analyst works on ballot issues (can be citizen initiatives or legislative referendums) soon after the election/voting is complete in order to manage the workload (before session starts).  Composition Analyst collects ballot issue information from internal systems and/or the SOS (in various ways, including downloading text from public website).  
15. Ballot issue information is manually copied, adjusted, and reformatted in WPD format as needed for review in Ventura.  Voter Information Pamphlet information is used to verify information.
16. See Format and Proof Cycle above.
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17. Once most of the SLCs are back from the SOS (some vetoed bills might be late), the Bill Analyst runs postsession macro (POSTSESS) to generate various tables/reports from LAWS Status.  The Bill Analyst then notifies Editors and Composition Analyst of file availability. Tables/reports  include:
17.1. Passed Bills
17.2. Chapter Number to Bill Number
17.3. Session Law to Code Table
17.4. Bill Status History
17.5. Code Sections Affected
17.6. Effective Dates by Chapter Number
17.7. Effective Dates by Date
17.8. House Bill to Chapter Number
17.9. Senate bill to Chapter Number
17.10. Sponsor List of Legislation
17.11. Session Laws Affected

Note: Two tables require special handling: Table of Sections Affected and Session Law to Code Table. A third, Session Laws Affected Table is created almost completely manually. The other tables can be formatted from the extracted report files without manual editing.

18. The Editors open these report files and run macros to reformat them by updating any abbreviations that were used to speed the creation process; i.e., amd to amended, rep to repealed (using search and replace functions).
19. Editor inputs updates to the table(s).
20. Composition Analyst uses WordPerfect to initially format all tables (including those from 3.2.)  Those files are then imported into Ventura where additional coding is done (tags) to produce final format.  All tables are printed, formatted, and proofed.
20.1. The page number form (12.2) is used to finish the Table of Contents file (7.2.5)
20.2. The New Section Codification Database (7.5) is used to finish the Code Sections Affected Table (17.5)
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21. Composition Analyst receives an email from Indexing Contractor with notification that the index content is available on the FTP site in PDF and SGML format. This is attached to the end of the Session Law PDF pages before final printing.
[bookmark: _Toc377368263][bookmark: _Toc387041225]Creating PDF Pages for Printing
22. Once all pages have been prepared, proofread, and formatted, the final PDF pages are created and organized into volumes. 
23.  Composition Analyst assembles each volume inserting all front matter, tables, and indexes in the appropriate locations within each volume.
23.1. Front matter pages are maintained manually by the Composition Analyst and are updated with current information for each Session Law processing cycle. 
24. Composition Analyst inspects electronic PDF pages for all volumes. If any flow or format errors are found, the files are updated and new PDF pages regenerated and inserted in the correct locations.
25. Once final PDF pages for all volumes are completed, they are FTPed to the Print Contractor. 
26. Print Contractor provides page proofs.
27. Composition Analyst distributes to Proofers and/or Editors for final review.
28. Composition Analyst approves and notifies printer that volumes are ready for printing. 
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Bills requested on behalf of state agencies and by interim committees must be preintroduced. A bill requested by an individual legislator may be preintroduced if it proceeds through the drafting process early enough. Preintroduction forms are required for all of these bills. Forms for bills requested on behalf of state agencies are completed by the agencies rather than a legislator. Bills requested on behalf of agencies or by interim committees will have a “By Request of” designation. The preintroduction forms for bills requested by an interim committee are returned to the committee member who has agreed to sponsor the bill.  The Executive Planning Process (EPP) starts as early as February in the even-numbered, nonsession year.

All bills with a "By Request of" designation must be preintroduced according to deadlines in the period leading up to session.  A “By Request of…” line is added to agency bills and to bills requested by an interim committee (Requestor = committee, By Request of = agency or committee, and Sponsor = legislator).  The business processes described in this section are an overview of the procedures set forth in the Legislative Rules, which should be consulted for detailed information on each process.  The bulk of this process is covered in Chapter 40 of the Joint Rules.



The diagram below represents bills requested on behalf of an agency that must be preintroduced (process is different for interim committee-requested bills and individual legislator requests, which may also be preintroduced.)



1. Agencies submit legislative concepts suggestions to the Governor’s Office (GO).
2. Only those approved proceed through the whole process.
3. Agencies prepare draft bills using a Microsoft Word template.
4. When completed, they are submitted to the GO for review and approval.
5. The approved list of agency bills must be presented by the agency to the appropriate interim committee by September 15 (although the bulk of the work happens earlier in the summer).
6. The bills that are submitted by the agencies in Microsoft Word are then used by the assigned Drafter to create a new version in WP. The Drafter follows the same drafting steps that are used for a bill being processed during the session.  See steps 2 through 5 in the Session Bill Drafting section below for details.  Upon completion of the drafting process, the preintroduction workflow continues.
7. The bill draft and routing slip are returned to the Bill Processor who creates a preintroduction package and draft authorization letter. Bill Processor uses a WP macro (PRE INT LT) to print the following:
7.1. the LC updated draft paper copy
7.2. corresponding cover letter to Requestor with review deadlines and instructions
7.3. form for Sponsor to sign/authorize preintroduction (any additional sponsors require actual signature authorization on the form)
8. The Bill Processor sends the package, letter, and authorization form via mail or email to the Requestor/agency contact person for review and signature (signed preintroduction forms must be received by December 15). Agencies must find a sponsor for introduction. Status is automatically updated to reflect “Preintroduction Letter Sent”. The preintroduction package may be sent out more than once for the same draft.  Status is automatically updated each time.
9. If after review, the Sponsor wants to sponsor the bill, the Sponsor must sign and return the preintroduction authorization form to the Bill Processor (Fax or mail). If the Sponsor or Requestor wants further changes, the draft is returned for further update/redo beginning again with the Drafter. 
10. If warranted, a Fiscal Note (FN) may be prepared for the bill.  For preintroduced bills this usually happens prior to the beginning of the session.  All FNs must be prepared by the Governor’s Office of Budget and Program Planning (OBPP).  OBPP will prepare and hold FNs until the session starts and will then forward them to the Secretary/Chief Clerk of the Chamber in which they are to be introduced (see Fiscal Notes process).
11. Assembly
11.1. When received, the preintroduction form is routed to the Bill Processor.  The Bill Processor begins the preintroduction process when the authorization form is received. The Bill Processor looks up the next bill number available in a hard-copy log book and documents the assignment and use of that number. The log is updated with the LC to bill number, Sponsor(s), and date the bill was sent to the Print Shop. Some bills have specially reserved numbers (e.g., the General Appropriations Act -- HB2) usually the first 14 House bills.
11.2. A macro (PRE INT MC) is run that:
11.2.1. Opens the draft bill, changes the header, footer, and other pertinent items to include the bill number, and saves this version of the document in a new file in the master directory using the bill number as the key part of the filename
11.2.2. Changes the electronic text by adding bill number and adding sponsor names
11.2.3. Moves the draft bill (LC#) to the inactive folder
11.2.4. Prints bill on archival paper (becomes the “original bill”)
11.2.5. Generates PDF version of the bill but does NOT upload the file to the public-access website
11.3. The bill is delivered to the Proofreaders. The Proofreaders check that the bill is “introduced” with the correct Sponsor, Chamber, and number. The bill is returned to the Bill Processor for corrections if necessary. 
11.4. The Bill Processor “assembles” the original bill by attaching a 2-page bill back to the archive bill and stamps the front of the bill (part of the bill back that is a fold-over flap to the front of the bill) to identify special bill types (e.g., an appropriation bill, which must be introduced in the House only, or a Constitutional Amendment, which requires 100 members' votes to pass) or to identify special requirements (e.g. Fiscal Note Required).  
11.5. The Bill Processor delivers the original bill to the Legislative Services Division Executive Director (ED) for signature on the bill back.  The ED returns the bill to the Bill Processor. 
12. The Bill Processor runs an upload process (PRE INT UPLD) that generates HTML and moves the HTML and PDF versions of the bill to the public-access website and updates Status.  The Bill Processor then hand-delivers a clean, hard-copy of the preintroduced bill to the Printing Coordinator.  The Printing Coordinator has the appropriate number/color of copies duplicated and retains the original for subsequent compilation.
12.1. Copies are created early to reduce printing bottlenecks and are held until beginning of session for distribution. Copies may be picked up prior to session by lobbyists, agencies, and others.
13. The Bill Processor holds all preintroduced bill packages until they can be delivered, with a receipt, to the Secretary/Chief Clerk of the specific Chamber once the office staff returns just before the beginning of session. Then they are forwarded to the office staff in the Chamber in which the bills will be introduced.
14. Presession Finalization (weeks before session starts)
14.1. Secretary/Chief Clerk receives bills that have been preintroduced, creates a list in Word Perfect of received bills with a column for committee referral, and gives to the Speaker/President to be referred to committee
14.2. Assistant to the Secretary/Chief Clerk logs bill information and committee assignment into Status and gives the original bill to Bills Clerk (held until Bills Clerk begins work just before session).
14.3. Prior to session convening, the Assistant to the Secretary/Chief Clerk prepares a letter to each Committee Chair and adds a copy of the 1st page of each bill referred to that committee for scheduling by the Chair. Cover letter and bill copies are forwarded to Committee Chair via mail. 
14.4. Committee Chair sets date/time for bill to be heard in committee and alerts Assistant to the Secretary/Chief Clerk.  Committees can begin meeting on the 2nd day of session. Committee Chair schedules only through the Assistant to the Secretary/Chief Clerk on preintroduced bills prior to session convening since secretaries are not yet available for work. 
14.5. Assistant to the Secretary/Chief Clerk enters hearing info/date/time into Status and passes information on to committee secretary.
14.6. The preintroduced bills are read, by number only, across the rostrum on the 1st day of session. This is considered First Reading and is entered in Status by the Status Clerk on the Rostrum.
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[bookmark: _Toc375217060][bookmark: _Toc377368240][bookmark: _Toc387041228]Session Bill Drafting 
This section outlines the general process for making a law, from the time a bill is introduced until the bill becomes a law. It includes a step-by-step overview of the process, oriented to the bill's sponsor, and information about preparation of amendments. The diagram below illustrates the process in very general terms.  There are a number of variations and exception paths, but this flow shows the common flow.

A bill may not always proceed through the simplified steps shown in the sequence below; for example, the house that has the bill may approve a motion to refer the bill to another committee or take the bill from committee and place it on 2nd Reading. A legislative body may reconsider its action at various points.
[image: ]




1. Session Bill Request
1.1. A member, interim committee, or standing committee will request a bill draft by filling out a paper Bill Draft Request (BDR) form (printed on blue paper) or may call/email/visit LSD to have one completed on the member's behalf. Usually the LSD staff will fill out the BDR with information provided by the Requestor.  One member’s name, the Requestor’s, is included in the BDR form. Other information collected is a summary of request and possibly fiscal impact information and contact information.
1.2. BDR form is reviewed by the Legal Director (or less frequently the Executive Director) of LSD and assigned to a Drafter based on subject area.
1.3. Select information from BDR (blue form) is entered into the LAWS Status system, which then assigns the next available LC number (e.g., LC0007). 
1.4. Then the Bill Draft Checklist Report (referred to as the “Mother”) is printed from the LAWS Status system and attached to the BDR and routed to the assigned Drafter.


2. Attorney & Researcher Drafting
Bill Drafters work on each requested bill in a priority order, largely based on First In First Out (FIFO) order, but with a few other prioritization rules applied (for instance only the first 5 requests from a specific member are done in FIFO order, additional requests from that member go to the bottom of the list to allow draft requests to be done for other members). 

BDR can be filed any time during the interim before the next session by an eligible Requestor.  Eligible Requestors are holdover Senators or Senate or House members who will not be opposed in the next election, which is not known until the election filing deadline.  Drafting begins around the July timeframe leading up to a session. Also, requests are subject to submission deadlines prior to session and during session.

2.1. Drafter starts by researching the proposed bill and then completes a checklist on the Bill Draft Request Report (Mother) covering several considerations and actions to be made during drafting (e.g., is there fiscal impact, etc.).
2.2. Drafter enters the LAWS Status environment from WP and enters the bill’s assigned LC number to generate a bill draft shell.  At a minimum the Create Bill Title macro must be run as well as either the New Section macro (creates boilerplate New Section language) or the Existing MCA Section macro (inserts specified sections from MCA database and internal references) or a combination of both. Several macros can be used to insert standard language. The internal references (referred to as Orange Book) are automatically inserted at the bottom of each MCA section (used for checking internal references that may need to be amended in the bill).
2.2.1. Drafts are created for numerous types of documents.  For example, bills, resolutions, resolutions for interim studies and gubernatorial appointments.
2.3. When done drafting, the Drafter runs the PROD macro, which produces a paper copy to forward to the Requestor for review. This macro also updates the status information that was produced and creates a cover letter with instructions and deadline dates for the Requestor.
2.4. The initial draft and cover letter are mailed (physically or via email) to the Requestor. During the interim, Requestors are most likely not in the Capitol, but rather in their home districts. During session, Requestors are usually in the Capitol and the bill draft/cover letter may be delivered by a Page.
2.5. Requestor reviews bill draft/cover letter by scheduled date included in cover letter. Requestor may respond by email, phone, or printed mail and may choose from several responses:
2.5.1. More changes requested, return to Requestor for subsequent review
2.5.2. Draft accepted, proceed to Legal Review
2.5.3. Additional simple changes needed then proceed to Legal Review
2.5.4. Hold until Requestor decides to continue
2.5.5. Cancel request
2.6. Drafter implements changes, if indicated, and may return to Requestor or proceed to Legal Review as indicated. If returned to Requestor, the cycle is repeated. If approved by Requestor, Drafter completes any remaining items and forwards to Legal Review using a macro (PROD). The PROD macro updates LAWS Status info, adds a “To Legal Review” header, prints the draft, and moves the draft out of the Drafter's working directory and places it in the Drafter’s P: directory. 

Note: Once placed in the Drafter’s P: directory, the Drafter  can no longer make electronic changes to that draft document (unless an electronic redo action approved by the Legal Director pulls it back into the Drafter’s H: directory), but Editors can access it for review (read only), and only the Bill Processor can access it with read/write ability.  Drafter can physically retrieve the bill from Legal Review and conduct a manual redo by making minor changes in written form on the document.

3. Legal Review
3.1. The printed version of the draft is forwarded to the Legal Director (LD) for Legal Review (changes indicated in handwritten black ink). 
3.2. If substantive changes are required to be made by Drafter as a result of Legal Review by the LD, the draft is sent back to Drafter for revision and noted in LAWS Status system.  This loop continues until the Legal Review doesn’t contain substantive changes.
3.3. If potential constitutional problems are identified during Legal Review that the Drafter and the Requestor were not able to reconcile, a Legal Review Note is generated and sent to the Requestor and the action is noted on LAWS Status.
3.3.1. As required pursuant to section 5-11-112(1)(c), MCA, it is the Legislative Services Division's statutory responsibility to conduct "legal review of draft bills". The legal review note comments regarding conformity with state and federal constitutions are provided pursuant to section 5-11-112, MCA, to assist the Legislature in making its own determination as to the constitutionality of the bill. The comments are based on an analysis of relevant state and federal constitutional law as applied to the bill. The comments are not written for the purpose of influencing whether the bill should become law but are written to provide information relevant to the Legislature's consideration of the bill. The comments are not a formal legal opinion and are not a substitute for the judgment of the judiciary, which has the authority to determine the constitutionality of a law in the context of a specific case.
3.3.2. Pursuant to section 5-11-112, MCA, the Legal Services Office will review the bill draft for constitutional conformity and statutory conflicts.  If, in consultation with the applicable subject matter Attorney, the Legal Director determines that there may be constitutional conformity issues, the Legal Director will communicate those concerns to the Drafter and then initiate the preliminary legal review note process.
3.3.3. The Legal Director drafts the preliminary legal review note or works with the applicable subject matter Attorney to draft the preliminary legal review note.
3.3.4. Edit staff reviews the preliminary legal review note and then returns the note to the Legal Director for edit corrections.
3.3.5. The Legal Director will provide a hard copy and an electronic copy of the preliminary legal review note to the Drafter.  The Drafter will provide a copy of the preliminary legal review note to the Requestor.  The Drafter will communicate to the Requestor that the Requestor can choose to attach a response to the preliminary legal review note.  The Requestor has 2 days to provide a response to the preliminary legal review note.  This does not preclude the Requestor from responding to a legal review note later in the legislative process, after the bill is introduced.
3.3.6. The Requestor can direct the Drafter to redo the bill draft in order to eliminate the constitutional conformity issues identified in the preliminary legal review note, if possible.  If the constitutional conformity issues are eliminated from the bill draft, then no legal review note will to be attached to the bill file or to the bill when the bill is introduced.
3.3.7. The Requestor can direct the Drafter to send the bill draft through the bill draft production process without any changes.  The Legal Director will attach the preliminary legal review note and any response from the Requestor to the bill draft file and highlight on the bill draft checklist that the form is attached.
3.3.8. The Executive Director will attach a copy of the preliminary legal review note and any comments from the Requestor to the bill draft copy that is ready for legislator pickup.
3.3.9. If a bill draft is introduced that has an attached copy of the legal review note and any comments from the Requestor, the Legal Director will place an electronic copy of the legal review note and any bill draft requester comments in an assigned directory for posting on the LAWS bill action internet page.  The Bill Processor posts the note on the LAWS bill action internet page.
3.3.10. The Executive Director will inform the committee staff of the presence of a legal review note attached to a bill that is to be heard in the committee.
3.3.11. Prior to a hearing on a bill that has an attached legal review note and any bill draft comments from the Requestor, committee staff will provide a copy of the legal review note and any bill draft Requestor comments to the Committee Chair and Vice Chair and to the committee members.
3.4. After the Legal Director completes all reviews, the paper draft is forwarded to an Editor.
3.5. An Editor reviews it and handwrites changes in green ink. Editors focus on grammar, style, and technical issues.  If the Editor finds substantive issues during the review, notes are provided to the Drafter indicating potential need for a change in language.   The Editor then manually updates LAWS Status info, initials the Mother, and returns (hand-delivers) paper bill draft (with markup) and Mother to the Drafter.    
3.6. The Drafter reviews the marked bill draft and responds (discussions, email, etc.) to Editor’s questions (if any). 
3.7. When finished, the Drafter hand-delivers the bill draft to the Bill Processing “in basket”, which serves as the trigger for the Bill Processor to take action on that bill draft.

4. Input and Proofing Cycle
4.1. The Bill Processor runs the INT macro for the first time.  This opens the draft located in the Drafter’s P: directory (the draft is edited in the P: directory under a folder designated as the Drafter's directory). The Bill Processor inputs any changes marked on the paper copy of the draft that resulted from Legal Review or editing. The last step is to run spell check.
4.2. When changes to the unintroduced bill are complete, the Bill Processor “saves” the draft.  This “save” runs INT for the second time.  The INT macro recognizes this is not the first run and takes different actions, which: 
4.2.1. changes/deletes/adds to the header 
4.2.2. converts the format of the draft (adds line numbers, caps the entire title and “Be it Enacted” clause, deletes curly bracketed language)
4.2.3. runs diagnostics
4.2.4. asks if spell check was run (a manual spell check must be run by the Bill Processor)
4.2.5. prints a copy of the corrected draft
4.2.6. moves master copy out of the P: directory (no copy remains) to the bills directory
4.2.7. produces HTML and PDF copies for Web delivery and moves them to the public-access website directory (shows that it is in draft form)
4.2.8. updates Status
4.3. The Bill Processor runs the Compare macro, using a “smart” compare process that compares existing MCA language to the draft language, while ignoring the amending instructions, headers, and other content. Compare is usually done every time the draft (bill) is updated as a regular part of Bill Processing.

Note:  Compare may be run any time from initial input through enrolling. 

4.4. The Bill Processor hand-delivers the hard-copy draft and a clean copy to Proofreading.
4.5. Proofreaders (2 person proofing) review the hard-copy of the draft against the edited, hard-copy of the draft and mark necessary corrections in red ink. The draft is returned to the Bill Processor if corrections are to be made.
4.6. Bill Processor electronically enters any hand-marked changes made by Proofreaders on the paper copy of the draft. The INT macro (run for the third time and onward) is run (against the Master Bill Directory) each time the Proofreaders return the draft to the Bill Processor for corrections to the draft. The draft is printed, reproofed, and corrected until the draft is "Proof OK" (term used by team, not a system status). The previous version is overwritten each time (old version not saved).

Note:  During this time only the Bill Processors can update the draft (or select IT personnel but they rarely would do the update).

4.7. The Proof OK hard-copy draft is delivered to the original Drafter for review. Status is manually entered to reflect this step.
4.8. The Drafter reviews the Proof OK draft. If there are minor corrections, such as a spelling error made by Bill Processing, the hard-copy draft is returned to Bill Processing for correction. If there are changes identified by the Drafter, but not asked for by the Requestor, those changes go to the Editor before the draft is returned to Bill Processing.  This is not considered a redo.  If there are substantive changes (i.e., made by the Requestor), the draft restarts the entire drafting process as a redo.  A redo can be initiated any time between the bill being submitted to Legal Review and introduction.  
4.9. Bill Processor inputs all Legal Review and editing markup along with any written changes made by the Drafter, and the Proofreaders proofread the bill. 
4.10. When all changes are "Proof OK", the Drafter delivers the Mother and a hard-copy draft to the ED for review. Status is not updated.

5. Executive Director Review
5.1. ED manually updates LAWS Status to reflect “Draft in ED Review”. The ED reviews the draft, updates/inputs LAWS Status actions, and checks appropriate boxes (e.g., Fiscal Note Required, Appropriation, Constitutional Amendment) on the Bill Draft Checklist, and returns the draft to Bill Processor (no Status to reflect this return).
5.2. Bill Processor checks that information in LAWS Status matches those actions indicated by ED on Checklist. If there are discrepancies, the draft is returned to ED for clarification. The draft is returned to Bill Processor.

6. Bill Assembly (During Session – see Session Request and Assembly diagram above)
6.1. Bill Processor runs a macro to print the draft on archive paper. The macro also prints a pickup letter to be delivered to the Requestor. The draft is assembled (a bill back is attached) and stamped with Appropriation, Fiscal Note, etc. This becomes the original bill used for introduction by the House and Senate. LAWS Status is automatically updated when the macro is run.  Bill Processor does final assembly and stamping of action items required on face of bill. 
6.2. Bill Processor delivers the original bill and the pickup letter (indicating that the assembled bill can be picked up in the LSD main office) to LSD Executive Director for ED signature on the bill back.  The ED signs the bill back and delivers the bill and letter to LSD Receptionist. The Receptionist detaches the pickup letter (delivered to the Requestor by the House/Senate staff). The original bill is filed by the Receptionist for pick up. LAWS Status is manually updated.
6.3. The Executive Director and Requestor sign the bill, which sets the pickup date/time.  The Requestor then takes the bill and is responsible for delivery to the Secretary of Senate or Chief Clerk.

Note:  A significant flaw identified during Legal Review or editing might force a technical redo, which does not count against the limit on Requestor-initiated redos. The Requestor might change his or her mind about the draft at some point before introduction, which forces a redo. The number of Requestor-initiated redos is limited before the draft then becomes the Drafter’s lowest priority.  Every step in a redo is logged on LAWS Status. Most redos are completed on the hard-copy of the draft. This complex area needs to be diligently understood in relation to the new system. 
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When the Requestor picks up the original bill, the Requestor has 2 legislative days to deliver it to the Secretary/Chief Clerk of the Chamber into which it will be introduced. The Requestor must pick up the bill but may then “hand off” the bill to another legislator to introduce and sponsor. The Sponsor must physically sign the original bill as the first signature on the sponsor line. A Sponsor may obtain additional signatures of Co-Sponsors before submitting to the Secretary/Chief Clerk of the appropriate Chamber.  This is done by having cosponsors sign the front page of the original bill. The Sponsor may add additional sponsors up to point where positive action is taken in committee. If the sponsor wishes to add sponsors after submitting the original bill, the Sponsor can pick up an Add/Delete Sponsor form from the Secretary of the Senate/Chief Clerk, have it signed by sponsors, and return the completed form. Additional Sponsors added are read across the rostrum under the Unfinished Business Order of Business #10.  Currently, there is only one line provided for Sponsor/Co-Sponsor signatures and thus on bills with a large number of Sponsors, signatures are written in a wide array across the page.  This causes a work slowdown trying to decipher and track all of the Sponsors since the Journal Clerk must accurately input every sponsor and cosponsor of each bill and the Proofreaders must match signatures with the names that were input.

Note:  To alleviate the problems with many Co-Sponsors, a suggestion has been made to have Co-Sponsors sign next to their printed names on an Add/Delete Sponsor form that is attached to the bill.  A macro could then be used to input the data on the rostrum so Proofreaders don’t have to try to decipher the signatures.  

1. Secretary/Chief Clerk receives bill from the Requestor. 
2. Secretary/Chief Clerk maintains a manual log of bill numbers.  When the new bill comes in, that person updates the hand-written log, gives the bill the next number (in consecutive order), and hand writes the number on the bill.  That person creates a daily bill introduction list in Word Perfect with the bill number, sponsor, and a column for committee referral and submits the first page of the bill to the Speaker/President with this form for assignment to a committee. They log into the LAWS Status system (Oracle Forms/Reports) and update Status with bill number (no longer referred to by LC number), date, and Sponsor. At this point it is officially an introduced bill (also referred to as the “original bill”). 
3. President/Speaker assigns the bill to a committee and returns the bill introduction form.
4. Assistant to the Secretary/Chief Clerk logs into LAWS Status and manually enters the date and committee and enters Fiscal Note Requested action if applicable.
5. Fiscal Notes are requested via email (using Outlook Task functionality provided by the Budget Office).

[bookmark: _Toc375217062][bookmark: _Toc377368242][bookmark: _Toc387041230]First Chamber Consideration 
1. The bill is read as 1st Reading across the rostrum. This is a reading of the bill number and notification that it has been “introduced, read first time and referred to committee”.   The Bills Coordinator hand-delivers the original bill to the Print Shop. The Bill Analyst runs a macro (INTRO) is run to process the bill.  This macro:
1.1. Opens the draft bill, changes the header, footer, and other pertinent items to include the bill number, and saves this version of the document in a new file in the master directory using the bill number as the key part of the filename.
1.2. Changes the electronic text of the bill by adding the bill number and adding Sponsor name (adds only the initial Sponsor).
1.3. Creates a PDF that is available to the public on the LAWS website.
1.4. Moves the draft bill (LC#) to the inactive folder.

Note: See Fiscal Notes process below for additional steps that may be part of the process if a Fiscal Note is deemed necessary. 

2. The bill is assigned to a committee.  It is scheduled for hearing by the Secretary (after consulting with the Committee Chair).
[bookmark: _Toc387041231][bookmark: _Toc375217063][bookmark: _Toc377368243]Committee Hearings
The standing committee process may include the use of a select committee that has specialized knowledge or skills relating to a particular bill.   The standing committees for the 63rd Legislature are shown in the table below.

	Senate
	House

	Agriculture, Livestock, and Irrigation
	Agriculture

	Business, Labor, and Economic Affairs
	Business and Labor

	Education and Cultural Resources
	Education

	Energy and Telecommunications
	Federal Relations, Energy, and Telecommunications

	Ethics
	Ethics

	Finance and Claims
	Appropriations

	Fish and Game
	Fish, Wildlife, and Parks

	Highways and Transportation
	Transportation

	Judiciary
	Judiciary

	Legislative Administration
	Legislative Administration

	Local Government
	Local Government

	Natural Resources
	Natural Resources

	Public Health, Welfare, and Safety
	Human Services

	Rules
	Rules

	State Administration
	State Administration

	Taxation
	Taxation



All committee meetings are recorded (audio and video) and archived. The recording is augmented with a set of minutes, which consists of a list of time stamps, name of individual speaking, who that person represents (if applicable), motions, and actions, in chronological order and with details to help navigate through the recordings (e.g., elapsed time, topic/bill, speaker, name of exhibit, etc.). 
The recording serves as the official record for the meeting. When a committee meeting adjourns for the day, the Committee Secretary edits and corrects the minutes, has the Committee Chair sign off on the minutes, and labels the exhibits. 
Attorneys and Researchers from LSD and Analysts from LFD provide staff services to each committee and subcommittee


The scheduling of bills is at the discretion of the Committee Chair.  Bill hearings are subject to a recommended 72 hours’ notice unless that rule is suspended, which occurs toward the transmittal deadline and the end of the session.  Sponsors and committee members are notified through a separate notice process.  


Before the Meeting
1. The Committee Chair is given the Bill in Committee Report daily during the Floor Session.  This report also shows the fiscal note status and is used to schedule bills. 
2. The Committee Secretary works with the Committee Chair and/or staffer on scheduling bills that have been referred to that particular committee.   
2.1. The Secretary or Chair may check with each bill Sponsor prior to scheduling the bill for hearing.  A bill's Sponsor may choose to not have that bill heard by requesting a “no bill hearing at sponsor request” form from the Secretary/Chief Clerk.  The signed form is returned to the Secretary/Chief Clerk who notifies the Committee Chair.
3. The Committee Secretary runs a macro (NOTICE) to create notices for the Secretary/Chief Clerk, bill sponsor, staffer, and committee members. 
3.1. Notices are printed with several on a single sheet of paper and have to be cut apart manually. Resulting notices are small and can easily get misplaced by members with a lot of documents on their desks. It is also hard to determine whether they are current or whether meetings have been rescheduled, etc. 

Note: A better noticing system could improve meeting noticing (including changes in meetings) and could take advantage of text messaging, email, and other means of communicating the meeting information. Committee Secretaries email committee members with notifications on scheduled hearings and changes.  Some legislators use email frequently; others may request not to be sent email at all.    

4. The Assistant Secretary/Chief Clerk will update the bill hearing status in LAWS Status thus providing notice to the public at least 72 hours in advance.  Bill hearings may be canceled, rescheduled, or have room changes requiring renotification.  The 72-hour notice window is adhered to as much as possible.
5. The Committee Secretary produces door signs, sign-in sheets, etc.  A single sign-in sheet may be used, or one for each bill being heard may be used.  This choice is typically made based on the publicity related to the bills being heard (to manage well-attended bill hearings).   Sign-in sheets include the speaker's name, whether the person is testifying for or against the bill, and a signature and printed name.   A person testifying could be a proponent, an opponent, or an informational witness.  Everyone attending a hearing should sign the visitor register, not just those individuals who will be testifying.
6. Roll call sheets are prepared by the Secretary who records committee attendance. Roll call vote sheets record member names and vote information for each bill or amendment considered. These are filled in when executive action is taken on a bill or amendment.
7. The Secretary may also, in advance of the meeting, prepare the draft of the Committee Business Report, which is a summary of the bills heard, votes on executive action, etc.   
During the Meeting
8. The committee and/or select committee will conduct a hearing on the bill.  The Committee Chair leads the meeting.  The order that bills are heard in committee is at the discretion of the Committee Chair. 
8.1. Members of the committee and bill Sponsors discuss the bills. 
8.2. Sponsors have an opportunity to speak only when asked to open on the bill, close on the bill, and answer questions from the committee.  
8.3. Others, such as state agency staff or the public, may also comment or testify during the meeting as proponents, opponents, or informational witnesses related to the bill.  
8.4. Members may name a proxy to vote on their behalf. A proxy form must be submitted to the Committee Chair using the authorized form provided by the Secretary/Chief Clerk.
9. The Committee Secretary records key information.
9.1. The name of each speaker is recorded, including any organization that the speaker is representing or the fact that the speaker is representing himself or herself. 
9.2. Exhibits are scanned and stamped. Identifying information and physical objects submitted may be photographed. Exhibits are noted in the minutes. 

Executive Action
10. Executive action taken on any bill being heard is recorded.  The minutes must include the exact wording of the motions made (e.g., “Do Pass” or “Do Pass as Amended”, etc.).  
10.1. Committees may vote to not pass a bill or table the bill or may simply let it lie (unofficially table it). 
10.2. Tie votes are considered to not pass a bill, and the bill may end up being tabled.
10.3. Bills in committee that are not passed remain in committee until the transmittal deadline date, at which time all bills remaining in committee die.  
10.4. A bill not acted on in committee will die at transmittal.  
10.5. All tabled bills are reported to the Secretary/Chief Clerk on a separate notice.

Note: Some members would like to have a status entry added to track bills that have not been acted on or tabled and that are subject to dying at the transmittal deadline.

11. Each executive action is recorded on a roll call vote. 
11.1. If amendments are proposed, the bill moves into the Committee Amendment process (see below).  A change that requires an amendment can be initiated by:
11.1.1. The committee  
11.1.2. The Sponsor of the bill
11.1.3. A single member of the committee

After Adjournment
Committee Reports
12. The Secretary completes the Business Report and gives it to the Committee Chair for signature (immediately after adjournment).  
13. Committee Secretary and Staffer verify committee actions and vote counts. Secretary completes the Standing Committee Report Request form and delivers directly to the Amendments Coordinator. The Amendments Coordinator generates the Standing Committee Report (SCR) for each bill reported out of committee. 
13.1. If a bill was amended, the Amendments Coordinator will wait for the amendment set to be electronically transmitted by the Drafter, then the Amendments Coordinator runs a macro (AMD RPT) that converts the corrected amendment version of the adopted amendment set into the Committee Report format, with the Committee Report header and bill number and a new, incremented amendment sequence number. When the Committee Report is printed, it is also moved to the Amendments Coordinator's Final Directory where it can be accessed by Bill Processing for eventual engrossing. 
13.2. The original SCR (amended or unamended) is signed by the Committee Chair and delivered to the Assistant Secretary/Chief Clerk. A copy is given to the Committee Secretary to be included in the minutes. This takes place the same day as the committee meeting unless the committee adjourns too late for that to be feasible.  
14. The SCR is read across the rostrum, which reports the bill out of committee and allows it to be considered on 2nd Reading on a subsequent day.
15. At roughly the same time, the Assistant to the Secretary/Chief Clerk updates LAWS Status with key information from the SCR. The Status Clerk (on the rostrum) also updates LAWS Status with key information from the SCR directly after it’s reported out of committee. 
16. The Committee Secretary edits the minutes and other documentation.  The Secretary may have to refer to sign-in sheets, written testimony, exhibits, etc., to fill in details during editing of the minutes. The Secretary may even replay the recording of the meeting to fill in details in the minutes
16.1. All written testimony and exhibit documents are collected and labeled with identifying information. These may be in hand-written, printed, or in electronic form.  Exhibits are labeled with a rubber stamp, and then the exhibit number, date, and bill number are handwritten.
16.2. The Secretary collects any proxy forms and may edit or label them.  (They are included in the minutes packet with the exhibits, etc.)  
17. Minutes are forwarded to the Secretary Supervisor for proofreading and editing.  Once in final form, minutes are printed on archival paper.  Minutes, exhibits, and other documentation are forwarded to the Scanning Operator by the supervisor.



Committee Amendment
Amendments may be drafted only for bills that have already been introduced into a Chamber (have had 1st Reading). Most amendments are requested by a committee during its review of an introduced bill.  Floor amendments and Governor's amendments are covered later.  Bills are amended only by committees via Standing Committee Reports or by individual members as Floor Amendments when being considered by the Committee of the Whole (COTW).  Governor's Amendments amend an engrossed/enrolled bill that has passed both houses (i.e., the most current reference copy) and been submitted to the Governor for signature (see the Governor’s Amendments section of this document).

Amendment sets are comprised of many individual amendment items to a specific bill.  An amendment set (containing multiple amendment items) is created in one document and is voted upon as a whole.   If the committee wants to act on one part of an amendment set, but not another, the amendment set may be passed by segregating (removing) some amendments but a new set will be drafted to create a Committee Report that reflects only those amendments that passed.




1. If a change is initiated, the Drafter (who might be the original Drafter of the bill, the Drafter staffing this committee, or another Drafter) will draft an amendment set in a single WP document (not in the bill being amended). As needed the Drafter will work with the sponsoring individual to ensure the changes are correct.  
1.1. Macros (starts with (AMD) followed by a number of other macro actions) are used to create a sequential amendment number, and Drafter initials are added to the bill number at the bottom of the draft amendment set. 
1.2. The macro also creates boilerplate language. 
1.3. Other macros are used to insert page/line numbers and to generate and insert standard amendment instructions. 
2. When the draft amendment set is completed, the Drafter prints the document.  The Drafter attaches it to the most current printed bill, and delivers the documents to an Editor for review (Legal Review is not required to be done on amendments, but may be done at the discretion of the Drafter or Editor).
3. The Editor reviews the draft amendment set (in FIFO order or by a date requested by the Drafter) and writes changes in green ink on the hard-copy amendment set. Editor also writes abbreviated changes from the draft amendment set onto the attached printed copy of the bill. This marked-up printed copy of the bill is referred to as the “Editor’s Map”.
4. When the Editor completes the markup and review, the paper draft amendment set is returned to the Drafter. 
5. The Drafter makes Editor changes to the specific amendment set in a WP file and prints out the proposed amendment set (Status is not updated at this time, file is just printed to be used for committee review and voting). 
6. A clean copy is returned to the Editors.  The Editor reviews the document to ensure that all corrections are complete.  If so, the clean copy is filed with the Editor's Map.  This map is used by Bill Processing when the Committee Report is received and is checked to ensure that the Editor has reviewed the amendment set.
7. Once a proposed amendment set is updated and printed (and reviewed with sponsoring individual if needed), Drafter brings all pending draft amendment sets to the Committee meeting for review and voting. Committee may vote to accept or reject each individual proposed amendment set. 
7.1. Not all prepared amendment sets are submitted to the committee.  A member may ask for an amendment to be drafted, but may not present it to the committee based on other amendments, actions, or discussions surrounding the bill in question.

Note: Although discouraged because it is very labor-intensive, at this point a gray bill may be requested in order to provide the committee with an unofficial version of what the bill would look like with all the amendments put into the document.  This would show stricken and new language and is usually used only if the changes are so vast or complex that understanding those as a whole would be very difficult.

8. Amendment sets that have not been passed in committee die, including those not presented and those rejected or tabled.
9. Finalize Amendment
9.1. If updates are needed, the Drafter will update the proposed amendment set with minor changes (changing a rate from 3% to 4%, fix grammar issues, etc.) that were discussed as being part of the amendment set while being voted on in the committee.
9.2. Each amendment set has the bill number with a sequential amendment number and the Drafter’s initials. Multiple amendment sets may be prepared for a committee or other Requestor.  Each amendment set may be voted on and accepted or rejected by the committee.  If there are multiple passed amendment sets, the Drafter will create a consolidated amendment set to be included in the Committee Report.  Depending on the complexity of the consolidation, the file name may be incremented or the sets may be combined into an existing file.  
9.3. If updates or consolidation has occurred, the Drafter prints and hand-delivers the paper updated amendment set to the Editors who will review and mark up changes for the Drafter to enter. If additional changes are required, the Editor forwards the marked-up proposed amendment set to the Drafter to enter changes. 
9.4. When no more changes are required, the Drafter runs a macro (TRANS) that:
9.4.1. Runs a diagnostic program that evaluates the document but does not prevent the file from moving forward in processing.  
9.4.2. Alerts the Drafter of possible formatting issues.
9.4.3. Presents the user with a WordPerfect pop-up window/box that prompts the Drafter to enter any changes (only for committee amendments) to the short title of the bill.  If the short title is changed, an SQL file will be saved that is used later in the engrossing process (after COTW has accepted the bill and it has been engrossed the Print Shop will upload the bill and the change is then systematically integrated on the LAWS Status System).
9.4.4. Copies (beams up) the amendment sets to the amendments Coordinator's Draft Directory (a subdirectory on the W: directory).  Unlike bills, amendment drafts are not taken out of the Drafter’s H: directory.  This allows the Drafters to reuse the language in those documents as needed in the future.
9.4.5. These directories are manually cleaned up by the users a few months before the next session.
9.4.6. Generates an automated email notification to the House or Senate Amendments Coordinator that the file is available.  During high-volume/stress periods, the Drafter may call the Amendments Coordinator to notify the person that the amendment is ready in order to expedite processing.  The data needed for the system to identify the right person for the House/Senate and the person’s information (name, email, etc.) is stored in a manually maintained library (the “ini file”) of variables used heavily by the WP macros.
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[bookmark: _Toc387041232]Bill Engrossing (Amended Bills Only)
 
1. Bill Processor electronically retrieves Amendments Coordinator’s copy of amendment (from subdirectory “Final” on W: directory). 
2. Bill Processor electronically opens the bill for engrossing. A new bill is incremented and created, and the old version is archived.
2.1. Number increments are added as part of the file name as a dot and a two digit sequence number (e.g. HB10, HB10.01, HB10.02).
3. Bill Processor inserts amendments into the bill with macros that cut and paste and formats the amendment appropriately (e.g., all caps insert and underline markup codes, strike through).  Other macros may be used to apply formatting styles as needed. The Bill Processor is prompted to enter sponsors.  In order to add sponsors, the House/Senate Journal Sponsor File can be accessed (subdirectory on W: directory) electronically by Bill Processing if the House/Senate Journal Clerk has created the file.
Note:  Changes are never performed using global search and replace instructions within a bill.
4. A macro is run by the Bill Processor that formats the engrossed bill, runs a diagnostic report, saves the updated version into the Master Bills Directory (on the W: directory), creates a PDF version (not posted to public-access website yet), and prints the engrossed bill. Status is not updated.
5. The Bill Processor runs macro (COMPARE), which does a “smart” compare process to compare existing MCA language to bill language, while ignoring the amending instructions, headers, and other content.  The result allows the user to make sure that language is not added without underlining or removed unintentionally.  This compare process is done every time the bill is corrected as a regular part of Bill Processing.
6. The engrossed bill/original bill/Committee Report packet is delivered to the Proofreaders for review against the Committee Report to ensure that amendments were input and formatted correctly. If corrections are needed, the Proofreader marks the copy with red pen and returns the bill to the Bill Processor for corrections. The bill is not incremented because of data input mistakes, but a new PDF version is created (not available online yet). This process is repeated until correct.
7. When all changes are completed, the clean engrossed bill is printed and taken to the Print Shop.
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Printing
1. The Print Shop uses the hard-copy bill for duplicating (photo copies on yellow paper, appropriate number of copies). The Print Shop runs a macro (WEB UPLD). Status is automatically updated, and the new PDF version of the bill is available online.
2. The Bill Processor returns the original bill (which, if amended now contains all engrossed amendments) and SCR to the appropriate Chamber’s Bills Clerk where the delivery is receipted/acknowledged/signed via carbon-copy receipts.
3. The Bills Clerk stamps the bill back. The original bill is filed on the rostrum (filing drawers on the podium) in each Chamber and pulled each time the bill is acted on.
Second Reading
4. LAWS Status is updated by the Assistant Secretary/Chief Clerk and Status Clerk when the SCR is reported out of committee (see above).
5. The bill (amended or unamended) is now available to be scheduled for 2nd Reading by the Presiding Officer.  2nd Reading allows for debate by the entire COTW (the yellow 2nd Reading copy).
6. The bill can be amended by the COTW.  The bill is not voted on until all moved amendments are discussed and voted on or have been withdrawn.
7. The engrossing process is repeated if the bill is amended by the COTW. 
8. The bill may be rereferred to a Standing Committee (if there are floor amendments, they may/may not require engrossing into the bill, depending on when rereferral occurred) in which case it would come back to 2nd Reading.
9. The print process is repeated if unamended by the COTW.  The bill is printed on blue paper.
10. If the bill passes 2nd Reading, it proceeds to 3rd Reading in the Chamber. 

Note: The blue copy of the bill is included in the agenda packet only if it was amended on 2nd Reading.
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Floor amendments are offered only during 2nd Reading while either Chamber is convened in the Committee of the Whole (COTW). Floor amendments are always prepared, prior to offering, by a Drafter at the request of a member (process is similar to the committee amendment process except floor amendments stand alone and are not combined).  Although it is ideal to have a Drafter who is familiar with the subject matter draft the amendments, resources do not always allow for that to happen and any LSD Drafter may draft the floor amendment.



1. Member requests floor amendment.
2. Drafter creates draft floor amendment, which may include one or multiple amendment items.  The draft floor amendment is printed and delivered, along with a clean copy of the most current version of the bill, to an Editor for review.
3. The Editor will review and mark corrections on the printed draft floor amendment and return to Drafter.
4. The Drafter enters all changes. A printed version of the corrected amendment and the marked copy are returned to the Editors who ensure that all marked changes were incorporated.  If so, the marked version is thrown away and the printed draft floor amendment, along with the Editors Map, is filed with other copies of amendments. The Drafter emails the electronic copy of the draft floor amendments to the Amendments Coordinator for the appropriate Chamber.
5. The Amendments Coordinator runs a process that creates a final Floor Amendment Report for each draft (with the Amendment Report header). The Amendments Coordinator will print a copy of the draft floor amendment for the requesting member to sign. The print process creates copies for:
· Chamber’s display board
· Public access
· Import to Journal

Note: Floor amendments are never combined into one Floor Amendment Report (FAR).  A FAR is created for each Floor Amendment (which may include multiple items).

6. The requesting member signs the floor amendment.
7. The member either holds the amendment or moves to have the bill amended per the details in the amendment.  If the member offers floor amendment to the COTW for a vote, the process continues.  
8. If the floor amendment is not voted on or is rejected, it dies and the process stops here.
9. The Status Clerk for that Chamber will enter Status information, which also provides select information to several other systems:
9.1. Electronic agenda is updated
9.2. Floor amendment info is available then for viewing on the Web along with other related info for that bill.
10. The COTW votes on the floor amendment and the results of the vote are provided to the Journal Clerk. 
11. If rejected, the floor amendment dies. 
12. If accepted, the floor amendment is stapled to the original bill and delivered by the Bills Coordinator to the Bill Processor for engrossing. The engrossed bill will be printed for consideration during the 3rd Reading of the bill.
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The bill cannot be debated or amended on 3rd Reading.  At this point the bill has been printed on blue paper.  An updated blue copy of the bill is only included in the agenda packet if it was amended on 2nd Reading.

If the bill passes 3rd Reading, the blue version is used as the 1st Reading and Standing Committee copy in the second Chamber.

When a bill passes/fails, key information is entered into LAWS Status by the Status Clerk. For bills being transmitted to the other Chamber, a letter (message to other Chamber) is generated from LAWS Status listing bill information and numbers.  The letter information is entered by the Assistant Secretary/Chief Clerk.  The Secretary/Chief Clerk generates the letter, which is given to the Bills Coordinator.  This letter goes along with the bill/amendments to the next step in the process.  Also a carbon-copy receipt is filled out by the Bills Coordinator listing key bill information/numbers and the receiving Chamber signs this receipt when receiving bills.  

1. 3rd Reading (final action) is entered immediately by Status Clerk.
2. Assistant Secretary/Chief Clerk enters key information into LAWS in order to generate letters to be delivered along with original bills to either the other Chamber or to enrolling. The letters to the other Chamber are called “messages to the House/Senate”. 
3. The Bills Coordinator (House/Senate) assembles the appropriate letters with relevant bills and carbon-copy carbon-copy receipts for tracking.  All materials are verified for completeness and accuracy by the Assistant Secretary/Chief Clerk. The Bills Coordinator delivers bills and messages (letters) to the other Chamber or to the Bill Processor for enrolling.  For bills/resolutions that have failed, the bills/resolutions remain in the possession of the current Chamber for 24 hours to allow additional consideration.  
4. The receiving Chamber reviews the bills and message contents for completeness and accuracy and then signs the carbon-copy receipt. Rarely is there a problem, but bills are not accepted and signed for until any issues are resolved.
5. Once the receipt is signed, a duplicate receipt is left with the recipient and the Bills Coordinator returns with the receipt and files it for his/her records.  

	1st Chamber
	1st Reading
	White

	 
	Subcommittee Report (HB2 ONLY)
	Purple

	 
	2nd Reading
	Yellow

	 
	3rd Reading
	Blue

	2nd Chamber
	1st Reading
	Blue

	 
	2nd Reading
	Tan

	 
	3rd Reading
	Salmon

	 
	CC Amends
	Ivory
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When a bill passes 3rd Reading in the original Chamber, the original bill is physically delivered to the second Chamber and the same steps included in the first Chamber process are repeated (albeit with different colored paper at key steps) in the second Chamber. 

The second Chamber 2nd Reading copy is printed on tan paper.  The COTW version of the bill in the second Chamber will be printed on salmon for 3rd Reading.  The Print Shop also applies stickers identifying the version of the bill. Unfortunately, these labels do not appear in the PDF or HTML versions on the public-access website. It would be ideal to have the proper color and label appear in the PDF and HTML versions.

1. If a bill is adopted unamended by a Standing Committee and then passes the Committee of the Whole (2nd Reading) and final passage (3rd Reading), it is returned to the original Chamber. The Bills Coordinator from the original Chamber hand-delivers the bill to Bill Processing for enrolling (see Enrolling Process).
2. If the bill doesn’t move out of the second Chamber (pass or amend), it is held and if not reconsidered before the end of session, it will die.
3. If a bill is amended in the second Chamber, it is returned to the original Chamber for concurrence in the amendments. 
4. If the original Chamber adopts the amended bill on 2nd and 3rd Reading, the bill proceeds to Bill Processing for enrolling. The original Chamber (Bills Coordinator) delivers and receipts the bill to Bill Processing (see Enrolling Process).
5. If the original Chamber does not adopt the amendment of the second Chamber, the original Chamber may request a Conference Committee or a Free Conference Committee, made up of members from both Chambers to consider and reconcile the amendments.  A Conference Committee or Free Conference Committee can be dissolved, and a new one can be requested. The presiding officer appoints members to the conference committee via the Floor Leader during a daily Floor Session under Order of Business “Motions”. The Status Clerk inputs key information into LAWS, and when the Assistant Secretary/Chief Clerk runs the LAWS letters (messages to other chamber), a notification letter prints out and is sent to the other Chamber. This letter alerts the other Chamber that a conference committee has been appointed and requests that the other Chamber do the same. 
5.1. A Conference Committee may deal only with the amendments and not the entire bill. 
5.2. A Free Conference Committee may deal with the entire bill. 
6. Both Chambers must adopt the Conference Committee or Free Conference Committee Report before the original Chamber can deliver the bill to Bill Processing for engrossing and enrolling.

[bookmark: _Toc370196321][bookmark: _Toc375217069][bookmark: _Toc377368249][bookmark: _Toc387041237]Conference Committee Reports
The precursor to this process is as follows:
1. First house passes a bill
2. Second house passes bill with amendments
3. First house then rejects those amendments from the second house
At this point, a Conference Committee is appointed to reconcile the bill and amendments.


1. Conference Committee will review the engrossed bill (includes amendments) provided by the second Chamber and will try to reconcile the amendments. 
2. A Drafter who is assigned to the Conference Committee will draft the amendments agreed to in the Conference Committee.
3. The draft amendments are then edited and reviewed as described in Committee Amendment Drafting above.
4. After the final review process is complete, the draft amendment is returned to the Conference Committee for a vote.
4.1. If the Conference Committee rejects the amendment, it may 
4.1.1. reconsider the amendment and/or start the process over
4.1.2. let it die
4.2. If the Conference Committee passes the amendment, the Drafter runs a macro that transmits it (“beams it up”) it to the Amendments Coordinator.
5. The Amendments Coordinator runs a macro to produce the Conference Committee Report (CCR).
6. The CCR is then printed on the appropriate colored paper and must be signed by a majority of members from each Chamber who served on the Conference Committee. The CCR is then returned to the floor of both Chambers for adoption or rejection of the Conference Committee report.  
7. If either Chamber rejects (votes no on) the CCR, the process starts over. The bill may be returned to the originating committee for further reconsideration.  Another Conference Committee with different members may be appointed, or a Free Conference Committee may be named to replace the Conference Committee for further consideration of bill and amendments.
8. This cycle can be repeated until either the CCR is accepted in both Chambers or the session adjourns, in which case the bill will then die.
8.1. Progression through reconsideration and reprocessing in either a Conference Committee or a Free Conference Committee will result in the creation of a new CCR for additional rounds of voting in both Chambers.
8.2. Lack of progression through either type of Conference Committee will cause the bill to eventually die.
9. If a CCR is accepted in both Chambers, it is stapled to the original bill, is included in the bill packet, and is forwarded to the Bill Processor for engrossing and enrolling.  
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1. The original bill is delivered by the Bills Coordinator (sits on rostrum) and is receipted to Bill Processing for enrolling.
2. If the bill requires further amendment input due to changes made in Conference/Free Conference Committee, the Bill Processor will engross the bill following the engrossing steps before enrolling. A copy of the engrossed bill is delivered to LSD Print Shop.
3. The Bill Processor runs a process to enroll the bill. The process:
3.1. reformats the electronic copy of the bill into the enrolled format (e.g., the state seal letterhead is added, deletes the introduced line) 
3.2. changes some language to the enrolled version
3.3. runs diagnostics
3.4. asks if spell check was run (a manual spell check must be run by the Bill Processor)
3.5. adds the signature pages
3.6. creates a second title page
3.7. prints the bill on archive paper
3.8. deletes some striking and adding
3.9. saves the bill in the Bills Directory

Note: Signature lines are placed in a specific order, starting with the Secretary/Chief Clerk of the original Chamber, then the Presiding Officer of the original Chamber, then the Presiding Officer of the second Chamber.

4. The original and enrolled bill is delivered, in paper form, to the Proofreaders. The Proofreaders check that all amendments in the original bill are accounted for in the enrolled bill (Committee Reports for all amendments are stapled into original backed bill). The enrolled bill is corrected by the Bill Processor if needed and cycles through this process until the Proofreaders find no errors.
5. The Bill Processor makes three additional copies. Two copies are assembled along with the archive bill with an enrolled bill back. One copy is hand-delivered to the Print Shop for duplication. The Print Shop runs a macro to create an HTML version of the enrolled bill, and then both the HTML and PDF versions are uploaded to the public-access website.
6. The original bill and 2 copies are delivered and receipted to the Secretary/Chief Clerk of the original Chamber for signatures. All copies of the enrolled bill are signed, and the Assistant Secretary/Chief Clerk in each Chamber manually updates the LAWS Status to reflect the date it was signed.  The Assistant Secretary/Chief Clerk updates LAWS to reflect “Transmitted to the Governor” and a LAWS-generated letter is printed and included with the original bill and delivered to the Governor by the Bills Coordinator
7. The LAWS letter and signed enrolled bill is delivered to the Governor’s Office for signature. A carbon-copy receipt is completed, and the bill back is signed by the Receptionist in the Governor’s Office.  Once the receipt is signed, a duplicate receipt is left with the recipient and the Bills Coordinator returns with the receipt and files it on the rostrum for tracking records.  
8. The Governor may take one of several actions on the bill: signing it into law, vetoing it, not acting on it, or suggesting amendments to it (only before adjournment). These actions are subject to time limits and deadlines. If an enrolled bill is not acted upon (not signed and not vetoed) after 10 days, it becomes a law and is treated as a signed law even though it was not actually signed. 
9. When a bill is signed into law, a formal letter is delivered from the Governor’s office. The Secretary/Chief Clerk reads the letter during Order of Business ‘Messages from the Governor’ and key information is entered into LAWS Status by the Assistant Secretary/Chief Clerk.   
10. A letter from the Governor and signed law (even those not acted upon) are hand-delivered to the Secretary of State’s Office by the Governor’s staff.  
11. The recipient reviews the package contents for completeness and accuracy, and then signs the receipt. Rarely is there a problem, but a package is not accepted and signed for until any issues are resolved.

Note:  If the Governor vetoes the bill, it is returned to the original Chamber. The vetoed bill may be reconsidered and passed into law (veto overturned) by a 2/3 majority of each Chamber and then forwarded to the Secretary of State.  If the bill does not achieve a 2/3 majority vote, the bill dies.  If the Governor vetoes the bill after adjournment, members are polled by the Secretary of State’s Office for a veto override.  The same 2/3 majority applies.
[bookmark: _Toc370196322][bookmark: _Toc375217071][bookmark: _Toc377368251][bookmark: _Toc387041239]Governor’s Amendments
When the Governor receives an adopted, enrolled bill for signature, the bill can be signed (enacted into law), vetoed (rejected), or ignored (enacted into law after 10-day deadline passes) or the Governor may propose amendments to the bill.  Governor’s amendments are drafted by only a few people in upper management of LSD – currently the Executive Director and Chief Legal Counsel.  


1. To amend a bill, the Governor’s Office emails a set of proposed amendments to the bill to the LSD Executive Director and/or Chief Legal Counsel.   
2. The Drafter will draft the proposed Governor’s amendments. The draft is edited and reviewed by the Editors.
3. The draft Governor’s amendments are forwarded to the Governor’s Office for review. If accepted, the Governor’s Office emails acceptance back to the Drafter. It is possible that there may be corrections before the draft is approved.
4. When there are no additional corrections or changes, the Secretary/Chief Clerk of each house is provided:
4.1. A letter from the Governor’s Office explaining the amendments 
4.2. The final draft of the amendments from the Drafter
4.3. The Assistant Secretary/Chief Clerk enters key information into LAWS “Returned with Governor’s Amendments”.
5. The Amendments Coordinator of each Chamber prepares the Amendment Report to be used electronically by the Vote Clerk and Journal Clerk. 
6. The Governor’s amendments are voted on in the original Chamber first. Chambers may vote only YES or NO on Governor’s amendments and may not change them.
7. That vote is forwarded to the second Chamber via a LAWS letter that is printed after key information is entered by the Status Clerk and Assistant Secretary/Chief Clerk. This letter is generated through “Messages to the Other Chamber”. The second Chamber votes and notifies the first Chamber of its action (via LAWS Messages to the Other Chamber). If the Chamber does not approve the Governor’s amendments, the originating Chamber may request a Conference Committee (see Conference Committee process).
7.1. If both Chambers vote no, the original enrolled bill is returned to the Governor’s Office with a formal letter from the Secretary/Chief Clerk stating the action of the Chamber.
7.2. If one Chamber votes yes and the other votes no and no Conference Committee is requested, then the original enrolled bill is returned to the Governor’s Office with a formal letter from the Secretary/Chief Clerk stating the action of the Chamber.
8. If the amendments are accepted by both Chambers, the bills coordinator from the original Chamber delivers the bill and amendments to the Bill Processor for engrossing. The Bill Processor engrosses the amendments into the bill and creates a new enrolled bill, which is forwarded to the original Chamber. 
9. The original Chamber signs the bill and forwards it to the second Chamber to sign.  The signed enrolled bill is forwarded to the Governor’s Office for signature and then the Governor’s Office delivers the signed law to the Secretary of State. 
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[bookmark: _Toc387041240][bookmark: _Toc377368252]Bills With Fiscal Impact - Special Format 
Appropriation bills may be introduced only in the House and have a later transmittal deadline in the session than other bills (they have a specified number of extra days, currently 22 days). If a bill requested by a Senator becomes an appropriations bill, the Senate Requestor or Sponsor must find a House Sponsor to introduce it in the House.  
Definitions:
1. Appropriation Bills:  An appropriation is legislative authority, implemented by bill, for a governmental entity to expend money from the state treasury for a specified public purpose. An appropriation authorizes the payment of money out of the state's treasury. The fact that the Legislature has allocated money to an agency's account does not authorize the agency to expend that money. An appropriation of the money is required before the agency may spend it.
2. Revenue Bills:  A revenue bill is one that either increases or decreases revenue by enacting, eliminating, increasing, or decreasing fees, taxes, or fines.
3. Fund Transfer Bills:  A fund transfer is legislative direction to move money that is already in the state's treasury from one fund or account to another with the intent that the money is to be appropriated for the purposes specified for that fund or account. A transfer of funds within the state treasury is not an appropriation and is not a payment of funds out of the state treasury.

Several bill numbers are reserved for recurring bills (e.g., HB1 through HB 15).  All of these bills follow the preintroduction bill workflow.  Examples are:
1. HB0001 – House Bill 1 - Feed Bill (funds the session)
2. HB2 – House Bill 2 - General Appropriations Bill
3. HJ0002/SJ0002 – House/Senate Joint Resolution 2 - Revenue Estimating Resolution

A bill that is drafted as a regular bill may become an appropriation bill through amendment changes in the House or Senate. These bills will have their status changed in LAWS Status and become subject to appropriation bill deadlines. This is a technique that is sometimes used to keep a bill alive.  Leadership may use a Transmittal Agreement to keep the bill alive, so the system needs to be flexible enough to handle many situations dealing with deadlines, types of bills, and other changes. 
Appropriations bills discussed here as examples include:
1. HB2 General Appropriations Bill
2. HJ0002/SJ0002 Revenue Estimating Resolution
3. HB0645 (2009) – implementing the American Recovery and Reinvestment Act of 2009

[bookmark: _Toc377368253][bookmark: _Toc387041241]HB2 – General Appropriations Act
This bill is a preintroduced bill and follows the workflow of preintroduced bills.    There are three main differences from a typical bill:
1. This bill is primarily made up of columns of numbers with clarifying text followed by paragraphs of narrative in some instances.  Because this is an appropriation bill, most of the drafting work is concentrated on extracting values from the Montana Budget, Analysis, and Reporting System (MBARS), inserting them into the bill, and proofing the result.  All the updates to this bill are done manually – instead of using macros – in order to manage the headings used on each page.  
2. This bill is printed in landscape mode and requires special care and handling to manage tabular format.   
3. The Principle Fiscal Analyst and one Editor are the only people who work on the electronic draft file of HB2 throughout the cycle. 
Note: Although some work on HB 2 has been performed by an Editor, this is not an editing function and the Fiscal Division staff is discussing changes to the way this bill is processed that would remove the necessity of having the Editor perform any work on HB2 (other than reviewing amendments).
The appropriations process has followed a traditional process for years.  However, this is not necessarily the only process that will be followed in the future.  In one session, this bill was broken into six bills in the hope of making the process easier. Although, that format was abandoned in the next session, changes like this remain a possibility.  
This bill is processed through three processing cycles:
1. between OBPP and the Drafter
2. through the subcommittee process
3. through the Standing Committee (the Appropriations Committee) and Finance and Claims in Senate.


1. The Governor’s Office of Budget and Program Planning (OBPP) enters data into MBARS and then submits the Appropriations Proposed Budget, but the Legislative Council requests the General Appropriations Bill (HB2).  The MBARS system captures and stores budget recommendations of the OBPP.
2. The budget recommendations numbers are extracted from MBARS by LFD, printed in hard-copy, and hand-delivered to the Drafter.  Status updates are published like any other bill.
2.1. This extracted data should be formatted so that it can be imported into the bill instead of being rekeyed. This could reduce the potential for errors and expedite the process. 
3. Typically the Editor copies an old HB2 in the proposed bill format as a quick way to get the proper coding, change markup, and to create running head information (headers on each page). The Editor makes text changes within the new template document and inserts tag lines that map MBARS budget fields into the document. 
4. The Principal Fiscal Analyst runs a macro to insert individual budget numbers from MBARS. This process will produce and show real-time errors if the tag line and budget numbers are mismatched or if no tagline exists for a budget number.
5. Drafting Review Cycle
5.1. LFD Analyst(s) prints the draft bill and forwards it to OBPP for review where they mark corrections on the hard-copy and may update some numbers in MBARS. 
5.2. The marked-up draft pages are returned to the Editor who will make corrections to taglines and text.
5.3. The LFD Analyst(s) runs the merge extract again to insert the field values into the draft of the bill.  The draft document is reprinted and presented for review and update. This cycle is usually repeated at least once and possibly several times. 
6. After LFD has proofed the bill and is ready to move forward, the LFD Analyst(s) notifies the Bill Analyst who manually updates LAWS Status and adds appropriate status actions.  A PDF version is manually created for HB2 and is made available on the public-access website.  A PDF version is also forwarded to the Print Shop.
7. Once the draft HB2 is in final form (completed, reviewed, and corrected), it is ready for introduction.  The preintroduction process must be completed by the December 15 deadline for all agency and committee bills.  
8. As is done for all preintroduced bills, the Bill Processor assembles the bill (prints master copy on archival paper, attaches the bill back) and forwards it to the Bills Clerk in the House. 

9. The Printing Coordinator duplicates an appropriate number of copies on white paper (first version of HB2 is printed on white paper, subsequent version are printed on other designated colors as it is updated throughout the session). All printed versions of HB2 are added into and kept in a binder called the General Appropriations Budget Bill Narrative (the “Budget Book”).
	Paper Color
	Version

	White (Archival)
	Introduced Master

	White
	1st Reading 1st Chamber (House), sent to Joint Sub Committee

	Purple
	Joint Subcommittee Version (shows amendments from subcommittees – sent to House Appropriations Committee)

	Yellow
	2nd  Reading, 1st Chamber (shows amendments from House Appropriations Committee)

	Blue
	3rd Reading, 1st Chamber (shows House committee amendments and House floor amendments)

	Blue
	1st Reading, 2nd Chamber (shows all House committee and floor amendments – sent to Senate Finance and Claims Committee)

	Tan
	2nd Reading, 2nd Chamber (shows amendments from Senate  Finance and Claims Committee)

	Salmon
	3rd Reading, 2nd Chamber (also called the reference bill – shows committee amendments and Senate floor amendments - used by Conference Committee)



10. Subcommittees take executive action (make amendments) on their sections (see below) of HB2. The Fiscal Analyst staffing the subcommittee records changes made by these amendments and is responsible for updating MBARS.  
	Joint Appropriations Subcommittees

	Education

	General Government

	Health and Human Services

	Judicial Branch, Law Enforcement, and Justice

	Long-Range Planning

	Natural Resources and  Transportation






11. Subcommittee Review Cycle
11.1. Fiscal Analyst works with the Editor to add/modify/remove any new tag lines or text changes introduced by subcommittee amendments.
11.2. The subcommittee will work through all changes without printing a new copy.  The LFD staff person works off of MBARS during this time. 
11.3. After all subcommittees have taken executive action and MBARS and the HB2 text has been updated, LFD Analyst(s) merges MBARS numbers.  The Editor sends the file to the Print Shop to produce the purple copy of the bill, which is forwarded to the House Appropriations Committee for consideration.
12. Appropriations Committee Cycle
12.1. When all changes have been made and updated, HB2 is printed on yellow paper for 2nd Reading in the House. This is essentially the Appropriations Committee Report. As mentioned above, this version and all other versions are added to the HB2 narrative binder. The one exception is the salmon version that is called the reference bill, which is instead used to produce the Fiscal Report Publication. The Fiscal Report is the final approved budget and is duplicated and used by a much broader audience for referencing what is in the current budget.
12.2. At each engrossing point (after the MBARS merge and proofing for this bill) a PDF is generated (white background) and placed on the public-access website and Status is updated manually. Enrolling is done manually.


[bookmark: _Toc377368254][bookmark: _Toc387041242]Revenue Estimating Legislation
Legislation is required by law to be requested by the Revenue and Transportation Interim Committee, is subject to a December 1 deadline, and may be preintroduced.  This legislation is traditionally drafted in the form of a resolution, but the statute is silent on whether the estimate must be in the form of a bill or resolution (see 5-5-227(2), MCA). This legislation is printed in landscape mode and requires special care and handling to manage tabular format.   This legislation has not always progressed through both houses during a session.

1. The revenue estimating legislation is requested by the Revenue and Transportation Interim Committee (RTIC) and assigned to a Drafter. The committee estimates revenue and makes assumptions with recommendations from the LFD Chief Revenue Forecaster and other experts. The committee votes on assumptions.
2. The committee work is entered, and all calculations are updated in an Excel spreadsheet maintained by LFD, but this data is not transferred electronically into the revenue estimating legislation. The data is cut and pasted from the Excel spreadsheet into the legislation by the Drafter. This is due to the complex table format of the legislation, particularly inserting the entries in the right column and applying the correct coding.
Note:  This is an opportunity to integrate the working budget data managed by the committee into the actual revenue estimate. 
Note:  The template for this legislation does not currently have running table heads at the top of each page where the tabular data continues. This allows the legislation to be processed in LAWS. LFD would like to add this to make reading the legislation easier; however the legislation would have to be processed outside of LAWS Status, which is a very time-consuming manual process. Ideally, both the running heads and automated process would be the best solution. 
Note:  LFD revises the revenue estimate calculations each Friday starting about halfway through the session.  However, the revised calculations do not become part of the revenue estimating legislation unless adopted by a legislative committee or the full House or Senate.  If a legislative committee or member wishes to amend the legislation, the Drafter utilizes the Excel spreadsheet to cut and paste the data into an amendment that is generated using WordPerfect.  This can be a time-consuming process.



[bookmark: _Toc377368255][bookmark: _Toc387041243]HB0645 - 2009 Stimulus and Recovery Funds 
This bill is provided as an example to highlight the need for the system to be flexible enough to meet unusual processing needs.  This was a unique bill and may never be duplicated during another session, but the ability of the system to allow for flexible entry of nontraditional bills is needed each year.

1. In 2009, Federal Stimulus Funds were budgeted in a special appropriations bill (HB0645). This bill was processed much like HB2 but also required amendments to sections of the MCA and required special handling and updating in LAWS Status and other systems. This is mentioned to point out that special bills may be drafted and require flexible handling. 
2. Once a final HB2 (or other budget bill) is passed, it is forwarded to the Governor’s Office for action by the Governor. 

Note:  The Governor may use line item vetoes, which would require additional updating of MBARS and LAWS Status, manual editing, engrossing, review, proofreading, and printing. Governor’s line item vetoes are indicated in red lining on website pages and are printed in the session Laws.


[bookmark: _Toc370196326][bookmark: _Toc377368256][bookmark: _Toc387041244]Fiscal Note Management
Some bills by default do not require a Fiscal Note. These include the bills reserved for appropriations done at the beginning of each session generally HB1 through HB 15, including HB2 and any regular bill that has clear indication of the fiscal impact in the language of the bill. Fiscal Notes are requested when a fiscal impact is determined to exist. A bill may fund a new program and include appropriation language for the startup of a program and would not require a Fiscal Note.  However, later it may be determined that hidden or ongoing impacts were not addressed in the bill.  So, a Fiscal Note may be requested to describe the additional impact.  A Fiscal Note may be requested at any point in the process after the bill has been introduced but before it is passed.





The Legislative Services Division (LSD) has three opportunities to indicate that a bill will have fiscal impact and whether a Fiscal Note is needed or not. The first occurs when the bill is requested and logged in and reviewed by the Legal Director. Second, the Drafter may note that a Fiscal Note may be necessary.  Finally, the Executive Director may determine that a Fiscal Note is needed in the final review of the drafted bill.  In addition, The Legislative Fiscal Division (LFD) Fiscal Analysts may request new or revised FNs at any time during their reviews such as when a committee passes an amendment to a bill.

1. LSD Review
1.1. When a bill has been requested, the request is reviewed by the Legal Director (LD) to determine if it has fiscal impact (see Bill Drafting Process). If so, the LD will indicate it on the Bill Draft Checklist Report (Mother). 
1.2. Then the bill is drafted by an Attorney or Researcher. If the Drafter determines that a fiscal impact will occur, the Drafter may also indicate it on the Checklist. The draft continues through the regular drafting and review process until completed.
1.3. If, during the final review of the draft, the LSD Executive Director (ED) determines there will be a fiscal impact, the ED may indicate it on the Checklist.
1.4. After the drafting and reviews are completed, the draft is forwarded to the Bill Processor for assembly (see Bill Drafting Process). If fiscal impact has been indicated during drafting, the Bill Processor will stamp the bill as such. The bill is forwarded to the Secretary/Chief Clerk in the Chamber in which it will be introduced.
2. Review in Chamber Prior to Introduction 
2.1. The Secretary/Chief Clerk records receipt of the bill in LAWS Status and forwards it to the President/Speaker. 
2.2. The Presiding Officer (President of the Senate or Speaker of the House) will review bills being introduced and may determine that a bill has fiscal impact. The Presiding Officer may request that a Fiscal Note (FN) be prepared by the OBPP.   OBPP has 6 legislative days to prepare the Fiscal Note.
3. OBPP Draft Fiscal Note
3.1. OBPP prepares official requests and sends them to affected agencies. Agencies are provided a template for creating FNs. The agency drafts a FN and forwards it back to OBPP.  OBPP may combine responses from more than one affected agency. An OBPP Fiscal Analyst reviews the draft FN. The OBPP Budget Director reviews and initials the final FN.
3.2. If session hasn’t started yet, the FN process will pause here (until a few days before session).  When completed, a hard-copy of the Fiscal Note is hand-delivered to the Secretary/Chief Clerk.
4. Signing Fiscal Notes
4.1. Upon receipt from the OBPP, the Assistant to the Secretary/Chief Clerk manually updates LAWS Status with Fiscal Note information and date, makes a copy and files one hard-copy of the Fiscal Note, and prepares another copy for the Sponsor to review. The Presiding Officer notifies the Sponsor that the FN is available for review. The Sponsor must review it within 24 hours of notification.  The update in LAWS Status initiates an automated process that creates a link to a PDF file of the FN (PDF was placed in appropriate website location by OBPP).
4.2. When a Fiscal Note is received by the Assistant Secretary/Chief Clerk, the Sponsor has 2 days to review it and may:
4.2.1. sign it and return it to the Assistant Secretary/Chief Clerk who then updates LAWS and delivers to printing.
4.2.2. choose not to sign it and return it to Assistant Secretary/Chief Clerk without signature who then updates LAWS and delivers to printing. 
4.2.3. prepare a “Sponsor’s Rebuttal to Fiscal Note” (has 4 days to complete the rebuttal), which is also forwarded to the Assistant Secretary/Chief Clerk who then updates LAWS and delivers to printing. 
4.2.4. meet with OBPP to get an explanation or revise the FN.
5. Distribution
5.1. The FN (signed or unsigned) and accompanying Sponsor’s Rebuttal (if any) are printed and ready for distribution. 

Note:  Original FNs are printed on buff paper. If revised, the revised FN is printed on cherry paper. The Sponsor's Rebuttal is printed on grey paper.

5.2. If the bill is amended, the entire process may be repeated to reassess fiscal impact and to revise the FN (and Sponsor’s Rebuttal if needed).


[bookmark: _Toc387041245]Daily Journal Process 
The Montana Legislature is required by the Montana Constitution to produce a Daily Journal of the events and executive actions conducted in each Chamber. Detailed minutes are not taken in Chambers or committee meetings, rather the audio recordings are created and used satisfy the need for public record (per statutes).  The Daily Journal is a chronological list of activities of each Chamber, noting topics, speakers, actions, votes, and even special events. It is a list of what was done by the Chamber, not a complete transcript of what was said. Inconsequential actions may not even be listed in the Journal. 
The Daily Journal is recorded by the Journal Clerk assigned in each Chamber.  It is produced in WordPerfect with several macros that insert boilerplate text, get voting information, etc. The Daily Journal follows the rules for each Chamber in terms of the orders of business specified for each, but the Chamber may choose to address orders of business out of the prescribed order.  




The Daily Journals are collected throughout the session in the Legislative Reference Center for subsequent indexing at the end of the session. The planned sequence for each session day and the Daily Journal for each Chamber is as follows:
	Senate
	House

	1st  Communications and Petitions
	1st  Communications and Petitions

	2nd  Reports of Standing Committees
	2nd Reports of Standing Committees

	3rd  Reports of Select Committees
	3rd Reports of Select Committees

	4th  Messages from the Governor
	4th Messages from the Senate

	5th  Messages from the House of Representatives
	5th Messages from the Governor

	6th  Motions
	6th First Reading & Commitment of Bills

	7th  First Reading & Commitment of Bills
	7th Second Reading of Bills

	8th  Second Reading of Bills
	8th Third Reading of Bills

	9th Third Reading of Bills
	9th Motions

	10th Unfinished Business
	10th Unfinished Business

	11th Special Orders of the Day
	11th Special Orders of the Day

	12th Announcement of Committee Meetings
	12th Announcement of Committee Meetings



Typically there is one Floor Session per day.  However, there can be multiple Floor Sessions within a day as deadlines become more critical.  The description below is the normal course of business, but may be changed slightly to fit the work at hand.
[bookmark: _Toc387041246]Prior to Session
1. Before the beginning of each session, the Journal Clerk prepares directory folders for each day of session to be used to collect source documents being addressed on that day. Also, some changes are made to boilerplate text inserted by macros to reflect the current session year, leadership and member names, etc.

[bookmark: _Toc387041247]Before Each Floor Session 
2. Before the Chamber gavels in each day, the Journal Clerk has organized the WordPerfect file for that day by entering the planned agenda items and other known orders of business that will take place. This gives the Journal Clerk a head start on the journal entries and keeps the Journal Clerk from falling behind while trying to record the actions of the Chamber in real time. Other obvious items are also entered (e.g., gaveling in, adjournment, etc.).
2.1. At the very beginning of the session, preintroduced bills are entered into the first day's Daily Journal ahead of the session day since there are usually so many of them.
2.2. The agenda for 1st, 2nd, and 3rd Reading of bills is determined up front allowing the agenda for bills to be entered ahead of their actual reading, which can happen very fast.  See the Agenda section for more details on 2nd and 3rd Reading.
2.3. 1st Reading of bills information is usually entered before the session day starts. These bills are read into the record very rapidly and would be difficult to enter as they are read.
[bookmark: _Toc387041248]During the Floor Session 
3. Just before the Chamber session is about to begin (usually 15 minutes prior), the Journal Clerk will start the audio and video streaming and archiving.  See Audio/Video Streaming & Archiving Process below for additional details.
4. After gaveling in, the Journal Clerk will enter in details of actions and events of the Chamber throughout the session until adjournment. Details may include times, speakers, and other information to augment and flesh out the entries made prior to the start of the Floor Session. The sequence of activity usually follows the sequence shown in the table above. Several orders of business may not have documents being read on that day and the status of “none” is not recorded.  Other items are more frequent and happen every day of session or even multiple times on a busy session day.
4.1. Chambers may choose to address the orders of business out of sequence. The Journal Clerk will record these actions, but may only place a marker in the journal file and flesh it out after the session has ended.   
4.2. Standing Committee Reports for bills that have been amended are added to the Daily Journal by executing a macro (REPORTS) and selecting the committee, bill, and amendment being added.  That macro adds details about the amendment to the Daily Journal.  Copies of these source documents are retrieved from the directory/folders (both electronic and paper in their respective directory/folder).
4.3. As a floor motion is made, a macro or manual entry is used to enter this information into the Daily Journal by the Journal Clerk. These often require editing at the end of the day, and may even require listening to the audio archive recording to collect and enter all the required information.
4.4. Announcements require only a standard phrase to list that the announcement was made, not the full text of the announcement itself.
4.5. Roll call and calls to order are listed in the Daily Journal (with a vote sequence number) using a macro (ROLLCALL). The roll call information is captured in the voting system, and the vote sequence number insertion macro is used to record the roll call (a tag used later).
4.6. Messages or communications from the other Chamber are read and handed to the Journal Clerk to collect in the session day folder.  The list of messages is entered by the Journal Clerk after the session day or if time permits throughout the day. 
4.6.1. There is a cut off prior to the start of the Floor Session, but exceptions are always allowed
4.7. Special Orders of the Day may include speeches (e.g., State of the State) and other actions (entertainment, special guests, proclamations, etc.).  Speeches are scheduled in advance and the “script” is requested and is provided to the Secretary/Chief Clerk.  Every Special Order of the Day is listed in the Daily Journal using copy/paste functions in WordPerfect, and the full text may be included in the Daily Journal if available/feasible.
4.8. Communications and Petitions are rare and do not appear often in the Daily Journal. When received, they are read and listed. Otherwise no entries or headings appear for this order of business.
4.9. The voting system tallies and stores the vote results.  Vote sequence numbers are entered in with the assistance of a macro that inserts the number and proper coding required for vote processing (used later to insert vote results). 
4.9.1. A separate numbering sequence is used in the House and Senate.  This number is saved in the Oracle database and is primarily used as a link tool for system processes.

5. The Journal Clerk creates the Committee of the Whole Report during the session day. The Journal Clerk completes editing of the Committee of the Whole Report. This report is printed out with signature lines. 
5.1. The Journal Clerk hand-delivers it to Chairman of the Day for signature after adjournment or prior to him/her leaving the rostrum (if possible).

Note:  The Committee of the Whole Report, while currently managed as a separate document, could be extracted automatically from the Daily Journal content since it must be identical to it. This would reduce duplicative entering and editing. 

[bookmark: _Toc387041249]After the Floor Session 
6. After adjournment for the day, the Journal Clerk begins revising and editing the Daily Journal by adding details, and making corrections. 
7. Journal Clerk prints out the Daily Journal.
8. The Daily Journal for the Floor Session is proofread and checked against LAWS Status and notes of business done during the day for consistency. They also proof the 2nd Reading of bills section, which is the source for the Committee of the Whole Report. This proofreading is done on the rostrum by the Bills Clerk, Status Clerk, Journal Clerk, and Bills Coordinator. It is done as soon as possible. A draft Daily Journal is produced and printed. 
8.1. Proofing is usually done after the Floor Session adjourns but may be done the morning following the session day during busy periods
9. Once all editing is completed, the Journal Clerk runs the vote merge macro (MERGE), which inserts all vote record information and amendment text based on the vote sequence number (a style tag).  
9.1. Governor's amendments and letter are merged into the document like all other amendments.  Governor's amendments must be considered in both Chambers and appear in both Daily Journals. 
10. When the Journal Clerk has accumulated roughly five draft Daily Journals they are submitted to the Secretary/Chief Clerk for final editing.
11. Corrections from the Secretary/Chief Clerk are written on the hard-copy of the draft Daily Journals and the group is returned to the Journal Clerk.
12. The Journal Clerk enters all corrections. 
13. When all corrections are completed, the Journal Clerk reprints the Daily Journals to have them signed by the President/Speaker and the Secretary/Chief Clerk. A template letter (dates are changed to reflect Journals being processed) is read across the rostrum by the Secretary/Chief Clerk and is included in the Daily Journal for that day.
13.1. In addition to the original document, two copies are also printed. One copy is filed in the daily folder on the Rostrum with collected source/supplemental documents. Another copy is hand-delivered to the LSD Reference Center for later aggregation and binding. The official copy is sent to the Secretary of State for archiving.
14. A macro is run to create a PDF copy which is published on the web.

[bookmark: _Toc387041250]At the End of Legislative Session 
15. The Legislative Reference Center collects all Daily Journals and compiles them into a bound volume.  

Note:  Vote information is extracted from the Journal to compile the “green” book, a list of all 2nd and 3rd Reading votes sorted in bill order. This green book could be an automatic extract.


[bookmark: _Toc370196332][bookmark: _Toc387041251]Agenda Preparation & Vote System Processes
Agendas describe what will be considered in each Chamber during 2nd and 3rd Readings (confirmation, consent calendar, etc.). The Agenda Helper Report from LAWS Status is run to show which bills (or resolutions) are available. The Secretary/Chief Clerk reviews the Agenda Helper Report with the President/Speaker to determine what will be included in each agenda. Items may be grouped by topics or other considerations. All items included in an agenda are updated in LAWS Status to enable generation and printing of agendas and updates to the public-access website.

 
[bookmark: _Toc387041252]Prior to Floor Session
1. Prior to the beginning of each Floor Session (usually the day before), the Secretary/Chief Clerk runs the Agenda Helper Report from LAWS Status to list all items available for 2nd and 3rd Reading. 
2. The report is reviewed with leadership, and agenda items to be taken up are selected.
3. Selected items are updated in LAWS Status (by Secretary/Chief Clerk) to reflect that they will be considered on the agenda and allow the agenda to be printed and made available to the public. 
4. Once finalized, the Agenda Report is run to produce the agenda for each Chamber. The agenda is hand-delivered to the Print Shop, which then prints the agenda.
5. Extract Fiscal Notes
6. The agenda information is extracted. In the vote application, the Voting Clerk executes a function to pull agenda item information into the system to prepare for voting on the scheduled items during the next Floor Session. 
7. The Voting Agenda is produced. 
8. The extracted agenda information is shown on the vote display boards in each Chamber.
9. The Bills Distribution Clerk assembles the agenda packet the night before or morning of the legislative day. The agenda packet includes all bills and related Fiscal Notes that appear on the next day’s agenda. 
10. The Bills Distribution Clerk (who may delegate to a page) places packets on members' desktops on the Chamber floor
10.1. Not all members receive printed packets; some download electronic versions. 
[bookmark: _Toc387041253]During the Floor Session 
11. The Chamber conducts 2nd and 3rd Readings of bills on the agenda.  Voting happens very quickly during 3rd Reading. Members must pay attention and press their vote buttons at the time the bill is being voted on. 
12. Closing the vote (clicking a button on the PC that runs the voting system) records all current votes and interfaces them to LAWS Status (a procedure runs from the voting system, which pushes data to the LAWS DB). Votes recorded during voting can be changed later by motion at the end of the legislative day, but the original vote record is not changed.  
13. When the vote is recorded in the voting system, vote tabulation reports are generated and printed both on the rostrum and at the Secretary/Chief Clerk’s Office. The public may request photocopies of vote tabulation reports.

Note:  Most votes require a simple majority, but a few require a supermajority. These are noted in LAWS Status. There is a problem with recording supermajority votes currently where LAWS Status may show a bill failed when it actually passed. 


[bookmark: _Toc370196335][bookmark: _Toc387041254][bookmark: _Toc377368276]Audio/Video Streaming & Archiving Processes 
All Chamber Floor Sessions and committee meetings are audio recorded. All Chamber Floor Sessions and some committee meetings are also streamed live to the Web. The audio recordings are required by statute and replace written minutes of committee meetings. The Daily Journals are the official minutes of the Chambers. Streaming video to the Web is intended to increase/compliment public access to the activities of the Legislature (see Public Access Process). 
All audio recordings are currently streamed and archived by our streaming vendor, Granicus, in MP4 format.  Temporary backup recordings are created in MP3 format using Audacity on the local laptops in the committee rooms. A companion log of all committee meetings is kept that provides details of speakers, times, topics, bills being discussed, etc. This log and the recording satisfy the statutory requirements for minutes of committees. The logs are maintained during the committee meeting, but require some cleanup, editing, and finishing after the meeting. 
During editing by Committee Secretaries, details are added to the logs (bill info, speaker info, etc.). Sometimes speakers do not pronounce their names audibly or forget to sign in.
Committee Secretaries are responsible for starting and stopping the live streams and recordings from their committee rooms. They are encouraged to start their recordings 15 minutes prior to the start of the meeting to ensure the system is working properly and displaying correctly on the website. The extra dead air at the beginning is edited out for interim committee meetings. During session, the dead air prior to a meeting is marked and viewers can skip it using the “Call to Order” marker, but the volume of meetings on a daily basis during session makes the editing task inefficient. 
Video recording/streaming is not part of the official record; however it increases the transparency of legislative activities and improves public access. Both Chambers and 14 hearing rooms are wired for video, but only meetings in the Chambers and select committee meetings are streamed to the Web. This limitation is due to the number of video workstations/delivery channels currently available in the production infrastructure. 
Television production/broadcast is provided for by statute (5-11-1101). TVMT (Television Montana) are the call letters for the legislative statewide broadcasting network and the branding accepted for our legislative state broadcasting program.  Converting the television signal to a video stream is currently at the discretion of Legislative Services Division personnel.  

[bookmark: _Toc387041255][bookmark: _Toc377368277]Premeeting Preparation   
1. Hearing schedules (set by leadership or Secretary/Chief Clerk) can be found in LAWS.  These may be subject to room changes.  A Committee Secretary is assigned to each committee meeting, bill hearing, or confirmation hearing and to other legislative meetings and hearings. 
2. Committee Secretaries prepare meeting notices in WordPerfect using the Create Notices macro. 

Note:  Currently multiple notices are printed on paper and cut into smaller notices that are distributed to members, staffers, etc. These slips are easy to misplace or confuse as to which is current. A better noticing mechanism should be evaluated including text messages, emails, real-time updating of Web listings, a video meeting board (like in hotels or conference centers), etc., to supplement paper-based noticing. This is especially useful in the event of changes to meeting rooms. Email notification is available on request for legislators. Some participated last session, and more advertising will be done for this session.

3. Notice is brought to the Secretary/Chief Clerk. Key meeting data is entered into LAWS Status by the Assistant to the Secretary/Chief Clerk.
4. A 2-day hearing schedule report is generated from LAWS Status (an analyst in LSD runs this daily). The meeting schedule includes room, time, date, committee name, and other key information. The meeting schedule is shared with the Info Desk, the Print Shop, and LSD AV staff and TVMT staff for scheduling video production, as well as being flagged as available for public access. 
5. Prior to meetings, the AV Coordinator meets with the TVMT Producer to decide which of the next days’ meetings will be video broadcast and streamed.   TVMT posts the meetings to a “white board” assignment schedule showing which Operators/workstations will cover which events.  All Chamber Floor Sessions are video broadcast, and AV staff attempts to predict the important or timely committees meetings for broadcast because the system is currently limited to 4 video delivery channels at a time. 
6. LSD staff enters the scheduled meetings into the Granicus streaming audio schedule as soon as notice of a meeting is received. Changes can then be made as the information is received by LSD.  
7. Prior to the meeting, the Committee Secretary distributes handouts and also performs a sound check to make sure microphones and recording system are operational. 
8. Prior to the start of the meeting, the Committee Secretary turns on the sound system, starts the live stream using the Granicus Live Manager, and initiates backup recording on local laptop. The Secretary also begins creating the meeting log file in WordPerfect using macros for templates and time stamping and enters key meeting information. All of this activity is done prior to the meeting to make sure everything is running correctly and to have the template ready for recording meeting actions. 

Note: Occasionally audio recordings may experience glitches or problems that require the AV Coordinator to run upstairs (or call) to pause the meeting until the issue is resolved.  This is why it is best to start recording 10 to 15 minutes ahead of the actual meeting start time.

9. During the meeting, the Committee Secretary enters brief information about actions, topics, bills, speakers, etc., in the meeting log document (these will be fleshed out with details during the postmeeting editing process). The Secretary also marks in real time which bills the committee is hearing in Granicus Live Manager. This data is used to create index markers that will allow users accessing the archive to navigate directly to the bill audio/video of their choice.  After the meeting is adjourned by the Committee Chair, the Committee Secretary turns off the sound system, stops the AV recording in Granicus, and stops the Secretary's local (laptop) recording. Then the Secretary will begin postmeeting processing steps below.

[bookmark: _Toc377368278][bookmark: _Toc387041256]Postmeeting Processing – Committee Secretary
10. Once the meeting is adjourned, the first priority for the Committee Secretary is to produce the Business Report (a simpler version of the meeting log) and get it signed before the Chair leaves. The Business Report contains:
10.1. Executive action taken by the committee
10.2. Signature of Committee Chair 
11. After the Business Report is signed, the Committee Secretary updates/edits the meeting log entries with details including:
11.1. Executive action taken by the committee
11.2. Adding details of speakers 
11.3. Correct spelling and grammar
11.4. Other edits
12. Exhibits are scanned when possible. Pictures of physical objects used as exhibits may be taken. Names of speakers are taken from the sign-in sheet or other means (some remain unintelligible). Committee Chair may, on rare occasion, request that some exhibits not be shown, but no postediting of the log is allowed. All printed exhibits, sign-in sheets, etc., are placed into the meeting folder and brought to the Scanning Operator.
13. The Scanning Operator scans in paper exhibits and produces PDFs of each exhibit or photograph of exhibits. Then, using a WordPerfect macro, the Scanning Operator updates the log to produce links to the exhibits and place the exhibits in the public-access website directory (macro manages names of exhibit files and links URLs). Scanner Operator also places all meeting log files in the appropriate directory on the public-access website. 
[bookmark: _Toc377368279][bookmark: _Toc387041257]Postmeeting Processing – AV Coordinator 
14. When streaming/recording is stopped, the file automatically starts uploading to the Granicus servers and becomes available to the public immediately after uploading. Upload time is determined by length of the meeting. 
15. An AV staff member performs a postprocessing checklist on all archive recordings. The checklist consists of:
15.1. Cleaning up/editing the index markers the Secretary inserted (call to order, bill hearings, and executive action) 
15.2. Copying the cleaned-up markers to the audio meeting if there was both audio and video (this step is skipped if it was only audio broadcast.) AV staff member listens and verifies that the index markers sound correct on the audio recording.
15.3. AV staff member logs into the Legislative Event Manager Database form and enters metadata (clip id from Granicus recording), which writes data into event manager database, and copies the markers into LAWS Status so the audio and video will also be posted to LAWS Status pages. 
15.4. AV staff member verifies that the correct archive is showing on LSD webpage and bill status in LAWS Status/Web and that all links work properly. 
[bookmark: _Toc377368280][bookmark: _Toc387041258]Postmeeting Processing – TVMT 
16. TVMT Operator saves the recording to a DVD for backup/archiving and fulfilling requests for copies.

Note:  Requests for copies of these recordings can be made through the Communications Office, but it is hoped that most public access will be through the public-access website. 



[bookmark: _Toc370196336][bookmark: _Toc387041259][bookmark: _Toc377368281]Public Access Process 
Public access processes are not described in great detail in this section, but rather are covered at key points in the other process descriptions. Much more detailed information on content and servers are described in the corresponding system descriptions. 
Public access points
· Website
· LAWS Status
· Reception Desk
· Phone
· Email
· Social Media
[bookmark: _Toc387041260]Website
The Legislative Branch website provides the majority of electronic information. This includes all information that is required to be public. Each division that makes up the Legislative Branch has a presence on the website--House, Senate, Audit, Fiscal, Services, and Consumer Council.  The Legislative Branch website is the primary location for interim information.  All interim committees have pages, and all of their work is posted/updated on their pages.  Historical and educational data is also available. Though not officially required, this information is helpful to many demographics.  The information on the website is updated by many content contributors throughout the Branch.

Content available through the public-access website covers most of the information of interest to the public, although a few additional items could be added (e.g., prior Session Laws was mentioned).  Also, efforts are made to make the Web content accessible to all constituents by complying with Federal Code Section 508 requirements for accessibility. These include font readability, use of alt text, and other features designed to aid visually impaired and hearing-impaired users.
[bookmark: _Toc387041261]LAWS Status
This is the primary location where information is updated during a legislative session.  This system holds only information regarding bills. Any information that does not have a bill “attached” does not show up in LAWS.  The information on LAWS Status is updated by session staff and the Bill Analyst.

The reporting of LAWS Status information happens at several key points in various processes, and accessing that data is automatically managed through the query-based interfaces on the Web pages. This allows data to be captured as the work is done and requires little additional processing to make it available to the public. For instance, all key actions and transmittals are recorded in LAWS Status. The Web interface for accessing tracking information in LAWS Status executes a query against the current data in the LAWS database; and therefore, the query results contain the most current information available without secondary production processing or data synchronization. This efficient and timely approach should continue to be used.
While a broad range of status information and legislative documents are made available through the website, LAWS Web and LAWS Status, these systems are not as tightly integrated as they could be and other shortcomings are known. For instance, not all content stored on the Branch Home Page is directly linkable from the status information managed in LAWS Web. Also, there is no way to display meeting information in LAWS Status/Web if the meeting is not tied directly to a bill (ad hoc study meetings, etc.).
[bookmark: _Toc387041262]Reception Desk
During the interim, Receptionists throughout the first floor are able to provide customer service either in person, on the phone, or through email. There is a Receptionist for Services, Audit, Fiscal, Human Services, LEPO, and IT.

During session, the main reception area is the Information Desk located in the central area on the first floor. This Information Desk has a staff member available for walk-up inquiries, as well as multiple operators who answer calls coming in from the session information hotline.

[bookmark: _Toc387041263]Phone
In addition to the Receptionists, each employee has a direct telephone line. Some divisions choose not to publish their employees’ direct phone numbers, funneling all calls through the respective Receptionist. It is up to the employees to decide to whom they will give their direct numbers. Within state government, all phone numbers are located in the state directory. Some employees have cell phones that they use for work. These phones are primary phones for work as well as personal phones for the employee outside of work.

[bookmark: _Toc387041264]Email Address
Each employee has an email address. These email addresses are published on the Legislative Branch website and in the state directory.

[bookmark: _Toc387041265]Social Media
The Legislative Branch has established Facebook and Twitter accounts for providing information to a broader audience. These networks are used for updates regarding the legislative process.

[bookmark: _Toc370196337][bookmark: _Toc377368282][bookmark: _Toc387041266]Communications Office and Information Desk
The Communications Office coordinates communication and public outreach for the Legislative Branch. This office is supervised by the Communications Officer (CO). Office staff oversees audio/visual operations (see Audio/Video Streaming & Archiving Process), website content and layout (see Public Access Process), publication and distribution of various legislative documents including the Montana Code Annotated (MCA) and Annotations, and access to legislator and public information. Staff provides research and reference services through the Legislative Reference Center (LRC), as well as access to information from many sources for legislators and staff.

The CO coordinates the gathering of individual legislator contact and selected biographical information that is entered into a Legislator Information Database (an MS Access database created in-house). Portions of this information are displayed on the website and are used to produce printed publications, which are created using InDesign, Word, or WordPerfect.

The CO, along with LRC staff, is responsible for answering general information questions. The most common inquiries center on finding legislator contact information, trying to locate legislation from previous sessions, information regarding when former legislators served, and questions regarding the legislative process.

During a legislative session, the CO supervises an Information Desk that is established for the session only in order to answer session-specific questions and to take messages for legislators. Information Desk personnel have access to LAWS, legislator information, and committee room schedules in order to answer questions or direct visitors to appropriate committee hearing rooms. Information Desk personnel also collect and forward messages for legislators. Messages can be taken via the phone or in person using the Legislative Messaging System (an MS Access database created in-house), or citizens may also submit messages using an online web messaging form. Legislators are then forwarded the messages either through print copy or via email depending on the legislator’s preferred method (some have not embraced email fully yet).
[bookmark: _Toc387041267]Presession
1. Before each session, an updated list of legislators and their contact information is prepared. This legislator information includes each newly elected and existing legislator’s name, district, address, phone, and email information, as well as miscellaneous information such as occupation, spouse’s name, and Capitol office, phone, and parking spot numbers.
2. Committee membership, leadership, and staff assignment data is also collected as it becomes available.
3. All information collected is entered into the Legislator Information Database. This information is then used as a data source to populate the website and produce various legislative session publications. Information is also distributed, usually in the form of Excel spreadsheets, to other entities outside Legislative Services.

[bookmark: _Toc377368284][bookmark: _Toc387041268]During Session 
4. During a session, the Legislative Messaging System and the online web messaging form are used to collect all incoming messages to legislators. Several times each day, the Information Desk personnel run a batch process to either print out or email messages to legislators. 

[bookmark: _Toc377368285]

[bookmark: _Toc387041269]Sergeant’s Office Processes
The Sergeant at Arms (SaA) Office for each Chamber coordinates the logistics for activities of each Chamber.  Their responsibilities include managing access to the Chamber floors and hearing rooms during session and coordination of the legislator office space, parking spaces, and seating assignments (both Chambers) after assignment by leadership is completed. Other logistical activities support Chamber and committee activities.  Additional duties include general supply distribution, public relations, room scheduling, and general office and committee room setup and inventory.
The SaA for each Chamber provides crowd control and support in the Chamber, hearing rooms, and all staff rooms on that Chamber’s side of the Capitol. Special security issues are relayed to the Helena Police Department Officers on site and are coordinated between the two Houses on an “as needed” basis.  The SaA Offices coordinates with the LSD Facilities Coordinator, Capitol Securitas security, assigned Helena Police Officers, and others as needed.
The three main roles of the SaA Office are: 
· Chamber/committee logistics, providing information to visitors, and  safety
· Coordination of legislative pages 
· Management of supplies for legislative activities.
In addition to these responsibilities, there is also the general area of “household logistics”. 
Setup of and access to Chambers and committee meetings are managed by the SaA.  
Pages are volunteers that support the legislative process by delivering information and documents to members and others as needed. They can also be assigned to committee rooms to help the Secretary. They help with the making and distribution of the coffee “air pots” to hearing rooms and offices as needed. Pages are juniors or seniors in high school who apply for this position.  Each Senator is allowed two pages per session, while each Representative may have one per session. Their scheduling, training, and supervision are done by the Assistant Sergeant/Page Coordinator.
Supplies, such as paper, toner, ink, and other office supplies, are coordinated by the SaA as well.
The SaA Offices start becoming busy in the 7 weeks leading up to a session and remain active until a few weeks after the end of the session.  The SaA does not support interim committee activity. 
[bookmark: _Toc377368286][bookmark: _Toc387041270]Presession Activity
1. Several activities take place prior to each session.  After the election in November, the first informational packet is assembled and sent to legislators to collect key information.  This packet includes forms to be filled out and returned for ordering name badges, state stationery, and business cards and for page requests, in addition to special needs the legislator might have and emergency numbers of next of kin. Just before the session starts, a second letter is sent informing members of their office number, phone number (if they have one), Chamber seat number, parking space, and mail box number and its combination.  Chamber seating, member offices (only a limited number available), and parking assignments are completed by leadership.  Committee membership is determined by the Committee on Committees for the Senate and by the Speaker for the House (See SR 30-10 and HR 30-10).  These assignments are communicated to the SaA Office in written form, usually during the last part of November (the House requires more time than the Senate due to having more members and higher turnover).They are used by the SaA for distribution of keys to appropriate offices.  Once leadership has determined seating and parking arrangements, the SaA requests from IT that the appropriate charts be printed for future distribution. Name badges, state stationery, and business cards are ordered when forms are returned.   The final packet is distributed on the first day of session.  The packet includes a keyless entry photo ID badge, legislative name badge, seating charts, and general information.
2. The SaA Office will work with IT and others to have PCs, email, and network accounts up and ready to run by the start of session.  The SaA Office works closely with IT and the Facilities Coordinator to ensure that all phone numbers are current in the master phone database.  
3. Also prior to session, the scheduling of pages is started by the Assistant Sergeant/Page Coordinator. This is an ongoing process during the session. Letters are sent to those students who are accepted confirming their dates, the dress code, and rules they are expected to follow. Some housing and other support may be coordinated, but pages are normally required to manage their own travel and lodging.
4. Also prior to the session, the Assistant Sergeant/Supplies checks and replenishes the stock of paper, pens, etc.  Rental contracts for copier machines, water coolers, and coffee machines are finalized and coordinated through the Facilities Coordinator. Newspaper and periodical subscriptions are renewed by the Assistant Sergeant/Supplies. Several sets of the MCA are placed in working areas for both Chambers and in all hearing rooms.
5. All SaA staff members participate in the final cleaning of offices and stocking them with needed office supplies.

Note: The SaA and staff for each Chamber are responsible for any emergency evacuation of their side of the building.  The Emergency Action Plan is followed, and the Facilities Coordinator provides training to the incoming SaA and staff members prior to session and throughout the session.

[bookmark: _Toc377368287][bookmark: _Toc387041271]During Session
6. At all times during a Floor Session, the SaA is present in the Chamber.  The Assistant Sergeant/Facilities and support staff (in easy to spot blazers) are outside the Chamber doors and/or in the gallery above. If necessary, they also walk the halls or may stand outside a committee meeting and limit the number of attendees entering the room to comply with fire codes. Sergeant’s staff members may assist in room setup (e.g., adding chairs or tables), may stock coffee, water, paper, or other supplies, and may redirect attendees and the public in the event of a room change.  The SaA manages press areas and can call for assistance to address special access needs or requests for ADA accommodations.
7. 
Note: On occasion, some security issues/disruptions may require the assistance of the onsite Helena Police Officers.  The Facilities Coordinator assists the SaA in evaluation of these matters and provides any necessary support.

8. New pages arrive every Monday morning. The Assistant Sergeant/Page Coordinator begins orientation with a tour of the building and details their duties and assignments.  The dress code is strictly enforced.

Note: The pages are tightly supervised and kept busy.  The Page Coordinator knows where they are at all times.  The pages are expected to learn through working with staff.  There is very little down time. 

9. During session, committee meetings may require room changes and/or ad hoc committee meetings may be scheduled.  The SaA helps direct people to the new room locations, manages overflow, enforces room capacity, and may help adjust furniture, AV equipment, signage, etc.

Note: The SaA needs information on current schedules/room assignments for committees.   A “Committee Meeting Schedule” is created that lists all the Secretaries, their office locations and phone numbers, their committees rooms, and the legislators who chair each committee and their office location and phone number.  On the People Finder Report, which is generated out of the Legislator Information Database, a person can look up a Secretary and tell where that Secretary is on any given day. It also lists all the legislators, all of their committees, room numbers, and times of meetings, their office locations, and their phone numbers.  This database is maintained by the Communications Officer.  At any given time, a person can look up a particular Senator or Representative and find that person. This might be formalized for both Chambers.

Note:  Due to security and respect for the limited time that legislators have, this information is currently held closely.  While the Information Desk and other LSD staff members can access this database and can, as necessary, provide information depending on the situation, it is unlikely that legislators would ever desire it to be freely distributed.

10. Throughout the session, supplies are monitored and ordered as needed and all related billing is reviewed before payment.  Sometimes the SaA helps order food for legislators and staff when they are working late.  Usually one of the SaA staff is one of the last to leave the building each night.

Note:  The SaA positions are unique in that those employees need to know where all furniture/equipment is or is stored and how to use it.  They need a good working relationship not only with their office staff, but with all personnel in the building as well as the legislators and the public.  In this position decisions sometimes need to be made in a hurry.
[bookmark: _Toc377368288][bookmark: _Toc387041272]End of Session
11. At the end of the session, the SaA collects keys from legislators and staff members, works with the Facilities Coordinator and IT to shut down most phones and internet jacks, and helps account for all furniture and other inventory.
12. Supplies are put away and coffee machines, water dispensers, and copiers are returned (no need to pay rent during interim). Subscriptions are also cancelled to avoid waste and expense.
13. The control of the Chambers and hearing rooms is turned back over to the Facilities Coordinator for the duration of the interim.  Any repairs or requests are left with Facilities Coordinator to be done during the interim.
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