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BILLINGS PUBLIC LIBRARY 

BOARD OF TRUSTEES 

BYLAWS 

 

Sec. 2-507. - Meetings, rules and procedure.  

All boards, commissions, and committees shall comply with this article and the following rules of 
procedure. A board, commission or committee shall not establish its own bylaws or any other rules without 
the prior written approval of the city council, unless otherwise required by law. All bylaws or rules of 
procedure existing on the effective date of this article are void and shall be replaced with the rules of 
procedure set by ordinance.  

(1) Election of chairperson and vice-chairperson; presiding officer. At the first meeting of every 
calendar year, a chairperson and vice-chairperson shall be elected by a majority of members 
present at the meeting. The chairperson shall be the presiding officer and shall be responsible for 
recognizing those who would like to speak and generally enforcing a productive decorum. In the 
absence of the chairperson, the vice-chairperson shall be the presiding officer. In the absence 
of the chairperson and the vice-chairperson the presiding officer shall be a former 
chairperson. In the absence of a chairperson, vice-chairperson, or former chairperson, a 
meeting shall not be called to order.   

(2) Location; calling to order; quorum. The advisory boards, commissions or committees shall hold 
regular meetings for the transaction of city business as required. A majority of the meetings held 
by each board, commission or committee in any calendar year shall be located in a public facility 
owned by a governmental entity. Any regular meeting may be canceled or rescheduled by 
majority vote of the advisory board, commission or committee at any time prior to the last business 
day before the scheduled meeting. The presiding officer or any three (3) members may request 
that a special meeting be called. The request shall be submitted to the staff liaison who shall 
prepare the agenda and notice in writing, which notice shall be delivered or mailed to all members. 
All meetings shall be held in accordance with the public notice and public meeting laws.  

At any regular or special advisory board, commission or committee meeting, the presiding officer 
shall call the roll, and the names of all members present shall be recorded in the minutes. The 
presiding officer shall announce whether or not a quorum is present. Unless otherwise set by law, 
a simple majority of the members of the advisory board, commission or committee duly appointed 
and qualified is necessary to constitute a quorum. A meeting must have a quorum present in 
order to conduct business. Members must be physically present for meetings, and no proxy votes 
shall be allowed. Members shall vote on all agenda items unless prohibited by law.  

(3) Meetings open to the public. All meetings of the boards, commissions, committees, 
subcommittees or other entities created by the city council shall be open to the public if required 
by state law. "Meeting" means the convening of a quorum of the membership of the boards, 
commissions or committees created by the city council, whether corporal or by means of 
electronic equipment, to hear, discuss, or act upon a matter over which the city council has 
supervision, control, jurisdiction, or advisory power.  

A public comment period shall be provided at each meeting. The presiding officer may set time 
limits for the comments.  

(4) Proposed agenda.  

a. The presiding officer through the staff liaison shall prepare a draft regular meeting agenda 
and shall provide the same to the members in accordance with an agreed process designed 
to provide them with sufficient time and opportunity to review the draft agenda and request 
changes therein prior to its finalization.  

b. The staff liaison shall prepare the final agenda of business to be considered at the regular 
meeting and shall transmit copies of the same to the members on or before close of business 
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on the Monday preceding the regular meeting at which the matters are to be considered. 
Agenda items may only be removed from the agenda by the consent of a three-fourths (¾) 
majority of the members present.  

c. Only matters that appear on the agenda shall be considered by the members at its regular 
meeting. Matters that are ministerial or deemed not of significant interest to the public may 
be added by consent of a three-fourths (¾) majority of all members present.  

(5) Order of business for regular meetings. At all regular meetings of the advisory boards, 
commissions and committees, the order of business shall be as follows:  

a. Call to order; 

b. Roll call; 

c. Correcting, if necessary, and approving minutes of the last meeting or meetings; 

d. Staff liaison reports; 

e. Public comment on the published agenda or non-agenda items. Speakers are requested to 
indicate their desire to speak and which item or items on which they wish to offer comment 
by filling in their name, address and agenda item number or subject on a prepared "sign in" 
sheet. The length of time a speaker may speak is limited and is set by the presiding officer.  

f. Agenda. The agenda constitutes an individually numbered listing of business items either:  

1. Requiring a public hearing prior to action; 

2. Giving a special informational presentation; or 

3. Any item that requires separate time by the board, commission or committee to fully 
discuss the matter prior to rendering a decision.  

g. Adjourn. 

The order of business may be altered for any meeting by a majority vote of the members present. 
The order of business for any special meeting shall be specified in the notice calling for the special 
meeting.  

(6) Minutes.  

a. Appropriate minutes of all meetings of advisory boards, commissions and committees shall 
be kept by the staff liaison and shall be available for inspection by the public.  

b. Such minutes shall include without limitation: 

1. Date, time, and place of meeting; 

2. A list of the individual members of the board, commission or committee in attendance; 

3. The substance of all matters proposed, discussed, or decided; and 

4. At the request of any member, a record by individual members of any votes taken. 

(7) Distribution of minutes. It shall be the duty of the staff liaison to see that copies of the minutes are 
transmitted to the members as soon after the original minutes are written as possible. The minutes 
must be finally approved at the next meeting and shall be posted on-line at the city's website 
within ten (10) business days after final approval. The minutes are permanent records of the city 
and must be retained indefinitely.  

(8) Rules of procedure for meetings. The meetings of the advisory boards, commissions or 
committees shall in all cases be governed by the following rules, unless otherwise set by interlocal 
agreement, statute, or ordinance, or unless they are suspended pro tem by a majority vote:  

a. Decorum.  
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1. The presiding officer shall preserve order and decorum and shall decide all questions 
of order, subject to appeal to the board, commission or committee.  

2. Every member, previous to speaking, shall address the presiding officer, but shall not 
proceed until recognized and named by the presiding officer. The provisions of Robert's 
Rules of Order Newly Revised concerning assigning the floor are superseded by this 
rule of procedure.  

3. When two (2) or more members address the presiding officer, the first to have 
precedence shall be decided by the presiding officer. The provisions of Robert's Rules 
of Order Newly Revised concerning assigning the floor are superseded by this rule of 
procedure.  

4. While a question is being placed on the floor, no member shall speak or walk across 
the meeting room or leave the same.  

5. When any member is addressing the group, no other member shall engage in private 
conversation or do any other act to divert attention or interrupt the speaker.  

6. At meetings all questions relating to the priority of business shall be decided without 
debate.  

7. To preserve meeting decorum and minimize distractions, television cameras are to be 
confined to designated areas. Interviews in the chamber are permissible after meetings. 
No interview or live narration will be allowed in the chamber prior to or during the 
proceedings of a meeting.  

b. Meeting protocol.  

1. A member shall not speak more than twice on the same subject without leave of a 
majority of the group, nor more than once until every member desiring to speak on the 
pending question has had an opportunity to do so.  

2. No motion shall be debated or put to a vote unless the same shall be seconded. The 
motion and second shall then be stated by the presiding officer.  

3. All motions shall be stated in clear, concise and definite terms, beginning with the 
language: "I move that . . . ". "I so move" or any other abbreviated language does not 
constitute correct form for a motion and is out of order.  

4. After a motion has been stated by the presiding officer it shall be deemed in possession 
of the group, but may be withdrawn at any time before amendment or decision, by the 
mover with consent of the second.  

5. If a question under consideration contains more than one (1) distinct proposition any 
member may demand a division.  

6. When a question is under debate, no motion shall be entertained, except: First, to 
adjourn; second, to lay on the table; third, for the previous question; fourth, to postpone 
to a day certain; fifth, to refer to a committee; sixth, to amend; and seventh, to postpone 
indefinitely. These motions shall have precedence in the order stated.  

7. Amendment of a question may take the form of a motion to substitute. Adoption of a 
motion to substitute shall be deemed approval of the substitute motion itself and further 
debate and amendment of the adopted substitute motion are not in order. The 
provisions of Robert's Rules of Order Newly Revised concerning substitute motions are 
superseded by this rule of procedure.  

8. A motion to adjourn shall always be in order, except when a member is addressing the 
chair, or a vote is being taken. Motions to adjourn and lay on the table shall not be 
debatable.  

9. No motion on a subject different from that under consideration shall be permitted. 
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10. After a vote is announced, no member shall change his vote without following the 
procedure for reconsideration.  

11. No motion for reconsideration shall be in order unless made at the same meeting or the 
meeting following that on which the decision was made, nor shall such motion be made 
except by a member who voted with the majority. If the motion for reconsideration is 
approved by a majority vote of the board, commission or committee, then the decision 
on which the vote is to be reconsidered is placed back on the agenda at a location 
specified by the presiding officer for further consideration and another vote.  

12. In case a voice vote is indeterminate, a roll call vote shall be taken. 

13. In case of a tie vote on any proposal, the proposal shall be considered lost/failed. 

14. The staff liaison shall rule on all questions of parliamentary procedure and the staff 
liaison's decision shall be final.  

15. Every member present shall vote upon every question submitted, unless excused or 
unless the member has a financial or personal interest as defined in section 2-702. If a 
member has a financial or personal interest, the member shall, immediately after the 
motion has been made and seconded, or as soon thereafter as the member may be 
recognized by the presiding officer, publicly disclose the nature and extent of such 
interest and disqualify himself or herself from participation in the deliberation and voting 
on the question.  

c. Documentation of proceedings.  

1. In all cases the name of the member proposing a motion and seconding the motion 
shall be entered in the minutes.  

2. Any member may demand the roll call of ayes and noes upon any question pending. 
Except as provided in this subsection, a vote on all matters shall be by voice vote.  

3. All reports or proposals shall be reduced to writing before being submitted to a vote. 

4. Application of Robert's Rules of Order. In all parliamentary practice not herein 
prescribed, Robert's "Rules of Order Newly Revised" shall govern so far as applicable.  

d. Public hearings. Public hearings may be required by law or by council policy. Public hearings 
are held for the purpose of noticing legislative facts and receiving expressions of public 
opinion on a question, including views of interested parties. When public hearings are 
required by law, they shall be held as set out herein. At the commencement of any public 
hearing, the presiding officer may set time limits for the presentation of views of proponents 
and opponents of the measure. These time limits shall be adhered to strictly. At the 
conclusion of his testimony at a public hearing, any individual may be questioned by any 
member. The time involved in such question and reply shall not count against the time 
allowed for the presentation of views.  

(Ord. No. 09-5485, § 1, 1-12-09) 

Sec. 2-508. - Limitations of powers.  

A member of an advisory board, commission or committee, except as otherwise provided by law, shall 
not:  

(1) Incur city expense or obligate the city in any way without prior authorization of the mayor and city 
council.  

(2) Make any written or oral report of any board, commission or committee activity to any individual 
or body unless:  
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a. To the mayor and city council; 

b. Authorized to do so by majority vote of the entire membership of the board, commission or 
committee; or  

c. Allowed by law. 

(3) Independently investigate citizen complaints against departments or individual employees or 
volunteers by questioning witnesses or otherwise.  

(4) Conduct any activity which might constitute or be construed as establishment of city policy.  

(Ord. No. 09-5485, § 1, 1-12-09) 

Sec. 2-509. - Supervision by mayor and city council.  

The advisory boards, commissions or committees are established to advise and provide 
recommendations to the mayor and city council on particular issues. As such, the mayor and city council 
have the authority to direct, supervise, and oversee the activities of any board, commission or committee.  

(Ord. No. 09-5485, § 1, 1-12-09) 

Sec. 2-510. - Reports.  

The presiding officer of each board, commission or committee shall report to the mayor and city council 
annually either in person or in writing. If the presentation is in person, it will be at a council work session at 
a date and time arranged through the staff liaison.  

(Ord. No. 09-5485, § 1, 1-12-09) 

Amendment on Committees 

There are established two standing committees. The board chair shall appoint committee members and a 
chair for each committee, subject to confirmation by the full board. The committees shall operate under 
Billings Municipal Code 2-507 through 2-510. 

(1) A Strategic Planning Committee shall work with Library staff to develop and adopt a three-year 
strategic plan for the Library. 

(2) A Board Development Committee shall develop and manage a new trustee orientation, encourage 
continuing education and Montana State Library certification for trustees, solicit candidates for board 
officers and submit a slate of candidates to the full board, at least one meeting prior to the officer 
election. 

(Amendment adopted 11/12/2015 by Library Board of Trustees pursuant to Library Interlocal Agreement 
between Yellowstone County and City of Billings) 


