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HOUSE JOINT RESOLUTION NO. 13

INTRODUCED BY HARPER, O'CONNELL, BRAND

IN THE HOUSE

4, 1979 Introduced and referred to
. Committee on State Administration.

January 31, 1979 Committee recommend bill

February

February
February

February

February

March 13,

March 14,
March 15,

March 19,

March 20,

do pass as amended.
Report adopted.

1, 1979 Printed and placed on
members' desks.
2, 1979 Second reading, do pass.
3, 1979 Considered correctly engrossed.
5, 1979 Third reading, passed.
Transmitted to second house.
IN THE SENATE
6, 1979 Introduced and referred to
Committee on State Administration.
1979 Committee recommend bill
be concurred in. Report adopted.
1979 Motion pass consideration.
1979 Second reading, concurred in.
1979 Third reading, concurred in.
IN THE HOUSE
1979 Returned from second house.

Concurred in. Sent to enrolling.

Reported correctly enrolled.
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LE 0874701

H:ﬁud_ﬁ_ JOINT RESOLUTION NO. /3
INTRODUCED BY
127' Y

A JOINT RESOLUTION OF THE SENATE AND * THE  HOUSE  OF
REPRESENTATIVES OF TYHE STATE OF MOKTANA DIRECTING THE
PROMULGATION OF RULES BY THE DEPARTMENT OF ADMINISYRATION
GRANTING RECOGNITION TO THE CERTIFIED PROFESSIONAL SECRETARY
PROGRAM AND PROVIDING COMMENSURATE SALARY INCREASES AND
DIRECTING THE MERIT SYSTEM COUNCEL TD ALLOW COLLEGE CREDIT

EQUIVALENCY FOR SUCH PROGRAM.

WHEREAS to encourage incentives advancements and
professionalism in the secretarial professions it is
appropriate for the state of Montana to grant recognition to
the Certified Professional Secretary {CPS5) prograwm; and

WHEREASs the CPS rating requires certain education and
background experience plus the completion of a comprehensive
2-day examination on Environmental Relationss Business Law
and Public Policys Economics and Managements Financial
Analysis and Business Mathematicsy Communications and
Decisionmakings and Dffice Procedures; and

WHEREASs many colleges and universities give 2 years®
credit for the CPS rating; and

WHEREASs the Department of Adsinistretion is charged

with encouraging and exercising teadership in the
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LC 0874701

development of effective personnel administration within the
several agencies in the state of Montana and developing
programs for the improvement of employee effectivenessy

including traininge

NOMy THEREFOREe BE IT RESOLVED BY THE SENATE AND THE HOUSE
OF REPRESENTATIVES OF THE STATE OF MONTAMA:

(1) Thate under authority of Section 2-18~102(3)s MCA,
the Department of Administration is directed to immediately
initiate proceedfngs to adopt rules to accomplish the
following®

{a) provide any employee in the classified secretarial
service of the state of Montana who passes the CcPS
examination of the National Secretaries Association
{International) with a two-step salary advancesent under the
State Compensation Plans providing there is continued
improved job performance. The pay increase shall:

(i) become effective for the first pay period
following certification by the Institute for Certifying
Secretaries or on the effective date of the administrative
rule in the case of a CPS currently employed by thé state of
Montanaj

{ii}) not affect the eligibility of @ CPS for routine
merit increases: and

(iti) apply to part-time state ewmployees who have
{ =

—z- HIls 1z

INTRODUCED BILL
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achieved the CPS rating;

{b) provide any employee in the classified secretarial
saervice of +the state of HMontana who passes the cPsS
exawmination of the Mational Secretaries Association
{International) with a merit review and consideration for
advancement in addition to the pay increase;

{c) provide any esployee in the classified secretarial
service of the state of Montana who passes the CPS
examination of the National Secretaries Association
(International) with job-related educational leave and
reimbursement therefor for continued professionalism;

{d) provide 2 years of college education equivalency
for a CPS rating in the Department of Adainistration rating
system structurees

{2) Thats under authority of Section 2-18-105s MCAe
the Merit System Council is directed to immediately initiate
proceedings to adopt a rule providing for 2 years of college
education equivalency for a CPS rating in the MHerit Systea
rating systeme.

-End-
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HJR Q013,702

Approved by Committee
on State AdminAstration

HOUSE JOINT RESOLUTION .NO. 13
INTRODUCED BY HARPERs O*CONNELLs BRAND

BY REQUESTY

A JOINT RESOLUTION OF THE SENATE AND THE  HOUSE  OF
REPRESENTATIVES OF THE STATE OF MONTANA DOIRECTING THE
PRUMULGATION OF RULES BY THE OEPARTMENT OF ADMIMISTRATION
GRANTING RECOGNITION TO THE CERTIFIED PROFESSIONAL SECREVARY
PROGRAM AND_ QOTHER STATE EMPLOYEES WHO HAVE DREMONSTRATED
SUPERIOR _JOB _ _PERFORMANCE AND  PROVIDING  EOMMENSURAFE
OPPORTUNLITY _ FDR _ADYANCEMENT AND SALARY INCREASES 4ND
BEREEFING-FHE-MERIF—SY¥SFEM-COUNEIL-FO-ALEOWN-~EOLLEGE--EREDLF
EQUIYALENEY-FBR-SHEH-PROGRAM,

WHEREASs to encourage Iincentives advancesents and
professionalism in the secretarial professione it is
appropriate for the state of Montana to grant recognition to
the Certified Professional Secretary (CPS) program; and

WHEREASy the CPS rating requires certain education and
background experience plus the completion of a comprehensive
2-day examination on Environmental Relationse Business Law
and Public Policyes Economics and Managements Financial
Analysis and Business Mathematicsy Communications and
Decisionmakings and Office Procedures; and

WHEREASy many--colieges-and-universities-give-2-yesrs?

vt W
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HJR 0013702

eredit-for-the-EPS—ratingt-ond
WHEREASvy-the-Bepartment-of--Administration——+9--chorged
with-——-eneouraging---end —-exereising-——teadership-——in--the
development—of ~effective-personnei-administretion—within-the
severat-agencies-in-the--stiite-—of--Hontane——snd-~daveleping
progrems-—for--the-~-inprovement--of--enployee—effectivenessy
tnetuding-treininge 10 ENCOURAGE INCENTIVEs ADVANCEMENTs AND

HOWe THEREFOREy BE IT RESOLVED BY THE SENATE AND THE HOUSE
OF REPRESENTATIVES OF THE STATE OF MONTANA:

£+ Thats under authority of Seetion SECTIONS
2-18-102¢(3} AND _ _2-18-301+ MCAe the Department of

Administration is directed to Tomediatety initiate

-2~ HJR 13

SECOND READING
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HJR 0013/02

proceedings to adopt rules to accomplish the followings
tay-—provide-any-employee-in-tha-cisss+fied-seeretarist
service-——of--the--stete-—of--Mentene--who--passes—-the--ER5
examinstion--of---the---Natione}---Secretertes—--Associstion
tinternetionati—with-a-two-step-sstary-advoncesent-under—-the
State-—-Eompensstion—-Plenr--providing--there--+s—-continued
improved-job-perfornances-Fhe-pey-increase-shelde
t+y-—becone--effective—~for-—tha-——first-—-psy-——period
forowing——certification--by-—-the--institute—~for-Gertifying
Secretarites-or-en-the-effective-date-of-—the--aduninistrative
ruie-in-the-case~of-8-EPS5-currentiy-emnpleoyed-by-—the-state-of
Montanet
titi-not--effact--the—etigibitity-of-a-EPS5—For-routine
merit-inereasest-ond
titi)-apply——to--part-tine——state-—enployees—-who-—have
echievad-the-EP5-ratingt
tb1--provide-any—esployee—-in—the-ciosstfied-secreteriat
service-—-of-——the--state-—-of--Nontons—-uho--passes--the-—EPS
exanénstion-—of---the---Netienel---5ecreteries-~—Assoctetion
tinternstionsti--with--o--merit-review-snd-considerastion-for
sdvencement-in-eddittion-to—the-poy-increoset
tet-—provide-any-eaployee-in—the-classified-secretarvel
service-—of--the--state--of--MHontona— -who-~pesses—-the---ERS
examination---of-——the——-National---Seeretaries—-Assecintion

tinternationeti--with—-~job—retated--educationsl--}enve-—--and

-3- HJR 13
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reimbursenent-therefor-for-continued-professionalisme

tdy--provide--2--years—of-cotiege—educatton-equivatency
for-a-EPS-roting-tn-the-Bepartment-of-tdmintstration--rating
system-structures

t23--Fhoety-—under—esuthority—-of-Section-2-18-185v—MEAy
the-Merit-System-Eouncit-+s-directed-to-immediately-inttiote
proceedinga-to-adept-a—-rule-providing-for-2-years-of-cotiege
education-equivetency-for-a—EP5-roting—in—the--Herit--System
rating-systeas

L1} PROVIDE OPPOURTUNIIY FOR MERIT PAY OR PRODUCTIVIIY
BONUSES, BASED UPON OEMONSTRAYED SUPERIOR _JQ8 PERFORMANCE:
AND

£2) IMPLEMENY A UNIFORM SYSTEM OF PERFORMANCE-BASED
EVALUATION THROUGH PERIODIC SUPERYISOR/EMPLOYEE CONFERENCES.
IME_SYSTEM SHALL BE DESIGNED _TO IMPROVE _.JOB PERFORMANCES
ENMHANCE _SUPERYISOR/EMPLOYEE COMMUNICATIONS. AND DEICRMINE
APPROPRIATE _ ACTION _ CONCERNING  EMPLOYEE __ RETENTIONS
ADVANCEMENT. _AND MERIT BRECOGNITION. THE SYSTEM _SHOULD
ENCOURAGE EMPLOYEE INITIATIVE IM GAINING INCREASED RELEYANT
JOB___KNOWLEDGE . SUCH A5  DEMONSTRATED BY PROEESSIONAL
CERTIFICATIONS

-End-

—tm HJR 13



46th Legislature

10

11

12

i3

14

15

16

17

i8

19

20

21

22

23

2%

25

HJR 0013/02

HOUSE JOINT RESOLUFION NOs 13
INTRODUCED BY HARPERs O*CONNELLy BRAND

BY REQUEST

A JOINT RESOLUTION OF THE SENATE AND THE HOUSE OF
REPRESENTATIVES OF THE STATE OF MONTANA DIRECTING THE
PROMULGATION OF RULES BY THE OEPARTMENT OF ADMINISTRATION
GRANTING RECOGNITION TD THE CERTIFIED PROFESSTONAL SECRETARY
PROGRAM AND_ OTHER STATE EMPLOYEES  NHO HAVE DEWGNSIRATED
SUPERIDR _JOB _PERFORMANCE AND PROVIDING CBMMENSURATE

QPPORTUNITY _ FOR  ADVANCEMENY AND SALARY INCREASES +4ND
BEREEFING—FHE-NERFF-SY¥STEM-COUNETL—FB-ALLOW--€EBLLEGE-—EREDTF
EQUIVALENE¥ -FOR-SUEH-PREBGRAM.

WHEREAS to encourage incentive. advancementey and
professionalism in the secretarial professions it is
appropriate for the state of Montana to grant recognition to
the Certified Professional Secretary (CPS) program; and

WHEREASy the CPS rating requires certain education and
backyground experience plus the completion of a comprehensive
2-day examination on Environmental Relationse Business Law
and Public Policys Economics and Managements Financial
Analysis and Business Mathematicss Communications and
Decisionmakings and Office Procedures; and

WHEREASs many--coiteges-ond-universities-give-2-yeors*
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HJR 0013/02

eredit-for-the-EP5-ratings-ond

MHEREASy-the-Department-of-—Administretion——is-—charged
with---encouraging-—-snd-—-exercising---tresdership-—~in--the
develtopment-of-effective-parsonnet-aduinistretion—within—the
several-sgencies-in-the--stete——of--Nontona--end--developing
progress--for-—the--improvesent--of--e¢apioyee—effectivenessy
tnetuding-treiningy 10 ENCOURAGE INCENYIYEs ADYANCEMENTs AND
BROFESSIONALISH IN ALL OCCUPATIONS IN STATE GOVERMMENTe KT
15 _APPROPRIATE FOR_TYHE STALE OF MONTAMA TO GRANI RECOGNITION
I0__STATE EMPLOYEES WHO WAYE DEMOMSIRATED SUPERIOR JOB
RERFORMANCEs CAPALITYs ABILIYYs ANO QUALLTY AND LENGTH _QF
SERYICE. __AND . _SUCH _ RECOGNITION SHOULD _INCLUDE SALARY
ADYANCEMENTS _IN THE FORM OF STEP IMCREASES FOR SYATE
EMELOYEES: AND

WHEREAS. A SYSTEM TO IDENTIFY AND RECOGNIZE MERITORIOUS
SERYILE IS NEEDEG TO REMARD STAYE EMPLOYEESs AND 1Y NOULD BE
APPROPRIATE EQR. THE STAJTE OF MONTANA JO OEVELOP A UNMIEQRN
EYALUATION SYSTEN THAY MOULD REMWARD SYAYE _EMPLOYEES FAIRLY
AND _EQUITABLY.

MOWs THEREFOREs BE IT RESOLVED BY THE SENATE AND THE HOUSE
OF REPRESENTATIVES OF THE STATE OF MONTANA:

t+4 Thatsy under authority of Seetion SECTIONS
2-18-102(3) AND 2-18-301, MCA»s the Departmsent of

Administration is directed to +omediatedy initiate

-2- HJR 13
THIRD READING
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HJR 0013702

proceedings to adopt rules to accomplish the following:
tot—-provide—any-empiovee-in-the-classified-secreataried
service---of-~the--stace--of--Montens--who--pesses--the--EPS
exomination--of---the---Nattonel---Secretaries---Associntion
tinternationoti-with-a-two-step-satery-advencenent-under—the
Stete---Compensstion--Pleny—-providing-—there—-i3--continued
+aproved-job-perfornsncer-Fhe-pay-incresse-shalie
ti+y--become--affective-~for--the---first—-pay-——period
fottowing--certificotion--by-—the--institute--for-Gertifying
Seeretaries-or-on-the—effective-date-of--the--aduinistrative
rote-in-the-ceose—of-a-EPS-currentiy-employed-by—the-state-of
Hontenet
tity-not--offect--the—eatigibitity-of-a-EPS—Ffor—reutine
merit-inereasest-ond
fi+&1-app§1--te--port-t+-a-;1eate-—o-p§ofoeo--uho--have
schieved-the-EP5-ratingt
tbi--provide-any-enployee-in-the-ctessified-secretariad
service---of--the--atete--of--Montone--who--peasses-—the--EP§
exemination--of---the---Netional---S5ecretories---Asvrociation
tinternotional)--with--a--mertt-reviou-snd-constderation~for
advancenent-in-addition—to—-the-pay-increaset
tey--provide-any—emplevee-in-the-ctessifiod-secretorvad
service-—-of-—the--stete— -of--Mentona—~who——passes--the---EPS
examination---of--—the---Netional---Secretaries-—issociation

tinternationat)-~with-—job-retated-—educotionst--tesve---eand

-3~ HJR 13
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retmbursement-therefor-for-continoed-professionatisms

te3~--provida~-2--years-of-cotiege—education—equivatency
for-a-EPS-rating-in-the-Bepartaent-of-Administretion-—rating
system-structures

t24-~-Fhaty--under--suthority--of-5Section-2-18-395v-HEAy
the-Herit-System-Eounct+i-+s-directed-to-immediately-initiate
procesdrnga-to-adept-e-rute-providing-for-2-years-of-coltege
eduocation-equivalteney-—for—e—EPS-rating-in-the--Merit-—-System
reting-systens

£1) PROYIDE OPPOQRIUNITY FOQR MERIT PAY OR PROCUCTIVITY
BONUSESs BASED UPON DEMONSTRATED SUPERIOR _JOB PERFORMANCESD
ANDQ

£2) _IMPLEMENT A UNIFDRM SYSTEM OF PERFORMANCE-BASED
EVALUATION THROUGH PERIODIC SUPERYISOR/EMPLOYEE CONFERENCES.
IME SYSYEM SHALL BE DESIGNEQ TO IMPROVE _.JOB PERFORMANCE.
ENHANCE _SUPERYISOR/EMPLOYEE COMMUNICATIONS. AND DETERMINE
APPRUPRIATE _ ACTION ~ COMCERNING  EMPLOYEE = RETENTION.
ADVANCEMENT, AND MERIT RECOGNITION. THE _SYSYEM _SHOULD
ENCOURAGE EMPLOYEE INIYXATIVE IM GAINING INCREASED _RELEVANT
JOB_ EKMOWLEDGE _SUCH AS DEMONSTRAIED DY PROFESSIONAL

CERIIEICATIONS
—End-~-

~h- HJR 13
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HJR 0013/03

HOUSE JOINT RESOLUTIDN NO. 13

INTRODUCED BY HARPERs O°CONNELL. BRAND

A JOINT RESDLUTION OF THE SENATE AND THE  HOUSE OF
REPRESENTATIVES OF THE STATE OF WDNTANA DIRECTING THE
PROMULGATION OF RULES BY THE DEPARTMENT OF ADMINISTRATION
GRANTING RECOGNITION T8 THE CERTIFIED PROFESSIONAL SECRETARY
PROGRAM AND__QYHER STATE EMPLOYEES _WHQ HAYE DEMONSTRATED
SUPERIGR JOB _ PERFORMANCE AND PROVIDING  ESMMENSURAFE

OPPORIUNITY _ _EOR . _ADYANCEMENI _AND SALARY INCREASES ANP
BEREEFING-FHE-MERFF—SYS5TEM-COUNE L~ FB-ALLOW--COLLESE--CREDEF

EQUIVALENEY-FBR-SUEH-PROSRAM.

WHEREAS, to encourage incentives advancesents and
professionalism in the secretarial professions it is
appropriate for the state of Montana to grant recognition to
the Lertified Professional Secretary (CP5) progras; and

WHEREASs the CPS rating requires certain education and
background experience plus the completion of a comprehensive
2-day examination on Environmental Relationses Business Law
and Public Policy» Economics and Management, Financial
Analysis and Business Mathematics, Communications and
Decisionmakings and Office Procedures; and

WHEREASs many colleges and universities give 2 years®

credit for the CPS rating;s and
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HJR 0013,03

WHEREAS, tha-Bepartment-of-—Administration—-is-—chorged
with-—-encovreging---and-——-exereising-—-teadership---in—-the
development-of-effective-personnel-sdaintstration-within-the
seversi-agqencies-rn-the--state——of--Nontena--and--devetoping
progrems—-for--the--iaprovensnt—of -—quptoyee—ef fectivenessy
tnctuding-troinings 10 ENCOUBAGE INCENTIVE: AOVANCEMENI. AND
BROFESSIONMALLSM IN ALL OCCUPATIONS IM STATE GOVERNMENYs 1T
IS _APPROPRIAJE EQRf THE STAIE OF MONTANA TO GRANI RECOGNITION
IO __STATE EMPLOYEES WHO HAVE _DENSONSIBATEQ _SUPERIQR. JOB
BEREORMANCE. CAPACITYs ABILITY. AND QUALIYY _AND _LENGIH OF

MHEREAS, A SYSYEM TO IDENTIFY ANO RECUGNIZE MERITORIOUS
SERYICE IS5 NEEQED YO REWARD STAYE EMPLOYEES. AND_IT WOULD AE
APPROPRIATE _FOR__TYHE STAIE OF MONIANA TO DEVELQP A UNIFORM
EXALUATION SYSEIEM THAT WOULD REWARD STATE EMPLOYEES  FAIRLY
AND_EQUITABLY.

NOWs THEREFOREe BF IT RESOLYED BY THE SENATE AND THE HOUSE

OF REPRESENTATIVES OF THE STATE OF MONTANA:

++* Thate wunder authority of Section SECTIQNS
2-18~102(3) AND___2-18-301+ MCAy the Department of
Administration is directed to tmmediately initiate

proceedings to adopt rules to accomplish the following:

-2- HJR 13
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te}--provide-eny-empioyes-in—the-ctosrified-secretariasd
service—-—~of--the--state--of--Nontans--who--pesses--the--EPS
exeminetion--of-~~the---Nationsl---Secretaries-—-Association
tinternationady~with-o-two—-atep-satery-sdvencenent-under-the
State---Compensetion——Plany--providing--there-~-$s--continued
mproved-job-perforsencev-Fhe-poy-increasse-shaile
t4#)-~become--effective—-for-—the-—--firse---pey---per+od
fottowing--certification--by--the--institute-—for-tertifying
Secreteries-or~on-the-effective-dote-of--the--sdministroative
rule-in-the-case-of-ea-ERS-currentiy-empioyed-by-the—steate-of
Hontenat .
tiiy-not--sffect--the--etigibitity-of-0-EPS-For-routine
serit—increasest-ond
tiéir-oppiy-—to--part-time--state-—-esployees-—-who--heove
aehieved-the—-ERS—ratings
tby--provide-ony-employee-in-the-ciassified-secretsriat
service—-~——pf-~the-—state--gf--Hontona--who--pssses-~the—-€EP5S
examinatron--~of---the---Netionoi---Secretaries-—-Associotion
tinternettonsl)-—-with-~e--merit-review-and-consideretion-for
edvancement-in-nddrtion—to-tie-pay-inereaset
tey—-provide-eny-employee-in-the-classified-secreteriod
service-—of--the--state--of--Nontena--who—-passes——the-——€EPS
exaninstion——--of~—-the---Netionot---5eeretaries--Association
tinternationaly-—with-—job-related--educotionst--tesve---and

reimbursement-therefor-for-continued-profess+onairant

_3- HJR 13
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td}--provide--2--years-of-cottege-education-equivelency
for-a-cPS-roting-in—the-Beparteent-of-Aduintstration--rating
syatem-structyrew

{t29--Fhaty-~under-~suthority--of-Section-2-18-105v-MNEAY
the-Merit-System—Eouneil-is-directed-to-immediately-initiate
proceedings-to-adept-a-rute-providing-for-2-yesrs-of-coltege
education-equivalency-for-a—EPS-rating-in-the--Merit—-System
rating-systemaw

L1} _PROYIDE OPPORJUNIYTY FOR MERIT PAY OR _PRODUCTIVITY
BONUSESa BASEQ UPON DEMONSIRATED SUPERIOR _JOB PERFURMANCE:D
AND

(2} _IMPLEMENY A UNIFORM SYSTEM OF PERFORMANCE-BASEQ
EYALUATION THROUGH PERIODIC SUPERVISOR/EMPLOYEE CONFERENCES.

APPROPRIATE _ ACYION . _CONCERMING __ EMPLOYEE  RETENTIONs
ADYANCEMENTs _ANQ MERLY RECOGMITION. THE SYSTEM _3SHUULD
ENCOURAGE EMPLOYEE INITIATIVE IN GAINING INCREASED _RELEVANT
0B _KMOMLEOGE . SUCH __ AS _ DEMONSTRATED _AY _PROEESSIONAL
CERTIFICATION,

-End-

—4&- HJR 13



