
2 0 2 4  L i b r a r y  D i s t r i c t s :  A  G u i d e  t o  t h e  F i r s t  Y e a r  -  P a g e  | 1 
 

 
 

LIBRARY DISTRICTS: A 
GUIDE TO THE FIRST 

YEAR 
 

 

  

  



2 0 2 4  L i b r a r y  D i s t r i c t s :  A  G u i d e  t o  t h e  F i r s t  Y e a r  -  P a g e  | 2 
 

Table of Contents 
Chapter 1: Introduction ................................................................................................................. 5 

How can this handbook help you create a new district? .................................................................... 6 
Who can I call for help? .................................................................................................................. 6 

Chapter 2: Helpful Hints for Getting Started ......................................................................... 7 
Develop an action plan ....................................................................................................................... 7 

Don’t try to do everything ................................................................................................................ 7 
Maintain a work/life balance and ensure that others do as well..................................................... 7 
Celebrate your successes! ............................................................................................................. 8 

Chapter 3: Working with the City and County During the Transition ............................ 9 
County actions needed ....................................................................................................................... 9 
City actions needed .......................................................................................................................... 10 
Memorandums of agreement or understanding with the city, the county, or both .......................... 10 
Flying solo or falling under the umbrella of the county .................................................................... 11 

CHECKLIST FOR WORKING WITH THE CITY OR COUNTY ................................................... 12 

Chapter 4: Paperwork, Paperwork, Paperwork! ................................................................. 13 
Apply for an employer identification number .................................................................................... 13 
Name change ................................................................................................................................... 13 
Notify the Department of Administration .......................................................................................... 14 
Create a list of contact information, websites, and account information ......................................... 14 

CHECKLIST FOR PAPERWORK, PAPERWORK, PAPERWORK ............................................. 15 

Chapter 5: Accounting and Other Money Matters ............................................................. 16 
Funding during the transition phase ................................................................................................. 16 
Decide on how to handle accounting for income and expenses ..................................................... 16 

Paperwork and other details ......................................................................................................... 18 
Transfer of cash and other liquid assets .......................................................................................... 20 
Develop agreements with the Friends and Foundation ................................................................... 20 
Funding for the first year .................................................................................................................. 20 

CHECKLIST FOR ACCOUNTING AND OTHER MONEY MATTERS ........................................ 21 

Chapter 6: Payroll and Personnel ............................................................................................ 22 
Initial decisions ................................................................................................................................. 22 
Take a class ..................................................................................................................................... 22 



2 0 2 4  L i b r a r y  D i s t r i c t s :  A  G u i d e  t o  t h e  F i r s t  Y e a r  -  P a g e  | 3 
 

Notify the revenue departments – state and federal ........................................................................ 22 
Personnel ......................................................................................................................................... 23 

A note about independent contractors ......................................................................................... 25 
Payroll ............................................................................................................................................... 26 

CHECKLIST FOR PAYROLL AND PERSONNEL ....................................................................... 27 

Chapter 7 Property and Other Assets .................................................................................... 28 
Transfer assets ................................................................................................................................. 28 
Obtain insurance .............................................................................................................................. 28 
Maintenance, repair, and utility costs ............................................................................................... 28 
Depreciation of assets ...................................................................................................................... 29 

CHECKLIST FOR PROPERTY AND OTHER ASSETS .............................................................. 30 

Chapter 8: The Library Board and its Duties ....................................................................... 31 
Create and adopt an action plan ...................................................................................................... 31 
Support library staff .......................................................................................................................... 31 
Adopt bylaws for the board .............................................................................................................. 32 
Hire legal counsel ............................................................................................................................. 32 
Purchase errors and omissions insurance ....................................................................................... 32 
Begin work on a long-range plan for the new district ....................................................................... 32 
Begin adopting policies for the new district ...................................................................................... 32 
Adopt resolutions and a budget ....................................................................................................... 33 
Election of board members .............................................................................................................. 34 

CHECKLIST FOR THE LIBRARY BOARD AND ITS DUTIES .................................................... 35 

Chapter 9 Public Relations and Library Services .............................................................. 36 
Keep the public informed.................................................................................................................. 36 
Design a new logo and look ............................................................................................................. 36 
Plan for new services and where possible implement them ............................................................ 36 

CHECKLIST FOR PUBLIC RELATIONS AND LIBRARY SERVICES ........................................ 37 

Chapter 10 Reporting Requirements ...................................................................................... 38 
IRS paperwork .................................................................................................................................. 38 
Report for the Department of Administration ................................................................................... 38 
Auditing the library’s accounts ......................................................................................................... 38 
Depreciate assets ............................................................................................................................. 39 
Montana Department of Revenue .................................................................................................... 39 
Montana Department of Labor and Industry Reports ...................................................................... 39 



2 0 2 4  L i b r a r y  D i s t r i c t s :  A  G u i d e  t o  t h e  F i r s t  Y e a r  -  P a g e  | 4 
 

Montana Public Employees Retirement Administration ................................................................... 39 
Create an annual report for the library ............................................................................................. 40 
Reports for the Montana State Library ............................................................................................. 40 

CHECKLIST FOR END OF THE YEAR REPORTS .................................................................... 40 

Chapter 11 Conclusion ................................................................................................................ 41 

Appendix 1: Sample Action Plan .............................................................................................. 42 

Appendix 2: Sample District Transition MOU ...................................................................... 52 

Appendix 3: Sample Mill Levy Letter ...................................................................................... 57 

Appendix 4: Sample Candidate Petition Form .................................................................... 58 

Appendix 5: Sample Budget Resolution ................................................................................ 58 

Appendix 6: Sample Library Depreciation Form ................................................................. 60 
 

Formatting Edited August 2024 

  



2 0 2 4  L i b r a r y  D i s t r i c t s :  A  G u i d e  t o  t h e  F i r s t  Y e a r  -  P a g e  | 5 
 

Chapter 1: Introduction 
Congratulations!  It took a lot of hard work, time, and effort to become a district. It will continue 
to take a lot of time, hard work, and effort to get through the first year and a half of being a 
district. The nice thing is that you are in control of what happens. This is when you begin to 
make the dreams and ideas of the district committees, the library board, and the library staff a 
reality. The following joys and concerns come from former and current library districts as well as 
MSL staff who have assisted with districting efforts. 

First, let’s talk about the challenges of being a library district: 

 There is an incredible sense of responsibility to set things up and spend money wisely.  
The voters trust you to do the right thing. That’s nice, but scary at the same time. There 
are people who will help you through this transition, but it is normal to feel intimidated by 
this responsibility. 

 You need to accept that mistakes are inevitable. They aren’t the end of the world. Learn 
to forgive yourself and others for mistakes that happen. Accept that mistakes are part of 
the process. 

 Maintaining a life/work balance is challenging particularly for the library director. The 
board, staff, and director all need to be aware of this. As a board or staff member, be 
supportive of the director’s need to balance life and work – a burnt out director isn’t 
going to help the district succeed. If you are the director, make time to relax and take 
care of yourself during these first years. It’s impossible to get everything completed as 
quickly as you would like, and you must accept that as you work through the process. 

 Helping library staff make the transition will be an important part of the director’s job, but 
the board needs to be supportive as well. No matter how much you might have talked to 
your staff about the district it’s all theory until the district is created. There’s something 
about it being real that makes everything different. Be prepared to have conversations 
about the transition. 

 There is a need to continue educating the public. Chances are they don’t completely 
understand what being a library district means. They also might be looking for big 
changes – changes that take time to implement. Do your best to keep them informed 
about what is happening at the library. 

Okay, so are there any joys to being a district?  Yes!  There are joys. 

 The incredible sense of responsibility to set things up and spend money wisely can be 
exciting and energizing. It forces you to think about things that you once took for 
granted. It’s a well-worn phrase, but the truth is this kind of responsibility can be very 
empowering. 

 You need to accept that mistakes are inevitable, but mistakes are easier to fix. When 
you are in control of what happens you can respond quickly and fix problems that arise. 



2 0 2 4  L i b r a r y  D i s t r i c t s :  A  G u i d e  t o  t h e  F i r s t  Y e a r  -  P a g e  | 6 
 

 You may have freedom from fighting the same old battles. There are communities where 
resources are tight, and there is a lot of fighting about money. As an independent library 
district, you probably won’t have to fight these battles anymore. 

 You see more possibilities and have the energy and time to work toward them. Since 
you aren’t fighting old battles, you have time and energy to offer new services and 
options for staff, patrons, and the community. 

 You learn and grow – the challenges are good challenges. Change can be a breath of 
fresh air because it brings us opportunities to learn new skills. 

 It is rewarding to know that you have created a positive legacy for the future! You are in 
the process of creating a library that can thrive and grow with its community. You have 
paved the way for future generations to enjoy a wonderful library. 

 

How can this handbook help you create a new district? 
This handbook is designed to walk you through the process of transitioning to an independent 
library district.  Each chapter covers a major area of the transition and includes a checklist that 
can be used to accomplish individual tasks. You may wish to turn the checklist items into an 
action plan.  This will help you identify what needs to be accomplished, who is responsible for 
individual items, and when these items need to be accomplished. 

 

Who can I call for help? 
Montana State Library staff are here to listen, give advice, and help you connect with others 
who have been through this process. 

• Tracy Cook, tcook2@mt.gov 
• Cara Orban, corban@mt.gov 
• Corey Sloan, cosloan@mt.gov   

  

mailto:tcook2@mt.gov
mailto:corban@mt.gov
mailto:cosloan@mt.gov
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Chapter 2: Helpful Hints for Getting Started 
This chapter is designed to give you some quick tips for managing the workload when 
transitioning to a new library district. There will be many things competing for your attention – 
including the day to day running of the library if you are an existing library. Be realistic about 
what can be accomplished. Accept that some things won’t be completed and realize that it’s 
okay to let some things slide. You will become better and better at identifying what needs to be 
accomplished today and what can be saved for tomorrow. You also need to become better at 
delegating - especially if you are the library director.   

What if you are a board member?  Volunteer to assist the library director. It IS a lot of work to 
set up a new library district, and your assistance can help ease the heavy workload. Try to 
remember, however, that there is a fine line between helping and micromanaging.  You and the 
director will need to maintain a balance on who does what. 

Develop an action plan 
• Write down what needs to be accomplished in the coming months. You can use the 

checklists in this handbook to start your plan. However, each situation is unique, and this 
handbook might not cover everything. Talk to other library district directors and/or board 
members for ideas on what needs to be accomplished. 

• Identify who will be responsible for accomplishing each task along with a date for when it 
should be finished. It’s always helpful to include enough details that everyone understands 
what needs to be done to make this transition successful. 

Please see Appendix 1 “North Lake County Library District Action Plan” for an example. 

Don’t try to do everything 
• Yes, we know. We said this earlier, but it’s worth repeating. Don’t try to do everything at 

once. Pace yourself and accept that this process takes time. 

Maintain a work/life balance and ensure that others do as well 
• If you are a board member, make sure that your director isn’t taking on too much. Give 

plenty of support – even volunteering to assist with some of the tasks if appropriate. Yes, 
you want to make sure things are getting done, but respect and acknowledge the fact that 
this takes time and be sure that your director is taking time to rest and recharge. 

• If you are a director, try to manage your workload. Make sure you relax and take care of 
yourself. Reward all your hard work with special treats – whatever it is that you enjoy. 

• If you are a director observe your staff to make sure they are doing okay. This transition will 
be hard for them no matter how much you tried to make it obvious or easy. Everyone is 
learning in this new environment, so be patient and kind. At the same time challenge your 
staff by enlisting their help in setting up the new district. 
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Celebrate your successes! 
• Write down milestones in your action plan and then celebrate when you achieve them.  The 

celebrations don’t have to be huge – maybe it’s simply cookies or some other treat at work.  
You need these small celebrations to acknowledge what you have achieved and to give you 
energy and inspiration to continue your work. 
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Chapter 3: Working with the City and County During 
the Transition 
Before everything is official you will need the county to take care of a few logistical details for 
you. After a successful vote keep an eye on things to make sure that you don’t miss any 
important deadlines. It’s important to develop good relations with county and city officials so that 
your transition to a district is as smooth as possible. 

Please review the laws  

County actions needed 
• County commissioners need to certify the results of the election within 10 days. This 

begins the process of becoming a library district. Please refer to 22-1-704, MCA for more 
information. See the “Certificate of Election” from Jefferson County for an example of 
what this looks like. 

• Appointment of the district library board will need to occur within 30 days of certification 
of the election. The county commissioners are responsible for appointing the first library 
board. Note: If more than one county is in your service area commissioners from all 
counties will be a part of the appointment process. Please refer to 22-1-704, MCA for 
more information. 

o If you are an existing library, consider formally asking the county commissioners 
to appoint the current library board. Most likely this board assisted with the 
districting process and their appointment should help ensure a smoother 
transition between the existing library and the new district. 

o If you were a branch library or didn’t exist at all you will need to find volunteers to 
serve on the new library board. If you can convince library district volunteers to 
be on this first board it might help with the transition since these folks helped 
campaign for the district. The county commissioners might want to have an 
application process where interested people apply. It’s always good to try and 
represent as much of the new district area as possible so, if appropriate, suggest 
having representation from each of the main areas of your district. This might 
even be something to include in the new board’s bylaws. 

o If multiple different libraries joined forces to create the district you will need to 
work together to recommend appointments for the first library district board.  
Most likely some combination of board members from each of the existing 
libraries should be recommended.   

• As quickly as possible start developing positive relations with the county clerk and 
treasurer.  You will need their help as you transition to becoming a district - even if you 
choose to handle everything internally.  

• Fairly early in the process you need to talk to the county official in charge of property tax 
revenue because you need to make sure that you are on the tax rolls, and that the 

https://leg.mt.gov/bills/mca/title_0220/chapter_0010/part_0070/section_0040/0220-0010-0070-0040.html
https://leg.mt.gov/bills/mca/title_0220/chapter_0010/part_0070/section_0040/0220-0010-0070-0040.html
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transfer of the district library levy money will happen without any problems. Talk to the 
county commissioners or clerk and recorder about the process for your county. See 
Appendix 3, “Sample Mill Levy Letter” for an example. 

• If you were a county library or if the county was responsible for your existence you will 
need to work with county officials when it comes to the transfer of staff, cash, facilities, 
equipment, etc. The process for transferring staff, cash, etc. is similar for both the city 
and county so it will be discussed in a later section of this chapter. 

• Develop good relations with county officials. The clerk and recorder, treasurer, and, if the 
county has one, the chief financial officer, can help the new district. These individuals 
play an important role in the process of transitioning to a new district. They can also help 
the district by answering questions about budgets, elections, mill levies, and human 
resources. 

 

City actions needed 
If you are a city library or if the city in some way was responsible for your creation and continued 
funding, begin working with them to lay the groundwork for a smooth transition. You will need 
their assistance in transferring staff, cash, facilities, equipment, etc. This process will be 
discussed in the next section. 

 

Memorandums of agreement or understanding with the city, 
the county, or both 
If you were an existing library either under the city or county you will need to work with that local 
government entity to ensure a smooth transfer of property, staff, and other library assets. You 
will also need to work with one of these entities to determine how the district will be funded 
during the time after the existing funding runs out and before the newly levied mills are collected 
from taxpayers and available to fund the library district. It is helpful to have an attorney review 
these documents. An attorney can also assist with the process of transferring assets from the 
city or county to the library district. The MOA/MOU should include the following: 

1. Identify how much money the district will need to operate in the first six months to a year. 
If you are an existing library who has been receiving mills it might make sense to ask for 
the mills you would have received if you had remained a city or county library. These 
mills probably have already been collected and could be used to fund the library. In the 
best-case scenario, you would operate as a city or county library until you have started 
receiving mills from the district levy. This gives you time to transition into being a district 
library.  

2. Identify all physical assets that do or should belong to the library and need to be 
transferred to the new district library – building, contents, equipment, automobiles (if 
applicable). When you are making a list of physical assets it would be good to know the 
value of each asset. This information will be useful when the district is setting up the 
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accounting. This process could be tricky because technically the board owns the 
property in the name of the city or county. Transfers often go smoothly, but this is a grey 
area. 

3. Identify all staff positions that need to be transferred from the existing city or county to 
the new library district. Be sure to include annual leave, sick leave, any health insurance 
benefits/costs that need to be transferred, and any other benefits such as retirement that 
also need to be transferred. The new district board needs to agree to assume the cost of 
funding these items. It is important to find out how much it will cost to transfer the staff to 
the new district. The board will need to include this amount in its budget. 

4. Identify all liquid assets that need to be transferred – cash in library account, library 
depreciation fund monies, and any investments the library may have.  

5. See “North Lake County Library District's MOU” for an example of a MOU.  

 

Flying solo or falling under the umbrella of the county 
• Early in the process of becoming a district you will need to decide whether you are going 

to be completely independent. There is an option of creating an interlocal agreement 
with the county where you are a part of the county government system.    

• Advantages to doing this are:  

o County will handle part of the workload (which could include accounting, 
insurance, personnel, etc.). Plus, you don’t have to worry about some of the legal 
details that come up when you are independent.  

o Library staff may be able to take advantage of the county benefits.  

• Disadvantages to doing this are:  

o It puts you in a vulnerable place as you are going to be dependent upon the 
county’s goodwill. Yes, there is an interlocal agreement in place (which is 
essentially a contract), but the county could decide to end that agreement when 
personnel change. They are handling everything, so they get a say in how your 
district will run overall.  

o You may not have to learn as much of the legalese, but you are going to be in a 
strange area where questions can come up about who ultimately makes library 
decisions which could include who owns the building, who really handles staffing 
issues, and who is responsible for reports, etc. to the Department of 
Administration.   
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CHECKLIST FOR WORKING WITH THE CITY OR COUNTY 
 

 Certificate of Election is completed by county commissioners 

 

 New board is appointed by county commissioners 

 

 Decision is made on whether or not to be completely independent or enter into an interlocal 
agreement with city or county 

 

 County clerk and recorder or treasurer has added library district levy to the tax rolls 

 

 Board/director have identified what needs to be transferred to the new district 

 

 Memorandum of Agreement or Understanding is signed by new district board and head(s) of 
local governing bodies.  See later chapters for more information. 
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Chapter 4: Paperwork, Paperwork, Paperwork! 
We’re not going to lie to you. The first few months are filled with paperwork. A lot of this may not 
apply to you if you decide to fall under the umbrella of the county. However, if you decide to go 
with the independent option you are going to have to sharpen your paperwork submittal skills.  
We’ll touch on the initial/generic paperwork here. The next chapters will focus on major issues 
and the paperwork required at that time. 

 

Apply for an employer identification number 
If you are choosing to be independent, you need to apply for an Employer Identification Number 
(EIN). Even if you hire someone else or contract with the county to handle payroll you are 
ultimately responsible for your employees and for payroll. Apply for an EIN.  This should be the 
first thing you do. 

If you are an existing library, you might already have an EIN. However, if you have changed 
your name you need to apply for a new one.  So how do you do that? Visit the IRS website at 
http://www.irs.gov and search for Employer Identification Number. Chances are that a link to 
“Apply for EIN online” will appear on the front page. It’s relatively straightforward. 

 

Name change 
If your name changed when you became a district you need to let people know. In many cases 
a simple letter should work, but each place is different. This is an initial step. Some of these 
agencies may require additional application forms because of the new district. You will be 
working with many of these agencies on a monthly or annual basis. At this point you are making 
them aware of your existence so they can help you work through the requirements of each 
agency.   

Here are some of the people you will need to contact (there are probably others): 

• Montana State Library – you will need to complete a W-9 form which is completed 
through an online portal. Contact the main State Library office at (406) 444-3115 to start 
the process. 

• City or County Officials 

• State agencies  

o Department of Administration Local Government Services Bureau 
(https://sfsd.mt.gov/LGSB/) 

o Department of Labor and Industry (http://dli.mt.gov/) 

o Montana State Department of Revenue (http://revenue.mt.gov/default.mcpx) 

http://www.irs.gov/
https://sfsd.mt.gov/LGSB/
http://dli.mt.gov/
http://revenue.mt.gov/default.mcpx


2 0 2 4  L i b r a r y  D i s t r i c t s :  A  G u i d e  t o  t h e  F i r s t  Y e a r  -  P a g e  | 14 
 

o Montana Public Employees Retirement Administration (PERS) 
(https://mpera.mt.gov/) 

o State Social Security Administrator (http://accounting.mt.gov/sssa.mcpx) 

• Vendors 

• Friends or Foundation 

• Other government entities – such the Internal Revenue Service  

• The community – including the newspaper, library supporters, and residents 

 

Notify the Department of Administration 
Technically the county is supposed to notify the Department of Administration of your existence, 
but that might not happen. You either need to ask the county to do this for you or take the lead, 
complete the paperwork, get the county’s signature, and send the form to the Department of 
Administrations Local Government Services Bureau.  Here’s their website: 
https://sfsd.mt.gov/LGSB/.  

 

Create a list of contact information, websites, and account 
information 
It is a good idea to create a spreadsheet with the different names, contact information, and 
account information for each of the agencies that you have contacted. You will use this 
information throughout the year. It is also important that at least two staff members have access 
to this spreadsheet, and that you maintain it. 

  

https://mpera.mt.gov/
http://accounting.mt.gov/sssa.mcpx
https://sfsd.mt.gov/LGSB/
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CHECKLIST FOR PAPERWORK, PAPERWORK, PAPERWORK 
Please be aware that submitted paperwork can take a long time and go through many hands 
before it is completed. It is a good idea to keep a record tracking paperwork: who filled it out, if 
they had questions, the date and time of the person from that office who helped them, when it 
was signed and by whom, when it was submitted, etc. You will be grateful to have those details 
at your fingertips if there is a question about whether the paperwork was completed, who did it, 
or why they did it that way. 

 

 Complete W-9 and notified Montana State Library of name changes 

 

 Apply for an EIN which means you have notified the IRS of your name change and new 
district. 

 

 Notify city/county/pertinent state or federal agencies of name changes 

 

 Complete paperwork for the Department of Administration 

 

 Notify Friends/Foundation of name changes 

 

 Notify any trust funds of name changes 

 

 Notify vendors of name changes 

 

 Place an article in paper or use local community publications to notify the public of name 
changes and new district 
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Chapter 5: Accounting and Other Money Matters 
Accounting and payroll are generally going to be the two most challenging tasks that you will 
have to set up and implement. You need to decide how you will handle accounting for the 
income and expenses of the district. Plan wisely because your decisions will influence almost 
every aspect of the district’s work. 

 

Funding during the transition phase 
No matter when the vote happens you are not going to have funding right away. These elections 
usually occur in between the two times of year that property tax bills are sent to residents so 
there will be a period of about six months where you will not have any funding.  Depending on 
your circumstances it could even be one year from the date of the election certification before 
you receive funding. 

Because of this, you need to work with the city and/or county to determine whether they will 
carry you for that period of time. Other library districts have been funded by their local 
government officials, so they did not have to pay back their loans. This is an option that you may 
be able to successfully negotiate. Hopefully the district planning committee explored this option, 
and you know what to do now that you are officially a district. If not, you will have to start from 
the beginning. If the city/county is willing to either loan or give money to the library, begin writing 
a Memorandum of Understanding (MOU) between the district board and the city/county that 
spells out how much money the city/county will either give or loan to the library. If it is a loan the 
MOU should also talk about how much the library will pay back annually and what the interest 
rate will be. 

 

Decide on how to handle accounting for income and 
expenses 
You basically have three options for keeping track of the income and expenses of this district.  
Not doing anything is NOT one of the options. This is public money so you must follow -or make 
sure the person you hire follows - all local, state, and federal laws when it comes to handling 
public money. We don’t want to scare you, but this is serious business. What are your options?  
When considering each of these proposals, please keep in mind that whatever you choose 
needs to work with the special issues that come up in government agencies. You need to look 
for software and an accountant - if you go that route - that can handle the intricacies of 
governmental accounting. 
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Handle all accounting internally – a library district staff member or members will keep track 
of revenues, assets, liabilities, and expenses.  It’s not as bad as it sounds, but there is a 
steep learning curve initially. 

• Pros  

o You are in control of everything. 

o You can create accounts, etc. that work well for your library (although there are 
limitations on this one). 

o Keeps everything in house. 

o After initial expenses this might be the cheapest option in terms of money outlay. 

o Probably the cleanest in terms of the way the law is worded. 

o The city/county or Department of Administration can help you. 

o Library staff are familiar with library expenses, which hopefully leads to a 
streamlined process for library efficiency. 

o It is easier to correct mistakes. 

• Cons  

o There is a steep learning curve. 

o You are responsible for everything. 

o The initial software can be expensive. 

o You will need to set up an internal control system – in other words, checks and 
balances for handling money, reporting it, etc. 

Hire a private firm/individual – a private company will keep track of revenues, assets, 
liabilities, and expenses. They will also have to file reports for you. 

• Pros 

o Someone with accounting experience (hopefully governmental accounting 
experience) is handling the accounting for the library. Library staff don’t always 
have a lot of knowledge about accounting so it’s nice to have someone who can 
hit the ground running. 

o You can work with this person to develop a chart of accounts, etc. that works well 
for your library. 

• Cons 

o This can be an expensive option. 

o You still need to make sure that all of the proper reports are being filed. 
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o You do lose some control over how things are handled and will have to 
communicate regularly with this person to keep things on track. 

Contract with the city or county to handle accounting for the district – the city or county has a 
library fund and handles all your revenues, expenses, etc. 

• Pros 

o City or county have personnel with governmental accounting experience, so you 
don’t have the steep learning curve. They will have experience filing reports, etc. 

o This will probably give you the smoothest transition since you are continuing to 
work with the city or county. 

• Cons 

o You must work with the chart of accounts that the city/county has for the library. 

o You don’t have complete control over the accounting and reports and will have to 
communicate regularly with the city or county to make sure things are completed 
correctly. 

o The success of going with the city/county is dependent upon your relations with 
those individuals. Personnel changes might cause the arrangement to be altered, 
and you may be forced to use one of the other options. 

o There might be a charge for using the city or county. 

 

Paperwork and other details  
What you do next will depend upon the decision you made for accounting. If you chose to 
handle the accounting internally or hired a private company to handle the accounting, you need 
to: 

• Set up accounts at a financial institution. You will need account(s) where money can 
be deposited and used to pay bills. To set up this account you will need an Employer 
Identification Number (EIN). If applicable consider requiring both the board chair and 
director to sign each check. The director or employees will be very vulnerable if there 
is not a good check and balance system for who has access to and reviews the 
accounts. You may also want to add a second staff member in case the director is on 
vacation when checks need to be signed. 

• Develop a positive relationship with an accountant – especially one with 
governmental accounting experience. They may be able to assist you as you learn 
how to account for your income and expenses. You may even need to budget money 
to pay the local accountant for advising you. Alternatively, you can also work with the 
city or county clerk and recorder. They can also be of assistance. The downside is 
they often have heavy workloads and might not be able to assist you in a timely 
manner. 
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• Develop a relationship with the Department of Administration’s Local Government 
Services Bureau. They can also assist you with setting up your chart of accounts, 
handling income and expenses, and filing any required financial reports.  

• Set up your chart of accounts. These must conform to BARS – the Budgetary 
Accounting Reporting System. Because you are a government agency you are 
required by the Montana Code Annotated to use the BARS system to create your 
chart of accounts, record your revenues and expenses, and create pertinent reports.  
The Department of Administration’s Local Government Services Bureau can assist 
you with this process.  You can learn more at https://sfsd.mt.gov/LGSB/.  

• Pass resolution(s) to create a library depreciation fund and/or other memorial funds.  
The district board can create a library depreciation fund to save money for capital 
improvement projects, purchases, and/or the purchase of equipment. See MCA 22-
1-716 for more information about depreciation funds. The board needs to pass a 
resolution for any other special types of funds. The Department of Administration’s 
Local Government Services Bureau can help you with this process. 

• Purchase software to keep track of your accounting. If you go with a local firm or 
individual, they may have recommendations. There are software packages designed 
for governmental accounting. They can be expensive but are designed for 
government entities such as a library district. Contact the Local Government 
Services Bureau for more information. 

• Design claim forms, petty cash forms, donation forms and any other paperwork that 
will assist you with accounting. You can use your current system as a guide or ask 
for examples from the city, county, or other library districts. You need some kind of 
trail to help you keep track of revenues and expenses. 

• Review the Local Government Budget Act (MCA Title 7, Chapter 6, Section 40).  
This important set of laws will need to be followed. The Local Government Services 
Bureau of the Department of Administration says special districts are expected to 
follow the local government budget act inasmuch as applicable. The library district is 
expected to follow the rules that apply to counties. 

• Contact the Internal Revenue Service (IRS) to obtain paperwork that confirms your 
government entity status. Foundations and others who give grants want to see this 
information when the library is applying for a grant to be assured of the library’s tax-
exempt status.  The website for government entities is 
http://www.irs.gov/Government-Entities. 

• Identify how to handle investments. The library will have grants and/or other large 
donations that need to be invested. A foundation can do this for you, but for a variety 
of reasons the library board may wish to have investments handled by a local 
accountant and/or the local governing body. You need to talk to your city or county to 
find out if they would be willing to handle your investments. If they are, that should be 
included in an MOU. If they are not interested or the board wants a local 

https://sfsd.mt.gov/LGSB/
http://www.irs.gov/Government-Entities
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accountant/financial manager to handle the investments, the board should consider 
purchasing crime/fraud insurance. This insurance covers the library if the person 
handling the money commits fraud. It can be acquired through a local insurance 
agent such as the one you might use for errors and omissions insurance and/or 
building insurance. 

 

Transfer of cash and other liquid assets 
This may not be applicable if you have chosen to work with the local government unit who 
handled your accounting before you became a district. You might want to check with an attorney 
if you have any concerns about this one. 

If you have chosen to handle your accounting internally or have chosen to hire someone 
privately then you will need the city or county to transfer your cash and any other liquid assets to 
the financial accounts that you set up earlier.  Liquid assets might be a library depreciation fund 
and/or donations, grants, and other sources of revenue dedicated to the library. 

 

Develop agreements with the Friends and Foundation 
If you have a Friends of the Library or a Library Foundation you need to develop a new 
agreement with them. They may need to change their bylaws to be able to financially support 
the new library district. Sometimes we forget about our Friends or Foundation, and they begin to 
feel neglected. The boards of those organizations may be confused about their role and what is 
expected of them. Be sure to talk to them about any changes that need to happen. This will help 
ensure that things go as smoothly as possible for them and the library. 

 

Funding for the first year 
Remember to make sure that you are on the county property tax rolls.  This one is important, so 
we are mentioning it twice. Immediately begin talking to the clerk and/or treasurer about their 
deadlines and what they need from you to add you to the property tax bills. It might be as simple 
as writing a letter to the treasurer or clerk and recorder about the number of mills needed. You 
do not want to miss out on a year’s worth of funding simply because you missed a deadline or 
failed to submit the required paperwork.  Please see Appendix 3, the “sample letter to the 
county clerk and recorder,” for an example of how to let the county know what mills you need. 
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CHECKLIST FOR ACCOUNTING AND OTHER MONEY MATTERS 
 

 Choose which method you are going to use for accounting – internal, contract with private 
firm, or contract with city or county 

 Contract with the city or county for accounting and follow through on any tasks necessary for 
creating this accounting process – only necessary if choosing to have city or county handle 
accounting 

 Contract with a private firm to handle accounting and then follow through on any tasks 
necessary for creating this accounting process – only necessary if choosing to have a private 
firm handle accounting.  NOTE: many of the tasks for this one will be the same as below. 

 

If handling accounting internally (or hiring a private firm) 

 Apply for EIN 

 Set up bank accounts 

 Contact the Department of Administration’s Local Government Services Bureau for 
assistance 

 Purchase software 

 Create chart of accounts 

 Create forms for reporting revenues and expenses 

 Board needs to pass resolutions establishing a library depreciation fund as well as memorial 
funds. The Department of Administration can help with these. 

 Develop a relationship and/or contract with an accountant familiar with governmental 
accounting 

 Contact the IRS for paperwork confirming your tax-exempt status 

 Identify how to handle investments – through local investment manager or the city/county.   

 

If you haven’t already done so 

 Develop a Memorandum of Understanding or Agreement with the city or county for funding 
for the first year 

Make sure the new district is on the property tax rolls for next year 
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Chapter 6: Payroll and Personnel 
In many cases this is the hardest piece of being an independent district. Payroll can make 
regular accounting tasks look easy. You must work with different agencies and comply with 
human resource laws, which can be complicated. If you have an interlocal agreement with the 
city or county, then you can ignore most of this chapter, although it might be good to review it. 
Even if you have contracted with the city or county, you are still responsible for personnel 
issues. 

Remember to talk to your staff regularly about what is going on in the transition phase. Staff 
might be anxious about this process because it deals with their pay and their jobs. Meeting with 
them frequently and communicating regularly and often about what is happening should help 
alleviate some of their concerns. 

 

Initial decisions 
Like accounting, you need to decide how to handle payroll. You may choose to handle 
accounting internally while hiring a private firm or individual to handle your payroll. This is 
acceptable so long as you recognize that you are still the one responsible for what happens with 
payroll. No matter which option you choose it is important to make sure that payroll is being 
accounted for properly. The pros and cons of each decision are similar to those mentioned in 
the accounting section. 

To make the transition easier, try to keep things consistent with how they were done before.  
For example, if employees were paid monthly continue that tradition. You may want to change 
these things in the future, but if you follow a similar process it will be easier to transition for you 
and your employees. 

 

Take a class 
Find out about classes held annually around the state for new businesses. These classes may 
be offered through the local job services and can help you with payroll and personnel details. 
Experts from different entities (worker's comp, unemployment insurance, and Department of 
Labor & Industry) present small snapshots of their functions throughout the daylong event. 
Attendees can ask specific questions, have access to helpful handouts, including posters you 
are required to have posted, etc. Plan on attending one of these each year – there are always 
NEW things to learn. 

 

Notify the revenue departments – state and federal 
To set up payroll and handle personnel issues later you will need to notify the Internal Revenue 
Service (IRS) and the State of Montana’s Department of Revenue of the new district’s 
existence. Note: you might not need to do this if you contract with the city or county to handle 
the district’s accounting and payroll. Talk to the clerk and recorder to learn more. 
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If you choose to be completely independent, then you need to register with the Internal Revenue 
Service as an employer.  This means applying for an EIN as mentioned earlier, completing W-4 
forms for all your employees as well as other duties.  See “Publication 15: (Circular E) An 
Employer’s Tax Guide” for general information about being an employer.  It’s designed for first 
time employers. See ”Publication 963: Federal-State Reference Guide” for more information 
about being a government employer. The IRS has a department dedicated to assisting public 
employers. You can visit it at https://www.irs.gov/government-entities.  

Local government employers (this includes districts) fall into a special category when it comes to 
Social Security. All states have entered into what is called a Section 218 agreement with the 
federal government. This is very simplified but there are guidelines for employees and who has 
Social Security and Medicare taxes withheld and who does not. It’s based on several factors 
that are too complicated to tackle here. Contact the Montana Social Security Administration’s 
office for assistance. They can help you figure out what you need to do to correctly withhold 
Social Security and Medicare Taxes for your employees. Here is the website: 
http://accounting.mt.gov/sssa.mcpx. 

You also need to register with the State of Montana Department of Revenue to make sure that 
state income tax is withheld from employees’ paychecks. The Department of Revenue offers an 
online service where you can complete required forms. Visit their website for a direct link to 
information and forms required of employers. 

Personnel 
The following list will give you some guidance on handling personnel issues. This list is useful 
no matter which option you choose when it comes to personnel and payroll. Even a district that 
has contracted with the city or county needs to adopt a personnel policy that has guidelines for 
hiring, disciplining, and terminating employees. If you have contracted with the city or county, 
you will need to adopt their policy. Please be aware of whether your employees are part of a 
bargaining unit. If so, the policy will have to conform to that agreement and might even have to 
be reviewed by the local bargaining unit before it governs members of that bargaining unit. 

• Adopt a personnel policy. This should be a high priority for the library board. There is so 
much to do at the beginning of this process that the board may wish to adopt an interim 
personnel policy. The board and director can work on this policy throughout the year, but 
there needs to be some sort of policy in place. If you currently don’t have a personnel 
policy review the city or county’s policies. In many cases local government policies will 
work well as an interim document.  Personnel policies should cover things like: 

o Hiring employees 

o Disciplining employees – including termination 

o Vacation, sick leave, and comp time policies 

o Non-exempt versus exempt employee status – this determines whether or not 
someone earns time and a half during overtime 

o Holiday pay 

http://www.irs.gov/pub/irs-pdf/p963.pdf
http://www.irs.gov/pub/irs-pdf/p963.pdf
http://www.irs.gov/pub/irs-pdf/p15.pdf
http://www.irs.gov/pub/irs-pdf/p15.pdf
http://www.irs.gov/pub/irs-pdf/p963.pdf
https://www.irs.gov/government-entities
http://accounting.mt.gov/sssa.mcpx
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o Grievance procedures 

o Break and lunch time information 

o Wages - board members should discuss a process for raises as well as 
considering things like offering a living wage for employees. Library employees 
are often motivated, caring individuals, but they need a decent wage to 
survive. Paying a living wage will improve the work environment, which generally 
leads to a more productive work force.  

• Adopt interim job descriptions unless you have new positions. If you are a completely 
new system, then you will need to develop basic job descriptions for your 
employees. Contact other libraries for sample descriptions. You can also search the 
Internet to find several examples. If you are an existing system, it’s probably best to 
adopt your current descriptions until you have time to develop new ones.  If you have 
contracted with the city or county, you will probably have to adopt their format and ask 
them to review your job descriptions. Please be aware of whether your employees are 
part of a bargaining unit. If so, the job description will have to conform to that agreement 
and might even have to be reviewed by the local bargaining unit before it governs 
members of that bargaining unit.  

• Complete I-9 forms to meet the requirements for the Department of Homeland Security’s 
Citizenship and Immigration Services office.  

• Transfer staff and benefits to the new district. If you are NOT contracting with the city or 
county, make sure you have a Memorandum of Understanding/Agreement with the city 
or county to transfer all staff and their benefits. Remember the new district board must 
assume the costs of this transfer. This means budgeting money to pay for vacation and 
sick leave as well as budgeting money to pay employees severance pay if they quit or 
retire.  

• Acquire worker’s compensation insurance. You can do this locally through a nearby 
insurance agent or you can visit the State of Montana’s Department of Labor and 
Industry website for more information. If you have volunteers don’t forget to add them to 
your insurance policy.  

• Complete the paperwork for health insurance. Health insurance is challenging for small 
organizations, but it is an important benefit for many employees.  It is a good idea for 
library boards to offer health insurance because it helps create a positive work 
environment and changes at the federal level have made it necessary for most 
organizations to offer some type of health insurance. If you are going to provide health 
insurance for your employees investigate your options and complete any necessary 
paperwork to obtain quotes and/or the insurance itself. Possible options include:  

o Contracting with the city or county to be included in their health insurance plan. 

http://www.uscis.gov/files/form/i-9.pdf
https://workerscomp.mt.gov/
https://workerscomp.mt.gov/
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o Becoming a member of the Chamber of Commerce and taking advantage of their 
health insurance, Chamber Choices.  Find out more at 
https://montanachamber.com   

o Offering money to your employees for them to purchase their own health 
insurance. This often involves setting up what is called a health reimbursement 
arrangement. To learn more review IRS “Publication 969: Health Savings 
Accounts and other Tax-Favored Plans.”  

o Investigating insurance options through companies like Blue Cross/Blue Shield.  

• Complete paperwork for PERS if offering retirement benefits. PERS is the retirement 
system for government employees. It is managed by MPERA – Montana Public 
Employee Retirement Association.  Visit their website for contact information and access 
to important information and forms.  

• Complete paperwork for unemployment insurance. This is a cost of doing business. Visit 
the Department of Labor and Industry’s Website for information about unemployment 
insurance.  

• Create timesheets and any other necessary paperwork that employees need to 
complete – such as leave requests, FEMA (Family Emergency Medical Act) requests, or 
accident reports. Talking to your city or county human resources department can be 
helpful. You can probably use city or county forms as a guide.  If you have contracted 
with the city or county, you will need to adopt their forms. 

• Develop a relationship with someone in the city, county and/or state who handles human 
resource questions. This is a tricky area. A knowledgeable person can help the director 
and board navigate hiring, evaluation, discipline, and even termination questions.  If you 
have contracted with the city or county, you will need to include their human resources 
department in personnel matters. If your employees are part of a bargaining unit, 
personnel issues might also involve the local bargaining unit's representative and/or 
legal advisors. 

 

A note about independent contractors 
The district may need to hire people at various times for maintenance work or even consulting 
with library staff and the board. Anyone who comes on the premises to do work for the library 
needs to have a current Independent Contractor license OR an Exemption Certificate on file 
with the library. If not, your Worker's Comp carrier may cite the library for not having the proper 
paperwork, which affects your Worker's Comp coverage rates. Insurance carriers will be aware 
of this and will scrutinize the new district. For more information about independent contractors 
please visit the Independent Contractor Central Unit Website for more information: 
https://erd.dli.mt.gov/work-comp-regulations/montana-contractor/. 

 

  

https://montanachamber.com/
http://www.irs.gov/pub/irs-pdf/p969.pdf
http://www.irs.gov/pub/irs-pdf/p969.pdf
http://mpera.mt.gov/
http://mpera.mt.gov/
http://uid.dli.mt.gov/
https://erd.dli.mt.gov/work-comp-regulations/montana-contractor/
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Payroll 
If you decide to handle payroll on your own, it’s a good idea to visit the city or county’s human 
resources department before starting the process. Ask their staff about setting up payroll, 
challenging areas, pitfalls to be avoided, and any other advice they can give. If that’s not 
possible then connect with a local accountant who handles payroll. This initial meeting can 
really help with setting up payroll for your employees. Payroll is another area where it is good to 
have two people who know how to process payroll. This helps with checks and balances and 
gives the district a backup person if the main payroll person is on vacation. In general, the 
following things need to be completed: 

• Enter employee information into your software. This information includes employee’s 
name, contact information, hourly or annual wage, sick and vacation leave earned, and 
the cost of health insurance and/or retirement if applicable.   

• Set up the connection between your bank and your payroll system. Don’t forget to enter 
any pertinent information for automatic deposits for employees.  

• Set up pay stubs and reports so that this is ready to go when you need to pay your staff.  

• Complete paperwork for the Internal Revenue Service to pay federal income tax, 
Medicare, and Social Security. It’s good to have these payments withdrawn 
automatically. Review ”Publication 963: Federal-State Reference Guide” and 
“Publication 15: (Circular E) An Employer’s Tax Guide” for more information about how 
this works.  

• Contact the State Social Security Administrator for assistance in determining which 
employees need to have Social Security and Medicare taxes withheld.    

• Complete paperwork for the State of Montana’s Department of Revenue to have state 
income tax withdrawn from employee paychecks. Like the IRS the library district will 
need to set up payment to the State of Montana.  Visit the State of Montana Department 
of Revenue’s wage witholding website for more information.  

• If you have not already done so complete any Department of Labor and Industry 
paperwork to make payments for worker’s compensation and unemployment insurance.  

• Complete paperwork for PERS to make payments for retirement benefits if applicable.  

• Complete paperwork for insurance withdrawals if applicable.  

• From your personnel policy identify when staff will be paid and then set up a schedule 
for completing the tasks necessary for payroll. This includes things like timesheet 
submittal deadlines, entering that information into the system, making sure that all 
necessary deductions are made, and anything else your accountant advises.  

• Consider a “test” run where you go through the process. This helps you identify things 
you need to do and/or fix.  

http://www.irs.gov/pub/irs-pdf/p963.pdf
http://www.irs.gov/pub/irs-pdf/p15.pdf
http://accounting.mt.gov/sssa.mcpx
http://revenue.mt.gov/forbusinesses/Wage_Withholding_Tax/default.mcpx
http://revenue.mt.gov/forbusinesses/Wage_Withholding_Tax/default.mcpx


2 0 2 4  L i b r a r y  D i s t r i c t s :  A  G u i d e  t o  t h e  F i r s t  Y e a r  -  P a g e  | 27 
 

• Set up a checks and balances system for payroll. If at all possible, have one employee 
enter all of the data while another employee double-checks the data. 

 

 CHECKLIST FOR PAYROLL AND PERSONNEL 
If you are under an agreement with county or city government, investigate their expectations 
and all the information they can provide, including whether your employees will be considered 
part of a bargaining unit.  

 Talk to a human resource person about this process. The city/county clerk is a good place to 
start. 

 Take one of the annual classes offered for businesses that helps with the payroll and 
personnel process 

 Contact the Montana Social Security Administration Office to learn about withholding Social 
Security and Medicare Taxes for your employees 

 Complete paperwork for IRS 

 Complete paperwork for State of Montana Department of Revenue 

 Complete paperwork for Department of Labor and Industry 

 Complete paperwork for the Department of Homeland Security’s Citizenship and Immigration 
Services office (I-9 forms) 

 Adopt an interim personnel policy or formal one if you have time 

 Adopt interim job descriptions or create them if they don’t exist 

 Transfer staff and benefits to new district if applicable 

 Complete paperwork for health insurance if applicable 

 Complete paperwork for retirement benefits if applicable 

 Create timesheets and other payroll/personnel documents 

 Set up payroll system if handling payroll internally 

 Set up connections between software and bank 

 Enter employee data into system 

 Make sure that a system is in place for paying federal and state income taxes, Medicare, 
Social Security, Worker’s compensation, Unemployment insurance, Health insurance (if 
applicable), Retirement (if applicable) 

 Set up checks and balances within system 

 Run through payroll in a test environment to identify any problems, etc. 
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Chapter 7 Property and Other Assets 
If the district is completely new and was never a public library, then you will need to implement 
any plans that you developed during the district planning process. Please contact Montana 
State Library staff for assistance if you are in this situation. Because most of the libraries we 
work with are existing libraries, this chapter will focus on what you need to do if you are 
currently a city, county, or other type of library. 

 

Transfer assets 
For most libraries the city or county is the legal owner of property – the buildings, contents, 
perhaps even the land. Although the library board has complete control over what happens with 
those assets, they are legally owned by the local governing body. Because of this, the new 
library district board will need to negotiate a Memorandum of Understanding/Agreement with the 
local governing body. The MOU should include the following information: 

• Transfer of the building and land to the new library district board. This may include 
payment to the local governing body for the items. So far library districts have been able 
to negotiate agreements where they receive the property free and clear. 

• Transfer of the contents of the building – books, equipment, furniture, etc. You need to 
include costs if the local governing body wants payment for these items. If this seems 
likely you might mention that the taxpayers have already paid for these items once. This 
logic has worked for other new districts. 

• Transfer of vehicles or any other equipment, property, furniture that the library uses as 
well as any costs or pertinent information about each of the items. 

 

Obtain insurance 
You will need property insurance to cover the building, equipment, and its contents. Contact a 
local agent for quotes. Other library district directors will also be helpful when it comes to 
acquiring insurance. Please contact them for ideas, things to consider, and information about 
special insurance riders, etc. 

 

Maintenance, repair, and utility costs 
Since we live in Montana there’s a good chance that you will need to shovel snow or perform 
some other kind of maintenance on the building, property, and/or equipment. Be sure to budget 
some money for handling maintenance of the building and/or equipment. It may be good to 
identify local businesses that you can hire for routine maintenance work. If you have no idea 
what to budget look at past library budgets or talk to the city or county clerk and recorder to get 
an idea of what has been spent in the past. If you establish contracts for specific work, it would 
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be wise to have legal advice and investigate whether those you hire should be licensed or 
bonded. Most likely these individuals will need to have an independent contractor license.   

If the building or any equipment requires expensive repairs or work don’t forget that you will 
need to follow the competitive bidding process outlined by the county. You can also create your 
own policy, but we recommend matching the county’s policy. The competitive bidding process is 
the practice of getting multiple bids, developing criteria to select someone, and then selecting 
them following an open and transparent process. Depending on the circumstances you may 
wish to follow the competitive bidding process for smaller jobs as well. 

Be sure to include utility costs in your budget as well. The city or county may have paid for these 
items in the past, but the district will need to cover them now. Be careful about continuing an 
arrangement with the city or county when it comes to utility costs. It seems like a great idea to 
have the city/county continue payment of utility costs, but if personnel change the district could 
suddenly find itself with large utility bills and no way of paying for them. It’s cleaner and more 
transparent if the district pays for its own utility bills. You may need to work with the local utility 
companies to have bills sent to the library directly. 

Establishing a library depreciation fund is also very important, even if the district cannot 
contribute large sums of money to it in the beginning. This fund can be invested and will 
hopefully grow over time so that when your building needs a new roof or other major building 
project done--the district will have some money to put toward those large bills rather than 
depending on intercap governmental loans, passing a bond, or fundraising. Please visit the 
Montana State Library’s Frequently Asked Questions site for more information about library 
depreciation funds: 
https://msl.mt.gov/libraries/library_development/consulting/library_law/frequently_asked_legal_q
uestions. 

 

Depreciation of assets 
In the world of accounting, buildings and equipment lose their value over time.  It’s no different 
than a personal vehicle which is worth a lot more brand new than when it is 20 years old. The 
city or county has probably been handling the depreciation of the library’s assets, but if you are 
handling the accounting internally (or hiring a private firm) you need to get this information from 
the city or county. They will have a report or spreadsheet that lists each item when it was put 
into service and how much it has depreciated over time. At the end of the year, you will need to 
update this information.  We’ll mention this again when we talk about reporting requirements. 

  

https://msl.mt.gov/libraries/library_development/consulting/library_law/frequently_asked_legal_questions
https://msl.mt.gov/libraries/library_development/consulting/library_law/frequently_asked_legal_questions
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CHECKLIST FOR PROPERTY AND OTHER ASSETS 
 

 Complete Memorandum of Agreement or Understanding with city or county to transfer 
property, building, equipment, and contents of the building 

 

 Obtain insurance for property and other assets 

 

 Budget money for maintenance, repair, and utility costs 

 

 Work with local utility companies to ensure that bills are sent to the library 

 

 Research how the competitive bidding process works 

 

 Establish a library depreciation fund if you have not already done so 

 

 Obtain information about library assets and depreciation from city or county 
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Chapter 8: The Library Board and its Duties 
The library board needs to meet soon after its initial appointment.  During this meeting the board 
and director should discuss what needs to be accomplished in the first year. The board will also 
need to elect officers at this meeting. It will be important to review the Trustee Handbook put 
together by the State Library and review laws with which the board will need to comply. The 
board will have some duties assigned to it during the transition process but needs to remember 
that one of the most important duties it has is to support the director and staff through the 
transition phase. 

 

Create and adopt an action plan 
The board, director, and staff need to create an action plan. It doesn’t have to be fancy, but it 
does need to list your to-dos for the next year and a half. As you can see from the handbook 
there is a lot that needs to be accomplished. The board, director, and staff need to identify those 
things, and the board needs to at least review the plan if not officially adopt it. 

Where appropriate, board members should volunteer to complete some of the duties listed on 
the action plan. The board will be responsible for adopting new policies, certain public relations 
duties, and overseeing the process. However, there may be other duties where board members 
can help. For example, obtaining insurance quotes or volunteering to review various documents 
that are being created. Each library is different, and the board and director will need to find a 
healthy balance that works well for board members, the director, staff, and the community. 

Board members need to frequently review the plan and check on the state of progress toward 
implementing it. When necessary, board members may need to assist with certain duties, 
encourage staff to complete a duty, or in some cases remind staff and the director to be 
patient. Some items on the action plan will be relatively straightforward while others will take 
longer. This is a normal part of the process. The board is responsible for making sure that things 
are completed, but board members need to recognize that things are fluid. There will need to be 
many adjustments along the way.  

 

Support library staff 
Board members need to provide support and encouragement to staff as this transition work 
continues. Board members should find ways to reward or treat staff members who are carrying 
the double workload of starting the new district and running the library. Perhaps board members 
can buy lunch for staff members or provide coffee/tea and snacks one morning. Little things can 
go a long way toward making staff members feel appreciated for their efforts. 
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Adopt bylaws for the board 
Fairly early on the board will need to adopt at least an interim set of bylaws for board meetings 
and actions. This document will indicate how the board functions, who the officers are on the 
board, the duties of the board and officers, and how to handle disputes or other issues. If the 
board is the old board from a single library, then it might make sense to adopt the older bylaws 
with the necessary name changes. If not, the board members may need to spend some time 
creating new bylaws.   

 

Hire legal counsel 
There are a lot of legal details in the transition phase, so the board may want to consider hiring 
or finding legal counsel to help them review things like the Memorandum of Agreement as well 
as resolutions the board passes. As time goes by the board may not need legal counsel as 
much, but in the beginning an attorney can be very helpful.   

 

Purchase errors and omissions insurance 
Chances are the former library board was covered by a city or county policy, but the new board 
will need to purchase its own errors and omissions insurance. This insurance covers the board if 
they are sued by someone over a decision the board made. In essence it is liability insurance 
for the board. Contact your local insurance agent to get quotes for errors and omissions 
insurance.  

 

Begin work on a long-range plan for the new district 
Until the transition is complete the board and director won’t be able to do a lot of long-range 
planning, but it is a good idea for board members and the director to review any promises that 
were made during the district campaign. If the campaign promised the community that certain 
services would be offered, the board and director need to identify how and when to implement 
those services. Some things may have to wait until the district is up and running, but it is good to 
offer those services that you can. This shows the community that you are paying attention to 
their needs, and that you are keeping your promises. Keeping promises builds goodwill. All this 
work and effort is about better serving the community. It’s important to remember that as you go 
through this process. 

 

Begin adopting policies for the new district 
It is good to develop some interim policies to put in place until the board can review, change, 
and develop better policies. Policy development should be a thoughtful process, so the board 
and director need to take their time as they adopt new policies for the district. If you are an 
existing library this might mean adopting your current policies. If you are not currently a library, 
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then you will need to at least adopt a personnel policy and some basic policies about use of the 
library. 

Adopting interim policies will give the board and director time to develop policies that reflect the 
mission and services of the new library district. Perhaps there are some things that need to 
change as the library becomes a library district. This is a good time to make those changes. The 
board may want to appoint one or two board members to a policy committee that also includes 
the director and/or staff. This committee can review policies and present them to the full board 
throughout the year. 

 

Adopt resolutions and a budget 
It may be necessary for the board to adopt certain resolutions. The board may need to adopt 
resolutions to create a library depreciation fund or a special fund for memorials and donations. 
The Department of Administration wants the board to adopt these resolutions as part of good 
accounting practice.   

Board members will need to create a budget for the library. Past budgets for the library will be 
helpful when creating a budget. You will have two budgets – a transition budget and the first 
official budget for the district. The transition budget will probably be minimal as it is the budget 
that carries you through the first year. If the city or county has loaned money to the new district 
the board and director will want to try and minimize costs to keep from having to pay back large 
amounts of money.   

The director should work with the county clerk and recorder to find out when budget materials 
are due to the county. The board and director will then need to work on the first-year official 
budget for the district. This is a good time to review what services were promised and to assign 
money to those services as appropriate. The board may also need to add additional funding for 
legal counsel, insurance, utilities, and maintenance. These are costs that may have been 
covered by a city or county but now need to be covered by the library district.   

The Board and Director should also remember to add in reserve money. The library will receive 
its property tax revenues twice a year. This may vary but seems to be the standard for most 
counties. You will receive a large check during those times, but very little money the rest of the 
year. Basically, you won’t receive any funding unless you receive a grant, etc. Because of this 
the board needs to budget some money to carry the library through those times when it isn’t 
receiving property tax revenue. Reserves are kept in your cash balances and help you pay the 
bills when you aren’t receiving revenue. Please be aware of carefully maintaining your reserve; 
if you spend a dollar of reserve money, it will take a dollar and a half to replace that one dollar 
of reserve.   

Montana Code Annotated (MCA) 7-6-4034 says that counties can have no more than 1/3 of the 
total amount appropriated in reserve. If your budget to run the library is $100,000 you can only 
have up to $33,000 in reserve.  This means your total budget would be no more than 
$133,000. The board should not have too much money in reserves. Taxpayers expect libraries 
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to be responsible stewards. They also expect boards to spend money on the library and not 
hoard it. 

The Board members will also need to adopt a resolution for the first official budget of the library 
district. This resolution will include the number of mills the board is asking the county to levy. It 
should be sent (along with the budget) to the county commissioners. Board members should 
use the city or county’s process when creating and adopting budgets as a guide for their own 
process. See the sample budget resolution in Appendix 5 for more information. 

  

Election of board members 
It’s important to remember that after the initial appointment board members are elected to the 
library board. It would be good to contact the election administrator of the county to find out 
about deadlines, the process, and to ask them to modify the county’s “Candidate for Petition for 
Nomination” to reflect the new library district. It is important to develop a good relationship with 
the election administrator as they can help you with the election process. Be prepared to 
educate the election administrator about the new library district. You may have to work with the 
commissioners and the election administrator to keep things moving along. This may be a new 
area for them so be patient with them. Eventually the election administrator will understand the 
district and process. 

The election administrator for the county has the following duties: 

• Add the new library district to the list of special districts with elected officials 

• Assist the library board and interested participants with the process 

• Review the petitions 

• Prepare the ballots for mail elections  

• Keep a list of board members and their terms  

Board member elections are held in conjunction with the annual school election. People 
interested in running for a position on the board need to file with the office of the election 
administrator at least 75 days before the school election. The election process often starts in 
January and February. Candidates need to be nominated by petition and have at least 5 
electors of the district sign this petition. Interested candidates will need to visit the election 
administrator to pick up the paperwork and then gather at least 5 signatures of registered voters 
living in their area. It is a good idea to acquire more than 5 signatures in case any of the 
signatures are invalid. Candidates are allowed to sign their own petition. The candidate may 
have some additional paperwork to complete. Candidates should plan on completing and 
signing their paperwork in front of a notary public. See the “Ravalli County Candidate Petition for 
Nomination” in Appendix 4 to see what this form looks like. 

If the number of candidates is equal to or less than the number of open positions, then the 
election administrator may cancel the election. The county commissioners will then declare the 
candidates elected by acclamation. If there are not enough candidates for the open positions 
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the county commissioners can appoint someone to fill that position. It's important for board 
members to remember this. The board may wish to recruit good candidates for the library 
board. If an election needs to be held the board should be prepared to pay at least part of the 
election costs. The board may have to split the costs with the school board or other special 
district. If the election is by a mail-in ballot or the library district is the only organization with an 
election the board may have to pay for the full costs of the election. Consider setting aside 
money each month to pay for election costs. Contact the election administrator to get an 
estimate as to how much a full election would cost. Get this number early in the process so the 
board can add this into their budget. 

Board members draw lots after the first election to see which members will serve 2-year terms 
and which members will serve 4-year terms. This is to create a staggered system where the 
board isn’t completely changing every 5 years. If the number of candidates exceeds the number 
of offices open, the county commissioners will need to include a vote for public library district 
members on the school election ballot. The election administrator should be able to help you 
with this process. Interested candidates will need to campaign for the vote if there is an actual 
election. After the election results are announced the county commissioners will create a 
certificate of election declaring the winners. Elected trustees must then go through the oath 
process which can be administered by local officials. Your election administrator will be able to 
help you with this process. 

 

CHECKLIST FOR THE LIBRARY BOARD AND ITS DUTIES 
 Elect officers 

 Adopt an action plan 

 Review plan frequently to determine progress 

 Volunteer to help where appropriate 

 Adopt bylaws for the board 

 Support and encourage library staff 

 Find or hire legal counsel  

 Adopt policies 

 Begin work on a long range plan 

 Adopt a transition budget and, when time, an official budget 

 Pass any necessary resolutions 

 At least 75 days before annual school elections file with the office of the election 
administrator for the library board election 
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Chapter 9 Public Relations and Library Services 
The primary reason that you created a district may have been to improve services, and yet as 
you can see it’s close to the end of the handbook. There are so many administrative duties that 
public services tend to come later in the transition process. It doesn’t mean that you can’t talk 
about your new services or even make plans for them. You may even be able to implement 
some of them during the transition, but you will find that the set up for a district takes so much 
energy, time, and effort that some things have to be set aside until you have worked through the 
administrative process. 

 

Keep the public informed 
The public doesn’t usually see all the efforts that are going on behind the scenes so you will 
need to practice good public relations and keep them informed. Be prepared to write press 
releases, create publications, talk to local service organizations, and find creative ways to inform 
the public about what is happening. Don’t be afraid to tell them about all the administrative 
things you are doing to get the district up and running. Most people don’t find setting up 
accounting structures, etc. interesting but keeping them informed lets them know that you ARE 
doing something.  

 

Design a new logo and look 
If possible and appropriate the new district board may wish to hire someone to design a new 
logo and look for the library. With a new name and hopefully new services a new logo can be a 
breath of fresh air. It’s a visual sign that the library is transforming into something else. It’s also 
a fun project to work on while going through the transition phase. This new logo should 
communicate what the board, director, and staff want in the new district. Hiring a professional to 
do this is helpful as they will ask questions that elicit information about what the public, board, 
director, and staff want to see in a new library. Unveiling the logo could be a great way to launch 
the new library district. The library board, director, and staff may then want to find ways to 
incorporate the logo’s look, color, and feel throughout the library. 

 

Plan for new services and where possible implement them 
This was mentioned in the board chapter, but we’ll say it here as well. If any promises for new 
services were made during the district campaign, begin planning for them now. This is 
something that is fun to do and inspiring – a nice change from the sometimes drier 
administrative tasks. Staff, the director, and board should begin talking about what promises 
were made, how to implement those promises, and when. 
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CHECKLIST FOR PUBLIC RELATIONS AND LIBRARY SERVICES 
 

 Keep the public informed through press releases, other media outlets, and publications.  Be 
creative. 

 

 Design a new logo and/or brand for the district 

 

 Plan for new services and where possible implement them 
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Chapter 10 Reporting Requirements 
There is a lot of paperwork. Eventually the amount will go down, but there are certain things that 
need to be done each year.  

 

IRS paperwork 
Employers are required to file various reports at the end of the year. Much of this has to do with 
the fact that you have employees. Talking to the city or county person in charge of payroll might 
be helpful. They have been through this process and can give you some tips and pointers. You 
hopefully have been filing Form 941 for the IRS. This is a quarterly form where you report the 
number of employees, their wages, and their withholding amounts for federal income tax, 
Medicare, and Social Security.  However, if the IRS has notified you in writing to use Form 944 
you will do this at the end of the year. The IRS may do this if you are considered a small 
employer.  

You also must create a W-2 and W-3 form for each employee. The W-2 form is the form that 
employees use to file their federal taxes. The W-3 form is an internal form that is used to 
transmit the information from the W-2 form to the Social Security Administration. These forms 
are completed through the Social Security Administration’s website. 

 

Report for the Department of Administration 
Hopefully one of the first things you did was file your paperwork with the Local Government 
Services Bureau within the Department of Administration. If you did, reporting to them will be 
easier because you will have contacted a staff member who can help you with the process. If 
you are handling the accounting internally or have hired a local firm, you will need to make sure 
the annual year-end report is filed with the Department of Administration.   

The first year will be challenging – luckily the Local Government Services Bureau staff are 
friendly and will do their best to help you through the process. It’s much easier to file this report 
if your accounting software is sophisticated enough to run the reports you need to enter your 
data. That’s why it’s important to spend a little extra to purchase software that is designed for 
governmental accounting. 

 

Auditing the library’s accounts 
If the library has more than $500,000 in revenues the Local Government Services Bureau wants 
an auditor to check the library’s accounting and reporting to ensure that everything is being 
handled correctly.  Follow the links to the “Audit Review Section” on the Local Government 
Bureau’s website for a list of recommended auditors (you need to use one of the recommended 
auditors) as well as a checklist and other forms that may assist you in this process. If you have 
an interlocal agreement with the city or county where the local government body is handling 

http://www.socialsecurity.gov/employer/
https://sfsd.mt.gov/LGSB/
https://sfsd.mt.gov/LGSB/
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your accounting, then you will be expected to provide some of the materials they need for their 
annual audit. 

 

Depreciate assets 
At the end of the year, you will need to depreciate the library’s assets. Hopefully the city or 
county will send you a spreadsheet or report that shows what has already been done. Talk to 
the city/county clerk and recorder about the process and how it works. They can give you some 
guidance on how to report this information. If you are lucky, you will receive a spreadsheet with 
a built-in formula that automatically calculates the amount of depreciation. Once you have this 
information the final number will appear on your year-end financial reports like the one you are 
sending to the Department of Administration. See Appendix 6 for a Sample Library Depreciation 
Form for more information. 

 

Montana Department of Revenue 
The Montana Department of Revenue will also need you to file an annual report that gives them 
information about how many employees you have, the wages earned, and the withholding 
amounts. You can learn more about what is required by visiting https://mtrevenue.gov/. 

 

Montana Department of Labor and Industry Reports 
You will need to file quarterly reports for Unemployment Insurance.  You can do this online.  
Information about these reports can be found at https://uid.dli.mt.gov/ 

Worker’s compensation is more complicated. Most likely you will be working with an insurance 
company and will only have reports to file if you have a work accident where worker’s 
compensation needs to be paid. To learn more, contact the Department of Labor and Industry’s 
Employment Relations Division at https://erd.dli.mt.gov/. 

 

Montana Public Employees Retirement Administration 
You will be reporting to MPERA if you offer retirement benefits through the Public Employee 
Retirement System (PERS). You will be reporting to them frequently because they have 
reporting requirements each time payroll is completed. You also need to report to them any time 
you have a new hire, retiree, or an employee who has changed their status – either by 
resigning, moving to part-time, or something else. Please review the MPERA Employer 
Reporting Handbook for guidance. 

 

 

  

https://mtrevenue.gov/
https://uid.dli.mt.gov/
https://erd.dli.mt.gov/
https://mpera.mt.gov/
https://mpera.mt.gov/
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Create an annual report for the library 
Create at least a simple annual report for the library district that gives the public and local 
government officials information about usage of the library, highlights any accomplishments of 
the library, and discusses the impact that you have made in the community. This report can be 
very useful in terms of public relations and is another way to keep people informed about what 
is happening with the new district. 

 

Reports for the Montana State Library 
During the fall and early winter the State Library will ask you to submit your statistics for the 
fiscal year that ended in June. There are a lot of statistics covering things like library usage, 
revenue, expenditures, and even technology in the library. This information is then sent to the 
Institute of Museum and Library Services (IMLS) which is a federal agency that oversees 
libraries. To learn more about this report please visit 
https://msl.mt.gov/libraries/library_development/statistics  and/or contact Montana State Library 
staff for assistance. 

 

CHECKLIST FOR END OF THE YEAR REPORTS 
 Calculate fiscal year end depreciation amounts for library equipment and property  

 Complete fiscal year end Department of Administration report 

 Complete calendar year end paperwork for the IRS 

 Complete calendar year end paperwork for the Montana Department of Revenue 

 Complete calendar year end paperwork for unemployment insurance 

 Complete calendar year end paperwork for worker’s compensation (if applicable) 

 Complete fiscal year end paperwork for MPERA 

Complete fiscal year end annual report for the library that can be presented to county and/or 
community 

 Complete fiscal year end Montana State Library annual report 

 If needed complete fiscal year end audit using one of the auditors recommended by the 
Department of Administration’s Local Government Services Bureau 

  

https://msl.mt.gov/libraries/library_development/statistics
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Chapter 11 Conclusion 
As you can see there is a lot of work that comes with the transition to an independent library 
district. It can be very challenging, but there is a sense of satisfaction in building a new district.  
One of the joys we mentioned is the sense of empowerment that comes with creating this 
district. You will learn many new things as you go through this first year and a half.   

There are probably other things that need to be done as you transition to the district. It doesn’t 
happen overnight, but as the second-year anniversary approaches you will hopefully find 
yourself working more and more on new and improved library services. Many of the reports and 
duties that were mentioned in this report will become easier and more familiar to you. As you 
work through each of these you will become better and better at accounting, the payroll, the 
paperwork, and all the other responsibilities that come with being a new district. 

Be sure to celebrate your accomplishments.  Congratulations on all your hard work and effort.  
Please contact Montana State Library staff if you need any assistance as you work through this 
process. 
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Appendix 1: Sample Action Plan 
NORTH LAKE COUNTY PUBLIC LIBRARY DISTRICT 

ACTION PLAN 

STATEMENT OF PURPOSE 

The purpose of this Action Plan is to outline the process necessary to facilitate the 
transition of Polson City Library (PCL) into the North Lake County Public Library District 
(NLCPLD).  The goal is to create and streamline a secure and functional administrative 
infrastructure so that business can be conducted in a professional and legal manner.  
The following points are understood: 

 The NLCPLD was approved by the voters on July 27, 2010; the election was 
certified by the Lake County Commissioners on August 2, 2010 

 The current PCL Library Board was appointed by the Lake County 
Commissioners as the first NLCPLD Board of Trustees on August 2, 2010 

 The accounting and reporting period is retroactive to July 1, 2010 
 Primary goals will be identified with stated objectives and associated steps to 

confirm details 
 The projected end date for the transition period is December 31, 2010 
 Responsibility and tasks will be assigned to key people to work on and complete 

by specified dates 
 Montana State Library will be consulted throughout the transition process 
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GOAL 1 – LEGAL ISSUES 

OBJECTIVE STEPS PERTINENT POINTS ASSIGN DEADLINE FEEDBACK 
Secure 
legal 
counsel for 
NLCPLD 

Approach 
Lake 
County 
Attorney’s 
Office 

MSL Staff:  The 
main function of a 
county attorney’s 
office is county 
business not library 
district business / 
The county is merely 
the conduit for 
disbursing the 
revenue 

   

 Private 
Attorney 

Board Member:  
Approached local 
attorney who will 
initially work pro 
bono 

   

Liability  Who is responsible 
for building & 
personnel during 
transition?  City OR 
District? 

   

Errors & 
Omissions 
Insurance 
for BOT 

Contact 
local 
insurance 
agency 

Board Member:  
Included in 
insurance 
application pending 
with local insurance 
company 

   

Tax ID #  Do we need a new 
Tax ID #  OR just 
name change?  
Paperwork & 
application process? 

   

Existing 
contractual 
agreements 

Notify 
parties 
regarding 
change in 
governance 

*Note:  Montana 
State Library, 
Montana Shared 
Catalog, OCLC, 
InfoTrac, 
HeritageQuest, 
MontanaLibrary2Go, 
HVAC, Photocopier, 
Foundation, Greater 
Community 
Foundation, etc. 
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OBJECTIVE STEPS PERTINENT POINTS ASSIGN DEADLINE FEEDBACK 
 Sign new 

agreements 
if necessary 

    

 
Election 

Research 
process & 
cost for 
2011 
school 
election 

    

Legal 
Description 

Obtain 
legal 
description 

*Note:  Applicable 
to Per Capita/Per 
Square Mile / 
Called School 
District #23 
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GOAL 2 –COUNTY 

 

  

OBJECTIVE STEPS PERTINENT 
POINTS 

ASSIGN DEADLINE FEEDBACK 

Establish 
relationship with 
County officials 

Contact 
Clerk & 
Recorder 

    

 Contact 
County 
Treasurer 

    

 Contact 
County 
Payroll 

    

Verify Library 
District is on tax 
rolls 

     

Discuss budget 
issues & determine 
timeframe to 
compute mill levy 

     

Complete FY2011 
budget  

     

Research cost to 
have County do 
accounting & 
payroll 
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GOAL 3 – CITY  

OBJECTIVE STEPS PERTINENT POINTS ASSIGN DEADLINE FEEDBACK 
Discuss 
transition 
process 
with City 
Manager 

Schedule 
meeting 
with City 
Mgr. 

Mgr unavailable for 
08-31-10 BOT mtg. / 
Suggested 09-07-10 
@ 5:30 p.m. – 09-15-
10 instead 

   

  Chair and Director 
Met on 08-23-10 

   

  Learned that City 
expects 
reimbursement for 
covered expenses 
through 12-31-10 / 
Will consider long-
term loan repayment / 
If repayment required, 
it will be included in 
the budget for the mill 
levy / Meet with City 
Mgr.  every two weeks 
until transition 
complete 

   

Pursue 
MOU for 
transition 
period 

Develop 
initial 
draft* for 
city 
review 

*Document needs to 
outline parameters of 
responsibility, liability, 
and financial details 
for first six months 

   

 
FY2011 
Budget 

 Budget discussion 
meeting on 08-25-10 
@ 6:00 p.m. with 
adoption of final 
budget on 09-08-10 / 
BOT will not see wage 
figures until 08-31-10 
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GOAL 4 – ACCOUNTING 

OBJECTIVE STEPS PERTINENT 
POINTS 

ASSIGN DEADLINE FEEDBACK 

Research 
pros/cons to 
contract with 
licensed CPA 
to perform 
accounting & 
payroll 
functions 

 
Contact 
Licensed 
CPA:  Phone 
Number 

    

 *Note:  
Professional 
services 
contract 
needs to 
include 
experience 
with 
government 
accounting 
(GASB too 
?), start-up 
experience, 
investments, 
budgeting, 
payroll, etc. 

    

Research 
financial 
software 

Contact 
Black 
Mountain 
Software 

    

 *Note:  
Negotiable 
purchase of 
software?  
Need payroll, 
budget, cash 
receipting, & 
possibly 
others ? 

    

BOT decide 
accounting 
direction 

Set up 
system 
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OBJECTIVE STEPS PERTINENT 
POINTS 

ASSIGN DEADLINE FEEDBACK 

Establish bank 
accounts 

*Note:  
Electronic 
routing 

    

Transfer 
revenue from 
private 
sources 

Work with 
local 
individuals 

    

Name change 
with vendors 

     

Research 
process for 
annual audit 

     

Research Fees 
& Fines 

Establish 
policy for use 

    

Research 
Carryover 
Monies 

Establish 
policy 

    

Research 
Reserve Fund 

Include line 
item in 
budget 

    

Schedule 
meeting with 
School District 
#23 regarding 
their 
infrastructure 

Contact 
School 
Officials / 
Meeting at 
10:00 a.m. 
09-02-10 

    

Register with 
MT Department 
of 
Administration 
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GOAL 5 - FACILITIES 

OBJECTIVE STEPS PERTINENT 
POINTS ASSIGN DEADLINE FEEDBACK 

 
Building/Land 
Ownership 

Obtain 
docume
nt of 
transfer 

Work with 
City 
Manager to 
get on 
October City 
Council 
Meeting 

   

 Obtain 
Title 

    

Building/Conte
nts/Van 
Insurance/Offsi
te 

Pursue 
applicat
ion with 
local 
insuran
ce 
agency 

Board 
Member:  
Working 
with local 
insurance 
agent to 
complete 
application 
/ Submitted 
application 
08-24-10 / 
Special 
riders for 
paintings, 
statue, 
fountain, 
aquarium? 
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GOAL 6 - PERSONNEL 

OBJECTIVE STEPS PERTINENT 
POINTS ASSIGN DEADLINE FEEDBACK 

BOT determine staff 
wages 

     

Research staff issues 
with MMIA 

Contact 
MMIA 

    

 *Note:  
Carryover 
of benefits 
/ 
Personnel 
policy 

    

Research PERS Contact 
MPERA 

    

 *Note:  
Establish 
account / 
Carryover 
of benefits 

    

Health/Vision/Dental/Life 
Insurance 

Contact 
Local 
Insurance 
Company 

    

Supplemental Insurance Contact 
Aflac 
Insurance 

    

Medical Payback      
Payout line item in 
budget 

Include 
line item 
in budget 
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GOAL 7 – POLICIES 

OBJECTIVE STEPS PERTINENT 
POINTS 

ASSIGN DEADLINE FEEDBACK 

Adopt interim 
policies 

*Note:  
Board 
Bylaws 

    

 *Note:  
Personnel 

    

 

GOAL 8 - MARKETING 

OBJECTIVE STEPS PERTINENT 
POINTS 

ASSIGN DEADLINE FEEDBACK 

Promote 
change in 
library 
governance 

Keep the 
public 
informed 

    

 *Note:  News 
articles, 
handouts, 
website, etc. 

    

Hire creative 
marketing 
firm 

*Note:  
Establish 
“brand” & 
create new 
logo 

    

 Forms, 
letterhead, 
library cards, 
signs, 
website 
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Appendix 2: Sample District Transition MOU 
INTERLOCAL AGREEMENT 

City of Polson & North Lake County Public Library District 

This agreement, dated the 17 day of December 2010, by and between the City of Polson 
(City), a municipality of the State of Montana, and the North Lake County Public Library District 
(District,) a political subdivision of the State of Montana; 

WITNESSETH: 

WHEREAS, the City of Polson maintained for many years a Polson City Library; and,  

 
WHEREAS, as of July 1, 2010, the District came into existence at the will of the voters in Lake 
County High School District #23, including inter alia all the area encompassed within the 
corporate boundaries of the City of Polson; and, 

 
WHEREAS, it is the intention of the parties hereto that from and after January 1, 2011, the 
District will provide library services to the residents of the City of Polson, among others, and 
that from and after said date the need for a Polson City Library serving the same area will cease 
to exists; and, 

 
WHEREAS, the City and the District desire to set forth their agreement herein, for the purpose 
of ensuring a smooth and functioning transition of administration, assets, services, personnel, 
and liabilities in view of the aforesaid cessation of operations by Polson City Library and 
commencement of operations by the District. 

NOW, THEREFORE, in consideration of the mutual promises and covenants contained herein 
and in compliance with Sections 7-11-101, et seq., MCA the "Interlocal Cooperation Act", it is 

agreed as follows: 

1. The parties agree that the effective date for the cessation of the Polson City Library shall 
be at midnight December 31, 2010, and the effective date for commencement of library 
services operation by the District shall likewise be January 1, 2011, unless these dates 
must be changed due to circumstances that may arise during the execution hereof. 

2. The City shall take all necessary steps to dissolve the Polson City Library, effective the 
date stated in Paragraph 1 hereof, or as the same may be later amended. 

3. Pursuant to state statute, the City has held certain funds in trust for the Polson City 
Library and disbursed the same from time to time at the direction of its Board of 
Trustees. The list of funds held by the City and attributable to the Polson City Library is 
attached hereto as Exhibit A. The City intends to transfer these funds to care, custody, 
and control of the District as of the effective date of the commencement of District library 
services operations. The District has declined to independently audit the above-
referenced funds and will accept a certified letter from the Polson City Treasurer 
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verifying the accuracy of the funds. Execution of this Agreement by the authorized 
representative of the District shall constitute a waiver of any claims against the City by 
the District relating to or arising from the City's management of such monies through the 
date of transfer. 

4. The City shall place on its regular agenda an item to authorize the Mayor to execute and 
deliver a deed to the District, conveying thereby the present library building and land 
upon which it is located, and a further item authorizing the Mayor to execute and deliver 
a bill of sale for all chattel as-is, where-is, without warranty of any kind. No authority will 
exist in the Mayor to deliver any deed or bill of sale until December 31, 2010, and only 
upon the District furnishing proof of insurance, including real and personal property, and 
liability, acceptable to the City. 

5. As of December 31, 2010, the City will accept the resignation of any present Polson City 
Library staff member who indicates such desire in writing. Any present Polson City 
Library staff member who declines to resign will of necessity be laid off from City 
employment from and after January 1, 2011. 

a. At the specific request of the District, at the time of such resignation the City 
employee shall have the opportunity to sign an Assignment and Waiver, of such 
terms as necessary to instruct the City to transfer and assign any categories of 
leave accrued or to be accrued by such employee through December 31, 2010, 
to the sole control and liability of the District, and waiving any claims against the 
City that such resigning employee may accrue as a consequence of such 
assignment.  

b. Execution of this Agreement by the authorized representative of the District shall 
constitute a full and absolute acknowledgement and assumption by the District of 
any liabilities referable to any assignments of categories of accrued leave period 
by any departing City employee as set forth above, and constitutes an 
indemnification of the City by the District as to any claim arising therefrom. The  
accrued numbers will be provided by the City at the time of transition. 

c. Non-pay related personnel records of departing City employees shall be turned 
over to the District only with the written consent of the affected employee. 

6. The District shall furnish proofs to the City prior to January 1, 2011, that the District has 
secured workers compensation and unemployment insurance policies for any present 
Polson City Library staff member that the District intends to hire. Any present Polson City 
Library staff hired by the District shall be hired at a comparable rate of pay and benefits 
at which such respective persons resigned from City employment.  

7. The North Lake County Public Library District has by resolution or other appropriate 
means adopted the existing Polson Personnel Manual together with some minor 
amendments thereto, which the City acknowledges are lawful and proper. The same 
shall remain substantially in place through to January 1, 2011. No part of this term 
requires the District to keep or maintain the same in the present configuration after 
January 2, 2011. 

8. The District shall offer any present Polson City Library staff member later employed by 
the District a health insurance plan benefit, in kind or in cash, in like and similar amounts 
as such present Polson City Library staff members enjoy, at the time of hiring of such 
former Polson City Library staff member. 

9. From and after January 1, 2011, the City will not honor any contracts entered into by the 
Polson City Library, and the District by its execution hereof agrees to assume the benefits 
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and burdens of any such existing contracts, and to indemnify the City from any cost, 
burden, or expense associated with any such contracts.  

10. It is the intent of the parties hereto that from and after January 1, 2011, neither party 
hereto shall have the right of governance or control of the other, and each shall assume 
any and all liabilities with respect to land, chattel, and personnel as arranged herein, 
save and except any rights arising under this Agreement. 

11. The City and the District agree that while the City has funded library operations of the 
Polson City Library from and after July 1, 2010, through December 31, 2010, the City 
shall not seek reimbursement from the District of any such expenditures on its behalf, 
save and except the District shall reimburse the City for any amounts expended by the 
library operation in excess of amounts approved by the Council in the 2010-2011 budget 
for the library through calendar year 2010, on such terms and conditions as the parties 
may later agree. 

12. Each party hereto represents and warrants that the governing body of each party has 
considered the terms of this Agreement, approved its adoption, and empowered the 
subscribers hereof to execute this Agreement on behalf of their respective governing 
boards. 

13. The City Payroll Clerk, City Treasurer, and City Clerk along with the Library Director will 
be involved in administering the transition and providing any applicable reports.
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INTERLOCAL AGREEMENT 

 City of Polson and the North Lake County Public Library District  

EXHIBIT A: (ASSETS TO BE TRANSFERRED) 

The following Assets will be transferred from the City to the District on or about January 1, 2011: 

1. The City of Polson will transfer the library building and the land upon which it is 
located. The land was previously designated and dedicated as a place for a library 
(see Exhibit 2). The building was built with private donations, without taxpayer 
money, for the same purpose. 

2. Financial assets and accrued interest through December 31, 2010 in Funds: 
a. 2750 Hochmark 
b. 2751 Technology 
c. 2752 Library District Education 
d. 2755 Memorial (Restricted) 
e. 2756 Memorial (Non Restricted) and 
f. 4510 Library Depreciation Reserve (created in accordance with MCA 22-1-305, 22-

1-306, 22-1-307). 

These funds were created with private donations, not taxpayer funds, for specific 
library purposes. Following transfer, the District will assume all obligations regarding 
such Funds, and comply with all applicable legal requirements pertaining to them. 

3. The materials collections (books, audios, videos, magazine/periodicals, etc.) in the 
Polson City Library. 

4. humAll personal property, equipment, fixtures and other property located  within and 
outside the Polson City Library. 

5. Story Shuttle Van (2000 Dodge Ram). 

6. Original or photocopies of complete personnel records for existing staff. 
 

7. Deed to the library building and land. 
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INTERLOCAL AGREEMENT 

City of Polson and North Lake County Public Library District 

EXHIBIT B: Transfer Letter 

 

TO: Todd Crossett, Polson City Manager 

FROM: Present Polson City Library Employee  

SUBJECT: Resignation 

Please consider this my resignation from employment by the City of Polson, effective 
December 31, 2010. 

I do / do not wish to transfer and assign accrued vacation / sick / other time to the control and 
liability of the North Lake County Library District. I understand that if I do not wish to do so I will 
be paid out the value thereof by the City of Polson as of December 31, 2010. 

I further understand that if I choose to transfer those categories of reserved time, they will 
continue to accrue pursuant to the Personnel Manual of the District, as it exists or may later be 
amended. If this is my choice I hereby waive any and all claims against the City that might 
accrue by reason of failing to take a cash payout at this time. 

If no choice is indicated the City will assume I intend to be paid out as of December 31, 2010. 

I authorize / do not authorize the City to turn over all non-pay related personnel records to the 
District. 

Signed   
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Appendix 3: Sample Mill Levy Letter 
 

September 5, 2020 

 

County Clerk and Recorder 

123 ABC Street 

Somewhere in, MT  59000 

 

Dear Clerk and Recorder: 

 

We have been informed by the local office of the Montana Department of Revenue that the 
taxable value of one mill for the High School District, minus the total incremental value of all 
tax increment financing districts, is $40,524.  This figure is located on line 4 of the 2012 
Certified Taxable Valuation Information sheet we received. 

 

The number of mills that will be needed to fund the Public Library District for fiscal year 2013 
is 9.0 mills. 

 

This letter represents official notification to you from the Board of Trustees for the Public 
Library District to include this on the upcoming tax notices. 

 

Sincerely yours, 

 

Jane Doe 

Chairperson, Public Library District 

 

 

  



2 0 2 4  L i b r a r y  D i s t r i c t s :  A  G u i d e  t o  t h e  F i r s t  Y e a r  -  P a g e  | 58 
 

Appendix 4: Sample Candidate Petition Form 
 

 

Appendix 5: Sample Budget Resolution 
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RESOLUTION NO.  

ANNUAL BUDGET RESOLUTION 

A RESOLUTION RELATING TO FINAL BUDGETS AND ANNUAL 

APPROPRIATIONS FOR THE FISCAL YEAR BEGINNING JULY 1,   AND 
ENDING JUNE 30, 

  

WHEREAS, Montana Code Annotated (MCA) 7-6-4024 requires that the budget be approved 
and adopted by resolution by the later of the second Monday in September or within 45 calendar 
days of receiving certified taxable values from the Department of Revenue, and 

 WHEREAS, the notice of hearing on preliminary budget was published in accordance with 
Section 7-1-2121, MCA, as required by Section 7-6-4021, MCA, and 

 WHEREAS, the hearing on preliminary budget and budget increase from property taxes was 
held in accordance with Section 7-6-4024 MCA, and, 

 WHEREAS, the library board is given the authority to adopt and set the library’s budget per 
MCA 22-1-707 

  

NOW THEREFORE BE IT RESOLVED, that the attached budget is adopted by the   
   Library District Board of Trustees; 

That the library director is given authority to implement the budget; 

That the library director is given authority to make transfers where necessary; 

That by giving the director this authority the board is in no way giving up their own authority in 
regards to the budget; 

And finally the Library District will follow Generally Accepted Accounting Principles when 
recording revenues and expenditures. 
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Appendix 6: Sample Library Depreciation Form 
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