
Board	of	Livestock	Meeting	 	
	
Agenda	Request	Form	

 
From:   Tahnee Szymanski 
 

Division/Program: Animal Health 
Bureau 

Meeting Date: 10/24/2017 
 

Agenda Item:  Out of State Travel Request for the Wyoming Governor’s brucellosis coordination team meeting 

Background Info: 
The Wyoming BCT has historically asked for health officials from Montana, Idaho and USDA to give update on their 
respective agencies. State and federal wildlife agencies and research groups often present on new research and 
give updates as well.   
 
This has been an opportunity to share information and work with the other GYA state and USDA officials, on 
brucellosis related issues. This meeting will be held annually in the spring, likely in April but the exact date has yet 
to be determined. This is a one day meeting that requires two ½ days of travel (State vehicle) and one night hotel 
stay, out of state. 
 
Consequences of not attending this workshop: MDOL will not be able to fill Wyoming’s request for attendance, 
provide a report on Montana’s brucellosis program, and hear about developments in other GYA state programs 
(Idaho representative is expected to be in attendance).    
 
Estimated cost of attendance: 
Travel: 800 miles (round trip State vehicle)  
Hotel: $130 
Per Diem: $92 
TOTAL: $222 
 

Time needed:  Admin. Consent  Attachments:  YES    Board vote required  YES    

 

	
Agenda Item:  Out of State Travel Request for Salmonella workshop 

Background Info: 
Following human outbreaks of salmonella in 2015 and 2016 linked to consumption of roaster pigs, FSIS executed 
an MOU requiring cooperation from USDA in finding a “root cause” of the outbreak.  While on‐farm sampling did 
not take place following this incident, CDC (Centers for Disease Control), USDA and livestock industry groups 
committed to develop a matrix (decision tree) that would establish circumstances when on‐farm‐sampling is 
appropriate.  A workshop is scheduled for late November 2017 in Fort Collins, CO to develop this matrix, and DOL 
has been requested to attend to provide subject matter expertise.   
 
Consequences of not attending this workshop:  Decisions will be made about when on‐farm‐sampling takes place 
without receiving input from the State of Montana.  Montana producers will be bound by the outcome of these 
deliberations. 
 
This is a two‐day workshop.  Estimated costs, covered by federal cooperative agreement are: 
Airfare:  $800 
Lodging: $300 
Per diem: $130 
 

Time needed:  Admin. Consent  Attachments:  YES    Board vote required  YES    

 

	
Agenda Item:  Out of State Travel Request for USAHA Government Relations Committee 



Background Info: 
The purpose of the Committee on Government Relations is to exchange information on animal health issues and 
encourage positive responses to resolutions approved at the annual meeting of the Association.  The Committee 
enhances the Association's ability to directly influence regulatory processes related to animal health issues. 
  
The Committee meets with a number of agencies and groups including:  
  American Veterinary Medical Association 
  USDA 
  Agricultural Marketing Service 
  National Institute of Food and Agriculture 
  Food Safety Inspection Service 
  National Veterinary Service Laboratory 
  Centers for Disease Control 
  Department of Homeland Security 
  Food & Drug Administration 
  Animal Agriculture Coalition 
  
As the Second Vice President of the USAHA (United States Animal Health Association), Zaluski is responsible for 
developing the agenda and collating notes from the sessions. 
  
Consequence of not attending:  Not meeting obligations of being an officer of the USAHA Executive Committee, 
and not providing input to associations and federal agencies with jurisdiction over Montana’s livestock agriculture 
sectors.  
 
This is a two day meeting.  Estimated costs, covered by federal cooperative agreement are: 
Airfare:  $1000 
Lodging: $450 
Per diem: $150 
 

Time needed:  Admin. Consent  Attachments:  YES    Board vote required  YES    

 

	
	

Agenda Item:     

  

Time needed:   Attachments:       Board vote required:      

	









 
 
Traceability meeting on September 26, 27 in Denver, MT.  
 

 One of the main goals of the meeting was to present and receive feedback on recommendations 
of the ADT working group of which Zaluski was a member.   

 Zaluski presented part of the ADT working group report, and provided a presentation on using 
brands as part of disease investigations 

 ADT workgroup summary:   
o An 18 member State/Federal working group deliberated since March 2017 to prepare 

preliminary recommendations on the next step for ADT. 
o The recommendations address various key issues, including: 

 Maintaining the official ID requirement for the currently covered population 
that excludes beef feeder cattle 

 When official ID should be required (change of ownership, commingling, etc.) 
 Implementation of electronic identification 
 Minimize exemptions for official ID and ICVI 
 Improve collection of ID and its correlation to the carcass at slaughter 
 Uniform enforcement 

o APHIS will publish the report in the Federal Registry and accept public comments for 45 
days. 

o The ADT working group will finalize their report after review and consideration of the 
comments. 

  

 



Lab Director - Pathologist - Veterinarian (17141971)
Status
Open

Agency HR Representative
Martin, Sheila

Status Details
Sourcing

Hiring Manager
Zaluski, Marty

Primary Location
Bozeman

Requisition Type
Professional

Hired Candidates
0 out of 1



Logistics

Candidate Selection Workflow
Candidate Selection Workflow
MTGOV

Automatically reject all submissions when the requisition is filled
No

Automatically reject all submissions when the requisition is canceled
No

Select Agency for Security
Agency
Department of Livestock

Owners
Agency HR Representative
Martin, Sheila M

Hiring Manager
Zaluski, Marty

Identification
 
Position Number
56300011 - Veterinarian

Number of Openings
1

Title
Lab Director - Pathologist - Veterinarian

Justification
Replacement

Open to
External - Public

Union
000 - None

Bargaining Unit
000 - None

Agency
Department of Livestock

 
Contact Name
Sheila Martin

Contact Email
shmartin@mt.gov

Contact Phone
406-444-5684

Fax Number
406-444-1929

Mailing Address
PO Box 202001 Helena, MT 59620-2001

Required Application Materials
Cover Letter, Resume

Structure

Organization

Level 1 State of Montana

Level 2 Livestock - 563



Level 3 Diagnostic Laboratory Division - 563-03

Primary Location

City Bozeman

Job Field

Job Category Agricultural/Livestock Sciences

Requisition
Template

291818 - Veterinarian

Profile
Employee Status
Regular

Schedule
Full-Time

Shift
Day Job

Travel
No

Education Level
Doctorate Degree

Training Assignment
Not Applicable

Applicant Pool Statement
If another department vacancy occurs in this job title within
 six months, the same applicant pool may be used for the
 selection.

Accessibility Statement
The State of Montana has a decentralized human resources system and each agency is responsible for its own
 recruitment and selection process. An employee or applicant who needs a reasonable accommodation during the
 application or hiring process should contact the state agency human resources staff identified on the job listing as soon
 as possible or use the relay service by dialing 711.  Montana Job Service Offices also offer support services including
 assisting applicants with submitting online applications.     Montana State Government does not discriminate based on
 race, color, national origin, religion, sex (including pregnancy, gender identity, or sexual orientation), age, physical or
 mental disability, genetic information, marital status, creed, political affiliation, veteran status, military service, retaliation,
 or any other factor not related to the merit and qualifications of an employee or applicant.



Administration

Compensation
Job Grade
08

Salary Plan
020

Pay Basis
Yearly

Annualization Factor
1.0

Minimum Salary
35.98

Maximum Salary
39.28

Benefits Package Eligibility
Health Insurance, Paid Leave & Holidays, Retirement Plan

Overtime Status
Overtime Status
Exempt



External Description
Description - External
DIVISION DESCRIPTION: The Diagnostic Laboratory Bureau of the Animal Health & Food Safety Dvision (AHFSD),
 Department of Livestock is the only accredited full service veterinary laboratory in Montana. The Bureau provides disease
 diagnostic support to veterinarians, livestock producers, companion animal owners the Department of Fish, Wildlife and
 Parks and the Department of Public Health and Human Services. The Bureau provides laboratory support to the Animal
 Health Bureau and Milk and Egg Bureau of the Department of Livestock. The functions of the Veterinary Diagnostic
 Laboratory (MVDL) are to provide information on infection and disease incidence in animals through surveillance
 programs, outbreak investigations and reference testing and to provide clinical diagnostic testing for infectious, metabolic
 and neoplastic disease to local health departments, physicians, veterinarians, and individuals. The MVDL also certifies
 and approves the laboratory program. 
  
JOB OVERVIEW: The Administrator of the MVDL is a Doctor of Veterinary Medicine (DVM) with a broad knowledge of
 multiple diagnostic laboratory disciplines and management. The Administrator, as Laboratory Director, has responsibility
 of administration and supervision for all laboratory sections of the MVDL, including quality assurance, clinical pathology,
 milk laboratory, bacteriology, serology, virology, histology, pathology, molecular diagnostics, receiving and office. The
 Administrator also has responsibility for budgeting to ensure that expenditures are in compliance with state procurement
 guidelines and are adequately covered by revenues. This Laboratory Director also acts as Chief MVDL Pathologist /
 Veterinarian and conducts pathological investigations into animal disease processes, affecting numerous domestic, wild
 and laboratory species. MVDL routinely receives specimens from animals that may be exposed to high consequence
 pathogens and toxins, therefore, the Director ensures that laboratory functions are conducted in a manner that is safe for
 employees and compliant with state and federal regulations for control, containment and reporting. 
  
A complete job description is available by request from shmartin@mt.gov  
  
Special Information: Moving Allowance: $3,000 
Estimated start Date: Jan 2018 

Qualifications - External
MINI MUM QUALIFICATIONS (EDUCATION AND EXPERIENCE): 
1. Doctor of Veterinary Medicine degree from an AVMA accredited or approved veterinary college and fulfillment of the
 requirements of a veterinary specialty college and complete Board Certification. 2. AAVLD minimum qualifications: DVM
 or equivalent/comparable veterinary degree; 2 years experience in diagnostic laboratory medicine; broad knowledge of
 laboratory disciplines. 3. AAVLD preferred qualifications: DVM and MS and PhD and Specialty Board Certification; 5 years
 experience in diagnostic veterinary medicine; management training; Broad knowledge of laboratory disciplines. 
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STATE OF MONTANA POSITION DESCRIPTION 
Department:    5603, Livestock 
Division and Bureau:  Brands Enforcement 

Name:  TBD 

Section and Unit:    Montana Livestock Markets 

Position Working Title:  Market Inspector 

Position Number:    563000 

Weekly Hours:   1.0 FTE 

The Brands Enforcement Division strives to provide a workplace which fosters employee safety, wellbeing and 
commitment.  The  specific  items  listed  in  this  position  description  are  not  intended  to  be  all‐inclusive;  they 
represent typical elements and criteria considered necessary to perform the position successfully.   
 

Division Description:  

The  Brands  Enforcement  Division  performs  professional  law  enforcement  and  investigative  work  tracking 
livestock ownership and deterring and/or solving of related criminal activities.  
 

Position Overview: 

This position is responsible for inspecting livestock for brands, sex and breed for identification and ownership 
purposes at livestock sales and prior to transportation. It ensures that brand inspection, proof of ownership, lien 
and mortgage identification, and animal health requirements are met prior to change of ownership, slaughter, 
and transportation transactions through the use of specialized custom software, handheld electronic devices, 
and personal computers.  The position is responsible for responding to incidents of stray cattle and accidents 
involving livestock on an on‐call basis.  This position must have the ability to develop positive relationships with 
the public, coworkers, and livestock market owners while strictly adhering to Montana regulations. The position 
reports to the Market Supervisor, and does not supervise others.  
 
 

Required Qualifications:  

A minimum of a high school diploma and at least two years working in close proximity to cattle on a daily basis 
is  required.  This  position  also  requires  at  least  1  year  of  experience  requiring  daily  operation of  a  personal 
computer.  
 
 

Ideal Qualifications:  

Preferred qualifications include a Bachelor’s Degree, at least 5 years’ experience in a similar field, intermediate 
skills  operating  a  personal  computer,  excellent  cattle‐handling  skills,  and  a  thorough  understanding  of  the 
livestock industry and Montana livestock regulations.  
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Principal Duties and Responsibilities: 

1. Inspection at Livestock Markets: 55% 

This position must possess the ability to interpret regulations (MCA, ARM, State policy, GIPSA, and others) 

and apply them to the various situations that arise in the livestock industry. The position must be able to 

communicate with producers and execute regulations while maintaining positive, cohesive relationships 

with coworkers, the public, and livestock market owners. The position must also possess knowledge of 

brands, lending institution and departmental requirements regarding liens, livestock industry standards, 

anatomy and physiology of livestock (cattle, sheep, horses ‐ including reproductive stages and breeds), 

knowledge and ability in the handling and care of livestock, roping and clipping, and the ability to operate 

a motor vehicle.  

a. Conducts inspection of livestock at markets, off‐site sales, authorized shipping points, slaughter 

facilities,  ranch  scales,  and  local  feedlots  to  ensure  compliance  with  regulations.  Inspections 

prevent  and  discourage  livestock  theft  by  verifying  ownership,  identifying  brand  liens,  and 

ensuring compliance with many other state and federal  laws. Visually  inspects each animal for 

brands,  earmarks,  physical  characteristics,  and  other  identification  criteria  to  determine 

ownership, reproductive status, and breed.  Tallies number of head by sex, breed, and brand, and 

records  information  in  tally book or  local  inspection slip.   This will  require  roping and clipping 

animals when brands are difficult to read or are covered by hair.  The inspector must also observe 

for rebranding and potential brand alteration (if a brand is suspect, it would be referred to the 

District Investigator). 

b. Reviews bill of sale to ensure legality and adequate description of livestock, records bill of sale. 

c. Determines proper ownership of stock by entering recorded brands  into  the brands database, 

ensuring retrieved record  is  identical  to  recorded brand, checking recorded ownership against 

seller  check‐in  ticket,  determining  if  those  signing  bill  of  sale  are  authorized  to  do  so,  and 

retrieving and recording any lien information.   Consults with Supervisor or other Inspectors when 

ownership resolution is unclear or disputed. 

d. Notifies supervisor or other inspectors of livestock which the inspector believes is stolen or upon 

which brands have been altered or obliterated or which does not  conform  to  the description 

contained  on  the  tally  sheet  furnished  by  the  shipper  or  to  the  description  contained  in  any 

certificate of inspection or release issued before shipment or removal of the livestock. Searches  

2. Field Inspection: 10% 

This  position must  possess  the  ability  to  interpret  regulations  (MCA,  ARM,  State  policy,  Packers  and 

Stockyards regulations, and others), comprehend these regulations, apply them to the wide array of real‐

world situations that arise in the livestock industry, and be able to communicate to producers and execute 

these  regulations  while  maintaining  positive,  cohesive  relationships  with  coworkers,  the  public,  and 

livestock  market  owners.  The  position  must  also  possess  knowledge  of  anatomy  and  physiology  of 

livestock (cattle, sheep, horses ‐ including reproductive stages and breeds), brands, lending institution and 

departmental requirements regarding liens and mortgages, livestock industry standards, knowledge and 

ability in the handling and care of livestock, roping and clipping, and the ability to operate a motor vehicle. 

3. Resolving Discrepancies in Livestock Ownership:  15% 

Participates in resolving ownership disputes/uncertainty to determine the proper ownership of cattle and 

ensure funds being held on the cattle are distributed to the proper owner.  Uncertain ownership can be 

the  result  of  a  variety  of  possible  situations  including  misbranding,  rebranding,  no  brand,  liens,  or 

mortgages.    This  requires  knowledge  of  proof  of  ownership  legal  requirements,  the  operation  of  a 

personal computer and the state brand database.  The position will be expected to seek assistance from 
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the supervisor and/or Helena staff on difficult ownership determinations involving the interpretation of 

legal documents. 

a. Examines and  identifies all marks and brands on the animal,  takes pictures of  the animal, and 

records  any  other  pertinent  data which may be  used  to  ascertain  ownership.    As  complete  a 

record as possible must be established as the animal may have already been sold or slaughtered 

prior to the time actual ownership is established.  The stock inspector may either at once or at 

any time within 15 days sell the livestock at a licensed livestock market or in the open market for 

the  best  available  price  and  remit  the  proceeds,  less  the  cost  of  keeping  and  sale,  to  the 

department together with a full description of the livestock sold, giving marks and brands, if any, 

and a statement of the reason for the seizure and sale. The proceeds shall be deposited by the 

department with the state treasurer and credited to the department fund. 

b. Notifies  commission  company  that  the  proceeds  from  sale  of  an  animal  whose  ownership  is 

uncertain must be held until ownership is ascertained. 

c. If the animal is branded with a brand registered to someone other than the individual attempting 

to sell the animal, the Inspector will contact the registered owner to determine if the animal is 

truly theirs, and if so what they would like to do with it (sell  it or have it returned), or if  it  is a 

misbrand.  This duty may require contacting supervisors or using judgement to determine if an 

animal should be held at the yard, or if the animal should be sold and the proceeds held.  This 

determination is based on the incumbents knowledge of the type of animal (e.g. if it is a dry cow 

or of good breeding stock), and what is generally the practice with these type of animals. 

d. Resolves issues of misbranding by attaining waivers from the seller and the individual to whom a 

brand was registered, this also requires ensuring that those who release rights to an animal are 

authorized  to do  so and  that  their  are no  liens or mortgages on  the animal, by  searching  the 

brands database and calling shippers of animals and owners of brands. 

e. Contacts  supervisor  or  other  Department  staff  for  assistance  with  difficult  ownership 

determinations  involving  the  review  of  documents  such  as  divorce  decrees  or wills.    Gathers 

information as required for determinations to be made. 

f. Report any and all livestock violations. 

4. Releasing  Holds:  10%  Releases  livestock  and  proceeds  on  livestock  held  to  instruct  the  commission 

company on how to pay proceeds while ensuring accuracy of tally information and the proper distribution 

of proceeds to owners using knowledge of basic mathematics and Department and commission company 

policies and procedures. 

a. Transfers  recorded  information  from  brand  files  to  tally,  including  mortgage  information  on 

secured property. 

b. Reconciles commission company sale records against department tallies.  Resolves discrepancies 

by  re‐inspecting/tallying  stock,  working  with  commission  company  to  determine  accuracy  of 

records, reviewing recording information of other Livestock Inspectors.  

c. Writes release to buyer after sale listing head counts, brands, sex, and location of each brand. 

d. Collects fees and Beef Council moneys paid by the owner or the person for whom the release is 

paid.  The fees and check‐off are collected either from the commission company at auctions or 

directly  from  the  owner/shipper  at  local  &  feedlot  sales.    Fees  are  to  be  deposited with  the 

Department. 

 

5. Issuing Permits: 5%	 Issues transportation and market consignment permits to owners and shippers to 

ensure the proper inspection of animals before transfer and to ensure compliance with state law requiring 

permits.  This duty involves conducting an inspection and collecting fees as described above.  In addition 
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to ownership criteria, this will require ascertaining and documenting the description of land to which the 

livestock will be moved,  the date and  time  issued,  the place of origin and place of destination of  the 

shipment, the name and address of the owner and the person shipping the livestock, a description of the 

vehicle used including the license number, and any other information required by the Department. 

6. Estray  Field  Calls:  3%  Provides  on‐call  coverage  for  incidents  within  the  scope  of  the  Department's 

responsibility such as stray cattle and highway accidents involving livestock transportation to ensure the 

safety of the public and stock using knowledge of stock handling methods and techniques and State and 

Department rules and regulations. 

a. Responds  to  calls  from  the public,  highway patrol,  and  local  law enforcement  regarding  stray 

animals or accidents.  Travels to site and ropes and contains animals. 

b. Inspects stock to determine ownership.  If ownership is not evident, compiles documentation (e.g. 

earmarks, hair, etc.) Regarding animal to be used later in ownership determination. 

c. Communicates with local land owners to attempt to identify ownership, or find a place to contain 

the animal(s) until the owner can be located. 

7. Other: 2%  

8. Maintains department brand, transfer, and mortgage information and provides weekly and monthly tally 

and fee reports to ensure that accurate and current information is available for determining ownership, 

identifying liens and mortgages, and providing information for the Helena office for use in reconciling fees 

and tracking total livestock sales using knowledge of the statewide brand recording system, established 

reporting formats, and arithmetic. 

 

Supervision Received: 

The market inspector is supervised by the market supervisor.  
 

Supervision Exercised: 

This position does not supervise any FTE.  

 
Required Skills:  

1. Knowledge of State and Federal livestock laws and regulations. 
2. Brands, the state brand recording system, and brand ownership laws.  
3. Anatomy and physiology of stock (cattle, sheep, horses ‐ including reproductive stages and breeds). 
4. Lending institution and departmental requirements regarding liens and mortgages 
5. Stock handling methods and techniques and livestock industry standards.  
6. Must have at least basic skill level and understanding of Microsoft Word, Excel and Outlook: 
7. Must be able to follow standard operating procedures and training plans with diligent attention to detail. 
8. Must have knowledge and ability in operation of custom software systems: 

a. Brand database (Axiom) and Fort Supply Central Office 
9. Must aptitude and skill in regulatory customer service: 

a. High standards of professionalism,  
b. Polite but firm conduct, 
c. Displays  a  patient,  deliberate,  thorough,  helpful,  kind,  understanding  demeanor  when  explaining 

regulations. 
10. Must possess expert personal management skills: 

a. Excellent verbal communication and reading skills. 
b. Analytical thought processes, independent decision making and problem solving abilities. 
c. Ability to support division priorities and workflow with professional direction to meet established 

turnaround times and fit the culture of the office. 
11. Must be committed to continuous improvement: 

a. Self‐motivated to complete ongoing training, competency assessment and proficiency testing programs.  
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b. Willing to receive constructive feedback and participate in audits, evaluations and corrective actions.  
c. Willing to research opportunity for and complete continuing education and peer collaboration. 

12. Must follow all Brands Enforcement, department and state standards of conduct: 
a. Dedication to maintaining professional ethics and standards of service. 

 

Ideal Skills:  

1. Excellent livestock handling skills. 
2. Advanced skills in regulatory customer service. 
3. Advanced skills in custom software systems and Microsoft Office applications. 
4. Background includes work in and understanding of the Montana cattle industry. 
5. Familiarity with Montana livestock regulations and brand liens. 

 

Working Conditions & Physical Requirements:  

Essential functions of the position involve physical demands related to standing, walking and running for long 
periods of time (may work as much as 10 hours or more during shipping season); the ability to handle livestock, 
and move quickly, climb fences, etc. in order to avoid serious injury, the ability to rope and clip animals, ride 
horses,  and  operate  a motor  vehicle.   Working  conditions  involve  continued  exposure  to  extreme weather 
conditions, dust, and unpleasant conditions encountered in slaughterhouses and in stockyards.  There is also a 
serious risk of injury present in the performance of the position.  The position will work with unpredictable range 
stock,  and  must  have  extensive  experience  working  in  this  environment  in  order  to  take  the  necessary 
precautions, and be aware of and immediately recognize dangerous situations.  Duties related to inspections at 
remote locations and rounding up stray stock involve uncontrolled circumstances and a significant risk assumed 
by the incumbent. 
 

Special Requirements:  

☐  Fingerprint check 

X  Background check 
X  Valid driver’s license 
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Signatures      

Signatures below indicate that I have read this position description and understand and accept the 
requirements presented herein. 
 
 
 

Employee        Title              Date 
          Mortgage Clerk 
 
 
Laura Hughes  Helena Office Lead Worker, Market Auditor 

Lead Worker        Title              Date 
           
 
 
 

MVDL Administrative Approval  Title              Date 
Leslie Doely           
 
 
 

State of Montana Human Resources Review 

Position Code Title:              Position Code Number:                            Pay Band:   
 
 
My  signature  below  indicates  that  Human  Resources  has  reviewed  this  position  description  for 
completeness and has made the following determinations: 
 

☐  FLSA exempt 

☐  FLSA non‐exempt 

☐  Telework available 

☐  Telework not available 

☐  Organizational chart attached 

☐  Classification complete 

 
 
                                                       

Signature          Title            Date 
 
Original to Helena HR; Copy on file with Division Administrator   
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Doc ID:   

 

Pages:  5 

Revision Date:  10/23/2017  Revised By:  Leslie Doely 

Approve Date:    Approved By:   

Supersedes Date:  All previous  Archived Version By:   

Adopt Date:    Adopted By:   

Review Date:    Reviewed By:   

 

STATE OF MONTANA POSITION DESCRIPTION 
Department:    5603, Livestock 
Division and Bureau:  Brands Enforcement 

Name:  Compliance Tech Band 3 
Section and Unit:    Helena Office 
Position Working Title:  Cattle Inspection Clerk 
Position Number:    563000005 & 563000060 
Weekly Hours:   2.0 FTE  

The  Brands  Enforcement  Division  strives  to  provide  a  workplace  which  fosters  employee  safety, 
wellbeing and commitment. The specific items listed in this position description are not intended to be 
all‐inclusive; they represent typical elements and criteria considered necessary to perform the position 
successfully.   
 

Division Description:  

The  Brands  Enforcement  Division  performs  professional  law  enforcement  and  investigative  work 
tracking livestock ownership and deterring and/or solving of related criminal activities.  
 
Position Overview: 

This position is responsible for receiving, assessing, scanning, data entry, compliance and filing of cattle 
movement documentation.  The position  is  required  to answer  the main phone  line as needed and 
provide quality assistance to customers and coworkers. The position performs frequent research for 
public records requests, staff research queries, and other ad‐hoc reports as needed. Working hours are 
8:00 AM to 5:00 PM.  
 
Required Qualifications:  

A minimum of a high school diploma or equivalent and at least two years in a similar office environment 
with daily customer service and computer operation is required. 
 
 
Ideal Qualifications:  

Preferred qualifications include an Associate’s Degree, at least 4 years’ experience in a similar office 
environment, exceptional computer skills, and a thorough understanding of the livestock industry and 
Montana livestock regulations.  
 
 
Principal Duties and Responsibilities: 

1. Data Entry and Document Scanning: 40% 

This  position  receives,  scans  and  enters  multiple  types  of  official  cattle  movement 

documentation, including cattle inspections, permits, and supplemental documentation into the 

central  Fort  Supply  inspection  database.      This  duty  requires  knowledge  of  the  Fort  Supply 
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software,  brand  database,  alpha/numeric  and  date  filing  systems,  livestock  characteristics, 

livestock brand identification codes, use of Microsoft Word, Outlook, and Excel, and knowledge 

and understanding of laws and regulations regarding livestock movement as outlined by the state 

statutes and Administrative Rules of Montana. 

a. Inputs information from submitted documents into the Fort Supply database to record 

sales, movement, headcounts, and brands of livestock.  

b. Scans all paper documentation and attaches to the electronic record.  

c. Files all paper documentation according to office procedures.   

 
2. Compliance: 25% 

During the data entry and document scanning process, this position evaluates each document 

for compliance with Montana livestock inspection and movement regulations. This duty requires 

knowledge of the Fort Supply software, brand database, alpha/numeric and date filing systems, 

livestock characteristics,  livestock brand identification codes, use of Microsoft Word, Outlook, 

and Excel, the ability to communicate verbally and in writing, and knowledge and understanding 

of livestock movement laws and regulations as outlined by the state statutes and Administrative 

Rules of Montana. 

a. Examines  each  submitted  form  and  supporting  documents  to  verify  the  information 

submitted is accurate, legible, true, and complete as required using knowledge of federal 

and state law, policies, and regulations and the ability to discern errors.   

b. Examines each submitted form for altered information to explore the possibility of forged 

documents which may result in investigation of unlawful actions. 

c. Examines each submitted market consignment permit to verify the livestock's intended 

point of destination is a designated shipping point in the state of Montana. 

d. Compares owner and seller names, date, brands, species, and headcount information on 

forms with data on supporting documents to see that the transaction is  in compliance 

with laws by comparing data for parallelism.   

e. Determines  if  changes  of  ownership  of  livestock  are  taking  place  by  examining  for 

evidence that beef council money was collected and bills of sale and proof of ownership 

repossessed. 

f. Compares  dates  on  bill  of  sale  and  inspection  to  determine  if  a  change  of  ownership 

violation has been committed. 

g. Examines signatures on bills of sale and compare with handwriting of  inspector to see 

that  signature has not been  forged.   Discovery of  similarities  in handwriting  results  in 

investigation of inspector’s actions and integrity. 

h. Verifies that the signature on the bill of sale or proof of ownership matches an authorized 

bill of sale signer recorded in brands database. 

i. When noncompliance is discovered, determines what type of correspondence is suitable 

to  correct  the  error  by  considering  what  supporting  documents  are  missing,  what 

information is incorrect or incomplete, who needs directional assistance, and from whom 

the assistance should be given by using problem solving skills. 
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i. If a written request to a District Investigator will suffice, an email describing the 

noncompliance and advising of actions to be taken is composed and printed using 

the Fort Supply database. 

ii. If a verbal request to a District Investigator or a local inspector will suffice, a phone 

call is made to him or her describing the error discovered and advising of actions 

to be taken. 

j. Receives  submitted  response  to  noncompliance,  determines  if  corrections  have  been 

made, edits inspection information and enters the response in the inspection database. 

If correct paperwork has still not been picked up by District Investigator, reissues a letter 

and sends back to him or her. 

k. Maintains a file for noncompliance correspondence for reference used to track redundant 

errors.  If a local inspector makes redundant errors over a long period of time, addresses 

the problem with his or her District Investigator and discusses solutions.  

 
3. Research: 15% 

Receives  requests  from  coworkers  and  the  public  to  research  cattle  inspection  data,  provide 

copies and/or duplicate inspections. This position researches, retrieves, compiles and distributes 

requested information according to office policies and procedures. 

 
4. Inspection Audit: 10% 

Composes and prepares audits requested by the Brands Enforcement Administrator as requested 

to determine if more than 500 inspectors are in compliance with laws, regulations, policy and 

procedure.    This  requires  the  expertise  to  manipulate  the  database,  generate  reports,  and 

interpret results.  

a. Reconciles  the  documents  returned  from  the  District  Investigators  by  inputting  any 

additional  information  into  the  database  of  missing  forms  or  information  for  each 

individual inspector. 

b. Brands  Enforcement  Administrator  is  notified  of  irregularities  and  missing  forms  in 

noncompliance of department policy. 

 
5. Administrative Support: 10% 

a. Shares  phone  duties  on  a  multi‐line  phone  with  the  Administrative  Assistant  and 

Mortgage Clerk for the Brands Enforcement Division.  Provides backup for other Helena 

office positions.  

b. Maintains paper and electronic records for cattle inspection documents per Department 

policy.  

c. Cross trains in other sections and performs to that section’s standards in areas of cross 

training; completes other tasks as assigned by the Administrator.   

 
Supervision Received: 

The Cattle Inspection Clerks are supervised by the Division Administrator.  
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Supervision Exercised: 

This position does not supervise any FTE.  
 
Required Skills:  

1. Must have at least intermediate skill level and understanding of Microsoft Word, Excel and Outlook: 
a. Advanced formatting, mail‐merge, formatting tables (such as for forms) in Word, 
b. Some  understanding  of  formulas,  pivot  tables,  charts/graphs,  sort/filter  features  in 

Excel, 
c. Calendar, tasks, reminders, assigning tasks, managing multiple inboxes in Outlook.  

2. Must be able to follow standard operating procedures and training plans with diligent attention to 
detail. 

3. Must have knowledge and ability in operation of custom software systems: 
a. Brand database (Axiom) and Fort Supply Central Office 

4. Must aptitude and skill in regulatory customer service: 
a. High standards of professionalism,  
b. Polite but firm conduct, 
c. Displays  a  patient,  deliberate,  thorough,  helpful,  kind,  understanding  demeanor  when 

explaining regulations. 
5. Must  have  data  entry  and  review  skills  to  process  mortgage 

filings/renewals/terminations/continuations. 
6. Must possess expert personal management skills: 

a. Excellent verbal communication and reading skills. 
b. Analytical thought processes, independent decision making and problem solving abilities. 
c. Ability  to  support  division  priorities  and  workflow  with  professional  direction  to  meet 

established turnaround times and fit the culture of the office. 
7. Must be committed to continuous improvement: 

a. Self‐motivated to complete ongoing training, competency assessment and proficiency testing 
programs.  

b. Willing to receive constructive feedback and participate in audits, evaluations and corrective 
actions.  

c. Willing to research opportunity for and complete continuing education and peer collaboration. 
8. Must follow all Brands Enforcement, department and state standards of conduct: 

a. Dedication to maintaining professional ethics and standards of service. 
 
Ideal Skills:  

1. Advanced skills in custom software systems and Microsoft Office applications. 
2. Background includes work in and understanding of the Montana cattle industry. 
3. Familiarity with Montana livestock regulations and brand liens. 

 
Working Conditions & Physical Requirements:  

 Work is performed in an office environment.  
 Repetitive motion and long periods of standing or sitting may be required. 
 Some lifting may be required. 

 
Special Requirements:  

☐  Fingerprint check 

X  Background check 

☐  Valid driver’s license 
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Signatures      

Signatures below indicate that I have read this position description and understand and accept the 
requirements presented herein. 
 
 
 

Employee        Title              Date 
           
 
 
  Brands Enforcement Division Administrator  

Administrator       Title              Date 
           
 
 
 

Administrative Approval    Title              Date 
           
 
 
 
State of Montana Human Resources Review 

Position Code Title:              Position Code Number:                            Pay Band:   
 
 
My  signature  below  indicates  that  Human  Resources  has  reviewed  this  position  description  for 
completeness and has made the following determinations: 
 

☐  FLSA exempt 

☐  FLSA non‐exempt 

☐  Telework available 

☐  Telework not available 

☐  Organizational chart attached 

☐  Classification complete 

 
 
                                                       

Signature          Title            Date 
 
Original to Helena HR; Copy on file with Division Administrator   
 



Board	of	Livestock	Meeting	 	
	
Agenda	Request	Form	

 
From:			Evan	Waters	
	

Division/Program:		
Centralized	Services	

Meeting	Date:		
October	24,	2017	

Agenda	Item:							Staff	hire	–	Accounting	technician	–	Accounts	Payable											
	
Background	Info:			The	accounts	payable	technician	accepted	a	position	in	the	Brands	Division	leaving	the	AP	
open	as	of	October	30,	2017.		There	will	be	no	major	change	to	the	position	description	and	will	not	be	
reviewed	for	change	in	band	of	pay.			
	
Recommendation:		hire	
Time	needed:			CONSENT	AGENDA	 Attachments:	 Yes		X	 No	 Board	vote	required?	 Yes	

X		
No	

Agenda	Item:															
Background	Info:		
	
	
	
Recommendation:	
Time	needed:			 Attachments:	 Yes	 No	 Board	vote	required	 Yes	 No	
Agenda	Item:								
Background	Info:	
		
	
	
	
	
Recommendation:	
Time	needed:		 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	
Agenda	Item:					
Background	Info:	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

Agenda	Item:	

Background	Info:	
	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	
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  STATE OF MONTANA 
DEPARTMENT OF ADMINISTRATION 

STATE PERSONNEL DIVISION  
____________________________________________________________________________________ 

POSITION 
DESCRIPTION  

 
*** PART I  IDENTIFICATION *** 

____________________________________________________________________________________  
CURRENT CLASSIFICATION: Code: 433313  Title: Accounting Technician Pay Band 3 
 
AGENCY:         Agency Code: 5603       Position No: 56300003 
 
 Department       Division 
 Livestock       Centralized Services 
____________________________________________________________________________________   
ADDRESS:                
 Building & Address City Zip Code        Telephone 
 P.O. Box 202001  Helena 59620    444-4993 
 Scott Hart Building 

 Room #312 
____________________________________________________________________________________   
FUNCTIONAL DESCRIPTION OF THE WORK UNIT: 
The Department of Livestock is responsible for control and eradication of animal diseases, preventing the 
transmission of animal diseases to humans, and protecting the livestock industry from theft and predatory 
animals. The Board of Livestock consists of seven members with the Chairman appointed by the 
Governor.  The Board hires the Executive Officer. The Executive Officer reports directly to the Board and 
supervises the Division Administrators. The Board and the Executive Officer hires Division 
Administrators.  The Divisions of the Department are 1) Centralized Services, 2) Diagnostic Laboratory, 3) 
Animal Health, 4) Meat, Milk, and Egg Inspection, and 5) Brands Enforcement. Attached Boards include: 
Livestock Crime stoppers Commission, The Board of Milk Control, and the Livestock Loss Board. 
 
 
____________________________________________________________________________________   
 
*** PART II JOB DESCRIPTION *** 
 
____________________________________________________________________________________  
Job Overview: 
The Accounting Technician is located in the Centralized Services Division and reports directly to the 
Accounting Manager.  The Centralized Services Division provides management services to the entire 
department.  These services include; budgeting, accounting, personnel management, information 
technology, purchasing, general services and supplies and the management of the Milk Control Bureau and 
the Livestock Loss Reduction and Mitigation Board. 
 
 
This position is responsible for the proper allocation of expenditures and the data entry of accounts payable 
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(A/P) vouchers, vendor file maintenance and audits state credit cards and provides backup for accounts 
receivable, Beef Council and payroll as needed.  This position calculates estimated expense accruals and 
prepaid expenses for such expenses as the Diagnostic Laboratory’s personal services recharges and 
utilities.  This position assists payroll accounting technician in preparation of the department employees’ 
travel and other expense reimbursement.  
 
Major Duties or Responsibilities (Essential Functions): 
 
A. Accounting  80% 

 Reviews A/P invoices for appropriate approval as part of the agency’s internal control process. 
 Process A/P vouchers for payments to vendors.  This includes paying by inter unit journals.   
Initiate all agency A/P inter-unit journals to pay other state agencies for such things as rent, 
motor pool leases, legal/attorney fees, etc.  Maintain and update spreadsheets to allocate 
expenses charged by other state agencies. 

 
 Review invoices for addition/multiplication errors.  Prepares A/P voucher payments and 

reconciles vouchers to invoices for accuracy.  
 

 Allocate voucher expenditures to the appropriate fiscal year appropriation, account codes, 
organizations, funds and subclasses.  This requires communication with the various division 
administrator/managers in the department and may require further research on the expenditure. 
 Obtains approval of expenditures from various division administrator/managers. 

 
 Research questioned expenditures with division administrators/managers.  Requires comparing 

posted expenses/vouchers and correlating invoices.  Make correcting journal entries when 
needed.  Requires constant communication with administrator/managers throughout the 
department. 
 

 Communicate with other state agencies and outside vendors to resolve payment discrepancies. 
 

 Maintains copies of accounts payable vendor files by fiscal year.  This increases efficiency in 
referencing expenditures when a request is made of certain expenses. 

 
 Reconcile expenditure coding in SABHRS to coding on invoices and statements.  Submit 

individual statements to department personnel that had used state credit cards to verify charges 
and purchases.  Credit card users must acknowledge that the statements are correct via email or 
signature.  Gather receipts for all charges and reconcile receipts to statements.  Communicate to 
employees the State and Agency policies on the procurement card use to ensure compliance. 

 
 Review the monthly ITSD-Network monthly charge and prepare inter-unit journal.  Obtain 

monthly statement from ITSD and convert to excel, allocate expenses to appropriate programs 
within the department.  Communicate with DOL IT supervisor to ensure all charges are 
properly allocated to each program.  Reconcile email accounts to the department’s employees 
to ensure the department does not pay for terminated employees.  Reconcile charges that are 
not allocated to programs. 
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 Obtain state wide travel policy updates and communicates to all department employees.  
Responds to questions regarding travel policies and rates.  Audits all travel claims and expense 
reimbursements in accordance with the State and Agency travel policies.  Allocates and codes 
all expense reimbursements to appropriate expense categories in preparation for vouchering 
and payroll submission. 
 

 Research and reconcile agency gas credit card charges.  Using the Write Express database file 
and SABHRS, research each expense on the department’s monthly invoice.    Analyzes the 
expenses by referencing the fiscal year appropriation, account code, organization, fund and 
subclass. 

 
 Create and/or process general ledger journals as needed. 

 
 Issues refunds that Brands Division, Animal Health Division, Livestock Loss Board, Milk 

Control Bureau, Per Capital Fee and the Diagnostic Laboratory may request. 
 
 Run Statewide Accounting, Budgeting and Human Resource System (SABHRS) budget and 

revenue status reports and expenditure queries as needed. 
 
 Review expense ledgers for accuracy and responds to Inter Unit Journals initiated by other 

agencies. 
  
 Calculate and journal monthly expense accruals for the Diagnostic Laboratory.  Includes 

monthly allocation of the lab’s recharge expenses and utility charges from Montana State 
University.   

 
 Cancels and reissue warrants as needed. 

 
 Must be available for fiscal year-end process/closing of books.  Assist accounting supervisor 

and division administrator to assure sufficient appropriations will be available for year-end 
payments.  Works with all division managers to ensure all invoices have been accounted for in 
the proper fiscal year.  Prepare and process all A/P vouchers before fiscal year closes. 

 
 Reviews accounts payable vouchers for appropriate approval as part of the agencies internal 

control process prior to paying. 
 

 Audits the State procurement card expenditures on the US Bank website and reallocates 
expenditures monthly.  Researches each expenditure on the statements to determine the proper 
allocation by fiscal year appropriation, account code, organization, fund and subclass.  Make 
correcting journal entries if necessary.  Send reminders to employees concerning the State and 
Agency policy on the procurement card use to ensure compliance. 

 
 Audits payment requests for travel and expense reimbursement claims in accordance with the 

State and Agency travel policies.  Codes these claims for the payroll accounting technician 
biweekly.  These are entered into the State Accounting Budgeting and Human Resource 
System (SABHRS) so that the reimbursement can be made each pay-period. 
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 Research and reconcile agency gas credit card charges.  Using the WexOnline database and 

SABHRS, research each expense on the department’s monthly invoice.  Analyze expenses by 
referencing the fiscal year appropriation, account code, organization, fund and subclass.  Make 
correcting journal entry when needed.  

 
 Process general ledger journal entries as needed. 

 
 Runs Statewide Accounting, Budgeting and Human Resource System (SABHRS) budget and 

revenue status reports and expenditure queries as needed. 
 

 Maintains the electronic vendor files for 1099 purposes, reconciles 1099 amounts to DOA files. 
 This responsibility requires a thorough knowledge of the 1099 regulations issued by the 
Department of Administration (DOA) and the IRS and a thorough knowledge of the SABHRS 
1099 system within the A/P module. 

 
 Provide administrator/managers with expenditure details upon request.   

 
 Backup for bi-weekly payroll functions when needed.  Requires knowledge to complete payroll 

process to meet bi-weekly deadline to submit the payroll report to Central Payroll. 
 
 

 
B. Miscellaneous 

 
 Performs other duties as assigned. 
 Mail room secondary backup. 
 Assists in procedure development 
 Deliver deposits to the Department of Administration Treasury Division when required. 

 
 
 
Supervision:  
The incumbent has no supervision responsibilities. 
 
 
 
Qualifications: 
 
Education and Experience 

 Associates degree in Accounting or 5+ years A/P experience 
 Knowledge of Microsoft Office (Excel, Work, Outlook) 
 Operate general office equipment (copier, calculator, printer/scanner, etc.) 
 Filing 
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Competencies 

Knowledge of:  

 Accounting and internal control policies and procedures; specifically related to reconciling 
accounts, accounts payable and accounts receivable processes; 

 Automated accounting systems, as well as Microsoft Office products with Excel skills; 
 State and federal regulations as they relate to state government organizations. 

Ability to: 

 Interpret, research, develop accounting policies and/or problems;  
 Communicate effectively and diplomatically, both verbally and in writing with other staff 

members, agencies, and members of the public; 
 Identify organizational and customer needs and prepare and carries out strategic plans as 

necessary; 
 Resolve problems using critical thinking skills; 
 Prioritize workload and work on multiple tasks simultaneously while remaining flexible; 
 Effectively work both in a team environment and independently to achieve objectives and 

timelines; 
 Adapt to changing conditions and work responsibilities. 

Special Requirements:  
 
Safety Responsibilities  

As an employee: 
1.  Complies with the Department’s Safety Program as outlined in its Workplace Safety Policy. 
2.  Observes all safety rules and applies accident prevention principles while performing 
duties. 
3.  Reports all workplace accidents or injuries to the supervisor or designee. 
 

As a supervisory or management employee: 
1. Complies with the Department’s Safety Program as outlined in its Workplace Safety Policy. 
2. Observes all safety rules and applies accident prevention principles while performing 

duties. 
3. Reports all workplace accidents or injuries to the supervisor or designee. 
4. Maintain safe working conditions within area of supervision. 
5. Report all workplace accidents and injuries to the Human Resource Office within 24 hours. 
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Signatures 
My signature below indicates the statements in the job description are accurate and complete. 

 
                   
Immediate Supervisor  Title  Date 
 
 
                  
Administrative Review Title Date 
 
 
 
My signature below indicates that I have read this job description. 
 
                  
Employee  Title Date 
 
 

      
 
 

 
 
 
 

The specific statements shown in each section of this job description are not intended to be all inclusive.  They 
represent typical elements and criteria considered necessary to perform the job successfully. 























Board	of	Livestock	Meeting	 	
	
Agenda	Request	Form	

 
From:		George	Edwards		
	

Division/Program:	LLB	 Meeting	Date:	10/24/17	
	

Agenda	Item:												Livestock	Loss	Board						
	
Background	Info:	Report	on	livestock	loss	claims	
	
	
Recommendation:	
Time	needed:	10	minutes	 Attachments:	 Yes	 No	 Board	vote	required?	 Yes		 No	
Agenda	Item:															
Background	Info:		
	
	
	
Recommendation:	
Time	needed:			 Attachments:	 Yes	 No	 Board	vote	required	 Yes	 No	
Agenda	Item:								
Background	Info:	
		
	
	
	
	
Recommendation:	
Time	needed:		 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	
Agenda	Item:					
Background	Info:	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

Agenda	Item:	

Background	Info:	
	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

	





Board	of	Livestock	Meeting	 	
	
Agenda	Request	Form	

 
From:			Chad	Lee	
	

Division/Program:	Milk	Control	
Bureau	

Meeting	Date:	10/24/2017	
	

Agenda	Item:				Milk	Control	Bureau	–	General	Updates										
 Number of proposals received for the milk control study and upcoming board meeting scheduled 

for Nov. 8 to score the proposals 
 Release of the FY2017 Milk Market Administration and Industry Report  

	
	
	
Recommendation:	
Time	needed:			10	minutes	 Attachments:	 Yes		 No	X		 Board	vote	required?	 Yes			 No	X		
Agenda	Item:															
Background	Info:		
	
	
	
Recommendation:	
Time	needed:			 Attachments:	 Yes	 No	 Board	vote	required	 Yes	 No	
Agenda	Item:								
Background	Info:	
		
	
	
	
	
Recommendation:	
Time	needed:		 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	
Agenda	Item:					
Background	Info:	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

Agenda	Item:	

Background	Info:	
	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

	



Board	of	Livestock	Meeting	 	
	
Agenda	Request	Form	

 
From:				
Evan	Waters	

Division/Program:		
Centralized	Services	

Meeting	Date:		
10/24/2017	

Agenda	Item:													Standard	Budgets					
Background	Info:		Report	the	information	and	process	DOL	management	will	use	to	create	standard	budgets	
at	division	and/or	bureau	level	and	attached	boards.		Divisions:	CSD	and	Brands.									By	Bureau:	Animal	
Health,	DSA,	Federal	Umbrella,	Milk	&	Egg	Inspection/Egg	Grading,	Meat	Inspection.				Attached	boards:	
Livestock	Loss	Board	and	Milk	Control	Board	
	
Recommendation:		n/a	
Time	needed:				15	min	 Attachments:	 Yes		X	 No	 Board	vote	required?	 Yes		 No		X	
Agenda	Item:														Expenditure	Projections	
Background	Info:		Report	expenditure	projections	by	division	and/or	bureau	and	attached	boards.			
	
	
Recommendation:			n/a	
Time	needed:			30	min	 Attachments:	 Yes	X	 No	 Board	vote	required	 Yes	 No	

X	
Agenda	Item:							Budget	Status	report	
Background	Info:			Report	expenditure	to	budget	comparison	report	by	division	and/or	bureau	and	attached	
boards.			This	report	also	compares	current	YTD	expenditures	to	prior	same‐period	expenditures.	
	
	
	
Recommendation:		n/a	

Time	needed:	5	min	 Attachments:	 Yes	X	 No	 Board	vote	required:	 Yes	 No	
X	

Agenda	Item:						Year‐to‐Date	Revenue	comparison	
Background	Info:				Report	YTD	revenues	and	compare	to	prior	same‐period	revenues	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

Agenda	Item:	

Background	Info:	
	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

	



Board	of	Livestock	Meeting	 	
	
Agenda	Request	Form	

 
From:			Dan	Turcotte	
	

Division:	Milk	&	Egg	Bureau	 Meeting	Date:	10/24/17	
	

Agenda	Item:																		
	
General	updates	(Roy	Hall	UEP	Audits,	etc.)	
	
	
Recommendation:	
Time	needed:	15	min	 Attachments:	 Yes	 No	 Board	vote	required?	 Yes		 No	
Agenda	Item:															
Background	Info:		
	
	
	
Recommendation:	
Time	needed:			 Attachments:	 Yes	 No	 Board	vote	required	 Yes	 No	
Agenda	Item:								
Background	Info:	
		
	
	
	
	
Recommendation:	
Time	needed:		 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	
Agenda	Item:					
Background	Info:	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

Agenda	Item:	

Background	Info:	
	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

	



Board	of	Livestock	Meeting	 	
	
Agenda	Request	Form	

 
From:			Gary	Hamel	
	

Division/Program:	Meat	and	
Poultry	Inspection	

Meeting	Date:		
October	24,	2017	

Agenda	Item:							Report	on	State	Meat	Inspectors	meeting										
	
Background	Info:		Discuss	the	content	of	the	National	Association	of	State	Meat	and	Food	Inspection	Directors	
meeting	that	will	take	place	on	October	16	and	17.		The	meeting	is	being	held	in	San	Diego.	
	
	
Recommendation:	
Time	needed:		10	min	 Attachments:	 Yes	 No	X	 Board	vote	required?	 Yes		 No	X	
Agenda	Item:												General	Updates			
Background	Info:		I	will	provide	an	overview	and	general	updates	on	meat	inspection.	
	
	
	
Recommendation:	
Time	needed:		10	min	 Attachments:	 Yes	 No	X	 Board	vote	required	 Yes	 No	

X	
Agenda	Item:								
Background	Info:	
		
	
	
	
	
Recommendation:	
Time	needed:		 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	
Agenda	Item:					
Background	Info:	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

Agenda	Item:	

Background	Info:	
	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

	



Board	of	Livestock	Meeting	 	
	
Agenda	Request	Form	

 
From:   Tahnee Szymanski 
 

Division/Program: Animal Health 
Bureau 

Meeting Date: 10/24/2017 
 

Agenda Item:  General Updates 

 Brucellosis – Update on affected herds  

 Tuberculosis (TB) – Update on status of Montana trace out herd 
 

Time needed:  15 Minutes  Attachments:      Board vote required      

 

	
Agenda Item:   

 

Time needed:  Admin. Consent  Attachments:      Board vote required      

 

	
Agenda Item:   

 

Time needed:  Admin. Consent  Attachments:      Board vote required      

 

	
	

Agenda Item:    

 

Time needed: 15 minutes  Attachments:     NO  Board vote required:     NO 

	



Board	of	Livestock	Meeting	 	
	
Agenda	Request	Form	

 
From:			Dr.	Steve	Smith	
	

Division/Program:	MVDL	 Meeting	Date:	10/24/17	
	

Agenda	Item:																		
	
Background	Info:	General	updates	(travel	follow‐up,	hiring	update,	legislative	meetings).	
	
	
Recommendation:	
Time	needed:	15	min	 Attachments:	 Yes	 No	 Board	vote	required?	 Yes		 No	
Agenda	Item:															
Background	Info:		
	
	
	
Recommendation:	
Time	needed:			 Attachments:	 Yes	 No	 Board	vote	required	 Yes	 No	
Agenda	Item:								
Background	Info:	
		
	
	
	
	
Recommendation:	
Time	needed:		 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	
Agenda	Item:					
Background	Info:	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

Agenda	Item:	

Background	Info:	
	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

	



Board	of	Livestock	Meeting	 	
	
Agenda	Request	Form	

 
From:				
Leslie	Doely	

Division/Program:		
Brands	Enforcement	

Meeting	Date:		
10/24/2017	

Agenda	Item:																	Brand	Policy	and	Procedures	
	
Background	Info:		
Presentation	of	2013	Board‐approved	policy	for	new	brands	and	transfers	with	suggested	changes.		
	
Recommendation:		Existing	procedures	may	need	to	be	added	to	policy.		
Time	needed:	20	minutes	 Attachments:	 Yes	 No	 Board	vote	required?	 Yes		 No	
Agenda	Item:														Requests	to	Hire	
Background	Info:		

 Announcement	of	recent	personnel	changes	
 Request	to	hire	for	Darcy	Anderson	retirement	
 Request	to	hire	for	field	vacancy	in	Billings	market	created	by	internal	hire		

Recommendation:	
Time	needed:			 Attachments:	 Yes	 No	 Board	vote	required	 Yes	 No	
Agenda	Item:								
Background	Info:	
		
	
	
	
	
Recommendation:	
Time	needed:		 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	
Agenda	Item:					
Background	Info:	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

Agenda	Item:	

Background	Info:	
	
	
	
	
	
Recommendation:	
Time	needed:	 Attachments:	 Yes	 No	 Board	vote	required:	 Yes	 No	

	



















BE‐3B (Revised 9‐2017)               

 

DEPARTMENT OF LIVESTOCK
BRANDS ENFORCEMENT DIVISION 

REQUIREMENTS FOR BRAND RECORDING  
If you own livestock in Montana, you are required to pay an ANNUAL PER CAPITA FEE. Visit www.liv.mt.gov for more information. 

NEW BRAND CONFLICT CHECK:    

The primary purpose of livestock brands in Montana is to help clarify ownership of branded livestock. Applications for new 

brands are compared to over 50,000 existing brands to ensure that they are “distinguishable with reasonable certainty” from 

all other brands, per 81‐3‐103 MCA. This is a meticulous, specialized process that utilizes data from thousands of Montana 

livestock inspections. Even if a brand is not recorded, it may be too similar to an existing brand to be issued.  

APPLICATION PROCESSING: 

Applicants are encouraged to include multiple choices, listed in preferential order on their application. The conflict check 

is performed beginning with the first choice; the first brand that passes the conflict check will be issued to you. Once issued, 

the brand is yours until the next rerecord (2021), at which point you may choose to either renew it, or let it expire.  

If none of your choices pass the conflict check, you will receive a letter with two options: 1) submit a W‐9 form to receive half 

($100) of your application fee back, or 2) submit additional choices to be checked for conflict. If MDOL receives no response 

for six months following the date of this letter, your application is nullified and no fees will be reimbursed.  

 

SELECTION OF BRANDS 

Acceptable Brand Characters  

The following characters are the only characters that will be issued in new brands: 

 A, B, C, D, E, F, H, J, K, L, M, N, O, P, R, S, T, U, V, W, X, Y, Z, 

 2, 3, 4, 5, 6, 7, 8, 9 

 Box, Diamond, Heart, Triangle 

 bar, slash, quarter circle (only in the formats shown below) 

Acceptable Brand Formats: 

 The ‘H’ and ‘B’ in example brands 

(right) may be replaced with any of 

the Acceptable Brand Characters 

listed above.  

 Individual characters may be 

rotated 90* either direction (“lazy” 

orientation).  

 

BRAND OWNERSHIP TYPES 

Sole Owner:  one individual person* or business** is listed as the only owner of the brand.  

Joint Tenancy:  multiple individuals* listed as owners; in the event of the death of one owner, the decedent’s interest 

passes to the surviving owner(s); ANY owner may sign a bill of sale to sell branded livestock.  

Tenants  in Common:   multiple  individuals*  listed as owners;  in  the event of  the death of one owner,  the decedent’s 

interest passes to the heir(s) of the decedent; ALL owners must sign a bill of sale to sell branded livestock.  

*Individuals are encouraged to use their full, legal name as it appears on a driver’s license or birth certificate.  

 

** When recording a brand to a corporation, partnership, or LLC, the entity MUST be registered with Montana Secretary 

of State (sos.mt.gov). Bill of sale signers must be listed on the application to designate who can sell branded livestock.  




































