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  154 
 155 

 156 
 157 
1.0 Osage Nation Human Resources Employee Handbook 2016 158 

The Legislative Branch of the Osage Nation adopts and adheres to the 159 
Human Resources Administration Policies and Procedures of the Osage 160 
Nation Executive Branch with the following distinctions:   161 

1. Where Legislative Branch Policy differs from or further defines any 162 
Osage Nation Policy, Legislative Policy controls. 163 

 164 
2. Changes to the Osage Nation Human Resources Employee 165 

Handbook are not effective for the Osage Nation Legislative Branch 166 
until 60 days after approval by the Principal Chief.  During that period 167 
the Rules and Ethics and/or Congressional Affairs committee may 168 
recommend that certain or all policies not apply to the Legislative 169 
Branch. 170 

 171 
3. The Clerk of Congress shall receive all changes in Human Resources 172 

Policies and Procedures from the Office of Human Resources, print 173 
the new policy and file it into the legislative data in accordance with 174 
established procedure.  The Second Speaker shall convene the 175 
Congressional Affairs committee within 60 days of notification from 176 
the clerk to adopt, modify or reject the communicated Executive 177 
Branch Policy for the Legislative Branch. 178 
 179 

4. Any approval or consent required by the “Executive Officer” shall not 180 
apply to the Legislative Branch, and such approval shall be directed to 181 
the appropriate Legislative Branch official(s) according to the duties 182 
set forth in this manual and in the Rules of Congress; 183 

 184 
5. Any reference to the “Executive Officer” within the Due Process 185 

procedure shall not apply to the Legislative Branch, and the 186 
referenced duties shall be directed to the appropriate Legislative 187 
Branch official(s) according to the duties set forth in the Rules of 188 
Congress; 189 

 190 
6. Any other duties assigned to the “Executive Officer” shall not apply to 191 

the Legislative Branch, and the assigned duties shall be directed to 192 
the appropriate Legislative Branch official(s) according to the duties 193 
set forth in the Rules of Congress. 194 

 195 

Chapter 1 

General Provisions   
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6.    Work schedules will be established for each employee by supervisory 196 
personnel who may change schedules based on the needs and 197 
requirements of work operations.  Supervisory personnel may also 198 
require an employee to work an unscheduled day.  This shall be 199 
treated as a modified work schedule and not be subject to overtime 200 
compensation but will receive compensatory time.  201 

 202 

Compensatory time must be used before Paid Time Off, and must be             203 
       used within 180 days from the date earned or it will be forfeited. 204 
 205 

Excessive absenteeism, which renders an employee unavailable for 206 
work will be evaluated on a case-by case basis to determine the 207 
merits of disciplinary action or termination. 208 

 209 
      7.   The probationary period for all full-time employees of the Legislative           210 

       Branch is one hundred eighty (180) days, but employees shall be      211 
       entitled to take vacation leave after ninety (90) days. 212 

 213 
1.01 Merit System of Employment Performance Assessment 214 
 215 

The Osage Nation Legislative Branch adopts the following procedure for 216 
determining pay for performance bonuses: 217 
 218 
1. On or before the first day of each fiscal year; all employees will review 219 

their current job description and bring any deviation in responsibilities 220 
to the attention of the Second Speaker.  The Congressional Affairs 221 
Committee will thereafter review, revise, approve, file with Human 222 
Resources and disseminate to all Congress members a complete job 223 
description for each Legislative Branch employee.  224 
  225 

2.  Each Member may participate in the evaluation of each Legislative 226 
Branch employee under a procedure established by the Congressional 227 
Affairs Committee. 228 

 229 
 230 

1.02 Grievance Applicability and Procedure 231 
 232 

For purposes of the Legislative Branch, “Grievance Appeals Committee” 233 
shall mean the Congressional Committee having jurisdiction over 234 
personnel within the Legislative Branch.  235 

 236 
1.03 Furlough Policy 237 

 238 

Shana Walker
This establishes CA as the Grievance Appeals Committee for the Congressional Employees.  However, there is no process for filing a grievance or appealing a decision.

Shana Robedeaux
Added by motion and vote during the Congressional Affairs committee meeting held 5/20/2020.
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When it becomes necessary to furlough employees for a period of time, 239 
employees deemed non-essential will be furloughed first in intervals 240 
described in the Legislative Branch furlough plan relative to the need for a 241 
furlough.  When it becomes necessary to furlough essential employees, 242 
those employees will be furloughed in interval described in the Legislative 243 
Branch furlough plan n order of seniority.  The Congressional Affairs 244 
Committee shall pass any necessary furlough plan no less than ten (10) 245 
days in advance of any planned furlough. 246 
 247 

1.04 Legislative Branch Equipment  248 
 249 

1. Upon election, each legislative branch member will be provided an 250 
amount to purchase a computer and /or ipad to enable communication 251 
and to further the responsibilities for the position.  Cell phone policies 252 
are addressed in the next section. 253 
 254 

2. The Budget Analyst shall maintain a list of all Legislative Branch 255 
equipment, place it in a replacement rotation cycle, routinely serviced 256 
and replaced as it ages/breaks utilizing the surplus policy and 257 
procedure in Section 1.04. (See attachment J) 258 

 259 
3. The Budget Analyst shall create an inventory of all legislative branch 260 

equipment, maintain data plans for the members using ipads, and 261 
ensure the equipment is deemed surplus at the end of its rotation, 262 
which is presumed to be no more than four years after purchase. 263 

 264 
4. A sitting member of Congress may maintain all equipment assigned to 265 

him or her during tenure as a member.  Upon departure from Congress 266 
all equipment must either be purchased or returned by the member. 267 

 268 
1.05 Surplus Property 269 
 270 

1. Identification, sale and deliver of surplus property 271 
A. The Budget Analyst shall create a list of tag numbers for property 272 

that is deemed surplus or unusable by the Branch. 273 
B. A Notice should be posted on the Legislative Branch website which 274 

provides a deadline to bid to purchase and also provide for any 275 
known defects (doesn’t work, broken leg, etc.), and the condition of 276 
the item, the delivery place and acceptable forms of payment. 277 

C. All proceeds from sale of surplus property will be sent to accounting 278 
to be recorded as Branch income. 279 

D. The Budget Analyst will ensure all property that is not sold but is 280 
forwarded to the Accounting Office does not contain any legislative 281 
branch material/communication on it. 282 
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E. The Budget Analyst will report to the Accounting Office property 283 
department annually all Legislative Branch property that has been 284 
disposed of and at what value. 285 

 286 
1.06 Congressional Cell Phone Policy for Employees 287 
 288 

Employees of the Osage Nation Congress, as designated by the Congress, 289 
or its Committee of jurisdiction, shall be eligible for an employer-provided 290 
cell phone or reimbursement for business use of a personal cell phone. 291 

The Osage Nation Congress, for substantial noncompensatory business 292 
reasons, require designated employees to be available by cell phone at all 293 
times for work-related emergencies and to be available to speak with 294 
Members of the Congress at times when the employee is away from the 295 
office or at times outside the employee’s normal work schedule. 296 

If a personal cell phone is utilized by the designated employee, the Osage 297 
Nation Congress will reimburse the employee a reasonable flat rate cost of 298 
the wireless service plan as determined by the Osage Nation Congress, or 299 
it’s Committee of jurisdiction.  The employee shall not be required to provide 300 
monthly billing or documentation to receive reimbursement.  The 301 
reimbursement is not a substitute for any portion of the employee’s regular 302 
wages, and shall not be considered compensatory.  The employee must 303 
maintain cell phone coverage that is reasonably related to the needs of the 304 
Osage Nation Congress. 305 

The Osage Congress Committee of jurisdiction shall have the final 306 
determination on all cell phone related authorizations required for Osage 307 
Nation Congressional employees.  The Executive branch shall have no 308 
authority over Congressional employee cell phone related authorizations. 309 

The Osage Nation Congress does not expect its designated employees to 310 
carry two cell phones, and therefore recognizes that an employer-provided 311 
cell phone or a personal cell phone will have both business and personal 312 
phone calls made and received.  The Osage Nation Congress implements 313 
this policy to cover the reasonable costs associated with the cell phone 314 
access a designated employee is required to have for business reasons, 315 
and this policy is made in accordance with the Internal Revenue Service 316 
(IRS) regulations and the interim guidance memorandum issued on 317 
September 14, 2011 to IRS field examiners regarding use of personal cell 318 
phones for business purposes. 319 

1.07    Congressional Sympathy Flowers Authorization 320 

           Upon notification of a death of a family member of Members or Staff of  321 
           Congress, Congressional Staff is authorized to send flowers on behalf of 322 
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           Congress. 323 
 324 
1.1 Congressional Offices 325 

1.1.1   Congressional Chambers 326 

1. The Congressional Chambers are open to the public during Session 327 
and Committee except during Executive Sessions.  The Chambers 328 
provide an area for the public to sit, which is segregated from the 329 
Congress members.  Upon request, employees and others may be 330 
requested to address the Congress at the podium or at the conference 331 
table.  The Sergeant at Arms is responsible for enforcing this policy 332 
during session. 333 

1.1.2   Congressional Office and Meeting Area 334 

With the exception of the reception area, the Congressional Office and 335 
Meeting Area is a semi-private workspace, access to which is by 336 
appointment or invitation.  Members and employees should be mindful 337 
that space is limited and should, when possible, meet in their respective 338 
offices.  The Congressional Meeting Area is available to members and 339 
employees upon reservation with the Speaker.  Meetings should not 340 
interfere with regular Congressional Business, and should be posted on 341 
the Congressional Meeting Board located in the meeting area.    342 

 343 
1.2   Communication with the Legislative Branch 344 
 345 
1.2.0   Official Communication with other Branches 346 

1. Official Communications from the Legislative Branch should be in 347 
writing on official stationary and signed by the sender.  All Official 348 
communications should be copies to the appropriate legislative 349 
employee and retained for a period of four years prior to archiving. 350 

 351 
2. Official Communications from other Branches should come in writing 352 

under the signature or with the stated approval of the highest official in 353 
that Branch and be delivered in a manner which allows for it to be 354 
marked “received”.  Failure to follow this procedure may result in 355 
misunderstanding, delay or have other detrimental effect on the Nation.  356 

 357 
3. Documents delivered to and sent by the Legislative Branch are the 358 

responsibility of the Clerk’s Division who has sole signature authority 359 
unless otherwise delegated. 360 

 361 
4. All documents delivered and received by the Legislative Branch must 362 

be accompanied by a Communication Receipt.  (See Appendix A) 363 

Shana Robedeaux
Removed the conference table strike through per 4.23.2020 CA minutes.
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 364 
5. Documents must be delivered during regular business hours, which 365 

are from 8:00 a.m. to 4:30 p.m.  Documents will not be received while 366 
Congress is convened in session.  367 

     368 
1.2.1 Public Document Requests 369 

 370 
1. Constituents may request a specific document and a preferred media 371 

for the requested copy. The Public Document Request Form must be 372 
filled out and submitted to the Clerk’s Division. (See Appendix B) 373 

 374 
2. Requests are usually completed in the order received, unless the 375 

request is of substantial size. Upon completion, the Document Request 376 
is recorded on a list with the time, date, and initials of Staff. The 377 
requester is advised the document or media may be picked up or 378 
mailed any time after completion. 379 

 380 
1.2.2  Confidential Communications 381 

Confidential information should be marked as such and must be protected 382 
by the individual member and Congressional staff.  Failure to do so may 383 
subject one to an ethics violation charge and/or be subject to discipline. 384 
Confidential information sent through electronic files should be saved in 385 
restricted access files.  Paper documents should be kept in locked file 386 
cabinets when not in use. 387 

 388 
1.2.3  Communication during Session 389 
 390 

Communication by and among members during Session should be in 391 
writing and submitted to the Sergeant at Arms for delivery.  Notepads are 392 
provided at each member’s Chambers work space and should be 393 
addressed and held up to catch the attention of the Sergeant at Arms for 394 
collection and delivery.  Documents requested from staff may be delivered 395 
directly.  Documents from third parties should be given to the Sergeant at 396 
Arms for delivery.  397 
 398 

1.3 Expense and Travel Reimbursement 399 
 400 

Expense and travel amounts for Congressional members and staff are set 401 
in accordance with Osage law. 402 
 403 
Reimbursed travel will not be approved for any member to attend any 404 
meeting that contains a candidate forum for the next election as an 405 
agenda item. 406 

 407 

Shana Walker
Needs more detail in the process to provide better understanding and consistency for all involved.

Shana Walker
Motion to approve this language was adopted in the Congressional Affairs meeting on March 28, 2016.
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1.3.0   Approval Process and Limitations   408 
 409 

1. Expense reimbursement should be submitted on the appropriate form 410 
to the Second Speaker, who shall approve those items within her/his 411 
authority no less than on a weekly basis.  Expense requests in excess 412 
of $1000.00 need to be approved by the Congressional Affairs 413 
Committee and should be placed by the Second Speaker on the 414 
agenda of the Congressional Affairs Committee no less than monthly. 415 

 416 
2. Travel costs are reimbursable expense items drawn from the 417 

Transportation expense category for members/employees when a 418 
Congress member/Legislative Branch employee is on official business 419 
outside his workstation. Session and Committee meetings regardless 420 
of location are not subject to travel reimbursement.   421 

 422 
3. Official business is the authorized business of the Legislative Branch 423 

or Osage Nation, including meetings, seminars, training, and other 424 
activities which directly involve the person’s status as a member or 425 
employee of the Osage Nation Legislative Branch, or may impact the 426 
Osage Nation. 427 

 428 
4. All requests for Travel where reimbursement may be sought must be 429 

submitted to the Second Speaker.  Travel which involves 430 
reimbursement in excess of $1000.00 will be submitted by the Second 431 
Speaker to the Congressional Affairs Committee.  Unless amount was 432 
approved in a prior meeting. 433 

 434 
5. It is the responsibility of the Congressional Affairs Committee to ensure 435 

that the purpose/duration of travel is consistent with job 436 
responsibilities.  437 

 438 
6. Extension of and/or curtailment of official business travel for personal 439 

or emergency reasons is allowable, however reimbursement by the 440 
Nation should be limited to the time and expense to conduct and 441 
complete Osage Nation business. Travelers should ensure that rates 442 
for airfare, charges for changes to travel plans, car rental, occupancy 443 
etc. are competitive within the market.  Excessive expense occasioned 444 
by failure to follow this policy shall not be reimbursed. 445 

1.3.1  Mileage Rate 446 

The reimbursement rate per mile of automobile travel is determined in 447 
accordance with the mileage rate established by the U.S. Internal 448 
Revenue Service. 449 

Shana Walker
I am not sure, but I believe this is where the Request for Expenditure Form may have come into play.???
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1.3.2  Local Mileage 450 

1. The Osage Nation Legislative Branch will reimburse employees for 451 
local travel in their privately owned vehicles (POV) outside commuting 452 
to the office site that is required to attend meetings and conduct 453 
required official business.  454 
 455 

2. Full time Employees are entitled to claim local mileage for travel 456 
outside the office site in accordance with the following examples: 457 

 458 
• Residence to Alternate Business Site to Residence. Employees 459 

should only log the miles that are in excess of the normal commute to 460 
the employees’ normal office site. 461 
 462 

o  Example: Employee’s normal commute is 40 miles round trip. 463 
The employee’s supervisor has requested the employee report   464 
to alternative site for two days of meetings. The distance 465 
traveled to the alternative site is 60 miles round trip. The 466 
employee is entitled to charge 20 miles each day as local 467 
mileage: the difference between the normal commute and the 468 
commute to the alternative site. 469 
 470 

• Residence to Alternate Business Site to Normal Office Site. 471 
Employees should only log the miles that are in excess of the normal 472 
commute when en route to the alternate business site and then log 473 
the miles from the alternate business to the normal office site. 474 
 475 

•  Normal Office Site to Alternate Business Site to Normal Office 476 
Site.  Employees should log all the miles to and from the alternate 477 
business site. 478 
 479 

•  Normal Office Site to Alternate Business Site to Residence. 480 
Employees should log the miles from the normal office site to the 481 
alternate business and only log the miles in excess of the normal 482 
commute for the trip from the alternate business site to the 483 
employees’ residence. 484 
 485 

3. Appendix C shows a local mileage log.  This log should only be used to 486 
log local mileage or mileage that would not qualify to be reimbursed 487 
under an individual travel expense report. Travelers may include tolls 488 
and parking expenses associated with a local mileage expense 489 
(receipts must be attached to the report).  490 

 491 
4. Entries should be made into the individual’s log as soon as possible 492 

after the travel. At the end of every month, travelers should sign their 493 
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report and submit to the Second Speaker, who will submit them for 494 
payment by check. Individual employees who separate from 495 
employment should submit the report prior to her/his last day of work.  496 

1.3.3  Travel 497 

1. While on travel for the Nation, Legislative Branch officials and 498 
employees are entitled to be reimbursed or have advanced their 499 
reasonable expenses incurred for lodging, transportation, including car 500 
rental/gasoline, private vehicle travel mileage, parking fees, taxi costs, 501 
public transportation expense and baggage handling and fees.  Also 502 
allowed are tips associated with these items.  All reservations should 503 
be made at the tribal government rate, if available.  504 

2.  Legislative Branch Officials and Employees may be accompanied by 505 
nonemployees on official travel, provided neither the Legislative 506 
Branch nor the Nation incurs any additional cost as a result.  507 
Reservations and registrations for accompanying persons may be 508 
made with that of the official/employee.  Any payment due as a result 509 
must be remitted timely so that no additional cost is incurred by the 510 
Legislative Branch. 511 

3.  When Congress receives a formal invitation to attend an event, or 512 
sponsor or attend an activity with an attendance limitation or otherwise 513 
seeks members to represent the Congress, the Committee Chair of 514 
Congressional Affairs shall advise the Congress Members and 515 
establish a deadline for members wishing to attend to respond.  If the 516 
number exceeds the available  tickets/seats, or if the invitation includes 517 
travel in excess of the Second Speaker’s approval authority, the 518 
Congressional Affairs Chair or in his/her absence the Vice-Chair, in 519 
consultation with the members of the Congressional Affairs Committee, 520 
shall determine a reasonable number of members who should attend.  521 
In the case of travel, the interested members who have utilized the 522 
least amount of travel funds for a given fiscal year shall be given 523 
priority to attend. 524 

 525 

 526 

 527 

 528 

 529 
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 530 

 531 

 532 

 533 

 534 
 535 
 536 
 537 

 538 

 539 
2.0 Current Congressional Session Dates and other Deadlines 540 

1. Hun-kah session begins on the last Monday in March of each year. 541 
 542 

2. Tzi-zho session begins on the first Tuesday following the Labor Day 543 
holiday in September of each year. 544 

 545 
3. Dates for Special Sessions require ten business days advance notice 546 

to the Speaker and members, with the exception of an Emergency 547 
Special Session meeting the conditions of 15 ONC § 1-104. 548 

 549 
4. Ethics affidavits for Members of Congress required by the Ethics Code 550 

are due October 1st of each year.  If October 1st falls on a holiday or 551 
weekend, then the deadline is the next business day following October 552 
1st. 553 

 554 
5. The Osage Nation fiscal year begins October 1st and ends September 555 

30th of each year. 556 
 557 
6. The deadline for including legislation on first reading the following 558 

Session day is 3:00 p.m. 559 
 560 
2.1 Official Correspondence from Congressional Members 561 

Congressional correspondence may be drafted by the member, or staff on 562 
behalf of the Speaker or a member on a priority basis and as work load 563 
permits.  The author/requesting party is responsible for proofing his/her 564 
own correspondence for content and spelling errors. All official 565 
correspondence between branches should be sent through the Clerk’s 566 

Chapter 2 

Congress 
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division to obtain a communication receipt. Copy of all official 567 
communications with communication receipts are to be filed in the Clerk’s 568 
Division records. 569 

2.2   Legislative Drafting Policies  570 
1. Bills or resolutions are drafted by the member, Legislative Counsel in 571 

coordination with the sponsoring member of Congress, or by any third 572 
party as long as the legislation obtains a sponsor for introduction. 573 

 574 
2. Forms must be used for bill/resolution drafting, research requests and 575 

amendment drafting. Template forms are found and on the wall outside 576 
Legislative Counsel’s office. They should be completed and placed in 577 
Legislative Counsel’s inbox.  Legislative Counsel will discuss the 578 
request with the Member as soon thereafter as possible upon 579 
appointment or time permitting. (Appendix D, Bill Drafting Request 580 
Form; Appendix E, Research Request Form) 581 

 582 
3. If legislation is drafted by a person or party other than Legislative 583 

Counsel, the sponsor must submit the legislation to him/her to approve 584 
the form of the legislation.  Legislative Counsel must stamp the 585 
proposed legislation prior to filing with the Clerk’s Division. 586 

 587 
4. Members of Congress are responsible to deliver an electronic copy of 588 

all legislation they file to the Clerk of Congress. Legislative Counsel 589 
shall upon request assist in the process.  590 

 591 
5. Members of Congress requesting a bill or resolution that will require an 592 

appropriation or otherwise have an economic impact to the Nation, 593 
should request a fiscal analysis from the Budget Analyst. The Member 594 
should submit it to the Clerk of the Congress prior to the bill appearing 595 
on General Order Day 3.   596 

 597 
6. Prior to each regular session, the Legislative Services Division will 598 

send out notice of a cut-off date for legislation drafting requests, 599 
generally about two weeks prior to the first day of the regular session. 600 
After that time, legislation will only be drafted as time permits on a first 601 
to submit and priority basis.  Bills are subject to prioritization by the 602 
Speaker who may exercise discretion in formulating the daily Agenda, 603 
and such discretion is subject to override according the Rules of 604 
Congress. 605 

2.3   Proposed Budgets and Modifications Submissions 606 
1. All appropriations requiring budgets must be delivered by written 607 

Communication and filed with the Clerk’s Office. The Budget Analyst 608 
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reviews the budget for errors.  He/she communicates with the 609 
Appropriations Chair who facilities getting complete budgets on file.  610 
Once a budget is complete, the Clerk’s Office notifies the Speaker and 611 
Appropriations Chair. 612 

2. The Appropriations Chair will sponsor the Annual Operating Budgets.  613 
In the absence of a Sponsor listed on the Communication Receipt for 614 
other proposed appropriations with budgets or budget modification, the 615 
Appropriations Chair will notify the Committee of Jurisdiction Chair of 616 
lack of a sponsor for the legislation. If the Chair of the Committee of 617 
Jurisdiction does not desire to sponsor the legislation, then all 618 
members of Congress are made aware of the budget and its need for a 619 
sponsor. 620 

3. Once appropriations legislation has a sponsor, the Legislative Counsel 621 
will begin drafting the budget or modification into format.  Should no 622 
sponsor be found, the proposed legislation will be returned by the 623 
Appropriations Chair under official correspondence to the person or 624 
entity who submitted the proposal.  The Legislative Counsel may 625 
inform the party proposing the legislation that there is no sponsor after 626 
consultation with the Appropriations Chair. 627 

2.4   Setting a Congressional Committee Meeting 628 

1. All Committee Chairs are responsible for setting the agenda for 629 
Committee meetings and should submit a Meeting Request Form (See 630 
Appendix F) to the Committee Clerk, setting the Agenda for the 631 
meeting in sufficient time to comply with notice posting requirements.  632 

2.  Meeting times are reserved on a first come, first serve basis within 633 
reason and subject to the determination of the Speaker in order to 634 
allow all Committee Chairs sufficient access to meeting rooms. 635 

 636 
3.  Change or meeting times or cancellation is also the responsibility of 637 

the Chair. Meeting agendas, changes and/or cancellations are posted 638 
to the Congressional Calendar, the Office Calendar and Chamber’s 639 
Lobby window.  Committee Members will receive email notice. Those 640 
members without computer access can be notified by phone of the 641 
meeting or cancellation if requested by the Member through the Clerk’s 642 
Division office. 643 

 644 
4.  “Emergency Meetings” shall mean a sudden, generally unexpected 645 

occurrence or set of unforeseen circumstances demanding immediate 646 
action.  Emergency meetings shall not be called for convenience.  If an 647 



Osage Nation Legislative Branch 

 

Policies and Procedures Handbook 

 
19 

emergency meeting is called, a good-faith effort shall be made to notify 648 
the press of the Osage Nation.  649 

 650 
2.5  Amendments to the Congressional Rules 651 

1. Before a vote shall occur on a rule change, it must first be considered 652 
by the Congressional Rules and Ethics Committee. However, should 653 
the Committee not report the requested change out with a 654 
recommendation within thirty (30) days of submission, a motion may 655 
be made on the floor upon notice the proposed rule was submitted and 656 
not acted upon.   657 

 658 
2. Rules amendments adopted on the floor are incorporated into the 659 

Rules by the Clerk of the Congress. Updated versions of the Rules are 660 
distributed once modified and posted on the Congressional website 661 
and Wiki.  662 

 663 

2.6  Congressional Benefits 664 
 665 

1. Insurance – All Members are entitled to opt for the Nation offered 666 
insurance benefit package at the cost offered to full time employees.  667 
Premiums will be deducted from the member’s pay once a month. 668 
 669 

2. The Nation offers certain other types of optional insurance which 670 
members may opt into at the cost to regular full time employees. 671 

 672 
 673 

3. Any insurance offered at no charge to employees is available to each 674 
member.  Required forms should be completed upon swearing-in or 675 
during open enrollment. 676 
 677 

4.   Congress 401 (k) benefits are available on an opt-in contribution 678 
match basis.  Members may begin contributing to the 401 (k) Plan at 679 
any time upon completion of the appropriate forms including payroll 680 
deduction forms.  681 

 682 
2.7  Congressional 401k Trustees 683 
 684 

1. Two current members shall be selected by the Congress upon motion 685 
during a regular session to serve as Trustees of the Congressional 686 
401k.  Once selected, Trustees shall serve until resignation or no 687 
longer a member of Congress.  Should both positions become vacant, 688 
Trustees shall be selected at the next regular or special session of 689 
Congress. 690 



Osage Nation Legislative Branch 

 

Policies and Procedures Handbook 

 
20 

 691 
2. The Trustees shall maintain on file with the Clerk of Congress surrent 692 

information regarding the plan contract, the plan provider, broker, 693 
contact information, participants in the 401k plan, and any outstanding 694 
loans. 695 

 696 
3. The Trustees are also responsible for providing the Congressional 697 

Budget Analyst and Committee of Jurisdiction Chair with fee 698 
information associated with the 401k.  The amount, if any to be 699 
included in the Legislative Branch budget for fees. 700 

 701 
 702 
 703 
 704 

 705 

 706 

3.0 Staff Organizational Chart 707 
 708 

 709 
 710 
 711 
  712 
 713 
3.1 Staff Duties 714 

 715 

 3.1.1  Legislative Counsel  716 
1.  The Legislative Counsel serves as the Legislative Advisor and Writer to 717 

the Congress members.  He/She also represents the Congress upon 718 
request in Tribal Court proceedings.  Core duties should include:  719 

a) Maintaining confidentiality and representing the Osage Nation 720 
Legislative branch in a professional and courteous manner. 721 
 722 

b) Performing duties as requested by the Speaker and Second 723 
Speaker within their authority. 724 
 725 

c) Providing equal access and time to legislative services for all 726 
Members of Congress. 727 

Clerk of the 
Congress

Assistant Clerks  
I & II

Sergeant at 
Arms

Legislative 
Counsel Budget Analyst

Chapter 3 

Congressional Staff 
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 728 
d) Maintaining a neutral position on all legislation, appointments and 729 

requests of the Osage Nation Congress. 730 
 731 

e) Acting as a team member with the other Congressional staff 732 
members in order to facilitate the legislative process. 733 
 734 

f) Keeping the Speaker apprised of all legislative, policy and political 735 
events that may warrant the monitoring or action by the Osage 736 
Nation Congress. 737 
 738 

g) Assist in preparing amendments to legislation through committee 739 
amendments, substitute legislation and floor amendments upon 740 
request by Members of Congress. 741 

 742 
h) Prepare the engrossed version of all legislation.  743 

 744 
i) Legislative Counsel provides legal advice and written legal 745 

opinions to the Osage Congress as a whole and its nine (9) 746 
Congressional Committees on constitutional, legislative, gaming, 747 
jurisdictional, employment, sovereign and intergovernmental 748 
issues. 749 

 750 
j) Advise the Parliamentarian on parliamentary procedure and 751 

Congressional rules.  752 
 753 

k) Prepare, examine, negotiate and revise contracts of the Legislative 754 
branch.  After a contract has been initially reviewed and is 755 
acceptable to this office, it is then presented to Congressional 756 
Affairs for final approval.  If approved, then Legislative Counsel 757 
monitors the contract and reports to the Congressional Affairs 758 
Committee on any significant developments, changes or costs. 759 

 760 
l) Represent the Legislative Branch in litigation and manage outside 761 

counsel.  Litigation is authorized through the Speaker and 762 
Congressional Affairs Committee.  Ongoing litigation expenditures 763 
are approved by the Congressional Affairs Committee or the 764 
Second Speaker if the expenditure is less than $1,000.  All 765 
correspondence on litigation should be copied to the Speaker. 766 

 767 
m) Draft the Congressional Ethics Affidavits that are required by the 768 

Osage Nation Ethics law for reporting gifts and things of value.  769 
These affidavits are ultimately the responsibility of each Member of 770 
Congress to be filed with the Court Clerk; however, this office 771 
should assist them in complying with the ethics law.  Affidavits are 772 
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Due October 1st of each year, so provide at least three weeks 773 
notice to the Members of Congress. 774 

3.1.2  Budget Analyst  775 
The Budget Analyst’s duties are set out in a job description which shall be 776 
reviewed no less than annually and placed in file in the Human Resources 777 
Department, given to the employee, and circulated to all members of 778 
Congress.  Core duties should include:  779 

1. Analyzing current and past budgets, reviewing and justifying budget 780 
requests, and suggesting allocation of funds according to spending 781 
priorities. 782 

 783 
2. Analyze accounting records to determine financial resources required 784 

to implement programs and submits recommendations for budget 785 
allocations, advise Congress on cost analysis and fiscal allocations.  786 

 787 
3. Maintain accounting records and analyze funds to identify possible 788 

trends, which may result in surplus or shortage of funds.  789 
 790 
4. Provide financial advice to Congress for proper program planning and 791 

effective decision-making.  792 
 793 
5. Analyze monthly program or department budgeting and accounting 794 

reports to monitor expenditures.  795 
 796 
6. Prepare regular and special budget reports.  797 
 798 
7. Examine submitted budget proposals for completeness, accuracy, and 799 

conformance with policies, procedures and regulations.  800 
 801 
8. Interpret budget directives and determine if program is meeting those 802 

directives. Review operating budgets to analyze trends affecting 803 
budget needs. Seek new ways to improve efficiency and increase 804 
services. Summarize budgets and submit recommendations for the 805 
approval or disapproval of funds requests.  806 

 807 
9. Provide advice and technical assistance with cost analysis, fiscal 808 

allocation, and budget appropriations. 809 
 810 
10. Prepare analysis of complex resource issues and prepares detailed 811 

budget charts, graphs, tables, and spreadsheets, as needed, in 812 
support of a variety of budgetary analyses and special projects. 813 

 814 
11. Be able to assist in drafting of budget – related legislation. 815 
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 816 
12. Examine budget estimates and proposals for completeness; accuracy; 817 

and conformance with established procedures, regulations, and 818 
organizational objectives.  819 

 820 
13. Employ cost – benefit analyses to review financial requests, assess 821 

program tradeoffs, and explore alternative funding methods. 822 
 823 
14. Examine past budgets and research economic and financial 824 

developments that affect the Nation’s revenue and spending. This 825 
process enables the analyst to evaluate proposals in terms of the 826 
Nation’s priorities and financial resources. 827 
 828 

15. After the initial review process, consolidate individual departmental or 829 
program budgets into operating and capital budget summaries by 830 
committee of jurisdiction. 831 

 832 
16. Throughout the year, periodically monitor the budget by reviewing 833 

reports and accounting records to determine if allocated funds have 834 
been expended as appropriated. If deviations appear between the 835 
approved budget and actual performance, may write a report 836 
explaining the variations. To avoid or alleviate deficits, may 837 
recommend program cuts or reallocation of excess funds. 838 

 839 
17. For each fiscal year, prepare and maintain a “Tribal Operational/Non-840 

Operational Funds” report listing all passed and proposed legislation 841 
from each session, which affect monies from our Fiscal Year’s 842 
Projected Revenue. 843 

 844 
18. As requested, prepare a “fiscal impact analysis” for any proposed 845 

piece of legislation that will have a financial effect on the Osage 846 
Nation. 847 

3.1.3 Administrative Support Services  848 

(Reserved)  849 

3.2.0 Clerk’s Division  850 

3.2.1 Clerk of the Congress 851 

Specific duties and responsibilities of the Clerk of Congress are duties set 852 
out in a job description which shall be reviewed no less than annually and 853 
placed in file in the Human Resources Department, given to the employee, 854 
and circulated to all members of Congress.  Core duties should include:  855 

Shana Walker
If this is referencing Jackie Boulanger’s old position, those duties were absorbed by the Clerk’s Division
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1. To supervise Clerk’s Division staff 856 

2. Filing and recording of all bills, resolutions, and amendments. 857 

3. Filing and recording of all directives and precedents set by the 858 
Speaker. 859 

4. To keep, or supervise the keeping of, a correct journal and other 860 
record of the proceedings of the Congress. 861 

5. Preparation and publication of a daily and interim calendar. 862 

6. Printing and copying of bills, resolutions, and amendments. 863 

7. Preparation of session agenda and session binders as requested. 864 

8. Serves as the Congressional Parliamentarian and shall advise 865 
Speaker and Members on parliamentary procedure and Congressional 866 
Rules. 867 

9. Managing floor during sessions to ensure legislative rules and 868 
procedures are followed and Journal and other official documents are 869 
correct. 870 

10. Manage the Information Section of the Congressional Website to 871 
ensure that all legislative records, such as daily session information, 872 
bills, resolutions, and their supplemental parts, are posted to the 873 
website. 874 

11. Tracking of all bills and resolutions through the process. 875 

12. Shall have custody of and be responsible for the safekeeping of all 876 
communications, official papers, bills, resolutions, records, testimonies 877 
and other official Congressional material. 878 

13. Shall ensure that public records are protected from deterioration, 879 
alteration, mutilation, loss, removal or destruction and are repaired, 880 
renovated or rebound as necessary. 881 

14. Shall be responsible for forwarding and receiving all communications 882 
and official matters of the Congress to and from the Executive Branch 883 
and Judicial Branch. 884 

15. Responsible for receiving and distributing information on all appointees 885 
subject to confirmation. 886 
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16. Responsible for advising the Sergeant-At-Arms of the date, time, and 887 
location needed. 888 

17. Shall be responsible for the direct supervision of the Assistant Clerk of 889 
Congress and be accountable to the Speaker and the Osage Nation 890 
Congress. 891 

18. Shall supervise and be responsible for all duties delegated to the 892 
Assistant Clerk of Congress. 893 

19. Performs as a team member with Congress Members and 894 
Congressional staff. 895 

20. Shall undertake further job responsibilities as delegated. 896 

3.2.2 Assistant Clerk of the Congress 897 

1. Shall exercise all duties of the Clerk of the Congress in his/her 898 
absence: including signing of papers that may require the signature of 899 
the Clerk of the Congress. 900 

 901 
2. Distribute communications from the Clerk of the Congress. 902 
 903 
3. Respond to telephone inquiries from Congress Members. 904 
 905 
4. Serves as Committee Clerk and is responsible for committee meeting 906 

proceedings and record-keeping, which is included but not limited to 907 
the following:   908 

 909 
5. Assist Congress Members in preparation and completion of committee 910 

reports. 911 
 912 
6. Source for reference, record keeping, and public information. 913 
 914 
7. Plans, organizes, and manages official reporting, recording, and 915 

related functions to produce timely documents of Congressional 916 
Committee Meetings, activities, and hearings. 917 

 918 
8. Files CDs, DVDs, and other media of Committee Meetings. 919 
 920 
9. Prepares and distributes committee activity reports, including notices, 921 

minutes, agendas, etc., for publication to the public and the Osage 922 
Nation Congressional Website. 923 

 924 
10. Assists in posting meeting notices and minutes to the Congressional 925 

Website. 926 
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 927 
11. Shall assist in maintaining the record and safekeeping of legislative 928 

information introduced in Congressional Sessions, Congress records, 929 
and proceedings. 930 

 931 
12. Maintain the record and safekeeping of incoming/outgoing 932 

communications regarding the Congress and its functions.   933 
 934 
13. Serves as resource manager for all official in-house documentation 935 

and the reference center for information including printed documents 936 
and audio recordings. 937 

 938 
14. Responsible for the functioning of electronic equipment pertinent to the 939 

operation of Congressional Sessions and Meetings.   940 
 941 
 942 
15. Files CDs, DVDs, & other media of Congressional Sessions.   943 
 944 
16. Shall assist in maintaining an up to date procedural manual for the 945 

Clerk’s Division. 946 
 947 
17. Performs as a team member with Congress Members and the 948 

Congressional staff. 949 
18. Shall undertake further job responsibilities as delegated. 950 

 951 
3.3   Development of Clerk’s Division Manual of Legislative Procedures 952 

Authorized 953 
 The Clerk’s division may develop a Manual of Legislative Procedures 954 

for use by the Clerk’s division, subject to oversight by the Second 955 
Speaker.  Any procedure adopted must not impede the efficient 956 
passage of legislation or the timely completion of Congressional 957 
Business. 958 

3.4 Session 959 
3.4.1 Session Agenda 960 

1. The heading of the Agenda includes the following: 961 
 962 
a) Title of the Called Session. 963 

 964 
b) Date. 965 

 966 
c) Time. 967 

 968 
d) Day of Session. 969 
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 970 
2. Every Agenda may include the following items: 971 

 972 
a) Prayer. 973 

 974 
b) Roll Call. 975 

 976 
c) Journal (except on the First Day of Session). 977 

 978 
d) Reports of Select Committees. 979 

 980 
e) Reports of Standing Committees. 981 

 982 
f) Introduction of Bills and Resolutions. 983 

 984 
g) Motions and Notices. 985 

 986 
h) Adjournment. 987 

 988 
3. First Day Agenda 989 

 990 
a) The Agenda consists of the “Every Agenda” list and in place of 991 

the Journal the opening messages by the Principal Chief and 992 
Speaker are included as follows: 993 

 994 
i. Executive Message by Principal Chief (insert name). 995 

 996 
ii. Legislative Message by Speaker (insert name). 997 

 998 
4. Bills and Resolutions on First Reading 999 

 1000 
a) This item is placed on the Agenda after Introduction of Bills and 1001 

Resolutions. 1002 
 1003 

b) Any bill or resolution, that is on file by 3:00 p.m. on the same day 1004 
as the agenda is to be set, may be placed under Bills and 1005 
Resolutions on First Reading at the Speaker’s discretion. 1006 
 1007 

c) Each bill or resolution is listed by number and title.  If there is a 1008 
short title, it is used in place of the title. 1009 
 1010 

d) The Speaker may prioritize this section of the agenda and 1011 
determine whether the bill or resolution appears on the agenda. 1012 
The remaining items will be put in order. 1013 
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 1014 
5. Bills and Resolutions on General Order 1015 

 1016 
a) Once the Speaker refers any bill or resolution to General Order, it 1017 

is placed on the Agenda after Bills and Resolutions on First 1018 
Reading. 1019 

 1020 
iii. Bills and resolutions are referred to General 1021 

Orderfollowing First Reading or after reported from 1022 
Committee. 1023 
 1024 

iv. There are three days a bill or resolution may be on 1025 
General Order.    Each day is listed on the agenda 1026 
separately as follows: 1027 

 1028 
1. General Order Day 1  – Second Reading when 1029 

legislation is read into record. 1030 
 1031 

2. General Order Day 2 – Amendments may be 1032 
proposed. 1033 
 1034 

3. General Order Day 3 – Amendments are voted on 1035 
in the order presented. 1036 

 1037 
b) Each bill or resolution is listed by number and title under the day 1038 

of General Order that it is placed on.   1039 
 1040 

6. Bills and Resolutions on Third Reading 1041 
 1042 
a. Any bill or resolution that has been reported as Properly 1043 

Engrossed by the Rules and Ethics Committee may be placed on 1044 
the agenda before Motions and Notices. 1045 
 1046 

b. Each bill or resolution is listed by number and title. 1047 
 1048 

7.   Engrossment is a process where the and floor amendments are 1049 
incorporated, any additional Co-Sponsors are added, the proper 1050 
certification language is inserted and the text and formatting of the 1051 
legislation are checked for errors.   The Legislative Counsel initiates 1052 
this process. Once the engrossed version of the bill is complete, it is e-1053 
mailed to the Clerk for printing and distribution to the Rules and Ethics 1054 
Committee who will perform the final approval. 1055 

8.  Executive Veto Message. 1056 
 1057 
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9. Any bill or resolution that has been returned by the Executive Branch 1058 
with a veto listed by number and title. 1059 

 1060 
3.4.2 Session and Committee Meeting Audio Files 1061 

Only the current, plus previous Fiscal Year (FY), Session and Committee 1062 
Meeting Audio files will be maintained on the chambers computer.  All 1063 
other archived audio files must be copied to a compact disc and sent to 1064 
Archives at the beginning of each FY for historical record storage. 1065 

3.5 Journal 1066 
1. Pursuant to Article VI, Section 11, of the Osage Nation Constitution, 1067 

the Osage Nation Congress shall keep and publish a Journal of its 1068 
proceedings and the yeas and nays, when taken on any questions, 1069 
shall be entered in the Journal. 1070 

 1071 
2. The Journal is the formal record of attendance and all business 1072 

transacted by the Congress and shows the legislative history of the 1073 
action taken by the Congress on each bill and resolution. 1074 

 1075 
3. The Journal also includes other matters upon motion and passage by 1076 

the Congress and the messages from the Principal Chief and Speaker. 1077 
 1078 
4. The Clerk prepares a journal for each legislative day.  Each Member is 1079 

provided daily with a printed or electronic copy of the journal of the 1080 
previous day. 1081 

 1082 
5. The Daily Journal will be posted on the website. 1083 
 1084 
6. Only the current, plus the previous Fiscal Year (FY) electronic copies 1085 

of the Journal will be maintained on the congress website.  All other 1086 
electronic copies of the Journal are digitally archived on the Congress’ 1087 
server. 1088 

 1089 
7. The Clerk makes any necessary journal corrections as per the 1090 

recommendations from the floor. 1091 
 1092 
8. At the end of each session, the Speaker shall review, correct, approve 1093 

and sign the session journals. 1094 
 1095 
3.6 Legislation Tracking Sheets 1096 

All legislative tracking is posted to the website at the end of each session 1097 
day. 1098 

 1099 
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3.7 Posting of Meeting Notices 1100 
1. Upon receipt of a Committee Meeting Request form, the Committee 1101 

Clerk must sign the form and insert the time and date of receipt. 1102 
 1103 
2. The Committee Clerk shall use the electronic template for the type of 1104 

meeting to be posted as follows: 1105 
 1106 

a. Regular/Emergency  1107 
 1108 

b. Cancellation  1109 
 1110 

3. The notice shall be printed, signed, and the time/date of the posting be 1111 
inserted. 1112 

 1113 
4. The meeting or cancellation must be posted to the Chamber’s Lobby 1114 

and the Staff Calendar. 1115 
 1116 
5. All notices shall be posted as soon as the meeting is scheduled and 1117 

the agenda has been posted in three (3) public locations (Osage 1118 
Nation Website Calendar, Chambers Lobby, and OFPR Office 1119 
window). 1120 

 1121 
6. Notices will be posted to the website no later than 48 hours prior to the 1122 

meeting date, unless it is an emergency.   1123 
 1124 

7. Only the current, plus the previous Fiscal Year (FY) electronic copies 1125 
of the notice will be maintained on the Congress website.  All other 1126 
electronic copies of the notices must be archived on the Congress 1127 
server. 1128 

 1129 
3.8 Minutes  1130 

1. The Minutes contain a record of what was done at the meeting, not 1131 
what was said by the members.   1132 

 1133 
2. They should never reflect the Committee Clerk’s opinion, favorable or 1134 

otherwise, on anything said or done. 1135 
 1136 
3. Minutes should reflect the Committee Clerk recording the Minutes and 1137 

the name of the audio recording.  (See Section 1.3.5 (Disc Labeling 1138 
and Numbering)   1139 

 1140 
4. Only the current plus the previous Fiscal Year (FY) electronic copies of 1141 

the committee meeting minutes will be maintained on the Congress’ 1142 
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website.  All other electronic copies of the minutes must be archived on 1143 
the congress server. 1144 

 1145 
5. All minutes records are available from the Clerk’s Division upon 1146 

request. 1147 
 1148 
3.9 Steps in the Legislative Process  1149 
3.9.1 Introduction  1150 

1. This Procedures Manual is intended to be an introduction to highlight 1151 
the common Congressional rules and procedures utilized by Members 1152 
of Congress.  This document refers to procedures formalized in the 1153 
Congressional rules, Osage Law and the Constitution.  It also refers to 1154 
procedures established by common practice.  1155 

 1156 
2. Please review the following sources for a more complete 1157 

understanding of the rules, duties, authority and procedure affecting a 1158 
Member of Congress: 1159 

• Constitution of the Osage Nation 1160 
• Osage Law 1161 
• Rules of the Osage Nation Congress  1162 
• Robert’s Rules of Parliamentary Procedure 1163 
• Mason’s Manual of Legislative Procedure 1164 
• Osage Nation Ethics Code (ONCA 08-33 or replacement) 1165 
• Osage Nation Open Meetings Act (ONCA 07-53 or 1166 

replacement) 1167 

3.9.2 Important Dates 1168 
1. Hun-kah session begins on the last Monday in March of each year. 1169 
 1170 
2. Tzi-zho session begins on the first Tuesday following the Labor Day 1171 

holiday in September of each year. 1172 
 1173 
3. Ethics affidavits for Members of Congress required by the Ethics Code 1174 

are due October 1st of each year.  If October 1st falls on a holiday or 1175 
weekend, then the deadline is the next business day following October 1176 
1st. 1177 

 1178 
4. The Osage Nation fiscal year begins October 1st and ends September 1179 

30th of each year. 1180 
 1181 

Shana Walker
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3.9.3 Communications 1182 
1. Documents delivered to and sent by the Legislative Branch are the 1183 

responsibility of the Clerk’s Division who has sole signature authority 1184 
unless otherwise delegated in writing. 1185 

 1186 
2. All documents delivered and received by the Legislative Branch must 1187 

be accompanied by a Communication Receipt.   1188 
 1189 
3. Documents must be delivered during regular business hours which are 1190 

from 8:00 a.m. to 4:30 p.m. 1191 
 1192 
4. The original is placed in the Clerk’s Division files and copies must be 1193 

distributed to whom it is addressed.   1194 
 1195 
3.9.4 Legislative Drafting and Research Requests 1196 

1. Bills or resolutions are generally drafted by the Legislative Counsel in 1197 
coordination with the sponsoring Member of Congress. 1198 

 1199 
2. You will find forms for bill/resolution drafting, research requests and 1200 

amendment drafting on the wall outside Legislative Counsel’s office.  1201 
Please fill out forms as completely as possible and place them in 1202 
Legislative Counsel’s inbox.  He/she will discuss the request with you 1203 
as soon as possible. 1204 

 1205 
3. If legislation is drafted by a person or party other than Legislative 1206 

Counsel, please remember to submit the legislation to him/her to 1207 
approve the form of the legislation. 1208 

 1209 
4.   Prior to each regular session, the Legislative Services Division will 1210 

send out notice of the drafting deadline.  This will provide Legislative 1211 
Counsel the time to prepare legislation before session and give ample 1212 
time for the Speaker to prioritize and determine placement of 1213 
legislation.  This date is generally about two weeks prior to the first day 1214 
of the regular session.  The Congressional Rules impose a filing 1215 
deadline that requires legislation be filed by 3:00 p.m. to be placed on 1216 
First Reading of the agenda the following day of Session.  If legislation 1217 
is not filed in time to be placed on First Reading, it may be read in 1218 
during Introduction of Bills and Resolutions. 1219 

 1220 
5. Also, if you are requesting a bill or resolution that will require an 1221 

appropriation or otherwise have an economic cost/liability to the 1222 
Nation, you need to request a fiscal impact statement be drafted for the 1223 
bill before it goes to General Order Day 3.  If no fiscal impact statement 1224 
is prepared, you risk having another Member of Congress object to 1225 

Shana Walker
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voting on the bill until the fiscal impact statement is prepared and 1226 
reviewed.  See Congressional Rule 6.2. 1227 
 1228 

3.9.5 Introduction of Legislation 1229 
1. A bill or resolution may be introduced on the floor by a Sponsor prior to 1230 

filing by reading the bill or resolution into record by title during 1231 
Introduction of Bills and Resolutions. 1232 

 1233 
2. After Introduction, the Sponsor shall file the bill or resolution with the 1234 

Clerk of the Congress. 1235 
 1236 

3.9.6 Legislative Filing 1237 
1. Any bill or resolution to be filed must be submitted to the Clerk of the 1238 

Congress by the Sponsor. 1239 
 1240 
2. The bill or resolution must be certified by the Legislative Services 1241 

Division to ensure that it is in proper form before filing.  This will be 1242 
indicated on the first page of the bill or resolution by a stamp of the 1243 
Legislative Counsel.  The Sponsor must also sign the bill or resolution. 1244 

 1245 
3. The bill or resolution must then be time-date stamped and initialed by 1246 

the Clerk upon receipt. 1247 
 1248 
4. The bill (ONCA) or resolution (ONCR) is then given a number 1249 

consisting of the number of the current Fiscal Year followed by a 1250 
hyphen (-) then followed by the sequential number in which the bill or 1251 
resolution is filed.  Each bill or resolution is numbered consecutively 1252 
with the previous Session by fiscal year. 1253 

 1254 
5. Prior to the Speaker referring the bill or resolution to Committee or 1255 

General Order the Sponsor has the sole authority to amend and/or 1256 
change the proposed bill or resolution. 1257 

 1258 
6. In order for legislation to appear on First Reading, the legislation must 1259 

be filed prior to 3:00 p.m. on the previous legislative day. 1260 
 1261 

3.9.7 Session Agenda 1262 
1. The Speaker, or in their absence the Second Speaker, shall prepare a 1263 

daily legislative agenda and make every effort to disseminate the 1264 
agenda to Members of Congress prior to that day of Session. 1265 

 1266 
2. In order for legislation to appear on First Reading, the legislation must 1267 

be filed prior to 3:00 p.m. on the previous legislative day. 1268 

Shana Walker
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 1269 
3. In order for the agenda to be amended, a motion, second, and two-1270 

thirds (2/3) affirmative vote of those elected to and constituting the 1271 
Congress is required. 1272 

 1273 
3.9.8 First Reading  1274 

1. This item is placed on the Agenda after Introduction of Bills and 1275 
Resolutions. 1276 

 1277 
2. Each bill or resolution is listed by number and title.   1278 
 1279 
3. The Speaker may prioritize the agenda and determine whether the bill 1280 

or resolution appears on the agenda.  The remaining items will be put 1281 
in order. 1282 

 1283 
4. The Sponsor or, in the absence of, the Co-Sponsor or the Speaker 1284 

shall read the bill or resolution into the record by number and title 1285 
during Bills and Resolutions on First Reading. 1286 

 1287 
5. The publication of a bill or resolution by its title and bill number in the 1288 

Congressional Journal shall satisfy the requirements of First Reading. 1289 
 1290 
6. Resolutions may be advanced to Second Reading by motion, second, 1291 

and two-thirds (2/3) affirmative vote of the Members of Congress. 1292 
 1293 
3.9.9 Committee Meeting Notice  1294 

1. The Committee Chairperson must submit to the Committee Clerk a 1295 
Committee Meeting Request Form.  The form includes the following: 1296 
 1297 
a. The Name of the Committee. 1298 

 1299 
b. Date of the Meeting. 1300 

 1301 
c. Beginning and Ending Times of the Meeting. 1302 

 1303 
d. Indication of Meeting Type (Regular/Emergency/Cancellation). 1304 

 1305 
e. The Agenda. 1306 

 1307 
f. Chair’s Signature and Date. 1308 

 1309 
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2. Meeting times are reserved on a first come, first serve basis within 1310 
reason and subject to the determination of the Speaker in order to 1311 
allow all Committee Chairs sufficient access to meeting rooms. 1312 

 1313 
3. The meeting or cancellation is posted to the Congressional Calendar 1314 

and Office Calendar. 1315 
 1316 
4. Committee Members without computer access can be notified by 1317 

phone of the meeting or cancellation if requested by the Member 1318 
through the Clerk’s office. 1319 
 1320 

3.10 Committee Basics  1321 
1. During Committee the Chair only votes when it can make a difference. 1322 

 1323 
a) When a tie is created, the Chair can vote to break the tie. 1324 

 1325 
b) When the vote is 3 yes and 2 no, the Chair can vote to create a 1326 

tie so the motion fails. 1327 
 1328 
3.11 Reports of Standing Committee  1329 
 The Chairperson of each Committee is responsible for ensuring the  1330 
 committee report is signed by a quorum and in order. (Appendix G) 1331 

 1332 
3.12 General Order Day One – Second Reading 1333 

The sponsor is responsible for ensuring that all bills they sponsor are   1334 
listed on the Agenda on General Order Day 1.  1335 

3.13 General Order Day Two – Amendments are Proposed 1336 
1. All proposed amendments, noting the page and line, shall be submitted 1337 

on a separate piece of paper.  The proposed amendments may be 1338 
attached to the amendments form. (See Appendix H) 1339 

 1340 
2. The proposed amendments shall be filed with the Clerk of the 1341 

Congress prior to or at the time of presenting the proposed 1342 
amendment. 1343 
 1344 

3.14 General Order Day Three – Amendments voted on in the Order 1345 
Received 1346 
Proposed amendments to amendments shall note the page and line and 1347 
must be submitted on a separate piece of paper and filed with the Clerk 1348 
prior to or at the time of the Amendment.  They may be attached to the 1349 
appropriate form.  (See Appendix I) 1350 

 1351 
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3.15 Engrossment 1352 
Engrossment meetings may be called by the Chair at any time allowed by 1353 
Congressional Rules without the permission of the Speaker.   1354 

 1355 
3.16 Third Reading 1356 

Votes on Third reading may be taken by voice vote.  If any member 1357 
expresses a “nay” vote, roll call votes must be recorded. 1358 

  1359 
 1360 

3.17 Attendance and Voting Records 1361 
 The names of members attending session and voting shall be entered in  1362 
 the resolution or bill and recorded in the session journal, which is the  1363 
 official record of same. 1364 
 1365 
3.18 Enrollment 1366 

1. The Speaker, or Second Speaker in the absence of the Speaker, shall 1367 
sign all bills or resolutions passed by the Congress on the day they are 1368 
passed. 1369 
 1370 

2. The Speaker shall upon passage of all resolutions, not bills, initially 1371 
determine and state to the body when he or she believes same relate to 1372 
the business of the Congress or adjournment and upon such 1373 
determination shall provide for the inclusion of such language in the 1374 
document, which shall exempt it from the requirements of the Constitution 1375 
Article VI, Section 14.  The Congress may over rule this ruling in 1376 
accordance with Congressional rules. 1377 

 1378 
3.19 Presentation of Bills to Principal Chief and Return 1379 

1. All bills should be presented to the Principal Chief during working hours on 1380 
the day the bill passes. 1381 

 1382 
2. The Speaker shall ensure that an authorized person is at the Chambers 1383 

on the day bills are due to be returned by the Principal Chief during 1384 
session if that day falls on a Saturday. 1385 

 1386 
 1387 
3.20 Amendments to the Congressional Rules 1388 

1. Before a vote shall occur on a rule change, it must first be considered by 1389 
the Congressional Rules and Ethics Committee. The Rules and Ethics 1390 
Committee votes on the proposed amendments as recommended rule 1391 
changes shall be announced to the Congress, however, if the Committee 1392 
fails to consider and vote on changes within thirty days of submission, the 1393 
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proposed change may be brought to the floor during a Regular session for 1394 
Congress consideration and vote. 1395 

 1396 
2. The amendments adopted on the floor are incorporated into the Rules by 1397 

the Clerk of the Congress. 1398 
 1399 

3. Updated versions of the Rules are distributed once modified. 1400 
 1401 
 1402 
 1403 
 1404 
 1405 
 1406 
 1407 
 1408 
 1409 
 1410 
 1411 
 1412 
 1413 
 1414 
 1415 
 1416 
 1417 
 1418 
 1419 
 1420 
 1421 
 1422 
 1423 
 1424 
 1425 
 1426 
 1427 
 1428 
 1429 
 1430 
 1431 
 1432 
 1433 
 1434 
 1435 
 1436 
 1437 
 1438 
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GLOSSARY OF TERMS 1439 

Act – A measure that was passed by the Legislature and approved by the 1440 
Principal Chief, became effective without the Chief's signature, passed by 1441 
override of the Chief's veto, or was approved by voters by virtue of a legislative 1442 
initiative, thus becoming law.  1443 
 1444 
Adjournment – Termination of a daily session; occurs at the close of each 1445 
legislative day, with the hour and the day of the next meeting being set prior to 1446 
adjournment.  1447 
 1448 
Adoption – Approval or acceptance; usually applied to motions, amendments, 1449 
bills, and resolutions.  1450 
 1451 
Advise and Consent – The process whereby the Legislature is required to 1452 
approve executive nominations to offices by the Principal Chief.  1453 
 1454 
Agenda – Schedule of business for a Congressional Session day or a committee 1455 
meeting. 1456 
 1457 
Amend – To alter formally by modification, deletion, or addition. 1458 
 1459 
Amendment – Any alteration made or proposed to be made in a bill, resolution, 1460 
motion, or clause by adding, changing, substituting, or omitting. 1461 
 1462 
Appeal – When the presiding officer rules on a point of order, any member may 1463 
challenge the ruling which must be seconded. 1464 
 1465 
Appropriation – A legislative authorization for the expenditure of funds for a 1466 
specific purpose.  1467 
 1468 
Bill – Draft of a proposed law presented to the Congress for consideration. 1469 
 1470 
Bill History – A record of all action on any legislative measure.  1471 
 1472 
Budget – An annual plan for appropriation of available funds to state agencies.  1473 
 1474 
Call of the House – Procedure used to compel attendance of members and to 1475 
compel those in attendance to remain the chamber.  1476 
 1477 
Call to Order – The action of the presiding officer that brings the Congress 1478 
officially into session.  1479 
 1480 
Carry-over Bills and Resolutions – Pending legislation at the adjournment of a 1481 
Regular Session of Congress or Special Session.  1482 
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 1483 
Caucus – A common term for the informal organization of each party or other 1484 
grouping of members with a common interest or characteristic interest.  1485 
 1486 
Chair – Presiding officer of a committee or the chamber. 1487 
 1488 
Chamber – Official place where a Congressional body meets.  1489 
 1490 
Codification – The process by which newly enacted law is systematically 1491 
numbered within the Osage Nation Statutes.  1492 
 1493 
Commit – To send or return to a committee. Synonymous to "refer" or 1494 
"recommit." 1495 
 1496 
Committee – Composed of members of Congress. Each committee must hold 1497 
meetings and has jurisdiction over bills, resolutions, or other measures referred 1498 
to it by the Speaker.  1499 
 1500 
Committee of the Whole – Made up of every member of Congress and 1501 
Assistant Principal Chief.  1502 
 1503 
Committee Amendment – An amendment, which is attached to a measure by a 1504 
committee and made part of the committee's report.  1505 
 1506 
Committee Report – The official release of the members of the standing and 1507 
select committees on any measure.  1508 
 1509 
Committee Substitute – A bill offered by a committee in lieu of a bill it has 1510 
considered. This "committee substitute" replaces the original bill that was 1511 
referred to a committee.  1512 
 1513 
Confirmation – The process by which the Legislation considers a nomination 1514 
submitted by the Chief.  1515 
 1516 
Consider – To take up a measure, motion, or matter for the purpose of action. 1517 
 1518 
Constituent – A citizen of the Osage Nation.  1519 
 1520 
Convene – The assembling of the Congress. 1521 
 1522 
Debate – Discussion of a matter according to parliamentary rules.  1523 
 1524 
Decorum – The conventions of a legislative body that must be adhered to for 1525 
maintaining order.  1526 
 1527 
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Died in Committee – Defeat or no action on a bill by a committee. 1528 
 1529 
Division – A method of voting or a motion requesting a show of hands or other 1530 
action when the outcome of a voice vote is unclear or in dispute.  1531 
 1532 
Effective Date – Provisions of a bill that specify when the entire act or portions 1533 
thereof become effective as law.   1534 
 1535 
Emergency Clause – A section in a bill, which allows the measure to become 1536 
effective immediately upon the signature of the Chief. A bill without the 1537 
emergency clause becomes effective 90 days later. 1538 
 1539 
Enacting Clause – The opening language of a bill.  1540 
 1541 
Enactment – Process by which a measure becomes a law.  1542 
 1543 
Engrossment – The act of preparing an official copy of a bill or resolution with all 1544 
changes and amendments included.  1545 
 1546 
Enrollment – The process by which a measure is proofed and certified as 1547 
passed by the Congress for signature by the Chief.  1548 
 1549 
Ex Officio – Congress has an ex officio member and it is the Assistant Principal 1550 
Chief. They have a right to participate to join in debate during committee of the 1551 
whole, and shall serve as the deciding vote when Congress is equally divided.  1552 
 1553 
Executive Session – A closed meeting of any body for the purpose of 1554 
confirming executive nominations, considering personnel matters, or conducting 1555 
other business. Only members and invited members are allowed in attendance. 1556 
No minutes or votes are to be taken.  1557 
 1558 
Final Action – Second Reading of a Bill or Resolution. 1559 
 1560 
Fiscal Year (FY) – The Osage Nation fiscal year is the 12-month period 1561 
established for Nation budgeting purposes. It begins on October 1 and ends 1562 
on September 30. It is labeled according to the calendar year in which it ends. 1563 
FY-07 refers to the period from October 1, 2006 through September 30, 2007. 1564 
Thus, the 2007 legislative session will make appropriations for FY- 2008.  1565 
 1566 
Floor – The portion of the chamber reserved for members and others granted 1567 
floor privileges. Also, when a member has been recognized to speak by the 1568 
presiding officer, the member is said to "have the floor." 1569 
 1570 
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Floor Amendment – An amendment offered to a measure or another floor 1571 
amendment, presented by a legislator while the measure is being considered on 1572 
the floor of the chamber.  1573 
 1574 
General Order – An order or legislative business in which the house considers 1575 
bills and resolutions that have been reported by standing committees.  1576 
 1577 
Germane – Amendments that are relative to the subject of the bill or resolution. 1578 
 1579 
Hearing – Scheduled committee meetings to receive testimony on proposed 1580 
legislation or other legislative measures.  1581 
 1582 
Interim – The period between regular legislative sessions.  1583 
 1584 
Interim Committee – A committee created to study legislative proposals or other 1585 
legislative matters during the time the Congress is not in session and to make 1586 
recommendations to the next regular session of the Congress.  1587 
 1588 
Investigative Power – Authority of a legislative committee to pursue 1589 
investigations. 1590 
 1591 
Joint Committee – A committee composed of members from different 1592 
committees. This usually occurs with budget appropriations.  1593 
 1594 
Journal – The official record of proceedings of the Congress detailing actions on 1595 
motions and votes taken.  1596 
 1597 
Laid Over – The postponement of a matter before the legislative body.  1598 
 1599 
Lay on the Table – A postponement of the matter before the house which may 1600 
be brought up later for consideration by a motion to "take from the table." 1601 
Synonymous to "tabling." 1602 
 1603 
Legislative Day – A day on which the Congress convened and actually engaged 1604 
in business. Holidays and Sundays do not count as days while Congress is in 1605 
session. 1606 
 1607 
Legislative History – The committee and floor debate records for any bill. A 1608 
history includes transcripts of the bills hearing and all floor debate.  1609 
 1610 
Legislative Intent – Purpose for which a measure was considered.  1611 
 1612 
Line Item – Am amount in an appropriation bill, either referring to a separate 1613 
appropriation or separate amounts within an appropriation.  1614 
 1615 
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Line-Item Veto – The disapproval of a line item by the Principal Chief.  1616 
 1617 
Lobbying – The process of getting or trying to get legislators or other officials to 1618 
vote for or against a measure or to take or not take an official action.  1619 
 1620 
Lobbyist – A person who, voluntarily or for a fee, represents one's self or others 1621 
in opposing or promoting legislation or other official acts.  1622 
 1623 
Measure – Bill or Resolution. 1624 
 1625 
Motion – A formal proposal offered by a member for a procedural action, such as 1626 
to consider, to amend, to lay on the table, to reconsider, to recess, or to adjourn.  1627 
 1628 
Non-codified – Sections of law which do not require permanent inclusion in 1629 
Nation statutes such as appropriations sections or matters of a limited-time 1630 
nature.  1631 
 1632 
Non-debatable Motions – Motions that must be put to an immediate vote 1633 
without discussion.  1634 
 1635 
Order of Business – The sequence of events during a legislative day.  1636 
 1637 
Ordered Reported – A committee's formal action of agreeing to report a 1638 
measure to the Congress for floor consideration.  1639 
 1640 
Out of Order – Conduct or activity not in accord with appropriate parliamentary 1641 
rules and procedures.  1642 
 1643 
Override – To pass a bill after the Principal Chief has vetoed it. If at least three-1644 
fourths (3/4) or nine (9) members of Congress vote to pass the bill, it shall 1645 
become law.  1646 
 1647 
Oversight – Legislative review of agency operations.  1648 
 1649 
Package Veto – The veto of an entire measure prior to the last five days of 1650 
session.  1651 
 1652 
Parliamentarian – Advisor to the presiding officer on the interpretation of the 1653 
Congress rules and procedures.  1654 
 1655 
Pocket Veto – Failure of the Principal Chief to sign a measure passed during the 1656 
last five days of a regular or special session.  1657 
 1658 
Point of Order – An objection raised by a legislator in which it is charged that the 1659 
rules of procedure are being violated and a demand that the rules be enforced.  1660 
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 1661 
Precedent – A previous ruling on a parliamentary matter or a long-standing 1662 
practice or custom of a house.  1663 
 1664 
Pre-filed Bills – A bill filed by a member with the Clerk of the Congress prior to 1665 
the official convening of a session.  1666 
Presentment – A requirement that a Bill or Resolution be sent to the Principal 1667 
Chief for action prior to the bill being enacted.  1668 
 1669 
Presiding Officer – The individual in a formal meeting authorized to maintain 1670 
order and decorum, recognize members to speak or offer motions, and apply and 1671 
interpret the house's rules, precedents, and practices.  1672 
 1673 
Previous Question – A non-debatable motion which, if approved, cuts off further 1674 
debate, additional amendments, and brings the pending matter to an immediate 1675 
vote.  1676 
 1677 
Printed Bill – The version of a measure prepared for final action of a house.  1678 
 1679 
Prior Motion – A motion with a greater precedence over another motion. 1680 
 1681 
Question – Any matter on which there is a vote, such as passage of a bill or 1682 
amendment.  1683 
 1684 
Quorum – The required number of members present to transact business. 1685 
Congress requires at least two-thirds (2/3) of the whole number of Congress to 1686 
constitute a meeting.  1687 
 1688 
Readings – Presentation of a measure before Congress. Each bill and resolution 1689 
shall receive two (2) readings.  1690 
 1691 
Recess – An interruption in a legislative day or session that does not end it. 1692 
 1693 
Reconsider – To consider again a vote on any action previously taken by 1694 
Congress.  1695 
 1696 
Recorded Vote – A vote in which the yeas and nays are kept by name.  1697 
 1698 
Recognize – The presiding officer recognizing a member to speak. At that point, 1699 
the member has the floor. 1700 
 1701 
Referendum – The measure by which a measure passed by the Legislature 1702 
must be submitted to a popular vote to be approved or rejected in whole or in 1703 
part.  1704 
 1705 
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Referral – The assignment of a measure to committees.  1706 
 1707 
Report – To approve by committee.   1708 
 1709 
Rescind – Annulment of a previous action.  1710 
 1711 
Roll Call – A call of the roll to determine the presence of a quorum.  1712 
Roll Call Vote – A vote in which each member votes so that their vote is 1713 
recorded.  1714 
 1715 
Rules – Methods of procedures by the Congress. Rules are updated by the 1716 
Rules committee and voted on.  1717 
 1718 
Session – The twenty- four (24) day period during which Congress meets. 1719 
Session can be extended by three (3) days. Hun-kah Session meets the third 1720 
Monday of March each year. Tzi-zho Session meets the first Tuesday after Labor 1721 
Day each year. The Hun-kah and Tzi-zho Sessions are in honor of the ancient 1722 
division of the Earth and the Sky and serves to remind all Osages of the 1723 
responsibility to bring balance and harmony to the Nation.  1724 
 1725 
Special Session – The Speaker shall convene the Congress in Special Session 1726 
upon written request of two-thirds (2/3) of Congress. The Principal Chief may 1727 
convene the Congress into Special Session. They are limited to ten (10) days 1728 
and can be extended by three (3) days.  1729 
 1730 
Short Title – The official name of some portion of the Osage Nation Statutes, 1731 
such as Osage Nation Membership Act.  1732 
 1733 
Simple Majority – One member more than half of those voting on a matter.  1734 
 1735 
Sine Die Adjournment – "Without day" adjournment. This is the final 1736 
adjournment of a session of Congress after the first four (4) years.  1737 
 1738 
Speaker – Representative elected by other members to preside over Congress, 1739 
with powers prescribed by law and Congressional rules. The individual presiding 1740 
over the Congress while in session is addressed as Mr. or Madam Speaker, even 1741 
if the person is not the elected Speaker.  1742 
 1743 
Special Committee – A committee created for a limited purpose or time.  1744 
 1745 
Sponsor – The member sponsoring a measure introduced.  1746 
 1747 
State of the Nation Message – The customary delivery or the Principal Chief's 1748 
message on the budget and legislative priorities at the beginning of a regular 1749 
session.  1750 
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 1751 
Status – The location of a measure in the legislative process.  1752 
 1753 
Substantive Bill – A measure not containing fiscal matters.  1754 
 1755 
Substitute – An amendment proposing the replacement of the entire text of a 1756 
measure or amendment.  1757 
 1758 
Supplemental Appropriation – A mid-year appropriation. 1759 
 1760 
Table - To lay aside a motion, usually with the intention of postponing or shelving 1761 
the matter indefinitely.  1762 
 1763 
Title – A concise statement accurately expressing the contents of a bill. 1764 
 1765 
Unanimous Consent – A motion when there appears to be no opposition to the 1766 
action before the body, thereby not requiring a formal vote.  1767 
 1768 
Veto – The action provided by the Osage Nation Constitution whereby the 1769 
Principal Chief refuses to approve a bill or resolution and prevents its enactment.  1770 
 1771 
Voice Vote – Oral expression of the members when a question is submitted for 1772 
their determination. Response is given by "yes" or "no," and the vote is 1773 
announced according to the chair or presiding officer's judgment.   1774 
 1775 
Voting Record – A member's voting history on one or more issues.  1776 
 1777 
Yield – Relinquishing of the floor by one member to another member to speak or 1778 
ask a question.   1779 
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