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SYCAMORE PUBLIC LIBRARY  
Agenda- BOARD OF TRUSTEES MEETING 

Board Room: January 10, 2017 at 5:30 p.m. 
 

 

I. Call To order 

II. Changes to and Approval of Agenda 

III. Public Comment 

IV. Announcements  

V. Directors Report 

a. The Library in the News 

b. History Lesson  

c. Library Report and Monthly Statistics 

VI. Treasurers Report and Management’s Internal Reports Including Monthly Bills For Approval 

VII. Consent Agenda 

a. Approval Of the Minutes:  

i. Regular Meeting, December 13, 2016 

ii. Closed Session, December 13, 2016 

VIII. Presentations and Trustee Information:  

IX. Old Business 

a. Adult Manager Vacancy Update 

b. Friends Group Update 

c. Policy Manual Update 

i. Financial Policies Review 

1. Authority to Spend Language Update 

ii. FOIA Policy Update 

1. Board Approval Required  

d. FOIA Requests 

i. Tobias Update 

X. New Business 

a. None 

XI. Closed Session 

a. 5 ILCS 120 (c) (1) The appointment, employment, compensation, discipline, performance, or 

dismissal of specific employees of the public body or legal counsel for the public body, including 

hearing testimony on a complaint lodged against an employee of the public body or against legal 

counsel for the public body to determine its validity. 

XII. Any Action Regarding Closed Session 

XIII. Adjournment  

 

Next Meeting: February 14, 2017 at 5:30 p.m. 
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Library Report for December 2016 
 
To:  Board of Trustees 
From: Jesse Butz, Jeannie Barry, Jill Dubicz-Carter, Julie Halloran, Mary Holtrop 
Date:  January 10, 2017 
 
Personnel 
 

 December Anniversaries: There were no anniversaries in December. 

 The Library is currently receiving applications for the following positions; Head of Adult Services, 
Youth and Teen Assistant and Adult Assistant. 

 
Finance 
 

 The benchmark for the budget at the end of December is 2/3th or 66.64% of the budget should be 
expended. If you look at the Ordinary Income/Expense Report you will see that the general 
operating income for the year to date is $1, 135,825 which is 97% of our anticipated income for the 
year. Expenses at the end of December are $717,121 which is 61% of what we budgeted to spend 
this year.  

 The Library received its December PPRT tax payment of $3251.32 on December 19, 2016 

 December Gifts, Memorials, and Donations:   
o Yvonne Johnson, $1700.00 for Library Newsletter 
o Katz Family Foundation, $500.00. No restrictions 

 
Buildings and Grounds 
 

 Upon return Pete worked on some outside areas where snow and ice had built up blocking exit doors 
and fire exits. The remainder of the month Pete has been busy with furniture repairs, moving fire 
extinguishers to more efficient places, hanging numerous white boards, file holders and other small 
projects. In January Pete will begin to re-paint the bathrooms. 
 

Public Relations, Advocacy, Marketing 
 

 The SPL Facebook page now has 1,929 fans!  

 SPL has 591 Twitter followers!  

 Jesse and Jill attended the lovely holiday event put on by the Sycamore Chamber of Commerce on 
December 8th.  

 The Library was in the Daily Chronicle and the Midweek for our Holiday Open House. 

 Jesse was interviewed by the Midweek and the Chronicle for feature stories. He will also be writing 
a bi-monthly book discussion article for InVironments Magazine.  

 Although we did not win the Festival of Trees at the Midwest Museum of Natural History we received 
many compliments for a library book themed decorations, and garnered quite a few votes!   

 
Youth and Teen Services 
 

 The Holiday Open House was a great success with Bingo, music, holiday crafts, story time with Bruce 
Wallace, 65 visits with Santa, and 63 participants in the Scavenger Hunt hosted by the Northern 
Illinois Reading Council!  

 The Library hosted a free Ornament Decorating Program provided by Sweet Dream Desserts and 
Catering, which had a good turnout (27 people) despite very cold weather that day. We hope to be 
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 2 
able to continue to partner with local businesses in this way to support those businesses as well as 
provide new and exciting programs to our patrons.  

 Battle of the Books on Dec. 6th went wonderfully, with an impressive 144 participants! We have 
received several compliments at the Reference Desk from parents whose children participated.  

 The YTS Team has been working hard to update the collection: 390 books and 1 audiobook have 
been withdrawn from the Youth collection, and 229 books and 7 audiobooks have been withdrawn 
from the Teen collection, due to condition and/or lack of use, freeing up space on the shelves for new 
and exciting materials.  

 170 people have picked up Winter Challenge sheets in Youth Services, with 24 completed so far.  
 
 
 
Adult and Information Services   
 

 The Library was lucky to host local author and past board member Charles Ridolph as he discussed 
his new book, The Impact. Chuck gave a fantastic talk about the book as well as answered plenty of 
audience questions. It was a true pleasure to have Chuck join us for this talk. You can check out his title 
in our collection thanks to his generous donation.  

 Our DeKalb Area Creative Writers group had 15 individuals come out twice last month. This group 
meets in our board room and is very welcoming to new writers.  

 The Adult Services Department purchased a great selection of new titles in Overdrive in December 
for the after-Christmas push, and circulation jumped in our e-book and e-audio book categories.  

 
 
Respectfully Submitted, 
 
Jesse Butz, Jeannie Barry, Jill Dubicz-Carter, Julie Halloran, Mary Holtrop 
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Sycamore Library Statistics Dec-15 Dec-16

PREVIOUS 

YTD(15-16)

CURRENT 

YTD(16-17)

Library Attendance (Door Count) 10,157 8,318 89,851 87,035

Meeting Room Use 23 17 246 223

Meeting Room Attendance 264 184 2,081 2,617

Materials Loaned

Books 11,044 8,900 96,119 92,254

DVDs 4,544 4,777 37,482 39,980

Music 986 679 6,476 5,628

Audiobooks 584 466 5,018 4,691

Magazines 178 74 1,733 1,299

Puzzles 8 3 103 29

Other (electronics . . .) 12 9 285 160

Total Circulation (includes electronic circulation) 18,477 16,338 156,890 154,763

InterLibrary Loan

Lent to Other Libraries 1,400 1,301 12,625 11,912

Borrowed from Other libraries 1,937 1,625 13,157 14,024

Electronic Circulation

E-Resources 1,121 1,430 9,674 10,722

Subscription Database Use 777 665 7,229 6,187

Patrons

New Resident Cards 40 37 510 465

New Non-Resident Cards 1 1 7 13

Total Library Cards 9,766 7,652 9,766 7,652

Family Cards 2,105 2,211 2,105 2,211

Programming

Number of Programs 31 26 301 262

Program Attendance 1,057 666 9,376 7,522

Number of Outreach Events 5 4 104 55

Outreach Attendance/Impact 51 186 3,061 3,399

Computer Use

Total Computer Usage Hours 937 557 7,593 7,344

Total Computer Users 1,217 827 9,959 9,767

Wi-Fi Connections 2,160 2,276 17,015 21,052
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Finance Notes December 2016 

1. The Library received a PPRT Tax payment of $3251.32. 

2. The Library received 2 donations this month. $1700 from Yvonne Johnson to 

be used for the Library newsletter and $500.00 from the Katz Family 

Foundation.  

3. The Library negotiated the yearly membership to the DCNP to $250.00. 

4.  Our NICOR bill is quite a bit higher this month due to the unusual winter 

weather we had for December, with higher snow fall and bitter cold 

temperatures. In comparison to December 2015 where the average 

temperature was 41 degrees, the average temperature for December 2016 

was 27. 

5. The Library budget for legal fee’s for FY17 is $12,000. This was put in place in 

preparation for the Referendum for the District Library when the Ovitz funds 

ran out. We have used $ 9,103.75 of this budget line towards legal 

negotiations and FOIA requests that have come to the Library since August 1, 

2016.  
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2016 through April 2017

May '16 - Apr 17 Budget $ Over Budget % of Budget

Ordinary Income/Expense

Income

TAX REVENUE

3400 · PPR Tax 58,097 88,000 -29,903 66%

3410 · Property 1,020,430 1,020,287 143 100%

Total TAX REVENUE 1,078,527 1,108,287 -29,760 97%

OPERATIONS

3600 · Fines

3600.01 · Lost and Damage Materials 769

3600 · Fines - Other 13,222 23,000 -9,778 57%

Total 3600 · Fines 13,991 23,000 -9,009 61%

3620 · Sales 1,258 2,000 -742 63%

3630 · Non-Resident Fee Cards

3630.01 · NR Internet fee cards 608 900 -292 68%

3630 · Non-Resident Fee Cards - Other 7,412 9,000 -1,588 82%

Total 3630 · Non-Resident Fee Cards 8,020 9,900 -1,880 81%

3650 · Copies/Printing

3650.01 · Fax Services 840 1,000 -160 84%

3650 · Copies/Printing - Other 3,824 6,200 -2,376 62%

Total 3650 · Copies/Printing 4,664 7,200 -2,536 65%

Total OPERATIONS 27,933 42,100 -14,167 66%

ACCT EARNINGS

3700 · Interest

3700.01 · Operating 3 12 -9 25%

3700.02 · Money Market Operating 901 220 681 410%

3700.03 · Money Market Contingency & Bldg 189 85 104 222%

3700.04 · US Bank/e-pay 16

Total 3700 · Interest 1,109 317 792 350%

Total ACCT EARNINGS 1,109 317 792 350%

MISCELLANEOUS REVENUE

3880 · Gifts, Memorials, Grants, SPLAG 4,442

3800 · Donation Jar 315 880 -565 36%

3810 · Meeting room fees 2,300 1,700 600 135%

3820 · County Law Library Revenue 1,800 2,600 -800 69%

3830 · Sycamore Library Fund - DCCF 985 985 0 100%

3840 · Lillian Boynton Book  Fund 4,909 4,909 0 100%

3870 · OCLC-ILL Fees 0 10 -10 0%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2016 through April 2017

May '16 - Apr 17 Budget $ Over Budget % of Budget

Total MISCELLANEOUS REVENUE 14,751 11,084 3,667 133%

GRANTS

3900 · Per Capita 13,505 13,505 0 100%

Total GRANTS 13,505 13,505 0 100%

Total Income 1,135,825 1,175,293 -39,468 97%

Gross Profit 1,135,825 1,175,293 -39,468 97%

Expense

WAGE EXPENSES

8100 · Gross Wages 353,212 578,000 -224,788 61%

8101.1 · Paid Time Off Wages 19,111

8170 · Payroll Fees 1,563 2,330 -767 67%

8171 · FICA 22,093 35,500 -13,407 62%

8173 · IMRF 29,854 52,000 -22,146 57%

8175 · Health Insurance 33,987 70,500 -36,513 48%

8175.1 · H.S.A. Employee Acct 6,900

8177 · Medicare 5,167 8,550 -3,383 60%

Total WAGE EXPENSES 471,887 746,880 -274,993 63%

ADMINISTRATION

8200 · Memberships & Commissions 1,055 1,800 -745 59%

8210 · Audit Fees 5,350 7,000 -1,650 76%

8211 · Legal fees 9,104 13,000 -3,896 70%

8212 · Hiring & Placement 0 200 -200 0%

8213 · LIMRiCC Unemployment Insurance 541 1,600 -1,059 34%

8214 · Professional Development 904 5,000 -4,096 18%

8215 · PR/Publicity 2,086 10,500 -8,414 20%

8216 · Mileage Reimbursement 385 2,800 -2,415 14%

8217 · Postage & Shipping 925 1,910 -985 48%

8219 · Insurance 2,659 18,000 -15,341 15%

Total ADMINISTRATION 23,009 61,810 -38,801 37%

MATERIALS

Children's Materials

8201.01 · Children's DVDs 321 950 -629 34%

8201.02 · Child and Teen Audio Books 585 2,850 -2,265 21%

8201.03 · Children's Music 154 450 -296 34%

8201.04 · Child and Teen Foreign Language 0 600 -600 0%

8201.06 · Child and Teen Books 14,071 34,780 -20,709 40%

Total Children's Materials 15,131 39,630 -24,499 38%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2016 through April 2017

May '16 - Apr 17 Budget $ Over Budget % of Budget

Adult Materials

8203.01 · Adult Foreign Language 235 550 -315 43%

8203.03 · Adult Books 29,679 51,050 -21,371 58%

8203.04 · Adult and Teen DVDs 3,898 7,500 -3,602 52%

8203.05 · Adult Audio Books 1,773 5,100 -3,327 35%

8203.06 · Adult Music CDs 1,417 3,500 -2,083 40%

Total Adult Materials 37,002 67,700 -30,698 55%

8204 · Periodicals 5,548 5,500 48 101%

8205 · Lillian Boynton Book Fund 4,909 4,909 0 100%

8206 · E-Resources 8,060 13,000 -4,940 62%

8207 · Automated Subscriptions 8,507 15,000 -6,493 57%

Total MATERIALS 79,157 145,739 -66,582 54%

PROGRAMS

Children

8301.01 · Performers 530 3,000 -2,470 18%

8301.02 · Supplies 831 1,700 -869 49%

Total Children 1,361 4,700 -3,339 29%

Young Adult

8302.01 · Young Adult Programming 706 1,700 -994 42%

Total Young Adult 706 1,700 -994 42%

Adult

8303.01 · Performers 1,100 2,200 -1,100 50%

8303.02 · Supplies 272 500 -228 54%

Total Adult 1,372 2,700 -1,328 51%

Total PROGRAMS 3,439 9,100 -5,661 38%

CONTRACTUAL SERVICES

8300 · Phone System Maintenance 2,542 332 2,210 766%

8310 · Photocopiers 1,572 5,600 -4,028 28%

8311 · Pest Control 0 400 -400 0%

8312 · Cleaning Service 10,360 16,835 -6,475 62%

8313 · Elevator 2,883 3,000 -117 96%

8314 · HVAC Maintenance 4,075 5,562 -1,487 73%

8316 · Alarm Service Fire 2,625 3,570 -945 74%

8317 · Besam - Automatic Door 735 750 -15 98%

8320 · Security 3,424 700 2,724 489%

CONTRACTUAL SERVICES - Other 46

Total CONTRACTUAL SERVICES 28,262 36,749 -8,487 77%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2016 through April 2017

May '16 - Apr 17 Budget $ Over Budget % of Budget

TECHNOLOGY

8330.01 · Online System 12,731 17,800 -5,069 72%

8330.02 · Access Management System 2,328 2,328 0 100%

8330.03 · Telecommunications 1,585 3,300 -1,715 48%

8330.04 · Software 631 2,000 -1,369 32%

8330.06 · Technical Support 21,252 18,600 2,652 114%

Total TECHNOLOGY 38,527 44,028 -5,501 88%

SUPPLIES

8400 · Office 1,897 4,680 -2,783 41%

8401 · Processing 2,906 8,050 -5,144 36%

8402 · Janitorial 2,655 4,300 -1,645 62%

Total SUPPLIES 7,458 17,030 -9,572 44%

FURNISHINGS

8410 · Equipment/Furniture 345 7,000 -6,655 5%

8411 · Technology Supplies 658 5,100 -4,442 13%

8412 · Computers 7,744 10,000 -2,256 77%

Total FURNISHINGS 8,747 22,100 -13,353 40%

MAINTENANCE

8420 · Building 10,028 20,578 -10,550 49%

8421 · Equipment 292 2,500 -2,208 12%

8422 · Grounds 44 11,000 -10,956 0%

8424 · Trash 1,163 2,000 -837 58%

Total MAINTENANCE 11,527 36,078 -24,551 32%

UTILITIES

8431 · Telephone 2,515 2,100 415 120%

8432 · Gas 2,107 9,785 -7,678 22%

Total UTILITIES 4,622 11,885 -7,263 39%

MISCELLANEOUS EXPENSES

8610 · Gifts, Donations, Grants, SPLAG

8610.05 · Donation Expense/Misc 2,500

8610.04 · Donation Expense/Prof Services 8,663

8610.03 · Donation Expense/Programs 70

8610 · Gifts, Donations, Grants, SPLAG - Other 1,618

Total 8610 · Gifts, Donations, Grants, SPLAG 12,851

8600 · Personal Orders -57

8601 · Service Fees 473 475 -2 100%

8602 · Contingency 361 2,500 -2,139 14%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2016 through April 2017

May '16 - Apr 17 Budget $ Over Budget % of Budget

8604 · Consultant/Outside Services 1,372 5,000 -3,628 27%

8605 · OCLC-ILL Fees 302

Total MISCELLANEOUS EXPENSES 15,302 7,975 7,327 192%

MORTGAGE

8611 · Library Mortgage Debt 19,520 28,000 -8,480 70%

8612 · Mortgage debt-interest 5,664 9,880 -4,216 57%

Total MORTGAGE 25,184 37,880 -12,696 66%

Total Expense 717,121 1,177,254 -460,133 61%

Net Ordinary Income 418,704 -1,961 420,665 -21,352%

418,704 -1,961 420,665 -21,352%
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 December 2016

Dec 16 May - Dec 16

Ordinary Income/Expense

Income

TAX REVENUE

3400 · PPR Tax 3,252 58,097

3410 · Property 0 1,020,430

Total TAX REVENUE 3,252 1,078,527

OPERATIONS

3600 · Fines

3600.01 · Lost and Damage Materials 55 769

3600 · Fines - Other 1,235 13,222

Total 3600 · Fines 1,290 13,991

3620 · Sales 162 1,258

3630 · Non-Resident Fee Cards

3630.01 · NR Internet fee cards 74 608

3630 · Non-Resident Fee Cards - Other 1,175 7,412

Total 3630 · Non-Resident Fee Cards 1,249 8,020

3650 · Copies/Printing

3650.01 · Fax Services 80 840

3650 · Copies/Printing - Other 477 3,824

Total 3650 · Copies/Printing 557 4,664

Total OPERATIONS 3,258 27,933

ACCT EARNINGS

3700 · Interest

3700.01 · Operating 0 3

3700.02 · Money Market Operating 139 901

3700.03 · Money Market Contingency & Bldg 23 189

3700.04 · US Bank/e-pay 4 16

Total 3700 · Interest 166 1,109

Total ACCT EARNINGS 166 1,109

MISCELLANEOUS REVENUE

3880 · Gifts, Memorials, Grants, SPLAG 2,675 4,442

3800 · Donation Jar 49 315

3810 · Meeting room fees 70 2,300

3820 · County Law Library Revenue 0 1,800

3830 · Sycamore Library Fund - DCCF 0 985

3840 · Lillian Boynton Book  Fund 0 4,909

Total MISCELLANEOUS REVENUE 2,794 14,751
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 December 2016

Dec 16 May - Dec 16

GRANTS

3900 · Per Capita 0 13,505

Total GRANTS 0 13,505

Total Income 9,470 1,135,825

Gross Profit 9,470 1,135,825

Expense

WAGE EXPENSES

8100 · Gross Wages 36,348 335,505

8101.1 · Paid Time Off Wages 335 17,970

8170 · Payroll Fees 160 1,474

8171 · FICA 2,164 20,977

8173 · IMRF 3,194 29,854

8175 · Health Insurance 2,962 33,987

8175.1 · H.S.A. Employee Acct 0 6,900

8177 · Medicare 506 4,906

Total WAGE EXPENSES 45,669 451,573

ADMINISTRATION

8200 · Memberships & Commissions 250 1,055

8210 · Audit Fees 0 5,350

8211 · Legal fees 2,625 9,104

8213 · LIMRiCC Unemployment Insurance 0 541

8214 · Professional Development 556 904

8215 · PR/Publicity 9 2,086

8216 · Mileage Reimbursement 6 385

8217 · Postage & Shipping 72 925

8219 · Insurance 0 2,659

Total ADMINISTRATION 3,518 23,009

MATERIALS

Children's Materials

8201.01 · Children's DVDs 0 321

8201.02 · Child and Teen Audio Books 0 585

8201.03 · Children's Music 0 154

8201.06 · Child and Teen Books 1,849 14,071

Total Children's Materials 1,849 15,131

Adult Materials

8203.01 · Adult Foreign Language 0 235

8203.03 · Adult Books 2,453 29,679
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 December 2016

Dec 16 May - Dec 16

8203.04 · Adult and Teen DVDs 0 3,898

8203.05 · Adult Audio Books 99 1,773

8203.06 · Adult Music CDs 0 1,417

Total Adult Materials 2,552 37,002

8204 · Periodicals 0 5,548

8205 · Lillian Boynton Book Fund 0 4,909

8206 · E-Resources 2,259 8,060

8207 · Automated Subscriptions 1,000 8,507

Total MATERIALS 7,660 79,157

PROGRAMS

Children

8301.01 · Performers 55 530

8301.02 · Supplies 0 831

Total Children 55 1,361

Young Adult

8302.01 · Young Adult Programming 0 706

Total Young Adult 0 706

Adult

8303.01 · Performers 0 1,100

8303.02 · Supplies -18 272

Total Adult -18 1,372

Total PROGRAMS 37 3,439

CONTRACTUAL SERVICES

8300 · Phone System Maintenance 0 2,542

8310 · Photocopiers 69 1,572

8312 · Cleaning Service 1,295 10,360

8313 · Elevator 0 2,883

8314 · HVAC Maintenance 0 4,075

8316 · Alarm Service Fire 672 2,625

8317 · Besam - Automatic Door 0 735

8320 · Security 165 3,424

CONTRACTUAL SERVICES - Other 0 46

Total CONTRACTUAL SERVICES 2,201 28,262

TECHNOLOGY

8330.01 · Online System 4,244 12,731

8330.02 · Access Management System 0 2,328

8330.03 · Telecommunications 0 1,585
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 December 2016

Dec 16 May - Dec 16

8330.04 · Software 0 631

8330.06 · Technical Support 859 21,252

Total TECHNOLOGY 5,103 38,527

SUPPLIES

8400 · Office 22 1,897

8401 · Processing 255 2,906

8402 · Janitorial 253 2,655

Total SUPPLIES 530 7,458

FURNISHINGS

8410 · Equipment/Furniture 0 345

8411 · Technology Supplies 250 658

8412 · Computers 5,233 7,744

Total FURNISHINGS 5,483 8,747

MAINTENANCE

8420 · Building 334 10,028

8421 · Equipment 70 292

8422 · Grounds 0 44

8424 · Trash 152 1,163

Total MAINTENANCE 556 11,527

UTILITIES

8431 · Telephone 312 2,515

8432 · Gas 874 2,107

Total UTILITIES 1,186 4,622

MISCELLANEOUS EXPENSES

8610 · Gifts, Donations, Grants, SPLAG

8610.05 · Donation Expense/Misc 0 2,500

8610.04 · Donation Expense/Prof Services 225 8,663

8610.03 · Donation Expense/Programs 0 70

8610 · Gifts, Donations, Grants, SPLAG - Other 39 1,618

Total 8610 · Gifts, Donations, Grants, SPLAG 264 12,851

8600 · Personal Orders 0 -57

8601 · Service Fees 35 473

8602 · Contingency 34 361

8604 · Consultant/Outside Services 0 1,372

8605 · OCLC-ILL Fees 0 302

Total MISCELLANEOUS EXPENSES 333 15,302

MORTGAGE
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 December 2016

Dec 16 May - Dec 16

8611 · Library Mortgage Debt 2,468 19,520

8612 · Mortgage debt-interest 680 5,664

Total MORTGAGE 3,148 25,184

Total Expense 75,424 696,807

Net Ordinary Income -65,954 439,018

Net Income -65,954 439,018
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 Sycamore Public Library

 Special Income / Expense - Monthly vs YTD
 December 2016

Dec 16 May - Dec 16

Other Income/Expense

Other Income

DONATIONS

4300 · Building Fund Donations 30 240

Total DONATIONS 30 240

IMPACT FEE ACCT

4400 · Impact Fees 0 4,113

Total IMPACT FEE ACCT 0 4,113

INTEREST INCOME

4600 · Money Market Restricted 3 25

4610 · Impact Fees Savings 1 5

4630 · Special Reserve Fund 1 8

Total INTEREST INCOME 5 38

Total Other Income 35 4,391

Net Other Income 35 4,391

Net Income 35 4,391
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 Sycamore Public Library

 Balance Sheet
 As of December 31, 2016

Dec 31, 16

ASSETS

Current Assets

Checking/Savings

1011 · Operating Checking 5,401

1020 · Library Cash on Hand 213

1028 · Impact Fees Savings Account 35,284

1031 · Special Reserve Fund Money Mkt

1031.01 · SR Window Fund 25,808

1031 · Special Reserve Fund Money Mkt - Other 16,279

Total 1031 · Special Reserve Fund Money Mkt 42,087

1075 · 1st Mid Operating Money Market 542,237

1076 · 1st Mid RestrictedOperating MM 14,855

1078 · 1st Mid Contingency & Bldg MM 98,273

1083 · Illinois National Bank/E-Pay 1,000

1084 · US Bank/e-pay 9,498

Total Checking/Savings 748,848

Accounts Receivable

ACCOUNTS RECEIVABLE

1210 · Accounts Receivable 5,221

1220 · Property Tax Receivables 971,735

1230 · PPRT Receivables 16,258

Total ACCOUNTS RECEIVABLE 993,214

Total Accounts Receivable 993,214

Other Current Assets

1180 · Prepaid - Other 0

INVESTMENTS

1310 · B & R Hackett Endowment Fund 137,969

Total INVESTMENTS 137,969

Total Other Current Assets 137,969

Total Current Assets 1,880,031

Fixed Assets

FIXED ASSETS

1410 · BUILDING 5,625,491

1420 · LAND 114,391

1430 · EQUIPMENT 1,612,236

1440 · ACCUMULATED DEPRECIATION -3,785,925

Total FIXED ASSETS 3,566,193
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 Sycamore Public Library

 Balance Sheet
 As of December 31, 2016

Dec 31, 16

Total Fixed Assets 3,566,193

TOTAL ASSETS 5,446,224

LIABILITIES & EQUITY

Liabilities

Current Liabilities

Accounts Payable

2000 · Accounts Payable 16,107

Total Accounts Payable 16,107

Other Current Liabilities

2100 · Payroll Liabilities

2130 · Federal p/r tax payable -1

2140 · IL p/r tax payable 1

2160 · IMRF Withholdings -252

2162 · Health Insurance W/H -1,878

2171 · NCPER Withholdings 32

2173 · Dental Vision, Life Withholding -3

2175 · YMCA Membership 49

Total 2100 · Payroll Liabilities -2,052

2210 · A/P 0

2220 · Accrued Payroll 11,033

2255 · Voluntary Life Ins 7

2260 · Library Deferred Tax 0

2280 · Deferred Property Taxes 971,735

2290 · Compensated Absences 38,656

Total Other Current Liabilities 1,019,379

Total Current Liabilities 1,035,486

Long Term Liabilities

2555 · Loan - Construction 373,449

Total Long Term Liabilities 373,449

Total Liabilities 1,408,935

Equity

PERM Restricted Fund Balance

2920 · B & R Hackett Endowment Fund 0

Total PERM Restricted Fund Balance 0

2910 · TEMP Restricted Fund Balance
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 Sycamore Public Library

 Balance Sheet
 As of December 31, 2016

Dec 31, 16

2911 · Impact Fees Fund 0

2912 · Capital Fund Savings 0

2913 · Special Reserve Fund Balance

2913.01 · SR Window Fund 0

2913.02 · Other Special Reserve Funds 0

Total 2913 · Special Reserve Fund Balance 0

2915 · Restricted Operating Funds

2915.01 · Grants Misc 0

2915.02 · Gifts/Donation 0

2915.03 · Memorials & Honorariums 0

2915.04 · SPLAG -81

2915.05 · Other 81

Total 2915 · Restricted Operating Funds 0

2910 · TEMP Restricted Fund Balance - Other 0

Total 2910 · TEMP Restricted Fund Balance 0

2930 · TEMP VARIANCE - FUND BALANCE 0

2940 · Retained Earnings 3,593,885

2950 · Current Year Gain/Loss 0

Net Income 443,406

Total Equity 4,037,291

TOTAL LIABILITIES & EQUITY 5,446,226
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 11:53 AM

 12/27/16
 Sycamore Public Library

 Bills List

  December, 2016

Total Purpose

Advanced Disposal 151.53 monthly garbage

Alarm Detection Systems 836.98 Quartlery Alarm and Security

Angela Carter 55.00 musical mornings

Baker & Taylor - Adult Acct 2,307.33 adult books

Baker & Taylor - Childrens 1,848.79 children's and teen books

BCBS 4,982.45 Health Insurance

CDW Government, Inc 250.00 IT supplies

Center Point Large Print 146.07 large print books

City of Sycamore IMRF 4,578.99 IMRF December

CMJ Technologies 6,106.93 Computers and laptop

DeKalb County Non Profit Partnership 250.00 DCNP membership

DEMCO 255.25 Vistafoil book covers

Emily Delegatto 23.64 SPLAG Hot Cocoa bar

Emily Delegatto 15.63 SPLAG Supplies

Foster & Buick Law Group, LLC 2,625.00 Legal fee

Frontier 312.03 phone

Illinois Office of State Fire Marshal 70.00 Boiler Certificate

J & J Handyman 1,295.00 cleaning contract

Kishwaukee Community Hospital 462.00 EAP

Klein, Thorpe and Jenkins LTD 225.00 legal fee's referendum

Mary Holtrop 71.76 ILL postage and Holiday Open house

Matthew Groom 24.96 return lost book

NCPERS 80.00 Life Insuarnce

NiCor Gas 874.10 utility natural gas

OverDrive, Inc 3,000.00 Library participation and eread

Penguin Random House 99.00 audio books

Pete Springmire 35.03 mileage and menards

PrairieCat 4,536.80 Pcat membership

Principal 619.85 Dental, life and vision

RKDixon 68.73 copier lease

Rochelle Janitorial Supply 253.27 cleaning supplies

 Service Concepts, Inc. 183.00 service call

Service Concepts, Inc. 122.00 service call

Sycamore Chamber of Commerce 60.00 Jbutz meeting

Tammy Johnston 18.74 ILL postage

Waterworks 22.25 bottled water

36,867.11
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SYCAMORE PUBLIC LIBRARY 
BOARD OF TRUSTEES 

MINUTES 
Regular Meeting 5:30 p.m. 

December 13, 2016 
 

I. Call to Order 

President Melissa Kendzora-Smith called the regular meeting to order at 5:33p.m. 

Trustees Present: Jan Benson, Jim Bisceglie, Penny Carter, Elizabeth Coats, Nancy Godfrey, 

Melissa Kendzora-Smith, Curt Lang, and Dave Stouffer 

Trustees Absent:  Alex Wall 

Staff Members Present: Director, Jesse Butz; Office Manager, Mary Holtrop; Head of Circulation, 

Jeannie Barry; Head of Youth and Teen Services, Julie Halloran; Youth and Teen Assistant, Megan 

Davis; Circulation Assistant, Eriq Walker; Circulation Assistant, Joan Coughlan. 

Visitors Present:  Maureen Moran, Katie Davis, Tom Phetmeuangmay. 

 

II. Changes to and Approval of the Agenda 

Computer changes and upgrades was added to the Old Business section of the agenda. J. Bisceglie 

moved and C. Lang seconded the motion to approve the agenda as amended. 8 ayes, 0 nays. The 

motion carried. 
 

III. Public Comment 

There was no public comment. 
 

IV. Announcements 

J. Butz introduced Julie Halloran, Youth and Teen Services Manager. J. Butz reported the Library 

has been in the media recently with 4 separate articles about the Director and the Library levy as well 

as Youth services for their program Books and Barks and Gingerbread House.  A record of the 

Library in the news was added to the marketing portion in the monthly Library report.  

 

Butz reported that he was going to start adding some Library History to the board agenda.  

 

V. Treasurer’s Report 

Treasurer, C. Lang, updated the board on any financial changes this past month. C. Lang reviewed 

the financial notes addition to the packet and line items were reviewed and discussed.  C. Lang 

reported the Library is currently at budget expectations at this time. J. Butz and M. Holtrop shared 

the purpose of joining Management Association of Illinois for Human Resource training and 

support. C. Lang moved and J. Benson seconded the motion to accept the Treasurer’s Report as 

presented. 8 ayes, 0 nays. Motion carried. 
 

VI. Consent Agenda 

D. Stouffer moved and J. Bisceglie seconded the motion to approve the Consent Agenda to include 
the following:  
  

i. Regular Meeting, November 8, 2016  

ii. Closed Session, November 8, 2016  
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iii. November 2016 Library report 

iv. November 2016 monthly statistics 

 

8 ayes, 0 nays. Motion carried. 

 

VII. Presentation and Trustee Information 

a. Employee Anniversaries: The Library recognized the following employees for their 

dedication, positive energy and service to the Sycamore Public Library and the Sycamore 

Community. 

Eriq Walker-1 year 

Joan Coughlan-1 year 

Alli Howland-5 years 

Mary O’Heron-15 years 

Megan Davis-15 years 

 

J. Butz thanked each staff for their service and highlighted how each staff member contributes to 

the library. 

 

E. Coats praised Tammy Johnston and Alli Howland on the book Christmas tree and their hard 

work putting that together. J. Butz mentioned Jill decorated a tree at the Sycamore History Museum 

and the library has a new tree this year donated by former Board member Charlie Larson. 

 

b. DCNP Program Update: J. Butz reported that he and several board members attended the 

DCNP program on Fundraising for Non-Profits. The board discussed the difficulty of asking 

for money and discussed ways the Library can fund raise for capital improvement projects and 

the need to reach out to the community for donations and support. Butz stated that the Library 

will start with looking at the trend of donations in the past several years and this will point us in 

the right direction. C. Lang stated that relying on tax dollars is not enough, especially for bigger 

projects and needs.  

    

VIII. Old Business 

A. Budget FY18: 

i. Levy Update: J. Butz stated the Levy request has been sent to the City. There 

was only one question from the council.  The mayor stated he appreciated the 

work and the zero budget plan and adding the capital improvement plan to the 

budget. Butz stated the mayor and the city council supported and appreciated the 

work put into the budget and praised the library’s efforts. The Finance 

committee will meet quarterly to review the budget.  

B. Board Communication: 

i. Email Procedure: J. Butz reported that a new email has been set up so the 

public can contact the board directly and these contacts will not go to himself or 

Office Manager, Mary Holtrop.  The link has already been added to the Library 

website.  
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C. Policy Manual Update: 

i. Financial Policies Review/Authority to Spend: J. Butz directed the board to 

page 27 of the board packet, the Authority to Spend policy. J. Butz stated that it 

is a goal to review these policies but wanted to address a question on this policy 

in reference to purchasing 6 computers. Discussion followed on the board’s 

interpretation of this policy and what changes should be made. Discussion 

include which purchases should be pre-approved and if the Director informing 

the board that larger purchases already included in the budget have been 

purchased is sufficient. The board discussed how materials are purchased and the 

cost of materials per month. The board asked administration to look at what 

other libraries use for their Authority to Spend language. J. Butz and M. Holtrop 

will follow up and report back to the board. 

 

D. Credit Card:  

i.  Update on Process: J. Butz reported that he spoke to the bank about a new 

credit card. Butz shared the terms of the credit card agreement. Melissa, as Board 

President, will be the primary point of contact on the account and this will 

transfer to the next board president.  J. Butz will be primary administrator. This 

role will assign cards to the staff who will need them and their balances. This 

allows us to cancel any cards at any time. This gives full access of the account to 

the Board.  

 

ii. Computers: J. Butz reported that he met with CMJ Technologies last week. 

Last winter the previous director and J. Butz met with CMJ Technologies and a 

long range IT plan was devised. This plan included the purchase of computers 

for FY 17. Due to the previous discussion on the language of the Authority to 

Spend Policy, J. Butz added this to the agenda due to the fact that the Authority 

to Spend language is not clear. Whereas the board was aware of the IT plan and 

the purchase of these computers was included in the budget it was agreed that 

this should be discussed again until the Authority the Spend policy is clear. Butz 

reported the Library will be purchasing 6 computers with Windows 10, includes 

all the updates, installation, security, etc. In addition a new laptop will be 

purchased. The current staff computers will be rotated out to the computer lab 

area and replace the older machines. The total for these purchases is $6,106.93. 

All library software will be included as well. This would be last computer 

purchase for the year. The shift will come out of the block time that is 

purchased through the agreement with CMJ Technologies. J. Butz reviewed the 

history of IT support for the library over the past 3 years. J. Butz stated that 

CMJ is slightly more expensive but the library is receiving better regular support 

for the cost which in the long run saves the library money. J. Benson moved and 

P. Carter seconded the motion to approve the purchase of 6 computers and 1 

laptop at the cost of $6,106.93.  ROLL CALL: J. Benson, aye; J. Bisceglie, aye; P. 

Carter, aye; E. Coats, aye; N. Godfrey, aye; M. Kendzora-Smith, aye; C. Lang, 

aye; D. Stouffer, aye. 8 ayes, 0 nays. The motion carried. 
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IX. New Business:  

A. FOIA Requests: 

i. Tobias FOIA request financial impact on library and procedures: J. Butz 

reviewed the history of FOIA requests submitted to the library. Butz reported 

that since August 1, 2016 the library has received 9 FOIA requests, 8 from the 

same party with multiple components to each request. Butz shared with the 

board the cost to the library for these FOIA requests.  This includes hourly rate 

for staff, copy cost, attorney fee’s etc. The current cost to the library for these 

FOIA request since August 1, 2016 is estimated to be $7, 449.87 and of that it is 

estimated that over $5,000 is attorney fee’s. The library still has not been billed 

for the current FOIA request which has multiple components and is currently 

being reviewed by the attorney to make sure there is no attorney/client 

confidentiality being violated. The FOIA requests submitted were read by J. Butz 

to the board. Butz stated the Library has provided all documents we can provide 

but the Library will not provide personal information. The board reviewed the 

FOIA harassment policy. The board will continue to review FOIA request each 

month so the board is kept up to date on the cost to the library. 

ii. Procedures: J. Butz and M. Kendzora-Smith reviewed the FOIA policy and 

what documents can be requested under FOIA.  

B. Fundraising Opportunities: J. Butz reported learning at the DCNP program that creating 

a Community Engagement Committee would help to jump start fund raising efforts for the library.  

J. Butz is meeting with a patron who is interested in starting a Friends Group which would help to 

bring in revenue as well. P. Carter, D. Stouffer and J. Benson agreed to be on this committee. 

 
X. Closed Session: 5 ILCS 120(c) (1) the appointment, employment, compensation, 

discipline, performance, or dismissal of specific employees of the public body or legal 

counsel for the public body, including hearing testimony on a complaint lodged against an 

employee of the public body or against legal counsel for the public body to determine its 

validity.  E. Coats moved and P. Carter seconded the motion to move into closed session. Roll Call: 

J. Benson, aye; J. Bisceglie, aye;  Elizabeth Coats, aye; Nancy Godfrey, aye; Melissa Kendzora-Smith, 

aye;  C. Lang, aye; D. Stouffer, aye.  8 ayes, 0 nays. The motion carried the Board moved into closed 

session at 6:52 p.m. The board came out of closed session at 7:09 p.m. 

 
XI. Any Action Regarding Closed Session 

There was no action regarding Closed Session. 
 
J. Butz reminded the board about the Holiday Open House Wednesday, December 14th beginning at 
5:30 p.m. 
 

XII.  
M. Kendzora-Smith adjourned the meeting at 7:10 p.m. 

 

Respectfully Submitted, 
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Nancy Godfrey, Secretary 

 

 

Mary Holtrop, Office Manager, Secretary pro tem 
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SYCAMORE PUBLIC LIBRARY 

BOARD OF TRUSTEES 

MINUTES, CLOSED SESSION 

December 13, 2016 

  

 

 

I. Call to Order 

M. Kendzora-Smith called the Closed Session to order at 6:52 p.m. 

Trustees Present: J. Bisceglie, E. Coats, N. Godfrey, C. Lang, M. Kendzora-Smith, D. Stouffer, J. Benson,  

P. Carter. 

Trustees Absent: A. Wall. 

Staff Present: Director, J. Butz; Office Manager, M. Holtrop 

 

Closed Session 5 ILCS 120 (1) The appointment, employment, compensation, discipline, performance, or 

dismissal of specific employees of the public body or legal counsel for the public body, including hearing 

testimony on a complaint lodged against an employee of the public body or against legal counsel for the public 

body to determine its validity.  

 

II. Discussion of Closed Session: 

The discussion in Closed Session was in regards to numerous FOIA Requests  

 

No action was taken at this time. 

 

III. Adjournment: J. Bisceglie moved and D. Stouffer seconded the motion to adjourn the Closed Session. 

Roll Call: M. Kendzora-Smith, aye; J. Bisceglie, aye; D. Stouffer, aye; C. Lang, aye; P. Carter, aye; N. 

Godfrey, aye; E. Coats, aye; J. Benson, aye. 8 ayes, 0 nays. The motion carried. The closed session was 

adjourned at 7:09 p.m.  

 

 

Respectfully Submitted, 

 

 

Nancy Godfrey, Board Secretary 

 

 

Mary Holtrop, Office Manager 
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FY2017

J. Benson J. Bisceglie P. Carter E. Coats

K. Gerardy-

Robinson

N. Godfrey 

(S)

M. 

Kendzora-

Smith (P)

C. Lang 

(T)

A. Wall 

(VP)

Dave 

Stouffer   Total 

May 1 1 1 1 1 1 1 1 1 9

June 1 1 1 x 1 1 1 1 1 8

July 1 x 1 1 1 1 1 1 8

August 1 1 1 1 1 1 x 1 7

September 1 1 1 1 1 1 1 1 1 9

October 1 x 1 1 1 1 1 1 1 8

November X 1 X 1 1 1 1 1 1 7

December 1 1 1 1 1 1 1 X 1 8

January

February

March

April

Total Present 7 6 7 7 2 8 8 7 7 4 64

Total Absent    0

28



 - 1 - 

The Illinois Freedom of Information Act 

Sycamore Public Library 
 

I. A brief description of our public body is as follows: 

 

A. Our purpose The Sycamore Public Library serves the community by providing a wide variety 

of items to borrow and by offering services for residents of all ages. The library provides 

information, book recommendations and programs. The library’s web site offers 24-hour access to 

electronic information, services and the catalog. High quality, personalized service is the library’s 

hallmark. 

 

B. An organizational chart is attached. 

 

C. The total amount of our operating budget for FY17 is $1,177,293 

Funding sources are monies appropriated through DeKalb County property taxes, 

personal property replacement taxes, state & federal grants, interest, fees for services, 

and donations. 

Tax levies are: Corporate purposes (for general operating expenditures) 

 

 

D. The Sycamore Public Library is located at:  103 E. State St., Sycamore, Illinois 

60178 

 

E. Sycamore Public Library has the following number of persons employed:  

Full time:  7 

Part time:  17 

 

F. The following organization exercises control over our policies and procedures: 

Sycamore Public Library Board of Trustees, which meets 12 times a year on the 

second Tuesday of the month at 5:30 pm. At 103 E. State Street unless rescheduled 

and notice given in accordance with the Illinois Open Meetings Act. Its members are:  

Jan Benson 

Jim Bisceglie 

Penny Carter 

Elizabeth Coats 

David Stouffer 

Nancy Godfrey, Board Secretary 

Melissa Kendzora-Smith, Board President 

Curt Lang, Board Treasurer 

Alex Seegers, Board Vice President 

 

G. Sycamore Public Library is required to report and be answerable for our operations to:   

City of Sycamore 
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II. You may request the information and the records available to the public in the 

following manner: 

 

A. Complete attached request form, email, fax, write a letter, or in person. 

 

B. Your request should be directed to one of the following individuals: Mary Holtrop 

maryh@sycamorelibrary.org or Jesse Butz jesseb@sycamorelibrary.org,FOIA Officer, 

Sycamore Public Library, 103 E. State Street, Sycamore, Illinois 60178 

 

C. You must indicate whether you have a commercial purpose in your request. 

 

D. You must specify the records requested to be disclosed for inspection or to be 

copied.  If you desire that any records be certified, you must specify which ones. 

 

E. To reimburse us our actual costs for reproducing more than 50 pages on black and 

white records letter or legal sixed documents, you will be charged 10¢ per page. 

Ledger sized documents are 20¢ per page, Color Copies are 50¢ per page for all 

requested copies, and if you would like the documents in electronic format on a CD-

Rom, the fee is $1.00 for the CD-ROM. For voluminous requests: If the records are 

not in a portable document format (PDF) the Library will charge between $20.00 and 

$100.00 depending upon the megabytes of data required. If the Library imposes a fee, 

it will provide the requester with an accounting of all fees, costs and personnel hours 

in connection with the request for public records. The Library will also charge up to 

$10 for each hour spent by personnel in searching for and retrieving a requested record 

or examining the record for necessary redactions. 

 

F. The office will respond to a written request within five (5) business (Monday – 

Friday not including legal holidays in which the library is closed) days of receipt of 

the request.  In accordance with Illinois Law, an extension of an additional five (5) 

business days may be necessary to properly respond. Proper notification will be given 

at that time. Voluminous requests: The office shall respond to a voluminous request 

within 5 days after receipt. The office shall provide a person making a voluminous 

request 10 business days from the date the public body's response is sent to amend the 

request in such a way that the public body will no longer treat the request as 

voluminous. If the request continues to be voluminous or the requester fails to 

respond, the office shall respond within the earlier of 5 business days after it receives 

the response or 5 business days after the final day for the requester to respond to the 

library’s notification. 

 

G. Records may be inspected at the Sycamore Public Library.  If inspected, a 

Sycamore Public Library employee must be present throughout the inspection. 

 

H. You may appeal the decision of the FOIA officer, to the Sycamore Public Library 

Board of Trustees, 103 E. State Street, Sycamore, Illinois 60178 

 

I. The place and times where the records will be available are as follows: 

9:00 a.m. – 5 p.m. 

Monday – Friday 

Sycamore Public Library 

103 E. State St. 

Sycamore, IL 60178 
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III. The following information is available on the library website (www.sycamorelibrary.org): 

A. Operating Budget 

B. Monthly Financial Reports within the Board Packet 

C. Minutes of the Library Board of Trustees within the Board Packet 

D. Library Policies 

E. Adopted Resolutions 

IV.  The following information is available through a FOIA request:   

A. Annual Audits (The library is a component unit of the City of Sycamore and is included in the 

City’s annual Audit. A copy of the Audit is available at the library.) 

B. Annual IPLAR Reports to the Illinois State Library 

 

Please note that certain types of information maintained by the library are exempt from inspection and 

copying. 

 

          Written 11/9/1989 

Revised and Board approved June 9, 2015 

Revised and Board approved June 14, 2016 

Revised and Board approved January 10, 2017 
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Sycamore Public Library 

Organizational Chart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Office Manager 
Assists Director with 

managing library 

operations in 

accordance with the 

vision, budget, and 

policies adopted by 

the Board of Trustees 

Maintenance 

Assists the Office 

Manager by 

maintaining the 

library facilities. 

Board of Trustees 

9 Member Board appointed by the Mayor of the City of Sycamore  

Sets vision, policy, and budget for the library. Advocates for and 

promotes the Library. 

Director 

Leads and manages the Library in accordance with the vision, 

policies, and budget adopted by the Board of Trustees. 

Adult Services 

Manager 
Assists the Director 

in ensuring that all 

activities related to 

adult patron 

assistance and 

programming are 

upheld in accordance 

with board policies. 

Youth and Teen 

Services Manager 
Assists the Director in 

ensuring that all 

activities related to 

child and teen patron 

assistance and 

programming are 

upheld in accordance 

with board policies. 

Circulation 

Services 

Manager 
Assists the Director 

in ensuring that all 

activities related to 

lending of materials 

are upheld in 

accordance with 

board policies. 

Adult Services 

Assistants 
Assists with all activities of 

the Adult Services 

Department including 

patron assistance and 

programming 

Youth & Teen Services 

Assistants 
Assists with all activities of 

the Youth Services 

Department including 

patron assistance and 

programming 

Cataloging Assistants 
 

Assists with all activities 

related to ensuring 

accessibility to all 

materials. 

Circulation Services 

Assistants 
 

Assists with all activities 

related to the lending of 

materials 

Events and 

Marketing 

Coordinator 
Assists the Director 

in ensuring that all 

activities related 

library promotion 

completed in 

accordance with the 

library vision and 

policies. 
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Freedom of Information Request 

Sycamore Public Library 
 

Requester’s Name_____________________________________________________________ 

Address______________________________________________________________________ 

Telephone Number_____________________________________________________________ 

Company/Organization_________________________________________________________ 

Records sought (be as specific as possible, use additional sheets if necessary): 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Please indicate if you wish to inspect the above referenced records, wish a copy or both: 

____________Inspection ____________Copy ____________Both 

Do you wish to have copies certified? ____________ 

Signature of Requester__________________________________________________________ 

The Library will respond within five (5) business days of receipt of the request. 

****************************************************************************** 

(For Official Use Only) 

Date Request Received _____/_____/_____ Date Response Due _____/_____/_____ 

Number of Pages Copied_______________ Cost____________________ 

Notes:________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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