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Next Meeting: August 8, 2017 at 5:30 p.m. 

SYCAMORE PUBLIC LIBRARY  

Agenda- BOARD OF TRUSTEES MEETING 

Board Room:  July 11, 2017 at 5:30 p.m. 

 

I. Call to Order 

II. Changes to and Approval of Agenda 

III. Public Comment 

IV. Announcements  

V. Presentations and Trustee Information:  

a. Treasurer’s Report and Management’s Internal Reports  

b. Committee Updates 

i. Community Engagement  

ii. Finance  

c. Board Updates 

i. New Board Member Introductions: Kyle Von Schanse  

VI. Consent Agenda 

i. Regular Meeting, June 13, 2017 

ii. June Monthly Bills for Approval  

VII. Director’s Report 

VIII. Unfinished Business 

IX. New Business 

a. Policy Manual Update 

i. Freedom of Information Act Policy- Board Approval Requested    

ii. Pay Schedule/ Time Clock Policy- Board Approval Requested 

iii. Dress Code Policy- Discussion    

iv. Unattended Child Policy- Discussion  

b. Board Training Opportunities  

c. Tornado Procedure Survey- Discussion 

X. Closed Session 

XI. Any Action Regarding Closed Session 

XII. Adjournment  

 

FINAL VOTE OR ACTION MAY BE TAKEN AT THE MEETING ON ANY AGENDA ITEM SUBJECT MATTER LISTED 

ABOVE, UNLESS THE AGENDA LINE ITEM SPECIFICALLY STATES OTHERWISE. 
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June 2017 Library Report 
 

To:  Board of Trustees 

From: Jesse Butz, Jeannie Barry, Jill Dubicz-Carter, Julie Halloran, Mary Holtrop, Laurie Mann 

Date: July 7, 2017 

 

Personnel 

 

 Anniversaries in June: There are no staff anniversaries in June. 

 

Finance 

 

 The benchmark for the budget at the end of June is 16.66% 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 $59,429 which is 50% of our anticipated income for 

the year. Expenses at the end of June are $193,457 which is 17% of what we budgeted to 

spend this year.  

 The Library received our second property tax installment in the amount of $472,443.24 and 

Impact fees for June 2017 was $2,474. 

 June Gifts, Memorials, and Donations: 

$15.00 from the Sycamore Woman’s Club for a book purchased in Memory of Marjorie 

Eva Peterson. 

$1,000.00 from Sycamore Depository. 

 

Buildings and Grounds 

 

 This month Pete has been focusing on outside projects and maintenance. In addition he 

has been working on smaller projects such as labeling the electrical boxes, hanging 

security mirrors, and building more shelving for various closets throughout the building for 

better use of our closet space.  

 The elevator was out of service for serval days to repair an issue with leveling correctly at 

the floors. With new parts in place, our elevator service company is confident the issue has 

been resolved.  

 

Professional Development  

 

 Jesse attended Director’s University at the State Library in Springfield, IL. 

 Jesse attended the national ALA Conference in Chicago.  

 

Public Relations, Advocacy, Marketing 

 

 The SPL Facebook page now has 2,048 fans!  

 SPL has 644 Twitter followers!  

 Jill and Mary attended Ladies Night Out this month, receiving positive feedback on the 

Summer Newsletter that had just been mailed!  

 

Youth and Teen Services 

 

 1,190 YTS Summer Reading Logs have been submitted so far, just in the month of June! (Last 

year, only 1300 reading logs were submitted over the whole summer!) Over 440 individual 
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children and teenagers are participating. Most participants have completed multiple 

reading logs, and have been visiting the library every week to pick up prizes and choose 

new books.  

 Summer programs for children and teens have been pulling in crowds! Over 1200 people 

attended Youth and Teen programs during the month of June.  

 Highlights include Bubble Wonders, Animal Inventors, Tie Dye, Pirate Party with Bruce 

Wallace, and Candy Sushi! 

 Teen Volunteers are doing an amazing job helping out with programs, working on the 

community garden, and keeping up with shelving. They put in 144 volunteer hours this 

month! 

 

 

Adult and Information Services   

  

 There are over 160 adults signed up for the Adult Summer Reading Challenge. Patrons 

have complimented the changes made to the Adult SRC including the redesigned book 

log. One patron stating “This [Adult Summer Reading Challenge] is so great! I just love 

being able to read all summer and get a chance at a prize! Thank you for doing this!” 

 The Adult Department proctored 6 exams for a total of 12 hours.  

 In response to patron interests the Adult Department hosted a program on medical 

cannabis. The program was well attended with 27 attendees. The Daily Chronicle wrote an 

article about the program discussing the presenter’s knowledge of medical cannabis law 

and her ability to address the concerns of those seeking knowledge on the topic.  

 Allison Howland has created and implemented a new “Hidden Ticket” program. The 

program consists of several “golden tickets” hidden within the library collection. Patrons 

receive clues as to where the tickets are hidden via the library’s social media and through 

signs displayed throughout the adult department. Each week the tickets are moved to a 

different collection within the adult department. The goal of the program is to introduce 

patrons to all areas of the collection. When a patron finds a ticket and checks out the 

material they can choose several prizes including a library lanyard, up to a $1 of fine 

forgiveness, or a book from our book sale closet. One young adult patron has commented 

he is having fun figuring out the clues and expanding his interests from the materials he 

now checks out.   

 

 

 

Respectfully Submitted, 

 

Jesse Butz, Jeannie Barry, Jill Dubicz-Carter, Julie Halloran, Mary Holtrop, Laurie Mann 
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Sycamore Library Statistics Jun-17 Jun-16

Current 

YTD(17-18)

Previous 

YTD(16-17)

Library Attendance (Door Count) 13,247 13,404 23,755 23,477

Meeting Room Use 40 35 63 70

Meeting Room Attendance 487 403 851 791

Materials Loaned

Books 14,488 14,651 24,731 24,997

DVDs 5,216 5,538 9,513 9,877

Music 703 703 1,353 1,362

Audiobooks 623 633 1,245 1,159

Magazines 147 219 287 374

Puzzles 8 5 16 9

Other (electronics . . .) 80 18 112 41

Total Circulation (includes electronic circulation) 22,797 23,122 40,240 40,459

InterLibrary Loan

Lent to Other Libraries 1,420 1,774 2,753 3,292

Borrowed from Other libraries 2,052 1,785 3,698 3,191

Electronic Circulation

E-Resources 1,532 1,355 2,983 2,640

Subscription Database Use 832 579 1,620 1,665

Patrons

New Resident Cards 78 79 135 144

New Non-Resident Cards 1 2 4 5

Total Library Cards 7,878 7,330 7,878 7,330

Family Cards 2,351 2,097 2,351 2,097

Programming

Number of Programs 76 48 122 79

Program Attendance 2,597 2,154 3,609 2,861

Number of Outreach Events 8 6 27 24

Outreach Attendance/Impact 118 232 3,089 2,622

Computer Use

Total Computer Usage Hours 956 1,048 1,798 2,088

Total Computer Users 1,189 1,338 2,366 2,737

Wi-Fi Connections 3,313 2,565 6,362 5,006
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Finance Notes June 2017 

1. The Library received our second property tax installment in the 

amount of $472,443.24 and Impact fees in the amount of 

$2474.00. 

2. Tony Troxill and Carolina Koukos from Wipfli was out on June 20th 

to do the audit. Everything appeared to go well and no surprises 

popped up. Once we get the final numbers from them in August 

we will know how much we can transfer into Special Reserves.  

3. If you look at the Ordinary Income/Expense report please note 

the following: 

a) At the end of June 16.66% of our budget should be expended 

and we are at 17% which is .4% over. Keep in mind at the end 

of May, 8.33% of our budget should be expended and we 

were at 12%.  Paying the Technology support upfront in full in 

May increased our expended percentage for May and we 

are now about where we should be even with the 

technology support payment and the increase in a couple of 

the budget lines.  

b) 8212 Hiring and Replacement-the budget line is at 81%. This is 

due to the cost of the background checks. 

c) 8217 Postage and Shipping-The shipping for a shelving unit 

was quite high. This was a purchase that was made in FY17 

but the completed order was not received until June. The 

shipping cost will be diverted back to FY 17 in a journal entry 

once the audit is completed. 

d) Non Resident Card is up 4% $2954 FY17 vs $3108 FY18 from this 

time last year and we have 2 new Non Residents cards in 

June. Book sales $421 vs $653.00 is up 12% from last year. 
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 10:07 AM

 06/23/17
 Sycamore Public Library

 Bill's List
June 2017

Vendor Total Purpose

Advanced Disposal 151.53 Garbage

Alarm Detection Systems 871.50 Alarm and Security

Amazon.Com 1,576.14 Misc. charges

Baker & Taylor - Adult Acct 4,357.01 Adult books

Baker and Taylor Children's 1,628.07 Youth and teen books

Banner Up 40.00 Sign for book sales

Blue Cross Blue Shield 4,994.98 Health Insurance

Boone County Clerk 10.00 L Mann Notary

Christine Buik 50.00 Library program

City of Sycamore IMRF 4,885.65 IMRF

Comcast Business 609.15 Internet and phone

Crescent Electric 59.79 ballast and bulbs

DeKalb County Clerk 20.00 Notary

DEMCO 4,457.52 Furniture, cataloging supplies FY17

First National Bank Omaha 157.08 Misc. charges

Industrial Appraisal Company 405.00 Insurance appraisal

IntelliCorp 207.60 Background checks for board and volunteers

J & J Handyman 1,295.00 cleaning contract

Jesse Butz 199.02 mileage to Director's Univs

Jill Draves 24.00 Tie Dye program

Leslie Goddard 200.00 adult program performer

Management Association of Illinois 980.00 HR Membership

Mary Holtrop 35.24 Sunshine supplies

Mid-City Office Products 182.97 Thermal paper for receipt printer

NCPERS 80.00 Employee paid life insurance

NiCor Gas 121.19 Utilities

Penguin Random House 67.50 audio books

Pete Springmire 24.61 mileage

Prairie Cat 4,472.18 User group fees

Principal 619.85 Dental and vision insurance

Reaching Across Illinois Library System1,061.00 Eread Illinois

RKDixon 134.41 copier

Rochelle Janitorial Supply 252.56 janitorial supplies

Tammy Johnston 72.51 ILL postage and program supplies

Waterworks 7.00 bottle water

34,315.46
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 Sycamore Public Library

 Balance Sheet
 June 30, 2017

Jul 6, 17

ASSETS

Current Assets

Checking/Savings

1011 · Operating Checking 23,962

1020 · Library Cash on Hand 213

1028 · Impact Fees Savings Account 40,604

1031 · Special Reserve Fund Money Mkt

1031.01 · SR Window Fund 25,808

1031 · Special Reserve Fund Money Mkt - Other 16,466

Total 1031 · Special Reserve Fund Money Mkt 42,274

1075 · 1st Mid Operating Money Market 609,669

1076 · 1st Mid RestrictedOperating MM 20,718

1078 · 1st Mid Contingency & Bldg MM 98,415

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

1084 · US Bank/e-pay 4,733

Total Checking/Savings 841,588

Accounts Receivable

ACCOUNTS RECEIVABLE

1220 · Property Tax Receivables 1,020,309

1230 · PPRT Receivables 15,270

Total ACCOUNTS RECEIVABLE 1,035,579

Total Accounts Receivable 1,035,579

Other Current Assets

INVESTMENTS

1310 · B & R Hackett Endowment Fund 137,969

Total INVESTMENTS 137,969

Total Other Current Assets 137,969

Total Current Assets 2,015,136

Fixed Assets

FIXED ASSETS

1410 · BUILDING 5,625,559

1420 · LAND 114,391

1430 · EQUIPMENT 1,612,236

1440 · ACCUMULATED DEPRECIATION -3,785,925

Total FIXED ASSETS 3,566,261

Total Fixed Assets 3,566,261
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 Sycamore Public Library

 Balance Sheet
 June 30, 2017

Jul 6, 17

TOTAL ASSETS 5,581,397

LIABILITIES & EQUITY

Liabilities

Current Liabilities

Accounts Payable

2000 · Accounts Payable 17,594

Total Accounts Payable 17,594

Other Current Liabilities

2100 · Payroll Liabilities

2160 · IMRF Withholdings -252

2162 · Health Insurance W/H -1,907

2171 · NCPER Withholdings 72

2173 · Dental Vision, Life Withholding -3

2175 · YMCA Membership 49

Total 2100 · Payroll Liabilities -2,041

2210 · A/P 9,550

2220 · Accrued Payroll 11,033

2280 · Deferred Property Taxes 1,020,309

2290 · Compensated Absences 38,656

Total Other Current Liabilities 1,077,507

Total Current Liabilities 1,095,101

Long Term Liabilities

2295 · Net Pension Liability 263,565

1900 · Deferred Outflows -142,191

2555 · Loan - Construction 373,449

Total Long Term Liabilities 494,823

Total Liabilities 1,589,924

Equity

2940 · Retained Earnings 3,590,268

Net Income 401,204

Total Equity 3,991,472

TOTAL LIABILITIES & EQUITY 5,581,396
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 Sycamore Public Library

 Special Income / Expense - Monthly vs YTD
 June 2017

Jun 17 May - Jun 17

Other Income/Expense

Other Income

DONATIONS

4300 · Building Fund Donations 30 60

Total DONATIONS 30 60

IMPACT FEE ACCT

4400 · Impact Fees 2,474 4,158

Total IMPACT FEE ACCT 2,474 4,158

INTEREST INCOME

4600 · Money Market Restricted 5 9

4610 · Impact Fees Savings 1 1

4630 · Special Reserve Fund 1 2

Total INTEREST INCOME 7 12

Total Other Income 2,511 4,230

Net Other Income 2,511 4,230

Net Income 2,511 4,230
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2017 through April 2018

May '17 - Apr 18 Budget $ Over Budget % of Budget

Ordinary Income/Expense

Income

TAX REVENUE

3400 · PPR Tax 12,780 62,000 -49,220 21%

3410 · Property 558,720 1,066,295 -507,575 52%

Total TAX REVENUE 571,500 1,128,295 -556,795 51%

OPERATIONS

3600 · Fines

3600.01 · Lost and Damage Materials 139 1,400 -1,261 10%

3600 · Fines - Other 3,173 20,000 -16,827 16%

Total 3600 · Fines 3,312 21,400 -18,088 15%

3620 · Sales 653 2,000 -1,347 33%

3630 · Non-Resident Fee Cards

3630.01 · NR Internet fee cards 154 850 -696 18%

3630 · Non-Resident Fee Cards - Other 3,108 9,000 -5,892 35%

Total 3630 · Non-Resident Fee Cards 3,262 9,850 -6,588 33%

3650 · Copies/Printing

3650.01 · Fax Services 126 1,015 -889 12%

3650 · Copies/Printing - Other 869 6,200 -5,331 14%

Total 3650 · Copies/Printing 995 7,215 -6,220 14%

Total OPERATIONS 8,222 40,465 -32,243 20%

ACCT EARNINGS

3700 · Interest

3700.01 · Operating 1 12 -11 8%

3700.02 · Money Market Operating 135 220 -85 61%

3700.03 · Money Market Contingency & Bldg 49 85 -36 58%

3700.04 · US Bank/e-pay 4 0 4 100%

Total 3700 · Interest 189 317 -128 60%

Total ACCT EARNINGS 189 317 -128 60%

MISCELLANEOUS REVENUE

3880 · Gifts, Memorials, Grants, SPLAG 4,135

3800 · Donation Jar 69 580 -511 12%

3810 · Meeting room fees 105 1,700 -1,595 6%

3820 · County Law Library Revenue 0 2,600 -2,600 0%

3830 · Sycamore Library Fund - DCCF 991 990 1 100%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2017 through April 2018

May '17 - Apr 18 Budget $ Over Budget % of Budget

3840 · Lillian Boynton Book  Fund 5,218 5,217 1 100%

3870 · OCLC-ILL Fees 0 10 -10 0%

Total MISCELLANEOUS REVENUE 10,518 11,097 -579 95%

GRANTS

3900 · Per Capita 0 0 0 0%

Total GRANTS 0 0 0 0%

Total Income 590,429 1,180,174 -589,745 50%

Gross Profit 590,429 1,180,174 -589,745 50%

Expense

WAGE EXPENSES

8100 · Gross Wages 80,278 570,000 -489,722 14%

8101.1 · Paid Time Off Wages 3,487

8101.3 · Bonuses 1,250

8170 · Payroll Fees 388 2,600 -2,212 15%

8171 · FICA 5,053 35,500 -30,447 14%

8173 · IMRF 7,009 50,000 -42,991 14%

8175 · Health Insurance 7,715 65,000 -57,285 12%

8175.1 · H.S.A. Employee Acct 0 18,400 -18,400 0%

8177 · Medicare 1,182 8,600 -7,418 14%

Total WAGE EXPENSES 106,362 750,100 -643,738 14%

ADMINISTRATION

8200 · Memberships & Commissions 1,110 1,800 -690 62%

8210 · Audit Fees 0 7,000 -7,000 0%

8211 · Legal fees 0 7,000 -7,000 0%

8212 · Hiring & Placement 285 350 -65 81%

8213 · LIMRiCC Unemployment Insurance 0 2,000 -2,000 0%

8214 · Professional Development 421 5,000 -4,579 8%

8215 · PR/Publicity 72 10,500 -10,428 1%

8216 · Mileage Reimbursement 238 2,000 -1,762 12%

8217 · Postage & Shipping 1,330 1,600 -270 83%

8219 · Insurance 1,142 18,000 -16,858 6%

Total ADMINISTRATION 4,598 55,250 -50,652 8%

MATERIALS

Children's Materials

8201.01 · Children's DVDs 0 700 -700 0%

8201.02 · Child and Teen Audio Books 499 1,850 -1,351 27%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2017 through April 2018

May '17 - Apr 18 Budget $ Over Budget % of Budget

8201.03 · Children's Music 0 400 -400 0%

8201.04 · Child and Teen Foreign Language 31 700 -669 4%

8201.06 · Child and Teen Books 4,985 31,000 -26,015 16%

Total Children's Materials 5,515 34,650 -29,135 16%

Adult Materials

8203.01 · Adult Foreign Language 8 900 -892 1%

8203.03 · Adult Books 11,501 49,000 -37,499 23%

8203.04 · Adult and Teen DVDs 1,708 7,000 -5,292 24%

8203.05 · Adult Audio Books 544 8,500 -7,956 6%

8203.06 · Adult Music CDs 520 2,300 -1,780 23%

Total Adult Materials 14,281 67,700 -53,419 21%

8204 · Periodicals 4,656 5,500 -844 85%

8205 · Lillian Boynton Book Fund 0 4,800 -4,800 0%

8206 · E-Resources 2,261 10,000 -7,739 23%

8207 · Automated Subscriptions 1,554 16,000 -14,446 10%

Total MATERIALS 28,267 138,650 -110,383 20%

PROGRAMS

Children

8301.01 · Performers 74 3,400 -3,326 2%

8301.02 · Supplies 269 1,700 -1,431 16%

Total Children 343 5,100 -4,757 7%

Young Adult

8302.01 · Young Adult Programming 80 1,300 -1,220 6%

Total Young Adult 80 1,300 -1,220 6%

Adult

8303.01 · Performers 613 2,100 -1,487 29%

8303.02 · Supplies 116 500 -384 23%

Total Adult 729 2,600 -1,871 28%

Total PROGRAMS 1,152 9,000 -7,848 13%

CONTRACTUAL SERVICES

8300 · Phone System Maintenance 0 800 -800 0%

8310 · Photocopiers 710 4,000 -3,290 18%

8311 · Pest Control 0 400 -400 0%

8312 · Cleaning Service 2,590 15,540 -12,950 17%

8313 · Elevator 0 3,000 -3,000 0%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2017 through April 2018

May '17 - Apr 18 Budget $ Over Budget % of Budget

8314 · HVAC Maintenance 1,394 5,575 -4,181 25%

8316 · Alarm Service Fire 707 3,440 -2,733 21%

8317 · Besam - Automatic Door 0 780 -780 0%

8320 · Security 165 700 -535 24%

Total CONTRACTUAL SERVICES 5,566 34,235 -28,669 16%

TECHNOLOGY

8330.01 · Online System 4,395 19,400 -15,005 23%

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

8330.03 · Telecommunications 802 6,200 -5,398 13%

8330.04 · Software 915 1,700 -785 54%

8330.06 · Technical Support 19,787 21,000 -1,213 94%

Total TECHNOLOGY 25,899 50,628 -24,729 51%

SUPPLIES

8400 · Office 326 3,800 -3,474 9%

8401 · Processing 199 6,000 -5,801 3%

8402 · Janitorial 253 3,000 -2,747 8%

Total SUPPLIES 778 12,800 -12,022 6%

FURNISHINGS

8410 · Equipment/Furniture 3,345 5,000 -1,655 67%

8411 · Technology Supplies 1,277 4,000 -2,723 32%

8412 · Computers 8,106 14,000 -5,894 58%

Total FURNISHINGS 12,728 23,000 -10,272 55%

MAINTENANCE

8420 · Building 461 18,000 -17,539 3%

8421 · Equipment 0 5,000 -5,000 0%

8422 · Grounds 0 10,000 -10,000 0%

8424 · Trash 456 2,000 -1,544 23%

Total MAINTENANCE 917 35,000 -34,083 3%

UTILITIES

8431 · Telephone 10

8432 · Gas 351 8,000 -7,649 4%

Total UTILITIES 361 8,000 -7,639 5%

MISCELLANEOUS EXPENSES

8610 · Gifts, Donations, Grants, SPLAG 375

8601 · Service Fees 106 600 -494 18%

8602 · Contingency 52 3,009 -2,957 2%
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 Sycamore Public Library

 Ordinary Income / Expense - YTD vs. Budget
 May 2017 through April 2018

May '17 - Apr 18 Budget $ Over Budget % of Budget

8604 · Consultant/Outside Services 0 4,000 -4,000 0%

8605 · OCLC-ILL Fees 0 50 -50 0%

Total MISCELLANEOUS EXPENSES 533 7,659 -7,126 7%

MORTGAGE

8611 · Library Mortgage Debt 4,966 28,000 -23,034 18%

8612 · Mortgage debt-interest 1,330 17,000 -15,670 8%

Total MORTGAGE 6,296 45,000 -38,704 14%

Total Expense 193,457 1,169,322 -975,865 17%

Net Ordinary Income 396,972 10,852 386,120 3,658%

396,972 10,852 386,120 3,658%
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 June 2017

Jun 17 May - Jun 17

Ordinary Income/Expense

Income

TAX REVENUE

3400 · PPR Tax 0 12,780

3410 · Property 472,443 558,720

Total TAX REVENUE 472,443 571,500

OPERATIONS

3600 · Fines

3600.01 · Lost and Damage Materials 155 139

3600 · Fines - Other 1,964 3,173

Total 3600 · Fines 2,119 3,312

3620 · Sales 375 653

3630 · Non-Resident Fee Cards

3630.01 · NR Internet fee cards 79 154

3630 · Non-Resident Fee Cards - Other 2,379 3,108

Total 3630 · Non-Resident Fee Cards 2,458 3,262

3650 · Copies/Printing

3650.01 · Fax Services 74 126

3650 · Copies/Printing - Other 412 869

Total 3650 · Copies/Printing 486 995

Total OPERATIONS 5,438 8,222

ACCT EARNINGS

3700 · Interest

3700.01 · Operating 0 1

3700.02 · Money Market Operating 76 135

3700.03 · Money Market Contingency & Bldg 23 49

3700.04 · US Bank/e-pay 3 4

Total 3700 · Interest 102 189

Total ACCT EARNINGS 102 189

MISCELLANEOUS REVENUE

3880 · Gifts, Memorials, Grants, SPLAG 2,425 4,135

3800 · Donation Jar 29 69

3810 · Meeting room fees 60 105

3830 · Sycamore Library Fund - DCCF 991 991

3840 · Lillian Boynton Book  Fund 5,218 5,218
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 June 2017

Jun 17 May - Jun 17

Total MISCELLANEOUS REVENUE 8,723 10,518

Total Income 486,706 590,429

Gross Profit 486,706 590,429

Expense

WAGE EXPENSES

8100 · Gross Wages 39,844 80,278

8101.1 · Paid Time Off Wages 1,801 3,487

8101.3 · Bonuses 0 1,250

8170 · Payroll Fees 169 388

8171 · FICA 2,473 5,053

8173 · IMRF 3,427 7,009

8175 · Health Insurance 3,857 7,715

8177 · Medicare 578 1,182

Total WAGE EXPENSES 52,149 106,362

ADMINISTRATION

8200 · Memberships & Commissions 1,010 1,110

8212 · Hiring & Placement 208 285

8214 · Professional Development 77 421

8215 · PR/Publicity 97 72

8216 · Mileage Reimbursement 224 238

8217 · Postage & Shipping 1,061 1,330

8219 · Insurance 405 1,142

Total ADMINISTRATION 3,082 4,598

MATERIALS

Children's Materials

8201.02 · Child and Teen Audio Books 0 499

8201.04 · Child and Teen Foreign Language 14 31

8201.06 · Child and Teen Books 1,624 4,985

Total Children's Materials 1,638 5,515

Adult Materials

8203.01 · Adult Foreign Language 0 8

8203.03 · Adult Books 4,380 11,501

8203.04 · Adult and Teen DVDs 536 1,708

8203.05 · Adult Audio Books 68 544

8203.06 · Adult Music CDs 458 520

Total Adult Materials 5,442 14,281
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 June 2017

Jun 17 May - Jun 17

8204 · Periodicals 0 4,656

8206 · E-Resources 1,061 2,261

8207 · Automated Subscriptions 0 1,554

Total MATERIALS 8,141 28,267

PROGRAMS

Children

8301.01 · Performers 74 74

8301.02 · Supplies 15 269

Total Children 89 343

Young Adult

8302.01 · Young Adult Programming 80 80

Total Young Adult 80 80

Adult

8303.01 · Performers 200 613

8303.02 · Supplies 50 116

Total Adult 250 729

Total PROGRAMS 419 1,152

CONTRACTUAL SERVICES

8310 · Photocopiers 134 710

8312 · Cleaning Service 1,295 2,590

8314 · HVAC Maintenance 0 1,394

8316 · Alarm Service Fire 707 707

8320 · Security 165 165

Total CONTRACTUAL SERVICES 2,301 5,566

TECHNOLOGY

8330.01 · Online System 4,395 4,395

8330.03 · Telecommunications 609 802

8330.04 · Software 0 915

8330.06 · Technical Support 0 19,787

Total TECHNOLOGY 5,004 25,899

SUPPLIES

8400 · Office 221 326

8401 · Processing 156 199

8402 · Janitorial 253 253
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 June 2017

Jun 17 May - Jun 17

Total SUPPLIES 630 778

FURNISHINGS

8410 · Equipment/Furniture 3,345 3,345

8411 · Technology Supplies 39 1,277

8412 · Computers 0 8,106

Total FURNISHINGS 3,384 12,728

MAINTENANCE

8420 · Building 285 461

8424 · Trash 152 456

Total MAINTENANCE 437 917

UTILITIES

8431 · Telephone 0 10

8432 · Gas 121 351

Total UTILITIES 121 361

MISCELLANEOUS EXPENSES

8610 · Gifts, Donations, Grants, SPLAG 34 375

8601 · Service Fees 45 106

8602 · Contingency 26 52

Total MISCELLANEOUS EXPENSES 105 533

MORTGAGE

8611 · Library Mortgage Debt 2,474 4,966

8612 · Mortgage debt-interest 674 1,330

Total MORTGAGE 3,148 6,296

Total Expense 78,921 193,457

Net Ordinary Income 407,785 396,972

Net Income 407,785 396,972
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FY2018

J.    Benson J. 

Bisceglie

P. Carter E.  Coats N. 

Godfrey(S)

M. 

Kendzora-

Smith(P)

A.     

Wall(VP)

D. Stouffer 

(Treasurer)
K Von 

Schnase

O. 

Ordaz Total 

May 1 1 1 1 X 1 1 1 X X 8

June 1 X X 1  1 1 1 X 1 6

July         

August         

September          

October          

November          

December          

January           

February          

March          

April          

Total Present 2 1 1 2 0 2 2 2 0 1 14

Total Absent    0
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June 13, 2017 
SYCAMORE PUBLIC LIBRARY BOARD OF TRUSTEES MINUTES 

Regular Meeting 5:30 p.m.  
 

I. Call to Order 

After the board did a walkthrough of the Adult Services Department. Melissa 

Kendzora-Smith called the regular meeting to order at 5:52 p.m. 

Trustees Present: Jan Benson, Elizabeth Coats, Melissa Kendzora-Smith, Omar 

Ordaz, Dave Stouffer, and Alexandra Wall. 

Trustees Absent:  Jim Bisceglie, Penny Carter, Kyle Von Schnase 

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

Visitors Present:  There were no visitors present 

 

II. Changes to and Approval of the Agenda 

 D. Stouffer moved and A. Wall seconded the motion to approve the agenda as 

presented. 6 ayes, 0 nays. The motion carried. 

 

III. Public Comment 

There was no public comment. 

 

IV. Announcements 

There were no announcements 

 

V. Presentations and Trustee Information 

a. Treasures Report and Management Internal Reports-D. Stouffer reviewed 

his treasurer’s report with the board and asked if there were any questions. 

A. Wall asked a question in regards to the percentage of the budget to 

be expended in the report. D. Stouffer reviewed the technology invoice 

and payment with the board.  

b. Committee Updates: 

i. Community Engagement-J. Benson reported she reached 

out to the band director at the high school to see if there 

were students available for the Friend gathering 

scheduled for October. She has not heard back yet.  

 

c. Board Updates: Omar Ordaz was introduced to the board.  

 

VI. Consent Agenda- 

a. Items on the Consent agenda: 

i. Minutes Regular Meeting, May 9, 2017. 

   ii. Minutes of Closed Session Meeting, April 11, 2017 
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iii. Minutes of Closed Session, May 9, 2017.  

iv. Personnel Committee Meeting, April 25, 2017 

i. May Bills for approval.  

ii. M. Kendorza-Smith reported there was a misspelling in her 

name for the May 9, 2017 regular minutes. J. Benson 

reported in the Library report that Youth and Teen services 

also attended St. Mary’s School and did a presentation on 

the Summer Reading Program. Elizabeth Coats reported 

there was a mis-spelling in her name in the closed session 

personnel minutes.  J. Benson moved and O. Ordaz 

seconded the motion to approve the consent agenda as 

corrected. 6 ayes, 0 nays. The motion carried. 

  

 

VII. Directors Report 

a. The IPLAR report has been completed as of 6/12/2017. 

b. Historical Building Status update-In response to A. Wall’s question about 

the Historical District, J. Butz reported the Library is part of a Historic District 

along with the court house and as long as we do not use Federal funding 

we have no restrictions on improvement on our building.  J. Butz stated he 

has reached out to get advice and suggestions on repairs for historical 

buildings from the state. 

c. We received a request from the City of Sycamore’s lawyer which 

requested the home addresses of the Library Board Members for the 

purpose of legal correspondence.  

d. The board needs to complete the background check authorization forms. 

e. The Library is now circulating Wi-Fi Hotspots. We have purchased 5 4G 

unlimited data hotspots that will be available for check out starting next 

week.  

f. Statistics for May showed a strong showing with continued increase in e-

resources. 

g. Program attendance was up over 300 and our outreach was up over 700. 

h. In July the Library will be doing a purge of expired library cards to bring 

our records up to date and show our actual number of library card 

holders. 

i. J. Butz reported that he attended Director’s University and came back 

with a lot of new, updated, and correct information. Butz stated this is 

going to require the library to make some necessary changes over the 

next few months to be in compliance.  

 

VIII. Unfinished Business 
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a. Board Officers Vote-Secretary. Elizabeth Coats agreed to be Board 

Secretary.  

IX. New Business 

a. Policy Manual Update:  

i. Bereavement Policy-was included in the board packet. E. Coats 

questioned the time off for loss of a child. O. Ordaz moved and E. 

Coats seconded the motion to approve the updated Bereavement 

policy. 6 ayes, 0 nays. The motion carried. 

ii. Jury Duty Policy-was included in the board packet. J. Butz reported 

we reached out to many libraries to poll their policy and response 

was a wide range in regards to compensation. Butz reported he 

went with the middle of the road approach from the various 

responses. A. Wall moved and D. Stouffer seconded the motion to 

approve the updated Jury Duty Policy. 6 ayes, 0 nays. The motion 

carried.  

b. Prevailing Wage Resolution (820 ILCS 130). J. Benson moved and O. Ordaz     

seconded the motion to approve Resolution 2017-01, The Prevailing Wage. 6 

ayes, 0 Nays the motion was approved.  

c. Non Resident Fee Structure-(75 ILCS 5/4-7(12) and 16/30-55.60). The board 

discussed to decrease the rental rate to 10%. J. Benson moved and A. Wall 

seconded the motion to approve the Non-Resident Fee Structure with the 

decrease the percentage for renters to 10%. 6 ayes, 0 nays. The motion 

carried.  

d. Annual Report to the City of Sycamore (75 ILCS 5/4-10). J. Butz reviewed 

the report with the board. The board pointed out some errors. E. Coats 

moved and O. Ordaz approved the Annual Report with noted changes. 6 

ayes, 0 nays. The motion carried.  

 

X. Closed Session:  

 

The board did not go into closed session. 

 

 

Melissa Kendzora-Smith adjourned the meeting at 6:26 p.m. 

 

Respectfully Submitted, 

 

 

Mary Holtrop, Office Manager, Secretary pro tem 
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Freedom of Information Act Policy 
I. A brief description of the public body as follows: 

a. The purpose of the Sycamore Public Library is to offer a safe comfortable place to
encourage curiosity and foster imagination by providing exceptional customer service,
dynamic programming, and a locally responsive collection.

b. An organizational chart is attached.
c. The total operating budget for FY18 is $1,184,322.

i. The Library is primarily supported by local property taxes. Funding sources
include: property taxes, personal property replacement taxes, State & Federal
grants, interest, fees for services, and donations.

ii. Tax levies are for general operating expenditures.
d. The Library has one location:

i. 103 East State Street,
Sycamore, Illinois, 60178

e. The Library has the following number of employees:
i. Full  Time: 8
ii. Part Time: 16

f. The Sycamore Public Library Board of Trustees exercises control over our policies and
procedures. The Board is comprised of the following Trustees:

i. Melissa Kendzora-Smith, Board President
ii. Alexandra Wall, Board Vice President
iii. David Stouffer, Board Treasurer
iv. Elizabeth Coats, Board Secretary
v. Jan Benson
vi. Jim Bisceglie
vii. Penny Carter
viii. Omar Ordaz
ix. Kyle Von Schanse

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

i. The City of Sycamore
ii. Illinois State Library, Springfield, Illinois

1. Its members include State Librarian (Secretary of State); the Director of the
State Library; and various other staff.

II. A brief description of the methods whereby the public may request information and public
records is as follows:
a. Requests for records must be submitted in writing. The Sycamore Public Library does not

require completion of a standard form for this purpose. A written request may be
submitted by mail, in person, email, or fax.

i. If by mail or in person:
1. 103 East State Street,

Sycamore, Illinois, 60178
ii. If by email:

1. foia@sycamorelibrary.org
iii. If by Fax:

1. 815-839-7270
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b. Requests should be directed to one of the following FOIA officers:  
i. Jesse Butz, Director  
ii. Mary Holtrop, Office Manager 

c. The Requester must indicate if the request is for a “commercial purpose.” 
d. Requests must specify the records to be disclosed for inspection or to be copied. If 

certified records are desired, it must be specified. 
e. Records may be inspected at the Sycamore Public Library. If inspected at the Library, a 

Sycamore Public Library employee must be present throughout the inspection. 
i. Records will be available at the following location and time:  

1. Sycamore Public Library 
103 East State St.  
Sycamore, IL 60178 

2. Monday – Friday from 9:00 AM – 5:00 PM 
f. To reimburse the Library for actual costs for reproducing and, if requested, certifying 

records, the requester will be charged the following fees:  
i. When a person requests a copy of a record maintained in an electronic format, 

the Library shall furnish it in the electronic format specified by the requester, if 
feasible. If it is not feasible to furnish the public records in the specified electronic 
format, then the Library shall furnish it in the format in which it is maintained by 
the Library, or in paper format at the option of the requester. The Library may 
charge the requester for the actual cost of purchasing the recording medium, 
whether disc, diskette, tape, or other medium.  

ii. There is no fee for up to 50 pages of standard paper copies. For pages beyond 
50 there is a .15¢ per page charge. The Requester will be charged the actual 
cost of color and other sized copies.  

iii. The cost for certifying a record shall not exceed $1.  
g. Certain types of information maintained by the Library are exempt from inspection and 

copying. However, the following types or categories of records are maintained and 
made available for inspection and copying by the Library: 

i. Budget 
ii. Monthly Financial Reports 
iii. Library Policies 
iv. Adopted Resolutions and Ordinances  
v. Approved Minutes of the Library Board of Trustees  

III. The Library’s response to a request is as follows: 
a. The Library will respond to the requester acknowledging the request and informing the 

requester of the library’s procedure and timeline for completion. 
b. The Library will respond to a written request within five (5) business days (Monday-Friday 

not including legal holidays in which the Library is closed) of receipt of the request. An 
extension of an additional five (5) working days may be necessary to properly respond 
to the request. In such a case the Library will contact the requester to request an 
extension.   

i. The Library will furnish the records in the format specified by the requester.  
ii. A denial of a request will be made in writing, include a detailed factual basis for 

the application of any exemption claimed, and will include a citation to support 
the exemption claimed and specific reasons for the denial to support legal 
authority.  

c. In the case of a voluminous request that is so large that it is impractical to respond 
within the total ten-day period set forth above, the Library and the requester shall 
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attempt to agree upon a new date for compliance. In such a case the Library and 
requester must both agree in writing to the extension. If the request continues to be 
voluminous or the requester fails to respond, the Library shall respond within 5 business 
days after it receives the response or 5 days after the final day for the requester to 
respond to the library’s notification, whichever comes earliest.  

i. A voluminous request is a request that: 
1. Includes more than 5 different requests for more than 5 different 

categories of records or a combination of individual requests that total 
requests for more than 5 different categories of records in a period of 20 
business days; or requires the compilation of more than 500 letter or legal-
sized pages of public records unless a single requested record exceeds 
500 pages.  

2. A voluminous request does not include a request made by news media 
and non-profit, scientific, or academic organizations.  

d. The decision of the FOIA officer may be appealed by contacting: 
i. Public Access Counselor Office of the Attorney General 

500 South 2nd Street 
Springfield, Illinois 62706 
Fax: 217-782-1396 
E-mail: publicaccess@atg.state.il.us 
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A. Pay Schedule/ Payroll           

1. The Library is on a bi-weekly pay period. Paydays are every other Friday. If a 

regularly scheduled payday falls on a legal holiday, the payday will be on 

the preceding business day. Paychecks will be issued for the previous two 

weeks of work.  

 

2. Time Clock calculations for starting time and ending time is rounded up or 

down based on arrival time as shown below: 

 

4 minutes 59 seconds rounds back 

5 minutes 00 seconds rounds forward 

 

Examples:   

An In punch at 8:49 am would calculate as 8:45 am 

An In punch at 8:50 am would calculate as 9:00 am 

An Out punch at 5:04 pm would calculate as 5:00 pm 

An Out punch at 5:10 pm would calculate at 5:15 pm 

 

3. Exempt employees are salaried employees and will be paid 1/26 of their 

salary each pay period. 

 

4. Advances in pay and payments other than authorized paydays are not be 

permitted. 
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A. Payroll/Time Clock 

1. The Library is on a bi-weekly pay schedule. Paydays are every other Friday. If

a regularly scheduled payday falls on a legal holiday, the payday will be on

the preceding business day. Paychecks will be issued for the previous two

weeks of work.

2. Exempt employees are salaried employees and will be paid 1/26 of their

salary each pay period.

3. Advances in pay and payments other than authorized paydays are not be

permitted.

4. Time Clock calculations are rounded up or down to the nearest quarter hour

based on arrival or departure time.

5. Non-Exempt Employees are expected to clock-in no earlier than 5 minutes

prior to their shift, and leave no later than 5 minutes following their shift unless

given advance permission by their supervisor.
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A. Dress Code 
Employees are expected to always be well groomed and dress in a manner 

which is suitable to their responsibilities. The library is a public service business 

and how each person appears to patrons can positively or negatively affect the 

library’s image. Things to take into consideration when getting ready for work 

include: Do my clothes permit me to do the physical work of my job? Could the 

design or writing on my clothes be offensive to others? Do I look professional and 

will people take me seriously? Also consider appropriate choices for shoes, 

jewelry, hairstyle, and scent. If you have any questions about appropriateness, 

ask your supervisor for advice.  If an employee is sent home to change due to 

inappropriate dress, it is considered a suspension without pay and the employee 

must punch out for that time. 
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Dress Code – Guidelines 

 

Although there is a dress code in our Employee Handbook (see below or on page 39 of the 

Employment Handbook), it doesn't provide a lot of practical guidance as to what is or is not 

appropriate to wear. These guidelines have been written to provide additional more practical 

guidance. 

 

“Employees are expected to always be well groomed and dress in a manner which is suitable to  

their responsibilities. The library is a public service business and how each person appears to 

patrons can positively or negatively affect the library’s image. Things to take into consideration 

when getting ready for work include: Do my clothes permit me to do the physical work of my 

job? Could the design or writing on my clothes be offensive to others? Do I look professional 

and will people take me seriously? Also consider appropriate choices for shoes, jewelry, 

hairstyle, and scent. If you have any questions about appropriateness, ask your supervisor for 

advice. If an employee is sent home to change due to inappropriate dress, it is considered a 

suspension without pay and the employee must punch out for that time.”  

 

The items listed below provide some specific instances of inappropriate attire and when it is 

appropriate to wear more casual clothing. 

 

• Tank tops and strapless tops as the only top are not professional 

• Shorts are generally not considered professional 

• Sweat pants, yoga pants, or any type of workout pants are not professional 

• Flip flops,
1
 very casual sandals,

2
 and slippers are not professional 

• Very casual, threadbare, or torn t-shirts or sweatshirts are not professional 

• Purposely exposed underclothing, such as underwear or bra straps is not professional 

• For staff that are regularly moving carts of books or are regularly lifting boxes, for your 

safety, open toed shoes are not recommended. 

• Clean and neat blue jeans may be worn occasionally and are appropriate if you are 

working on a project or program that is messy. 

• Library t-shirts may be worn to promote library programs and events. They should 

always be clean and neat. 

• Shirts promoting sports teams, bands, politics or quotations should only be worn on days 

that are set by approval of the Director to support a theme such as Pi Day, football 

Monday, Sycamore/DeKalb High School Rivalry or other such events we choose to 

create. 

 

I appreciate your cooperation and willingness to present a professional appearance to our 

patrons. If you have any questions, please talk to your supervisor, the Assistant Director, or me. 

                                                 
1
 What is a flip flop? Flip flops are a sandal that is held to the foot at the big toe by means of a thong. It doesn’t 

matter how much decoration, how high they are, or how expensive they were, if they are held to your foot with a 
thong strap it is a flip flop. 
2
 What are very casual sandals? They are any sandal that you would wear to the beach, pool or hanging out and 

are often called “action sport sandals” when searching online. 
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P:\Public Policies\Unattended children 0413.docx 

 

SYCAMORE PUBLIC LIBRARY 

UNATTENDED CHILDREN POLICY 

         Approved May 13, 2002 

      Revised April 4, 2013 

Approved April 9, 2013 

 

 

     The Sycamore Public Library is dedicated to providing a safe place to stimulate the 

imagination and satisfy curiosity for users of all ages. The following policy has been set forth to 

provide the greatest possible degree of protection for both the library staff and the children of the 

community to create a productive and enjoyable environment for all patrons. 

 

Parents, guardians, and/or caregivers are responsible for the safety, behavior, and supervision of 

children at all times in the Library and on library property. Children are expected to respect 

library property and adhere to the rules outlined in the Patron Rights and Responsibilities Policy. 

 

Children seven years of age and younger must be accompanied and directly supervised at all 

times by a parent or other responsible caregiver 16 years of age or older. During Library 

programs, parents and caregivers should remain in the Library. 

 

Children eight years of age and older may use the Library unattended, in accordance with 

Library policies.  

 

The Sycamore Public Library staff is committed to help children with activities related to the 

Library. However, Library staff cannot, nor is it their responsibility to, serve as baby-sitters, 

teachers, or disciplinarians. Whenever advisable, the Library will notify the parent of incidents 

involving an unattended child.  

 

When the safety of an unattended child is in doubt, or the parent or responsible caregiver cannot 

be located, or if the Library is closing, Library staff is authorized to call the police and stay with 

the child until the police arrive. 
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Agenda Item: Supporting Documents Attached?

Yes

No
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Board Vote Requested?

Yes

No
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Board Training 

Opportunities 

 
Board Member Basics  

Presented by Julie Tappendorf of Ancel Glink 

Saturday, August 5, 2017  10:00 am – Noon 

Located at: Hinckley Public Library 
100 Maple Street 
Hinckley, IL 60520 
 

Learn the ins-and-outs of Board meetings and your role as a Trustee. This training 
is appropriate whether this is your first month or twentieth year on the board. 

 
 

Library Law and Finances 
Presented by Phil Lenzini of Kavanagh, Scully, Sudow, White 
Frederick 

Saturday, October 21, 2017 10:00 am – Noon 

Located at: Genoa Public Library 
   232 W Main Street 
   Genoa, IL 60135 
 
Learn about library law as it pertains to your role as a Trustee as well as the tax 
cycle, financial reports, and audits for libraries 
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