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SYCAMORE PUBLIC LIBRARY  

Agenda- BOARD OF TRUSTEES MEETING 

Board Room:  August 8, 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- July 18th, 2017 

ii. Finance- July 18th, 2017 

c. Board Updates 

VI. Consent Agenda-Board Approval  

i. Regular Meeting, July 11, 2017 

ii. July Monthly Bills for Approval  

VII. Director’s Report 

VIII. Unfinished Business  

a. Loan Modification- Update  

b. Policy Manual  

i. Unattended Child Policy- Board Approval Requested  

c. Tornado Procedure Modifications 

IX. New Business 

a. Strategic Planning Process 2017-2018 

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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July 2017 Library Report 
 

To:  Board of Trustees 

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

Date: August 4, 2017 

 

Personnel 

 

 Anniversaries in July: Alli Howland, 6 years on July 28th; Linda Braun, 10 years on July 23rd. 

 

Finance 

 

 The benchmark for the budget at the end of July is 1/4th or 25% 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 $617,310.00 which is 52% of our anticipated 

income for the year. Expenses at the end of July are $287,213.00 which is 25% of what we 

budgeted to spend this year.  

 The Library received our third property tax installment in the amount of $9,121 and Impact 

fees for July 2017 was $1,702.00. 

 July Gifts, Memorials, and Donations: 

$50.00 from Mark Hebble to purchase travel books. 

 

Buildings and Grounds 

 

 Our landscaping is in and it looks beautiful. But this also requires watering every day for a 

month unless it rains. Pete and Mary have been switching off watering all of the new 

landscaping. This is only required for the first month until the roots take hold. After that there 

will not be any extra watering required. 

 Pete has been working on checking and adding emergency lights in the areas we have 

now designated as the Sever Weather Shelters.   

 

Professional Development  

 

 Jesse attended a library planning seminar to help maximize our current space.  

 

Public Relations, Advocacy, Marketing 

 

 The SPL Facebook page now has 2,084 fans!  

 SPL has 646 Twitter followers!  

 Jill and Jesse attended Bob Pritchard’s Senior Fair this month, to share about services and 

our large upcoming events.  

 WLBK radio station welcomed Jesse and Jill on Friday, July 28th to share about our End of 

Summer Reading Party, Annual Book Sale and more.  

 Jesse, Jill, and Elizabeth attended DCNP Non-Profit Day, connecting with other local 

organizations and participate in multiple breakout sessions regarding topics relevant to 

the nonprofit sector.  

 

 

 

Youth and Teen Services 
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 2, 129 Youth and Teen Summer Reading Logs were submitted this year! This is nearly double 

last year’s numbers.  Over 575 individual children and teenagers participated, with more 

than 75% visiting the library multiple times to submit reading logs. Continued participation 

over the summer is exactly what we hope for- we love seeing patrons become familiar with 

the library, our resources, and our smiling staff, and hope to see this engagement carry 

over during the school year.  

 The End of Summer Party this year was better than ever, with 571 attendees, thanks to all 

the hard work of our library staff, the library Board, and generous donations from The 

Country Store, Culver’s, and Texas Roadhouse.  Families gathered round excitedly as Jesse 

announced the Grand Prize winners, and then enjoyed treats, balloons, and face painting, 

as well as music by Truman’s Ridge.  

 Youth and Teen Programs for July brought in over 1000 attendees in total (not including the 

End of Summer Party)- Highlights include the BMX Blast with Matt Wilhelm, the Little Prince 

and Princess Tea Party with Parties with Character, and Crosstown Exotics Exotic Bug Show.  

 

 

Adult and Information Services   

  

 177 adults signed up for the Summer Reading Challenge this year which was an increase of 

120% from the previous year. A total of 220 book logs, 78 of them unique, were turned in 

resulting to a total of 880 books read by adults within 7 weeks. Three winners were chosen 

for the grand prize packages consisting of a Kindle Fire, gift cards to Taxco Restaurant and 

Sycamore State Theater, and gift cards to Sweet Earth and Blumen Gardens. 15 staff 

members signed up for SRC turning in 31 logs.  

 The US Army Band gave a wonderful patriotic performance at the library shortly after the 

4th of July. The band consisted of several instruments varying from woodwinds to 

percussion. 50 patrons enjoyed this toe tapping concert.  

 The Adult Department’s homebound delivery continues to be a popular service. Each 

month we deliver materials to over 40 patrons.   

 

 

Respectfully Submitted, 

 

Jesse Butz, Jeannie Barry, Jill Dubicz-Carter, Julie Halloran, Mary Holtrop, Laurie Mann 
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Sycamore Library Statistics Jul-17 Jul-16
Current 
YTD(17-18)

Previous 
YTD(16-17)

Library Attendance (Door Count) 12,569 13,025 36,324 36,502
Meeting Room Use 28 32 91 102
Meeting Room Attendance 330 406 1,181 1,197

Materials Loaned

Books 13,660 12,897 38,391 37,894
DVDs 4,906 5,682 14,419 15,559
Music 591 825 1,944 2,187
Audiobooks 679 684 1,924 1,843
Magazines 164 229 451 603
Puzzles 5 3 21 12
Other (electronics . . .) 39 25 151 66

Total Circulation (includes electronic circulation) 21,708 21,718 61,948 62,177

InterLibrary Loan

Lent to Other Libraries 1,440 1,559 4,193 4,851
Borrowed from Other libraries 1,814 1,813 5,512 5,004

Electronic Circulation

E-Resources 1,664 1,373 4,647 4,013
Subscription Database Use 751 622 2,445 2,287

Patrons

New Resident Cards 57 71 192 215
New Non-Resident Cards 3 2 7 7
Total Library Cards 6,620 7,403 6,620 7,403
Family Cards 2,150 2,124 2,150 2,124

Programming

Number of Programs 72 37 194 116
Program Attendance 2,885 1,642 6,494 4,503
Number of Outreach Events 7 5 34 29
Outreach Attendance/Impact 206 182 3,295 2,804

Computer Use

Total Computer Usage Hours 993 1,046 2,791 3,134
Total Computer Users 1,214 1,292 3,580 4,029
Wi-Fi Connections 3,122 2,890 9,484 7,896
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Finance Notes July 2017 

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

amount of $9,121.00 and Impact fees in the amount of $1,702.00 

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

the following: 

a) At the end of July 25% of our budget should be expended 

and we are at 25% which is on target. Areas to note in 

income is book sales are at 55% for the year. At this time in 

2016 we were at 30%. This is a 15% increase in book sale 

revenue over the past year. We created a book sale closet 

which we believe has increased the book sales this year. The 

Friends group will eventually take over the book sales. Non 

Resident Cards is up 3% over last year as well.  

b) 8212 Hiring and Replacement-the budget line is at 96%. This is 

due to the cost of the background checks and 8217 Postage 

and Shipping line is at 89%. 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. These higher percentages will 

drive up the overall expense percentage of our budget.  

c) We have a new garbage contract with Waste Management 

which will begin in October. This contract will bring our 

garbage cost down to approximately $70.00 per month vs 

the $150.00-$155.00 we are paying now.  It is a 3 year 

contract with increase to $77.00 a month the second year 

and $85.00 a month the third year. The 1.5 yard recycling bin 

will be replaced by 2-96 gallon REL Recycling totes.  
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 3:25 PM

 08/03/17
 Sycamore Public Library

 Bill's List

July, 2017

Total Purpose

Advanced Disposal 155.12 Garbage

Alli Howland 4.05 Summer Reading Party

Amazon.Com 671.45 Misc charges

Angela Carter 110.00 Musical Mornings

Baker & Taylor - Adult Acct 4,435.79 Adult books

Baker & Taylor - Childrens 1,649.58 Children's books

Baker & Taylor - Gift Acct 83.18 Donation books

Baker and Taylor 250.00 TS360

Balcom Vetillo Design 198.49 Web Hosting

Blackstone Audio Library 45.89 Audio books

Blue Cross Blue Shield 4,994.98 Health Insurance

City of Sycamore IMRF 4,957.47 IMRF

Findaway World 451.19 Playaways

First National Bank Omaha 453.75 Misc charges

IntelliCorp 51.90 Background checks

J & J Handyman 1,295.00 Cleaning contract

Joe Ziemba 150.00 Adult Services Programs

Laurie Mann 6.20 mileage

LIMRiCC Unemployment Compensation Group A 240.31 2nd Quarter Unemployment

Mango Languages 1,710.00 Databases

Mary Holtrop 64.43 Summer Reading

Mary Holtrop 17.84 Library supplies

Megan Davis 31.52 Program supplies

Mid-City Office Products 583.58 Chairs and cart

 NCPERS 80.00 Life Insurance

Nelson Fire Protection 740.00 Sprinkler inspection

Office Depot 63.55 office supplies

Penguin Random House 273.75 Audio books

Principal 619.85 Vision and Dental Insurance

Priority Promotions 577.00 Aprons, bags, pens

Reddick Library 19.99 Damaged book

RKDixon 98.13 copier lease

Service Concepts 125.00 Service Call for Thermostats

Tammy Johnston 100.27 ILL postage and program supplies

Waterworks 79.75 Bottled water

Total 25,389.01
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 Sycamore Public Library

 Balance Sheet
 As of July 31, 2017

Jul 31, 17

ASSETS

Current Assets

Checking/Savings

1011 · Operating Checking 3,024

1020 · Library Cash on Hand 213

1028 · Impact Fees Savings Account 42,306

1031 · Special Reserve Fund Money Mkt

1031.01 · SR Window Fund 25,808

1031 · Special Reserve Fund Money Mkt - Other 16,497

Total 1031 · Special Reserve Fund Money Mkt 42,305

1075 · 1st Mid Operating Money Market 580,357

1076 · 1st Mid RestrictedOperating MM 20,773

1078 · 1st Mid Contingency & Bldg MM 98,439

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

1084 · US Bank/e-pay 5,636

Total Checking/Savings 794,053

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 1,967,601

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
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 Sycamore Public Library

 Balance Sheet
 As of July 31, 2017

Jul 31, 17

Total Fixed Assets 3,566,261

TOTAL ASSETS 5,533,862

LIABILITIES & EQUITY

Liabilities

Current Liabilities

Accounts Payable

2000 · Accounts Payable 12,283

Total Accounts Payable 12,283

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 1,089,790

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 1,584,613

Equity

2940 · Retained Earnings 3,590,268

Net Income 358,980

Total Equity 3,949,248

TOTAL LIABILITIES & EQUITY 5,533,861
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 Sycamore Public Library

 Special Income / Expense - Monthly vs YTD
 July 2017

Jul 17 May - Jul 17

Other Income/Expense

Other Income

DONATIONS

4300 · Building Fund Donations 30 90

Total DONATIONS 30 90

IMPACT FEE ACCT

4400 · Impact Fees 1,702 5,860

Total IMPACT FEE ACCT 1,702 5,860

INTEREST INCOME

4600 · Money Market Restricted 5 14

4610 · Impact Fees Savings 1 2

4630 · Special Reserve Fund 1 3

Total INTEREST INCOME 7 19

Total Other Income 1,739 5,969

Net Other Income 1,739 5,969

Net Income 1,739 5,969

 Page 1 of 1 For Management Purposes Only 10



 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 25,848 62,000 -36,152 42%

3410 · Property 567,841 1,066,295 -498,454 53%

Total TAX REVENUE 593,689 1,128,295 -534,606 53%

OPERATIONS

3600 · Fines

3600.01 · Lost and Damage Materials 179 1,400 -1,221 13%

3600 · Fines - Other 5,090 20,000 -14,910 25%

Total 3600 · Fines 5,269 21,400 -16,131 25%

3620 · Sales 1,092 2,000 -908 55%

3630 · Non-Resident Fee Cards

3630.01 · NR Internet fee cards 246 850 -604 29%

3630 · Non-Resident Fee Cards - Other 4,183 9,000 -4,817 46%

Total 3630 · Non-Resident Fee Cards 4,429 9,850 -5,421 45%

3650 · Copies/Printing

3650.01 · Fax Services 221 1,015 -794 22%

3650 · Copies/Printing - Other 1,394 6,200 -4,806 22%

Total 3650 · Copies/Printing 1,615 7,215 -5,600 22%

Total OPERATIONS 12,405 40,465 -28,060 31%

ACCT EARNINGS

3700 · Interest

3700.01 · Operating 1 12 -11 8%

3700.02 · Money Market Operating 283 220 63 129%

3700.03 · Money Market Contingency & Bldg 73 85 -12 86%

3700.04 · US Bank/e-pay 8 0 8 100%

Total 3700 · Interest 365 317 48 115%

Total ACCT EARNINGS 365 317 48 115%

MISCELLANEOUS REVENUE

3880 · Gifts, Memorials, Grants, SPLAG 4,200

3800 · Donation Jar 122 580 -458 21%

3810 · Meeting room fees 320 1,700 -1,380 19%

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 10,851 11,097 -246 98%

GRANTS

3900 · Per Capita 0 0 0 0%

Total GRANTS 0 0 0 0%

Total Income 617,310 1,180,174 -562,864 52%

Gross Profit 617,310 1,180,174 -562,864 52%

Expense

WAGE EXPENSES

8100 · Gross Wages 142,125 570,000 -427,875 25%

8101.1 · Paid Time Off Wages 4,792

8101.3 · Bonuses 1,250

8170 · Payroll Fees 654 2,600 -1,946 25%

8171 · FICA 8,805 35,500 -26,695 25%

8173 · IMRF 10,486 50,000 -39,514 21%

8175 · Health Insurance 11,572 65,000 -53,428 18%

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

8177 · Medicare 2,059 8,600 -6,541 24%

Total WAGE EXPENSES 181,743 750,100 -568,357 24%

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 337 350 -13 96%

8213 · LIMRiCC Unemployment Insurance 240 2,000 -1,760 12%

8214 · Professional Development 470 5,000 -4,530 9%

8215 · PR/Publicity 820 10,500 -9,680 8%

8216 · Mileage Reimbursement 348 2,000 -1,652 17%

8217 · Postage & Shipping 1,423 1,600 -177 89%

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

Total ADMINISTRATION 5,890 55,250 -49,360 11%

MATERIALS

Children's Materials

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

8201.02 · Child and Teen Audio Books 545 1,850 -1,305 29%

 Page 2 of 5 For management purposes only 12



 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 6,635 31,000 -24,365 21%

Total Children's Materials 7,211 34,650 -27,439 21%

Adult Materials

8203.01 · Adult Foreign Language 8 900 -892 1%

8203.03 · Adult Books 16,076 49,000 -32,924 33%

8203.04 · Adult and Teen DVDs 2,042 7,000 -4,958 29%

8203.05 · Adult Audio Books 1,269 8,500 -7,231 15%

8203.06 · Adult Music CDs 629 2,300 -1,671 27%

Total Adult Materials 20,024 67,700 -47,676 30%

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

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

8206 · E-Resources 2,368 10,000 -7,632 24%

8207 · Automated Subscriptions 3,264 16,000 -12,736 20%

Total MATERIALS 37,523 138,650 -101,127 27%

PROGRAMS

Children

8301.01 · Performers 184 3,400 -3,216 5%

8301.02 · Supplies 453 1,700 -1,247 27%

Total Children 637 5,100 -4,463 12%

Young Adult

8302.01 · Young Adult Programming 90 1,300 -1,210 7%

Total Young Adult 90 1,300 -1,210 7%

Adult

8303.01 · Performers 763 2,100 -1,337 36%

8303.02 · Supplies 159 500 -341 32%

Total Adult 922 2,600 -1,678 35%

Total PROGRAMS 1,649 9,000 -7,351 18%

CONTRACTUAL SERVICES

8300 · Phone System Maintenance 0 800 -800 0%

8310 · Photocopiers 808 4,000 -3,192 20%

8311 · Pest Control 0 400 -400 0%

8312 · Cleaning Service 3,885 15,540 -11,655 25%

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 1,447 3,440 -1,993 42%

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

8320 · Security 165 700 -535 24%

Total CONTRACTUAL SERVICES 7,699 34,235 -26,536 22%

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 969 6,200 -5,231 16%

8330.04 · Software 915 1,700 -785 54%

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

Total TECHNOLOGY 26,066 50,628 -24,562 51%

SUPPLIES

8400 · Office 524 3,800 -3,276 14%

8401 · Processing 259 6,000 -5,741 4%

8402 · Janitorial 253 3,000 -2,747 8%

Total SUPPLIES 1,036 12,800 -11,764 8%

FURNISHINGS

8410 · Equipment/Furniture 3,929 5,000 -1,071 79%

8411 · Technology Supplies 1,292 4,000 -2,708 32%

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

Total FURNISHINGS 13,327 23,000 -9,673 58%

MAINTENANCE

8420 · Building 1,006 18,000 -16,994 6%

8421 · Equipment 0 5,000 -5,000 0%

8422 · Grounds 0 10,000 -10,000 0%

8424 · Trash 611 2,000 -1,389 31%

Total MAINTENANCE 1,617 35,000 -33,383 5%

UTILITIES

8431 · Telephone 20

8432 · Gas 351 8,000 -7,649 4%

Total UTILITIES 371 8,000 -7,629 5%

MISCELLANEOUS EXPENSES

8610 · Gifts, Donations, Grants, SPLAG 527

8601 · Service Fees 269 600 -331 45%

8602 · Contingency 52 3,009 -2,957 2%

 Page 4 of 5 For management purposes only 14



 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 848 7,659 -6,811 11%

MORTGAGE

8611 · Library Mortgage Debt 7,467 28,000 -20,533 27%

8612 · Mortgage debt-interest 1,977 17,000 -15,023 12%

Total MORTGAGE 9,444 45,000 -35,556 21%

Total Expense 287,213 1,169,322 -882,109 25%

Net Ordinary Income 330,097 10,852 319,245 3,042%

330,097 10,852 319,245 3,042%
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 July 2017

Jul 17 May - Jul 17

Ordinary Income/Expense

Income

TAX REVENUE

3400 · PPR Tax 13,068 25,848

3410 · Property 9,121 567,841

Total TAX REVENUE 22,189 593,689

OPERATIONS

3600 · Fines

3600.01 · Lost and Damage Materials 40 179

3600 · Fines - Other 1,918 5,090

Total 3600 · Fines 1,958 5,269

3620 · Sales 439 1,092

3630 · Non-Resident Fee Cards

3630.01 · NR Internet fee cards 92 246

3630 · Non-Resident Fee Cards - Other 1,075 4,183

Total 3630 · Non-Resident Fee Cards 1,167 4,429

3650 · Copies/Printing

3650.01 · Fax Services 96 221

3650 · Copies/Printing - Other 524 1,394

Total 3650 · Copies/Printing 620 1,615

Total OPERATIONS 4,184 12,405

ACCT EARNINGS

3700 · Interest

3700.01 · Operating 0 1

3700.02 · Money Market Operating 148 283

3700.03 · Money Market Contingency & Bldg 24 73

3700.04 · US Bank/e-pay 4 8

Total 3700 · Interest 176 365

Total ACCT EARNINGS 176 365

MISCELLANEOUS REVENUE

3880 · Gifts, Memorials, Grants, SPLAG 65 4,200

3800 · Donation Jar 53 122

3810 · Meeting room fees 215 320

3830 · Sycamore Library Fund - DCCF 0 991

3840 · Lillian Boynton Book  Fund 0 5,218

 Page 1 of 4 For management purposes only 16



 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 July 2017

Jul 17 May - Jul 17

Total MISCELLANEOUS REVENUE 333 10,851

Total Income 26,882 617,310

Gross Profit 26,882 617,310

Expense

WAGE EXPENSES

8100 · Gross Wages 40,998 121,276

8101.1 · Paid Time Off Wages 891 4,378

8101.3 · Bonuses 0 1,250

8170 · Payroll Fees 177 565

8171 · FICA 2,488 7,541

8173 · IMRF 3,477 10,486

8175 · Health Insurance 3,857 11,572

8177 · Medicare 582 1,764

Total WAGE EXPENSES 52,470 158,832

ADMINISTRATION

8200 · Memberships & Commissions 0 1,110

8212 · Hiring & Placement 52 337

8213 · LIMRiCC Unemployment Insurance 240 240

8214 · Professional Development 49 470

8215 · PR/Publicity 748 820

8216 · Mileage Reimbursement 29 348

8217 · Postage & Shipping 92 1,423

8219 · Insurance 0 1,142

Total ADMINISTRATION 1,210 5,890

MATERIALS

Children's Materials

8201.02 · Child and Teen Audio Books 46 545

8201.04 · Child and Teen Foreign Language 0 31

8201.06 · Child and Teen Books 1,650 6,635

Total Children's Materials 1,696 7,211

Adult Materials

8203.01 · Adult Foreign Language 0 8

8203.03 · Adult Books 4,436 16,076

8203.04 · Adult and Teen DVDs 334 2,042

8203.05 · Adult Audio Books 725 1,269

8203.06 · Adult Music CDs 110 629
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 July 2017

Jul 17 May - Jul 17

Total Adult Materials 5,605 20,024

8204 · Periodicals 0 4,656

8206 · E-Resources 107 2,368

8207 · Automated Subscriptions 1,710 3,264

Total MATERIALS 9,118 37,523

PROGRAMS

Children

8301.01 · Performers 110 184

8301.02 · Supplies 144 453

Total Children 254 637

Young Adult

8302.01 · Young Adult Programming 10 90

Total Young Adult 10 90

Adult

8303.01 · Performers 150 763

8303.02 · Supplies 43 159

Total Adult 193 922

Total PROGRAMS 457 1,649

CONTRACTUAL SERVICES

8310 · Photocopiers 98 808

8312 · Cleaning Service 1,295 3,885

8314 · HVAC Maintenance 0 1,394

8316 · Alarm Service Fire 740 1,447

8320 · Security 0 165

Total CONTRACTUAL SERVICES 2,133 7,699

TECHNOLOGY

8330.01 · Online System 0 4,395

8330.03 · Telecommunications 0 969

8330.04 · Software 0 915

8330.06 · Technical Support 0 19,787

Total TECHNOLOGY 0 26,066

SUPPLIES

8400 · Office 147 524

8401 · Processing 60 259
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 Sycamore Public Library

 Ordinary Income / Expense - Monthly vs. YTD
 July 2017

Jul 17 May - Jul 17

8402 · Janitorial 0 253

Total SUPPLIES 207 1,036

FURNISHINGS

8410 · Equipment/Furniture 584 3,929

8411 · Technology Supplies 15 1,292

8412 · Computers 0 8,106

Total FURNISHINGS 599 13,327

MAINTENANCE

8420 · Building 545 1,006

8424 · Trash 155 611

Total MAINTENANCE 700 1,617

UTILITIES

8431 · Telephone 10 20

8432 · Gas 0 351

Total UTILITIES 10 371

MISCELLANEOUS EXPENSES

8610 · Gifts, Donations, Grants, SPLAG 152 527

8601 · Service Fees 163 269

8602 · Contingency 0 52

Total MISCELLANEOUS EXPENSES 315 848

MORTGAGE

8611 · Library Mortgage Debt 2,501 7,467

8612 · Mortgage debt-interest 647 1,977

Total MORTGAGE 3,148 9,444

Total Expense 70,367 264,302

Net Ordinary Income -43,485 353,008

Net Income -43,485 353,008
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FY2018

J.    Benson J. 

Bisceglie

P. Carter E.  Coats 

(Secretary)

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   8

June 1 X X 1  1 1 1 X 1 6

July 1 1 X 1  1 1 1 1 1 8

August         

September          

October          

November          

December          

January           

February          

March          

April          

Total Present 3 2 1 3 0 3 3 3 1 2 22

Total Absent    0
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July 11, 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 areas now designated as Severe 

Weather Shelters, Melissa Kendzora-Smith called the regular meeting to order at 

5:42 p.m. 

Trustees Present: Jan Benson, Jim Bisceglie, Elizabeth Coats, Melissa Kendzora-

Smith, Omar Ordaz, Dave Stouffer, Kyle Von Schnase and Alexandra Wall. 

Trustees Absent: Penny Carter 

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 

 J. Benson moved and A. Wall seconded the motion to approve the agenda as 

amended with correct spelling changes of Kyle Von Schnase’s name. 8 ayes, 0 

nays. The motion carried. 

 

III. Public Comment 

There was no public comment. 

 

IV. Announcements 

J. Butz reminded the board the Summer Reading Party will be July 28th at 6:00 

p.m. in the Library parking lot.  

 

V. Presentations and Trustee Information 

a. Treasure’s Report and Management Internal Reports-D. Stouffer reviewed 

his Treasurer’s Report with the board stating he met with J. Butz and 

reviewed the Finance Reports and asked if there were any questions. 

M.Holtrop gave the board the updated value of the Hackett Trust at 

$151,915.15. E. Coats moved and J. Bisceglie second the motion to 

approve the Treasure’s Report. 8 ayes, 0 nays. The motion carried. 

b. Committee Updates: 

i. Community Engagement-J. Benson reported the 

Committee will be meeting on Tuesday, July 18th. The 

discussion will be on the October 12 Friend Raising Event. 

The Friends of the Library will have their first meeting on 

July 17th.   

ii. Finance Committee-Will be meeting on July 18th at 5:30 

p.m. 
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c. Board Updates: Kyle Von Schnase was introduced to the board and gave 

a background of his prior experience. 

 

VI. Consent Agenda- 

a. Items on the Consent Agenda: 

i. Minutes Regular Meeting, June 13, 2017. 

   ii. June Bills for approval.  

 

K. Von Schnase moved and O. Ordaz seconded the motion to approve the 

consent agenda. 8 ayes, 0 nays. The motion carried. 

 

 

VII. Directors Report 

a. J. Butz reviewed the monthly statistics, reporting the stats were holding 

solid with a slight decline in overall circulation over June 2016. Electronic 

resources continues to show steady increase in usage. The Library had 

over 2,500 people in attendance at the numerous programs the past 

month; even with the parking issues the Library is experiencing. Wi-Fi usage 

is up by nearly 750 individuals over June 2016. The new Hot Spots are 

showing good circulation. 

b. The Children’s Department have had 323 more Summer Reading 

participants than summer 2016. Children’s Department has nearly 

eclipsed the entire total from 2016 in just one month. The Adult 

Department has seen a great increase as well.  

c. J. Butz reported the Children’s Department staff have attended all the 

area schools and giving presentations on the Summer Reading Program. 

During the summer the Youth and Teen staff track which schools each 

child participant is from to report back to the school district and gage 

their effectiveness during outreach. The staff noticed the disproportionally 

low turnout from Head Start program despite sending home logs and 

instructions for the parents and having attended at the school on several 

occasions. J. Halloran reached out to Head Start and returned there to 

assist the teachers and students on signing up for the Summer Reading 

Program.  

d. The Library landscaping has been completed. The Library has received 

many compliments on the changes to the landscaping along with a few 

complaints from patrons who liked the prairie style.   

 

VIII. Unfinished Business 

There was no unfinished business. 
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IX. New Business 

a. Policy Manual Update:  

i. Freedom of Information Act Policy-was included in the board 

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

approve the updated FOIA Policy with the correction of spelling of 

board trustee names. 8 ayes, 0 nays. The motion carried. 

ii. Pay Schedule/Time Clock Policy-was included in the board packet. 

J. Butz reported the Library went to a new time clock system and 

updated the policy to reflect this with some changes to the 

rounding of the clock in times.  D. Stouffer moved and E. Coats 

seconded the motion to approve the updated Time Clock Policy. 8 

ayes, 0 nays. The motion carried.  

iii. Dress Code Policy-Discussion 

J. Butz reported that he would like a policy that reflects the 

expectation that the staff is dressed neat, clean, professional and 

identifiable to all patrons.  Butz stated the current policy is open to 

interpretation which can lead to disagreements and complaints. 

Butz stated his goal is to create a policy that removes ambiguity 

and helps the Library look more professional.  Butz surveyed the staff 

and shared the results to the board. The board asked questions to 

clarify the current policy and the survey results.  The board agreed 

that staff being distinguishable and professional is an important 

factor to consider when updating and changing the policy. Also 

focus on what is not appropriate as staff dress, vs what is 

appropriate. Also highlighting how this dress policy benefits the 

Library. 

               Iv. Unattended Child Policy-Discussion 

The drafts of the current policy and updated was included in the 

board packet. J. Butz reviewed the current policy with the board. 

Butz stated the management team feels the current policy is too lax 

and needs to be revised. Butz stated he reached out to the 

Sycamore Police Department and DCFS for guidelines. We are still 

waiting for feedback from the Police Department. Discussion 

followed on what would be an appropriate age for care providers 

for younger children.  The board agreed age 8 is too young to be 

left alone in the Library.  In addition the board discussed the time 

frame for the staff to wait for a parent to pick up an unattended 

child. There will be two staff with any unattended child left at the 
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Library at closing. The board agreed that age of a sixth grader 

would be appropriate to be left alone in the Library. 

            

 

b. Board Training Opportunities- J. Butz reported if you are interested in the 

opportunities listed please let him know.  

c. Tornado Procedure Survey-Discussion. The procedure is included in the 

board packet.  LIRA representative from Gallagher visited the Library for 

storm shelter procedure evaluation. Butz has reached out to the fire 

Department for feedback. The new policy moves the storm shelter safe zone 

away from Children’s Department due to the amount of exposed glass. The 

insurance representative recommended the back hallway, staff break room, 

cataloging closet, men/women’s washrooms and the new book sale closet.  

In addition the storage area in the back stairwell needs to be cleaned out, 

and all flammable items need to be removed. Emergency lighting needs to 

be added to the closets and new signage designating the storm shelter 

areas.  Once all of the changes have been made, the Library will have a drill 

to test the new zones.  

 

X. Closed Session:  

 

The board did not go into closed session. 

 

 

Melissa Kendzora-Smith adjourned the meeting at 6:45 p.m. 

 

Respectfully Submitted, 

 

Elizabeth Coats, Board Secretary 

 

Mary Holtrop, Office Manager, Secretary pro tem 
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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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Unattended Children and Vulnerable Adults Policy 

The Sycamore Public Library is dedicated to providing a safe and welcoming 
environment for all community members. The following policy has been set forth 
to provide the greatest possible degree of protection for the children and 
vulnerable adults of the community and to create a productive and enjoyable 
environment for all patrons and staff. * 

Parents, guardians, and/or caregivers are responsible for the safety, behavior, 
and supervision of children and vulnerable adults at all times in the Library and 
on Library property. All visitors are expected to respect Library property and 
adhere to the rules outlined in the Patron Rights and Responsibilities Policy.  

Children 10 years of age and younger must be accompanied and directly 
supervised at all times by a parent or other responsible caregiver 14 years of age 
or older. During Library programs, parents and caregivers of children under the 
age of 11 must remain in the Library.  

Children 11 years of age and older may use the Library unattended, provided 
they are able to care for themselves and behave appropriately according to 
the Patron Rights and Responsibilities Policy. If a parent of a child is unsure about 
whether their 11 year old child or older should be left at the library, parents 
should confirm that the child is able to recite an emergency contact’s name 
and telephone number. 

The Sycamore Public Library staff is committed to helping 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, the parent or responsible 
caregiver cannot be located, or if the Library is closing, Library staff members 
are authorized to call the police and stay with the child until the police arrive. 

In the event a person under the age of 14 is still at the library 30 minutes after the 
library closes to the public, the police will be called to pick up the young person. 
Attempts will be made during that 30 minutes to reach parents, but in no 
instance will staff take young people home. Two staff members will stay with the 
child until the parents or police arrive. 

Draf
t
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Agenda Item Summary 

Agenda Item: Supporting Documents Attached?

Yes
No

Summary of Agenda Item:

Recommendations for the Board:

Board Vote Requested?

Yes
No

Tornado Procedure Modifications

As was mentioned at our last meeting, we recently underwent a Libraries of Illinois Risk Agency
(LIRA) Tornado Safety/Take Cover Analysis. During that risk analysis it became apparent that our
current Severe Weather preparedness was lacking. We have re-written our procedures, changed
our evacuation signage, installed emergency lights, and purchased emergency medical kits and
radios for our shelter areas. Following this consultation I met with the Fire Chief for his
recommendations and as a second opinion. During his tour of our building we discovered that our
emergency stairwell needs to have our machinery and gas removed and stored in an exterior shed.
After consulting with the city we discovered that we can purchase and install a shed behind our
community garden up to 150 square feet without needing a permit. With this in mind I have
attached an image of a potential shed for the exterior of our building that will house any chemicals
and machinery that shouldn't be inside our building. This will allow our emergency stairwell to be
our primary storm sheltering area. The approximate cost $4000.00 for the shed to be installed .

The $4000.00 for the shed was an unplanned expense for this year. Purchasing this shed could
cause us to exceed our Building Expense line for this fiscal year. However, I feel that this is an
important purchase that will ensure that our staff and patrons are as safe as possible in an
emergency situation.

✔
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Agenda Item Summary 

Agenda Item: Supporting Documents Attached?

Yes
No

Summary of Agenda Item:

Recommendations for the Board:

Board Vote Requested?

Yes
No

Strategic Planning Process

This spring we sent out our Friends of the Library funding request letters. In response to that letter
campaign I was invited to speak with a local philanthropist regarding the project. During that
conversation an offer was made to help us with a new an updated Strategic Planning Process that
focused more on community engagement and surveying. In response to that offer I have reached
out to 5 different strategic planners and have requested quotes. Attached is the first quote that I
have received.

The board will need to begin looking at the quotes to decided which plan most closely fits our
needs. I will have copies of all the proposals received thus far for the board meeting.

✔
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What do people in Sycamore hope for and care about; what are they concerned about? 
 

What does Sycamore’s future want to be? 
 

How can Sycamore Public Library make an even bigger difference? 
 
 
 
 
 
 

a Proposal for Professional Services 
 

to facilitate Sycamore Public Library in seeking a new Strategic Direction 
 
 
 
 
 
 

respectfully submitted by 
 

Sam McBane Mulford, strategist | ideation • collaborative  
 
 
 

July 27, 2017  
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July 27, 2017 
 
Jesse Butz, Director  
Sycamore Public Library 
103 E. State Street, Sycamore, IL  60178 
 
 

 
 
 
 

Hello. 

I am grateful for the opportunity to offer this proposal for professional 
services to facilitate the development of a new strategic direction for 
Sycamore Library.  I’m also very hopeful that we find a way to work 
together.  I’m intrigued by your community, and would love to 
experience your corner of the world and learn more about the people 
there.  I’ve lived in almost half the contiguous 48 states, and fondly 
remember Champaign, Illinois from my elementary school days.  I look 
forward to immersing myself in Sycamore. 
 

 My philosophy toward 21st century libraries is that they provide 
transformational experiences at critical junctures in people’s lives.  These 
happen both in the library and within the community because of the 
library.  Libraries are places to live, learn, work and play – both physically 
and virtually.  Libraries are no longer, and never will be again, a sea of 
stacks and quiet tables for reading. Our vision for their future is simple, but 
assertive: 
 

 
 

Libraries are ever essential, 
honor the past, 

live in the present, 
and create the future. 

 
 
 

I believe libraries must adopt and evolve best practices from every sector 
to build competencies beyond traditional professional practice and 
perception.  Libraries must become more agile and adaptive to 
emergent trends and our evolving culture, and even anticipate or lead in 
crafting them.  They must be entrepreneurial, seek and nurture 
relationships, model collaborative partnering extremely well, and those 
that do will truly be perceived as an essential service in their community.  
To meet this vision, libraries need staff that are prepared for, welcome, 
and can create the future.  To be successful in the future is to find a new 
path, because what got us here won’t get us there. 
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Partnered with my philosophy for transforming libraries is my commitment 
to building capacity in staff while doing the strategic work.  Involving your 
staff deeply in the planning process will build capacities you might not yet 
have.  If you are able to take advantage of some of the optional 
services, you can go even deeper in their development and prepare SPL 
to be self-sufficient in its future, ongoing strategy refinements.  Gallup 
research shows that staff engagement is strongly connected to 
organizational outcomes including productivity, customer satisfaction 
and ‘profitability’ – or in the case of libraries community outcomes. 
Developing high potential staff, managers, and leaders delivers the 
highest return on investment and creates a healthy organizational culture 
that models and integrates the skills and behaviors staff need to do the 
future work of libraries. 
 
Let’s seize every opportunity within this process to build capacity in your 
staff and even community.  When an organization ensures the staff has 
the development, training and skills they need, staff trust and support 
each other and see themselves as partners with the organization and 
with their community.  They: 

• more easily let go of how it’s always been done 
• trust leadership decisions which allows change to happen faster  
• are aspirational about what can be achieved for their 

communities 
• create a culture of experimentation, invention and innovation 
• are accountable to each other, become more organizationally 

aware and think strategically 
 
Libraries that build healthy cultures build healthy communities.  I look 
forward to partnering with you to create something amazing. 
 

Sincerely, Sam McBane Mulford 
strategist, ideation • collaborative 
sam@strategicimp.com | 408.387.9020 
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Approach and 
Methodology 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

In seeking your future 
we’ll use a seminal 
design process as 
illustrated here by 
Damien Newman.  
The key concept you 
should remember 
from this diagram is 
this: seeking a new 
strategic direction is 
messy, until it’s not.   
 
I•C’s approach to planning has four phases; the first three live in 
the design diagram above.  The phases are discovery, strategy, 
touchstone, and action.  The research phase in the diagram is 
what I•C refers to as discovery in your project; our community and 
staff engagement, as well as exploring best practices and 
innovations, is our ‘research’.  Strategy seeking is ‘concept and 
prototype’, and design is articulating your touchstone.  We’ll follow 
this design process with a workshop on action planning, so you 
can explore and ideate what to do and how to do it moving 
forward.  The last phase, making a difference, is your work to do! 
 
 
❝ If you don’t know where you are going, 
any road will get you there. ❞   Lewis Carroll 

 
 
Our road starts with 
Engagement.   Given all that 
needs to be accomplished to 
realize your new strategic 
direction, we must ensure that	
the right people are at the 
table, and	that all are doing 
the right things at	the right times 
to achieve our	intended results.  
 
Change to the current system will inevitably result from the 
planning process.  Community, patron,	stakeholder and staff 
engagement is critical to understand your mid-term future.  We 
need to develop ways to touch and engage as many as possible. 
We intend to use many channels to broaden the participation in 
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❝ Asking people 
what they want 
assumes a lot - 

you’ll only 
likely get what 

they think is 
possible. ❞   

Sam 
 
 
 
 
 
 
 
 
 

the community conversation to reflect diverse priorities and reveal 
optimum solutions.  We’ll identify process participants and the 
appropriate input forums to ensure broad representation of the 
service population across the city as a whole, while also focusing 
on the specific locales and confirming that we’re getting input 
from non-customers, the underserved, and the under-privileged.  
For those harder to reach, we need to work at creating 
ambassadors and champions to speak to them and for their 
interests within the process.  
 
We must, at every step of the way, work to engage the whole of 
the community in seeking to understand what their hopes and 
dreams are, and what they care about and are concerned 
about.  We’ll look to your staff, partners, community and 
educational organizations, volunteers and patrons to help us 
reach both broadly and deeply and touch as many as possible. 
 
To be candid, our engagement activities will NOT be asking your 
communities ‘what they want or need from the library’.  Their 
answers to that question will align with what they imagine is 
possible for a library to do or deliver, and we can expect a 
broadly populated scatter diagram might represent the 
perspectives of those you serve and would like to in the future.  
I•C’s approach to community and patron engagement is to 
understand what they are trying to achieve or solve or experience, 
and then rely on library professionals like you and your staff, as well 
as emergent thinkers in the community, to imagine what the 
Library might do to help them get there. 
 
In the community questionnaire and in conversations at the library, 
we will likely encounter responses from mostly patrons and will 
capture their appreciation, feedback and ideas.  Without a 
relationship with the library, those that don’t use it won’t be as 
motivated to complete a questionnaire.  In our engagement 
activities, we’ll meet people where they are, and enter into 
conversations with willing community members to understand 
what their perception of a library is (or was).  That will help us 
understand how to address services, collections and experiences, 
and even more importantly how to market them to ‘future users’. 
The next section walks you through how we’ll discover 
opportunities for the library to make an even bigger difference, 
strategize scenarios for doing that, articulate a touchstone, and 
plan your approach to make this happen over the next few years. 
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Scope of Services The major phases of the project are numbered sequentially: 
1 | Discovery 
2 | Strategy Seeking 
3 | Touchstone 
4 | Action Planning 
5 | Making a Difference 
 
Refer to the roadmap below, ‘Funneling the Future’, to visualize the flow 
of work.  More info on each of the project activities are explained on 
the following pages.   
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Scope Activity 
Descriptions 

 

Each activity in each of the 4 + 1 phases of work are described, below.  
Please note that ‘onsite’ refers to my being with you in person and 
‘offsite’ refers to my remote work with you.  Beyond that you’ll find a 
proposed schedule and the inclusive fees for services. 
 

Discovery  
Discovery Activities 

 
 
 

Prior to starting our work together, the Library will need to identify a small 
group of people from within the library, and maybe the Board and from 
partner organizations, to work with I•C throughout the planning process.  
I•C uses the term ‘Strategy Team’.  They can certainly create their own 
name.  Their role is to: 

• provide leadership and course correction for the project 
• help identify specific individuals, groups, and organizations to 

engage with to learn more about the communities you serve 
• encourage staff to participate in project activities as they are 

able 
• facilitate logistics associated with engagement and strategy 

team activities 
• provide timely feedback to I•C on what is working and what can 

be improved about the project process 
 
1a | [offsite] Research and Data Gathering 
The research and data gathering effort will be comprehensive and 
inclusive.  We’ll engage the Strategy team to obtain a range of Library 
data.  I•C needs everything relevant that you have done to date and I 
will read every sentence. I want to be an informed and intelligent 
partner, and I value your time (which should not be spent getting me up 
to speed). I’ll also research, benchmark, and gather information and 
best practices from other sources that will inform the opportunity 
analysis. 
 
To support the analytics efforts, I•C will collect, review and analyze data 
and documentation provided by the Library or available from agreed 
upon sources: 

• Sycamore Public Library documentation and data 
• City of Sycamore and region 
• ALA and associated divisions (e.g., PLA, LITA, etc.)  
• Urban Libraries Council  
• OCLC  
• IMLS  
• Pew Research Center  
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• World Future Society  
• United States Census 

 
The data and documents will include, but may not be limited to: 

• Customer satisfaction surveys, focus group memoranda; any 
community feedback 

• Staff Engagement results and data to date 
• General and specific plans, annual reports, strategic plans, 

facilities master plans, and budgets Historical and current library 
usage statistics and patterns 

• Service populations and projections 
• Geographic service area definitions 
• Community history, current characteristics, and future projections 
• Demographics and socioeconomic indicators 
• Relevant benchmarks for library services and facilities 
• Innovative technology deployment and service delivery models 
• Facilities plans and life cycle evaluations, maintenance data and 

capital improvement plans 
• Current information technology services and delivery models 
• Information technology assets, resources, contracts, and 

subscriptions 
• Current library funding sources, parameters, and processes 
• Current, historic and forecasted budgets 

 
 
Optional Services: Strategy Seeking Workshop 
If you are interested in building capacity in your staff, I•C will facilitate a 
4-day Strategy Seeking Workshop a month or more before we kick off 
the project at your Library with the Strategy Team meeting (1c).  I would 
work with you directly to adapt the workshop to the local and regional 
context. 
 
You could also invite individuals from the Board of Trustees, City, and 
your partner organizations; you might be able to defray the costs of this 
option by asking other organizations to contribute. This workshop could 
include up to 20 people and will be highly interactive, using experiential 
learning as the means to understand both the concepts and the work 
of seeking strategy.  Participants would need to complete about 6 hours 
of preparation prior to the workshop and would have at least 3 weeks to 
do that.   
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Choosing this option would allow the Library to ‘insource’ future revisions 
of the strategic plan.  In actuality, it can become a cyclical revisiting 
that you’ll integrate into the ongoing work of the organization freeing 
you from ‘stopping the world’ every few years while you generate a 
new plan.  You’ll want to include at least some of the staff learners in this 
workshop in the facilitator cohort and/or Strategy team to support 
cohesion in future work.  For this approach to be as robust in the future 
as having an external consultant, you would always need to integrally 
involve individuals outside the Library in the planning process who have 
diverse experiences, mindsets, and expertise. 
 
 
Optional Services: Geocoding Not Yet Users 
I•C will facilitate obtaining address data for your service population, 
cross referencing the entire data set to your borrower addresses, and 
geo-locating (mapping) those in your service area that are ‘Not Yet 
Users’.  With their address information, you can choose to reach out to 
them with direct mail, or even visit neighborhood public places.  At the 
very least, you’ll be able to visualize where in your service area that 
there might be pockets of not yet users and design an approach to 
engaging them.   
 
 
1b | [offsite] Engagement and Communication Plans 
I•C will work with the Strategy team to create a community, stakeholder 
and staff engagement plan. We will work with key team members 
designated as outreach liaisons to develop and coordinate logistics 
associated with the community engagement effort.  This includes 
contact information, scheduling, and inviting stakeholders and focus 
group members and key informants to participate, as well as scheduling 
and publicizing community forums and other opportunities for 
information, interaction, input, and feedback.  We will manage the 
process by tracking meeting notifications and invitations to each 
engagement activity.  
 
I•C will work with outreach liaisons to prepare a comprehensive 
stakeholder list and identify means to engage representatives of special 
interest groups or target audiences, as well as key specific individuals.  
Stakeholders are representatives of private, non-profit, government, and 
community entities.  We will work to include, and consistently seek 
opportunities to engage people who represent the underserved, 
marginalized or disenfranchised. Private sector stakeholders should 
include representatives of leading local businesses, both large and 
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small, who can give us the pulse of the business community and 
information and insights into workforce development needs and 
expectations.  Non-profit stakeholders can represent a diverse spectrum 
of interests from the underserved and disenfranchised to the arts and 
culture.  Government stakeholders can include the elected officials, 
boards and commissions, other City departments, etc.  Community 
stakeholders can include neighborhood and community organization 
representatives as well as social and service organizations, not for 
profits, and special interest groups. 
 
The communication plan will define the communication and 
information needs and preferences of all participants in the process, 
and provide for community-wide engagement for those not actively 
present. Media spokesperson(s) will be identified and a cohesive 
message regarding the project will be created at inception to ensure 
we are targeted and consistent in our communications from the 
beginning. 
 
To facilitate communications by the public at large to input to the 
strategic planning process, we’ll explore potential solutions: for the 
digerati, we’ll use free, web-based services and social media; as well as 
personal, low tech solutions for those that prefer them (perhaps service 
suggestion boxes at each outlet). We’ll also reach out to local media 
and enlist their help in creating awareness of and encouraging 
participation in the project. Of course, we will also use any 
communication tools the Library and City already have in place, to 
include websites, email notifications, social media, billing inserts, 
newsletters, etc. 
 
 
1c | [onsite] Strategy Team Meeting 1 + Library / Community Tours 
In this visit, the consultant will facilitate a ½ day session with the Library 
Director and any key planning project staff to formulate a Strategy 
team that will provide leadership, feedback and course correction 
throughout the process. 
 
I•C will work closely with the Strategy Team to facilitate logistics in order 
and ensure the Library’s perspective, goals, and priorities are 
represented in the strategic dialogue.  Each member of the team is a 
conduit for input and feedback throughout the organization, as well. 
We’ll strike a balance between inclusivity and the unwieldiness of many 
voices.  Meetings with the team will be in structured settings with 
engaging workshop activities.  I will prepare for, facilitate and 
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document the meeting in depth, distributing minutes as follow up. The 
intended results of this meeting are to: 

• Develop roles and responsibilities 
• Validate scope and schedule of all activities (determined prior) 
• Create team communication protocols 
• Discuss engagement and communication plans including 

channels and messaging (discuss prospective community 
leaders, stakeholders, library advocacy groups, and existing and 
potential partners) 

• Define users and ‘not yet’ users 
• Describe unique neighborhoods and communities throughout 

the City 
• Share thoughts on how the library is organized to function, as well 

as how it actually functions 
• Confirm research, data gathering, and community and 

organizational analytics efforts 
 
The other ½ day will be devoted to touring the library and the 
communities you serve. 
 
 
1d | [onsite] Facilitator Cohort Training 
I•C will facilitate a 1-day workshop with a small group of staff, selected 
by the Director, that both express interest and have aptitude to do the 
facilitative work of engagement.  This group can amplify the number of 
people reached by facilitating additional instances of some of the 
activities in 1e | Community Engagement.  The workshop will include: 

• Overview of community engagement activities 
• Introduction to Engagement Facilitator Templates 
• Individual and group practice and role play 

 
 
1e | [onsite] Community engagement 
We will employ five engagement methods: Casual Visits and 
Conversations, Insight Interviews, Partner Conversations, Community 
Conversations, and a Community Questionnaire.  Each of these are 
described, below. 
 
Conduct Library Visit and Casual Conversations 
The consultant will visit the Library on different days and at different 
times of the day to casually engage staff and patrons in conversations 
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about the Library and their experiences.  I will reach out to community 
members wherever they may be… to include retail and food service 
establishments, coffee bars, shops, community centers, etc. and 
engage in casual conversations to establish their needs and what is 
valuable to them.  We’ll use Intercept Interviews (go where people are, 
and ask them if they use the library; if yes ask them to take the survey 
and if not offer a beverage and ask for 7 minutes of their time to talk 
about why not; more can be done by facilitators). 
 
Conduct (14) Insight Interviews 
I•C will conduct 30 to 45 minute interviews with 14 individuals who either 
broadly represent the community or a special interest area or group 
(more can be done by facilitators).  Key stakeholders will be asked to 
speak for the community in general, but also may have specific 
affiliations with the special groups, organizations, or interests. Rather 
than library specific topics, we seek from this group the larger issues that 
they believe confront the region today and on the horizon, and what 
they believe the most critical issues are to the region and its 
communities’ quality of life.  
 
Conduct (7) Focused Conversations 
I•C will prepare for, facilitate, and document seven community 
conversations, intended to provide opportunity for specific stakeholders 
identified in the engagement plan to participate in the process and 
provide input on the topics explored throughout the analytics effort. 
These may be focused on a specific group or target audience, and can 
also be diversely representative of many different interests and 
affiliations.  This is where we might engage your partners and alliances in 
the process. 
 
Conduct (2) Community Conversations 
I•C will prepare for, facilitate, and document two geographically 
distributed community forums, intended to provide opportunity for the 
community at large to initially engage in the process and provide input 
on the topics explored throughout the outreach process.  
 
Host and Analyze Qualitative Community Survey (Questionnaire) 
I•C will work with you to prepare a questionnaire that seeks to solicit 
input on community service needs (current and projected future 
needs), priorities, barriers to access, envisioned library services, 
collections, programs and spaces. We will collaborate with the team to 
publicize the questionnaire and generate traffic to our online survey 
tool, branded with the SPL logo and, at survey conclusion, directing 
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respondents to the SPL home page.  I•C will provide an analysis and 
summary of the responses to the questionnaire.  
 
 
1f | [onsite] SWOT/PEST Workshop  
I•C will design, facilitate and document a full day hybrid SWOT analysis 
and PEST (Political, Economic, Societal and Technological) workshop in 
which we bring together key library staff, leadership, governance and 
community leadership to explore the environmental scanning process.  
This will entail an analysis and scenario planning charrette with up to 
sixty (60) key staff and community members, with participation 
managed either through invitation or attendance requests.  I•C will first 
present key findings from community and organizational analytics, and 
clearly articulating the ‘problem’ to be solved.  The purpose and 
intended results are: 

• imagining different futures for the City given the juxtaposition of 
critical influences 

• telling a story about the quality of life and library service needs of 
the community within these imagined futures 

• developing ideas about how the library will respond to these 
needs and what resources they will need to deliver services 

• identifying the gap between these imagined futures and where 
the community and library are today 

This workshop is influenced by the work done by the Metropolitan Policy 
Program at the Brookings Institution, which provides insight into the 
demographic transformation that is underway in America.  
 
Beyond the initial outreach, this is the first real opportunity to bring 
together the movers and shakers in your community and focus their 
great minds and diverse perspectives on grasping the issues and 
envisioning how the library might need to position itself given the 
different versions of the future they will develop.  Rather than concrete 
solutions, this type of exercise is focused in imagining different futures 
using simplified scenario planning techniques.   
 
The use of scenario planning techniques allows us to generate ‘what ifs’ 
for your future.  We will create smaller groups of six or eight people, 
each representing an assortment of affiliations, professions, and skills.  
Each group will have tools to facilitate their dialogue and its capture, as 
well as other resources and people in the room to answer questions that 
might arise, if possible. At the end of the charrette, we will facilitate a 
large group discussion that creates shared understanding of not only 
what was discussed, but more importantly learned, during the day, as 
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well as how it might influence the capacity planning process.  This type 
of activity serves many purposes, the most important being the 
collaborative development of solutions and the real understanding of 
the problem by the participants.  The individuals can then help 
newcomers to the process participate in an informed way. 
 
 
1g | [onsite] Staff Strengths and Opportunities Workshop 
As mentioned prior, I•C will engage in casual conversations with staff to 
get an overall sense of the organizational culture and individuals and 
their roles.  I•C will also facilitate an S/O Workshop which explores their 
perspective and perceptions about the Library’s strengths and the 
opportunities staff might imagine emerging in the future. If bringing a 
large group of staff together is a challenge, we can do this in 
impromptu, serial conversations with small groups of staff.  
 
 
1h | Opportunity Analysis 
Deliverables from the Discovery phase of the project will be an 
Opportunity Analysis memorandum which synthesizes the discovery 
outcomes through pattern recognition and sense making.  The 
opportunity analysis also includes an initial assessment of organizational 
readiness that we’ll continue to develop as we discover new strengths 
and build new capacities over the course of the project.  The 
opportunity analysis memo provides a series of ‘containers of 
opportunity’ to make a bigger difference in the lives of your service 
population.  It will drive the development of strategic scenarios in the 
next phase of work, Strategy Seeking. 
 
Optional Services: Additional Community Engagement 
I•C will facilitate and document additional community engagement in 
an additional 4 days onsite to be scheduled two or three weeks after 
the first extended week of engagement during and after the Pumpkin 
Festival. 
 
 

Strategy 
 

 

Strategy Seeking 
Activities 

2a | [onsite] Opportunity Analysis Workshop 
I•C will design, facilitate, and document a full day workshop with these 
intended results: 

• review of opportunity analysis from research and data gathered 
to date 
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• alignment of opportunities to existing services 
• new directions present; interest and excitement in pursuing them 

 
You may opt to include other, broadly and deeply conversant, and 
strategic-minded Board members, partners, and other community 
leaders to participate.  All those involved should participate in the next 
day’s workshops as well – see 2b below.  All participants will receive the 
Opportunity Analysis memorandum prior and be expected to have 
read and considered it prior to the workshop.  The workshop will focus 
on the opportunities that we believe exist for the Library to further invest 
in or reposition itself toward in the mid-term based upon the analytics. 
 
 
2b | [onsite] Strategic Scenarios Workshop 
I•C will design, facilitate and document a full day workshop to: 

• interactively develop skills in strategic perspective and identify 
opportunities to embed strategic thinking into the organizational 
mindset and processes of SPL 

• develop and iterate multiple strategic scenarios for how SPL will 
help its communities achieve their aspirations, address 
underserved populations, and meet emergent or embedded 
needs (as identified in the opportunity analysis) 

• gauge the sense of feasibility and potential for success in 
different scenarios 

 
The workshop will focus on rapid prototyping of scenarios in small 
groups.  We’ll discuss and evaluate each and then move on to 
scenarios that are ‘beyond the obvious’.  All attendees will have 
participated in the previous day workshop. 
 
 
2c | [onsite] Strategy Team Meeting 2 
We’ll bring together the strategy team to reflect on the work done and 
converse about moving forward with refined strategic scenarios.  We 
won’t do the work in the room, yet will spend the time ensuring the 
team is able to work through their thoughts, appreciation, and concern 
for what played out in the previous 2 days of workshops. 
 
 
2d | [offsite] Refined Strategic Scenarios 
I•C will refine strategic scenarios into a few options that represent the 
most engaging and resonant work done in this phase.  The Library 
should consider sharing these with participants from the workshops, and 
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those that participated in the early community engagement to obtain 
feedback and additional input using a survey instrument which I•C will 
design, host, and analyze the results.  
 
 

Touchstone 
 

3 | [offsite] Articulating the Touchstone 
I•C will work remotely with the strategy team to iterate and refine a 
simple statement that represents how the Library intends to help its 
communities achieve their aspirations.  What role will it play – how will it 
show up and be perceived by those you serve and partner with?  We’ll 
identify at what level you want to develop goals, objectives and 
outcome/impact measures and work remotely to finalize the content 
and format of the document you’ll use to share your new strategic 
direction internally and externally. 
 
 

Action Planning 4 | [onsite] Action Planning Workshop 
With the touchstone parameters in place, I•C will design, facilitate and 
document 3 days of action planning with staff (and partners, other 
organizations, and local governmental and educational entities as 
appropriate).  We’ll explore ideas about how to honor and serve the 
Touchstone’s imperative, and strategize the work to be done at a high 
level.  We’ll focus conceptually on how all aspects of the library, the 
staff, and your partnerships and alliances might work together 
differently in the future and in what order things make sense to achieve.  
Deliverables from this workshop will be a living document that reflects 
collaborative alignment on how you should begin and move forward, 
with clear expectations that all should be questioning and revising to 
adapt to emergent opportunities and issues. 
 
 

Making a 
Difference 

5 | Day 1 of the Future 
It’s at this point that Sycamore Public Library moves forward with 
implementing your response to what you’ve learned about the 
communities you serve.  Ideally, you’ll be able to plan an all-day, all-
staff retreat as a point of demarcation toward a new direction.  If you 
make that happen, I’ll come to Sycamore and facilitate / participate in 
that retreat at my expense ;-) 
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Proposed 
Schedule 

The 56th Annual Sycamore Pumpkin Festival scheduled for October 25 
through 29, 2017 offers an ideal opportunity to kick off the strategic 
planning project.  I•C proposes we use the energy and enthusiasm 
generated by the festival to both casually and formally engage your 
community.  Here’s an outline of a proposed schedule, which we’ll 
discuss and modify together. 
 

 
 

September 
 
 

 
Optional Services: Strategy Seeking Workshop ( 4 days onsite Dates TBD) 
Optional Services: Geocoding Not Yet Users (offsite Dates TBD) 
1a | Research and Data Gathering (offsite Dates TBD) 
1b | Engagement and Communication Plans (offsite Dates TBD) 
 

 
 
 

October 
 
 

 
1c | Strategy Team Meeting 1 and Tours| onsite October 23, 2017 
1d | Facilitator Cohort Training | onsite October 24 
1e | Community  Engagement | onsite likely start October 21 
1f | SWOT/PEST Workshop October 30 
1g | Staff Strengths and Opportunities Workshop October 31 
 

 
November 

 

 
Optional Services: Additional Community Engagement (Dates TBD)  
 

 
 

December 

 
2a | Opportunity Analysis Workshop (onsite Date TBD) 
2b | Strategic Scenarios Workshop (onsite Date TBD) 
2c | Strategy Team Meeting 2 (onsite Date TBD) 
2d | Refined Strategic Scenarios (offsite Dates TBD) 
 

 
January 

 
3 | Articulating the Touchstone (offsite Dates TBD) 
 

 
 

February 
 

 
4 | Action Planning Workshop (onsite Dates TBD) 
 
X | Project Close Celebration with Strategy Team (onsite Dates TBD) 
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Inclusive Fees Fixed Fees for Professional Services ................................................ $ 17,700.00 
 
Fixed Fees for Optional Services 
Geocoding Not Yet Users for direct outreach ................................. $ 2,500.00 
Strategy Seeking Workshop ............................................................... $ 5,100.00  
Additional Facilitated Community Engagement ............................ $ 5,100.00 
Total Optional Services ..................................................................... $ 12,700.00 
 
The fees for professional services as described above are calculated to 
address both in-person and remote work, and exclude travel time from 
California to Illinois as well as local travel time when I’m in Sycamore.   
 
Fees are inclusive of all travel and project related expenses borne by I•C 
over the course of the project. 
 
Please note that the proposed scope (and therefore fees) are negotiable 
to meet your organizational priorities and budget parameters.  We can 
work together to modify the scope to achieve your goals and adjust fees 
accordingly. 
 
Additional services can be added at any time on at an hourly rate of 
$150.00 or on a fixed fee basis through an agreed upon addition to our 
contract. 
 

Requests for 
Client 

Assistance 

To facilitate and simplify the logistics of engagement, please provide 
easels and flipcharts for group meetings.  I•C also assumes that any 
printed materials for workshops, other engagement of community and 
staff, and final reports can be provided electronically and printed by the 
library to reduce project costs.  If the Library is not able to accommodate 
these requests, we’ll add a materials line item to this proposal to address 
these expenses.   
 
Additionally, I•C will need assistance in facilitating scheduling, locations, 
and other logistics of community and staff engagement as well as 
strategy team activities. 
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