SYCAMORE PUBLIC LIBRARY
Agenda BOARD OF TRUSTEES MEETING
Date: May 12, 2020 5:30 p.m.

Microsoft Teams Video/Audio Conference
Email maryh@sycamorelibrary.org by 5pm on May 12t for the meeting link

L. Call to Order

| Changes to and Approval of Agenda

L. Public Comment

V. Announcements

V. Library & Trustee Reports:
a. Treasurer’'s Report
b. Business Manager's Report
c. Library Report
d. Finance Committee Update

VL. Consent Agenda-Board Approval Required
a. Regular Meeting Minutes, March 10, 2020
b. Closed Session Minutes, March 10, 2020
c. Finance Committee Minutes, April 9, 2020
d. March and April Bills for Approval

VII. Old Business
a. Window Project Updates

VII. New Business
a. Officer Elections
b. Re-Opening Plan

IX. Closed Session

a. 5ILCS 120 (c) (1) The appointment, employment, compensation,
discipline, performance, or dismissal of specific employees of the public
body or legal counsel for the public body, including hearing testimony on
a complaint lodged against an employee of the public body or against
legal counsel for the public body to determine its validity.

X. 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.

Next Meeting: Tuesday, June 9, 2020 5:30 p.m.
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April 2020 Library Repori

News/Announcements

April anniversaries: Tammy Johnston (Adult Services)4/3/1997 (23 years); Eunice Melara
(Youth Services) 4/6/2019 (1 year); Emily Delegatto 4/29/2013 (7 years).

April birthdays: Eunice Melara (Youth Services), April 16.

Finances

Budget benchmark for 4/30/2020: 12/12 of the budget should be expended (100%).

The operating income year-to-date is $1,316,708 (103% of anticipated income for the year).
Total expenses YTD for the end of April are $1,247,806, which is 97%.

We received Impact Fee deposit in the amount of $492 and PPRT deposit of $17,686.62.

Professional Development
o Allstaff completed sexual harassment training and continued to attend multiple webinars,

online classes, and meetings during April due to the COVID-19 pandemic and the closing
of the library. Hourly staff continued to track their time and activities and report it to
Department Managers in weekly online meetings.

Develop & Implement a Capital Improvement Plan to Meet the Library’s Short & Long-Term
Goals

1.

Identify necessary building improvements/maintenance and prioritize projects

o Our building and maintenance teams completed deep-cleaning projects throughout
the building including walls, cabinets, and windows.

The trim, handrails, and walls were painted around the central stairwell.

o 3 new security cameras were added in the Teen Zone, Youth Fiction, and the
Circulation areas.

o Disposable masks, gloves, Lysol spray, wipes, and 6 plexiglass shields were ordered to
install at the service desks prior to re-starting services for the public.

Strans completed our spring clean up of the grounds. Flowers will be planted in May.

MetroNet ran fiber optic lines into the building for our upgraded internet service. Once
CMJ addes our new switch, we will transfer our primary internet to Metronet.

o Banner Up installed our new signage throughout the building.

The Carnegie window project is well underway, the interior framework is completed,
and the paint colors have been selected. Having no patrons or staff in the building
allowed Restoric to accelerate the project.

Create a plan to fund future capital improvement needs

Enhance Collaboration with Community Partners to Expand Library Programs & Services

1.

Strengthen partnerships between library staff and community members/organizations
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o Monica has been attending weekly online meetings with the DeKallb County Health
Department and other county non-profit agencies to hear and share information about
what each is doing to provide services during the Governor's shelter-in-place order.

o Lisel shared a curated list of webinar and collection development resources with the
librarians at our public and parochial school and encouraged them to remind their
colleagues about the IGA, digital access library cards, and summer reading.

o Jeannie and Kim curated and delivered a collection of donated/withdrawn materials
to share with the Park District’s Little Free Library.

o Library staff continued to create online programming for the community including
weekly storytimes, STEM programming and Musical Mornings for youth, and Yoga for
adults. Staff also shared their favorite poems on social media for National Poetry
Month. Most spring performers were cancelled as they were unable to convert their
programs to an online format. Chicagoland children’s musician Justin Roberts will
perform an online concert on Thursday, May 28 at 11 am and has agreed to allow us to
leave the concert on our YouTube channel for three weeks to maximize access for our
patrons.

o To date, we've signed up 24 patrons for library cards since implementing our online
access card.

Capitalize on Modern Technology to Meet Evolving/Emerging Patron Needs

1. Provide access to and assistance with current software applications on computers and
devices

o TruefFlix, a literacy resource for elementary students that contains nonfiction books and
videos, debuted this month.

o We added Beanstack, a program that allows us to conduct our reading programs
online Implementation and staff training will take place during May so we are ready to
go in June. Paper logs will be available for those who don't readily have access to
technology.

o We are currently investigating two applications that would make it easier for us to
provide curbside services.

2. Explore and implement technology platforms for staff that improve efficiency and increase
collaboration

o All staff has been using Microsoft Teams to communicate with chats and video calls
and share files.

o We added Pure Chat to our website so patrons can chat with staff as an alternative to
email or phone.

Develop & Implement a Financial Plan to Meet the Library’s Short & Long-Term Goals

1. Partner with the Friends of the Sycamore Public Library group to create a fundraising
strategy

o The Friends and library staff are promoting their group for the DeKalb County Day of
Giving.
2. Explore possibilities for additional revenue streams

Create a Cohesive Branding Strategy to Promote the Library in the Community
1. Create and implement a plan to convey the story and value of the library

o Our patrons were interacting with us online and viewing our virtual programs. We
added a YouTube channel so we can post larger programs than Facebook will allow.
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eResource numbers continued to climb and Jill continued to oversee all our online
offerings to ensure branding and professionalism.

o Social media stats:
= Facebook likes: 2,896 » Twitter followers: 763
= |Instagram followers: 608 » Friends of the Library: 15
= Website: 9,774
2. Revise library policies to reflect ALA’s Library Bill of Rights and Intellectual Freedom Tenets

o Monica put this project on hold during April to focus on re-opening plans, safety

recommendations, and legal/HR concerns surrounging resuming any physical library
services.

Cultivate Dynamic Collections, Programs, and Services that are Responsive to Community
Needs

1. Conduct a community survey to better understand needs

Respectfully Submitted,
Monica Dombrowski, Jeannie Barry, Jill Carter, Kim Halsey, Mary Holtrop and Lisel Ulaszek.
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(FY18- YTD %
Sycamore Library Statistics 19-Apr | 20-Apr | % Change 19) | (FY19-20) | Change
Visitors & Room Usage
Library Visitors 10,295 0 -100% 85,245 111,544 31%
Meeting Rooms Reservations 8 0 -100% 97 176 81%
Meeting Room Attendance 344 0 -100% 3.177 2,219 -30%
Circulation & Use
Physical lfems 30,521 27 -100% 125,591 184,480 47%
E-Resources 3,496 3,530 1% 13,489 25,405 88%
Total Circulation 34,017 3,557 -90% 139,080 | 209,885 51%
Library Cards
Resident Cards 6,895 6,580 -5% N/A N/A
Non-Resident Cards 2,376 294 -88% N/A N/A
Total Library Cards 9,271 6,874 -26% N/A N/A
Reference Questions & 1:1's
Reference Questions NA 0 #VALUE! NA 16,713 #VALUE!
1:1's NA 0 #VALUE! NA 52 #VALUE!
Programs
Programs 60 28 -53% 289 635 120%
Program Attendees 1,155 810 -30% 7,099 15,180 114%
Outreach Events 7 0 -100% 0 69 #DIV/0!
Outreach Attendees 213 0 -100% 0 5,373 #DIV/0!
Computers & Technology
Computer Users 615 0 -100% 5,151 5,723 1%
Wi-Fi Connections 5314 787 -85% 0 40,105 #DIV/0!
Database Sessions 3,120 3.326 7% 4,171 23,716 469%
PR & Marketing
Website Hits 0 5,209 #DIV/0! 11,011 135,002 1126%
Facebook Likes NA 2,827 #VALUE! NA 32,551 #VALUE!
Instagram Followers NA 637 #VALUE! NA 5,821 #VALUE!
Twitter Followers NA 764 #VALUE! NA 9,012 #VALUE!




4:25 PM Sycamore Public Library
04/09/20

Bills List
March 2020

Vendor Total Purpose
Alarm Detection Systems 901.50 Quarterly payment
Amazon.Com 2,249.15  Misc charges
Baker & Taylor - Adult Acct 8.354.68  Adult books
Baker & Taylor - Childrens 3,458.27  Youth and Teen books
Baker & Taylor - Gift Acct 16.82  Memorial books
Baker and Taylor 120.00  E Books
Baker and Taylor 2,155.70  Eresources
BankCard, First Midwest Bank 1,850.11 Misc Charges
Blue Cross Blue Shield 3,764.18  Health and Dental Insurance
Cengage Learning 773.98  Large print books
City of Sycamore IMRF 4,984.59  IMRF March 2020
CMJ Technologies 4,628.00 Office email back up, Deep Freeze,
CMS Medicare 433.80  J.Barry Medicare
Comcast Business 283.52  Phone and Utilities
DEMCO 308.80 Tech supplies
Dewberry 92.12  Carnegie Window Consulting
Foster & Buick Law Group, LLC 1.264.09 Legal Fees
Friends of Sycamore Library 2,169.76 Book sale and epay
Gordon Flesch 117.00  Toner for Youth
Gordon Flesch 12.11 Shipping for toner
IDLabel Inc. 15.00  Shipping for Labels
J & J Handyman 1,295.00 Confract cleaning
JOANN Stores, LLC 900.00 Creativebug Database
LFI International 3.498.00 Deposit for Shelving
Lynn's Carpet Cleaning 2,500.00 Carpet cleaning
Midwest Tape 5,000.00 E Resources for Hoopla
Monica Dombrowski 418.00 Mileage to Nashville
Nayax 8.95 Service fee
NCPERS 96.00 Life Insurance Employee
Niche Academy 1,600.00 Database
NiCor Gas 563.29  Utilities
Office Depot 15.67  Office Supplies
Ollis Book Corp 9.95  Youth book
OverDrive, Inc 9.000.00 E Resources for Overdrive
Principal 46.85  Vision and Life Insurance
Recorded Books 151.36  Audio books
Rochelle Janitorial Supply 107.46  Janitorial supplies
SEIU-METC 20.00 Refund Meeting room
Silver Script 2490 Medicare
Tammy Johnston 67.54  ILL Postage and Craft supplies
United Health Care Medicare 368.48  J. Barry Medicare
Waste Management West 113.47  Garbage service
ZooBean 2,469.85 Summer Reading Platform
Comcast Business 282.89  April tv, cable and internet
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4:25 PM Sycamore Public Library

04/09/20 . :
Bills List
March 2020
Vendor Total Purpose
Prairie Cat 4,908.23  Full participation fee
71,419.07
7
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8:46 AM Sycamore Public Library

04/30/20

Bills List
April, 2020
Vendor Total Purpose
Alarm Detection Systems 4,236.32 Camera installation
Amazon.Com 1,208.79  Misc Charges
Angela Carter 60.00  Musical Mornings June
Angela Carter 60.00  Youth program
Baker & Taylor - Adult Acct 943.00  Adult books
Baker & Taylor - Childrens 844.19  Children's books
Baker & Taylor - Gift Acct 32.51 Memorial books
Bankcard Processing Center 186.68  Misc Charges
Banner Up 1,667.00 Signage
Blue Cross Blue Shield 3.764.18  Health Insurance
Cengage Learning 102.12  Adult books
City of Sycamore IMRF 5019.62 iMRF
CMJ Technologies 26,426.00 Block time, support and hardware
Dewberry 13,651.00  Window project and LL Specs
Discount Magazine 3.940.78 Magazine FY21
Dottie Blanchard 287.50  Marketing intern
Ecowater 14.00  Coolerrental
Foster & Buick Law Group, LLC 337.50 Legal fee's
J & J Handyman 1,295.00 Contract cleaning
Justin Roberts 350.00  Youth Program
Le Print Express 2,138.80 Summer Postcard
LIMRICC Unemployment Comp 697.04  Unemployment
Management Association of Illii 1,040.00  HR Source Membership FY21
Metronet 252.10  Internet
MobileBeacon 1,320.00  Mobile Hot Spots FY21
NCAPERS 96.00 Employee paid Life Insurance
NiCor Gas 410.51 Utilities
Parties with Character 75.00  Youth Program
Principal 96.34  Vision and Life
Restoric 3,990.00  First payment for windows
Restoric 44,620.35 Carnegie Window Project FY21
RKDixon 68.98  Copiers
Rochelle Janitorial Supply 1,045.78  Janitorial supplies
Scholastic Library Publishing 1,355.00  TruFlix Database
Silverscript 2490  Medicare
Strans Garden Center 3,362.00  Spring clean up
Vector Stomp 140.00 Pest Control
Waste Management West 113.66  Garbage Service FY21
125,272.65

FY20
FY20
FY20
FY20
FY20
FY20
FY20
FY20
FY20
FY20
FY20
FY20
FY21
FY20
FY21
FY20
FY20
FY20
FY20
FY20
FY20
FY20
FY21
FY20
FY21
FY20
FY20
FY20
FY20
FY20
FY21
FY20
FY20
FY20
FY20
FY20
FY20
FY21

Page 1 of 1



Sycamore Public Library
Ordinary Income / Expense - Monthly vs. YTD

April 2020

Ordinary Income/Expense
Income
ACCT EARNINGS
3700 - Interest
3700.01 - Operating
3700.02 - Money Market Operating
3700.03 - Money Market Contingency & Bldg
3700.05 - First Midwest EPay Savings
Total 3700 - Interest
Total ACCT EARNINGS
GRANTS
3900 - Per Capita
Total GRANTS
MISCELLANEOUS REVENUE
3800 - Donation Jar
3810 - Meeting room fees
3820 - County Law Library Revenue
3830 - Sycamore Library Fund - DCCF
3840 - Lillian Boynton Book Fund
3880 - Restricted Income
Total MISCELLANEOUS REVENUE
OPERATIONS
3600 - Fines
3600.01 - Lost and Damage Materials
3600 - Fines - Other
Total 3600 - Fines
3620 - Sales
3630 - Non-Resident Fee Cards
3650 - Copies/Printing
3650.01 - Scan Station Income
3650 - Copies/Printing - Other
Total 3650 - Copies/Printing
Total OPERATIONS
TAX REVENUE
3400 - PPR Tax
3410 - Property
Total TAX REVENUE
Total Income
Gross Profit
Expense
ADMINISTRATION
8200 - Memberships & Commissions
8210 - Audit Fees
8211 - Legal fees

For management purposes only

Apr 20 May '19 - Apr 20
1 191
20 4,896
605
8
25 5,700
25 5,700
-823 -829
-823 -829
0 616
25 1,675
1,700
1,076
6,318
500 40,995
525 52,380
0 1,879
0 13,886
0 15,765
0 391
0 10,823
0 1,059
0 4,852
0 5,911
0 32,890
17,687 92,168
0 1,134,399
17,687 1,226,567
17,414 1,316,708
17,414 1,316,708
0 1,659
0 4,000
338 2,499
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Sycamore Public Library
Ordinary Income / Expense - Monthly vs. YTD

April 2020

8212 - Hiring & Placement

8213 - LIMRICC Unemployment Insurance

8214 - Professional Development
8215 - PR/Publicity

8216 - Mileage Reimbursement
8217 - Postage & Shipping

8219 - Insurance

Total ADMINISTRATION
CONTRACTUAL SERVICES

8300 - Phone System Maintenance
8310 - Photocopiers

8311 - Pest Control

8312 - Cleaning Service

8313 - Elevator

8314 - HVAC Maintenance

8316 - Alarm Service/Security

8317 - Besam - Automatic Door

Total CONTRACTUAL SERVICES
FURNISHINGS

8410 - Equipment/Furniture

Total FURNISHINGS
MAINTENANCE

8420 - Building
8421 - Equipment
8422 - Grounds
8424 - Trash

Total MAINTENANCE
MATERIALS

Adult Materials
8203.01 - Adult Foreign Language
8203.03 - Adult Books
8203.07 - Adult Multimedia

Total Adult Materials

Children's Materials

8201.04 - Child and Teen Foreign Language

8201.06 - Child and Teen Books
8201.07 - Child and Teen Multimedia
Total Children's Materials
8204 - Periodicals
8205 - Lillian Boynton Book Fund
8206 - E-Resources
8207 - Automated Subscriptions

Total MATERIALS
MISCELLANEOUS EXPENSES

For management purposes only
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Apr 20 May '19 - Apr 20
0 86
697 1,233
-70 6,203
2,983 20,603
0 1,447
110 1,399
0 14,161
4,058 53,290
0 910
69 1,032
140 230
1,295 15,540
0 3,185
0 4,331
0 3,606
0 757
1,504 29,591
0 12,265
0 12,265
4,589 20,237
0 1,967
3,362 3,362
0 1,293
7,951 26,859
0 59
1,045 43,025
278 13,634
1,323 56,718
0 12
844 16,589
347 1,197
1,191 17,798
0 5,366
0 5,463
0 20,674
1,355 19,378
3,869 125,397
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Sycamore Public Library
Ordinary Income / Expense - Monthly vs. YTD

8601 - Financial Service Fees
8602 - Contingency
8604 - Consultant/Outside Services
8606 - Capital Improvment
8610 - Restrict Expenses
8610.06 - SPLAG Expenses
8610 - Restrict Expenses - Other
Total 8610 - Restrict Expenses
Total MISCELLANEOUS EXPENSES
MORTGAGE
8611 - Library Mortgage Debt
8612 - Mortgage debt-interest
Total MORTGAGE
PROGRAMS
Adult
8303.01 - Programming
8303.02 - Supplies
Total Adult
Children
8301.01 - Programming
Total Children
Total PROGRAMS
SUPPLIES
8400 - Office
8401 - Materials and Collections
8402 - Janitorial
Total SUPPLIES
TECHNOLOGY
8330.01 - OPAC/Prairie Cat
8330.02 - Tech Maintenance/Supplies
8330.03 - Telecommunications
8330.04 - Software
8330.06 - Technical Support
8330.07 - Hardware/Equipment
Total TECHNOLOGY
UTILITIES
8432 - Gas
Total UTILITIES
WAGE EXPENSES
8100 - Gross Wages
8101.1 - Paid Time Off Wages
8101.3 - Bonuses
8170 - Payroll Fees
8171 - FICA

For management purposes only

1"

April 2020

Apr 20 May '19 - Apr 20
288 2,031
0 2,722
0 8,084
17,641 48,641
0 160
320 29,414
320 29,574
18,249 91,052
2,620 31,199
503 6,272
3,123 37,471
8,263
48
0 8,311
555 8,384
555 8,384
555 16,695
136 4,574
0 4,033
1,281 3,399
1,417 12,006
0 19,633
0 12,955
262 4,316
1,620
11,279
0 24,500
262 74,303
411 4,714
411 4,714
49,358 613,855
0 14,055
0 383
212 3,039
3,003 38,223
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8173 - IMRF
8175 - Health Insurance
8177 - Medicare
Total WAGE EXPENSES
Total Expense

Net Ordinary Income
Net Income

For management purposes only

Sycamore Public Library
Ordinary Income / Expense - Monthly vs. YTD

April 2020

12

Apr 20 May '19 - Apr 20
3,326 44,596
3,128 41,071

702 8,941
59,729 764,163

101,128 1,247,806

-83,714 68,902

-83,714 68,902
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Sycamore Public Library

Ordinary Income / Expense - YTD vs. Budget
May 2019 through April 2020

May "19 - Apr 20 Budget $ Over Budget % of Budget
Ordinary Income/Expense
Income
ACCT EARNINGS
3700 - Interest
3700.01 - Operating 191 5 186 3,820%
3700.02 - Money Market Operating 4,896 2,500 2,396 196%
3700.03 - Money Market Confingency & Bldg 605 500 105 121%
3700.05 - First Midwest EPay Savings 8
Total 3700 - Interest 5,700 3,005 2,695 190%
Total ACCT EARNINGS 5,700 3,005 2,695 190%
GRANTS
3900 - Per Capita -829 21,899 -22,728 -4%
Total GRANTS -829 21,899 -22,728 -4%
MISCELLANEOUS REVENUE
3800 - Donation Jar 616 750 -134 82%
3810 - Meeting room fees 1,675 1.750 -75 96%
3820 - County Law Library Revenue 1,700 2,600 -900 65%
3830 - Sycamore Library Fund - DCCF 1,076 1,000 76 108%
3840 - Lillian Boynton Book Fund 6,318 5,500 818 115%
3880 - Restricted Income 40,995 8,000 32,995 512%
Total MISCELLANEOUS REVENUE 52,380 19,600 32,780 267%
OPERATIONS
3600 - Fines
3600.01 -Lost and Damage Materials 1.879 1.600 279 117%
3600 - Fines - Other 13,886 16,000 2,114 87%
Total 3600 - Fines 15,765 17,600 -1.835 90%
3620 -Sales 391 2,000 -1,609 20%
3630 - Non-Resident Fee Cards 10,823 11,500 -677 94%
3650 - Copies/Printing
3650.01 - Scan Station Income 1,059 1.050 9 101%
3650 - Copies/Printing - Other 4,852 5,200 -348 93%
Total 3650 - Copies/Printing 5911 6,250 -339 95%
Total OPERATIONS 32,890 37.350 -4,460 88%
TAX REVENUE
3400 - PPR Tax 92,168 63,000 29,168 146%
3410 - Property 1,134,399 1,138,857 -4,458 100%
Total TAX REVENUE 1,226,567 1,201,857 24,710 102%
Total Income 1,316,708 1,283,711 32,997 103%
Gross Profit 1,316,708 1,283,711 32,997 103%
Expense
ADMINISTRATION
8200 - Memberships & Commissions 1,659 2,400 -741 69%

For management purposes only 13 Page 1 of 4



Sycamore Public Library

Ordinary Income / Expense - YTD vs. Budget
May 2019 through April 2020

8210 - Audit Fees
8211 -Legal fees
8212 - Hiring & Placement
8213 - LIMRICC Unemployment Insurance
8214 - Professional Development
8215 - PR/Publicity
8216 - Mileage Reimbursement
8217 -Postage & Shipping
8219 -Insurance
Total ADMINISTRATION
CONTRACTUAL SERVICES
8300 - Phone System Maintenance
8310 - Photocopiers
8311 - Pest Control
8312 - Cleaning Service
8313 - Elevator
8314 -HVAC Maintenance
8316 - Alarm Service/Security
8317 -Besam - Automatic Door
Total CONTRACTUAL SERVICES
FURNISHINGS
8410 - Equipment/Furniture
Total FURNISHINGS
MAINTENANCE
8420 -Building
8421 - Equipment
8422 - Grounds
8424 -Trash
Total MAINTENANCE
MATERIALS
Adult Materials
8203.01 - Adult Foreign Language
8203.03 - Adult Books
8203.07 - Adult Multimedia
Total Adult Materials
Children's Materials
8201.04 - Child and Teen Foreign Language
8201.06 - Child and Teen Books
8201.07 - Child and Teen Multimedia
Total Children's Materials
8204 - Periodicals
8205 - Lillian Boynton Book Fund

For management purposes only

May '19 - Apr 20 Budget $ Over Budget % of Budget
4,000 3,000 1,000 133%
2,499 2,000 499 125%

86 400 -314 22%
1.233 1,400 -167 88%
6,203 8,400 -2,197 74%

20,603 23,500 -2,897 88%
1,447 1,500 -53 96%
1.399 1.500 -101 93%
14,161 14,000 161 101%
53,290 58,100 -4,810 92%
9210 250 660 364%
1,032 1,800 -768 57%
230 200 30 115%
15,540 15,540 0 100%
3,185 3,494 -309 21%
4,331 5,775 -1,444 75%
3,606 3,700 -94 97%
757 770 -13 98%
29,591 31,529 -1,938 94%
12,265 12,500 -235 98%
12,265 12,500 -235 98%
20,237 20,000 237 101%
1.967 2,000 -33 98%
3,362 3,000 362 112%
1.293 1.200 93 108%
26,859 26,200 659 103%
59 600 -541 10%
43,025 48,000 -4,975 90%
13,634 20,500 -6,866 67%
56,718 69,100 -12,382 82%
12 700 -688 2%
16,589 28,350 -11,761 59%
1.197 6,500 -5,303 18%
17,798 35,550 -17,752 50%
5,366 4,500 866 119%
5,463 5,600 -137 98%
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Sycamore Public Library

Ordinary Income / Expense - YTD vs. Budget

8206 - E-Resources
8207 - Automated Subscriptions
Total MATERIALS
MISCELLANEOUS EXPENSES
8601 - Financial Service Fees
8602 - Contingency
8604 - Consultant/Outside Services
8606 - Capital Improvment
8610 - Restrict Expenses
8610.06 - SPLAG Expenses
8610 - Restrict Expenses - Other
Total 8610 - Restrict Expenses
Total MISCELLANEOUS EXPENSES
MORTGAGE
8611 - Library Mortgage Debt
8612 - Mortgage debt-interest
Total MORTGAGE
PROGRAMS
Adult
8303.01 - Programming
8303.02 - Supplies
Total Adult
Children
8301.01 - Programming
Total Children
Total PROGRAMS
SUPPLIES
8400 - Office
8401 - Materials and Collections
8402 - Janitorial
Total SUPPLIES
TECHNOLOGY
8330.01 - OPAC/Prairie Cat
8330.02 - Tech Maintenance/Supplies
8330.03 - Telecommunications
8330.04 - Software
8330.06 - Technical Support
8330.07 - Hardware/Equipment
Total TECHNOLOGY
UTILITIES
8432 - Gas
Total UTILITIES

For management purposes only

May 2019 through April 2020

May '19 - Apr 20 Budget $ Over Budget % of Budget
20,674 29,500 -8,826 70%
19,378 19,650 -272 99%

125,397 163,900 -38,503 77%
2,031 1,200 831 169%
2,722 2,720 2 100%
8,084 7,992 92 101%

48,641 31,000 17,641 157%
160
29,414 8,000 21,414 368%
29,574 8,000 21,574 370%
91,052 50,9212 40,140 179%
31,199 33,000 -1,801 95%
6,272 7,500 -1,228 84%
37,471 40,500 -3,029 93%
8,263 13,000 -4,737 64%
48
8,311 13,000 -4,689 64%
8,384 13,000 -4,616 64%
8,384 13,000 -4,616 64%
16,695 26,000 -9,305 64%
4,574 4,000 574 114%
4,033 4,000 33 101%
3.399 2,800 599 121%
12,006 10,800 1,206 1%
19,633 22,000 -2,367 89%
12,955 13,000 -45 100%
4,316 4,500 -184 96%
1,620 1,500 120 108%
11,279 13,100 -1,821 86%
24,500 25,000 -500 98%
74,303 79.100 -4,797 94%
4,714 5,500 -786 86%
4,714 5,500 -786 86%
15 Page 3 of 4



Sycamore Public Library

Ordinary Income / Expense - YTD vs. Budget
May 2019 through April 2020

WAGE EXPENSES
8100 - Gross Wages
8101.1 - Paid Time Off Wages
8101.3 -Bonuses
8170 - Payroll Fees
8171 -FICA
8173 - IMRF
8175 -Health Insurance
8177 -Medicare

Total WAGE EXPENSES

Total Expense

Net Ordinary Income

For management purposes only

May '19 - Apr 20 Budget $ Over Budget % of Budget
613,855 636,500 -22,645 96%
14,055 14,000 55 100%
383
3,039 2,600 439 117%
38,223 33,500 4,723 114%
44,596 36,500 8,096 122%
41,071 49,000 -7.929 84%
8,941 7,500 1,441 119%
764,163 779,600 -15,437 98%
1,247,806 1,284,641 -36,835 97%
68,902 -930 69.832 -7,409%
68,902 -930 69,832 -7.409%
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Sycamore Public Library

Special Income / Expense - Monthly vs YTD
April 2020

Apr 20

May '19 - Apr 20

Other Income/Expense
Other Income
DONATIONS
4300 - Building Fund Donations
Total DONATIONS
IMPACT FEE ACCT
4400 - Impact Fees
Total IMPACT FEE ACCT
INTEREST INCOME
4600 - Money Market Restricte
4610 - Impact Fees Savings
4630 - Special Reserve Fund
Total INTEREST INCOME
Total Other Income
Net Other Income
Net Income

For Management Purposes Only

30 419
30 419
492 10,492
492 10,492
1 76

1 343

2 281

4 700
526 11,611
526 11,611
526 11,611
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ASSETS

Sycamore Public Library

Balance Sheet
As of April 30, 2020

Current Assets
Checking/Savings

1011 - Operating Checking

1020 - Library Cash on Hand

1028 - Impact Fees Savings Account

1031 -Special Reserve Fund Money Mkt
1031.01 - SR Window Fund
1031 -Special Reserve Fund Money Mkt -

Total 1031 - Special Reserve Fund Money Mk

1075 - 1st Mid Operating Money Market
1076 - 1st Mid RestrictedOperating MM

1078 - 1st Mid Contingency & Bldg MM

1080 - 1st Midwest Epay Savings

Total Checking/Savings
Accounts Receivable

ACCOUNTS RECEIVABLE
1220 - Property Tax Receivables
Total ACCOUNTS RECEIVABLE

Total Accounts Receivable
Other Current Assets

INVESTMENTS
1310 ‘B & R Hackett Endowment Fund
Total INVESTMENTS

Total Other Current Assets
Total Current Assets
Fixed Assets

FIXED ASSETS

1410 - BUILDING

1420 - LAND

1430 - EQUIPMENT

1440 - ACCUMULATED DEPRECIATION

Total FIXED ASSETS
Total Fixed Assets
Other Assets

1900 - Deferred Outflows

Total Other Assets
TOTAL ASSETS
LIABILITIES & EQUITY

Liabilities

Current Liabilities

For Management Purposes Only

18

Apr 30, 20

4,983
213
64,328

27,853
21,410

49,263

538,136
42,417
107,257
411

807,008

1,138,871

1,138,871
1,138,871

164,325

164,325
164,325
2,110,204

5,656,991
114,391
1,660,413

-4,234,124
3,197,671
3,197,671

427,596

427,596
5,735,471
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Sycamore Public Library

Balance Sheet
As of April 30, 2020

Accounts Payable
2000 - Accounts Payable
Total Accounts Payable
Other Current Liabilities
2100 - Payroll Liabilities
2130 - Federal p/r tax payable
2140 -IL p/r tax payable
2160 - IMRF Withholdings
2162 -Health Insurance W/H
2171 -NCPER Withholdings
2173 - Dental Vision, Life Withholding
2175 - YMCA Membership
2100 - Payroll Liabilities - Other
Total 2100 - Payroll Liabilities
2210 - A/P
2220 - Accrued Payroll
2270 - Unclaimed Property
2280 - Deferred Property Taxes
2290 - Compensated Absences
Total Other Current Liabilities
Total Current Liabilities
Long Term Liabilities
2295 - Net Pension Liability
2555 -Loan - Construction
2900 - Deferred Inflows
Total Long Term Liabilities
Total Liabilities
Equity
2940 - Retained Earnings
Net Income
Total Equity
TOTAL LIABILITIES & EQUITY

For Management Purposes Only 19

Apr 30, 20

-186
-186

436
106
-574
-6,731
272
1,551
157
54

-4,729

0

17,809
1,203
1,138,871
37,968

1,191,122
1,190,936

287,505
283,631
258,120

829,256
2,020,192

3,634,762
80,518

3,715,280
5,735,472
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Board Meeting Minutes
March 10, 2020
Closed Session Meeting

Present: Melissa Kendzora-Smith, Jan Benson, Elizabeth Coates, Eric
Anstedt, Kyle VonSchnase, Eamon Verdone, and Nancy Copple.

Absent: Penny Carter, Alexandra Wall

Staff Members Present: Monica Dombrowski, Director; Mary Holtrop,
Business Manager

Melissa Kendzora-Smith called the closed session to order at 6:09 p.m.

M. Dombrowski shared with the board an incident in which a patron
lodged a complaint with the Library in regards to the alleged behavior of
one of the Library employees. The library did a full investigation on this
complaint with the assistance of the Sycamore Police Department.

M. Dombrowski shared the events that followed over the next three
weeks. The library attorney was contacted for legal counsel.

Discussion followed with the board giving recommendations and
feedback for next steps.

J. Benson made a motfion fo move out of closed session K. Von Schnase
seconded the motion. 7 ayes, 0 nays.

Melissa Kendzora-Smith adjourned closed session at 6:57 p.m.

Respectfully submitted,

Elizabeth Coats, Board Secretary

Mary Holtrop, Business Manager
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March 10, 2020
SYCAMORE PUBLIC LIBRARY BOARD OF TRUSTEES MINUTES
Regular Meeting 5:30 p.m.

. Callto Order
Melissa Kendzora-Smith called the meeting to order at 5:34 p.m.

Trustees Present: Eric Anstedt, Jan Benson, Nancy Copple, Elizabeth Coats,
Melissa Kendzora-Smith, Eamon Verdone, and Kyle VonSchnase

Trustees Absent: Penny Carter, Alexandra Wall

Staff Members Present: Director, Monica Dombrowski; Business Manager, Mary
Holtrop

Visitors Present: Jeff Keppler, Dewberry

ll. Changes to and Approval of the Agenda
N. Copple moved and J. Benson second the motion to approve the agenda. 7
ayes, 0 nays. The motion carried.

lll. Public Comment
There was no public comment.

IV. Announcements

M. Dombrowski reminded the board that her annual review is coming up in April.
The Personnel committee will need to schedule a meeting to begin this process.

V. Llibrary and Trustee Reports
a. In the absence of K. VonSchnase, M. Holtrop reviewed the Treasurer’s report.
E. Coats moved and E. Verdone seconded the motion to approve the
treasurer’s report as presented. 7 ayes, 0 nays. The motion carried.
b. Business Managers report: There was no additional report.
c. Finance Committee: The Finance committee will meet on April 9, at 5:30 p.m.
d. Friends of the Library: J. Benson, E. Anstedt and M. Holtrop reported on
Friends. The Friends recognized staff with Valentine's Day treats. The book sale
was very successful. Set up and clean up went very smoothly. The Friends will be
doing staff recognition during National Library week. The Friends have put
$14,000 into a bank CD.
e. Fund Raising Committee: The Chamber After Hours will be Thursday, March
12th from 5:00-7:00 p.m.

VI. Consent Agenda

a. Minutes Regular Meeting, February 11, 2020 and the notes from the Fund
Raising committee meeting on Febrgzory 12, 27 and March 3.



b. February Bills for approval. E. Anstedt moved and J. Benson seconded the
motion to approve the consent agenda. 7 ayes, 0 nays. The motion carried.

VII.Old Business

a. Window Grant Project: Architect Jeff Keppler is finalizing the confract with
Neal Vogel of Rhestoric. Mr. Vogel agreed to the deposit check in lieu of a
bond. Mr. Vogel visited the library recently to inspect the windows. Paint
suggestions and ideas were discussed. The goal is to start the project in mid-
March and be completed by June 1, 2020.

b. Chamber After Hours Event: The eventis March 12, 2020 at 5:00 p.m. The
board discussed who will be in attendance and where board members,
staff and Jeff will be staged.

VII. New Business

a. Epidemic/Pandemic Preparedness: M Dombrowski reported the library is
taking steps to prepare for the COVID-19 pandemic. Extra cleaning supplies
and hand sanitizer have been ordered and stocked. A slide is up on the
website showing the steps the library is taking to protect patrons and staff.
Some programs have been cancelled. The library will continue to monitor
the situation and steps are being outlined should the library need to close.
At this time staff will contfinue to get paid.

b. Non Resident Card Ordinance and Payment Options: The updated
Ordinance 2020-03 was included in the board packet. The only change is
the library is offering non-resident patrons to have the option of paying Non
Resident fee cards quarterly, bi-annually or annually. This will be tfracked in
Sierra. N. Copple moved and K. VonSchnase second the motion to approve
Ordinance 2020-03 Policy for Non Resident Cards. 7 ayes, 0 nays. The motion
carried.

XIl. Close Session

a. SILCS 120 (c) (1) The appointment, employment, compensation, discipline,
performance, or dismissal of specific employees of the public body or legal
counsel for the public body, including hearing testimony on a complaint
lodged against an employee of the public body or against legal counsel
for the public body to determine its validity. N. Copple moved and K.
VonSchnase second the motion to convene into Close Session. 7 ayes, O
nays. The motion carried. The Board moved into closed session at 6:09 p.m.

The board came out of closed session at 5:57 p.m. No action will be taken
aft this fime.

Xll. Adjournment

Melissa Kendzora-Smith adjourned the meeting at 6:58 p.m.

Respectfully Submitted,
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Elizabeth Coats, Board Secretary

Mary Holtrop, Business Manager, Secretary pro tem
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SYCAMORE PUBLIC LIBRARY
Finance Committee
Minutes
April 9, 2020
5:30 p.m.

Remote by TEAMS

Trustees Present: Eric Anstedt, Eamon Verdone, Penny Carter, Melissa Kendzora-Smith, Alexandra Wall,
Elizabeth Coats.

Trustees Absent: Jan Benson, Kyle VonSchnase, Nancy Copple

Staff Members Present: Monica Dombrowski, Director, Mary Holtrop, Business Manager.

Visi

Iv.

VL.
VIL.
VIIL.

tors Present: none

Call to Order: Eric Anstedt called the meeting to order at 5:31 p.m.

Changes to Agenda: Melissa Kendzora-Smith moved and Penny Carter second the motion to

approve the agenda as presented. 6 ayes, 0 nays. The motion carried.

Public Comment: The agenda was posted on the front door and on the Library website. A

contact email and phone number was made available for patrons or members of the public to

contact library staff should they have comments or questions. There were no comments or

questions presented.

Old Business:
A. Review FY20 Budget line adjustments: M. Dombrowski reported that physical materials ordering
has been suspended temporarily. Budget lines were adjusted to allow for ordering more E-Resources.
Hoopla, Overdrive and Axis 360 databases were all increased. The library purchased Niche
Academy, Beanstack and TruFlix. Other budget lines that were reviewed was Gross Wages, Health
insurance, and library programs. The Per Capita Grant line was spent. It was recommended that
FY21 wage increases be held off until the Fall of 2020.
B. Review FY20 End of year forecast: At this time we have spent a majority of our FY20 budget. There
are two more check runs left for the year and two more payrolls.
C. Review FY21 Budget line adjustments: For FY21 we adjusted several budget lines due to the
COVID-19 pandemic. Health insurance rates came in lower than anticipated and professional
development will be put on hold until society is up and running again. The PR line was adjusted due
to the summer newsletter being changed to Postcard format due to the fact that most programs are
cancelled or will be held online. Budget lines that were shifted and adjusted were health insurance,
professional development, multimedia, materials, and programming. Melissa Smith commented that
she would like the library to continue to purchase new materials so when we open we have them
available. Penny Carter commented that going forward we need to be fiscally responsible and
conservative in our spending.
D. Update on Carnegie Window Project and discussion on additional window glazing
recommendation: M. Dombrowski shared the glazing technique presented by Neal Vogle of
Rhestoric. It is recommended that we include this process especially in the rotunda area. This will
help with noise control, temperature control and insulation. The windows have been removed to the
shop for repairs and the Rhestoric workers have begun to strip the window frames here at the library.

New Business: There was no new business.

Closed Session: The Committee did not go into closed session.

Any Action regarding closed session: No action taken.

Adjournment: Eric Anstedt adjourned the meeting at 6:14 p.m.

Mary Holtrop -



LIBRARY

SPL Re-Opening Plan (Phases 1 & 2)

Caveats:

We hope to begin this plan in mid-May and don’t know how long Phase 2 will need to last.

This plan is based on recommendations and guidelines from the CDC, the governor, our
library system, the county health department, and other area libraries.

This plan involves staff gradually coming back into the building to work, practicing social
distancing, and using personal protective equipment (PPE), as applicable.

Modified hours and cross-functional work will be required.

PHASE 1: MATERIAL RETURN/STAFF IN BUILDING (BEGINNING MAY 18TH)
STAFF

Maijority of staff starting to return to the building for half of scheduled hours with staggered

schedules; staff working on following:

o Tech Services: ordering, cataloging, and processing material orders.

o Admin: phase 2 planning/preparations, on-going library operations, programming,
assisting with returns, shelving items.

o Adult Services: programming, returns, shelving, Phase 2 planning/preparations.

o Youth & Teen Services: programming, returns, shelving, Phase 2 planning/preparations,
closet and cabinet clean-out, continued weeding in prep book bin installation.

o Customer Relations: returns, shelving, Phase 2 planning/preparations.

MATERIALS
Delivery & Processing

Begin processing and cataloging newly-purchased items and placing them on a cart to
go to the appropriate location.

Resume new material orders with focus on best sellers, heavy-hitters, and award winners so
Tech Services staff is not overwhelmed by volume.

Notify PrairieCat of our intent to open for curbside services on June 15t

Returns

Re-open book drops for two weeks prior to the start of curbside service.
Accept returns between the hours of 10am and épm T, TH, SAT.

Depending on volume, empty book drops every 30-60 minutes and place materials in piles
on date-labeled folding tables in Meeting Room 1.

Quarantine materials for 3 days; when the quarantine is complete, check in the materials
and place them on carts for shelving.

NOTE: Materials will contfinue to be quarantined in this way for as long as is advisable during
subsequent phases.

Shelve materials in their appropriate locations.

BUILDING/GROUNDS

Clean and disinfect all surfaces and ensure wipes and cleaner are available for staff to
wipe down microwave, Keurig, and water coolers after each use.

Create a rotational bathroom cleaning schedule to ensure both bathrooms are wiped
down every 60 minutes.
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e Supply of disposable masks and gloves at each service desk for employee use, as needed.
e Prep for Phase 2 (See PHASE 2 CURBSIDE PICK-UP/HOMEBOUND DELIVERY).

COMMUNICATION

* Announce through all media channels that books drops will be open for returns between
the hours of 10am and épm from May 18- 30t (T, TH, SAT).

Requirements for Phase 1:

* Adequate supply of masks, gloves, anti-bacterial soap, and cleaning products.
e Current RAILS/IMLS/CDC material-handling recommendations.
* Large tables set up in Meeting Room 1.

PHASE 2: CURBSIDE PICK-UP/HOMEBOUND DELIVERY (BEGINNING JUNE 157)

HOURS OF OPERATION

Curbside Pick Up Returns Material Processing (Staff ONLY)
Tuesdays & Saturdays Wednesdays & Sundays Mondays & Thursdays
10am-6pm 10am-6pm 2am-8pm
STAFF

* Majority of staff in building for 2 — % of scheduled hours with staggered schedules; staff
working on the following:

o Tech Services: ordering, cataloging, and processing material orders.

o Admin: phase 3 planning/preparations; maintaining library operations; assisting with
programming, virtual services, curbside pick-up, returns, and processing.

o Adult Services: phase 3 planning/preparations; programming; virtual reference,
reader’s advisory, and tech help; assisting with curbside pick-up, returns, and
processing; homebound delivery.

o Youth & Teen Services: phase 3 planning/preparations; programming; virtual reference,
reader’s advisory, and tech help; assisting with curbside pick-up, returns, and
processing.

o Customer Relations: phase 3 planning/preparations; curbside pick-up, returns, and
processing; general customer calls; library cards; managing free material carts/tables
on return days.

PICK UP DAY TASKS (T/SAT)

Task Staff Members Needed
Answer phones for material pick up 1-2
Discuss/process material requests and field reference questions 2-4
(phone, chat, email)
Pick materials for next scheduled day 2-4
Deliver materials to parking spots 1-2
Check out items 1-2
Answer general questions/call patrons to assign fime windows 1
TOTAL STAFF MEMBERS NEEDED: 8-15
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RETURN DAY TASKS (W/SUN)

Task Staff Members Needed
Empty book drops and place materials on quarantine tables 2
Discuss/process material requests and field reference questions 2-4
(phone, chat, email)
Pick materials for next scheduled day 2-4
Answer general questions/call patrons to assign time windows 1

TOTAL STAFF MEMBERS NEEDED: 7-11

PROCESSING DAY TASKS (M/TH)

Task Staff Members Needed
Remove items from quarantine, sort, and check in items 2-4
(including second check)
Discuss/process material requests and field reference questions 2-4
(phone, chat, email)
Fill carts and shelve materials 2-4
Pick materials for next scheduled day 2-4
Answer general questions/call patrons to assign time windows 1
TOTAL STAFF MEMBERS NEEDED: 9-17

MATERIAL REQUESTS
e Limited to Sycamore Library items.
e Checkout limit: 5 items per card.

e Patrons can call, use the chat feature, or email us to place holds on items, or place holds
themselves through the catalog; requests left after hours will be processed on the next
business day.

e Patrons who don't know what they want can speak to a staff member for a reader’s
adyvisory session or can have staff select something for them.

e Requested items will be pulled by staff and taken downstairs to a designated staging area
in youth services.

o Astaff member will call the patron to assign them a pick up time window.

CURBSIDE PICK-UP
o PREP
» Order 15 numbered yard signs/holders to place in parking spaces.

» Order sign for driveway entrance that indicates parking lot is open for patrons who
are picking up or returning materials only.

» Determine which extension(s) will receive calls from drivers when they arrive
(Customer Relations with backup from Youth Services).

o PROCESS

= Patron pulls into or positions themselves in a numbered slot and calls extension on
sign to notify us of their arrival.

= Staff member asks patron for last name and space number and instructs them to
open their tfrunk or stand at the back of the parking spot.
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»  Staff member notifies “runner” and provides them with the patron last name and slot
number.

= Runner pulls materials and takes them outside to the patron. Plastic bags are used to
hold the materials.

NOTE: Masks and gloves must be worn by runners.

HOMEBOUND DELIVERIES/RETURNS

Resume with existing homebound patrons on a *no contact” basis one Friday per month.

Requests for new homebound deliveries forwarded to Kim who make a decision about
whom to add.

Staff member leaves bag of materials on porch or covered area and picks up bag that
patron left for returns.

NOTE: Mask and gloves must be worn by staff during pick up and drop off.

MATERIAL RETURNS

Materials will be accepted in both book returns on Wednesdays and Sundays and all return
procedures from Phase 1 will continue to be followed.

COMMUNICATION

Announce through all media channels that we will be doing curbside pick-up on the
specified days via the specified method. Outline return days/times and methods in same
communication.

Create bookmarks or flyers that can be placed in materials with the above information.
Create signage for front doors and book drops with specified information.

Requirements for Phase 2:

POLICY: Staff PPE
POLICY: Staff presenting/reporting COVID-19 symptoms
Catalog reactivated and functioning properly (PrairieCat)

Adequate supply of PPE with guaranteed supply stream (masks, gloves, antibacterial soap,
hand sanitizer, and cleaning products)

Adequate supply of plastic bags for items
Parking spoft signage
Time Window tracker
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