ATTACHMENT G

Finance Policy

| created a Finance Policy by combining several policies into one. Included in this new policy are the:
Contractor Liability Policy, Donations Policy, Payments for Goods and Services Policy, Purchasing Policy,
Fund Balance Policy, Sale/Disposition of Library Material Policy, and Contractor Liability Policy. Having
one inclusive policy more clearly defines processes.
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1. Fiscal Authority
This section defines authority for budgeting and disbursing money from Elmhurst Public Library
funds.

1.1 Board Authority
The Board shall approve the annual budget and levy along with all disbursements.

1.2 Director Authority
The Library Director is authorized to sign contracts on behalf of the Library and to disburse
budgeted-for library funds.

1.3 Staff Authority
Management and staff members are authorized to spend Library funds as authorized by the
Director.

2. Budgeting, Purchasing, and Disbursements
This section prescribes procedures for budgeting, purchasing, and disbursing money from Library
funds.

2.1 Budgeting
The Director shall annually prepare an operating budget for the fiscal year. The Director will
present the annual operating budget to the Board at regularly scheduled public meetings. The
Board shall adopt the final budget and send the approved budget to the City of EImhurst for
inclusion in the City’s annual levy.

2.2 Maintenance of Financial Records
The Director shall maintain accurate records of Library financial operations. The Director shall
present reports on Library operations to the Board at regularly scheduled monthly Board
meetings. The report shall include Library revenues and expenditures for the current month and
shall include the current position of expenditures by budgetary line item, budgeted amount, and
comparison of actual performance to budget.

2.3 Purchasing
Staff is authorized to purchase routine operating supplies, other goods and services, and enter
into repair and maintenance contracts as outlined in the Board approved budget.
Administrative staff is also authorized to approve routine Library purchases up to $3,500 as
permitted by the budget without Board approval.



2.3.1 Bidding of Purchases

Competitive bidding is required for the purchase of goods and services in amounts
exceeding $25,000 (or as otherwise required by Illinois law), and shall be awarded to the
lowest qualified bidder. Specifications and a contract must be prepared and a one-time
legal notice should be placed in a local newspaper of general circulation inviting bids.
Specifications and instructions to bidders should be distributed to those firms identified
as appropriate, and any firms which request specifications and instructions. A closing
time and date shall be specified for all bids which will be publicly opened and read at
that time. All instructions to bidders should note that the Board reserves the right to
reject any or all bids and may waive irregularities.

Staff will refer all bids to the Board with an analysis and a recommendation for
acceptance or rejection.

2.3.2 Price Quotations

Whenever practical, staff should obtain at least three estimates before purchasing
services, equipment, or materials for the Library with an aggregate cost exceeding
$3,500 but less than $25,000.

2.4 Contractor Liability

Contractors involved in remodeling, renovation, maintenance, or other services where there is a
risk of personal injury, are required to carry workmen’s compensation and liability insurance
with a $1,000,000 coverage and to furnish certificates to verify this coverage from their
insurance firm.

2.5 Review of Invoices

All invoices for goods and services shall be reviewed and approved by designated staff to verify
receipt and price. The associated vouchers for payment will be reviewed and approved by the
Director or Assistant Director.

2.6 Disbursement of Funds
In order for invoices to paid promptly and necessary purchases to be made in a timely manner,
procedures for payment will apply.

2.6.1 Primary Check Run

Whenever possible, invoices will be paid through the primary check run, which is closed
the week before the monthly Board meeting. The list of checks in the primary check run
is presented to the Board for approval prior to payment.

2.6.2 Secondary Check Run

Invoices that are due before the next regular primary check run may be included in a
secondary check run scheduled to coincide with City of EImhurst accounts payable
processing. The list of checks in the secondary run is presented to the Board for review
at their monthly meeting.



2.6.3 Interim Checks

Invoices or prepayments which are due immediately may be paid by interim check
authorized by the Director or Assistant Director and processed by the City of Elmhurst.
The list of checks in the interim check run is presented to the Board for review at their
monthly meeting. Interim checks will only be used when absolutely necessary.

2.6.4 Credit Cards

Designated staff members are authorized to make purchases with City of EImhurst
credit cards. Corporate credit cards are to be used only to purchase goods and services
for official Library business. Any use of Library credit cards for cash advances or personal
transactions is strictly prohibited and may result in disciplinary action up to and
including termination.

Documentation of all purchases will be provided to the City of EImhurst Finance
department and also retained in the Administrative Office. The credit card statement
will be presented to the Board at their monthly meeting.

2.6.5 Petty Cash

The Library will maintain a petty cash fund of $500 for small purchases. All payments
will be approved by the Director or Assistant Director prior to disbursement. Payments
are recorded and the fund is replenished each month.

3. Disposal of Property
At the discretion of Administrative staff, the Library will dispose of withdrawn Library materials and
Library property when the materials or items are no longer necessary. Administrative staff will make
every attempt to repurpose items deemed useful by offering them to other entities. When items and
materials are no longer relevant or are damaged, staff will make every attempt to recycle them.



4. Donations
The Library welcomes monetary donations from individuals and organizations. The Library reserves
the right to accept or reject any donation. Donations may also be made to the Friends of the
Elmhurst Public Library, an independent 501 (c) (3) non-profit corporation in accordance with its
policies and guidelines.

4.1 Types of Donations
The Library welcomes monetary donations in the form of restricted, unrestricted, or commemorative
donations.

e Restricted Donations

Restricted donations are those where the donor has defined specific terms, conditions, and
purposes. The Library may accept such donations, which support the Library’s mission. The Director
or their designee will coordinate restricted donations and will determine, in consultation with the
Library Board, the suitability of the restricted donation. Terms of acceptance must be compatible
with the Library’s policies, the donor’s intent, and applicable laws.

e Unrestricted Donations

Unrestricted donations are those where the donor has not specified conditions, terms or purposes.

¢ Commemorative Donations

The Library offers limited opportunities to name building elements such as rooms or landscape
features in return for a cash donation.

4.2 Donations of Materials for the Collection or Other Items

The Library does not accept donations of books or other materials for the collection.

Donations of goods or services that support the Library’s mission will be considered on a case-by-
case basis. The Director or their designee will coordinate such inquires and will determine, in
consultation with the Board, the suitability of the proposed donation. Terms of acceptance will be
in accordance with the Library’s policies, the donor’s intent, and applicable laws.

5. Fund Balances

Fund balances establish a minimum level at which, the projected year end fund balances should be
maintained, in order to provide long-term financial stability, cash flow for operations, and fund balances
adequate to ensure that the Library will be able to respond to emergencies from a strong fiscal position.

5.1 Types of Fund Balance
Generally accepted accounting principles provides for five types of fund balance. Following is a brief
definition of each type:



o Non-spendable Fund Balance: Resources that cannot be spent because they are not in
spendable form, such as inventory and prepaid items. Resources may also be non-spendable
because of legal or contractual requirements.

e Restricted Fund Balance: Resources that are subject to constraints by external parties or laws.

e Committed Fund Balance: Formal constraints or limitations placed on resources by the highest
level of decision-making authority at the government. In the Library’s case this is the Board of
Trustees.

e Assigned Fund Balance: The portion of the net position that is set aside (earmarked) for
particular purposes. This differs from Committed Fund Balance in that it may have been
established in a less formal method, and the authority to assign the resources may have been
delegated to another individual, such as the Director of the Library.

e Unassigned Fund Balance: net resources that do not fall into one or more preceding four fund
balance types. There are no formal or informal restrictions, commitments, or assignments to
this portion of the fund balance.

Some funds are funded by a variety of resources, including both restricted and unrestricted
(committed, assigned, and unassigned). The Library’s order of spending fund balance is as follows:
restricted, committed, assigned, unassigned.

5.2 Fund Balance Benchmarks
e General Fund
Purpose — The General Fund is the Library’s operating fund.

The goal for the Library is to maintain the unassigned fund balance at fiscal year’s end within the
range of 45-50% of the General Fund less one-time capital expenditures.

e Capital Replacement Fund

Purpose — The Capital Replacement Fund is committed to capital projects and building system
repairs or replacement. The Library Board must approve any expenditure of funds out of the
Capital Replacement Fund through the budget and appropriation process.

The goal for the Library is to maintain the Capital Replacement Fund at a level appropriate for
anticipated capital requirements as projected in the Capital Replacement Study.
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CONTRACTOR LIABILITY

The Elmhurst Public Library requires contractors involved in remodeling, renovation,
maintenance or other services where there is a risk of personal injury, to carry
workmen's compensation and liability insurance with $1,000,000 coverage, and to
furnish certificates to verify this coverage from their insurance firm.

5/18/82; rev. 1/25/94; reviewed 10/19/10; reviewed 11/19/13; Reviewed 3/21/17;
7/21/20; Reviewed 8/15/23
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DONATIONS POLICY

The Elmhurst Public Library welcomes donations from individuals and organizations. The
purpose of this policy is to provide guidance to those who may be interested in donating. The
Library reserves the right to accept or reject any donation. Donations may also be made to the
Friends of the EImhurst Public Library, an independent 501 (c) (3) non-profit corporation in
accordance with its policies and guidelines.

Types of Donations
Monetary Donations

The Library welcomes monetary donations. There are three types of monetary donations:
restricted, unrestricted, and commemorative.

Restricted donations are those where the donor has defined specific terms, conditions, and purposes.
The Library may accept such donations, which support the Library’s mission. The Director or their
designee will coordinate restricted donations and will determine, in consultation with the Library Board
of Trustees, the suitability of the restricted donation. Terms of acceptance must be compatible with the
Library’s policies, the donor’s intent, and applicable laws.

Unrestricted donations are those where the donor has not specified conditions, terms, or purposes.
Whenever possible, the Library will use these donations to purchase items that enhance the Library
building or Library services.

Commemorative Donations

The Library offers limited opportunities to name building elements such as rooms or landscape features
in return for a cash donation.

Donations of Materials for the Collection
The Library does not accept donations of books or other materials for the collection.
Donations of Other Items

The Library will consider on a case-by-case basis donations of goods and services that support the
Library’s mission. The Director or their designee will coordinate such inquiries and will determine, in
consultation with the Board, the suitability of the proposed donation. Terms of acceptance will be in
accordance with Library policies, the donor’s intent, and applicable laws.

Acknowledgement of Donations

The Library will provide a letter to the donor acknowledging the donation. In the case of memorial or
tribute donations, a letter will also be provided to a representative of the honored individual. Donations
to the Library may be tax deductible. The Library will not provide a valuation for any donated items or
goods.

(Formerly Donations and Partnerships Policy) Revised 7/21/2020; Reviewed 8/15/23
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PAYMENT FOR GOODS AND SERVICES

All invoices for goods and services received by the Library must be reviewed and
approved by designated staff to verify receipt and price. The associated vouchers for
payment will be reviewed and approved by the Director or Assistant Director. In order
for invoices to be paid promptly and necessary purchases to be made in a timely
manner, the following procedures will apply:

Primary Check Run

Whenever possible, invoices will be paid through the primary check run, which is closed
out the week before the monthly Board meeting. The list of checks in the primary
check run is presented to the Board for approval prior to payment.

Secondary Check Run

Invoices that are due before the next regular primary check run may be included in a
secondary check run scheduled to coincide with City of EImhurst accounts payable
processing. The list of checks in the secondary check run is presented to the Board for
review at their monthly meeting.

Interim Checks

Invoices or prepayments which are due immediately may be paid by interim check
authorized by the Director or Assistant Director and processed by the City of EImhurst.
The list of checks in the interim check run is presented to the Board for review at their
monthly meeting. Due to the extra work required of City of ElImhurst staff, interim
checks will be used only when absolutely necessary.

Credit Card

Designated staff members are authorized to make purchases for the Library with City of
Elmhurst credit cards in cases where a vendor will not accept a purchase order or
payment cannot be made by check in a timely manner. Documentation of all such
purchases will be provided to the City of ElImhurst Finance Department and also
retained in the Administrative Office. The credit card statement will be presented to the
Library Board at their monthly meeting.

Petty Cash
The Library will maintain a petty cash fund of $500 for small purchases. All payments

will be approved by the Director or Assistant Director prior to disbursement. All
payments are recorded and the fund is replenished each month.

Rev. 1/17/89; 9/15/09; 3/19/13; revised 9/20/16; revised 1/21/2020; Revised
1/17/2023
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PURCHASING

Staff is authorized to purchase books and other materials for the public,
standard supplies and replacements of custom fixtures as outlined in the
annual budget.

Administrative staff is authorized to enter into routine repair and
maintenance contracts as permitted by the budget without prior Board
approval.

Administrative staff also is authorized to approve routine Library
purchases up to $3,500 as permitted by the budget without prior Board
approval. However, the amount over budget may never exceed $500
without Board approval.

Purchases under $25,000

Whenever practical, Library staff should obtain at least three estimates
before purchasing services, equipment or materials for the Library. A
purchase contract should be awarded to the lowest qualified bidder with
the approval of the Board of Trustees as necessary.

Purchases over $25,000

Specifications and a contract must be prepared for expenditures
estimated to exceed $25,000. A one-time legal notice should be placed
in a local newspaper of general circulation inviting bids. Specifications
and instructions to bidders should be distributed to those firms identified
as appropriate, and any firms which request specifications and
instructions. A closing time and date shall be specified for all bids which
will be publicly opened and read at that time. All instructions to bidders
should note that the Board reserves the right to reject any or all bids, and
may waive irregularities.

Staff should refer all bids to the Board with an analysis and a
recommendation for acceptance or rejection.

Insurance
All companies bidding on insurance coverage for the Library shall have an
A.M. Best Co. rating of at least A- or the equivalent.

2/18/86; rev. 3/19/91; rev. 10/17/95; rev. 11/19/96; rev. 6/15/99; rev. 9/20/05;
rev. 9/19/06; 3/17/09; 9/15/09; 3/19/13; Reviewed 08/16/16; Revised
1/21/2020; reviewed 2/22/23
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Fund Balance Policy

The Fund Balance Policy establishes a minimum level at which, the projected year end fund
balances should be maintained, in order to provide long-term financial stability, cash flow for
operations, and fund balances adequate to ensure that the Library will be able to respond to

emergencies from a strong fiscal position.

Types of Fund Balance

Generally accepted accounting principles provides for five types of fund balance. Following is a
brief definition of each type:

Non-spendable Fund Balance: Resources that cannot be spent because they are not in
spendable form, such as inventory and prepaid items. Resources may also be non-
spendable because of legal or contractual requirements.

Restricted Fund Balance: Resources that are subject to constraints by external parties or
laws.

Committed Fund Balance: Formal constraints or limitations placed on resources by the
highest level of decision-making authority at the government. In the Library’s case this
is the Board of Trustees.

Assigned Fund Balance: The portion of the net position that is set aside (earmarked) for
particular purposes. This differs from Committed Fund Balance in that it may have been
established in a less formal method, and the authority to assign the resources may have
been delegated to another individual, such as the Director of the Library.

Unassigned Fund Balance: net resources that do not fall into one of more preceding four
fund balance types. There are no formal or informal restrictions, commitments, or
assignments to this portion of the fund balance.

Some funds are funded by a variety of resources, including both restricted and unrestricted
(committed, assigned and unassigned). The Library’s order of spending fund balance is as
follows: restricted, committed, assigned, unassigned.

Adopted 5/18/21; Reviewed 4/16/24
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Fund Balance Benchmarks

General Fund
e Purpose — The General Fund is the Library’s operating fund.

The goal for the Library is to maintain the unassigned fund balance at fiscal year’s end within
the range of 45-50% of the General Fund less one-time capital expenditures.

Capital Replacement Fund

e Purpose — The Capital Replacement Fund is committed to capital projects and building
system repairs or replacement. The Library Board must approve any expenditure of
funds out of the Capital Replacement Fund through the budget and appropriation
process.

The goal for the Library is to maintain the Capital Replacement Fund at a level appropriate for
anticipated capital requirements as projected in the Capital Replacement Study.

Adopted 5/18/21; Reviewed 4/16/24
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SALE/DISPOSITION OF LIBRARY MATERIAL

At the discretion of Administrative staff, the Library will dispose of withdrawn Library materials
and Library property when the materials or items are no longer necessary. Administrative staff
will make every attempt to repurpose items deemed useful by offering them to other entities.
When items and materials are no longer relevant or are damaged, staff will make every attempt
to recycle them.

Appropriate materials will be placed on the Book Sale shelves for the public. All materials on
the Book Sale Shelves will be available on a first come/first served basis. The Library will not
hold materials for specific individuals. Items on the Books Sale Shelves are offered to patrons
on a donation only basis. Administrative staff is authorized to suggest a donation per item and
patrons may choose to donate when taking an item.

Adopted 10/20/92; Rev. 9/19/06; 7/21/09; 05/21/13; Revised 1/20/15; Revised 6/19/18;
Reviewed 1/18/22
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SOCIAL MEDIA

Elmhurst Public Library- f—furthers its Mission and Vision by utilizing social media to inform the
public about Library resources and services and to foster community engagement. The Library’s
online presence must always align with its core v¥alues and contribute to a positive public image.

“Social media account” refers to any official ElImhurst Public Library accounts on platforms that allow for
interaction with Library patrons, including but not limited to: Facebook, X, YouTube and similar platforms.

Only employees designated to manage the Library’s social media accounts are authorized to
delete, edit, or otherwise modify content. These employees- will collect content from staff,- edit
it as needed, and post it on behalf of the Library.

Postings on these forums are restricted to information or discussion at about Library programs,
services, and relevant community events. The public is encouraged to participate in these
forums, using the Library’s Terms of Use:

e Graphic, obscene, sexual or explicit content or hate speech that promotes, fosters
or perpetuates discrimination based on- race, creed, color, age, religion, gender,
marital status, status with regard to public assistance, national origin, physical or
mental disability, gender identity or sexual orientation

e Abusive, threatening, slanderous, libelous, and defamatory comments

e Content that infringes upon intellectual property rights

e Disclosure of personal information without consent

e Comments or links unrelated to Library events or services

e Commercial promotions or solicitations

e Political campaigning or advocacy

e Encouragement or facilitation of illegal activity

Although content is not reviewed prior to -posting, the Library reserves the right to remove posts
or comments on any of its social media accounts that violate the above restrictions.

All social media posts and public comments are subject to the Freedom of Information Act and
applicable records retention laws. Negative posts from the public on social media sites should
only be removed if they violate the Library’s Terms of Use Any removed content must be
documented by saving a screenshot and filing a memo explaining the reason for removal. This
documentation should be retained in accordance with the Illinois Records Retention Act.

Library staff who participates in non-Elmhurst Public Library social media forums must not
present their views as representing official Library policy. Staff may only speak on behalf of the
Elmhurst Public Library on Library social media platforms if explicitly authorized to do so.
Employees who maintain personal blogs, social media accounts, or other public online content

6/21/11; Revised 1/16/18; revised 7/20/21
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related to library issues should include a disclaimer stating that the views expressed by the
author are the author’s own and do not represent the views or official position of the EImhurst
Public Library.

The ElImhurst Public Library assumes no liability regarding any event or interaction involving any
participant in any Library-sponsored social networking service. In addition, the Library reserves
the right to reproduce comments, posts and messages shared on its platform in other public
venues. ldentifying information, other than first name, will be removed unless prior approval is
granted by the user.

6/21/11; Revised 1/16/18; revised 7/20/21



