
AGENDA 
DEKALB PARK DISTRICT BOARD OF COMMISSIONERS  

 
Ellwood Visitors Center 
509 N 1st Street 
Thursday, February 7, 2019 
 
6:00 pm Public Meeting 

I. Meeting Called To Order, Roll Call, Pledge of Allegiance  
 

II. Action on the Agenda  
 

III. Public Comments  
 

IV. Old Business 
 

V. New Business 
a. Discussion of Administrative Policy 200.17: Investment Policy (pgs. 1-17) 
b. Discussion of Nature Trail Expansion & Shodeen Response to Request for 

Easement (pgs. 18-41) 
c. Discussion of Overlook Park Playground Replacement (pgs. 42-55) 
d. Discussion of Finance Division Job Descriptions and Superintendent of Marketing 

& Golf Operations Job Descriptions (pgs. 56-78) 
e. Discussion of Merit Pool (pgs. 79-83) 
f. Discussion of Board Meeting Schedule for FY 2020 (pg. 84) 
g. Discussion of Contract with Sundog for IT Services (pg. 85) 
h. Joint Review Board Report 

 
VI. Adjourn Public Meeting 

 
Date of Notice: February 5, 2019 

Date of Next Regular Board Meeting: February 21, 2019 
Assistive services will be provided upon request 



SUBJECT:  Discussion of Administrative Policy 200.17: Investment Policy. 

SUBMITTING DEPARTMENT: Finance and Administration 

BACKGROUND INFORMATION: 
During our prior year audit, Sikich recommended that the District look at and update the investment 
policy.  Sikich provided two examples that closely reflect the recommendation of the Government 
Finance Officers Association (GFOA), the organization that promotes excellence and provides guidance 
in state and local government financial management.  The Superintendent of Finance also attended a 
GFOA Investment class a couple of months ago. 

The policy updates and addresses: 

• Scope and investment objectives
• Roles, responsibilities, and standards of care
• Suitable and authorized investments
• Investment diversification
• Safekeeping, custody, and internal controls
• Authorized financial institutions, depositories, and brokers/dealers
• Risk and performance standards
• Reporting and disclosure standards

Summary of the policy: 

• The responsibility of the investment policy resides with the Board of Commissioners.
Management and administrative responsibility for the investment program is delegated to the
Superintendent of Finance.

• The Executive Director and Superintendent of Finance will set up procedures and internal
controls to safeguard the money.

• Investments will be made in suitable and approved investments only.  See point 7 of the
proposed policy.  Investments are in line with GFOA suggestions.

• Investments will have maturities lasting less than three years unless specifically approved by the
board.

• The Superintendent of Finance will report investments at least quarterly to the board.

Board of Commissioners Meeting 

Agenda Item V.a. 
February 7, 2019 
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Proposed changes to the current policy include: 

• The proposed policy be moved from the Board Policy Manual and to the Administrative Policy
Manual.  Per discussion with Ancel Glink, the policy residing in the Administrative Policy Manual
makes sense since the staff carry out the policy.  Regardless of where the policy is located, the
policy was established by a vote of the board and can only be amended by a vote of the board.

• Policy and Scope are expanded to include all financial assets of the District, not just the
investment of short term operating funds.

• General Objectives are expanded to include priority to safety, liquidity, and yield.  Proposed
policy includes discussion of credit risk and interest rate risk. Proposed policy highlights that
return on investment/yield is secondary to the safety and liquidity objectives.

• Delegation of Authority section is expanded to indicate that the board is responsible for the
investment policy.

• Internal Controls has been expanded to state that the internal controls system will be
documented in the investment procedures.  Wording has been added that dual authorization is
needed for wire transfers.

• Suitable and Authorized Investments has been updated to reflect GFOA and industry
recommendations.

• Collateral requirements have been added to indicate that funds in excess of FDIC insured limits
will be properly collateralized.

• Maximum Maturities indicates that the District will not directly invest in securities maturing
more than three years from the date of purchase.  Previously, the limit was five years.

• A glossary, several GFOA recommended best practices, and a sample collateral agreement have
also been added.

Updates since the last board review: 

• Policy has been reviewed by the District’s attorney and audit partner.
• Removed any mention of using derivatives as investments; they are considered to be too risky.
• Adjusted some of the diversification constraints as the District may not have the ability to

calculate or monitor them.
• Removed the GFOA attachments; those will be included in the procedures instead.

Currently, the District does not have any funds invested. 
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CURRENT POLICY 

BOARD POLICY MANUAL 
Section 12.17:  Investment Policy 

Scope 

This policy applies to the investment of short-term operating funds.  Except for cash in certain restricted 
and special funds, the DeKalb Park District will consolidate cash balances from all funds to maximize 
investment earnings. Investment income will be allocated to the various funds based on their respective 
participation and in accordance with generally accepted accounting principles. 

General Objectives 

Safety:  Safety of principal is the primary objective of this investment program. Investing operating funds 
primarily in short-term securities, money market mutual funds, or similar investment pools shall minimize 
risk. 

Liquidity:  The investment portfolio shall remain sufficiently liquid to meet all operating requirements that 
may be reasonably anticipated. Securities shall mature concurrent with cash needs to meet anticipated 
demands.  A portion of the portfolio also may be placed in money market mutual funds or local 
government investment pools, which offer same-day liquidity for short-term funds. 

Yield:  The investment portfolio shall be designed with the objective of attaining a market rate of return 
throughout budgetary and economic cycles, taking into account the investment risk constraints and 
liquidity needs.  

Standards of Care 

Prudence:  The standard of prudence to be used by investment officials shall be the "prudent person" 
standard and shall be applied in the context of managing an overall portfolio. Investment officers acting 
in accordance with written procedures and this investment policy and exercising due diligence shall be 
relieved of personal responsibility for an individual security's credit risk or market price changes, provided 
deviations from expectations are reported in a timely fashion and the liquidity and the sale of securities 
are carried out in accordance with the terms of this policy. 

Ethics and Conflicts of Interest:  Officers and employees involved in the investment process shall refrain 
from personal business activity that could conflict with the proper execution and management of the 
investment program, or that could impair their ability to make impartial decisions. Employees and 
investment officials shall disclose any material interests in financial institutions with which they conduct 
business. They shall further disclose any personal financial/investment positions that could be related to 
the performance of the investment portfolio. Employees and officers shall refrain from undertaking 
personal investment transactions with the same individual with which business is conducted on behalf of 
their entity. 

Authority:  Authority to manage the investment program is granted to the Superintendent of Finance of 
the DeKalb Park District, who shall act in accordance with established written procedures and internal 
controls for the operation of the investment program consistent with this investment policy.  
Safekeeping and Custody 
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CURRENT POLICY 

Authorized Financial Dealers and Institutions:  A list will be maintained of financial institutions authorized 
to provide investment services. In addition, a list also will be maintained of approved security 
broker/dealers selected by creditworthiness (e.g., a minimum capital requirement of $10,000,000 and at 
least five years of operation). These may include "primary" dealers or regional dealers that qualify under 
Securities and Exchange Commission (SEC) Rule 15C3-1 (uniform net capital rule). 

All financial institutions and broker/dealers who desire to become qualified bidders for investment 
transactions must supply the following as appropriate: 

• Audited financial statements;
• Proof of National Association of Securities Dealers (NASD) certification;
• Proof of state registration;
• Completed broker/dealer questionnaire;
• Certification of having read and understood and agreeing to comply with the entity’s

investment policy.

An annual review of the financial condition and registration of qualified bidders will be conducted by the 
investment officer. (See the GFOA Recommended Practice on "Governmental Relationships with 
Securities Dealers” in Appendix 2.) 

From time to time, the investment officer may choose to invest in instruments offered by minority and 
community financial institutions. In such situations, a waiver to the criteria under Paragraph 1 may be 
granted. All terms and relationships will be fully disclosed prior to purchase and will be reported to the 
appropriate entity on a consistent basis and should be consistent with state or local law. The appropriate 
legislative or governing body should approve these types of investment purchases in advance. 

Internal Controls:  The investment officer is responsible for establishing and maintaining an internal 
control structure designed to ensure that the assets of the entity are protected from loss, theft or misuse. 
The internal control structure shall be designed to provide reasonable assurance that these objectives are 
met. The concept of reasonable assurance recognizes that (1) the cost of a control should not exceed the 
benefits likely to be derived and (2) the valuation of costs and benefits requires estimates and judgments 
by management. 

Accordingly, the investment officer shall establish a process for an annual independent review by an 
external auditor to assure compliance with policies and procedures. The internal controls shall address 
the following points: 

• Control of collusion;
• Separation of transaction authority from accounting and record keeping;
• Custodial safekeeping;
• Avoidance of physical-delivery securities;
• Clear delegation of authority to subordinate staff members;
• Written confirmation of telephone transactions for investments and wire transfers;
• Development of a wire transfer agreement with the lead bank or third party custodian.
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CURRENT POLICY 

Delivery vs. Payment:  All trades where applicable will be executed by delivery vs. payment (DVP) to 
ensure that securities are deposited in an eligible financial institution prior to the release of funds. 
Securities will be held by a third party custodian as evidenced by safekeeping receipts. 

Suitable and Authorized Investments 

Investment Types:  Consistent with the GFOA Policy Statement on State Statutes Concerning Investment 
Practices, the following investments will be permitted by this policy and are those defined by state law 
where applicable: 

• U.S. government obligations, U.S. government agency obligations, and U.S. government 
instrumentality obligations, which have a liquid market with a readily determinable
market value;

• Canadian government obligations (payable in local currency);
• Certificates of deposit and other evidences of deposit at financial institutions, bankers'

acceptances, and commercial paper, rated in the highest tier (e.g., A-1, P-1,D-1, or F- 1
or higher) by a nationally recognized rating agency;

• Investment-grade obligations of state, provincial and local governments and public
authorities;

• Repurchase agreements whose underlying purchased securities consist of the
foregoing;

• Money market mutual funds regulated by the Securities and Exchange Commission and
whose portfolios consist only of dollar-denominated securities; and

• Local government investment pools.

Investment in derivatives of the above instruments shall require authorization by the appropriate 
governing authority. (See the GFOA Recommended Practice on "Use of Derivatives by State and Local 
Governments” in Appendix 2.) 

Collateralization:  Where allowed by state law and in accordance with the GFOA Recommended Practice 
on the Collateralization of Public Deposits, full collateralization will be required on non-negotiable 
certificates of deposit. (See GFOA Recommended Practices on “Collateralization of Public Deposits” in 
Appendix 2.) 

Repurchase Agreements:  Repurchase agreements shall be consistent with GFOA Recommended Practices 
on Repurchase Agreements. (See GFOA Recommended Practices on “Repurchase Agreements, Reverse 
Repurchase Agreements, Leveraging, and Prudent Investment Practices for Cash Management”, in 
Appendix 2.) 

Investment Parameters 

 Diversification:  limiting investments to avoid over-concentration in securities from a
specific issuer or business sector (excluding U.S. Treasury securities);

 limiting investment in securities that have higher credit risks;
 investing in securities with varying maturities; and
 continuously investing a portion of the portfolio in readily available funds such as local

government investment pools (LGIPs), money market funds or overnight repurchase
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CURRENT POLICY 

agreements to ensure that appropriate liquidity is maintained in order to meet ongoing 
obligations. (See the GFOA Recommended Practice on "Diversification of Investments in 
a Portfolio" in Appendix 2.) 

Maximum Maturities:  To the extent possible, the entity shall attempt to match its investments with 
anticipated cash flow requirements. Unless matched to a specific cash flow, the entity will not directly 
invest in securities maturing more than five (5) years from the date of purchase or in accordance with 
state and local statutes and ordinances. The entity shall adopt weighted average maturity limitations, 
consistent with the investment objectives. 

Reserve funds and other funds with longer-term investment horizons may be invested in securities 
exceeding five (5) years if the maturity of such investments are made to coincide as nearly as practicable 
with the expected use of funds. The intent to invest in these types of securities shall be disclosed in writing 
to the legislative body. 

Reporting 

Methods:  The investment officer shall prepare an investment report at least quarterly, including a 
management summary that provides an analysis of the status of the current investment portfolio and 
transactions made over the last quarter. This management summary will be prepared in a manner, which 
will allow the entity to ascertain whether investment activities during the reporting period have 
conformed to the investment policy. The report should be provided to the investment officer, the 
legislative body, and any pool participants. The report will include the following: 

• Listing of individual securities held at the end of the reporting period;
• Realized and unrealized gains or losses resulting from appreciation or depreciation by

listing the cost and market value of securities over one-year duration that are not
intended to be held until maturity (in accordance with GASB requirements);

• Average weighted yield to maturity of portfolio on investments as compared to
applicable benchmarks;

• Listing of investment by maturity date; and
• Percentage of the total portfolio that each type of investment represents.

Performance Standards:  The investment portfolio will be managed in accordance with the parameters 
specified within this policy. The portfolio should obtain a market average rate of return during a 
market/economic environment of stable interest rates. A series of appropriate benchmarks shall be 
established against which portfolio performance shall be compared on a regular basis. 

Marking to Market:  The market value of the portfolio shall be calculated and a statement issued at least 
quarterly. This will ensure that review of the investment portfolio, in terms of value and price volatility, 
has been performed consistent with the GFOA Recommended Practice on Mark-to-Market Practices for 
State and Local Government Investment Portfolios and Investment Pools. (See GFOA Recommended 
Practices on “Mark-to-Market Practices for State and Local Government Investment Portfolios and 
Investment Pools” in Appendix 2.) 

Policy Considerations 
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CURRENT POLICY 

Exemption:  Any investment currently held that does not meet the guidelines of this policy shall be 
exempted from the requirements of this policy. At maturity or liquidation, such monies shall be reinvested 
only as provided by this policy. 

Amendment:  This policy shall be reviewed on an annual basis. Any changes must be approved by the 
investment officer and any other appropriate authority, as well as the individual(s) charged with 
maintaining internal controls. 
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PROPOSED 
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ADMINISTRATIVE POLICY MANUAL 
200.17: INVESTMENT POLICY 

1. Policy: It is the policy of the DeKalb Park District to invest public funds in a manner which will
provide a competitive investment return with the maximum security while meeting the daily cash
flow demands of the District and conforming to all state statutes and other legal requirements
governing the investment of public funds.

2. Scope: This investment policy applies to all financial assets of the DeKalb Park District.  These funds
are accounted for in the DeKalb Park District’s Comprehensive Annual Financial Report and include:
a. Pooling of Funds: Except for cash in certain restricted and special funds, the District will

consolidate cash and reserve balances from all funds to maximize investment earnings and to
increase efficiencies with regard to investment pricing, safekeeping and administration.
Investment income will be allocated to the proper funds based on their respective participation
and in accordance with generally accepted accounting principles.

3. General Objectives: The primary objectives, in priority order of the investment activities shall be
safety, liquidity, and yield:
a. Safety: Safety of principal is the foremost objective of this investment program.  Investments of

the District shall be undertaken in a manner that seeks the preservation of capital in the overall
portfolio.  The objective will be to mitigate credit risk and interest rate risk.
i. Credit Risk: Credit Risk is the risk of loss due to the failure of the security issuer or backer.

Credit risk may be mitigated by:
 Limiting investments to the safest types of securities listed in Section 7 of this Investment

Policy.
 Pre-qualifying the financial institutions, broker/dealers, intermediaries, and advisers with

which the District will do business in accordance with Section 5 and,
 Diversifying the investment portfolio so that the impact of potential losses from any one

type of security or from any one individual issuer will be minimized.
ii. Interest Rate Risk: Interest rate risk is the risk that the market value of securities in the

portfolio will fall due to changes in general interest rates.  Interest rate risk may be mitigated
by:
 Structuring the investment portfolio so that securities mature to meet cash requirements

for ongoing operations, thereby avoiding the need to sell securities on the open market
prior to maturity, and

 By investing operating funds primarily in shorter-term securities, money market mutual
funds, or similar investment pools and limiting the average maturity of the portfolio in
accordance with this policy (see Section 8b).

b. Liquidity: The investment portfolio shall remain sufficiently liquid to meet all operating
requirements that may be reasonably anticipated. This is accomplished by structuring the
portfolio so that securities shall mature concurrent with cash needs to meet anticipated
demands (static liquidity).  Furthermore, since all possible cash demands cannot be anticipated,
the portfolio should consist largely of securities with active secondary or resale markets
(dynamic liquidity).  Alternatively, a portion of the portfolio also may be placed in money market
mutual funds or local government investment pools, which offer same-day liquidity for short-
term funds.

c. Return on Investments/Yield: The investment portfolio shall be designed with the objective of
attaining a market rate of return throughout budgetary and economic cycles, taking into
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account the investment risk constraints and liquidity needs.  Return on investment is of 
secondary importance compared to the safety and liquidity objectives described above.  The 
core of investments is limited to relatively low risk securities in anticipation of earning a fair 
return relative to the risk being assumed.  Securities shall not be sold prior to maturity with the 
following exceptions: 
 a declining credit security could be sold early to minimize loss of principal;
 a security swap would improve the quality, yield, or target duration in the portfolio; or
 liquidity needs of the portfolio require that the security be sold.

4. Standards of Care: Investments shall be made with judgment and care - under circumstances then
prevailing - which persons of prudence, discretion and intelligence exercise in the management of
their own affairs, not for speculation, but for investment, considering the probable safety of their
capital, as well as the probable income to be derived.
a. Prudence: The standard of prudence to be used by investment officials shall be the "prudent

person" standard and shall be applied in the context of managing an overall portfolio.
Investment officers acting in accordance with written procedures and the investment policy and
exercising due diligence shall be relieved of personal responsibility for an individual security's
credit risk or market price changes, provided deviations from expectations are reported in a
timely fashion and appropriate action is taken to control adverse developments.

b. Ethics and Conflicts of Interest: Officers and employees involved in the investment process shall
refrain from personal business activity that could conflict with the proper execution and
management of the investment program, or that could impair their ability to make impartial
decisions. Employees and investment officials shall disclose any material interests in financial
institutions with which they conduct business. They shall further disclose any personal
financial/investment positions that could be related to the performance of the investment
portfolio. Employees and officers shall refrain from undertaking personal investment
transactions with the same individual with whom business is conducted on behalf of their entity.

c. Delegation of Authority: Authority to manage the District’s investment program is derived from
the following: the establishment of investment policies is the responsibility of the District Board.
Management and administrative responsibility for the investment program is hereby delegated
to the Superintendent of Finance who, under the direction of the Executive Director, shall
establish written procedures for the operation of the investment program consistent with this
investment policy.  Procedures should include references to:  safekeeping, delivery vs. payment,
investment accounting, repurchase agreements, wire transfer agreements, collateral/depository
agreements and banking service contracts.  Such procedures shall include explicit delegation of
authority to persons responsible for investment transactions.  No person may engage in an
investment transaction except as provided under the terms of this policy and the procedures
established by the Superintendent of Finance.  The Superintendent of Finance shall be
responsible for all transactions undertaken and shall establish a system of controls to regulate
the activities of subordinate officials.  The Superintendent of Finance may from time to time
amend the written procedures in a manner not inconsistent with this policy or with state
statutes.

5. Authorized Financial Institutions, Depositories and Broker/Dealers: The Superintendent of Finance
will maintain a list of financial institutions authorized to provide investment services.  In addition, a
list will also be maintained of approved security broker/dealers selected by credit worthiness.  These
may include “primary” dealers or regional dealers that qualify under Securities and Exchange
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Commission Rule 15C3-1 (uniform net capital rule).  No public deposit shall be made except on 
qualified public depository as established by state statutes. 

All financial institutions and broker/dealers who desire to become qualified bidders for investment 
transactions must supply the Superintendent of Finance with the following: 
• Audited financial statements demonstrating compliance with state and federal capacity

adequacy guidelines
• Proof of National Association of Securities Dealers (NASD) certification (not applicable to

Certificates of Deposit counterparties)
• Proof of state registration
• Completed broker/dealer questionnaire
• Certification of having read the District’s investment policy
• Depository contracts

6. Safekeeping and Custody:
a. Delivery vs. Payment: All trades of marketable securities will be executed by delivery vs.

payment (DVP) to ensure that securities are deposited in an eligible financial institution prior to
the release of funds.

b. Safekeeping: Securities will be held by an independent third-party custodian selected by the
District as evidenced by safekeeping receipts in the District’s name.  The safekeeping institution
shall annually provide a copy of their most recent report on internal controls.

c. Internal Controls:  The Superintendent of Finance is responsible for establishing and maintaining
an internal control structure designed to ensure that the assets of the District are protected
from loss, theft, or misuse. Details of the internal controls system shall be documented in an
investment procedures manual and shall be reviewed and updated annually.  The internal
control structure shall be designed to provide reasonable assurance that these objectives are
met. The concept of reasonable assurance recognizes that (1) the cost of the control should not
exceed the benefits likely to be derived; and (2) the valuation of costs and benefits requires
estimates and judgments by management.

The internal controls structure shall address the following points:
 Control of collusion
 Separation of transaction authority from accounting and record keeping
 Custodial safekeeping
 Avoidance of physical-delivery securities
 Clear delegation of authority to subordinate staff members
 Written confirmation of telephone transactions for investments and wire transfers
 Dual authorization of wire transfers
 Development of a wire transfer agreement with the lead bank and third-party custodian.

Accordingly, the Superintendent of Finance shall establish a process for annual independent 
review by an external auditor to assure compliance with policies and procedures. 

7. Suitable and Authorized Investments: The District may invest in any type of security allowed for in
Illinois statutes (30 ILCS 235/2) regarding the investment of public funds.
a. Investment Types:
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 Bonds, notes, certificates of indebtedness, treasury bills, or other securities now or
hereafter issued, which are guaranteed by the full faith and credit of the United States of
America as to principal and interest;

 Bonds, notes, debentures or other similar obligations of the United States of America or its
agencies;

 Interest–bearing savings accounts, interest-bearing certificates of deposit or interest-
bearing time deposits or any other investments constituting direct obligations of any bank
as defined by the Illinois Banking Act; and is insured by the Federal Deposit Insurance
Corporation;

 Short-term obligations of corporations organized in the United States with assets exceeding
$500,000,000 if (i) such obligations are rated at the time of purchase at one of the three
highest classifications established by at least two standard rating services and which
mature not later than 180 days from the date of purchase, (ii) such purchases do not
exceed 10% of the corporation’s outstanding obligations and (iii) no more than 25% of the
District’s funds may be invested in short-term obligations of corporations;

 Illinois Public Treasurer’s Investment Pool (Illinois Funds) and the Illinois Metropolitan
Investment Fund (IMET);

b. Collateralization:  It is the policy of the DeKalb Park District and in accordance with the GFOA
Recommended Practice on the Collateralization of Public Deposits, the District requires that
funds on deposit in excess of FDIC limits be secured by some form of collateral.  The District will
accept any of the following assets as collateral:

 Government Securities
 Obligations of Federal Agencies
 Obligations of Federal Instrumentalities
 Obligations of the State of Illinois
 Public Unit Deposit Letter of Credit from the Federal Home Loan Bank of Chicago
 Collateral pledged by a singles institution collateral pool is monitored by a third party

(The District reserves the right to accept/reject any form of the above-named securities.)

The District also requires that all depositories that hold District deposits in excess of the FDIC 
limit must agree to utilize the District’s Collateralization Agreement. 

The amount of collateral provided will not be less than 105% of the fair market value of the net 
amount of public funds secured.  The ratio of fair market value of collateral to the amount of 
funds secured will be reviewed monthly, and additional collateral will be required when the 
ratio declines below the level required and collateral will be released if the fair market value 
exceeds the required level.   

Pledged collateral will be held in safekeeping, by an independent third-party depository, or a 
Federal Reserve Bank or its branch office, designated by the DeKalb Park District and evidenced 
by a safekeeping agreement that complies with FDIC regulations and the Financial Institution 
Resource Recovery Enforcement Act (FIRREA).  This documentation will be on file in the 
District’s Administration Office.  Collateral agreements will preclude the release of the pledged 
assets without an authorized signature from the DeKalb Park District.  The District realizes that 
there is a cost factor involved with collateralization and the District will pay any reasonable and 
customary fees related to collateralization. 
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c. Repurchase agreements: Repurchase agreements shall be consistent with GFOA Recommended
Practices on Repurchase Agreements.

8. Investment Diversification & Constraints:
a. Diversification:  In order to reduce the risk of default, it is the policy of the Dekalb Park District in

accordance with the GFOA’s Recommended Practices on the Diversification of Investments in a
Portfolio, that the investment portfolio of the DeKalb Park District shall be diversified by:
 limiting investments to avoid over-concentration in securities from a specific issuer or

business sector (excluding U.S. Treasury and Agency securities)
 investing in securities with varying maturities; and
 continuously investing a portion of the portfolio in readily available funds such as local

government investment pools (LGIPs), money market funds or overnight repurchase
agreements to ensure that appropriate liquidity is maintained in order to meet ongoing
obligations.

b. Maximum Maturities:  To the extent possible, the District will attempt to match its investments
with anticipated cash flow requirements. Unless matched to a specific cash flow, the District will
not directly invest in securities maturing more than three years from the date of purchase.

Reserve funds may be invested in securities exceeding three years if the maturity of such
investments is made to coincide as nearly as practicable with the expected use of funds. Any
investment purchased with a maturity longer than four years must be supported with written
documentation explaining the reason for the purchase and must be specifically approved by the
Board of Commissioners.

9. Reporting:
a. Methods: The Superintendent of Finance shall prepare an investment report at least quarterly,

including a management summary that provides an analysis of the status of the current
investment portfolio and transactions made over the last month. This management summary
will be prepared in a manner, which will allow the District to ascertain whether investment
activities during the reporting period have conformed to the investment policy. The report
should be provided to the Executive Director and Board of Commissioners. The report will
include the following:
 Listing of individual securities held, by fund, at the end of the reporting period;
 Average weighted yield to maturity of portfolio on investments as compared to applicable

benchmarks;
 Listing of investment by maturity date; and
 The purchase and safekeeping institutions.

b. Performance Standards:  The investment portfolio will be managed in accordance with the
parameters specified within this policy. The portfolio should obtain a market average rate of
return during a market/economic environment of stable interest rates. Portfolio performance
should be compared to appropriate benchmarks on a regular basis.  The benchmarks shall be
reflective of the actual securities being purchased and risks undertaken, and the benchmark
shall have a similar weighted average maturity as the portfolio.

Market Yield (Benchmark): The District’s investment strategy is passive.  Given this strategy, the 
basis used by the Superintendent of Finance to determine whether market yields are being 
achieved shall be the six-month U.S. Treasury Bill. 
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c. Marking to Market:  The market value of the portfolio shall be calculated at least quarterly and a
statement of the market value of the portfolio shall be issued at least quarterly. This will ensure
that review of the investment portfolio, in terms of value and price volatility, has been
performed consistent with the GFOA Recommended Practices on “Mark-to-Market Practices for
State and Local Government Investment Portfolios and Investment Pools”. In defining market
value, considerations should be given to the GASB Statement 31 pronouncement.

10. Policy Considerations
a. Amendments:  This policy shall be reviewed on an annual basis. Any changes must be approved

by the Superintendent of Finance and approved by the District’s Board of Commissioners.
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Attachment 1 
Glossary: 

AGENCIES:  Federal agency securities. 

ASKED:  The price at which securities are offered. 

BANKERS’ ACCEPTANCE:  A draft or bill or exchange accepted by a bank or trust company.  The 
accepting institution guarantees payment of the bill, as well as the issuer. 

BID:  The price offered for securities. 

BROKER:  A Broker brings buyers and sellers together for a commission paid by the initiator of the 
transaction or by both sides; he does not position.  In the money market, brokers are active in markets 
in which banks buy and sell money and in inter-dealer markets. 

CERTIFICATE OF DEPOSIT (CD):  A time deposit with a specific maturity evidenced by a certificate. 
Large-denomination CD’s are typically negotiable. 

COLLATERAL:   Securities, evidence of deposit or other property which a borrower pledges to secure 
repayment of a loan.  Also refers to securities pledged by a bank to secure deposits of public monies. 

COMPREHENSIVE ANNUAL FINANCIAL REPORT (CAFR):  The official annual report for the DeKalb Park 
District.  It includes five combined statements and basic financial statements for each individual fund 
and account group prepared in conformity with GAAP.  It also includes supporting schedules necessary 
to demonstrate compliance with finance-related legal and contractual provisions, extensive introductory 
material, and a detailed Statistical Section. 

COUPON: (a) The annual rate of interest that a bond’s issuer promises to pay the bondholder on  
the bond’s face value.  (b)  A certificate attached to a bond evidencing interest due on a payment date. 

DEALER:  A dealer, as opposed to a broker, acts as a principal in all transactions, buying and selling for 
his own account. 

DEBENTURE:  A bond secured only by the general credit of the issuer 

DELIVERY VERSUS PAYMENT:  There are two methods for delivery of securities:  delivery versus 
payment and delivery versus receipt (also called free).  Delivery versus payment is delivery of securities 
with an exchange of money for securities.  Delivery versus receipt is delivery of securities with an 
exchange of sign receipt for the securities. 

DISCOUNT:  The difference between the cost price of a security and its value at maturity when quoted 
at lower than face value.  A security selling below original offering price shortly after sale also is 
considered to be at a discount. 

DISCOUNT SECURITIES:   Non-interest-bearing money market instruments that are issued at a discount 
and redeemed at maturity for full face value, e.g., U.S. Treasury bills. 

14
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DIVERSIFICATION:  Dividing investment funds among a variety of securities offering independent 
returns. 

FEDERAL CREDIT AGENCIES:  Agencies of the Federal Government set up to supply credit to various 
classes of institutions and individuals, e.g., S & L’s, small business firms, students, farmers, farm 
cooperatives, and exporters. 

FEDERAL DEPOSIT OF INSURANCE CORPORATION (FDIC):  A federal agency that insures bank deposits, 
currently up to $100,000 per deposit. 

FEDERAL FUNDS RATE:  The rate of interest at which Fed funds are traded.  This rate is currently pegged 
by the Federal Reserve through open-market operations. 

FEDERAL HOME LOAN BANKS (FHLB):  The institutions that regulate and lend to savings and loan 
associations.  The Federal Home Loan Banks play a role analogous to that played by the Federal Reserve 
Banks vis-à-vis member commercial banks. 

FEDERAL NATIONAL MORTGAGE ASSOCIATION (FNMA):  FNMA, like GNMA was chartered under the 
Federal National Mortgage Association Act in 1938.  FNMA is a federal corporation working under the 
auspices of the Department of Housing & Urban Development, HUD.  It is the largest single provider of 
residential mortgage funds in the United States.  Fannie Mae, as the corporation is called, is a private 
stockholder-owned corporation.  The corporation’s purchases include a variety of adjustable mortgages 
and second loans in addition to fixed-rate mortgages.  FNMA assumes and guarantees that all security 
holders will receive timely payment of principal and interest. 

FEDERAL OPEN MARKET COMMITTEE (FOMC):  Consists of seven members of the Federal Reserve 
Board and five of the twelve Federal Reserve Bank Presidents.  The President of the New York Federal 
Reserve Bank is a permanent member while the other Presidents serve on a rotation basis.  The 
Committee periodically meets to set Federal Reserve guidelines regarding purchases and sales of 
Government Securities in the open market as a means of influencing the volume of bank credit and 
money. 

FEDERAL RESERVE SYSTEM:  The central bank of the United States created by Congress and consisting of 
a seven-member Board of Governors in Washington, D.C., 12 regional banks and about 5,700 
commercial banks that are members of the system. 

GOVERNMENT NATIONAL MORTGAGE ASSOCIATION (NGMA OR GINNIE MAE):  Securities guaranteed 
by GNMA and issued by mortgage bankers, commercial banks, savings and loan associations and other 
institutions.  Security holder is protected by full faith and credit of the U.S. Government.  Ginnie Mae 
securities are backed by FHA, VA or FMHM mortgages.  The term passthroughs is often used to describe 
Ginnie Maes. 

LIQUIDITY:  A liquid asset is one that can be converted easily and rapidly into cash without a substantial 
loss of value.  In the money market, a security is said to be liquid if the spread between bid and asked 
prices is narrow and reasonable size can be done at those quotes. 

LOCAL GOVERNMENT INVESTMENT POOL (LGIP):  The aggregate of all funds from political subdivisions 
that are placed in the custody of the State Treasurer for investment and reinvestment. 
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MARKET VALUE:  The price at which a security, if trading, could presumably be purchased or sold. 

MASTER REPURCHASE AGREEMENT:  A written contract covering all future transactions between the 
parties to repurchase - reverse repurchase agreements that establishes each party’s rights in the 
transactions.  A master agreement will often specify, among other things, the right of the buyer-lender 
to liquidate the underlying securities in the event of default of the seller-borrower. 

MATURITY:  The date upon which the principal or stated value of an investment becomes due and 
payable. 

MONEY MARKET:  The market in which short-term debt instruments (bills, commercial paper, banker’s 
acceptances, etc.) are issued and traded. 

OPEN MARKET OPERATIONS:  Purchases and sales of government and certain other securities in the 
open market by the New York Federal Reserve Bank as directed by the FOMC in order to influence the 
volume of money and credit in the economy.  Purchases inject reserves into the bank system and 
stimulate growth of money and credit; sales have the opposite effect.  Open market operations are the 
Federal Reserve’s most important and most flexible monetary policy tool. 

PORTFOLIO:  Collection of securities held by an investor. 

PRIMARY DEALER:  A group of government securities dealers that submit daily reports of market activity 
and positions and monthly financial statements to the Federal Reserve Bank of New York and are 
subject to its informal oversight.  Primary dealers include Securities and Exchange Commission (SEC)-
registered securities broker-dealers, banks, and a few unregulated firms. 

PRUDENT PERSON RULE:  An investment standard.  In some states the law requires that a fiduciary, 
such as a trustee, may invest money only in a list of securities selected by the state - the so-called legal 
list.  In other states the trustee may invest in a security if it is one which would be bought by a prudent 
person of discretion and intelligence who is seeking a reasonable income and preservation of capital. 

QUALIFIED PUBLIC DEPOSITORIES:  A financial institution which does not claim exemption from the 
payment of any sales or compensating use or ad valorem taxes under the laws of this state, which has 
segregated for the benefit of the commission eligible collateral having a value of not less than its 
maximum liability and which as been approved by the Public Deposit Protection Commission to hold 
public deposits. 

RATE OF RETURN:  The yield obtainable on a security based on its purchase price or its current market 
price.  This may be the amortized yield to maturity on a bond or the current income return. 

REPURCHASE AGREEMENT (RP or REPO):  A holder of securities sells these securities to an investor with 
an agreement to repurchase them at a fixed price on a fixed date.  The security “buyer” in effect lends 
the “seller” money for the period of the agreement, and the terms of the agreement are structured to 
compensate him for this.  Dealers use RP extensively to finance their positions.  Exception:  When the 
Fed is said to be doing RP, it is lending money that is, increasing bank reserves. 
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SAFEKEEPING:  A service to customers rendered by banks for a fee whereby securities and valuables of 
all types and descriptions are held in the bank’s vaults for protection. 

SEC RULE 15C3-1:  See uniform net capital rule. 

SECONDARY MARKET:  A market made for the purchase and sale of outstanding issues following the 
initial distribution. 

SECURITIES & EXCHANGE COMMISSION:  Agency created by Congress to protect investors in securities 
transactions by administering securities legislation. 

TREASURY BILLS:  A non-interest-bearing discount security issued by the U.S. Treasury to finance the 
national debt.  Most bills are issued to mature in three months, six months, or one year. 

TREASURY BOND:  Long-term U.S. Treasury securities having initial maturities of more than ten years. 

TREASURY NOTES:  Intermediate term coupon bearing U.S. Treasury securities having initial maturities 
of from one to ten years. 

UNIFORM NET CAPITAL RULE:  Securities and Exchange Commission requirement that member firms as 
well as non-member broker dealers in securities maintain a maximum ratio of indebtedness to liquid 
capital of 15 to 1; also called net capital rule and net capital ratio.  Indebtedness covers all money owed 
to a firm including margin loans and commitments to purchase securities, one reason new public issues 
are spread among members of underwriting syndicates.  Liquid capital includes cash and assets easily 
converted into cash. 

YIELD:  The rate of annual income return on an investment, expressed as a percentage.  (a)  Income Yield 
is obtained by dividing the current dollar income by the current market price for the security.  (b)  Net 
Yield or Yield to Maturity is the current income yield minus any premium above par or plus any discount 
from par in purchase price, with the adjustment spread over the period from the date of purchase to the 
date of maturity of the bond. 
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SUBJECT:  Discussion of Nature Trail Extension Project & Shodeen Response to Request for Easement 

SUBMITTING DEPARTMENT: Administration/Parks 

BACKGROUND INFORMATION: 

There has been discussion of extending the DeKalb Nature Trail across first street to Bethany Road.   A 
grant opportunity arose in the fall and while the decision was made that the grant was not a good fit at 
this time for that project, there were several steps that were taken towards that project.    

Discussions were held with the School District, City of DeKalb, DeKalb County Highway Department, 
and DeKalb Township Highway Commission.   Each of these entities has expressed a desire to partner 
to complete this trail, which could include in-kind donations of labor as well as some financial 
contributions.   

Staff also reached out to Shodeen to begin discussions of obtaining a recreational easement on the 
property.   They were receptive to the idea and so the District had the survey work done for this and 
that information was shared with Shodeen.   Shodeen has responded to that request with confirmation 
that they are willing to work with the District on this easement but would like to discuss their 
contributions of land to the District as a part of the Irongate development.  The District participated in 
conversations with Shodeen in 2013 and voted to accept some of the parcels and reject others at the 
September 2013 board meeting.    

Shodeen has requested confirmation of the District’s willingness to accept some of the parcels, as well 
as a reconsideration of the District’s rejection of one of the parcels.   The minutes of the meetings in 
August and September of 2013 where the Irongate Development was discussed are included, as well as 
the Shodeen response to the current request for a recreational easement.    

Board of Commissioners Meeting 

Agenda Item V.b. 
February 7, 2019 
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DeKalb Park District 
 August 21, 2013 

Special Park Board Workshop 

BOARD MEMBERS PRESENT:  President Phil Young, Commissioners Per Faivre, Don Irving, 
Keith Nyquist and Mike Teboda. 

STAFF MEMBERS PRESENT:  Interim Director Lisa Small and Asst. Director Brad Garrison. 

OTHER MEMBERS PRESENT:  Dave Patzelt of Shodeen, Derek Hiland of City of DeKalb, Dean 
Holliday and Connie Holliday. 

I. Workshop Called to Order

President Young called the August 21, 2013 special workshop to order at 5:01 p.m. 

II. Discussion of Irongate Development Plan

President Young asked Patzelt to present a revised plan of the Irongate development based on 
discussion he had with the Board and Park Staff on Wednesday, August 14. 

Commissioner Per Faivre asked about the ownership of the space between the wet retention 
area and the rear yards of the 13.5 acre park site. David Patzelt of Shodeen stated that the 
space could be owned by the Homeowners Association (HOA) or the Park District.  If that area 
was owned by the District, Patzelt added, a maintenance easement could be granted to the 
HOA so that the public could have access to the water. 

Asst. Director Garrison recommended that the HOA have ownership of that property and that 
the Park District be provided with the easement. 

Commissioner Teboda inquired about the pathway system throughout the development and 
who would be responsible for its maintenance.   Patzelt explained that the Park District would 
only be responsible for maintaining the portions of the pathway throughout the parks, and not 
pathways located on property owned by other entities. 

President Young asked about removing 8 home lots and the curved road that bisected the park 
located on the north east side of the proposed development.  Young also requested that the 
two parks located in the center of the plan be combined into a single, larger 7-acre park. He 
also requested that the park be surrounded by streets. 

Asst. Director Garrison agreed and also re-enforced that the combined park not be surrounded 
by homes.   The District, Garrison explained, has encountered numerous issues with parks that 
adjoin residential properties.  Garrison noted that parks that adjoin residential properties are 
more difficult to develop, most often forcing amenities and other recreational facilities towards 
the center and therefore not enabling the District to take full advantage of the entire park 
space.  Garrison also noted that by combining the two smaller parks into one would also 
provide good access to all the homes in the neighborhood. 

Special Board Workshop-August 21, 2013 Page 1 
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There was also discussion about the potential usage of parks for different age groups.  Garrison 
explained that with a larger park, the District can design active and passive areas to meet 
recreational need for a variety of age groups. Typically, in small parks recreational needs are 
not met and all the amenities are grouped closer together. 

Patzelt stated that he is a proponent of pocket parks and that in his opinion they provide value 
to subdivisions.  From a developer’s standpoint, he also spoke about the importance of having 
view sheds of the parks. He further pointed out that the purchasers of lots adjacent to parks 
would know that a park would be located next to them. 

Asst. Director Garrison explained that residents on the west side of the development would 
most likely cut through the 9 acre proposed park to access the school property.  Garrison 
suggested the need for an access route from the west street into the 9 acre park.  He also 
noted that the Land/Cash Ordinance (LCO) requires access routes to be a minimum of one lot 
size in width.   

Patzelt stated that he would not do so.  Garrison stated that a 14 foot wide access route with 
an 8 foot asphalt path and 3 feet on each side of the path be considered for the park.  Patzelt 
replied that he was reluctant to have an 8 foot path due to potential vehicular traffic but would 
provide a 5 foot sidewalk instead. 

The Board requested that the 5 foot sidewalk also be owned by the Homeowners Association. 

Garrison also asked why the School District was in favor of the 8 acre proposed school site 
when the Land Cash Ordinance specifies that school property should be a minimum of 11 acres 
in size. Patzelt replied that he was not sure why the school was accepting less acreage. 

Commissioner Faivre requested that 8 lots at the east end of Carter Street be converted into 
park space.   

Interim Director Small noted that this addition would provide an area for active recreation for 
families living on the west side of the development since the remaining park is wetland and 
could only be utilized for passive recreational purposes.  

President Young reiterated that the HOA would be responsible to maintain the water and any 
land between the water and rear yards on the 13.5 acre park. 

III. Adjourn Workshop

President Young adjourned the August 21, 2013 special workshop at 6:18 p.m. 
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DeKalb Park District 
 August 28, 2013 

Special Park Board Workshop 

BOARD MEMBERS PRESENT:  President Phil Young, Commissioners Per Faivre, Keith Nyquist 
and Mike Teboda. Commissioner Don Irving was absent. 

STAFF MEMBERS PRESENT:  Interim Director Lisa Small, Asst. Director Brad Garrison and 
Josephine Knoble.  

OTHER MEMBERS PRESENT:  Dave Patzelt of Shodeen and Derek Hiland of City of DeKalb. 

I. Workshop Called to Order

President Young called the August 28, 2013 special workshop to order at 5:30 p.m. 

II. Discussion of Irongate Development Plan

President Phil Young stated that this workshop was scheduled to continue discussion on the 
proposed Irongate development. 

Dave Patzelt of Shodeen noted that plan #1 was the proposed plan submitted to the City for 
consideration, plan #2 was proposed and discussed with the Park Board at the August 21 
workshop meeting and Plan #3 was the revised proposed plan based on the Park Board 
recommendations from the August 21 workshop meeting. 

Patzelt noted that he reduced the size of the 4.1 acre park located in the middle of the 
subdivision to a 3.1 acre park and revised the plans to provide roadway access to the east, 
west, and south sides of this park.  He noted that no modifications were made to the 2.1 acre 
park.  The 8.0 acre park located in the North East section of the proposed subdivision was 
increased to 9.4 acres and the road through the park was moved closer to the dry retention 
pond.  Lastly, the 3.9 acre park located on the south west part of the plan was increased to 4.5 
acres, with the addition of three more lots. 

President Young asked City of DeKalb planner Derek Hiland his thoughts on the proposed plan 
submitted to the City for consideration.  Hiland stated that if the Park Board was in agreement, 
the City Council might be ready to approve it at their next meeting. 

Commissioner Nyquist noted that, in his opinion, the District was moving closer to an 
agreement and noted that at the August 21 workshop meeting the Board had requested the 4.1 
acre and 2.1 acre parks be combined into one park and surrounded on all four sides by streets.  

Patzelt stated that he was offering the District a park with 3 sides of street access, but that he 
would not be making changes to the 2.1 acre park or combining them.  In his opinion, pocket 
parks were an asset to any subdivision and that the Board’s opinion to combine them was just a 
philosophical preference. 
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Interim Director Small stated that the 2.1 acre park could be designed as a park for a younger 
age group. 

Asst. Director Garrison stated that the District owned a total of thirteen pocket parks and that 
many of them posed issues for the District.   

Garrison also explained that staff has encountered numerous issues with parks that adjoin 
residential properties forcing amenities and other recreational facilities to be located towards 
the center of those parks and therefore not enabling the District to take full advantage of the 
entire park space. 

Patzelt disagreed with Garrison. 

Garrison stated that developers need to follow the specifications outlined in the Land/Cash 
Ordinance.   

President Young noted that DeKalb School Superintendent Briscoe requested to meet with the 
Park Board and Park staff to discuss repositioning of the proposed 8 acre school property and 9 
acre park property to allow for two access points onto school property from Normal Road. 

Interim Director Small stated that she met with Briscoe in July and that at that time it was 
discussed that the school site and adjoining park site could be reconfigured.  President Young 
stated that a meeting would be scheduled with School Superintendent Briscoe for the following 
week to further discuss the Irongate proposal. 

Patzelt stated that it was the first time he had heard that the School District wanted to change 
the positioning of their property and noted that there were already two access points to the 
school property and that the School District was not looking at the plan correctly. 

Asst. Director Garrison shared with the Board the acres of unusable land and retention ponds 
the District has acquired from developers throughout the years.  He also noted the acres of 
park space adjacent to school properties such as Chesbro and Brooks.  These properties, 
Garrison explained are maintained and owned by the District, but have become an extension to 
school properties and are often utilized to accommodate school activities.  Garrison noted that it 
should not be the Park District’s mission to develop park land for School District programs. 

Asst. Director Garrison explained that he was not sure about the phasing schedule of the 
subdivision and when the District would be responsible for the development of the proposed 
pathway and parks. He noted that it could cost the District over $150,000 to develop the 
pathway section throughout the proposed parks. 

Per Faivre inquired about the elevation of the dry detention area.  Patzelt replied that it was 5 
feet deep. 

Garrison stated that the Park District’s mission is to provide adequate recreational space for the 
residents of the subdivision. 
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Commissioner Faivre stated that he valued Asst. Director Garrison’s opinion, but disagreed with 
him regarding the proposed 2.1 acre and 3.1 acre parks.  In his opinion, the two parks were 
very attractive and provided two recreational areas for the residents in that area of the 
subdivision, making it more accessible to walk with small children. 

Commissioner Nyquist asked why Patzelt would not expand the 2.1 acre park to the south and 
southwest side.  Patzelt replied that there is a premium that people pay for properties adjacent 
to a park and he was not willing to make anymore changes to the proposed plan. 

Commissioner Teboda stated that the Board should be listening to the recommendations being 
given to them by Asst. Director Garrison, with over 30 years experience in the maintenance of 
parks.   

President Young was not in agreement with the proposed 3.1 and 2.1 acre parks.  
Commissioner Nyquist was in agreement with Young and proposed that Patzelt re-consider 
combining them into one larger park.   

Patzelt stated that he has made significant changes to the original plan and was unwilling to 
make any more revisions.  He stated that he will wait to see what action the Board takes at the 
September meeting. 

Commissioner Teboda noted that developers should not determine what is in the best interest 
of the Park District, but that the Park District should determine what is best. 

Interim Director Small asked if converting four lots to the south of the 2.1 acre park into park 
space would help the Board accept the plan. 

Patzelt stated that he would convert two lots to the south, but take away two to the north and 
that in his opinion there was no reason to make any further changes. 

President Young noted that the Park Board would be meeting with the School District and 
requested that Patzelt inform the Board if he changed his mind and was willing to make 
additional changes, as requested by the Board. 

III. Adjourn Workshop

President Young adjourned the August 28, 2013 special workshop at 7:00 p.m. 
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SUBJECT:  Discussion of Overlook Park Playground Replacement 

SUBMITTING DEPARTMENT: Parks 

BACKGROUND INFORMATION: 
As a part of the FY 2020 budget, $40,000 has been earmarked for the replacement of the aging 
playground equipment at Overlook Park. This money will be 80% from the Capital Improvement Fund 
and 20% from the ADA Fund. An additional $22,200 has been budgeted for installation of the equipment 
and other site upgrades including an ADA accessible sidewalk to the new playground. 

The current playground equipment was installed in 2000 along with swings and spring riders that appear 
to have been repurposed from the 1980’s. 

Staff is excited to announce that the District was awarded a matching funds grant from IPRA and 
Playcore for a Gametime playground for this project. Based on the budget for the project, the District 
will be receiving approximately $70,000 worth of equipment for $40,000.  

A public meeting has been scheduled to review the two designs Gametime has submitted.   This meeting 
will be held on February 12 at 6:00pm at the River Heights clubhouse. We will be looking for input into 
design and color scheme at this time.  

The grant requires us to place our order by the 1st week of March and have it installed by the early June 
so it can be included as a National Demonstration Site for their “Play On!” program. Our site will be 
included in a research paper based on survey assessments from staff, as well as site visits from Playcore 
representatives and the results will be part of a session at next year’s IAPD/IPRA Conference. 

Board of Commissioners Meeting 

Agenda Item V.c. 
February 7, 2019 
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QuantityQuantityQuantityQuantity Part #Part #Part #Part # DescriptionDescriptionDescriptionDescription Unit PriceUnit PriceUnit PriceUnit Price AmountAmountAmountAmount
1 RDU GameTime - Discreet Unit # IX18001 -

Cosmic
$50,332.00 $50,332.00 

  [Roto Plastic:__________]
[Accent:__________] [Basic:__________]
[HDPE:__________]
[Deck:Pvc:__________]
(10) 32009 -- Hex Topper
(1) 32019 -- Stego Rail (Compact)
(1) 32021 -- Jungle Vine Link
(2) 32022 -- Hex Pod Step (1')
(1) 32023 -- Hex Pod Step (2')
(1) 32026 -- Ergo Climbing Link
(1) 32028 -- Rock Climber (Right Side)
(1) 32031 -- Vessel (3-Way)
(1) 32049 -- The Hive (1-Way)
(1) 32067 -- Trinet (Large) W/Socket
(1) 32103 -- 8' Catalyst Spiral

1 RDU GameTime - PrimeTime Modular Unit for
Ages 2-5 (per attached drawing)

$15,668.00 $15,668.00 

  [Basic:__________] [Accent:__________]
[Deck:Pvc:__________] [Roto
Plastic:__________]
(1) 4842 -- Echo Chamber Ass'Y
(2) 10768 -- Toad Stool Seat
(6) 12023 -- 3 1/2" Uprt Ass'Y Alum 8'
(2) 12024 -- 3 1/2" Uprt Ass'Y Alum 9'
(4) 12025 -- 3 1/2" Uprt Ass'Y Alum 10'
(1) 12704 -- Therapeutic Ring Attach
(1) 12923 -- Upper Body Trainer
(6) 18201 -- 36" Tri Punched Deck P/T
(1) 18337 -- 36" Tri Transfer Platform
(1) 19001 -- Entry Way
(1) 19002 -- Single Gizmo Panel

GameTime c/o Cunningham Recreation
PO Box 240981
Charlotte, NC 28224
800.438.2780
704.525.7356 FAX

QUOTE
#137847

01/14/2019

Overlook Park Playground (Option 1) (IPRA Grant)

DeKalb Park District
Attn: Mat Emken
1300 Scenic Rd
Dekalb, IL 60115
Phone: 815-758-6663 Ext. 123
Fax: 815-758-4081
memken@dekalbparkdistrict.com

Project #: P95982
Ship To Zip: 60115
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QuantityQuantityQuantityQuantity Stock IDStock IDStock IDStock ID DescriptionDescriptionDescriptionDescription Unit PriceUnit PriceUnit PriceUnit Price AmountAmountAmountAmount
(1) 19094 -- Schooner (2'-6" & 3')
(1) 19147 -- Toad Stool
(1) 19215 -- Rung Enclosure W/ Steering
Wheel
(1) 19291 -- 2' Kickplate W/ Rung
(1) 19362 -- 3'-6"/4'-0" Zip Swerve Slide Left

1 RDU GameTime - 2-Bay PrimeTime Swings (per
attached drawing)

$3,073.00 $3,073.00 

  [Basic:__________]
(2) 8696 -- Encl Seat 3 1/2"(8696)
(2) 8910 -- Belt Seat 3 1/2"Od(8910)
(1) 12583 -- Ada Primetime Swing Frame, 3
1/2" Od
(1) 12584 -- Ada Primetime Swing Aab, 3 1/2"
Od

1 6143 GameTime - Whirlwind Seat Straight (F/S) 
 [Accent:__________] [Roto
Plastic:__________]

$635.00 $635.00 

1 6142 GameTime - Whirlwind Seat Tilted (F/S) 
 [Accent:__________] [Roto
Plastic:__________]

$641.00 $641.00 

1 178749 GameTime - Owner's Kit $55.00 $55.00 
1 14906 GameTime - Nds Play On Sign Package

GameTime c/o Cunningham Recreation
PO Box 240981
Charlotte, NC 28224
800.438.2780
704.525.7356 FAX

QUOTE
#137847

01/14/2019

Overlook Park Playground (Option 1) (IPRA Grant)
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QuantityQuantityQuantityQuantity Part #Part #Part #Part # DescriptionDescriptionDescriptionDescription Unit PriceUnit PriceUnit PriceUnit Price AmountAmountAmountAmount
1 2019IPRA MISC - IPRA Funding Initiative -

Terms and Conditions: Matching funds must
be used towards the purchase of a qualified
playground structure. Other freestanding play
products are available at our best pricing
through US Communities.Representatives
from IPRA, PlayCore, and GameTime will
select qualifying projects to be considered for
playground matching funds. Orders must be
placed by March 12, 2019 through
GameTime's exclusive Illinois
representatives, Cunningham Recreation
and require payment in full at time of
order. Funds must be in the form of a
check. Funding can only be applied to
additional GameTime playground equipment
purchases and only in conjunction with the
original purchase. GameTime standard policies
and warranties as listed in the 2019
Playground Design Guide apply. Freight,
installation, surfacing, and applicable sales tax
are extra and not included as part of the
matching funds. To qualify for a 100%
matching grant, list price of the qualifying
playground system must exceed $60,000.
Matching funds are subject to rounding rules
and may vary based on qualified purchase. For
award recipients who wish to add fitness to
their communities, seperate funding will be
available, please contact your Illinois
GameTime representative for further details.
Freestanding playground products available to
winners through US Communities. No other
offer, discount, or special programs can be
used with this grant program. All applications
must be validated by the project administrator.
GameTime reserves the right to decline any
application for a IPRA funding initiative. To
qualify, one employee at the agency must be a
member of IPRA.

GameTime c/o Cunningham Recreation
PO Box 240981
Charlotte, NC 28224
800.438.2780
704.525.7356 FAX

QUOTE
#137847

01/14/2019

Overlook Park Playground (Option 1) (IPRA Grant)
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* MATERIALS ONLY: Quotation does not include any site work, off-
loading, storage, safety surfacing, or installation.

* Taxes, if applicable, will be applied at the time of invoice.  Please
provide a copy of your tax exempt certificate to avoid the addition of
taxes.
Contract: USC

SubTotal:
Discount:

Freight:
Total Amount:

$70,404.00 
($33,362.71)

$1,994.48 
$39,035.77 

GAMETIME  - TERMS & CONDITIONS:
• PRICING: Pricing is subject to change. Request updated pricing when purchasing from quotes more than 30 days old.
• TERMS OF SALE: For equipment & material purchases, Net 30 days from date of invoice for governmental agencies and those with

approved credit. All others, full payment for equipment, taxes and freight up front. Balance for services & materials due upon completion or
as otherwise negotiated upon credit application review. Pre-payment may be required for equipment orders totaling less than $5,000.
Payment by VISA, MasterCard, or AMEX is accepted. Checks should be made payable to Playcore Wisconsin, Inc. d/b/a GameTime unless
otherwise directed.

• CREDIT APPLICATION: Required for all non-governmental agencies and those entities who have not purchased from GameTime within
the previous twelve calendar months.

• FINANCE CHARGE: A 1.5% monthly finance charge (or maximum permitted by law) will be added to all invoices over 30 days past due.
• CASH WITH ORDER DISCOUNT: Orders for GameTime equipment paid in full at time of order via check or electronic funds transfer

(EFT) are eligible for a 3% cash-with-order (CWO) discount.
• ORDERS: All orders shall be in writing by purchase order, signed quotation or similar documentation. Purchase orders must be made out to

Playcore Wisconsin, Inc. d/b/a GameTime.
• FREIGHT CHARGES: Shipments shall be F.O.B. destination. Freight charges prepaid and added separately.
• SHIPMENT: Standard Lead time is 4-6 weeks after receipt and acceptance of purchase order, credit application, color selections and

approved drawings or submittals.
• PACKAGING: All goods shall be packaged in accordance with acceptable commercial practices and marked to preclude confusion during

unloading and handling.
• RECEIPT OF GOODS: Customer shall coordinate, receive, unload, inspect and provide written acceptance of shipment. Any damage to

packaging or equipment must be noted when signing delivery ticket. If damages are noted, receiver must submit a claim to Cunningham
Recreation within 15 Days. Receiver is also responsible for taking inventory of the shipment and reporting any concealed damage or
discrepancy in quantities received within 60 days of receipt.

• RETURNS: Returns are only available on shipments delivered within the last 60 days. A 25% (min.) restocking fee will be deducted from
any credit due. Customer is responsible for all packaging & shipping charges. Credit is based on condition of items upon return. All returns
must be in unused and merchantable condition. GameTime reserves the right to deduct costs associated with restoring returned goods to
merchantable condition. Uprights & custom products cannot be returned.

• TAXES: Sales tax is shown as a separate line item when included. A copy of your tax exemption certificate must be submitted at time of
order or taxes will be added to your invoice.

SUPPLY ONLY:
• All items are quoted supply only.
• Installation services are not included.
• Customer is responsible for coordinating delivery, receipt, unloading, and inventory equipment.
• Missing or damaged equipment must be reported within 60 days of delivery.

GameTime c/o Cunningham Recreation
PO Box 240981
Charlotte, NC 28224
800.438.2780
704.525.7356 FAX

QUOTE
#137847

01/14/2019

Overlook Park Playground (Option 1) (IPRA Grant)
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ACCEPTANCE OF QUOTATION:

Acceptance of this proposal indicates your agreement to the terms and conditions stated herein.

Accepted By (printed): _________________________________    Title: ________________________________

Telephone: __________________________________________     Fax: ________________________________

P.O. Number:_________________________________________    Date: _______________________________

Purchase Amount: $39,035.77

SALES TAX EXEMPTION CERTIFICATE #:___________________________

(PLEASE PROVIDE A COPY OF CERTIFICATE)

_______________________________________________	   ____________________________________________
Salesperson's Signature                                                              Customer Signature

BILLING INFORMATION:

Bill to: ______________________________________________________

Contact: ____________________________________________________

Address: ____________________________________________________

Address: ____________________________________________________ 

City, State: __________________________________ Zip: _____________

Tel: __________________________  Fax: __________________________

E-mail: ______________________________________________________

SHIPPING INFORMATION (IF DIFFERENT FROM ABOVE):

Ship to: _____________________________________________________

Contact: ____________________________________________________

Address: ____________________________________________________

Address: ____________________________________________________ 

City, State: __________________________________ Zip: _____________

Tel: __________________________  Fax: __________________________

E-mail: ______________________________________________________

GameTime c/o Cunningham Recreation
PO Box 240981
Charlotte, NC 28224
800.438.2780
704.525.7356 FAX

QUOTE
#137847

01/14/2019

Overlook Park Playground (Option 1) (IPRA Grant)
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QuantityQuantityQuantityQuantity Part #Part #Part #Part # DescriptionDescriptionDescriptionDescription Unit PriceUnit PriceUnit PriceUnit Price AmountAmountAmountAmount
1 RDU GameTime - PrimeTime Modular Unit for

Ages 5-12 (per attached drawing)
$50,226.00 $50,226.00 

  [Basic:__________] [Accent:__________]
[Deck:Pvc:__________] [Roto
Plastic:__________] [2 Color
HDPE:__________] [HDPE:__________]
[Tube:__________] [Arch:__________]
[HDPE 2:__________]
(1) 12024 -- 3 1/2" Uprt Ass'Y Alum 9'
(4) 12025 -- 3 1/2" Uprt Ass'Y Alum 10'
(4) 12026 -- 3 1/2" Uprt Ass'Y Alum 11'
(3) 12027 -- 3 1/2" Uprt Ass'Y Alum 12'
(1) 12068 -- 3 1/2"Uprt Ass'Y Alum 13'
(2) 12069 -- 3 1/2"Uprt Ass'Y Alum 14'
(1) 12215 -- Crunch Bar Prime Time
(1) 12223 -- 2'-6"/3'-0"S"Hor Loop Att
(1) 18200 -- 36" Sq Punched Deck P/T 1.3125
(6) 18201 -- 36" Tri Punched Deck P/T
(1) 18679 -- Bongos
(1) 18689 -- Hand Cycler
(1) 18705 -- Seat And Table For Two 36"
(1) 19073 -- Tic-Tac-Toe Panel
(1) 19086 -- Ganza
(1) 19289 -- Two Piece Hex Deck
(1) 19327 -- Pod Climber
(1) 19382 -- Single Entrance Wilderslide Ii
(2) 19386 -- Left Curve Section Wilderslide Ii
(3) 19387 -- Right Curve Section Wilderslide
Ii
(1) 19388 -- Exit Section Wilderslide Ii
(2) 19391 -- Support Wilderslide Ii
(1) 19408 -- Transfer System (Timbers) 2' Rise
(1) 19416 -- Crawl-In Double Fun-L Up

GameTime c/o Cunningham Recreation
PO Box 240981
Charlotte, NC 28224
800.438.2780
704.525.7356 FAX

QUOTE
#137848

01/14/2019

Overlook Park Playground (Option 2) (IPRA Grant)

DeKalb Park District
Attn: Mat Emken
1300 Scenic Rd
Dekalb, IL 60115
Phone: 815-758-6663 Ext. 123
Fax: 815-758-4081
memken@dekalbparkdistrict.com

Project #: P95982
Ship To Zip: 60115
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QuantityQuantityQuantityQuantity Stock IDStock IDStock IDStock ID DescriptionDescriptionDescriptionDescription Unit PriceUnit PriceUnit PriceUnit Price AmountAmountAmountAmount
(1) 19424 -- Long Exit ( Use On 7' & 8' Slides)
(1) 19429 -- Double With Spiral
(1) 19435 -- Wrinkle Wall Attachment 8'
(1) 19632 -- Transfer Platform (Timbers) 3'
(1) 19667 -- Whirlwind Climber 6'
(1) 19752 -- Traverse Climber
(1) 19763 -- Edge Climber Attachment 5'6/6'0
(1) 19772 -- Chain Pod Climber 6'/6'6"
(4) G12069 -- 3 1/2"Uprt Ass'Y Galv 14'

1 RDU GameTime - PrimeTime Modular Unit for
Ages 2-5 (per attached drawing)

$15,668.00 $15,668.00 

  [Basic:__________] [Accent:__________]
[Deck:Pvc:__________] [Roto
Plastic:__________]
(1) 4842 -- Echo Chamber Ass'Y
(2) 10768 -- Toad Stool Seat
(6) 12023 -- 3 1/2" Uprt Ass'Y Alum 8'
(2) 12024 -- 3 1/2" Uprt Ass'Y Alum 9'
(4) 12025 -- 3 1/2" Uprt Ass'Y Alum 10'
(1) 12704 -- Therapeutic Ring Attach
(1) 12923 -- Upper Body Trainer
(6) 18201 -- 36" Tri Punched Deck P/T
(1) 18337 -- 36" Tri Transfer Platform
(1) 19001 -- Entry Way
(1) 19002 -- Single Gizmo Panel
(1) 19094 -- Schooner (2'-6" & 3')
(1) 19147 -- Toad Stool
(1) 19215 -- Rung Enclosure W/ Steering
Wheel
(1) 19291 -- 2' Kickplate W/ Rung
(1) 19362 -- 3'-6"/4'-0" Zip Swerve Slide Left

1 178749 GameTime - Owner's Kit $55.00 $55.00 
1 3205 GameTime - Spinning Sensory Wave Seat 

 [Accent:__________] [Basic:__________]
[Roto Plastic:__________]

$1,096.00 $1,096.00 

1 6143 GameTime - Whirlwind Seat Straight (F/S) 
 [Accent:__________] [Roto
Plastic:__________]

$635.00 $635.00 

GameTime c/o Cunningham Recreation
PO Box 240981
Charlotte, NC 28224
800.438.2780
704.525.7356 FAX

QUOTE
#137848

01/14/2019

Overlook Park Playground (Option 2) (IPRA Grant)
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QuantityQuantityQuantityQuantity Part #Part #Part #Part # DescriptionDescriptionDescriptionDescription Unit PriceUnit PriceUnit PriceUnit Price AmountAmountAmountAmount
1 RDU GameTime - 2-Bay PrimeTime Swings (per

attached drawing)
$3,073.00 $3,073.00 

  [Basic:__________]
(1) 12583 -- Ada Primetime Swing Frame, 3
1/2" Od
(1) 12584 -- Ada Primetime Swing Aab, 3 1/2"
Od
(2) 8910 -- Belt Seat 3 1/2"Od(8910)
(2) 8696 -- Encl Seat 3 1/2"(8696)

1 14906 GameTime - Nds Play On Sign Package

GameTime c/o Cunningham Recreation
PO Box 240981
Charlotte, NC 28224
800.438.2780
704.525.7356 FAX

QUOTE
#137848

01/14/2019

Overlook Park Playground (Option 2) (IPRA Grant)
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QuantityQuantityQuantityQuantity Part #Part #Part #Part # DescriptionDescriptionDescriptionDescription Unit PriceUnit PriceUnit PriceUnit Price AmountAmountAmountAmount
1 2019IPRA MISC - IPRA Funding Initiative -

Terms and Conditions: Matching funds must
be used towards the purchase of a qualified
playground structure. Other freestanding play
products are available at our best pricing
through US Communities.Representatives
from IPRA, PlayCore, and GameTime will
select qualifying projects to be considered for
playground matching funds. Orders must be
placed by March 12, 2019 through
GameTime's exclusive Illinois
representatives, Cunningham Recreation
and require payment in full at time of
order. Funds must be in the form of a
check. Funding can only be applied to
additional GameTime playground equipment
purchases and only in conjunction with the
original purchase. GameTime standard policies
and warranties as listed in the 2019
Playground Design Guide apply. Freight,
installation, surfacing, and applicable sales tax
are extra and not included as part of the
matching funds. To qualify for a 100%
matching grant, list price of the qualifying
playground system must exceed $60,000.
Matching funds are subject to rounding rules
and may vary based on qualified purchase. For
award recipients who wish to add fitness to
their communities, seperate funding will be
available, please contact your Illinois
GameTime representative for further details.
Freestanding playground products available to
winners through US Communities. No other
offer, discount, or special programs can be
used with this grant program. All applications
must be validated by the project administrator.
GameTime reserves the right to decline any
application for a IPRA funding initiative. To
qualify, one employee at the agency must be a
member of IPRA.

GameTime c/o Cunningham Recreation
PO Box 240981
Charlotte, NC 28224
800.438.2780
704.525.7356 FAX

QUOTE
#137848

01/14/2019

Overlook Park Playground (Option 2) (IPRA Grant)
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* MATERIALS ONLY: Quotation does not include any site work, off-
loading, storage, safety surfacing, or installation.

* Taxes, if applicable, will be applied at the time of invoice.  Please
provide a copy of your tax exempt certificate to avoid the addition of
taxes.
Contract: USC

SubTotal:
Discount:

Freight:
Total Amount:

$70,753.00 
($33,382.51)

$1,809.11 
$39,179.60 

GAMETIME  - TERMS & CONDITIONS:
• PRICING: Pricing is subject to change. Request updated pricing when purchasing from quotes more than 30 days old.
• TERMS OF SALE: For equipment & material purchases, Net 30 days from date of invoice for governmental agencies and those with

approved credit. All others, full payment for equipment, taxes and freight up front. Balance for services & materials due upon completion or
as otherwise negotiated upon credit application review. Pre-payment may be required for equipment orders totaling less than $5,000.
Payment by VISA, MasterCard, or AMEX is accepted. Checks should be made payable to Playcore Wisconsin, Inc. d/b/a GameTime unless
otherwise directed.

• CREDIT APPLICATION: Required for all non-governmental agencies and those entities who have not purchased from GameTime within
the previous twelve calendar months.

• FINANCE CHARGE: A 1.5% monthly finance charge (or maximum permitted by law) will be added to all invoices over 30 days past due.
• CASH WITH ORDER DISCOUNT: Orders for GameTime equipment paid in full at time of order via check or electronic funds transfer

(EFT) are eligible for a 3% cash-with-order (CWO) discount.
• ORDERS: All orders shall be in writing by purchase order, signed quotation or similar documentation. Purchase orders must be made out to

Playcore Wisconsin, Inc. d/b/a GameTime.
• FREIGHT CHARGES: Shipments shall be F.O.B. destination. Freight charges prepaid and added separately.
• SHIPMENT: Standard Lead time is 4-6 weeks after receipt and acceptance of purchase order, credit application, color selections and

approved drawings or submittals.
• PACKAGING: All goods shall be packaged in accordance with acceptable commercial practices and marked to preclude confusion during

unloading and handling.
• RECEIPT OF GOODS: Customer shall coordinate, receive, unload, inspect and provide written acceptance of shipment. Any damage to

packaging or equipment must be noted when signing delivery ticket. If damages are noted, receiver must submit a claim to Cunningham
Recreation within 15 Days. Receiver is also responsible for taking inventory of the shipment and reporting any concealed damage or
discrepancy in quantities received within 60 days of receipt.

• RETURNS: Returns are only available on shipments delivered within the last 60 days. A 25% (min.) restocking fee will be deducted from
any credit due. Customer is responsible for all packaging & shipping charges. Credit is based on condition of items upon return. All returns
must be in unused and merchantable condition. GameTime reserves the right to deduct costs associated with restoring returned goods to
merchantable condition. Uprights & custom products cannot be returned.

• TAXES: Sales tax is shown as a separate line item when included. A copy of your tax exemption certificate must be submitted at time of
order or taxes will be added to your invoice.

SUPPLY ONLY:
• All items are quoted supply only.
• Installation services are not included.
• Customer is responsible for coordinating delivery, receipt, unloading, and inventory equipment.
• Missing or damaged equipment must be reported within 60 days of delivery.

GameTime c/o Cunningham Recreation
PO Box 240981
Charlotte, NC 28224
800.438.2780
704.525.7356 FAX

QUOTE
#137848

01/14/2019

Overlook Park Playground (Option 2) (IPRA Grant)
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ACCEPTANCE OF QUOTATION:

Acceptance of this proposal indicates your agreement to the terms and conditions stated herein.

Accepted By (printed): _________________________________    Title: ________________________________

Telephone: __________________________________________     Fax: ________________________________

P.O. Number:_________________________________________    Date: _______________________________

Purchase Amount: $39,179.60

SALES TAX EXEMPTION CERTIFICATE #:___________________________

(PLEASE PROVIDE A COPY OF CERTIFICATE)

_______________________________________________	   ____________________________________________
Salesperson's Signature                                                              Customer Signature

BILLING INFORMATION:

Bill to: ______________________________________________________

Contact: ____________________________________________________

Address: ____________________________________________________

Address: ____________________________________________________ 

City, State: __________________________________ Zip: _____________

Tel: __________________________  Fax: __________________________

E-mail: ______________________________________________________

SHIPPING INFORMATION (IF DIFFERENT FROM ABOVE):

Ship to: _____________________________________________________

Contact: ____________________________________________________

Address: ____________________________________________________

Address: ____________________________________________________ 

City, State: __________________________________ Zip: _____________

Tel: __________________________  Fax: __________________________

E-mail: ______________________________________________________

GameTime c/o Cunningham Recreation
PO Box 240981
Charlotte, NC 28224
800.438.2780
704.525.7356 FAX

QUOTE
#137848

01/14/2019

Overlook Park Playground (Option 2) (IPRA Grant)

Page 6 of 6
55



SUBJECT:  Discussion of Finance Division Job Descriptions and Superintendent of Marketing & Golf 
Operations Job Descriptions  

SUBMITTING DEPARTMENT: Administration 

BACKGROUND INFORMATION: 
The District continues to review the job descriptions of full-time employees.   The finance division job 
descriptions are attached with the proposed revisions included.   The primary changes to the HR 
Manager and Accounting and Administrative Assistant positions are clarification of the actual duties 
performed by these employees.    

A significant change to the Superintendent of Finance and Administration is proposed in moving the 
responsibilities for the District’s Information Technology (IT) to this position.   As a part of the strategic 
planning process it has become clear that additional focus on the District’s marketing efforts needs to be 
made.  Moving IT from the Superintendent of Marketing and Golf Operations responsibilities to the 
Superintendent of Finance and Administration frees up time to focus on these more primary 
responsibilities.    

Board of Commissioners Meeting 

Agenda Item V.d. 
February 7, 2019 
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DeKalb Park District 
Position Description

DEPARTMENT:  Finance & Administration 

TITLE:     Accounting and Administrative Assistant 

CLASSIFICATION: Full-Time, Non-Exempt 

SUMMARY OF POSITION:  Administers the accounts payable system, accounts receivable, point-of-sale 
and registration system management, and performs administrative tasks for the District. 

SUPERVISION RECEIVED:   Reports to the Superintendent of Finance and Administration 

SUPERVISION EXCERCISED:   None. 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  The duties and responsibilities listed below are illustrative 
only and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this 
position. 

1. Responsible for reconciling daily cash and credit card receipts.Reconciles daily cash, credit card
receipts and merchant statements from all locations.  Preparesints and prepares information for
month- end journal entries for all cash receipts and adjustments from the point-of-sale (POS)
software.

2. Coordinates the courier bank deposit schedule for the pick-up and deliversy of deposits at for the
District facilities.

3. Prepares monthly sales tax reports for state and city.

3. 4.   Assists the departments with training on the District’s registration software and the
development of management reports as well as demonstrating “POS” capabilities and functions.

4. 5. Manages shelter reservations and special use permits. 

5. Responsible for the administrative functions of the office including: receiving/distributing 6.
Answers incoming calls, assists patrons in program and shelter reservation, greets the 

public, rReceives  and distributes deliveries, and mail, and other information and distributes 
appropriately; procuring office materials and supplies; creating purchase orders; and maintaining 
the purchase order list and vendor database. , files newspaper articles, photocopies and faxes 
various documents and other administrative record keeping and tasks.   

6. 6. Reviews and processes all accounts payable requests. Responsible for, refunds, 
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reimbursements and contractual expenditures, including maintenance of all accounts payable 
and contractual records. 

9. Reviews and processes all accounts receivable requests and credits, reconciles
customer accounts as necessary,  maintains all accounts receivable records, w. Works with 
District staff to collect payments in a timely manner, and . Provides managemenpreparest with 
monthly accounts receivable aging and other reports. 

7. 
7. Creates purchase orders and maintains the purchase order list and vendor data

base.

8. Assists with the reporting and development of grant reimbursement requests and

reporting for the annual audit .
8. 9. Coordinates and compiles the semi-monthly board packets, including creating paper and

electronic copies as necessary. 

9. Responsible for preparing invoices to vendors, and other entities and individuals
receiving goods or services from the District.

9. 10. Creates monthly/ and annual financial reports, and other reports, including 

unclaimed property, 1099’s, and grant reports.  as required.  

10. 11. Promotes excellent customer service by greeting visitors. Rthe public, 
respondsing to telephone inquiries, registersing patrons for programs,  and by  and 

providesing general information on District parks, and facilities, and programs. 

12. Procure office materials and supplies.

11. 13. Other duties as assigned.

SAFETY AND RISK MANAGEMENT DUTIES: 
Maintains a working knowledge of all general agency and departmental-specific safety 
rules. 
Uses material handling equipment or staff assistance when lifting and or moving objects 
50 pounds or heavier. 
Reports any work-related or patron injuries to supervisor promptly. 
Attends required safety program and in-service education meetings. 
Corrects unsafe conditions and/or reports them to supervisor. 

PERIPHERAL DUTIES: 

1. Attend monthly board meetings as necessary.

DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience:
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A. Associates Degree with a minimum of two (2) years of relevant experience.   

 
2. Necessary Knowledge, Skills and Abilities: 

        
A. Excellent customer service and communication skills. 
 
B. Detail oriented and organized; ability to multi-task. 

 
C. Ability to process cash in an accurate manner while following District internal 

controls and procedures. 
 

D. Working knowledge of office procedures and duties, the use computers, and 
knowledge of word processing and spreadsheet software. of computer data 
processing system. 

A.  
B. Able to handle cash in an accurate and safe manner. 
C. Able to speak, read, comprehend and verbally communicate in the English language.  

 
SPECIAL REQUIREMENTS:  
  
 1. Must have or obtain certification in CPR and AED within six months of employment. 
 
PHYSICAL DEMANDS:   
 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is frequently required to work in an office and 
spend a considerable amount of time sitting at a computer.  The employee is occasionally required to 
travel to and from park district facilities and other sites for meetings.   
 
Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral 
vision, depth perception, and the ability to adjust focus. 
 
WORK ENVIRONMENT: 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job the employee works near computers, printers and data   
processing equipment, fax machines, telephones, copiers, and other office machinery.  The noise level in 
the work environment is usually conducive to office work. 
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SELECTION GUIDELINES: 

Formal application, rating of education and experience, oral interview and reference, background check, 
and job related tests might be required. 

The duties listed above are intended only as illustrations of the various types of work that may be 
performed.  The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 

The job description does not constitute an employment agreement between the employer and employee 
and is subject to change by the employer as the needs of the employer and requirements of the job 
change. 

APPROVALS: 

__________________________________ _____________________ 
     Human Resource & Payroll Manager  Date 

__________________________________ _____________________ 
  Executive Director  Date 

Board Approvals: 
Effective Date:    November 1, 2006 
Revision Date(s): Revision History:  October 24, 2011 

Revised 
April 10, 2014 

Revised 
June 24, 2016 

Revised 
December 15, 2016 
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DeKalb Park District 
Position Description 

DEPARTMENT: RecreationFinance & Administration 

TITLE: Human Resource & Payroll Manager 

CLASSIFICATION: Full-Time, Exempt 

SUMMARY OF POSITION: Responsible for the overall administration and coordination of the human 
resource and payroll functions of the District. Performs payroll accounting and manages the personnel 
functions of the District. 

SUPERVISION RECEIVED:    Reports to the Superintendent of Finance 

SUPERVISION EXCERCISED:     None.  

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative only 
and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this position. 

1. Plans and directs all activities related to administration and maintenance of payroll and employee
benefit programs.Administers the District’s payroll program. Reviews, records, and calculates
compensation and records employee leave. Prepares payroll liabilities, monthly, quarterly, and
annual reports. Processes payroll checks.

2. Develops, recommends and assists in implementing personnel and administrative policies and
procedures.  

2.3. Annually reviews and implements the District’s compensation programs, including salary grades for 
full-time staff and pay ranges for seasonal/part-time staff.Audits and reconciles wages and fringe 
benefits to prepare electronic reports for the filing of W-2’s to the Social Security Administration. 

3.4. Reviews and updates District-wide job descriptions. Audits and monitors new hire paperwork for 
compliance with District policy and reporting requirements. 

4.5. Supports recruitment efforts for the District’s exempt and non-exempt staff; posts positions on the 
District website; assists with onboarding efforts; conducts reference and background checks; 
ensures all required paperwork is completed; and conducts exit interviews. Files monthly & 
quarterly unemployment reports. 

6. Ensures that monthly, quarterly, and annual payroll tax reporting are filed correctly.
7. 

5.8. Establishes and maintains personnel and training records for District staff. Works with consultant 
on unemployment claims. 
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6.9. Ensures compliance with federal, state and local employment laws. Organizes, archives and 
disposes of all financial records for the District in compliance with state laws. 

 
10. Coordinates and supports the District’s training efforts of staff including supervisor training, 

seasonal staff supervisor training, and safety training. Prepares information for PDRMA workers 
compensation insurance renewal. 
  

11. Chairs the Safety Committee and coordinates and supports the District’s safety program. 
  

7.12. Other duties as assigned. 
 

8. Prepares, distributes, and files required health insurance notifications, forms and reports. 
  

9. Audit District payroll liability accounts. 
  

10. Administers Confidential Background Checks for all employees and Drivers License abstracts for 
required employees. 

  

11. Provides assistance to other District staff as necessary. 
  

12. Maintains personnel records. 
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13. Administers the District’s personnel functions to include record keeping and reporting, insurance 
and pension benefits, EAP program, drug free workplace program, worker’s compensation and 
compliance with District policies and procedures. 

  
  

14. Conduct orientation training for all new employees (full time, part time and seasonal employees). 
  

15. Coordinate the District’s employee recruitment program for full time, part time and 
 seasonal employees. 
  

16. Maintains the work structure by updating job requirements and job descriptions for all positions. 
  

17. Maintains organization staff by establishing a recruiting, testing, and interviewing program; 
counseling managers on candidate selection; conducting and analyzing exit interviews; 
recommending changes. 

  

18. Maintains a pay plan by conducting periodic pay surveys; 
  

19. Ensures planning, monitoring, and appraisal of employee work results by training managers to 
coach and discipline employees; hearing and resolving employee grievances; counseling employees 
and supervisors. 

  

20. Maintains employee benefits programs and informs employees of benefits by studying and 
assessing benefit needs and trends; recommending benefit programs to management; directing the 
processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit 
contracts; designing and conducting educational programs on benefit programs. 

  

21. Ensures legal compliance by monitoring and implementing applicable human resource federal and 
state requirements; conducting investigations; maintaining records. 

  

22. Maintains management guidelines by preparing, updating, and recommending personnel policies 
and procedures. 

  

23. Maintains historical human resource records by designing a filing and retrieval system; keeping past 
and current records. 

  

23. Other duties as assigned. 
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SAFETY AND RISK MANAGEMENT DUTIES: 

1. Maintains a working knowledge of all general agency and departmental-specific safety
rules.

2. Uses material handling equipment or staff assistance when lifting and or moving objects
50 pounds or heavier.

3. Reports any work-related or patron injuries to supervisor promptly.

4. Attends required safety program and in-service education meetings.

5. Corrects unsafe conditions and/or reports them to supervisor.

PERIPHERAL DUTIES: 

1. Attend monthly board meetings as necessary.

DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience:

A. Bachelor’s Degree in finance, human resource management, business or related
field or Associates Degree with an emphasis in accounting or related field with a
minimum of two (2) years of similar experience. Human Resources Certification
preferred.

2. Necessary Knowledge, Skills and Abilities:

A. Excellent written and oral communication skills. Knowledge of modern
accounting practices including municipal fund accounting.

B. Working knowledge of payroll computer programs and timekeeping systems.
computer data processing system.

C. Knowledge and understanding of federal and state employment laws.Able to handle
cash in an accurate and safe manner. 

D. Knowledge of risk management and safety program concepts.

E. Knowledge of recruitment techniques, onboarding, and new hire processing.
Able to speak, read, comprehend and verbally communicate in the English 
language. 

D.  

SPECIAL REQUIREMENTS: 

1. 1. Must have or obtain certification in CPR and AED within six months of employment.

64



PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable  
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accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 

While performing the duties of this job, the employee is frequently required to work in an office and 
spend a considerable amount of time sitting at a computer. The employee is occasionally required to 
travel to and from park district facilities and other sites for meetings.  
 
Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception, and the ability to adjust focus. 

 
WORK ENVIRONMENT: 

 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job the employee works near computers and data  
processing equipment, fax machines, telephones, copiers, and other office machinery. The noise level in 
the work environment is usually conducive to office work. 

 
SELECTION GUIDELINES: 

 
Formal application, rating of education and experience, oral interview and reference, 
background check, and job related tests might be required. 

 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if 
the work is similar, related, or a logical assignment to the position. 

 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements of 
the job change. 

 
APPROVALS: 
 
__________________________________   _____________________ 
     Human Resource & Payroll Manager           Date 
 
 
__________________________________   _____________________ 
                    Executive Director                          Date 

 
 
Board Approvals: 
Effective Date: June 27, 2016 
Revision Date(s):  
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DeKalb Park District 
Position Description 

DEPARTMENT: Finance & Administration 

TITLE:  Superintendent of Finance and Administration 

CLASSIFICATION: Full-Time, Exempt 

SUMMARY OF POSITION: Responsible for the financial functions of the DeKalb Park District, 
including payroll, accounts payable, cash receipts, general ledger, record keeping, budget 
development, , external financial reporting, internal audit controls, and development of the 
annual audit. Also s Serves as a liaison to the Park District Risk Management Agency 
(PDRMA).  Assists in coordination of the District’s Information Technology (IT) resources 
through internal oversight and partnerships with third party IT providers.  

SUPERVISION RECEIVED: Reports to the Executive Director 

SUPERVISION EXERCISED: Directly supervises the Finance AdministratorHuman Resource and 
Payroll Manager, Accounting Systems ManagerAccounting and Administrative Assistant, finance 
department and Hopkins office staff. 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  The duties and responsibilities listed below are 
illustrative only and are not meant to be a full and exhaustive listing of all the duties and 
responsibilities of this position. 

1. Develops and implements short term and long termlong-term financial plans to
meet the goals and objectives of the agency, including the development of
annual fund balance projections, department operating budgets, cash flow
projections, and the planning for capital projects,  and equipment acquisition, s
and the planning and analysis for bonds and other debt.

2. Prepares and maintains financial reports including the annual Tax tax Levy levy
ordinance, Bbudget and Aappropriations ordinances and amendments,
Comprehensive Annual Financial Report, Ttreasurers Rreport, Prevailing Wage
Ordinance, and other governmental and legal reports.

3. Prepares and evaluates monthly financial reports, including monthly, annual,
and other reports,  and special project analysis for board and staff review.

4. Leads the department in conformance with all statutory laws and
regulations, including the annual audit. 
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3. 

4. Administers GuidesLeads the department in conformance with all
statutory laws and regulations, including the annual audit.

5. Responsible for the administration and maintenance of financial records
related to the operations of the District.

5. Updates and implements financial policies and procedures.

6. Directs the daily financial operations for the District including receipts,
disbursements, deposits, account reconciliation ,and and internal and
external financial controls, and m

6.7. Maintains the integrity of the financial reporting system.
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7.8. Coordinates the District’s budget process, including developing budget schedule 
and budget documents for board review. 

8.9. Administers banking functions including completion of bank reconciliations and 
oversees investment activities. 

9.10. Oversees District’s document archive records management system and 
coordinates record disposal activities with the State of Illinois 

11. Maintains, updates, and manages the District’s technology efforts to streamline
business processes for employees and stakeholders. 

12. Assist in the oversight of the network administration, phone system, and website
hosting.  Work with third-party providers and District staff to identify and resolve 
technical problems.  

13. Assist in advising and training District staff on utilization of software, file
organization, and IT related policies and procedures.   

10.14. Recruits, hires, trains, supervises and evaluates departmental staff. 

11.15. Incorporates agency risk management practices in the implementation of the 
finance and administration department. Completes reports, documentation and 
District wide assessments. 

12.16. Promotes a positive image for the District by providing excellent customer service 
and responding to inquiries and complaints in a timely and professional manner. 

13.17. Attends meetings of the DeKalb Park District Board and responds to Board 
inquiries regarding policies, personnel, operations and other concerns of the 
Board. 

18. Serves as a Freedom of Information Act (FOIA) Officer and ensures required
training is completed.

14.19. Identifiesy and seeks grants and other funding sources to support financing of 
District projects and objectives. 

15.20. Other duties as assigned. 

PERIPHERAL DUTIES: 
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1. Serve as liaison to other governmental units, community groups, clubs and
organizations.

2. Serve as board member to the Kishwaukee Special Recreation Association.

3. Serve on internal agency committees or project teams with other park district
employees for the benefit of the entire park district.

4. Attend conferences, seminars and educational sessions and participate in
professional associations as they pertain to area of responsibility.
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DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience:

A. Bachelor's degree with a major in accounting or business administration is
required and a CPA is desirable.

A. 
B. Must have a minimum of five years of progressive experience in governmental

accounting.
B. 
C. Minimum of three years of supervisory experience preferred.

2. Necessary Knowledge, Skills and Abilities:

A. Knowledge of and skill in government fund accounting, finance, budgeting,
and internal controls

B. Working knowledge of computerized financial systems and must be proficient
in Microsoft Office

C. Able to prepare budgets, financial statements reports, presentations,
ordinances, payroll, and payroll tax reports.

D. Able to handle cash in an accurate and safe manner.

E. Able to speak, read, comprehend and verbally communicate in the English
language.

SPECIAL REQUIREMENTS: 

1. Certified Public Accountant (CPA) is preferred.

2. Must have or obtain certification in CPR and AED within six months.

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

While performing the duties of this job, the employee is frequently required to work in an office 
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and spend a considerable amount of time sitting at a computer. The employee is occasionally 
required to travel to and from park district facilities and other sites for meetings.   

72



 

 

Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception, and the ability to adjust focus. 

 
WORK ENVIRONMENT: 

 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job the employee works near computers and data processing 
equipment, fax machines, telephones, copiers, and other office machinery.  The noise level in 
the work environment is usually conducive to office work. 

 
 

SELECTION GUIDELINES: 
 

Formal application, rating of education and experience; oral interview and reference and /or 
background check; job related tests may be required. 

 

The duties listed above are intended only as illustrations of the various types of work that may 
be performed. The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related, or a logical assignment to the position. 

 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 

 
 
APPROVALS: 
 
__________________________________   _____________________ 
     Human Resource & Payroll Manager           Date 
 
 
__________________________________   _____________________ 
                    Executive Director                          Date 

 
Board Approvals: 
Effective Date:                         September 1, 2006  
Revision Date(s)History:                     October 24, 2011 
 
Revised:     April 10, 2014 
Revised:     April 21, 2016 
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DeKalb Park District  

Position Description 
 

DEPARTMENT:  Golf Course Operations 

 

TITLE:     Superintendent of Marketing & Golf Operations  

 

CLASSIFICATION: Full-Time, Exempt 

 

SUMMARY OF POSITION:  Responsible for directing marketing and communications strategies to 

encourage utilization of assets and promote awareness of initiatives throughout the District.  

Responsible for the overall management of and operations at River Heights Golf Course, Buena Vista 

Golf Course and the Hopkins Community Center Terrace Room, including staffing, budgeting, 

maintenance and risk management. Assists in coordination of District’s Information Technology (IT) 

resources through internal oversight and partnerships with third-party technology providers.   

 

SUPERVISION RECEIVED:  Reports to the Executive Director 

 

SUPERVISION EXERCISED:  Directly supervises the Golf Maintenance Superintendent and Golf Clubhouse 

Operations Manager. Directly supervises Community Center staff including rental supervisors and 

bartenders. Coordinates with parks and facility maintenance employees for Community Center 

custodians for the set-up/take-down of meetings/events/programs at the Terrace Room and weddings 

at the Gazebo.  Directly supervises marketing support staff including graphic designers, digital media 

specialists, and marketing interns. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative 

only and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this 

position. 

 

1. Oversee the development of long and short-term plans for the maintenance and capital 
improvements of the District golf courses.   

 
2. Oversee the management and operations of the District Golf Courses.  

 
3. Plan marketing strategies with department administrators and actively market District facilities 

and programs through advertising, promotions, press releases, social media, etc. 
 

4. Direct the development of marketing and communication pieces including website content, 
brochures, flyers, social media posts, press releases, posters, eblasts, and other printed pieces 

 
5. Oversee the design and production of the seasonal program guides. 

 
6. Responsible for the administration of the District websites (admin and golf) and social media 

pages to effectively communicate and promote the District. 
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7. Promotes a positive image for the District by providing excellent customer service and
responding to inquiries and complaints in a timely and professional manner.  Seek feedback
from the public regarding programs and services.

8. Represent the District at community events and meetings.

9. Maintain, update and manage the District’s technology efforts to streamline business processes
for employees and stakeholders.

10. Assist in oversight of network administration, phone systems, and website hosting.  Work with
staff and third-party technology providers to identify and resolve technical issues.

11. Assist in advising and training District staff on utilization of software, file organization, and IT
related policies and procedures.

12.9. Oversee the coordination of the use of the Community Center for rentals, special events,
programs and District activities.  Responsible for all staffing, event coordination, maintenance
and policy administration.

13.10. Responsible for the development and implementation of the Community Center budget and
Golf budgets.  Monitors revenues and expenditures and prepares reports as requested.
Authorizes departmental purchases within policy limitations.  Makes recommendations for
Capital improvements. Provides input regarding other District budgets regarding marketing and,
communications and IT needs.

14.11. Recruits, hires, trains, supervises and evaluates staff.

15.12. Incorporates risk management practices in the implementation of programs and facility
operations.  Completes reports, documentation and District wide assessments.  Complies with
overall District risk management goals and objectives.

16.13. Works closely and cooperatively with other department heads in the allocation of staffing, fiscal,
material and equipment resources to maximize the benefit of Park District resources to the
community.

17.14. Attends all meetings as requested.  Keeps the Executive Director informed regarding all areas of
responsibilities.  Communicate problems and successes in a timely fashion.

18.15. Identifiesy and seeks grants and other funding sources to support financing of District projects
and objectives.

19.16. Other duties as assigned. 

PERIPHERAL DUTIES: 

1. Periodically substitutes for absent staff or facility staff as necessary.

2. Attends Park Board meetings and reports on area of responsibility.
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2. 
3. Participates in community groups and committees that relate to areas of responsibility.

4. Serves on internal agency committees or project teams with other park district employees for
the benefit of the entire park district.

5. Attends conferences, seminars and educational sessions and participates in professional
associations as they pertain to area of responsibility.

DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience:
A. Bachelor’s Degree in Parks and Recreation, Marketing, or related field.

B. Minimum of five (5) years related experience.

2. Necessary Knowledge, Skills and Abilities:
A. Thorough understanding of marketing principles and how they apply to marketing of

park and recreation facilities and programs.

B. Staff supervisory skills.

C. Ability to communicate effectively both orally and in written format.

D. Facility management skills to include ability to coordinate events and oversee daily
operations.

E. Ability to make informed decisions and follow through on all decisions.

F. Computer skills to include Microsoft Office Suite, Adobe Creative Suite, program
registration software, and website CMS.

G. Basic knowledge of IT hardware and software.

H.G. Ability to develop and implement program and facility budgets and be fiscally 
accountable for areas of responsibility. 

SPECIAL REQUIREMENTS: 

1. Possession of a valid driver’s license.

2. Must have or obtain certification in First Aid, CPR and AED within 6 months of employment.

3. Must have or obtain TIPS certification.

4. Certified Parks and Recreation Professional (CPRP) designation preferred.
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5. Evenings, weekends and holiday hours are frequently required.

PHYSICAL DEMANDS:  

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently required to drive, stand, walk, climb 

stairs, see, hear and speak.  The position requires substantial time on the phone, sitting in front of a 

computer and sitting at a desk. The employee must occasionally lift and/or move up to 25 lbs. by 

themselves or 50lbs with assistance. Specific vision abilities required by this job include close vision, 

distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.   

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, a significant amount of time may be spent sitting in an office 

environment, being outdoors, and/or in inclement weather. The employee may occasionally be exposed 

to loud noises such as operating equipment, music and crowds.  

SELECTION GUIDELINES: 

Formal application, rating of education and experience; oral interview and reference 

and /or background check; job related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work that may be 

performed.  The omission of specific statements of duties does not exclude them from the position if the 

work is similar, related, or a logical assignment to the position. 

APPROVALS: 

__________________________________ _____________________ 
     Human Resource & Payroll Manager   Date 

__________________________________ _____________________ 
  Executive Director  Date 

Board Approvals: 

Effective Date:    October 1, 2009 
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Revised Dates:  October 24, 2011 

April 10, 2014 

May 19, 2016 
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SUBJECT:  Discussion of Merit Increase Pool for Fiscal Year 2020 

SUBMITTING DEPARTMENT: Administration 

BACKGROUND INFORMATION: 
As part of the proposed FY 2020 Budget, an increase of $27,933 has been budgeted within the individual 
funds for non-collective bargaining unit employee compensation and wages.  This increase represents 
3.5% of the wages paid during FY 2019 for the non-collective bargaining unit staff.   

District staff are extremely dedicated and have proven themselves as hard working, creative and team 
oriented.  They have demonstrated flexibility and shown a positive attitude during the changes over the 
past year.   As a result of vacancies in many divisions throughout the past year, all staff at the District 
have taken on additional responsibilities. 

As a part of their employee performance appraisals and the budgeting process, District employees have 
developed goals for the coming fiscal year and are evaluated on their achievement of the goals for the 
previous year.   Additionally, staff are evaluated on the following categories:  Interpersonal 
Skills/Communication, Attitude, Accountability, Initiative, Customer Service and Responsiveness, 
Leadership Skills, and Proficiency of Position.   Supervisors are also evaluated on their Supervisor Skills, 
Fiscal Responsibility, and Strategic Action. 

Employees that have achieved their goals and increased their value to the District by their professional 
achievements, by taking on additional responsibilities, or by continued professional growth and 
development are those that should receive a merit increase.    

A merit increase is a higher wage rate paid to an employee on the basis of agreed upon criteria such as 
efficiency and performance.   Changes that justify an increase in pay include the following: 

• Employee’s characteristics change in a way that affect their market price
o If the District hired someone with the years of experience, new skills and knowledge

acquired by that employee
• Market price for the employees’ skills has changed

o Is the market paying more for this position or type of position than the District is paying
• Value of the employee’s work to the company has changed

o Examples include increased efficiencies or productivity; achieving goals that move the
District forward in achieving District-wide goals and objectives; Taking on additional
challenges and responsibilities (for which compensation was not previously increased)

Board of Commissioners Meeting 

Agenda Item V.e. 
February 7, 2019 
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If approved the merit increase pool would be allocated as follows: 

2% Cost of Living Increase (to all employees eligible for a pay increase – this is based on the CPI of 2.1%) 
1 % merit increase for “exceeds expectations” scores on evaluation 
3% Total Maximum Increase Per Employee to Base Pay 

Additionally, the merit increase pool would be used for bonuses as follows: 
• $300 for each goal completed in FY 2019 up to a maximum of $900.
• This bonus does not effect base pay.
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DeKalb Park District 
Performance Evaluation Report 

Employee Name:

Position: Division:

Evaluator Name: Position:

Appraisal Period: From: ___ / ___ / ___ to:  ___ / ___ / ___
 (Month)    (Day)   (Year)  (Month    (Day)     (Year) 

Performance Evaluation Date: ___ / ___ / ___
(Month)   (Day)     (Year) 

My supervisor has conducted a performance evaluation interview with me, and has informed me of my

performance.  I have been given an opportunity to attach my written comments.

Employee Signature: Date:

Supervisor Signature: Date:

Superintendent Signature: Date:

Director Signature: Date:

General Instructions On the following page, the supervisor shall assign the appropriate performance

rating to each performance standard as it relates to the position.  When all areas are completed, assign

an overall rating and indicate this rating on the front page of the Performance Evaluation Report (below).

If an employee receives 3 or more “Does not Meet Expectations” ratings, a Performance Improvement

Plan shall be prepared by the supervisor and completed by the employee.  Comments regarding the

employee’s performance shall be attached.  The completed reports shall include 1.) The Performance

Evaluation Report (3 pages including comments); 2.) Employee Self Evaluation; 3.) Goals and Objectives

for current appraisal period with completion dates and comments; 4.) Goals and Objectives for next

appraisal period.

EMPLOYEE’S OVERALL PERFORMANCE RATING  

Exceeds Expectations Meets Expectations Does Not Meet Expectations 

An employee receiving an overall rating of Does Not Meet Expectations will be placed on a Performance

Improvement Plan
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Exceeds 

Expectations

Meets 

Expectations

Does Not Meet 

Expectations

Supervisory Skills Effectively supervises employees. Trains, coaches, 
evaluates, and encourages employees. Builds team morale by focusing on individual 
relationships and supporting their team.

Fiscal Responsibility Understands their department and division budget. 
Reaches financial goals. Continuously looking for ways to save the District money. 
Finds and secures alternative revenue.

Strategic Action Works with team to achieve the goals and objectives of the 
DeKalb Park District. Works for the common good. Willing to assist other divisions in 
achieving goals.

Safety Degree to which the employee is committed to providing and maintaining a 
safe work place. Corrects unsafe work conditions. Follows all District safety policies.

Performance Goals and Objectives Employee goals and objectives shall be created in greater detail on a separate documents “Employee 

Performance Goals and Objectives” and included as part of the evaluation process. Supervisors shall rate each of the three goals appropriately and separately. 

Comments should be provided on that form and should be attached to this report. Briefly summarize each of the three goals evaluated below and rate them 
accordingly.

Supervisory For employees who supervise full or part-time staff. Please rate employee on their supervisory/leadership ability. If the employee does not 
supervise staff please leave this section blank.

Accountability Does the employee acknowledge and assume responsibility for 
actions, products, decisions and policies within the role of their position? Accepts the 
obligation to report, explain and be answerable for resulting consequences

Initiative Does employee work independently? Solve problems? Assume 
additional responsibility? Look for more efficient and cost effective ways? Is the 
employee a self-starter? Pursue professional development and training opportunities?

Customer Service and Responsiveness Ability to display courtesy 
and effectively interact with the DeKalb community and/or Park District staff to deliver 
quality customer service. Follows-up and resolves concerns in a timely and friendly 
manner

Leadership Skills Ability to influence, instruct, train, supervise, evaluate and 
motivate staff; make decisions and control operations to achieve divisional objectives. 
Creates a trusting and supportive environment to foster innovative problem solving?

Proficiency of Position Technical knowledge of position. Skills, analytical 
ability, problem solving skills. Did the employee show growth in position?

Performance Standards Rating

Interpersonal Skills/Communication Does employee work
harmoniously and effectively with subordinates, peers, supervisors, and the public? Is 
the employee a team player? Shares information with others as needed? Resolves 
conflicts? Welcomes and seeks constructive feedback on own performance? Verbal 
and written communication, presentation skills where applicable

Attitude Is the employee positive in the work environment both with both internal 
and external customers? Does the employee express adverse reactions when 
situations do not go as planned or when given work assignments

Employee Name: Position:
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Employee Name:        Position:

Performance Review Comments and Recommendations (attach additional comments if necessary):

Employee Comments: 

Superintendent/Director Comments: 
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SUBJECT:  Action on Board Meeting Schedule for Fiscal Year 2020 

SUBMITTING DEPARTMENT: Administration  

BACKGROUND INFORMATION:   

The proposed board meeting schedule for fiscal year 2020 would be as follows:  

March 7, 2019 
March 21, 2019  
April 4, 2019 
April 18, 2019 
May 2, 2019 
May 16, 2019 
June 6, 2019 
June 20, 2019 
July 3, 2019  Note change to Wednesday due to 4th of July holiday 
July 18, 2019 
August 1, 2019 
August 15, 2019 
September 5, 2019 
September 19, 2019 
October 3, 2019 
October 17, 2019 
November 7, 2019 
November 21, 2019 
December 5, 2019 
December 19, 2019 
January 9, 2020  Note change to 2nd Thursday due to holidays 
January 22, 2020 Note change to Thursday due to IPRA/IAPD Annual Conference 
February 6, 2020 
February 20, 2020 

Board of Commissioners Meeting 

Agenda Item VI.f. 
February 7, 2019 
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SUBJECT:  Discussion of Sundog Contract for Managed IT Services 

SUBMITTING DEPARTMENT: Administration 

BACKGROUND INFORMATION: 

Last year, the IT needs of the District were analyzed and identified to procure managed IT services to 
control costs, improve efficiency, and establish long-term technology strategies.  The District solicited 
proposals and received five proposals from IT Service companies varying in size.    

In February 2018 the board approved the proposal from Sundog IT for managed IT services for a period 
of one year.  The monthly quote for managed IT services based on users, licenses and access points was 
$3,667 (including Office365 licenses), based on user counts.  We are currently paying $3,846 a month 
(including Office365 licenses) due to an increase in access points, users, and Office 365 licenses. 

The managed IT services includes: 

• Server management, maintenance, and backup
• Complete support and monitoring for all workstations/laptops on the network
• Firewall-as-a-Service for all locations
• Network Security including antivirus, malware filtering
• Email archiving & spam filtering
• Wireless access points in all facilities
• Remote access to office workstations
• Tech services (M-F 8:00am-4:30pm) for any issues related to the network, server, and workstations.

Over the course of the year staff have been satisfied with the service received from Sundog.  There have 
been no times where services have been disrupted due to technology issues that were a result of service 
from Sundog.  Sundog has agreed that for the next year the monthly cost for managed IT services will 
remain unchanged based on our user counts. 

As this is a professional service, the park code is clear in not requiring an annual RFP or bidding process.   
It recognizes the cumbersome nature of the organization changing professional services on an annual 
basis.  This is similar to the relationship with auditors, bankers, and legal firms.  The District has 
instituted a practice of soliciting proposals every three years for services as a general guideline.  
Proposals will be solicited more frequently than that if the price increase is significant or there are issues 
with service. 

Based on this, staff are recommending approving the proposal from Sundog IT for managed IT services 
for one additional year. 

Board of Commissioners Meeting 

Agenda Item V.g. 
February 7, 2019 
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SUBJECT:  Joint Review Board Discussion  
 
SUBMITTING DEPARTMENT: Administration 
 
BACKGROUND INFORMATION: 
The Joint Review Board (JRB) met on January 25 and on February 1.   The primary topics of discussion at 
these meetings were: 

• The principles and structure of TIF’s and the JRB to assure public accountability, fiscal 
accountability, and public transparency,  

• The structure of an intergovernmental agreement and surplus payments from TIF 3 should it be 
created.   

 
Accountability & Transparency 
There have been concerns expressed by the public about the City’s use of TIF dollars in administrative 
expenses or transferring TIF dollars to the city’s operating funds to cover costs of administering the TIF 
District.   The City Manager shared with the JRB a memo that he sent to city staff with his directive 
regarding the tracking of administrative expenses.   It gives direction to staff to track actual time spent 
on TIF projects rather than simply allocating a portion of staff salaries to be covered by TIF funds.    
 
“employees should track only that time that is specifically allocated to TIF-related work or TIF-
related redevelopment projects, where the City is using internal staff in lieu of incurring 
additional expense to utilize an outside contractor or consultant.  In other words, time should 
only be tracked where the work would not have been performed but-for the existence of the TIF 
District.” 
 
Other TIF concerns have been addressed in the City’s proposed ordinance which would adopt Chapter 
37 “Tax Increment Financing Regulations” into the City’s municipal code.   The following are proposed in 
Chapter 37: 

• JRB Meetings will be held not less than quarterly. 
• Ten days in advance of each JRB meeting, members of the JRB will be provided a detailed 

financial report for each existing TIF district. 
• All JRB meetings will be televised. 
• The JRB will be provided a report on the property tax performance of each project. 
• Administrative expenses paid out of TIF will be highlighted in the financial reports provided to 

the JRB. 

Board of Commissioners Meeting 
 

Agenda Item V.h. 
February 7, 2019 

 
 

  



• Stand-alone Infrastructure projects will be discouraged.  However, stand-alone projects may be 
approved if “but for using TIF dollars” they would not occur, and these infrastructure projects 
would spur development in the TIF district. 

 
Intergovernmental Agreement (IGA) and Surplus Payments 
Currently there is an IGA in place for TIF 1 which allows for a distribution of surplus payments to all the 
other taxing bodies.  As the City has been contemplating TIF 3 there was significant discussion of an IGA 
for this TIF that would also include surplus payments.   The concerns that exist if there are surplus 
payments made to the other taxing bodies is that it diminishes the ability of the City to fund 
development and potentially hampers the growth in the TIF District.   As such, they are proposing 
various options for the surplus payments.   
 
Three options for this surplus payment were presented: 
 

Surplus Alternative  TIF Surplus By Years 
 

TIF Surplus After Targeted 
Amount 

• No surplus out of TIF 3 
• City would end TIF 1 a year 

early  

Surplus payments of 30% in 
years 4-7 and 50% in Year 8 and 
the remaining years 

City surpluses 50% of annual 
increment after $1 million in 
annual increment is attained 
 

District would receive increase 
in property taxes of $216,391 in 
2022 

Park District would receive 
$254,296 in first 16 years 
(Projections for years 17-23 
were not provided) 

• Projected to reach $1 
million in 2034. 

• District’s surplus payment 
would be $29,729 for that 
year (Projections after that 
year were not provided) 
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