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REGULAR MEETING  

BOARD OF TRUSTEES 

AGENDA 

Thursday, October 18, 2018 

4:30 p.m. 

Decatur Public Library Board Room 

 

I. Call to order – Mark Sorensen 

II. Approval of agenda 

III. Approval of minutes for September 20, 2018 

IV. Communications from the public  

V. City Librarian’s report –Rick Meyer 

VI. Reports of committees 

A.  Personnel, Policy & Public Relations Committee – Aaron Largent 

i. Collection Development Policy 

ii. Website Update 

iii. Job Descriptions 

iv. Management Salary Scales 

v. Other 

B. Friends of the Library—Samantha Carroll 

          i.     October 11 meeting 

C. Foundation 

          i.     No meeting 

D.  Finance and Properties Committee–John Phillips 

i. September 2018 Check Register 

ii. 2018 Budget Review 

iii. Other 

F. Illinois Heartland Library System—Rick Meyer 
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i. SHARE Executive Committee 

ii. Member Day 

VII. Old Business  

i. Parking Lot/Annex Discussion 

VIII. New Business 

i. Space Plan Proposal 

ii. Other 

IX. SERVING OUR PUBLIC: STANDARDS FOR ILLINOIS PUBLIC LIBRARIES 

Chapter 2: Governance and Administration 

X. Public comments – 15-minute time period for citizens to appear and express their views before the 

Decatur Public Library Board.  Limit of 3 minutes per speaker; total of 15 minutes. No immediate 

response will be given by the Library Trustees or Library staff members. 

XI. Adjournment 

 

If you have questions please contact: 

Rick Meyer, City Librarian 

421-9713 or rmeyer@decaturlibrary.org 

 

 

mailto:rmeyer@decaturlibrary.org


 

 

Collection Development Policy 

Purpose 

 The Collection Development Policy reflects the diverse needs of the Decatur community 

and the library’s Strategic Plan to promote the love of reading and life-long discovery, 

helping ensure children and teens are ready and excited to learn, and offering robust 

connections to the digital world. 

 The library believes that collections are part of the broader content of a library: its 

experiences, spaces, materials, and collaborations. We seek to respond to our 

community’s needs and aspirations interests through this content. 

 Through our collections we work to facilitate equitable experiences for engagement, 

education, and inspiration.  

Principles 

 The library advocates for  strives to achieve broad participation in the library services, 

including the sustained use of materials. The lLibrary's collections, as much as possible, 

should reflect the diversity of needs, interests, perspectives and backgrounds in the community 
 The library also seeks to provide awareness of those cultures, traditions and ideas not represented 

in the local community. 
 The controversial nature of certain subjects, authors, or language will not be cause for automatic 

inclusion or exclusion. Each item will be selected on its individual merit and role in the 

collection. Decatur Public Library does not promote all of the ideas found in its collections 

or the discussions those ideas may inspire, – but provides the spaces and opportunities for 

those ideas and discussions. 

 The library protects the right of the individual to access information, even when the 

content may be controversial or unacceptable to others. Privacy and confidentiality are 

key tenets. As such, the library upholds the American Library Association’s Library Bill 

of Rights position statement, including the Freedom to View and Freedom to Read. It is 

the decision of the library not to filter Internet access. 

 Decatur Public Library is committed to being a good steward of the community’s tax 

dollars and community assets. 

Responsibility for Selection 

 

Ultimate responsibility for selection rests with the City Librarian who operates within a 

framework of policies established by the Library Board of Trustees. The City Librarian 

delegates responsibility for collection development to the Heads of Adult, Local History and 

Children's Divisions. Each Division Head delegates responsibility for selection and 

maintenance of specific areas of that department's collections to various staff members, 
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operating within the guidelines provided by the Policy. 

 

Scope 

The library develops a meaningful, evidenced-based collection that is positioned to meet the 

needs  and interests of the community. Evidence-based methods include traditional metrics 

(circulation, usage analytics such as downloads and website visits, and usage ratios); and less 

formal inputs via conversations with the community and professional insights in the course of 

community engagement. Tools include collection analysis software to monitor collections 

according to use.  

Selection 

Material selection criteria are informed by: 

 Community interests & impact 

 National and international news and events 

 Publishing and social trends 

 Professional reviews and journals 

 Collection analysis software  

 Staff professional expertise 

 Holdings by other libraries in the SHARE consortium 

 Cost 

 Available space 

 Maintenance 

Community requests and recommendations are welcomed and are subject to the same criteria as 

any other material. The library does not collect textbooks, academic, technical, or self-published 

materials not professionally reviewed, unless they are considered useful generally.  

The library adopts “digital curation” as an umbrella term for actions and strategies to provide 

stewardship of our digital assets. Digital assets include electronic resources, software and 

hardware, and devices. Digital curation takes into account the lifespan of the item, the product, 

and the product version to maintain currency, relevance, and sustainability. 

As stewards of content, we carefully consider materials relative to cost, space, maintenance,  and 

patron interest. We ask such questions as: “Does the item have proven or potential interest to 

our community? Does it meet known or potential demand? Has it earned the attention of critics, 

reviewers, and the public to an extent that has created that demand? Are there similar materials 

already in the collection? To what extent are the materials available elsewhere in the community 

and library consortium? Can we anticipate, based on our ongoing conversations and 

engagement, those items and experiences that delight and inspire our community members?” 

Selection means identifying – and measuring – the impact of collections in the community. 



Formats 

A well-rounded collection of materials which serves a broad spectrum of users must provide the widest 

possible selection of print and non-print formats. The library collects formats that are viable and 

discontinues ordering or phases out formats no longer available or in demand. Other developing types of 

material will be acquired and made accessible, as they are judged suitable, meaningful, and relevant to the 

community based on the stated selection criteria. We strive to be “format neutral”, defining physical 

and digital collections and content as materials to which we facilitate access for and with our 

community. 

Special Collections 

 

Decatur Public Library maintains a large local history collection which operates under its own 

Collection Policy. 

 

Networks 

 

No library has the resources available to meet the needs of all users all the time. The library 

promotes and facilitates resource sharing through interlibrary loan and reciprocal borrowing 

arrangements as a means to provide our users with access to a wider selection of materials than 

our collections alone can provide. The library works cooperatively with other local libraries, 

library systems state-wide and the State Library to provide the broadest access to materials for 

its patrons while minimizing duplication. Thus, the selection of materials for the library's 

collection is influenced by the ability to readily borrow materials from other libraries that can 

support a limited demand from our library's patrons. 

 

Deselection 

Ongoing evaluation and review of library materials is necessary to maintain a viable collection 

that meets the library's needs and is of current interest to patrons. Physically deteriorated, 

duplicate, superseded and/or obsolete materials may be replaced or removed at the professional 

staff’s discretion. Materials that have not circulated in more than 1 year may also be removed. 

Updated versions may be purchased when indicated. Staff may use collection analysis software 

to inform deselection decisions 

Gifts and Donations 

Decatur Public Library encourages and accepts donations of materials, with the understanding 

that the decision whether to add gifts to the collection will be based on the same criteria that 

govern purchased materials. The donor of gift materials does so with the understanding that the 

library reserves the right to assign gifts wherever needs exist and to dispose of gifts as it sees fit. 

Decatur Public Library does not accept gifts of self-published materials. Generally, gifts not 

added to the collection will be donated to the Friends of the Library for their book sales. Gifts to 

the library cannot be returned to donor. 

http://www.decaturlibrary.org/local-history-collection-policy/


Reconsideration of Library Materials 

Any citizen may request that the lLibrary reconsider materials that are part of the collection. Requests 

must be made in writing on the form provided for this purpose, Request for Reconsideration of 

Library Material (see attached). The City Librarian, upon receipt of a formal complaint, will appoint 

an ad hoc committee of staff librarians to review the material in question and report their findings 

within one month. The City Librarian will use the findings of the committee to assist his decision 

regarding the retention of the item. The City Librarian shall include information on any formal 

complaints, and his decision with regard to the challenged materials, in the monthly report to the 

Library Decatur Public Library  Board of Trustees. The complainant will be notified in writing of the 

City Librarian's decision. 

Review of Policy 

 

This policy will be reviewed by the Board of Trustees biennially in accordance with Illinois 

statute (75 ILCS 5/4-7.2) 

 

Approval pending 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.ilga.gov/legislation/ilcs/fulltext.asp?DocName=007500050K4-7.2


 

 

 

 

REQUEST FOR RECONSIDERATION OF LIBRARY MATERIAL 

Name: 

Address: 

Telephone No.: _________________________________  E-Mail: Material Challenged: 

Author: 

Title: 

Type (Format) of Material: 

I have have not read/viewed the material in its entirety. 

Specific nature of the challenge: 

What do you believe is the theme or intent of the material? 

A copy of the Decatur Public Library Collection Development Policy has been made available to me. 

 

I am acquainted with the Collection Development Policy and believe this material fails to meet the 

criteria established in the Policy because: 

I agree that this material meets currently established criteria but I would like the policy modified 

to exclude such material because: 



Date Signature of Library User 

PATRON REQUEST FOR MATERIALS PURCHASE 

Date Requested_________________________ 

Type of Material Requested 

Book__________ DVD_________ Audio Book on CD_________Audio CD____________ 

Other___________________________________________________________________ 

 

Title____________________________________________________________________ 

Author__________________________________________________________________ 

Publisher and Date, if known________________________________________________ 

ISBN, if known____________________________________________________________ 

Where did you hear about requested item?____________________________________ 

Cite related reviews, ads, etc.________________________________________________ 

 

Your name and address_____________________________________________________ 

_________________________________________________________________________ 

____________________________________________________Zip code______________ 

Phone #________________________ Library Card #______________________________ 

Email address_____________________________________________________________ 

 

Do you want to be informed as to the library’s decision to purchase this item? 

Yes ________________________________  No__________________________________ 

 

Please complete this form and give to a Staff Member at the Reference Desk. 

Form 207 Revised 9/12 



The item you requested for purchase by the Decatur Public Library: 

 

________________________ Is now on order. 

 

_______________________  Is now on order and ready to request.  If you wish to reserve it, 

please bring your DPL library card to the Reference Desk, call 424-2900 ext. 7, or access our 

online catalog at wwwdecaturlibrary.org to place a request on this item. 

 

_______________________  Is already on request for you.   

 

 

 

________________  Will NOT be ordered due to the following: 

_______________ Out of print/No longer available 

 

_______________ Cost of item 

 

_______________ Insufficient Reviews 

 

______________ Other____________________________________ 

_______________________________________________________ 

 

_____________ Cannot be located due to lack of complete information about the title. 

Please call 424-2900, Ext. ________________ to discuss this with a staff member. 

Thank you for your interest in materials to be purchased for your library! Formatted: Strikethrough



 



 

 

                                            Job Description                    3105 
 

LIBRARY ASSISTANT – FULL TIME 
 

DECATUR PUBLIC LIBRARY 
 

NATURE OF WORK   
 

 This is beginning level para-professional library work.  Work involves varied, advanced 

clerical and para-professional librarian assignments related to public library service requiring 

some incidental supervision.  Duties do not require previous para-professional experience; how-

ever, they do require a level of academic preparation sufficient to enable employees to operate in 

advanced clerical, technical and general assistant library work. Personnel may be assigned to oth-

er areas of the public library. 
 

SUPERVISION RECEIVED:   

 Work is performed with considerable independence under the direct supervision of a 

Management supervisor and is reviewed through periodic conferences, records maintained and 

reports prepared and the observation of results obtained. 
 

EXAMPLES OF WORK (typical work examples, but not limited to the following): 
 

*Work may vary depending on the department designated. 
 

  Assists in standard departmental work operations; assists in professional services work in 

the absence of superiors; provides patron assistance at various public service desks and via    tel-

ephone. 

  Assists patrons in selection of library materials; assists patrons in the use of the on-line 

catalog, Internet/database computers, microfilm readers, copy machines and other equipment. 

  Provides patron computer assistance; prepares and presents instructional classes for 

public/staff on computer related topics as assigned. 

  Assists with library program and event planning.  

  Reads review publications for materials selection; searches subject choices on the com-

puter; prepares book reviews and lists; uses library vendor software to enter materials orders. 

  Takes reserves and inter-library loan requests; provides verification information on titles, 

price, authors and related matters. 

  Shelves materials such as microfilm and reference collection as directed. 

  Collects printer/copier fees; maintains files and records on problem patrons as directed. 

  Assists in the preparation of book displays; assists patrons on the use of library facilities. 

  Maintains and prepares appropriate statistical and activity reports. 

  Moves large amounts of materials/equipment to and from vehicles and within the library 

building as directed by supervisor. 

  Performs related work and duties as assigned. 

  Performs general bookmobile library assistant work on assigned routes and stops. 

 Interviews potential home service patrons, selects and delivers materials for deposit sites 

and home bound patrons; works closely with volunteers to coordinate deliveries. 

 Conducts story hours and/or other library programs; participates in training activities for 

school children. 

 

 

 



 

 

Job Description 

Library Assistant - Full Time 

Page 2 

 

REQUIRED KNOWLEDGE, ABILITIES AND SKILLS: 

 

 Considerable knowledge of books, authors and book publications. 

 Some knowledge of principles and practices of library science. 

 Some knowledge of office practices and procedures. 

 Knowledge of the Dewey Decimal library classification system. 

 Ability to learn the library’s automated computer system/catalog and stay current with  

 related  updates and procedures.   

 Ability to learn library clerical processes and para-professional work assignments within 

 a reasonable period of time. 

 Ability to prepare standardized library statistical and activity reports. 

 Ability to work independently, which may require independent study at home, under   

 limited supervision after a period of training . 

 Ability to follow moderately complex oral and written instructions. 

 Ability to lift and carry boxes of library materials. 

 Ability to deal with the public and employees in general and difficult work situations. 

 Ability to work well with patrons of all ages. 

 Ability to work evening and/or weekend hours as required. 

 Ability to perform repetitive motion tasks with full range of mobility. 

 Must have adequate eyesight, depth perception, and color vision to perform duties. 

 Must be able to work in the following environments: inside and outside with temperature 

 variations; with noise and vibrations; and with adequate ventilation meeting all 

 relevant safety regulations. 

 Must be able to turn, balance, push, handle, reach, stoop, and stand for extended periods 

 of time. 

 

 

REQUIRED TRAINING AND EXPERIENCE: 

Graduation with a B.A./B.S. from an accredited university 

 

DESIRED TRAINING AND EXPERIENCE: 
 

Graduation with a B.A./B.S. from an accredited university, preferably with B. A./B. S. with a 

specialization in the social sciences;, post graduate courses in library science; some experience in 

general library work; or any equivalent combination of training and experience. 

 

 

 

                        Pay Grade 18 

 

Adopted CSC – 7/06/2006 

Revised & Adopted CSC – 3/02/2010 
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 Job Description 3123 

 

Librarian 

 

Decatur Public Library 

 

 

Nature of Work 
 

This is specialized professional library work involving the provision of 

information to individuals. 

 

Work involves the supervising and physical maintaining of any of the library’s 

collection areas as assigned, supervising selection of materials for this collection, 

planning and promoting programming, providing library users with requested 

information, and managing library operations when assigned librarian-in-charge. 

 

Supervision Received 
 

Work is performed with considerable independence under the guidance of the 

division head. Work is reviewed through periodic conferences, reports prepared, 

observations, and regular evaluations. 

 

Supervision Exercised 
 

Exercises supervision over staff and volunteers within the division as assigned. 

 

Examples of Work (typical work examples, but not limited to the following) 
 

Assists library users in locating and securing information and reading materials in 

print and non-print sources. 

 

Instructs library users on the use of reference materials and other resources. 

 

Reviews, selects, and maintains materials in all formats for assigned area of 

responsibility. 

 

Provides verification information on book titles, prices, authors, and related 

matters. 

 

Develops displays for various public areas to promote library materials. 

 

Plans and organizes assigned work and prepares appropriate work reports. 

 

Represents the library to appropriate community groups and agencies and at 

appropriate agency functions. 

Comment [RM1]: As LIC, isn’t this 
broader than ‘within the division’? 

Comment [ATH2R1]: Correct 

Comment [RM3]: Is this necessary? 

Comment [ATH4R3]: I’d say no 

Comment [RM5]: I like this in 
theory. We don’t do much of it, but 

I think it may be worth keepit. 

Comment [ATH6R5]: I think all 
positions need it as we represent 

the library in the community on an 

everyday basis. 



 

 

 

 

LIBRARIAN 

DECATUR PUBLIC LIBRARY 

Job Description 

Page 2 
 

 

 

Conducts tours through the library’s adult division. 

 

Develops and implements library programs that appeal to a diverse demographic, 

under the guidance of assigned supervisor. 

 

Participates in at least 15 hours of continuing education annually. 

 

Performs related work and other duties as assigned. 

 

Required Knowledge, Abilities, and Skills 
 

Considerable knowledge of principles and practices of library science. 

 

Considerable knowledge of authors and materials in all formats. 

 

Ability to deal with the public and employees in general and difficult work 

situations. 

 

Ability to work independently under general supervision. 

 

Desired Required Training and Experience 
 

Graduation from an approved ALA-accredited university with a Masters Degree 

in Library Science from an ALA-accredited university.   

 

Desired Experience 

 

Previous experience in a public library preferred. 

 

NOTE:  This is an unclassified position filled by appointment of the City Librarian. 

 

 Pay Level 3 
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Decatur Public Library 

Management Pay Scale 

2015-2016 

Level Minimum  Maximum 
1 28,900 46,500 
2 34,700 55,800 
3 40,800 66,800 

 4 47,000 81,500 
5 53,000 97,700 
6 63,600 117,300 
7 79,100 130,400 

Approved by Decatur Public Library Board of Trustees 8 -20-15 

 



Revenue
FY 2018 Budgeted YTD MTD To Be Collected % Collected FY17 Budgeted FY17 YTD FY17 MTD FY17 To Be CollectedFY17 % Collected

Real Estate Taxes 2,842,000.00$              1,551,560.80$   -$                        1,290,439.20$        55% 2,842,000.00$      2,693,375.71$     1,260,790.21$   148,624.29$      95%

PPRT 250,000.00$                 231,741.83$      -$                        18,258.17$             93% 293,000.00$          267,420.07$         -$                     25,579.93$        91%

State Grants or other 61,000.00$                   166,456.57$      -$                        (105,456.57)$         273% 61,000.00$            -$                       -$                     61,000.00$        0%

PILOT 418,090.00$                 313,567.47$      34,840.83$            104,522.53$           75% 362,037.00$          271,527.75$         30,169.75$         90,509.25$        75%

Fines -$                               15,951.73$         703.49$                  (15,951.73)$            #DIV/0! 33,500.00$            16,494.16$           2,310.39$           17,005.84$        49%

Non-Resident Fee 150.00$                         85.12$                -$                        64.88$                     57% 150.00$                 161.44$                -$                     (11.44)$              108%

Lost or Damaged Items 5,100.00$                     3,210.28$           305.99$                  1,889.72$               63% 5,100.00$              4,195.35$             326.95$              904.65$             82%

Copies/Miscellaneous 8,200.00$                     7,420.63$           424.00$                  779.37$                   90% 8,200.00$              7,210.45$             1,060.00$           989.55$             88%

Meeting Room Fees 3,600.00$                     3,835.00$           610.00$                  (235.00)$                 107% 3,600.00$              4,380.00$             495.00$              (780.00)$            122%

Interest Income 75.00$                           1,303.12$           181.49$                  (1,228.12)$              1737% 75.00$                   -$                       -$                     75.00$                0%

Miscellaneous Income 2,000.00$                     11,273.11$         -$                        (9,273.11)$              564% 7,000.00$              532.07$                22.26$                 6,467.93$          8%

Federal Grants -$                               -$                    -$                        -$                         #DIV/0! -$                        -$                       -$                     -$                    -$                           

Transfer from Meyer Fund -$                               17,671.42$         1,860.51$              (17,671.42)$            #DIV/0! 26,528.00$            6,351.60$             4,598.00$           -$                    -$                           

Sale of Property -$                               -$                    -$                        -$                         #DIV/0! -$                        -$                       -$                     -$                    -$                           

Totals 3,590,215.00$             2,324,077.08$   38,926.31$            1,266,137.92$       65% 3,642,190.00$      3,271,648.60$     1,299,772.56$   

Personnel Expenditures
FY 2018 Budgeted Available % Spent FY17 Budgeted FY17 YTD FY17 MTD FY17 Available FY17 % Spent

Salaries 1,524,457.00$              1,135,685.26$   116,377.23$          388,771.74$           74% 1,568,106.00$      1,083,433.83$     117,651.57$       484,672.17$      69%

Overtime 1,000.00$                     -$                    -$                        1,000.00$               0% 1,000.00$              167.01$                -$                     832.99$             17%

IMRF 183,586.00$                 128,896.53$      13,107.78$            54,689.47$             70% 195,191.00$          129,372.49$         13,620.60$         65,818.51$        66%

FICA/Medicare 112,684.00$                 85,863.85$         8,726.40$              26,820.15$             76% 119,486.00$          82,180.33$           8,861.90$           37,305.67$        69%

Life Insurance 2,996.00$                     1,893.60$           188.94$                  1,102.40$               63% 2,629.00$              1,784.34$             195.08$              844.66$             68%

Medical Insurance 327,600.00$                 224,100.00$      24,300.00$            103,500.00$           68% 315,900.00$          213,300.00$         23,400.00$         102,600.00$      68%

Service Recognition 20,295.00$                   17,106.64$         966.28$                  3,188.36$               84% 21,508.00$            14,850.33$           825.02$              6,657.67$          69%

Totals 2,172,618.00$             1,593,545.88$   163,666.63$          579,072.12$           73% 2,223,820.00$      1,525,088.33$     164,554.17$      698,731.67$      69%

Operating Expenditures
FY 2018 Budgeted Available % Spent FY17 Budgeted FY17 YTD FY17 MTD FY17 Available FY17 % Spent

Unemployment 1,980.00$                     1,485.00$           165.00$                  495.00$                   75% 5,916.00$              4,437.00$             493.00$              1,479.00$          75%

Advertising 500.00$                         -$                    -$                        500.00$                   0% 500.00$                 602.60$                -$                     (102.60)$            121%

Printing/Binding 500.00$                         240.00$              72.00$                    260.00$                   48% 500.00$                 1,288.15$             -$                     (788.15)$            258%

Service to Office Equipment 10,000.00$                   9,384.54$           638.87$                  615.46$                   94% 10,000.00$            6,317.81$             722.15$              3,682.19$          63%

MIS Services 43,356.00$                   32,517.00$         3,613.00$              10,839.00$             75% 41,724.00$            31,293.00$           3,477.00$           10,431.00$        75%

Telephone 30,000.00$                   21,656.74$         2,497.98$              8,343.26$               72% 30,000.00$            21,039.01$           2,486.85$           8,960.99$          70%

Conferences & Travel 20,000.00$                   17,390.81$         2,156.14$              2,609.19$               87% 10,000.00$            5,252.02$             825.00$              4,747.98$          53%

Postage 13,000.00$                   7,221.14$           930.10$                  5,778.86$               56% 13,000.00$            6,416.52$             859.79$              6,583.48$          49%

Computer Software 16,000.00$                   2,692.96$           -$                        13,307.04$             17% 16,000.00$            20,366.60$           18,252.50$         (4,366.60)$         127%

Admin Fee 103,464.00$                 77,598.00$         8,622.00$              25,866.00$             75% 92,304.00$            69,228.00$           7,692.00$           23,076.00$        75%

Medical Expenses 500.00$                         -$                    -$                        500.00$                   0% 500.00$                 -$                       -$                     500.00$             0%

Temp Agency Services 1,000.00$                     -$                    -$                        1,000.00$               0% 1,000.00$              271.04$                271.04$              728.96$             

Tuition Reimbursement 4,000.00$                     1,500.00$           -$                        2,500.00$               38% 4,000.00$              1,000.00$             -$                     3,000.00$          

Professional Services 45,000.00$                   19,065.15$         2,161.18$              25,934.85$             42% 51,000.00$            56,009.06$           712.12$              (5,009.06)$         110%

Membership Fees 45,000.00$                   47,488.92$         25.00$                    (2,488.92)$              106% 51,000.00$            45,024.73$           212.00$              5,975.27$          88%

Office Supplies 29,000.00$                   22,133.12$         3,966.49$              6,866.88$               76% 29,000.00$            11,143.01$           3,026.24$           17,856.99$        38%

Purchasing Fee 14,676.00$                   11,007.00$         1,223.00$              3,669.00$               75% 7,356.00$              5,517.00$             613.00$              1,839.00$          75%

Risk Management 87,756.00$                   65,817.00$         7,313.00$              21,939.00$             75% 81,204.00$            60,903.00$           6,767.00$           20,301.00$        75%



Transfer to Capital fund -$                               -$                    -$                        -$                         #DIV/0! -$                        20,000.00$           20,000.00$         (20,000.00)$       

Small Capital Items 20,000.00$                   10,936.12$         822.74$                  9,063.88$               55% 20,000.00$            17,211.36$           252.41$              2,788.64$          86%

Rent to City 575,000.00$                 431,253.00$      47,917.00$            143,747.00$           75% 575,000.00$          431,253.00$         47,917.00$         143,747.00$      75%

Service to Maintain Buildings -$                               175.00$              -$                        (175.00)$                 #DIV/0!

Materials for Buildings -$                               582.00$              -$                        (582.00)$                 #DIV/0!

Totals 1,060,732.00$             780,143.50$      82,123.50$            280,588.50$           74% 1,040,004.00$      814,572.91$        114,579.10$      225,431.09$      78%

Books/Materials 340,000.00$                 220,691.45$      10,649.26$            119,308.55$           65% 340,000.00$         264,442.79$        49,148.61$         26,678.50$        78%

.

Total Library Expenditures 3,573,350.00$             2,594,380.83$   256,439.39$          978,969.17$           73% 3,603,824.00$      2,604,104.03$     261,619.78$      950,841.26$      

Surplus/(Deficit) 16,865.00$                   38,366.00$            



DPL 2018 Budget Forecast
2018 Forecast 2018 BudgetedDifference

Real Estate Taxes 2,842,000$         2,842,000$    -$                       Currently 96%

State Replacement Tax 250,000$             250,000$       -$                       

State Grants or other 166,457$             61,000$          105,457$         

Payment in Lieu of Taxes 418,090$             418,090$       -$                       

Fines/Fees 16,000$               2,000$            14,000$            

Non-resident fees 85$                       150$               (65)$                  

Lost or Damaged Books 4,280$                 5,100$            (820)$                

Copies/Misc. 9,894$                 8,200$            1,694$              

Meeting Room Fees 5,113$                 3,600$            1,513$              

Interest Income 1,737$                 75$                  1,662$              

Miscellaneous 11,273$               2,000$            9,273$              

Transfer from Meyer 24,182$               25,000$          (818)$                

Sale of property -$                          -$                     -$                       

Total Revenues 3,749,111$         3,617,215$    131,896$         

Library Operations

DPL Personnel Services

Salaries 1,554,189$         1,524,457$    (29,732)$          

Overtime -$                          1,000$            1,000$              

IMRF 176,422$             183,586$       7,164$              

FICA 117,623$             112,684$       (4,939)$             

Life Insurance 2,595$                 2,996$            401$                 

Medical Insurance 306,450$             327,600$       21,150$            

Service Recognition 25,982$               20,295$          (5,687)$             

Total Personnel 2,183,261$         2,172,618$    (10,643)$          

Operating Expenses

Unemployment insurance 1,980$                 1,980$            -$                       

Advertising -$                          500$               500$                 

Printing/Binding 320$                    500$               180$                 

Service to Office Equipment 12,513$               10,000$          (2,513)$             

MIS Services 43,356$               43,356$          -$                       

Telephone 28,876$               30,000$          1,124$              

Conferences/Travel 23,188$               20,000$          (3,188)$             

Postage 9,628$                 13,000$          3,372$              

Computer Software 16,000$               16,000$          -$                       

Admin Fee 103,434$             103,464$       30$                   

Medical Expenses -$                          500$               500$                 

Temp Agency Services -$                          1,000$            1,000$              

Tuition Reimbursement 4,000$                 4,000$            -$                       

Professional Services 45,000$               45,000$          -$                       



Membership Fees 47,489$               45,000$          (2,489)$             

Building expenses 873$                    -$                     (873)$                

Office Supplies 29,511$               29,000$          (511)$                

Purchasing 14,676$               14,676$          -$                       

Risk Management 87,756$               87,756$          -$                       

Transfer to Capital -$                          -$                     -$                       

Small Capital 20,000$               20,000$          -$                       

Books/Periodicals/etc. 340,000$             340,000$       -$                       

Rent 575,000$             575,000$       -$                       

Total Operating Expenses 1,403,600$         1,400,732$    (2,868)$             

Total Expenses 3,586,861$         3,573,350$    (13,511)$          

Surplus/Deficit 162,250$            43,865$          
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October 2, 2018 

 
 
Rick Meyer 
City Librarian 
Decatur Public Library 
130 N. Franklin St. 
Decatur, IL 62523 
 

re: Proposal for Professional Architectural Services 
 
Dear Rick, 
 
Our current understanding of the project is to provide a masterplan for the first and second floors 
of the existing building. 
 
The following constitutes the proposed scope of services for this project: 
 
1. Existing Building Documentation: 
 

As part of this scope of services, we will use existing drawings of the building to generate 
the floor plans. We would use this and verify dimensions in all areas to generate our new 
floor plans. Ceiling plans will not be documented as part of this scope of work, however, we 
will reference existing ceiling plans once the final masterplan is finalized so that the final 
pricing is cohesive.  We will then document all existing furnishings in public collection areas 
including shelving and seating types. We will document staff areas in a very general 
manner.  

 
2. Programming: 
 

This portion of our work will include meeting with key staff to determine possible overall 
goals of the project. This team building meeting will help to provide everyone with the 
opportunity to voice and understand the positive and negative aspects of the current facility, 
the possibilities for the proposed renovation or reorganization, and overall collection and 
staff area requirements.  We will determine necessary adjacencies and future needs as part 
of this brainstorming session. 

 
3. Planning: 

 
Several floor plan options will be generated for review by staff. We will review all of the 
options together to then determine the best future floor plan for the library. The final 
masterplan will be the map for future projects. We will provide a construction and 
furnishings cost estimate for proposed projects. We will also provide a written phasing or 
project plan so that specific projects may be planned in the near future. The final documents 
that are produced would be for planning purposes. Furniture types will be identified as part 
of the final plan, however, specific new furniture and finishes will not be included within the 
fee. Construction Documents, Bidding and Construction Administration services are not 
included within this fee. 
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Compensation to Our Firm 
 

Masterplan as described in items 1,2,3 
1. Existing conditions documentation, programming ($2,000) 
2. 3 planning schemes, fine tune one scheme, present to library board  ($8,500) 
3. Project description, Cost estimate ($1,500) 

$12,000 

        3 Dimensional renderings (if required)  $4,000 

 
 
Compensation will be based on a fixed fee within the constraints noted above.  
 
The final documents that are produced under this current proposal would be for planning purpose 
only and do not include any documents for permit, bidding, or construction. 
 
Reimbursable expenses are in addition to the compensation listed above and include expenditures 
made by our firm in the interests of the project. Examples are reproduction of documents, printing, 
transportation (mileage), postage, overnight delivery and messenger services.  
 
Billing will be on a monthly basis for work accomplished during the preceding month. Payment is 
due within 45 days.  
 

General Provisions 
 
Except as modified herein, terms of our agreement will be based on AIA Document B133, 
“Standard Form of Agreement Between Owner and Architect”, 2014 edition. This agreement and 
all subsequent agreements shall be governed by the laws of the State of Illinois. If this proposal is 
acceptable, please sign and return a copy for our records. If any clarification or additional 
information is required, please do not hesitate to call. 
 

Sincerely- 

 
Tiffany Nash 
 
product  architecture + design 
811 west evergreen #405 
chicago, il 60642 
o  312.202.0701   c  773.398.7286  f   866.857.7265 

 
 
 
 
Accepted by: ______________________________  Date: _______________________ 

                      Rick Meyer 
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