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PUBLIC NOTICE

Wheaton Park District Board of Commissioners
SUBCOMITTEE MEETING
Wednesday May 1, 2024, 5:00 p.m.
DuPage County Historical Museum
102 E. Wesley Street, Wheaton, IL 60187

Public Notice Date April 29, 2024

Public notice is hereby given that the Board of Park Commissioners of the Wheaton Park
District, DuPage County, Illinois (the “Park Board”) will hold a Subcommittee Meeting at

5:00 pm on Wednesday May 1, 2024, at the DuPage County Historical Museum 102 E.
Wesley Street, Wheaton, IL 60187

Please contact Michael J. Benard, Board Secretary, for further information.
mbenard@wheatonparks.org

Michael J. Benard
Secretary

The Agenda for the May 1, 2024, Subcommittee Meeting is as Follows:

Persons with disabilities requiring reasonable accommodation to participate in this meeting should
contact the park district’'s ADA Compliance Officer, Michael Benard, at the park district’s Administrative
Office, 102 E. Wesley Street, Wheaton, IL Monday through Friday from 8:30 am until 4:30 pm at least 48
hours prior to the meeting. Requests for a qualified ASL interpreter require five (5) working days
advance notice. Telephone number 630.945-7726; fax number 630.665.5880; email
dsiciliano@wheatonparks.org
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Wheaton Park District

Subcommittee Meeting of the Wheaton Park District Board of Commissioners

May 1, 2024, 5:00 pm
No Action Will Be Taken at This Meeting — Review & Discussion Only

&
e

COMMUNITY INPUT

Public comments are important to the Board. However, it is the Board’s policy not to take action
on items until time has been taken to gather information and discuss all options. Lack of action
does not imply lack of interest in the issues. During the community input portion of the agenda
the Board typically will ask residents to provide input prior to accepting input from nonresidents.

The purpose of the public participation is to allow the public the opportunity to make a statement
to the Board. The purpose of public participation is not to provoke a debate with the Board. Once
an individual has spoken, that individual may not speak on the same issue again. Any limitation
regarding addressing the Board may be waived by a majority vote of the Board.

Except during the public comment portion of the regular Board agenda, or as stated in this rule,
no person other than the Executive Director or the District’s Attorney may address the Board.

DISCUSSION ITEMS

Buildings and Grounds
1. Design of Museum Enduring Values Permanent Exhibit
o Review of Joint Agreement Between the County of DuPage, Wheaton Park
District, and Taylor Studios for Professional Design Services
o Review of Reimbursement Agreement with the DuPage County Historical
Museum Foundation

2. Rice Pool Existing Conditions Audit — Review of Proposals
3. Waste Hauling — Review of Bid Results
4. Northside Pickleball Courts — Review of Bid Results

5. Maintenance Management Software — Review of 3-year Contract Renewal with TMA
Systems

6. Sensory Garden Playground — Review of Quotes for Picnic Shelter.

Persons with disabilities requiring reasonable accommodation to participate in this meeting should
contact the park district’s ADA Compliance Officer, Michael Benard, at the park district’s Administrative
Office, 102 E. Wesley Street, Wheaton, IL Monday through Friday from 8:30 am until 4:30 pm at least 48
hours prior to the meeting. Requests for a qualified ASL interpreter require five (5) working days
advance notice. Telephone number 630.945-7726; fax number 630.665.5880; email
dsiciliano@wheatonparks.org
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7. Central Athletic Complex — Review of Change Order #1 with HDI Enterprises

8. Briar Patch Park Renovation — Review of change order #1 with A. Jules Construction
9. Community Center Interiors — Review of change order #5 with Stuckey Construction
10. Northside Locker Room — Review of change order #1 with Red Feather Group

Finance and Administration

1. 2025 Budget Development — Review of the 2025 Budget Development Calendar for the
Wheaton Park District

2. Annual Review Finance Policies — Review of Finance Policies and Proposed
Amendments

3. Ordinance 2024-04 — Review of an Ordinance Approving the Disposal and Sale of
Personal Property Owned by the Wheaton Park District

4. National Restaurant Association Show — Review of Possible Commissioner
Attendance

CLOSED SESSION

a. Appointment, Employment, Compensation, Discipline, Performance, or Dismissal of
Specific Employees, SILCS 120/2 (¢)(1)

b. The Selection of a Person to Fill a Vacancy in Public Office, 5 ILCS 120/2(c)(3).

c. Purchase or Lease of Real Property, SILCS 120/2 (c)(5)

d. Setting of Price for Sale or Lease of Property Owned by the Public Body, SILCS 120/2
(c) (6)

e. Pending, Probable or Imminent Litigation, SILCS 120/2 (c)(11)

f. Discussion of Minutes of Meetings Lawfully Closed Under this Act, Whether for
Purposes of Approval by the Body of the Minutes or Semi-Annual Review of the
Minutes, 5 ILCS 120/2(c)(21)

ADJOURNMENT

_— e
Persons with disabilities requiring reasonable accommodation to participate in this meeting should

contact the park district’'s ADA Compliance Officer, Michael Benard, at the park district’s Administrative
Office, 102 E. Wesley Street, Wheaton, IL Monday through Friday from 8:30 am until 4:30 pm at least 48
hours prior to the meeting. Requests for a qualified ASL interpreter require five (5) working days
advance notice. Telephone number 630.945-7726; fax number 630.665.5880; email
dsiciliano@wheatonparks.org
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TO: Board of Commissioners

FROM: Michelle Podkowa, Museum Manager and Educator
Emily O’Brien, Museum Curator

THROUGH: Michael Benard, Executive Director
Andy Bendy, Director of Special Facilities

RE: Design of Museum Enduring Values Permanent Exhibit
DATE: May 1, 2024
SUMMARY:

The DuPage County Historical Museum’s (Museum) permanent exhibit, Enduring Values, was
created in 1988 and is 36 years old. Standards in the museum field dictate permanent exhibit
lifespans should be 10 years or less to preserve and rotate artifacts and modernize with current
trends. The Intergovernmental Agreement between the County of DuPage (County) and Wheaton
Park District (Park District), signed in 2008, requires the staff to create a plan and update
Enduring Values.

In 2023, County and Park District, using the expertise of Museum staff, entered a partnership to
update both the County’s Heritage Gallery and the Museum’s Enduring Values Gallery. This joint
venture allows for the two exhibits to be complimentary and provide the best historical data to
County residents without duplication of information. A joint Request for Proposal (RFP) resulted
in a firm being chosen—Taylor Studios—for the design process. This process can be stopped at
conceptual design or proceed through full detail design as an alternate. Once finalized, this process
will allow the County and Museum to pursue the creation of the bid specifications from a different
firm which will allow the bidding for fabrication. This can be done mutually through the same
firm or separately depending on the results and timeline for each entity. The design process with
Taylor Studios is expected to take at least a year.

While the project is a joint effort, each entity will pay for their part. The Museum’s Enduring
Values design process through concept design is $50,000 and an alternate with detailed design is
an additional $25,000. The total $75,000 would be paid by the Park District directly to Taylor
Studios. The Museum Foundation will reimburse the Park District per the reimbursement
agreement. After the detailed design is completed, the Museum will apply for grants including the
Illinois Department of Natural Resources (IDNR) Museum Capital Grant. The Museum
Foundation will also fundraise for the project. A separate firm will be required to create bid
specifications prior to soliciting bids for fabrication.

PREVIOUS COMMITTEE/BOARD ACTION:
Board reviewed this matter on the March 6, 2024 subcommittee meeting.

No previous action has been taken on the Enduring Values project, however action related to this
project includes the adoption of the Intergovernmental Agreement on July 16, 2008 that states:



1.13.3 Said Strategic Plan shall include a component setting out a plan for the regular
updating, as necessary, of the permanent DuPage County History exhibit.

Other action with the County in partnership with the Museum and Park District has included two
large restoration construction projects. One in 2016 to put on a new roof, which was paid for by
the Goodwin donation of $200,000 and an IDNR grant. The second was last fall 2023, with a
$750,000 IDNR grant for the masonry reinforcement and gutter rebuild project which included
structural reinforcement of the building. Both partnership projects went well for both sides.

REVENUE OR FUNDING IMPLICATIONS:
The following amounts were budgeted for the design of the Enduring Values permanent exhibit by
the Foundation in 2024 for $75,000.

ACCOUNT BUDGETED AMOUNT
92-000-H00-52-5210-0000 $75,000
STAKEHOLDER PROCESS:

The Park District will be reimbursed the $75,000 cost by the Museum Foundation through the
attached reimbursement agreement, which will be voted on by the Museum Foundation on May 8.

The County will assign a team to work with the Museum staff on this project. The County owns
the Museum building and all artifacts in the Museum’s permanent collection. Museum staff will
consult for County on their Heritage Gallery project and be compensated for such through a
memorandum of understanding. Both exhibits will be led by their perspective organizations.

The design process will include Taylor Studios running a focus group for the DuPage residents
interested in providing their opinions. A survey is also in the scope of work.

LEGAL REVIEW:
Both County legal counsel and Park District legal counsel have reviewed and approved the
agreement. Park District counsel has reviewed and approved the reimbursement agreement.

ATTACHMENTS:
e Joint Agreement Between The County of DuPage, Wheaton Park District, and Taylor
Studios for Professional Design Services
e Scope of Work from Taylor Studios
e Reimbursement Agreement with the DuPage County Historical Museum Foundation

ALTERNATIVES:

Scope of Work allows for both County and Park District to go through the Concept Design
process with alternates of moving through the Detail Design. Main differences include
deliverables of CAD files, final drawings, final layout, and full narratives/labels completed.

RECOMMENDATIONS:
It is recommended that the Wheaton Park District Board of Commissioner’s approve:

e Joint Agreement Between The County of DuPage, Wheaton Park District, and Taylor
Studios for Professional Design Services

¢ Reimbursement Agreement with the DuPage County Historical Museum Foundation




JOINT AGREEMENT BETWEEN
THE COUNTY OF DUPAGE, ILLINOIS,
WHEATON PARK DISTRICT,
AND TAYLOR STUDIOS, INC.
FOR PROFESSIONAL DESIGN SERVICES

This professional services agreement (hereinafter referred to as
the AGREEMENT), made this_15 day of May, 2024, between the County of
DuPage, a body corporate and politic, with offices at 421 North County
Farm Road, Wheaton, Illinois (hereinafter referred to as the “COUNTY”),
the Wheaton PARK DISTRICT, a body corporate and politic, with offices
at 102 E. Wesley St., Wheaton, Illinois (hereinafter referred to as the
“"PARK DISTRICT”) and Taylor Studios, Inc., an Illinois corporation,
located at 1320 Harmon Drive, Rantoul, Illinois, licensed to do business
in the State of Illinois; (hereinafter referred to as the CONSULTANT).
The COUNTY, PARK DISTRICT, and the CONSULTANT are hereinafter sometimes
individually referred to as a “party” or together as the “parties.” The
COUNTY and PARK DISTRICT are hereinafter referred to collectively as
the “OWNERS.”

RECITALS

WHEREAS, the COUNTY by virtue of its power set forth in “Counties
Code” (55 ILCS 5/5-1001 et seqg.) and “County Offices, Equipment and
Expenditures” (55 ILCS 5/5-1106, et. seq.) is authorized to enter into
this AGREEMENT; and

WHEREAS, the PARK DISTRICT by virtue of its power set forth in the
“Park District Code” (70 ILCS 1205/1-1 et seq.) is authorized to enter
into this AGREEMENT; and

WHEREAS, the PARK DISTRICT and the COUNTY are public agencies
within the meaning of the Illinois “Intergovernmental Cooperation Act”
and as authorized by Article 7, Section 10 of the Constitution of the
State of Illinois; and

WHEREAS, the purposes of the “Intergovernmental Cooperation Act”
and Article 7 of the Constitution of the State of Illinois include
fostering cooperation among government bodies; and

WHEREAS, the OWNERS require professional design work services at
the Heritage Gallery for the COUNTY (“the Heritage Project”), and



professional design work services at the DuPage County Historical Museum
for the PARK DISTRICT (“the Museum Project”) (hereinafter collectively
referred to as “PROJECT”); and

WHEREAS, the CONSULTANT has experience and expertise in this area
and is in the business of providing such professional exhibit design
services and is willing to perform the required services for an amount
not to exceed $120,000 in total.| For purposes of the COUNTY and PARK
DISTRICT’'s sharing of costs, $75,000 shall be the responsibility of and
paid by the PARK DISTRICT, and $45,000 shall be the responsibility of
and paid by the County. The County’s initial commitment, however, shall
be no more than $30,000 for Initial Services contemplated at the time
of execution hereof, with the remaining $15,000 of the County's payment
responsibility contingent on the County’s granting further approval (s)
for Additional Services, as outlined herein; and

WHEREAS, the CONSULTANT acknowledges that it is qualified in the
design of exhibits to perform the services covered by this AGREEMENT
and is in good standing and has not been barred from performing
professional services; and

NOW, THEREFORE, in consideration of the premises, the mutual
covenants, terms, and conditions herein set forth, and the
understandings of each party to the other, the parties do hereby
mutually covenant, promise and agree as follows:

1.0 INCORPORATION AND CONSTRUCTION

1.1 All recitals set forth above are incorporated herein and made
part thereof, the same constituting the factual basis for
this AGREEMENT.

1.2 The headings of the paragraphs and subparagraphs of this
AGREEMENT are inserted for convenience of reference only and
shall not be deemed to constitute part of this AGREEMENT or
to affect the construction hereof.



1.

3

The -exhibits referenced in this AGREEMENT shall be deemed
incorporated herein and made a part hereof.

2.0 SCOPE OF SERVICES

2.

1

Services are to be provided by the CONSULTANT according to
the Scope of Work, specified as Exhibit Al for the COUNTY’s
Heritage Project, and Exhibit A2 for the PARK DISTRICT's
Museum Project, attached hereto. The CONSULTANT shall
complete all the services set forth in said exhibits for the
compensation set forth in Section 7.0, below, unless
otherwise modified as provided herein. The CONSULTANT agrees
to obtain all necessary permits requested by the OWNERS when
required to do so.

The CONSULTANT shall prepare and distribute meeting minutes
within seven (7) days following meetings between the OWNERS
or other groups and the CONSULTANT concerning the PROJECT.

The OWNERS may, from time to time, request changes in the
Scope of Work in this AGREEMENT. Any such changes, including
any increase or decrease in the CONSULTANT'S compensation and
Scope of Work, shall be documented by an amendment to this
AGREEMENT in accordance with Section 14.0 of this AGREEMENT,
except as allowed in Paragraph 15.3, below.

The relationship of the CONSULTANT to the OWNERS is that of
independent contractor, and nothing in this AGREEMENT is
intended nor shall be construed to create an agency,
employment, joint venture <relationship, or any other
relationship allowing the OWNERS to exercise control or
direction over the manner or method by which the CONSULTANT
or 1its sub-contractors/sub-consultants provide services
hereunder. Neither the CONSULTANT nor the CONSULTANT'S
employees shall be entitled to receive any OWNERS' benefits.
The CONSULTANT shall be solely responsible for the payment of
all taxes and withholdings required by law which may become
due with regard to any compensation paid by the OWNERS to the
CONSULTANT.

Services deemed to be a professional service under this
AGREEMENT shall be performed and/or supervised by individuals



licensed to practice by the State of 1Illinois in the
applicable professional discipline.

2.6 Neither the CONSULTANT, nor the CONSULTANT'S employees, shall
be retained as expert witnesses by the OWNERS except as by
separate agreement.

3.0 NOTICE TO PROCEED
-BY THE COUNTY

3.1 Authorization to proceed shall be given on behalf of the
COUNTY by the Deputy Director of Facilities Management
(hereinafter referred to as the "Deputy Director"), in the
form of a written Notice to Proceed following execution of
the AGREEMENT by the County Board Chair and PARK DISTRICT.

Authorization to proceed with various tasks described in
Exhibit Al will be given to the CONSULTANT by representatives
of the Department of Facilities Management.

3.2 In addition to the Notice to Proceed, the Director, or his/her
designee, may, on behalf of the COUNTY, approve, deny,
receive, accept or reject any submission, notices or invoices
from or by the CONSULTANT, as provided for in this AGREEMENT,
including but not limited to, acts performed in accordance
with Paragraphs 3.3, 4.1, 5.2, 6.1, 7.3, 7.4, 8.2, 8.3, 15.3
and 21.2, as well as any requirements contained in Exhibits
B and C attached hereto.

3.3 The CONSULTANT shall not perform additional work related to
a submittal until the COUNTY has completed its review of the
submittal, wunless otherwise directed in writing by the
Director or his designee. The CONSULTANT may continue to
work on items unrelated to the submittal under review by the
COUNTY.

-BY THE PARK DISTRICT

3.4 Authorization to proceed shall be given on behalf of the PARK
DISTRICT by the Executive Director in the form of a written



Notice to Proceed following execution of the AGREEMENT by the
County Board Chair and PARK DISTRICT.

Authorization to proceed with various tasks described in
Exhibit A2 will be given to the CONSULTANT by the PARK
DISTRICT's Executive Director or his/her designee.

In addition to the Notice to Proceed, the Executive Director,
or his/her designee, may, on behalf of the PARK DISTRICT,
approve, deny, receive, accept or reject any submission,
notices or invoices from or by the CONSULTANT, as provided
for in this AGREEMENT, including but not limited to, acts
performed in accordance with Paragraphs 3.3, 4.1, 5.2, 6.1,
7.3, 7.4, 8.2, 8.3, 15.3 and 21.2, as well as any requirements
contained in Exhibits B and C attached hereto.

The CONSULTANT shall not perform additional work related to
a submittal until the PARK DISTRICT has completed its review
of the submittal, unless otherwise directed in writing by the
Executive Director or his designee. The CONSULTANT may
continue to work on items unrelated to the submittal under
review by the COUNTY.

4.0 TECHNICAL SUBCONSULTANTS

4.

1

With respect to each Project, the prior written approval of
the COUNTY and/or PARK DISTRICT shall be required before the
CONSULTANT hires any sub-consultant (s) to complete
COUNTY/PARK DISTRICT ordered technical or professional tasks
or services under the terms of this AGREEMENT. COUNTY and/or
PARK DISTRICT approval of sub-consultant (s) includes approval
of any new and/or modified employee rates (Exhibit C) and/or
fee schedules as referenced in Paragraph 7.3.

The CONSULTANT shall supervise any sub-consultant(s) hired by
the CONSULTANT and the CONSULTANT shall be solely responsible
for any and all work performed by said sub-consultant, or
sub-consultants, in the same manner and with the same
liability as if performed by the CONSULTANT.

The CONSULTANT shall require any sub-consultant hired for the
performance of any work or activity in connection to this
AGREEMENT to agree and covenant that the sub-consultant also
meets the terms of Sections 8.0 and 13.0 and Paragraph 26.4



5.0

TIME

of this AGREEMENT and shall fully comply therewith while
engaged by the CONSULTANT in services for the COUNTY and/or
PARK DISTRICT on the PROJECT or Work Orders.

FOR PERFORMANCE

The CONSULTANT shall commence work to meet the requirements
for professional services on the Heritage PROJECT after the
COUNTY issues 1its written ©Notice to Proceed for work
identified in Exhibit Al. The CONSULTANT shall commence work
to meet the requirements for professional services on the
Museum PROJECT after the PARK DISTRICT issues its written
Notice to Proceed for work identified in Exhibit A2. The
COUNTY and PARK DISTRICT are not liable and will not pay the
CONSULTANT for any work performed before the date of the
Notice to Proceed, unless identified in Exhibit Al or A2 and
specifically agreed pursuant thereto.

Unless otherwise defined in Exhibit Al or A2 the CONSULTANT
shall submit a schedule for completion of the PROJECT within
ten (10) days of the written Notice to Proceed. The schedule
is subject to approval by the COUNTY or PARK DISTRICT. All
of the services required hereunder shall be completed by
November 30, 2025, unless the term of this AGREEMENT is
extended in conformity with Article 14 below.

If the CONSULTANT is delayed at any time in the progress of
the work by any act or neglect of the OWNERS or by any employee
of the OWNERS or by changes ordered by the OWNERS, or any
other causes beyond the CONSULTANT'S control, the sole remedy
and allowance shall be an extension of time for completion.
Such extension shall be that which is determined reasonable
by the OWNERS upon consultation with the CONSULTANT. The
CONSULTANT shall accept and bear all other costs, expenses
and liabilities that may result from such delay.

6.0 DELIVERABLES

6.1

For work identified in Exhibit Al, the CONSULTANT shall
provide the COUNTY on or before the expiration of this
AGREEMENT, or 14 days after notice of termination or when the



Deputy Director directs, the deliverables specified in
Exhibit B.

For work identified in Exhibit A2, the CONSULTANT shall
provide the PARK DISTRICT on or before the expiration of this
AGREEMENT, or 14 days after notice of termination or when the
Executive Director directs, the deliverables specified in
Exhibit B.

7.0 COMPENSATION

7.

1.

The OWNERS shall pay the CONSULTANT for services rendered and
shall only pay in accordance with the provisions of this
AGREEMENT. The OWNERS shall not be obligated to pay for any
services not in compliance with this AGREEMENT.

Total payments to the CONSULTANT under the terms of this
AGREEMENT shall not under any circumstances exceed $120,000.
This amount is a “not to exceed” amount. For purposes of the
COUNTY's payment responsibility, the COUNTY will initially
pay an amount not to exceed $30,000 for CONSULTANT's Initial
Services as outlined within Exhibit Al. Once the Initial
Services are completed, the COUNTY shall have the option to
either approve or reject such Additional Services as are
reflected within Exhibit Al, in an amount not to exceed
$15,000. In the event the OWNERS direct the CONSULTANT to
perform services which would cause the stated amount (s) to be
exceeded, the CONSULTANT shall not be responsible for such
services until this AGREEMENT is modified pursuant to Article
14.0.

If this AGREEMENT or a modification thereto authorizes the
CONSULTANT to alter its fees, such fee changes shall be
subject to the following unless otherwise provided in the
AGREEMENT: (i) The CONSULTANT may only change the fees stated
in Exhibit C once per calendar year; (ii) fees may not be
changed prior to one hundred twenty (120) days from the date
of execution of this AGREEMENT or from the date of any
previous fee change; and (iii) the CONSULTANT shall provide
the COUNTY and PARK DISTRICT with forty-five (45) days’ notice
of any proposed fee change. The CONSULTANT shall not invoice
the COUNTY or PARK DISTRICT at an increased fee without
compliance to the notice requirements listed above.



Direct expenses are costs for supplies and materials to be
paid for by the OWNERS for completion of all services that is
the subject of this AGREEMENT as referenced on the attached
Direct Costs Check Sheet made a part hereof and incorporated
herein by reference. Approved Work may include additicnal
approved direct expenses not included herein. The OWNERS
shall pay direct costs referenced on the Direct Costs Check
Sheet without any markups added and the CONSULTANT shall
include copies of receipts for all direct expenses more than
$25 from suppliers for expendable materials with its invoice
to the OWNERS.

If the scope of work for this AGREEMENT includes the use of
job classifications covered by the prevailing rate of wages,
the prevailing rate must be reflected in the cost estimate
for this AGREEMENT. The rates have been ascertained and
certified by the Illinois Department of Labor for the locality
in which work is to be performed. If the Illinois Department
of Labor revises the prevailing rates of wages to be paid, as
listed in the specification of rates, the CONSULTANT may not
pay less than the revised rates of wages. Current wage rate
information shall be obtained by wvisiting the 1Illinois
Department of Labor web site at
http://www.state.il.us/agency/idol/ or calling 312-793-2814.
It is the responsibility of the CONSULTANT to review the rates
applicable to the work in this AGREEMENT, at regular
intervals, in order to insure the timely payment of current
rates. Provision of this information to the CONSULTANT, by
means of the Illinois Department of Labor web site, satisfies
the notification of revisions by the OWNERS to the CONSULTANT
pursuant to the Act, and the CONSULTANT agrees that no
additional notice is required. The CONSULTANT shall notify
each of its sub-consultants of the revised rates of wages.

The CONSULTANT shall submit invoices, for services rendered
with reference to each Project, including any allowable
expenses, to the OWNERS. All invoices shall include a
remittance address. The OWNERS shall not be required to pay
the CONSULTANT more often than monthly. Each invoice shall
be submitted in a format agreed to in advance by the OWNERS.
Separate invoices shall be submitted for each Project and
each invoice shall also include a progress report that
describes work completed on the specific Project for the



invoice period, anticipated work for the next invoice period,
outstanding issues or items that require a response, whether
the work is progressing according to the approved schedule,
and a discussion of the budget status. The CONSULTANT shall
be required to submit a monthly progress report to the OWNERS
even if a monthly invoice is not submitted to the COUNTY.
The CONSULTANT shall provide the OWNERS with a valid taxpayer
identification number prior to making any request for
compensation. Payment will not be made for services completed
or expenses incurred more than six-months (180 days) prior to
submission of any invoice and any statute of limitations to
the contrary is hereby waived. When requested by the OWNERS,
the CONSULTANT shall submit certified time sheets as
additional documentation for the invoiced services.

Upon approval of properly documented invoices, the OWNERS
shall reimburse the CONSULTANT the amount—invoiced for
services completed in accordance with this AGREEMENT,
provided that the amount invoiced together with the amounts
of previous partial payments do not exceed the total
compensation specified in this AGREEMENT. The OWNERS may not
deny a properly documented claim for compensation, in whole
or in part, without cause. The OWNERS shall pay all invoices
pursuant to 50 ILCS 505/1 et seqg., “Local Government Prompt
Payment Act.”

In the event of any overcharge by the CONSULTANT, the
CONSULTANT shall refund the OWNERS within thirty (30) days of
discovery of said overcharge by the CONSULTANT or notice to
the CONSULTANT by the OWNERS. The OWNERS reserve the right to
offset any overcharges against any amounts due and owing the
CONSULTANT under this or any other AGREEMENT between the
parties. The OWNERS shall be entitled to the statutory
interest rate for judgments under Illinois law for any
overcharges not timely refunded (or credited) in accord with
this provision, which interest shall be in addition to any



other remedies the OWNERS may have under the law or this
AGREEMENT.

7.9 TUpon acceptance of all deliverables specified in Exhibit B of
this AGREEMENT, final payment shall be made to the CONSULTANT.

8.0 CONSULTANT'S INSURANCE

8.1 The CONSULTANT shall maintain, at its sole expense, insurance
coverage including:

8.1.a Workexr's Compensation Insurance in the statutory

amounts.

Employer's Liability Insurance in an amount not less
than one million dollars ($1,000,000.00) each
accident/injury and one million dollars
($1,000,000.00) each employee/disease.

Commercial (Comprehensive) General Liability
Insurance, (including contractual liability) with a
limit of mnot 1less than three million dollars
($3,000,000.00) aggregate; including limits of not
less than two million dollars ($2,000,000.00) per
occurrence, and one million dollars ($1,000,000.00)
excess liability. An Endorsement must also be
provided naming: (1) the County of DuPage c¢/o the
Deputy Director of Facilities Management, DuPage
County Department of Facilities Management, its’
Officers, Elected Officials and employees, 421 N.
County Farm Rd., Wheaton, IL 60187; and (2) Wheaton
Park District, and its elected and appointed officers,
officials, employees, and agents as an additional
insured. This additional insured endorsement is to be
on a primary and non-contributory basis and include a
waiver of subrogation endorsement.

Commercial (Comprehensive) Automobile Liability

Insurance with minimum limits of at least one million
dollars ($1,000,000.00) for any one person and one
million dollars ($1,000,000.00) for any one occurrence
of death, bodily injury or property damage in the
aggregate annually. An Endorsement must also be
provided naming: (1) the County of DuPage c¢/o the



Deputy Director of Facilities Management, DuPage
County Department of Facilities Management, its’
Officers, Elected Officials and employees, 421 N.
County Farm Rd., Wheaton, IL 60187; and (2) Wheaton
Park District, and its elected and appointed officers,
officials, employees, and agents as an additional
insured. This additional insured endorsement is to be
on a primary and non-contributory basis and include a
waiver of subrogation endorsement.

8.1.e Professional Liability Insurance (Errors and
Omissions) shall be provided with minimum limits of at
least one million dollars ($1,000,000.00) per
incident/two million dollars ($2,000,000.00) aggregate
during the term of this AGREEMENT and shall be
maintained in the form of an additional endorsement
for a period of four (4) years after the date of the
final payment for this AGREEMENT. The CONSULTANT
shall provide the COUNTY endorsements at the beginning
of each year evidencing same or a new carrier policy
that has a retroactive date prior to the date of this
AGREEMENT.

It shall be the duty of the CONSULTANT to provide to the
COUNTY and the PARK DISTRICT copies of the CONSULTANT'S
Certificates of Insurance, as well as all applicable coverage
and cancellation endorsements before issuance of a Notice to
Proceed. It is the further duty of the CONSULTANT to
immediately notify the COUNTY and PARK DISTRICT if any
insurance required under this AGREEMENT has been cancelled,
materially changed, or renewal has been refused, and the
CONSULTANT shall immediately suspend all work in progress and
take the necessary steps to purchase, maintain and provide
the required insurance coverage. If a suspension of work
should occur due to insurance requirements, upon verification
by the COUNTY and PARK DISTRICT of the CONSULTANT curing any
breach of its required insurance coverage, the COUNTY and/or
PARK DISTRICT shall notify the CONSULTANT that the CONSULTANT
can resume work under this AGREEMENT. The CONSULTANT shall
accept and bear all costs that may result from the
cancellation of this AGREEMENT due to CONSULTANT'S failure to
provide and maintain the required insurance.

The coverage limits required under subparagraphs 8.1.c and
8.1.d above may be satisfied through a combination of primary



and excess coverage. The insurance required to be purchased
and maintained by the CONSULTANT shall be provided by an
insurance company acceptable to the COUNTY and PARK DISTRICT,
and except for the insurance required in subparagraph 8.1.e
licensed to do business in the State of Illinois; and shall
include at least the specific coverage and be written for not
less than the limits of the liability specified herein or
required by law or regulation whichever is greater; and shall
be so endorsed that the coverage afforded will not be canceled
or materially changed until at least thirty (30) days prior
written notice has been given to the COUNTY and PARK DISTRICT
except for cancellation due to non-payment of premium for
which at least fifteen (15) days prior written notice (five
days allowed for mailing time) has been given to the COUNTY
and PARK DISTRICT. If the CONSULTANT is satisfying insurance
required through a combination of primary and excess
coverage, the CONSULTANT shall require that said
excess/umbrella 1liability policy include in the “Who 1is
Insured” pages of the excess/umbrella policy wording such as
“Any other person or organization you have agreed in a written
contract to provide additional insurance” or wording to that
effect. The CONSULTANT shall provide a copy of said section
of the excess/umbrella liability policy upon request by the
COUNTY or PARK DISTRICT.

The CONSULTANT shall require all approved sub-consultants,
anyone directly or indirectly employed by any of them, or by
anyone for whose acts any of them may be liable under this
AGREEMENT to maintain the same insurance required of the
CONSULTANT, including naming the COUNTY and PARK DISTRICT as
an additional insured in the same coverage types and amounts
as the CONSULTANT, per Section 8.0. The COUNTY and PARK
DISTRICT retain the right to obtain evidence of sub-
consultants insurance coverage at any time.

9.0 INDEMNIFICATION

9.

1

To the fullest extent permitted by law, the CONSULTANT shall
defend, indemnify and hold harmless the Owners and their
officers, officials, employees, volunteers and agents from
and against all claims, damages, losses and expenses,
including but not limited to legal fees (attorneys’ and
paralegals’ fees and court costs), arising out of or resulting
from the performance of the CONSULTANT'S work, provided that
any such claim, damage, loss or expense (i) is attributable



to bodily injury, sickness, disease or death, or injury to or
destruction of tangible property, other than the work itself,
including the loss of use resulting therefrom and (ii) is
caused in whole or in part by any wrongful or negligent act
or omission of the CONSULTANT, any subconsultant, anyone
directly or indirectly employed by any of them or anyone for
whose acts any of them may be liable. Such obligation shall
not be construed to negate, abridge, or otherwise reduce any
other right or obligation of indemnity which would otherwise
exist as to any party or person described in this Paragraph.
CONSULTANT shall similarly protect, indemnify and hold and
save harmless the Owners, their officers, officials,
employees, volunteers and agents against and from any and all
claims, costs, causes, actions and expenses including but not
limited to legal fees, incurred by reason of CONSUTLANT'Ss
breach of any of its obligations under, or CONSULTANT’s
default of, any provision of the Agreement.

The PARK DISTRICT and COUNTY shall each indemnify, hold
harmless and defend the other, their officials, officers,
agents, and employees from and against all liability, claims,
suits, demands, proceedings and actions, including costs,
fees and expense of defense, arising from, growing out of, or
related to, any loss, damage, injury, death, or loss or damage
to property resulting from, or connected with, the
indemnifying body’s negligent or willful acts, errors or
omissions in its performance under this AGREEMENT.

Nothing contained herein shall be construed as prohibiting
the COUNTY and/or PARK DISTRICT, its officials, directors,
officer and employees from defending through the selection
and use of their own agents, attorneys and experts, any
claims, suits, demands, proceedings and actions brought
against them. Pursuant to Illinois law, any attorney
representing the COUNTY, under this paragraph or paragraph
9.1, who is not already an Assistant State’s Attorney, is to
be appointed a Special Assistant State’'s Attorney, in
accordance with the applicable law. The COUNTY'S
participation in its defense shall not remove the
CONSULTANT'S duty to indemnify, defend, and hold the COUNTY
harmless, as set forth above.

Any indemnity as provided in this AGREEMENT shall not be
limited by reason of the enumeration of any insurance coverage
herein provided. The CONSULTANT'’S indemnification of the



OWNERS shall survive the termination, or expiration, of this
AGREEMENT.

The OWNERS do not waive, by these indemnity requirements, any
defenses or protections under the Local Governmental and
Governmental Employees Tort Immunity Act (745 ILCS 10/1 et
seqg.) or otherwise available to it, or to the CONSULTANT,
under the law.

10.0 SATISFACTORY PERFORMANCE

10.1 The OWNERS are entering into an AGREEMENT with this CONSULTANT

10.

10.

10.

because the CONSULTANT professes to the OWNERS that it will
employ the standard of care within its profession in the
performance of the services herein contracted. Accordingly,
the CONSULTANT' S and sub-consultant (s) standard of
performance under the terms of this AGREEMENT shall be that
which is to the satisfaction of the OWNERS and meets the
quality and standards commonly provided by similar
professional engineering firms practicing in the County of
DuPage and the State of Illinois.

In the event there are no similar professional firms
practicing in DuPage County, Illinois, with respect to the
type of work for which this CONSULTANT has been engaged, the
CONSULTANT'S services shall be performed in a manner
consistent with the customary skill and care of its
profession.

If any errors, omissions, or acts, intentional or negligent,
are made by the CONSULTANT, or its’ sub-consultant (s), in any
phase of the work, the correction of which requires additional
field or office work, the CONSULTANT shall be required to
perform such additional work as may be necessary to remedy
same without undue delay and without charge to the OWNERS. In
the event any errors or omissions are detected after the
expiration or termination of the AGREEMENT, the CONSULTANT
may at the OWNERS’ option have the responsibility to cure
same under this provision.

Acceptance of the work shall not relieve the CONSULTANT of
the responsibility for the quality of its work, nor its
liability for loss or damage resulting from any errors,



omissions, or negligent or willful acts by the CONSULTANT or
its sub-consultants.

11.0 BREACH OF CONTRACT

11.1 In the event of any breach of this AGREEMENT, the non-
breaching parties shall give notice to the breaching party
stating with particularity the nature of the alleged breach,
and the breaching party shall be allowed a reasonable
opportunity to cure said breach. Any party’s failure to
timely cure any breach of this AGREEMENT shall relieve the
other party of the requirement to give thirty (30) days’
notice for termination of this AGREEMENT in accordance with
Paragraph 16.1, below, and in such a case, ten (10) days’
written notice to the breaching party is sufficient notice.
Notwithstanding the above term, the CONSULTANT'S failure to
maintain insurance in accordance with Section 8.0, above, or
in the event of any of the contingencies described in
Paragraph 16.1 below, shall be grounds for the OWNERS’
immediate termination of this AGREEMENT. Any breach of any
covenant or term of this AGREEMENT by one or more of the
CONSULTANT'S sub-consultants shall be deemed a breach by
CONSULTANT subject to the terms of this AGREEMENT.

12.0 OWNERSHIP OF DOCUMENTS

12.1 The CONSULTANT agrees that any and all deliverables prepared
for the OWNERS under the terms of this AGREEMENT shall be
properly arranged, indexed and delivered to the COUNTY as
provided in paragraph 6.0. An electronic copy of all
applicable deliverables, in a format designated by the
OWNERS’ representative, shall be provided to the OWNERS.

12.2 The documents and materials made or maintained under this
AGREEMENT shall be and will remain the property of the OWNERS
which shall have the right to use same without restriction or
limitation and without compensation to the CONSULTANT other
than as provided in this AGREEMENT. The CONSULTANT waives
any copyright interest in said deliverables.

12.3 The OWNERS acknowledge that the use of information that
becomes the property of the OWNERS pursuant to Paragraph 12.2,



for purposes other than those contemplated in this AGREEMENT,
shall be at the OWNERS' sole risk.

12.4 The CONSULTANT may, at its sole expense, reproduce and

maintain copies of deliverables provided to the OWNERS.

13.0 COMPLIANCE WITH THE LAW AND OTHER AUTHORITIES

13.1 The CONSULTANT, and sub-consultant(s), shall comply with

13

13

13

13.

.2

.3

.4

5

Federal, State and Local statutes, ordinances and regulations
and obtain permits, licenses, or other mandated approvals,
whenever applicable.

The CONSULTANT, and sub-consultant(s), shall not discriminate
against any worker, job applicant, employee or any member of
the public, because of race, creed, color, sex, age, handicap,
or national origin, or otherwise commit an unfair employment
practice. The CONSULTANT, and sub-consultant(s), shall
comply with the provisions of the Illinois Human Rights Act,
as amended, 775 ILCS 5/-101, et seg., and with all rules and
regulations established by the Department of Human Rights.

The CONSULTANT, by its signature on this AGREEMENT, certifies
that it has not been barred from being awarded a contract or
subcontract under the Illinois Procurement Code, 30 ILCS
500/1-1, et seqg.; and further certifies that it has not been
barred from contracting with a unit of State or local
government as a result of a violation of Section 33E-3 or
33E-4 of the Illinois Criminal Code (Illinois Compiled
Statutes, Chapter 720, paragraph 5/33E-3).

The CONSULTANT, by its signature on this AGREEMENT, certifies
that no payment, gratuity or offer of employment, except as
permitted by the Illinois State Gift Ban Act and the County
of DuPage Ethics Ordinance, was made by or to the CONSULTANT,
or CONSULTANT’S personnel, in relation to this AGREEMENT.
The CONSULTANT has also executed the attached Ethics
Disclosure Statement that is made a part hereof and agrees to
update contribution information on an ongoing basis during
the life of the AGREEMENT as required by said Ordinance.

The CONSULTANT covenants that it has no conflicting public or
private interest and shall not acquire directly or indirectly



any such interest which would conflict in any manner with the
performance of the CONSULTANT'S services wunder this
AGREEMENT.

13.6 In accordance with the Vendor Information Reporting Act (35
ILCS 200/18-50.2), the COUNTY and PARK DISTRICT are required
to collect and electronically publish data from all
consultants and subconsultants as to: (1) whether they are a
minority-owned, women-owned or veteran-owned business as
defined by the Business Enterprise for Minorities, Women and
Persons with Disabilities Act (30 ILCS 575/.01 et seq.); and
(2) whether the consultant or any subconsultants are self-
certifying or whether they hold certifications for those
above-referenced categories. If self-certifying, the
consultants and subconsultants shall disclose whether they
qualify as a small business under federal Small Business
Administration standards. In compliance with the Vendor
Information Reporting Act, within 60 calendar days of the
OWNERS’ award of the contract for work covered under this
AGREEMENT, the awarded consultant, and each subconsultant,
must: (1) complete the Awarded Vendor Questionnaire (found at
https://mwv.dupageco.org/); and (2) complete such form or
questionnaire as designated by the PARK DISTRICT.

13.7 The CONSULTANT acknowledges knowledge of the COUNTY’S
Procurement Ordinance, which is hereby incorporated in this
AGREEMENT, and has had an opportunity to review it. The
CONSULTANT agrees to submit changes for Scope of Work or
compensation in accordance with said Ordinance.

14.0 MODIFICATION OR AMENDMENT
14.1 The parties may modify or amend terms of this AGREEMENT only
by a written document duly approved and executed by all
parties.
14.2 The CONSULTANT agrees to submit changes for Scope of Work or

compensation on the OWNERS’ designated form(s).

15.0 TERM OF THIS AGREEMENT



15.1 The term of this AGREEMENT shall begin on the date the
AGREEMENT is fully executed, and shall continue in full force
and effect until the earlier of the following occurs:

(a) The termination of this AGREEMENT in accordance with the
terms of Section 16.0, or

(b) The expiration of this AGREEMENT on November 30, 2025 or
to a new date agreed upon by the parties, or

(c) The completion by the CONSULTANT and the COUNTY of their
respective obligations under this AGREEMENT, in the
event such completion occurs before November 30, 2025.

15.2 The CONSULTANT shall not perform any work under this AGREEMENT
after the expiration date set forth in Paragraph 15.1(b),
above or after the early termination of this AGREEMENT. The
OWNERS are not liable and will not reimburse the CONSULTANT
for any work performed after the expiration or termination
date of the AGREEMENT. However, nothing herein shall be
construed so as to relieve the OWNERS of their obligation to
pay the CONSULTANT for work satisfactorily performed prior to
expiration or termination of the AGREEMENT and delivered in
accordance with Paragraph 6.1, above.

15.3 The term for performing this AGREEMENT may be amended by a
Change Order, or other form designated by the OWNERS, signed
by all parties without formal amendment pursuant to paragraph
14.1 above.

16.0 TERMINATION

16.1 Except as otherwise set forth in this AGREEMENT, any party
shall have the right to terminate this AGREEMENT for any cause
or without cause thirty (30) days after having served written
notice upon the other party, except in the event of
CONSULTANT'S failure to maintain suitable insurance at the
requisite coverage amounts, insolvency, bankruptcy or
receivership, or if the CONSULTANT is barred from contracting
with any unit of government, or is subsequently convicted or
charged with a violation of any of the statutes or ordinances
identified in Section 13.0, above, in which case termination
shall be effective immediately upon receipt of notice from



OWNERS at OWNERS’ election.

16.2 Upon such termination, the liabilities of the parties to this
AGREEMENT shall cease, but they shall not be relieved of the
duty to perform their obligations up to the date of
termination, or to pay for services rendered prior to
termination. There shall be no termination expenses.

16.3 Upon termination of the AGREEMENT, all data, work products,
reports and documents produced because of this AGREEMENT
shall become the property of the OWNERS. Further, the
CONSULTANT shall provide all deliverables within fourteen
(14) days of termination of this AGREEMENT in accordance with
the other provisions of this AGREEMENT.

17.0 ENTIRE AGREEMENT

17.1 This AGREEMENT, including matters incorporated herein,
contains the entire agreement between the parties.

17.2 There are no other covenants, warranties, representations,
promises, conditions or understandings; either oral or
written, other than those contained herein.

17.3 This AGREEMENT may be executed in one or more counterparts,
each of which shall for all purposes be deemed to be an
original and all of which shall constitute the same
instrument.

17.4 In event of a conflict between the terms or conditions of
this AGREEMENT and any term or condition found in any exhibit
or attachment, the terms and conditions of this AGREEMENT
shall prevail.

18.0 ASSIGNMENT
18.1 Any party may assign this AGREEMENT provided, however, the

other parties shall first approve such assignment, in
writing.

19.0 SEVERABILITY



19.1 In the event, any provision of this AGREEMENT is held to be
unenforceable or invalid for any reason, the enforceability
thereof shall not affect the remainder of the AGREEMENT. The
remainder of this AGREEMENT shall be construed as if not
containing the particular provision and shall continue in
full force, effect, and enforceability, in accordance with
its terms.

19.2 In the event of the contingency described in Paragraph 19.1,
above, the parties shall make a good faith effort to amend
this AGREEMENT pursuant to Paragraph 14.1, above, in order to
remedy and, or, replace any provision declared unenforceable
or invalid.

20.0 GOVERNING LAW

20.1 The laws of the State of Illinois shall govern this AGREEMENT
as to both interpretation and performance.

20.2 The venue for resolving any disputes concerning the parties’
respective performance under this AGREEMENT shall be the 18th
Judicial Circuit Court for DuPage County.

21.0 NOTICES

21.1 Any required notice shall be sent to the following addresses
and parties:

Taylor Studios

1320 Harmon Dr

Rantoul, IL 61866

ATTN: President Brant Hendricks
Phone: 217.893.4874

DuPage County Facilities Management
421 N. County Farm Road

Wheaton, IL 60187

ATTN: Deputy Director Tim Harbaugh
Phone: 630.407.5700



Wheaton Park District
102 E. Wesley St.
Wheaton IL 60187

ATTN: Executive Director
630-510-4945

21.2 All notices required to be given under the terms of this
AGREEMENT shall be in writing and either (a) served personally
during regular business hours; (8:00a.m.-4:30p.m. CST or CDT
Monday-Friday); (b) served by certified or registered mail,
return receipt requested, properly addressed with postage
prepaid; or (d) served by email transmission during regular
business hours (8:00 a.m. - 4:30 p.m. CST or CDT Monday-
Friday), return receipt requested. Notices served personally,
by email transmission shall be effective upon receipt, and
notices served by mail shall be effective upon receipt as
verified by the United States Postal Service. Each party may
designate a new location for service of notices by serving
notice thereof in accordance with the requirements of this
Paragraph, and without compliance to the amendment procedures
set forth in Paragraph 14.1, above.

22.0 WAIVER OF/FAILURE TO ENFORCE BREACH

22.1 The parties agree that the waiver of, or failure to enforce,
any breach of this AGREEMENT shall not be construed, or
otherwise operate, as a waiver of any future breach of this
AGREEMENT and shall not prevent the remaining party from
enforcing this AGREEMENT with respect to a different breach.

23.0 FORCE MAJEURE

23.1 No party shall be liable for any delay or non-performance of
their obligations caused by any contingency beyond their
control including but not limited to Acts of God, war, civil
unrest, strikes, walkouts, fires or natural disasters.



24.0 ACCESS TO PROPERTY

24 .1 The CONSULTANT shall make a reasonable effort to obtain access
to property of a third party necessary for the performance of
its obligations under this AGREEMENT. If the CONSULTANT is
unable to obtain access to the property, the OWNERS shall be
responsible for securing access for the CONSULTANT. In the
event the OWNERS cannot secure access for the CONSULTANT, the
OWNERS shall excuse the CONSULTANT from the performance of
any work that necessitated such access. The CONSULTANT shall
have no claim to compensation for any work excused under this
provision. The OWNERS shall provide the CONSULTANT, upon the
CONSULTANT'’S request, proof of the OWNERS’ permission, or
legal authority, to enter onto the property of a third party.

24.2 In the event of the following: a) it is necessary for the
CONSULTANT to access the property of a third party in order
for the CONSULTANT to perform its obligations under this
AGREEMENT, and b) the OWNERS have obtained an easement,
license or other grant of authority allowing the CONSULTANT
to access such property; the CONSULTANT shall fully abide by
and comply with the terms and conditions of said authorizing
instrument as though the CONSULTANT were a signatory thereto.

26.0 QUALIFICATIONS

26.1 The CONSULTANT shall employ only persons duly licensed or
registered in the appropriate category in responsible charge
of all elements of the work covered under this AGREEMENT, for
which Illinois Statutes require license or registration, and
further shall employ only well qualified persons in
responsible charge of any elements of the work covered under
this AGREEMENT, all subject to OWNERS’ approval.

26.2 Reserved

26.3 Failure by the CONSULTANT to properly staff the PROJECT with
qualified personnel shall be sufficient cause for the OWNERS
to deny payment for services performed by unqualified
personnel and will serve as a basis for cancellation of this
AGREEMENT.



26.4 The CONSULTANT shall require any sub-consultant(s) utilized
for the PROJECT to employ qualified persons to be the same

extent such qualifications are required of the CONSULTANT'S
personnel.
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IN WITNESS OF, the parties set their hands and seals as of

date first written above.

COUNTY OF DUPAGE

Taylor Studios, Inc.

Deborah A. Conroy, Chair

Brant Hendricks

DuPage County Board President
ATTEST BY: ATTEST BY:
Jean Kaczmarek, County Clerk Signature

Wheaton Park District

Grace Carroll

Print Name

Proposal & Contract Manager

Title

John Kelly
Wheaton Park District
President

ATTEST BY:

Brant Hendricks
President

Michael J. Benard
Executive Director

Grace Caroll

Proposal & Contract Manager

the



Title



EXHIBIT A

SCOPE OF WORK | Commented [NA12]: Tim: The County’s Scope of Work and
| Deliverables below will need to be drafted to include the scope for
| the first $30,000 (I believe this was discussed as being the “concept
| stage,” which should be labeled/headlined as “Initial Services™) and
the subsequently approved $15,000 (“final drawings,” which should

| be labeled/headlined as “Additional Services subject to County's
'Lfmapprqvul") g




EXHIBIT B
DELIVERABLES
The following deliverables will be submitted to the County before
completion of the contract.
[List should be as detailed as possible.]
Example:

1. 100% final plans and contract documents in a format specified
by the COUNTY

2. All PROJECT related files

3. Estimate of construction cost and guantity calculations

4. Utility coordination and determination of utility conflicts
summary

5. Survey notes/CADD file

6. All required permits

OR

This Page Left Intentionally Blank
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EXHIBITC

DUPAGE COUNTY DEPARTMENT OF FACILITIES MANAGEMENT
Consultant Employee Rate Listing

CONSULTANT:
PROJECT:

Rate Range

Classification
Minimum

Maximum

Reason for
Adjustment/Addition/Deletion

Signature of Authorized Agent
for CONSULTANT:

Note: Maximum rate shall not exceed $86.00 per hour.(as of 2023)

Signature

Print Name

Approved By COUNTY:

Willian Eidson, Asst. County Engineer

Date:

Date:

Page 1 of 2
Rev 04/23




Exhibit C Notes

The Classification represents a position within the CONSULTANT'S operation that is filled by
one or more personnel that have similar duties and responsibilities.

This Exhibit should include all classifications that might be involved with the project. This avoids
your resubmittal and the need to go through the approval process again.

Minimum rate is the lowest rate being paid to personnel for a particular classification (rounded
down to nearest $ amount).

Maximum rate is the top rate being paid to personnel for a particular classification considering
employee raises within contract period (rounded up to nearest dollar amount).

Revisions to Exhibit C shall be limited to adjustments requested by the CONSULTANT to the
hourly rate ranges and additions or deletions to position classifications approved by the
COUNTY provided the adjustment(s) do not exceed the total compensation as stated in the
AGREEMENT.

Page 2 of 2



EXHIBIT D
DU PAGE COUNTY DEPARTMENT OF FACILITIES MANAGEMENT

CONSULTANT STAFF CHANGE NOTIFICATION

The Consulting Firm of hereby

notifies the COUNTY through the that they need to reassign staff for the

project, Section No.

Position:

Person:

Effective date:

Reason for requesting change:

Proposed Replacement: (attach
resume)

Transition Plan (provide an outline of the steps that the CONSULTANT will take to
assure adequate exchange of information and responsibility, including Principal Engineer
oversight and requested involvement by COUNTY staff.



Insert Direct Costs BDE 436
&
Ethics Form



Contract Exhibits — DuPage County Heritage Gallery and Enduring Values Gallery — Taylor Studios

Exhibit A: SCOPE OF WORK

DuPage County Heritage Gallery and
Wheaton Park District Enduring Values Gallery

Project Objective

Create design documents for both the Heritage Gallery, 887 square feet, and Enduring Values, 940
square feet. Define design direction, content creation, and budget estimates for both. Exhibits will be
designed in tandem as they need to complement each other and not duplicate content.

Both designs will be discussed in depth with client team to determine the best direction forward. TSI will
begin by starting with the design ideas that have already been prepped by the client and build from
there. The design for Heritage Gallery would focus on DuPage County events organized chronologically.
Stories would be told using artifacts mounted in existing cases. The design for Enduring Values would
strive to recreate an early-twentieth-century Main Street with storefronts that represent well known
buildings around DuPage County. Artifact cases would be mounted within the storefront windows along
with various mechanical and digital interactives.

Overall Budget Estimate

Taylor Studios will Provide:
Design for Enduring Values & Heritage Gallery

e Resource Analysis

e Schematic Design

e Concept Workshop

e Survey & Focus Group Materials
e Concept Design

Initial Services Total: $80,000*

*Estimated budget split between exhibits is $50,000 Enduring Values and $30,000 Heritage Gallery.

Additional Services Price to add on DD for Enduring Values [Wheaton Park District]: $25,000
Additional Services Price to add on DD for Heritage Gallery [DuPage County]: $15,000
Total including Additional Services for both exhibits through DD: $120,000**

**Estimated budget split between exhibits is $75,000 Enduring Values and $45,000 Heritage Gallery.
Written preapproval from Owners is required for Additional Services work to proceed.



Contract Exhibits — DuPage County Heritage Gallery and Enduring Values Gallery — Taylor Studios

Exhibit Al: Project Tasks and Budget Detailed: Heritage Gallery [DuPage County]

The language included in Exhibit A is hereby incorporated and adopted into this Exhibit. Listed below are tasks that
may be included in each phase.

Response

determine direction forward

Task Details TSI Client
RA
RA Questionnaire Personalize questionnaire document for client X
Development
Complete RA Answer all questions and provide supporting material X
Questionnaire needed to start project including any building plans,
artifact lists, master plans, etc.
Artifact Catalog Client provides organize catalog of potential artifacts for X
exhibit, including photos and dimensions
Kickoff Call Call with project manager and client teams to go over X X
contract and deliverable dates
SD
Workshop prep TSI team will prep presentation for both sites
Site Visits & Workshop | Client will provide tours of both locations. TSI will lead X
presentation and discussion to determine central
themes, subthemes, design direction and graphic look.
Will include on-site and off-site work.
Bubble Floor Plan Exhibit subtheme areas defined on floor plan X
Exhibit Sketches Black and white overview exhibit sketches X
Exhibit Narratives Description of exhibits and visitor experience X
Copy Writing Styles Writing style options for future exhibit copy X
Content Outline Outline of subthemes and major storylines X
Graphic Look Graphic color scheme, fonts, and major design X
elements
Draft Budget Pricing by exhibit area X
Review & Provide Three-week review period followed by organized and X
Feedback unified feedback
Deliverable Presentation of deliverable X X
Walkthrough Call
Authorization to Signed document that allows TSI to proceed onto next X
Proceed design phase
Public Survey Package design elements that client would like to send X
Developed out as a survey to public
Public Survey Client distributes survey and collects data to send to TSI X
Distributed
Stakeholder Focus Present and discuss design concepts to stakeholders at X X
Group a 1-day meeting (% of the meeting for HG and % for EV),
Client to coordinate and plan focus group, TSI to
facilitate
CcD
Feedback and TSI will respond to each piece of feedback and X




Contract Exhibits — DuPage County Heritage Gallery and Enduring Values Gallery — Taylor Studios

revise the deliverable prior to packaging up all final
pieces

Exhibit Floor Plan Detailed floor plan with all exhibit elements labeled X

Exhibit Sketches Exhibit Sketches that show updated design concepts X

Exhibit Narratives Updated exhibit descriptions and visitor experience X

Content Outline Detailed content outline including every topic that will X
be included in each exhibit area

Graphic Templates One of each type of graphic is designed with X
placeholder copy and imagery

Artifact Schedule List of artifacts to include in exhibit X

Graphic Schedule List of graphics in exhibit including size and material X

Draft Budget Pricing by exhibit area X

Review & Provide Three-week review period followed by organized and

Feedback unified feedback

Deliverable Presentation of deliverable X

Walkthrough Call

Authorization to Signed document that allows TSI to proceed onto next

Proceed design phase

DD Add-alt Subject to County preapproval

Feedback and TSI will respond to each piece of feedback and X

Response determine direction forward

Exhibit Floor Plan Detailed floor plan with dimensions X

Exhibit Sketches All sketches updated and at least half are colored X

Exhibit Narratives Updated exhibit descriptions and visitor experience X

CAD Drawings Plan, Elevations, and Section views of exhibit walls and X
components with overall dimensions, graphic callouts
and detail notes

Finish Schedule List of finishes used in exhibit, including any paint, X
stains, laminates, etc.

A/V Wireframes Overview of any a/v components and the story they tell X

Copy Document Final copy for every graphic panel X

Graphic Templates Graphic templates for every graphic X

Artifact Schedule List of final artifacts to be used in exhibits and potential X
mounting methods

Graphic Schedule Final list of graphics in exhibit including size and X
material

Draft Budget ltemized budget X

Review & Provide Three-week review period followed by organized and

Feedback unified feedback

Deliverable Presentation of deliverable X

Walkthrough Call

Revisions TSI will respond to feedback for Heritage Gallery and X

Initial Services: Base Price of Heritage Gallery work, RA through CD:

$30,000

Additional Services: Alternate Price to add on DD for Heritage Gallery: $15,000

Not-to-Exceed Total for Heritage Gallery:

$45,000




Contract Exhibits — DuPage County Heritage Gallery and Enduring Values Gallery — Taylor Studios

Exhibit A2: Project Tasks and Budget Detailed: Enduring Values [Wheaton Park District]

The language included in Exhibit A is hereby incorporated and adopted into this Exhibit. Listed below are tasks that
may be included in each phase.

Response

determine direction forward

Task Details TSI Client
RA
RA Questionnaire Personalize questionnaire document for client X
Development
Complete RA Answer all questions and provide supporting material X
Questionnaire needed to start project including any building plans,
artifact lists, master plans, etc.
Artifact Catalog Client provides organize catalog of potential artifacts for X
exhibit, including photos and dimensions
Kickoff Call Call with project manager and client teams to go over X X
contract and deliverable dates
SD
Workshop prep TSI team will prep presentation for both sites X
Site Visits & Workshop | Client will provide tours of both locations. TSI will lead X X
presentation and discussion to determine central
themes, subthemes, design direction and graphic look.
Will include on-site and off-site work.
Bubble Floor Plan Exhibit subtheme areas defined on floor plan X
Exhibit Sketches Black and white overview exhibit sketches X
Exhibit Narratives Description of exhibits and visitor experience X
Copy Writing Styles Writing style options for future exhibit copy X
Content Qutline Outline of subthemes and major storylines X
Graphic Look Graphic color scheme, fonts, and major design X
elements
Draft Budget Pricing by exhibit area X
Review & Provide Three-week review period followed by organized and X
Feedback unified feedback
Deliverable Presentation of deliverable X X
Walkthrough Call
Authorization to Signed document that allows TSI to proceed onto next X
Proceed design phase
Public Survey Package design elements that client would like to send X
Developed out as a survey to public
Public Survey Client distributes survey and collects data to send to TS| X
Distributed
Stakeholder Focus Present and discuss design concepts to stakeholders at X X
Group a 1-day meeting (% of the meeting for HG and % for EV),
Client to coordinate and plan focus group, TSI to
facilitate
CcD
Feedback and TSI will respond to each piece of feedback and X
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Exhibit Floor Plan

and revise the deliverable prior to packaging up all final
pieces

Detailed floor plan with all exhibit elements labeled X
Exhibit Sketches Exhibit Sketches that show updated design concepts X
Exhibit Narratives Updated exhibit descriptions and visitor experience X
Content Outline Detailed content outline including every topic that will X
be included in each exhibit area
Graphic Templates One of each type of graphic is designed with X
placeholder copy and imagery
Artifact Schedule List of artifacts to include in exhibit
Graphic Schedule List of graphics in exhibit including size and material
Draft Budget Pricing by exhibit area
Review & Provide Three-week review period followed by organized and
Feedback unified feedback
Deliverable Presentation of deliverable X
Walkthrough Call
Authorization to Signed document that allows TSI to proceed onto next
Proceed design phase
DD Add-alt Subject to Park District preapproval
Feedback and TSI will respond to each piece of feedback and X
Response determine direction forward
Exhibit Floor Plan Detailed floor plan with dimensions X
Exhibit Sketches All sketches updated and at least half are colored X
Exhibit Narratives Updated exhibit descriptions and visitor experience X
CAD Drawings Plan, Elevations, and Section views of exhibit walls and X
components with overall dimensions, graphic callouts
and detail notes
Finish Schedule List of finishes used in exhibit, including any paint, X
stains, laminates, etc.
A/V Wireframes Overview of any a/v components and the story they tell X
Copy Document Final copy for every graphic panel X
Graphic Templates Graphic templates for every graphic X
Artifact Schedule List of final artifacts to be used in exhibits and potential X
mounting methods
Graphic Schedule Final list of graphics in exhibit including size and X
material
Draft Budget Itemized budget X
Review & Provide Three-week review period followed by organized and
Feedback unified feedback
Deliverable Presentation of deliverable X
Walkthrough Call
Revisions TSI will respond to feedback for Enduring Values Gallery X

Initial Services: Base Price of Enduring Values work, RA through CD:

$50,000

Additional Services: Alternate Price to add on DD for Enduring Values: $25,000

Not-to-Exceed Total for Enduring Values:

$75,000
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Exhibit B: PROJECT DELIVERABLES

DuPage County Heritage Gallery and Wheaton Park District Enduring Values Gallery

Resource Analysis (RA) Questionnaire

[Initial Services]

team to use.

Document of questions created by TSI for client
to complete prior to kicking off project. Answers
determine what resources are available for design

Schematic Design (SD)*

[Initial Services]

budget.

Digital pdf document that will include draft
content outline, copywriting samples, floor plan,
exhibit concept sketches and narratives and
graphic look. This deliverable also includes a draft

Concept Design (CD)*

[Initial Services]

Digital pdf document that will include final
content outline, updated floor plan, detailed
exhibit sketches with updated narratives and
specific graphic templates. This deliverable also
includes an updated budget.

Detail Design (DD)**

[Additional Services subject to Owner preapproval]

document.

Digital pdf document that will include final floor
plan, colored exhibit sketches with final
narratives, CAD drawings, and final graphic
templates. This deliverable also includes a word
document of final copy and a final budget

*Deliverables include a 3-week review period, deliverable walk-through call, and some revisions. Review

periods for Heritage Gallery and Enduring Values will be staggered.

** DD is listed as an Additional Services option for both projects in the budget breakdown.

Deliverable Overview and Timeline

Separate deliverables will be created for Enduring Values and Heritage Gallery. The projects will share a
trip onsite for workshops. A final detailed schedule will be developed once contract has been
developed and signed. Dates here are subject to change based on completion date of final contract.

Month Enduring Values Month Heritage Gallery
May 2024 Contract Signed May 2024 Contract Signed
June 2024 Resource Analysis & Kick June 2024 Resource Analysis & Kick Off
Off
Early July 2024 Workshop Early July 2024 | Workshop
July — September | Schematic Design July — August Schematic Design
2024 2024
Late September Survey & Focus Group Late Survey & Focus Group
2024 September
2024
Late October — Concept Design Late October — | Concept Design
Late December Early
2024 December
2024
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TBD Detail Design TBD Detail Design
[Additional Services] [Additional Services]
TBD Complete TBD Complete




REIMBURSEMENT AGREEMENT

This Reimbursement Agreement is made this 15 day of May, 2024, by and between
DUPAGE COUNTY HISTORICAL MUSEUM FOUNDATION, an Illinois not-for-profit
corporation (the “Foundation”), and WHEATON PARK DISTRICT, an Illinois Park District and
unit of local government (“WPD”).

WHEREAS, the DuPage County Historical Museum’s (Museum) permanent exhibit,
Enduring Values, was created in 1988 and is 36 years old; and

WHEREAS, standards in the museum field dictate permanent exhibit lifespans should be
10 years or less to preserve and rotate artifacts and modernize with current trends; and

WHEREAS, an Intergovernmental Agreement between the County of DuPage (County)
and WPD ), requires County and WPD staff to create a plan and update Enduring Values; and

WHEREAS, in 2023, the County and WPD, using the expertise of Museum staff, entered
a partnership to update both the County’s Heritage Gallery and the Museum’s Enduring Values
Gallery; and

WHEREAS, following a joint RFP process, Taylor Studios was selected to perform the
necessary design work; and

WHEREAS, WPD’s share of the costs associated with the design work to be performed by
Taylor Studios is $75,000, which will be paid for directly by the WPD; and

WHEREAS, the Foundation is a not-for-profit corporation whose mission, in part, is to
support the Museum via fundraising, charitable giving and other financial support to support the
operation and maintenance of the Museum,;

WHEREAS, the Foundation has agreed to reimburse WPD for all costs associated with
Taylor Studios design work in connection with the Enduring Values Gallery, and the Foundation
and WPD wish to memorialize this agreement, subject to the terms and conditions set forth herein.

NOW, THEREFORE, in consideration of the foregoing, and other good and valuable
consideration, the receipt and sufficiency of which are hereby acknowledged, the parties agree as
follows:

1. The recitals above are incorporated herein as substantive provisions of this
Agreement;
2. The Foundation agrees that it will reimburse WPD for all fees and costs paid by

WPD to Taylor Studios, and any of Taylor Studios consultants, associated with the preparation of
the design plans for the Enduring Values Gallery, in the total not to exceed amount of $75,000.

3. WPD shall provide to the Foundation copies of invoices it receives from Taylor
Studios for work on the project and evidence of WPD’s having paid the invoice(s). The



Foundation shall reimburse WPD within 30 days of WPD’s providing the invoice(s) to the
Foundation.

4. Each person signing this Agreement warrants that he/she has the authority to
execute the Agreement. This Agreement shall be binding between all successors and assigns.

IN WITNESS WHEREOF, the undersigned has executed this Reimbursement
Agreement as of the date first above written.

WHEATON PARK DISTRICT DUPAGE COUNTY HISTORICAL
MUSEUM FOUNDATION, an
Illinois not-for-profit corporation

By: By:
Name: Name:
Its:














































































































































































































































































































































Wheaton Park District 2025 Budget Development Calendar
(Draft 04.26.2024)

April 2024

SUN _ MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT
1 1 2 3 L] 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
Noon deadline for
finishing policy change

recommendations for
May Finance Committee.
{Finance Director]

28 29 30

Notes

May 2024

SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT

28 2 i 1 2 3 4

Finance Committee
Agenda item: Staff
proposed policy
amendments presented for

review .
5 6 ? 8 9 10 i1
Noon deadline for
updating any policy
changes for May Board
Meeting. [Finance
Director]
12 13 14 15 16 17 18
BOARD Agenda Item: Budget manual posted on
Staff proposed policy intranet.
amendments with any
changes from Finonce
Committee presented for
approval .
18 20 21 22 23 24 25
26 27 28 29 30 31 I

2 3 Notes



Wheaton Park District 2025 Budget Development Calendar

(Draft 04.26.2024)
SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT
26 27 28 29 30 Eat 1
2 3 4 5 6 7 8
Finance Committee Noon deadline for
Agenda Item: Staff Finance, HR, Marketing,
proposed policy Parks, Executive Director
amendments presented for and IT 2025 input.
review if not approved in
May .
9 10 11 12 13 14 15
Budget Kick-Off
Staff inputs budget detail into Springbrook software.
16 17 18 19 20 ' 21T 22
BOARD Agenda Item: Staff
proposed policy

amendments with any
changes from Finance
Committee presented for
approval if not approved in
May.

Staff inputs budget detal into Springbrook software.

23 24 25 26 27
Capital & IT Requests
deadline (5 PM)

28 29

Staff inputs budget detail into Springbrook software.

30 1 Notes



Wheaton Park District 2025 Budget Development Calendar
(Draft 04.26.2024)

July 2024

SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT

1 2 3 4 5 6

New account number,
telephone/cell phone and
Full Time Personnel
requests deadline (5 PM)

Staff inputs budget detail into Springbrook software.

7 8 9 10 10 12 13

Staff inputs budget detail into Springbrook software.

TS 16 17 18 i To 20
Capital Improvement Plan . . . . 2025 budget entry
preliminary meeting 10 complete by 2:30 PM.

AM (tentative) Those entries are then

copied over to the 2026 &
2027 entries.

Staff inputs budget detail into Springbrook software.

21 22 23 24 25 26 27

Staff inputs budget detail into Springbrook software.

28 29 ot By SO : 31 1 R

Staff inputs budget detail into Springbrook software.




Wheaton Park District 2025 Budget Development Calendar

(Draft 04.26.2024)
SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT
2 39 31 1 2 3
Capital Improvement Plan Budget Input is cutoff at
Final Meeting 10 AM 4:30 PM
(tentative)
Finance review of proposed budgets
4 10
Draft of BJdget to
Executive Director for
review
Finance & Executive Director review of proposed budgets
gl 17
‘Finance & Executive Director review of proposed budgets
18 24
~ Finance & Executive Director review of proposed budgets
25

26 27 28 29 30 31

Finance & Executive Director review of proposed budgets

Notes



Wheaton Park District 2025 Budget Development Calendar
(Draft 04.26.2024)

September 2024

SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT

1 2 3 4 5 6 7

{Labor Day] Finance Committee Meeting

Review of Capital Budget &
Long Term Capital Asset
Replacement Schedule

8 9 10 11 12 13 14

15 16 17 18 19 20 21

Regular Board Meeting

22 23 24 25 26 27 28

29 30 1 2 3 4 5

6 7 Notes



Wheaton Park District 2025 Budget Development Calendar
(Draft 04.26.2024)

October 2024

SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT

a4 30 1 2 3 ] 5

finance Committee
meeting review of
operating budgetand
estimated Tax Levy.
Resolution.

Park Board Debt Update -
Speer Financial

] 7 8 ] 10 11 12

If a tax levy hearing is

required, this is the first
date that the tax levy

hearing publication

notice can be published.
{Required only if the total
tax levy exceeds the prior
year's extension by 105%}
[Executive Assistant]

13 14 15 16 17 18 19

Last date the tax levy
hearing pubiication
natice can be published,
if required. {Executive
Assistant}

20 21 22 25 26

Truth in Taxation Public
Hearing held, If required.

Raise pool percentage
review. (Closed Session)

Board acknowledges
receipt of budget which
starts the 30 day viewing
period. (Post document
on the website.)

27 28 29 30 31 1

1 Notes



Wheaton Park District 2025 Budget Development Calendar
(Draft 04.26.2024)

November 2024

SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT

3 4 5 6 7 8 9

Finance Committee
meeting review of
budget.

Raise pool percentage
review, if not done in
October. {Closed Session)

Publication notice of
budget hearing (7-14 days
prior to hearing). This is
the 1st day it can be
published. [Executive
Assistant]
10 11 12 13 14 15 16

Publication notice of
budget hearing {7-14 days
prior to hearing). This is
the last day it can be
published. [Executive

Assistant]
17 18 19 20 21 22 23
Regular Board Meeting 30 day public viewing
period satisfied.
Budget and
Appropriations Hearing.
{Board must take final
action within 7-30 days)
24 25 26 27 28 29 30

2 Notes



Wheaton Park District 2025 Budget Development Calendar

(Draft 04.26.2024)
SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT
1 2 3 4 5 6 7
Finance Committee
meeting
B 9 10 11 12 13 14
15 16 17 18 19 20 21
Regular board meeting -
Budget and B8AOQ, Tox Levy, Tax
Appropriations, Tax Levy Abatement Ordinances to
and Tax Abatement be filed [Executive
Ordinances on agenda for Assistant]
adoption.
22 23 24 25 26 27 28
29 30 31 1 2 1 4
Deadline for filing the tax
levy with DuPage County.
- If not already done with
BAO and Abatement
\Ordinance ajter
\December meeting.

Notes



Wheaton Park District 2025 Budget Development Calendar

(Draft 04.26.2024}
SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT
1 2 3 4
5 [ 7 8 9 10 1
12 13 14 15 16 17 18
Deadline for filing
the BAO, if
adopted at
December board
meeting [Fxecutive
Assistant]
19 20 21 22 23 24 25
26 27 28 29 30 31
SUN  MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT
i} il 1
2 3 q 5 6 7 8
£l 10 11 12 13 14 15
16 17 18 19 20 21 22
Deadline for fifing
any Tax
Abatement
Ordinances with
the County
23 24 25 26 7 28 1

SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT
24 Kl 20 27 4 1
2 3 4 5 6 7 8
g9 10 11 12 13 14 15
16 7 18 19 20 21 22
23 24 5 26 27 28 29



TO: Board of Commissioners
FROM: Sandra Simpson, Director of Finance

THROUGH: Michael Benard, Executive Director

RE: Annual Review of Finance Policies and Proposed Amendments

DATE: May 15, 2024

SUMMARY: In 2009 the District instituted a best practice of reviewing and revising their
Finance Policies as part of the budget cycle. This process has become part of our culture and is
something that staff considers year-round.

Attached are the staff recommended policy changes as a result of the review of the existing
policies that has occurred over the past year.

Also, included is a complete set of Finance policies for your reference.

PREVIOUS COMMITTEE/BOARD ACTION: Annual Review and Adoption of the
Amended Finance Polices of the Wheaton Park District at the May 17, 2023 Regular Meeting

REVENUE OR FUNDING IMPLICATIONS: The Finance Policies of the Wheaton Park
District guide the development of the annual budget and sets appropriate boundaries for park
district operations.

ATTACHMENTS:
1. Summary of recommended revisions and the marked-up policies.
2. Full set of Finance Policies with amendments

RECOMMENDATION: That the committee review the recommended policy revisions and, if
acceptable, authorize staff to present them for board approval at their next regularly scheduled
meeting.




Summary of Policy Amendment Recommendations
2025 Budget Cycle

Staff has prepared recommendations of changes to board policies for the board’s consideration as part of the 2025
budget cycle. Amendments to three of the existing finance policies are being proposed. The Access Control & Acceptable
Use, Payment Card Industry Security Standards (PCI-DSS), and Purchasing policies are the existing policies for which
changes are being recommended, as explained below.

e The Access Control and Acceptable Use Policy’s proposed revision is to update the policy to reflect changes to
the Session and Lock Termination requirements. The District implemented the changes as part of an ongoing
effort to make our systems more secure and bring our security policy up to industry standards.

e The Payment Card Industry Security Standards (PCI-DSS) Policy’s proposed revision is to update the policy to
reflect the most current version of the 12 PCI-DSS compliance requirements, from v3.2 to v4.0.

e The Purchasing Policy’s proposed revision is to add Section E — Vendor Information Reporting. In 2021,
the State of lllinois enacted Public Act 102-0265 — Property Tax — Vendor Report. This law requires that any
taxing district with a property tax levy of more than $5,000,000 must make a good faith effort to collect and
electronically publish data as to whether vendors and subcontractors doing business with the taxing district are
minority, women, veteran, or disability owned businesses. This information is included in our Treasurer’s Report
which is accessible on our website under the Transparency Portal.



Wheaton

T | ACCESS CONTROL AND ACCEPTABLE USE POLICY
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1 Access Control Policy

Wheaton Park District shall require that systems are protected from unauthorized access by establishing
requirements for the authorization and management of user accounts, providing user authentication
and management of user accounts and implementing access controls on Park District information
resources.

Principle of Least Privilege - The Park District IT management has designed user access controls to
enforce limited access to authorized personnel in accordance with the principle of least privilege. The
Wheaton Park District computing network has been segmented to restrict access to users in accordance
with the “Principle of Least Privilege.” Users only receive access to system components necessary to
fuffill the requirements of their roles.

Access Requests - The department Director has responsibility for requesting access to information
systems. It is also his/her responsibility to request only enough access to the least amount of data or
specific physical areas required for that person to carry out his/her role (principal of least privilege).
Exceptions to standard role-based access must be authorized by the Finance Director, or designee, prior
to request fulfilment.

The Park District’s IT managed service provider plans the configuration of hardware, software and
procedural access control mechanisms. The team configures access controls while building information
systems, and maintains those controls throughout their useful life.

Access Controls Audit — The Park District’s IT managed service provider shall conduct a review of system
access privileges by role and group membership on no less than an annual basis. The review will be
completed in consultation with Park District leadership to determine whether current role-based
privileges continue to be appropriate. After review, IT managed service provider shall execute group
access changes in accordance with assessment findings and retain the audit results in a help desk ticket
for Policy compliance.

Session Lock and Termination — Wheaton Park District requires users to lock their workstations when
stepping away from their desks for any reason. Workstations shall be configured to automatically lock
after 45-5 minutes of inactivity. Following a session lock, users must enter their passwords to restore
working sessions._Any exceptions to this policy must be submitted in writing with a business
justification, to and approved by the Finance Director or by submitting a helpdesk ticket to the Park
District’s IT managed service provider.

Remote Access — Select Park District employees will be granted remote system access privileges to
enable offsite work. Wheaton Park District’s IT managed service provider shall implement and maintain
a secure Virtual Private Network (VPN) service that will facilitate remote connectivity into the
environment. Remote access rights must be requested by the user’s manager, and must be supported
by business justification. The Executive Director shall maintain sole authority to approve or reject
remote access requests.
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1.1 lIdentification & Authentication

All users - Every authorized user will be provisioned with a unique User ID to access the systems
environment. In some cases, specific applications may require additional specific User IDs to access
them, which differ from their standard network User IDs. Each User ID (ldentifier) is tied to a password
(Authenticator), known only to the user. The User ID and password together are commonly referred as
“user credentials.”

e Authorized users are responsible for all activities executed on systems when their credentials
have been used as the means of system access. Users must not share their user credentials with
other Park District employees, agents or non-affiliated persons.

e WPD user credentials should not be used as personal identifiers on non-Park District systems
(e.g., Internet, Google, Facebook, etc.).

Privileged Accounts —~ Employees requiring administrator rights on a workstation or server shall receive
approval from the Executive Director with consideration given to the duration for which the
administrator rights are needed. Upon approval, the employee shall request the administrator rights via
the IT managed service provider help desk with approval attached. IT managed service provider will
provision the administrator rights for the required duration.

1.1.1 Password Requirements

Strong passwords must be applied to all WPD network and information systems and should meet all the
following criteria.
o All passwords must contain at least fifteen (15) characters. If the system cannot accommodate
fifteen characters, the maximum number of characters the system allows shall be used.
e All passwords shall contain at least four of the following characters:
o Upper-case alphabetic English letter (A-Z);
o Lower-case alphabetic English letter (a-z);
o Numeric character (0 - 9);
o Special/non-alphabetic character (!, @, #, %);
Password complexity requirements are enforced when passwords are changed or created.
User generated passwords should not be reused.
Passwords must be changed every 90 days.
Ten (10) unique new passwords must be associated with a user account before an old password
can be reused, if the system allows it.
e Five (5) consecutive, unsuccessful attempts to access a WPD network will disable the user's
ability to successfully log-on. The user will need to contact IT support to request a password
reset.

Upon initial configuration and installation of computing equipment within the Park District
environment, IT Administrators must change default passwords to a unique entry that meets all
strong password requirements.
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Password Protection:

e Passwords should not be written or otherwise recorded where they are accessible or
recognizable by anyone else, such as taped to computer screens, stored under keyboards, or
visible in a work area.

e Passwords should not be shared or used by others. This includes a coworker, manager,
supervisor, friend, vendor, partner, information technology staff, administrative assistant, or
others.

e A password must be changed immediately when it has been compromised or when there is
suspicion that it has been compromised. If a WPD employee suspects their password has been
compromised, they must contact the IT Help Desk to request a password reset.

2 Wheaton Park District Acceptable Use of Technology Policy

2.1 Scope and Applicability

All employees, contractors, consultants, temporary workers and other workers at WPD, including all
personnel affiliated with third parties, shall comply with this policy’s requirements. This policy applies
to all personal equipment, software and systems brought into WPD by personnel affiliated with third
parties.

2.2 Purpose

Computer and information technology resources are essential tools in accomplishing the mission of
Wheaton Park District (WPD). Effective security is a team effort involving the participation and support
of every WPD employee and affiliate who deals with information and/or information systems. It is the
responsibility of every computer user to know these guidelines and to conduct their activities
accordingly.

2.3 Policy

2.3.1 Acceptable Use of Technology

Official Use Only - Desks, headsets, telephone equipment, and computers are the property of WPD and
must be maintained according to company policy. WPD systems and equipment (voice mail, e-mail,
Internet, etc.) may be used for work related purposes only during work times. WPD management
prohibits the use of company-owned equipment or systems to download, access, or store any non-work-
related data (personal emails, audio or video, etc.).

System Maintenance - The Park District’s IT managed service provider will maintain computing
equipment via patches and upgrades to operating systems, applications, anti-virus, and other enabling
applications. Users may not alter computer configuration settings or prevent the patches from
executing. These patches and upgrades frequently contain functional enhancements, but are also
designed to maintain the security controls that protect WPD’s information assets. If a WPD employee
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Park District
requires a patch to be installed for business reasons or notices that a patch has yet to be applied, that
employee shall notify IT managed service provider immediately for handling. The employee shall not
patch a system themselves without explicit guidance from IT managed service provider.

Software Downloads - WPD employees may not download or install personal software to company
computer systems without the consent of the immediate supervisor and the Park District’s IT managed
service provider .

Equipment Location — Technology resources, with the exception of laptops and mobile devices, are to
be used only at the employee’s assigned work location(s) unless prior authorization has been granted by
the employee’s manager.

E-Mail, Messaging & Phone Use - WPD uses various forms of electronic communications including, but
not limited to: email, telephones, voicemails, fax machines and the Internet. All electronic
communications, including all software and hardware, remain the sole property of WPD and are to be
used for company business during business hours. Employees may be permitted limited personal use of
phones, provided the use doesn’t interfere with operations.

Bring Your Own Device (BYOD) - WPD does not maintain a BYOD policy, but may authorize access of
corporate email through personal devices. Other system access or conducting of WPD business on a
personal device is prohibited without the approval of the immediate supervisor and IT managed service
provider.

Email Retention - WPD must retain emails in accordance with WPD’s Records Retention Policy as
maintained by the Finance Department. As a government agency, WPD must archive emails for a period
set by law, and may have to provide these emails to individuals and groups outside of the WPD
organization in response to a Freedom of Information Act (FOIA) request. Employees may not delete or
modify electronic communication records.

Content Restrictions - Electronic communication/media may not be used in any manner that may be
considered by WPD as discriminatory, harassing or obscene, or for any other purpose which is illegal, or
against company policy. Employees may not use electronic communications to engage in defamation,
copyright or trademark infringement or misappropriation of trade secrets. Employees may not use Park
District equipment to engage in business related to personal financial gain (i.e., day trading, gambling),
political activity, participation in chat rooms, blogs, or bulletin boards, internet chain mails/forwards, or
game playing. Employees may not use email or messaging technologies to send financial account data,
including credit card data, or other forms of confidential personally identifiable information such as SSN
or passwords as this is insecure. If there is a business need to send this information electronically, IT
managed service provider should be consulted for proper security practices.

Use of Social Media - Employees who use social media services, including social networking, blogs and
personal information sharing services, must be mindful of the potential impact their words may present
to WPD. Employees should use good judgment and common sense when using social media, and should
not represent themselves as official representatives of the Park District, or expressing viewpoints of the
Park District.
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2.3.2 System Monitoring

WPD management reserves the right to listen to, monitor and/or inspect all company property including
voice mail messages, computers, email messages, and electronic files to ensure compliance with these
policies. Inspection of WPD property may be done without further notice to the employee and in the
employee’s absence.

2.4  Acceptable Use of Technology Compliance

All employees are required to comply with this policy. Failure to comply may result in sanctions, up to
and including termination. Any questions about the policy should be directed to an employee’s
immediate supervisor.
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1.0 PURPOSE (WHY)

The Payment Card Industry-Data Security Standards (PCI-DSS) is a proprietary information
security standard mandated by the major credit card brands (Visa, MasterCard, American Express,
Discover and JCB) and administered by the Payment Card Industry Standards Council. The
standard is designed to protect cardholder data and reduce credit card fraud.

Organizations that process credit cards must comply with the standard. Those organizations must
hire an independent Qualified Security Assessor (QSA) to validate compliance on an annual basis.
Additionally, most merchants must complete an annual Self-Assessment Questionnaire (SAQ).

PCI-DSS has evolved and matured over time. As of this-writing (7/31/2017 March 20223, the PCI-
DSS standard is version 3-2 4.0, which organizes the high-level requirements as follows:

Control objectives PCI DSS requirements

1. Install and maintain a firewall configuration to protect

Build and maintain a secure cardholder data

network

2. Do not use vendor-supplied defaults for
system passwords and other security parameters

3. Protect stored cardholder data

Protect cardholder data 4. Encrypt transmission of cardholder data across open, public

networks

5. Use and regularly update anti-virus software on all systems
Maintain a vulnerability commonly affected by malware
management program

6. Develop and maintain secure systems and applications

7. Restrict access to cardholder data by business need-to-know

Implement strong access

8. Assign a unique ID to each person with computer access
control measures

9. Restrict physical access to cardholder data

10. Track and monitor all access to network resources and
Regularly monitor and test | cardholder data
networks

11. Regularly test security systems and processes

Maintain an information

. . 12. Maintain a policy that addresses information security
security policy
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3.0

PAYMENT CARD INDUSTRY SECURITY STANDARDS (PCI-DSS) POLICY

Contro! objectives

PCI DSS requirements

Build and Maintain a Secure
Network and Systems

1. Install and Maintain Network Security Controls.

2. Apply Secure Configurations to All System Components.

Protect Account Data

3. Protect Stored Account Data.

4. Protect Cardholder Data with Strong Cryptography During

Transmission Over Open, Public Networks.

Maintain a Vulnerability
Management Program

5. Protect All Systems and Networks from Malicious Software.

6. Develop and Maintain Secure Systems and Software.

Implement Strong Access
Control Measures

7. Restrict Access to System Components and Cardholder Data
by Business Need to Know.

8. ldentify Users and Authenticate Access to System
Components.

9. Restrict Physical Access to Cardholder Data.

Regularly Monitor and Test
Networks

10. Log and Monitor All Access to System Components and
Cardholder Data.

11. Test Security of Systems and Networks Regularly.

Maintain an information

12. Support Information Security with Organizational Policies

Security Policy

and Programs.

SCOPE (WHO/WHEN/WHERE)

2.1

Wheaton Park District employees — Follow the guidelines as stipulated in this policy at

all times; participate in PCI-DSS and related curriculum training; treat consumers fairly

and with dignity.

DEPARTMENTS RESPONSIBLE FOR IMPLEMENTATION (WHO)

3.1

Authorizing Officials — The Wheaton Park District Board of Park Commissioners’

authorizes this policy and related procedures.

3.2

Policy Owner — Wheaton Park District Chief Information Officer (CIO) ensures that the

information security program and information systems meet or exceed the minimum
standards set by PCI-DSS. The CIO authorizes the procedures relating to this policy and
ensures actions are taken when breaches to this policy are found.
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PAYMENT CARD INDUSTRY SECURITY STANDARDS {PCI-DSS) POLICY

33 Wheaton Park District Department Managers - Ensure Policy compliance through
systematic, routine monitoring of payment processing activities. Implement and
enforce Cardholder Data Handling Procedures that protect the credit card numbers used
by customers to make payments for Park District services. Recommend training and
other procedural enhancements to improve compliance.

34 Trainer- Draft and maintain training materials to ensure the Board-mandated messaging
including PCI-DSS content in Security Awareness training is conveyed to Wheaton Park
District’s employees. Conduct refresher training of personnel as appropriate to ensure
consistent knowledge throughout the organization including subcontractors and
partners.

GENERAL (WHAT)

Wheaton Park District maintains PCI DSS accreditation through the ongoing compliance with
regulatory requirements. Wheaton Park District will comply with the Payment Card Industry
Data Security Standards as established by the PCl Security Standards Council and maintain IT
and security controls that meet or exceed industry standards and provide the ample protection
of cardholder data.

Upon request by a vendor or client, the SISO may provide the Attestation of PCI-DSS
Compliance, along with the Executive Summary Report, which demonstrates a secure state of
Wheaton Park District’s systems environment.

The CIO will maintain a cardholder flow diagram to track the flow of cardholder data through the
systems environment. This document will enable proper systems testing to ensure that
protections are in place to encrypt and/or mask cardholder data within the environment.

As part of annual Security Awareness Training, Wheaton Park District’'s Management will train all
employees on key elements of the PCI-DSS regulation, Wheaton Park District’s PCI-DSS policy and
supporting procedures.

Wheaton Park District will test the supporting procedures annually to ensure that the controls
properly protect PCl information stored in Wheaton Park District’s system(s).

This policy will be reviewed and updated, at a minimum, on a biannual basis, to reflect changes
to Wheaton Park District’s approach to compliance with the evolving PCI-DSS regulation.

SUPPORTING PROCEDURES

5.1 Wheaton Park District Cardholder Data Handling Procedure

5.2 Wheaton Park District PCI-DSS IT Procedures

RECORDS

6.1 System logs contain records of payments, but conceal full credit card numbers.

6.2 Attestation of Compliance and scan reports are stored in Wheaton Park District’s
document library (CMS).

DEFINITIONS
7.1 PCI-DSS — Payment Card Industry-Data Security Standard
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A. The Park District Purchasing Policy establishes the guidelines under which all purchases are made. It
is the intent of this policy that the Park District conducts business fairly and equitably while

remaining fiscally responsible to its taxpayers. This policy is governed by the Park District Code, Sec
8-1c.

B. All purchases are to be made by authorized Park District personnel under the guidelines established
in this policy and are required to follow Purchase Order Procedures or Purchase Card Procedures
when procuring goods or services on behalf of the District.

C. Allitems purchased will be in the best interest of the Park District. The District will endeavor to
purchase from local vendors and merchants when prices are equal (see also section D Qualified
Local Businesses below for more on this).

1. For budgeted purchases greater than $10,000, written price quotes must be obtained from
at least three vendors or merchants.

2. The purchasing decision should take advantage of the most competitive price without
compromising the quality of the product or service.

3. An electronic copy of all written price quotes must be attached to the electronic purchase
order when the purchase order is prepared.

4. Any assets being disposed of must follow the District’s Disposal Policy.

D. Qualified Local Businesses
1. To the extent not prohibited by state statute, it shall be the policy of the District to procure
goods and services from qualified local businesses to the greatest extent possible. In order
to be considered a qualified local business, a business must meet each of the following

criteria:

a. Business must be located within limits of the District.

b. Employs year round staff located at the business within the District.
¢. Is current with all payments to the District.

d. Has adequately qualified/trained staff to service the bid item.

2. If the lowest responsible quote is not from a qualified local business and if a qualified local
business has submitted a quote which is within the applicable percentage (as hereinafter set
forth) of the lowest responsible quote for an item, the qualified local business shall be given
written notice by the District to that effect and shall, within ten (10) days from the date of
such notice, provide written confirmation to the District that it will match the price of the
business that provided the lowest responsible quote. Should a qualified local business fail to
provide such confirmation within the time allowed its quote shall be considered as originally
submitted.

3. When more than one qualified local business is within the applicable percentage of the lowest
responsible quote, only the qualified local business submitting the lowest local quote shall be
given the opportunity to match the lowest responsible quote. It shall, where the quote is an
aggregate of separate price components, reduce the price of each subcomponent of its
aggregate bid by the same percentage that was used to match the quote of the business with
the lowest responsible quote.
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4. The applicable percentage is set forth on the table below:

Amount of Quote Preference Provision
Up to $10,000 5%
$10,001 or equal to but less than the legal bid limit 3%

5. The District may reject any and all quotes and award the purchase to someone other than
the lowest responsible business or a qualified local business who matches the lowest
responsible bid upon a two-thirds (2/3) vote of the District Park Board members then
holding office.

E. Vendor information Reporting
1. Inaccordance with the Property Tax Code (Public Act 102-0265 / 35 ILCS 200/18-50.2), and

as a taxing district with an aggregate property tax levy of more than $5,000,000, the District
will make a good faith effort to collect and electronically publish data from all vendors or
subcontractors doing business with the District as to whether the vendor or subcontractor is
a minority-owned, women-owned, or veteran-owned business or whether the vendor or
subcontractor is a small business. Additionally, the vendor will be asked if their status is
certified by the state of Illinois.

2. The District will post the collected information annually with the Treasurer’s Report. This
document is located on the District’s website under the Transparency Portal.

F. “Green” Vendors and Products

1. Consistent with the District’s Environmental Policy which recommends the purchase and use
of environmentally safe and sensitive products, District employees shall give preferential
treatment to such products.

2. District employees shall also give preference to vendors who have demonstrated a
commitment to minimizing their carbon footprint and engaging in sustainable business
practices.

3. Preference can be demonstrated by including requirements in the quote or bid
specifications or in the form of preferential pricing. Said preferential pricing shall not exceed
1% of the lowest responsible quote or bid from another respondent who has not
demonstrated their inclusion of environmentally safe and sensitive products. If a vendor has
earned the right to use certain labels, employees can use that to evaluate that a
product/service has been produced or provided in an environmentally safe and sensitive
manner. The US Environmental Protection Agency has developed a number of ecolabels that
can help purchasers identify green products and services. More information about these
labels can be found at the link below where you can click on each of the labels shown in the
snip below the link. (You have to go to the URL to click on the various labels, the snip below
does not have hyperlinks.) https://www.epa.gov/greenerproducts/institutional-purchasers-
greener-products-and-services
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Purchase guidelines shall be followed and approved for all repairs, services, supplies, and capital
items procured for Park District purposes. Exceptions include utilities, bonds, insurance premiums;
certain contractual services (i.e. individuals possessing professional skills such as attorneys,
architects and engineers), computer hardware and software, monthly service agreements which
must obtain new quotes at least every two years, payroll and some payroll related expenditures,
such as payroll taxes and utility services including telecommunications and interconnect equipment,
software and services. Also, any purchases made using the state contracts or any purchasing
consortium as permitted by applicable state statute.

Unless the Purchase Card is used for payment, applicable Purchase Order Procedures are:

1. A purchase order shall be created in the purchase order module of the district’s financial
software. The information to be included will be as directed by the Finance Department and
may change from time to time. This process and subsequent approval must be completed
prior to any purchase.

2. Inthe event that an item is substituted for the item on the purchase order and provided
that said substitutions is determined to be acceptable by the District, the department
making the purchase shall do a change order to the original purchase order in the purchase
order module of the district’s financial software.

3. Purchase orders shall be created for specific items and purposes. No additional items will be
authorized, nor will charges be authorized which will significantly increase the cost of the
purchase. In the event a change is required, a change order will be made to the original
purchase order in the purchase order module of the district’s financial software and it will
go through the same approval process as the original purchase order.

Purchase Card Procedures:

1. Tofacilitate the purchasing process, authorized Park District personal may be issued a
corporate credit card upon the approval of the appropriate Department Head. Any
purchases made under the Purchase Card Program are subject to the purchasing guidelines
and approval authorization amounts set forth in this policy. Personal purchases, cash
advances, and alcohol are not allowed to be charged to the District’s expense.

2. Individual transaction limits and overall card limits are determined by the appropriate
Department Head. All purchases and subsequent approvals are subject to the same dollar
thresholds established in Section I-Purchase Authorization Amounts, of this policy.
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3. Anemployee’s transaction limit and or credit limit may be temporarily extended to allow
them to complete an approved budgeted purchase beyond their regular spending limits.
These temporary extensions must be approved by the Department Head and potentially the
Finance Director and Executive Director based upon the purchase authorization amounts
outlined in Section H of this policy.

4. The District will employ an online management tool to coordinate the approval, processing,
and coding of Purchase Card Transactions. All activity will be imported and posted to the
District’s financial software.

J.  Purchase Authorization Amounts:

1. Although any employee of the District may make budgeted purchases, the Department
Head is responsible for ensuring that any employee in his/her department is appropriately
trained and adequately supervised to ensure that no inappropriate purchases are made. The
specific dollar limits of employees’ purchasing authority are outlined below.

2. For budgeted purchases less than $1,000, only the purchaser’s approval is required.

3. For budgeted purchases between $1,000 and less than $5,000, the purchaser and the
Department Head'’s approval are required. In instances where the Department Head is
unable to approve, their designee (see #5 below) or the Finance Director may also authorize
the purchase.

4. For budgeted purchases equal to $5,000.00 but less than $20,000, the Executive Director (as
well as the purchaser, the Department Head and the Finance Director) must approve the
purchase. For any purchases equal to $20,000 or greater, board approval, excluding
contracts not adapted to award by competitive bidding which are exempt from this
requirement, must be obtained prior to the purchase. In the event it is deemed appropriate
for time convenience by the Executive Director, budgeted purchases equal to $20,000 or
greater, but less than the legal bid limit may be paid for prior to obtaining board approval,
with board approval obtained at the next board meeting. Bids must be taken for any
purchases with a value equal to or greater than the legal bid limit amount established by Sec
8-1c of the Park District Code, this excludes contracts not adapted to award by competitive
bidding which are exempt from this requirement, public notice provided and board approval
obtained for staff recommended bid. These procedures are described in the Bidding Policy.

5. From time to time, staff may be absent from their office during a time when a purchase
order or purchase card transaction need approval. To facilitate the smooth operation of the
District’s business, any employee with approval authority as outlined above may designate
another employee to have temporary signature authority in their absence. This authority is
limited to the levels specified above and must be documented. The recommended method
of documenting is to send an email from the employee who is designating the temporary
signature authority to the Finance Department, it may also be sent to all users. This
designation should indicate the beginning and ending dates of the designation of the
temporary signature authority. Finance Department staff will retain a PDF copy of this email
in a folder in the finance drive for the auditors review in the annual external audit. Once the
audit is complete, that year’s temporary signature authority files may be deleted.
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6. A purchase for any item or service which has not been budgeted, no matter what the
amount, requires the approval of the Department Head. It is the responsibility of the
purchaser to know if an item is included in the budget.

7. Products purchased for resale in the District’s gift shops do not require board approval.

8. Emergency purchases are sometimes required. If an emergency occurs and the Executive
Director determines that an expenditure that is equal to $20,000 or greater, but less than
the legal bid limit, is needed, this policy permits the Executive Director of the District to
authorize such a purchase and directs that the Executive Director shall individually contact
the Board of Commissioners to advise them of same. Executive Director shall make every
reasonable effort to contact each commissioner within five business days. Further, such a
purchase shall be presented for approval at the next scheduled meeting of the Board of Park
Commissioners. The District may make emergency procurements without competitive
sealed bidding or prior notice when there exists a threat to public health or public safety, or
when immediate expenditure is necessary for repairs to District property in order to protect
against further loss of or damage to District property, to prevent or minimize serious
disruption in critical District services that affect health, safety, or collection of substantial
District revenues, or to ensure the integrity of District records. (See ILCS 500/20-30).

9. Sole source purchases are sometimes required as the vendor is the only provider. For this to
be permitted, the department must submit this request for sole source designation to the
Finance Director for approval, prior to making the purchase.

K. Payment of Invoices:

1. On a monthly basis at the regular Board Meeting, the Checks Approval Document detailing
all checks processed during the monthly period will be presented to the Board of
Commissioners with a recommendation for acceptance.

2. For weekly checks, the invoices, authorized Purchase Orders and supporting documentation
must be submitted to the Finance Department by noon on Wednesday for processing on the
following Wednesday’s check run.

3. Purchase Orders must have the appropriate authorization per the Purchase Authorization
Amounts section of this Purchasing Policy in order for payment to be processed.

4. Payment will be made only from invoices or digital images of invoices not from statements.

5. All payments are processed on the computer system. Manual checks will not be issued.
Check registers and invoice processing reports are generated.

6. The checks are signed electronically with the signatures of the Executive Director and the
Finance Director.

7. Invoices will be paid in accordance with the lllinois Prompt Payment Act.
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1 Access Control Policy

Wheaton Park District shall require that systems are protected from unauthorized access by establishing
requirements for the authorization and management of user accounts, providing user authentication
and management of user accounts and implementing access controls on Park District information
resources.

Principle of Least Privilege - The Park District IT management has designed user access controls to
enforce limited access to authorized personnel in accordance with the principle of least privilege. The
Wheaton Park District computing network has been segmented to restrict access to users in accordance
with the “Principle of Least Privilege.” Users only receive access to system components necessary to
fulfill the requirements of their roles.

Access Requests - The department Director has responsibility for requesting access to information
systems. Itis also his/her responsibility to request only enough access to the least amount of data or
specific physical areas required for that person to carry out his/her role (principal of least privilege).
Exceptions to standard role-based access must be authorized by the Finance Director, or designee, prior
to request fulfilment.

The Park District’s IT managed service provider plans the configuration of hardware, software and
procedural access control mechanisms. The team configures access controls while building information
systems, and maintains those controls throughout their useful life.

Access Controls Audit — The Park District’s IT managed service provider shall conduct a review of system
access privileges by role and group membership on no less than an annual basis. The review will be
completed in consultation with Park District leadership to determine whether current role-based
privileges continue to be appropriate. After review, IT managed service provider shall execute group
access changes in accordance with assessment findings and retain the audit results in a help desk ticket
for Policy compliance.

Session Lock and Termination — Wheaton Park District requires users to lock their workstations when
stepping away from their desks for any reason. Workstations shall be configured to automatically lock
after 15 minutes of inactivity. Following a session lock, users must enter their passwords to restore
working sessions.

Remote Access — Select Park District employees will be granted remote system access privileges to
enable offsite work. Wheaton Park District’s IT managed service provider shall implement and maintain
a secure Virtual Private Network (VPN) service that will facilitate remote connectivity into the
environment. Remote access rights must be requested by the user’s manager, and must be supported
by business justification. The Executive Director shall maintain sole authority to approve or reject
remote access requests.

1.1 Identification & Authentication

Last updated, May 2023 Page 1 of 91
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All users - Every authorized user will be provisioned with a unique User ID to access the systems
environment. In some cases, specific applications may require additional specific User IDs to access
them, which differ from their standard network User IDs. Each User ID (Identifier) is tied to a password
(Authenticator), known only to the user. The User ID and password together are commonly referred as
“user credentials.”

e Authorized users are responsible for all activities executed on systems when their credentials
have been used as the means of system access. Users must not share their user credentials with
other Park District employees, agents or non-affiliated persons.

e WPD user credentials should not be used as personal identifiers on non-Park District systems
(e.g., Internet, Google, Facebook, etc.).

Privileged Accounts — Employees requiring administrator rights on a workstation or server shall receive
approval from the Executive Director with consideration given to the duration for which the
administrator rights are needed. Upon approval, the employee shall request the administrator rights via
the IT managed service provider help desk with approval attached. IT managed service provider will
provision the administrator rights for the required duration.

1.1.1 Password Requirements

Strong passwords must be applied to all WPD network and information systems and should meet all the
following criteria.
e All passwords must contain at least fifteen (15) characters. If the system cannot accommodate
fifteen characters, the maximum number of characters the system allows shall be used.
e All passwords shall contain at least four of the following characters:
o Upper-case alphabetic English letter (A-Z);
o Lower-case alphabetic English letter (a-z);
o Numeric character (0 —9);
o Special/non-alphabetic character (!, @, #, %);
e Password complexity requirements are enforced when passwords are changed or created.
e User generated passwords should not be reused.
e Passwords must be changed every 90 days.
e Ten (10) unique new passwords must be associated with a user account before an old password
can be reused, if the system allows it.
e Five (5) consecutive, unsuccessful attempts to access a WPD network will disable the user's
ability to successfully log-on. The user will need to contact IT support to request a password
reset.

Upon initial configuration and installation of computing equipment within the Park District

environment, IT Administrators must change default passwords to a unique entry that meets all
strong password requirements.

Last updated, May 2023 Page 2 of 91



Wheaton ACCESS CONTROL AND ACCEPTABLE USE POLICY

Park District

Password Protection:

e Passwords should not be written or otherwise recorded where they are accessible or
recognizable by anyone else, such as taped to computer screens, stored under keyboards, or
visible in a work area.

e Passwords should not be shared or used by others. This includes a coworker, manager,
supervisor, friend, vendor, partner, information technology staff, administrative assistant, or
others.

e A password must be changed immediately when it has been compromised or when there is
suspicion that it has been compromised. If a WPD employee suspects their password has been
compromised, they must contact the IT Help Desk to request a password reset.

2 Wheaton Park District Acceptable Use of Technology Policy

2.1 Scope and Applicability

All employees, contractors, consultants, temporary workers and other workers at WPD, including all
personnel affiliated with third parties, shall comply with this policy’s requirements. This policy applies
to all personal equipment, software and systems brought into WPD by personnel affiliated with third
parties.

2.2 Purpose

Computer and information technology resources are essential tools in accomplishing the mission of
Wheaton Park District (WPD). Effective security is a team effort involving the participation and support
of every WPD employee and affiliate who deals with information and/or information systems. It is the
responsibility of every computer user to know these guidelines and to conduct their activities
accordingly.

2.3 Policy

2.3.1 Acceptable Use of Technology

Official Use Only - Desks, headsets, telephone equipment, and computers are the property of WPD and
must be maintained according to company policy. WPD systems and equipment (voice mail, e-mail,
Internet, etc.) may be used for work related purposes only during work times. WPD management
prohibits the use of company-owned equipment or systems to download, access, or store any non-work-
related data (personal emails, audio or video, etc.).

System Maintenance - The Park District’s IT managed service provider will maintain computing
equipment via patches and upgrades to operating systems, applications, anti-virus, and other enabling
applications. Users may not alter computer configuration settings or prevent the patches from
executing. These patches and upgrades frequently contain functional enhancements, but are also
designed to maintain the security controls that protect WPD’s information assets. If a WPD employee
requires a patch to be installed for business reasons or notices that a patch has yet to be applied, that
employee shall notify IT managed service provider immediately for handling. The employee shall not
patch a system themselves without explicit guidance from IT managed service provider.
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Software Downloads - WPD employees may not download or install personal software to company
computer systems without the consent of the immediate supervisor and the Park District’s IT managed
service provider .

Equipment Location — Technology resources, with the exception of laptops and mobile devices, are to
be used only at the employee’s assigned work location(s) unless prior authorization has been granted by
the employee’s manager.

E-Mail, Messaging & Phone Use - WPD uses various forms of electronic communications including, but
not limited to: email, telephones, voicemails, fax machines and the Internet. All electronic
communications, including all software and hardware, remain the sole property of WPD and are to be
used for company business during business hours. Employees may be permitted limited personal use of
phones, provided the use doesn’t interfere with operations.

Bring Your Own Device (BYOD) - WPD does not maintain a BYOD policy, but may authorize access of
corporate email through personal devices. Other system access or conducting of WPD business on a
personal device is prohibited without the approval of the immediate supervisor and IT managed service
provider.

Email Retention - WPD must retain emails in accordance with WPD’s Records Retention Policy as
maintained by the Finance Department. As a government agency, WPD must archive emails for a period
set by law, and may have to provide these emails to individuals and groups outside of the WPD
organization in response to a Freedom of Information Act (FOIA) request. Employees may not delete or
modify electronic communication records.

Content Restrictions - Electronic communication/media may not be used in any manner that may be
considered by WPD as discriminatory, harassing or obscene, or for any other purpose which is illegal, or
against company policy. Employees may not use electronic communications to engage in defamation,
copyright or trademark infringement or misappropriation of trade secrets. Employees may not use Park
District equipment to engage in business related to personal financial gain (i.e., day trading, gambling),
political activity, participation in chat rooms, blogs, or bulletin boards, internet chain mails/forwards, or
game playing. Employees may not use email or messaging technologies to send financial account data,
including credit card data, or other forms of confidential personally identifiable information such as SSN
or passwords as this is insecure. If there is a business need to send this information electronically, IT
managed service provider should be consulted for proper security practices.

Use of Social Media - Employees who use social media services, including social networking, blogs and
personal information sharing services, must be mindful of the potential impact their words may present
to WPD. Employees should use good judgment and common sense when using social media, and should
not represent themselves as official representatives of the Park District, or expressing viewpoints of the
Park District.

2.3.2 System Monitoring

WPD management reserves the right to listen to, monitor and/or inspect all company property including
voice mail messages, computers, email messages, and electronic files to ensure compliance with these
policies. Inspection of WPD property may be done without further notice to the employee and in the
employee’s absence.
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2.4  Acceptable Use of Technology Compliance

All employees are required to comply with this policy. Failure to comply may result in sanctions, up to
and including termination. Any questions about the policy should be directed to an employee’s
immediate supervisor.
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The District is on a calendar year.

A. Each department director is responsible for preparing a yearly budget for
his/her department.

B. The Executive Director reviews each department budget and discusses it with
each department director, and makes revisions, as appropriate.

C. The Executive Director, administrative staff and Park Board or committee
established thereof review the entire proposed budget, including capital
projects, in an annual Budget Workshop.

D. After the Board approves the budget, it becomes a blueprint of fiscal
operations for the following year. The budget of the Park District is not to be
construed as a legal document; it is a working tool. The Budget and
Appropriation Ordinance, however, is a legal document and may not be
amended without a two-thirds vote of the Board of Commissioners.

The budget is reviewed continuously throughout the fiscal year; as changes in
programs are made, modifications, alterations or improvements are noted, plans
are, even at that time, being formulated for the upcoming budget. Formal
computation of the annual budget actually begins in June, seven months prior to
the beginning of the fiscal year. Compilation of the budget is a total staff project
involving the cooperation, planning and foresight of many members of the staff.

The budget is produced in electronic form and posted on the District’s website.
Detailed budget input is available thru the District’s financial software for the use
of staff. The current Budget and Appropriations Ordinance is also on file at the
Wheaton Public Library for all interested taxpayers.
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I.  The financial audit of the Park District is conducted by an independent,
certified public accounting firm on an annual basis.

II.  As part of the annual audit, the accounting firm will review the Park
District’s internal controls and will make recommendations for
improvement.

[ll.  The annual audit report must be filed with the County Clerk’s office within
six months after the end of the fiscal year and with the lllinois Comptroller
180 days after the fiscal year end.

IV. A copy of the annual audit report is available on the District’s website and
at the Wheaton Public Library for reference purposes.

v. The district will prepare a request for proposal for audit services every 3
years. The audit terms of the negotiated agreement will specify that the
audit agreement may be terminated at the District’s convenience. Audit
firm rotation will be required after six years of continuous service with one
firm.
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Purpose

The Budget should be balanced which means that current expenditures/expenses
should not exceed current revenues and funding sources. The priorities to be used
in balancing the budget are:

e Improve productivity,

e Improve revenues,

e Use available fund balances,

e Lastly, reduce or eliminate programs or services.
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The District may require as a bid surety a certified check or bid bond equal to ten
percent or greater of the contract amount as a proposal guarantee. Such
requirement shall be made on construction projects and in other bidding
procedures where is to be determined to be in the best interest of the District.
Bid Sureties shall be returned to the bidders within ten days following the
acceptance or rejection of bids by the Board of Commissioners. However, the Bid
Surety of the successful bidder shall be returned only after the receipt of an
acceptable Performance Bond, if required. If a Performance Bond is not required,
the Bid Surety will be held by the Finance Department until the project is
completed.

Last updated, May 2023 Page 9 of 91



Wheaton

Park District BIDDING POLICY

BIDDING POLICY

A. Purchase of goods or services estimated to exceed in value the legal limits set
by lllinois statutes shall follow these bidding procedures:

1. The Wheaton Park District shall award contracts for supplies, materials
and labor in excess of the legal limit to the lowest responsible bidder after proper
advertisement and receipt of sealed bids. Exclusions include professional
services, computer hardware and software and utility services including
telecommunications and interconnect equipment, software and services.
Contracts for professional services exempted include those for services where the
individuals possess a high degree of professional skill where the ability or fitness
of the individual plays an important part. All of these independent contractors are
required to have a significant level of training and expertise in their specific area
of service, whether it’s sports aptitude or ability, coaching experience, licensing,
certifications, or other requirements. In other words, the individual abilities and
experience of the independent contractor are of the utmost concern in the
contracting process.

2. A bidder’s responsibility may be based on financial stability, past
transactions, experience, adequacy of equipment, ability to perform, time limits,
and other necessary considerations.

3. The Park District reserves the right to accept or reject any or all bids or
portions thereof, in the best interest of the District and in compliance with
Chapter 105 8.1,C of the lllinois Revised Statutes.

4. A legal advisement shall be placed in publications which will give notice
of the Park District’s request for bids to those organizations best qualified to

provide the goods or services.

5. Specifications shall be prepared and made available to all interested
parties.

6. Instructions to bidders shall accompany each set of specifications issued,
indicating all terms and conditions relative to the bid. Consistent with the
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District’s Environmental Policy which recommends the purchase and use of
environmentally safe and sensitive products, District employees shall make every
effort to include specifications for products that are environmentally safe and
sensitive. Employees shall also make every effort to include wording that
preference will be given to vendors who demonstrate their commitment to
minimizing their carbon footprint and engaging in sustainable business practices.
If a vendor has earned the right to use certain labels, employees can use that to
evaluate that a product/service has been produced or provided in an
environmentally safe and sensitive manner. The US Environmental Protection
Agency has developed a number of ecolabels that can help purchasers identify
green products and services. More information about these labels can be found at
the link below where you can click on each of the labels shown in the snip below
the link. (You have to go to the URL to click on the various labels, the snip below
does not have hyperlinks.) https://www.epa.gov/greenerproducts/institutional-
purchasers-greener-products-and-services

(=]

ENERGY STAR

SEPA ) :
E‘gg&,@g WismartWay  famony

PARTNERSHIP®

WaterSense

7. The nature of construction projects necessitates more clearly defined
conditions. Instructions to bidders for construction projects shall include all
requirements including business references, bid surety and performance bond,
insurance, indemnification, protection of district property, compliance with labor
standards and prevailing wage laws, subcontract, change orders, payment
procedures and guarantees.

8. Following the issuance of Specifications and Instructions to bidders, bids
received prior to the time and date specified will be opened publically and

contracts awarded in conformity with Bid Opening Procedures.

B. Bid Opening Procedures
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1. The location date and time of the bid shall be a part of the legal
advertisement for bidders.

2. Bids shall be opened at a public location open to the public.

3. Bids shall be opened and an acknowledgement made of the receipt of
each bid.

4. A recommendation shall be made by staff to the Park Board of
Commissioners. After the Board approval, staff shall notify the approved bidder
and finalize the project deadline.

5. Bids received after the date and/or time indicated shall be returned,
unopened, to the bidder with a notation on the bid envelope or packet stating
that it was a late bid, noting the date and the hour it was received, and signed by
a representative of the Park District.

C. Rebidding

In the event that all bids are rejected by the Board of Commissioners, the project
may be rebid following Bidding Procedures outlined in section A above. However,
specifications shall be sufficiently altered to prevent reliance upon information
obtained from the former bidding process which may be used to unfair advantage
in the rebidding process.

D. Notification to Bidders
If bids are rejected, staff shall notify all bidders and establish a new bid opening

date. After a new bid opening date has been established, the procedures outlined
above shall be followed.
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The purpose of this policy is to establish what records are to be retained by the District, who is
responsible for retaining them and documentation of compliance for same.

Compliance Officer Is Responsible for Records. The Treasurer of the District is designated as the
keeper of all records of the District with respect to the Obligations, and such officer shall report
to the Board at least annually that he/she has all of the required records in his/her possession
or is taking appropriate action to obtain or recover such records.

Closing Transcripts. For each issue of Obligations, the Compliance Officer shall receive, and shall
keep and maintain, a true, correct and complete counterpart of each and every document and
agreement delivered in connection with the issuance of the Obligations, including without
limitation (a) the proceedings of the District authorizing the Obligations, (b) any offering
document with respect to the offer and sale of the Obligations, (c) any legal opinions with
respect to the Obligations delivered by any lawyers, and (d) all written representations of any
person delivered in connection with the issuance and initial sale of the Obligations.

Arbitrage Rebate Liability. The Compliance Officer shall review the agreements of the District
with respect to the Obligations and shall prepare a report for the Board stating whether or not
the District has any rebate liability to the U.S. Treasury, and setting forth any applicable
exemptions that the Obligations may have from rebate liability. Such report shall be updated
annually and delivered to the Board. See District’s Debt Policy for additional information.

Recommended Records. The Compliance Officer shall review each issue of the Obligations and
shall determine what requirements the District must meet in order to maintain the tax-
exemption of interest paid on the Tax-Exempt Obligations, its entitlement to direct payments
by the United States Treasury of the applicable percentages of each interest payment due and
owing on any Tax-Advantaged Bonds, and applicable tax credits or other tax benefits arising
from any Tax-Advantaged Bonds. The Compliance Officer shall then prepare a list of the
contracts, requisitions, invoices, receipts and other information that may be needed in order to
establish that the interest paid on the Tax Exempt Obligations is entitled to be excluded from
gross income for federal income tax purposes, the District is entitled to receive from the United
States Treasury direct payments of the applicable percentages of interest payments coming due
and owing on any Tax-Advantaged Bonds, and the entitlement of holders of any Tax-
Advantaged Bonds to any tax credits or other tax benefits, respectively. Notwithstanding any
other policy of the District, such retained records shall be kept for as long as the Obligations
relating to such records (and any obligations issued to refund the Obligations) are outstanding,
plus three years, and shall at least include:

a) Complete copies of the bond transcripts delivered when any issue of Obligations is
initially issued and sold;

b) Copies of account statements showing the disbursements of all bond proceeds for their
intended purposes;
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Park District

c) Copies of account statements showing all investment activity of any and all accounts in
which the proceeds of any issue of Obligations has been held;

d) Copies of all bid requests and bid responses used in the acquisition of any special
investments used for the proceeds of any tax-exempt obligations, including any swaps,
swaptions, or other financial derivatives entered into with respect to any tax-exempt
obligations in order to establish that such instruments were purchased at fair market
value;

e) Copies of any subscriptions to the U.S. Treasury for the purchase of State and Local
Government Series (SLGS) obligations;

f) Any calculations of liability for arbitrage rebate that is or may become due with respect
to any issue of tax-exempt obligations, and any calculations prepared to show that no
arbitrage rebate is due, together, if applicable, with account statements or cancelled
checks showing the payment of any rebate amounts to the U.S. Treasury together with
any applicable IRS Form 8038-T; and

g) Copies of all contracts of the District, including any leases, with respect to the use of any
property owned by the District and acquired or financed with the proceeds of tax-
exempt obligations, any part of which property is used by a private person at any time
when such bonds are or have been outstanding.

h) Retain documentation to support that the Annual Comprehensive Financial Report and
any required continuing disclosures were filed with the Municipal Securities Rulemaking
Board’s Electronic Municipal Market Access (EMMA).

IRS Examination. In the event the Internal Revenue Service ("IRS") commences an examination
of any Obligations, the Compliance Officer shall inform the Board of such event, and is
authorized to respond to inquiries of the IRS, and to hire outside, independent professional
counsel to assist in the response to the examination.
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The purpose of this policy is to establish a dollar limit and useful life limit criteria
for assets that are to be treated as capital assets, rather than expended as
acquired.

All expenditures for capital assets over the capitalization thresholds depicted in
the table below, with a useful life no less than three years are maintained on a
computer capital asset system. The system records all pertinent asset information
such as Tag#, location, description, and cost and date purchased/acquired. Assets
are categorized by infrastructure, land, land improvements, building, building
improvements, machinery, equipment & vehicles. Due to accounting guidelines
for Proprietary Funds, the assets of enterprise funds (a type of proprietary fund),
such as Arrowhead Golf Club, and internal service funds (a type of proprietary
fund), such as Information Systems and Telecommunications, are segregated
from the general capital assets of the Park District.

Assets acquired in a group, which individually are below the capitalization limit,
may be capitalized if those assets in the aggregate are significant. (See GASB
Implementation Guide 2021 question 5.1.)

Land s1
Construction in Progress N/A
Machinery, Equipment & Vehicles $10,000
Land Improvements $25,000
Building Improvements $25,000
Buildings $50,000
Infrastructure $50,000
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1) The purpose of this policy is to promote wise investment in new capital assets
of the District and protect its existing capital assets.

2) Capital Improvement Plan. Each year the District will update its long-range
capital improvement plan (CIP). The CIP defines and prioritizes the capital
projects that the District plans to take on in the next three years. In addition, it
identifies all capital asset replacements out to 50 years. The 50 years
represents the District’s capital assets with the longest estimated useful life.
The District includes the evaluation of the replacement of all of its capital
assets to ensure that we are adequately planning for the funds needed and
identifying funding sources and incorporating this information in our strategic
plans.

a) Definition of a capital project. A capital project in the CIP is project with a
useful life of no less than three years and whose value meets or exceeds
the thresholds as defined in the table below:

ASSET CATEGORY CAPITALIZATION THRESHOLD

Land $1
Construction in Progress N/A
Machinery, Equipment & Vehicles $10,000
Land Improvements $25,000
Building Improvements $25,000
Buildings $50,000
Infrastructure $50,000

b) Link to needs assessments. All projects in the CIP, with minor and few
exceptions, should be based on needs assessments performed to
determine the benefit of the asset compared to its cost.

3) CIP Project Identification. Each as part of the budget process, staff have the
opportunity to request the acquisition of a capital asset. They complete a
Capital Requests Form. This form is then evaluated by the Capital Budget Team
(CBT)consisting of representatives from the Parks and Finance departments
and the Executive Director. If the CBT determines that the project meets the
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criteria explained in the CIP Project Selection section following; it will be
included in the three-year CIP presented to the Board of Park Commissioners
for their consideration.

a) Long-term operating and maintenance costs. The estimated costs to
operate and maintain the asset over its estimated useful life must be noted
on the Capital Requests Form. These costs are factored into the total cost
of the request.

b) Funding source. The Capital Requests Form will indicate where the funding
is expected to come from to acquire, operate and maintain the asset.

c) Project timing. The CIP will identify the proposed schedule for acquisition
of the asset, in terms of years for purposes of developing the capital
budget.

i) For projects that include planning, bidding, construction and other
milestones, staff will develop a plan for these phases to identify the
when and what involved in each phase. This may be done by staff in
conjunction with consultants for said project.

ii) For capital asset acquisitions that do not involve all of these phases,
such as for the purchase of a piece of equipment, staff will refer to the
District’s Bidding and Purchasing policies for the appropriate guidelines
to follow for acquiring assets that have been approved through the
budget and appropriations ordinance.

4) CIP Project Selection. Once the budget calendar deadline for Capital Requests
Forms submission has passed, the CBT will meet and evaluate the submissions.
Their evaluation process will include:

a) Long-term forecasts. Long-term forecasts should be prepared to make clear
the resources available for capital spending and to assess the impacts of
operation and replacement costs.
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b) Project impact. A project should not be considered on its own. The impact
a project has on other projects should be recognized and costs shared
between them where appropriate.

¢) Funding of preliminary activities. For some projects, it may be wise to fund
only preliminary engineering/planning before promising to fund the whole
project. These expenses can be large, so they should be assessed and
prioritized.

d) Operating and maintenance costs. Resources should be identified to
operate and maintain an asset before assigning resources to build it.

e) Life cycle costing. The cost study of a proposed project should include the
life of the asset—from planning and acquisition to disposal.

f) Project timing and scope. Schedule and scope estimates should be
achievable within the requested financial and human resources.

g) Condition of existing asset. For assets that are scheduled for replacement,
an analysis of its current condition and use will be done to determine
whether it is appropriate to replace it because of the continuing need for
the use of the asset and because it has reached the end of its useful life.
(See also Priority of Asset Maintenance and Funding of Asset Maintenance
sections below.)
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5)

6)

CAPITAL ASSET MANAGEMENT POLICY

Balanced CIP. The CIP is a balanced, long-term plan. For the entire period of
the CIP, revenues will be equal to the projected costs. It is possible that the
plan will have more costs than revenues in any single year of the plan, due to
timing of the receipt of various funding sources. Two examples are bond
proceeds, which could be received in a year prior to the project or grants
which may be reimbursed and received after the project is completed.
However, all projects must be fully funded. Staff may record, on a separate
document, projects that are deemed important but cannot fit into a balanced
CIP. The Board of Park Commissioners may choose to look at unfunded
projects and defund an existing project in favor of another.

CIP Funding Strategy. The District may elect to use debt financing to acquire
an asset or pay-as-you-go financing (i.e., cash financing). Below are guidelines
to help the District make the best choice between debt and pay-as-you-go
financing.

a) Factors that favor pay-as-you-go financing include situations where:
i) The project can be funded from current revenues and fund balances;

ii) The project can be finished within an acceptable time frame given the
available revenues;

iii) Additional debt levels could have a harmful effect on District’s credit
rating or repayment sources; or,

iv) Market conditions are unstable or suggest difficulties in marketing a
debt.

b) Factors that favor long-term debt financing include situations where:

i) Revenues that will be used to pay back debt are believed to be sufficient
and reliable. This makes it more likely that long-term financing can be
marketed with a suitable credit rating;

ii) Market conditions present favorable interest rates and demand for
government debt financing;
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iii) A project is immediately required to meet or relieve capacity needs and
existing cash reserves are insufficient to pay project costs; or,

iv) The useful life of the asset is five years or longer.

7) Priority of Asset Maintenance and Replacement. It is the policy of the District
to maintain its assets at a level that protects capital investment and reduces
future maintenance and replacement costs. Each year, the District staff will
develop and recommend to Board of Park Commissioners a prioritized asset
maintenance spending plan. This is done within the budget document
presented for their review and approval.

8) Funding of Asset Maintenance. It is the District’s policy to assign enough
resources to preserve the District’s existing assets to the best of its ability
before assigning resources to build or acquire new assets that also have
operating and maintenance needs. This policy protects our historical
investment in capital assets.
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PURPOSE

The purpose of this policy is to establish the principles and parameters by which the projected
end-of-year FUND BALANCE target will be defined at the beginning of each budget period. Each
year, the budget document will include a discussion of the fund targets established in this policy
and an explanation of any FUND BALANCE constraints or NET ASSETS restrictions. FUND
BALANCE targets are established for governmental funds and NET ASSETS targets are
established for proprietary funds.

The parameters established in this policy provide a range of acceptable amounts of end-of-year
SPENDABLE FUND BALANCES for different types of governmental funds. In addition to
establishing these targets, the policy intends that the District shall also maintain like targets in
the proprietary funds. In proprietary funds however, the target is for the CASH & INVESTMENTS
BALANCE. The reason for this requirement is that Net Assets of the proprietary funds don’t
represent spendable currency that could be used to pay the District’s obligations. Establishing a
policy that looks to both balances ensures that there is not a disparity between when financial
resources actually become available to make payments and when they are needed.

The policy provides guidance to District staff who monitor the District’s fiscal activity and who
are responsible for proposing plans to meet the Park Board of Commissioners’ goals.

The District will not propose a budget that would create a SPENDABLE FUND BALANCE in excess
of the maximum parameters or less than the minimum parameters set forth in this policy,
unless the Park Board of Commissioners resolves that it is in the best interest of the District to
do so.

DEFINITIONS

CAPITAL ASSETS are long-lived, high-cost assets or improvements, needing additional
investment once within a period of several years. The District’s capitalization threshold for
assets whose initial acquisition is $5,000 or greater and whose useful life is no less than three
years.

CASH & INVESTMENTS BALANCE is the sum of the account balances in cash and investments.
The estimate of the cash balance, as of the last day of the fiscal year, will be used as a target for
budgeting for the fiscal year.

FUND BALANCE is represented in the annually audited financial reports for governmental funds
and represents the amount of current resources available. It equals the beginning of year
balance, plus all revenues and other financing sources accrued to the fund, minus all
expenditures and other financing uses accrued to the fund during the year.

NET ASSETS is the amount remaining after subtracting total liabilities from total assets on a full
accrual basis.

OPERATING EXPENSES This term refers to the total amount of budgeted expenses used for
regular operations, less the amounts budgeted for CAPITAL ASSETS. This term is used by
proprietary funds where transactions are recorded on a full accrual basis and the measurement
focus is on changes in economic resources.
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OPERATING EXPENDITURES This term refers to the total amount of budgeted expenditures used
for regular operations, less the amounts budgeted for Capital Assets. This term is used by
governmental funds where transactions are recorded on a modified accrual basis and the
measurement focus is on changes in current financial resources.

NONSPENDABLE FUND BALANCE amounts that are not in a spendable form (such as inventory)
or are required to be maintained intact (such as the corpus of an endowment fund).

SPENDABLE FUND BALANCE represents that portion of FUND BALANCE that is in spendable
form. Examples of assets that are considered “spendable” are cash, current investments,
property taxes receivable. Examples of assets that would not be considered spendable would
be inventory and prepaid items.

RESTRICTED FUND BALANCE amounts constrained to specific purposes by their providers (such
as grantors, bondholders, and higher levels of government), through constitutional provisions,
or by enabling legislation.

COMMITTED FUND BALANCE amounts constrained to specific purposes by a government itself,
using its highest level of decision-making authority; to be reported as committed, amounts
cannot be used for any other purpose unless the government takes the same highest-level
action to remove or change the constraint.

ASSIGNED FUND BALANCES are amounts a government intends to use for a specific purpose;
intent can be expressed by the governing body or by an official or body to which the governing
body delegates the authority.

According to GAAP, Enterprise-type funds do not have “fund balance.” For enterprise funds
UNRESTRICTED NET ASSETS is a comparable figure.

UNRESTRICTED NET ASSETS is that portion of NET ASSETS that has not been restricted for a
specific purpose.

GUIDING PARAMETERS

A target SPENDABLE FUND BALANCE is established to provide financial stability, cash flow for
operations, and the assurance that the District will be able to respond to emergencies with
fiscal strength. It is anticipated that unexpected situations may cause the District to fall below
these targets, at which point certain steps will be followed to correct the deficiency, as outlined
in this Policy below under “Minimum Targets”. The District’s flow assumption for Fund Balance
is to spend first Restricted, then Committed and then Assigned Fund Balances.
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The following parameters will be used as part of the budget process to establish targets for the
following funds:

General Fund —The General Fund target limits the General Fund Spendable Fund Balance to a
specific range based on OPERATING EXPENDITURES. The target range is three to six months of
annual OPERATING EXPENDITURES. Balances above the maximum are transferred to the Capital
Projects fund with Board approval.

Recreation Fund — The Recreation Fund’s Spendable Fund Balance target is a minimum based
upon OPERATING EXPENDITURES. The target range is two months to four months of annual
OPERATING EXPENDITURES. Balances above the maximum are transferred to the Capital
Projects fund with Board approval.

Museum, Insurance, Audit, FICA and IMRF Funds — These funds Spendable Fund Balance
targets are no less than three months and no more than six months of OPERATING
EXPENDITURES. These funds will be monitored and the taxes levied to support them will be
adjusted to ensure that they operate within the target levels.

Special Recreation Fund — No target is established for this fund. All amounts levied are
transferred to the Western DuPage Special Recreation Association (WDSRA) to provide for the
recreational needs of our special needs population.

Debt Service Fund — The only activities in this fund are recording the taxes received to pay debt,
paying debt and recording the small interest earned. 100% of a Debt Service Fund’s Fund
Balance is restricted for Debt Service, excess balances cannot be transferred to other funds.
Because DuPage County has historically been so reliable for disbursing tax receipts, this fund’s
minimum target is $5,000. This assumes that the debt service payments due in June follow the
traditional pattern of being interest only, and less than 50% of the total debt service for the
year and that we will receive DuPage taxes on June 15t and 15™ more than sufficient to cover
the June debt service. The $5,000 is intended to cover the other expenses of the fund, such as
paying agent fees. This fund’s maximum target is the fund’s annual budgeted expenditures.
The maximum is not established as a goal to meet, but rather to readily illustrate the fund’s
annual cash needs. This fund’s target is for Cash and Investments balance, not Fund Balance as
the objective is to have sufficient cash on hand to pay obligations when due.

Capital Projects Fund — The Capital Projects Fund balance is reviewed in developing the Capital
Improvements Program. Debt financing, grants, or interfund transfers can be used to finance
projects when balances are not adequate. The Fund Balance of a capital project type fund is
100% restricted or assigned for Construction and Development. Also, all of the expenditures in
these funds are for CAPITAL ASSETS. Increases and decreases in fund balances are associated
with the specific projects planned. Therefore, no specific target is established for this fund.

Golf Fund — The target for this fund is bifurcated; there is a target established to accumulate
the resources in Cash and Investments of at least $1,000,000 and no more than $10,000,000 for
CAPITAL ASSETS for replacement of significant facility components, such as a portion of the roof
of the Facility. This component will be reevaluated and may be revised as a long-term capital
plan is developed for the Arrowhead facilities. This component will be tracked in the General
Ledger and recorded as Designated Net Assets. Per this policy, no amount may be recorded as
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Designated unless there is a like amount of CASH & INVESTMENTS available for the designated
purpose. If the CASH & INVESTMENTS balance declines in subsequent period, the amount
recorded as designated must be reduced accordingly. In order to begin accumulating these
funds, the District will take 40% of its bottom line annually and designate it for this use. 12% of
the 40% is to be designated for the Golf side and 28% for the Food & Beverage side,
commensurate with their respective contributions to the bottom line.

The second component of this fund’s target is the target for the UNRESTRICTED NET ASSETS
and a like amount of CASH & INVESTMENTS. This target is a minimum of two months
OPERATING EXPENSES and a maximum of four months of OPERATING EXPENSES. Once these
two components have been satisfied, any remaining dollars are to be transferred to the Capital
Projects Fund to support the capital needs of the District, consistent with the goal of this fund
to support the District.

Internal Service Funds — No target is established for these funds as they are funded 100% by
transfers from other funds. They exist to allow the District to independently track the amounts
being expended for health and information systems & telecommunications.

REPORTING - Staff will prepare and include in the budget document a schedule that shows the
status of the District’s balances compared to the targets outlined in this policy. The Executive
Director of the Wheaton Park District is given authority within this policy to assign fund balance
to specific projects or planned expenditures.

MINIMUM TARGETS - Management will monitor the major revenue collections and the amount
of cash available by reviewing the monthly financial reports. Further, in the interest of being
transparent staff will prepare a monthly report identifying the relative fund balance positions
for the governmental funds with such targets and the cash and investment position for the Golf
Fund. During the year, if revenue projections suggest that revenue will not meet expectations
and the fund target(s) will not be met by yearend, the Executive Director will take the following
actions to reach the goals established in the adopted budget:
e Review expenses with Directors,
e Reduce capital asset expenditures,
e Reduce operational expenditures, where appropriate, while maintaining the adopted
budget goals,
e Present to the Board of Park Commissioners other expenditure control options,
including those that might modify the goals established in the adopted budget.

EXCEPTIONS TO THE POLICY - If the Board of Park Commissioners adopts a budget that does

not meet the parameters of this policy, then the budget will include a plan for adhering to this
Policy within a three-year period.
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Cellular Phone Policy (This policy is also in section 11.1 of the Personnel Manual)

The Wheaton Park District recognizes that its employees’ ability to communicate to supervisors,
co-workers, vendors and others is sometimes essential to the efficient delivery of services to
residents, and that such communication may occur through the use of a cellular phone ("cell
phone") The purpose of this Cellular Phone Policy is to provide direction and parameters for
approval and use of cell phones by Park District employees for Park District business.

Criteria for Use of a Park District Cell Phone to Conduct Park District Business

The Park District understands that employees may use a personal cell phone to perform
responsibilities on behalf of the Park District. In addition, the Park District, at its own discretion,
may issue a cell phone to an employee if such a cell phone is required to conduct his or her duties
on behalf of the Park District. In all circumstances, a Park District-issued cell phone will be issued
to an employee by the employee's Department Director upon the recommendation of the
employee's immediate supervisor. The Department Directors will determine which package plan
will be given for each position in his or her department, depending upon the need and
responsibilities of the position. Generally, criteria that will be considered whether a Park District
cell phone will be issued to an employee includes the following:

(a) The job function of the employee requires considerable time outside of his/her assigned office
or work area and, in order to effectively perform his or her job, the employee must be accessible
during such times or needs constant access to emails and other electronic information;

(b) The job function of the employee requires him/her to be accessible to the Park District outside
of scheduled or normal working hours on a recurring basis;

(c) The employee is a critical decision maker, as determined by his or her Department Director;

(d) The employee has a position that requires him or her to be an emergency contact, part of a
response team, or has multiple scheduling responsibilities; or

(e) An employee that is required to be highly responsive to citizens, staff members, customers,
service providers, contractors, vendors, and any others that support or service the Park District
outside of normal business hours.

The Park District reserves the right to modify the criteria required for an employee to be issued
a Park District cell phone, periodically review an employee's position to determine if a cell phone
is still needed by the employee to perform his or her job, utilize other factors in determining
whether to issue a cell phone to an employee or whether to continue to allow an employee to
retain a cell phone, change the cellular or data plan, or revoke the approved use of a Park District
cell phone at any time, with or without notice, in the Park District’s sole discretion.
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Use of Park District-Issued Cell Phones

(a) Unless the employee agrees to pay for personal usage of the Park District cell phone, a Park
District-issued cell phone is intended to be used for official Park District business only and
employees are not to use the cell phone for any personal reasons.

(b) Subject to the terms of this Policy, an employee issued a Park District cell phone may use the
cell phone for personal use if he or she agrees to deduct an amount specified by the Human
Resources Manager, based on current plan prices, on the first two pay cycles of each month for
said personal usage. An employee wishing to use his or her Park District issued cell phone for
personal use should contact payroll for current rates for the same. Also, because it is possible
that a part time employee would not work every pay period and thus not be able to have a
personal deduction made every pay period, part time employees will not be eligible for having a
District cell phone assigned exclusively to them and allowed to use it for personal use as well as
business use. They may be assigned a District cell phone for business use only, but if they are
found to use it for personal use, loss of privilege of District-owned phone will ensue.

(c) Employees are responsible for the safe-keeping of a Park District issued cell phone and must
not allow the cell phone to be used by an unauthorized party. If an employee believes a breach
of security has occurred with respect to his or her cell phone, or discovers another employee has
misused said cell phone, he/she must notify the Executive Director immediately.

(d) Employees are to use care and caution when downloading a web application or any other
program on the Park District issued cell phone. The costs associated with the downloading of
unauthorized web applications and any other unauthorized downloads are the responsibility of
the employee and prior approval must be obtained.

(e) Employees whose personal cellular phone usage is excessive, resulting in additional expense
to the Park District, may be required to reimburse the Park District for phone charges for
personal, non-business related long distance, or other charges that exceed the Park District’s
contracted package allocations.

(f) A cell phone assigned to an employee may be revoked at any time at the discretion of the
Department Director or Executive Director, with or without notice.

Use of Personal Cell phones to Conduct Park District Business

An employee who is eligible for a Park District issued cell phone based on the criteria set forth in
11.1 above may choose to opt out of using a Park District issued cell phone and use their personal
cell phone for Park District business as set forth herein.

In the event an employee eligible to receive a Park District issued cell phone opts to use his or
her own personal phone, the employee will obtain a contract of their choosing at their sole
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expense and the Park District will issue the employee a stipend for the employee’s use of his or
her personal cell phone for Park District business. The stipend will be established by the Park
District, will be paid the first two pay cycles of each month, and will appear on the employee’s
paycheck. In the event a part time employee is offered a stipend for their use of a personal cell
phone, they will receive said stipend for the first two pay periods of the month only when they
receive a paycheck for hours worked in that pay period. If they do not work in that pay period,
they will not receive a stipend for that pay period. The plan chosen by the employee for their
personal cell phone will have no bearing on the level of stipend provided. The employee is
responsible for all charges associated with their personal use of the cell phone beyond the Park
District stipend. The stipend shall terminate on the last paycheck upon termination or if the
employee's privileges for the stipend are withdrawn.

Employees receiving a stipend must maintain their account in good standing and shall notify their
Department Director immediately if for any reason their personal cell phone becomes
inoperative. With respect to cell phone use, the employee must also agree to publish their
personal phone number in the internal Park District phone directory.

Rules for Use of Cell Phones

Employees are expected to behave in a professional and courteous manner while using a cell
phone to perform Park District business and shall comply with all Park District policies and
procedures contained in the Park District's Personnel Employee Manual in said use, including but
not limited to the Park District’s policies against sexual or other harassment. Therefore, an
employee shall not create, send or receive any intimidating, hostile, or offensive communications
or materials concerning race, color, religion, sex, age, national origin, disability, or any other
protected class on his or her cell phone Additionally:

(a) Cell phone use is discouraged when a desktop phone is available and can be used. While at
work, employees are expected to exercise the same discretion in using personal cell phones as
is expected for the use of Park District desktop phones. Personal calls should be brief and
limited in nature.

(b) Any employee who engages in excessive, frivolous or inappropriate texting, emailing,
telephoning, or other activities with a cell phone during working hours is not being attentive to
his/her work duties, and, at the discretion of the Executive Director, the employee may be
subject to disciplinary action up to and including termination of employment, loss of privilege of
District-owned phone, or financial liability for the costs associated with the employee's
improper use of Park District equipment and resources.

(c) Any communication sent by a personal cell phone regarding Park District business is also
subject to disclosure under the Freedom of Information Act (FOIA) and release pursuant to a
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discovery request in the event of litigation. As such, employees using cell phones, whether Park
District issued or personal, for Park District business, shall not delete and shall take the
necessary steps to protect access to and archive Park District information contained in emails,
texts, internet, and any other electronic communication on the employee's cell phone.

(d) Regardless whether an employee is using a personal, or Park District-issued, cell phone,
he/she is expected to perform his/her duties in a professional and safe manner and is
prohibited from use of mobile technology while operating a motor vehicle on behalf of the Park
District, is expected to comply with all state and federal laws regarding the use of cell phones.

i. Employees using cellular phones for Park District business purposes are expected to
refrain from making or answering work related calls while driving on Park District business
for safety purposes. Employees must pull off to the side of the road prior to placing or
accepting a call. Special care should be taken in situations where there is traffic,
inclement weather, or the employee is driving in an unfamiliar area. Under no
circumstances are employees allowed to place themselves at risk to fulfill business needs.

ii. No employee may operate a motor vehicle on a roadway while using an electronic
communication cell phone to compose, send, or read an electronic message The
definition of an “electronic message” includes, but is not limited to, a text message, an
instant message, or a command or request to access an internet site.

iii. In compliance with state law, no employee may operate a motor vehicle in a SCHOOL
or on a highway CONSTRUCTION zone while using a cell phone without the use of a hands-
free cell phone. 625 ILCS 5/12-610.1

Any employee that uses a cell phone to conduct Park District business in violation of this Policy
shall be subject to discipline, up to and including dismissal.

No Expectation of Privacy

Employees have no expectation of privacy in the contents of any data stored on, sent to, sent
from, or received from a cell phone issued by the Park District. Wheaton Park District reserves
the right to audit and monitor the use of any Park District-issued cell phone, including any data
that has been sent, received, or stored on the cell phone, including but not limited to, all web
browsing, phone calls, text messages, e-mails, pictures, videos and other images.

Any communication sent by a personal cell phone regarding Park District business is also subject
to disclosure under FOIA and release pursuant to a discovery request in the event of litigation.

Repair, Replacement and Removal of Cell phones
An employee in possession of a Park District-issued cell phone is expected to take reasonable
precautions to protect the equipment from loss, damage, or theft. If an employee’s cell phone
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is not operating properly, he/she should notify his/her supervisor before taking any steps to
repair or replace the cell phone. If the cell phone needs service or replacement due to normal
wear and tear, the Park District will decide whether to repair or replace the cell phone and such
cost shall be at the expense of the Wheaton Park District.

If the Park District-issued cell phone is damaged due to the employee’s carelessness, the
employee is responsible for paying the expense of having the cell phone repaired or replaced. In
such an instance, the Park District will determine whether the cell phone will be repaired or
replaced. Likewise, the employee shall pay the expense of replacing his/her Park District-issued
cell phone if the cell phone is lost or stolen.

The employee bears sole responsibility for the cost of any repairs or replacement if a personal
cell phone is damaged or lost while the employee is performing responsibilities on behalf of the
Park District.

A Park District-issued cell phone is the property of the Wheaton Park District and as such may be
removed from the employee’s possession at any time. Upon resignation or termination of
employment, or at any time upon request, the employee must produce the cell phone for return
or inspection. Employees who do not present the cell phone in good working condition within
the requested time period may be required to pay the cost of its replacement.

The Park District has the right to amend this policy at any time, with or without notice.
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A. Purpose
The purpose of this policy is to identify the various revenues sources the
District has available to it and to specify what services those revenues
sources are intended to support.

B. Revenue Sources
The District has nine revenue sources. They include: taxes, charges for
services, debt proceeds, rentals, product sales, grants & donations,
miscellaneous revenues, interest and transfers in.

C. Services Supported
1. Taxes are used to support services that are desired by the public but
not readily charged to users, community support for a desired
amenity, or for users who may not have the ability to pay.

a. Examples of services not readily charged directly to users are
park maintenance, snow removal on District property and
facility accessibility.

b. Examples of services provided due to community support for a
desired amenity are the Cosley Zoo, Central Athletic Center and
the Community Center.

c. Examples of services where users may not have the ability to
pay would be leisureship support provided to residents who lack
the financial resources to participate in some of our program
activities or facility use passes (such as pool passes in the
summer).

2. Charges for services are the fees the District provides to users directly
based upon their consumption of our services. This includes a wide
variety of programming offered through our Recreation, Athletic,
Historical Museum, Lincoln Marsh, and Cosley Zoo Departments. It
also includes sponsorships/advertising for various events and/or in
our brochures. It also includes memberships at our seasonal outdoor
pools and at our Parks Plus Fitness Center. Additionally, green fees,
golf lessons, driving range fees and cross country skiing fees are
included in Charges for services. The District also has a “Fees and
Charges Policy” that delves into this revenue source in greater depth,
examining how to justify the means of determining fees and charges.

3. Debt proceeds are funds received from issuing debt. The District
limits long-term debt to only those capital improvements that cannot
be financed from current revenues. The District does not issue debt
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to fund operations. The District’s “Debt Policy” spells out in detail the
reasons for issuing debt and related goals.

4, Rentals include facility rentals, park permits, field rentals, cell tower
rentals, and golf equipment rentals. Rental rates are intended to
recoup direct costs of the rental and where possible to cover indirect
and related selling costs.

5. Product sales include concession operations, athletic uniforms, gift
shop sales, restaurant food and liquor sales, beverage cart sales,
halfway house sales, and banquet sales. These revenues are intended
to cover all associated costs as well as providing funds to support the
related operations.

6. Grants & donations include grants and donations from other units of
government and philanthropic organizations. The most significant
recurring source of donations for the District is actually the three
501c-3 foundations that the District has established (Cosley Zoo
Foundation, DuPage County Historical Museum Foundation and the
Play for All Foundation). The District encourages potential donors to
make donations to these foundations to benefit the District as they
exist solely to support various aspects of the District’s mission.

7. Miscellaneous income consists of sundry sources of income that are
either immaterial in amount or infrequent in occurrence or both. An
example of one miscellaneous income source is the sale of scrap
materials by our Parks Department.

8. Interest income consists of interest earned on investments of the
District’s idle cash. Although not a material source of income for the
District, these funds are used to support services as needed, but
primarily those as described for Tax revenues.

9. Transfers in are primarily interfund transfers, which in most years are
funds transferred from operating funds (specifically General,
Recreation, and Golf funds) to the Capital fund to pay for capital
projects of the District. This does not include capital projects for the
Golf fund, which are funded directly by the Golf fund in that fund.

10. One-Time Revenues The District will not use one-time revenues to
support recurring expenses. This policy helps the District to spend
within its means and stay financially healthy. Some of the District’s
revenue sources are unstable. This means that the amount the
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District receives from that source can vary from year to year. Grants
and Donations are good examples. Because these revenues are
unstable and unreliable, the District cannot assume that the same
revenue will be available in future years. Therefore, the District will
treat the portion of the revenue that is above what we normally
receive as if it were a one-time revenue.
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CONTRACTS

The Park District shall award and enter into contractual agreements with vendors
for completion of construction projects and for the procurement of goods and
services for other than construction projects (such as service agreements) if it is
determined to be in the best interest of the District. Said contract shall be dated
and signed by the Executive Director of the Park District and by an officer of the
contracting organization and filed in the Administrative Offices of the District and
stored electronically attached to the applicable vendor within the District’s
licensed financial software.
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I. PURPOSE AND GOALS

The Wheaton Park District developed this Debt Management Policy to help ensure the District's
creditworthiness and to provide a functional tool for debt management and capital planning. The
Wheaton Park District faces continuing capital infrastructure requirements to meet the increasing needs
of its residents. The District limits long-term debt to only those capital improvements that cannot be
financed from current revenues. The District does not use long-term debt to fund operating programs.

Consequently, the District needs to anticipate increases in debt levels based upon historical data. With
these increases, the effects of decisions regarding the type of issue, method of sale, and payment
structure become ever more critical to the District's financial well-being. To help ensure the District's
credit worthiness, an established program of managing the District's debt becomes essential.

The purpose of this policy is to provide a functional tool for debt management and capital planning, as
well as enhancing the District's reputation for managing its debt in a conservative and prudent manner.

GOALS RELATED TO THE ISSUANCE OF GENERAL OBLIGATION AND REVENUE BOND DEBT

In following this policy, the District shall pursue the following goals when issuing debt:

¢ Maintain at least an A2 credit rating for each rated general obligation debt issue.

 Take all practical precautions to avoid any financial decision which will negatively impact current credit
ratings on existing or future debt issues.

¢ Consider market timing.

¢ Determine the amortization (maturity) schedule which will best fit with the overall debt structure of
the District's general obligation debt and related tax levy at the time the new debt is issued. The
District may choose to delay principal payments or capitalize interest during project construction. For
issuance of revenue bonds, the amortization schedule which will best fit with the overall debt
structure of the enterprise fund and its operating cash flow will be considered. Consideration will be
given to coordinating the length of the issue with the lives of assets, whenever practicable, while
considering repair and replacement costs of those assets to be incurred in future years as an offset to
the useful lives, and the related length of time in the payout structure.

¢ Consider the impact of such new debt on overlapping debt and the financing plans of local
governments which overlap, or underlie the District.

¢ Assess financial alternatives to include new and innovative financing approaches, including, whenever
feasible, grants, revolving loans or other state/federal aid.

¢ Minimize debt interest costs.

¢ Level or declining debt service shall be employed unless operational matters dictate otherwise, or
except to achieve overall level debt service with existing bonds. The District shall be mindful of the
potential benefits of bank qualification and will strive to limit its annual issuance of debt to $10 million
or less when such estimated benefits are greater than the benefits of exceeding the bank qualification
limit. Should subsequent changes in the law alter this limit, the District policy will be reevaluated.

Il. DEBT ISSUANCE IN GENERAL

A. Authority and Purposes of the Issuance of Debt

The laws of the State of lllinois authorize the issuance of debt by the District. The Local Bond

Law confers upon park districts the power and authority to contract debt, borrow money, and issue
bonds for public improvement projects as defined therein. Under these provisions, the

District may contract debt to pay for the cost of acquiring, constructing, reconstructing, improving,
extending, enlarging, and equipping such projects or to refund bonds.
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B. Types of Debt Issued

1. Short-Term. (three years or less) The District may issue short-term debt to finance the purchase of
non-capital equipment having a life exceeding one year or provide increased flexibility in financing
programs. The District will have no more than 10% of its outstanding general obligation debt in short
term debt.

2. Long-Term. (more than three years) The District may issue long-term debt which may include, but not
be limited to, general obligation bonds, certificates of participation, capital appreciation bonds, special
assessment bonds, self-liquidating bonds, double barreled bonds, and municipal bonds. The District may
also enter into long-term leases for public facilities, property, and equipment with a useful life greater
than one year.

C. Capital Improvement Program

The Capital Improvement Program (CIP), prepared by staff, and must be approved by the Board, and
shall determine the District's capital needs. The program shall be a five-year plan for the acquisition,
development and/or improvement of the District's capital assets. Projects included in the CIP shall be
prioritized; and the means for financing each shall be identified. The first year of the program shall be
the Capital Budget. If the current resources are insufficient to meet the needs identified in the Capital
Budget, the Board may consider incurring debt to fund the shortfall. The Board, upon advice from a
District's municipal advisor, may also consider funding multiple years of the Capital Improvement
Program by incurring debt. The CIP should be revised and supplemented each year in keeping with the
District's policies on debt management.

D. Structure of Debt Issues

The duration of a debt issue shall not exceed the economic or useful life of the improvement or asset
that the issue is financing. The District shall design the financing schedule and repayment of debt so as
to take best advantage of market conditions and, as practical, to recapture or maximize its credit
capacity for future use, and moderate the impact to the taxpayer. In keeping with the stated goals of
this debt management policy, the District shall structure each general obligation issue (except refunding
issues) to comply with the rapidity of debt repayment provisions in Section Ill. E. 1. (see below).

E. Sale of Securities
All debt issues should be sold through a competitive bidding process based upon the lowest offered
True Interest Cost (TIC), unless Board deems a negotiated sale the most advantageous to the District.

F. Credit Enhancements

The District may enter into agreements with commercial banks or other financial entities for the
purpose of acquiring letters of credit, municipal bond insurance, or other credit enhancements that will
provide the District with access to credit under terms and conditions as specified in such agreements
when their use is judged cost effective or otherwise advantageous. Any such agreements shall be
approved by the Board.

G. Bond Ratings

The Board, upon advice from the District's municipal advisor, may also consider obtaining a bond rating
on any bonds issued.

Last updated, May 2023 Page 35 of 91



Wheaton

Park District DESTFOLICY

H. Inclusion of Local Institutions

In the interest of promoting Wheaton, whenever practical and in the best interests of the
Wheaton Park District, local financial institutions are to be offered the opportunity to bid on debt
instruments.

Ill. LEGAL CONSTRAINTS AND OTHER LIMITATIONS ON THE ISSUANCE OF DEBT
A. State Law
30 ILCS 305/0.0 1, et. seq.: the short title is "The Bond Authorization Act."

B. Authority for Debt

The District may, by bond ordinance, incur indebtedness or borrow money, and authorize the issue of
negotiable obligations, including refunding bonds, for any capital improvement of property, land
acquisition, or any other lawful purpose except current expenses, unless approved by the Board.

C. Debt Limitation
The debt limitations of the bond laws restrict the District to issues such that the aggregate principal
indebtedness of the District does not exceed 2.875% of the taxable real property within the District.

D. Methods of Sale

Bonds will be sold in accordance with 30 ILCS 350/10 by means of a public or private sale as determined
appropriate by the Board of Park Commissioners. The District may issue short-term notes by negotiated
sale if the bond ordinance or subsequent resolution so provides.

1. Bonds. All bonds will mature within the period or average period of usefulness of the assets financed;
and the bonds will mature in installments, the first of which is payable not more than three years from
the dated date of the bonds.

2. Municipal Advisor. To ensure independence, the Municipal Advisor retained by the District will not bid
on nor underwrite any District debt issues on which it is advising.

E. Credit Implications

When issuing new debt, the District should not exceed credit industry benchmarks where applicable.
Therefore, the following factors should be considered in developing debt issuance plans:

1. Rapidity of Debt Service Repayment

The District's general obligation bond issues should be structured whereby 100% of the debt will be
retired within twenty years. It is also desirable to structure the District's general obligation bond issues
so that at least 50% of the principal will be retired within 10 years.

2. Current General Fund Cash Reserve

The District should maintain a General Fund cash and investments balance equal to no less than three
months of total annual expenditures, exclusive of capital expenditures (assumed to be expenditures that
would be discretionary should the economy take a nosedive). The Recreation Fund should maintain a
cash and investments balance equal to no less than two months of total annual expenditures, exclusive
of capital expenditures. Such calculations, including a projection to December 31 (of the current fiscal
year), shall be made on an annual basis by the Finance Director during the budget process.

IV. DEBT ADMINISTRATION
A. Financial Disclosures
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The District shall prepare appropriate disclosures as required by the Securities and Exchange
Commission, the federal government, the State of Illinois, rating agencies, underwriters, investors,
agencies, taxpayers, and other appropriate entities and persons to ensure compliance with applicable
laws and regulations. For more details on these disclosures, please refer to the District’s Disclosure
Policy.

B. Review of Financing Proposals

All capital financing proposals that involve a pledge of the District's credit shall be referred to the
Finance Director/Treasurer who shall determine the financial feasibility and impact on existing debt of
such proposal, and shall make recommendations accordingly to the Executive Director.

C. Refunding Policy

The District should consider refunding outstanding debt when legally permissible and financially
advantageous. A net present value debt service savings of at least three percent or greater must be
achieved.

D. Investment of Borrowed Proceeds

The District acknowledges its ongoing fiduciary responsibilities to actively manage the proceeds of debt
issued for public purposes in a manner that is consistent with Illinois statutes that govern the
investment of public funds, and consistent with the permitted securities covenants of related bond
documents executed by the District. The management of public funds should enable the District to
respond to changes in markets or changes in payment or construction schedules so as to (i) minimize
risk, (ii) ensure liquidity, and (iii) optimize returns.

E. Annual Evaluation of Refinancing Opportunities
The District shall on an annual basis ensure that an evaluation of the outstanding debt issues is
performed to ascertain whether a refinancing is appropriate for any of the outstanding issues.

V. GLOSSARY OF TERMS
Ad Valorem Tax - A direct tax based "according to value" of property.

Advanced Refunding Bonds - Bonds issued to refund an outstanding bond issue prior to the date on
which the outstanding bonds become due or callable. Proceeds of the advanced refunding bonds are
deposited in escrow with a fiduciary, invested in United States Treasury Bonds or other authorized
securities, and used to redeem the underlying bonds at maturity or call date.

Amortization - the process of paying the principal amount of an issue of bonds by periodic payments
either directly to bondholders or to a sinking fund for the benefit of bondholders.

Arbitrage - Usually refers to the difference between the interest paid on the tax-exempt securities and
the interest earned by investing the proceeds in higher yielding taxable securities. Internal Revenue
Service regulations govern arbitrage (reference I.R.S. Reg. 1.103-13 through 1.103-15).

Arbitrage Bonds - Bonds which are deemed by the I.R.S. to violate federal arbitrage regulations. The
interest on such bonds becomes taxable and the bondholders must include this interest as part of gross
income for federal income tax purposes (I.R.S. Reg. 1.103-13 through 1.103-15).
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Assessed Value - An annual determination of the just or fair market value of property for purposes of ad
valorem taxation.

Basis Point - 1/100 of one percent.

Bond - Written evidence of the issuer's obligation to repay a specified principal amount on a date
certain, together with interest at a stated rate, or according to a formula for determining that rate.

Bond Anticipation Notes (BANS) - Short-term interest bearing notes issued by a government in
anticipation of bonds to be issued at a later date. The notes are retired from proceeds of the bond issue
to which they are related.

Bond Counsel - An attorney retained by the District to render a legal opinion whether the District is
authorized to issue the proposed bonds, has met all legal requirements necessary for issuance, and
whether interest on the bonds is, or is not, exempt from federal and state income taxation.

Bonded Debt - The portion of an issuers total indebtedness represented by outstanding bonds.

Direct Debt or Gross Bonded Debt — Is the sum of the total bonded debt and any unfunded debt of the
issuer.

Net Direct Debt or Net Bonded Debt — Is the Direct debt less sinking fund accumulations and all self-
supporting debt.

Total Overall Debt — Consists of Net direct debt plus the issuer's applicable share of the direct debt of all
overlapping jurisdictions.

Net Overall Debt - Net direct debt plus the issuer's applicable share of the net direct debt of all
overlapping jurisdictions.

Overlapping Debt - The issuer's proportionate share of the debt of other local governmental units which
either overlap or underlie it

Callable Bond - A bond which permits or requires the issuer to redeem the obligation before the stated
maturity date at a specified price, called the call price, usually at or above par value.

Capital Appreciation Bonds (CAB) - A long-term security on which the investment return is reinvested at
a stated compound rate until maturity. The investor receives a single payment at maturity representing
both the principal and investment return.

Certificates of Participation - Documents, in fully registered form, that act like bonds. However, security
for the certificates is the government's intent to make annual appropriations during the term of a lease
agreement. No pledge of full faith and credit of the government is made. Consequently, the obligation
of the government to make basic rental payments does not constitute an indebtedness of the
government.

Commercial Paper - Very short-term, unsecured promissory notes issued in either registered or bearer
form, and usually backed by a line of credit with a bank.

Coupon Rate - The annual rate of interest payable on a coupon bond (a bearer bond or bond registered
as to principal only, carrying coupons evidencing future interest payments), expressed as a percentage
of the principal amount.

Debt Limit - The maximum amount of debt an issuer is permitted to incur under constitutional, statutory
or charter provision.
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Debt Service - The amount of money necessary to pay interest on an outstanding debt, the serial
maturities of principal for serial bonds, and the required contributions to an amortization or sinking fund
for term bonds.

Demand Notes (Variable Rate) - A short-term security which is subject to a frequently available put
option feature under which the holder may put the security back to the issuer after giving specified
notice. Many of these securities are floating or variable rate, with the put option exercisable on dates on
which the floating rate changes.

Double Barreled Bonds (Combination Bonds) - A bond which is payable from the revenues of a
governmental enterprise and are also backed by the full faith and credit of the governmental unit.

Enterprise Funds - Funds that are financed and operated in a manner similar to private business in that
goods and services provided are financed primarily through user charges.

General Obligation Bond - A bond for whose payment the full faith and credit of the issuer has been
pledged. More commonly, but not necessarily, general obligation bonds are payable from ad valorem
property taxes and other general revenues.

Lease Purchase Agreement (Capital Lease) - A contractual agreement whereby the government borrows
funds from a financial institution or a vendor to pay for capital acquisition. The title to the asset(s)
normally belongs to the government with the lessor acquiring security interest or appropriate lien
therein.

Letter of Credit - A commitment, usually made by a commercial bank, to honor demands for payment of
a debt upon compliance with conditions and/or the occurrence of certain events specified under the
terms of the commitment.

Level Debt Service — An arrangement of serial maturities in which the amount of principal maturing
increases at approximately the same rate as the amount of interest declines.

Long-Term Debt - Long-term debt is defined, for purposes of this policy, as any debt incurred whose final
maturity is more than three years.

Maturity - The date upon which the principal of a municipal bond becomes due and payable to
bondholders.

Mini-bonds - A small denomination bond directly marketed to the public.

Net Interest Cost (NIC) - The traditional method of calculating bids for new issues of municipal securities.
The total dollar amount of interest over the life of the bonds is adjusted by the amount of premium or
discount bid, and then reduced to an average annual rate. The other method is known as the true
interest cost (see "true interest cost").

Offering Circular - Usually a preliminary and final document prepared to describe or disclose to investors
and dealers information about an issue of securities expected to be offered in the primary market. As a
part of the offering circular, an official statement shall be prepared by the District describing the debt
and other pertinent financial and demographic data used to market the bonds to potential buyers.

Other Contractual Debt - Purchase contracts and other contractual debt other than bonds and notes.
Other contractual debt does not affect annual debt limitation and is not a part of indebtedness within
the meaning of any constitution or statutory debt limitation or restriction.

Par Value or Face Amount - In the case of bonds, Par Value or Face Amount is the amount of principal
which must be paid at maturity.
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Parity Bonds - Two or more issues of bonds which have the same priority of claim or lien against pledged
revenues or the issuer's full faith and credit pledge.

Principal- The face amount or par value of a bond or issue of bonds payable on stated dates of maturity.

Ratings - Evaluations of the credit quality of notes and bonds, usually made by independent rating
services, which generally measure the probability of the timely repayment of principal and interest on
municipal bonds.

Refunding Bonds - Bonds issued to retire bonds already outstanding.

Registered Bond - A bond listed with the registrar as to ownership, which cannot be sold or exchanged
without a change of registration.

Reserve Fund - A fund which may be used to pay debt service if the sources of the pledged revenues do
not generate sufficient funds to satisfy the debt service requirements.

Self Supporting or Self Liquidating Debt - Debt that is to be repaid from proceeds derived exclusively
from the enterprise activity for which the debt was issued.

Short-Term Debt -Short-term debt is defined for purposes of this policy as any debt incurred whose final
maturity is three years or less.

Spread - The income earned by the underwriting syndicate as a result of differences in the price paid to
the issuer for a new issue of municipal bonds, and the prices at which the bonds are sold to the investing
public, usually expressed in points or fractions thereof.

Tax-Exempt Bonds - For municipal bonds issued by the District tax-exempt means interest on the bonds
are not included in gross income for federal income tax purposes; the bonds are not items of tax
preference for purposes of the federal, alternative minimum income tax imposed on individuals and
corporations; and the bonds are exempt from taxation by the State of lllinois.

Term Bonds - Bonds coming due in a single maturity.

True Interest Cost (TIC) - Also known as Canadian Interest Cost. A rate which, when used to discount
each amount of debt service payable in a bond issue, will produce a present value precisely equal to the
amount of money received by the issuer in exchange for the bonds. The TIC method considers the time
value of money while the net interest cost (NIC) method does not.

Yield to Maturity - The rate of return to the investor earned from payments of principal and interest,
with interest compounded semiannually and assuming that interest paid is reinvested at the same rate.

Zero Coupon Bond - A bond which pays no interest, but is issued at a deep discount from par,
appreciating to its full value at maturity.
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Pursuant to the District’s responsibilities under the securities laws, including its continuing
disclosure undertakings (the “Undertakings”) under Rule 15¢2-12 of the Securities Exchange Act of 1934,
as amended, and the Securities and Exchange Commission’s statements in enforcement actions, it is
necessary and in the best interest of the District that the District’s (i) preliminary and final official
statements or offering circulars and any supplements or amendments thereto (collectively, the “Official
Statements”), disseminated by the District in connection with any bonds, notes, certificates or other
obligations, (ii) Annual Financial Information, as required by and defined in the Undertakings (the
“Annual Financial Information”) to be filed with the Municipal Securities Rulemaking Board’s (“MSRB”)
Electronic Municipal Market Access (“EMMA?”) system, and (iii) notices of Material Events or Reportable
Events, each as defined in the Undertakings, and any other required or voluntary disclosures to EMMA
(each, an “EMMA Notice”) comply in all material respects with the federal securities laws. Further, it is
necessary and in the best interest of the District that the District adopt policies and procedures to
enable the District to create accurate disclosures with respect to its (i) Official Statements, (ii) Annual
Financial Information, and (iii)) EMMA Notices. Official Statements, Annual Financial Information and
EMMA Notices are collectively referred to herein as the “Disclosures.”

In response to these interests, the District hereby adopts the following policies and procedures

(the “Disclosure Policy”):

(a)  Disclosure Officer. The Finance Director of the District (the “Disclosure Officer”)
is hereby designated as the officer responsible for the procedures related to Disclosures as
hereinafter set forth (collectively, the “Disclosure Procedures”).

(b)  Disclosure Procedures: Official Statements. Whenever an Official Statement will
be disseminated in connection with the issuance of obligations by the District, the Disclosure
Officer will oversee the process of preparing the Official Statement pursuant to the following
procedures:

1.  The District shall select (a) the working group for the transaction, which
group may include outside professionals such as disclosure counsel, a municipal advisor
and an underwriter (the “Working Group”) and (b) the member of the Working Group
responsible for preparing the first draft of the Official Statement.

Last updated, May 2023 Page 41 of 91



Wheaton DISCLOSURE POLICY

Park District

2. The Disclosure Officer shall review and make comments on the first
draft of the Official Statement. Such review shall be done in order to determine that the
Official Statement does not include any untrue statement of a material fact or omit to
state a material fact necessary in order to make the statements made in the Official
Statement not misleading. Particular attention shall be paid to the accuracy of all
descriptions, significant information and financial data regarding the District. Examples
include confirming that information relating to the District, including but not limited to
demographic changes, the addition or loss of major employers, the addition or loss of
major taxpayers or any other material information within the knowledge of the
Disclosure Officer, is included and properly disclosed. The Disclosure Officer shall also
be responsible for ensuring that the financial data presented with regard to the District
is accurate and corresponds with the financial information in the District’s possession,
including but not limited to information regarding bonded indebtedness, notes,
certificates, outstanding leases, tax rates or any other financial information of the
District presented in the Official Statement.

3. After completion of the review set forth in 2. above, the Disclosure
Officer shall (a) discuss the first draft of the Official Statement with the members of the
Working Group and such staff and officials of the District as the Disclosure Officer
deems necessary and appropriate and (b) provide comments, as appropriate, to the
members of the Working Group. The Disclosure Officer shall also consider comments
from members of the Working Group and whether any additional changes to the Official
Statement are necessary or desirable to make the document compliant with the
requirements set forth in 2. above.

4.  The Disclosure Officer shall continue to review subsequent drafts of the
Official Statement in the manner set forth in 2. and 3. above.

5. If, in the Disclosure Officer’'s reasonable judgment, the Official
Statement does not include any untrue statement of a material fact or omit to state a
material fact necessary in order to make the statements made in the Official Statement
not misleading, the Official Statement may, in the reasonable discretion of the
Disclosure Officer, be released for dissemination to the public; provided, however, that
the use of the Official Statement must be ratified, approved and authorized by the
Board of Park Commissioners of the District.

(c) Disclosure Procedures: Annual Financial Information. The Disclosure Officer will
oversee the process of preparing the Annual Financial Information pursuant to these
procedures:

1. By June 29 of each year (the same being at least 30 days prior to the last
date on which the Annual Financial Information is required to be disseminated pursuant
to the related Undertaking, the Disclosure Officer shall begin to prepare (or hire an
agent to prepare) the Annual Financial Information. The Disclosure Officer shall also
review the audited or unaudited financial statements, as applicable, to be filed as part
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of the Annual Financial Information (the “Financial Statements”). In addition to the
required updating of the Annual Financial Information, the Disclosure Officer should
consider whether additional information needs to be added to the Annual Financial
Information in order to make the Annual Financial Information, including the Financial
Statements, taken as a whole, correct and complete in all material respects. For
example, if disclosure of events that occurred subsequent to the date of the Financial
Statements would be necessary in order to clarify, enhance or correct information
presented in the Financial Statements, in order to make the Annual Financial
Information, taken as a whole, correct and complete in all material respects, disclosure
of such subsequent events should be made.

2. If, in the Disclosure Officer’s reasonable judgment, the Annual Financial
Information, including the Financial Statements, is correct and complete in all material
respects, the Disclosure Officer shall file the Annual Financial Information with EMMA
(or confirm that such filing is completed by any agent hired by the District for such
purpose) within the timeframe allowed for such filing.

(d) Disclosure Procedures: EMMA Notices. Whenever the District determines to file
an EMMA Notice, or whenever the District decides to make a voluntary filing to EMMA, the
Disclosure Officer will oversee the process of preparing the EMMA Notice pursuant to these
procedures:

1.  The Disclosure Officer shall prepare (or hire an agent to prepare) the
EMMA Notice. The EMMA Notice shall be prepared in the form required by the MSRB.

2. In the case of a disclosure required by an Undertaking, the Disclosure
Officer shall determine whether any changes to the EMMA Notice are necessary to
make the document compliant with the Undertaking.

3. If, in the Disclosure Officer’s reasonable judgment, the EMMA Notice is
correct and complete and, in the case of a disclosure required by an Undertaking,
complies with the Undertaking, the Disclosure Officer shall file the EMMA Notice with
EMMA (or confirm that such filing is completed by any agent hired by the District for
such purpose) within the timeframe allowed for such filing.

(e)  Additional Responsibilities of the Disclosure Officer. The Disclosure Officer, in
addition to the specific responsibilities outlined above, shall have general oversight of the entire
disclosure process, which shall include:

1. Maintaining appropriate records of compliance with this Disclosure
Policy (including proofs of EMMA filings) and decisions made with respect to issues that

have been raised;

2. Evaluating the effectiveness of the procedures contained in this
Disclosure Policy; and
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3. Making recommendations to the Board of Park Commissioners of the
District as to whether revisions or modifications to this Disclosure Policy are
appropriate.

(f)  General Principles.

1.  All participants in the disclosure process should be encouraged to raise
potential disclosure items at all times in the process.

2.  The process of revising and updating the Disclosures should not be
viewed as a mechanical insertion of current numbers. While it is not anticipated that
there will be major changes in the form and content of the Disclosures at the time of
each update, the Disclosure Officer should consider whether such changes are necessary
or desirable in order to make sure the Disclosure does not make any untrue statement
of a material fact or omit to state a material fact necessary or desirable, in order to
make the statements made, in light of the circumstances in which they were made, not
misleading at the time of each update.

3. Whenever the District releases information, whether in written or
spoken form, that may reasonably be expected to reach investors, it is said to be
“speaking to the market.” When speaking to the market, District officials must be sure
that the released information does not make any untrue statement of a material fact or
omit to state a material fact necessary or desirable, in order to make the statements
made, in light of the circumstances in which they were made, not misleading.

4, While care should be taken not to shortcut or eliminate any steps
outlined in this Disclosure Policy on an ad hoc basis, the review and maintenance of the
Disclosures is a fluid process and recommendations for improvement of these
Disclosure Procedures should be solicited and regularly considered.

5.  The Disclosure Officer is authorized to request and pay for attendance
at relevant conferences or presentations or annual training sessions conducted by
outside counsel, consultants or experts in order to ensure a sufficient level of
knowledge for the effective administration of this Disclosure Policy.
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A. The Park District Disposal Policy establishes the guidelines to follow in disposing of all assets
whose original acquisition cost was $5K or greater. The disposal of computers is to follow this
policy, even though when their value is less than $5K.

B. lllinois statutes require that any property of the District must be declared excess by its governing
board. This is formally accomplished by the passage of a property disposal ordinance. Such
disposal ordinance must be approved by three-fifths (3/5) vote of the Board of Commissioners.
[70ILCS 1205/8-22]. The statute does not establish any dollar limit for what must be declared
surplus.

C. The property disposal ordinance will identify the asset(s) being disposed of, as well as the
method of disposal. In disposing of equipment determined to be no longer needed by the
district, the Executive Director may advertise for the disposal of surplus equipment and/or
supplies.

D. Acceptable venues for selling these assets include the city’s annual auction, the DuPage County
Mayors’ and Manager’s auction and online services such as Obenauf Auction Service, Inc.

E. Unless previously approved by the Board of Commissioners, purchases involving the
replacement of assets currently owned by the District, shall not include trade-in arrangements.
Instead, it is the policy of the District to dispose of the old property by selling it at the most
advantageous value, as either a usable asset or for scrap. The determination of which assets are
to be disposed of and by what method will originate in the area using the asset. The
recommendation of the department is to be reviewed by the department head and the
Executive Director.
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Employee expense advances may be provided for training or programs. In the
interest of ensuring that there is strict accountability for these funds, there is a
limit of $500 per advance. The advance must be requested and approved 30 days
before the advance occurs, and proper documentation must be turned in within
60 days of the date of occurrence. If the employee did not spend the total
amount of the advance, the remainder of the money must be returned with
accompanying receipts. If the employee spent more money than the advance that
was given, a reimbursement request must be made and turned in within 60 days
along with proper documentation of all funds spent. Further, a second advance
may not be issued prior the first advance being settled. Settlement consists of
submitting receipts to Finance for the expenditure of the advance and a return of
the unspent amount, or a completed purchase order requesting reimbursement
for any funds spent in excess of the advance. These advances shall be recorded in
an Employee Receivables account which will identify all outstanding advances by
date and amount. Any exceptions to this policy must be approved by the
Executive Director.

Consistent with IRS Publication 463, reimbursements must be submitted within
60 days of being incurred for such reimbursements to be considered made
under an accountable plan and not subject to taxation. Any reimbursements
submitted subsequent to 60 days will be paid through accounts payable and
reported on their next paycheck and subject to taxation in compliance with IRS
regulations.
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A. Purpose
The purpose of this policy is to justify the means of determining fees and
charges on a systematic basis by identifying program costs, classifying
programs and the type of clientele served, and the relationship of these
factors to one another.

B. Procedures of Approval
Each year the Recreation Department and Special Facilities will submit a
budget report to the Executive Director for his/her approval. The report will
include revenues and expenses for the programs for the budget year(s), the
current year and prior year, as applicable.

C. Identify and Define Cost
1. Direct costs are costs, which are directly attributed to a particular
program and would cease to exist if the program were not offered.
Direct costs may include program leadership, program supplies and
equipment, field maintenance and lining, contractual expenses, and
specific promotional costs such as postage, posters and flyers.

2. Indirect costs are costs which are not directly attributed to any
specific program. Indirect costs may include administrative and
supervisory salaries, office support staff, registration resources, park
services staff and supplies, finance and human resources staff and
supplies, general utilities, postage, quarterly brochure costs, and
promotional expenses such as flyer, film and paid advertising not for a
specific program or event.

3. Developmental costs are costs which are directly attributed to a
specific program over an extended period of one to three years.
Developmental costs may include major equipment such as a balance
beam, ballet mirrors and pool furniture.

D. Fees and Charges
1. General Policy
The Park Board reserves the right to annually review and approve,
separate from the budget process, the rates for:
e Greens Fees at the Arrowhead Golf Club
e Pool Passes and Daily Admissions at the pools
e Parks Plus Fitness Membership Rates
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The board delegates to the Executive Director the authority to
establish other fees and charges using the guidelines below. The
Board will approve the impact of such fees and charges in the Budget
and Appropriation Ordinance.

In order to provide maximum benefit for each tax dollar paid to the
Park District, it is the general policy of the Wheaton Park District that
fees will be determined by the Executive Director in accordance with
the following general policies:

a. Organized activities for residents of the District will attempt to
be self-supporting.

b. Nonresident participants will be expected to pay higher fees
sufficient to reimburse the District for all costs involved in
providing Park District programs for their participation.

c. Fees for activities will be set so that, with the minimum number
of participants expected, direct costs will be recovered, with a
larger proportion of costs recovered as enrollment increases.

d. Fees may be waived for certain special events or services which
are deemed to be in the best interest of our residents or for
which the charging of a fee would be prohibitive.

e. Feesshould be kept low enough that the majority of residents
would not be precluded from participation because of inability
to pay.

f. All residents of School District #200 may register at resident
rates for those Park District programs conducted in or on school
property.

g. Cooperative programs with public and private agencies may be
offered for which nonresident fees may be waived.

h. Fees for use of Park District revenue-producing facilities such as
the golf lessons, water park and/or pools programs, and the

fitness center, will be established with the following in mind:

1. Rates competitive with similar public and private
facilities.
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2. Maximize revenues without excluding the majority of
residents due to an inability to pay.

3. Nonresidents are expected to pay 50 percent higher fees
than residents. From time to time, the Board, at their
discretion may direct this amount to be reduced.

4. Maximum service, maintenance and quality of product
combined with minimum drain on operational budgets.
Fees meeting the above criteria will be recommended by
the Executive Director and must be approved by the
Board.

2. Program Classification Guidelines for Setting Fees

a. Classification “A”: Programs and services that are primarily
considered a community service. Programs subsidized by the
park district with no fee or a nominal fee which is less than the
direct cost of providing the program. Some examples are:
Cosley Zoo, special events, some senior programs.

New or experimental programs offered on a trial basis for a
specific period of time (usually one fiscal year.) At the end of
this time period, these programs are moved to another
classification or eliminated from the program offerings.

b. Classification “B”: Services that directly benefit only the
individual participant. The user fee for these programs will be
set to cover all direct program expenses plus a minimum of 30
percent of the direct expenses in order to cover indirect
program costs. Minimum enrollments will be established for
each program with a larger portion of the indirect costs being
recovered as enrollment increases, this is true because some of
the direct expenses are fixed in nature (they do not increase or
decrease based on the number of participants). Programs
which fall under Classification “B”: which do not meet the
guidelines set forth in Classification “B” will be evaluated by the
department director on an individual basis, and may or may not
be run, depending upon the unique circumstances involved.
The vast majority of Wheaton Park District programs fall into
this classification.

c. Classification “C”: Services that directly benefit only the
individual participant. These programs or services are
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contracted by the Park District with an outside agency or
individual to provide a service in a facility not owned or
operated by the Park District in which the District will be
charged on a per-person or percentage basis. The user fee for
these programs will cover all direct program expenses with a
minimum of 30% markup to cover indirect program costs.

3. Nonresident Fees
All nonresidents will pay a user fee, which is a maximum of 50
percent higher than the resident rate, except that all residents of
School District #200 may register at resident rates for those programs
conducted in or on school property. This fee may be waived from
time to time due to unique or unusual circumstances. The Park Board,
at their discretion, may direct staff to make the nonresident fee the
same as the resident fee or any amount up to 50% higher than the
resident fee.
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PAYMENT CARD INDUSTRY SECURITY STANDARDS (PCI-DSS) POLICY

1.0  PURPOSE (WHY)

The Payment Card Industry-Data Security Standards (PCI-DSS) is a proprietary information
security standard mandated by the major credit card brands (Visa, MasterCard, American
Express, Discover and JCB) and administered by the Payment Card Industry Standards Council.
The standard is designed to protect cardholder data and reduce credit card fraud.

Organizations that process credit cards must comply with the standard. Those organizations
must hire an independent Qualified Security Assessor (QSA) to validate compliance on an annual
basis. Additionally, most merchants must complete an annual Self-Assessment Questionnaire
(SAQ).

PCI-DSS has evolved and matured over time. As of this writing (7/11/2017), the PCI-DSS
standard is version 3.2, which organizes the high-level requirements as follows:

Control objectives PCI DSS requirements

1. Install and maintain a firewall configuration to protect

Build and maintain a secure cardholder data

network

2. Do not use vendor-supplied defaults for
system passwords and other security parameters

3. Protect stored cardholder data

Protect cardholder data 4. Encrypt transmission of cardholder data across open, public

networks

5. Use and regularly update anti-virus software on all systems
Maintain a vulnerability commonly affected by malware
management program

6. Develop and maintain secure systems and applications

7. Restrict access to cardholder data by business need-to-know

Implement strong access

8. Assign a unique ID to each person with computer access
control measures

9. Restrict physical access to cardholder data

10. Track and monitor all access to network resources and
Regularly monitor and test | cardholder data
networks

11. Regularly test security systems and processes

Maintain an information

. . 12. Maintain a policy that addresses information security
security policy
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A. The Park District Purchasing Policy establishes the guidelines under which all purchases are made. It
is the intent of this policy that the Park District conducts business fairly and equitably while
remaining fiscally responsible to its taxpayers. This policy is governed by the Park District Code, Sec
8-1c.

B. All purchases are to be made by authorized Park District personnel under the guidelines established
in this policy and are required to follow Purchase Order Procedures or Purchase Card Procedures
when procuring goods or services on behalf of the District.

C. Allitems purchased will be in the best interest of the Park District. The District will endeavor to
purchase from local vendors and merchants when prices are equal (see also section D Qualified
Local Businesses below for more on this).

1. For budgeted purchases greater than $10,000, written price quotes must be obtained from
at least three vendors or merchants.

2. The purchasing decision should take advantage of the most competitive price without
compromising the quality of the product or service.

3. An electronic copy of all written price quotes must be attached to the electronic purchase
order when the purchase order is prepared.

4. Any assets being disposed of must follow the District’s Disposal Policy.

D. Qualified Local Businesses
1. To the extent not prohibited by state statute, it shall be the policy of the District to procure
goods and services from qualified local businesses to the greatest extent possible. In order
to be considered a qualified local business, a business must meet each of the following

criteria:

a. Business must be located within limits of the District.

b. Employs year round staff located at the business within the District.
c. lIscurrent with all payments to the District.

d. Has adequately qualified/trained staff to service the bid item.

2. If the lowest responsible quote is not from a qualified local business and if a qualified local
business has submitted a quote which is within the applicable percentage (as hereinafter set
forth) of the lowest responsible quote for an item, the qualified local business shall be given
written notice by the District to that effect and shall, within ten (10) days from the date of
such notice, provide written confirmation to the District that it will match the price of the
business that provided the lowest responsible quote. Should a qualified local business fail to
provide such confirmation within the time allowed its quote shall be considered as originally
submitted.

3. When more than one qualified local business is within the applicable percentage of the lowest
responsible quote, only the qualified local business submitting the lowest local quote shall be
given the opportunity to match the lowest responsible quote. It shall, where the quote is an
aggregate of separate price components, reduce the price of each subcomponent of its
aggregate bid by the same percentage that was used to match the quote of the business with
the lowest responsible quote.
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4. The applicable percentage is set forth on the table below:

Amount of Quote Preference Provision
Up to $10,000 5%
$10,001 or equal to but less than the legal bid limit 3%

5. The District may reject any and all quotes and award the purchase to someone other than
the lowest responsible business or a qualified local business who matches the lowest
responsible bid upon a two-thirds (2/3) vote of the District Park Board members then
holding office.

E. “Green” Vendors and Products

1. Consistent with the District’s Environmental Policy which recommends the purchase and use
of environmentally safe and sensitive products, District employees shall give preferential
treatment to such products.

2. District employees shall also give preference to vendors who have demonstrated a
commitment to minimizing their carbon footprint and engaging in sustainable business
practices.

3. Preference can be demonstrated by including requirements in the quote or bid
specifications or in the form of preferential pricing. Said preferential pricing shall not exceed
1% of the lowest responsible quote or bid from another respondent who has not
demonstrated their inclusion of environmentally safe and sensitive products. If a vendor has
earned the right to use certain labels, employees can use that to evaluate that a
product/service has been produced or provided in an environmentally safe and sensitive
manner. The US Environmental Protection Agency has developed a number of ecolabels that
can help purchasers identify green products and services. More information about these
labels can be found at the link below where you can click on each of the labels shown in the
snip below the link. (You have to go to the URL to click on the various labels, the snip below
does not have hyperlinks.) https://www.epa.gov/greenerproducts/institutional-purchasers-
greener-products-and-services

&

ENERGY STAR e WaterSense

‘{GREEN » p—
v t
‘ POWER SmartWay . REENOHLL
PARTHNERSHIP : .
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F. Purchase guidelines shall be followed and approved for all repairs, services, supplies, and capital

items procured for Park District purposes. Exceptions include utilities, bonds, insurance premiums;
certain contractual services (i.e. individuals possessing professional skills such as attorneys,
architects and engineers), computer hardware and software, monthly service agreements which
must obtain new quotes at least every two years, payroll and some payroll related expenditures,
such as payroll taxes and utility services including telecommunications and interconnect equipment,
software and services. Also, any purchases made using the state contracts or any purchasing
consortium as permitted by applicable state statute.

G. Unless the Purchase Card is used for payment, applicable Purchase Order Procedures are:

1. A purchase order shall be created in the purchase order module of the district’s financial
software. The information to be included will be as directed by the Finance Department and
may change from time to time. This process and subsequent approval must be completed
prior to any purchase.

2. Inthe event that an item is substituted for the item on the purchase order and provided
that said substitutions is determined to be acceptable by the District, the department
making the purchase shall do a change order to the original purchase order in the purchase
order module of the district’s financial software.

3. Purchase orders shall be created for specific items and purposes. No additional items will be
authorized, nor will charges be authorized which will significantly increase the cost of the
purchase. In the event a change is required, a change order will be made to the original
purchase order in the purchase order module of the district’s financial software and it will
go through the same approval process as the original purchase order.

H. Purchase Card Procedures:

1. To facilitate the purchasing process, authorized Park District personal may be issued a
corporate credit card upon the approval of the appropriate Department Head. Any
purchases made under the Purchase Card Program are subject to the purchasing guidelines
and approval authorization amounts set forth in this policy. Personal purchases, cash
advances, and alcohol are not allowed to be charged to the District’s expense.

2. Individual transaction limits and overall card limits are determined by the appropriate
Department Head. All purchases and subsequent approvals are subject to the same dollar
thresholds established in Section I-Purchase Authorization Amounts, of this policy.

3. An employee’s transaction limit and or credit limit may be temporarily extended to allow
them to complete an approved budgeted purchase beyond their regular spending limits.
These temporary extensions must be approved by the Department Head and potentially the
Finance Director and Executive Director based upon the purchase authorization amounts
outlined in Section H of this policy.

4. The District will employ an online management tool to coordinate the approval, processing,
and coding of Purchase Card Transactions. All activity will be imported and posted to the
District’s financial software.

I.  Purchase Authorization Amounts:
1. Although any employee of the District may make budgeted purchases, the Department
Head is responsible for ensuring that any employee in his/her department is appropriately
trained and adequately supervised to ensure that no inappropriate purchases are made. The
specific dollar limits of employees’ purchasing authority are outlined below.
2. For budgeted purchases less than $1,000, only the purchaser’s approval is required.
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3. For budgeted purchases between $1,000 and less than $5,000, the purchaser and the
Department Head’s approval are required. In instances where the Department Head is
unable to approve, their designee (see #5 below) or the Finance Director may also authorize
the purchase.

4. For budgeted purchases equal to $5,000.00 but less than $20,000, the Executive Director (as
well as the purchaser, the Department Head and the Finance Director) must approve the
purchase. For any purchases equal to $20,000 or greater, board approval, excluding
contracts not adapted to award by competitive bidding which are exempt from this
requirement, must be obtained prior to the purchase. In the event it is deemed appropriate
for time convenience by the Executive Director, budgeted purchases equal to $20,000 or
greater, but less than the legal bid limit may be paid for prior to obtaining board approval,
with board approval obtained at the next board meeting. Bids must be taken for any
purchases with a value equal to or greater than the legal bid limit amount established by Sec
8-1c of the Park District Code, this excludes contracts not adapted to award by competitive
bidding which are exempt from this requirement, public notice provided and board approval
obtained for staff recommended bid. These procedures are described in the Bidding Policy.

5. From time to time, staff may be absent from their office during a time when a purchase
order or purchase card transaction need approval. To facilitate the smooth operation of the
District’s business, any employee with approval authority as outlined above may designate
another employee to have temporary signature authority in their absence. This authority is
limited to the levels specified above and must be documented. The recommended method
of documenting is to send an email from the employee who is designating the temporary
signature authority to the Finance Department, it may also be sent to all users. This
designation should indicate the beginning and ending dates of the designation of the
temporary signature authority. Finance Department staff will retain a PDF copy of this email
in a folder in the finance drive for the auditors review in the annual external audit. Once the
audit is complete, that year’s temporary signature authority files may be deleted.

6. A purchase for any item or service which has not been budgeted, no matter what the
amount, requires the approval of the Department Head. It is the responsibility of the
purchaser to know if an item is included in the budget.

7. Products purchased for resale in the District’s gift shops do not require board approval.

8. Emergency purchases are sometimes required. If an emergency occurs and the Executive
Director determines that an expenditure that is equal to $20,000 or greater, but less than
the legal bid limit, is needed, this policy permits the Executive Director of the District to
authorize such a purchase and directs that the Executive Director shall individually contact
the Board of Commissioners to advise them of same. Executive Director shall make every
reasonable effort to contact each commissioner within five business days. Further, such a
purchase shall be presented for approval at the next scheduled meeting of the Board of Park
Commissioners. The District may make emergency procurements without competitive
sealed bidding or prior notice when there exists a threat to public health or public safety, or
when immediate expenditure is necessary for repairs to District property in order to protect
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against further loss of or damage to District property, to prevent or minimize serious
disruption in critical District services that affect health, safety, or collection of substantial
District revenues, or to ensure the integrity of District records. (See ILCS 500/20-30).

9. Sole source purchases are sometimes required as the vendor is the only provider. For this to
be permitted, the department must submit this request for sole source designation to the
Finance Director for approval, prior to making the purchase.

J.  Payment of Invoices:

1. Ona monthly basis at the regular Board Meeting, the Checks Approval Document detailing
all checks processed during the monthly period will be presented to the Board of
Commissioners with a recommendation for acceptance.

2. For weekly checks, the invoices, authorized Purchase Orders and supporting documentation
must be submitted to the Finance Department by noon on Wednesday for processing on the
following Wednesday’s check run.

3. Purchase Orders must have the appropriate authorization per the Purchase Authorization
Amounts section of this Purchasing Policy in order for payment to be processed.

4. Payment will be made only from invoices or digital images of invoices not from statements.

5. All payments are processed on the computer system. Manual checks will not be issued.
Check registers and invoice processing reports are generated.

6. The checks are signed electronically with the signatures of the Executive Director and the
Finance Director.

7. Invoices will be paid in accordance with the lllinois Prompt Payment Act.
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Purpose

The District will strive to diversify its revenue base to minimize any disruption in operations due
to economic downturn or a loss of or a significant decline in any single revenue source. In the
event that there are spendable resources available that are from restricted, limited or assigned
sources(as defined in Statement #54 of the Governmental Accounting Standards Board), it is
the intent of the District to spend first those resources from restricted sources, then limited
sources and finally from assigned sources.

The District will avoid dependence on temporary revenues to fund mainstream District services.
One-time revenues will generally be used only for one-time expenditures.

The District will establish and maintain pricing in any of its Enterprise operations (e.g.
Arrowhead Golf Club) that is sufficient to ensure that the operations are self-supporting,
including the costs of operations, asset maintenance, debt service and depreciation. Enterprise
operations for the District are established with the express intent of providing an additional
funding source for the District. They are intended to be profitable. Those profits, in turn, are to
be used to finance the maintenance of the District’s infrastructure and to help reduce the
District’s dependence on taxes. This policy does recognize that any new or significantly
expanded operation may require a few years to become established and during this brief start
up period (no more than 3 years), such operations may not be completely self-supporting.

Last updated, May 2023 Page 81 of 91



Wheaton

Park District RISK MANAGEMENT

The Board of Commissioners recognizes the need to:
e Protect the Park District from financial loss due to risk exposure, and
e Provide a safe working environment for both the district staff and the users
of the district’s facilities and programs.

The Executive Director shall be responsible for the design and implementation of
a risk management plan with sufficient insurance coverage to prevent unbearable
financial loss to the District, subject to approval of the Board. As a part of that
risk management plan, the Park District will implement a comprehensive loss
prevention program and a safety training program.

The risk management plan will be reviewed annually. Renewal date and changes
in coverage or carriers will be made when needed or when financially desirable.
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The first step in establishing tax rates in the Park District involves assessing the value of
real property. The Township Assessor assesses, for taxing purposes, all real property
located within the Park District Boundaries. In Wheaton the assessed value is
approximately 33 percent of the real or market value of the property.

The assessed values are published by the Appeals Board of the Township in the late
summer or early fall. A property owner then has two weeks to enter a protest to the
assessed value of the property. The protest is reviewed by the Board of Appeals, and if
it is justified, the Board of Appeals may grant a revision of the assessment value. In
order to equalize the assessed value throughout the state and allow for judgment errors
on the part of the assessors, the lllinois Department of Revenue issues an equalization
factor for each township. The equalization factor is multiplied by the assessed valuation
to calculate the Equalized Assessed Valuation (E.A.V.).

One of the most important actions taken by the Board of Park Commissioners is the
adoption of the Tax Levy Ordinance. This ordinance indicates the amount to be levied
for the various funds of the Park District. It indicates the amount of money required for
the District’s operations which must be received from tax funds. The tax levy ordinance
must be adopted and filed with the County Clerk’s office no later than the last Tuesday
in December. (It should be noted that the tax levy does not have a relationship to the
Budget and Appropriation Ordinance of the same fiscal year.)

The County Clerk then allocates the tax monies to all taxing bodies and establishes the
tax rates. This tax rate is established by dividing the amount levied (or the total amount
requested by the Park District) by the total Equalized Assessed Valuation. The Property
Tax Limitation legislation of 1991 limits the total amount extended to either five percent
or the Consumer Price Index over the past tax year, which ever is the smaller amount.
Some funds have mandated legal tax rate limits per lllinois state statutes.

The tax bills are calculated by the County Clerk based on the individual property
assessed valuation and total tax rate of all taxing bodies in which the property is located.
Taxes are paid to the County Treasurer who forwards accumulated tax dollars to each
taxing body via an electronic transfer.
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After the first six months of any fiscal year, the Board of Commissioners may, by a two-thirds vote,
transfer unexpected funds from any appropriation item to any other appropriation item.
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A. Purpose
The purpose of this policy is to establish guidelines for employees and elected officials of the District
to follow when incurring business travel expenses while on assignments such as attending educational
programs, association conferences or conducting onsite visits of parks and facilities for fact finding
purposes outside of the local area and for the use of District owned vehicles. For employees, the
immediate supervisor and department head must approve all business travel in advance and include
related expenses in the annual operating budget. For elected officials, the Board of Park
Commissioners must approve attendance and budgeted travel expenses in advance on a case by case
basis.

B. Expenditure Limit
Consistent with the requirements of the Local Government Expense Control Act, the District may
establish an expenditure limit for travel expenses incurred. By establishing said limit, the board would
not have to approve each employee’s attendance prior to said attendance. Instead they would approve
all such expenditures via the budget and appropriation ordinance. However, in the event that an
employee desires to attend some event that would cost in total in excess of the limit established, that
attendance would have to be approved by the board in one of their noticed public meetings PRIOR to
attendance. This policy is establishing the District’s limit as $3,000 per staff member per
conference/event attended. The Act does not permit the reimbursement for any entertainment
expense.

c. Elected Official

The Act does not permit any elected official to attend without obtaining prior approval, even if the
expenses to be incurred are below the established limit. Any such expenses incurred by an elected official
of the District must be approved before incurrence, by roll call vote at an open meeting of the governing
board of the District. Any elected official incurring expenses under this policy is required to submit
documentation of an estimate of said expenses prior to incurring them. Before travel, meals or lodging
expenses may be approved under the Act the Documentation as specified in the “Documentation
Required” section below must be submitted in writing to the governing board. In this instance, where the
exact amount of the actual expenses to be incurred for some expenses, such as meals and travel may be
unknown, such expenses may be estimated. Once the expenses have been incurred, the elected official
must also complete the expense report form as noted in the “Documentation Required” section below.

It is expected that employees and elected officials attend educational sessions when attending
conferences.

The District’s objectives are to permit travel arrangements that:
e Conserve travel expenses
* Provide uniform treatment for employees
* Allow for Board oversight
e Adhere to the plan adopted in the budget
e Resultin prompt approval and recording of District expenses

D. Personal Travel/Travel Companions
A family member or friend may accompany employees and elected officials on business travel, at their
expense, when the presence of a companion will not interfere with successful completion of business
objectives. Generally, employees and elected officials are also permitted to combine personal travel
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with business travel, as long as time away from work is approved and vacation or personal time is used
(employees only). Additional expenses arising from such non-business travel are the responsibility of
the employee or the elected official.

E. Covered Expenses
When approved, the actual costs of conference or convention registrations, participation in
professional organizations, technical meetings and the travel, meals, lodging and other expenses
directly related to accomplishing business travel objectives can be either:
e charged to the District’s procurement card (if one has been issued to employee or elected
official traveling) or
* reimbursed by the District

F. Documentation Required
Per the Local Governmental Expense Control Act: travel, meal and lodging expenses must, whether
above or below the Expenditure Limit established above, be documented in an expense report. The
form of this report can be found on the G drive under District Forms\Expense Reports.

Expense Report Form effective October 2016
(G: » DISTRICT FORMS » Expense Reports

These must be
completed for each attendee. The report must indicate:

e An estimate of the cost of travel, meals or lodging if expenses have not been incurred or a
receipt of the cost of the travel, meals or lodging if the expenses have already been incurred;

e The name of the individual who received or is requesting the travel, meal or lodging expense;

e the job title or office of the individual who received or is requesting the travel, meal, or lodging
expense; and

e the date or dates and nature of the official business in which the travel, meals or lodging
expense was or will be expended.

In either case, original receipts or equivalent evidence must be provided to support the expenses
incurred. These receipts must be turned in within 60 days of the date the purchase was incurred. It is
expected that staff and elected officials will be cost-conscious when spending District funds, and make
all reasonable efforts to minimize their expenses related to travel, lodging, and meals. The District Limit
will be set to the current CONUS rate for Chicago, lllinois. Current lodging and M&IE (meals &
incidentals) rates can be found at www.gsa.gov/perdiem. These rates and limits are the US General
Services Administration CONUS rates. The District has elected to use the rates for Chicago to
establish the rates to be used by District employees. Any expenses incurred beyond the daily
limit on a district procurement card will be reimbursed to the district by the staff
member/official.

Further, it is expected that Supervisors and Department Heads will be looking over their staff’s charges
even when the individual charges do not exceed the employee’s approval limit as the travel costs may
be broken into multiple charges that individually do not exceed the employee’s approval limit but in
total for a given trip would exceed that limit.
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The Executive Director, at his discretion may authorize exceeding the amount spent on a meal for the
purposes of team building or strategic planning. The entire bill will be charged to Executive Director’s
procurement card. Any staff/official in attendance will record the current CONUS dinner rate of group
meal expense on their daily log to count against their daily. If the Executive Director is not in attendance,
prior approval may be granted to another staff member/official to accomplish similar district objectives.

G. Alcohol

Consistent with the District’s personnel manual direction, no alcohol purchases will be paid for by the
District. Receipts for dining establishments must be provided in sufficient detail to document that no
alcoholic beverages are being paid for by the District.

H. Accidents

Employees or elected officials who are involved in an accident while traveling on business must promptly
report the incident to their immediate supervisor or the executive director.

I. Vehicle Use

District vehicles are used for official business and may be kept overnight in certain instances only when
authorized by the Executive Director. Any employee provided a vehicle by the district shall not be authorized
to use their private vehicle and receive reimbursement for travel, except on approval of the Executive
Director.

Effective January 1, 2017, it is the policy of the Wheaton Park District to provide its Executive Director with a
monthly vehicle stipend in a manner that is non-contributory to his or her Pension Calculation. The amount
of the vehicle stipend will be voted on by the Board of Commissioners and reviewed and updated
periodically. No other district employee shall be granted a vehicle stipend without the approval of the Board
of Commissioners.

No employee may operate a district vehicle without having in his/her possession a valid driver's license.
District vehicles shall not be used to transport unauthorized passengers such as hitchhikers.

All accidents involving district vehicles must be reported in writing to the administrative office within twenty-
four (24) hours of the accident. The report shall include the names and addresses of available witnesses and
principals. All accidents involving district vehicles are to be reported to the police immediately and at the site
of the accident. A police report must be submitted to the administrative office as soon as available from the
police department in order to submit claims to the insurance company.

J. Mileage Reimbursement

Mileage reimbursement is made for the use of personal motor vehicles for District business at the
current rate allowed by the Internal Revenue Service. Employees and elected officials are required to
track their mileage and submit the mileage logs to the Finance Department with the appropriate approval
signatures in order to get reimbursement as outlined in the District’s purchasing policy.

K. Issues/Abuse

Employees should contact their supervisor or the Finance Department for guidance and assistance on
procedures related to travel arrangements, expense reports, reimbursement for specific expenses or any
other business travel issues. Abuse of this business travel expenses policy, including falsifying expense
reports to reflect costs not incurred by the employee, can be grounds for disciplinary action, up to and
including termination of employment.
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L. Exceptions

Where this policy does not cover a specific situation, the Executive Director retains the sole right to
authorize exceptions to the policy related to employees only. Exceptions related to elected officials shall
be referred by the Executive Director to the entire Board for resolution.

M. Timeliness

Consistent with IRS Publication 463, reimbursements must be submitted within 60 days of being incurred for
such reimbursements to be considered made under an accountable plan and not subject to taxation. Any
reimbursements submitted subsequent to 60 days will be paid through accounts payable and reported on
their next paycheck and subject to taxation in compliance with IRS regulations.
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A. Purpose

The purpose of the Wheaton Park District, lllinois Unclaimed Property Policy is to ensure vendors
receive their payments, employees receive their pay and remittances to the state are minimized.

B. Statutory Requirements

The Wheaton Park District has established this Unclaimed Property Policy to ensure compliance
with the lllinois Uniform Disposition of Unclaimed Property Act- 765 ILCS 1025/1-30- (the
“Act”). The Act states that government agencies are required to send to the State of lllinois the
cash from any check that is outstanding for greater than three years. These outstanding checks
are presumed to be abandoned. This policy will attempt to mitigate the possibility of the
District having to send cash to the State for any unclaimed property and clearly state how the
District will remain in compliance with the Act.

Each year the State of lllinois sends an Annual Report of Unclaimed Property to the District for
filing. The District will submit a completed form, including a check for the amount of the
unclaimed property by the established annual deadline.

C. Guidelines

The District issues checks for various activities, services, products, and employee’s salary or
wages throughout the year. If a check is outstanding at the end of the month, it is included as a
reconciling item during the bank reconciliation process. The District will also send out
notifications annually according to current procedures in its best effort to deliver the check to
the payee.

If a check remains outstanding for more than the current contracted bank policy (generally 180
days with most banking institutions), the check becomes void and can no longer be cashed by
the payee. In order to avoid having to reissue any checks, the Finance Department has
developed procedures to notify payees of an unclaimed check and procedures to reissue
checks. The Unclaimed Property Act only requires letters to be sent to owners of the property,
in this case the payee on the check, that is worth $50 or more. It is the intent of the District, as
explained in this policy to focus on getting the funds to the owner so the District typically sends
out letters for all outstanding checks. However, if the amount of the check is so small that it
seems pointless to send the letter, such as when the cost of the postage to send the letter
exceeds the amount of the check, staff may use their discretion in sending and instead the
District would remit those amounts to the state when the three years have elapsed.
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The Wheaton Park District requires directors, supervisors and employees to observe high standards of
business and personal ethics in the conduct of their duties and responsibilities. As employees and
representatives of the Wheaton Park District, we must practice honesty and integrity in fulfilling our
responsibilities and comply with all applicable laws and regulations.

Reporting Responsibility

This Whistleblower Policy is intended to encourage and enable employees and others to raise serious
concerns internally so that the Wheaton Park District can address and correct inappropriate conduct and
actions. It is the responsibility of all board members, directors, supervisors, employees and volunteers to
report concerns about violations of the Wheaton Park District’s code of ethics or suspected violations of law
or regulations that govern the Wheaton Park District’s operations.

No Retaliation

It is contrary to the values of the Wheaton Park District for anyone to retaliate against any board member,
director, supervisor, employee or volunteer who in good faith reports an ethics violation, or a suspected
violation of law, such as a complaint of discrimination, or suspected fraud, or suspected violation of any
regulation governing the operations of The Wheaton Park District. An employee who retaliates against
someone who has reported a violation in good faith is subject to discipline up to and including termination of
employment.

Reporting Procedure

The Wheaton Park District has an open door policy and suggests that employees share their questions,
concerns, suggestions or complaints with their supervisor. If you are not comfortable speaking with your
supervisor or you are not satisfied with your supervisor’s response, you are encouraged to speak with the
Executive Director or any member of the board. Directors and supervisors are required to report complaints
or concerns about suspected ethical and legal violations in writing to the Wheaton Park District’s Executive
Director, who has the responsibility to investigate all reported complaints. If the suspected violation
potentially includes the Executive Director, the issue should be reported to the board President.

The Executive Director

The Wheaton Park District’s Executive Director is responsible for ensuring that all complaints about unethical
orillegal conduct are investigated and resolved. The Executive Director will notify the Board of Directors of all
complaints and their resolution and will report at least annually to the Finance Subcommittee on compliance
activity relating to accounting or alleged financial improprieties.

Accounting and Auditing Matters

The Wheaton Park District’s Executive Director shall immediately notify the Finance Subcommittee of any
concerns or complaint regarding District’s finance policies, internal controls or auditing and work with the
committee until the matter is resolved.
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Acting in Good Faith

Anyone filing a written complaint concerning a violation or suspected violation must be acting in good faith
and have reasonable grounds for believing the information disclosed indicates a violation. Any allegations
that prove not to be substantiated and which prove to have been made maliciously or knowingly to be false
will be viewed as a serious disciplinary offense.

Confidentiality

Violations or suspected violations may be submitted on a confidential basis by the complainant. Reports of
violations or suspected violations will be kept confidential to the extent possible, consistent with the need to
conduct an adequate investigation.

Handling of Reported Violations

The Wheaton Park District’s Executive Director will notify the person who submitted a complaint and
acknowledge receipt of the reported violation or suspected violation. All reports will be promptly
investigated and appropriate corrective action will be taken if warranted by the investigation.
Compliance Officer: Mike Benard
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AN ORDINANCE APPROVING THE DISPOSAL AND SALE OF PERSONAL
PROPERTY OWNED BY THE WHEATON PARK DISTRICT

ORDINANCE 2024-04

WHEREAS, the Wheaton Park District, DuPage County, Illinois (the “District”), is a
duly organized and existing Park District created under the provision of the laws of the State of
Illinois and is now operating under the provisions of the Park District Code of the State of
Illinois and all laws amendatory thereof and supplementary thereto (the “Park Code”); and,

WHEREAS, pursuant to Section 8-22 of the Park Code, three-fifths of the members of
the Park Board may authorize the trade in, donation, or disposal of personal property that is no
longer necessary, useful to, or in the best interests of the Park District; and,

WHEREAS, the Park District owns: One (1) Saber Floor machine Model SC20T Serial
1000102136 located at Central athletic Center: One (1) 2002 Ford Explorer Vin
1IFMZU72E42UA32454 located at Park Services Center; One (1) 2008 Northstar gas compressor
Model 45939A Serial 05091094 located at Park Services Center; One (1) iPhone 12

Model Number: MGEF3LL/A, Serial Number: FFWGTOQRODXP located at Arrowhead Golf
Club; (3) 6' Long Wood Benches located at Park Services Center;

WHEREAS, the Board of Park Commissioners has determined that it would be in the
best interest of the Park District to dispose: One (1) Saber Floor machine Model SC20T Serial
1000102136 located at Central athletic Center: One (1) 2002 Ford Explorer Vin
IFMZU72E42UA32454 located at Park Services Center; One (1) 2008 Northstar gas compressor
Model 45939A Serial 05091094 located at Park Services Center; One (1) iPhone 12
Model Number: MGEF3LL/A, Serial Number: FFWGTOQRODXP located at Arrowhead Golf
Club; (3) 6' Long Wood Benches located at Park Services Center;

NOW, THEREFORE, IT IS HEREBY ORDAINED BY THE BOARD OF PARK
COMMISSIONERS OF THE WHEATON PARK DISTRICT, DuPage County, Illinois, as
follows:

Section 1: The foregoing preamble of the Ordinance is hereby incorporated in its
entirety in Ordinance 2024-04

Section 2: The Park District will dispose: One (1) Saber Floor machine Model
SC20T Serial 1000102136 located at Central athletic Center: One (1) 2002 Ford Explorer Vin

1



IFMZU72E42UA32454 located at Park Services Center; One (1) 2008 Northstar gas compressor
Model 45939A Serial 05091094 located at Park Services Center; One (1) iPhone 12

Model Number: MGEF3LL/A, Serial Number: FFWGTOQRODXP located at Arrowhead Golf
Club; (3) 6' Long Wood Benches located at Park Services Center;

Section 3: Except, as otherwise provided herein, this Ordinance 2024-04 Shall be in
full force and effective forthwith upon its adoption and approval as provided by law.

Adopted this 15th day of May 2024

AYES:

NAYS:

ABSENT:

President Board of Park Commissioners
Wheaton Park District
ATTEST:

Secretary, Board of Park Commissioners
Wheaton Park District SEAL)
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TO: Board of Commissioners
FROM: Donna Siciliano
THROUGH: Mike Benard

RE: Possible Commissioner Attendance for the National Restaurant Association Show
2024

DATE: May 1, 2024

SUMMARY:

The Board of Commissioners adopted a formal travel policy. Per Policy, the Park Board must
approve attendance by, and related budgeted expenses for, educational conference attendance by
Commissioners.

PREVIOUS COMMITTEE/BOARD ACTION:
In past years Commissioners have been given permission to attend state and national
conferences.

REVENUE OR FUNDING IMPLICATIONS:
Per Commissioner Expense Estimates

Conference Registration $ 170.00
Parking $ 38.00
Mileage Approximately 64 miles roundtrip at 67 cents per mile $ 42.88
Meals and incidental expenses reimbursement maximum 1 day @ $79 $ 79.00
ATTACHMENTS:

1. Travel Policy
2. National Restaurant Show Information

RECOMMENDATION:
To allow commissioners who are interested to attend the conference at a cost not to exceed
$329.88 per commissioner.
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with business travel, as long as time away from work is approved and vacation or personal time is used
(employees only). Additional expenses arising from such non-business travel are the responsibility of
the employee or the elected official.

E. Covered Expenses
When approved, the actual costs of conference or convention registrations, participation in
professional organizations, technical meetings and the travel, meals, lodging and other expenses
directly related to accomplishing business travel objectives can be either: -
e charged to the District’s procurement card (if one has been issued to employee or elected
official traveling) or
e reimbursed by the District

F. Documentation Required
Per the Local Governmental Expense Control Act: travel, meal and lodging expenses must, whether
above or below the Expenditure Limit established above, be documented in an expense report. The
form of this report can be found on the G drive under District Forms\Expense Reports.

| Expense Report Form effective October 2016
| Gt » DISTRICT FORMS » Expense Reports
These must be
completed for each attendee. The report must indicate:
e An estimate of the cost of travel, meals or lodging if expenses have not been incurred or a
receipt of the cost of the travel, meals or lodging if the expenses have already been incurred;
e The name of the individual who received or is requesting the travel, meal or lodging expense;
e the job title or office of the individual who received or is requesting the travel, meal, or lodging
expense; and
e the date or dates and nature of the official business in which the travel, meals or lodging
expense was or will be expended.

In either case, original receipts or equivalent evidence must be provided to support the expenses
incurred. These receipts must be turned in within 60 days of the date the purchase was incurred. It is
expected that staff and elected officials will be cost-conscious when spending District funds, and make
all reasonable efforts to minimize their expenses related to travel, lodging, and meals. The District Limit
will be set to the current CONUS rate for Chicago, lllinois. Current lodging and M&IE (meals &
incidentals) rates can be found at www.gsa.gov/perdiem. These rates and limits are the US General
Services Administration CONUS rates. The District has elected to use the rates for Chicago to
establish the rates to be used by District employees. Any expenses incurred beyond the daily
limit on a district procurement card will be reimbursed to the district by the staff
member/official.

Further, it is expected that Supervisors and Department Heads will be looking over their staff’s charges
even when the individual charges do not exceed the employee’s approval limit as the travel costs may
be broken into multiple charges that individually do not exceed the employee’s approval limit but in
total for a given trip would exceed that limit.
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The Executive Director, at his discretion may authorize exceeding the amount spent on a meal for the
purposes of team building or strategic planning. The entire bill will be charged to Executive Director’s
procurement card. Any staff/official in attendance will record the current CONUS dinner rate of group
meal expense on their daily log to count against their daily. If the Executive Director is not in attendance,
prior approval may be granted to another staff member/official to accomplish similar district objectives.

G. Alcohol

Consistent with the District’s personnel manual direction, no alcohol purchases will be paid for by the
District. Receipts for dining establishments must be provided in sufficient detail to document that no
alcoholic beverages are being paid for by the District.

H. Accidents

Employees or elected officials who are involved in an accident while traveling on business must promptly
report the incident to their immediate supervisor or the executive director.

I. Vehicle Use

District vehicles are used for official business and may be kept overnight in certain instances only when
authorized by the Executive Director. Any employee provided a vehicle by the district shall not be authorized
to use their private vehicle and receive reimbursement for travel, except on approval of the Executive
Director.

Effective January 1, 2017, it is the policy of the Wheaton Park District to provide its Executive Director with a
monthly vehicle stipend in a manner that is non-contributory to his or her Pension Calculation. The amount
of the vehicle stipend will be voted on by the Board of Commissioners and reviewed and updated
periodically. No other district employee shall be granted a vehicle stipend without the approval of the Board
of Commissioners.

No employee may operate a district vehicle without having in his/her possession a valid driver's license.
District vehicles shall not be used to transport unauthorized passengers such as hitchhikers.

All accidents involving district vehicles must be reported in writing to the administrative office within twenty-
four (24) hours of the accident. The report shall include the names and addresses of available witnesses and
principals. All accidents involving district vehicles are to be reported to the police immediately and at the site
of the accident. A police report must be submitted to the administrative office as soon as available from the
police department in order to submit claims to the insurance company.

J. Mileage Reimbursement

Mileage reimbursement is made for the use of personal motor vehicles for District business at the
current rate allowed by the Internal Revenue Service. Employees and elected officials are required to
track their mileage and submit the mileage logs to the Finance Department with the appropriate approval
signatures in order to get reimbursement as outlined in the District’s purchasing policy.

K. Issues/Abuse

Employees should contact their supervisor or the Finance Department for guidance and assistance on
procedures related to travel arrangements, expense reports, reimbursement for specific expenses or any
other business travel issues. Abuse of this business travel expenses policy, including falsifying expense
reports to reflect costs not incurred by the employee, can be grounds for disciplinary action, up to and
including termination of employment.
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L. Exceptions

Where this policy does not cover a specific situation, the Executive Director retains the sole right to
authorize exceptions to the policy related to employees only. Exceptions related to elected officials shall
be referred by the Executive Director to the entire Board for resolution.

M. Timeliness

Consistent with IRS Publication 463, reimbursements must be submitted within 60 days of being incurred for
such reimbursements to be considered made under an accountable plan and not subject to taxation. Any
reimbursements submitted subsequent to 60 days will be paid through accounts payable and reported on
their next paycheck and subject to taxation in compliance with IRS regulations.
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A. Purpose

The purpose of this policy is to establish guidelines for employees and elected officials of the District
to follow when incurring business travel expenses while on assignments such as attending educational
programs, association conferences or conducting onsite visits of parks and facilities for fact finding
purposes outside of the local area and for the use of District owned vehicles. For employees, the
immediate supervisor and department head must approve all business travel in advance and include
related expenses in the annual operating budget. For elected officials, the Board of Park
Commissioners must approve attendance and budgeted travel expenses in advance on a case by case
basis.

B. Expenditure Limit

Consistent with the requirements of the Local Government Expense Control Act, the District may
establish an expenditure limit for travel expenses incurred. By establishing said limit, the board would
not have to approve each employee’s attendance prior to said attendance. Instead they would approve
all such expenditures via the budget and appropriation ordinance. However, in the event that an
employee desires to attend some event that would cost in total in excess of the limit established, that
attendance would have to be approved by the board in one of their noticed public meetings PRIOR to
attendance. This policy is establishing the District’s limit as $3,000 per staff member per
conference/event attended. The Act does not permit the reimbursement for any entertainment
expense.

C. Elected Official

The Act does not permit any elected official to attend without obtaining prior approval, even if the
expenses to be incurred are below the established limit. Any such expenses incurred by an elected official
of the District must be approved before incurrence, by roll call vote at an open meeting of the governing
board of the District. Any elected official incurring expenses under this policy is required to submit
documentation of an estimate of said expenses prior to incurring them. Before travel, meals or lodging
expenses may be approved under the Act the Documentation as specified in the “Documentation
Required” section below must be submitted in writing to the governing board. In this instance, where the
exact amount of the actual expenses to be incurred for some expenses, such as meals and travel may be
unknown, such expenses may be estimated. Once the expenses have been incurred, the elected official
must also complete the expense report form as noted in the “Documentation Required” section below.

It is expected that employees and elected officials attend educational sessions when attending
conferences.

The District’s objectives are to permit travel arrangements that:
® Conserve travel expenses
® Provide uniform treatment for employees
* Allow for Board oversight
e Adhere to the plan adopted in the budget
® Resultin prompt approval and recording of District expenses

D. Personal Travel/Travel Companions
A family member or friend may accompany employees and elected officials on business travel, at their
expense, when the presence of a companion will not interfere with successful completion of business
objectives. Generally, employees and elected officials are also permitted to combine personal travel



About the Show

The National Restaurant, Hotel-Motel Show is the largest annual gathering of foodservice
professionals in the Western Hemisphere. The Show brings together the people, ideas, products,
solutions and information that make up the entire domestic and international industry spectrum.
It is the must-attend, pinnacle event of the industry.

Show Dates & Location

McCormick Place - View Map

2301 S. King Drive
Chicago, IL 60616

Saturday, May 18, 2024
9:30 a.m. - 5:00 p.m.

Sunday, May 19, 2024
9:30 a.m. - 5:00 p.m.

Monday, May 20, 2024
9:30 a.m. - 5:00 p.m.

Tuesday, May 21, 2024
9:30 a.m. - 3:00 p.m.

Expo Badge . Expo + Non-Exhibiting Non-Exhibiting
il RN i Education Supplier Expo +
Badge Expo Badge Education
Badge
EARLY BIRD $90
9/7/2023 - 11/20/2023
$475 +$250
ADVANCE $ns
/2112023~ 41/2024 +$250
REGULAR
4/2{2024-5/9/2024 e
$575 +$350




McCormick Place offers convenient on-campus parking for visitors, attendees and staff of on-site
events. Simply select your event from the list below.

UPCOMING EVENTS McCormick Place Wintrust Arena Arie Crown Theater

Select Your Parking Reservation For

National Restaurant Association Show
May 20, 2024 12:00 am to 11:59 pm * McCormick Place

LOT C -LAKESIDE CENTER GARAGE * $38.00

LOT A - MARTIN LUTHER KING SELF PARK ¢ $38.00

Online Sales Powered by ﬁ
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