
The mission of the Hoffman Estates Park District is to offer healthy and enjoyable experiences 
to our residents and guests by providing first class parks, facilities, programs and services  

in an environmentally and fiscally responsible manner. 

AGENDA 
ADMINISTRATION & FINANCE COMMITTEE MEETING 

TUESDAY, DECEMBER 18, 2018 
7:10 P.M. 

1. ROLL CALL

2. APPROVAL OF AGENDA

3. APPROVAL OF COMMITTEE MINUTES
• November 27, 2018

4. COMMENTS FROM THE AUDIENCE

5. OLD BUSINESS

6. NEW BUSINESS
A. 2019 Budget & Appropriation Ordinance O18-010

In Final Form / M18-129
B. Tax Levy Ordinance O18-012 / M18-131
C. Lakewood Center Redevelopment Project Area / M18-114
D. Surplus Ordinance O18-011 / M18-130
E. Policy for Reimbursement of Employee Expenses / M18-128
F. Administrative & Finance report / M18-127
G. Open and Paid Invoice Register:  $580,447.37
H. Revenue and Expenditure Report

7. COMMITTEE MEMBER COMMENTS

8. ADJOURNMENT

All meetings are held in the boardroom of the Scott R. Triphahn Community Center & Ice Arena at 1685 W. Higgins Road in 
Hoffman Estates, unless otherwise specified.  If an accommodation or modification is required to attend this public meeting 
please call 847-885-8500 with at least 48 hours’ notice. 



MINUTES 
ADMINISTRATION & FINANCE COMMITTEE MEETING 

November 27, 2018 

1. Roll Call:

A regular meeting of the Hoffman Estates Park District Administration & Finance
Committee was held on November 27, 2018 at 7:10 p.m. at the Triphahn Center in
Hoffman Estates, IL.

Present: Chairman Kilbridge, Commissioner Bickham, Comm Reps 
Chhatwani, Winner, and Wilson 

Absent: Comm Reps Musial, Utas 

Also Present: Executive Director Talsma, Director of Finance and 
Administration Hopkins, Director of Recreation Kapusinski, 
Director of Parks, Planning and Maintenance Hugen 

Audience: President Kaplan, Commissioners Kinnane, McGinn, K. Evans, 
and R. Evans 

2. Approval of Agenda:

Comm Rep Winner made a motion, seconded by Comm Rep Chhatwani to approve the
agenda as presented.  The motion carried by voice vote.

3. Approval of the Minutes:

Comm Rep Wilson made a motion, seconded by Comm Rep Chhatwani to approve the
minutes of the October 23, 20158 meeting as presented.  The motion carried by voice
vote.

4. Comments from the Audience:

None
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5. Old Business: 
 
 None 
 
6. New Business: 
 

A. C&M job descriptions/M18-121: 
 

Director Kapusinski reviewed the new job descriptions and responsibilities for the 
C&M Department noting that the Marketing Manager would be the voice of the 
district while the Graphics Manager would design the campaign and the 
Communications Manager would oversee the social media to present the programs 
/events to the community and that the Sponsorship and Advertising Manager would 
now be a part of the C&M Team.   
 
Comm Rep Winner said he felt it was a great idea.  Commissioner Bickham asked 
about the salary range and it was noted to be between $50,000 and $60,000 to start 
and that the funding for the new C&M Manager positions would come from the 
former Superintendent of C&M and the PT Media Person salaries budgeted in 2019.   
 
Comm Rep Wilson asked how those salaries compared in the marketplace and 
Executive Director Talsma noted they were in keeping with staff having 3-5 years’ 
experience. 
 
Comm Rep Wilson made a motion, seconded by Comm Rep Winner to recommend 
the board approve the Marketing Manager and Communications Manager job 
descriptions as presented and outlined in M18-121.  The motion carried by voice 
vote.  

 
B. Personnel Policy Manual updates/M18-120: 

 
Executive Director Talsma reviewed the items noting that they were housecleaning 
issues and some addressed the PPT position benefits.   
 
Commissioner Kilbridge asked if there was someone in mind as PPT.  Executive 
Director Talsma explained that the current PT2 Athletic Supervisor is budgeted to be 
PPT in 2019. 
 
Comm Rep Wilson made a motion, seconded by Comm Rep Chhatwani to 
recommend the board approve the Personnel Policy Manual updates as presented and 
outlined in M18-120.  The motion carried by voice vote.  
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C. Balanced Scorecard/M18-113: 
 

Executive Director Talsma reviewed the item noting that it was a snapshot of the 
district for the third quarter.  
 
Comm Rep Wilson made a motion, seconded by Comm Rep Chhatwani to 
recommend the board approve the Balanced Scorecard for the 3rd Quarter 2018 as 
outlined in M18-113.  The motion carried by voice vote.  

 
D. A&F Report/M18-118: 

 
Director Hopkins reviewed the report noting that the GO Limited Park Bonds would 
be issued for $2,646,000 with an interest rate of 2.75% and a semi-annual interest 
payment of $72,360.  She also noted that they were reviewing the responsibilities of 
the Accounting Staff that had been at BPC to address the needs of that facility.   
 
Executive Director Talsma also noted that Director Hopkins had been working on an 
auto-type of household charge at PSSWC.  Commissioner K. Evans questioned the 
security and it was noted that members would have to present their ID cards to 
‘charge’, that the card numbers were held with the service company and that the items 
purchased were primarily services that would require the member to return making 
the system more secure.  
 
Comm Rep Wilson made a motion, seconded by Comm Rep Winner to send the A&F 
Report M18-118 to the board as presented.  The motion carried by voice vote. 

 
E. Open and Paid Invoice Register: 

 
Comm Rep Wilson made a motion, seconded by Comm Rep Chhatwani to 
recommend the board approve the Open and Paid Invoice register in the amount of 
$512,365.66.  The motion carried by voice vote.  

 
F. Review and Expenditure Report/Financial Analysis: 

 
Director Hopkins reviewed the report.  She also noted that: 

• General fund would be $235,000 above budget primarily due to the reduction 
of payroll, 

• Rec Fund would be $275,000 under budget primarily due to GM of Ice 
Dubicki, 

• PSSWC would be $30,000 under budget 
• BPC $95,000 under budget primarily due to weather. 

 
Commissioner K. Evans asked about spraying the greens prior to the snow and 
Director Hugen explained that they had been completed and most of the tees.  Any 
tees not sprayed could be addressed with the coming melt. 
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Comm Rep Winner made a motion, seconded by Comm Rep Chhatwani to 
recommend the board approve the Revenue and Expenditure Report/Financial 
Analysis as presented.  The motion carried by voice vote.  

 
7. Committee Member Comments: 
 

Commissioner Bickham noted that the place to be this winter was BPC and encouraged 
all not to miss Winterfest or Breakfast with Santa.  
 
Executive Director Talsma noted that staff was trying to get synthetic ice for the event. 

 
8. Adjournment: 
 

Comm Rep Wilson made a motion, seconded by Comm Rep Chhatwani to adjourn the 
meeting at 7:40 p.m.  The motion carried by voice vote. 

 
Respectfully submitted, 
 
 
Craig Talsma 
Secretary 
 
Peg Kusmierski 
Recording Secretary 



MEMORANDUM NO. M18-129 
 
TO:  Administrative &Finance Committee 
FROM: Craig Talsma, Executive Director 

Nicole Hopkins, Director of Finance & Admin 
RE: 2019 Budget and Appropriation Ordinance O18-010  
DATE: December 12, 2018 
 
BACKGROUND 
 
State law requires that we file our Budget and Appropriation Ordinance with the county by the 
end of the first quarter of the fiscal year.  The District has always filed in December along with 
our Tax Levy.  The tentative ordinance was approved November 13th and will have been on 
display the required 30 days prior to filing.  Additionally, the District held a public review 
meeting on December 11th, which was properly advertised.  The final ordinance is attached for 
approval. 
 
IMPLICATIONS 
 
Some minor changes that affect the B&A Ordinance have been made to reflect additional budget 
requirements for 2019. 
 
Fund 01-Corporate 

- An expenditure line item for utilities was increased by $25,000 to accommodate a 
change in water billing for irrigation. In previous years, the District was not charged 
for Cannon Crossings irrigation due to a Village error. The first bill was just received 
for 2018 and will continue moving forward. 

 
Fund 02-Recreation 

- Payroll expenditure line items for Communication and Marketing switched from part 
time to full time wages, the offsetting change was $15,000 with an increase to FT and 
decrease to PT wages. The funds for the PT social media person are being used for 
the FT Communications Manager. 
 

Fund 11-Prairie Stone Sports & Wellness Fund (The Club) 
- An expenditure line item for club signage as approved by the Recreation Committee 

was added for $20,000. 
  
Fund 12-Capital Improvement Fund 

- An expenditure line item for outdoor fitness equipment was added for $90,000 to pay 
for our share of the outdoor fitness grant (staff will present concept at A&F meeting). 
 

RECOMMENDATIONS 
 
Staff recommends that the Administration & Finance Committee recommend to the full Board 
approval of the final Budget and Appropriation Ordinance O18-010. 



(a)

(b)

(c)

A public hearing was held at the Triphahn Center, 1685 W. Higgins, Hoffman Estates, Illinois 
on the 11th day of December 2018 on said Ordinance, notice of said hearing having been given 
by publication in The Daily Herald, being a newspaper published within the District, at least 
one week prior to such hearing; and, 

That all other leagal requirements for the adoption of the annual Budget and Appropriation 
Ordinance of this District for the fiscal year beginning January first (1st), 2019 and ending on 
the thirty-first (31st) day of December, 2019, have heretofore been performed.

SECTION II.  The following sums of money, or so much thereof as may be authorized by law for the 
following objects and purposes, be and the same are hereby budgeted and appropriated for the 
fiscal year beginning the first day of January, 2019 and ending the last day of December 2019.

ORDINANCE NO. O18-010
BUDGET AND APPROPRIATION ORDINANCE

An Ordinance adopting the combined
Annual Budget and Appropriation of Funds for the

Hoffman Estates Park District,
Cook, (County), Illinois,

for the Fiscal Year beginning on
the first (1st) day of January, 2019 and

ending on the thirty-first (31st) day
of December, 2019

BE IT ORDAINED BY THE BOARD OF PARK COMMISSIONERS OF THE Hoffman Estates Park District, 
Cook County, Illinois:

SECTION I.  It is hereby found and determined:

This Board has heretofore caused to be prepared a combined annual Budget and 
Appropriation in tentative form, which Ordinance has been conveniently available for public 
inspection for at least 30 days prior to final action thereon;



I.  Corporate Fund

Beginning Cash 4,550,795                

Income
Administration

Interfund Charges 1,641,586                
Property Taxes 2,888,000               
Investment Income 150,000                   
Adverting Income 190,000                   
Grant Reimbursement 400,000                  
Rental Income 66,230                     

Total Corporate Fund Income 5,335,816                

Total Corporate Fund Appropriation 9,886,611                

Budgeted and Appropriated Expenditures
Administration

Interfund Charges 61,250                      
Advertising Expense 6,200                       
Property & Liability Insurance 154,350                    
Employment Insurance 166,070                   
Unemployment Insurance 75,000                     
Loss Prevention 8,300                       
Audit Service 16,900                     
Payroll 1,267,309                
Employee Benefits 652,000                   
Education & Training 12,200                      
Contracted Services 44,500                     
Service & Rental Agreements 71,000                      
Supplies 17,000                      
Dues & Subscriptoins 23,000                     
Administrative Expenses 35,325                      
Utilities 13,300                      
Equipment 3,950                        
Technology Equipment 55,500                     
Miscellaneous 3,000                       



Maintenance
Loss Prevention 25,250                      
Payroll 1,644,652                
Employee Benefits 10,000                     
Education & Training 8,500                       
Contracted Services 16,860                     
Supplies 17,500                      
Dues & Subscriptoins 3,000                       
Administrative Expenses 1,500                        
Utilities 120,040                   
Equipment 8,000                       
Equipment Maintenance & Repair 92,860                     
Facility Maintenance & Repair 15,000                      
Property Maintenance 130,500                   
Fuel and Lubricants 75,000                     

Capital
Facility Lot Security Cameras 20,000                     
Birch Play Refurbish 10,000                     
Data Storage Server -                            
TC Roof Engineering 30,000                     
Virtual Computer Server 30,000                     
Microsoft Office Upgrade 19,000                     
Color Copier 8,000                       
Cricket Batting Cages 12,000                      
So Ridge Park/Splashpad 1,245,000                
Board Room Chairs 7,000                       

Total Corporate Fund Expenditures 6,235,816                

Estimated Ending Cash 3,650,795               

II.  Recreation Fund
Beginning Cash 1,554,356                

Income
Administration

Interfund Charges 401,472                    
Property Taxes 1,827,000                
Investment Income 15,000                      
Rentals 112,450                     
Merchandise Resale 1,000                        
Miscellaneous 10,000                     



Triphahn Center
Rentals 70,400                     
Memberships 219,150                    
Guest Services 7,764                        
General Programs -                            
Fitness Programs 12,500                      

Willow Recreation Center
Rentals 78,890                     
Memberships 97,100                      
Guest Services 4,812                        
Courts 8,000                       
Merchandise Resale 170                            
General Programs 1,600                        
Lessons 2,700                        
Leagues/Tournaments 4,420                        
Fitness Programs 12,600                      

General Leisure Services
Rentals -                            
General Programs 34,404                     
Day Camps 183,650                   
Gymnastics 67,500                     
Arts And Crafts 4,350                        
Martial Arts 134,800                   
Special Events 17,250                      
Dance 114,000                    
Archery -                            

Senior
Memberships 24,000                     
Senior Programs 61,000                     

Early Childhood
General Programs 62,100                      
Day Camps 379,344                   
Preschool 288,587                   
Parent/Tot 21,400                      
Star 870,000                  
Elc 430,000                  

Adult Athletics
General Programs -                            
Basketball Leagues 11,400                      
Softball Leagues 18,830                      
Football Leagues 4,320                        



Youth Athletics
General Programs 39,850                     
Athletic Camps -                            
Volleyball 4,200                       
Basketball 52,000                     
Baseball 54,150                      
Softball 5,400                       
Soccer 40,500                     
Cricket 10,000                     

Seascape
Grant Revenue 1,500                        
Rentals 27,000                     
Memberships 77,000                     
Daily Fees 135,000                   
Concession Sales/Rental 4,800                       
Lessons 25,000                     
Special Events 3,975                        

Ice
Rentals 658,400                  
Daily Fees 31,000                      
Merchandise Resale 3,000                       
Concession Sales/Rental 12,050                      
Lessons 228,500                   
Camps 27,500                     
Adult Leagues 21,000                      
Youth Leagues 285,000                   
Special Events 4,100                        

Total Recreation Fund Income 7,364,888               

Total Recreation Fund Appropriation 8,919,244                

Budgeted and Appropriated Expenditures
Administration

Interfund Charges 1,009,875                
Payroll 772,598                   
Employee Benefits 7,500                        
Education & Training 8,200                       
Contracted Services 42,556                     
Service & Rental Agreements 19,200                      
Dues & Subscriptions 3,400                       
Utilities 541,996                   
Equipment 11,500                       
Facility Maintenance & Repair 65,000                     
Credit Card Processing Fees 77,400                     



Communications & Marketing
Payroll 210,732                    
Education & Training 2,250                        
Contracted Services 3,320                        
Supplies 3,200                        
Dues & Subscriptions 9,948                       
Postage 42,000                     
Printing & Publication 63,550                     
Advertising 15,000                      

Maintenance
Payroll 209,152                    
Supplies 17,870                      

Triphahn Center
Rental Expense -                            
Guest Services 2,116                         
Fitness Program Expense 9,473                        
Payroll 114,270                     
Employee Benefits -                            
Supplies 7,500                        
Promotional Expense 1,400                        
Maintenance & Repair 7,500                        

Willow Recreation Center
Rental Expense 2,365                        
Memberships 2,900                       
Guest Services 1,441                         
Merchandise Resale 119                             
General Programs 1,120                         
Lessons 1,890                        
Leagues/Tournaments 500                           
Fitness Programs 8,968                       
Payroll 79,696                     
Employee Benefits -                            
Supplies 2,000                       
Promotional Expense 1,900                        
Equipment 2,850                        
Maintenance & Repair 4,000                       
Facility Maintenance & Repair 11,625                       



General Leisure Services
Rental Expense 2,430                        
General Programs 14,220                      
Summer Camps 91,553                      
Gymnastics 47,250                      
Arts And Crafts 3,045                        
Martial Arts 94,360                     
Vogelei Program Expense 10,644                      
Special Events & Trips 52,313                       
Dance 68,593                     
Archery -                            

Senior
Memberships 6,983                       
Senior Programs 42,147                      
Active Adult -                            

Early Childhood
General Programs 40,521                      
Day Camps 175,775                     
Preschool 165,782                    
Parent/Tot 9,727                        
STAR Program 440,771                    
Full Day Day Care 221,728                    

Adult Athletics
General Programs -                            
Basketball Leagues 8,049                       
Softball Leagues 11,315                        
Football Leagues 2,923                        

Youth Athletics
General Programs 27,600                     
Athletic Camps -                            
Volleyball 1,519                         
Basketball 28,741                      
Baseball 20,550                     
Softball 1,500                        
Soccer 16,644                      
Cricket 3,500                        



Seascape
Lessons 17,547                       
Special Events 975                           
Payroll 205,628                   
Employee Benefits 3,710                         
Education & Training 13,245                      
Contracted Services 3,172                         
Supplies 22,550                      
Promotional Expense 1,500                        
Utilities 76,680                     
Equipment 6,568                       
Maintenance & Repair 7,700                        
Facility Maintenance & Repair 10,000                     

Ice
Rentals 1,000                        
Merchandise Resale 1,200                        
Lessons 92,266                     
Camps 13,306                      
Adult Leagues -                            
Youth Leagues 128,683                   
Payroll 394,224                   
Employee Benefits 1,500                        
Education & Training 600                           
Contracted Services 11,571                        
Supplies 500                           
Dues & Subscriptions 300                           
Mileage Reimbursement 500                           
Promotional Expense 1,500                        
Utilities 6,400                       
Equipment 4,000                       
Maintenance & Repair 6,500                       
Facility Maintenance & Repair 6,500                       

Capital
Basketball Scoreboard Replacement -                            
Ice Rebuild Pump 10,000                     
TC Fitness Equipment 10,000                     
WRC Exit Dr Wall Repair 10,000                     
Underfloor Rink 1 1,000,000               

Total Recreation Fund Expenditures 7,079,888               

Estimated Ending Cash 1,839,356                



III.  I.M.R.F. Fund

Beginning Cash 775,412                    

Income
Property Taxes 280,000                  
Investment Income 3,100                        

Total I.M.R.F. Fund Income 283,100                   

Total I.M.R.F. Fund Appropriation 1,058,512                 

Budgeted and Appropriated Expenditures
IMRF Interfund Charges 258,100                   

Total I.M.R.F. Fund Expenditures 258,100                   

Estimated Ending Cash 800,412                   

IV.  Debt Service

Beginning Cash 4,819,949               

Income
BABs Rebates 151,000                    
Bond Proceeds 1,785,000                
Interfund Transfers -                            
Property Taxes 3,740,000               
Investment Income 14,992                      

Total Debt Service Fund Income 5,690,992               

Total Debt Service Fund Appropriation 10,510,941               

Budgeted and Appropriated Expenditures
Bond Issue Costs 25,000                     
Bond Principal & Interest Payments 6,500,992               

Total Debt Service Fund Expenditures 6,525,992                

Estimated Ending Cash 3,984,949               



V.  Special Recreation

Beginning Cash 426,516                    

Income
Property Taxes 591,500                   
Investment Income 3,520                        

Total Special Recreation Fund Income 595,020                   

Total Special Recreation Fund Appropriation 1,021,536                 

Budgeted and Appropriated Expenditures
Special Assessment 306,660                  
Special Rec Rental Allocation 85,860                     
Shoe Factory Bike Trail 22,500                     
WRC Playground/Pickle Ball Crts 35,000                     
Community Pk Enhancements 35,000                     
So Ridge Park/Splashpad 70,000                     

Total Special Recreation Fund Expenditures 555,020                   

Estimated Ending Cash 466,516                   

VI.  Social Security Fund

Beginning Cash 577,619                    

Income
Property Taxes 580,000                  
Investment Income 2,300                        

Total Social Security Fund Income 582,300                   

Total Social Security Fund Appropriation 1,159,919                 

Budgeted and Appropriated Expenditures
FICA Interfund Transfers 567,300                   

Total Social Security Fund Expenditures 567,300                   

Estimated Ending Cash 592,619                    



VII.  Prairie Stone Sports & Wellness Fund

Beginning Cash 80,860                    

Income
Administration

Interfund Charges 104,390                   
Investment Income 8,200                       
Rentals 226,980                   
Merchandise Resale 2,820                        

Fitness
Rentals 6,231                         
Memberships 1,758,430                
Guest Services 185,950                   
Pro Shop 2,000                       
Tennis 221,065                    

General Programming
General Programs 7,010                        
Sports Programs 13,200                      
Early Childhood 25,816                      

Aquatics
Memberships 14,740                      
Lessons 130,200                   

Total Prairie Stone Sports & Wellness Income 2,707,032                

Total Prairie Stone Sports & Wellness Appropriation 2,787,892                

Budgeted and Appropriated Expenditures
Administration

Interfund Charges 796,113                    
Rental Expense 12,208                      
Payroll 519,729                    
Employee Benefits 3,825                        
Professional Education 3,125                         
Contracted Services 8,586                       
Service Agreements 336                           
Supplies 4,550                        
Dues & Subscriptions 25,884                     
Administrative Expense 360                           
Utilities 274,640                   
Credit Card Processing Fees 52,950                     

Communication & Marketing
Contracted Services 6,324                        
Printing & Publication 22,500                     
Advertising 27,600                     



Maintenance
Payroll 231,842                    
Contracted Services -                            
Supplies 18,000                     
Equipment 2,000                       
Equipment Maintenance 7,000                       
Facility Maintenance 37,000                     

Fitness
Guest Services 139,619                    
Pro Shop 1,680                        
Fitness Program Wages 96,743                     
Tennis Lessons 154,746                    
Payroll 23,534                      
Supplies 59,500                     
Equipment 1,500                        
Equipment Maintenance 20,076                     

General Programming
General Programs 7,015                         
Sports Specific Programs 6,778                        
Early Childhood Programs 15,926                      

Aquatics
Swim Lessons 62,843                     
Supplies 11,000                      
Equipment Maintenance 6,500                       

Capital
Gym Curtain Divider 25,000                     

Total Prairie Stone Sports & Wellness Expenses 2,687,032                

Estimated Ending Cash 100,860                   

VIII.  Capital Improvement Fund

Beginning Cash 3,061,919                

Income
General

Interfund Charges 700,000                  
Investment Income 9,000                       
Grant Reimbursement -                            
Bond Proceeds 750,000                   

Total Capital Improvement Fund Income 1,459,000                

Total Capital Improvement Fund Appropriation 4,520,919                



Budgeted and Appropriated Expenditures
Administration

Interfund Charges -                            
Contracted Services -                            

Capital
TC North Roof Replacement 1,515,000                 
Sea Shell Joint Repair/Paint/Prime 27,000                     
Sea Body/Tube Slide Resurface 50,000                     
Sea Bath Hse Water Heater 25,000                     
Vogelei Hvac Unit 2 12,000                      
WRC Playground/Pickle Ball Courts 130,000                   
Community Pk Enhancements 130,000                   

Total Capital Fund Expenditures 1,889,000               

Estimated Ending Cash 2,631,919                 

IX.  Bridges of Poplar Creek Fund

Beginning Cash 257,025                    

Income
Administration

Interfund Charges 103,852                    
Investment Income 2,175                         
Advertising 3,450                        
Rental Income 20,180                      
Miscellaneous 7,500                        

Golf Operations
Rentals 394,920                   
Memberships 12,000                      
Guest Services 18,440                      
Green Fees - Resident 61,500                      
Green Fees - Non-Resident 394,551                    
Merchandise Resale 90,900                    
Lessons 26,370                     
Tournaments & Outings 165,075                    
Driving Range Fees 137,000                   
Ball Retrieval Fee 1,500                        



Food & Beverage
Rentals 40,000                    
Merchandise Resale - Tobacco 2,750                        
Merchandise Resale - Food 424,000                  
Merchandise Resale - Beverages 310,000                   
Gratuities / Service Charges 100,000                   
Miscellaneous -                            

Total Golf Course Fund Income 2,316,163                 

Total Golf Course Fund Appropriation 2,573,188                

Budgeted and Appropriated Expenditures
Administration

Interfund Charges 258,662                   
Payroll 162,912                     
Uniforms 1,000                        
Education & Training 3,200                        
Contracted Services 20,400                     
Service & Rental Agreements 420                           
Supplies 8,100                        
Dues & Subscriptions 13,920                      
Utilities 121,880                    
Equipment 1,000                        
Facility Maintenance & Repair 21,500                      
Credit Card Processing Fees 42,200                     

Maintenance
Payroll 325,893                   
Employee Benefits 1,367                         
Education & Training 5,390                        
Contracted Services 6,920                       
Service & Rental Agreements 1,900                        
Supplies 5,124                         
Dues & Subscriptions 5,526                        
Utilities 27,950                      
Equipment 14,020                      
Equipment Maintenance & Repair 22,595                      
Facility Maintenance & Repair 7,300                        
Course Maintenance 92,048                     
Fuel & Lubricants 15,000                      



Golf Operations
Rentals 3,500                        
Lightning Pass 14,000                     
Greens Fees 5,720                        
Merchandise Resale COGS 70,275                      
Programs 14,570                      
Tournaments & Outings 26,584                     
Payroll 182,476                    
Employee Benefits 3,078                        
Education & Training 1,200                        
Contracted Services 1,750                         
Supplies 2,125                         
Administrative Expenses 1,500                        
Advertising 5,000                       
Equipment  14,900                     
Equipment Maintenance & Repair 1,000                        

Food & Beverage
Rentals 3,500                        
COGS Tobacco 1,600                        
COGS Food 135,680                   
COGS Beverage 80,600                    
Payroll 389,708                   
Uniforms 3,208                        
Contracted Services 18,231                       
Service & Rental Agreements 25,000                     
Supplies 17,000                      
Administrative Expenses 1,000                        
Advertising 28,000                     
Equipment  6,000                       
Equipment Maintenance & Repair 4,525                        

Capital 
Golf Cart GPS 28,206                     
BPC Irrigration Pump House Equipment 40,000                    

Total Golf Course Fund Expenditures 2,316,163                 

Estimated Ending Cash 257,025                    



Recapitulation

I.  Total Corporate Fund Appropriation 9,886,611                

II.  Total Recreation  Fund Appropriation 8,919,244                

III. Total IMRF Fund Appropriation 1,058,512                 

IV.  Total Debt Service Fund Appropriation 10,510,941               

V.  Total Special Recreation Fund Appropriation 1,021,536                 

VI.  Total FICA Fund Appropriation 1,159,919                 

VII.  Total Prairie Stone Fund Appropriation 2,787,892                

VIII. Total Capital Fund Appropriation 4,520,919                

IX.  Total Golf Course Fund Appropriation 2,573,188                

TOTAL ALL FUNDS 42,438,762             



(a)

(b)

(c)
(d)
(e)

AYES:

NAYS:

ABSENT:

President
Board of Park Commissioners Hoffman Estates Park District

ATTEST:

Secretary

SECTION V. The receipts and revenue of said District derived from sources other than taxation and not 
specifically appropriated, shall constitute the general corporate fund and shall first be placed to the 
credit of such fund. 

This Ordinance shall be in full force and effect immediately upon its passage. 

Passed by the Board of Park Commissioners of the Hoffman Estates Park District this 18th day of 
December, 2018.

SECTION III.  The following determinations have been made and are hereby made a part of the 
aforesaid budget:

An estimate of the cash on hand at the beginning of the fiscal year is expected to be 
$16,104,451 .
An estimate of the cash expected to be received during the fiscal year from all sources is 
$26,334,311 .
An estimate of the expenditures contemplated for the fiscal year is $28,114,311 .
An estimate of the cash expected to be on hand at the end of the fiscal year is $14,324,451 .
An estimate of the amount of taxes to be received during the fiscal year is $9,906,500 .

Each of said sums of money and the aggregate thereof are deemed necessary by this Board to defray 
the necessary expenses and liabilities of this District during the fiscal year beginning January 1, 2019 
and ending December 31, 2019 for the respective purposes set forth.

SECTION IV. All unexpended balances of the appropriations for the fiscal year ended December 31, 2019 
and prior years are hereby specifically reappropriated for the same general purposes for which they 
were originally made and may be expended in making up any insufficiency of any other items provided 
in this appropriation ordinance, in making this appropriation in accordance with applicable law. 



SOURCE AMOUNT

Taxes 9,906,500$        
Interest Earned 208,287               
Debt Issuance 2,686,000          
Grants, Donations, Sponsorship, Advertising 594,950              
Memberships 2,202,420           
Program and User Fees 4,517,632            
Rentals 1,718,531              
Merchandise Resale, Vending & Misc. 116,890               
Interfund Charges 2,951,300            
Golf Course Operations 1,431,801             

TOTAL 26,334,311$        

CERTIFICATION OF ESTIMATE OF 
REVENUE FOR FISCAL YEAR 2019

I, Keith Evans, do hereby certify that I am the duly qualified Treasurer of the Hoffman Estates Park 
District and the Chief Fiscal Officer of said Board of Park Commissioner; as such Officer I do further 
certify that the revenues, by source, anticipated to be received by said District in the fiscal year 
beginning January 1, 2019 and ending on December 31, 2019 are estimated to be as follows: 

IN WITNESS WHEREOF, I have hereunto set my hand and affixed the seal of the said Hoffman 
Estates Park District this 18th day of December, 2018.

Treasurer and Chief Fiscal Officer
Hoffman Estates Park District



STATE OF ILLINOIS )
)  SS

COUNTY OF COOK )

Hoffman Estates Park District

CERTIFICATION

I, Craig Talsma, do hereby certify that I am the duly qualified and acting Secretary of the Hoffman 
Estates Park District in the county and state aforesaid, and as such Secretary, I am the keeper of 
records and files of the Board of Park Commissioners of said district. 

I do further certify that the attached and foregoing is a true and complete copy of the Combined 
Annual Budget and Appropriation Ordinance of the Hoffman Estates Park District, Cook County, 
Illinois for the Fiscal Year beginning January 1 st, 2019 and ending December 31st, 2019, as adopted 
by the Board of Park Commissioners at its properly convened meeting held on the 18th day of 
December, 2018.

Secretary



MEMORANDUM NO. M18-131 
 
 
TO:  Administrative &Finance Committee 
FROM: Craig Talsma, Executive Director 

Nicole Hopkins, Director of Finance & Administration 
RE: 2019 Levy Ordinance O18-012 
DATE: December 12, 2018 
 
BACKGROUND 
 
Attached please find the District’s final 2018 Annual Levy Ordinance O18-012 to be 
collected during the fiscal year 2019. 
 
The levy was presented and the amount intended to be levied was announced at our 
Committee of the Whole meeting on November 13, 2018. 
 
The levy must be filed with the county by the last Tuesday in December. 
 
IMPLICATIONS 
 
The levy is anticipated to be reduced by tax limitations based on the percentage to each 
funds levy, and the budget reflects the lesser amounts for these and any anticipated 
shortfalls in collections next year.  This levy was not subject to a Truth in Taxation 
Hearing. 
 
RECOMMENDATIONS 
 
The A&F Committee recommend to the full Board to approve the District’s 2018 annual 
Tax Levy Ordinance O18-012 in the amount of $9,392,000. 
 



ORDINANCE NO. O18-012 
ANNUAL LEVY ORDINANCE FOR THE YEAR 2018 

 
 AN ORDINANCE levying and assessing 

the taxes for the Hoffman Estates 
Park District, Cook County, Illinois 

for the fiscal year beginning January 1, 2019 
and ending December 31, 2019 

 
WHEREAS, on the 13th day of November 2018, the Board of Commissioners tentatively 

approved the annual Budget and Appropriation Ordinance, and passed a Motion to keep said 

Ordinance on file in the Park District Office for at least thirty (30) days prior to final action 

thereon; and 

WHEREAS, on the 18th day of December 2018, the Board of Commissioners of the 

Hoffman Estates Park District passed the annual Budget and Appropriation Ordinance of said 

District for the fiscal year beginning January 1, 2019 and ending December 31, 2019, and upon 

said date the said Ordinance was duly signed and approved by the President of the Board of 

Commissioners of said District and signed by the Secretary of said Board:  

NOW, THEREFORE, BE IT ORDAINED BY THE BOARD OF COMMISSIONERS 

OF THE HOFFMAN ESTATES PARK DISTRICT AS FOLLOWS:  

Pursuant of authority invested in them by the Park District Code, Article Five, the 
Commissioners of the Park Board in meeting assembled, do hereby find and declare that there 
will be required to be raised by general taxation the amounts hereinafter set down, to be levied 
upon all the taxable property in said Park District, in order to meet and defray all the necessary 
expenses and liabilities of the Park District as required by statute or voted by people in 
accordance with law, and the amounts so required are itemized and needed for uses and purposes 
as follow, to-wit:  

 
  



 
Hoffman Estates Park District 2018 Tax Levy Collected Fiscal Year 2019 
 

Amount to be Raised by Taxation 
I.   Corporate Fund 

    

 
1.   General Purpose 

 
  

Communications & Marketing Expense  $          5,000  

  
Property & Liability Insurance  $     150,000  

  
Employment Insurance  $     160,000  

  
Unemployment Insurance  $        75,000  

  
Loss Prevention  $          5,000  

  
Audit  $        15,000  

  
Payroll  $     720,000  

  
Employee Benefits  $     350,000  

  
Contracted Services  $        40,000  

  
Service & Rental Agreements  $        70,000  

  
Supplies  $        15,000  

  
Utilities  $        15,000  

  
Technology Equipment & Service  $        55,000  

       

 
Total General Purpose  $  1,675,000  

       

 
2.   Maintenance 

 
  

Payroll  $     640,000  

  
Contracted Services  $        15,000  

  
Supplies  $        15,000  

  
Utilities  $     145,000  

  
Equipment Maintenance & Repair  $        90,000  

  
Facility Maintenance & Repair  $        15,000  

  
Property & Field Maintenance  $     130,000  

  
Fuel & Lubricants  $        75,000  

       

 
Total Maintenance  $  1,125,000  

       

 
Total Corporate Fund  $  2,800,000  

      
Said amount is hereby levied as the Corporate Fund Tax. 

       
II.   Recreation Fund 

 
  

Payroll  $     600,000  

  
Contracted Services  $        40,000  

  
Services & Rental Agreements  $        15,000  

  
Utilities  $     540,000  

  
Communications & Marketing Wages  $     200,000  

  
Postage  $        40,000  

  
Printing & Publication  $        60,000  

  
Maintenance Wages  $     200,000  

  
Custodial Supplies  $        15,000  

  
Program Expenses  $        90,000  

       

 
Total Recreation Fund  $  1,800,000  

      
Said amount is hereby levied as the Recreation Fund Tax. 

      
  



 
Hoffman Estates Park District 2018 Tax Levy Collected Fiscal Year 2019 
 

Amount to be Raised by Taxation 
III.   Insurance Fund 

   
       

 
Total Insurance Fund  $                   -  

      
No amount is hereby levied as the Insurance Fund Tax. 

       
IV. Audit Fund 

        

 
Total Audit Fund  $                   -  

      
No amount is hereby levied as the Audit Fund Tax. 

       
V.   I.M.R.F. Fund 

         

  
I.M.R.F. Contribution Interfund Transfer  $     275,000  

       

 
Total Retirement Fund  $     275,000  

      
Said amount is hereby levied as the Retirement Fund Tax. 

       
VI.   Debt Service 

         

  
Bond & Interest Payments  $  3,372,000  

       

 
Total Debt Service Fund  $  3,372,000  

      
Said amount is hereby levied as the Debt Service Fund Tax. 

       
VII.   Special Recreation 

         

  
NWSRA Special Assessment  $     305,000  

  
ADA Improvements/Purchases  $     180,000  

  
Special Recreation Rental Usage  $        85,000  

       

 
Total Special Recreation Fund  $     570,000  

     
Said amount is hereby levied as the Special Recreation Fund Tax. 
      
VIII.   Social Security Fund 

         

  
FICA Tax Interfund transfers  $     575,000  

       

 
Total Social Security Fund  $     575,000  

      
Said amount is hereby levied as the Social Security Fund Tax. 

       
  
  
  
  
  



 
Hoffman Estates Park District 2018 Tax Levy Collected Fiscal Year 2019 
 

Amount to be Raised by Taxation 
  

Recapitulation 
 

 
I. Corporate Fund  $  2,800,000  

 
II. Recreation Fund  $  1,800,000  

 
III. Insurance Fund  $                   -  

 
IV. Audit Fund  $                   -  

 
V. I.M.R.F. Fund  $     275,000  

 
VI. Debt Service  $  3,372,000  

 
VII. Special Recreation  $     570,000  

 
VIII. Social Security  $     575,000  

 
Total taxes to be levied:  $  9,392,000  

 
  



 
Making the aggregate sum of Nine Million, Three Hundred Ninety-Two Thousand dollars 
($9,392,000.00) to be raised by taxation and levy on all the taxable property in said Hoffman 
Estates Park District, for the year 2018, in order to meet and defray all the necessary expenses 
and liabilities of the Hoffman Estates Park District as required by statute or voted by the people 
in accordance with the law.  
 
That the secretary is hereby directed to file a certified copy of this Ordinance with the County 
Clerk of Cook County, within the time specified.  
 
This Ordinance shall be in full force and effect from and after its passage, and approval is 
required by law.  
 
AYES:  
 
 
NAYS:  
 
 
ABSENT:  
 
 
Passed and Approved this 18th day of December, 2018.  
 
 
 
 

______________________________ 
President  
Board of Park Commissioners  
Hoffman Estates Park District  

 
 
 
ATTEST:  
 
 
 
______________________________ 
Secretary  
Hoffman Estates Park District  
  



 
State of Illinois   ) 
    )  S.S. 
County of Cook   ) 
 
 

CERTIFICATE 
 
 
 

I, Craig Talsma, DO HEREBY CERTIFY THAT I am the Secretary in and for the 

Hoffman Estates Park District; that the foregoing is a true and correct copy of an Ordinance duly 

passed by the President and Board of Park Commissioners being entitled: "Annual Levy 

Ordinance for the Year 2018” at a regular meeting on the 18th day of December, 2018, the 

Ordinance being a part of the official records of said Hoffman Estates Park District.  

 
 
 
 
 
 
DATED: This 18th day of December, 2018  
 
 
 

______________________________ 
Secretary  
Board of Park Commissioners  
Hoffman Estates Park District  

 
  



TRUTH IN TAXATION 
CERTIFICATE OF COMPLIANCE 

I, Robert Kaplan, hereby certify that I am the presiding officer of the Hoffman Estates 

Park District, and as such presiding officer I certify that the Levy Ordinance, a copy of which is 

attached, was adopted pursuant to, and in all respects in compliance with, the provisions of 

Illinois Property Tax Code - Truth in Taxation Law, 35 ILCS 200/18-60 through 18-8(2002).  

This certificate applies to the 2018 levy. 

DATED this 18th day of December, 2018. 

______________________________ 
Signature of Presiding Officer 
Board of Park Commissioners 
Hoffman Estates Park District 



HOFFMAN ESTATES PARK DISTRICT MEMO NO. M18-114 
 
To:  A&F Committee 
From:  Craig Talsma, Executive Director 

Nicole Hopkins, Director of Finance & Administration 
Date:  November 27, 2018   
Re:  Lakewood Center Redevelopment Project Area      
 
 
Background 
 
Ameritech, renamed AT&T in 2006, constructed a 1.2 million square foot headquarters in 1991 and a 
260,000 square foot call center in 2000 on 120 acres north of the tollway off Lakewood Blvd.  After ten 
years of downsizing, AT&T completely vacated the property in September of 2016.  The Equalized 
Assessed Valuation for the location has decreased 70% since 2013 resulting in a reduction of $485,662 in 
property taxes paid to the Hoffman Estates Park District.  This reduction does not result in a loss of tax 
revenue for the District but rather is redistributed among the other tax payers. 
 
The developer, Somerset Development, converted an abandoned Bell Laboratories headquarters in New 
Jersey (https://bell.works/) into an almost fully leased “metroburb”. They define a metroburb as a self-
contained metropolis with office space, retail shops, art and culture.  The concept is being used to bring 
millennials back to the suburbs by offering the urban experience in a suburban location.  The Village of 
Hoffman Estates contacted Somerset Development to see if they were interested in doing a similar project 
with this site.  Somerset has executed a purchase and sale agreement for this site. A range of potential 
incentives were discussed and Somerset would like to proceed with adopting a TIF (Tax Increment 
Financing) district for the site.  
 
Implications 
 
Since 2016, the Village has been working to try and find tenants or a developer for this property.  In order 
to attract any developer, incentives would be highly likely.  This particular developer offers a unique 
approach.   
 
The Village of Hoffman Estates held a Joint Review Board on November 28th at 9:00am to discuss the 
proposed Lakewood Center TIF District and to consider a motion to approve a resolution recommending 
approval.  Townhomes and apartments are included in the rough plan for the site but will not be included 
in the TIF.  The proposal is for the headquarters to be converted to a mixed-use development with the 
atrium in the main building converted to a main street where public would be invited to visit the retail, 
service and dining opportunities.  The District is working with the Village to enable the inclusion of a 
park site or outdoor use area in the new proposal.  
 
Staff has indicated the District’s support for the TIF for the retail area as it will generate more tax dollars 
from the residential parts and eventually from the commercial development (TIF part). All taxing bodies 
except School District 211 supported the TIF development. District 211, voiced support but wanted 
concrete numbers for residences and potential students. The potential addition of a park site incorporated 
into the TIF is very beneficial for the Park District. 
 

https://bell.works/


Staff will be at the Village meeting on January 7 in support of the TIF. This topic is being presented for 
discussion in case the Committee or Board have any concerns or questions regarding the TIF development 
and the District’s support.  
 
Recommendation 
 
Staff recommends the A&F Committee recommend that the Board support the proposed Lakewood 
Center TIF District.  
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MEMORANDUM NO. M18-130 
 
TO:  A&F Committee 
FROM: Craig Talsma, Executive Director 
  Nicole Hopkins, Director Finance & Administration   

Dustin Hugen, Director Parks, Planning & Maintenance 
Brian Bechtold, Director of Golf & Facilities 
Alisa Kapusinski, Director of Recreation 

RE:  Surplus Ordinance O18-011 
DATE: December 13, 2018 
 
Background 
 
Through inventory of the park district’s property, staff has determined that certain items are no 
longer of value or use to the District and that because of the age and condition of the property, 
cannot be utilized for any of the Park District’s current needs or operations and is thereby 
considered surplus property and the property’s sale, trade-in or disposal would best serve the 
District. 
 
Implications 
 
By law and Board policy, it is required that an Ordinance be approved by at least three-fifths of 
the Park Board.  Staff is seeking to dispose of, trade or sell the following items which were 
initially valued at $500+. 
      Current   Reason for disposal, 
Qty Description    approx. value  trade, or sale   
7 Computers     $0   Upgrading 
1 Asus Tablet     $0   Inoperable 
1 HP Server     $0   Upgrading 
4 exacqVision Servers    $0   Upgrading 
8 Monitors     $0   Upgrading 
8 Printers     $0   Upgrading 
1 UPS Battery Backups    $0   Inoperable 
4 Cash Drawers     $0   Inoperable 
4 Security Cameras    $0   Upgrading 
7 Keyboards     $0   Inoperable 
8 Mice      $0   Inoperable 
5 Network Switches    $0   Upgrading 
1 Computer Speakers    $0   Inoperable 
4 Power Strip Surge protectors   $0   Inoperable 
1 Box of Miscellaneous Cables   $0   Inoperable 
1 CRT TV     $0   Inoperable 
1 Box of Miscellaneous Electronics  $0   Inoperable 
1 Old Tube TV & cart    $0   Inoperable 
1 Copier       $0   Inoperable   
1 Old speakers & sound system   $0   Inoperable 



1 Toro Greensmaster 1000, SN: 71681      $75   Scrap/Trade 
1 Toro Greensmaster 1000, SN: 60448             $75   Scrap/Trade   
1 Toro Greensmaster 1600, SN: 90485             $75   Scrap/Trade 
1 Yamaha Cart, SN: JU5-300524                      $100   Scrap/Trade 
1 Yamaha Cart, SN: JU5-300452                      $100   Scrap/Trade 
1 Yamaha Cart, SN: JJ3-200488                       $100   Scrap/Trade 
1 Cushman Core Harvester, SN: A0077183     $200   Scrap/Trade 
1 Low blow walk behind blower, SN: 09056   $45   Scrap/Trade 
1 Lesco walk behind blower, SN: N/A             $45   Scrap/Trade 
1 John Deere 4100 (Range), SN: H411800      $75    Scrap/Trade 
1 Ditch Witch Trencher, SN: 300204               $75    Scrap/Trade 
 
Recommendation 
 
Staff recommends that the A&F Committee recommends that the full board approve the attached 
Ordinance O18-011 an “Ordinance Authorizing the Disposal, Sale or Trade-In of Surplus 
Property Owned by the Hoffman Estates Park District”. 
 



ORDINANCE NO. O18-011 
 

AN ORDINANCE AUTHORIZING THE DISPOSAL, SALE OR TRADE 
OF SURPLUS PROPERTY OWNED BY THE 

HOFFMAN ESTATES PARK DISTRICT 
 
 

          WHEREAS, the Hoffman Estates Park District is the owner of used certain equipment as 

specified purchased several years ago for a specific and limited purpose and, 

         WHEREAS, at least three-fifths (3/5) of the Board of Commissioners of the Hoffman Estates Park  
 
District finds that the said property is no longer necessary, useful to, or in the best interest of the Park  
 
District to maintain this property and is thereby considered as surplus personal property, and 
 
        WHEREAS, the Park District wishes to dispose of, trade, or sell said surplus property. 
         
        NOW, THEREFORE, BE IT ORDAINED BY THE PRESIDENT AND BOARD OF  
 
COMMISSIONERS OF THE HOFFMAN ESTATES PARK DISTRICT, COOK COUNTY,  
 
ILLINOIS, as follows: 
          Reason for disposal 
Qty Description    approx. value   trade, or sale   
7 Computers     $0   Upgrading 
1 Asus Tablet     $0   Inoperable 
1 HP Server     $0   Upgrading 
4 exacqVision Servers    $0   Upgrading 
8 Monitors     $0   Upgrading 
8 Printers     $0   Upgrading 
1 UPS Battery Backups    $0   Inoperable 
4 Cash Drawers     $0   Inoperable 
4 Security Cameras    $0   Upgrading 
7 Keyboards     $0   Inoperable 
8 Mice      $0   Inoperable 
5 Network Switches    $0   Upgrading 
1 Computer Speakers    $0   Inoperable 
4 Power Strip Surge protectors   $0   Inoperable 
1 Box of Miscellaneous Cables   $0   Inoperable 
1 CRT TV     $0   Inoperable 
1 Box of Miscellaneous Electronics  $0   Inoperable 
1 Old Tube TV & cart    $0   Inoperable 
1 Copier       $0   Inoperable   
1 Old speakers & sound system   $0   Inoperable 



1 Toro Greensmaster 1000, SN: 71681      $75   Scrap/Trade 
1 Toro Greensmaster 1000, SN: 60448             $75   Scrap/Trade   
1 Toro Greensmaster 1600, SN: 90485             $75   Scrap/Trade 
1 Yamaha Cart, SN: JU5-300524                      $100   Scrap/Trade 
1 Yamaha Cart, SN: JU5-300452                      $100   Scrap/Trade 
1 Yamaha Cart, SN: JJ3-200488                       $100   Scrap/Trade 
1 Cushman Core Harvester, SN: A0077183     $200   Scrap/Trade 
1 Low blow walk behind blower, SN: 09056   $45   Scrap/Trade 
1 Lesco walk behind blower, SN: N/A             $45   Scrap/Trade 
1 John Deere 4100 (Range), SN: H411800      $75    Scrap/Trade 
1 Ditch Witch Trencher, SN: 300204               $75    Scrap/Trade 
 
       SECTION 1:        That pursuant to the authority granted to the Park District under 
 
70 ILCS 1205/8-22 and the findings of the Board of Commissioners of the Hoffman Estates Park  
 
District as set forth in the preamble of this Ordinance incorporated herein as part of this Ordinance, the  
 
Hoffman Estates Park District is hereby authorized to sell, trade-in, dispose or convey the used  
 
equipment, attached, in any manner designated by the Board, with or without due advertising. 

 

SECTION 2:  That the Board of Commissioners shall designate the Executive Director to sell,  

trade, dispose or convey said used equipment. 

 
SECTION 3:  That this Ordinance shall be in full force and effect from and after its passage,  

 
approval and publication as provided by law. 
 
          

PASSED and APPROVED this _______ day of ________, 2018. 
 
           AYES  ______ 

   
           NAYS  ______      
         
           ABSENT ______          
                                                                               ___________________________          
                                                                               President 
    ATTEST:         
                               
     _____________________________ 
                     Secretary        



HOFFMAN ESTATES PARK DISTRICT MEMORANDUM # M18-128 
 
 
To: A&F Committee 
From: Craig Talsma, Executive Director 
 Nicole Hopkins, Director of Finance & Administration 
 Eric Leninger, Superintendent of HR & Risk Management 
Date: December 12, 2018 
Re: Policy for reimbursement of employee expenses 
 
 
 
Background:  
 
Effective January 1, 2019, the Illinois Wage Payment and Collection Act has been amended to impose 
an affirmative duty on Illinois employers to reimburse certain expenses incurred by its employees.  
Previously, the Wage Payment and Collection Act did not address this issue.   
 
 
Implications:  
 
A written expense reimbursement policy is crucial in determining whether a District employee is 
entitled to reimbursement for an expense.  In order to maintain compliance with the amended Wage 
Payment and Collection Act, staff recommends the attached policy 7.35:  Reimbursement of Employee 
Expenses, be added to the District’s Policy Manual. 
 
 
Recommendation: 
 
Staff recommends the A&F committee recommends the full board approve the attached Policy 7.35: 
Reimbursement of Employee Expenses. 
 
  



7.35 REIMBURSEMENT OF EMPLOYEE EXPENSES 
 

A. Purpose.  

Hoffman Estates Park District will reimburse employees for all necessary expenditures 
that are incurred within the employee’s scope of employment and directly related to 
services performed by the District. 

B. Definitions. 
 
"Necessary Expenditures" are defined as all reasonable expenditures or losses required 
of an employee in the discharge of employment duties that inure to the primary benefit 
of the District.  
 
C. Expenses Eligible for Reimbursement. 
 
In order to be qualified as reimbursable under this policy, the expense must be either 
required by the District or authorized by appropriate supervisory personnel in the 
employee’s chain of command.  Approval of expenditure amounts must comply with 
purchasing authority outlined in Policy 7.13. 
 
D. Documentation of Expenses.    
 
Employees are required to provide supporting documentation within thirty (30) calendar 
days after the expense is incurred.  If supporting documentation is unavailable or lost, 
the employee must prepare and sign a statement describing the expense.  All 
documentation must be approved by the employee’s immediate supervisor and 
submitted to the business department. 
 
All documents and information submitted in connection with this Policy are public 
records subject to disclosure under the Freedom of Information Act.  
 
E. Exclusion of Expenses. 
 
An employee is not entitled to reimbursement if the employee incurs an expense without 
adherence to the District’s established policies and procedures, including this Policy and 
the District’s Reimbursement of Travel, Meal, and Lodging Expenses Policy (7.34). 
 
The District is not responsible for losses due to an employee’s own negligence, losses 
due to normal wear, or losses due to theft, unless the theft was a result of the District’s 
negligence.  
 
 
 



 
HOFFMAN ESTATES PARK DISTRICT MEMORANDUM NO. M18-127 

 
 
TO:  A&F Committee 
FROM: Craig Talsma, Executive Director 
  Nicole Hopkins, Director A&F 
  Lynne Cotshott, Superintendent of Business 
RE:  Division Report 
DATE: December 10, 2018 

 
A. Finance/Administration 

• After over 11 months of coordination and negotiation, staff has successfully 
obtained 718,000 back owed American Express points.  These points combined 
with the points that were already on the account will result in a Just Give donation 
to the Friends of HE Parks in the amount of $10,000.  Staff is working to get these 
points redeemed prior to the end of December.  Once redeemed, a donation check 
arrives in six to eight weeks. 

• Brittany Meschewski is the newest Certified Parks and Recreation Professional for 
the District.  Brittany is the point person on all things RecTrac and has recently 
been promoted to overseeing the registrars.  The knowledge obtained in order to 
pass the exam will be helpful in her day to day interactions with staff and 
customers. 

• The migration to CardConnect credit card processing and new credit card chip 
readers was completed successfully on November 28th.  New equipment included 
a wireless reader that was used for Breakfast with Santa.  Based on feedback, 
stands are being ordered for the signature capture devices to allow ease of 
viewing no matter the customer’s height. 

• In 2011, the Dodd-Frank law took effect.  An amendment to this law limits the fees 
processing networks are allowed to charge for debit card transactions no matter 
whether the cards are processed using a PIN or a signature for 
verification.  Although there are still variations in fees between pin and signature 
processing, neither is the cheapest in all circumstances.  If a customer receives 
any benefit, it is when the transaction is processed with a signature. After 
considering the impact to the District and the customer, the current devices were 
set up to not ask for a PIN. 

• The final 2018 Budget & Appropriation Ordinance and Tax Levy will be presented 
at the December A&F Committee meeting.  

• Lauterbach & Amen, the District’s auditing firm, directly applies for and submits the 
application to GFOA on behalf of the District.  Based on their submission timing, 
staff does not expect to hear from GFOA with regards to the certificate of 
excellence until perhaps January. 

• Staff processed and paid all principle and interest payments as required on 
November 30th for the December 1st payment date. 



• Created new pass structure for Seascape which will allow an easier online 
registration experience. 

• Created new pass structure for The Club at Prairie Stone. 
• Updated coupon processing and auto discounts for ICE programs. 
• Four staff attended the RecTrac user group meeting. 
• Payroll Cycle Processing 

o 11/02/18 $298,803.60 
o 11/16/18 $285,082.77 
o 11/30/18 $252,631.14 

 
 

B. Administrative Registration/EFT Billing 
• EFT Billings for: 

a. TC/WRC/PSSWC Fitness Centers 
b. ELC (weekly) 
c. 50+ 
d. Sponsorship/Marquee Signs 
e. Dance Company 
f. Preschool 
g. STAR 
h. Hockey 

• Administrative  
a. Winter Guide Proofing 
b. Admin Mailing 

• Administrative Registration for: 
a. Financial Assistance 
b. Foundation Giving Tree 
c. All Aboard 
d. Zoo Lights 
e. Winter Harper 
 

C. Human Resources  
• Processed 8 new part-time hires and 2 new volunteers. 
• Conducted annual Hoffman U on employee benefits. 
• Completed all 2019 open enrollment paperwork. 
• Attended the IAPD Legal Symposium. 
• Attended the PDRMA Risk Management Institute. 
• Attended TEAM Committee meeting to plan 4th quarter 2018 FT staff meeting and 

holiday gathering. 
• Coordinated PDRMA on-site visit to tour maintenance facilities at Bridge and 

Parks Department as well as the sled hill at Seascape. 
 

D. Technology  
• Completed the installation and configuration of New SAN at TC. In the process of 

decommissioning old SAN and physically moving to PARKS.  



• Completed the installation of new cameras at BPC. Two new cameras were 
installed on the Range building to provide additional coverage for the parking lot 
as well as the automated ball machine. Two cameras overlooking the entrance 
and parking lots were installed on the front of the BPC main building. 

• Coordinating with Director of Recreation to re-arrange offices of various 
employees in the Admin area and Hockey area downstairs. IT is responsible for 
disconnecting and reconnecting computer IT equipment and ensuring their 
operation and connectivity. 

• Coordinated with C&M to transfer our prairiestonesports.com website to the new 
theclubps.com site. 

• Working with business department and C&M to replace the PDF refund form with 
a fillable online form.  The PDF form is not convenient to complete online with the 
newest versions of browsers. 

• Hardware Disposal Cleanup 
a. In the process of moving and organizing IT hardware into new storage 

space. 
b. Provided admin with a list of IT hardware for disposal. 
c. Obtaining quotes from various disposal companies. 

 
E. Newly Acquired Advertising and Sponsorships 

• This item is now being reported with the recreation monthly report. 
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