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GLENCOE PARK DISTRICT 

FINANCE COMMITTEE OF THE WHOLE MEETING 
Tuesday, October 3, 2017 – 7:00 p.m. 

Takiff Center 
 

Consistent with the requirements of the Illinois Compiled Statutes  
5 ILCS 120/1 through 120/6 (Open Meetings Act), notices of this meeting were posted.   

Location of the meeting is in the Takiff Center, 999 Green Bay Road, Glencoe, IL 60022 
 

A G E N D A 
   

I. Call to Order   
 

II. Roll Call 
 

III. Matters from the Public 
 

IV. Discussion of Proposed 2017 Tax Levy Amount 
 

V. Discussion of Financial Procedure and Policy Manual 
 

VI. Discussion of Credit Card Program Policy  
 

VII. Other Business 
 

VIII. Adjournment 
 
 
The Glencoe Park District is subject to the requirements of the Americans with Disabilities Act of 1990.  Individuals 
with disabilities who plan to attend this meeting and who require certain accommodations in order to allow them to 
observe and/or participate in this meeting, or who have questions regarding the accessibility of the meeting or 
facilities, are asked to contact the Park District at 847-835-3030. Executive Director E-mail address: 
lsheppard@glencoeparkdistrict.com  



IV. Discussion of Proposed 2017 Tax Levy
Amount
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V. Discussion of Financial Procedure and
Policy Manual
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Glencoe Park District 
Credit Card Policy 

Proposed to the Board of Park Commissioners:  September 28, 2017

Introduction: Cardholder Setup and Activation Overview
The Glencoe Park District provides District-issued credit cards to authorized employees for 
business-use purchases. The District’s Credit Card Program is a credit card purchasing program 
that authorizes the use of a credit card with a credit limit for business purchases. 

The Credit Card Program is designed to assist the organization in reducing its reliance on 
requisitions, purchase orders, petty cash funds, employee advances, paper checks, and reduce the 
need to use personal funds for business purposes.  The program should help increase turn-around 
in the fulfillment of orders, provide greater flexibility and reduce paperwork. 

For the Credit Card Purchasing Program, the Administration/Finance Department is responsible 
for the implementation, program compliance, issuance, auditing, processing payment, and bank 
relations to solve customer service issues and card cancellations. The Administration/Finance 
Department reconciles all statements and maintains the statements/receipts for the Credit Card 
Program. The Administration/Finance Department shall also be responsible for notifying the 
appropriate Departmental staff, Department Heads, and Executive Director for any irregularities 
that occur. 

Only employees of the organization are allowed to participate in the program. Each cardholder 
has the responsibility to review, reconcile and submit their monthly account statement with the 
appropriate receipts and signatures for processing. The following full-time positions are 
authorized to use a District credit card: Executive Director, Director of Recreation/Facilities, 
Director of Parks/Maintenance, Director of Finance/HR, Manager of 
Marketing/Communications, Program Managers, Facility Manager, Administrative Assistant. 

Credit card statements arrive around the 11th day of each month and are due to the Finance 
Department by the end of the following week. Typically, the Finance Department is the original 
recipient of the statements and the Finance Department will forward these statements to the 
appropriate staff. 

All policies outlined in this manual and the District’s financial and operational policies must be 
adhered to and any failure to comply can result in the suspension from the Credit Card Program 
and also include disciplinary actions that may include termination of employment. The credit 
card issued to the cardholder is the property of the Park District and can be canceled at any time. 

Periodic audits will be performed to ensure the cardholder is in compliance with the policies and 
procedures.

Cardholder Setup / De-activiation
A new participant in the Credit Card Program must complete the Credit Card Application 
(included in this packet) and obtain the appropriate authorization of the Department Head. The 
application must be submitted to the Finance Department by the applicant’s Department Head. 



Once the application has been approved by the Administration/ Finance Department and the 
bank has processed the request, an account for the cardholder may be established. 

The new participant must also sign the User Agreement Form (which can be found in this 
packet) which outlines the responsibility of the cardholder while in possession and use of the 
credit card. Both of these documents must be completed and signed prior to the release of the 
credit card to the cardholder from the Administration/ Finance Department. 

When an employee separates from the Glencoe Park District, the credit card must be turned into 
the Administration/Finance Department (through the appropriate Department Head) on or before 
the employee’s separation date. The Administration/ Finance Department will terminate the card 
with the bank. 

Recordkeeping & Reconciliation
The cardholder is responsible for maintaining adequate receipts for goods and services purchased 
with the credit card. The “MasterCard Charge” (also known as “Blue Slip”) template form 
should be securely attached to the top of the receipt/documentation. The cardholder must contact 
the vendor directly to resolve any discrepancies or incomplete orders. The documentation 
retained should include sales receipts, packing lists (if applicable) and credit card transaction 
receipts. Any incorrect charges, duplicate transactions or missing credits must be addressed 
directly between the cardholder and the vendor. Upon completion of the reconciliation, the 
cardholder and their Department Head or Supervisor must sign the statement documenting their 
agreement with the transactions appearing on their account statement. Employees may not sign 
off on their credit card purchases.

Employees are responsible for ensuring that the credit card purchases are exempt from sales tax 
(typically by displaying the tax exempt form – enclosed in this packet). 
Items that cannot be purchased: 

1. Cash advances 
2. Liquor or tobacco products 
3. Personal use items 
4. Illegal items (including but not limited to weapons, controlled substances, etc.) 

If the employee inadvertently uses the District’s credit card, the employee MUST write a check 
or pay cash to reimburse the District IMMEDIATELY. They must notify their Department Head 
or Supervisor responsible for credit cards who will notify the Finance Department. The employee 
may write a check or pay cash to reimburse the District. 

Missing Receipts
If the cardholder is missing receipts, the cardholder should attempt to contact the vendor to 
request a copy of the receipt. If the request cannot be honored, the cardholder must then submit a 
Missing Receipt Form documenting the pertinent transaction information. This documentation 
must be reviewed and approved by the cardholder’s Department Head. A copy of the Missing 
Receipt Form can be found in this packet. 



Disputed Transactions
At times, there might be disputed transactions on a cardholder’s account statement. Examples of 
disputes include but are not limited to the following: due to non-delivery of goods or services, 
incorrect billing, duplicate billing, missing a valid credit not processed to the account for a 
return, altered charges, or defective merchandise. When this occurs, the cardholder must contact 
the Administration/ Finance Department stating the reason for the disputed item and any other 
transaction details available. The cardholder must also notify the vendor of the discrepancy. The 
cardholder is responsible for resolving the disputed item with the vendor.  

If any employee has a dispute that cannot be resolved by the cardholder, the employee MUST
contact the Administration/ Finance Department for assistance. 

The Administration/ Finance Department must be notified of all disputed transactions within 30 
days of the statement date. 

Note on Returned Items: Items should be returned directly to the vendor by whichever means 
the vendor requires. It is the cardholder’s responsibility to ensure that proper credit is posted for 
any returned items. 

Lost or Stolen Cards
If your card is lost or stolen, the cardholder must immediately notify the Administration/ Finance 
Department and their Department Head/Supervisor. Upon notification, the card will be 
suspended immediately and any charges posted to the account after the “missing date” will be 
denied. A new card will be issued upon completion of an application which indicates that the 
card is a replacement.  
Employee Access to Online Services
Online access will be available so that the cardholder can view their current available credit and 
to view all current charges they have made. 

Cardholders are not permitted to make any changes to the account as they are not signing in 
under the primary account holder’s login/password.  Individual cardholder’s must share their 
login and password information with the Admin Office. 
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Glencoe Park District 
Credit Card Application Form 

The employee designated below is authorized to apply for and receive a Glencoe Park District 
credit card. 

First Name:              Middle Initial: Last Name:      

Department:        Last 4 Digits of SS#:     

Statement Address:  Glencoe Park District 
    999 Green Bay Road 
    Glencoe, IL 60022

Credit Card Limit (to be completed by Finance Department):       

Your signature below is verification that you have read and understand the Credit Card Program 
Policy and agree to comply with it.  

Employee Signature                Date

Department Head Signature   Date



Glencoe Park District 
Credit Card Use Policy/User Agreement 

Cardholder Responsibilities: 
1. I accept full personal responsibility for the safekeeping of the credit card assigned to me and 

that absolutely no one, other than me, is permitted to use the credit card assigned to me. 
2. If the credit card is lost or stolen, I agree to immediately notify my Department Head who 

will notify the Administration/ Finance Department immediately. 
3. A District card may be used for the purchase of goods or services only for official Park 

District business. 
4. I agree to submit receipts and documentation detailing the goods or services purchased, cost, 

and date of the purchase to the District by the due dates as per this policy in order to 
reconcile against the monthly credit card statement.  

5. I agree to surrender the credit card immediately upon request or upon termination of 
employment. 

6. I understand that I am financially responsible for purchases that are not approved by my 
Department Head. 

7. I understand that I am responsible for ensuring that purchases are exempt from sales tax 
(typically by displaying the tax exempt form/card – enclosed in this packet). 

Requirements for Use of Credit Card: 
1. The credit card is to be used only to make purchases for the legitimate business of the 

Glencoe Park District. 
2. The credit card must be used in accordance with the provisions of the Credit Card Policy and 

Procedures established by the Glencoe Park District. 

I,        have read and understand the Glencoe Park 
District Credit Card Policy and Procedures and I agree to adhere to them. 

Employee Signature                Date

Department Head Signature   Date



Glencoe Park District 
Missing Receipt Form 

This form is to be used in the rare circumstances that an itemized receipt was not 
provided/requested or has been misplaced. 

I am requesting vendor payment for the following expenses for which the itemized receipts are 
unavailable for my accounting: 

Date Amount Vendor Name Itemized Description 
    
    
    
    
    

By signing below, I am certifying that the above amounts are appropriate business expenses 
incurred by me on behalf of the Glencoe Park District. I further certify that these expenses 
comply with the requirements of all Glencoe Park District purchasing policies. 

I am aware that the District’s policy states that an itemized receipt is required for all purchases. 

Employee Signature                Date

Department Head Signature   Date



Introduction
Financial Overview

Cash Receipts/Cash Handling

Purchasing Policy

Accounts Payable Policy

Outstanding Check Write Off Policy
Payroll Policy



New Hire Reporting
Budget Process
Capital Projects
Investment Policy

Fixed Asset Policy
Financial Reporting Policy

Annual Audit
Debt Policy
Fund Balance Policy
Scholarship Policy
NSSRA
Revenue Policy
Developer/Impact Fee Policy
Reimbursement of Travel, Meal and Lodging Policy
Statement of Economic Interests
Prevailing Wage
Payment Card Industry Data Security
Fees and Charges Policy



Introduction

Purpose of the Manual

Revision/Amendments of the Manual



Fiscal Year

Annual Budget and Appropriation Ordinance

Annual Tax Levy





Acceptable Forms of Payments

Cash Handling

o

o

o

o



o

Refunds



Returned/NSF Checks





Overview

Governance

Advertised Bids – Purchases of $25,000 or More





Unadvertised Purchases Purchases under $25,000

Emergency Purchases

Purchasing Procedures

prior



Other Items

Negotiated Procurement (Non Bid) Process



Receiving Bills

Entering Bills

Getting Approval

Paying Bills & Finalizing Checks

Employee Reimbursements/Mileage



Sales Tax

Online Payments/Wire Payments

Prepayments

Manual Checks (Early Checks)/Last Minute Check Requests



Prompt Payment Act

Petty Cash Disbursements

MUST



Credit Card Purchases





Pay Periods/ Timesheets

Timesheet Review

Timesheet Preparation

Timesheet Processing



Hiring/Salary Ranges for Full Time Staff

Compensation

Wages

Overtime

Administration Release



Compensatory Time

Payroll Deductions



Recreation Program Discount

Direct Deposit

Live Paychecks

Lost/Stolen Checks



Tax Payments

457 Retirement Withholdings

Payroll Bank Account Transfer



o
o
o
o





Statement of Purpose

Authority

Annual Interfund Transfers

Future Master Plan Projects



Authorization



Introduction

Objectives

Standards of Care



Delegation of Authority

Authorized Investment Advisors, Broker/Dealers & Financial Institutions

.



Authorized Investments

Illinois

Investment Guidelines/Selection

Glencoe Park District investments shall be limited to those authorized by state or public statute, 30 
ILCS235/2 as listed above. When evaluating potential investment alternatives on the purchase date, the net 
rate of return on any investment shall be taken into consideration. As such, applicable fees for the transactions 
should be known and taken into account. 

In general, the investment philosophy of the Park District is to invest in only secured (essentially risk free), 
liquid and short-term investments. Maturity dates are based on anticipated cash requirements for the future. 
Investment alternatives shall be reviewed to determine the best investment with the highest net yield that is 
consistent with the investment policy objectives of the district. All investments when issued will be in the 
name of the Glencoe Park District and held in safekeeping by the issuing financial institution.

Collateralization



Diversification

Maturity Scheduling

Application of Investment Income

Reporting Requirements

Internal Controls



Ethics and Conflicts of Interest



Definition of a Capitalized Fixed Asset

Fixed Asset Categories

Valuation of Fixed Assets

acquisition cost or purchase price



should include all reasonable and necessary costs incurred
to ready the asset for its proper and intended function/use

In general, any expenditure
which definitely adds to the fixed asset, enhances the value of it, increases its life, or
increases its efficiency or capacity beyond its original state may be classified as a fixed
asset or part of the original fixed asset.

replaces a component of the old fixed asset
not

Trade Ins and Disposal of Fixed Assets

plus



Record Keeping Procedures

red

several primary

Accounting for Fixed Assets



Monthly Reporting

Monthly Reporting to Board



Audit Reporting



Statement of Purpose

Debt Philosophy

Debt Guidelines

Financing Options



Standards for Debt Issuance

Selecting a Service Provider

Choosing a Method of Sale

Bond Rating

Arbitrage Compliance



Refunding and Restructuring Options

Bond Post Issuance Compliance



PURPOSE

DEFINITIONS

Governmental Funds

Fund Balance

Nonspendable Fund Balance

Restricted Fund Balance

Unrestricted Fund Balance

Committed Fund Balance

Assigned Fund Balance

Unassigned Fund Balance

FUND BALANCE PHILOSOPHY



SCOPE

MINIMUM FUND BALANCE LEVELS

General Fund

Special Revenue Funds



NSSRA Special Recreation Fund

Retirement/Pension Fund

Audit Fund

Liability Insurance Fund/Workers Comp Fund



Debt Service Fund

Capital Projects Fund

FLOW ASSUMPTIONS

AUTHORITY

MONITORING MINIMUM FUND BALANCE LEVELS



Qualifications and Limitations for Financial Assistance

.

Criteria to Determine Scholarship Eligibility



Application Procedures

Procedures for Administering the Financial Assistance/Scholarship Program



Member Agency Contribution (MAC)

Inclusion Contribution

Capital Fund Contribution



Statement of Purpose

Scope

Overall Objectives



Grants





1.0 Purpose.

2.0 Definitions.

3.0 Authorized Types of Official Business.

4.0 Categories of Expenses.

Airfare:

Personal Automobiles:
,

Automobile Rentals:



Public Transportation:

Other Transportation:

Hotel/Motel Accommodations:

Meals:

Vacation in Conjunction with Business Travel:

Accompanied Travel (Personal Travel/Travel Companions):



Parking:

Entertainment Expenses:

5.0 Approval of Expenses.

5.1 Expenses for Members of the Board of Commissioners:

5.2 Expenses for Employees:

5.3 Advanced Expenses:

5.4 Other Expenses:

6.0 Documentation of Expenses.



7.0 Travel, Meal, and Lodging Expense Report Form.







Policy Statement

Specific Guidelines



1.0 Program Fee Structure.

2.0 Fees and Charges.

3.0 Fee Approval.

4.0 Waiver of Fees.

5.0 Fees and Charges Guidelines.



o

o

6.0 Resident/Nonresident Program Fees.

maximum

7.0 Missed Classes.



8.0 Prorated Fees to Activities.

9.0 Discounts to Other Entities.

10.0 Fiscal Year.



VII. Discussion of Credit Card Program Policy
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Glencoe Park District 
Credit Card Policy 

Proposed to the Board of Park Commissioners:  September 28, 2017 
 

Introduction: Cardholder Setup and Activation Overview 
The Glencoe Park District provides District-issued credit cards to authorized employees for 
business-use purchases. The District’s Credit Card Program is a credit card purchasing program 
that authorizes the use of a credit card with a credit limit for business purchases. 
 
The Credit Card Program is designed to assist the organization in reducing its reliance on 
requisitions, purchase orders, petty cash funds, employee advances, paper checks, and reduce the 
need to use personal funds for business purposes.  The program should help increase turn-around 
in the fulfillment of orders, provide greater flexibility and reduce paperwork. 
 
For the Credit Card Purchasing Program, the Administration/Finance Department is responsible 
for the implementation, program compliance, issuance, auditing, processing payment, and bank 
relations to solve customer service issues and card cancellations. The Administration/Finance 
Department reconciles all statements and maintains the statements/receipts for the Credit Card 
Program. The Administration/Finance Department shall also be responsible for notifying the 
appropriate Departmental staff, Department Heads, and Executive Director for any irregularities 
that occur. 
 
Only employees of the organization are allowed to participate in the program. Each cardholder 
has the responsibility to review, reconcile and submit their monthly account statement with the 
appropriate receipts and signatures for processing. The following full-time positions are 
authorized to use a District credit card: Executive Director, Director of Recreation/Facilities, 
Director of Parks/Maintenance, Director of Finance/HR, Manager of 
Marketing/Communications, Program Managers, Facility Manager, Administrative Assistant. 
 
Credit card statements arrive around the 11th day of each month and are due to the Finance 
Department by the end of the following week. Typically, the Finance Department is the original 
recipient of the statements and the Finance Department will forward these statements to the 
appropriate staff. 
 
All policies outlined in this manual and the District’s financial and operational policies must be 
adhered to and any failure to comply can result in the suspension from the Credit Card Program 
and also include disciplinary actions that may include termination of employment. The credit 
card issued to the cardholder is the property of the Park District and can be canceled at any time. 
 
Periodic audits will be performed to ensure the cardholder is in compliance with the policies and 
procedures. 
 
Cardholder Setup / De-activiation 
A new participant in the Credit Card Program must complete the Credit Card Application 
(included in this packet) and obtain the appropriate authorization of the Department Head. The 
application must be submitted to the Finance Department by the applicant’s Department Head. 



Once the application has been approved by the Administration/ Finance Department and the 
bank has processed the request, an account for the cardholder may be established. 
 
The new participant must also sign the User Agreement Form (which can be found in this 
packet) which outlines the responsibility of the cardholder while in possession and use of the 
credit card. Both of these documents must be completed and signed prior to the release of the 
credit card to the cardholder from the Administration/ Finance Department. 
 
When an employee separates from the Glencoe Park District, the credit card must be turned into 
the Administration/Finance Department (through the appropriate Department Head) on or before 
the employee’s separation date. The Administration/ Finance Department will terminate the card 
with the bank. 
 
Recordkeeping & Reconciliation 
The cardholder is responsible for maintaining adequate receipts for goods and services purchased 
with the credit card. The “MasterCard Charge” (also known as “Blue Slip”) template form 
should be securely attached to the top of the receipt/documentation. The cardholder must contact 
the vendor directly to resolve any discrepancies or incomplete orders. The documentation 
retained should include sales receipts, packing lists (if applicable) and credit card transaction 
receipts. Any incorrect charges, duplicate transactions or missing credits must be addressed 
directly between the cardholder and the vendor. Upon completion of the reconciliation, the 
cardholder and their Department Head or Supervisor must sign the statement documenting their 
agreement with the transactions appearing on their account statement. Employees may not sign 
off on their credit card purchases.  
 
Employees are responsible for ensuring that the credit card purchases are exempt from sales tax 
(typically by displaying the tax exempt form – enclosed in this packet). 
Items that cannot be purchased: 

1. Cash advances 
2. Liquor or tobacco products 
3. Personal use items 
4. Illegal items (including but not limited to weapons, controlled substances, etc.) 
 

If the employee inadvertently uses the District’s credit card, the employee MUST write a check 
or pay cash to reimburse the District IMMEDIATELY. They must notify their Department Head 
or Supervisor responsible for credit cards who will notify the Finance Department. The employee 
may write a check or pay cash to reimburse the District. 
 
Missing Receipts 
If the cardholder is missing receipts, the cardholder should attempt to contact the vendor to 
request a copy of the receipt. If the request cannot be honored, the cardholder must then submit a 
Missing Receipt Form documenting the pertinent transaction information. This documentation 
must be reviewed and approved by the cardholder’s Department Head. A copy of the Missing 
Receipt Form can be found in this packet. 
 



Disputed Transactions 
At times, there might be disputed transactions on a cardholder’s account statement. Examples of 
disputes include but are not limited to the following: due to non-delivery of goods or services, 
incorrect billing, duplicate billing, missing a valid credit not processed to the account for a 
return, altered charges, or defective merchandise. When this occurs, the cardholder must contact 
the Administration/ Finance Department stating the reason for the disputed item and any other 
transaction details available. The cardholder must also notify the vendor of the discrepancy. The 
cardholder is responsible for resolving the disputed item with the vendor.  
 
If any employee has a dispute that cannot be resolved by the cardholder, the employee MUST 
contact the Administration/ Finance Department for assistance. 
 
The Administration/ Finance Department must be notified of all disputed transactions within 30 
days of the statement date. 
 
Note on Returned Items: Items should be returned directly to the vendor by whichever means 
the vendor requires. It is the cardholder’s responsibility to ensure that proper credit is posted for 
any returned items. 
 
Lost or Stolen Cards 
If your card is lost or stolen, the cardholder must immediately notify the Administration/ Finance 
Department and their Department Head/Supervisor. Upon notification, the card will be 
suspended immediately and any charges posted to the account after the “missing date” will be 
denied. A new card will be issued upon completion of an application which indicates that the 
card is a replacement.  
Employee Access to Online Services 
Online access will be available so that the cardholder can view their current available credit and 
to view all current charges they have made. 
 
Cardholders are not permitted to make any changes to the account as they are not signing in 
under the primary account holder’s login/password.  Individual cardholder’s must share their 
login and password information with the Admin Office. 
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Glencoe Park District 
Credit Card Application Form 

 
The employee designated below is authorized to apply for and receive a Glencoe Park District 
credit card. 
 
First Name:              Middle Initial:          Last Name:      
 
Department:        Last 4 Digits of SS#:     
 
Statement Address:  Glencoe Park District 
    999 Green Bay Road 
    Glencoe, IL 60022 
 
Credit Card Limit (to be completed by Finance Department):       
 
Your signature below is verification that you have read and understand the Credit Card Program 
Policy and agree to comply with it.  
 
 
              
Employee Signature                Date 
 
              
Department Head Signature   Date 
 
  



Glencoe Park District 
Credit Card Use Policy/User Agreement 

 
Cardholder Responsibilities: 
1. I accept full personal responsibility for the safekeeping of the credit card assigned to me and 

that absolutely no one, other than me, is permitted to use the credit card assigned to me. 
2. If the credit card is lost or stolen, I agree to immediately notify my Department Head who 

will notify the Administration/ Finance Department immediately. 
3. A District card may be used for the purchase of goods or services only for official Park 

District business. 
4. I agree to submit receipts and documentation detailing the goods or services purchased, cost, 

and date of the purchase to the District by the due dates as per this policy in order to 
reconcile against the monthly credit card statement.  

5. I agree to surrender the credit card immediately upon request or upon termination of 
employment. 

6. I understand that I am financially responsible for purchases that are not approved by my 
Department Head. 

7. I understand that I am responsible for ensuring that purchases are exempt from sales tax 
(typically by displaying the tax exempt form/card – enclosed in this packet). 

 
Requirements for Use of Credit Card: 
1. The credit card is to be used only to make purchases for the legitimate business of the 

Glencoe Park District. 
2. The credit card must be used in accordance with the provisions of the Credit Card Policy and 

Procedures established by the Glencoe Park District. 
 

I,        have read and understand the Glencoe Park 
District Credit Card Policy and Procedures and I agree to adhere to them. 
 
              
Employee Signature                Date 
 
              
Department Head Signature   Date 
 
         
  



Glencoe Park District 
Missing Receipt Form 

 
This form is to be used in the rare circumstances that an itemized receipt was not 
provided/requested or has been misplaced. 
 
I am requesting vendor payment for the following expenses for which the itemized receipts are 
unavailable for my accounting: 
 

Date Amount Vendor Name Itemized Description 
    
    
    
    
    
   
By signing below, I am certifying that the above amounts are appropriate business expenses 
incurred by me on behalf of the Glencoe Park District. I further certify that these expenses 
comply with the requirements of all Glencoe Park District purchasing policies. 
 
I am aware that the District’s policy states that an itemized receipt is required for all purchases. 
 
              
Employee Signature                Date 
 
              
Department Head Signature   Date 
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