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®@ JOHN F. SWEETNAM

ARCHITECT « STRUCTURAL ENGINEER « 759 WEST MACON ST. « DECATUR, ILL. + PHONE 423-4322

August 21, 1964

Board of Directors
Decatur Public Library
457 North Main
Decatur, Illinois

Re: Termites

Gentlemen:

A rather extensive examination and search needs to be conducted to determine
whether or not any other termites than those recently exposed down in the Staff
Room are in the building.

In view of the type of construction that was used for the wood nailers for all of
the plaster surfaces on the exterior walls of the basement of the library building,
it will be necessary to expose about six to eight inches of the wall at the floor

. line to determine if any termites have come up through the nailers from the ground
below .

The nailers extend down the wall to the ground, and the concrete floor was poured
around them, thereby providing an avenue of access from the ground to the wood
above.

Mr. Traughber and I estimate that the cost of investigation and repair for the various
areas is as follows:

Staff Room (including work already done) S, :300.00
Technical Process - south wall 200.00
Miss Stafford's office 150.00
Janitor's room 150.00
Men's Toilet 100.00
Women's Toilet 100.00
Total $1,000.00.

Very traly yours,

. JES:R

cc: Mr. Blankenship

MEMBER OF THE AMERICAN INSTITUTE OF ARCHITEGCTS



DECATUR PUBLIC LIBRARY
Decatur, Illinois

MINUTES OF SPECIAL MEETING OF THE BOARD OF DIRECTORS
August 21, 1964

The Board of Directors of the Decatur Public Library met in special session to
consider the report on the termite investation found in basement,at the Main
Library, 457 North Main Street, Decatur, Illinois, August 21, 1964.

The meeting was called to order by Mr. Francis Hart, president at 4:10 pm.

Members Present: Members Absent:

Mr. Francis Hart, president Mr. Harold Koslofski
Mr. W.A. Sappington, vice~-president Mr. Robert West

Mrs. Dwight Nelson Mrs. Erich Stern
Mrs. Jos. Russell Mrs. Roger Pogue

Mr. David Pilcher
Others Present:

Mrs. Mary T. Howe, secretary
Mrs. Edith McNabb
Mr. Jon Woods, reporter Herald newspaper

Mr. John Sweetnam, architect made a report on the termite investigation. See
attached letter. It was estimated that the cost would be about $1000. Mr. Pilcher
moved the library proceed immediately with the investigation in line with Mr.
Sweetnam's recommendation. Mr. Sappington seconded the motion. Roll call vote was
taken. Mr. Hart, Mr. Sappington, Mrs. Nelson, Mrs. Russell, and Mr. Pilcher voted
aye., Motion carried.

Mr. Pilcher moved the Board authorize the Finance Committee to check the bill list
for August and pay the August bills. Mrs. Russell seconded the motion. Roll call

vote was taken: Mr. Hart, Mr. Sappington, Mrs. Nelson, Mrs. Russell, and Mr. Pilcher

voted aye. Motion carried.
Meeting adjourned at 4:30 pm.

Respectfully submitted,
qu,(t-"\x;, T )-J B LA
Mary T.| Howe

Secretary



Mrs. William Bliler
No. 8 Ewing Place
Decatur, Illinois

Johnson Meyer Co.
850-A Brewster Avenue
Redwood City, California

Eastern Illineis University
Charleston, Illinois

Mrs. Laura Bailey
264 Victoria Court
Decatur, Illinois

Mrs. Edith Brockway
1440 West Sunset Avenue
Decatur, Illinois

Ford Motor Company
Attention: E. Bordinat
21175 Oakwood Boulevard
Dearborn, Michigan

Fund for the Advancement of
Education

477 Madison Avenue

New York, N.Y.
10022

MARY T. HOWE, Librarian

August, 1964

GIFT LIST

8-19-64

8-19-64

8-24-64

8-28-64

8-28-64

8-28-64

457 NORTH MAIN STREET DECATUR, ILLINOIS

7 children's recordings

Margaret Keame - art book
Walter Keane -~ art book

Lincoln-Douglas Debate at

Charleston, Illinois, Sept.l8,
L858

Miscelleanous books from
Ruth Cade's library

Range doctor - autographed

The Ford book of styling

Four case studies of
programed instruction
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DECATUR PUBLIC LIBRARY
Decatur, Tllinois

BUDGET AND BILL LIST - AUGUST, 1964
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DECATUR PUBLIC LIBRARY
Decatur, Illinois
BUDGET AND BILL LIST - AUGUST 1964
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DECATUR PUBLIC LIBRARY e ' :

e , . _ Decatur, Illinois
BUDGET AND BILL LIST - AUGUST, 1964
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STATE OF ILLINOIS

. SECRETARY OF STATE
UL CHAMBERLAIN

s ST R S T R e

ILLINOIS STATE LIBRARY
SPRINGFIELD

August 3, 1964

Mrs. Mary T. Howe, Librarian
Decatur Public Library
Decatur, lllinois

Dear Mrs, Howe:
It will be necessary for the lllinois State Library to use local appropriated funds as

matching funds when applying for Library Services and Construction Act, Title I, Services
funds for fiscal 1965,

The following information is therefore requested from the Decatur Public Library, since
a federal project is planned for your library:

1. Total expenditures from local sources for

r(:oublic library services in Fiscal 1963 = =
July 1, 1962 = June 30, 1963) $270,354.49
@ May 1, 1962 - April 30, 1963)

2. Total amount available from local sources
for expenditur es Fiscal 1965 (July 1,1964=

June 30, 1965)(May 1, 1964 - $ 285,810.00
3 April 30, 1965)
Please show the source of these reported funds, ie:

Appropriation_ $285,810.00

Other 5 449,02

We will also need a report showing:

PLAN FOR SERVICES

A. Estimated Expenditures from Funds Available

Sources of  Total Next Six Current
Available Annual Months End- Six Months

Funds Budget fng Dec.3! Ending June 30
1964 /65 1964
{Oct.30,1964] (april 30,1965)
. Local $285,810.001$142,905.00 1 $142,905.00

Since these funds will be subject to verification by federal auditors it has been suggested
by our agency auditor that reported funds be made from records that can be easily verified
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MARY T, HOWE, Librarion 457 NORTH MAIN STREET DECATUR,

August 7, 1964

The Honorable Ellis B. Arnold, Mayor
and Council Members of the
City of Decatur, Illinois

Dear Mayor Arnold:

The Board of Directors of the Decatur Public Library met in special
session August 3, 1964 and passed the following items unanimously:

Resubmit the budget papers for the 1964/65 appropriation to the Mayor
and the members of the Decatur City Council for consideration to amend
the $285,810. figure to the original amount requested of $310,278. minus
the $7,000. which the library expects to receive from the U.S. Community
Facilities Office.

We understand an amendment may be made at this time if the need is
urgent. Such an amendment will enable the City Council to adjust the
tax levy to insure additional funds for the 1965/66 fiscal budget.
The above stated action was taken because the library is in dire need
of all of the funds requested on February 29, 1964. The original
budget papers are attached to this letter.

Please be assured that each item in the budget has been examined
carefully and the amounts listed are necessary for financing the
services performed by the Decatur Public Library which the patrons
expect and need.

The second item adopted was: Ask the Council to levy an additional amount
of money for an accumulated library building fund not to exceed the sum

of $1,500,000. This fund to be divided into equal amounts and accumulated
over a period of eight (8) years in order to build or remodel the present
Main Library building. Documented evidence of the need for additional
space in the Main Library building will accompany the budget request to

be presented March 1, 1965 for the 1965/66 library budget.

It is recognized that additional funds may be made available and thereby
reduce the amount of tax monies needed. The Library Board of Directors
will investigate Federal Aid through the Library Services and Construction

Act of 1964.
Thank you for your attention and interest in the Decatur Public Library.

Yours very sincerely,

Francis H. Hart, President
The Board of Directors
Decatur Public Library

ILLINOIS



.4 % i:;_:ét_'l'; b
t o
}:..i_ 8.:{{2 P
i € £
= - N

i o ] ’____‘_'.“
(e R e R

N

MARY T. HOWE, Librarian 457 NORTH MAIN STREET DECATUR, ILLINOIS

AN ESTIMATED STATEMENT OF CASH RECEIPTS, DISBURSEMENTS AND BALANCE FOR
THE FISCAL YEAR: MAY 1, 1964 - APRIL 30, 1965

RECEIPTS:
Taxes to be collected (1963) $278,000.00
Cash balance, April 30, 1964 1,779.02
Fines to be collected 64/65 9,000.00
Fees, Non-Resident (140 @%7) 980.00
Interest on Investments 800.00
Cash credits & reimbursements 700.00
$291,259.02 $291,259.02
DISBURSEMENTS :
100 sSalaries $190,000.00
200 Library Serv. & Maintenance 20,086.60
300 Building & Vehicle Maint. 22,481.00
400 Library Collection: Books,etc 49,648.00
500 Equipment 1,580.00
600 Rent Dill Branch 23,084 .40
$285,810.00 $285,810.00
APPROPRIATION FOR 1964/65 $285,810.00
EXCESS OF RECEIPTS OVER EXPENDITURES (Estimated)64/65 5,449.02



| Committees of the Board of Directors

August, 1964

FANE JTERM OF @FFICE TELEPHONE ADDRESS
Beginning Expires

Mz, Francis H. Hart, 1959 July 1, 1965 877-2848 *(H) 116 Wisconsin Dr.

President 423-4492 (3) Caterpillar Tractor
_ Ext. 338

Mr. Warren A. Seppington, 1963 July 1, 1967 423-1986  *{d) 328 South Westlawn
Vice=Presiden ; 428-6629 (B) Record & Sappington
Finance,Ch, ;Properties

Mr. Harold Roslofski 1959 July 1, 1965  429-7661 (i) 1226 E. Division
Properties,Personnel : 428-7791  *(B) Wagner Casting,Ext.74

Mrs. Dwight Nelson 1962 July 1, 1965 422-7232  *(d) 278 South Linden
Policy, Ch.;Finance

Mr. David Pilcher 1960 July 1, 1966 423-1303 (H) 326 South Linden
Properties,Ch,.;Policy - * 423«3451 *(B) Swain & Myers

Mrs. Roger Pogue 1962 July 1, 1967  428-6588 *(H) 304 Redwood Lane

. Finance, Personnel

Mrs. Joseph Russell 1963 July 1, 1966 422-5335 *(1) 2615 S. Franklin St.Road
Policy, Personnel : 423-9769 (B) Wm. Harris P. School

Mxs. Erich Stern 1960 July 1, 1966 429-7519  *(H) 1521 West Sunset
Pereonrel, Ch, ;Properties AN

Mr. Bchbert West 1964 July 1, 1967 423-7053  *(II) 605 West Prairie
Finance, Policy ' : ; 428-0901 (B) Tryco Mfg. Co.

Properties Committee-
4 P,M, Friday before Board Meeting

Firance Committee-
4 P.M, Wednesday before Board Meeting

Mr, Pilcher, Chairman
Mr. Seppingtca

Mrs. Stexrn

Mr, Koslofski

Mr. Sappington, Chairman
Mr, West

Mrs, Nelson

Mrs. Pogue

Personnal Committee-=

Policy Committee=~ Le
4:30 P,M; Third Thursday each month

4 P,M, Third Thursday each month

Mrs., Stetn,Chdirman
Mre. Russell

Mrs. Pogtle

Mz, Koslofski

Mrs, Nelson, Chairman
Mrs. Russell

'r.- West

e, Pilcher
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DECATUR PUBLIC LIBRARY
Decatur, Illinois

The regular meeting of the Board of Directors is held at 4:00 PM on the
last Friday of each month. No meeting is held during August and December unless

called by the President.

Board Meetings for the Fiscal Year 1964/65 are FRIDAY:

May 29, 1964 November 27, 1964
June 25, 1964 January 29, 1965
July 31, 1964 February 26, 1965
September 25, 1964 March 26, 1965
October 30, 1964 April 30, 1965

The Annual Meeting is held before May 15 each year in order to approve
the Annual Report which is due in the Illinois State Library and the Decatur
City Clerk's Office on or before May 15. Therefore, the Annual Meeting will

be held May 10, 1965.

The Budget Request for the Annual Appropriation is due March 1 each year.

Therefore, budget meetings will begin in November and final approval given at

. the January Board Meeting or no later than February. The Levy Request is due
July 1 - August 1, 196&.

Staff Institute Day is Monday, October 12, 1964, This year it will be
held in the Hott Memorial Center, Monticello.




NAME

Mr. Francis H. Hart,
President

Mr. David D. Pilcher,
Vice President

DECATUR PUBLIC LIBRARY
Décatur, Illinois

Committees of the Board of Directors
August, 1963

TERM OF OFFICE

Beginning Expires

1959

1960

Properties, Ch.;Policy

Mr. Jack Burnett
Finance,Ch.; Policy

Mrs. Jos: Russell
Personnel, Properties

Mr. Harold W. Koslofski
Finance, Personnel

Mrs. Erich Stern

Properties, Personnel,

Mrs. Roger B. Pogue
Finance, Personnel

Mr. W. A. Sappington
Policy, Properties

Mrs., Dwight Nelson
Finance, Policy, Ch.

Finance Committee =~

1959
1961

1963

1959

1960
Ch.

1962

1963

1962

July

July

July
July

July

July

July
July
July

July

Yekk

4 PM, Wednesday before Board Meeting

Mr. Burnett, Chairman

Mr. Koslofski
Mrs. Nelson
Mrs. Pogue

-rProperties Committee -
4 PM, Tuesday before Board Meeting

Mr. Pilcher, Chairman

Mr. Sappington

. Mrg, Stern
Mrs. Russell

8/13/63 jh

1,1965

1,1966

1,196L.

1,1964

1,1966

1,1965

1,1966

1,1964

1,1964

1,1965

*irk

TELEPHONE ADDRESS

877-2848 (H) 116 Wisconsin Drive
423-4492 (B) Caterpillar Tractor Co.

423-1303 (H) 326 South Linden
423-3451 Swain & Myers,
224 West Cerro Gordo

877-5088 (H) 6 Maple Court
429-4448 Gauger & Diehl,

Citizens Building

250 North Water Street
422-5335 (H) 2615 S. Franklin St. Rd.

429-7661  (H) 1226 East Division
428-7791 (B) Wagner Casting,
1275 East Sangamon
429-7519 (H) 1521 West Sunset
428-6588 (H) 304 Redwood Lane
428-1986 (H) 328 South Westlawn
423-3661 (B) Millikin University
422-7232 (H) 278 South Linden

Fek

Policy Committee =

4 PM, 3rd Thursday each month

Mrs. Nelson, Chairman
Mr. Sappington

Mr. Burnett

Mr. Pilcher

Personnel Comnittee -

4:30 PM, 3rd Thursday each month

Mrs. Stern, Chairman
Mr. Koslofski

Mrs. Pogue

Mrs. Russell



DECATUR PUBLIC LIBRARY
Decatur, Illinois

The regular meeting of the Board of Directors is held at 3:45 PM on the
last Friday of each month. No meeting is held during August and December unless
called by the President.

Board Meetings for the Fiscal Year 1963/64 are FRIDAY:

May 31, 1963 November 29, 1963
June 28, 1963 January 31, 1964
July 26, 1963 February 28, 1964
September 27, 1963 March 27, 1964
October 25, 1963 April 24, 1964

The Annual Meeting is held before May 15 each year in order to approve
the Annual Report which is due in the Illinois State Library and the Decatur
City Clerk's Office on or before May 15. Therefore, the Annual Meeting will
be held May 8, 1964.

The Budget Request for the Annual Appropriation is due March 1 each year,
Therefore, budget meetings will begin in November and final approval given at
the January Board Meeting or no later than February. The Levy Request is due
July 1 - August 1, 1963.

Staff Institute Day is Saturday, October 12, 1963. This year it will be
held in the Hott Memorial Center, Monticello.

8/13/63 jh



DECATUR PUBLIC LIBRARY
Decatur,Illinois

BOARD OF DIRECTORS, 1961/62
Committees -

FINANCE: FRLICY;
Mr. Harold Koslofski, chairman Mrs. Kim Greider, chairman
Mr. Pilcher Mr. Koslofski
Mrs. Stern Mr. Pilcher
Mrs. Moothart Mrs, Moothart
PROPERTIES: PERCOINTEL:
- Mr. Francis Hart,chairman #u. J2hi Cheeks, chairman
Mr. Cheeks iz, Lizdden
Mr. Madden Mrs. Greider
Mrs. Stern Mr. Hart

Appointed May 12, 1961
By Mr, Jack Burnett, president

Other considerations at the Firct cxecutiva committce meeting held immediately
after the annual Board of Dircctor's meeting, May 12th.

1. The informal meetings on the long range plans should begin soon. Suggested
that Fridzy roon luncheon meetings be held every other ok beginning
June 2, 1961. This would make the other meeting to follow: June 16, 30,
July 7, 21. This will bring the report into the July 28th Board meeting.

2, The June Board meeting will be held Junme 23, 1961 instead of June 30th.

3. Properties committee will hold a meeting in the very near future.

4. There will be a Board meeting May 26, 1961.

5. The Annual report from the Library is due to the City and State on May 15, 1961.
A letter will be written by Mr. Burnott to tranmsmit to the City.
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DECATUR PUBLIC LIBRARY
Decatur, Illinois
CQMMITTEES FCR THE BOARD OF DIRECTCRS

1959/60

FIMANCE COMMITIEE: Mrs. David Greider
Jack R. Burnett - Chairman
Francis Hart
Johkn G. Cheeks

LTBRARY ADVISCRY COMMITTEE: David Felts = Chairman
Edna M. Mocthart
Dean E. Madden

FERSCHNEL COMMITTEE: Maxine B, Ridgley - Chairman
Harold Koslofski
John G. Cheeks

POLICY COMMITTEE: Harold Koslofski - Chairman
David Felts
Maxine B. Ridgley

FROPERTIES COMMITTIE: Edna M. Moothart - Chairman
Jack R, Burnett
Francis Hart
Mrs. David Greider

fppointed by Dean Madden 8/25/59



DECATUR PUBLIC LIBRARY
Decatur, Illinois

. BY-LAWS

Board of Directors

The general functions and responsibilities of the library board include determi-
nation of general policy, its support and its extension of services. The Board shall
act as a unit; not as individuals, and instructions to the Librarian regarding policy
shall be given after majority vote.

Article I, Officers

The officers of the Board shall be President, Vice~President, and Secretary-
Treasurer.

Duties

The President shall preside at all meetings of the Board and shall appoint all

. standing committees. The President shall sign all checks issued with the approval of

the Board, shall issue calls for special meetings and perform all the other usual duties
of a presiding officer. He shall prepare for review by the Board, the Board's annual
report to the City Council.

The Vice-President shall assume the duties of the President in the absence or
incapacity of that officer.

The Secretary-Treasurer shall keep an accurate record of all the proceedings of the
Board, shall give due notice of all meetings, shall present reports of the financial
condition of the library, the sums expended each month and the progress of the work of
the library at every meeting. The Secretary-Treasurer shall have custody of the records
of the Board and shall notify the Mayor of vacancies on the Board. The Secretary-Treasurer
shall countersign all checks, purchase orders, and bill lists.

. Article 2., Meetings

Regular meetings. The regular meetings of the Board shall be held on the last
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Friday of each month at 4:00 PM in the library building. In the event the last Friday
falls on a holiday, the regular meeting shall be held on the third Friddy: The meeting
in January shall include discussion of the budget prepared by the City Librarian for
presentation to the City Council. (The levy for this budget is approved in the previgus
meeting in July and finalized by the City Council before the 31lst of August).

Annual Meeting. The annual meeting shall be held between the first and the fifteenth

day of May. At the annual meeting the full reports of the City Librarian, Secretary-
Treasurer and the Directors shall be presented to be approved for transmittal according
to law to the City Council and the Library Extension Division of the Illinocis State
Library in Springfield, Illinois.

The reports shall include a resume of the year's work with a detailed account of the
receipts and expenditures and plans for the ensuing year.

Election of officers shall be held at the annual meeting.

Special Meetings. Special meetings may be called by the President upon the request

of three Directors, and, in the absence of the Pregident, a special meeting may be called
at any time by the Vice-President, or Secretary upon request of three Directors.

Notice for special meetings shall state the purpose of the meeting, and no other
business shall be tramsacted at the meeting.

Absences. In the absence of the Vice-President, the meeting shall be presided
over by one of the Directors present who shall be chosen by the members for that purpose.
In the absence of the City Librarian, the Assistant City Librarian shall serve temporarily
as Secretary-Treasurer.

Quorum. Five shall constitute a quorum., Failing a quorum at a meeting, bills

may be passed upon approval by the Finance Committee.

Non-attendance of a Director at regularly scheduled meetings of either the Board and
standing committees of which he is a member for three successive months, shall be
regarded as a resignation, and it shall be the duty of the President to report the
same to the Mayor.

Election of Officers and Term of Office. The election of officers shall be held at
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the annual meeting in May. The terms of the officers for President and Vice-President
shall end on the 30th day of June and terms of their successors shall begin on the first
day of July. The officers shall be elected for one year. No officer shall be elected
to serve more than two consecutive terms.

Article 3. Order of Business

The order of business at all regular meetings shall be:

Call to order

Reading of the minutes of the last meeting and action thereon
Report of the City Librarian and Secretary-Treasurer

Payment of bills

Reports of committees

Unfinished business

New business

Adjournment

O~V WM

.

All motions at Board meetings which concern cash expenditures shall be voted on by roll
call.

Article 4. Committees

There shall be the following standing committees, appointed by the President for
one year consisting of a chairman and three other members.
Committee on Properties
Committee on Finance
Committee on Policy and Public Relations
Committee on Personnel
The term of all standing committees shall be until the 30th day of June following
the appointment.
The duties of each standing committee shall be such as are associated with its name,
or as shall be committeed to it by action of the Board.
The President may create such other committees from time to time, ashe may deem

necessary or desirable,

Article 5. Records of the Board.

All records and accounts of the library and of the Board shall be kept in the library
in the custody of the librarian. All such records and accounts shall be open to the

ingpection and use of all of the members of the Board at all reasonable times.



Article 6. City Librarian.

The City Librarian shall be responsible for carrying out policies of the Board
both as to their instruction and to their intent. The Librarian shall attend all
Board meetings, except those at which his appointment, dismissal or salary is to be
discussed or decided, but he shall have no vote. The Librarian shall act as, and have
the title of Secretary-Treasurer, take the minutes of Board meetings and give notice
of such meetings at the direction of the proper officer. He shall act with all standing
and special committees.

The Librarian shall be the chief administrative officer. He shall have general
charge of the library and all its branches and agencies in consultation with the Library
Board. He shall be responsible for the efficienmcy of the library's service to the public.
He shall certify to all bills and money expended, shall counter-sign all checks and shall
present monthly and annual financial and progress reports to the Board. He shall purchase
the books and periodicals for the library and have the power to expend the amount budgeted
for books and periodicals. He shall be responsible for the maintenance and care of all
library properties and the routine expenditures for such purposes. He shall have charge
of all library employees including dismissal. He shall be responsible for compliance
with the Decatur Civil Service Commission regulatioms. He shall have power to expend
the salary budget and the petty cash allowance. He shall have such other duties as the
Board may, from time to time, assign.

Article 7. Emplovees.

No person shall be employed in any capacity who is a relative or a member of the
family of a Director, and the Mayor shall be requested to appoint no Director who has a
relative or member of his family in the library's employ. No director nor his relative
shall receive compensation or profit from any library business.

Article 8. Gifts.

The Board may, at its discretion, accept gifts, donations or endowment funds for the

library.



Article 9. Amendments.

These By-Laws may be amended by a majority vote at a regular meeting, provided
written notice of the proposed amendment has been given at a preceeding regular meeting

or at a special meeting, provided written notice has been given ten days prior thereto

in writing.

Article 10. Prior By-Laws.

All Prior By-Laws are hereby repealed.

Adopted July 26, 1963.
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DECATUR PUBLIC LIBRARY
Decatur, Illinois

. RECOMMENDATIONS FOR CURRENT LIBRARY POLICY

1. Book reviews, talks and services in Decatur will be given on library time when schedules
permit. TIf library time cannot be allowed, organizations and individuals may contract
with individual staff members for their services outside library hours.

2. Minor and urgent repairs up to $500 will be acted upon immediately by the librarian.
The longer term planning for the library will be made with department heads, and pre-
sented by the librarian to the Properties Committee who in turn will make their recom-
mendations to the Board of Trustees.

3. Personnel appointments and separations will be reported monthly to the Board of Trustees.

.a.Financial estimates for the management of the library are incorporated in budget pro-
posals submitted by the librarian to the Finance Committee in January of each year. The
Finance Cormittee will recommend the budget to the Trustees in February of each year.

b.Bequests, gifts and funds may be accepted by the librarisn for the Trustees but only
without special committments. A list of donors will be reported to the Board each month
together with the wholesale cost evaluation of the gift when it exceeds $25. The library
will continue to accept memorial books for Decatur citizens.

c.Lost books will be paid for by the current replacement price and not the original pur-
chase price.

d.I1linois residents residing outside the corporate limits of Decatur who do not pay city
. property tax will pay a fee computed each fiscal year on the basis of the budget tax
appropriation, beginning July 1, 1958. ($3.39 - $3.40)

Students up through the 12th year and students and teachers in the educational institu-
tions in the city shall be given free service.

5. The Hours of Service -

The Staff shall work L0 hours a week for full time employment. This includes janitor-
ial service.
The Main Library shall be open -
Mon - thru - Friday 9 a.m. - 9 p.m.
Saturdays - 9 a.m. - 6 p.m.
All agencies will be closed on the following holidays:
Christmas Eve and New Year's Eve - 1 o'clock p.m.
Christmas and New Year's Day
Good Friday - 12-3 p.m.
Memorial Day
Independence Day
Labor Day
Thanksgiving
February 12, 22 and November 11 the staff shall rotate their services and be given
another free day when it becomes their turn to work.

Emergency closing in time of disaster shall be at the discretion of the person in
. charge with the consent of the Chief Librarian if there is time to obtain this.



Recommendation For Current Library Policy (Cont.) Zo

6. All materials belonging to the Decatur Public Library and services from them will be

. aveileble without charge including facsimilies, photostats, inter-library loan books,
films, and phonograph records.

The libregy=wilinot-medntain-a-rental boek-collection.

7. The Librarian may grant permission for non-profit clubs and organizations to meet in the
library. A request must be made and duly signed by a responsible member of each group
for the meeting space. This is for groups other than library sponsored groups which

shall always be given priority. No charge will be made for the room if meetings conclude
30 minutes after the library closes.

8. A 15 minute break for every four hours of work will be given each staff mermber - usually
one in the morning - one in the afternoon - and one in the evening - non-cumulative.

IT IS FURT
Fines on over
and September as
be charged. Previous

and lost library matewjal fees will“gontinue to

ot be recinded during“this period, ™

incurred fines wi



Decatur Public Library - Decatur, Illinois

Name of Record

1.

90
10.

11.

12,

13.

1k,

15.

16.
17.
18.
19.

20,

2l.

23.

2k,

25.

26.

Bills and Vouchers
Purchase Ordefs

Check Stubs and
Checks

Tax warrants
Auditors' Reports
Insurance policies
Ledger sheets
{Budget balance

sheets. )

Monthly payroll
ledger sheets

Budget documents
Finance Committee
Statements

Other Committee
Reports

Deposit slips

Bank Books and
Bank Statements

Circulation book
statistics

Board of Trustees
Minutes

Personnel Folders

Application letters
Bids and Contracts
Correspondence
Librarian's Expense
Account - Bills and

receipts

Annual reports
typed official

Annual reports
printed for public

Librarian's reports

Trustee notebook
récords

Department reports

Book Accounts
Ledger

Book Accessions
Record

RECORDS RETIREMENT SCHEDULE

No. of Years No. of Final Stage
in current use Second Stage pdditional of
Office Files of Disposition years Disposition
3 years audited Storage b years Destroyed

3 years audited Storage 4 years Destroyed

3 years audited Storage L years Destroyed
Keep permanently

Keep permanently

1 year after Destroyed

superceded

3 years Storage i years Destroyed

2 years audited Storage 8 years Destroyed

3 years Storage 4 years Destroyed

5 years audited

Incorporated in Board Minutes.

Until audited Destroyed

3 years audited Storage 4 years Destroyed

5 years Destroyed (incorp. in Annusl Reports.)

5 years loose leaf Bound and kept permanently (1 copy

microfilmed)
10 years (from  Destroyed
date of separation)
2 years Destroyed
5 years Storage 9 years Destroyed

2 years (review) Destroyed

Audited Destroyed

2 years Storage Bound and kept

2 copies put with typed or mimeographed reports.

2 years Bound and cataloged
1 year Destroyed
5 years Destroyed
2 years Destroyed

Permanently



