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1.00  INTRODUCTION 
�

The intent of this manual is to provide a guideline for Board practices, procedure, conduct, and purpose. 
This manual does not possess the force of law as it contains only general information and basic instruction. 
This manual supersedes all previously issued manuals. 
 

2.00  DEFINITIONS 
 

1. The Hampshire Township Park District will be referred to as the “Park District.” 
2. The Hampshire Township Park District Board of Commissioners will be referred to as the “Board.” 
3. The Hampshire Township Park District Executive Director will be referred to as the “Director.” 
4. The Hampshire Township Park District Board President will be referred to as the “President.” 
5. The Hampshire Township Park District Board of Commissioners General Practices and Procedures 
Manual will be referred to as the “Manual.” 
 

3.00  STATEMENT OF PURPOSE 
 

The Board functions under the authority of the Illinois Park District Code and within the frame work of 
laws, court decisions, and opinions of the Illinois Attorney General and similar mandates from the state and 
national levels of government. Board members, collectively, and individually, act as representatives of all 
residents of the District in maintaining and promoting the use of park and recreation activities. Through an 
evaluation of the available resources and the often conflicting needs and demands of all interested parties 
and groups, Board members will seek to move toward decisions and actions which best serve the 
recreational needs of the community as a whole. 
 

4.00  BASIC EXPECTATIONS OF ALL BOARD MEMBERS 
Accepted: 08/17/2005 
Revised: 5/18/2011 

1. Be well versed in the park district’s mission, services, policies, and programs. 
2. Attend all Board and committee meetings and functions. 
3. Review the agenda and supporting materials before Board and committee meetings. 
4. Serve on special committees and offer to take on additional assignments. 
5. Make education in the park and recreation fields a priority. 
6. Abide by all commissioner policies. 
7. Assist the Board in carrying out its fiduciary duties. 
8. Refrain from making special requests of the staff and from becoming involved in day-to-day 
operations. 
9. Business related communications from Board members to staff are encouraged. Staff member 
responses to these communications will be sent to all Board members. 
 

5.00  PRIMARY FUNCTIONS OF THE BOARD 
Accepted: 08/17/2005 
Revised: 

1. HIRE, SUPERVISE AND EVALUATE THE DIRECTOR. 
The Board will employ a properly educated and trained professional to serve as the chief 
administrator of the Park District and to fill the position of Director. 
 
2. PLAN FOR THE FUTURE. 
The Board will manage the progress of the Comprehensive Park Master Plan and all matters 
related to it. Specific plans and projects will be supervised and monitored through the five 
standing Board committees as required. 
 
3. MONITOR OPERATIONS. 
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The Board will make certain the Park District is operating as required. Specific aspects of the Park 
District’s operations will be supervised and monitored through the five standing Board 
committees. 
 
4. APPOINT THE BOARD SECRETARY. 
The Board will appoint a Secretary of the Board of Park Commissioners at its annual meeting. 
 
5. APPOINT THE BOARD TREASURER. 
The Board will appoint a Treasurer of the Board of Park Commissioners at its annual meeting. 
 
6. HIRE THE PARK DISTRICT ATTORNEY. 
The Board will retain the services of a qualified attorney either through an annual retainer or on as 
as-needed basis for purposes of assisting the Board in conducting its regular business according to 
the legal requirements of the Park District Code. The attorney will advise the Board in all legal 
matters and represent the interests of the Park District in any court actions. The Attorney will work 
closely with the Director to provide the Board with information, in a timely fashion, necessary for 
the continued smooth functioning of the District. 
 

6.00  PARK DISTRICT BOARD POSITIONS AND RESPONSIBILITIES 
Accepted: 08/17/2005 
Revised: 
All Board members will be responsible for establishing and monitoring goals for the Director and for 
contributing to the Director’s annual performance review. 

 
PRESIDENT OF THE BOARD 
1.  The President is the chief legislative officer of the Park District. 
2.  The President is the presiding officer at annual, regular, working, emergency and special          
meetings. 
3.  It will be the duty of the President to sign all Ordinances and Resolutions and all such other 
documents and papers of the Park District, which by law require a signature. 
4.  It will be the duty of the President to see that all policies of the Board are enforced and all 
orders of the Board faithfully executed. 
5.  The President will appoint additional committees as the Board may deem necessary. 
6.  In the absence of the Secretary at annual, regular, working, special and emergency meetings, 
the President will appoint a Secretary pro-tem. 

 
VICE-PRESIDENT OF THE BOARD 
In the President’s absence or in the event of the President’s refusal or inability to act, the Vice-
President will be vested with the powers to perform the duties of the President as specified above. 

 
SECRETARY OF THE BOARD 
It will be the duty of the Secretary to sign Ordinances and Resolutions and all such other 
documents and papers of the Park District, which by law require a signature by the Secretary. 

 
TREASURER OF THE BOARD 
It will be the duty of the Treasurer to sign Ordinances and Resolutions and all such other 
documents and papers of the Park District, which by law require a signature by the Treasurer. 

 
7.00  BOARD COMMITTEES 

Accepted: 8/17/2005 
Revised: 

Board committees are agents or instrumentalities of the governing body as a whole. Committees 
are responsible for: 
1.  Providing detailed studies of various issues. 
2.  Taking public input. 
3.  Conducting investigations. 
4.  Making detailed studies of pending proposals. 
5.  Keeping in close contact with the work of the various park district departments. 
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6.  Making recommendations to the full Board. 
7.  Reporting the progress of specific goals and objectives at the monthly regular meetings. 
 

7.01  BOARD COMMITTEE GUIDELINES 
1.  The President will appoint at the Annual Meeting Board members to serve as Chairmen on 
each committee with no Board member being appointed to serve as Chairmen on more than two 
committees. 
2.  Committees provide advice on a monthly basis to the Board in a particular area of the District's 
operation. 
3.  Advisory action takes the form of recommendation of advice on policy matters, if to the Board, 
or operations, if to the staff. 
4.  Committees have no fiscal authority or operating responsibility. 
5.  If additional assistance is required, each committee chairman may elect to add members to his 
committee. He/she may appoint non-Board members to serve as members. If this option is 
exercised, committee meetings will conform to the Illinois Open Meeting Act. 
6.  The President will serve as an ex-officio member on all committees. 
7.  All Board members are encouraged but not required to attend all meetings of all of the standing 
committees. However, it is important for all commissioners to try to attend all committee meetings 
as the detailed discussions of issues, which will appear before the Board for a vote, will take place 
at the appropriate committee meeting. 
 

7.02  STANDING BOARD COMMITTEES 
 
     1. Budget and Finance 

This committee is charged with the consideration of and recommendations on all issues relating to 
budgets and finance. 
 
Annual Assignments: 
 
A.  Thoroughly review, on a monthly basis, all bills and requests for disbursements presented to 
the District by the Finance/Human Relations Director at the regular meeting. 
B.  Thoroughly review, on a monthly basis, year-to-date budget developments presented to the 
District by the Finance/Human Relations Director at the regular meeting. 
C.  Provide an educated recommendation to the Board regarding final approval of the annual 
budget. 
D.  Become familiar with all aspects of the Park District’s financial picture through discussions 
with the Director and Financial/Human Relations Director. 

     2. Programs and Recreation 
This committee is charged with the consideration of and recommendations on all issues relating to 
programs and recreation. 
 
Annual Assignment: 
 
Thoroughly review, on a monthly basis, year-to-date programming and recreational budget 
developments presented to the District by the Recreation Staff at the regular meeting. 
 

     3. Planning 
This committee is charged with the consideration of and recommendations on all issues relating to 
planning. 
 
Annual Assignments: 

 
A.  Coordinate efforts of Board committees to comply with the various action steps as outlined in 
the Comprehensive Park Master Plan. 
B.  Explore any and all land appropriately available for purposes of extending taxation. 
C.  Explore the possibly of acquiring additional land for park purposes in conjunction with the 
Park District’s Comprehensive Park Master Plan. 
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D.  Monitor progress of the Park District’s Capital Improvement Plan. 
 

     4. Public Relations and Ethics 
This committee is charged with the consideration of and recommendations on all issues relating to 
public relations and ethics. 
 
Annual Assignments: 

 
A.  Meet with the press on current issues if the Director is unavailable. 
B.  Provide representation on the Ethics Committee if the need should arise. 
C.  Conduct public surveys regarding Park District programs and facilities. 
D.  Attend Hampshire Village Board meetings where Park District representation is recommended    
when presence has not already been designated to another Board member. 
E.  Assist the Director and Recreation Staff in improving the Park District’s public image. 
F.  Form and Chair a Referendum Committee, if an election year. 
 

     5. Personnel and Administration 
 

This committee is charged with the consideration of and recommendations on all issues relating to 
personnel and administration. 
 
Annual Assignments: 

 
A.  Review, approve, and amend practices and procedures as described in the Board of Park 
Commissioners General Practices and Procedures Manual. 
B.  Facilitate deliberations concerning the performance or actions of employees or Board members 
of the Park District. 
C.  Organize and monitor goals for the Director. 
D.  With the President of the Board, initiate and supervise the Director’s yearly performance 
appraisal. 
 

8.00  EXECUTIVE DIRECTOR 
Accepted: 8/17/2005 
Revised: 

1.  The Executive Director is designated by the Board as the Chief Executive Officer of the Park 
District and, as such, has complete administrative authority over the District and will be 
responsible for the efficient operation of the District, as designated in the job description. See 
Appendix C. 
2.  The Director will serve as advisor to the Board on matters of policy formation and will be cies 
and direction of the Board. 
3.  The Board authorizes the Director to appraise and continuously evaluate the effect of Board 
policy and the manner of its execution, and the efficiency and effectiveness of park and recreation 
personnel in terms of services rendered to the people of the District, to advise the Board on events 
and problems, both current and future, which will have an impact on the District and to aid the 
Board in its short and long term financial planning. 
4.  The Director is responsible for serving as the official representative of the District to all 
government as well as other public and private agencies and individuals. 
5.  The Director is responsible for administering the personnel policies of the District, directing the 
improvements of District parks, facilities and programs and presenting up-to-date information 
regarding these efforts to the public and to the Board. 
6.  The Director will be responsible for preparing an agenda for all Board Committee meetings to 
the appropriate individuals prior to the meeting. 
7.  The Board will provide the Director with an annual evaluation to be rendered by the President 
at the Executive Session of the Board meeting following his/her anniversary date. 
8.  The Director has ultimate responsibility for all other employees, whether full-time or part-time, 
of the District, as outlined in the Personnel Policies Manual. 
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9.  The Director, with the concurrence of the presiding officer, is responsible for the preparation of 
the agenda for all Board meetings including workshops and committee meetings. A Board packet 
for the regular Board meeting including the meeting agenda, the monthly bills to be approved and 
paid, an up to date statement of all of the income and expenditures listed by fund as well as a 
Treasurer’s Report showing the financial condition of the District, and all monthly staff reports 
will be provided to all Commissioners no less than three days prior to the meeting. 
10.  It will be the duty of the Director to record all ordinances and other proceeding of the Board 
of Commissioners and submit them in writing for approval or corrections by the Board before 
entering them in the permanent records of the District. 
11.  The Director will record all ordinances, orders, and resolutions of the Board of 
Commissioners by certifying the same under the seal of the Park District, placing them in the 
permanent record book with a memorandum showing the date of the passage and the date of 
posting or publication if required by law. 
12.  The Director will be responsible for conducting all official correspondence of the Board. 
13.  It is the duty of the Director to verify that a certified copy of the annual tax levy ordinance is 
filed with the Office of the Kane County Clerk on or before the last Tuesday in December. 
14.  It is also the Director’s duty to file a certified copy (within 30 days of its approval) but no later 
than July 31 of the District’s Annual Budget and Appropriation’s Ordinance with the County Clerk 
of Kane. 
15.  The Director will notify Commissioners and others whose presence may be required, by mail, 
e-mail, or in person, at least three (3) days before regular meeting and one (1) day before special 
meetings. The Director will receive all bills, communications and petitions addressed to the Board 
or its Secretary and present them to the Board at the regularly scheduled Board meeting. 
16.  The Director will be the custodian of all documents, papers and records belonging to the Park 
District and of the seal of the Park District in accordance with the law. 
17.  The Director will keep the record books, certified copies of all ordinances and proceedings of 
the Board of Commissioners and these record books will be open to the inspection of any tax 
paying resident of the Park District at reasonable and proper times. 
18.  The Director will perform such duties as may be required by law relative to regular and 
special elections such as the administration of all oaths and affirmations. 
19.  The Director will serve as the District’s Election Official and is responsible for handling or 
delegating responsibility to handle all of the District’s responsibilities relating to elections of the 
Park District Commissioners including distribution of election materials to interested 
candidate’s, arranging for publication of a “Notice of Election” in the local paper, and certifying to 
the County Clerk the names of all candidates who have fulfilled all of the necessary legal 
requirements to be placed on the election ballot. 
 

9.00  MEETINGS 
Accepted: 8/17/2005 
Revised: 5/18/2011 
 
1. NOTICE OF MEETINGS 
Public notice of all meetings, whether open or closed to the public, shall be given as follows: 
A.  The Park District will give public notice on its website of the schedule of regular meetings including 
dates, times, and places of such meetings no later than January 7 of each calendar year. 
B.  The Park District will supply the schedule of regular meetings including dates, times, and places of such 
meetings no later than January 7 of each calendar year to any news medium that has filed an annual request 
for such notice. 
C.  An agenda for each regular meeting will be posted at the principal office of the Park District and at the 
location where the meeting is to be held at least 48 hours in advance of the holding of the meeting. The 
requirement of a regular meeting agenda will not preclude the consideration of items not specifically set 
forth in the agenda. 
D.  Public notice of any special meeting except a meeting held in the event of a bona fide emergency, or of 
any rescheduled regular meeting, or of any reconvened meeting, will be given at least 48 hours before such 
meeting, which notice will also include the agenda for the special, rescheduled, or reconvened meeting, but 
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the validity of any action taken by the Park District which is germane to a subject on the agenda will not be 
affected by other errors or omissions in the agenda. 
E.  The requirement of public notice of reconvened meetings does not apply to any case where the meeting 
was open to the public and (1) it is to be reconvened within 24 hours, or (2) an announcement of the time 
and place of the reconvened meeting was made at the original meeting and there is no change in the 
agenda. 
F.  Public notice will be given by posting a copy of the notice at the principal office of the Park District 
holding the meeting or, if no such office exists, at the building in which the meeting is to be held. Any such 
news medium will also be given the same notice of all special, emergency, rescheduled or reconvened 
meetings in the same manner as is given to members of the Park District provided such news medium has 
given the Park District an address or telephone number within the territorial jurisdiction of the Park District 
at which such notice may be given. 
G.  Notice of an emergency meeting will be given as soon as practical, but in any event prior to the holding 
of such meeting, to any news medium which has filed an annual request for notice. 
 
2. QUORUM 
In order to conduct the business of the Park District, the Board must make decisions at regular and annual 
meetings with a quorum of members present. Three Commissioners will constitute a quorum for the 
Hampshire Township Park District. In the absence of a quorum, the Board members present will assemble 
and declare no legal meeting. The Board of Commissioners has approved a Remote Attendance Policy. 
(See Appendix F) 
 
3. ANNUAL MEETING 
The annual meeting of the Board will be held on the third Wednesday of May of each year at 6:00 p.m. or 
at such other date and time as the Board may set. 
 
4. REGULAR MEETINGS 
The regular meeting of the Board will be held on the third Wednesday of each month at 6:00 p.m. or at 
such other date and time as the Board may set. 
 
5. WORKING, EMERGENCY, OR SPECIAL MEETINGS 
Working, emergency, or special meetings may be called by the President or any two members of the Board. 
Notice of such meetings stating the time and place of the meeting and the purpose for which said meeting is 
called, will be provided to Board members and the press through the Director, or will be delivered to each 
member and the press a least one day prior to such meeting, or as soon as practical. 
 
6. PLACE OF MEETINGS 
All meetings of the Board will be held at the Recreation Center or at such other place as the Board my 
designate. 
 
7. OPEN MEETINGS 
All annual, regular, working, emergency, special, continued, and committee meetings will be open to the 
public except when an executive session may be called. Adjournment of a regular or special meeting to a 
later date may duly be taken by Board action. At such adjourned meetings, all business may be regularly 
transacted which would have been proper in the meeting from which adjournment was taken. 
 
8. EXECUTIVE SESSION 
The Board may call an Executive Session at such time and place as may be required for closed discussion 
of: 
1.  Personnel 
2.  Pending court proceedings 
3.  Land acquisition 
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9. AGENDA 
The Agenda will be as follows: 
I.  Call to Order 
 
II.  Approval of Agenda 
 
III.  Pledge of Allegiance 
 
IV.  MinutesV. Finance A. Treasurer's Report 

B. Payment of the Bills 
C. Approval of Transfers 
 

VI. Citizens to be Heard 
 
VII. Director’s Report 
 
VIII. Staff Reports 

A. Pre-school Director 
B. Finance/Human Relations Director 
C. Recreation Staff 

IX.  President’s Report 
 
X.  Committee Reports 
 
A.  Personnel and Administration 
B.  Planning 
C.  Budget and Finance 
D.  Public Relations and Ethics 
E.  Recreation and Programs 
 
XI. Old Business 

 
XII. New Business 

 
XIII. Executive Session 

 
IX.  Adjournment 
 

 
10. EFFECTIVE MEETINGS 
1.  The Board will refrain from lengthy discussions of the items that come before it at a regular Board 
meeting. 
2.  All detailed discussions will properly take place at working or committee meetings. 
3.  All Commissioners are encouraged to attend workshops or committee meetings so that they are 
sufficiently informed about an issue before voting at the regular Board meeting. 
4.  The regular Board meeting should be for discussions on final action only. This makes the Board 
meetings more efficient and more productive. 
5.  Concerns of the public that are brought to the Board’s attention will be considered at the appropriate 
time at any given meeting. 
 
11. DIRECTOR’S ATTENDANCE AT MEETINGS OF THE BOARD  
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The Director will be present at all meetings of the Board except when the Director is excused by the 
presiding officer. 
 
12. PRESIDING OFFICER OF MEETINGS OF THE BOARD 
1.  The President is the presiding and chief legislative officer of the Park District. The President presides at 
meetings and, as presiding officer, has the following duties: 
2.  Open the session and call the members to order. 
3.  Announce the business before the Board in the order in which it is to be acted on. 
4.  Recognize members entitled to the floor. 
5.  State and put to vote all questions that are rightfully moved or necessarily arise in the course of the 
proceedings and to announce the result of the vote. 
6.  Allow appeals from his or her rulings as chair of the meeting. 
7.  Protect the Board from frivolous or time-consuming action. 
8.  Restrain members when engaging in debate. 
9.  Keep the proceedings generally within the rules of order. 
10.  Require the meeting room to be cleared in case of disturbances or disorderly conduct. 
11.  Assist in expediting business in every way compatible within the rights of the Board. 
12.  The President’s vote will be called for on matters before the Board with the other Commissioners. 
13.  In the event that both the President and Vice-President are absent from a meeting at which a quorum of 
Commissioners may be present, the Secretary will call the meeting to order and call for selection of a 
President pro-tem for the meeting by vote of the Commissioners present. 
 
13. VOTING 
For purposes of voting on issues, which come before the Board, the President will call the roll and record 
the ayes and nays of the commissioners in attendance. The roll will be called in rotating order (with the 
President voting last) such that the voting order is different for successive roll calls. The Director will also 
record initiation and seconding of motions and maintain these records. These records, except for the 
minutes and roll call of legally executed Executive Sessions will be available for public inspection. 
 
14. PUBLIC INPUT 
Requests by the public for additions to the agenda of the regular Board meeting will be made in writing to 
the Director not later than 5:00 p.m. the Thursday prior to the scheduled meeting. Such items will be 
considered under the portion of the agenda defined as New Business. All other 
public input at regular Board meetings will be handled under the portion of the agenda defined as Citizens t

 o be Heard. 
 

10.00  BOARD MEMBER POLICIES 
 

10.01  VACANCY POLICY 
Accepted: 8/17/2005 
Revised: 
The Board may declare vacant the office of any commissioner who: 

1. Dies, 
2. Resigns, 
3. Ceases to be a legal voter in the district, 
4. Refuses or neglects to take the oath of his/her office, 
5. Or, deliberately violates any Board member policies. 
 

Vacancies will be handled in the following manner: 
 

1.  Vacancies will be formally acknowledged at the next regular meeting after the 
vacancy has occurred. 
2.  Vacancies will be filled without practical delay. 
3.  The Board will advertise directly in a local newspaper of general circulation for 
applications to fill the vacancy. See Appendix D. 
4.  Of those submitting written applications to the Board, the most qualified, in the 
Board’s opinion, will be invited for oral interviews. See Appendix E. 
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5.  Of those applicants who have met with the Board for interviews, the most qualified, in 
the Board’s opinion, will be selected to fill the vacancy. 
6.  Vacancies will be filled and appointment will be formally acknowledged at the next 
regular meeting following the selection. 
7.  Any person so appointed will hold his/her office until the next regular election for this 
office, at which time a member will be elected to fill the vacancy for the unexpired term, 
subject to the following conditions: 

A.  If the vacancy occurs with less than 28 months remaining in the term, the 
person appointed to fill the vacancy will hold his/her office until the expiration 
of the term for which he or she has been appointed, and no election to fill the 
vacancy will be held. 
B.  If the vacancy occurs with more than 28 months left in the term, but less than 
88 days before the next regularly scheduled election for this office, the person 
appointed to fill the vacancy will hold his/her office until the second regularly 
scheduled election for the office following the appointment, at which time a 
member will be elected to fill the vacancy for the unexpired term. 

10.02  ATTENDANCE POLICY 
Accepted: 8/17/2005 
Revised: 
 
The goal of the Board is to have full attendance at all meetings. 
Commissioners will be allowed four excused absences during each calendar year due to business 
travel, illness, or emergency situations. Commissioners must notify the President of their absence 
and reason for their absence before the scheduled meeting. In the event that the President is 
unavailable, commissioners must notify the Vice President of their absence. 
Commissioners who fail to attend a meeting without being excused by the Board will be reminded 
of the policy in an official letter from the President. If a Board member is absent 
without notice twice, the commissioner will be asked to resign from the Board at the next 
scheduled regular meeting. 
Vacancies will be filled by Presidential appointment and accepted by the Board at the next regular 
meeting or as soon as practical. 
 

10.03  CODE OF CONDUCT POLICY 
Accepted: 8/17/2005 
Revised: 
 
In the discharge of their duties, Board members act as a Board and not as individuals. The 
individual Board member has no more authority over park and recreation policies or personnel 
than any other citizen. A Board member has no legal or moral right to speak for the Board unless 
specifically authorized to do so by action of the Board. It is improper, imprudent and unethical for 
individual Board members to make public pronouncements and/or conjectures about Board 
discussion either not yet decided by official Board action or decided in a properly called executive 
session of the Board. 
To be an effective member of the Park District Board, commissioners will refrain from the 
engaging in the following behavior: 

1.  Criticizing a Board decision that was voted on and passed by the majority of the 
Board, but that he/she did not specifically support. 
2.  Refusing to change his/her mind on any issue regardless of the evidence that is 
presented. 
3.  Ridiculing past Board members and the decisions made by the Board before he/she 
became a member. 
4.  Refuse to compromise when decisions have stalemated. 
5.  Constantly criticize and question Board policies and executive decisions, and 
compulsively dissent on almost every issue. 
6.  Hold grudges about fellow Board members when they do not agree with him/her. 
7.  Try to give instructions to the Director as an individual Board member. 
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8.  Appear at park sites or facilities giving orders to employees. 
9.  Fail to read Board packets and prepare for the Board meetings. 
10.  Arrive late at Board meetings and leave early. 
11.  Demonstrate to his/her fellow Board members that he/she has all the answers for 
every issue. 
12.  Divulge information from an executive Board meeting. 
13.  Try to dominate conversation at every Board meeting. 
14.  Want the district to be a haven for hiring friends and the politically deserving. 
15.  Resent the salary of the Director because it is more than he/she makes or more than 
his/her spouse makes. 
16.  Have no interest in being educated on good Boardmanship. 

Conduct policy violations will be handled in the following manner: 
 

1.  The majority of the Board must determine, in executive session, that the 
commissioner’s behavior is intentional or not to be in the best interest of the Park District. 
2.  Once it has been determined that the behavior in question is intentional and reasonable 
efforts have been made to rectify the commissioner’s behavior, he/she will receive a 
verbal warning from the President, in executive session, reminding him/her of the policy. 
3.  Commissioners who choose to continue to display the behavior of which they have 
been warned or initiate new conduct policy violations will receive a written warning from 
the President reminding them of the policy. 
4.  After the third violation, the commissioner will be asked to resign from the Board. 

 
10.04  CODE OF ETHICS POLICY 
 

Accepted: 8/17/2005 
Revised: 
Believing that park and recreation services are vital to the enhancement of the quality of life; 
believing that each individual has the right to discover opportunities for creative, mental, and 
emotional stimulation, relaxation, physical development, and leisure experiences; believing that 
the primary purpose of the park and recreation movement is to facilitate equitable leisure 
opportunities; and believing that park and recreation professionals are entrusted with the 
responsibility to create a positive climate by which people can partake in leisure activities, the 
Board proposes for the guidance of its members, the following principles: 

1. Responsibility to those we serve. 
A.  Respects people as individuals and serves all in an equitable and fair manner. 
B.  Is worthy of trust and recognizes the importance of confidentiality. 
C.  Informs and educates the community of leisure opportunities and environmental 
issues. 

2. Responsibility to our community. 
A.  Strives to improve life within the community. 
B.  Promotes the awareness of individual and cultural diversity. 
C.  Recognizes community needs and trends and manages positive change. 
D.  Develops standards for positive maintenance of natural resources. 

3. Responsibility to self. 
A.  Maintains relationships with fellow board members based on mutual integrity, trust and 
respect. 
B.  Clearly separates professional from personal points of view. 
C.  Maintains a commitment to personal and professional growth. 
D.  Avoid personal gain or profit from the performance of job duties and responsibilities. 

4. Responsibility to the Park District. 
A.  Cooperatively works within the structure of the Park District. 
B.  Strives for the highest standards of professional competence, fairness, impartiality, efficiency, 
effectiveness, and fiscal responsibility. 
C.  Assists in promoting the Park District to the community. 
D.  Respects policies and procedures in a professional manner. 
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E.  Initiates positive change. 
F.  Adheres to standards of personal conduct acceptable for professionals in the community. 
G.  Adheres to the requirements of the Public Officer Prohibited Activities Act. (See Appendix G) 

5. Responsibility to the park and recreation profession. 
A.  Maintains membership within the professional organization. 
B.  Actively participates and contributes to the advancement of the profession. 
C.  Recognizes and promotes the values of the profession. 
D.  Actively promotes and encourages individual and cultural diversity. 

Ethics policy violations will be handled in the following manner: 
1.  The majority of the Board must determine, in executive session, that the commissioner’s 
behavior is intentional or not to be in the best interest of the Park District. 
2.  Once it has been determined that the behavior in question is detrimental and reasonable efforts 
have been made to rectify the commissioner’s behavior, he/she will receive a verbal warning from 
the President, in executive session, reminding him/her of the policy. 
3.  Commissioners who choose to continue to display the behavior of which they have been 
warned or initiate new ethic policy violations will receive a written warning from the President 
reminding them of the policy. 
4.  After the third violation, the commissioner will be asked to resign from the Board. 
 

10.05  ANTI-NEPOTISM POLICY 
Accepted: 8/17/2005 
Revised: 
No relative of a commissioner will be eligible to become a full-time employee of the Park District 
in any position. The term “relative” will mean and include spouses, brothers, sisters, sons, 
daughters, stepchildren, in-laws, aunts, uncles, nieces, nephews, parents, grandchildren, and 
grandparents. 

 
10.06  CONFLICT OF INTEREST POLICY 

 
Accepted: 8/17/2005 
Revised: 

The Park District expects the Board to conduct business according to the highest ethical standards of 
conduct. 

1.  Commissioners are expected to devote their best efforts to the interests of the Park District. 
2.  A potential or actual conflict of interest occurs whenever a commissioner is in a position to 
influence a decision that may result in a personal gain for the commissioner or an immediate 
family member (i.e., spouse or significant other, children, parents, siblings) as a result of the Park 
District’s business dealings. Business dealings that appear to create a conflict between the interests 
of the Park District and a commissioner are unacceptable. 
3.  The Park District recognizes the right of commissioners to engage in activities outside of their 
Board commitment which are of a private nature and unrelated to our business. However, the 
commissioner must disclose any possible conflicts so that the Director and remainder of the Board 
may assess and prevent potential conflicts of interests from arising. 
4.  It is the responsibility of every commissioner to disclose any personal or financial interest in 
any person, firm, company or any business entity doing business with the Park District. This 
information is required to determine whether any undue or special influence may be involved in 
sales to or purchases from the Park District. Such disclosure must be made in writing by the 
commissioner and forwarded to the remainder of the Board for review of a potential conflict of 
interest. 
5.  Commissioners are required to file a Statement of Economic Interest as required by Illinois 
Law. 
6.  If a commissioner has any question whether an action or proposed course of conduct would 
create a conflict of interest, he/she should immediately contact the remainder 
of the Board to obtain advice on the issue. The purpose of this policy is to protect commissioners 
from any conflict of interest that might arise. 
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7.  Although it is not possible to specify every action that might create a conflict of interest, this 
policy sets forth the ones that most frequently present problems. 
8.  A violation of this policy may result in immediate and appropriate discipline, up to and 
including immediate removal. 
 

 10.07  EMPLOYEE’S PERFORMANCE OF DUTIES 
Accepted: 8/17/2005 
Revised: 
No Board member will inhibit, obstruct or otherwise interfere with any Park District employee in 
the performance of his/her assigned duties. All inquires relating to District employees should 
proceed through the Director. 
 

10.08  RETIRING OR RESIGNING COMMISSIONER 
 

Accepted: 8/17/2005 
Revised: 
When a commissioner is retiring or resigning after successfully completing at least one, full six-
year term, the Commissioner will be honored in a Board adopted resolution and will be presented 
with a recognition plaque. 
 

10.09 USE OF DISTRICT PROGRAMS, EQUIPMENT AND FACIL ITIES 
 

Accepted: 8/17/2005 
Revised: 12/19/2007 
Members of the Board of Park Commissioners and immediate family members (spouse and 
dependent children living at home) will be allowed use of Park District programs, equipment, and 
facilities per the stipulations listed below: 

1. Recreation Programs/Group Lessons 
Participation in recreation programs offered by the Park District is available to all current Board 
members and immediate family members at cost. 

A.  The Board member or immediate family member pays the Park District for 
any out-of-pocket expense in connection with attendance in the program or 
lesson. Out-of-pocket expenses include but are not limited to equipment, 
supplies, uniforms, snacks, trophies, contractual fees, and registration fees. 
B.  Board members or immediate family members are not eligible to register for 
any resident lottery for recreation programs without complying with all 
requirements, regulations, rules and fees. 
C.  Registrations are handled as customary. Interested parties must contact the 
appropriate program supervisor to obtain the out-of-pocket expense for each 
program a participant will be enrolling in. These out-of-pocket expenses will be 
paid to the Park District at time of registration. 

2. Equipment 
Park owned equipment, except authorized by the Director, will not be used away from Park 
property. 

3. Facilities 
Permission to use facilities, after hours, must be obtained from the Director. 
 

10.10  REIMBURSABLE EXPENSES 
Accepted: 8/17/2005 
Revised: 
Individual members of the Board will be reimbursed for reasonable expense incurred in attending 
conferences or making trips on official business for the Park District when so authorized by the 
Board. If Board members are elected or selected for Park and Recreation Association involvement, 
the District will pay associated expenses if the Association does not. 
 

10.11  TIME OFF FOR OFFICIAL MEETINGS ACT 
Accepted: 8/17/2005 
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Revised: 
Any elected official of the Park District on the day and time of an official meeting of the Park 
District to which the official has been elected, will be entitled to absent himself from any services 
or employment in which he is then engaged or employed, for a period of time in which the official 
meeting is held and will be entitled to necessary traveling time to and from the meeting. 
Such elected official will not because of so absenting himself from employment be liable to any 
penalty; except that the employer may deduct an amount of compensation from the elected 
official's wages for the period of absence. 
The elected official must inform the employer in advance of his intent to absent himself from 
employment for attendance at the official meeting. No employer will refuse to an elected official 
of the Park District who is employed by him the privilege conferred by this section nor will such 
employer subject the employee to a penalty for exercising such privilege., except as otherwise 
provided by this section. No employer will directly or indirectly violate the provisions of this 
section. 
For the purposes of this section, "official meeting" means any gathering of the Park District in 
which a quorum of the members are expected to attend and which is to be held for the purpose of 
discussing public business. 
 

10.12  PROCEDURE FOR NAMING OF PARKS, RECREATION AREAS AND FACILITIES 
Accepted: 8/17/2005 
Revised: 07/18/2007 
The Board of Commissioners of the Hampshire Township Park District recognizes the need to 
properly identify all park and/or recreation areas and facilities within the jurisdiction of the Park 
District. The naming of all such park and/or recreation areas and facilities is the responsibility of 
the Board of Commissioners. 
Before a park, recreation area or a facility is named, the Board of Commissioners may ask the 
Park District community to participate in the process by submitting suggested names. To follow 
are the guidelines and criteria: 

1. Suggestions must be submitted in writing and include an explanation for the 
suggestion. 
2.  Suggestions should be based on geographical, historical or ecological relationships to 
the park, recreation area or facility to be named or for an individual who has provided 
exceptional contributions and/or service to the Hampshire Township Park District. 
3.  Suggestions should be accompanied by the name, address and phone number of the 
person(s) making the submission. 
4.  All submissions should be mailed to the Park District Executive Director, 390 South 
Avenue, P.O. Box 953, Hampshire, IL, 60140. 
5.  In order to be considered, all suggestions must be postmarked by the published 
deadline, if appropriate. 
6.  All maps, plats, and other official records and instruments of the Park District shall 
reflect the Board’s action. 
7.  Upon officially naming a park and/or recreation area or facility, the Board shall cause 
to have erected a suitable identifying sign. 

 
10.13  ACCEPTANCE OF GIFTS 

Accepted: 05/18/2011 
Revised: 
The Board of commissioners may accept gifts from any foundation, other entity or individual, 
provided the gift can be used in a manner compatible with the Board's objectives and policies. 
While the Board encourages unrestricted gifts, donations to fund specific projects are acceptable if 
the project is approved by the Board. All gifts received become the property of the Park District. 
 

11.00  FISCAL OPERATING AND FINANCIAL POLICIES 
Accepted: 8/17/2005 
Revised: 
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It will be the policy of the Board to exercise prudent financial judgment and practices such that the Park 
District remains financially sound. Thus, the Board recognizes that it must balance current expenditures 
with current income, provide monies for capital improvements, and otherwise plan for the future without 
creating an excessive tax burden for the community. 

1.  The Board will avoid budgetary practices such as financing a current year operations deficit by 
selling debt. Such deficits will be handled, if all possible, by a combination of current year 
expense reduction and revenue enhancement (such as through increased fees and charges). 
2.  Expense reduction should not include necessary maintenance or repairs. 
3.  The Board will review, on a line-by-line basis, the Annual Budget of the District including 
proposed capital expenditures. 
4.  The Board will review on a monthly basis the current account status of each of the funds of the 
District. 
 

11.01  LEVY TAX RATE PLAN 
 

Accepted: 8/17/2005 
Revised: 
The Board will maintain a policy of keeping its levied tax rate extension including the levy for all 
debt service and Limited Tax Bonds within the limitations imposed by the Property Tax Extension 
Limitation Act (Tax CAP Law) as long as this provides funds adequate to maintain an acceptable 
level of programs and services. To exceed this would require a successful tax rate increase 
referendum. 
 

11.02  LIMITED TAX BONDS 
 

Accepted: 8/17/2005 
Revised: 
The Board will finance capital improvements with limited tax bonds (non-referendum) as 
necessary. The Board will attempt to sell the full amount of the bond issue to one of the local 
institutions; if this is not possible or if the offered interest rate is not competitive, the Board will 
explore other options including engaging the services of a financial consultant to market the 
bonds. Single purpose bond issues of sufficiently large dollar amounts which exceed the District’s 
non-referendum bonding authority will be submitted for voter approval before being sold. 
 

11.03  AUDIT 
Accepted: 8/17/2005 
Revised: 
The Board will insist on full financial disclosure in annual financial statements, bond 
representations and all other documents subject to review by the public. The Board should direct 
that, in general, the accounting procedures followed by the Director and the Finance Human 
Relations Director which are specified in the District’s investment and banking policies and 
procedures, should be prudent and should conform to accepted principles and standards of 
Governmental Financial Accounting Standards Board, and the Financial Accounting Standards 
Board as well as to the requirements of the Illinois Compiled Statutes. 

 
11.04  DISBURSEMENTS 

Accepted: 8/17/2005 
Revised: 
The Board will thoroughly review, on monthly basis, all bills and requests for disbursements 
presented to the District and will annually provide funds for and appoint an Auditor to thoroughly 
review the financial statements, accounts and position of the District and submit to the Board a 
written report detailing their findings and recommendations. 
 

11.05  FULL COST RECOVERY 
Accepted: 8/17/2005 
Revised: 
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The Board recognizes that there are certain general and administrative costs associated with the 
day-to-day operations of the District and that therefore, all of the various funds should contribute 
an appropriate portion of the levied amount towards this administrative overhead. These costs, 
which include such items as salaries, office supplies and computer processing costs, etc., will be 
set at a reasonable level by the Director, in consultation with the Finance/ Human Relations 
Director, for each fund and these figures will be reviewed by the Board as part of the annual 
working budget. The Board also recognizes that all recreational and facility programming has 
associated maintenance costs. 
 

11.06  WORKING BUDGET 
Accepted: 8/17/2005 
Revised: 
The Director will be charged with overseeing the preparation of the annual working budget, which 
will detail the expected sources and amounts of revenues and expenditures for each fund levied for 
by the District. 
There are currently separate funds for levying and assessing taxes on property within the District 
and the District may annually levy taxes for each fund subject to rate limitations as specified in the 
Park District Code. 

1.  The first draft of the annual working budget will be presented to the Board no later 
than the third Wednesday in March and will be thoroughly reviewed by the Board. 
2.  The presentation of the annual working budget will include a written description of the 
significant changes from the prior year’s budget, the results of significant organizational, 
operational or accounting changes, and the timetable for review, revision public display 
and adoption of the Budget and Appropriation Ordinance, the Annual Levy Ordinance 
and the Truth-in-Taxation Hearing. 
3.  Final approval of the tentative operating budget by the Board will occur at a Board 
meeting prior to the beginning of the fiscal year (May 1), usually at the regular April 
Board meeting. 
 

11.07  BUDGET AND APPROPRIATION 
Accepted: 8/17/2005 
Revised: 
Upon approval of the budget, in tentative form, by the Board, the Director will supervise the 
preparation of the Budget and Appropriation Ordinance with inputs from the Finance/ Human 
Relations Director and the Attorney. 

1.  The Budget and Appropriation Ordinance will be released for public inspection by 
vote of the Board at an open meeting on or prior to the third Wednesday in April. 
2.  After a period of at least 30 days, but not later than the third Wednesday of July, the 
Board will hold a public hearing on the Budget and Appropriation Ordinance and will 
then vote its approval. 
3.  Prior to the end of the fiscal year, the Board may make transfers between various 
funds such as other adjustments to the budget as are proper and necessary under the 
Illinois Complied Statutes and in accordance with generally accepted prudent accounting 
principles. 
 

11.08  TAX LEVY 
Accepted: 8/17/2005 
Revised: 
The annual Tax Levy Ordinance will be substantially the same in content (within the appropriated 
amounts) as the Budget and Appropriation Ordinance with the exception that the Tax Levy 
Ordinance does not include debt service. The levy for Debt Service Fund is accomplished through 
a Limited Tax Bond Ordinance. The annual Tax Levy Ordinance will be approved by the Board 
and be adopted no later than the December Board meeting and must be filed by the Director with 
the County Clerks no later than the fourth Tuesday in December. 
 

11.09  DEBT SERVICE PRINCIPLES AND PROCEDURES 
Accepted: 8/17/2005 
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Revised: 
Inappropriate levels of use of debt can be the beginning of significant problems. Short-term 
borrowing to cover routine costs can be expensive and is a sign that the Park District is probably 
financially over-extended. Furthermore, a debt level which is too high places a financial burden on 
the taxpayers and could adversely affect the health of the local business community. 
However, taking on reasonable levels of debt can provide a mechanism to reduce the cost for the 
District by allowing funding of projects or equipment purchases sooner than paying for them from 
current revenues thus reducing or negating cost increases due to inflation. 
The Board also realizes that the condition of the facilities and programs of the District are an 
important component in maintaining local property values at a desirable level and that the funds 
necessary for the maintenance and improvement of these facilities and programs must be provided. 
Thus, the Board will adhere to the following general debt policies: 

1.  The Board will attempt to ensure that the District maintains the best possible bond 
status. 
2.  Limited Tax Bond (non-referendum) debt service requirements will not exceed 33% 
of the budget unless an Advisory Referendum has been approved by the voters of the 
District subject to legal requirements of the Illinois Complied Statues. 
3.  Minimum reserves equal to the next principle and interest payment will be maintained 
in the Debt Service Fund. 
4.  Borrowing must be confined to capital improvements. 
5.  No Commissioner, Committee, Officer or any person employed by or otherwise 
associated with the Park District will be authorized to create any financial liability on 
behalf of the District except that said liability will be approved in nature and amount by 
the Board at a duly constituted meeting and recorded in the minutes of such meeting, or 
in accordance with the District’s purchasing policy. 
6.  The Director is charged with upholding the Board approved investment and Bank 
Depository Policies and Procedures with regard to investing its financial assets. Their 
assets include any new funds created by the Board of Park Commissioners unless 
otherwise exempt. 

11.10  BOND SALE 
Accepted: 8/17/2005 
Revised: 
Limited Tax Bonds may be issued after it has been determined what the dollar amount of the 
bonds will be. The Financial Advisor will invite bids from other local financial institutions. If 
these bids are not competitive, the Financial Advisor will be authorized to market the bonds 
subject to the bid process. The Bond Ordinance will be written by the Attorney and the Attorney 
will also seek a written opinion of the bonds’ tax-exempt status from the proper legal experts. The 
Bond Ordinance will then be adopted by the Board no later than the December Board meeting so 
the bond sale can be completed on or before December 31. 
 

11.11  INVESTMENT POLICY 
Accepted: 02/07/2007 
Revised: 
The finances of the District are the tool by which the District serves the public. All financial 
operations of the District shall be performed in accordance with written polices, procedures or 
ordinances, and shall be recorded in an established manner. Internal controls shall be such that 
accurate records of all transactions will be available for audit purposes. 

1. Scope 
This policy applies to the investment of short-term operating funds. 

A. Pooling of Funds 
Except for cash in certain restricted and special funds, the entity will consolidate 
cash balances from all funds to maximize investment earnings; Investment 
income will be allocated to the various funds as authorized under the provisions 
of the Illinois Park District Code. 

2. General Objectives 
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The primary objectives are that the investments shall seek to preserve capital, provide liquidity 
and maximize income. 
To attain these objectives, diversification of maturities and securities will be maintained. The 
annual interest earnings goal is the average rate of return on C.D.’s, Commercial Paper and 
Banker’s Acceptance, taking into account the need to meet all operating expenses. Investments 
should meet cash flow needs, and short and long term goals. 
 

A. Safety 
 

Safety of principal is the foremost objective of the investment program. Investments shall 
be undertaken in a manner that seeks to ensure the preservation of capital in the overall 
portfolio. The objective will be to mitigate credit risk and interest rate risk. 

a.  Credit Risk 
The entity will minimize credit risk, the risk of loss due to the failure of the 
security issuer or backer, by: 

1.  Limiting investments to the safest types of securities. 
2.  Pre—qualifying the financial institutions, broker/dealers, 
intermediaries, and advisors with which an entity will do business. 
3.  Diversifying the investment portfolio so that potential losses on 
individual securities will be minimized. 

b.  Interest Rate Risk 
The entity will minimize the risk that the market value of securities in the 
portfolio will fall due to changes in general interest rates, by: 

1.  Structuring the investment portfolio so that securities mature to meet 
cash requirements for ongoing operations, thereby 
avoiding the need to sell securities on the open market prior to 
maturity. 
2.  Investing operating funds primarily in shorter term securities, 
money market mutual funds or similar investment pools. 

B. Liquidity 
 
The investment portfolio shall remain sufficiently liquid to meet all operating 
requirements that may be reasonably anticipated. This is accomplished by structuring the 
portfolio so that securities mature concurrent with cash needs to meet anticipated 
demands (static liquidity). Furthermore, since all possible cash demands cannot be 
anticipated, the portfolio should consist largely of securities with active secondary or 
resale markets (dynamic liquidity). A portion of the portfolio also may be placed in 
money market mutual funds or local government investment pools which offer same—
day liquidity for short term funds. 
 
B. Yield 

 
The investment portfolio shall be designed with the objective of attaining a market rate of 
return throughout budgetary and economic cycles, taking into account the investment risk 
constraints and liquidity needs. Return on investment is of secondary importance 
compared to the safety and liquidity objectives described above. The core of investments 
are limited to relatively low risk securities in anticipation of earning a fair return relative 
to the risk being assumed. Securities shall not be sold prior to maturity with the following 
exceptions: 

a.  Declining credit security may be sold early to minimize loss of principal. 
b . A security swap would improve the quality, yield, or target duration in the 
portfolio. 
c.  Liquidity needs of the portfolio require that the security be sold. 

3.  Standards of Care 
 

A. Prudence 
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The standard of prudence to be used by investment officials shall be the “prudent person” 
standard and shall be applied in the context of managing an overall portfolio. Investment 
officers acting in accordance with written procedures and this investment policy and 
exercising due diligence shall be relieved of personal responsibility for an individual 
security’s credit risk or market price changes, provided deviations from expectation are 
reported in a timely fashion and the liquidity and the sale of securities are carried out in 
accordance with the terms of this policy. 
Investments shall be made with judgment and care, not for speculation, but for 
investment, considering the probable safety of their capital as well as the probable 
income to be derived. 
 
B. Ethics and Conflicts of Interest 

 
Officers and employees involved in the investment process shall refrain from personal 
business activity that could conflict with the proper execution and management of the 
investment program, or that could impair their ability to make impartial decisions. 
Employees and investment officials shall disclose any material interests in financial 
institutions with which they conduct business. They shall further disclose any personal 
financial/investment positions that could be related to the performance of the investment 
portfolio. Employees and officers shall refrain from undertaking personal investment 
transactions with the same individual with whom business is conducted on behalf of their 
entity. 
 
C. Management Responsibility 

 
Responsibility for the management of the municipality’s funds is delegated by the Board. 
The Executive Director, with full and complete backing of the Board, hereby established 
written procedures and policies for the operation of the cash management and investment 
program. Such procedures shall include explicit delegation of authority to persons 
responsible for investment transactions. No person may engage in an investment 
transaction except as provided under the terms of this policy and the procedures 
established by the Executive Director, who shall be responsible for all transactions 
undertaken and shall establish a system of controls to regulate the activities of 
subordinate officials. 
 

4. Safekeeping and Custody 
 
A. Authorized Financial Dealer and Institutions 

 
A list will be maintained of financial institutions authorized to provide investment services. In 
addition, a list also will be maintained of approved security broker/dealers selected by 
creditworthiness. These may include “primary” dealers or regional dealers that qualify under 
Securities and Exchange Commission (SEC) Rule 15C3-1 (uniform net capital rule). 
All financial institutions and broker/dealers who desire to become qualified bidders for investment 
transactions must supply the following as appropriate: 

1.  Audited financial statements. 
2.  Proof of National Association of Securities Dealers (NASD) certification. 
3.  Proof of state registration. 
4.  Completed broker/dealer questionnaire. 
5.  Certification of having read the entity’s investment policy. 
 

An annual review of the financial condition and registration of qualified bidders will be conducted 
by the investment officer. From time to time, the investment officer may choose to invest in 
instruments offered by minority and community financial institutions. In such situations, a waiver 
to the criteria under Paragraph 1 may be granted. All terms and relationships will be a fully 
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disclosed prior to purchase and will be reported to the appropriate entity on a consistent basis and 
should be consistent with state or local law. These types of investment purchases should be 
approved by the appropriate legislative or governing body in advance. 
 
B. Internal Controls 

 
The investment officer is responsible for establishing and maintaining an internal control structure 
designed to ensure that the assets of the entity are protected from loss, theft or misuse. The internal 
control structure shall be designed to provide reasonable assurance that these objectives are met. 
The concept of reasonable assurance recognizes that (1) the cost of a control should not exceed the 
benefit likely to be derived and (2) the valuation of costs benefits requires estimates and 
judgments by management. 
Accordingly, the investment officer shall establish a process for an annual independent review by 
an external auditor to assure compliance with policies and procedures. The internal controls shall 
address the following points: 

1.  Control of collusion. 
2.  Separation of transaction authority from accounting and recordkeeping. 
3.  Custodial safekeeping. 
4.  Avoidance of physical—delivery securities. 
 
5.  Clear delegation of authority to subordinate staff members. 
6.  Written confirmation of telephone transactions for investment and wire transfers. 
7.  Development of a wire transfer agreement with the lead bank or third party custodian. 
 

C. Delivery vs Payment 
 

All trades where applicable will be executed by delivery vs payment (DVP) to ensure that 
securities are deposited in an eligible financial institution prior to the release of funds. 
Securities will be held by a third party custodian as evidenced by safekeeping receipts. 

 
5. Suitable and Authorized Investments 
 
All securities purchased under this policy shall be governed by the Public Funds Investment Act 30 ILCS 
235/1 et seq. (The Investment Act), and all revisions made by the Illinois Legislature. Below is a summary 
of acceptable investments as determined by the Executive Director in compliance with the applicable 
statute: 

A. Treasury bills, notes and bonds including STRIPs (zero coupon treasury obligations) or other 
securities guaranteed by the United States. 
 

B. Interest—bearing savings accounts, certificates of deposit, interest-bearing time deposits or any 
other investments that are direct obligations of banks and savings & loans that are either: 

1.  Fully insured by the appropriate US government agency. 
2.  Fully insured by a AAA rated U.S. Corporation 
3.  Collateralized by investment securities authorized under The Investment Act and 
under this policy. Such collateral is to be held by a neutral third—party, registered in the 
municipality’s name, priced to the market on a weekly basis and be valued at 110% of the 
uninsured portion of the deposit. The Executive Director will monitor the adequacy of 
collateralization. The municipality requires reports with market values of pledged 
securities from all financial institutions. 
4. “ Eligible” Bankers’ Acceptances with a maximum maturity date of 180 days from the 
date of purchase. “Eligible BAs can be pledged as collateral by banks to secure loans 
from the Federal Reserve Bank. 
5.  Investments in any one particular bank or savings & loan shall not exceed 10% of the 
investment portfolio, nor 10% of an institution’s capital unless fully insured. 
 

C. Commercial Paper is limited to the following requirements: 
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1.  A1 by Standard & Poor’s and P1 by Moody’s. 
2.  A2 by S & P and P2 by Moody’s if fully insured by an AAA rated U.S. Corporation. 
3.  No single commercial paper investment shall exceed 10% of the portfolio; may not 
have a maturity longer than 180 days; may not exceed 5% of the corporation’s 
outstanding commercial paper debt and is limited to no more than one- third of the 
municipality’s portfolio. 
 

D. The short-term discount notes of the Federal National Mortgage Association, and other U.S. 
agency securities specifically reported in The Investment Act. 
 

E. Money market mutual funds registered under the Investment Company Act of 1940, provided 
that the portfolio of any such money market mutual fund is limited to securities guaranteed by 
the U.S. government or issued by U.S. governmental agencies and which have as their stated 
objective the maintenance of $1 .00 per share net asset value. 
 

F. The investment pools and fixed-term securities that meet the district’s investment guidelines 
offered by the Illinois Park District Liquid Asset Fund Plus. 

 
G. Investments in “derivative securities” are not permitted. A derivative security is any security 

whose value is based on the performance of an underlying financial asset, index or other 
investment. 

 
H. Additional investments may be added to this list as changes to the statutes occur. 

 
I.  

6. Investment Parameters 
A. Diversification 
The investments shall be diversified by: 

1.  Limiting investments to avoid over concentration in securities from a specific issuer or 
business sector (excluding U.S. Treasury securities). 
2.  Limiting investment in securities that have higher credit risks. 
3.  Investing in securities with varying maturities. 
4.  Continuously investing a portion of the portfolio in readily available funds such as a 
local government investment pools (IPDLAF+), money market funds or overnight 
repurchase agreements to ensure that appropriate liquidity is maintained in order to meet 
ongoing obligations. 
 

B. Maximum Maturities 
 

To the extent possible, the entity shall attempt to match its investments with anticipated cash flow 
requirements. Unless matched to a specific cash flow, the entity will not directly invest in 
securities maturing more than five (5) years from the date of purchase or in accordance with state 
and local statutes and ordinances. The entity shall adopt weighted average maturity limitations, 
consistent with the investment objectives. 
Reserve funds and other funds with longer-term investment horizons may be invested in securities 
exceeding five (5) years if the maturity of such investments are made to coincide as nearly as 
practicable with the expected use of funds. The intent to invest in these types of securities shall be 
disclosed in writing by the legislative body. 
 

7. Financial Reporting 
 

A. Methods 
 

The Executive Director shall provide a monthly copy of the investment report to the Board. This 
must be done at least quarterly, including a succinct management summary that provides a clear 
picture of the status of the current investment portfolio and transactions made over the last quarter. 
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This management summary will be prepared in a manner which will allow the entity to ascertain 
whether the investment activities during the reporting 
period have conformed to the investment policy. The report should be provided to the investment 
officer, the legislative body and any pool participants. The report will include the following: 

1.  Listing of individual securities held at the end of the reporting period. 
2.  Realized and unrealized gains or losses resulting from appreciation or depreciation by 
listing the cost and market value of securities over one-year duration that are not intended 
to be held until maturity (in accordance with GASB requirements). 
3.  The credit ratings, if applicable. 
4. The yield on each security. Average weighted yield to maturity of portfolio on 
investments as compared to applicable benchmarks. 
5.  Listing of investment by maturity date. 
6.  The total amount of funds invested including the checking account balances. 
7.  Percentage of the total portfolio which each type of investment represents. 
 

B. Performance Standards 
 

The investment portfolio will be managed in accordance with the parameters specified within this 
policy. The portfolio should obtain a market average rate of return during a market/economic 
environment of stable interest rates. A series of appropriate benchmarks shall be established 
against which portfolio performance shall be compared on a regular basis. 
 
C. Market to Market 

 
The market value of the portfolio shall be calculated at least quarterly. This will ensure that review 
of the investment portfolio, in terms of value and price volatility, has been performed consistent 
with the GFOA Recommended Practice on Market-to-Market Practices for State and Local 
Government Investment Portfolios and Investment Pools. 
A list of Authorized Financial Institutions that provide investment services to the municipality will 
be reviewed, updated and provided to the Board as needed. 
 

8. Policy Considerations 
 

A. Exemption 
Any investment currently held that does not meet the guidelines of this policy shall be exempted 
from the requirements of this policy. At maturity or liquidation, such monies shall be reinvested 
only as provided by this policy. 
 
C. Amendment 

 
The above policies shall remain in full force and effect until revoked by the Board. Any changes 
must be approved by the investment officer and any other appropriate authority, as well as the 
individual charged with maintaining internal controls. If, after adoption of this policy, there is any 
conflict with the Illinois Investment Statutes, current law shall dictate. 
 

9. Specific Investment Instructions 
A. Investment Pool-Checking Account 
Authorization is provided by the Executive Director to arrange with the District’s depository bank 
to establish an automatic transfer of funds 
(Depository Transfer Check) between the checking account at First American Bank and an interest 
bearing account at the Pool (IPDLAF+.) 
This transfer of funds shall be based on a mutually agreed upon balance to be maintained in the 
checking account which provides for the banking costs of servicing the District accounts. 
 
B. Certificates of Deposit - Commercial Paper 
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The purchase of a time certificate or commercial paper may be made with any commercial bank. It 
shall be considered the preferred practice to have these interest earning deposits with the financial 
institution with which the District is conducting other financial business or through the Fund 
(IPDLAF+). Certificates issued shall be placed in the safe or held by the qualified custodian bank. 
 
C.Investments in Certificates of Deposits, Commercial Paper or Bankers Acceptance shall be from 
60 to 180 days in length. 
 
D. Accounting of Interest 
In order that the Board may make priority judgment in the utilization of interest income, all 
interest shall be deposited in the Corporate and Recreation funds and appropriated for park 
purposes as authorized under the provisions of Park Code. 
 
E.The depository bank shall provide to the District a monthly statement showing the transfer of 
funds between the checking account and the IPDLAF+ Accounts. In addition, a monthly statement 
shall be provided on the financial activity of the IPDLAF+ accounts and the interest earned for the 
period. 

 
F. Transfer/Wire Transfer of Funds 
It is necessary that funds from time to time be transferred from the General Fund. Authorization 
letters with the District’s depository bank for transfers will be established on the following basis: 

1.  Transfer of funds from the IPDLAF+ Pool to the Payroll IPDLAF+ Pool, for the 
amount of the biweekly payroll, shall be directed by the Finance/Human Relations 
Director. 
2.  Depository Transfer Checks shall be issued by the IPDLAF+ to the depository bank to 
transfer funds between depository bank and the interest bearing accounts at IPDLAF+ 
with an authorization telephone call by the Finance/Human Relations Director. 
3.  Wire transfers of funds for bond escrow payments, or special land purchase, will be 
permitted by written authorization only, signed by the Executive Director, from the 
IPDLAF+ to the designated banks. 
4.  Wire transfer of funds for the purchase of SLUGS (U.S. Government Securities) shall 
be permitted with the authorization of the Finance/ Human Relations Director or the 
Executive Director. 
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APPENDIX F: 

 
 
 



����������	
���

�
���
������������	��	�
�������
	�����
�������� � ������������ �

�

�� �����
	
 �

�
� �

 
�

�



����������	
���

�
���
������������	��	�
�������
	�����
�������� � ������������ �

�

�� �����
	� �

�
� �

APPENDIX G: 

�



����������	
���

�
���
������������	��	�
�������
	�����
�������� � ������������ �

�

�� �����
	� �

�
� �

�

�



����������	
���

�
���
������������	��	�
�������
	�����
�������� � ������������ �

�

�� �����
	
 �

�
� �

�

�



����������	
���

�
���
������������	��	�
�������
	�����
�������� � ������������ �

�

�� �����
	� �

�
� �

�


