
 
    

PUBLIC NOTICE 
 

There will be a meeting of the Board of Trustees of the  
L. E. Phillips Memorial Public Library on December 17, 2015 at 5:00 p.m. in the 
Board Room of the Library at 400 Eau Claire Street, Eau Claire, Wisconsin 

 
 

AGENDA 
 

1) Member Roll Call 

2) Citizen Comments (limited to 5 minutes per citizen) 

3) Update on Library Director Recruitment (Assistant City Manager Dale Peters) 

4) Approval of Previous Minutes of the Library Board   (Page 3)                  

5) Communications 

6) Report of the Library Director   (Page 5)      

a. Review of the 2016 Library Board Calendar   (Page 19)   

b. Library Legislative Day (Tuesday, February 9, 2015)   (Page 21)           

7) Report of the Library Board President 

8) Committee Reports   

a. Development and Endowment (Penny France, Chair) 

1. Discussion and action on approving a “Love Your Library” campaign  

9) Friends of the Library Report 

10) IFLS Board Report  

a. Discussion and action on appointing a new Library Board member to the IFLS 
Board to represent LEPMPL as the resource library   (Page 22) 

11) Financial Reports   (Page 23)    

12) Action on Bills and Claims   (Page 28)           

13) Statistical Report   (Page 40)  

 

 

1



14) Consideration of New Business    

a. Motion that the Library Board of Trustees of the L. E. Phillips Memorial 
Public Library convene in closed session to consider the professional and 
support staff pay plans and the hourly wage for library pages which, for 
competitive or bargaining reasons, is permitted in accordance with Section 
19.85 (1) (c) of the Wisconsin Statutes 

b. Motion to reconvene in open session immediately following the closed session. 

c. Discussion and action on the 2016 compensation and benefits for all staff   
(Library Board Personnel Committee Chair Bob Hauser)   (Page 42) 

d. Discussion and action on a budget decision relating to the Affordable Health 
Care Act (materials distributed at the meeting) 

e. Discussion and action on accepting a grant in the amount of $75,000 from the 
State Energy Program and authorizing the use of appropriated 2016 “Ceiling 
Project” capital funds for the required matching funding   (Page 45) 

f. Discussion, review and/or possible action on Library policies: 

1. Circulation of Materials and Addendum   (Page 47) 

2. Exhibits   (Page 55) 

3. Travel   (Page 57) 

15) Directives from the Library Board of Trustees to the Library Director 

16) Adjournment 

 
In order to accommodate the participation of individuals with special needs at this 
meeting, the Library will provide the services of a sign language interpreter or make other 
reasonable accommodations on request.  To make such a request, please notify the Library 
at 715/833.5318 at least two days prior to the meeting. 
 

 
Trustees: If you are unable to attend this meeting, please notify the Library’s 

Administrative Office by calling 715/833.5318 
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L.E. PHILLIPS MEMORIAL PUBLIC LIBRARY 
Minutes of a Meeting of the Board of Trustees 

 
A meeting of the Board of Trustees of the L.E. Phillips Memorial Public Library was 
held on Thursday, November 19, 2015 at 5:00 p.m. in the Board Room of the Library.    
 
Board members present:  Brant, Eierman, Fraser, Hardebeck, Harless, Hauser and 
Stelter.  Board members absent:  France and Klinkhammer.  Staff present:  Depa, 
Kriese, Stoneberg and Troendle.  Guests present:  Dale Peters and Carrie Riepl. 
 
CITIZEN COMMENTS 
None. 
 
APPROVAL OF PREVIOUS MEETING MINUTES 
The Board minutes of the October 15, 2015 Board meeting stand as they are. 
   
COMMUNICATIONS 

 An article from the Oshkosh Northwestern Media on “Why Americans love their 
public libraries” was shared as well as an article from the October, 2015 American 
Libraries on “Building a Better Board of Trustees.” 

 
REPORT OF THE LIBRARY DIRECTOR   Included: 

 A draft of the new strategic plan will be available for the December Board meeting.  
 An article from the Information Policy and Access Center on “2014 Digital Inclusion 

Survey: Survey Findings and Results Extended Summary” was discussed. 
 Other highlights and management staff reports. 

 
REPORT OF THE LIBRARY BOARD PRESIDENT 
Attended a strategic planning meeting.   
  
COMMITTEE REPORTS 
 
Development and Endowment Committee  
The Library Board’s Development and Endowment Committee is planning an endowment 
fundraising event tied to Valentine’s Day in February 2016. 
 
REPORT FROM THE FRIENDS OF THE LIBRARY 

 The search is on for free or reduced fee accounting advice to assist the Friends with 
auditing and sales tax questions. 

 Book sales are reaching a dollar total that sales tax might need to be collected. 
 
REPORT OF THE REPRESENTATIVE TO THE IFLS BOARD  

 Discussion is underway regarding a possible name change for the System. 
 The next IFLS Board meeting will be held on January 27, 2016. 
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FINANCIAL REPORTS 
Were reviewed. 
 
ACTION ON BILLS & CLAIMS 
On a motion made by Bob Fraser and seconded by Sarah Harless, the Board unanimously 
approved the Bills & Claims of October, 2015 as well as the Supplemental Bills & Claims 
for October.   
 
STATISTICAL REPORTS 
The Board reviewed the October statistical report.   
 
NEW BUSINESS 

 On a motion made by Linda Stelter and seconded by Bob Eierman, the Board 
unanimously approved the policy review regarding electronic communications.   

 On a motion made by Mary Ann Hardebeck and seconded by Sarah Harless, the 
Board unanimously approved the policy review regarding service animals.   

 On a motion made by Bob Eierman and seconded by Mary Ann Hardebeck, the 
Board unanimously approved the policy review regarding theft.   

 
DIRECTIVES TO THE LIBRARY DIRECTOR 
None. 
 
MOTION THAT THE LIBRARY BOARD OF TRUSTEES OF THE L. E. PHILLIPS 
MEMORIAL PUBLIC LIBRARY CONVENE IN CLOSED SESSION 
The Library Board of Trustees of the L. E. Phillips Memorial Public Library convened in 
closed session at 5:34 p.m. to consider employment or promotion of any public employee 
over which the Library Board has jurisdiction or exercises responsibility pursuant to Section 
19.85 (1) (C) of the Wisconsin Statutes.  
 
MOTION TO RECONVENE IN OPEN SESSION IMMEDIATELY FOLLOWING 
THE CLOSED SESSION. 
The Library Board of Trustees of the L. E. Phillips Memorial Public Library reconvened in 
open session. 
 
CONSIDERATION AND APPOINTMENT OF AN INTERIM LIBRARY DIRECTOR 
On a motion made by Bob Fraser and seconded by Linda Stelter, the Board unanimously 
approved the appointment of Youth Services Manager Shelly Collins-Fuerbringer as interim 
director effective on January 2, 2016 with a one-time payment of an additional 15 % of her 
salary for the time served upon completion of her interim director duties.  
 
ADJOURNMENT 
The Board unanimously adjourned at 6:04 p.m. 
 
Respectfully submitted, 
Jackie Depa, Purchasing Associate II 
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TO:  The Library Board of Trustees 
FROM: John Stoneberg, Library Director 
DATE: December 11, 2015 
SUBJECT: Report of the Library Director  
__________________________________________________________________________ 
 
 
Administration 
 
Library Director (John Stoneberg) 
 
Last Board Meeting 
This is my last Board meeting as Library Director and I once again want express my sincere 
appreciation to all the wonderful and dedicated staff and board members I have had the 
privilege to know and work with, the loyal and supportive customers and Friends I have served 
and interacted with and a community that really loves its public library.   
 
Strategic Planning  
At the Management Team meeting on December 3, managers felt that the draft they had 
received from WiLS planning consultant Bruce Smith the day before needed more 
consideration and they had questions they wanted answered about some of the weighted data 
they were given.  They asked that the draft strategic plan be discussed further and be delayed 
for presentation to the Library Board until the January 2016 Board meeting.  Bruce was fine 
with this and has provided us with re-calculated data.  The Management Team will meet on 
December 16 to work further on the draft plan. 
 
Possible City Hall/Library Plaza 
Although the possibilities for this have certainly gone up and down in the past and over a 
number of years, the latest from City Engineer Dave Solberg seems positive--with U.S. Bank 
willing to proceed.  I will provide more detail at the Board meeting.  
 
Parking 
Proposed ordinance changes that had their first reading on November 24 and were approved by 
the City Council on December 8 will implement the first parking changes based on 
recommendations from the Comprehensive Downtown Parking Study completed in early 2015.  
Over the past few months, City staff attended meetings of the Business Improvement Districts, 
Downtown Eau Claire Inc. (DECI) Board and DECI Parking Committee (which I served on) to 
discuss parking changes.  Three topics were discussed with the groups:  on-street parking, 
surface parking lots and parking structures. 
 
At this time, the ordinance changes will impact the North Barstow and South Barstow Business 
Districts and include the following changes: 
 

 Longer enforcement time frame for parking both on-street and public parking lots–- 
6 a.m.-6:00 p.m.  
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 Increased days of enforcement for the North and South Barstow BIDs include Saturday 
and Sunday). 

 Removal of on-street parking meters east of Farwell Street, except Eau Claire Street. 
 

The changes for hours and days of enforcement will be effective January 1, 2016. 
 
Additionally, one parking change is being made in the West Grand Avenue Business District to 
increase parking time from 1-hour to 2-hour parking on West Grand Avenue. 
 
Parking meters at 25 cents per hour will remain in the lots where they are (e.g., 7 South Dewey 
Street) for now.  Probably about the time the North Barstow Street ramp opens and is running 
smoothly (mid to late 2016), there will be experiments with electronic pay stations like you 
would find in the Twin Cities.  The first three pay stations will to be located in the Transfer 
Center Parking Lot, Railroad Parking Lot and Water Street Lot.  At that time, these lots will 
increase to $1/hour with an 8-hour maximum.  Future budgets would provide for additional pay 
stations in the remaining lots at which time those lots would increase their rates to $1/hour.   
 
At the same time that the first electronic pay stations are experimented with in 2016, the 
parking ramps rates will probably increase to $1/hour with a $10 daily maximum, but the 
monthly rates will remain where they are now.  
 
Proposed is new license plate equipment that will more quickly, efficiently and effectively 
monitor parking.  The equipment also uses GPS technology to determine if a vehicle has or has 
not been moved. 
 
Specific Library Effects 

 Meters will remain on Eau Claire Street in front of the library but have newer parking 
meter heads and will remain at one hour and at 25 cents/hour except for the three 
handicapped spots which by law cannot have time limits enforced on them. 

 There will not be parking meters on Dewey Street including the bridge and parking on 
Dewey Street will be free and two hours. 

 Parking in the lower library parking lot will be two hours and metered with newer heads 
and enforced Monday-Sunday from 10 a.m.-6 p.m. 

 Parking permits will still be able to be purchased including the Dewey Street Bridge 
which will eventually cease to be a choice for parking permits once the North Barstow 
parking ramp is up and running smoothly. 

 Free library customer parking will still be available in the 7 South Dewey Street lot and 
parking meters will remain at 25 cents/hour. 

 
Collection Agency Legislation 
The Wisconsin Library Association (WLA) was looking for additional sponsors of a bill in 
addition to the 26 the bill had already and there were pretty much none from this part of 
Wisconsin.   Unfortunately, the deadline for co-sponsoring the bill was December 9 at 4 PM 
which was only a couple days away.  I took time to speak with staff at the offices of 
Representatives Bernier, Petryk and Wachs and do follow-up, more detailed e-mails.  Other 
library directors contacted Senators Moulton and Vinehout. 
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LRB-1760 is an ACT to renumber 43.30(1b) (a); and to create 43.30(1b) (ae) and 43.30(6) of 
the statutes; relating to:  authorizing certain libraries to notify collection agencies and law 
enforcement agencies of delinquent accounts. 
 
WHAT IS THIS LEGISLATION?  
Under current law, records of a public library that indicate the identity of any  person who 
borrows or uses the library’s documents or other materials, resources or services may not be 
disclosed EXCEPT   

 when pursuant to a court order  
 to the library’s staff acting within the scope of their duties  
 by consent of the subject of the records  
 to a custodial parent of the subject of the records  
 to another public library for purposes of borrowing materials for the  subject of the 

record 
 to law enforcement officers seeking records pertinent to the alleged criminal conduct 

that were produced by a surveillance device under the control of the library 
 
Under this bill, a library may disclose to a collection agency or law enforcement agency 
information about delinquent accounts of any individual who borrows from the library. 

 Information to be disclosed is limited to the individual’s name, contact information, 
amount owed and the number and types of overdue materials (NOT the titles of the 
materials).  

 A library may report delinquent accounts to a law enforcement agency only if the 
delinquency is at least $50.   

 There is no minimum “trigger amount” for libraries using collection agencies (most of 
which have a contract trigger of $50)   

 This bill is designed to assist with return of lost/long overdue materials and/or payment 
for same per individual library board policies.  

 
WHY SUPPORT THIS CHANGE? 
Libraries respect and protect the privacy rights of citizens who utilize library services and 
resources. The personal information needs and intellectual pursuits of individuals using library 
materials or library computers are considered confidential information.   

 Both state law and local library board policies protect personal identity information as 
well as information about an individual’s personal library use. (See s. 43.30)  

 Librarians are frugal and attentive guardians of the public’s assets. Their limited use of 
personal identity and borrowing history information aids them in reminding borrowers 
to return overdue books and other items and the collection of replacement costs for lost 
and damaged materials.  

 When library card registration data is not up-to-date, current law does not clearly 
address the permissible release of library records to a third party, such as a collection 
agency and/or to law enforcement for the purpose of assisting in the return of items and 
collection of amounts due to the library. 

 43.30 was last amended to allow release of surveillance tapes to law enforcement 
officials, but not ordinary patron records. An Attorney General’s opinion  
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http://pld.dpi.wi.gov/files/pld/pdf/agsurveillance.pdf was issued in 2006 on patron 
record confidentiality.  

 The Attorney General opinion stated that providing circulation or other library records 
concerning usage by a particular patron to law enforcement required a court order when 
library staff do so for the purpose of assisting in the prosecution of charges violating 
section 943.61 (theft of library material). 

 Libraries choosing to employ collection agencies or some variant of law enforcement 
assistance for the purpose of assisting in the return of items and collection of amounts 
due to the library need clear statutory support. 

 
Although there has not been clear statutory support, dozens of public libraries in Wisconsin 
have used collection agencies to successful retrieve large numbers of items from customers.  
This library has used Unique Management Service’s Library Division that deals exclusively 
with libraries.  Their approach with contacting customers is much gentler than traditional 
collection tactics and they have been very successful.  In the dozen years we have worked with 
them, they have handled over 8,200 accounts and we have not received a single complaint from 
a customer.  In that time, we have submitted $685,137.42 in items and they have recovered 
$353,672.76 for materials paid for by the taxpayer.  The total service cost us $72,870.90 or an 
ROI of 5:1. 
 
Miscellaneous 

 The library provided meeting space for almost fifty for Leadership Eau Claire’s 
Government and Law Day lunch break on November 19.  Programming and 
Communications Services Manager Isa Small gave a short, informative talk to the group 
after they ate. 

 Attended my last MORE Directors’ Council meeting as Chair—and as Library 
Director—on November 20. 

 Developed background information on LED message boards and second floor roof 
green space uses for the Development & Endowment Committee. 

 Began meeting with Youth Services Manager Shelly Collins-Fuerbringer as incoming 
Interim Director to cover topics, issues and other matters that may arise and that will 
also need to be shared with the new Library Director.  Included Assistant Director Mark 
Troendle and Business Manager Teresa Kriese in these discussions. 
 

Other meetings, etc. attended included:  Friends Board Tour and Meeting (November 16); 
Endowment Agency Funds (November 17); City Manager Candidate Interview (November 30); 
Police/Library (December 2); Development & Endowment Committee (December 7); and 
Energy Grant Planning (December 9).  
 
Assistant Director/Human Resources (Mark Troendle) 

 After the December Management Team meeting, relayed questions and comments 
from managers to strategic planning consultant Bruce Smith regarding data and draft 
documents he had provided.  This conversation led to a revision of the drafts and 
further discussion with team members. 

 Met with Reference Services Associate Jennifer Cook to review and further discuss 
scheduling options that would be needed if a proposed change to the library’s payroll 
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work week were to be implemented by the City.  The results of these conversations 
were shared with the appropriate City staff as part of the decision-making process. 

 With the assistance of the Circulation Services Manager Laura Amenson and other 
staff, reviewed the Circulation of Materials and Addendum policy in preparation for 
suggesting recommended changes. 

 The City’s Joint Safety Team met in December to review injury data and safety-
related issues. 

 Involved with transition planning as the director’s retirement approaches. 
 Reviewed and contributed to the clean energy grant.  Also, participated in a project 

planning meeting after the grant was awarded. 
 Interviewed by a local news station. 

 
Business Manager Teresa Kriese 
 
Meetings/Training Attended: 

 Met with John, Mark and City Human Resources staff to discuss Affordable Care Act 
(ACA) compliance. 

 Met with Library Board member and Friends’ Board Vice-President Brenda Brant to 
discuss the Friends switching over to Donor Snap and other Friends accounting 
topics. 

 Attended a half-day meeting on strategic planning. 
 Met with library staff to discuss possible endowment fund uses. 
 Met with management staff to discuss issues with the new payroll system planned for 

2016. 
 Met with Assistant City Attorney Doug Hoffer, Eau Claire Community Foundation 

Executive Director Sue Bornick, John and Mark to discuss the endowment agency 
funds. 

 Met with a representative from the Otto Bremer Foundation to discuss a grant 
application. 

 Attended training on switching the new generator to comply with peak control 
requirements. 

 Attended an Art Committee meeting to discuss changes to our Exhibit Policy and 
Artist Agreements. 

 
Other Projects: 

 Thanks to the help of volunteers coordinated by the Friends of the Library, the annual 
holiday appeal letter was stuffed on November 4 and mailed on November 17. 

 Teresa has been working with City staff and Sue Bornick to research the possibility of 
allowing the Library Board to decide to forward unspecified estate gifts to the agency 
fund held at the Foundation for the library.   

 Continued to work with and assist the Friends of the Library on multiple projects 
including: 

o The Friends decided to move from the current Access database to track donors 
and volunteers to sharing the Donor Snap system currently used by the 
Library.  Teresa will assist in this process. 
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o Brenda Brant will look into QuickBooks for Nonprofits and Teresa will assist 
in the transition. 

o More research is needed on the topic of sales tax requirements for book sales.  
The Friends will contact a local CPA to assist with guidance. 

o The Friends will move from a July–June fiscal year to a January–December 
fiscal year beginning July 1, 2016.  Teresa will assist them with the 
requirements to do so. 

o Additional research is needed for options for a financial auditor for the 
Friends. 
 

2015 CIP Projects Update: 
 Young Adult Lounge Furnishings – Work continues on Phase I of this project.  

Phase II plans should be finalized by year-end and will include ordering two lounge 
style chairs and a table for the area in front of the large window.  Phase III will 
depend on the results of an Otto Bremer Foundation grant request that will be decided 
mid-February 2016. 

 Media Shelving – The replacement shelving arrived in early November and has been 
installed.  Duncan Creek is currently working on custom wood end-caps for the 
shelving.  This should be complete and installed prior to year-end. 

 Generator Replacement - Final punch list items should be completed in December.   
The old generator will be prepared for sale at either an auction or to another City 
location.  The new generator will be painted in the spring to match the brick color of 
the building to assist with disguising the equipment.  The library will be on a peak 
control program with Xcel Energy which has the potential to save the library an 
estimated $5,900-$6,300 annually.  This program will require the library to move off-
grid to generator power during peak energy use times if Xcel Energy asks the library 
to do so.  Teresa, Mark and two reference staff members, Jen Cook and Peter Rudrud, 
have been trained to switch the power to the generator in the event that custodial staff 
is not available to do so in a peak control event. 

 Second Floor Furniture Replacement – Teresa met with a representative from the 
Otto Bremer Foundation to discuss the project on November 19.  The meeting went 
well and the anticipated decision will come through sometime in mid-February 2016. 

 Reference Desk Renovation – Purchase orders have been issued to begin the 
construction of a new reference desk.  Completion is anticipated by late December or 
early January. 

 Exhibit Policy Update – Teresa worked with Isa and the Art Committee to update 
the Exhibit Policy and Artist Agreement to include wording on insurance covering 
works that are exhibited at the library.  An update to the policy is included in the 
December packet for Board approval. 

 Building and Janitorial Supplies – Prior to November 2015, the library, along with 
all other City departments, ordered their building and janitorial supplies through the 
Central Maintenance Facility who would order from vendors for all City buildings.  
However, the City charges a 31% overhead charge for this service.  Teresa and City 
Buildings Supervisor Rod Bonesteel changed this process and the library will now 
order their supplies direct from the vendors.  This change is anticipated to save the 
library over $3,500 annually.   
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 Grant/Gift Acknowledgment Page - Teresa has been working with Isa Small and 
Jeff Burns on the new grant/gift acknowledgement page on the library website. This 
page acknowledges grants received, estate gifts and Friends gifts and also contains a 
form that can be filled out by potential donors who may have questions on how to set 
up an estate gift to the library or the endowment fund. 

 New Payroll System - Teresa has been involved in multiple discussions with library 
and city staff regarding the implementation of a new payroll system and how it will 
affect the library. 

 Affordable Care Act (ACA) Compliance – Teresa met with John, Mark and city 
staff to discuss the ACA reporting requirements and compliance with state law.  A 
meeting was then held with the Management Team to discuss the options and make a 
recommendation to the Board.  The Board will be asked to decide on a plan of action 
at the December Board meeting. 

 Energy Grant – Teresa worked closely with Associate City Planner Ned Noel, Rod 
and Purchasing Associate Jackie Depa to apply for a $75,000 energy grant to assist 
with the expense or re-lamping the library and upgrading our existing light fixtures to 
LED fixtures allowing the library to take advantage of energy savings and rebates.  
The State has awarded the grant to the library and the Board is being asked to accept 
the grant and approve the use of appropriated CIP funds for this purpose at the 
December Board meeting. 
 

Youth Services (YS)      
With the server down for the day on November 10, Youth Services decided to go old school.  
They made crafts with glue and toilet paper tubes (and did use some die cuts!) and had board 
games out in the Program Room to encourage kids and families to take a break and just play.  
One of the staff concerns was whether they would be able to answer any tricky reference 
questions without the help of the catalog.  One of the best stories came from Associate Alisha 
Green:  “I received a few requests for materials that made me get creative in my searching.  
One of the requests was from a middle schooler who needed materials for a report on how 
maple syrup is made.  It took some searching, but even without the catalog I was able to lead 
her to some books that she could use.  It’s like a scavenger hunt!”   
 
Teen Services Coordinator Ashley Bieber offered a fun after-hours program on November 14 
for teens about Mockingjay, the third book in the Hunger Games series.  Teens ages 10 and 
up could come alone or with a team and race to find the most glow-in-the-dark objects in the 
library using their expert Hunger Games knowledge!  Winners won tickets to a Mockingjay 
early release showing at Micon Cinemas.   
 
Youth Services Manager Shelly Collins-Fuerbringer appeared with Brook Berg, UW 
Extension Family Living Educator, on Judy Clark’s morning show.  Brook does a monthly 
segment called Family Living Today so she asked Shelly to come on with her and talk about 
early literacy and the various programs and services the library offers for young children and 
their parents and caregivers.   
 
IFLS offered their annual summer library program workshop on November 19.  This year for 
the first time, all Youth Services desk staff were able to attend.  This annual program has 
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several break-out sessions on topics that are pertinent to Youth Services staff as they gear up 
for another summer.  It’s a wonderful day of collaboration, fun and inspiration.   
The sixth annual Letters to Santa kicked off on November 23 and ran through December 6.  
This program is sponsored by the Young Adult Advisory Board (YAAB).  Members from 
YAAB serve as Santa’s helpers and answer the roughly 200 letters that arrive in the North 
Pole Post every year.  WEAU came to the library in early December and interviewed Ashley.   
 
You don’t have to be in retail to have Cyber Monday specials.  This year Youth Services 
offered a December book giveaway and it was a huge success!   Associate Jill Patchin posted 
the details on Facebook at 7 a.m. on Monday November 30 and  invited people to like, 
comment and share the post for a chance to win 24 children’s picture books, prewrapped and 
ready for their family to unwrap one each night in December.  The results were pretty 
phenomenal.  The breakdown included: 17,105 views, 657 likes, 414 comments, 435 shares 
and 72 new library page likes on November 30.  Staff hopes that this increased visibility will 
improve the library’s Facebook page visibility in the long run.  Staff also wants to thank 
Once Upon a Child who donated all 24 books for this promotion.  
 
Ashley offered a showing of the 2013 documentary, Valentine Road, on November 23 which 
was Transgender Day of Remembrance.  She partnered with Q2, a Chippewa Valley youth 
group for LGBTQ teens.    
 
Youth Services put up an “I’m Thankful” display on the curved wall during the month of 
November.  Die cut leaves and markers were out and children wrote what they were thankful 
for on a leaf and we stapled it to the wall.  At the end of November, it was estimated that 
between 225 and 250 people participated.  We have a lot to be thankful for in Eau Claire! 

 
Programming and Communications Services (PCS) 
PCS Manager Isa Small was appointed Co-Chair of the Authors and Events subcommittee of 
the Chippewa Valley Book Festival.  She also joined a subcommittee of the Cultural Tourism 
–Signature Event Committee which will handle the grant requests for the arts grant. 
 
November was a successful programming month including these popular programs: 
 
Climate Change 
A short presentation followed by discussion on how public policy is being formed as a 
response to climate change and how individuals can take action.  Presenter Carrie Scherpelz 
has been trained by The Climate Reality Project which was founded in 2006 by Nobel 
Laureate and former U.S. Vice President Al Gore. 
 
Finding Grandma’s Ancestors 
Genealogy expert Steve Szabados discussed how to find genealogy records from “the old 
country.” 
 
DIY Dabble 
Dabblers created dry erase lists using picture frames, scrapbook paper and various decorative 
doodads. 
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53 requests were completed during the month of November.  Highlights of activities and 
projects included: 
 
Associate Larry Nickel  

 Created a Book Link brochure on Nordic Noir. 
 Updated the registration/bookmark for Curl Up and Read, the adult winter reading 

program scheduled to begin in January. 
 Created signs for scheduled MORE server downtime and subsequent interruption in 

service. 
 Updated a holiday greeting card for the Home Delivery Service. 

 
Associate Melany Bartig 

 Created flyers for Climate Change, Writers Read and Antiques Appraisal. 
 Updated the artist agreement and timeline packet. 
 Created publicity for the sale of bus passes. 
 Coordinated the transition between the previous and current art gallery shows. 

 
Assistant Kris Jarocki  

 Helped prepare ArtsWest 37 mailings to libraries and university art departments. 
 Compiled schedule information for the 2016 display case schedule. 
 Revised and printed 1500 GAKAB bookmarks and trained volunteer coordinator on 

using the cutter machine. 
 Produced a slide show of the new art exhibit, “Domestic Affairs.”    

 
Reference Services (RS) 
 
Reference Services/HRS/Home Delivery Manager Renee Ponzio: 

 Attended Wisconsin Library Association (WLA) conference on November 5.  
Retained secretary position for Reference Services Roundtable (RSRT). 

 Attended Strategic plan meeting on November 9. 
 Watched a customer service webinar on November 10. 
 Attended the endowment fund meeting on November 12. 

 
Reference Services Associate Jennifer Cook: 

 Finished up the Book Link personalized reading form and created a Readers’ 
Advisory webpage to highlight the services the library offers to help readers find new 
reading materials. 

 Attended WLA Conference November 3-6 in Middleton. 
 Presented at WLA along with Reference Services Associate Peter Rudrud about the 

library’s Tech Tuesday programming.  50 people attended. 
 Attended a CPR training session. 
 Attended a Work Place Violence seminar at Mayo Hospital. 
 Started planning for the adult winter reading program. 
 Wrote a post for Reference Services’ blog. 
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 Created several displays including an Alzheimer’s awareness display and a Homeless 
Teen Prevention month display. 

 Reference staff completed 21 genealogy requests in November. 
 

Reference Services Associate Peter Rudrud: 
 Participated in the Social Media Committee’s meeting and discussed plans for 

considering other platforms and trying contests. 
 Attended the Wisconsin Library Association’s Annual Conference in Middleton. 

Participated as a discussion facilitator in the WeLead pre-conference “Decision-
Making Boot Camp for Leaders.”  

 Coordinated the 4th quarter reference tally amongst all participating divisions. 
Prepared and delivered a summary of the results of the tally. 

 Provided training for YS staff outlining how RS instruct customers in setting up 
Overdrive accounts.  

 Participated in the strategic plan development meeting and provided feedback to the 
facilitator and fellow attendees.  

 Offered the first Lynda Labs program in the microlab, but unfortunately no one 
attended.  

 Proctored 6 student exams. 
 Attended the CPR/AED training and was recertified for another two years. 
 Attended a half-day long Workplace Violence Seminar offered by Disaster Ready 

Chippewa Valley at Mayo.  
 Was approached by FoodShare Outreach Specialist, Tami Syverson from the Feed 

My People Food Bank about taking appointments to sign up community members for 
FoodShare within the library.  Spoke with Renee to okay the request and helped Tami 
coordinate select dates on Wednesdays and Fridays for setting up an informal sign-up 
table in one of the high tables in the new adult reading areas and making herself 
available to sign up potential FoodShare recipients. 
 

Reference Services Associate Melissa Ida 
 Assisted in Tech Tuesday evening appointments.  
 Completed two Book Link brochures.   
 Contacted possible donors for the upcoming adult winter reading program.  
 Due to the Sierra upgrade, only 43 records were updated and 1 new record added, 

with 1 deleted record in the Community Information Database since Millennium was 
down for several weeks.  

 Called several libraries in other states for feedback on being a Family History Center 
Affiliate Library on Renee’s behalf.   

 Trained new Reference Assistant Jon Lebakken on updating print copies of 
Community Information Database records and to catalog newsletters for the 
Community Pamphlets collection.  

 Posted a reference blog entry on all things Cozy & Crafty and set up the Readers’ 
Advisory table with a similar theme.   
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Reference Services Assistant Susan DeBolt 
 Looked up current market prices of books in Special Collections for insurance 

valuation. 
 Wrote the text for the Fantasy genre Book Link brochure. 

 
Reference Services Assistant Michaela Walters 

 Completed a Book Link brochure for “New Adult Fiction.” This Reader’s Advisory 
resource will help customers find novels related to this new genre (a developing genre 
of fiction with protagonists in the 18–30 age bracket). 

 Created a blog post for Reference Services’ blog, the Curiosity Exchange. 
 

Reference Services Assistant Jon Lebakken 
 Continued to get more acquainted with procedures and working at the Reference 

desk. 
 Went through and checked that all links on the library website under the “Explore” 

tab were working. 
 Started assisting Melissa in updating the Community Information Database. 

 
Home Delivery Service (HDS) (Associate Kathy Herfel) 

 The HDS total for November is 198. One customer passed away and several new 
people were added to the program. 

 Nine residents at Heatherwood Assisted Living (4) and The Glen (5) participated in 
Reminisce with the Library in the memory care wing.  The influenza pandemic of 
1918 was discussed plus memories of bicycles and dog stories. 

 Coordinated the third Genealogy Open Lab for the fall on November 19.  Todd 
Johnson was the presenter. 

 Participated in a WISCAT webinar 
 
Holds and Resource Sharing (HRS) (Assistant Amy Marsh reporting) 

 HRS Assistants Jolene Krimpelbein and Amy Marsh participated in the strategic plan 
workshop on November 9. 

 In preparation for the server move on November 10, Amy, Jolene, HRS Desk Clerk 
Jon Marten, HRS pages Kathy Weldon and Larry Berg worked the evening of 
November 9.  Amy arranged for an early courier delivery and Larry did an extra pick-
up at the offsite return boxes.  When the servers were back up there was very little 
backlog that needed to be completed.  

 Amy and HRS page Paul Marshall-Potter renewed their CPR/AED certification. 
 

Circulation 
 On November 10, the Sierra server was “moved” (the data mostly) and many 

Circulation functions were limited.  Circulation staff did provide check out services 
using an offline circulation process which benefited the customers who came in and 
had items they wanted to take with them.  Circulation staff checked out 1,049 items 
during the down time which was from 10a.m.–4:30 p.m.  All the returned materials 
needed to be checked in which was accomplished that evening.  The total number of 
items checked in between 5–9 p.m. was 1,374. 
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 The media shelving “project” is now complete.  The alcove on the second floor by the 
current music CDs is now a shelving area for music CD genres that include folk, 
international, holiday and sound effects.  This allowed the final shifting of music CDs 
which then provided additional space for DVDs.  

 Kay Anderson resigned her page position.  Kay has been an afternoon page for 5 
years.  Her last day was November 27. 

 
Technical Services (TS)  
 
2015 Current Statistics to Date 
22,863 items added to the collection (January 1-November 30, 2015). 
23,183 items withdrawn from the collection (January 1-November 30, 2015). 

 
November 

 Cataloged and exported 1,176 bibliographic records from the OCLC database into 
MORE. 

 Original cataloging for 24 items (6 hrs., 16 mins.). 
 Created 1,345 order records. 
 Received and invoiced 1,530 items. 
 Input and processed 1,718 new items. 
 Scanned 8,757 items during weekly inventory 

o Adult fiction. 
 Researched and resolved missing items report from inventory scanning. 
 Withdrew 1,969 items. 
 Deleted 468 bibliographic records in MORE database and deleted holdings in OCLC 

(if last copy). 
 Deleted 598 blind authority records from MORE database (Cataloger Donna 

Swenson, Technical Services Manager Julie Woodruff). 
 Deleted 17,028 order records from 2009.  The library keeps order records in the 

Sierra system for 5 years for statistical/reporting purposes. 
 Worked on Marcive (MORE consortium’s authority vendor) reports (Julie). 
 Exported 33 authority records into MORE database (Julie). 
 Updated subject/genre headings in bibliographic records to current authorized forms . 
 Continued project to print spine labels retroactively (Assistant Jean Pickerign, Desk 

Clerk Jackie Hagenbucher) 
o Started with adult fiction (starting FICTION C call numbers). 
o Pages began adding new labels (almost through FICTION B call numbers). 

 Attended TS360 vendor demonstration (online ordering platform). 
 Attended two webinars 

o Making a collection count (Collection Development). 
o All the Best! RDA best practices guide from OLAC (Online Audiovisual 

Catalogers) and MLA (Music Library Association) (Julie, Donna). 
 Attended an all-day Excel training at CVTC (Julie). 
 Participated in the strategic planning workshop here at the Library (Julie, Page Lori 

Jungerberg). 
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 Selection of adult fiction print and audiobooks (Julie) 
o Ordered new materials. 
o Weeded adult fiction (D’s) collection. 
o Dealt with replacements for damaged and lost materials and donations. 

 Curated new large print items list for online catalog (Julie). 
 Met with staff and discussed further workflow changes to streamline operations 

(Julie). 
 

Information Technology (IT)  
In November, Kris and Jeff responded to and resolved 31 requests for IT help along with 
their own projects and tasks.  Additional highlights below. 
 
Kris Nickel (Network Manager) 

 Deployed YS Homework PC in Youth Services (PC located near Discovery stations, 
Office products and Internet access only--no games). 

 Participated in strategic planning workshop on November 9. 
 Made necessary configuration changes and tested access during outage during Sierra 

server migration on November 10; assisted staff as needed; and brought up 
applications when connectivity restored. 

 Troubleshot and resolved printing problems after Sierra server upgrade. 
 Troubleshot startup errors with Sierra client post-upgrade and worked with Gus 

Falkenberg from IFLS over several days to determine cause and test solutions. 
 Participated in endowment fund brainstorming on November 12. 
 Worked with Heartland engineer to complete testing of new mail server. 
 Troubleshoot faulty laser printer in Circulation, installed 2016 replacement early. 
 Installed 3 analog telephone adaptors (ATAs) and 6 analog phones in Technical 

Services and assisted staff with usage. 
 Worked with Ryan from Heartland to install replacement router/voice gateway and 

network core switches, migrated connections to new switches after hours (old and 
new switches connected during this time; completion and removal of old scheduled 
for December). 
 

Jeff Burns (Digital Services Coordinator)  
 Continued to process and upload new material bib lists to the LibraryThing account.  

This allows the library to display book cover images with links to the online catalog 
on its website homepage.  It is updated every 2 weeks and its popularity continues to 
grow. 

 Published art gallery images to library website.  The display is presented in a format 
which allows users to comment or share to social media.  It is also accessible on 
mobile devices as well. 

 Finished webpage and form editing for the online “Personalize Reading 
Suggestions.”  This will allow customers to submit reading preferences/interests 
which will be reviewed by Reference staff.  Staff will then send customers timely 
reading suggestions to their email. 

 Continued editing and publishing Teen-authored material reviews to Teen website. 
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 Continued working on software for the genealogy editors which will allow them to 
upload images from desktop or mobile.  Images will be resized and optimized and 
will include GPS data from mobile devices--useful when taking headstone images in 
a cemetery for example.  This data will be used to help the public locate the burial 
location within the cemetery. 
 

Safety and Security (Associate Larry Nickel) 
 Along with ten other library staff members, received CPR/AED training.  This 

training certifies those who complete the 3-hour class with a bystander status. 
 Worked with PerMar and the library’s Network Manager to arrange for the migration 

to a new version of the electronic door software. 
 Disabled missing door fobs that had been assigned to book sale volunteers. 
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2016 Library Board Calendar 
 
 
January 2015:  Planning and Distinguished Service Award Committees meet and 
prepare recommendations 
 
January 21, 2016:    Board Meeting – agenda includes recommendations from the 
Planning Committee, year-end budget adjustments and the approval of a Capital 
Improvement Plan transfer 
 
February 09, 2016:  Library Legislative Day (Madison, WI) 
 
February 18, 2016:  Board Meeting – agenda includes announcement of a new 
Library Director; a possible recommendation from the Distinguished Service Award 
Committee, approval of the annual report to the State of Wisconsin and requests to 
be made to the Friends of the Library 
 
March 17, 2016:  Board Meeting 
 
April 21, 2016:  Board Meeting – agenda includes allocation of materials spending 
 
May 2016:  Nominating Committee meets and prepares recommendations for Board 
Officers 
 
May 2016:  Finance Committee meets to review proposed 2016 Capital 
Improvement Plan and prepares recommendations for Board Approval  
 
May 19, 2016:  Board Meeting -- agenda includes report of the Nominating 
Committee’s recommendations for Board officers and the approval of the 2016-2020 
Capital Improvement Plan 
 
June 16, 2016:  Board Meeting – agenda includes election of Board officers 
 
July 2016:  Finance Committee meets to review proposed 2016 Proposed 
Operating Budget and prepares recommendations for Board Approval 
 
July 21, 2016:  Board Meeting – agenda includes approval of 2016 Operating 
Budget 
 
August 2016:  NO BOARD MEETING 
  
September 15, 2016:  Board Meeting -- agenda includes approval of annual 
contract with the Indianhead Federated Library System and annual adoption of a 
National Friends of Libraries Week proclamation    
 
October 20, 2016:  Board Meeting  
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November 17, 2016:  Board Meeting -- Board meets in closed session to discuss 
the Library Director’s self-evaluation questions, supporting documentation and the 
comments and discussion questions.    
 
November-December 2016:  Personnel Committee meets in closed session to 
discuss and develop the Library Director’s annual written evaluation based on 
information discussed at the November Board meeting.   
 
December 15, 2016:  Board Meeting – agenda includes annual evaluation of the 
library director and approval of the 2017 staff pay plans.  Board meets in closed 
session to review the final draft of the Library Director’s annual written evaluation 
and then meets with the Library Director for the annual evaluation.  Board President 
reports out a summary of the Library Director evaluation and compensation for the 
coming year.     
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Tuesday, February 9 

Morning: Briefing session at the Madison Concourse Hotel 
(www.concoursehotel.com) 

• DPI Superintendent Tony Evers and other speakers to be announced 
• WLA State Legislative Agenda and talking points 
• The morning after: tips for sustaining constituent activity all year ‘round 

 
Late Morning and Afternoon: Appointments for Small Group Meetings with your 
legislators 

• All appointments are scheduled for you by WLA Library Legislative Day 
Committee 

• They’re human too: Building relationships with your legislators 
 

Noon: A Special CAPITOL ROTUNDA Program Celebrating 125 years of the 
Wisconsin Library Association! 

• Lt. Governor Rebecca Kleefisch will be delivering the keynote address 
• Other legislative speakers to be announced will be joining the pro-library 

chorus 
 

 

 

 

 

 

 

Join Your Library Colleagues for… 

Library Legislative Day 
Tuesday, February 9, 2016 

Save the Date 

For more information, visit the Library Legislative Day (and Wisconsin Library History Center)                             
Booth #507 in the Exhibit Hall. Or contact Nick Dimassis, Chair of the Library Legislative Day sub-committee, at 

ndimassis@beloitlibrary.org.   

PLEASE TALK TO YOUR COLLEAGUES, LIBRARY BOARD TRUSTEES, AND CITIZEN LIBRARY SUPPORTERS ABOUT 
THE IMPORTANCE OF ENGAGEMENT IN THIS ADVOCACY OPPORTUNITY! Share the date, organize your local 

delegation and be ready for…. Registration information to follow! 

 

“Many people think 
politics is all 

money.  In reality 
relationships and 

constituent activity 
are the true drivers 

of legislative 
change. Fortunately 

relationship 
building is what 

libraries do best – at 
Legislative Day and 

all year ‘round.”  

 

 Steven Conway, 
Government 

Relations Advisor 
WLA 

Monday, February 8, 7:00 p.m., Room 301 (third floor), Madison Central Library   

The WLA 125th Anniversary Task Force and the Library Legislative Day Planning Committee will sponsor a 
special event,  “Portrait of a Legislative Success Story:  The Development and Passage of Public Library 
System Legislation in Wisconsin”,  presented by Charles Bunge, Professor Emeritus, School of Library and 
Information Studies,  UW-Madison (and WI Library Hall of Fame member).  Sharing personal anecdotes 
from his vast mental storehouse, Charles will relive this momentous period of Wisconsin library history 
and identify its elements of success.  Time will be provided for socializing. 
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LE PHILLIPS MEMORIAL PUBLIC LIBRARY
2015 YTD BUDGET REPORT - Operating
For the Period Ended November 30, 2015

2015 ACTUAL
OBJ ESTIMATED YTD RE- REMAINING %

# ACCOUNT NAME REVENUE REVENUE CEIVABLE UNCOLLECTED COLLECTED
PUBLIC LIBRARY REVENUE

4002 General Property Tax-City 2,889,500.00$    2,889,500.00$       -$                  -$                       100.0%
4009 Prop Tax-Post 2005 Debt 39,800.00            39,800.00               -                    -                         100.0%
4330 Library Fines & Miscellaneous Revenue 106,000.00          81,332.71               -                    24,667.29             76.7%
4398 Other Penalties (Collection Agency) 3,000.00               2,312.69                 -                    687.31                   77.1%
4450 Meeting Room Revenue 1,200.00               1,550.00                 (350.00)                 129.2%
4451 Electronic Copy Revenue 2,500.00               3,060.12                 -                    (560.12)                 122.4%
4452 Copier Revenue 2,500.00               1,766.31                 -                    733.69                   70.7%
4562 Vending Commission 700.00                  517.21                     -                    182.79                   73.9%
4569 Miscellaneous Leases 100.00                  34.72                       -                    65.28                     34.7%
4602 Service to Eau Claire County 527,000.00          527,025.00            -                    (25.00)                   100.0%
4608 Indianhead Library System 27,500.00            20,654.22               -                    6,845.78               75.1%
4608 IFLS - MORE DVDS 15,000.00            9,639.66                 -                    5,360.34               64.3%
4636 Service Charges - Public Transit -                         53.17                       -                    (53.17)                   N/A
4798 Misc Service Revenues (Act 150) 221,100.00          224,204.62            -                    (3,104.62)             101.4%
4802 Interest Allocation -                         257.43                     -                    (257.43)                 N/A
4834 Misc Library Sales - Taxable 1,100.00               1,256.53                 -                    (156.53)                 114.2%

4834.55501 Fundraising Sales -                         286.00                     (286.00)                 N/A
4836 Misc Grant Revenue 1,800.00               2,162.19                 -                    (362.19)                 N/A
4850 Gift Revenue 112,600.00          115,200.78            -                    (2,600.78)             102.3%
4852 Misc Reimbursements-Lost Items 16,000.00            12,518.54               -                    3,481.46               78.2%
4854 Payment for Shared Expenses 4,400.00               583.12                     -                    3,816.88               13.3%
4898 Miscellaneous Revenue 4,300.00               5,843.88                 -                    (1,543.88)             135.9%
5152 Sale of Capital Assets 100.00                  3,361.25                 -                    (3,261.25)             3361.3%

3,976,200.00$    3,942,920.15$       -$                  33,279.85$          99.2%
5580 Fund Blanace Used for Operating 64,500.00            -                            -                    64,500.00             0.0%
5586 Fund Balace Used - Donations Carryover 102,400.00          -                            102,400.00          0.0%
5590 Fund Balance Used for CIP 90,000.00            -                            -                    90,000.00             N/A

TOTAL REVENUE 4,233,100.00$    3,942,920.15$       -$                  290,179.85$        93.1%
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 ACTUAL
OBJ 2015 YTD ENCUM- AVAIL. %

# ACCOUNT NAME APPROP. EXPENDED BRANCES BUDGET USED
PUBLIC LIBRARY EXPENDITURE

6010 Payroll Wages 1,822,800.00$    1,635,422.59$       -$                  187,377.41$        89.7%
6020 P/R Overtime -                         -                            -                    -                         n/a
6030 Special Pays 27,700.00            27,946.15               -                    (246.15)                 100.9%
6040 Employer Paid Benefits 143,100.00          122,428.70            -                    20,671.30             85.6%
6042 WRS (ER) 118,000.00          107,794.76            -                    10,205.24             91.4%
6043 Health insurance-Employer 363,000.00          300,808.90            -                    62,191.10             82.9%
6047 Health insurance Deductible 26,000.00            23,833.26               -                    2,166.74               91.7%
6051 Retiree Health Insurance 43,300.00            38,977.85               -                    4,322.15               90.0%
6052 Retiree Health Care Deductible 3,400.00               3,116.63                 -                    283.37                   91.7%
6096 Auto Allowance 200.00                  225.50                     -                    (25.50)                   112.8%
6099 Misc. Reimbursements 200.00                  109.82                     -                    90.18                     54.9%
6108 Unemployment Compensation 5,000.00               -                            -                    5,000.00               0.0%
6110 Postage & Shipping 18,100.00            15,659.15               -                    2,440.85               86.5%
6112 Computer Service Charges 152,400.00          122,632.09            -                    29,767.91             80.5%
6116 Binding 1,500.00               46.60                       -                    1,453.40               3.1%
6120 Auditing 2,700.00               1,839.78                 4.22                  856.00                   68.3%
6122 Cataloging 2,100.00               180.00                     -                    1,920.00               8.6%
6126 Repairs & Maintenance to Auto 800.00                  505.65                     -                    294.35                   63.2%
6128 Repairs to Tools & Equip 3,400.00               4,726.39                 -                    (1,326.39)             139.0%
6134 Lab/Medical Testing 800.00                  -                            -                    800.00                   0.0%
6138 Equipment Rental 500.00                  -                            -                    500.00                   0.0%
6142 Other Rental 4,200.00               -                            -                    4,200.00               0.0%
6150 Special Services 36,000.00            25,645.55               -                    10,354.45             71.2%
6156 Professional Services 10,400.00            8,270.60                 -                    2,129.40               79.5%
6160 Staff Training/Conference 20,000.00            9,189.58                 -                    10,810.42             45.9%
6162 Membership Dues 2,700.00               1,535.00                 -                    1,165.00               56.9%
6166 Recruitment Expenses 3,000.00               4,461.40                 -                    (1,461.40)             148.7%
6198 Miscellaneous Contractual 20,900.00            11,122.36               130.00             9,647.64               53.8%
6210 Telephones 7,500.00               7,212.19                 -                    287.81                   96.2%
6216 Cable TV Services 1,000.00               571.42                     -                    428.58                   57.1%
6306 License & Permits -                         20.00                       -                    (20.00)                   n/a
6308 Special Assessments 700.00                  694.81                     -                    5.19                        99.3%
6340 Implementation Reserve -                         -                            -                    -                         0.0%
6350 Liability & Property Insurance 31,000.00            28,416.63               -                    2,583.37               91.7%
6398 Insurance Claims Reimbursement -                         (263.77)                   -                    263.77                   n/a
6402 Office, AV, Library Supplies 62,500.00            45,916.51               39.20               16,544.29             73.5%
6406 Library Program Supplies 3,600.00               2,702.45                 -                    897.55                   75.1%
6409 Library Materials 439,000.00          372,408.90            -                    66,591.10             84.8%
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6415 Lost/Damaged Collection Materials 16,000.00            10,821.20               -                    5,178.80               67.6%
6450 Gasoline 2,300.00               1,174.96                 -                    1,125.04               51.1%
6490 Equipment Purchases < $5000 60,200.00            53,462.15               339.48             6,398.37               89.4%
6495 Grant Expenditures 1,800.00               1,843.30                 -                    (43.30)                   n/a
6496 Gift Expenditures 215,000.00          23,019.23               32,500.75       159,480.02          25.8%
6498 Other Materials & Supplies 2,500.00               -                            -                    2,500.00               0.0%
6802 Capital Purchases 14,000.00            6,055.00                 6,870.00         1,075.00               92.3%
7020 Transfer to Debt Service 39,800.00            39,773.14               -                    26.86                     99.9%
7044 Transfer to Library Capital Projects 190,000.00          190,000.00            -                    -                         100.0%

3,919,100.00$    3,250,306.43$       39,883.65$     628,909.92$        84.0%

     
OBJ 2015 YTD ENCUM- AVAIL. %

# ACCOUNT NAME APPROP. APPROP. APPROP. APPROP. APPROP.
LIB BLDG MAINTENANCE EXPENDITURE

6010 Payroll Wages 103,500.00$       90,779.27$            -$                  12,720.73$          87.7%
6020 Payroll Overtime 8,000.00               7,711.95                 -                    288.05                   96.4%
6030 Special Pays 1,400.00               681.67                     -                    718.33                   48.7%
6040 Employer Paid Benefits 8,800.00               7,458.33                 -                    1,341.67               84.8%
6042 WRS (ER) 7,700.00               6,739.12                 -                    960.88                   87.5%
6043 Health Ins (ER) 32,500.00            26,276.31               -                    6,223.69               80.9%
6047 Health Insurance Deductible 2,100.00               1,925.00                 -                    175.00                   91.7%
6108 Unemployment Compensation -                         -                            -                    -                         n/a
6128 Repairs to Tools & Equipment 300.00                  503.76                     -                    (203.76)                 167.9%
6130 Repairs to Buildings 24,000.00            20,241.50               813.61             2,944.89               87.7%
6138 Equipment Rental 100.00                  -                            -                    100.00                   n/a
6144 Laundry & Dry Cleaning 200.00                  54.50                       -                    145.50                   27.3%
6150 Special Services 16,600.00            13,113.82               310.38             3,175.80               80.9%
6202 Electricity 64,500.00            52,900.20               -                    11,599.80             82.0%
6208 Gas Service 19,500.00            14,816.27               -                    4,683.73               76.0%
6214 Garbage Service 3,900.00               3,575.00                 -                    325.00                   91.7%
6252 Water Service 1,600.00               1,389.37                 -                    210.63                   86.8%
6254 Sewer Service 1,500.00               1,117.87                 -                    382.13                   74.5%
6256 Storm water Charges 1,300.00               1,096.00                 -                    204.00                   84.3%
6340 Implementation Reserves -                         -                            -                    -                         n/a
6460 Repair Part & Supplies 1,500.00               422.60                     -                    1,077.40               28.2%
6464 Building Materials & Janitorial Supplies 15,000.00            9,596.94                 50.45               5,352.61               64.3%
6490 Equipment Purchases -                         -                            -                    -                         n/a

314,000.00$       260,399.48$          1,174.44$       52,426.08$          83.3%

TOTAL EXPENSES 4,233,100.00$    3,510,705.91$       41,058.09$     681,336.00$        83.9%
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LE PHILLIPS MEMORIAL PUBLIC LIBRARY
LTD CAPITAL IMPROVEMENT BUDGET REPORT Projects that are complete and close have been hidden from view but remain in the totals
For the Period Ended November 30, 2015 for each CIP account.

 ACTUAL
OBJ CURRENT SINCE INCEPTION ENCUM- AVAILABLE %

# ACCOUNT NAME APPROP. EXPENDED BRANCES BUDGET USED
LIBRARY CIP FUND - REVENUE

4802 Interest-Pooled Investments -$                       226,530.00$          -$                  (226,530.00)$      
5114 Tsf from Library -$                       2,782,900.00$       -$                  (2,782,900.00)$   

-$                       3,009,430.00$       -$                  (3,009,430.00)$   

490.4392 LIBRARY BUILDING EXPANSION 2006
4178 State Aid-Bldg Commission Grant -$                       -$                         -$                  -$                       
4818 Other Interest (22,717.43)$        -$                         -$                  (22,717.43)$         
4850 Gifts & Donation (2,917.58)$           -$                         -$                  (2,917.58)$           
4852 Misc Reimbursements & Refund (33,977.00)$        -$                         -$                  (33,977.00)$         
5590 Fund Balance Used for CIP 700,500.00$       640,900.00$          -$                  59,600.00$          

Total Revenue 640,887.99$       640,900.00$          -$                  (12.01)$                 

6010 P/R Wages (31,963.98)$        -$                         -$                  (31,963.98)$         
6040 Benefits (4,068.88)$           -$                         -$                  (4,068.88)$           
6810 Capital Costs 34,414.07$          -$                         -$                  34,414.07$          

Total Expense 34,414.07$          -$                         -$                  (1,618.79)$           0.0%

490.4438 LIBRARY BLDG IMPROVEMENT
4853 Energy Improvement Rebates (27,121.40)$        -$                         -$                  (27,121.40)$         
5590 Fund Balance Used for CIP 1,035,100.00$    1,008,000.00$       -$                  27,100.00$          

559013 Fund Balance Used for CIP - CLOSED 734,700.00$       734,700.00$        
559014 Fund Balance Used for CIP - CLOSED 230,200.00$       230,200.00$        

Total Revenue 1,972,878.60$    1,008,000.00$       -$                  964,878.60$        

6810 Capital Costs 96,078.10$          9,767.47$               -$                  86,310.63$          
6810.59006 Capital Costs - Parking Lot/Driveway 12,170.00$          -$                         -$                  12,170.00$          
6810.59011 Capital Costs - Concrete Walk/Lighting 70,000.00$          -$                         -$                  70,000.00$          
6810.59021 Capital Costs - AHU Valve Upgrade 765.00$                765.13$                  -$                  -$                       
6810.59022 Capital Costs - LL Parking Repair 6,600.00$            6,050.00$               -$                  550.00$                
6810.59024 Capital Costs - Air Handler Dampers 30,800.00$          -$                         -$                  30,800.00$          
6810.59025 Capital Costs - Generator Replacment 178,200.00$       155,008.00$          15,747.40$     7,444.60$             
6810.59026 Capital Costs - Front Apron 50,000.00$          -$                         -$                  50,000.00$          
6810.59028 Capital Costs - Media Shelving 6,000.00$            -$                         4,856.14$       1,143.86$             
6810.59029 Capital Costs - Second Floor Furniture 39,000.00$          -$                         -$                  39,000.00$          

Total Expense 490,228.10$       171,590.60$          20,603.54$     298,033.07$        10.2%
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 ACTUAL
OBJ CURRENT SINCE INCEPTION ENCUM- AVAILABLE %

# ACCOUNT NAME APPROP. EXPENDED BRANCES BUDGET USED

490.4613 LIB TECHNOLOGY UPGRADES 2011
5590 Fund Balance Used for CIP 151,800.00$       151,800.00$          -$                  -$                       

559014 Fund Balance Used for CIP - CLOSED 22,200.00$          -$                         -$                  22,200.00$          
Total Revenue 174,000.00$       151,800.00$          -$                  22,200.00$          

6810 Capital Costs 41,276.13$          -$                         -$                  41,276.13$          
6810.59013 Capital Costs - 2011 Av Equip Replacement -$                       -$                         -$                  -$                       
6810.59014 Capital Costs - 2013 Av Equip Replacement 21,691.01$          9,319.90$               3,229.00$       9,142.11$             
6810.59015 Capital Costs - Security System Upgrade 14,950.54$          660.00$                  -$                  14,290.54$          
6810.59018 Capital Costs - Application Software Server 24,907.01$          21,803.27$            -$                  3,103.74$             
6810.59027 Capital Costs - AHU Valve Replaement 6,000.00$            1,305.86$               -$                  4,694.14$             

108,874.69$       33,089.03$            3,229.00$       72,556.41$          30.4%

490.4796 2015 LIBRARY VAN REPLACEMENT
5590 Fund Balance Used for CIP 28,000.00$          -$                         -$                  28,000.00$          

Total Revenue 28,000.00$          -$                         -$                  28,000.00$          

6810 Capital Costs 28,000.00$          23,802.21$            -$                  4,197.79$             
28,000.00$          23,802.21$            -$                  4,197.79$             85.0%

490.4797 CEILING UPGRADE
5590 Fund Balance Used for CIP 30,000.00$          -$                         -$                  30,000.00$          

Total Revenue 30,000.00$          -$                         -$                  30,000.00$          

6810 Capital Costs 30,000.00$          -$                         -$                  30,000.00$          
30,000.00$          -$                         -$                  30,000.00$          0.0%

TOTAL CAPITAL IMPROVEMENT PLAN EXPENSE 2,387,616.86$    1,924,456.32$       23,832.54$     403,294.00$        81.6%

tk
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    ADMINISTRATIVE 

      MEMORANDUM  
 
 
 
TO:   Library Board 
    

FROM:  Teresa Kriese, Business Manager 
 

DATE:   12/10/2015 
 

SUBJECT:  NOVEMBER 2015 Bills & Claims Report Summary 
 
 

      Bills & Claims Report Summary – Month Ending NOVEMBER 30, 2015 
 

             Operating Expenditures for the month of NOVEMBER  $282,826.84 
        CIP Expenditures for the month of NOVEMBER  $       222.78 
        Procurement Card Purchases for the month of NOVEMBER $         INCL. 
       Total   $283,049.62 
 
All expenditures for the month will be included in the printed report each month.  The only exception to 
this will be months in which the City accounting staff has not yet posted the procurement card purchases 
for that month.  In that case, those purchases will be listed on a supplemental sheet at the end of the 
report.  Also, all payroll, benefits, health insurance and life insurance payments are included in the first 
few pages of the report.   
 
Explanations of large or out of the ordinary/annual payments are shown below: 
 

1. Page #7  -  $14,952.10 total of two checks paid to WT Cox for annual magazine renewals 
2. Page #5  -  $   1224.71 paid to Xcel Energy for monthly gas services 

 
 

There were also a number of other larger payments made to vendors for subscription 
renewals and larger materials orders. 
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FUND OBJECT ORG ACCOUNT DESCRIPTION EFF DATE AMOUNT INVOICE # CHECK # VENDOR NAME COMMENT

250 6010 2502050 PAYROLL WAGES 11/05/2015 3,792.85$       PAY DATE: 11/05/15

11/12/2015 11,927.27$     PAY DATE: 11/12/15

11/12/2015 10,189.74$     PAY DATE: 11/12/15

11/12/2015 13,341.81$     PAY DATE: 11/12/15

11/12/2015 9,838.78$       PAY DATE: 11/12/15

11/12/2015 4,290.49$       PAY DATE: 11/12/15

11/12/2015 10,044.86$     PAY DATE: 11/12/15

11/12/2015 5,818.59$       PAY DATE: 11/12/15

11/12/2015 4,660.80$       PAY DATE: 11/12/15

70,112.34$     

11/19/2015 3,957.19$       PAY DATE: 11/19/15

11/27/2015 12,196.19$     PAY DATE: 11/27/15

11/27/2015 10,455.01$     PAY DATE: 11/27/15

11/27/2015 13,186.19$     PAY DATE: 11/27/15

11/27/2015 9,684.80$       PAY DATE: 11/27/15

11/27/2015 4,409.22$       PAY DATE: 11/27/15

11/27/2015 10,103.09$     PAY DATE: 11/27/15

11/27/2015 5,727.14$       PAY DATE: 11/27/15

11/27/2015 4,660.80$       PAY DATE: 11/27/15

70,422.44$     

6010 Total 6010 PAYROLL WAGES 148,284.82$  

250 6030 2502040 SPECIAL PAYS 11/12/2015 31.14$             PAY DATE: 11/12/15

11/12/2015 20.76$             PAY DATE: 11/12/15

11/12/2015 20.76$             PAY DATE: 11/12/15

11/12/2015 10.38$             PAY DATE: 11/12/15

11/12/2015 20.77$             PAY DATE: 11/12/15

103.81$          

11/27/2015 1,408.49$       PAY DATE: 11/27/15

11/27/2015 20.76$             PAY DATE: 11/27/15

11/27/2015 1,593.01$       PAY DATE: 11/27/15

11/27/2015 570.59$          PAY DATE: 11/27/15

11/27/2015 1,560.40$       PAY DATE: 11/27/15

11/27/2015 5,014.75$       PAY DATE: 11/27/15

11/27/2015 2,695.23$       PAY DATE: 11/27/15

12,863.23$     

6030 Total 6030 SPECIAL PAYS 12,967.04$     
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250 6040 2502040 EMPLOYER PAID BENEFITS 11/05/2015 289.53$          PAY DATE: 11/05/15

11/12/2015 911.93$          PAY DATE: 11/12/15

11/12/2015 753.61$          PAY DATE: 11/12/15

11/12/2015 996.21$          PAY DATE: 11/12/15

11/12/2015 748.33$          PAY DATE: 11/12/15

11/12/2015 291.27$          PAY DATE: 11/12/15

11/12/2015 746.18$          PAY DATE: 11/12/15

11/12/2015 430.91$          PAY DATE: 11/12/15

11/12/2015 340.32$          PAY DATE: 11/12/15

5,218.76$       

11/19/2015 289.41$          PAY DATE: 11/19/15

11/27/2015 1,007.27$       PAY DATE: 11/27/15

11/27/2015 772.16$          PAY DATE: 11/27/15

11/27/2015 1,075.61$       PAY DATE: 11/27/15

11/27/2015 791.70$          PAY DATE: 11/27/15

11/27/2015 408.16$          PAY DATE: 11/27/15

11/27/2015 1,119.87$       PAY DATE: 11/27/15

11/27/2015 574.15$          PAY DATE: 11/27/15

11/27/2015 333.73$          PAY DATE: 11/27/15

6,082.65$       

6040 Total 6040 EMPLOYER PAID BENEFITS 11,880.35$     

250 6042 2502040 WRF(ER) 11/05/2015 247.03$          PAY DATE: 11/05/15

11/12/2015 811.05$          PAY DATE: 11/12/15

11/12/2015 573.63$          PAY DATE: 11/12/15

250 6042 11/12/2015 612.11$          PAY DATE: 11/12/15

11/12/2015 863.81$          PAY DATE: 11/12/15

11/12/2015 632.95$          PAY DATE: 11/12/15

11/12/2015 273.27$          PAY DATE: 11/12/15

11/12/2015 683.05$          PAY DATE: 11/12/15

11/12/2015 395.67$          PAY DATE: 11/12/15

11/12/2015 316.93$          PAY DATE: 11/12/15

5,162.47$       

11/19/2015 258.22$          PAY DATE: 11/19/15

11/27/2015 926.53$          PAY DATE: 11/27/15

11/27/2015 629.61$          PAY DATE: 11/27/15

11/27/2015 946.97$          PAY DATE: 11/27/15
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11/27/2015 684.39$          PAY DATE: 11/27/15

11/27/2015 384.70$          PAY DATE: 11/27/15

11/27/2015 1,040.23$       PAY DATE: 11/27/15

11/27/2015 531.60$          PAY DATE: 11/27/15

11/27/2015 316.93$          PAY DATE: 11/27/15

5,460.96$       

11/30/2015 5.38$               DM 11-30-15 6,524 WI RETIREMENT SYSTEM OCTOBER 2015 WRS

6042 Total 6042 WRF(ER) 11,134.06$     

250 6043 2502040 HEALTH INS(ER) 11/05/2015 1,191.68$       PAY DATE: 11/05/15

11/12/2015 2,609.15$       PAY DATE: 11/12/15

11/12/2015 1,383.43$       PAY DATE: 11/12/15

11/12/2015 997.39$          PAY DATE: 11/12/15

11/12/2015 1,767.45$       PAY DATE: 11/12/15

11/12/2015 498.70$          PAY DATE: 11/12/15

11/12/2015 4,247.48$       PAY DATE: 11/12/15

11/12/2015 1,611.76$       PAY DATE: 11/12/15

11/12/2015 1,803.27$       PAY DATE: 11/12/15

14,918.63$     

11/19/2015 1,221.09$       PAY DATE: 11/19/15

11/27/2015 2,609.15$       PAY DATE: 11/27/15

11/27/2015 1,383.43$       PAY DATE: 11/27/15

11/27/2015 997.39$          PAY DATE: 11/27/15

11/27/2015 1,767.45$       PAY DATE: 11/27/15

11/27/2015 498.70$          PAY DATE: 11/27/15

11/27/2015 4,247.48$       PAY DATE: 11/27/15

11/27/2015 1,611.76$       PAY DATE: 11/27/15

11/27/2015 1,803.27$       PAY DATE: 11/27/15

14,918.63$     

6043 Total 6043 HEALTH INS(ER) 32,250.03$     

250 6047 2502040 HEALTH INSURANCE DEDUCTIBLE 11/30/2015 491.67$          HEALTH INS DEDUCTIBLE CHRG

250 6047 11/30/2015 233.33$          HEALTH INS DEDUCTIBLE CHRG

250 6047 11/30/2015 116.67$          HEALTH INS DEDUCTIBLE CHRG

250 6047 11/30/2015 216.67$          HEALTH INS DEDUCTIBLE CHRG

250 6047 11/30/2015 133.33$          HEALTH INS DEDUCTIBLE CHRG

250 6047 11/30/2015 508.33$          HEALTH INS DEDUCTIBLE CHRG

31



250 6047 11/30/2015 233.33$          HEALTH INS DEDUCTIBLE CHRG

250 6047 11/30/2015 233.33$          HEALTH INS DEDUCTIBLE CHRG

250 6047 11/30/2015 175.00$          HEALTH INS DEDUCTIBLE CHRG

Total 6047 HEALTH INSURANCE DEDUCTI 2,341.66$       

6047

250 6051 2502040 Total 6051 RETIREE-HLTH INS 11/04/2015 3,606.50$       NONE1544 419112 GROUP HEALTH CO-OP DECEMBER 2015 PREMIUM

6051

250 6052 2502040 Total 6052 RETIREE DEDUCTIBLE 11/30/2015 283.33$          ALLOCATE RETIREE HEALTH DE

6052

250 6096 2502046 Total 6096 AUTO ALLOWANCE 11/12/2015 6.22$               PAY DATE: 11/12/15

6096

250 6110 2502040 POSTAGE & SHIPPING 11/18/2015 128.95$          36557 419,308 L&M MAIL SERVICES IN ART SHOW 11/11/15

11/18/2015 134.42$          36544 419,308 L&M MAIL SERVICES IN FRNDS - GAKAB 11/10/15

11/18/2015 185.59$          36533 419,308 L&M MAIL SERVICES IN ART SHOW 11/6/15

11/18/2015 1,034.41$       NONE1546 419,308 L&M MAIL SERVICES IN FEES/POSTAGE - OCT

11/30/2015 198.85$          36608 419,563 L&M MAIL SERVICES IN ANNUAL HOLIDAY MAILING

11/30/2015 109.20$          36596 419,563 L&M MAIL SERVICES IN GAKAB 11/23/15

11/23/2015 7.55$               147682 UPS*1Z4232T803930622 ILL JUV MATERIALS RETURN

11/23/2015 12.92$             147683 UPS*1Z4232T803930622 ILL JUV MATERIALS RETURN

6110 Total 6110 POSTAGE & SHIPPING 1,811.89$       

250 6130 2502050 REPAIRS TO BUILDINGS 11/10/2015 125.00$          HUDSON ELECTRIC INC BUILDING REPAIRS

11/18/2015 95.00$             HUDSON ELECTRIC INC CHANGE TO SCOPE OF WORK

6130 Total 6130 REPAIRS TO BUILDINGS 220.00$          

250 6150 2502040 SPECIAL SERVICES 11/18/2015 594.57$          1426370 419,310 PER MAR SECURITY SER SEC SYSTEM 12/1 - 2/29

11/18/2015 572.80$          316008 419,315 UNIQUE MANAGEMENT COLLECTION AGENCY-OCT '15

11/12/2015 620.26$          111332 419,192 BRAUN THYSSENKRUPP BRAUN ELEVATOR SERVICES FO

11/23/2015 30.00$             147966 WIL KIL PEST CONTROL PEST CONTROL SERVICES FOR

11/30/2015 310.30$          11-30-15 TRACIS GREEN INTERIO PLANT RENTAL- LIBRARY 2015

6150 Total 6150 SPECIAL SERVICES 2,127.93$       

250 6156 2502046 PROFESSIONAL SERVICES 11/04/2015 85.00$             NONE1544 419,173 XIONG, SANCY K ARTSWEST BROCHURE DESIGN

11/04/2015 (125.00)$         SHARED SERVICES 2015/500249DEPOSIT 1104201

11/04/2015 (375.00)$         SHARED SERVICES 2015/500249DEPOSIT 1104201

11/10/2015 400.00$          NONE1545 419,242 KOEHN, MICHELLE L WRITERS WORKSHOP PROGRAM

11/18/2015 100.00$          1196 419,303 BEAVER CREEK RESERVE WILD EDIBLES PROGRAM

6156 Total 6156 PROFESSIONAL SERVICES 85.00$             
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250 6160 2502040 TRAINING/MEETINGS 11/10/2015 10.00$             NONE1545 419,211 DISASTER READY CHIPP MEMBRSHP, SEMINAR 11/19/15

11/30/2015 571.00$          5019 419,552 HEARTQUEST TRAINERS OH - CPR/AED TRAINING

250 6160 11/04/2015 50.00$             NONE1544 419,123 INDIANHEAD FEDERATED SLP WORKSHOP - YS STAFF

11/27/2015 182.73$          PAY DATE: 11/27/15

11/23/2015 397.08$          147652 COMFORT SUITES WLA HOTEL - BIEBER

11/23/2015 (55.08)$           147653 COMFORT SUITES WLA HOTEL CREDIT - BIEBER

250 6160 11/12/2015 658.36$          PAY DATE: 11/12/15

11/10/2015 20.00$             NONE1545 419,211 DISASTER READY CHIPP MEMBRSHP, SEMINAR 11/19/15

11/23/2015 387.00$          147659 MARRIOTT WLA HOTEL - RUDRUD

11/23/2015 387.00$          147660 MARRIOTT WLA HOTEL - COOK

11/23/2015 39.00$             148136 PAYPAL WEB CHECKOUT WEBINAR - PONZIO

6160 Total 6160 TRAINING/MEETINGS 2,647.09$       

250 6162 2502040 MEMBERSHIP DUES 11/10/2015 50.00$             NONE1545 419,211 DISASTER READY CHIPP MEMBRSHP, SEMINAR 11/19/15

11/23/2015 47.48$             148137 WM SUPERCENTER#1669 SAM'S CLUB ANNUAL LIBRARY

11/23/2015 (2.48)$             148138 WM SUPERCENTER#1669 SAM'S CLUB MEMBERSHIP TAX

6162 Total 6162 MEMBERSHIP DUES 95.00$             

250 6198 2502040 MISC CONTRACTUAL SERVICES 11/05/2015 10.17$             0 DUE FROM LIBRARY

250 6198 2502046 MISC CONTRACTUAL SERVICES 11/18/2015 124.64$          59398 419,313 ROONEY PRINTING CO ARTSWEST POSTER

11/18/2015 530.18$          59396 419,313 ROONEY PRINTING CO ARTSWEST BROCHURE

11/18/2015 180.90$          59399 419,313 ROONEY PRINTING CO ARTSWEST PROGRAM COVERS

11/23/2015 35.01$             147992 0 FACEBOOK.COM*4TPP422 PCS - ADS

6198 Total 6198 MISC CONTRACTUAL SERVICE 880.90$          

250 6202 2502050 Total 6202 ELECTRICITY 11/16/2015 75.00$             DM111615 6530 XCEL ENERGY GAS AND ELEC SERVICES

6202

250 6208 2502050 GAS SERVICE 11/16/2015 0.67$               DM111615 6,530 XCEL ENERGY GAS AND ELEC SERVICES

11/30/2015 1,224.04$       DM113015 6,531 XCEL ENERGY GAS SERVICE

Total 6208 GAS SERVICE 1,224.71$       

250 6210 2502040 TELEPHONES 11/30/2015 138.40$          NONE1548 419,515 AT&T MNTHLY PHONE 10/17 - 11/16

11/30/2015 2.45$               NONE1548L 419,514 AT&T CELL PHONE SVC 10/18 - 11/

6210 Total 6210 TELEPHONES 140.85$          

250 6215 2502050 Total 6215 CITY GARBAGE SERVICE 11/30/2015 325.00$          GARBAGE COLLECTION CHARGES

6215
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250 6216 2502040 Total 6216 CABLE TV SERVICE 11/23/2015 60.16$             148072 CHARTER COMM CABLE SERVICES

6216

250 6252 2502050 Total 6252 WATER SERVICE 11/30/2015 359.10$          1841976 419527 CITY OF EAU CLAIRE WATER/SEWER/STORM

6252

250 6254 2502050 Total 6254 SEWER SERVICE 11/30/2015 289.05$          1841976 419527 CITY OF EAU CLAIRE WATER/SEWER/STORM

6254

250 6256 2502050 Total 6256 STORMWATER CHARGES 11/30/2015 275.00$          1841976 419527 CITY OF EAU CLAIRE WATER/SEWER/STORM

6256

250 6350 2502040 Total 6350 INSURANCE 11/30/2015 2,583.33$       INSURANCE CHARGES

6350

250 6402 2502040 OFFICE SUPPLIES 11/23/2015 20.00$             147661 TRU LOCK & SECURITY OH - SUPPLIES - KEYS

11/23/2015 31.50$             147665 OFFICE DEPOT OH & PCS - SUPPLIES

11/23/2015 29.69$             147666 OFFICE DEPOT AS - SUPPLIES - CLOCK

11/23/2015 5.80$               147672 OFFICE DEPOT RS & OH - SUPPLIES

11/23/2015 218.78$          147674 OFFICE DEPOT OH - TONER, CORRECTION TAP

11/23/2015 138.98$          147675 OFFICE DEPOT OH - TONER

11/23/2015 3.98$               147681 PINEHURST HARDWARE OH - COPIER KEYS

250 6402 11/23/2015 110.98$          147647 AMAZON.COM CREDIT YS - SUPPLIES - DIAPER DIS

11/23/2015 21.52$             147656 GYMBOREE.COM 500 YS - SUPPLIES - BUBBLE REF

11/23/2015 38.28$             147667 OFFICE DEPOT YS - SUPPLIES - BADGES

11/23/2015 25.88$             147668 OFFICE DEPOT YS - SUPPLIES - COLORED PA

11/23/2015 53.39$             147676 OFFICE DEPOT YS - SUPPLIES

11/23/2015 15.89$             147677 OFFICE DEPOT YS - SUPPLIES - PLANNER

11/23/2015 14.99$             147678 OFFICE DEPOT YS - SUPPLIES - PLANNER

11/23/2015 14.99$             147679 OFFICE DEPOT YS - SUPPLIES - PLANNER

11/23/2015 89.99$             147886 WM SUPERCENTER#1669 YS - SUPPLIES

250 6402 11/23/2015 28.88$             147649 AMAZON.COM RS - SUPPLIES

11/23/2015 34.02$             147650 AMAZON.COM CREDIT RS - SUPPLIES

11/23/2015 44.48$             147672 OFFICE DEPOT RS & OH - SUPPLIES

250 6402 11/23/2015 67.73$             147648 AMAZON.COM CREDIT HRS - SUPPLIES & FRNDS AD

250 6402 11/23/2015 750.00$          147654 DEMCO INC TS - SUPPLIES

11/23/2015 8.89$               147669 OFFICE DEPOT TS - SUPPLIES - LATEX GLOV

11/23/2015 95.30$             147670 OFFICE DEPOT TS - SUPPLIES

11/23/2015 22.14$             147671 OFFICE DEPOT TS - SUPPLIES - PLANNER

11/23/2015 10.49$             147673 OFFICE DEPOT TS - SUPPLIES - DESK CALEN

11/23/2015 15.39$             147680 OFFICE DEPOT #1170 TS - SUPPLIES - PLANNER

11/23/2015 760.59$          148134 DEMCO INC TS - SUPPLIES - LABELS

11/23/2015 159.18$          147658 INTUIT *QUICKEN PCS - SUPPLIES - DISPLAYS

250 6402 11/23/2015 35.84$             147665 OFFICE DEPOT OH & PCS - SUPPLIES

11/23/2015 32.97$             147989 50-50 FACTORY OUTLET PCS - SUPPLIES

11/23/2015 42.46$             147990 AMAZON.COM PCS - SUPPLIES

11/30/2015 17.46$             381894 419,577 MEGA FOODS TS SUPPLIES - WATER

6402 Total 6402 OFFICE SUPPLIES 2,960.46$       
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250 6406 2502041 LIBRARY PROGRAM SUPPLIES 11/23/2015 4.00$               147885 DOLLAR GEN #9836 YS - PROGRAM SUPPLIES

250 6406 2502046 LIBRARY PROGRAM SUPPLIES 11/23/2015 20.00$             147991 DOLRTREE 4842 000484 PCS - PROGRAM SUPPLES

11/23/2015 37.36$             147993 TUESDAY MORNING #111 PCS - PROGRAM SUPPLIES - D

6406 Total 6406 LIBRARY PROGRAM SUPPLIES 61.36$             

250 6409 2502040 LIBRARY MATERIALS-PERIODICALS 11/10/2015 19.99$             NONE1545 419,226 FOCUS ON THE FAMILY CLUBHOUSE-1 YR SUBSCRIPTIO

11/30/2015 376.00$          2994057 419,611 WT COX SUBSCRIPTIONS LIBRARY MATERIALS

11/30/2015 14,576.10$     3003172 419,611 WT COX SUBSCRIPTIONS LIBRARY MATERIALS

14,972.09$     

250 6409 2502040 LIBRARY MATERIALS-BOOKS-ADULT 11/10/2015 15.47$             266513720038 419,179 AMAZON.COM CREDIT LIBRARY MATERIALS

11/10/2015 9.18$               210651160252 419,179 AMAZON.COM CREDIT LIBRARY MATERIALS

11/10/2015 819.78$          2031310023 419,188 BAKER & TAYLOR INC LIBRARY MATERIALS

11/18/2015 12.00$             040919807369 419,299 AMAZON.COM CREDIT LIBRARY MATERIALS

11/18/2015 345.87$          2031329803 419,302 BAKER & TAYLOR INC LIBRARY MATERIALS

11/18/2015 336.90$          2031334494 419,302 BAKER & TAYLOR INC LIBRARY MATERIALS, L&D

11/18/2015 1,110.13$       2031322911 419,302 BAKER & TAYLOR INC LIBRARY MATERIALS

11/18/2015 238.48$          56614206 419,304 CENGAGE LEARNING INC LIBRARY MATERIALS

11/18/2015 23.24$             56626105 419,304 CENGAGE LEARNING INC LIBRARY MATERIALS

11/18/2015 46.48$             56625565 419,304 CENGAGE LEARNING INC LIBRARY MATERIALS

11/23/2015 233.05$          147657 HIGGINSON BOOK CO LIB MATLS - AD BK - 5

11/24/2015 39.37$             016414679976 419,496 AMAZON.COM CREDIT LIBRARY MATERIALS, L&D

11/24/2015 21.82$             131396474733 419,496 AMAZON.COM CREDIT LIBRARY MATERIALS

11/24/2015 44.95$             016411646503 419,496 AMAZON.COM CREDIT LIBRARY MATERIALS, L&D

11/24/2015 15.00$             131390234541 419,496 AMAZON.COM CREDIT LIBRARY MATERIALS

11/24/2015 24.14$             131398896941 419,496 AMAZON.COM CREDIT LIBRARY MATERIALS

11/24/2015 31.31$             004632745473 419,496 AMAZON.COM CREDIT LIBRARY MATERIALS

11/24/2015 430.77$          5013868360 419,497 BAKER & TAYLOR INC LIBRARY MATERIALS

11/24/2015 709.73$          2031364860 419,497 BAKER & TAYLOR INC LIBRARY MATERIALS, L&D

11/24/2015 322.61$          2031379589 419,497 BAKER & TAYLOR INC LIBRARY MATERIALS

11/24/2015 587.83$          2031362457 419,497 BAKER & TAYLOR INC LIBRARY MATERIALS, BOOKMAR

11/24/2015 245.16$          56636034 419,499 CENGAGE LEARNING INC LIBRARY MATERIALS

11/24/2015 316.38$          56635678 419,499 CENGAGE LEARNING INC LIBRARY MATERIALS

11/24/2015 148.44$          56636381 419,499 CENGAGE LEARNING INC LIBRARY MATERIALS

11/24/2015 290.89$          56635949 419,499 CENGAGE LEARNING INC LIBRARY MATERIALS

11/24/2015 92.96$             56716922 419,499 CENGAGE LEARNING INC LIBRARY MATERIALS

11/24/2015 97.45$             56717655 419,499 CENGAGE LEARNING INC LIBRARY MATERIALS

11/24/2015 69.72$             56716825 419,499 CENGAGE LEARNING INC LIBRARY MATERIALS

11/24/2015 40.48$             56717195 419,499 CENGAGE LEARNING INC LIBRARY MATERIALS

11/24/2015 23.24$             56716949 419,499 CENGAGE LEARNING INC LIBRARY MATERIALS

11/24/2015 45.73$             56716511 419,499 CENGAGE LEARNING INC LIBRARY MATERIALS

11/30/2015 10.61$             126256152350 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 61.97$             170017249236 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 27.27$             079690273436 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 35.30$             252983892182 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 18.60$             079696853771 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS
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11/30/2015 71.43$             252988782237 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 17.47$             079699319035 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 25.94$             137330258800 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 22.62$             131394952803 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 14.53$             163439411244 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 480.38$          2031385962 419,519 BAKER & TAYLOR INC LIBRARY MATERIALS

11/30/2015 811.43$          2031391753 419,519 BAKER & TAYLOR INC LIBRARY MATERIALS

11/30/2015 320.06$          2031400579 419,519 BAKER & TAYLOR INC LIBRARY MATERIALS

11/30/2015 218.79$          5013886007 419,519 BAKER & TAYLOR INC LIBRARY MATERIALS

11/30/2015 76.47$             56726548 419,524 CENGAGE LEARNING INC LIBRARY MATERIALS

11/30/2015 74.22$             56726812 419,524 CENGAGE LEARNING INC LIBRARY MATERIALS

11/30/2015 60.72$             56725861 419,524 CENGAGE LEARNING INC LIBRARY MATERIALS

11/30/2015 189.71$          56742679 419,524 CENGAGE LEARNING INC LIBRARY MATERIALS

11/30/2015 186.68$          146010 419,568 LOGISTECH INC LIBRARY MATERIALS

9,512.76$       

250 6409 2502040 LIBRARY MATERIALS-BKS JUVENILE 11/10/2015 27.52$             266514558310 419,179 AMAZON.COM CREDIT LIBRARY MATERIALS

11/10/2015 18.71$             266513144341 419,179 AMAZON.COM CREDIT LIBRARY MATERIALS

11/10/2015 32.10$             266513720038 419,179 AMAZON.COM CREDIT LIBRARY MATERIALS

11/10/2015 299.22$          2031304376 419,188 BAKER & TAYLOR INC LIBRARY MATERIALS

11/10/2015 424.99$          2031309676 419,188 BAKER & TAYLOR INC LIBRARY MATERIALS

11/18/2015 555.84$          2031352276 419,302 BAKER & TAYLOR INC LIBRARY MATERIALS

11/23/2015 212.00$          147646 0 ACCUCUT, LLC LIBRARY MATERIALS - DIE CU

11/24/2015 207.66$          2031324444 419,497 BAKER & TAYLOR INC LIBRARY MATERIALS

11/24/2015 308.75$          2031366026 419,497 BAKER & TAYLOR INC LIBRARY MATERIALS, L&D

11/30/2015 18.17$             126256152350 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 15.95$             058547653591 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 12.61$             163435016704 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 33.25$             216531086663 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 12.99$             058541630368 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 20.56$             058545759145 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 54.20$             131395652200 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 4.20$               163439411244 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 863.88$          2031380967 419,519 BAKER & TAYLOR INC LIBRARY MATERIALS, L&D

11/30/2015 272.88$          2031393145 419,519 BAKER & TAYLOR INC LIBRARY MATERIALS

11/30/2015 61.17$             2031371886 419,519 BAKER & TAYLOR INC LIBRARY MATERIALS

3,456.65$       

250 6409 2502040 LIBRARY MATERIALS-NON-PRINT 11/10/2015 22.99$             015865238496 419,179 AMAZON.COM CREDIT LIBRARY MATERIALS

11/10/2015 19.92$             266513720038 419,179 AMAZON.COM CREDIT LIBRARY MATERIALS

11/10/2015 322.79$          015865956134 419,179 AMAZON.COM CREDIT LIBRARY MATERIALS

11/10/2015 19.22$             2031310023 419,188 BAKER & TAYLOR INC LIBRARY MATERIALS

11/10/2015 114.95$          93381880 419,257 MIDWEST TAPE LIBRARY MATERIALS

11/10/2015 39.99$             93381882 419,257 MIDWEST TAPE LIBRARY MATERIALS

11/10/2015 45.98$             93381883 419,257 MIDWEST TAPE LIBRARY MATERIALS

11/10/2015 9.59$               93381884 419,257 MIDWEST TAPE LIBRARY MATERIALS
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11/10/2015 41.55$             93381885 419,257 MIDWEST TAPE LIBRARY MATERIALS

11/10/2015 40.37$             93381886 419,257 MIDWEST TAPE LIBRARY MATERIALS

11/10/2015 51.16$             93381887 419,257 MIDWEST TAPE LIBRARY MATERIALS

11/10/2015 55.97$             93381888 419,257 MIDWEST TAPE LIBRARY MATERIALS

11/10/2015 301.25$          93381889 419,257 MIDWEST TAPE LIBRARY MATERIALS

11/10/2015 22.99$             93381890 419,257 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 19.25$             2031334494 419,302 BAKER & TAYLOR INC LIBRARY MATERIALS, L&D

11/18/2015 95.17$             2031322911 419,302 BAKER & TAYLOR INC LIBRARY MATERIALS

11/18/2015 31.99$             93393911 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 34.99$             93393913 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 19.99$             93404028 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 183.10$          93403763 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 79.99$             93403765 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 14.39$             93403766 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 36.78$             93403767 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 7.99$               93403768 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 83.95$             93403769 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 50.16$             93403770 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 40.78$             93403771 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 95.97$             93403772 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 31.98$             93403773 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/18/2015 14.99$             93403774 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/23/2015 21.34$             147651 0 AMERICAN FAMILY ASSO LIBRARY MATERIALS -  NONPR

11/24/2015 59.96$             204784521605 419,496 AMAZON.COM CREDIT LIBRARY MATERIALS

11/24/2015 55.56$             004638863350 419,496 AMAZON.COM CREDIT LIBRARY MATERIALS

11/24/2015 (0.04)$             204782605722 419,496 AMAZON.COM CREDIT LIBRARY MATERIALS

11/24/2015 262.85$          2031364860 419,497 BAKER & TAYLOR INC LIBRARY MATERIALS, L&D

11/24/2015 101.71$          2031379589 419,497 BAKER & TAYLOR INC LIBRARY MATERIALS

11/24/2015 32.58$             93428658 419,501 MIDWEST TAPE LIBRARY MATERIALS

11/24/2015 18.99$             93429600 419,501 MIDWEST TAPE LIBRARY MATERIALS

11/24/2015 15.99$             93429601 419,501 MIDWEST TAPE LIBRARY MATERIALS

11/24/2015 5.59$               93429602 419,501 MIDWEST TAPE LIBRARY MATERIALS

11/24/2015 66.96$             93429603 419,501 MIDWEST TAPE LIBRARY MATERIALS

11/24/2015 59.97$             93429604 419,501 MIDWEST TAPE LIBRARY MATERIALS

11/24/2015 117.95$          93429605 419,501 MIDWEST TAPE LIBRARY MATERIALS

11/24/2015 12.99$             93429606 419,501 MIDWEST TAPE LIBRARY MATERIALS

11/24/2015 13.99$             93429607 419,501 MIDWEST TAPE LIBRARY MATERIALS

11/24/2015 191.86$          93429609 419,501 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 34.99$             174110582078 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 71.21$             015863708216 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 18.66$             058547653591 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 40.89$             137338204408 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 29.99$             137333463731 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 59.92$             137334500408 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 54.88$             231936034523 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 16.91$             058541630368 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS
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11/30/2015 15.98$             058545759145 419,508 AMAZON.COM CREDIT LIBRARY MATERIALS

11/30/2015 57.18$             2031391753 419,519 BAKER & TAYLOR INC LIBRARY MATERIALS

11/30/2015 16.47$             2031400579 419,519 BAKER & TAYLOR INC LIBRARY MATERIALS

11/30/2015 39.99$             93419260 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 38.99$             93427889 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 259.95$          93437960 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 22.99$             93447809 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 114.95$          93447850 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 23.18$             93447851 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 70.38$             93447852 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 63.96$             93447853 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 10.39$             93447854 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 28.98$             93447855 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 337.20$          93447860 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 39.98$             93447861 419,579 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 156.29$          93447859 419,579 MIDWEST TAPE LIBRARY MATERIALS

4,612.75$       

250 6409 2502040 LIBRARY MATERIALS-MORE DVD'S 11/18/2015 125.22$          M85624800 419,302 BAKER & TAYLOR INC LIBRARY MATERIALS

11/18/2015 1,840.51$       93403773 419,309 MIDWEST TAPE LIBRARY MATERIALS

11/24/2015 431.86$          93429606 419,501 MIDWEST TAPE LIBRARY MATERIALS

11/30/2015 665.42$          93447856 419,579 MIDWEST TAPE LIBRARY MATERIALS

3,063.01$       

250 6409 2502040 DIGITAL/DOWNLOADABLE 11/24/2015 1,500.00$       FW237830 - 2015 419,494 ALLDATA LIBRARY MATERIALS

11/24/2015 4,377.96$       56637446 419,499 CENGAGE LEARNING INC LIBRARY MATERIALS

5,877.96$       

6409 Total 6409 LIBRARY MATERIALS 41,495.22$     

250 6415 2502040 LOST/DAMAGED-BOOKS-ADULT 11/18/2015 29.96$             158684816299 419,299 AMAZON.COM CREDIT LOST/DAMAGED MATERIALS

11/18/2015 154.74$          2031334494 419,302 BAKER & TAYLOR INC LIBRARY MATERIALS, L&D

11/24/2015 19.95$             083204009907 419,496 AMAZON.COM CREDIT LOST/DAMAGED MATERIALS

11/24/2015 1.76$               083203536018 419,496 AMAZON.COM CREDIT LOST/DAMAGED MATERIALS

11/24/2015 12.33$             083207676789 419,496 AMAZON.COM CREDIT LOST/DAMAGED MATERIALS

11/24/2015 261.41$          2031364860 419,497 BAKER & TAYLOR INC LIBRARY MATERIALS, L&D

480.15$          

250 6415 2502040 LOST/DAMAGED-BOOKS JUVENILLE 11/24/2015 13.02$             016414679976 419,496 AMAZON.COM CREDIT LIBRARY MATERIALS, L&D

11/24/2015 9.18$               083204009907 419,496 AMAZON.COM CREDIT LOST/DAMAGED MATERIALS

11/24/2015 17.66$             016411646503 419,496 AMAZON.COM CREDIT LIBRARY MATERIALS, L&D

11/24/2015 138.10$          2031366026 419,497 BAKER & TAYLOR INC LIBRARY MATERIALS, L&D

11/30/2015 153.04$          2031380967 419,519 BAKER & TAYLOR INC LIBRARY MATERIALS, L&D

331.00$          
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250 6415 2502040 LOST/DAMAGED-NON-PRNT MATERIAL 11/18/2015 11.00$             93387045 419,309 MIDWEST TAPE LOST/DAMAGED MATERIALS

11/24/2015 42.10$             083207676789 419,496 AMAZON.COM CREDIT LOST/DAMAGED MATERIALS

11/24/2015 21.58$             93429608 419,501 MIDWEST TAPE LOST/DAMAGED MATERIALS

11/30/2015 12.00$             93425071 419,579 MIDWEST TAPE LOST/DAMAGED MATERIALS

11/30/2015 12.00$             93434346 419,579 MIDWEST TAPE LOST/DAMAGED MATERIALS

11/30/2015 19.99$             93437962 419,579 MIDWEST TAPE LOST/DAMAGED MATERIALS

11/30/2015 11.99$             93447858 419,579 MIDWEST TAPE LOST/DAMAGED MATERIALS

130.66$          

6415 Total 6415 LOST/DAMAGED MATERIALS 941.81$          

250 6464 2502050 BLDG MTRLS & JNTRL SUPPLIES 11/23/2015 203.69$          148007 SCHILLING PAPER WHOLESALE OFFICE SUP

11/23/2015 189.12$          148135 G&K SERVICES RUG SERVICE - OCTOBER 2015

6464 Total 6464 BLDG MTRLS & JNTRL SUPPL 392.81$          

250 6490 2502040 EQUIPMENT PURCHASES (< $5000) 11/23/2015 97.51$             147519 MENARDS FLAG LIGHTS FOR THE LIBRAR

11/30/2015 132.10$          BCN5970 419,523 CDW-G CORPORATE OFFI IT EQUIPMENT PURCHASE

11/30/2015 56.95$             BDZ0407 419,523 CDW-G CORPORATE OFFI IT EQUIPMENT PURCHASE

11/23/2015 511.12$          147655 DEMCO INC IT - EQUIP PURCH - PAC STA

6490 Total 6490 EQUIPMENT PURCHASES (< $ 797.68$          

250 6496 2502040 GIFT EXP-FOL 2015 11/10/2015 88.61$             368835 419,254 MEGA FOODS FRNDS PROGRM REFRESHMENTS

11/23/2015 49.99$             147648 AMAZON.COM CREDIT HRS - SUPPLIES & FRNDS AD

11/23/2015 20.00$             147884 BOOKS A MILLION FRNDS - YS PRIZES & INCENT

11/23/2015 50.88$             148075 MEGA FOODS FRNDS - PROGRAM REFRESHMEN

250 6496 2502040 GIFT EXPD-BOOKMARKS 11/24/2015 14.00$             2031362457 419,497 BAKER & TAYLOR INC LIBRARY MATERIALS, BOOKMAR

6496 Total 6496 GIFT EXPENDITURES 223.48$          

Total Operating 282,826.84$  

490 6810 4904613 CAP COSTS-APPL SFTWR/SERVER UP 11/23/2015 222.78 147734 WHITECANYON SOFTWARE WipeDrive Software for Ser

Total Capital 222.78$          

Grand Total 283,049.62$  
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AVERAGE ADJUSTED DAILY NUMBER OF LIBRARY VISITS IN BUILDING
1,345       1,166       1,101          -5.6%    Month of NOVEMBER
1,483       1,364       1,266          -7.2%    Year to date

AVERAGE DAILY NUMBER OF LIBRARY VISITS TO YOUTH SERVICES
626          580          612              5.5%    Month of NOVEMBER
719          792          782              -1.3%    Year to date

ATTENDEES AT YOUTH SERVICES OUTREACH PROGRAMS:
278          212          334              57.5%    Month of NOVEMBER

6,116       8,427       8,674          2.9%    Year to date

% SHARE OF CHECKOUTS AND RENEWALS (Does NOT incl outgoing MORE)

72.2% 71.6% 71.2% -0.5%    City of Eau Claire - Figures given for January through current month
15.9% 16.4% 17.1% 4.3%    Remainder of Eau Claire County participating in Co. Lib. Svcs. Agreement
11.9% 12.0% 11.7% -2.8%    All other users checking something out or renewing from this building

NUMBER OF CUSTOMERS CHECKING SOMETHING OUT FROM THIS BLDG:
12,177    10,292    10,382        0.9%    Month of NOVEMBER

150,196  132,865  129,487     -2.5%    Year to date

CHECKOUTS  (includes items loaned outside our system)
56,782    48,191    48,415        0.5%    Month of NOVEMBER

701,871  634,104  597,764     -5.7%    Year to date

RENEWALS (includes items loaned outside our system)
System 15,328    15,048        -1.8%    Month of NOVEMBER 
Issues 190,398  178,824     -6.1%    Year to date 

MORE CONSORTIUM CHECKOUTS
  INCOMING MATERIALS (included in CHECKOUTS in above section)

8,143       6,930       6,820          -1.6%    Month of NOVEMBER
101,638  87,727    85,409        -2.6%    Year to date

  OUTGOING MATERIALS (NOT included in CHECKOUTS above)
9,190       6,282       6,111          -2.7%    Month of NOVEMBER

101,857  96,083    79,607        -17.1%    Year to date

MORE CONSORTIUM CHECKOUTS OF JUVENILE MATERIALS
   Incoming materials (included in CHECKOUTS above)

2,086       1,941       1,871          -3.6%     Month of NOVEMBER (includes renewals)
21,694    21,870    21,016        -3.9%     Year to date (includes renewals)

  OUTGOING MATERIALS (NOT included in CHECKOUTS above)
1,673       1,173       1,075          -8.4%     Month of NOVEMBER

17,458    16,545    14,293        -13.6%     Year to date

FREEGAL DOWNLOADS 
2,254       1,976       3,067          55.2% Month of NOVEMBER

30,887    n/a 21,206        N/A Year to date

376          320          305              -4.7% Unique Users - Month of NOVEMBER
5,302       n/a 3,013          N/A Year to date

FREEGAL STREAMING - Note:  Streaming began in January of 2015
N/A N/A 5,838          N/A SONGS STREAMED - Month of NOVEMBER
N/A N/A 57,927        N/A Year to date

N/A N/A 232              N/A Unique Users - Month of NOVEMBER
N/A N/A 2,368          N/A Year to date

LE PHILLIPS MEMORIAL PUBLIC LIBRARY
Statistical Report - NOVEMBER

Chng. 
Prev. Yr.

2013 2014 2015 Description
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FREADING DOWNLOADS
48            85            65                -23.5% Unique Users - Month of NOVEMBER

706          852          925              8.6% Year to date

116          254          140              -44.9% Total Downloads - Month of NOVEMBER
2,378       2,091       2,458          17.6% Year to date

OVERDRIVE DOWNLOADABLE MATERIALS 
***NOTE:  Technical difficulties would BY EAU CLAIRE CARDHOLDER (Not included in checkouts above)
not allow data to generate for this section
for March, 2013. OVERDRIVE DOWNLOADABLE AUDIO BOOKS

1,010       1,564       1,690          8.1% Month of NOVEMBER
n/a 16,290    17,738        8.9% Year to date

OVERDRIVE DOWNLOADABLE E-BOOKS
Note:  Includes Adobe, Kindle, Open ebooks in both EPUB and pdf.

2,604       3,897       3,913          0.4% Month of NOVEMBER
n/a 74,813    44,514        -40.5% Year to date

OVERDRIVE DOWNLOADABLE MUSIC
-           -           -               0.0% Month of NOVEMBER
n/a 4               -               -100.0% Year to date

OVERDRIVE DOWNLOADABLE VIDEO & STREAMING
3               43            12                -72.1% Month of NOVEMBER
5               104          158              51.9% Year to date

**Note:  Streaming began in June of 2014 and is added to video stats

INTERLIBRARY LOANS
  INCOMING MATERIALS (included in CHECKOUTS above)

156          186          131              -29.6%    Month of NOVEMBER (without renewals)
2,262       1,878       1,772          -5.6%    Year to date (without renewals)

  OUTGOING MATERIALS (included in CHECKOUTS above)
301          344          233              -32.3%    Month of NOVEMBER (without renewals)

3,116       3,381       3,157          -6.6%    Year to date (without renewals)

  OUTGOING MATERIALS RENEWALS (included in CHECKOUTS above)
22            9               20                122.2%    Month of NOVEMBER (renewals)

107          206          127              -38.3%    Year to date (renewals)

HOME DELIVERY (included in CHECKOUTS above)
1,044       1,060       1,153          8.8%    Month of NOVEMBER (without renewals)

11,089    11,830    11,589        -2.0%    Year to date (without renewals)

HOME DELIVERY RENEWALS (included in CHECKOUTS above)
177          168          183              8.9%    Month of NOVEMBER Renewals

1,709       1,264       1,831          44.9%    Year to date Renewals

Description2013 2014 2015
Chng. 

Prev. Yr.

LE PHILLIPS MEMORIAL PUBLIC LIBRARY
Statistical Report - NOVEMBER
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LE PHILLIPS MEMORIAL PUBLIC LIBRARY 
Recommended Professional Staff Pay Plan 102.00%
January 1 - December 31, 2016

CLASSIFICATION MINIMUM MIDPOINT MAXIMUM
   

Professional 1 $45,906 $53,082 $60,278
$22.07 $25.52 $28.98

Professional 2 $49,899 $56,597 $63,336
$23.99 $27.21 $30.45

   

Professional 3 $53,290 $60,466  $67,642
$25.62 $29.07 $32.52

   
Professional 4 $57,595 $65,354 $73,112

$27.69 $31.42 $35.15
   

Professional 5 $61,568 $70,325 $79,102
$29.60 $33.81 $38.03
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LE PHILLIPS MEMORIAL PUBLIC LIBRARY
Support Staff Pay Plan
January 1 - December 31, 2016 102.000%

A B C D E
END OF

CLASSIFICATION BEGINNING PROBATION STEP 1 STEP 2 STEP 3

Desk Clerk $25,334 $26,333 $27,352 $28,392 $29,349
$12.18 $12.66 $13.15 $13.65 $14.11

Library Assistant I $29,640 $30,659 $31,658 $32,677 $33,634
$14.25 $14.74 $15.22 $15.71 $16.17

Library Assistant II $33,675 $34,674 $35,651 $36,650 $37,669
$16.19 $16.67 $17.14 $17.62 $18.11

 
Library Associate I $37,669 $39,270 $40,851 $42,432 $44,075

$18.11 $18.88 $19.64 $20.40 $21.19

Library Associate II $42,099 $43,701 $45,302 $46,862 $48,506
$20.24 $21.01 $21.78 $22.53 $23.32
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LE PHILLIPS MEMORIAL PUBLIC LIBRARY
Hourly Wage Rates 102.00%
January 1 - December 31, 2016

Library Page

With less than 1 year continuous service $8.95

With 1 year or more continuous service and $9.89
   a current performance rating of "good" or

   "excellent".  
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      ADMINISTRATIVE      
 MEMORANDUM  

 
 
 
TO:   Library Board  
   
FROM:  Teresa Kriese, Business Manager 
  
DATE:  December 11, 2015 
   
SUBJECT: Grant Award from the State Energy Program 
___________________________________________________________________________ 

The State Energy Program – Planning and Implementing Clean Energy Investments in 
Wisconsin Communities has been awarded to the L.E. Phillips Memorial Public Library;  
a $75,000 grant to complete an interior and exterior lighting retrofit at the library. The 
project would replace outdated T8 lights with energy efficient and longer-life light-emitting 
diodes (LEDs). The project offers high energy and cost savings over time and may allow the 
Library to take advantage of future rebates from Focus on Energy in 2016.  
 
The Library would be required to match the $75,000 grant using capital funds and in-kind 
services.  Administration recommends that these funds come from appropriated funds for 
the “Ceiling Upgrade Project” that the Library Board approved in the 2016 budget 
process.  The lighting retrofit is considered a part of the Ceiling Upgrade Project and 
therefore the funds would be used for their intended purpose.  However, Phase I of the 
project would be revised to cover the lighting retrofit only at this point.  Future Phases 
would then be planned to upgrade the cabling, HVAC and other items included in the 
Ceiling Upgrade Project.  
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December 1, 2015 
 
 
Mr. Ned Noel 
City Sustainability Coordinator/ Associate City Planner 
400 Eau Claire Street 
Eau Claire, WI 54701 
Via email: ned.noel@eauclairewi.gov 
 

 
Dear Mr. Noel: 
  
I am pleased to inform you that the City of Eau Claire has been selected as a recipient of an 
award for the State Energy Program – Planning and Implementing Clean Energy Investments 
in Wisconsin Communities. The total award includes $75,000 for your interior and exterior 
lighting retrofit at the L.E. Phillips Memorial Public Library. 
 
Your project displays exceptional merit and ability to support energy efficiency in 
Wisconsin.  There is a major consideration of the project that you should be aware of as we 
move forward.  You must spend all allocated funds by June 15, 2016.  If you feel that this is 
not reasonable and are not able to make this deadline, please let us know prior to accepting 
the award.  
 
We are committed to provide funding for your project and would like to set up a contract so 
that work can begin, as soon as possible. If you have any questions or would like to set up a 
meeting to discuss the project further, please do not hesitate to contact our Program 
Manager, Megan Levy at (608) 266-5054 or megan.levy@wisconsin.gov. 
 
Thank you for commitment to Planning and Implementing Clean Energy Investments in 
Wisconsin communities and we look forward to working with you on this project in the near 
future! 
 
 
Sincerely, 
 
 
Maria Redmond 
Director, Office of Energy Innovation 
  
cc: Megan Levy, Director- Local Energy Programs 
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LOAN PERIOD IN DAYS 
 
Adult new fiction under 400 pages long 14 days, two 14-day renewal periods 

(except for items with holds) 
 
Adult new fiction 400 pages long or more 21 days, two 21-day renewal periods 

(except for items with holds) 
 
All other books, pamphlets, magazines, 21 days, two 21-day renewal periods  
audiobooks on cassette/disc, compact discs,  from date of renewal (except for items 
maps with holds on them) 
 
Extended loan for art reproductions, 42 days, no renewals 
materials taken for vacation (this  
applies only to materials which have a 
21-day loan period with a 21-day renewal 
period) 
 
iPads (14-day loan) 14 days, no renewals 
 
Videocassettes/DVDs/gaming software 7 days, two 7-day renewals.  At the 

discretion of the audiovisual cataloger, a 
21-day checkout period (with no renewal) 
may be given to certain videocassettes/ 
and DVDs/gaming software that have 
subject matter (i.e., a learning process) 
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for which an extended period of time may 
be needed to master a particular 
technique. 

 
All television series seasons 14 days, two 14-day renewal periods 
regardless of length and all other (except for items with holds) 
visual media more than seven hours 
(420 minutes) long that are 
cataloged, packaged and circulated 
as one item 
 
Videocassettes and DVDs required  With the permission of a Library  
for specific show dates  Associate  or Librarian, videocassettes 

and DVDs required for a specific show 
date can be given an extended checkout 
period up to 21 days.  For any customer, 
these include public performance videos.  
For teachers, or those in an educational 
setting, these include any video being 
shown for educational purposes or as 
part of the class or the curriculum.  As 
with any of the library materials, the 
customer is responsible for adherence to 
copyright laws. 

 
Lucky Day items See the MORE Lucky Day Policy. 
 
Book discussion kits 28 days, two 28-day renewal periods 

(except for items with holds) 
 
 
INTERLIBRARY LOAN PERIODS IN DAYS 
 
Large print books for groups for 42 days 
extended loan to System libraries 
 
Books, pamphlets, magazines, 28 days 
audiocassettes, audiobooks on cassette/disc,  
compact discs, charts, maps 
 
Census microfilm and 21 days 
videocassettes/DVDs/gaming software 
 
 
REFERENCE MATERIALS 
 
Reference materials in the adult and juvenile collections are not loaned except in special 
cases and at the discretion of the Information & Reference desk or Youth_Services desk 
staff, who will determine the loan period. 
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NOTICES ON DAMAGED OR MISSING PARTS 
 
Individual notice shall be sent requesting the return of missing parts or payment for 
missing or damaged parts. 
 
 
OVERDUE NOTICES 
 
The following overdue notice schedule shall be followed apart from noted exceptions: 
 

First notice at 15 days after due date  (7 days for Lucky Day items) 
Second notice at 30 days after due date  (15 days for Lucky Day items) 
Replacement bill at 45 days after due date  (30 days for Lucky Day items) 

 
This schedule shall apply to adult, as well as children's items, but not for iPads or 
interlibrary loan materials. 
 
For iPads, the following overdue notice schedule shall be followed: 
 
 First notice at 2 days after due date 
 Second notice at 5 days after due date 
 Replacement bill at 7 days after due date 
 
For interlibrary loan materials, the following overdue notice schedule shall be followed: 
 
 First notice at 3 days after due date 
 Second notice at 10 days after due date 
 Replacement bill at 20 days after due date 
 
After the 45 day notice library staff may attempt to secure the return of the library 
materials through individual letters and telephone calls.  In addition, library staff may refer 
customers with overdue items to the City Attorney or the Police Department. 
 
Staff may send bills to customers blocked for excessive fines or to any other customers 
with fines. 
 
Information about uncollectible fines, overdue materials, and missing or damaged parts 
may be released to an outside agency for collection.  Library staff may release information 
about overdue materials to such an agency when the customer has at least one item that 
is 60 days overdue and fines/fees totaling $25.00 or more.  The collection agency 
engaged in this task will be deemed an agent of the library and will be required to maintain 
confidentiality regarding the identity of any individual who borrows or uses the library's 
documents or other materials, resources or services. 
 
 
FINES THRESHOLD 
 
Items shall not be checked out to any customer with ten dollars ($10) or more in fines or 
lost or damaged item charges. 
 
iPads shall not be checked out to any customer with ten dollars ($10.00) or more in fines 
and/or have lost or damaged items and whose custodial children have similar blocks. 
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FINE CHARGES 
 
Fine charges for overdue items shall be 10 cents per day per item except for that juvenile 
DVDs and juvenile and young adult gaming software shall be 50 cents per day; 
book discussion kits, videocassettes, software and all other DVDs and gaming 
software (adult) which are shall be $1.00 per day; interlibrary loan materials which are 
shall be $1.00 per day per item; and iPads which are shall be $10.00 per day; and the 
Library adheres to the MORE Lucky Day Policy for fines on Lucky Day items. 
 
The maximum fine per item shall be $5.00 except for board books, browsing paperbacks, 
magazines, pamphlets, interlibrary loan materials, and iPads. The maximum fine per item 
for iPads shall be $100.00.  The maximum fine for interlibrary loan materials shall be 
$10.00 per item. The maximum fine per item for board books, browsing paperbacks, 
magazines, and pamphlets shall be $1.00.  The maximum fine per item for items costing 
$0.00 - $7.99 in the cataloged collection (cataloged paperbacks, hardcover books, and 
audiovisual materials) shall be $1.00.  The maximum fine for items costing more than 
$250.00 shall be $25.00, excluding iPads. 
 
 
INTERLIBRARY LOAN FINE CHARGES 
 
Since libraries have agreed to charge their customers overdue fines for interlibrary loan 
materials just like they charge fines for any other materials that go out of their library, the 
L.E. Phillips Memorial Public Library shall charge no fines for interlibrary loan materials 
sent out to other libraries.  Those libraries shall retain the fine revenue which they collect 
from their customers for items sent to those libraries by the L.E. Phillips Library. 
 
FINE EXCEPTIONS 
 
There shall be no fines for Home Delivery customers.  The Circulation Manager or 
designee may authorize fine deductions or deletions in special circumstances.  The 
Library Director or designee may delete fines for a day of inclement weather if the overdue 
items are returned to the library on the day following the inclement weather. 
 
 
HOLDS 
 
Hold requests will be taken at the library, by telephone, e-mail, or by mail on all circulating 
items in the library's collection except for browsing paperbacks, big books and board 
books.   Customers may place their own hold requests on the automated library system 
either by using the library’s computer in-house or remotely. 
 
A library cardholder may pick up and checkout items placed on hold by another 
cardholder only if either one of the two following conditions applies: 
 

1) The library has a signed release on file from the person who placed the hold, 
listing that cardholder as a person authorized to pick up the hold;  
or, 

2) The cardholder shows sufficient identification that he or she is a member of 
the family (or agent) of the person who placed the hold and that he or she was 
requested by that person to pick up the items.  Sufficient identification shall 
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include, but shall not be limited to, current proof of the same address and 
surname. 
 
 
 

iPads can only be picked up by the library cardholder for whom the hold was placed. 
 
RENEWALS 
 
Customers may not renew items with holds on them or exceed the number of renewal 
periods as defined under the “Loan Period in Days” section of this policy. 

 
 
ACCESS RESTRICTIONS 
 
Parents or legal guardians may request in writing that their children (15 and under) be 
denied access to checking out, or limited to checking out, materials that are readily 
identifiable and easily discernible to library staff.  Examples of such requests may include, 
but are not limited to, the following:  
 

1) deny access to R-rated videos or DVDs; 
2) allow access only to G, PG and non-fiction videos and DVDs from the adult 

collection.  This prevents children from access to unrated videos or DVDs of 
feature films. 

3) deny access to compact discs with “parental advisory” warnings; 
4) deny access to all videogame software; 
5) allow access only to videogame software with a specific rating, such as E 

(Everyone). 
6) deny access to Freegal with the understanding that this would deny access to 

downloading any music from the product. 
 
CUSTOMER REGISTRATION PERIOD 
 
Library cards shall not be issued for a specific time period and have no set expiration 
date. 
 
 
PERIOD OF TIME INACTIVE CARDS WILL BE RETAINED 
 
If a customer has not used his/her card, that customer’s record shall be deleted from the 
database.  Twelve Twenty-four months after the last activity or update date, the 
customer's card shall then be invalid.  Customers whose library cards are blocked for 
fines, and overdue items, will be retained on the database through six years after the last 
activity date. 
 
 
RETENTION OF CIRCULATION RECORDS 
 
Unless otherwise specified, records of circulation transactions are eliminated from the 
database upon completion of the transaction. 
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Retention of customer application forms will be in compliance with applicable record 
retention laws. 
 
 
NUMBER OF ITEMS 
 
A customer may have a maximum of 100 items at any one time, subject to the restrictions 
listed below. 
 
Interlibrary loan to libraries shall be exempt from this limit since the materials go to the 
libraries and not to individual customers.  Restrictions include the following: 
 

10 audiobooks on cassette/disc 
10 videocassettes 
20 compact discs 
8 10 DVDs (adult) 
5 DVDs (juvenile) 
2 computer gaming software (juvenile) 
2 computer gaming software (young adult) 
2 gaming software (adult) 
1 book discussion kit 
1 iPad 

 
Exceptions can be made to customers with particular needs. 
 
 
INTERLIBRARY LOAN LIMITS 
 
Customers are limited to five (5) interlibrary loan requests a week.  Interlibrary Loan staff 
may make exceptions to these limits in special circumstances 
 
ADDENDUM 
 
 
FINES 
 
Level One – Desk Clerks have the authority to waive fines in the amount of $5.00 or less.  
This allows Desk Clerks the flexibility to work with those customers with legitimate 
excuses on the spot and satisfy them. 
 
Level Two - Assistant I and II, “Managers on Duty” have the authority to waive fines of up 
to $25.00. These fines will be waived under the judgment of the Assistant who is 
“Manager on Duty” at that time.  This gives customers an instant resolution to their 
problems without having to wait for a response from the Circulation Manager. 
 
Level Three - The Circulation Manager has the authority to waive fines of any amount. 
The Business Manager or designee will periodically review reports of fines forgiven.  Fines 
relating to a bankruptcy would be cleared after being instructed to do so by the Business 
Manager or designee. 
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REFUNDS 

 
When a customer pays for an item which he/she has lost and finds the item within 30 
days, a refund will be given for the items if returned in good condition, minus the fine 
which would have been charged.   
 
No refunds will be given for payment of an iPad and/or any individual accessory once 
payment is received. 
 
No refunds will be given for payment of an interlibrary loan item once payment has been 
received. 

 
Circulation staff is allowed to refund items from the cash register if the amount to be 
refunded is $15.00 or less.    

 
Any item in an amount over $15.00 will have to wait for a check from the Business 
Manager. 

 
In cases where a customer tries to return an item that is past the 30-day deadline, the  
Circulation Manager has the authority to override the 30-day deadline under certain 
situations:  
 

• If the customer returns the item with the receipt and they were not given 
information regarding the 30-day return policy, or 

 
• If the item returned falls into a 7-day “grace period” after the last day of the 30-day 

period (essentially giving the customer 37 days to return the item) 
 
 
NON-SUFFICIENT FUNDS 
 
All library accounts with checks returned for non-sufficient funds (NSF) will be assessed 
an NSF fee equal to the amount charged by the City of Eau Claire stated in the current 
City of Eau Claire Master Fees and License Schedule (currently $35.00 $36.00) and this 
fee will be manually added to the account of the person who wrote the NSF check. 
 
In addition to the NSF fee, all other fines/fees paid with an NSF check will be reinstated 
(added back manually) to each account collected on with that check. 
 
The NSF fee plus all other fines/fees covered by that NSF check must be paid in full on 
that account, and on any other accounts in which fines/fees were paid with the NSF 
check, before any of the library accounts are in good standing. 
 
Collection accounts paid with an NSF check will be reinstated with the collection agency. 
 
 
BANKRUPTCY 
 
The United States Bankruptcy Code generally permits individuals (debtors) to discharge 
much of their personal debt.  Exceptions to this rule (or exemptions) include “fines” or 
penalties payable to a governmental unit which are not compensatory in nature or for 
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actual loss.  11 U.S.C. Sec. 523(a)(7).  L.E. Phillips Memorial Public Library (LEPMPL) is 
considered a governmental unit.  Whether a penalty is exempt from discharge depends 
upon whether the “fine” imposed is for compensatory reasons (e.g., replacement) or as a 
penalty.  Under bankruptcy law, fines imposed for pecuniary loss are dischargeable, but 
fines imposed as a penalty or a punishment are not. 
 
LEPMPL will upon receiving a bankruptcy discharge of debt notice from the US 
Bankruptcy Court, dismiss all charges on the account of the debtor that have been 
assessed for lost or damaged items and/or collection agency fees.  All other fines will not 
be discharged and will remain on the account of the debtor within the guidelines of the 
Wisconsin statute of limitations.  Similarly, charges for non-sufficient funds (NSF) will be 
discharged only if the original check was in payment for monies owed due to lost/non-
returned or damaged materials.  All other NSF check fees will not be discharged and will 
remain on the account of the debtor.  The statute of limitations for non-dischargeable debt 
is two years.  Sec. 893.93(2)(b), Wis. Stat.  Therefore, it is permissible to go back as far 
as two years to the date that the debtor knew or should have known of the fine in 
determining what is still owed outside of a bankruptcy discharge. 
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The Library Board of Trustees subscribes to the Library Bill of Rights, Article VI states: 
 

Libraries which make exhibit spaces and meeting rooms available to the public they 
serve should make such facilities available on an equitable basis, regardless of the 
beliefs or affiliations of individuals or groups requesting their use. 

 
The Library uses exhibit and display space, bulletin boards and pamphlets to promote its 
goals of public education, collection building and cultural programming.  Library-produced 
displays and materials present a range of points of view and do not advocate a single 
approach.   
 
Library facilities are also available to the public for display and distribution of materials.  These 
facilities may not be used for commercial purposes.  Display of materials does not constitute 
endorsement of the views of the exhibitor by the Library.  Space is available to the public on a 
first-come, first-served basis, and requests are subject to applicable procedures.  The Library 
reserves the right to limit the duration of an exhibit and the frequency of the use of library 
space by an individual or group. 
 
Exhibit or display requests must be directed to either Public Relations and Programming 
Programming and Communications Services or Youth Services, depending on the viewing 
location desired.   
 
Requests for use of bulletin boards and pamphlet racks must be directed to Reference 
Services or Youth Services.   
 
The Public Relations and Programming Programming and Communications Services 
Manager, or the Manager’s designee, may request that a display be altered or removed under 
certain limited circumstances, such as if the exhibit is too large for the space or adequate 
security cannot be provided.  Alteration or removal of an exhibit which displays material not 
protected by the First Amendment may also be required. 
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Art Exhibits 
 
Art exhibits in the second floor gallery and stairwell or first floor art area are arranged by 
the Library Art Committee.  The committee reviews artists' work and selects artists for exhibit 
based on artistic merit.  Art work is also chosen by outside jurors.  Priority is given to regional 
artists.  
 
A decision of the Art Committee may be appealed to the Library Director, whose 
determination is appealable to the Library Board.  The standards and criteria provided in this 
policy shall be applied in deciding any such appeal. 
 
Exhibitors must adhere to the “Guidelines for Installation” and sign and return the 
“Artist Exhibition Agreement” which will include the following statements with regards 
to insuring exhibited works.  Both documents will be provided to exhibitor by L.E. 
Phillips Memorial Public Library (LEPMPL) during the planning stages of the exhibit. 
 
LEPMPL will cover loss or damage to artwork being displayed (unless caused by faulty 
materials or workmanship) while in our possession up to $1,000 per piece with a 
maximum of $10,000 per exhibit regardless of the number of exhibitors.  The artist 
assumes responsibility of additional insurance coverage if an individual piece of 
artwork is valued higher than $1,000.   
 
Should loss or damage occur, LEPMPL will pay the artist a determined value for 
affected artwork.  Various factors will be considered by administrative staff of LEPMPL 
in order to determine the value of loss or damage.  In case of loss or damage, the artist 
will be required to furnish appraisals or proof of previous sales of similar works to 
document the value placed on the exhibit.   
 
LEPMPL will insure art in the exhibit beginning with the installation date and 
continuing through the removal date.  Transport, delivery or pick-up of art is not 
covered by the Library.  Work left beyond the pick-up date is no longer insured unless 
prior arrangements are made.  LEPMPL reserves the right to make exceptions to the 
Art Show Guidelines at any time.  For further information, please contact Programming 
and Communications Services at 715-839-5094. 
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INTRODUCTION 

Professional staff development is an essential part of the Library’s commitment to 
excellence. Staff development may occur through in-house training programs, seminars, 
state and national conferences, and meetings of professional organizations. These 
programs are offered to encourage staff and management to remain current in their 
respective professional disciplines. Division Heads should encourage employees to attend 
training sessions that will enhance employee skills and improve operations. 

The POLICY ON TRAVEL has four goals: 

• To fairly reimburse employees, in a timely, efficient manner, for actual, necessary and
reasonable itemized travel costs that were incurred while on official, authorized 
Library business. 

• To maintain appropriate internal controls to insure compliance with federal, state and
local laws. 

• To maintain the status of an “accountable plan” under IRS regulations in order to
minimize the tax impact for employees. 

• To define standards for reimbursement of eligible expenses and procedures for
processing expense claims. 

The following sections identify the procedures that have been established to achieve these 
goals. 
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OVERVIEW 

TRAVEL / TRAINING AUTHORIZATION 

A signed Training/Travel Statement form is required whenever an employee intends to 
travel outside the City of Eau Claire and adjacent municipalities to attend training. The 
Administrative Associate II will review all expenses projected on the Training/Travel 
Statement form for conformity to this Policy. 

It is the individual’s responsibility, with the help of the Administrative Associate II, to 
prepare the Training/Travel Statement form and submit it for approval prior to the date of 
travel. 

It is the responsibility of the employee's direct supervisor and Library Director and/or 
Assistant Director to review the Training/Travel Statement form. By signing it, the 
supervisor and Director or Assistant Director are stating that the travel/training is 
necessary, meets the criteria of this Policy and is an appropriate charge against the 
Library operating budget. 

This form should be routed, in order, to: 
 Administrative Associate II 
 Employee’s Supervisor 
 Business Manager 
 Assistant Director (for total expenses less than $500), or Director (for 

expenses totaling $500 or more) 
 Business Manager 

Allow ample time for routing if any prepayments for lodging or registration are required. 
The employee should make every effort to obtain early registration discounts. Payments 
are made on Friday if the completed form is received by the Business Manager by the 
proceeding Wednesday at noon. 

All information requested on the form must be filled in, or the form will be returned, 
unprocessed. In addition, complete conference or training brochures / schedules must be 
attached to the Training/Travel Statement form. The brochure information should include: 
actual place, dates, and times of the training, conference, convention or seminar, and 
breakdown for any meals that are included in the registration fee. 

If the training involves registration only, all attendees may be combined on one 
Training/Travel Statement form by attaching a list of attendees. If the training involves 
meals, mileage, hotels, etc., a separate form must be prepared for each attendee. 

A Training/Travel Statement form approved for one person cannot be transferred to 
another person. 

Detailed instructions for travel reimbursement are included in the following sections. 

Procurement Card Use: 
It is acceptable to use the Library procurement cards for payment of travel expenses 
under the following conditions: 

• A Training/Travel Statement form has been approved prior to charges made on card.
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• All procurement card procedures are followed
• When a Library procurement card is used for a travel expense, a detailed receipt should
be attached to both the Training/Travel Statement form and the procurement card 
statement. 

• Personal charges to Library procurement cards are not allowed.  If personal
charges are incurred and paid with a procurement card, the employee will reimburse 
the Library an additional $10 for each personal expense charged to the procurement 
card. 

TRAVEL / TRAINING REIMBURSEMENTS 

Employees should record their actual travel times and expenses on the Training/Travel 
Statement form after completion of the event and submit the completed form to their 
supervisor, within10 working days. All Training/Travel Statement forms must be 
completed and returned, even if there is no amount due, or if the travel is cancelled. 

   Record actual date and time of departure and return (Note:  If your travel 
plans include personal travel as well as professional, you will need to note this on 
the Training/Travel Statement in the “notes” section on the back of the form.)  

  Record actual expenses paid by the employee with the exception of meals 
which will be reimbursed at the current General Services Administration (GSA) 
per diem rates. 

  Sign and date the form 

Detailed receipts for travel expenses paid directly by the employee and for charges made 
on a Library procurement card MUST BE ATTACHED to the Training/Travel Statement 
form with the exception of gas receipts when employee is using their personal vehicle (gas 
receipts are still required for rental vehicles) and meals.   Examples of these detailed 
receipts include parking; shuttle or taxi services; hotel receipts; bus, train, or plane ticket 
receipts; etc.  Employees will NOT be reimbursed without copies of such receipts. 

Every effort should be made to reconcile travel statements within 10 working days of 
your return to avoid employee income tax liability for payments made to, or on behalf of 
the employee. If the travel does not require an overnight stay, any meal reimbursement 
will be considered taxable income. This will be listed on your paycheck stub. 

Travel reimbursements will be paid through payroll, listed as “Travel Reimb/Advance (No 
Tax)” on your check stub.   

This Policy automatically updates whenever there are changes in the IRS standard 
mileage rate, GSA per diem rates, the City of Eau Claire fuel rate or rental vehicle rate. 
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SPECIFIC INFORMATION 

TRANSPORTATION METHODS 

Local Rental Vehicle 
The Library encourages travelers to use a rental vehicle. A rental agreement is negotiated 
with a local dealer. Administrative Associate II will make all arrangements with the rental 
agency, letting the company know that the rental is under City contract and that the bill 
should be sent to the Library. The employee should staple a copy of the rental invoice to 
the travel statement and submit it for payment. 

The standard rental vehicle is a mid-size car. Advance approval is necessary to upgrade 
to a larger car or van. 

Rental vehicles are not to be used for personal business under any circumstances except 
an emergency. This means that rental vehicles may not be used for errands or to extend 
the travel for personal business or a vacation. Family members or companions are not 
allowed to drive or ride in a rental vehicle. This reflects contract terms that provide the 
lowest rate possible to the Library. 

Library employees using a rental vehicle provided by a City-contracted agency are not 
required to provide personal insurance on that vehicle because the contract includes 
insurance coverage.  Volunteers are not included in this contract.   

The gas tank of the rental vehicle should be full when it is returned. If the rental vehicle 
does not have a full tank of gas when returned, the employee will be responsible for the 
cost of the gas over and above what the gas would have cost if the employee had filled up 
the tank at a gas station. Employees will be reimbursed for gas by attaching detailed 
receipts, indicating the number of gallons purchased and the price per gallon paid, to the 
Training/Travel Statement. 

Personal Automobile 
The use of personal automobiles for out-of-town travel is generally limited to trips of a 
short distance, in situations where other modes of transportation result in excessive time, 
or when use of an airline or rental vehicle is not practical. 

If an employee chooses to use a personal vehicle instead of a rental vehicle, the 
reimbursement rate used will be the lower of the rental equivalent or the current IRS 
mileage reimbursement rate. No additional payment will be made for fuel, maintenance, 
etc. 

All Library employees and volunteers who use a non-library vehicle for Library 
purposes must carry the required minimum personal insurance on that vehicle, provide 
proof of that insurance to the Business manager, and sign and submit a Personal 
Automobile Insurance Acknowledgment form to the Business Manager prior to 
receiving Library authorization or reimbursement for such use. 

No mileage reimbursement will be made for local area training.  The local area is defined as 
the City of Eau Claire and any contiguous city, town, or village, specifically, The City of 
Altoona, Town of Seymour, Town of Washington, Township of Brunswick, Town of Union, 
Town of Wheaton, and the Village of Hallie. 
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Rental equivalent calculation: 

The rental equivalent rate combines the daily car rental fee with an allowance 
for gas. The car rental fee is determined by the City’s contract with the rental 
agency. 

The gas allowance assumes 22 mpg at a cost per gallon that is adjusted each 
January and July. Please see the Appendix for an example of the rental 
equivalent calculation. 

Mileage reimbursement is limited to one vehicle per four people when traveling to the 
same conference or training session and it is practical for all attendees to travel at one 
time. Vacations or other personal reasons for separate travel are not considered as a 
basis for additional reimbursements. Exceptions require Library Director authorization. 

The calculation does not include mileage for picking up passengers or driving them to 
their homes. 

When calculating mileage for the use of a personal vehicle, the employee should travel by 
the most direct route. Any person traveling by another route without justification will 
assume any additional expense. 

If an employee combines personal travel with a business trip, reimbursements for travel 
expenses and meals will be based on estimated distance and time for the business portion 
only and will not include any portion of the personal travel.  A rental vehicle cannot be used 
if personal travel is included. 

The allowance for the use of a personal auto should not exceed the lowest cost of the 
most practical means of transportation to the training site. For example, the maximum 
payment for travel to and from the Minneapolis airport will not exceed the cost of a round 
trip shuttle. 

If an employee uses a personal vehicle and the vehicle breaks down while the employee 
is out of town, any additional cost (motel & meals, etc.) will not be covered by the Library. 
If a rental vehicle is used, the Library will incur the additional costs due to a breakdown 
and bill the costs back to the rental agency. 

Air Travel 
Air travel is generally an optional method of travel for trips over 400 miles. All air travel 
must be booked through the Administrative Associate II, who will make a summary of cost 
effectiveness. Reimbursement for air travel is limited to the lowest class reasonably 
available. Some airlines offer reduced fares which require a Saturday night stay. In that 
case, the employee has the option of doing so, provided the cost of the flight plus the 
additional cost of food and lodging do not exceed the regular airfare. An employee may 
exercise this option if there is not a loss of working days, or if the additional days 
required are taken as vacation leave. 

The passenger coupon of the airline ticket should be attached to the travel voucher. 
(See the example in the Appendix.) If the flight is booked on-line, a copy of the web 
page indicating the flight charges should be attached to the reimbursement form. 
Insurance coverage costs for employees traveling by air are not reimbursable. 
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Personal Automobile vs. Air Travel 
A traveler has the option of using a personal auto rather than flying, however, the lower 
of mileage vs. the lowest flight rate will be reimbursed. When an auto is taken in this 
circumstance, the following cost will not be reimbursed: 

 Lodging, and meal expenses while driving to and returning from the destination over 
and above that required when flying. 

 Tolls and other miscellaneous expenses incurred while driving. 

 Any estimated expenses that may have been incurred if the traveler traveled by air: 

• mileage to and from airport
• in-town cab fares
• airport parking

*Note: An employee's time, in excess of getting to and from the destination by air, must
be taken as vacation leave. 

Alternative Travel Arrangements 
When two or more employees are traveling to the same destination (in excess of 400 miles) 
and one chooses to fly while the others drive, reimbursement is limited to the lower of: 

Total cost of airfare (at lowest cost) times the number of employees 

 Round trip miles times the current mileage rate (based on one trip per each 
four employees) 

The traveler(s) wishing to fly will be reimbursed for their airfare. The remaining 
allowable amount will be available for auto expense. 

Lodging, meals and miscellaneous expenses incurred while driving to and from the 
destination will not be reimbursed.  

*Note:  An employees' time, in excess of that required in getting to and from the
destination by air, must be taken as vacation leave. 

Traveling to Chicago 
Employees traveling to the Chicago area currently have a travel option of driving from Eau 
Claire, driving to Tomah and then taking the train, or driving to Minneapolis and then taking 
the Mega Bus.  There are a number of factors to be considered including:  length of trip, 
number of hotel nights, number of people traveling to the same training, parking, cost of 
plane ticket vs. cost of rental equivalent, and the logistics of driving in Chicago.   

Giving consideration to these factors means the preferred method of travel may vary with 
each situation.  If sufficient justification is provided, the employee does not necessarily 
have to choose the least expensive method of transportation.  If the cost difference 
between the employee’s preferred travel and the other method exceeds $150, the 
employee’s reimbursement will be limited to the Library’s lowest cost plus $150. 

Travel Time / Standard Travel Distance 
The Travel Time/Standard Travel Distance table (see Appendix) is used for calculating 
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meal allowances and for payroll purposes. Travel time will generally be estimated on the 
basis of 50 mph, in order to allow for rest stops, refueling, etc. 
Mileage is the shortest distance from city center to city center via State & Federal 
highways. If mileage is not listed on this table, it will be calculated using the 
“MapQuest” website, http://www.mapquest.com, with Eau Claire 54701 as the 
beginning address. 

LODGING 

Overnight lodging is generally reimbursed when a training session begins at a time that 
would require an employee to leave the City prior to 6:00 a.m. to reach their destination 
allowing ample time for registration and locating the first session or to return home after 
10:00 p.m. based on the Travel Time Table shown on previous pages. Employees should 
stay in a comfortable room at a good commercial hotel that does not exceed the current 
General Services Administration (GSA) per diem rates for that community.   

The general rules for sharing a room are as follows: 

1) The Library does not require employees traveling to the same training/meeting to
room together.  Rooming with other staff members is optional; however, approval
of trainings/meetings where staff chooses not to room together will depend on
Library budgetary restraints.

2) The Library requires that rooms be limited to the lowest price room available for
a standard single rate.

3) If you choose to bring a guest, you will be required to pay for any additional
charges assessed for the guest.

The maximum hotel rate is established by GSA.  Any exception must be approved in 
advance by the Library Director. 

Lodging for government functions may be tax exempt. Notice must be given to the hotel 
when making reservations. The hotel may require some type of government 
identification, a copy of our tax exempt certificate and/or pre-payment of lodging. Sales 
and room taxes are generally not reimbursed for lodging in Wisconsin as the Library is 
part of a tax exempt municipality. 

Hotel/motel room charges will be reimbursed at actual cost for a standard single room. 
Employees should observe hotel checkout hours in order to avoid a charge for the day of 
departure. An employee who is required to remain in one location for an extended period 
of time is expected to find lodging at weekly and/or monthly rates. 

An original machine-printed receipt must support lodging expenses or an original 
handwritten receipt provided by the hotel or motel. A photocopy of the receipt, a hotel 
statement, or a copy of your credit card receipt is not adequate support for reimbursement. 

An exception to the 6:00 a.m. rule may be made for inclement weather based on 
weather reports one day prior to the day of travel. 

An exception to the 6:00 a.m. rule may also be made when training extends for two or 
more days, and the round-trip travel time is more than two hours. In those cases, the 
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employee may qualify for overnight lodging reimbursement. 

Other special circumstances may warrant an overnight stay, but must be requested 
in advance and approved by the Library Director. 

REGISTRATION 

Pre-registration is usually required for training, and paid directly by the Library on the 
employee’s behalf. In cases where the employee registered themselves, a 
completed enrollment form must be attached to the Training/Travel Statement form. 

MEAL ALLOWANCE 

Reimbursements for out-of-town meals are allowable under the following conditions: 

24% Breakfast: The employee is required to leave home before 7:00 
a.m., based on the standard travel time estimate

30% Lunch: The employee must leave his/her work 
area before 10:30 a.m. or return after 1:30 
p.m. 

46% Dinner: The employee’s expected return time, 
using the standard travel time estimate, is 
after 6:00 p.m., or the employee leaves 
before 5:00 p.m. en route to training. 

Per Diem amounts 
Meal expense is reimbursed per diem according to the GSA.  The website address for 
GSA is http://www.gsa.gov.  

Receipts are not required since the reimbursement will not exceed the applicable per 
diem rate. The applicable per diem meal allowance, including tax and tips, is based on 
location and travel times. An employee may qualify for a locale’s rate for one meal and 
another locale’s rate for a different meal. 

• Reimbursements for meals are considered taxable wages unless the travel
includes an overnight stay.

• Meals that are included in the cost of lodging or registration will be substituted for
normal meal costs. However, a continental breakfast provided at a seminar or by
the hotel will not reduce the meal allowance.

Generally, employees may not accept meals or other gratuities from vendors or persons 
having business interests with the Library. However, if employees attend a national 
conference, or equivalent, where vendors sponsor extracurricular functions, the 
employees may participate if the event is open to all attendees regardless of their 
customer affiliation. If employees wish to attend private vendor functions, the employees 
must reimburse the vendor for all costs of meals and entertainment. The Library does not 
reimburse entertainment expenses. 

There is no reimbursement for meals when attending training in the local area which is 
defined as the City of Eau Claire and any contiguous city, town, or village, specifically, 
The City of Altoona, Town of Seymour, Town of Washington, Township of Brunswick, 
Town of Union, Town of Wheaton, and the Village of Hallie unless the cost of the meal is 
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included in the registration fee or when it is required that a meeting be held during lunch. 
Such a business luncheon will be an authorized expenditure if it is a meeting with 
individuals on Library business and it is not practical to meet at another time. This does 
not include division staff meetings or other meetings with only Library employees attending 
unless specifically approved by the Library Director. 

MISCELLANEOUS EXPENSES (REQUIRED FOR REIMBURSEMENT) 

Parking 
Parking is an allowable expense under the following: 

Overnight parking at hotel stops: every effort should be made to obtain free 
parking. If the traveler fails to obtain available free parking, the parking charge will not be 
reimbursed. The least expensive parking option available at the site should be utilized, 
(i.e., self-parking rather than valet.) 

Airport Parking: on-site parking at the Minneapolis airport is quite expensive. When 
more than 2 day’s parking is required, every effort should be made to obtain off-site 
parking. Several off-airport lots are available. Park N Go, located at 7901 International 
Drive, provides 24-hour shuttle service to and from the airport free of charge. The phone 
number for Park N Go is 952-854-3386. 

Other Parking: other parking charges incurred while on official business outside 
Eau Claire will be reimbursed upon presentation of receipts. 

Parking and other mileage reimbursements will not exceed the cost of round trip 
shuttle service for the number of employees traveling. 

Shuttle Service 
Shuttle service to and from the Minneapolis airport is available through Chippewa Valley 
Airport Service (830-9400/ www.chippewavalleyairportservice.com ). This service should 
be used in lieu of driving to Minneapolis and parking whenever possible. 

Telephone Calls 
Telephone calls are reimbursed if necessary for official business. Date, place and 
phone number must be on hotel bill, or a statement attached to the Training/Travel 
Statement form giving date, place, person called and nature of business required. 

Cell Phone Charges 
Generally, charges on personal cell phones while traveling will not be reimbursed.  If 
an employee incurs an unusual expense, he/she may submit a copy of his/her cell 
phone bill showing the time used and a calculation of the cost, if it is not indicated on 
the bill. 

Porterage 
Necessary gratuities to hotel employees will be reimbursed. These may not exceed $10 
for each stay at a hotel. All other tips and fees to porters, bellboys, maids, etc., will not 
be reimbursed. 

Taxi Service 
Taxi service from the hotel to the conference site is an allowable expense if no shuttle 
is available. Tips should not exceed 15% of the fare. 
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Internet Service 
Internet service charges are approved for reimbursement only in cases authorized 
in advance, by the Library Director, for work related purposes. 

Tolls 
Highway tolls are reimbursable when accompanied by a receipt. 

REIMBURSEMENT FROM OUTSIDE AGENCIES 

Travel and training that is completely reimbursed by another governmental agency is 
exempt from the Library’s travel policy, with the understanding that the employee will 
comply with the reporting requirements of the agency. Since the Library will pay the 
employee’s time if the travel and training are related to Library business, the employee 
must submit a Training/Travel Statement form, with the required approvals. All travel and 
training expenses, including travel advances, must be paid by the sponsoring agency. If 
the Library pays any portion of the expenses, other than wages and benefits, the employee 
is subject to the Library's travel policy. A copy of the reimbursement form sent to the 
outside agency must be attached to the Library Training/Travel Statement. 

TRAVEL ADVANCES 

Travel advances are available to the traveler by indicating the amount requested on the 
Training/Travel Statement form. The advance should not exceed estimated out-of-pocket 
expenses and will be made only for amounts of $100 or more.  All travel advances will be 
paid through the payroll system on the closest pay date to the date of travel. 

Travel advances are the responsibility of the employee. If a theft or other disappearance 
of this money occurs, it is the employee's responsibility. Travel advances are based on 
the estimated dates and times indicated on the form. Actual dates and times will be used 
to calculate reimbursable expenses when the Training/Travel Statement form is 
reconciled. 

TRAINING SESSIONS - LONGER THAN ONE WEEK 

When attending a school or training session more than one week in duration, an employee 
may return home on weekends and be reimbursed for mileage, if the cost of the round trip 
is equal to/or less than the cost of food and lodging to stay at the meeting location. 

For long-term training sessions or schools in excess of ten weeks, where the employee 
has not been able to return on weekends, the employee will be allowed an interim round 
trip airfare or mileage to Eau Claire and back to school. A copy of the airline ticket must 
be submitted with the Training/Travel Statement form.  

The Library will reimburse all school fees, school supplies, equipment rental, class 
dues, range and gym equipment rental and association dues that are required. The 
employee must submit receipts for all of the above. 

While attending training longer than ten days, employees will be allowed $2 per day for 
incidental expenses to cover such items as laundry, dry cleaning, telephone calls, etc. 
This incidental per diem will also cover expenses related to transportation at the school 
and miscellaneous travel on weekends or holidays while attending the school. 
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VEHICLE RENTAL WHEN TRAVELING BY AIR 

Normally, employees will not use rental cars when traveling by air; however, when 
transportation is required at the destination, and public transportation is inconvenient 
and costly in time, a rental car may be used. An explanation of the circumstances 
should be included with the Training/Travel Statement form.  A rental car should be 
evaluated against other modes of transportation. Many times, extensive travel at the 
destination can be done at less cost by a rental car rather than multiple taxi fares. This 
is especially true if a number of employees are involved. 

An insurance option providing collision coverage with a $100 deductible clause is an 
allowable expense. Rental companies also offer personal accident insurance (death and 
dismemberment). This option is covered under group health policies for employees that are 
covered under the Library’s health insurance plan and is under Workmen's Compensation 
while traveling on official business for the Library. If additional coverage is purchased, it 
will be considered a personal expense and will not be reimbursed. 

TRAVELING WITH A COMPANION 

An employee who is on official Library business may travel with companions. 
However, travel expenses incurred by, or because of, the companions will not be 
reimbursed. For example, if an employee chooses to drive a personal vehicle in order 
to accommodate companions, his reimbursement will be based on the lowest cost 
public transportation available. 

No expense of the companions should be charged to the Library, claimed as tax-exempt, 
or be eligible for any Library discount. 

The cost of lodging to be reimbursed by the Library will be equal to the lowest priced 
room required for the number of employees traveling to the same training.   

COMPENSATION FOR TRAINING & TRAVEL 

Exempt Employees 
Exempt employees are paid their regular salary for travel and training related to Library 
business. There is no salary adjustment for training and travel time that may occur outside 
of their normal working hours. 

Any exceptions to the travel and training policy for exempt employees must be approved 
by the Library Director and kept on file in Administration. 

Non-exempt Employees 
Non-exempt employees will be compensated for hours actually in training sessions and 
for travel time. Any social, “networking,” or other extracurricular hours will not be 
compensated. 

Though the Library compensates for meals while traveling to and from trainings, 
conferences, conventions, seminars or meetings out of the local area, meal break times 
will not be compensated during travel or training, unless the meals are included in actual 
training sessions. Driving time will generally be calculated on the basis of the standard 
miles as described previously in this Policy. 
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These employees will use Code 350 on their time-sheets for both the training and 
travel time. An example of paid travel time follows: 

An employee travels for 6 hours on Day One. On Day Two, they attend class for 8 
hours; Day Three they attend class for 6 hours; and on Day Four, attend class for 
9 hours and travel for 6 hours. Actual hours each day are recorded on the time-
sheet. Total time is 35 hours. 

Employees have the option to take an additional number of hours of paid leave 
(vacation, floating holiday) to reach their usual number of hours per week when gone 
on travel. 

ADDITIONAL TRAVEL PROVISIONS 

Non-exempt employees who choose to drive their personal vehicles rather than use 
other means of public transportation will be compensated, if applicable, on the basis of 
the transportation that results in the least amount of compensable time. 

The Request for Training/Travel Statement forms, when submitted for approval, 
must include accurate calculations of the additional straight time and/or overtime that 
will be incurred due to the travel and training. 

The hours of travel and training reported on the employees’ time sheets must match 
those on the Request for Training/Travel Statement form or be supported by explanations 
for any differences. 

These provisions supersede any training arrangements that are not in compliance with the 
Fair Labor Standards Act. 

Divisions may use flex-time within the standard work week to minimize overtime for travel. 

REPORTING TRAVEL ON TIMESHEETS 

Qualifying travel and training time is recorded on the time sheet as Code 350. 
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Date:  

Date:  
Less Cash advance ( )

Amount due Library
Date:  

Date Paid: Ck#
OR

Amount due Traveler
Date:  

Date Paid Payroll #

Date:  Post Travel Approvals
Required if total cost is more than $500

Traveler Date:  

Admin. Asst. II Date:  

Bus. Mgr. Date:  

Library Dir. 
Approval 

I am aware of the Library's travel Policy and have complied with 
its provisions.

Required if total cost is less than $500

Dec-15

Notes:

Required 

General Instructions

This form should be used for any training and travel requests which include training time or other costs that are paid by the Library.  
Please provide appropriate pre-travel information and submit to your supervisor for approval at least two weeks  before the scheduled 
training, indicating any items that should be prepaid.  After processing, the original form will be returned to the traveler to be finalized 
with actual times and costs after the training has been completed. Travelers must comply with the provisions of the Library's Travel 
Policy. The Travel Policy may be found on the Library Intranet under the Policies and Procedures link on the left side of the main page or 
on the Library website under About Us/Policies/Administration.

Keep all supporting documentations attached to this form.

Pre-Travel Approvals: Post-Travel
Within 10 working days after training is complete, submit the 
completed travel form, along with any payments due, to the 

Accounting Division.

Reconciliation of Costs
Traveler's 
Signature

Div. Head 
Approval

Required 
Expense paid by employee:

Assist. Dir. 
Approval 

Bus. Mgr. 
Approval 

Required 
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JANUARY 2013 RENTAL EQUIVALENT CALCULATION 

IRS Rate $0.565* 

Car Rental Fee $31.92  per day for the 1st 24.5 hour period, each additional 
hour after 24.5 add $10.53 for each hour up to 2 hours then 
charge for an additional day ($31.92) 

Mileage Adjustment 22 mpg @ $3.579* per gallon *to be adjusted January 1st and 
July 1st.  Contact the Administrative offices for current rates. 

Example 1: 
Destination:  Milwaukee (476 miles round trip) 
Departure: 4/23 @ 1:00 pm 
Return: 4/24 @ 4:00 pm 

A) At the IRS Rate: (476 miles * $0.565) $268.94 

B) Rental Equivalent:
  Rental rate for 1 day plus 2 hours ($31.92 + $10.53 + $10.53) $  52.98 

Mileage adjustment: (476 / 22 mpg * $3.579/gal) $  70.27 
Total reimbursement $123.25 

Example 2: 
Destination:  Milwaukee (476 miles round trip) 
Departure:  4/23 @ 1:00 pm 
Return: 4/24 @ 8:00 pm 

A) At the IRS Rate: (476 miles * $0.565) $268.94 

B) Rental Equivalent:
Rental rate for 2 days $  60.18 
Mileage adjustment: (476 / 22 mpg * $3.579/gal) $  70.27 

Total reimbursement   $130.45 

In these examples, the rental equivalent is the amount that would be reimbursed for the 
personal use of a vehicle since it is lower than the IRS rate. 
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TRAVEL TIME / STANDARD TRAVEL DISTANCE 

This table is used for calculating meal allowances and for payroll purposes. Travel time 
will generally be estimated on the basis of 50 mph, in order to allow for rest stops, 
refueling, etc. Employees should explain travel time in excess of this Estimated Travel 
Time Standard. 

DESTINATION: 
City State Miles One way Hours each way @ 50 mph 

Appleton WI 176 3.5 
Barron WI 55 1.1 
Black River Falls WI 50 1.0 
Fond du Lac WI 192 3.8 
Ft. McCoy WI 80 1.6 
Green Bay WI 193 3.9 
Green Lake WI 163 3.3 
Hudson WI 66 1.3 
Hayward WI 109 2.2 
Janesville WI 211 4.2 
Kenosha WI 269 5.4 
LaCrosse WI 84 1.7 
Lake Geneva WI 240 4.8 
Madison WI 176 3.5 
Manitowoc WI 221 4.4 
Menomonie WI 24 0.4 
Milwaukee WI 238 4.8 
Oshkosh WI 177 3.5 
Portage WI 142 2.8 
Racine WI 262 5.2 
Rice Lake WI 59 1.2 
River Falls WI 65 1.3 
Sheboygan WI 229 4.5 
Stevens Point WI 110 2.2 
Superior WI 152 3.0 
Tomah WI 81 1.6 
Waukesha WI 231 4.6 
Waupaca WI 137 2.7 
Wausau WI 100 2.0 
WI Dells WI 124 2.5 
WI Rapids WI 97 1.9 
Chicago IL 314 6.3 
Bloomington MN 98 2.0 
Duluth MN 155 3.1 
Minneapolis MN 92 1.8 
St. Paul MN 82 1.6 

Mileage is the shortest distance from city center to city center via State & 
Federal highways. If mileage is not listed on this table, it will be calculated using 
“MapQuest” website, with Eau Claire 54701 as the beginning address. 
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