Chelsea District Library
Board of Trustees

Agenda and Information Packet

CHELSEA DISTRICT LIBRARY

BEST SMALL LIBRARY IN AMERICA

Serving Dexter, Lima, Lyndon & Sylvan
Townships and the City of Chelsea

May 16, 2023
6:45 pm

McKune Room at the Chelsea
District Library






CHELSEA DISTRICT LIBRARY BOARD OF TRUSTEES
Tuesday, May 16, 2023—6:45 p.m.
McKune Room

AGENDA

6:45 Board Meeting
Welcome and Call to Order
Agenda Review, Additions, and Approval

6:50 Compulsory Segments
Board Meeting Minutes Approval — April 20, 2023
Approval of the April Operational Checks
Approval of April Financial Reports
Director’s Report & Friends Report

7:20 Public Comment

7:25  Action Items
1. Donations
2. 2022 Audit Approval

7:40 Discussion Items
1. Policies

7:50 Reports
Policy Committec
Finance Committee
Personnel Committee
Nominating Comimittee
Community Outreach Committee

7:55 Public Comment/Qther Tiems

8:00 Adjournment




Public Participation

Meetings held by the Chelsea District Library are for the purpose of conducting library
business. A Chelsea District Library meeting is not a “public meeting.” Tt is a “meeting held in
public.” The difference between these two types of meetings is that a public meeting is usually
designed for the free flow of information among all in attendance, whereas a meeting held in
public is for observation and “Public Input” at specific times on the agenda.

Public Participation at Open Meetings

Meetings held by the Chelsea District Library are for the purpose of conducting library
business. Public input is allowed during set times of these meetings and for specific amounts of
time.

There are two ways to participate in a Board meeting;

» You may call the Board President or Library Director at least five days in advance of the
Board meeting and ask to be placed on the agenda. The Board President or the Library
Director shall use their discretion in accepting these requests. The Board decides what
agenda items are to be discussed when they formally adopt the agenda at the start of their
meeting. Once approved, you will be allowed to make your presentation to the Board.

¢ You may address the Board during agenda items listed as “Comments from the Publie.”

Individuals who are addressing the Board at a Board Meeting must state their name and the name
of the organization or group they are representing, if that is the case.

Board members may question speakers, but the Board will not enter into debate or conversation
during this portion of the meeting. In general, issues are referred to the Director for
investigation, study and recommendation, designation as a future agenda item, or answered
through written communication.




Chelsea District Library Board of Trustees
Minutes of Regular Meeting

Thursday, April 20 2023 6:45pm
Meeting Location: McKune Room

Trustees in Attendance: J. Carr (City of Chelsea), G. Munce (Lyndon Township), B.
Swistock (Dexter Township), P. Garcia (Lima Township), S. Lackey (Sylvan Township),
W. Reinhardt (At-Large), & TJ Helfferich (At-Large).

Absent: None

Staff. Director L. Coryell, Assistant Director L. B _ ggren, & K. Ballard.

Welcome and Call to Order

to approve the agenda, as
All Ayes: 6-0

j;e’nda was approved.

o Statement of Revenues Expenditures, and Changes in Fund Balance — property
taxes increased, but donatlons increased substantially due to Mobile CDL.

»—Governance tetter=the letter that-describes-the-opinion-and-why-the-auditor
issued it.

There were a few questions and then J. Carr thanked Alan for the presentation.




Compulsory Segments:

Minutes and Approval of Checks

MOTION made by W. Reinhardt, SECONDED by G. Munce to approve the minutes of
the March 23, 2023 Board Meeting. Discussion: None

All Ayes: 7-0

MOTION made by B. Swistock, SECONDED by TJ Helfferich to accept the General
Fund Operational Checks for March, 2023. Discussion: None

All Ayes: 7-0

MOTION made by S. Lackey, SECONDED by B

-accept Financial Reports
for March, 2023. Discussion: None

All Ayes: 7-0

Director’s Report Update:
L. Coryell update:

o Wednesday, Ap '
vehicle are plan

Saturday and. gained fiew membership in the process.

Other Reports Notes: None

Public Comment: None




Action ltem #1: Donations
MOTION made by W. Reinhardt, SECONDED by B. Swistock to approve the library’s
March donations and changes to the 2023 budget. Discussion: None

All Ayes 7-0

Discussion ltem #1: 2022 Audit
¢ Many thanks were given to K. Ballard for his excellent work making the audit go
so smooth and successfully. The Audit will move to:Action next month,

Discussion Item #2: Final 2022 Budget Adjustmer

K. Ballard had wanted to make several adjustments, so that the:library's final 2022
Budget matched the Audit, but was advised not to make any cha s, 80 just wanted to
explain to the Board two minor difference
that the changes have been made gomg fo so nextyear and m..___he future we
should match in reporting.

Committee Reports )

cies will be on the agenda next
month.

Finance -April 12 and went over the Audit, which

ttee — Met an hour before the Board Meeting regarding
will be included next month.

Mobile CDL rollout and* i

Public-and Board Comment: None

Other Items: None



Adjournment:
MOTION made by S. Lackey, SECONDED by B. Swistock to adjourn the meeting at
7:42 p.m.

All Ayes, 7-0

Patricia Garcia, Board Secretary




FINANCE
REPORTS
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10:25 AM . . .
05109/23 Chelsea District Library

Cash Basls Donation and Restricted
January through April 2023

Jan - Apr23 Budget $ Over Budgst i

Ordinary Income/Expense

Income
674,000 - Revenue Contribution & Donation
674.110 - Designated Adult Programming 1,000 52560 {4,250)
674.111 - Deslgnated Youth Programming 2,900 4,780 (1,850
674.112 « Deslgnated Music Focus Programs 2,000 4,500 (2,500)
674.113 - Designated Exhibits Programming 3,000 3,000 0
674.120 - Undesignated Donatlon 370 350 20
674.121 - Annual Giving 0 15,000 (15,000)
674.141 - Deslgnated Technology 0 3,000 (3,000)
674.142 - Designated Small Equipment 20
674.150 - Continuing Education Restricted 0 750 (750)
674.500 - Mobile CDL 5,255 5,125 130
Total 674.000 - Revenue Contribution & Donation 14,545 449725 (27,180)
675.000 - Private Grant Sources
675.400 - Chelsea Ed Foundation 0 1,500 (1,500)
Total 675.000 - Prlvate Grant Sources 0 1,500 (1,500) ;
Total Income 14,545 43,225 (28,680 :
Gross Profit 14,645 43,225 (28,680) ’
Expense

850,000 - Telecommunications
850.900 - Telecom-Restricted Gifts

850.910 - WiFi Hot Spots « Restricted 3,000 3,000
Total 850.900 - Telecom-Restricted Gifts 3,000 3,000 V] 5
Total 850.000 - Telecommunications 3,000 3,000 1]

884.000 - Pregramming
884.210 - Youth Speakers
884.211 - Authors In Chelsea

884.921 - Youth Prog Rest Gifts Authors 2,000 2,000 0

Total 884.211 - Authors in Chelsea 2,000 2,000 0
Total 884.210 - Youth Speakets 2,000 2,600 0
884.400 - Music Focus

884.961 - Songfest - Restricted Gift 0 3,500 {3,500)

884.962 - Music in the Air - Restricted 0 1,000 {1,000}
Total 884.400 - Music Focus 0 4,500 (4,500)
884.500 - Artist In Residence

884.970 - Arfist In Resdience Restricted 1,000 1,600 0
Total 884.500 - Artist In Residence 1,000 1,000 0
884.910 : Adult Programming Restricted

8§84.911 - Adult Prog Rest Glfts MWest LW 0 ¢ Q

834.912 - Adult Prog Rest Gifts General 0 0 0

884.914 - Adult Prog Rest - Korner Stage 1,500 1,600 0

884.916 + Aud Prg. Rst. Gifts Purple Rose 0 1,000 (1,000)

884,927 + Aduft Prog Rest Gifts SRP 711 750 (39)
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10:25 AM PR
05/09/23 Chelsea District Library

Cash Basis Donation and Restricted
January through April 2023

Jan - Apr23 Budget $ Over Budget

§84.930 - Oral History Restricted Gift 0 0 0
Total 884.910 - Adult Programming Restricted 2,211 3,250 {1,039)
884.920 - Youth Programming Restricted
884.922 - Youth Prog Rest Gifts Genl (25) 0 (25)
884.926 - Youth Prog Rest Gifts SRP 50 2,750 (2,700)
884.950 - Youth Programming Restricted Gr
884.953 - Youth Prog Rest Chelsea Ed Foun 1,861 1,600 361
Total 884.950 - Youth Programming Restricted Gr 1,861 1,500 361
Total 884.920 - Youth Programming Restricted 1,886 4,250 {2,364)
Total 884.000 - Programming 7,097 15,000 (7,903)
269.000 - CE, Staff Development & Trave!
968.600 - Staff Training, In-Service
969.940 - Staff Apprec - Restr/Covid-19 200 750 (550)
Total 969.600 - Staff Tralning, In-Service - 200 750 (550}
Total 869.000 - CE, Staff Development & Travel 200 750 (650)
970.000 - Capital Expense 980.00
980.200 - Technology .
980.900 - Technology Restricted Gifts
980.910 - Capital Restr Gift -Mobile CDL 0 134,789 (134,789)
Total 980.900 - Technology Restricted Glfts 0 134,788 (134,789)
Total 980.200 - Technology 0 134,789 (134,789)
Total 970.000 - Capital Expense 980.00 0 134,789 (124,789)
Total Expense 10,297 153,539 {143,242},
Net Ordinary Income 4,248 (110,314} 114,562
Net Income ‘ 4,248 (110,314) 114,562
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11:00 AM
05/09/23

Accrual Basis

Chelsea District Library
Profit & Loss Prev Year Comparison

January through December 2023

Ordinary Income/Expense
income
402.000 -
540.100 -
574.100 -
645.100 -
657.100 -
657.200 -
665.000 -
665.100 -
669.000 -
670.000 -
671.000 -
874.000 -
675.000 -
691.000 -
Total Income
Gross Profit
Expense
701.000 -
727.000 -
730.000 -
731.000 -

District Revenue 402

State Aid

Penal Fines

Copiers & Printers

Non-Resident Fees 607.100

ILL Fees/Collection Agency Rec
Investment Income, int 665.100
investment Gains/Losses 666.100
Investment Value Change 665.500
Change CFofSEMI Invest 666.510
Misc income & Refunds 606.060
Revenue Contribution & Donation
Private Grant Sources

Other Fin Source - Lease GASB87

Personnel Svcs Control Acct 701
Supplies 727
Printing8&Publishing P&P 727.600
Other Svc - Postage 727.700
732.000 - Supplies-Maintenance 727.800
801.000 - Professicnal & Contractual Svcs
802.000 - Admin-Fees & Misc Costs 801.300
803.000 - Maintenance Service Contracts
850.000 - Telecommunications
880.000 - Promotional Materials
884.000 - Programming
885.000 - Volunteer
920.000 - Utilities
960.000 - Board & Director Expense
965.000 - Automation Services
966.000 - Insurance 801.200
967.000 - Equipment
969.000 - CE, Staff Development & Travel
970.000 - Capital Expense 980.00
982.000 - Collection Expense
991.004 - Debt Principal - Leases GASB87
994.000 - Debt Interest - GASB3SY7
Total Expense
Net Ordinary Income
Net Income

Jan-Dec 23 Jan-Dec22 $ Change % Change
1,964,666.87 1,988952.21 -24.285.34 -1.22%
66,241.46 73,138.71 -6,897.25 -9.43%
0.00 15,220.72 -15,220.72 -100.0%

868.25 3,534.76 -2,876.51 -75.72%
281.25 3,805.83 -3,614.58 -92.78%

75.00 130.00 -55.00 -42.31%

447.30 299.55 147.75 49.32%
0,762.66 30,379.08 -20,616.42 -67.86%
5,344.60 -56,901.85 62,246.45 109.39%
0.00 -4.590.00 4,500.00 100.0%
5,275.00 14,340.39 -8,065.38 -83.22%
14,546.25 80,816.47 -66,270.22 -82.0%
0.00 74,900.00 -74,900.00 -100.0%

0.00 38,009.00 -38,009.00 -100.0%
2,067,498.64 2,262124.87 -194,626.23 -8.6%
2,067,498.64 2262124 .87 -194,626.23 -8.6%
402 568.63 1,232,953.84 -830,385.21 -67.35%
2812.25 19,077.73 -16,465.48 -86.31%
0.00 441.00 -441.00 -100.0%

240.29 1,173.41 -933.12 -79.52%
302.82 4,366.,96 -4 064.14 -93.07%
2140115 52,191.59 -30,790.44 -59.0%
78.46 692.96 61450 -88.68%
55,106.30 152,087.73 -96,981.43 -83.77%
12,548.20 28,335.98 -15,787.78 -55.72%
22.891.98 62,700.03 -39,808.06 -63.49%
72,835.42 93,543.53 -20,708.11 -22.14%
143.37 1,910.55 -1,767.18 -92.5%
16,252.42 68,519.99 -52,267.57 -76.28%
363.41 2737.80 -2,374.19 -86.73%
8,553.80 43,445.88 -34,862 .08 -80.31%
6,149.00 15,605.00 -9,456.00 -60.6%
24610.71 59,731 .47 -35,120.76 -58.8%
3,707.89 17,143.15 -13,435.26 -78.37%
286,396.34 78,365.03 208,031.31  265.46%
62,904.80 164,877.95 -101,973.15 -61.85%
0.00 2,453.00 -2,453.00 -100.0%

0.00 263.00 -263.00 -100.0%
999,667.24 2,102,617.38 -1,102,950.14 -52.46%
1,067,831.40 158,507.49 ©08,323.91 569.46%
1,067,831.40  159,507.49 908,323.91 569.46%

Page 1 of 1




"bz0z Sunds uy JuawAed puog jeuld "PIOES - Y0T$) £20T anp uswAed j[By [[WS

j 00'S06°TS9S = 00°0€S + 00°S/8TS9$

ST/€ JUsWAe puog|

STTSR'ESTS TV ELL'SSS 9/’ L10°86S

3 016'V66°CS 60°060°ETTS- £S'000°80Z°ES

659°850°SPL TS 96°TOV 9% £9°959'8EL TS

61 2LV OTTTS 00°0$ 6T TLVITTTS

0t'985'8Z5TS 96'T0V'9S v veTCee TS

68°158°6VCS SO'T6Y'6TTS- 6 EVE6OYS

00'0% 00°SLS- 00°SLS

63'TS861TS (O AR A INASS 6'892'691S
?oue|eg Suipul 28ueyn 19N aoue|eq duluuldag

800°E00 Suppayy pund wswaJ3ay(igag puog

pun

4 mo_?_mw 1990

i
|

puny jeJau ym_u [ejol
|

|ejol siaujied u:we_—_;wwi._

POO'LTO
£60°LTO0

JUNO?

ZOO'E0O
100700 yueg 31L1S 2SS

pun4 BV_LS_ Asuopy
pub- mE_cuE paxi4

|
_uc_m__._ uo ysed
E:o_u_u< JedAed
ud \E:ouuz supppayd

SAONYTIVE SUNVE w01

AdVYHdlT LOfA]

pung _Tz_m:ow

mmom_ _om jdy
saougleq pung
1S1a V3ST1IHO
a 0L




’ i
uawhed 7aD BIGOI [RUY JO) SIUNOWE P318SpNg PUB SUCKEUOP YIIM payiew JNIA WO 00'ST0 LSS
Wawaes wm_a_h:? yew pinoys,,

YO0 LTO+E00°LTO0 000659 ALA junooe funelado 3_ 00T°599 4lA = {+} PO0LT0 + E00°L10 QLA :
65'890°sYLTS  |09'vbE'SS 00'SZ0°LSS 00°0% 99'29.6% 00°000°002°T$ ££°9L6°985'TS GLA Souejeq|
00'0%
00°0% 00°0% 00'0% 00°0$ 00°0% zZ/TefTT .
00°0S 000S 00°0S 00°0% 00°0$ TT/0E/TT
0008 00703 00'0s 00°0$ 00°0% TZ/OT/0T .
00'0% 00°0$ 0003 000$ 00°0$ . zzjog/s0
00703 0008 00°0S 0003 0008 ,ﬁ 72/1€/30
00°0$ 00°0% 00°0S 00°0$ 00°0$ 5 TT/TE/LO
00°0% 00°0S 00'0S 00°0S 00°0$ zz/og/90
0005 00'05 0005 00°0$ 00°0% 7T/1E/50
65°850°9¥LCS |0090ETS 96°S60°9S 00°0$ €9°959'8EL TS g zefoe/vo
£€9'999'8€L°2S  |SYOVR'SS 00°520°LSS LL'9L8CS 00°0% T¥'¥96'98L°2S ze/1e/c0
T'v96'98L°Z  |0L7000°8%- 96°90€TS 00°000°002TS S1'8S9'€65'TS I zz/8z/To
ST'899°€65'T$ |S8'861°9% L6'T8YS 00°0S €€°9L6'985TS I <¢/IE/T0
€€°9/6'985°TS$ /et
junoooe supesado ¥
g2ouejeq Suipug | an|eA ul a8ueyd H‘ESEES s994 152J421U] wiody stajsuedj doue|eg SuUISag “ ﬁ L

005°999 ‘001°999 ‘P00°LT0 ‘€00°LT0 - SINNOJIV 19
-T2Z6-€28¥-0000'0U JunODY

€202/0e/10

 esuduRWY
) T8



DIRECTOR’S
REPORT







Library Director’s Report
Respectfully submitted for May 2023 board meeting

Staff Announcements
April Work Anniversaries
Shannon Powers, our fearless head of information services, celebrated her
seven-year anniversary on April 18, and Beth Easterwood, one of the best when it
comes to customer service as a circulation assistant, celebrated her 19-year
anniversary on April 26.

Congratulations to you both!

Staff Update
Virginia Krueger has been serving as Interim Head of Marketing since the

departure of Elaine Medrow in early January. She is doing a sensational job in
this role. Based on her stellar performance and after consulting with her on her
comfort level with these new duties, we have decided to make it official and
remove “interim” from her title. After consideration of her job responsibilities, we
also determined that her title should change from Head of Marketing to Head of
Marketing and Communications, This title more accurately summarizes her
current job duties. We are very lucky to have secured her for the long term!

CDL Board Telephone Extension

The board has their own CDL telephone extension, thanks to Scott in Tech. Anyone
calling 475-8732, x216 may leave a voice message for the board. Any voicemail left at
this extension will be automatically forwarded to Chris’s email. Chris will notify the
board of any messages received.

Mobile CDL (Mobee) Update
Mobee is here, and she is a beauty!

Mobee will be busy throughout the summer before settling into a regular schedule in the
fall. We have planned ribbon cuttings at each of the municipalities as follows:

City of Chelsea, Orchard Street outside library on Thursday, June 1 at 6PM
Sylvan Township, Township Hall, Tuesday, July 11 at 6PM

Lyndon Township, Township Hall, Tuesday, August 8 at 6PM

Lima Township, Township Hall, Monday, August 14 at 6PM

Dexter Township, Township Hall, Tuesday, August 15 at 5PM
Please consider joining us at these events.

Mobee will also appear at Sounds & Sights on Thursday Nights and at the Classic Car
Show. Mobile Mondays include visits to Timber Town, Park Lydon North, and the CDL




StoryBooktrail. Mobee will be featured in Rec it Tuesday’s at the Border to Border Trail
and will also ride in the Chelsea Fair Parade.

We also plan to visit our corporate supporters in the summer — Rotary, Chelsea State
Bank, T-Mobile, and Green Tree Pediatrics.

Annual Staff In-Service Day — Friday, May 12
Staff will gather for our annual in-service day on Friday, May 12. The agenda follows:

8:30- 9 AM
0:00-12:00
11:45 AM - Noon
Noon -1 PM
1-3:90 PM
3:30- 4:30 PM

Breakfast

Strategic Planning*

Staff Group Photo

Lunch

Mobile CDL- the basics and circ training

Housekeeping .

(Drops cleared, holds processed- all staff help as needed. If not
needed, check email, or do other work as needed.)

Mobile CDL driver training- Lori, Linda, Chris, Gabrielle, Stacey,
Jessica, Matt, Virginia, Shannon, Amy

*The AM strategic planning session agenda follows:

9 AM Welcome and Overview

Introductions
Orientation to the process
Today’s objectives:
0 Celebrate the successes of, and bring closure to, the previous
strategic plan
o Launch the new strategic planning process grounded in the
theme of “sustainability,” broadly defined
Colleague connection: What are you most proud of the Library
today?

9:20 AM Reflecting on the Previous Strategic Plan

Overview of successes from previous strategic plan
Small group discussions:
o What part did you play in the success of the previous
strategic plan?




o What from the previous plan was not fully addressed that
may deserve being revisited in the current planning process?
» Full group report-out

g:55 AM Future Trends

= Small group poster development: In the next 25 years, big picture,
where is the world headed? Where is our community headed?

= Each group shares their poster and welcomes questions of
clarification

10:35 AM  Break

10:45 AM  'Trends and Opportunities
e Small group discussions:

o How does the Library fit into the trends identified today?
Where can the Library be influential with a lens toward
sustainability?

o Apart from all of that, what’s a wildly ambitious idea that you
have?

0 What questions are on your mind?

»  Full-group report-out

11:45 AM Closing
= Recap of today’s discussion, and overview of next steps
=  Words of gratitude

Out and About: Meetings Attended April 2023
¢  Walk to School Wednesdays — April 12, 19, 26

Rotary meetings — April 11, 18, 25

Friends meeting — April 11

Rotary leadership meeting — April 12

Friends’ Staff Appreciation Luncheon — April 20

National Bookmobile Day/Mobee Unveiling — April 26
Midwest Literary Walk — April 22







Chelsea District Library
Assistant Directot’s Report
April 2023

Facility update

¢ The sprinklers have been serviced and will be turned on soon, the
lawn/tree/shrub fertilization has started, and mowing has begun...Spring has
sprung at CDL!

e HVAC- the boiler water system sprung a leak and the repair took longer than
expected but is now complete. Our two boilers are nearing end-of-life so  am
working with JCI to determine replacement cost and timing. Expected life span is
15 yrs; | think we will get 17-18.

® The elevator had an oil change this month. They are recommended starting at
about 10 vears but we got 16 on ours, which is good since they are a big ticket
item.

e The AC unit in the server room began leaking this month and will need to be
replaced. We are in the process of researching our options. It had an expected
lifespan of 15 years and we got 17.

I hope you can see a theme here- maintenance service contracts are worth the
cost!

Budget

The 2024 budget is proceeding on schedule. The first management discussion will have
taken place by the time you read this. 2022 audited figures are complete and in the
document, which is very helpful to the process.

Meetings and programs

Due to circumstances beyond my control, | missed the delivery of Mobile CDL and our
National Outreach Day celebration this month. Thanks to thoughtful staff who shared
pictures of the events | was able to “join in” vicariously. | was so excited to return to
town and see Mobee in person...and | had already seen it at the inspection visit! Our all
staff in-service meeting in May will focus on Mobee training and our staff is looking
forward to those sessions.

Volunteers- this month we had 185.50 book sale volunteer hours and 53.50 non-book
sale hours, for a total of 239 volunteer hours.

Respectfully submitted,
Linda Ballard .
Assistant Director
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by Scott Rakestraw

TECHNOLOGY SERVICES

DATA SERVICES ; AN | R | AR | RAPR .
39113 Hotspots: Total GB Used - Township Halls 999.4 982.8 975.8 9533 E
46.3 — Lima Township (GB) 124 10.1 115 12.3
121.2 -- Sylvan Township (GB) 34.3 26.9 31.6 28.4 i
37438 -- Mobile Beacon (GB) 952.7 945.8 932.7 912.6 %
102 Hotspot Devices Circulated 22 27 33 20 i
1601 Public Internet - Computer Sessions 366 338 469 428 i
2298 Public Internet - Wireless Logins 412 624 648 614 i
ONLINE SERVICES TOROANL) ] AR | NIAR | ABR E
50355 Website Sessions 14519 10474 13443 11919 E
24630 Website Users 6747 5807 6313 5763 E
8094 AUDIO Downloads Total 2173 2136 1874 1911 ;
5585 -- Audio: Libby 1413 1348 1405 1419 E
2509 | | = Audio: Haopla 760 788 469 492
1282 VIDEO Downloads Total 315 379 318 270 ;
627 -- Video: Kanopy 112 155 218 142 :
655 -- Video: Hoopla 203 224 100 128
19478 EBook Downloads Total 5134 4681 5017 4646
18465 -« Libby 4855 4369 4750 4451
1013 -- Hoopla 279 312 227 195

CHELSEA SENIOR CENTER

Total Hours ~ Date OnSite Hours  OffSite Hours CDL Tech Brief Description
| 34 April 32 2
4/4/2023 4 Everett Reinstalied 08, segmented network
4/5/2023 2 Scott Scheduiing, Planning Discussions
4/6/2023 4 Everett Configured workstation and new user
4/10/2023 4 Everetit Set up Wi-Fi in gym, configured workstation for Katie
4/13/2023 4 Everett Sat up Wi-Fi in room 100, installed Office on front desk computer
4/17/2023 4 Everett Reset pod computar
4/20/2023 4.5 Everett Update and install programs on pod compuisr, setup RemotePC on iPad, sat up VLAN
4/24/2023 4 Everett Instailed RemotePC, installed Office, investigatad Jan's lzptop for malware
4/27/2023 35 Everett Reset NAS, inswlled printar

; 28854 TOTAL Downloads 7622 7196 7209 6827
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TOP 10 WEB PAGES [BY UNIQUE VIEWS]

fabout-us/who-we-are/

1]

]

Title Pageviews . Bounce Rate Seetio :
g Pageviews Duration i

1. ;—iome - Chelsea District Library 10,961 4,805 8.95% 1M 21s :
yment @ CDL - Chelsea District Lit i

2. Employment @ CDL - Chelsea District Library 708 789 0.99% 1m 465 ‘
fabout-us/employment-cdl/ !

3. Hours & Location - Chelsea District Library 616 204 7 39 e ;
fabout-us/hours-location/ y

4, Get a‘Lﬂr}.rary Card -g{helaea District Library 435 165 13.11% 1m 115 ;
/mow-do-iflibrary-user-info/gat-a-library -card/ [

5. Board of Trl‘)filEBS - Chelses FJn;mc! Library 123 1o 0% Im 20s :
fabout-us/staff-trustees/board-of- trusteas/ '

& Wi-Fi - Yistri it :
6. Cmnecg to the Wi-Fi Network - Chelsea District Library 214 128 5.88% 285 :
fhow-do-ifservices/cannact-to-the-wifi-natwork/ '

T: o‘alBooks, Audiobocoks, and More - Chelsea District Library 245 6 9 099% 1m 155 i
fdownloadeble=collection/ ' :

8. Is‘ljlr‘:‘ﬁmer Reading Programs - Chelsea District Library N4 82 0% m 195 :
/5L, 1

- A 19 Z Listing Q.weisea District Library 273 100 811 2m 15 {
fonline-resources/a-to-z-listings !

; - Ch iy p ) :

10. Who We Are - Chelsea District Library 206 82 1176% 1 205 :
|



April 2023

| otal Unique

Rank Online Resource Clicks Users

1 1 Chelsea Update 141 134
3 Stories of Chelsea 37 36
6 2 Consumer Reports 37 27
3 a Value Line Inc 36 29
2 & Michigan eLibrary 35 35
11 5 Sun Times News 35 28
12 7 Michigan Legal Help 32 32
6 8 Historic Newspapers 28 3
10 g Home Work Help Now Home 23 23
5 10 Ancestry 21 19
14 11 Michigan Secretary of State 20 20
21 12 Opposing View Points in Context 19 19
g 12 Britannica School 19 18
18 12 Novel istPlus 19 17
13 15 Pronunciator 18 16
16 16 Scholastic Teachables 17 16
14 16 WorldCat.org 17 16
18 18 Demographics Now 16 16
23 19 My Heritage 15 15
25 19 Novel.ist K8 15 15
18 21 Michigan Voter Information Center 14 14
26 21 Unemployment Help 14 14
21 23 Newspaper Source Plus 13 12
24 24 United States Census 12 12
16 25 Adult Learning Center 11 11




70+ visitors to the lab this last
: I—-u... month. Tours, projects, and
'_" consultations.

= 'Also Saturday hours and a weekend
Quilting Group program.

Some standouts: Matt Jensen
Technology Specialist
| worked with Deborah Hubbard on a project for the University of
Michigan Institute for Social Research. Last year we worked on
a project that was introducing a new math curriculum in the form
of "manipulables” that we cut on the laser.

It was so successful that Deborah asked me to work with her and
come up with ideas for scaling as they now are going to need 600
sets of the product we made for further testing in a New York
School District.







Head of Marketing & Communications Monthly Board Report (April 1-30, 2023):
Respectfully submitted by Virginia Krueger

| am excited to remove “interim” from my title and continue in the role of leading CDL's
marketing and communications efforts. | am grateful for the support of the management team as
| learn the new responsibilities of this position. At its heart, marketing is data driven, and | will
do my best to share the metrics that guide my recommendations of how we best reach our
community. We should all be proud of the services, materials, and programs offered by CDL
and | look forward to helping connect our community with their library.

April Events:

MIDWEST LITERARY WALK

April 22 marked the 15th annual Midwest Literary Walk with a diverse group of visiting authors.
Tyehimba Jess, Kristin Hersh, and Jamie Ford each filled their venue, and the feedback via
comment cards was overwhelmingly positive.

CHELSEA

ALl MIDWEST SR & VM iDWEST
e LITERARY el LITERARY
WALK ;

We received 75 comment cards and the comments were closely aligned with our mission to
engage, inspire, and equip and included:
“fabulous!,” “inspired,” “informative,” “loved it,”, “engaging,” “excellent”



National Bookmobile Day

We received delivery of Mobile CDL (a.k.a. Mobee) on April 14 and welcomed the public to get
a first look on April 26 to celebrate National Bookmobile Day. We greeted over 65 visitors of all
ages and handed out Mobee summer schedules, cupcakes, “stress busters”, and more. There
was a lot of excitement for the start of official visits and programs.

Looking ahead to May:

e The summer newsletter behind-the-scenes editing took place in April and will continue in
early May. Plan to see the newsletter hit mailboxes in mid-May.

e Everett, Lori, and | are working together to do thank you visits with Mobile CDL to
sponsors and partners so they can get an early look at the vehicle they helped bring to
the community.

e Marketing begins for Music in the Air. This year's concert will feature Jacopo and
Maddalena Giacopuzzi in the CDL Reading Garden on June 3.



Social Media:

We use unigue social media profiles for Midwest Literary Walk, which increases the time |
spend creating and scheduling posts. It demonstrated the continued literary presence on Twitter
where our profile that only has 107 followers had over 13,000 Tweets seen (Tweet
impressions). This is due to frequent author engagement with the Tweets and capitalizing on the
authors’ large followings.

April Social Media Metrics

CDL Facebook: 3,287 followers (+17) | 429 page visits | | 9,712 page reach 1

MLW Facebook: 384 followers | 251 page visits | 6,355 page reach

CDL Instagram: Followers: 842 (+25) | 75 profile visits 1 | 464 page reach 1

CDL Twitter: Followers: 1,566 (+1) | 86 profile visits | | 4,605 impressions *

MLW Twitter: Followers 107 followers | 320 profile visits | 13,800 impressions

Paid Advertising:

$30 in Facebook advertising for Midwest Literary Walk yielded a page reach of 4,980 (this is
unigue accounts who saw the ad) and 175 clicks.

eNewsletters: CDL eNews has 3,445 subscribers (+35)

Our open rates in April continued to be consistently over 50%, which means that over 1,500
people are engaging with our content weekly. It continues to translate into program
registrations, which in turn improves collection circulation.

April Metrics:

e \We sent 4 weekly newsletters
e 50% Open Rate (+11.5% from industry avg)

Marketing Channel Response:

In March, we had 65 program registrations where identifying the marketing channel was asked.
The breakdown of how the registrants heard about the program is as follows:
Print Newsletter: 14

eNewsletter: 11

Website: 11

Social Media:3

Serendiptiy Books: 7

Word of Mouth: 11

Chelsea Update: 1

Other/Did Not Respond: 7

Midwest Literary Walk statistics were captured via comment card in an open response. Those
showed the benefit of marketing through-a wide array of channels. Responses included CDL
messaging, emails, print ads, signs around town, radio, word of mouth, social media, and return
visitors.
Note: drop-in programs are not included in registration statistics because we do not
capture that data.

Other miscellaneous duties:
e Met with the IS team to review how our departments collaborate to promote the library.



e Assisted with the Summer Reading Program webpage and ordered posters for
promotion




Circulation Supervisor’s Report
April 2023

e Circulation—22148 in April
e Patron Count- 9696 for April

e Circulation by township- for April:

o Dexter = 11% of total transactions
Lima = 11% of transactions
Lyndon =13% of transactions
Sylvan = 17% of transactions
Chelsea = 34% of transactions

c ocoao

® April Circulation: 84% were items from Chelsea and 16% were inter-loaned items.
Libby = 3375 in April; Hoopla = 970; Kanopy = 218 in April..

e Registrations for April- 74 new cards; 5933 total card holders
*Dexter = 743 cards; Lima =662 cards; Lyndon = 817 cards
*Sylvan = 1085 cards; Chelsea = 2195 cards; Nonresident = 407 cards

» Self-Check Machine: April 1527 or 8% of total checkouts
e There were 1320 unique patrons checking out material.
® 30 of our items were sent via MelCat and we received 40 tems.

April Notes:
# | attended weekly management meetings.
| worked my PIC shifis each week.
| assisted with Walk to School Wednesday each week,
We received 117 tubs from TLN in April , with 5.85 being the daily average.
| attended a MelCat refresher training class in Lansing.
| attended the dinner with Jamie Ford.

Melped with the Midwest Lit Walk.

| held both an Aide and Assistant meeting

| have continuad to work with TLN and Shannon on Mobile CDL from a circulation perspective.
Beth Easterwood celebrated her 19 year anniversary with CDL!

Respectfully submitted,
Amy Zoran
Head of Circulation




. gy § goo gyl zosz | soie | Ay sogos | 9gy [y
g6L  8iz W | oo | oz6 |sew | ffof | suee i |gareL 1. 889 it
WL 68k @84 §oob/ ) 088 |48 | g96iZ | LELE | 9ed 96014 | ees 1 ad
b2 uep | 609 | 618 | uer | S90¢ Spye uepr <0604 P8 uep
A TAR = 41 A écie  €20T ZE0E £20Z
‘ mm@o.E.uﬁﬁE..mxaaﬁ {d1snu 2 syo0T-8 "8)00G-3) SLue}] poppy £202
Adouey gjdooy 325 mnni_ [eioL - smey

‘SUORDafios Hsodsp .w m

o] %'BAY

siaop aue eidoo 5
SroNosyS [eMoe Lo peseq s s 1]

_BAY

Yl 16 | 0F |Zgsi [PEOL . o 14 A 8% L¥e iv9 Glt 89S 0gg 699 pidy

%L S5 | L& |¥0LL (B0l %E 4 4% A 0L 919 ¥es 9i4 WL TOL €19 Uoep
%9 T IG | JZ |98EL [BiB %E 18812 g¢ee  LLL 0TS B9 SIS IwL VOV “qed

g 3] 62 |96GL i8Z8 | %Li £9LEZ 295 6l9 ZvS VES 909  9pL 96§ “uer
|OONUO®Q S sAeq | 1oL | seail [ BW% - delg . oL Ung  jes  [Id ANyl PoM sonl O

Yo gzoT i zeog | £Z0 LopensJig Ajleq abeioay

Ao sgno-yseyd PUSHS _

€202
AdIgry 30M3SIQ BSSIOUD



"S# PECIIMOP PPE O] UMCpoeal U] 16D 0]

Aes OU st U0l "s 2 1n0NoayD |2njoR alE 8sal{
500k EBG | GEOS | 6¥GG | J/89 [£269|Z0c8 [ ivR | 6896 | POL6 | ZEI6  ZFBE  SIMOL
%S b8 gzl igZL  |4gL (M2 | ¥8L | TBL | ¢8F | OGH | ISk vri ¥GL  Jemo
%0 8% <l L ¥ 4 g} 8 | LE | S¢ 82 6¢ 9¢ Iisseln
oy 68. |68 |981 (561 (6T ¢Sz | 892 | 6vz | g8g | ¢sE | &rE ggc  oueEm
%Z  9Ce 126 68 88 160l WOl | 2L [ 201 | OKY | BE 2zt g1l ‘uomByg
%z  BiE z & 0 0 10 b 0 z g g 9 opaaig
ey | 208 | Pib | 285 (2021 609 | GJS | 529 | 859 | 6¥9 0yg  So¥HON
%EE _
PUDAND %oocaL  %0¥ L9YS %YE  ¥B6S ig61T  |803Z |0/0Z |06ve 82| 900C | 0POC |296C | Z/GE | 8ESE  6OFE 1PUDALD
- ueMAS %0000 %EE BLEE %6l  8ZEE 6801 6001 {996 1611 [2BlLL|92vi | Ziri xéw 091 | Z98L €691 umAJAg
uopuf%ovo0r  %LE 999¢C %elL  ¥lZT 118 |04L 8L (D6 |S0DL| S5zl | 202 |ZESL| 9FGL | 689F  8EGL uopulky
ey %glic %ZE 8S0T %Ll Gi8L 799 |[¥e9  |¥E9 (6L | 208 €06 | 966 mm& 60LL | EEEL 961 ewnl
aapag %pees %8Z  vESZ %L} €561 €vi  |0LL 1168 1vI8 | vBR | LOLL | J0L |08CL)| GiZL | LizZh  90Zi  eweg
9Z191 00821 | 0SS | 83 | GELG | G629 | 19691 £6.L | 1B E% 60L6 | £806 2006 30M4slg
J04 AUz 10 % 3sibey. "dod suel] €g-10y T20C |2c0C | L20C [0c0e  |6L0c | 8402 | Zi0c |9i0Z | iU = vi0e ELOC
dog ezozesg .
10 o S0JNIS
= e
JOL % SuEdL SISpJOH piey) pololsiboy
02 | 05 | ¢€ | 9t | LIk ove SEIET
SSeoloUl ¥, DAY | ] “iaquisoan
7196 stieiaAe AJUIUOR o satjilisAoN
689'2¢ 12100 0 BElisiey)
gl 0 Jegisidag
AONT 9 T oEnbny
00} ] A
ey 8 aunr
wmnum.{ 0 >mm2‘
Anpi o 2L Lb LE 4 8z |ee6e  ¥L z 0 ¥ 89 juay
oeunfi  pl g ¥ ¥L  S7 |ie8Ss 16 0 o ¥ 8 usew
S— N AN V2 9, oL 2 Zc 1815 98 L 0 g 6L MBrIGSH
6996 €91 8z 60E 96 GBIy 8L 996 HAY] G2 Gl A gL ZZ {81I5 6% 0 0 LE g/ I AEhugr
SE¥Y0L O¥z LIz 8/ 888 10 968  PSE  URIEBWY TEj0L Huon
182’6 ¥eZ 88 898  E¥E PPE PBE  §9¢ g8 mmz»m uopukT ey pxag 0 unmﬁ 0L 19410 [00YIS SANUON PUISIA
gz¢'s L4 8 . 9l B8 €98 g6 Gl uep fyrediouny Ag
fe1of ung eSS T Cld SINUL CPepA Tsenl  uoR | sutijenisiboy Mo cT0T :o_wmhmjmm_ M ARPUCH
£707T 1UnoJ 100Q Ajle( SBBISAY , AIRIqE] ISLHSIE 28SRYD
SNOH IV - 1HMOd NOLLWVINOYIO €202




1Pquaosaq
o IOUHSACN
IBgoRp
lsdquisidag |
iEnpny |
A
sunfE
- ARl
8z9 60e'8 .88 oy
vi9  leTe 086 uomw
99¢ Syl P88 Aleniqe4
8€9 02€'8 8986 Arenuep
uesj ynoj npy
SINON2SYY [B)0] - Jusiupiedaq AY UOREINSID £207

19qUIS29(
- JOGUIDAGH
[ 19G080
) loquiajdsy
snohyy
- App
Qunp
ABiA
K4 %9 %08 pay
%E Y%oll %05
%E %S¥ %¢cS
%E Yoty %ES
usaj yinap ynpy
abEusdIgd ~ JUdWiLieda AG UOLEINSIIN €207

M) CF VE [ oF F
90892 18l £92°02 1168 £82°8L 091722 BAy

6.L°6c  90¥L €266} %91 Leg’e J%ye LG8l eylze juay
celle 115} y8lle YLl €9l'y _ %E8 Loz oveve UEN
18LZ¢ v6E'} s18'8l %8l 996€ %8 beviil | I8ETle asd
QLELE GyS'L 195'062 %81 ipL'y %28 910’6l gal'ee uep
SSS weisis . SlR}E o) N1l felpo3e
+ Sigsy sauegy ul szeymAus NI " [, ¥ 1. S ' )
NFLL + Posufo . 1010 oo pamouss  [PUDIEPOUD puUGIEpRND. o S JUDE R swieyeiou]
Skl oy st o jpeBieuo SWwie}] JOUI0 9, SO JBUID 1oUS 10 % wm%.ao ME@M {349 e pasuso
iy ‘jeswoL SIe) 194D IV RYD Ao swey v
€202
£207 HOREnonD way




ACTION
ITEMS







areq AIe1I00g preaq eroren) eoined

JUIUMOPUH (I ) PIEAL0) MO[dq SHONBUOP 3] ASPI[MOWIY
00°0Z8S :SUONEUO(] [BIL0N) 810 ],

00°0S<S %10 L, qnS
00°0SZ$ 976188 IRARZE weigo1g Suipray OUWHNG 980T OMUIOSEIA B[R
*1a5pny 1) I APLAI[E IR JRI) MO[D( SUOBUOD ) 3SPI[MOWPY

00°0LSS 18107, qnS
00°00F$ 976738 TI1T+L9 wWerSord Suipedyj dunng 98poT] JIUOSEN BOS]RY
00°0Z$ 01£L96 WIFLO oordsioNEy AJopuky usarIey
00°0S$ 0167086 0Z1'+L9 (sT[aneI(T B9 JO ATOWOA UJ) PIIeUSsa(-uoN Yepuny Jorusf
00°001S 0167086 0CL LY (ST[anei(] B[19T JO AIOUMIA U) PIIRUTISI(I-UON IS[[oNIA PUBlAB M

U] OSHAAXT - JUI] JUIO]

“138png A €707 943 01 sd3ueypd pue suoneuop jrdy 1darny

PAPLYSIY WONIII0D 006°C86
PaLusay [eaide) 006°086
papLnsay yusmdmby 006°L96
P3OLIISTY SurmmeISord 006 88
PALNSHY [RUONOWOLT (06 088

»yord preoq ‘€707 ‘91 A8
3291§ o6 pieog AreIqr]

$291511], JO pIeoyg
Are1qr] 1PUISKT BIS[Y))

[# WA)[ WOIOY







Action Item #2

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
May 16, 2023 Board Meeting

2022 Audit Approval

Discussion:
The Chelsea District Library Board of Trustees heard the 2022 Audit performed by Yeo
& Yeo presentation in April and also discussed the audit at that time.

Action:
The Chelsea District Library Board of Trustees votes to approve the 2022 Audit, as
presented.

Patricia Garcia, Board Secretary Date
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Discussion Item #1

Chelsea District Library
Board of Trustees

Library Board Fact Sheet
May 16, 2023 Board Meeting

Policies

Discussion:

Updates and revisions have been made by the Policy Committee to 151 Public Comment
Guidclines, 153 Role of Committee Chairs, 444 Remote Work Policy, and 530 Gifts.
These policies now go before the Board for discussion.







Chelsea District Library
Policy and Procedure

Policy Section: 1. Governance
Board Approval Date: October 19, 1998
Revised: May 20, 2008, March 18, 2014, June 20, 2024

Subject: 151 Public Comment Guidelines

Background:

Each person who attends a public meeting of the board has the opportunity to speak.
The establishment of time limits and public comment sections during the meeting will
provide for numerous speakers and allow the board to keep to an orderly agenda.

Policy:

Public comment will be allowed near the beginning and end of each board meeting.
Individuals wishing to comment will be asked to identify themselves and keep their
comments to three minutes or less. The Board President can ask large groups to
designate a spokesperson to speak on behalf of the group to avoid cumulative
comments. The Board President retains the right to extend public comment times at
his/her discretion.

References:
Chelsea District Library Board of Trustee Bylaws, Article VI, Section 5.

Personnel Responsible: Library Board President

Gary F. Zenz 3/18/2014

Gary Zenz, Board Secretary Date






Chelsea District Library
Policy and Procedure

Policy Section: 1. Governance
Board Approval Date: December 18, 2001
Revised: May 20, 2008, March 18, 2014, June 20, 2024

Subject: 153 Role of Committee Chairs
Background:

The chair of a committee of the Chelsea District Library Board of Trustees fills the same roles with

regard to his or her committee as does the Library Board President with regard to the full Library
Board.

Policy:
The chair of a committee is responsible for the following:

Schedules meetings of the committee

Sets the meeting’s agenda

Presides over the meeting

Serves as spokesperson for the committee to the full Library Board

Assigns committee member to take and retain minutes and other records of the committee

The Library Director assists the committee chair by:

e Keeping the chair informed in the manner and at the time described in the committee
charier of staff, contractor, and community activities and needs relevant to the mission of
the committee,

e Assisting the chair in planning meetings and setting meeting agendas

Personnel Responsible: Committee Chairs and Library Director

Gary F. Zenz 3//18/2014

Gary Zenz, Board Secretary Date







Chelsea District Library
Policy and Procedure

Policy Section: 4. Facility and Equipment
Board Approval Date: Dec. 15, 2020
Revised: June 20, 2024

Subject: 444 Remote Work Policy Buring-Pandermie

Background:
+he-Chelsea District Library is committed to providing its staff with the most ideal space

possible to perform their job duties, including working remotely. This policy defines how
approval for remote work is decided, which staff are not eligible to request to work remotely,

and what is expected of staff When Worklng remotely we%ee&ng—the—heaﬁh—a%d—eafe%y—ef—&s

Policy:
All remote work must receive prior approval from the library director. Approval for remote work

will be based on the nature of the employee’s duties and needs of the library. Not all positions
are appropriate or feasible for remote work.

Employees who must perform in-person work because their work cannot feasibly be completed
remotely will be informed by the lerary Director or their supervisor of that requirement and the
reasons for it. Guidelines-fer-employees-whe-werk-from-he

Procedure:
To ensure that employee performance will not suffer during time working remotely, employees

are encouraged to:

Choose a quiet and distraction-free working space

Have an internet connection that's adequate for their job

Dedicate their full-attention to their job duties during working hours

Adhere to all meal -and-rest break, and attendance schedules agreed upon with
their department manager and in compliance with state law

e Ensure their schedules overlap with those of their team members for as long as is
necessary to complete their job duties effectively

¥etr-Employee's assigned work schedule while working remotely will be the same as it is for
in-person work, unless changed by the department manager and approved by the library
director. Department managers should schedule regular meetings with employees working
remotely via telephone conference call or videoconference.



Employees working remotely must follow all library policies applicable to in-person work.
Non-exempt employees must follow all applicable policies regarding meal and rest breaks,
approval for overtime, and timekeeping. Off-the-clock work is prohibited.

The Library will provide remote employees with equipment that is essential to their job duties,
like laptops, headsets, and cell phones (when applicable). = VPN and required software will be
installed on equipment issued to employees.

Equipment that is provided to employees remains the property of the Library. The Library retains
control over the property and reserves the right to monitor Library property even when used at
the employee's remote location. Employees must keep all Library property safe and avoid any
misuse. Equipment supplied by the Library is to be used for business purposes only. Employees
must take proper measures to secure c&ompany information, assets, and systems.

Upon termination of employment, all Library property must be promptly returned to the Library.

daniee-k==Garr, Board Secretary Date



Chelsea District Library
Policy & Procedure

Policy Section: 5. Budget and Finance

Board Approval Date: January 21, 2003
Revised: June 20, 2024

Background:

Chelsea District Library (CDL) acknowledges the great importance of private gifts and donations to the library’s
future development and growth. Such gifts take many forms, come from various sources, including individuals
and businesses, and are made for a variety of purposes. This policy is designed to set forth guidelines for
acceptance of gifts from both individual and business donors, and for the distribution of such funds and/or
proceeds.

Policy:
Donors may make contributions:

s Directly to the library general operating fund

¢ To the Chelsea District Library Endowment Fund within the Community Foundation of Southeast
Michigan

¢ To any active, defined CDL fund or project

No gifts will be accepted upon which the donor makes restrictions or special conditions, unless CDL Board of
Trustees specifically accepts those restrictions or conditions, or the gift is directed to a previously established
fund with similar restrictions.

Chelsea District Library should not accept a gift unless there is a reasonable expectation that acceptance of
the gift will ultimately benefit CDL. Gifts can only be restricted in keeping with CDL's missions and ethical
standards. CDL cannot accept gifts and contributions that require a deviation from its mission and core values.
Gifts should not generate a disproportionate cost or obligation in relation to the benefit received.

Procedure:

Gift Acceptance Committee

A Gift Acceptance Committee (GAC) shall be convened as an ad hoc committee of CDL Board of Trustees to
review unusual gift arrangements, gifts with unusual conditions, and glfts that have potential risk aspects. The
GAC shall consist of the board president, board treasurer, board policy committee chair, and CDL director or
their designee. The GAC makes recommendations to medify policy as needed.

Should-any-potentiai-gift-meet-the-criteria-requiring-prior-approval,-the-GAC-will-be-convened-at the-earliest
opportunity, in person and/or by phone or virtually. Recommendations of the GAC shall be submitted to CDL
Board for their action.

The GAC may seek appropriate legal, financial, or expert counsel where required to adequately evaluate the
gift. The GAC will review the information that has been presented and, only when any issues involved have
been satisfactorily resolved, may GAC make a recommendation to the CDL board for acceptance or rejection
of the gift.

Draft for review by Policy Committee




Gifts Not Requiring GAC Review Prior to Acceptance
The following gift types are readily accepted by Chelsea District Library:

Cash or cash equivalents

Marketable securities—absent a compelling reason to do otherwise, it shall be CDL's policy to
immediately convert all marketable securities to cash.

Tangible personal property that may be used by CDL directly for its mission—examples include
equipment, office supplies, and similar items that offset CDL costs, including items intended for CDL's
collection. Pledges involving the above named items, provided such pledges will be fulfilled within three
years of the date of the pledge, are included. This provision does not apply to planned gifts.

Books and other materials intended for CDL collection—Chelsea District Library will accept gifts of
books and other materials with the understanding that such gifts will be added to the collection only if
they meet the same standards required of purchased materials. Gift materials not meeting those
standards, those that are out-of-date, unneeded duplicates of items already cwned, or those in a format
unsuitable for library use will be given to the Friends of the Chelsea District Library for disposition
according to the procedures of the Friends. Gifts of books and materials will be infegrated into the
regular library collections in normal sequence, available to all library patrons, and otherwise handled as
any other material belonging to the library.

o Equipment: The decision on acceptance of equipment will be made by CDL director. Among the
criteria on which the decislon shall be based is need, space, impact on time of staff, and
expense and frequency of maintenance.

o Art: The decision as to the acceptance of an art object and the determination of its location in
the library shall be made in accordance with CDL policies governing the acquisition of art for the
pemanent collection. Among the criteria on which the decision shall be based is the
appropriateness of the art to the building and its décor, fiscal impact, and impact on the
operations of the library.

o Matured Planned Gifts: Matured planned gifts that are funded with cash, cash equivalents, or
publicly traded securities, including mutual funds that have already been committed through the
planned giving process and hold no unusual or complex restrictions.

Gifts Requiring GAC Review Prior to Acceptance
The GAC must review and recommend the following types of gifts before they are accepted:

Restricted or closely held securities
Life insurance
Real property
Tangible personal property not directly related to CDL's mission
Retirement plan beneficiary designations
Charitable remainder trust
Charitable lead trusts ‘
Matured bequest and trust gifts or other planned gifts that are funded with any asset other than those
described above
Limited partnership gifts
Royalties and patents
Other unusual gifts such as, but not limited to:
o Pledges that cannot be fulfilled within five {5) years of the pledge
o Conditional gifts and pledges by individual donors that are subject to or dependent upon a
condition, and are not directed to Library sponsored project—a conditional gift can be revoked if
the conditions are not met
o Gifts requiring the naming of a new fund, a named fund, or creation of an endowment.
o Gifts that have carrying cost or other costs prior to conversion to cash (real or personal property
for resale, marketable items requiring appraisal, etc.) ‘

Draft for review by Policy Committee




o Any gift, regardless of form, that provides an unusual level of complexity
e Donors who intend to give gifts in kind must submit their gift proposal in writing.

Legal and Financial Counsel for Donors

Donations to the Chelsea District Library or the Chelsea District Library Endowment Fund within the
Community Foundation of Southeast Michigan may be eligible for federal tax deductions. CDL does not
appraise or value in-kind or non-cash gifts. For recognition purposes, CDL will accept a third party credible
valuation supplied by the donor. CDL encourages prospective donors to seek the assistance of their personal
legal and financial advisors in all matters relating to any gifts that may have consequences for the donor
concerning taxes and estate planning.

CDL respects the rights and-expectations of donors:

¢ To be provided with important, relevant, and accurate information concerning their donations and other
prospective planned giving arrangements

» To be informed of the identity of those serving on the board and to expect the board to exercise good

judgment in its financial stewardship responsibilities

To have access fo the organization's most recent financiai report

To be assured their gifts will be used for the purposes to which they were given

To receive appropriate acknowledgment and recognition

To be assured that information about their donations is handled with respect and with confidentiality to

the extent provided by law

o To expect that their name, address and other contact information will not be shared outside CDL
without their permission, except as provided by law

Restricted and Designated Gifts

Chelsea District Library may from time to time accept gifts that are either “Designated” or “Resfricted”. These
terms are defined as two distinct categories of gift. Designated gifts are unrestricted, but can be earmarked
internally to a particular program or project that is ultimately governed by the board.

Restricted gifts are allocated to one of the CDL's established funds according to a donor’s wishes. Restricted
gifts are spent only as expenses for that particular program are incurred.

Chelsea District Library will accept both designated and restricted gifts, as long as the gift is consistent with the
mission and purpose of the library. For gifts involving specific restrictions, donors will be urged to provide some
flexibility should the purpose of the restriction no longer be appropriate or necessary in the future.

There shall be no minimum gift amount for either restricted or unrestricted designated gifts. Gifts that require
the establishment of a new named fund or new endowment fund shall be subject to the review of the GAC. In
setting up such a fund, a mechanism shall be established to deal with the possibility that the initial purpose
may no longer be appropriate at some point in the future.

Draft for review by Policy Committee




Planned Gifts
CDL encourages donors to include CDL in their estate and planned giving strategies.

¢ Serving as Estate Executor
Chelsea District Library may not serve as an executor or personal representative of a donor’s estate

even if CDL is the sole beneficiary.

e Charitable Remainder Trusts _
Chelsea District Library will accept Charitable Remainder Trust gifts in the various forms acceptable
under IRS rules and CDL's policies. If possible and permitted by the donor, CDL will seek to have
CDL's own legal counsel review the document both to insure that it does not contain flaws that could
harm either the income (the donor) and remainder beneficiaries, as well as to identify potential aspects
that might provide additional benefit or flexibility for either party. Chelsea District Library shall not serve
as a Trustee for any Charitable or Non-Charitable Trust

¢ Life Insurance

o Chelsea District Library may accept gifts of life insurance policies upon the death of the policy
holder or where the premiums are fully paid up. Chelsea District Library will not accept a term
or other life insurance policy with no cash or life settlement value, absent extraordinary
circumstances.

o Chelsea District Library will not accept the gift of new policies in which CDL becomes owner and
beneficiary and must pay the premiums, even if the donor agrees to reimburse CDL through
annual donations equal to the cost of the premiums.

o Such gifts will be accepted only if CDL has the right to cash out the policy when and if it sees fit
should the donor cease to make the required payments, CDL may:

m  Cash out the policy.

m  Convert the cash value to a fully paid up policy.

m  Convert the current policy by exchanging it for a new policy, usually for a reduced
amount.

m  Sell the policy to a life settlement or viatical company. These are companies that will buy
permanent and event term policies (if it has a provision to be converted to a permanent
policy) at a discount to the face value of the policy, but often for an amount higher than
cash value.

m  Continue to make the premium payments (on existing policies) if this appears worthwhile
as an investment matter. CDL will not make premium payments on new policies.

Prior to accepting a gift of permanent or cash value life insurance, CDL will seek to obtain an inforce
illustration from the issuing life insurance company fo assist in determining the real value and potential
cost and premium liability of holding the gifted policy.

Primary Responsibility for Disposal of Assets

All non-monetary gifts may be subject to disposition at some point. For example, whenever bocks and
materials donated to CDL are no longer needed or have become so worn or damaged as to be beyond repair,
they will be disposed of in the same manner as purchased books and other material. This disposition policy
also shall be applied in an appropriate manner to other gifts such as equipment, art objects, and exhibits. Since
all gifts to the Chelsea District Library become the property of the library, appropriate library disposition
procedures shall be followed.

Unless otherwise agreed, the CDL director will be responsible for the handling, disposal, and sale of assets
other than cash or easily marketable securities. As the gift is under active consideration, the CDL director
should explore the best way to dispose of the asset and identify the person who will have responsibility for
ensuring that the gift is sold.

Draft for review by Policy Committee




Appraisal & Gift Valuation

The responsibility for determining the value of a gift for charitable purposes is the responsibility of the donor
and not the Chelsea District Library according to IRS rules. CDL will not provide an opinion of value on a gift,
but may request that the donor provide a copy of any appraisal on significant gifts (such as real estate, closely
held securities, etc.) to CDL.

Reporting to the IRS Forms 8282 & 8283

Periodically Chelsea District Library is required to fill out and file forms 8282 and 8283 in response to
various gifts being made or gifted assets that are sold within three (3) years of the receipt of the gift.
CDL Director will be responsible for ensuring that these documents are filled out and signed on behalf
of CDL, upon receipt of a qualified appraisal.

Commissions and Collections Fee

Chelsea District Library shall not pay commissions or finders fees in any form to compensate any individual or
firm for obtaining or generating charitable gifts for CDL. Gifts tied to the payment of commissions or finders
fees will be rejected. This does not prohibit payment of commissions for other services rendered in the ordinary
course of business, such as commissions on the sale of real estate or securities.

Authorization to Accept Gifts

Chelsea District Library's Director is authorized to accept and sign related documents on behalf of CDL for
bequest, living trust, retirement funds, life insurance, charitable remainder trusts, and standard charitable gift
annuity for CDL within the constraints of this gift acceptance policy, and within any constraints imposed by the
CDL Board of Trustees.

Gift Rejections

Chelsea District Library reserves the right to refuse any donation of cash or any other form of support if such
support is not in keeping with its mission or for other reasons which CDL deems appropriate following GAC
review and Board approval, if applicable. A gift is not completed until it has been accepted by the CDL Board of
Trustees.

Gift Recognition

It is the policy of the Chelsea District Library to publicly recognize contributions. In order to implement
recognition in a consistent manner, donors and potential donors should be directed to the CDL director. All
donors will be recognized by a letter from CDL and by mention in CDL public reports. Additional recognition
may be provided for gifts in support of CDL projects.

If the donor wishes to remain anonymous, it is the responsibility of the donor to inform the CDL Director of this
desire. CDL will protect donor anonymity to the extent allowable by law.

From time-to-time, CDL may undertake specific projects supported by the community through financial gifts to
CDL. Upon undertaking such a campaign in excess of $25,000 for any one project, the Board of CDL shall
approve giving levels with appropriate recognition, up to and including naming rights.

Review of Policies
Gift acceptance policies should be reviewed every three years by CDL staff and CDL Board Policy Committee
to ensure that they are still relevant and up to date.

Draft for review by Policy Committee
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MINUTES
QUTREACH COMMITTEE

APRIL 20, 2023

MEMBERS PRESENT: Susan Lackey
Gary Munce

Patricia Garcia

STAFF PRESENT: Lori Coryell

Virginia Krueger

The Committee met to discuss next steps in the rollout of the Mobee.

Ribbon cuttings will be scheduled throughout June, July and August in conjunction with various local
government board meetings. The program will be as follows:

» Appropriate Board member will give a brief introduction and appropriate thank yous, as drafted
by staff. This will include introduction of any dignitaries present.

¢ Local officials will have an opportunity to speak.

¢ Tours, etc. will follow (with treats). -

¢ Materials with the fall schedule will be distributed.

Schedule (please mark your calendars, fellow board members, and please let Lori know if you are unable
to make the one in your Township.)

¢ June 1—6-7:30 - City of Chelsea (Orchard Street; outside Library)
e Remainder at Township halls:

o July1l 6-7 Sylvan Township

o August8 6-7 Lyndon Township
o August 14 6-7  lima Township

o August 15 5-6 Dexter Township

Mobee outreach will be an ongoing effort for the foreseeable future, however the Committee will also

turn to work on strategic planning outreach, as this year’s plan will include more community
engagement than in the past.
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TJ Helfferich Chair X
Bob Swistock X Chair
Gary Munce X Chair
Patricia Garcia X Chair
Wendy Reinhardt X X
Susan Lackey Chair X
Jan Carr X X X
Patricia Garcia 1/19/23
Patricia Garcia, Board Secretary Date







