Mclean County

FINANCE COMMITTEE AGENDA
Room 400, Government Center

Wednesday, April 8, 2009
4:00 p.m.

Roll Call

Approval of Minutes:  March 4, 2009
February 17, 2009 Stand-up Meeting

Departmental Matters

A. Phil Dick, Director, Building and Zoning
1) Items to be Presented for Action:
a) Request Approval to Amend the Current
Intergovernmental Agreement with Ford,
I[roquois, Livingston, and DeWitt Counties to
Incorporate a name change from SHOWBUS
to SHOW BUS Public Transportation NFP

2) ltems to be Presented for Information:
a) General Report
b) Other

B. Peggy Ann Milton, County Clerk
1) ltems to be Presented for Information:
a) Monthly Activity Report, February, 2009
b) General Report

C) Other
C. Don Lee, Director, Nursing Home
1) Items to be Presented for Information:

a) Retirement Letter
b) Monthly Reports
c) General Report

d) Other
D. Lee Newcom, County Recorder
1) ltems to be Presented for Information:

a) General Report
b) Other

1-7

10-12

13-15



E. Robert Kahman, Supervisor of Assessments

1) ltems to be Presented for Information:
a) Bank and Foreclosure Sale Report for
Northern lllinois and McLean County 16-18
b) General Report
c) Other

F. Becky McNeil, County Treasurer
1) Items to be Presented for Information:
a) Accept and place on file County
Treasurer's Monthly Financial
Reports as of March 31, 2009
b) Employee Benefit Fund Quarterly Report
C) CDAP Revolving Loan Fund Quarterly Report
d) General Report

e) Other
G. Jackie Dozier, County Auditor
1) ltems to be Presented for Information:
a) Personnel Audit Reports
(1) Highway Department , 19-20
(2) Health Department 21-26
(3) Sheriff's Office 27-28
(4) State’s Attorneys Office 29-31
b)  General Report
c) Other
H. Bill Yoder, McLean County State’s Attorney
1) ltems to be Presented for Action:
a) EXECUTIVE SESSION: Personnel Matters
2) ltems to be Presented for Information:
a) General Report
b) Other

John M. Zeunik, County Administrator
1) ltems to be Presented for Action:

a) Request Approval of a Resolution of the
McLean County Board Setting forth Specific
Recommendations for the Fiscal Year 2009
General Fund Annual Appropriation and

Budget Ordinance 32-33
2) ltems to be Presented for Information:
a) General Report
b) Other
4. Recommend Payment of Bills and Transfers, if any, to County Board
5. Other Business and Communication

6. Adjournment

E:\Ann\Agenda\finance\fin_April.09



McLean County

INTER-OFFICE COMMUNICATION
DEPARTMENT OF BUILDING AND ZONING
Phone: 888-5160 '

TO: Chairman Ben Owéns and Finance Committee

FROM: Mike Behary, County Planner MS

DATE: | March 24, 2009

RE: SHOW BUS - Amend the Current Intergovernmental Agreement with Ford,

Iroquois, Livingston, and Dewitt Counties

SHOW BUS would like to amend the intergovernmental agreement to provide for public transportation in
DeWitt, Ford, Iroquois, Livingston and McLean Counties. SHOW BUS has for many years been a part of
the Mennonite Retirement Community, Inc., a non profit corporation. SHOW BUS has grown and
expanded its operation over recent years. Therefore, as of July 1, 2009 SHOW BUS will separate from
the Mennonite Retirement Community and will be a stand alone entity known as SHOW BUS Public
Transportation NFP.

SHOW BUS now needs to amend the intergovernmental agreement to incorporate the name change. The
amendment is to change the name of the service provider from Meadows Mennonite Retirement
Community, d/b/a SHOW BUS to SHOW BUS Public Transportation NFP.

I have attached a letter from SHOWBUS, a copy of the existing intergovernmental agreements, and a copy
of the proposed amendment.

Laura Dick the Director of SHOW BUS and I will be present at the April 1% Finance Committee meeting
to answer any questions or concerns. Please call me if I can be of further assistance.

Enclosures: 1) Current Intergovernmental Agreements, 2) Proposed Amendment to the
Intergovernmental Agreement, 3) Memo from the Director of SHOWBUS

XAIDOT\Idot2009FinanceCommittee03-232009.doc



SHOW BUS Public Transportation
24883 Church Street
Chenoa, IL 61726-9705

Business # 309-747-2454 Reservation # 800-525-2454
March 23, 2009

Mr. Benjamin Owens

Chair, Finance Committee, MclL.ean County Board
115 East Washington

Bloomington, IL 61701

Dear Mr. Owens:

For many years, SHOW BUS has operated as a program under Meadows Mennonite
Retirement Community, Inc., a not for profit corporation. Since SHOW BUS has continued to expand
services over the years, it now appears to be in the best interests of the program, Meadows
Mennonite Retirement Community and the populations they serve for SHOW BUS to become a
separate entity.

Therefore, as of July 1, 2009, Meadows Mennonite Retirement Community, d/b/a SHOW BUS
will become SHOW BUS Public Transportation NFP.

If acceptable to all parties, the current Intergovernmental Agreement to Provide for Public
Transportation in DeWitt, Ford, iroquois, Livingston and McLean Counties will need to be amended to
reflect the name change of the service provider.

| am attaching a copy of the current agreement, the two previous addenda allowing for
application for funding through the Downstate Operating Assistance Program and adding DeWitt
County and a sample addendum changing the name of the service provider.

| will attend any mesetings and hearings you deem appropriate to discuss the new
amendment, and | will arrange for delivery of the original amendment for signatures as appropriate.

Thank you so much for your ongoing support of rural public transportation, and please
telephone me if you have any questions or concerns.

Sincerely,

7 e
W

Laura Dick

/PO

cc: McLean County Building and Zoning Dept.

SHOW BUS does not discriminate in admission to programs or treatment of employment in programs in compliance with the lliinois Human Rights Act, the U.S. Civil Rights
Act, Section 504 of the Rehabilitation Act, the Age Discrimination in Employment Act, and the U.S. and lllinois Constitutions. If you feel you have been discriminated against,
you have a right to file 2 compiaint. For information, contact Laura Dick, SHOW BUS Director at 308-747-2454.
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AMENDMENT TO AN INTERGOVERNMENTAL AGREEMENT
TO PROVIDE FOR PUBLIC TRANSPORTATION
IN DEWITT, FORD, IROQUOIS, LIVINGSTON AND MCLEAN COUNTIES

WHEREAS, the above named Agreement stipulated that public transit service is essential to the
transportation of persons in non-urbanized areas; and

WHEREAS, the Participants of the above named Agreement wish to provide public transportation for their
citizens and become eligible for grants from the State of lllinois or any department or agency thereof, from
any unit of local government, from the Federal government or any department or agency thereof; and

WHEREAS, the above named Agreement stipulated that any revisions to the Agreement must be agreed
to by the Participants as evidenced by an addendum signed by the authorized representatives of each

THEREFORE BE IT RESOLVED BY THE PARTICIPANTS

1. That since the service provider currently named as Meadows Mennonite Retirement Community, a |
not-for-profit corporation d/b/a SHOW BUS, will become (effective July 1, 20089) a not-for-profit
corporation SHOW BUS Public Transportation- NFP that the above named Participants amend the
Intergovernmental Agreement to reflect this change in the nhame of the service provider.

2. That only one original copy of this Amendment shall be signed and executed by the Participants and
that any photocopies of the executed Amendment shall be deemed to be duplicate originals.

APPROVED by the Ford County Board on the day of _ ., 2009
ATTEST:.
Ford County Board Chair
Date:
APPROVED by the Iroquois County Board on the day of , 2009
ATTEST: ’
Iroquois County Board Chair
Date:
APPROVED by the Livingston County Board on the day of , 2009
_ ATTEST:
Livingston County Board Chair
Date:
APPROVED by the McLean County Board on the day of ., 2009
ATTEST:
McLean County Board Chair
' Date:
APPROVED by the DeWitt County Board on the day of , 2009
ATTEST:
DeWitt County Board Chair
Date:




K]
ote

AN INTERGOVERNMENTAL AGREEMENT

TO PROVIDE FOR PUBLIC TRANSPORTATION

smm = e s - - IN-FORD, IROGUOTS; LIVINGSTON AND MCLEAN COUNTIES

This Agreement is entered into by and between Ford, Iroquois, Livingston and McLeé.n Counties
(hereinafter referred to as the "Participants”) for the provision of public transportation in said

.counties.

WHEREAS, the provision of public transit service is essential to the transportation of

- persons in non-urbanized areas; and

WHEREAS, the Participants wish to provide public transpoitation for their citizens and
become eligibie for grants from the State oflllinois or any department or agency thereof, from any
unit of local government, from the Federal govemment or any department or agency thereof; and

WHEREAS, it is the mutual desire of the Participants that McLean County be designated
as the "Primary Participant”

THEREFORE BE I'I; RESOLVED BY THE PARTICIPANTS

1. That application be made by MclLean County, the Primary Participant, to the Division of Public
Transpontation, Department of Transportation, State of llinois, for financial assistance grants
under Section 5311 of the Federal Transit Act of 1961, for the purpose of off-setting a portion of
the Public Transportation Program operating deficits of the Participants.

2. That the MclLean County Board Chairman,is hereby authorized and directed to éxecute and
file on behalf of the Participants the grant applications named above.

3. That the McLean County Board Chairman is hereby authorized and directed to execute and
file on behalf of the Participants all required Grant Agreements with the lllinois Department of
Transportation.

4. That it shall be the responsibilty of the Primary Participant to receive all Section 5311 funds
from the Ilinois Department of Transportation and disburse them to Meadows Mennontte
Retirement Community, a not-for-profit corporation d/bja SHOW BUS, the service provider under
the terms and conditions of the agreement.

5. That the delivery of services by the senvice provider will be made in accordance with
agreements entered into by the service provider and the Primary Participant.

6. That any revisions to this Agreement must be agreed to by the Participants as evidenced by
an addendum signed by the authorized representative of each.



7. That th|s Agreement or any part thereof may be renegotiated where changes are required by
State or Federal law, rules, regulations or court action, or when Participants agree that a new
" Agreement would meet their particular needs.

8. That this Agreement is binding upon the Pammpants thew successors and assigns.

9. That if any section, sentence, clause, phrase or portion of this lntergovemmental Agreement
is, for any reason, held to be invalid or uncenstitutional by the decision’of any court of competent
jurisdiction, such decision shall not affect the validity of the remaining portion of this Agreement
It is hereby declared the intent of the Participants that this Agreement shall remain valid and
enforceable, notwithstanding the invalidity of any part hereof.

10. That this Agreement will be ongomg unless a Participant chooses to wrthdraw from the
Agreement

11. That only one original copy of this Intergovemmental Agreement shall be signed and
executed by Participants and that any photocopies of the executed intergovernmental Agreement
shall be deemed 1o be duplicate originals.

APPROVED by the Ford County Board on the 12th day of March, 1996
” f = N

ATTEST: 2 m/yﬁ

Date %ﬂ@/ 2, 1774

Kord County Board Chaiman

APPROVED by the Iroquois Coumy Board on the 12th day of March, 19986
W ATTEST: Q{Y&W 7.

Iroquois-County Board Chairman
pete W 12,/ 99¢

APPROVED by the Livingston Cournty Board on the

12th day of March, 1996
ji‘j&-w @@M@ ATTEST: ﬂ ﬁjﬁ;——

Livingstor/County Board Chairan
Date

APPROVEP7y the McLean County Board onthe 19th day of March, 1996

(X C ATTEST:

//
McLean Colrtty BSard Chairman




AMENDMENT TO AN INTERGOVERNMENTAL AGREEMENT
TO PROVIDE FOR PUBLIC TRANSPORTATION
IN FORD, IROQUOIS, LIVINGSTON AND MCLEAN COUNTIES

WHEREAS, the above named Agreement stipulated that public transnt service is essential to the
transportation of persons in non-urbanized areas; and

WHEREAS, the Partlcupants of the above named Agreement wish to provide public transportation for their
citizens and become eligible for grants from the State of lilinois or any department or agency thereof, from
any unit of local government, from the Federal government or any department or agency thereof; and

WHEREAS, the above named Agreement stipulated that any revisions to the Agreement must be agreed
to by the Participants as evidenced by an addendum signed by the authorized representatives of each

THEREFORE BE IT RESOLVED BY THE PARTICIPANTS

1. That funding through the Downstate Operating Assistance Program be sought by McLean County, the
Primary Participant, through an appropriation secured and approved by the General Assembly and that
any/all appllcatlons and verifications deemed necessary by. the lllinois Department of Transportation Wl||
be submitted in order to access such funds. :

2. That the McLean County Board Chairman is hereby authorized and directed to execute and file on
behalf of the participants the above described documentation.

3. That all provxsnons for receipt and disbursement of such funds and for the delivery of the resultant
services will follow in accordance with the Intergovernmental Agreement for which this serves as an
Amendment.

4. That only one original copy of this Amendment shall be signed and executed by Partlcnpants and that
any photocopies of the executed Amendment shall be deemed to be duplicate originals.

APRPROVED thegﬁ;%ard onthe /&#4  day of £, i j; /.20 2 2
¢ L ATTEST:

ord County Board Chair

Date Felmyv /2 2007

APPROVED by tziju is County Board on the \’3) _ N\ — day of 20057
W ATTEST: W ﬂf%b‘é

Iroquois County Board Chair

: Date: E&B\'\L&\\\L \> \\AQOr,

A%D«by the Livingston County Board on the / ,i day of fﬁ . 20;9_1
#ﬂ ATTEST: 4«»67 Q. %MIMGT

ivingston Court® Board Chair

Date:

Aounty Board on the _- 0% day of Fel . 2006

ATTEST: @MZ&M 7
. /;'-‘ Date:_xv%jﬁj ; (Q@(Q@

McLean County Board Chair
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AMENDMENT TO AN INTERGOVERNMENTAL AGREEMENT
TO PROVIDE FOR PUBLIC TRANSPORTATION
IN FORD, IROQUOIS, LIVINGSTON AND MCLEAN COUNTIES

WHEREAS, the above named Agreement stipulated that public transit service is essential to the
transportation of persons in non-urbanized areas; and

WHEREAS, the Participants of the above named Agreement wish to provide public transportation for their
citizens and become eligible for grants from the State of lllinois or any department or agency thereof, from
any unit of local government, from the Federal government or any department or agency thereof; and

WHEREAS, the above named Agreement stipulated that any revisions to the Agreement must be agreed
to by the Participants as evidenced by an addendum signed by the authorized representatives. of each

THEREFORE BE IT RESOLVED BY THE PARTICIPANTS

1. That since DeWitt County also has stipulaied that public transit service is essential fo the
transportation of persons in non-urbanized areas and wishes to provide public transportation for their
citizens and become eligible for grants from the State of lllinois or any department or agency thereof, from
any unit of local government, from the Federal government or any department or agency thereof, that the
above named. Participants amend the Intergovernmental Agreement to include DeWitt County as a
Participant, bound by conditions in the Agreement and all Amendments to the Agreement.

2. That all future Amendments shall list the Participants as: DeWitt, Ford, lroquois, Livingston and
McLean Counties.

3. That only one original copy of this Amendment shall be signed and executed by the original

Participants and DeWitt County and that any photocopies of the executed Amendment shall be deemed
to be duplicate originals. :

APPROVED by the Ford County Board on the / 2&4 day of

~

ATTES
ord County Board Chair C

D

APPR g A
OVED by the Iroquoxs County Board on the day of Jtin 20p¥

Q%z_}jL ATTEST: ﬁ&&[&éﬁi
lroquons County Board Chair

Date:
APPROVED by the Livingston County Board on the __/ 71‘;L

L ATTEST:
lvingston CSlnty Board Chair :
Date: O l - [7"0 X
APPROVED by the Mcl.ean County Board on the A TN of DQC?M _ngo 6 Z. *

A {W ATTEST:

7" McLean Céunty Board Chair

Date:

. . —
APPROVED by the DeWitt County Board on the éﬂ day obq,_@&_‘ 2008
PP o .

DeWiit County Board Chair
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NURSING HOME |
(309) 888-5380
901 N. Main  Normal, lllinois 61761

e County -

March 31,2009

~ John Zeunik .
McLean County Adrmmstrator
Government Center
Bloomington, Illinois 61701

Dear, John,

Asyou are aware from our previous conversations, I will be accepting the County’s offer of early- -
retirement as Administrator of the McLean County Nursing Home effective May 16, 2009. After
serving in this position for 31 plus years, I do so with mixed emotions.

I regard myself as very fortunate to have been a part of McLean Cc‘mnty Government and consider the

County to be an exemplary employer. While, after 31 ygars with the County, it would appear on the

~ surface that I have a very limited frame of reference, I am familiar with the working environment of my

* couriterparts in other counties that have, or have had, a county nursing home. I consider McLean County
second to none. From the Board, to County Administration, to other County officials, and to my fellow
co-workers at the nursing home I have been very proud to be a part of McLean County Government.

Over the years I have had the privilege of working with Board Chairmen and Board members who have
steadfastly supported their nursing home. Individuals have changed over time; but with every change
the support was always there. Ithink I stand alone amongst my counterparts when I say I do not recall
an instance when the Board did not support a request I made on behalf of the nursing home, its residents
or staff. No less important has been the caliber of people in the County Administrator’s office and the
Administrative staff. Their support and management style have promoted an atmosphere that has
allowed for the development of a solid and stable organizational structure at the nursing home.

‘While I'look forward to retirement,. I will greatly miss the relationships I have enjoyed with the County
and the McLean County Nursing Home. Iam confident, however, that the citizens of McLean County
will continue to be well served by both.

Sincerely,

Donald Lee
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H. Lee Newcom

McLean County Recorder

115 E. Washington Street, Room M-104
Post Office Box 2400

Bloomington, IL 61702-2400

(309) 888-5170

(309) 888-5927 Fax

Mcl.ean County

March 23, 2009
To: Honorable Members of the Finance Committee
From: Lee Newcom, McLean County Recorder

Please be advised for the month of February 2009 that revenue, state stamp
inventory and receipts, and receivables reconcile with the general ledger.

A copy of February 2009’s “Monthly Account Balances” is attached.
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H. LEE NEWCOM
COUNTY RECORDER

115 East Washington Swreet, Room M-104 » PO Box 2400 * BldomingLon, Illinois 61702-2400
Phone (309) 888-5170 « Fax (309) 888-5927
Email: recorder@m cleancountyil.gov » Website: www.mcleancountyil.gov/recorder

Melean County

MONTHLY REPORT
OF
OFFICIAL RECEIPTS

TO THE COUNTY BOARD OF MCLEAN COUNTY

|, H. Lee Newcom, Recorder, in and for the County of McLean and the State of lllinois,
respectfully present the following report of all fees received for the Recorder's :

office, for and during the period of February 2, 2008 through February 28, 2008
RECEIPTS:
Due IDOR-Rental Housing Program $ 24,795.00
Copy Fees $ 769.85
Recording Fees 3 47,047.00
County Revenue Stamps $ 10,002.25
Microfilm Sales $ -
Data Sales 3 125.00
Recorder Receivable 3 124.00
Rental Housing Support Program 3 2,755.00
Document Storage $ 8,844.00
GIS Document Storage 3 2,948.00
Document Storage Receivable 3 96.00
State Revenue Stamps - $ 20,004.50
GIS Fund $ 14,740.00
GIS Receivable 3 48.00
Unclassified Revenue 3 1.00
Total Receipts § 132,299.60
Deposited with County Treasurer $ 132,299.60
Balance on hand:
Cash 3 50.00°
Accounts Receivable 3 992.00
$ 1,042.00

Total

#N/A January 1900

H. Lee Newcom McLEAN COUNTY, ILLINOIS

McLean County Recorder MAR 28 2009

~

C TY CLERK
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. McLean County Auditor’s Ofﬁce-
Personnel Audit of the McLean County Highway Department
August 2008

A Personnel Audit was conducted by the Auditor’s Office during the month of August 2008.
The audit was conducted to ensure that individuals listed as County employees in the payroll
system are actual people. One hundred percent (100%) of the Highway Payroll was selected
for testing. Each individual was asked to show a photo id to a representative of the Auditor’s
Office. A reason for the absence of individuals not available on the first day of testing was

noted. Follow-up visits were done to verify each employee.

After all employees had been verified, or noted as a terminated employee, verification of
reason noted was compared to the employee’s timecard for the pay period(s) tested. Our
findings are listed below.

Findings:

1.

Ten of the forty-three employees were summer help and had been terminated by the
end of August. Their termination was verified through the payroll system. No
exceptions noted.

On an employee’s timecard, the employee was recording overtime on each and every
day of the week. Per County Policy, “all overtime must be authorized by the
Department Head in advance of being worked”.,, McLean County Policy and
Procedures rule 10.55-9. ,

a. Management Response: The County Engineer took immediate action to
change this prior practice. The employee has had their hours changed and no
longer receives Y2 an hour of overtime per day automatically.

On the same employee’s timecard (non-union employee), the Auditor’s office noted
that the employee was paid for % hour of overtime, worked 4 % hours, then took 3
hours of sick time. The appropriate payment should have been: 5 hours of regular
pay and 2 % hours of sick time. The employee is a 7 % hour a day employee.

a. Management Response: The County Engineer addressed this with the
employee and it will not happen again.

In the five (5) timecards that were tested, we did not see any supervisor authorization.
On two of the timecards, the employee signature was a computer signature and on
another, it was clearly not the employee’s authentic signature. Per County policy,
“all County departments shall use internal timecards providing for the recording of all
categories of time and requiring signature by the employee and the
supervisor”...McLean County Policy and Procedures rule 10.58-1.

a. Management Response: The County Engineer agreed that all employees
should be signing their timecards and that there should be management
oversight. It was decided to have the Assistant County Engineer review the
timecards for the office staff, engineering staff, and the two foremen. The
head foremen will be reviewing the maintenance staff’s timecards. The
County Engineer will review the Assistant County Engineer’s timecard.

b. Auditor Follow-up: To verify that the new procedure had been implemented
the Auditor’s Office did subsequent testing in September, 2008. Ten
employee timecards were tested. In all ten instances, the proper member of
management initialed the timecard to indicate their review. In one instance,
the employee still is using a computer signature. The Assistant County
Engineer said he would address that with the employee.

19



5. During my initial testing, an employee that was absent was noted to be on vacation.

The employee’s timecard was reviewed and there was no vacation (or other benefit
time) taken on their timecard.

a. Management Response: The employee is an exempt employee. The County
Engineer agrees to adhere to all federal and state requirements regarding time
records for exempt employees. ’

Finally, on an employee’s timecard, the employee was paid for overtime and took
benefit time in the same week. It is the Auditor’s Office position that overtime
should be calculated on a weekly basis. Employees should not be allowed to be paid
for overtime and benefit time in the same week. For instance, the employee was paid
overtime on two separate days of the week, then, took 8 hours of comp time to have
Friday off. The employee only worked 32 hours that week; overtime should not start
until the employee reaches 40 hours (or 37.5 for some departments). The Union
Contract also states that “Overtime shall not apply to an employee who calls in sick,
or is otherwise on leave, reports to work later in the same day, and does not actually
work beyond the full eight (8) hours that day. In such case, paid leave time shall be
adjusted to reflect an eight (8) hour day.” Source: AFSCME Local 537 Labor
Agreement with the McLean County Board, effective January 1, 2008-December 31,
2010, page 16, article 11 “Overtime”, section 1, “Overtime Pay”.

a. Management Response: The same section of the current contract also
specifies that “Any employee required to work more than eight (8) hours per
day shall be paid at the rate of one and one-half (1-1/2) times the employee's
straight time hourly rate for time over eight (8) hours worked in the same day.”
If an employee who is contacted and asked to return from paid leave to assist in
an emergency were to be paid straight time when all other employees were
receiving premium time, it would be unlikely that any employees on leave
would ever respond to emergency requests to work additional hours. We will
make every effort to clarify the relevant language during our next contract

negotiation.

Recommendations:

. The Auditor’s Office recommends that the Highway Department continue with the

changes implemented over timecard authorization, exempt employees unofficial
comp time, and preauthorization of overtime for the office staff.

Michelle L. Anderson Date’ I
Financial Reporting Specialist

Ol @@WQ é%a// g

kie Dozier

c
éjc/iunty Auditor

“ Date
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McLean County Auditor’s Office
Personnel Audit of the McLean County Health Department
September 2008 ,

A Personnel Audit was conducted by the Auditor’s Office during the month of _
September, 2008. The audit was conducted to ensure that individuals listed as County
employees in the payroll system are actual people. Eighty-eight percent (88%) of the
Health Department’s Payroll was selected for testing. Each individual was asked to show
‘aphoto id to a representative of the Auditor’s Office. A reason for the absence of
individuals not available on the first day of testing was noted Follow-up visits were

done to verify each employee.

After all employees had been verified, verification of reason noted was compared to the
employee’s timecard for the pay period(s) tested. Our findings are listed below.

Findings:

1. Per County policy, “all County departments shall use internal timecards providing
for the recording of all categories of time and requiring signature by the employee
and the supervisor”...McLean County Policy and Procedures rule 10.58-1. The
Animal Control division of the Health Department has a remote location and
generally prints the payroll document to the Admin Support Supervisor’s office
printer. The Admin Support Supervisor prepares the payroll for the Health
Department. Since the document is being printed from a remote location to the
Health Department building, it does not have the Animal Control Director’s, or
the employee’s signature. The rest of the Health Department employees have
supervisor signatures on their timecards and time off request forms.

Recommendations:

1. We would recommend that the Animal Control Director print the payroll report in
her office, sign it, have the employee’s sign it, and fax a copy to the Admin

Support Supervisor.

Mottt el 3)3 [

Michelle L. Anderson Date
Financial Reporting Specialist

\3/31/04?

Date

County Auditor
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‘McLean County Health Depart‘ment-
Management Response to Personnel Audit
September, 2008 .

Based upon the recommendatlon of the McLesan County Auditor regarding payroll

verification and authorization for the McLean County Animal Control Program, the
followmg revised payroll protocol has been implemented effecuve with the payroll -
oovermg the perlod March 15 through March 28, 2009:

Revised 'Payroll ’Protoeol for Animal Control'

The Ammal Control Program of the Health Department is located ata separate remote
site from the Health Department. Payroll for Animal Control employees is prepared by
the Program Manager and submitted to the Administrative Support Supervisor at the

" Health. Department for inclusion with overall Health Department payroll submission.
‘Effective immediately support documentation entitled Hourly Employee Time Sheet

" (attachment A) which includes the date, hours worked program designation and
signatures of both the-employee and supérvisor will be submitted along with the County
payroll report (attachment D). In addition, employee payroll report forms for - o
compensatory/overtime (attachment B) and time-off requests (attachment C) will be
submltted for each payroll 1nclud1ng the signatiire of both the employee and superv1sor

| 'Implementatron of these documentaﬁon requir: ements will now posmon the Ammal
Control Program’s payroll to mirror the Health Departments payroll documentatwn

L

K Walter Howe..
Assistant Admmrstrator L
McLean County Health Department
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HOURLY EMPLOYEE TIME SHEET-

PAYROLL PERIOD _ o THRU
DATE - = HOURS . PROGRAM ‘DATE HOURS PROGRAM
P
" Supervisor’s Sigﬁatur_e )
‘ 'Adm\hun{anre"sodr.c' qurly employee time shegf
HOU'RLY EM:PLOYEE TIME SHEET
PAYROLL PERIOD . THRU
DATE HOURS - PROGRAM DATE HOURS PROGRAM

Employee Signature

Supervisor’s Signature

Adm\humanresources\ho
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Addachmery 3 .-
0SS Comp/Over-Time Form _

Employee Name

Payroll Period 4 to

TIME .

FIRST WEEK.
' _MONDAY __ TUESDAY _ WEDNESDAY THURSDAY"  FRIDAY -  SATURDAY
- b .
DATE . ~ T
[comp-
TIME
OVER-
TIME
o B i
. SECOND WEEK
. . MONDAY TUESDAY WEDNESDAY. THURSDAY FR]IDAY SATUi{DAY
- |DATE - E . ]
- [[COMP- ‘ .
TIME ' '
OVER-- L : 1 '

Note: This form must be turned in by 8:302m on the Monday f'ollo.wing the'end o

. wadministration\general\forms\comptimeoss.gen

Signature of Employee

ﬁ.
S

o o

24

Signature of Supervisor -

f the payroll period.
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McLean County Health Departrient . -

Reviswad B;l .
Entered By
Division
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McLean County Auditor’s Office
Personnel Audit of the McLean County Sheriff’s Office
November 2008

A Personnel Audit was conducted by the Auditor’s Office during the month of
November, 2008. The audit was conducted to ensure that individuals listed as County
employees in the payroll system are actual people. Ninety-six percent (96%) of the
Sheriff’s Office Payroll was selected for testing. Each individual was asked to show a
photo id to a representative of the Auditor’s Office. A reason for the absence of
individuals not available on the first day of testing was noted. Follow-up visits were

done to verify each employee.

After all employees had been verified, verification of reason noted was compared to the
employee’s timecard for the pay period(s) tested. Our findings are listed below.

Findings:

1. Per County policy, “all County departments shall use internal timecards providing
for the recording of all categories of time and requiring signature by the employee
and the supervisor”...McLean County Policy and Procedures rule 10.58-1.

. During our testing, if an employee was not available for me to physically meet,

asked the reason for their absence and noted it. Upon completion of my testing, I
requested copies of timecards for nine employees to verify that the reason noted
was reflected in their timecards. Ireceived payroll summaries from the Sheriff’s
Office, not timecards. Since there are no timecards, they are not able to be
reviewed by a supervisor nor are the employees signing anything indicating when
they are or are not working.

a. Management Response: “...this office is in the process of implementing
the use of time sheets that the Auditor’s Office is requesting we use. All
employees and the supervisors will be putting original signatures on the
sheets when they are turned in for payroll.”

The Sheriff provided “time taken” and “overtime slips™ for the patrol staff _
included in the nine above. It was found that a Sergeant was signing as both the
employee and supervisor for his time off and overtime worked.

a. Management Response: “...the Sergeants have now been instructed to turn
in all of their payroll slips to the appropriate commander to be approved
by signature.”

. During testing, an employee was noted as being “off” on Thursday, November 13,

- 2008. As with everyone else, we requested a copy of the employee’s timecard.
No benefit time was used for her to be “off” on Thursday, November 13, 2008.

a. Management Response: “...it is true that the employee was off on
November 13, 2008, but, her timecard did not reflect that. The employee
worked on November 11, 2008, Veterans Day, a holiday she should have
been off work. She came to work the next day, a Tuesday, which is a
commissary day, and a regular work day. She then took off Wednesday,
November 13, 2008, in order to correct her weekly time. She failed to
correct the timecard apparently by mistake, but the total hours worked that
week were correct. Her supervisor is aware of this mistake.”

27



b. NOTE: The holiday, November 11, was on a Tuesday and the day that the
employee was off per testing was Thursday, November 13, not
Wednesday, November 133th During 2008, November 13th fellon a

Thursday.

 Uichsty AOLOL 521|710

MicHelle L. Anderson - Dat
Financial Reporting Specialist ,

3/3// 09

Dafe

County Auditor
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McLean County Auditor’s Office A
Personnel Audit of the McLean County State’s Attorney’s Office
September 2008

A Personnel Audit was conducted by the Auditor’s Office during the month of
September, 2008. The audit was conducted to ensure that individuals listed as County
employees in the payroll system are actual people. One hundred percent (100%) of the
States Attorney’s Office Payroll was selected for testing. Each individual was asked to
show a photo id to a representative of the Auditor’s Office. A reason for the absence of
individuals not available on the first day of testing was noted. Follow-up visits were

done to verify each employee.

After all employees had been verified, verification of reason noted was compared to the
employee’s timecard for the pay period(s) tested. Our findings are listed below.

Findings:

1. Per County policy, “all County departments shall use internal timecards providing
for the recording of all categories of time and requiring signature by the employee
and the supervisor”...McLean County Policy and Procedures rule 10.58-1.
During our testing, if an employee was not available for me to physically meet, I
asked the reason for their absence and noted it. Upon completion of my testing, I
requested copies of timecards for three employees to verify that the reason noted
was reflected in their timecards. Ireceived attendance records from the State’s
Attorney’s Office, not timecards. Since there are no timecards, they are not able
to be reviewed by a supervisor nor are the employees signing anything indicating
when they are or are not working.

a. Management Response: Under the current system, employees call or email
the office manager with the time they are going to be out and how they
want that time off designated. She records it by pay period in a
stenographer’s notebook. At the end of the pay period, the office manager
compiles all the notes from the steno notebook by person and transfers that
time to each individual employee’s annual timesheet. The timesheets are
filed in the personnel files at the end of each fiscal year. No member of
management was signing a timecard. State’s Attorney Bill Yoder does
sign and review the bi-weekly payroll report sent to the Treasurer’s Office.
Prior to the newly implemented system (details below), employees were
not required to sign anything.

The County policy calls for an internal timecard requiring signature by the
employee and the supervisor.

In order to be in compliance with that policy, the SAO has devised an
annual timecard to be kept by each support staff (non-professional staff)
member. The office manager will continue to record time as it is given to
her and transfer those notations to the employees’ timesheets. However,
in addition, at the end of each pay period, each non-professional employee
will complete and sign the appropriate section on their timecard and turn it
in to the office manager. The office manager will compare their timecard
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to her notes, talk with the employee to reconcile any discrepancies, sign
the timecard for that pay period, and return (a copy of) the timecard to the
employee.

b. Auditor Follow-up: To verify that the new procedure had been implemented
the Auditor’s Office did subsequent testing in March, 2009. Six non-
professional employee timecards were tested. In five instances, the proper
member of management initialed the timecard to indicate their review. In one
instance, the employee timecard had only the employee’s signature, not the
supervisors. The Office Manager said that she will be more diligent about it
in the future. '

2. Per McLean County Policies and Procedures 10.46-1, “Personal time leave is
granted for discretionary purposes to every full-time County employee in the
amount of two (2) days at the beginning of each year”. During testing, it was
determined that a part-time employee was receiving personal time.

a. Management Response: Many years ago, it was decided to give our part-
time staff informal, pro-rated personal time (which was 1 day for a .5 FTE
position). Both part time employees continue to get that 1 personal day
each calendar year as an internal “perk”.

3. Per McLean County Policies and Procedures 10.46-2, “It is not permissible to .
carry over unused personal leave from one (1) fiscal year to another, therefore,
unused personal time shall expire at the end of the fiscal year.” On an employee’s
attendance record, it showed that they had carried forward Y% day of personal time.

a. Management Response: The employee had 3.75 hours of 2007 personal
time left, which was used on January 2, 2008. I thought that carrying
personal time over into the first pay period of the new year was an
acceptable policy. Imark the time as (for example) “2007 time” so that
payroll knows how to deduct it. After that first pay period of the new
fiscal year, turning in the previous year’s personal time is not accepted.

b. Auditor Response: After consultation the payroll clerk, personal time is
intended to be used in the year it was earned. Therefore, 2007 personal
time must be used between January 1, 2007 and December 31, 2007.

4. During testing, an employee was noted as being out of the office ill. Her
attendance record reflects 7.5 hours of sick time, however, the payroll system
shows her using 7.5 hours of vacation time.

a. Management Response: This was simply a coding error. The employee
used a sick day (code 155) on September 24; the office manager coded it
on the timesheet as a vacation day (code 150). She caught it when she
reconciled the accrual hours report that we get each pay period to my
book. The office manager told the employee what had happened and I
indicated to her that I would simply correct my error the next time she
takes a vacation day by reporting it as a sick day. I should have asked the
payroll clerk if it was possible to make a correction to the payroll record,
but this method just seemed easier to me.

b. Auditor Response: After discussing this with the payroll clerk, the
preferred method would be for the supervisor or department head to notify
her of the error and it would be corrected on the next payroll.
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Recommendations:’

1.

2.

The Auditor’s Office recommends that the States Attorney’s Office continue with
the changes implemented over timecards.

We also recommend adhering to McLean County Policies and Procedures, or,
provide a list of variances to the County Administrator’s Office during the annual
budget meetings, as encouraged in Chapter 10 of the County Ordinance.

We further recommend that employees be required to use their personal time
during the fiscal year in which it is intended.

Finally, it is recommended that changes to benefit time be immediately
communicated to the payroll clerk for correction in the payroll system.

Mttt A sl o

Mlc\helle L. Anderson Date
Financial Reporting Specialist

3/5//0%

Date

County Auditor
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A RESOLUTION OF THE McLEAN COUNTY BOARD
SETTING FORTH SPECIFIC RECOMMENDATIONS FOR THE
FISCAL YEAR 2009 GENERAL FUND
ANNUAL APPROPRIATION AND BUDGET ORDINANCE

WHEREAS, pursuant to Chapter 55, Illinois Compiled Statutes (2006), Paragraph 5/6-1002, the
County Board of the County of McLean, Illinois, has considered and determined the amount of
monies estimated and deemed necessary to meet and defray all legal liabilities and necessary
expenditures to be incurred by and against the County of McLean for the 2009 Fiscal Year
beginning January 1, 2009 and ending December 31, 2009, and has further listed and specified the
several detailed statements of budgeted itemized County expenditures; and

WHEREAS, reductions in revenue received from the State of Illinois for sales and use tax,
income tax and personal property tax replacement have caused Fiscal Year 2009 General Fund
revenue to decline by $314,384.00 after the first three months of Fiscal Year 2009; and

WHEREAS, it is necessary and prudent to set forth specific recommendations for the Fiscal
Year 2009 General Fund Annual Appropriation and Budget Ordinance to reflect these
circumstances; now, therefore,

BE IT RESOLVED by the McLean County Board, now meeting in regular session that the
following recommendations for the Fiscal Year 2009 General Fund Annual Appropriation and
‘Budget are hereby approved and adopted:

(1) The REVISED Fiscal Year 2009 Annual Appropriation and Budget expenditure ceiling for the
County offices and departments in the General Fund is hereby set at $31,884,028.00, as listed
on the attached Exhibit #1, which is hereby incorporated and made a part of this Resolution.
All Expenditure accounts will be reviewed and all General Fund departments and offices will
cooperate with the County Administrator to achieve a targeted spending reduction of at least
$500,000.00.

(2) For the balance of the fiscal year, all requests to fill Open Positions that become vacant in the
County offices and departments in the General Fund shall be reviewed by the County
Administrator prior to being filled. The County Administrator will take all necessary steps to
manage General Fund salary attrition in order to reach a target savings of $300,000.00 less than
budgeted amounts.

(3) In order to maintain an adequate Fund Balance, non-essential capital projects that have been
encumbered and carried forward from Fiscal Year 2008 will be cancelled and the encumbered
funds will be restored to the Fund Balance of the General Fund, except in cases where
contractual commitments or emergency needs are deemed by the County Administrator to
outweigh the benefits of reversing such encumbrances. The County Administrator will target
$300,000.00 in restorations to the Fund Balance.

(4) General Fund Revenue accounts will be reviewed in light of current economic circumstances,
and reduced or increased as appropriate. The County Administrator will identify $150,000.00
in specific General Fund revenue increases.
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(5) County offices and departments in the General Fund are hereby directed to prepare REVISED
Fiscal Year 2009 departmental budgets in accordance with the provisions of this Resolution and
to submit this REVISED Fiscal Year 2009 departmental budget to the County Administrator’s
Office on or before April 30, 20009.

(6) The County Administrator is hereby directed to prepare an AMENDED Fiscal Year 2009
Annual Appropriation and Budget Ordinance for the General Fund for presentation and review
by the Finance Committee and Executive Committee during the monthly Committee meeting
cycle in May, 2009.

(7) The County Clerk is hereby directed to forward a certified copy of this Resolution to the County
Auditor, County Treasurer, and County Administrator.

ADOPTED by the County Board of the County of McLean, Illinois, this 21* day of April, 2009.

ATTEST: ADOPTED:
Peggy Ann Milton, Clerk of the County Board, Matt Sorensen, Chairman
McLean County, Illinois McLean County Board

e:john\res_budget—fyZO09a1hend_rev040209.cbd
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