
Library Board

City of Appleton

Meeting Agenda - Final

225 N. Oneida Street

Appleton WI, 54911

City Hall - 100 N. Appleton Street 6th Floor 6 A/B10:30 AMTuesday, November 8, 2022

Library Board Personnel & Policy Committee

1. Call meeting to order

2. Roll call of membership

5. Action Items

22-1428 Library Director's End of Year 2022 Performance Review

 

22-1429 City of Appleton Non-Represented (Non-Union) Employee Compensation 

Study

 

Baker Tilly Memo Summary.pdf

HR Comp Memo.pdf

Salary Admin Policy (1).pdf

Seasonal Policy.pdf

Attachments:

22-1433

Naming Opportunities Policy 11-2022 (Draft).pdfAttachments:

22-1434 Financial Policy

 

Financial Policy (Draft 11-2022).pdfAttachments:

Closed Session

The Committee may meet in Closed Session pursuant to WI Statute 19.85(f)(c) to 

discuss  personnel matters and then resume meeting in Open Session.

7. Adjournment

Reasonable Accommodations for Persons with Disabilities will be made upon Request 

and if Feasible.
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    Naming Rights Opportunities Policy   

 
 
 

I. Purpose 
 
The Appleton Public Library Board of Trustees (the “Board”) welcomes mission-compatible 
financial support from the community when it is within the best interests of the library.   
 
The Board considers the granting of Naming Rights Opportunities the highest distinctions it 
can bestow.   
 
While all donors to the [insert name of capital campaign]Building Beyond Words (“BBW”) 
Capital Campaign will be recognized via a donor tier structure yet to be determined, this 
policy applies specifically to naming rights in connection with Appleton Public Library’s 
[insert the name]BBW Capital Campaign. This policy establishes a procedure in which donors 
shall be recognized for donations that are eligible for naming rights within the BBW Capital 
Campaign (see Attachment A: Menu of Naming Rights). 
 
The [insert name of capital campaign]BBW Capital Campaign is in collaboration with the 
Friends of Appleton Public Library, who are carrying out the fundraising, and the City of 
Appleton, who is overseeing construction of the facility. 
 
Please see the library’s Gifts and Donations Policy, or contact the Friends of Appleton Public 
Library, for other methods of supporting the library’s ongoing programs and services. 

 

II. Definitions 
 

1. Naming rights Opportunities – name of room, area, collection, space, equipment, 
artwork, technology or other interior or exterior space in honor or memory of living or 
deceased individual, corporation, foundation or organization as grateful recognition of 
the Donor’s gift. 

2. Gift – a voluntary and irrevocable pledge paid to the Friends of Appleton Public Library 
in the form of a one-time contribution, or in multiple contributions over a period of 
several years.  Stocks can also be provided as a gift. In kind gifts may be accepted should 
those gifts be convertible to cash or have a value to the campaign. 

3. [insert name of capital campaign] Building Beyond Words Capital Campaign– This is a 
specific campaign to renovate and expand the current library.   



4. Friends of Appleton Public Library (“Friends”) -The Friends are a 501(c)(3) organization 
whose mission is to support the library by advocating and raising funds to provide 
enhanced programs and services for the community. 

 

III. Policy 
 
a. The Board has the sole and absolute discretion regarding Naming RightsOpportunities. 
b. Naming rights Opportunities will be memorialized in a Naming Rights Opportunities 

Donor Agreement which will grant Donor specified Naming Rights Opportunities to a 
particular space (“Named Space”), subject to acceptance of the Donor’s gift and 
approval of such naming by the Board and consistent with this Policy. 

c. In no event will the Donor be provided with any decision-making power over the library 
on operational or capital decisions, or in any other library process or activity.  The Board 
reserves the right to refuse gifts that are not consistent with the Capital Campaign. 

d. Gifts are being made to the Friends with the understanding that it is to be used for the 
[insert the name] capital campaign.  Should the project not proceed, be terminated, or 
city funds no longer be available, the donor reserves the right to rescind the gift or 
redirect it towards an endowment that supports library grants. 

e. Gifts will be used to enhance, not replace the City of Appleton’s existing project funding 
or future operational support. 

f. If the entire Gift amount is not received by the Friends as agreed upon, the Board may, 
in its sole discretion, remove the Donor’s recognition of the Named Space and offer the 
Donor an alternate recognition opportunity appropriate to the total amount of the 
Donor’s Gift.  

g. Holding of funds 
i. Gifts to the capital campaign will be held by the Friends and will be segregated 

from other Library or Friends assets. 
ii. These funds will be overseen by the Friends and distributed in agreement with 

the City and the Library Board for the purposes agreed upon. 
h. Acknowledgement 

i. The duration of Naming Rights shall be a maximum of twenty (20) years and 
specified in the Naming Rights Donor Agreement, but in no event shall extend 
beyond the useful life of the library or the Named Space as determined by the 
Library Board. 

ii. The Board reserves the right to choose the wording, size, location, and style of 
recognition.  Visual recognition of a Named Space will adhere to library brand 
standards, including exterior and interior signage, logos, letterhead, and all 
other representations of the library’s identity. 

i. Modification 
i. The library may make changes to signage to maintain and update facilities but 

will make efforts to ensure that the signage still reflects the appropriate 
recognition for the donor.   



ii. If during the useful life of the Named Space, the space is closed, deconstructed, 
destroyed, severely damaged, significantly renovated, upgraded, modified, or 
replaced, then the Naming Rights shall cease.  The donor, if available, and in 
consultation with the library, will have the right to have another space named 
for the duration of the Naming Rights Donor Agreement. 

iii. Donors who request changes to their recognition signage will be considered by 
the Board. Changes that require additional expense will be done at the donor's 
expense. 

j. Termination of Naming.  The Board reserves the right to alter or terminate a Naming 
Rights Donor Agreement in the following cases: 

i. In the event of the default in payment of the gift, or 
ii. In the unusual circumstance that the Board determines in its reasonable and 

good faith opinion that circumstances have changed such that accepting the 
gift, or the Naming chosen by the Donor would adversely affect the reputation, 
image, mission or integrity of the Library or the City of Appleton should there be 
continued association with the Donor and the continued Naming. 

iii. Should the Naming Rights Donor Agreement be terminated, the Board, the 
library and the City of Appleton shall have no further obligation or liability to the 
Donor and shall not be required to return any portion of the gift that has 
already been paid.  The Board may choose an alternative recognition for the 
portion of the gift that has been received in its sole discretion. 

k. Procedure 
i. All naming rights must be approved by the Board in accordance with the 

Naming Rights Donor Agreement.  The Library Director will provide a written 
summary of the naming rights that are recommended for approval including: 

1. The name of the donor and how they would like to be publicly 
acknowledged. 

2. The amount of the gift.  Should the gift be a multi-year pledge, details 
including the dates and amounts of each gift should be itemized. 

ii. Upon approval by the Board, a Naming Rights Donor Agreement shall be 
finalized and signed by the Library Board President and a donor representative.   

Reviewed by the Friends Steering Committee 4/12/2022 

Approved by APL Board of Trustees 4/19/2022; 11/2022 



 

FINANCIAL POLICY 
 

 
The Appleton Public Library (“APL”) Board of Trustees (“library board”) establishes this financial 
policy to ensure fiscal accountability, appropriate use of funds in support of APL’s mission and 
goals, and compliance with appropriate laws and ordinances and City of Appleton (“city”) policies.   
 

1. Consistency 
 

a. Library staff (“staff”), while preserving the library board’s legal prerogatives under Wis. 
Stats. §§ 43.58(1) and 43.58(2), will keep library practices in compliance with city 
policies. 
 

b. Staff will work with the city’s Finance Department to ensure that the city’s financial 
policies accommodate the library board’s responsibility and bring these policies to the 
library board for approval. 
 

2. Budget  
 

a. The library board shall establish an annual budget request according to State of 
Wisconsin statutes and the city’s Budget Policy. 
 

b. Staff shall budget revenue funds and associated expenditures as follows: 
i. Best estimate of revenue, but no associated expenditures for county 

reimbursements 
ii. Best estimate of revenue, and associated expenditures for revenue based on 

use:  printing/copying, reader-printers, vending machines, and benefitted positions 
funded by grant awards approved prior to budget.   

iii. No revenue budgeted, but any revenue realized during the year to be transferred 
to appropriate spending accounts via budget adjustments:  lost and paid materials 
with the exception of the variance in 4c, resource library agreement funds, 
memorials, unbudgeted grants received throughout the year, gifts and donations.” 
 

c. Staff shall work with the Mayor, Finance Department, and Common Council (“Council”) 
to seek adoption of the library board’s request, reporting any changes or concerns to 
the library board.  
 

d. After the budget adoption by the City Council, staff will present the adopted budget for 
the year to the library board for review and approval.  
 

e. The library board delegates to staff the expenditure of monies, the development of an 
annual collection budget to allocate funds available for library materials and 
development of a Friends of Appleton Public Library (“Friends”) grant budget all subject 
to review and approval by the library board.  
 

f. Budget amendments, transfers and new appropriations are subject to the city’s Budget 
and Grants policies.  
 



g. The library board's authority over budgeted city funds shall lapse at the end of the 
calendar year and any budget fund balances shall revert to city authority, subject to city 
carryover policies and procedures.  
 

3. Expenditures  
 

a. Staff will follow the city’s Procurement and Contract Management Policy for purchases 
and processing of payments. 
 

b. On a monthly basis, staff shall present the bill register, a list of all expenditures, to the 
library board for review and approval. Staff will also present a monthly financial report 
showing the status of all accounts and funds.  
 

4. Receipts  
 

a. Revenue received by the library from overdue fines, rent and utility payments, 
printing/copying, reader-printer copies, vending machine commissions, and county 
reimbursements for library service will be submitted to the city as general revenue. Non-
sufficient fund charges will be submitted to the city as general revenue. 
 

b. Reimbursements for lost or damaged materials will be added to the materials budget via 
budget adjustments to be used to purchase replacement materials. These funds will be 
eligible for carryover. 
 

c. There is a multi-year variance as part of the elimination of overdue fines approved in 
2021.  For a limited time, a portion of the revenue earned from lost and paid materials 
will be treated in the manner of items in 4.a and will be submitted to the city as a general 
revenue based on the following schedule: 
2022: $25,000 
2023: $15,000 
2024: $5,000 
 

d. Should the library utilize petty cash, staff will implement petty cash procedures consistent 
with city procedures, for use when immediate payment or reimbursement for a purchase 
or service is required.  
 

e. Staff will work with the city’s Finance Department to ensure appropriate journal entries 
and necessary budget adjustments are prepared to reflect all additional revenues and 
expenditures. 
 

5. Gifts and Donations 
 

a. Gifts and donations are subject to the library’s Gifts and Donations Policy  
 

b. Staff will track donations for the express purpose of purchasing library materials or 
supporting a specific program.  The purchase of specifically identified titles or the funding 
of specifically dictated programs or services with such funds cannot be guaranteed, nor 
does the donor have the right of approval of titles or services before purchase. However, 
donors are encouraged to recommend subject or service areas.  
 



c. Staff will request carryover of any unexpended donated funds, so that funds shall be 
used to purchase materials or support programs consistent with donor wishes.  
 

d. Any cash found in the library and unclaimed after thirty (30) days will be considered 
donated funds. 

d.e. The Naming Opportunities Policy will guide the funds from the Building Beyond 
Words  Capital Campaign. 
 

6. Grants 
 

a. The library board shall have the right to approve or deny library utilization of grant or 
contract funds on behalf of the library by any organization or individual.  
 

b. Grants received are subject to the city’s Grant Policy and approval of the library board. 
 

c. Friends’ grants will be administered as follows: 
 

i. Staff present a spending plan for Friends grants at the beginning of the library’s 
fiscal year. projecting funding based on the previous year’s distribution. 

ii. Friends will inform the library in spring of the grant allocation for their upcoming 
July to June fiscal year. 

iii. Should the City of Appleton budget require amendments, staff will present 
amendments and updated spending plans upon approval of the Friends annual 
budget to the library board. 

iv. Staff will present grant expenditures via the bill register and monthly reports.  They 
will also provide quarterly report narratives of grant programs to the library board 
and Friends board. 

v. Friends staff will provide semiannual disbursements upon receipt of an invoice 
request from library administration. 

vi. Expenditures and receipts will be recorded consistent with city policy and subject 
to carry over. 

vii. Grants from the Friends of Appleton Library/Frank P. Young Scholarship Fund 
shall be made in accordance with the Scholarship Policy. 

viii. Distributions from the FOCOL Fund will be made in accordance with the fund 
agreement. 
 

7. Disposal of Property  
 

a. Withdrawn library materials, materials donated but not added to the collection, and other 
computer equipment no longer needed for library services may be given to the Friends 
for sale. 
 

b. Other surplus or obsolete supplies or equipment will be disposed of in compliance with 
the city’s Procurement and Contract Management Policy.   

 
8. Review and Reporting 

 



a. All library funds, expenditures and revenues will be audited as part of the city's annual 
audit. Staff shall report to the library board any notes or communications from the city's 
auditor regarding the library.  
 

b. Library finances will be reported annually to the State of Wisconsin’s Department of 
Public Instruction. 

 
-12/96, 12/99, 12/02, 10/04, 11/10, 2/2016, 12/2018, 7/2021, 11/2022 
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