
Agenda
Village of Glen Ellyn

Special Workshop Meeting
Thursday, January 30, 2014

6:45 PM 
Glen Ellyn Civic Center, Room 301

Village of Glen Ellyn

Village Board Workshop Procedures Statement

Visitors are most welcome to attend all meetings of the Village Board and can find copies of the Agenda on their 
chairs or online at www.glenellyn.org prior to the meeting. Any individual with a disability requiring a reasonable 
accommodation in order to participate in a meeting should contact Harold Kolze, Village of Glen Ellyn ADA 
Coordinator, 630-469-5000, at least five (5) business days in advance of the next scheduled meeting. All matters on 
the Agenda may be discussed, amended, and acted upon.

1. Call to Order

2. Roll Call

3. Audience Participation

A. Open: 

Members of the public are welcome to speak to any item not specifically listed on 
tonight’s agenda for up to three minutes.  For those items which are on tonight’s 
agenda, the public will have the opportunity to comment at the time the item is 
discussed.  In either case, please complete the Audience Participation form and turn 
it in to the Village Clerk.  It is requested that, if possible, one spokesman for a group 
be appointed to present the views of the entire group.  Speakers who are recognized 
are requested to step to a microphone and state their name, address and the group 
they are representing prior to addressing the Village Board.

4. SY14 Budget Process (Finance Director Wachtel)

A. Transition to Calendar-Year Budget
B. Zero-Based/Bottom-Up Budget Approach
C. Village Board Education: Budget Overview Including Internal Controls and Long-

Term Budget Goals
D. Budget Calendar

5. Other Items?

6. Motion to adjourn to Executive Session for the purpose of discussing the appointment, 
employment, compensation, discipline, performance or dismissal of specific employees and 
adjourning thereafter without returning to open session.  (Trustee McGinley)
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Open: Members of the public are welcome to speak to any item not 
specifically listed on tonight’s agenda for up to three minutes.  For 
those items which are on tonight’s agenda, the public will have the 
opportunity to comment at the time the item is discussed.  In either 
case, please complete the Audience Participation form and turn it in 
to the Village Clerk.  It is requested that, if possible, one spokesman 

for a group be appointed to present the views of the entire group.  
Speakers who are recognized are requested to step to a microphone 
and state their name, address and the group they are representing 

prior to addressing the Village Board.
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BUDGET PROCESS
The focus of the January 30 Village Board Workshop is to discuss the transition to the Calendar 
Year Budget, discuss the zero-based/bottom-up budget process we have embarked on this year, and 
provide a brief overview of the budget process focusing on a few key policy issues that we would 
like to discuss with the Village Board including the Purchasing Policy and Reserve Fund Policy.

The Village spends approximately six months of each year developing the annual budget for the 
year.  The budget acts as the operations plan for the organization and includes performance reports 
and goals for all Village functions.  In addition, the budget provides a variety of ways to track 
specific trends and provides valuable information for the organization and community.  At the end 
of the meeting, we would like to spend some time on Village Board education and provide a high- 
level overview of the budget.  This short orientation has proven to be helpful for new Finance 
Commission members.  

Budget Transition
As you know, the Village is in the process of shifting to a Calendar Year budget.  To accomplish 
this, the Village is drafting a short year (SY14) budget (May 1 through December 31) as well as a 
Calendar Year 2015 (CY15) Budget.  Back in November, we shared some initial thoughts on the 
advantages and disadvantages of CY over FY and explained some of the challenges we face to 
complete this transition.  We seem to have addressed most of those concerns and we are confident 
that this transition should be fairly seamless for the Village Board and community.  Attached is a 
memo from Finance Director Kevin Wachtel summarizing key steps in the transition period 
(Attachment 1).  

Budget Process
One of the primary responsibilities of the Village Manager is to provide a recommended budget to 
the Village Board annually.  In addition, the Village Manager is responsible for administering the 
budget after it is adopted by the Village Board.  In order to achieve those key responsibilities, it takes 
a team effort that includes the Finance Department, management team, and Village Board.  Each 
year, departments submit their budget requests and we set up a series of internal meetings to discuss 
operational department, internal department and enterprise fund budgets. A Budget Review 
Committee reviews and conducts these meetings and consists of the Village Manager, Assistant 
Village Manager, Finance Director, Assistant Finance Director, Assistant to the Village Manager, and 
an Administrative Intern. The Committee is responsible for ensuring the budgets are accurate and 
consistent, and discusses ways to control costs and review additional needs.  This year, the Village 
has embarked on a more detailed zero-based budget approach and has made some significant 
improvements in creating a bottom-up review of department budgets.  Specifically, all departments 
were required to submit line item requests detailing why funds are needed.  This detailed 
information will be made available to the Village Board for review either electronically or hard copy.  
Also, we have requested that operational budgets are divided into cost centers by function to assist 
us in tracking the costs associated with a particular service.  For example, the Police Department 

4.A

Packet Pg. 3



Agenda Item (ID # 1068) Meeting of January 30, 2014

Updated: 1/29/2014 1:24 PM by Caroline Conlon B Page 2

budget has been segmented into Administration, Investigations, and Patrol (Operations).   This 
bottom-up approach will allow management, the Village Board, and the community to understand 
the specific costs for various Village functions.  Planning and Development, Police, Public Works, 
and Finance have modified their budgets this year accordingly.  It should be noted that each 
department continues to have summary information that allows for simplified comparisons, year to 
year.  

In addition to increased cost centers (bottom-up) budgeting and detailed line item (zero-based) 
budgeting; management continues to review core services and determine what programs should be 
considered for outsourcing, in-sourcing, or elimination.  This analysis is ongoing and we anticipate 
providing the Village Board with an update on the core services survey next month.

Lastly, the Village Board has provided some direction on capital projects through a capital allocation 
discussion last November.  These priorities have been incorporated into the Capital or CIP budget 
for next year.  Management will be working with the CIC to further update and evaluate our capital 
needs and funding options to meet some of the Village Board priorities.  The Police Station, Central 
Business District street and streetscape, and downtown viaduct projects continue to be unscheduled 
and unfunded projects.  

Village Board General Education: 
Budget Overview:  Local government accounting and budgeting is complex. We have a number of 
different funds for different purposes, and many different types of business operations. Some of 
these funds are required by state law (MFT, CBD TIF, and Roosevelt Road TIF) and some are 
established to segregate funding sources (Water/Sewer Fund, Parking Fund, Capital Projects Fund). 
Each business operation and fund has different sources of revenue and spending cycles, resulting in 
an inherently complicated process.  As mentioned above, we would like to spend some time at the 
Workshop meeting to provide a broad overview of the budget process.  Since most of the Village 
Board will be participating in their first budget process, we wanted to provide you with an 
opportunity to ask questions and provide feedback.  Attached you will find “Government 
Accounting 101” PowerPoint slides that were prepared for orientation of Finance Commission 
members (Attachment 2). This information provides an overview of our fund structure and the 
difference between our budget reporting (which is done throughout the year) and financial reporting 
in the audit.

Policy Review:  Management also wanted to address a few questions that have surfaced over the last 
month.  One question relates to Reserve Policy and the current stability of our funds.  Attached is a 
memo summarizing our Reserve Fund Policy (Attachment 3).  

Also, we attached the purchasing policy which was re-written in 2011 and updated last year 
(Attachment 4).  The purchasing policy applies to all purchases and is a key internal control.  
However, there are a number of other internal controls that assist in managing the day-to-day 
finances of the Village.  Below is a list of other key internal controls:
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 Pre-purchase approvals – quotes, RFPs, Bids
 Board approvals for purchases over $20,000 – purchase order established
 Department manager reviews all department expenses (invoices and purchasing cards) 
 Village Manager signs invoices above purchasing threshold 
 Internal purchasing audit (Finance Department)
 Trustee review of invoices – voucher review
 Monthly budget reports
 Monthly report – Finance Commission review
 Quarterly budget report
 Audit
 Departments and Village Manager are accountable to perform better than their budget
 Unbudgeted mid-year requests are not approved unless they spend less in another area or 

have a new revenue source (such as a grant)
 Unbudgeted events with emergency expenses (storm damage, snow events) are reported to 

the elected officials as soon as possible

We hope this budget discussion provides some background information that is helpful to the Village 
Board and we will certainly try to address any other questions that may arise.  We will also share the 
budget calendar for this year and look for any feedback you may have.  

If you have any questions, please let me know.

Attachments:
1 – Memo Re Transition to Calendar Year Fiscal Year – Dated 01-28-2014
2 – Powerpoint Slides Re Governmental Accounting 101
3 – Memo Re Cash Reserve Policy – Dated 01-28-2014
4 – Administrative Order No. 3 Re Village Purchasing Policies and Procedures – Dated 09-16-2013

ATTACHMENTS:

 Attachment 1 Memo Re Transition to Calendar Year Fiscal Year (PDF)

 Attachment 2 Powerpoint Slides Re Governmental Accounting 101 (PDF)

 Attachment 3 Memo Re Cash Reserve Policy (PDF)

 Attachment 4 Administrative Order No 3 Re Purchasing Policies and Procedures (PDF)
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