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Boone County Conservation District Meeting 
 

December 20, 2016 
 

Minutes 
 

I. Roll Call and Call to Order 
 

The regular meeting of the Boone County Conservation District Board of Trustees was 
called to order by Board President John Todt at 4:00 p.m. on Tuesday, December 20, 
2016 at the Gustafson Nature Center, 603 N. Appleton Rd., Belvidere, IL. 
 
Roll call was taken and the following board members were present: John Todt, Sean 
Beckmann, Matt Bullard and Katie Rudy. Board member Mike Petersen was absent. Also 
present were Dan Kane, Mick Johnston, Attorney Loos, Josh Sage, Cathie Johnson, Pam 
Stock, Tina Dawson and Dan Olson from the Champaign Forest Preserve District. 

 
II. Minutes 

 
November 15, 2016 Meeting 
 
Katie Rudy motioned and Matt Bullard seconded that the minutes of the November 15, 
2016 meeting be approved as presented. 
 
Poll votes were: Katie Rudy – aye  John Todt – aye   

Sean Beckmann – aye  Matt Bullard – aye 
 

Motion approved. 
    

 III. Financial reports 
 

Financial reports for November 2016 were reviewed and filed subject to audit. 
 
 

IV. Public Input 
 

No public was present. 
 

 
V. Staff Reports 
 

The reports were included with the packet. 



 

  
 
VI. District Affairs 
 
 Travel Expense Control Act 
 

 
Matt Bullard moved and Katie Rudy seconded that the Travel Expense Control Act 
Resolution be passed as presented.   
 
 
Poll votes were: Katie Rudy – aye Sean Beckmann – aye   
   Matt Bullard – aye John Todt – aye 

  
 Motion approved. 

 
 
Farm City Elevator 
 
Director Kane reported that he has been in contact with Farm City Elevator concerning 
their license agreement with the District.  

 

Katie Rudy moved and Matt Bullard seconded that Farm City be given an extension of 
the deadline, with the new deadline being March 1, 2017. 
 
Poll votes were: Katie Rudy – aye Sean Beckmann – aye   

Matt Bullard – aye John Todt – aye 
 

 Legal Symposium 
  

Attorney Loos attended the IPARKs legal symposium. The board had been emailed her 
synopsis of the symposium and her recommendations. (See attached). 
 
It was the consensus of the board that it revisit items on the her recommendations list 
in six months at the June 2017 meeting. 

  
 Board secretary Mike Petersen arrived at 4:32 p.m. 

 
VII. Accounts Payable 
 

Sean Beckman motioned and Katie Rudy seconded that the District pay the payables 
due through December 20, 2016. 
 



 

Poll votes were: Mike Petersen – aye  Katie Rudy - aye   
Sean Beckmann – aye  Matt Bullard – aye 
John Todt – aye  

  
Motion approved. 
 

VIII. Board Comments 
 
 The board and staff thanked Attorney Loos for bringing pizza for tonight’s meeting. 
 
IX. Adjournment 
 

Sean Beckmann motioned and Mike Petersen seconded that at the hour 4:43 p.m. the 
meeting be adjourned.  
 
Poll votes were: Mike Petersen – aye  Katie Rudy - aye   

Sean Beckmann – aye  Matt Bullard – aye 
John Todt - aye    

           
Motion approved. 
 

        __________________________________ 
      President 
 
 
 
 
 
 _______________________________________ 
 Secretary 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



 

BOONE COUNTY CONSERVATION DISTRICT 
 

SUMMARY REPORT for the Board of Trustees 
 

MONTH ENDING NOVEMBER 30, 2016 
 
 
 

                                               
                                                                           Alpine Invest                            
  Checking   Payroll    Fund                
 
Beginning 
     Balance    3,936.41 30,658.38 1,705,405.81                                                                   
  
Revenues 9,142.65  165,517.72 
       
Expenditures 25,547.68 40,164.54 4,280.03 
     
Transfer In 72,000.00 44,323.52               
      
Transfer Out 44,323.52  75,000.00  
                                                                                                                                               
Ending 
     Balance       15,207.86 34,817.36 1,791,643.50   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 



 

 

 
 
 
 



 

 

 
 
 
 



 

 
 
 
 
 



 

 

 
 
 
 



 

 
 
 
 
 



 

 
 
 
 
 



 

 
 
 
 
 



 

 
 
 
 
 



 

 
 
 
 



 

Monthly Report 

December, 2016 
Dan Kane, Executive Director 

Previous Issues & Activities: 
Grant Updates:  

Illinois Clean Energy Community Foundation (ICECF):    

 Illinois Clean Energy Community Foundation 2015 Community Stewardship 

Challenge Grant: 

There is no new information to report. 

 National Fish and Wildlife Foundation - Monarch Habitat Grant Program:

 There is nothing new to report on this project, this month. 

Easement/License Agreement Request(s):  A meeting was held with Glen Guthrie and Tim 

Buchheit to discuss the Farm City Elevator license agreement request.  Appraiser Frank Harrison 

was hired to establish a fair value for the use of the property.  See the information reported under 

Farm City Elevator Request below. 

Proposed Land Donations: There are no new items to report under this topic. 

OpenLands Project:    

1. The County Line Road Bridge Project:  The BCCD is closing on the Haselwood 

Property with Openlands on December 23rd.   

Update BCCD Master Plan: There is no new information to report. 

Development of a Boone County Conservation District Employee Succession Plan: There 

is no new information to report. 

Great Lakes Basin Transportation Corporation’s Railroad Proposal: 

There is no new information to report. 

Parks & Conservation Foundation: The Parks & Conservation Foundation has been 

working to update its bylaws and revise the structure of its committees to better reflect the 

functions of the organization.  This effort combined with the foundation’s newly improved website 

should help improve visibility in the community.   

Farm City Elevator – Request: BCCD staff met with Farm City Elevator representatives to 

work on the details that will need to be included in the license agreement.  Appraiser Frank 

Harrison was engaged to perform an unbiased, third party, professional assessment to determine 

the value of Farm City Elevator’s use of the BCCD property.  Mr. Harrison is currently researching 

the information needed to establish the annual fee.  As a result of the BCCD hiring Mr. Harrison, 

there will be a short delay in concluding the terms of the license agreement by January 1st, 2017 

as everyone had tentatively agreed to.  Therefore, the BCCD staff and Farm City Elevator request 

a one month extension of time to allow Mr. Harrison to complete his work and provide the 

information we need.  There were several additional points that Mr. Harrison noted that should be 

addressed in the license agreement and I will provide that information to Attorney Loos to ensure 

it is included in the agreement.  (This issue will be on the board meeting agenda for discussion 

and/or action.) 



 

2016 – 2017 Hunting Programs: The archery hunt program has a reported total of 14 deer 

harvested at BCCD sites.  The first two firearm hunts reported a total of 11 deer harvested.  There 

is one additional four-day firearm hunt scheduled to occur December 29th through January 1st.  

Archery hunting will also continue as scheduled through January 15th, 2017. 

Purchase of Haselwood Property from Openlands: The closing for this property is 

scheduled for Friday, December 23rd.  We need to express our appreciation to Attorney Loss for 

ensuring that the documents were correctly prepared.  The board of trustees has already authorized 

the purchase at a previous board meeting, so no board action is needed at this meeting. 

Groundwater Protection Initiative:  There is no new information to report. 

Travel Expense Control Act: The subcommittee has met and prepared a new travel expense 

reporting and approval policy that the board will need to adopt by resolution.  (This issue will be 

on the board meeting agenda for discussion and/or action.) 

 

New Issues & Activities: 
 

Special Guest – Dan Olson, Executive Director of the Champaign Forest Preserve District:

 Dan Olson will be attending the BCCD board meeting as a guest from Champaign, 

Illinois.  Dan has arranged to meet with Director Kane and Director Holan - with the Winnebago 

County Forest Preserve District, over a two-day period.  He will be touring some district sites, 

attending both district board meetings, and observing some of our practices in the office and the 

field.   

Hometown Christmas Parade and Holiday Walk: Mick and Pam invested time in 

creating a wonderful float to represent the BCCD and advertise the Holiday Walk program 

during the Hometown Christmas Parade.  Diane and I road on the float and greeted a large crowd 

that lined nearly the entire length of the parade route.  We heard lots of positive remarks from 

spectators!   

 

The Holiday walk was extremely well attended – nearly 600 people came out to enjoy our 

attractions.  We had planned for a larger turn out and had staff and volunteers on hand to direct 

parking and shuttle people from the Spencer parking lots to the festival grounds, and later back 

to their vehicles.  The mood of the event was very festive and again we can thank Pam, and all of 

our dedicated staff, for ensuring the event went well.   

 

*Remember to check the BCCD Website for new programs and activities!  The web address is: www.bccdil.org.  Please feel free 

to call me in advance of the meeting if you have questions about anything in this report, the accompanying documents, or about 

a district related issue.  Thank you! 

 

http://www.bccdil.org/


 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Monthly Report December 2016 

Director of Operations Mick Johnston 
 

   
 
Christmas parade 
We entered a float into this year’s Belvidere Christmas parade. It was a woodland scene with Dan & Diane Kane on 
it. We were joined by 20 dogs and owners from Hammertime off leash dog area. The parade was December 2nd. 
There were many people in attendance for the parade. That parade seems to be getting a bigger attendance each 
year. Dan, Pam and I attended to represent the District. 
Farm City Elevator 
Dan, Josh and I met with the representatives of Farm City Elevator to discuss their License agreement request. We 
are waiting for a quote from the appraiser. The discussion will be on the board agenda. 
Holiday walk 
Saturday December 3rd we hosted the annual Holiday walk. It was the highest attended walk since I have been 
here. Close to 700 people attended the 2hr.event. We used the bus, and tractor w/wagon to bring people from 
Spencer parking area. All that attended enjoyed the popcorn, cookies, music and of course Santa Claus. It was a 
beautiful winter night! Good job to all that helped to make this event an enjoyable event to so many people and 
families. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Winter snow removal 
Winter snow removal has begun. It has now snowed two weekends in a 
row. All the Northern sites have now been closed for the season (except 
for the hunting areas). The sites affected are Kinnikinnick, Lpt, Tuttle 
Clarkson, Piscasaw Fen, O.O. Stimes, Edwards, Prairie Meadows, Flora, 
Kishwaukee Valley, and Sewell. Sites that remain open are Spencer, Lib, 
Ipsen, Distillery, and Beaver Bluffs (except during hunting). 
 
Doppelt Grant 
Last week we applied for a Doppelt Family Grant (to be used on the Long 
Prairie Trail for new bridges and trail surface) was sent. We also applied 
for one last year, but there was stiff competition for the Grant. We have 
asked for $50,000. We anticipate there to be stiff competition again. This 
will be the fifth year that we have tried to get some type of grant for the 
Trail. Hopefully it will be picked. 
 

 
Blacksmith shop Holiday Walk 



 

Maintenance Report 
December, 2016 

 
1. Cut grass in Capron on the LPT, County Line Rd., Ipsen and Stimes. 

2. Made bow saw cover for Tina. 

3. Finished trenching and filling for the new electrical work. 

4. Picked up trencher, did the work, and returned to Bobcat. 

5. Called Julie for trench work. 

6. Picked up cold patch from the City and filled hole in bike path near the rec. hall. 

7. Had the City of Belvidere change bulbs on poles near the rec. hall. 

8. Coon Creek Casters put fish in the pond. 

9. Electrician put up new lights along the road and parking area. 

10. Cut a log for the holiday float, put cabin, fence, lights, and tree on the float. 

11. Cut trees at Kinnikinnick. 

12. Emptied garbage, pick up litter, cleaned restrooms at all sites. 

13. Closed sites for seasonal closing. 

14. Picked up dumped garbage (tires, plywood, landscaping, drywall and 150lbs cat litter). 

15. Picked up garbage from the electrician. 

16. Bring all three snow plows back and got them ready for snow plowing. 

17. Drain waterlines at the office and gardens. 

18. Split firewood. 

19. Put up new flag hardware on light pole near the parking lot. 

20. Hauled a bed back to the Murray cabin. 

21. Put new ballasts on sign. 

22. Worked on prescribed burn at Lib. 

23. Trimmed trees in parking area for the new lights Gustafson Center. 

24. Blew leaves off LPT. 

25. Picked up generator for the float. 

26. Took tire for mower to be repaired. 

27. Checked on squatter site at Kinnikinnick. 

28. Unloaded bird seed. 

29. Turned off the windmill at the dog park. 

30. Cleaned and mowed senior gardens. 

31. Cut limbs on the LPT. 

32. Put out things for the holiday walk, tent, blacksmith items, lights at the parking areas wood, straw, 

lanterns, fire ring etc. 

33. Firewood and kindling to the dog area. 

34. Hung garland and lights up.  

35. Cut up beaver trees that were going to fall onto Newberg Rd. at Lib. 

36. Took ford tractor to Piscasaw for the winter. 

37. Cut trees at Beaver bluffs for the Holiday walk and made stands for them. 

38. Put new handrails on the wagon for people access. 

39. Filled gravel road holes before the holiday walk. 

40. Plowed and shoveled snow at all south sites. 

41. Cleaned office stove, and cleaned the restrooms. 

42. Put away supplies from the holiday walk and trailer. 



 

43. Changed oil and repaired leak on the shop compressor. 

44.  Take lights down from the weekend. 

45. Picked up supplies from Horizon. 

46. Cleaned and organized the festival room. 

47. Bring sign trailer back to the shop. 

48. Worked on a new trail at Tuttle Clarkson. 

49. Serviced white F 250.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Monthly Report 
By: Joshua Sage 

Natural Resources Management Department 
December 2016 

 

1.  Seed Harvest  

 Seed is being cleaned and seed mixes are being created for winter projects. 
 

2. Tuttle Clarkson Natural Area 

 A 1.5-acre portion of the site was cleared of invasive trees and brush. 

 Herbicide treatment of resprouts has been completed. 

 A prescribed fire was completed this spring season. 

 Assisted the maintenance department in trail maintenance. 
 
      3.     Goats 

 The goats are being over wintered at Kishwaukee Valley. 
 

4.   Blanding’s Turtles 

 The turtles are hibernating. 
 

5. Piscasaw Fen Mitigation 

 A tile line investigation has been completed. 

 Tree removal in the project area has been completed. 

 United States Army Corp staff visited the site and are pleased with the progress so far. 
 

6. Volunteer Stewardship Grant – Kishwaukee Valley 

 All the seed for this project has been collected and purchased. 

 All the seed for this project has been planted with help from volunteers. 

 Invasive tree and brush removal has been completed by the contractor, Central Tree. 

 All fence removal for this project has been completed. Volunteers removed 1,000 linear 
feet of fencing. 

 Herbaceous weed control will resume next growing season. 
 

7. Spencer Conservation Area, riparian restoration 

 This project is being completed with funds from memorial donations. 

 The project consists of clearing invasive species from the middle and understory of a 
riparian woodland along the banks of the Kishwaukee River. 

 Resprouts are being treated. 

 This is an exciting new project that will put donations to good use creating high quality 
habitat! 

 
8. Kinnikinnick Creek Conservation Area – USFWS Habitat Enhancement Project 

 The USFWS will continue helping with habitat work at Kinnikinnick. 

 This project will create 17 acres of short grass prairie, shrub land, and oak savanna. 

 The project will start very soon and continue into 2019. 

 Before pictures have been taken as part of the report to be submitted to the USFWS 



 

 Joel Neylon, an avid birder and BCCD volunteer is collecting baseline bird data for this 
project. This is a great opportunity to see how the habitat enhancement will affect bird 
species diversity. 

 
 

9. Native pollinator plantings at the office and APF grounds 

 Preparing seed beds for winter and spring plantings. 

 These sites will be used for education purposes as well as a seed source for milkweed 
and nectar plants for the Monarch butterfly. 
 

10. Prescribed Fire  

 Permits have been submitted and approved by the Illinois Environmental Protection 
Agency for Fall 2016 and Spring 2017. 

 Fire breaks for fall and spring are completed. 

 All fire pumps and equipment have been winterized and ready for spring. 

 One prescribed fire was attempted at LIB this fall with little success. 
 

 
 
 

 
 

 
 
  

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 
 
 

 
 
 
 
 



 

 

Education Department   December 2016 Board Report 

  

  
 

I. School Programs 

o Magic of Winter 1st grade programs are scheduled to begin January 10th 

o Meeting with BHS Envirothon team on Monday mornings 

 

II. Public Programs 

o Led a paper ornament making station during Holiday Walk 

o Loaned out owl materials to Library for a program 

 

III. Scouts 

o Scheduling Merit Badge workshops for next year  

o Working with 2 scouts on their Eagle Scout projects 

 

IV. Camp 

o Looking at dates/themes for next year 

 

V. Meetings/Conferences 

o Attended a CEANCI/Unite training at Harlem High School 

o Working on IACD conference scheduled for February. 

 

VI. Other 

o Completed 6 grant reviews for EEAI Mini Grant 

o Reviewed nominations for Non-formal Educator of the Year 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Board Report December 2016 

Special Events and Public Outreach Manager 
 

 
 
 
 
Mick and I were in the Hometown Christmas Parade on December 2. Dan and Diane Kane were on the float and 
there were 14 volunteers and 18 dogs walking alongside the float and handing out candy. 
 
The Holiday Walk on December 3 was very well attended. We had more than 600 people attend. There was live 
music and treats in the schoolhouse and 17 volunteers in the cabins, the Santa tent, the wigwam, at popcorn and 
in the nature center. We sold 32 ornaments and proceeds went towards the nature center critters. 
 
I will be attending a Job Fair on Saturday, January 28 at Zion Lutheran Church in Belvidere. This is for college 
students. I will bring information on seasonal jobs and internships and volunteer opportunities. 
 
Tina and I are presenting an all-day merit badge program on Monday, January 16th.  We will be doing two merit 
badges; Textiles and Leatherwork.  
 
The Coon Creek Casters Ice Fishing workshop will be held on Saturday, February 4. That will also be the day of the 
BOCO expo at the community building in Belvidere.  I will have a booth with information on the BCCD and 
volunteer opportunities.  
 
Pam Stock 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

To: The Board of Trustees of the Boone County Conservation District 
       Dan Kane, Executive Director 
       All Supervisors 
 
From: Deborah S. Loos 
 
Date: December 9, 2016 
 
Re: Legal Symposium 
 
 
 
I attended the Legal Symposium held in November to educate Conservation Districts, Forest Preserves and Park 
Districts.  I want to provide the Board with a simple summary of issues brought to light at the symposium.  The 
summary is as follows. 
 
1.  Must include in our policy manual that transgender is a protected class.  There also needs to be a restroom to 
include transgender employees and guests.  Transgender is protected under the ADA 
 
2.  Every year I remind the entire BCCD Staff to document, document, document.  We heard it again.  The speaker 
reiterated that employees of the organizations he is dealing with are not documenting and it is causing needless 
lawsuits.  Reminded us to remind all staff to document.  If in doubt about something to document or not, 
document it.  There has been a large increase in cases lost due to no documentation. 
 
3.  All job descriptions should be reviewed on a yearly basis during the employee=s review.  Be certain to add any 
duties which the employee has undertaken and delete any duties which are no longer performed by that 
employee. 
 
4.  We need to create a policy on using drones on our property.  Speaker said we had two years to complete the 
policy.  I am not sure if a statute is giving us two years or if there is another reason that was not elaborated on.  I 
am sorry for the lack of the reason, but the policy needs to be addressed.  According to the statute, a drone is any 
vehicle in the air not occupied by a human.  It can be a good thing for the District.  A drone can provide surveillance 
over hard to reach property, better detection of burns, inspect trails, inspect building roofs, and viewing hazards.  
Drones used by the District cannot be used for surveillance over any humans or their activities unless a search 
warrant has been obtained.  What must be included in the policy for recreational use  is as follows: 
 

- weight less than 55 pounds 
- fly below 400 feet 
- operator must have visual contact with the drone at all times 
- must stay out of the area of manned aircraft 
- cannot be used for any monetary purposes 
- not within 1 mile of an airport (although this distance could be modified) 
- not to be used if a fire is on the property just to get a better look 
- must be registered at the District (suggested a $5.00 per year registration fee) 
- must be 13 years of age or older 
- only to be used from dawn to dusk 

 
and any other restrictions the District believes is in the best interests of the District. 
 
5.  A new topic of lawsuits is based on biases to obtain a permit to assemble on the entities= property.  The permit 
policy must be content neutral and objectively and consistently applied.  Questions as to name, address, phone, 
insurance, etc, are all acceptable.  The important issue is to limit or not limit the number of persons to be present.  
If a permit is denied, the District must offer how the permit request could be rectified. 



 

 
6.  No money yet received (even if we know we are receiving grant funds), should be put into the budget.  No grant 
funds may be put in the budget until actually received. 
 
7.  Discussed the new Travel Policy that must be adopted.  If the full Board must give a roll call on such issue, it 
shall be done at the same time under the section of Apay bills@. 
 
8.  The FMLA now includes the death of a child. 
 
9.  Any tax issue to be discussed at a Board meeting or special meeting, must be published on the web page in a 
Ablack box@. 
 
10.  There needs to be a policy on how to prevent bullying. 
 
11.  We have talked before about our tort immunity which seems to be changing.  There was a recent case when a 
class of students was visiting a park district.  The district had purchased goggles to be used, but the instructor did 
not feel the goggles were necessary.  One child was injured in the eye.  You guessed it.  The child=s family sue and 
won.  No tort immunity, it was BCCD considered willful and wanton negligence to spend taxpayer funds on the 
goggles and then not use them. 
 
Well, I learned a lot.  What I also learned is that someday the District will need to have a lawyer in house to 
address all of these issues.  It is only becoming more complicated with all of the policies that need to be 
implemented to protect the District and the citizens who come on to the District=s property. 
 
Finally, because we learn about so many new rules to follow at these seminars, perhaps we need to have a follow 
up approximately 6 months after I attend the symposium and give a summary to the Board, to be sure that 
implementation of new policies needed has begun.  We do not want to simply look at the summary and go on, but 
address the issues and implement new policies as needed. 
 
Respectfully submitted, 
 
 
 
 
Deborah S. Loos 
 
DSL:mus 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Resolution 
Boone County Conservation District 

Established 1964 
Travel Policy 

__________________________________________________________ 
 

I. Purpose and Overview 

 
This Travel Policy provides guidelines and establishes procedures for Boone County Conservation District 
employees who travel on behalf of the Conservation District pursuant to House Bill 4379, regulating travel 
expenses incurred for travel, meals and lodging. Travel expenses should be limited to those reasonable and 
necessary to accomplish the business objective. 
 
Employees are expected to comply with this Policy. If employees fail to follow this Policy, the Conservation District 
may deny reimbursement for out-of-pocket expense or may require employees to reimburse expenses paid by 
Conservation District funds. 
 
Boone County Conservation District employees who travel for business on behalf of the Conservation District are 
governed by this Policy whenever Conservation District funds are used to pay for travel. Employees who use 
personal funds for travel and are not requesting reimbursement, are not governed by this Policy. 
 
Expenses for a spouse, family member or guest to accompany an employee on a business trip are not 
reimbursable. 
 

II. Travel Arrangements 

 
Employees should obtain approval to travel for business from the appropriate Supervisor and should arrange all 
travel accommodations by the most cost-effective means. 
 

III. Air Travel 
 
Board approval must be given prior to any air travel is commenced by an employee. Once the Board gives such 
approval, employees are required to select flights with the lowest logical airfare. Flights are to be booked coach 
class for domestic travel. Exceptions to lowest logical airfare and seat class must be approved by the appropriate 
Supervisor and Executive Director. 
 
A. Best Practice 
$ Plan ahead - Purchasing tickets in advance may offer significant savings. 
$ Non-refundable tickets - Non-refundable tickets provide considerable savings and should be purchased when 

it is unlikely that an itinerary will change.  
$ Alternate airports - Some airlines offer fare discounts to fly into less congested airports. 
$ Pre-negotiated rates - Employees attending conferences should consult the conference materials for pre-

negotiated fares and take advantage of any discounts available. 
 
B. Lost Luggage 
Boone County Conservation District is not responsible for reimbursing employees for clothing and other costs 
associated with lost luggage. Employees who lose luggage while traveling on Conservation District business should 



 

file a claim with the applicable airline carrier and should not submit charges on their expense report. Ultimate 
responsibility for retrieving and compensating for lost luggage lies with the airlines. 
 
C. Frequent Flyer Mileage 
Frequent flyer miles or other benefits issued by an airline are the property of the traveler who has earned the 
travel miles and can be used for personal travel by that individual only. Persons making flight reservations for 
another individual are not allowed to use any frequent flyer mileage or other benefits that accrue as a result of 
those reservations for their personal use. 
 
D. Air Travel - Items Not Reimbursed 
$ Excess baggage fees except when incurred for carrying Conservation District materials. 
$ Air travel insurance 
$ Alcoholic beverages 
$ Additional charges for flight upgrades 
$ Flight change fees for non-business reasons 
$ Other personal charges related to air travel 
 
E. Cancellation 
If a trip is cancelled after the ticket is issued, the traveler should inquire with the airline about using the ticket for 
future travel, particularly in the case of non-refundable tickets. 
 
F. Unused Airline Tickets 
Unused or partially used airline tickets should be redeemed whenever possible, and credits applied to offset the 
ticket cost. 
 
G. Air Travel Payment Procedure 
Airfare should be paid with a Conservation District credit card if at all possible or with a personal credit card if a 
corporate card is not available. The cost of an airline ticket should be submitted on an expense report with proper 
documentation attached. 
 

IV. Lodging 

 
Employees shall first select the lodging offered by the event to be attended. If that lodging has no vacancy, the 
Conservation District will pay up to a 15% increase for a second choice lodging, taxes and fees included. If no 
lodging is offered, employees should select lodging with the lowest logical rate that is appropriate for business 
travel. If the population of the town is less than one million, the highest rate the Conservation District will 
reimburse is $120.00, including taxes and fees. If the population is more than one million, the highest rate the 
Conservation District will reimburse is $200.00, including taxes and fees. However, the employee may choose to 
stay at a more expensive hotel, but the Conservation District will only reimburse up to said amounts stated, based 
upon population of where the event is held. Exceptions to lowest logical rate must be approved by the appropriate 
Supervisor and Executive Director. Accommodations should be comfortable and safe. 
 
Upon check-in, employees should ask whether there is a lower rate available. Often hotel specials are not part of a 
corporate rate structure. 
 
A. Guarantees for Late Arrival/Cancelled Reservations 
Employees are responsible to cancel guaranteed hotel reservations if they will not be used. Check the hotel 
conformation for required cancellation time. Always get the name of the hotel staff member who takes the 
cancellation and ask for a cancellation number. Travelers will not be reimbursed for Ano show@ charges unless the 
charge was due to circumstances beyond their control and approved by the Executive Director. 
 
B. Lodging - Items Not Reimbursed 
$ Room cancellation fees when employees did not take reasonable action to avoid such charges. 



 

$ Additional charges for room upgrades, poolside rooms or special floors 
$ Room service 
$ In-room movies, video games, etc. 
$ Personal phone calls 
$ Health club and spa fees 
$ Valet parking without a business reason 
$ Extra cost of a double room over single rates when a guest has not been authorized for travel 

$ Other personal charges related to lodging 
 
C. Hotel/Frequent Guest Programs 
Frequent guest awards or other benefits issued by a hotel are the property of the traveler who has earned the 
guest awards and can be used for personal stays by that individual only. Persons making hotel reservations for 
another individual are not allowed to use any frequent guest awards or other benefits that accrue as a result of 
those reservations for their personal use. 
 
D. Lodging Payment Procedure 
Lodging should be paid for with a Conservation District credit card if at all possible or with a personal credit card. 
The cost of lodging should be submitted on an expense report with proper documentation attached. 
 

V. Ground Transportation 

 
Employees should select the most cost-effective ground transportation that is appropriate for business travel and 
should share transportation when multiple individuals will travel to the same location. Boone County Conservation 
District will reimburse for public ground transportation (taxi, bus, subway, etc.) and encourages travelers to take 
advantage of complimentary shuttles, particularly to/from lodging, whenever possible. 
 
 
A. Airport Shuttle Service 
Hotels and airports may offer no-cost or low-cost shuttle service to lodging, businesses, etc. This is generally less 
expensive than a taxi and should be used whenever possible. 
 
B. Taxi 
Boone County Conservation District will reimburse employees for the expense of a taxi if it is the only option to 
and from a business destination. Personal taxi use will not be reimbursed. 
 
C. Limousine Service 
Boone County Conservation District will reimburse employees for the expense of a limousine service only if it is the 
most cost-effective method for business travel, particularly when multiple employees are being transported. 
 
D. Use of Personal Vehicle 
If use of a personal vehicle is the most cost-effective method for travel to a business activity, employees will be 
reimbursed at the IRS mileage rate up to the justification limit used in the Rental Policy in effect at that time for 
Boone County Conservation District (Exhibit A attached) provided, the distance is less than 100 miles one way. If 
more than 100 miles one way, the employee must first have Board approval before using a personal vehicle, and a 
rental vehicle may be selected by the Board. When using the IRS mileage rate, fuel expenses will not be 
reimbursed. 
 
Note: In the event an injury or accident occurs while using a personal vehicle for business, an employee=s personal 
automobile insurance is required to respond first to issues of liability. Boone County Conservation District=s 
insurance is secondary and only covers personal liability if the employee has not acted negligently in his/her 
capacity as driver.  
 
E. Transportation To/From Area Airports 



 

Employees are encouraged to use area bus companies for travel to and from O=Hare and Midway Airports in 
Chicago whenever possible. Driving and parking at Chicago Rockford International Airport is permissible. 
Exceptions to drive and park at an airport other than Rockford and which is not serviced by an area bus company 
must be approved by the appropriate Supervisor and Executive Director. In this instance, employees should choose 
the most cost-effective parking option that provides for personal safety. Short-term, long-term and off-site parking 
are priced based on proximity to the terminals; short-term parking is the most expensive and is strongly 
discouraged. 
 
F. Personal License and Automobile Insurance 
If employees use a personal vehicle for business reasons, they are required to possess a valid 
 
driver=s license and to carry the minimum automobile liability insurance required by the state in which they reside. 
 
G. Use of a Conservation District Vehicle 
No reimbursement for mileage will be given to the employee and the corporate credit card may be used for fuel 
expenses. 
 

VI. Auto Rental 
 
Employees should rent an automobile only when public transportation and taxis are impractical, more expensive 
or not available. Fuel, tolls and parking fees incurred while using a rental vehicle will be reimbursed. 
 
A. Best Practice 
$ Boone County Conservation District will cover the cost of a standard size car rental unless three or more 

individuals are traveling together and renting a larger vehicle is justified. 
$ Extra fees for auto accessories (GPS receivers, satellite radio, etc.) will not be reimbursed. 
$ Employees should inspect the vehicle for damage during the mandatory vehicle inspection and before signing 

the rental contract. Pre-existing damage must be noted on the rental contract since the Conservation District 
will be held responsible for any damage not noted. 

$ Auto upgrade charges without approval by the appropriate Supervisor will be considered a personal expense 
and will not be reimbursed. 

$ Employees should return rented vehicles by the due date and on time. If this is not possible, the renter is 
responsible to contact the rental provider to extend the contract and to ensure a late return penalty will not 
be assessed. 

 
B. Automobile Renter Insurance 
Boone County Conservation District=s business automobile policy insures rental vehicles against damage. When 
renting, all insurance should be declined.  
 
C. Refueling 
Employees who rent from providers outside of the Rockford area should follow the guidance given by that rental 
provider for refueling its rental. 
 
D. Automobile Accidents Involving a Conservation District/Personal Vehicle or a Rental Vehicle 
If an employee is involved in an accident while using a Conservation District vehicle, a personal vehicle on 
Conservation District business or a rental vehicle, the following steps should be followed: 
$ Stay calm - immediately obtain medical attention, if needed 
$ Do not argue, admit liability or disclose insurance coverage limits 
$ Call the police, file an accident report, obtain officer=s name and badge number 
$ Exchange contact and insurance information with the other party 
$ Contact the rental provider if applicable to report the accident 

$ Contact Boone County Conservation District=s Executive Director to report the accident 



 

VII. Personal Meals 

 
Personal meals are expenses incurred by employees when dining alone on an out-of-town business trip. 
Employees are allowed/will be reimbursed: 
$ The lesser of what is spent for the day or a maximum of $40.00 for each full day of travel 
$ For partial days, the lesser of what is spent or a maximum of $8.00 for breakfast, $12.00 for lunch and $20.00 

for dinner, (tax and tip included). 
 
Itemized receipts are required in all cases. Boone County Conservation District does not reimburse for the cost of 
alcoholic beverages for employees dining alone or with other employees. Meals for business-day trips within the 
Rockford area are not the responsibility of the Conservation District, and the employee alone shall bear the cost. 
 
No corporate credit card shall be used for any meal expense. 
 

VIII. Incidental Expenses 

 
A. Telephone Usage 
When staying in a hotel, employees should avoid using the hotel telephone, when possible, if there is an additional 
surcharge. 
 
Employees will not be reimbursed for an telephone calls from: 
$ Air phones unless an emergency or critical business issue is involved 
$ Rail phones unless an emergency or critical business issue is involved 
 
B. Parking 
If paid parking is necessary when traveling on Conservation District business, parking fees will be reimbursed. 
Receipts should be obtained that clearly detail the parking charge, and will only be reimbursed for the time to 
attend the Conservation District function and no personal time use. 
 
C. Personal Expense During Business Travel 
Boone County Conservation District will not reimburse the cost of expenses incurred for personal benefit during 
business travel such as excursions, sightseeing, dinner with family or friends, additional vehicle rental days and/or 
mileage, etc. 
 

IX. Travel Insurance 

 
A. Loss of  Boone County Conservation District Funds and/or Personal Property 
Any loss of cash and/or personal property while traveling on business is the personal responsibility of the 
employee. The Conservation District does not assume responsibility for loss of personal belongings carried on a 
business trip. 
 
B. Additional Travel Insurance 
The Conservation District will not reimburse the expense for additional travel insurance coverage. 

X. Cash/Travel Advance 

 
Boone County Conservation District will issue a cash advance to employees when needed for travel and for a 
limited number of other business needs upon approval of the appropriate Supervisor. Employees are required to 
submit an approved expense report with itemized receipts to reconcile the cash advance received. 
 

XI. Expense Reporting 

 



 

A. Submitting Reports 
Expense reports should be submitted to the Business Office within ten business days of incurring the expense or 
within five business days from returning from a business trip. Receipts must be provided for all expenses or no 
reimbursement will occur. 
 
B. Required Receipts 
Airfare receipts must be e-tickets or paper copies with the method of payment clearly documented. 
 
Lodging receipts must include the hotel name and location, dates of lodging, method of payment and details for 
meals, telephone calls, taxes and other charges. 
 
Car rental receipts must include rental dates, times, detailed charges and the method of payment. Fuel receipts for 
the rental should also be provided. 
 
Taxi, rail, ferry or other ground transportation receipts are required for all charges. 
 
Parking receipts are also required for all charges. 
 
Toll receipts are not required but a google map or something similar showing tolls which are then paid online, will 
be reimbursed. 
 
Itemized receipts for personal meals, business meals and incidental travel expenses must be provided. 
 
C. Unsubstantiated/Unallowable Expenses 
If travel expenses paid by the Conservation District are not appropriately substantiated or are not allowed by this 
Policy, Boone County Conservation District is authorized to recover the funds expended: 
$ Employee must submit payment (personal check or money order) with the related expense report to the 

Office. 
$ If the employee is no longer employed by Boone County Conservation District and has not reimbursed 

improper charges, the Conservation District may seek legal remedies against the employee by withholding 
expense or payroll checks and/or by recording the amount due as taxable compensation on the employee=s 
W2. 

$ Situations where an employee owes the Conservation District should be avoided. Recurring issues may result 
in disciplinary actions up to and including termination. 



 

XII. Additional Procedures 

 
$ Any employee that exceeds the maximum allowed expenses either prior to attending a Conservation District 

event, or at the time of request for reimbursement, the employee must submit all appropriate 
documentation in the Boards packet for the next Board of Trustees= meeting for approval of said 
reimbursement. Said approval of the Board, if so made, must be by roll call at an open meeting of the Board 
of Trustees. 

$ All documents and information submitted for reimbursement are public records subject to disclosure under 
the Freedom of Information Act. 

$ All requests for reimbursement must be submitted on the standardized EXPENSE REPORT form. 
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