
 

 

 

 

 

Minutes 

 

Committee of the Whole Meeting of the West Chicago Board of Park Commissioners  

in the Park District ARC Center Meeting Room 105  

201 W National Street, West Chicago, IL 60185. 

 

Tuesday, March 3, 2020 

6:00 p.m. 

 

 

I. Call to Order and Roll Call 

The meeting was called to order at 6:00 p.m. Present were Commissioners Bass, Driscoll, Lenertz, 

Spencer, Turney, Voelz and Zaputil, Director Major and Superintendent Radun. 

 

II. Pledge of Allegiance 

President Lenertz 

 

III. Public Comment 

There were no members of the public present. 

 

IV. Approve Meeting Agenda 

Commissioner Voelz motioned to approve the meeting agenda. Commissioner Zaputil seconded the 

motion which carried by voice vote. 

 

V. Recreation Department 

Superintendent Radun and various recreation staff members presented the following topics to the 

Board (Appendix A): 

 

A. Marketing 

• Fitness 

• Rental marketing plans 

• Program guide process 

• Part-time marketing assistant 

• Annual appeal and how it effects the special events 

• Marketing and special events – working together! 

 

B. Special Events 

• Overall process of special events 

• North Pole Adventure 

• Added on Christmas event 

• Miscellaneous special events 

 

 

 

 

 



VI. Miscellaneous  

 

A. The Board reviewed changes to the following Employee policies 

• 2.3 Payroll Periods & Payment Procedures 

• 2.6 Recording of Hours Worked 

  Questions regarding wording in certain areas resulted in Director Major referring the Board to  

  Superintendent Hoffmann for clarification 

 

B. The Board discussed conflicts regarding the scheduled 3/28/2020 Commissioner 

Workshop/Retreat and asked for the meeting to appear on the 3/10/20 agenda for 

cancellation. A Special Meeting 4/21/2020 may take place pending confirmation from IAPD 

and its representative(s). 

 

C. The Board reviewed the February 2020/March 2020 District Meeting and Event Reminder 

D. The Board reviewed the February/March 2020 Community Events 

 

E. President Lenertz reminded the Board to submit their Statements of Economic Interest and to 

attend District events. 

 

F. Director Major informed the Board of a request for reduction of impact fees by Pulte 

regarding the Trillium Farm Subdivision. 

 

VII. Adjourn Open Meeting 

Commissioner Zaputil motioned to adjourn the meeting at 7:43 p.m. Commissioner Voelz seconded 

the motion which carried by voice vote.  

 

 



APPENDIX A



Updates on existing programs and promotions as well as new marketing strategies.



Plan Overview

 Corporate program

 Loyalty Program

 Renewal process

 Cancellation procedure 

 Visitor Follow Up calls and cards 

 Monthly Promotions

 Featured in Newsletter E-blast

 Seasonal Advertising 

 Membership Draws

 Special Event Promotions

 Member Engagement

 Pop Up Demos

 Birthday Recognition



All Inclusive Upgrade

122 members             
$14,694

Prior to this promotion we 
had 60 members who had 
memberships and 
purchased extra classes. 

Cash Payment Option

6 before transition

Anniversary Deals

$5 September

106 customers $525

20% Sale

294 customers annual 
members  85 all inclusive 
class upgrades



Save On Welcome Wagon

Book to every new homeowners

List of new homeowners addresses for 
follow up                  

Corporate Program

Contacted by Facility Manager

Special Rates 

Over 67 new memberships in 5 issues

Jan- Feb 27

Apr – May 15

Nov – Feb 23



Room Rentals, Treehouse, Birthdays. 



 Chamber of Commerce

 Shop Small Program

 Video Highlight

 Raffle Winner

 Exposure

 Other Ideas

 Funeral Home Referral Program

 Meeting Rooms

 Zone250

 Large Scale Rentals

 Room Rentals

 Weekday Rental 
Discount

 Treehouse

 New Birthday Gift 
Suggestion



Bidding, creation, distribution and collateral materials.



Before

Create Timeline

Bid Process

Reference Checks

Anticipate Layout

Create New Series Design

During

Design & Review Process

Cross Referencing

RecTrac & Contractors

Coordinate Sponsorship 
& Advertising

Organize Printing & Delivery

After

Announcements

Interactive PDFs

Release Promotion

Collateral Materials

flyers, web, monitors,          
newsletters, school runs,
calendar, social media, 
etc.





Evolution, benefits and updates. 



4000

14300

18500

14150

30150

18000

2015 2016 2017 2018 2019 2020

Sponsorship Procurement Per Year

Amount Per Year

Only sponsorship procurement by the District 
providing funds for the following areas:

 Sports, Boo Bash, Community Theatre,
The Shell, Senior Socials & Foundation



 Overwhelming Needs

 1 staff serving all departments

 Parks - Branding Updates & 
signage

 Finance - Accessibility and 
efficiency in forms

 Recreation – Programs, Special 
Events, Translation

 Sponsorship Procurement and 
Foundation

 Evolution

 Began as volunteering/intern

 Developed into 15 hrs./week

 Impact 

 Opportunity for growth

 Professional Development

 Training and assistance

 Software (Adobe)

 Hardware (Printer)  

 Flexibility (Translating, meetings, schedule)

 Community engagement

 Support Areas

 Allows room for creativity and content

 Keeping up with collateral and production

 Timeliness in responses

 Staying on track with marketing needs 
(photos, info boards, supplies, etc)



Program Guide 
Completion

Website 
Components

Calendars

In-house Digital

Reach Slides

Fitness  Monitors

Print Materials

Flyer

Postcard, Banner

In-house Digital

Reach Slides

Fitness  Monitors

Social Media

Facebook

Community Groups

Outreach

E-blasts

School Runs

Event Collateral

Event Branding

Collateral Designs





 Event Set Up & Wrap Up

 Photography

 Live Feeds - FB

 Snapchat Filters

 You Tube Wrap-Ups

 Custom event collateral

 NPA Keepsakes (Book, Tag & Ticket)

 Brainstorming

 Trends

 Marketing

 Logistics / Signage

 Boo Bash Banners

 Glow Signage

 Ambiance

 Music & Videos





➢ Why we run special events. . . 

▪ Reach a large audience 

✓ All Ages-Summer at the Shell, Breakfast 
with the Bunny, Boo Bash, North Pole 
Adventure

✓ Group Specific -Daddy Daughter Date 
Night & Mother Son Date Night

✓ Age groups-80 & Over, 50+ Art Show & 
Exhibit

▪ Few requirements to participate

▪ Opportunity to receive sponsorship 
funding from businesses that cater to a 
specific group 

▪ People feel they are getting something 
for their tax money

▪ If they are well organized and people 
have a good experience, they can make 
the Park District look good and people 
will try other programs!



 Spring April-June

 Mother Son Date Night 125

 80 & Over 50  60

 Summer July-August

 Summer at the Shell

 Hello Summer 500+

 Party in the Park 300+

 Movie in the Park 100-150+

 Fun Fridays 50-100+

Current Special Events

 Fall September-December

 Boo Bash 550+

 Frosty Fest (CWC)

 North Pole Adventure 400

 Winter January-March

 Daddy Daughter Date Night 200

 Breakfast with the Bunny 110



Free
 Hello Summer

 Rhythm & Brews

 Taco Fest & Art Show

 Movie in the Park

 Fun Fridays

 80 & Over

Low Fee & Sponsors

 Boo Bash

 Community Theatre

Self-Sustained Through Fees

 Daddy Daughter Date Night

 Easter Egg-Stravaganza

 Mother Son Date Night

 Family Campout

 Spooky Trail

 North Pole Adventure

 Santa’s Workshop

Community-wide events

 Touch A Truck

 HWC 5K & Backpack Drive

 Blooming Fest

 National Night Out

 City Food Fest

 Frosty Fest

 Foundation Events

 Fireworks

 Job Fairs

 Railroad Days



Idea

Research

Development

Marketing & 
Promotions

Staffing

Event

Evaluation

Inception to Completion



➢ There is an idea and many questions?

▪ Who are we doing this event for?

▪ Why are we doing this event?

▪ What type of event will this be?

▪ When do we want to hold this 
event?

▪ Where do we want to hold this 
event?

▪ What else is going on during that 
time?

▪ What will other departments need 
to do for the event ?



 Developing the event

▪ Research similar events or key words

✓ Have we done this type of event before?

o If yes, why aren’t we doing anymore?

o If no, why not?

✓ Is another community organization offering something similar?

✓ Are there others we should partner with?

✓ What have other organizations done, charged, been successful or 
unsuccessful doing with this type of event?

▪ Get the team together for a brainstorming session

✓ Describe my first draft of the event and let staff go throw out 
comments, ideas, etc…

o Pros & Cons

o Ideas



➢ Budget



➢ Budget



Staffing FT Rec PT/Vol Parks

Boo Bash All 40 PT/Vol 3-4

Spooky Trail 4 20 PT/Vol 2-3

Frosty Fest 2 4 3

Santa’s Workshop 1 4 0

North Pole Adv 2-3 3-4 0

Daddy Daughter 4 4-8 0

Easter Egg-Stravaganza 1 5 0

Mother Son 2 4-5 0

80 & Over 1 0 0

Hello Summer 3 4 1-3

Rhythm & Brews 3 4 1-3

Taco & Art Fest 3 4 1-3

Movie in the Park 2-3 0-3 1

Fun Fridays 1 0 0

Family Camp Out 2-3 2-3 1



Part-time Staff and 
Volunteer Sign-up 

Sheet

Side 1
Informational Page

Brochure Cycle
✓ Fall & Winter
✓ Spring & Summer

Description of each 
program
✓ Duties performed
✓ Number of staff 

needed



Part-time Staff and 
Volunteer Sign-up 

Sheet

Side 2
Fillable Form
✓ Name
✓ Phone
✓ Email
✓ Staff or Volunteer
✓ Last time worked
✓ Event Dates Times & 

Location
✓ Form due date



➢ Itinerary 









 Spring April-June

 Mother Son Date Night

 80 & Over

 Summer-July-August

 Summer at the Shell

 Hello Summer

 Rhythm & Brews

 Taco & Art Fest

 Movie in the Park

 Fun Fridays

 Family Campout

New Special Event Ideas

 Fall-September-December

 Boo Bash 

 Spooky Trail (very popular in the past)

 Santa’s Workshop (in place of FF)

 North Pole Adventure

 Winter-January-March

 Daddy Daughter Date Night

 Easter Egg-Stravaganza (In place of 

BWB)
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