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BOARD OF DIRECTORS MEETING 

July 29, 2014 – 7:30 a.m. 

301 Walnut Street, First Floor Conference Room, Windsor, CO  80550 

 

Agenda 

 

A. Call to Order 

 

B. Roll Call      

   

C. Public Invited to be Heard 

 

D. Review of Agenda by the Board and Addition of Items of New Business to the Agenda for 

Consideration by the Board 

 

E. Approval of Minutes from the June 25, 2014 Board of Directors Meeting – M. Walter 

 

F. Report of Bills & Financial Report – P. Garcia 

 

G. Historic Mill Feasibility Study update - Chris Holtkamp, Holtkamp Planning; Jay Corder, Jay Corder 

Architecture; John Puhr, Root Architecture; Chris Kendall, KL&A 

 

H. Discussion of Downtown Corridor Plan – Joe Plummer, Director of Planning 

 

I. Presentation from Parks, Recreation & Culture – Melissa Chew, Director of Parks, Recreation & 

Culture 

• Introduction of Andrew Dunehoo, Manager of Art & Heritage 

• Main Street banner discussion 

 

J. Joint dumpster/enclosure on DDA property – process for consideration – P. Garcia 

 

K. Website & Social Media Administration – P. Garcia 

 

L. Report from Sub-Committees 

 

1. Marketing Committee 

• Farmer’s Market – scheduling of DDA booth attendees/responsibilities 

• Salsa on 5
th

 

2. Beautification Committee  

3. Parking Committee  

 

M. Communications 

Town Hall Meeting at 6 p.m. in Town Board Chambers – Feasibility Study Presentation 

Downtown Colorado Inc – Annual conference scheduled for September 9-12, Fort Collins, CO 

 

N. Adjourn  
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BOARD OF DIRECTORS MEETING 

June 25, 2014 – 7:30 a.m. 

301 Walnut Street, First Floor Conference Room, Windsor, CO  80550 

 

Minutes 

A. Call to Order 

Chairman Winter called the meeting to order at 7:30 a.m. 

 

B. Roll Call      Chairman Bob Winter 

Vice Chairman Dan Stauss 

Secretary/Treasurer Craig Peterson  

Kristie Melendez 

       Dean Koehler 

       Sean Pike (absent) 

Jason Schaeffer  

  

Also present: Town Clerk   Patti Garcia 

Management Assistant  Kelly Unger 

   Customer Service Supervisor Megan Walter 

   Associate Planner  Josh Olhava 

   Economic Development Director Stacy Johnson 

    

C. Public Invited to be Heard 

Chairman Winter opened the meeting for public comment; there was none to be heard 

 

Chairman Bob Winter provided a video to the board and meeting regarding the tornado in 2008. 

 

D. Review of Agenda by the Board and Addition of Items of New Business to the Agenda for 

Consideration by the Board 

Secretary/Treasurer Peterson motioned to approve the agenda as presented; Board member 

Koehler seconded the motion.  Roll call on the vote resulted as follows: 

Yeas – Winter, Stauss, Petersen, Melendez, Koehler, Schaeffer 

Nayes - None. Motion carried. 

 

E. Approval of Minutes from the May 21, 2014 Board of Directors Meeting – M. Walter 

Board member Melendez motioned to approve the Minutes as presented; 

Secretary/Treasurer Peterson seconded the motion.  Roll call on the vote resulted as follows: 

Yeas – Winter, Stauss, Petersen, Melendez, Koehler, Schaeffer 

Nayes - None. Motion carried. 

 

F. Report of Bills & Financial Report – P. Garcia 

Town Clerk Garcia presented the report of bills and financial report and offered to answer any 

questions.   
 

Secretary/Treasurer Peterson motioned to approve the Bills as presented; Vice Chairman 

Stauss seconded the motion.  Roll call on the vote resulted as follows: 

Yeas - Winter, Stauss, Petersen, Melendez, Koehler, Schaeffer 

Nayes - None. Motion carried. 
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G. Historic Mill Feasibility Study update - Chris Holtkamp, Holtkamp Planning; Jay Corder, Jay 

Corder Architecture; John Puhr, Root Architecture; Chris Kendall, KL&A 

The group took tours of the building with Mr. Lauer and reported to board that the building is in 

great shape except for storm damage and seems to be very well maintained. They felt there was 

great potential for uses of this building and they are excited to get back and work on several 

scenarios for building use. The team plans to come back in July and meet with the board as well 

as hold a public meeting on the data gathered and the potential uses for the property. The board 

discussed moving the next regular meeting to Tuesday, July 29
th

. 

Secretary/Treasurer Peterson motioned to move the July Regular Board Meeting to July 29, 

2014; Board member Schaeffer seconded the motion.  Roll call on the vote resulted as follows: 

Yeas - Winter, Stauss, Petersen, Melendez, Koehler, Schaeffer 

Nayes - None. Motion carried. 

 

H. Guidelines for Board Review of Façade Improvement Program Grant Applications –  J. Liley 

Mr. Liley recommended the board ask questions regarding the project and application and to 

follow the criteria list that was provided. 

 

I. Façade Grant Proposal – 201, 203, 205, 205½ 4th Street – Various 

Owners Eric Peratt and Jim Lohr (P and L Properties) have submitted a façade grant proposal for 

the building located at 201, 203, 205, 205½ 4th Street. At the current time, all three of the lower 

level units are leased and consist of a salon, flooring store, and computer repair business; the 

upper unit is vacant. Their project team includes R. Johnson Architecture and CopperLeaf 

Custom. The two story building was constructed in 1902 and has supported a variety of 

businesses throughout the years; the Windsor Opera House, Masonic Lodge, bars, liquor stores, 

clothing stores and a movie theater. Planning staff have met with the applicant over several 

months to discuss the project and review designs. Staff agrees the proposed designs are 

beneficial to the building and the overall DDA area and funding the project will encourage the 

revitalization of other buildings in the Windsor DDA area. The designs for the proposed façade 

renovation were included in the packet along with the project narrative provided by the 

applicant. The Project Commitment Terms document was also included for board members use. 

If the DDA board would move forward to provide a grant for the project, the document will be 

completed and executed at a later date by the Project Owner and Bob Winter, DDA Chair. 

The owners submitted an estimate of costs associated with facades that face a public right of 

way and are all eligible for the grant program - north, east and west with the costs for each 

listed below: 

North façade: $180,750 

East façade: $154,585 

West façade: $ 35,280 

 

Staff evaluated the items and costs and determined that the owners have eligible expenses 

and were itemized in the Commitment Worksheets included in the packet. The façade grant 

program supports up to twenty-five percent (25%) of eligible façade expenses, up to a maximum 

of $20,000 per façade. Twenty-five percent of the total eligible expenses for each elevation are 

listed below: 

North façade: $45,188 

East façade: $38,646 

West façade: $ 8,820 

 



WINDSOR DOWNTOWN DEVELOPMENT AUTHORITY 

P.O. BOX 381, Windsor, CO 80550 

www.windsordda.com 
 
 

 

The applicants requested the maximum amount of $60,000 ($20,000 per eligible façade) and 

informed the board that Jason Schaffer of Chimney Park would be the tenant of the second floor and 

would be introducing a new restaurant. 

 

Town of Windsor Economic Development Director, Stacy Johnson informed the board that the Town 

of Windsor was in full support of the project and feels it’s a great revitalization for the downtown. 

She also provided revenue projections estimates. 

 

Mr. Liley reminded board this application was a grant program project and that property tax was not 

a concern for this type of application. The applicate is seeking a grant for this project. 

 

The Board discussed the application and come to the agreement that the application for $60,000 

would be approved.  The project timeline will allow for the funds to be distributed in 2015; staff will 

assure that information is included in the 2015 budget. 

 

Jason Schaffer noted that he would not be voting as this application was a conflict of interest 

between him and the DDA. 

Board member Melendez motioned to move the application be approved for a maximum of 

$60,000; Vice Chairman Stauss seconded the motion.  Roll call on the vote resulted as follows: 

Yeas - Winter, Stauss, Petersen, Melendez, Koehler 

Nayes - None. Motion carried. 

 

 

J. Consideration of Funding Special Event Liquor License Application Fee – P. Garcia 

A pecial Event Liquor License Application for Salsa on 5
th

 was received from Windsor Rotary. The 

Marketing Committee requested the DDA pay the $100 application fee with board approval. A 

barricade will be put up around 5
th

 Street and wrist bands will be used. The board discussed and 

determined to approve a total budget of $5,000 for Salsa on 5
th

, which includes the $100 Special 

Event Liquor License Application. 

Secretary/Treasurer Peterson motioned to approve the total budget of $5,000 for Salsa on 5
th

, 

which includes the Special Event Liquor License Application. Board member Schaeffer 

seconded the motion.  Roll call on the vote resulted as follows: 

Yeas - Winter, Stauss, Petersen, Melendez, Koehler, Schaeffer 

Nayes - None. Motion carried. 

 

 

K. Report from Sub-Committees 

 

1. Marketing Committee 

i. Website update – K. Melendez 

Website has been launched although there are still some aspects that need 

updating it is operational and ready for public use. Ms. Melendez requested 

additional photos from the intern for the website. Ms. Unger agreed to 

forward those to her.  Ms. Melendez also informed the board that all DDA 

emails should be operational.  

 

ii. Farmer’s Market update – starts June 28, 2014 – P. Garcia 

Flying banners are completed and will be ready for the market. Ms. 

Melendez will be at the market with the DDA water to hand out.  
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iii. Chamber of Commerce Business before Hours co-sponsored by the DDA & 

the Town of Windsor – July 24, 2014, 7:30-9:00 a.m. 

Ms. Garcia reminded the board of the event. 

 

2. Beautification Committee – P. Garcia 

i. Discussion of additional uses of the DDA parking lot – P. Garcia 

A request has been made to put dumpster on DDA lot. Mr. Liley informed 

the board that a policy would need to be put in place regarding the 

dumpster and use for the lots.  

 

Ms. Garcia reminded the board that the Conditional Use Grant was for a 

temporary parking lot and nothing else. If the use changes, they will need 

to go before Town Board. 

 

Ms. Garcia will look into the options and report back to the DDA board. 

 

ii. Address cleanup of private property in DDA area 

The Town Board has asked DDA to get in contact with owners of property 

that is north of Art and Heritage Center and see what their plan is for 

cleaning up lot.  Code enforcement may need to get involved after DDA 

makes contact with owner. Mr. Winter will contact property owners and 

see what information he can gather. 

 

iii. DDA BBQ & Clean Up – June 25 @ 5 pm 

DDA BBQ is still scheduled and will begin at 5pm.  

 

3. Parking Committee – P. Garcia 

No information was reported. 

 

L. Communications 

1. Downtown Colorado Inc – Annual conference scheduled for September 9-12, Fort 

Collins, CO 

All members were budgeted to attend conference and will let Patti know if they would like 

to attend the entire conference or specific classes. 

 

M. Adjourn 

Secretary/Treasurer Peterson motioned to adjourn the meeting; Board member Koehler 

seconded the motion.  Roll call on the vote resulted as follows: 

Yeas - Winter, Stauss, Petersen, Melendez, Koehler, Schaeffer 

Nayes - None. Motion carried. 

 

 

 

 
Megan Walter, Customer Service Supervisor 















Windsor DDA Revenue 

Special points of interest: 

 May 2014 sales tax collections 

were $1,734 below May 2013 col-

lections, while June 2014 collec-

tions were $4,614 above June 2013 

collections.    

 Revenue is close to budgeted at the 

end of May 2014 at 44.28%, as we 

should see 42% of revenue through 

the first five months of the year. 

 2014 expenditures are under the 

five month benchmark with only 

8.83% of the budget expended. 

W i nds or  D o w n t o w n 
De v e l o pm e nt  
A ut hor i t y  

Volume 2, Issue 5   May 2014     

Windsor DDA Expenditures 

Windsor DDA Revenue 

Summary May 31, 2014 Collections Budget % of Budget

Property Tax Mill Levy $6,121 $7,712 79.37%

Incremental Property Tax $11,537 $16,052 71.87%

Interest $0 $5 0.00%

Contributions/Sponsorships $0 $0 -

Town of Windsor Funding $110,210 $265,000 41.59%

Total $127,868 $288,769 44.28%

Windsor DDA Expenditures

Summary May 31, 2014 Expenditures Budget % of Budget

Operations

Office Supplies $0 $200 0.00%

Public Relations/Advertising $2,320 $25,000 9.28%

Board Development $0 $3,200 0.00%

Dues/Fees/Subscriptions $120 $770 15.58%

Travel/Mileage $0 $100 0.00%

Liability Insurance $1,724 $1,297 132.92%

Legal Services $3,746 $10,000 37.46%

Contract Services $1,440 $20,000 7.20%

Postage $101 $350 28.86%

Printing/Binding $0 $500 0.00%
Study Review/Consultant $0 $20,000 0.00%

County Treasurer Fees $261 $300 87.00%

Miscellaneous $529 $700 75.57%

Façade Program $0 $100,000 0.00%
Administrative Transfer $8,333 $20,000 41.67%

Operations Total $18,574 $202,417 9.18%

Capital

Site Improvements $1,067 $20,000 5.34%

Capital Total $1,067 $20,000 5.34%

Grand Total $19,641 $222,417 8.83%
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DDA Board 

Bob Winter, Chairman — Bob@windsordda.com Term: April 2017 

Dan Stauss, Vice Chairman — Dan@windsordda.com Term: April 2016 

Craig Petersen, Secretary/Treasurer — Craig@windsordda.com Term: April 2016 

Dean Koehler — Dean@windsordda.com Term: April 2017 

Jason Shaeffer — Jason@windsordda.com Term: April 2016 

Sean Pike – Sean@windsordda.com Term: April 2016 

Kristie Melendez, TOW Board Liaison — Kristie@windsordda.com 

D D A M i s s i o n  S t a t e m e n t  
 

“It is the mission of the Windsor DDA to create a prosper-

ous, vibrant, energetic, and clean town center, by marketing 

downtown opportunities, retaining and expanding current 

business opportunities, preserving downtown charm, and 

enhancing physical appearance and amenities through 

partnerships with the community and stakeholders.” 
Were on the web 

windsordda.com 

Welcome to Windsor 

P.O. Box 381 

Windsor, CO  80550 

Email: info@windsordda.com 

W i n d s o r  D o w n tow n  
D e v e l o p m e n t  Au t h o r i t y  

 PLAN OF DEVELOPMENT PROJECTS  
The projects, facilities, programs and functions to be established and provided in the district will benefit and 

promote the health, safety, prosperity, security and general welfare of all occupants and owners thereof and 

will prevent deterioration of property values, will prevent the growth of blighted areas, and will be of special 

benefit to all property within the district.  

 

A. The promotion of, participation in, and assistance to 

private and public developments consistent with the 

priorities of the DDA by all means permitted by fed-

eral, state and local laws and regulations, including 

but not limited to, land assemblage, and/or acquir-

ing, constructing, reconstruction, rehabilitating, 

equipping, selling and leasing space.  

 

B. Public facilities and improvements as necessary to 

complement private developments.  

 

 

 

C. A parking program to provide sufficient public 

parking to service all occupants and owners 

within the district.  

 

D. A pedestrian and vehicular circulation system. 

 

E. A beautification program.  

 

F. A convention/exhibition facility to be built in 

conjunction with private development of a 

downtown hotel and banquet hall.  



 
 

M E M O R A N D U M 
 

Date:  July 30, 2014 

To: Downtown Development Authority Board of Directors  

Via: Patti Garcia, Assistant to Town Manager/Town Clerk 

From:  Joseph P. Plummer, AICP, Director of Planning 

Subject: Discussion of Downtown Corridor Plan 

Item #:   
 

Discussion Items: 

 
At the April 16, 2014 meeting and relative to the enclosed letter from Chairman Winter, the Board of  

Directors discussed the following elements of the Downtown Corridor Plan (DCP). 

 

I. Bicycle Racks: 
 

a. Whether the nine (9) bicycle racks that are currently downtown are sufficient; 

b. Whether some of the current bicycle racks should be replaced with new ones; 

c. Bicycle racks should be placed adjacent to buildings but should not be visible from public 

streets; and 

d. The desired locations for bicycle racks. 

 

Staff analysis:  

 

Items a. and b.: These appear to be logistical and policy determinations to be made by the DDA. 

 

Items c. and d.: These are addressed below, with proposed changes to the DCP shown in red and 

deletions shown with strike-through lines. Any proposed changes to the DCP 

need to be reviewed by the Planning Commission and approved by the Town 

Board. 

 

1. Bicycle parking shall be provided at each building strategic locations in the 

downtown area. Prior to installation or relocation of bicycle racks, all such locations 

shall be reviewed by the Town’s Director of Engineering and approved by the 

Downtown Development Authority Board. (+) Bicycle parking shall be provided in 

an amount equal to 5% of the total amount of vehicular parking. In no case should 

there be less than one bicycle rack per building. (+) 

 

2. Bicycle parking should be located in an area close by, but not adjacent to, building 

entries. The parking should not be located such that it interferes with pedestrian 

walkways. (+) Parking should be visible from the building but, preferably not from 

adjacent streets. (+) 

3. Bicycle racks shall be used that are durable and provide a secure support and 

opportunity for locking. All bicycle racks shall be compatible with the streetscape 

theme of the Downtown Corridor area. (+) 

4. Bicycle paths should be encouraged to connect from Lake Windsor to Main Street. 

(o) 



II. Streetscape Amenities: 
 

a. Implementation of a program to make the downtown more attractive and appealing to 

encourage visitors and shoppers to come downtown;  

b. The use of stationary planter boxes and hanging planters; and 

c. Opportunities for outdoor café seating and pedestrian spaces. 

 

Staff analysis: 

 

Item a.:  This appears to be a marketing determination to be made by the DDA. 

 

Items b. and c.: As shown in the enclosed list of amenities, these pedestrian amenities are 

currently addressed in the DCP. As such, this appears to be an implementation 

determination to be made by the DDA.  

  

III. Directional Signage: 

 
Implement a sign program to direct visitors and shoppers to the downtown district. 

 

Staff analysis: 

 

Staff is currently researching this concept; any changes need to be reviewed in relation to the sign 

code and any changes to the sign code need to be reviewed by the Planning Commission and 

approved by the Town Board. 

 

 

Recommendation: DDA Board to reach a consensus and provide staff with direction on these issues. 

 

Attachments:  March 19, 2014 letter from Chairman Winter   

List of pedestrian amenities 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

pc: Kelly Arnold, Town Manager 

 Dennis Wagner, Director of Engineering 

 Planning Department staff 

 

 
NOTE: (+) indicates mandatory requirement; (o) indicates optional standard; and (-) indicates 

prohibited use. 





List of Pedestrian Amenities  

Site furniture 

Site furniture is an important consideration in creating an attractive pedestrian 

environment. Each development should consider the use of benches, trash receptacles, 

ash urns, flower pots and other similar pedestrian amenities which are compatible with 

the streetscape theme of the Downtown Corridor area. The Colorado climate is especially 

harsh on site furniture. Durability under severe weather conditions should be considered. 

(o) 

 

a) Benches - Painted metal benches tend to be higher in endurance than wood, 

however, wooden benches can provide an attractive counterpoint to the metal 

bench. If wooden benches are used, they should be taken inside during cold 

winter weather. They should also be treated with a durable all-weather 

coating. (o) 

Benches may also be constructed as part of a seating height wall. Where used 

these walls should be constructed of a durable material such as brick, stone, 

or split face concrete block. Walls should be 18" in height for standard 

seating but may be as high as 36" if necessary due to site conditions.(o) 

 

b) Trash receptacles - When used together with benches, trash receptacles 

should be selected to coordinate with benches. Metal trash receptacles tend to 

have greater endurance than wooden ones. Where used, trash receptacles 

shall be of a type specifically designed for a pedestrian sidewalk 

environment. Receptacles shall have a cover to prevent wind from blowing 

trash onto adjacent properties. (o) 

50 Gallon drums are specifically prohibited. (-) 

 

c) Architectural Guidelines - New Construction 

(1) Building setbacks: Front: 0' (increased setbacks shall be allowed to 

facilitate plazas, outdoor café seating and/or pedestrian spaces) (+) 

 

d) Encourage outdoor/patio seating along property lines facing Windsor Lake 

(o) 
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M E M O R A N D U M 

 

Date: July 29, 2014 

To: Downtown Development Authority Board of Directors  

From: Patti Garcia, Assistant to Town Manager/Town Clerk 

Re: Trash enclosure requirements 

Item #: J. 

 

Background / Discussion: 

At the June 25, 2014 DDA meeting, the Board discussed the idea of having a joint 

dumpster/trash enclosure in the DDA area which would be used primarily for food service 

businesses.  The DDA board had requested that staff research this idea. 

 

The current use of the proposed area is a parking lot and is in the Central Business zoning 

district (see attached map).  A temporary change of use would require a Conditional Use Grant 

(CUG) application which would need to go before the Planning Commission and the Town Board 

for consideration.   

 

If this would be a permanent use, the Municipal Code requires site plan approval of uses in the 

Central Business zoning district which would require drawings of architectural quality be 

prepared by a person skilled in the preparation of those types of plans.   

 

Both the CUG and Site Plan would require the trash enclosure to be fully screened from adjacent 

public streets which would need to be done through construction of durable screen walls and 

landscaping and be compatible to the surrounding buildings.  There may be existing trash 

facilities that pre-date the Downtown Corridor Plan, however, any new trash facilities are 

required to be site planned. 

 

Potential Financial Impact: 

• CUG application $207 

• Enclosure design & construction – cost unknown 

• Site Plan application $587 

• Site Plan drawings (approximately $1,000) 

 

Recommendation: 

For DDA Board discussion 

 

Attachments: 

Site map 



Town of Windsor
GIS MAP

The Town of Windsor makes no warranties or guarantees, either expressed or implied, as to the completeness, accuracy, or correctness of the data portrayed in this product; nor accepts any liability arising from any incorrect, incomplete
or misleading information contained therein.  By printing or utilizing this map, you hereby release the Town of Windsor, its employees, agents, contractors, and suppliers from any and all responsibility and liability associated with its use.

Printed:Jul 24, 2014
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M E M O R A N D U M 

 

Date: July 29, 2014 

To: Downtown Development Authority Board of Directors  

From: Patti Garcia, Assistant to Town Manager/Town Clerk 

Re: Website and Social Media Administration 

Item #: K. 

 

Background / Discussion: 

Earlier this year, the DDA invested in the creation of a new and more robust website.  After 

review of the time required to keep the website and social media efforts up to date, staff is 

recommending that this effort be outsourced.   

 

Kailee Melendez has submitted an Executive Summary for Website and Social Media 

Management which would place her as an independent contractor and perform the duties of 

content manager for the Windsor DDA website and social media pages.  She has worked the 

back end of the website during the latest conversion and is aware of the DDA’s efforts to keep 

the citizens and businesses informed about what is happening in the DDA area.  She has 

submitted the attached Executive Summary which outlines her responsibilities for the next six 

months.  The contract would be reviewed at that time and the DDA could determine how to 

move forward. 

 

Financial Impact: 

Six month contract - $600 

 

Recommendation: 

For DDA Board consideration 

 

Attachments: 

Executive Summary 

Draft contract 



 

 

 
 
Website and Social Media Management 
 
Prepared for: Windsor DDA 
Prepared by: Kailee Melendez, Marketing Manager 
July 23, 2014 
 
  

WINDSOR DOWNTOWN DEVELOPMENT AUTHORITY 



 

 

EXECUTIVE SUMMARY 
 

Objective 

The newly renovated Windsor DDA website provides users with an experience that allows them to access information 
about the DDA, Downtown Windsor, and all its events, news, and businesses. In order to drive website traffic it is 
critically important to constantly update and maintain these webpages.  
 
Social Media has become a new way for business to reach consumers as they are able to communicate to existing and 
potential users. By creating a strong, interactive presence on social media an association can be established generating a 
general awareness and familiarity of that brand with consumers. 

Goals 

The Windsor DDA wants to update and maintain their newly launched website to serve as an informational vehicle for 
those looking for information about the DDA or Windsor’s downtown. Providing users with an interactive informational 
website will drive an increase in traffic and have an effect on the webpage rankings. The DDA also wishes to grow their 
number of Facebook fans (currently 27), likes, and followers, as well as establish other pertinent social media platforms 
that will have an effect on events/projects sponsored by the Windsor DDA. A strong social media presence using 
Facebook and Twitter will provide the Windsor DDA with increased exposure, create brand recognition, and expand their 
market audience.  
 
Web marketing/Social Media marketing consistency is key to building traffic and recognition for the organization and so 
they have determined they would like the following:  

 Weekly web/social media updates  
 A regular schedule for the DDA newsletter  
 Communication to DDA members sent by email when or as needed 
 Business listings upgraded to include google maps. 

Solution 

Kailee Melendez offers to work as an independent contractor as the content manager for the Windsor DDA website and 
social media pages.  She has experience managing websites and social media and is currently managing multiple business 
sites. Kailee is familiar with the DDA web platform, has worked with the DDA web developer on numerous other projects 
and has already been engaged with the DDA website and made modifications as a volunteer when requested.   
 

 

 

WINDSOR DDA  



 

 

Project Outline 

On a monthly basis for approximately 6.5 hours per month not to exceed a total of 40 hours in the 6-month contract phase, 
she will agree to perform the following:  
• Provide regular updates to the website as needed or requested 
• Update business directory information and provide google maps when possible for all listings 
• Weekly post to Facebook and any other social media platforms as directed 
• Update status’, tweets, and pictures on social media platforms 
• Compile and send a quarterly newsletter  
• Provide a 6- month progress report 
 

Budget 

 

Description Quantity Unit Price Cost 

Web and Social Media Management Fee (per month) for 6 
month  

6 $ 100 $ 600 

*Continuation of contract thereafter 6      $          100     $           600 

Total   $ 1,200 
 
*At the end of the 6-month phase the DDA and Kailee will review to determine if any additional service or time 
allotments are necessary for the services to continue.   
 
 



 

 

 

 

PROFESSIONAL SERVICES AGREEMENT: 

 

Terms and Conditions 
 

The successful proposer, upon award of a formal contract, shall be paid an amount not to exceed a 

stipulated amount without prior authorization. The successful proposer may submit invoices at monthly 

intervals for work satisfactorily completed on schedule. The amount of such partial payments shall be 

based upon certified progress reports and billings covering the work performed.  

 

Agreement for Professional Services  
 

THIS AGREEMENT is made and entered into this ___________ day of _____________, 20___, by and 

between the Windsor Downtown Development Authority, whose address is P.O. Box 381, Windsor, 

Colorado, 80550, hereinafter referred to as the “DDA”, and 

________________________________________, whose address is________________________ 

__________________________________________, hereinafter referred to as the “Contractor”. 

 

WITNESSETH: 
 

WHEREAS, The DDA is in need of hiring an independent Contractor to perform the Professional 

Services listed and enumerated in the Executive Summary prepared by the Contractor and attached hereto 

as ordered by the DDA and; 

 

WHEREAS, Contractor has the time and personnel available and is willing to perform the Professional 

Services, according to the terms of this Agreement; 

 

NOW, THEREFORE, in consideration of the mutual promises and covenants contained herein, the parties 

hereto agree as follows: 

 

SECTION I – SERVICES OF THE CONTRACTOR: 
 

A.  The Contractor shall serve as the DDA’s Contractor and shall provide as a minimum all of the 

professional services which are described and incorporated by reference herein. 

 

SECTION II – TERM: 
 

A.  The term of this Agreement shall be from _______________________, through and until 

____________________________. 

 

B.  The DDA, at its sole option, may extend this Agreement. Such extensions must be mutually 

agreed upon in writing, by and between the DDA and the Contractor, and approved by the 

Windsor Downtown Development Authority Board of Directors. 

 

SECTION III – INDEPENDENT CONTRACTOR: 
 

A.  In performing the work under this Agreement, the Contractor acts as an independent 

contractor and is solely responsible for necessary and adequate worker’s compensation 

insurance, personal injury and property damage insurance, as well as errors and omissions 



 

 

insurance. The Contractor, as an independent contractor, is obligated to pay federal and state 

income tax on moneys earned. The personnel employed by the Contractor are not and shall 

not become employees, agents or servants of the DDA, nor is he or she entitled to any 

employee benefits from the DDA because of the performance of any work or as a result of the 

execution of this Agreement. 

 

B.  The Contractor warrants that it has not employed or retained any company or person, other 

than a bona fide employee working solely for it, to solicit or secure this contract, and that it 

has not paid or agreed to pay any company or person, other than bona fide employees 

working solely for the Contractor, any commission, percentage, brokerage fee, gifts, or any 

other consideration, contingent upon or resulting from the award or making of this 

Agreement. For breach or violation of this warranty, the DDA will have the right to annul this 

Agreement without liability or, in its discretion to deduct from the contract price or 

consideration, or otherwise recover the full amount of such fee, commission, percentage, 

brokerage fee, gift, or contingent fee. 

 

SECTION IV – THE WINDSOR DOWNTOWN DEVELOPMENT AUTHORITY  

RESPONSIBILITIES: 
 

 The DDA shall: 

 

A. Provide information as to its requirements for the project. 

 

B. Give prompt notice to the Contractor whenever the DDA observes or otherwise becomes 

aware of any defect in the project. 

 

C. Furnish, or direct the Contractor to provide at the DDA’s expense, necessary additional 

services. 

 

SECTION V – MUTUAL UNDERSTANDINGS OF THE DDA & THE CONTRACTOR: 
 

A. This Agreement does not guarantee to the Contractor, any work except as authorized in 

accordance with Section I above, nor does it create an exclusive contract for services. 

 

B. All of the services contemplated under this Agreement are personal and Contractor may not 

assign, sublet or transfer any interest herein or claim hereunder, without the prior written 

consent of the DDA. 

 

C. The Windsor Downtown Development Authority is a Colorado public entity and all financial 

obligations extending beyond the current fiscal year are subject to funds being budgeted and 

appropriated therefore. Nothing in this Agreement shall be deemed a waiver of the Colorado 

Governmental Immunity Act and no portion of this Agreement shall be deemed to create an 

obligation on the part of the DDA to expend funds not otherwise appropriated in each 

succeeding year. 

 

D. The Contractor and any and all of its personnel utilized by the DDA under the terms of this 

Agreement shall remain the agents and employees of the Contractor and are not, nor shall 

they become agents or employees of the DDA. 

 

E. Ownership of documents. 

 



 

 

1. All tracings, plans, specifications, estimates, reports, data and miscellaneous items 

purported to contribute to the completeness of the project shall be delivered to and 

become the property of the DDA, upon DDA’s request. 

 

2. All data received hereunder shall be made a part of the DDA’s permanent records 

and files and preserved therein for six (6) years per Colorado State statute. 

 

SECTION VI – COMPENSATION: 
 

A. The DDA agrees to pay Contractor for all services performed hereunder as follows: the 

Professional Services shall be provided at the rates set forth in the Scope of Work and shall 

not exceed the maximum compensation of $600. 

 

B. Invoices shall be submitted by the Contractor monthly for services performed and expenses 

incurred pursuant to this Agreement during the prior month. All compensation amounts 

payable after the current fiscal year are contingent upon funds for that purpose being 

appropriated, budgeted, and otherwise made available. 

 

C. Commencing thirty (30) days after the date of execution of this Agreement and every thirty 

(30) days thereafter, Contractor is required to provide the DDA with a written report of the 

status of the work and other material information. Failure to provide any required monthly 

report may, at the option of the DDA, suspend the processing of any partial payment request. 

 

SECTION VII – INDEMNIFICATION, DESIGN AND INSURANCE: 
 

A. The Contractor agrees to indemnify the DDA, its officers and employees, against liability for 

injury or damage caused by any negligent act or omission by Contractor, or its sub-

contractors, in the performance of this Agreement and shall hold the DDA and its agents 

harmless from any and all claims, suits, expenses, damages or other liabilities, including 

reasonable attorney fees and court costs, arising out of damage or injury to persons, entities or 

property caused or sustained by any person(s) as a result of any intentional or negligent act by 

Contractor or failure of Contractor to perform this Agreement according to its terms. 

 

B. Contractor shall be responsible for the professional quality, technical accuracy, timely 

completion, and the coordination of all services rendered by Contractor and any 

subcontractors and shall, without additional compensation, promptly remedy and correct any 

errors, omissions, or other deficiencies. 

 

C. The Contractor is not relieved of any liability or other obligations assumed pursuant to this 

Agreement by reason of its failure to obtain or maintain insurance or by reason of its failure 

to procure or maintain insurance in sufficient amounts, durations, or types. 

 

SECTION VIII – CHARTER, LAWS AND ORDINANCES: 
 

The Contractor at all times agrees to observe all Federal and State laws, and Resolutions and 

Ordinances of the local jurisdiction, and all rules and regulations which in any manner affect or 

govern the work under this Agreement. 

 

SECTION IX – TERMINATION: 
 



 

 

A. The DDA may terminate this Agreement at any time by giving written notice to the 

Contractor of such termination within fifteen (15) calendar days of the date of notice and 

specifying the effective date thereof. If the Agreement is terminated by the DDA, the DDA 

will pay the Contractor for work accomplished to date of termination as follows: (a) Lump 

Sum contracts: The percentage of the total lump sum fee that represents the ratio of work 

performed to the total amount of work; (b) Cost Plus Fixed Fee contracts: Incurred cost of 

actual work performed plus a percentage of the fixed fee that represents the ratio of work 

performed to the total amount of work in the contract; (c) Specific Rate of Compensation 

contract; Incurred  cost of actual work performed; (d) Per Unit of Work contracts; The cost of 

each completed unit of work and/or a percentage of each partially completed unit of work. 

 

B. Notwithstanding the above, the Contractor shall not be relieved of liability to the DDA for 

damages sustained by the DDA by virtue of any breach of the Agreement by the Contractor 

and the DDA may withhold any payments to the Contractor for the purpose of setoff until 

such time as the exact amount of damages due the DDA from the Contractor is determined. 

 

C. All work accomplished by the Contractor prior to the date of such termination shall be 

recorded and tangible work documents shall be transferred to and become the sole property of 

the DDA prior to payment for services rendered. 

 

D. Furthermore, this Agreement may be terminated at any time without notice upon a material 

breach of the terms of the Agreement. 

 

SECTION X – CHANGE ORDERS OR EXTENSIONS: 
 

A. The DDA may, from time to time, require changes in the scope of the services of the 

Contractor to be performed herein. Such changes, including any increase or decrease in the 

amount of the Contractor’s compensation, must be mutually agreed upon in writing by the 

DDA and the Contractor. The Contractor shall be compensated for all authorized change in 

services, pursuant to the Request for Proposal or, if no provision exists, pursuant to a Change 

Order. 

 

B. The DDA may extend the time of completion of services to be performed by the Contractor. 

Such extensions must be mutually agreed upon in writing, by the DDA and the Contractor 

 

SECTION XI – EQUAL EMPLOYMENT OPPORTUNITY: 
 

A. The Contractor will not discriminate against any employee or applicant for employment 

because of race, color, religion, sex or national origin. The Contractor shall adhere to 

acceptable affirmative action guidelines in selecting employees and shall ensure that 

employees are treated equally during employment, without regard to their race, color, 

religion, sex or national origin. Such action shall include, but not be limited to, the following: 

employment, upgrading, demotion or transfer, recruitment or recruitment advertising; layoff 

or termination, rates of pay or other forms of compensation; and selection for training, 

including apprenticeship. The Contractor agrees to post in conspicuous places, available to 

employees and applicants for employment, notices provided by the local public agency 

setting forth the provisions of this nondiscrimination clause. 

 

B. The Contractor will cause the foregoing provisions to be inserted in all subcontracts for any 

work covered by this Agreement so that such provisions will be binding upon each 



 

 

subcontractor, provided that the foregoing provisions shall not apply to contracts or 

subcontracts for standard commercial supplies or raw materials. 

 

C. The Contractor agrees to comply with such rules, regulations or guidelines as the DDA, 

Town, County, State or Federal agencies may issue to implement these requirements. 

 

D. The Contractor shall be licensed as required by law. 

 

SECTION XII – SPECIAL CONDITIONS: 
 

A. Time is of the essence in each and all provisions of this Agreement. 

 

B. The work to be performed under this Agreement shall commence promptly after receipt of a 

fully executed copy of this Agreement to the extent that the Contractor has been authorized to 

proceed by the DDA and the Contractor shall complete the work by 

___________________________. 

 

C. The DDA’s Contract Administrator for this Agreement shall be Kelly Unger, Management 

Assistant and she can be reached by phone at 674-2400. The Contract Administrator does not 

have the authority to alter or modify the terms of the Agreement. 

 

D. This Agreement constitutes the entire understanding between the parties with respect to the 

promises and covenants made therein. No modification of the terms of this Agreement shall 

be valid unless made in writing and agreed to by both parties. 

 

E. The DDA’s approval of drawings, designs, plans, specifications, reports, and incidental work 

or materials furnished hereunder shall not in any way relieve Contractor of responsibility for 

the quality or technical accuracy of the work. DDA’s approval or acceptance of, or payment 

for, any of the services shall not be construed to operate as a waiver of any rights or benefits 

provided to DDA under this Agreement. 

 

 

SECTION XIII – INSPECTIONS, REVIEWS AND AUDITS: 
 

A. During all phases of the work and services to be provided hereunder the Contractor agrees to 

permit duly authorized agents and employees of the DDA to enter the Contractor’s offices for 

the purpose of inspections, reviews and audits during normal working hours. Reviews may 

also be accomplished at meetings that are arranged at mutually agreeable times and places. 

 

B. Contractor and its subcontractors shall maintain all books, documents, papers, accounting 

records and other evidence pertaining to cost incurred and shall make such materials available 

at their respective offices at all reasonable times during the contract period and for five (5) 

years from the date of final payment, for inspection by the DDA and copies thereof shall be 

furnished if requested. 

 

SECTION XIV – REPRESENTATIONS AND WARRANTIES: 
 

A. Each party represents and warrants that it has the power and ability to enter into this 

Agreement, to grant the rights granted herein and to perform the duties and obligations 

described herein. 

 



 

 

B. No portion of this Agreement shall be deemed to constitute a waiver of any immunities the 

DDA or its officers or employees may possess, nor shall any portion of the Agreement be 

deemed to have created a duty of care with respect to any persons other than the DDA and 

not a party to this Agreement. 

 

SECTION XV – DEFAULT: 
 

If Contractor defaults in any obligation under this Agreement, Contractor shall be liable for all 

costs, expenses and payment incurred by the DDA including any reasonable expenses for 

attorney’s bills. 

 

SECTION XVI – ATTESTATION: 
 

 IN WITNESS WHEREOF, the parties hereto have signed this Agreement this ________ day of 

______________________, 20___. 

 

 

WINDSOR DOWNTOWN DEVELOPMENT AUTHORITY: 
 

ATTEST:     DOWNTOWN DEVELOPMENT AUTHORITY: 

 

 

By: __________________________  By: _________________________________ 

 Secretary/Treasurer     Chairperson 

 

CONTRACTOR: 
 

By: __________________________________  Date: ________________________ 

Name: ________________________________ 

Title: _________________________________ 

Phone No.: _____________________________ 

 

SUBSCRIBED AND SWORN to before me this _________ day of ______________, 20___. 

 

 WITNESS my hand and official seal. 

      _____________________________ 

        (Notary Public) 

 Name: ________________________ 

 My commission expires: ___________________ 
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