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BOARD OF DIRECTORS MEETING 

July 15, 2015 – 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 May 20, 2015 Board of Directors Meeting – M. Walter 

 

F. Report of Bills, Financial Report, Sales Tax Trend Map – P. Garcia 

 

G. 2016 Budget Schedule – P. Garcia 

 

H. Retreat Follow Up – P. Garcia 

 

I. Support Services – P. Garcia 

• Executive Director  

• Architect / Development Assistant 

• Realtor 

 

J. Report from Sub-Committees 

1. Marketing Committee  

• USA Pro Challenge/Promotional ideas  – K. Melendez 

• Event debrief – Broker Event, All Town BBQ – K. Melendez 

2. Beautification Committee  

3. Parking Committee  

 

K. Communications 

• Parking Regulations 

July 15, 2015 – Planning Commission recommendation 

July 27, 2015 – Town Board first reading of ordinance 

August 10, 2015 – Town Board second reading of ordinance  

• DCI Annual Conference/Durango - October 6-9, 2015        

 

L. The News on the Street is . . . 

 

M. Executive Session 

Executive session to discuss issues related to the purchase, acquisition, lease, transfer, or sale of real 

property, or other property interest; to determine positions relative to matters that may be subject 

to negotiations; and to receive legal advice on specific legal questions; in accordance with C.R.S. 24-6-

402(4)(a), (b), and (e) 

 

N. Adjourn  
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BOARD OF DIRECTORS MEETING 

May 20, 2015 – 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 7:35 a.m. 

 

B. Roll Call  Chairman   Bob Winter 

    Vice Chairman    Dan Stauss 

    Secretary/Treasurer   Craig Petersen (excused) 

Kristie Melendez 

       Dean Koehler 

       Sean Pike 

Jason Schaeffer 

 

Also present:  Communications/Asst to TM Kelly Unger 

Town Manager   Kelly Arnold 

Chief of Police   John Michaels 

Customer Service Supervisor Megan Walter 

   

C. Public Invited to be Heard 

Chairman Winter opened the meeting for public comment.  

Denise Marquardt, owner of My Favorite Things at 414 Main Street was there to discuss the future of 

the jointly owned vacant lot. 

 

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

Consideration by the Board 

Vice Chairman Stauss motioned to approve the agenda as presented; Board member Koehler 

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

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

Nayes - None. Motion carried. 

 

E. Approval of Minutes from the April 15, 2015 Board of Directors Meeting – M. Walter 

Vice Chairman Stauss motioned to approve the minutes as presented; Board Member Koehler 

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

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

Nayes - None. Motion carried. 

 

F. Report of Bills & Financial Report – K. Arnold 

Town Manager Arnold presented the report of bills and financial report; he offered to answer any 

additional questions. Board Member Melendez submitted an invoice for website hosting and 

requested the board approve payment of $240.00. 

Vice Chairman Stauss motioned to approve the report of bills with the addition of the website 

hosting invoice; Board Member Koehler seconded the motion.  Roll call on the vote resulted as 

follows: 

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

Nayes - None. Motion carried. 
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G. Report from Sub-Committees 

1. Marketing Committee 

i. 125
th

 Celebration 

Ms. Unger informed the board that dining specials for the 125
th

 Anniversary 

started Memorial Day weekend. She also recommended they continue to check 

the website, windsor125.com for more events. She also informed the board 

that Pelican Fest will be cancelled. 

   

ii. Billboards Update 

Board Member Melendez presented the board with photos of the billboards 

located at Harmony and 287, Hwy 287 and Trilby, Hwy 34 and Sculptor Drive, 

and Hwy 287 and Skyway. These billboards will stay up for 6 months. The final 

cost of this was $10,302.84, the Town agreed to pay $2,500 of that total cost. 

 

iii. Rack Cards  

An updated rack card has been printed and is ready for display for local 

business that would like them. These will also be distributed at summer events. 

 

iv. Insert in Windsor Now 

Board Member Melendez discussed with DDA board members the idea and 

cost of placing an insert in the Windsor Now that is similar to the rack card. The 

total cost for this insert would be $1,119.40 for 10,000 inserts. The board 

discussed this option as well as some other advertising like a direct mail post 

card. The board ultimately agreed on a direct mail post card for a budget up to 

$3,500. Board Member Melendez agreed to work on this post card and report 

back to DDA board with proof and more information after discussing with 

Shane at Windsor Now.  

Board member Koehler motioned to approve up to $3500 for a direct mail 

postcard; Board member Shaeffer seconded the motion.  Roll call on the vote 

resulted as follows: 

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

Nayes - None. Motion carried. 

 

v. All Town BBQ  

The marketing committee would like to supply water wrapped in the DDA 

labels at the All Town BBQ. Ms. Melendez would like to hire a few kids to wrap 

the bottles and get them ready. The board discussed and approved the idea 

with a budget up to $500.00. 

Board member Koehler motioned to approve the supply of water at the All 

Town BBQ for a budget of $500; Board member Piker seconded the motion.  

Roll call on the vote resulted as follows: 

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

Nayes - None. Motion carried. 

 

vi. Social Media efforts 

Kailee Melendez has updated the website with all the summer events and is 

working on a monthly newsletter for DDA businesses. She is also working on 

uploading all the minutes and agendas to update the website.  
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2. Beautification Committee 

i. Status of code enforcement efforts in DDA area – J. Michaels 

Chief Michaels informed the board that the Ash Street and Brunner property 

were cited. Those properties are currently going through the municipal court 

system to gain compliance. He provided a photograph of the properties as of 

May 19
th

. He stated they are also working with other businesses in the DDA 

area to get properties cleaned up in the next month. He requested the DDA 

communicate with businesses and help get the area cleaned up so they don’t 

have to be cited.  

 

Chief Michaels also looked into the Mill, he stated code enforcement keeps 

them in compliance with their weeds but as of right now, they aren’t in any 

other ordinance violations. Planning has stated they are not in compliance with 

their current site plan, and they are working with them on that.  

 

Town Manager Arnold stated the last communication with the mill and 

interested leasing party was a week ago. They are continuing to work towards a 

lease for the portion of the building that was the pool hall. If they only use that 

portion of the building and make no other changes, the building can and will 

stay the way it looks today. Mr. Arnold suggests waiting to see if the interested 

party does lease the building and then work through the non-compliant site 

plan, which would resolve all the exterior issues. He also recommends a few 

board members get in contact with the mill owner, and report back to the 

board. Board discussed and agreed to make contact with the owner to gain 

some additional information.  

 

Chief Michaels stated the owners of the junk vehicles on the DDA owned lot 

has been cited. He agreed to have code enforcement look into anything else 

that might be a violation on this property. He informed the board that as 

owners of the lot, they are able to tow junk vehicles if they choose. He suggests 

putting up no parking; vehicle will be towed signs and contact a tow company. 

 

Board members discussed other hazards of that lot and ideas for signage. 

 

ii. Status of DDA owned property 

 

a. DDA lot preparation and stripping 

Town Manager Arnold advised the board that striping on the DDA 

parking lot would take place the following week, and staff would work 

with Police and Public Works for signage to get unauthorized cars off 

the lot for striping. 

 

b. Clean up of vacant lot between 408 and 414 Main 

Denise Marquardt, owner of 414 Main Street discussed with the board 

members the opportunities for making some money off the vacant 

property between 408 and 414 Main. She stated she would like to 

possibly bring in vendors to rent the space for weekend garage sales 

or have the DDA lease the property from her and do what they would 

like with it. She also mentioned she might be interested in selling her 

portion of the lot or her business and lot together. The board 
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indicated they are not interested in leasing the property, but would 

like to discuss either selling the entire property or working together to 

do something with the property. The board discussed the easement in 

that property and the need to look into the legal property lines before 

making any final decisions. 

 

Town Manager Arnold questioned Ms. Marquardt on her intentions to 

sell the property; he suggested if that was an interest to her, she 

needs to get a realtor or attorney involved to gather information 

regarding valuation and structure of building.  

 

Town Manager Arnold reported to the board the costs to renovate the 

lot; remove tree stump, $350, take down fence, $250, make lot 

passable, $1,000 to $1,200. Board discussed and agreed to remove 

tree stump. 

Vice Chairman Stauss motioned to approve the tree removal for 

$350; Board member Shaeffer seconded the motion.  Roll call on the 

vote resulted as follows: 

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

Nayes - None. Motion carried. 

 

Vice Chairman Stauss suggested selling the lot to an interested buyer 

that would put in another building and business with a storefront. 

 

Board continued to discuss options for lot and decided to get some 

more information from Town staff and revisit during the next regular 

meeting. 

 

iii. Bike rack placement and timeframe for installation 

The bike racks will be installed outside Ricky B’s and the museum.  

 

3. Parking Committee 

No report. 

 

H. Windsor Broker Event – K. Unger 

Ms. Unger informed the DDA board the Windsor Broker Event is scheduled for June 11, 2015 and 

with a $500 sponsorship, two DDA members could attend the event and speak for five minutes. 

Board member Melendez motioned to approve the sponsorship for $500; Board member Pike 

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

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

Nayes - None. Motion carried. 

 

I. Support Services 

i. Executive Director 

Town Manager Arnold put in a call to DCI regarding the Executive Director, he will 

report back with further information when available. 

 

Board member Melendez has not heard back from her two contacts regarding this 

topic. 
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ii. DCI Assistance 

Town Manager Arnold contacted Kristen Cypher regarding the Library’s interest in 

the downtown. She suggested getting DCI involved because of their recent projects 

in Castle Pines. She is on the board at DCI and thinks they would be extremely 

interested in assisting Windsor in any way possible. Mr. Arnold contacted DCI, 

asking them their interest in facilitating meeting between DDA and Library Board. 

DCI responding stating they are available the week of June 22
nd

 and are very 

interested in supporting the DDA. They will put together a proposal within a week 

and Mr. Arnold will report back to board as soon as he has additional information. 

 

Town Manager Arnold also informed the board of a meeting with Chris Ruff. He 

stated there may be interest by Mr. Ruff and Library Board to move the Library to 

the south east corner of his property on Hwy 392 and 257. 

 

iii. Architect/Development Assistant 

No discussion. 

 

iv. Realtor 

Town Manager Arnold recommends DDA board get in contact with a trusted realtor 

to have on their side for reference and mentoring. 

 

J. Communications 

1. Parking Regulations – Planning Commission work session May 20, 2015 at 6pm & Town 

Board work session on June 15, 2015 at 6pm – K. Arnold 

No discussion 

 

2. Site visit to Louisville Library and Lafayette Downtown – K. Arnold 

Town Manager Arnold informed board that he spoke with City Manager of Lafayette and 

they have offered to host if the Windsor DDA is interested in visiting. 

 

K. Adjourn  

Vice Chairman Stauss motioned to adjourn the meeting at 9:08 a.m.; Board Member Koehler 

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

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

Nayes - None. Motion carried. 

 

 

 
Megan Walter, Customer Service Supervisor 





























































































Windsor DDA Revenue 

Special points of interest: 

 May 2015 (3.95% rate) sales 

tax collections were $3,894 

above May 2014 (3.2% rate) 

sales tax collections.   

 Revenue is just above budget-

ed at the end of May 2015 at 

44.06%, as we should see 42% 

of the revenue through the 

fifth month of the year. 

 2015 expenditures are under 

the fifth month benchmark 

with only 3.9% 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 3, Issue 5   May 2015     

Windsor DDA Expenditures 

Windsor DDA Revenue 

Summary May 31, 2015 Collections Budget % of Budget

Property Tax Mill Levy $9,012 $11,566 77.91%

Incremental Property Tax $8,860 $14,326 61.85%

Interest $0 $5 0.00%

Town of Windsor Funding $112,500 $270,000 41.67%

Total $130,372 $295,897 44.06%

Windsor DDA Expenditures

Summary May 31, 2015 Expenditures Budget % of Budget

Operations

Office Supplies $80 $500 16.00%

Public Relations/Advertising $3,078 $25,000 12.31%

Board Development $340 $4,000 8.50%

Dues/Fees/Subscriptions $1,048 $770 136.10%

Special Equipment $780 $20,000 3.90%

Street Repair/Maintenance $0 $1,500 0.00%

Travel/Mileage $0 $150 0.00%

Liability Insurance $0 $2,053 0.00%

Legal Services $844 $10,000 8.44%

Contract Services $41 $46,500 0.09%

Postage $50 $350 14.29%
Printing/Binding $0 $500 0.00%

Study Review/Consultant $3,198 $20,000 15.99%

Façade Program $0 $160,000 0.00%
Administrative Transfer $2,083 $5,000 41.66%

Operations Total $11,542 $296,323 3.90%

Grand Total $11,542 $296,323 3.90% $0

$5,000

$10,000

$15,000

$20,000

$25,000

$30,000

$35,000

Monthly Sales Tax Comparison 
2012 2013 2014 2015



DDA Board 

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

Dan Stauss, Vice Chairman — Dan@windsordda.com Term: April 2018 

Craig Petersen, Secretary/Treasurer — Craig@windsordda.com Term: April 2018 

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 Term: April 2015 

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.  



Sales Tax 2014 Q1: $4,621.43
Sales Tax 2015 Q1: $5,679.35

Increase/Decrease: $1,057.92 [22.89%]

Sales Tax 2014 Q1: $441.79
Sales Tax 2015 Q1: $668.45

Increase/Decrease: $226.66 [51.3%]

Sales Tax 2014 Q1: $6,797.26
Sales Tax 2015 Q1: $9,503.26

Increase/Decrease: $2,706.00 [39.81%]
Sales Tax 2014 Q1: $4,479.47
Sales Tax 2015 Q1: $5,879.02

Increase/Decrease: $1,399.55 [31.24%]

Sales Tax 2014 Q1: $11,670.63
Sales Tax 2015 Q1: $10,391.79

Increase/Decrease: ($1,278.84) [-10.96%]

Sales Tax 2014 Q1: $11,839.50
Sales Tax 2015 Q1: $15,328.26

Increase/Decrease: $3,488.76 [29.47%]
Sales Tax 2014 Q1: $1,135.32
Sales Tax 2015 Q1: $587.28

Increase/Decrease: ($548.04) [-48.27%]

Sales Tax 2014 Q1: $15,629.06
Sales Tax 2015 Q1: $22,106.46

Increase/Decrease: $6,477.40 [41.44%]
Sales Tax 2014 Q1: $2,205.19
Sales Tax 2015 Q1: $2,223.16
Increase/Decrease: $17.97 [0.81%]
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M E M O R A N D U M 
 

Date: July 15, 2015 
To: DDA Board  
Via: Kelly Arnold, Town Manager  
From: Patti Garcia, Town Clerk/Assistant to Town Manager 
Re: 2016 DDA Budget Calendar 
Item #: G. 
 
Background / Discussion: 
 
The Windsor Town Board will be considering the 2016 budget at their meeting on November 18, 
2015.  Prior to that, the DDA board will need to present their proposed budget to the Town 
Board for review.  Below is a tentative schedule for DDA budget adoption: 
 
September 16, 2015 – DDA work session 
 Budget & mill levy discussion  
 
October 5, 2015 – Town Board Work Session (tentative) 
 Presentation of DDA budget to the Town Board 
 
October 14, 2015 – DDA regular meeting 
 Review of final draft of DDA budget  
 
November 18, 2015 – DDA regular meeting 
 Adopt 2016 DDA budget 
 
November 23, 2015 – Town Board Meeting 
 Public hearing & consideration of Town of Windsor 2016 budget, including DDA 
 
 
 



 
 

 

M E M O R A N D U M 
 

Date: July 15, 2015 
To: DDA Board 
Via: Kelly Arnold, Town Manager  
From: Patti Garcia, Town Clerk/Assistant to Town Manager 
Re: Executive Director Job Description 
Item #: I. 
 
Background / Discussion: 
 
Through the retreat process, the DDA discussed the hiring of a part time Executive Director.  
The DDA budgeted $45,000 for this position in 2015.  Attached is a draft job description for 
review which outlines essential job duties/responsibilities and job requirements for your review.   
 
The City of Loveland recently hired an interim DDA Director – below is an excerpt from their job 
announcement regarding salary: 
 
Salary: Commensurate with an annual salary of $ 75,000—prorated for part-time role expected 
to require 3 days/week from April 1, 2015—January or February, 2016 (could be re-negotiated if 
demands require).  
 
 
 



 

 

Windsor Downtown Development Authority Job Announcement 

Executive Director  
 

 

Windsor Downtown Development Authority Mission:  The mission of the WDDA is to create a prosperous, 

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. 

 

Position:  The Windsor DDA has been in place since January 11, 2011 and conducted a successful TABOR 

election on April 3, 2012.  Since the WDDA’s inception, Town of Windsor staff has worked with the WDDA 

to provide the needed support for projects, administration, etc.  The WDDA is preparing to embark on 

large projects which will require a Downtown Development Authority Executive Director.   

 

General Summary:  The Downtown Development Authority Director is responsible for the development, 

execution, implementation and documentation of Windsor Downtown Development Authority (WDDA) 

activities in the DDA area.  A successful candidate will show evidence of the following:  management 

experience in business, government, or planning; leadership experience with public boards; experience 

with volunteer organizations; communication skills; consensus building skills; negotiation experience. 

 

Essential Job Functions: 

• Acts as expert staff for the WDDA Board; assisting in the preparation of developmental plans 

and the scope and timing of specific projects related to downtown revitalization. 

• Provides day to day oversight of projects; acts as the WDDA’s representative, reviews and 

authorizes invoices, maintains all financial and project data, ensures timeline and task 

execution of all projects. 

• Acts as downtown/district advocate; creates and maintains a cooperative working relationship 

with existing and new business owners/operators, residents and local agencies.  Maintains and 

disseminates information pertaining to the district as a whole including specific projects, 

existing amenities, tax and financial inquiries, etc. 

• Administers the WDDA budget; develops and maintains the annual budget. 

• Promotional events; maintains and creates promotional events that promote the downtown 

area including partnering with other local agencies. 

• Economic development; aggressively promotes and develops business retention and attraction 

strategies.  Organizes and administers the façade improvement program and other programs 

that are used as assets for economic development. 

• Administrative abilities; capable of managing all administrative tasks for the WDDA including 

managing the WDDA website, email lists, record keeping, project status reporting, agendas and 

minute taking, etc. 

• Insure that the WDDA abides by all applicable federal, state and local laws and regulations 

while maintaining associated records and reporting procedures. 

• Perform other duties as assigned. 

 

Knowledge, Skills, Education and Abilities: 

• BS/BA in Economic Development, Planning, Public Administration, Business Administration 

and a minimum of 5 years related experience in economic and community development 

endeavors.   

• Demonstrated experience and ability in revitalization, renovation and historic preservation. 

• Strong fiscal operations and managerial experience. 

• Experienced advocate of business retention.   



 

 

• Ability to work cooperatively and demonstrate leadership in both the public and private 

sectors. 

• Ability to work well with diverse individuals, interests, competing factors and represent the 

WDDA in a professional manner. 

• Ability to work seamlessly and effectively in response to WDDA Board directives, needs, 

issues, and concerns in a timely manner.   

• Proven ability in acquiring both public and private sector funding for community 

development projects. 

• Strong communication skills a must. 

• Must be highly organized and a multi-tasking individual. 

• Knowledge of grant writing 
 

Salary:  
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