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BOARD OF DIRECTORS MEETING 

August 19, 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 July 15, 2015 Board of Directors Meeting and August 5, 2015 Special 

Meeting – M. Walter 

 

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

 

G. Breast Friends 2015 Funding Request 

 

H. 2016 Budget Schedule Revision – P. Garcia 

 

I. Administrative Grant Submittal – Library Scope of Work & Feasibility – P. Garcia 

 

J. Support Services – P. Garcia 

• Executive Director – Committee meeting September 2, 2015 

• Architect / Development Assistant – Letter of Proposal to DOLA for Planning Grant 

• Realtor – retained by the library 

 

K. Report from Sub-Committees 

1. Marketing Committee  

• USA Pro Challenge update – K. Melendez 

• 125
th

 Anniversary update – K. Unger 

• 2016 Farmers Market – P. Garcia 

2. Beautification Committee  

3. Parking Committee  

 

L. Communications 

• Parking Regulations – Adopted by Town Board on August 11, 2015 

• DCI Annual Conference/Durango - October 6-9, 2015; attending Jason Shaeffer & Kristie 

Melendez 

 

M. The News on the Street is . . . 

 

N. Adjourn  

 

Future Items for discussion 

• Review of Façade Improvement Program policies – J. Liley 

• Survey/Title Work of DDA property- J. Liley 
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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 

 

Minutes 

 

A. Call to Order 

Chairman Winter called the meeting to order at 7:33 a.m. 

 

B. Roll Call  Chairman   Bob Winter 

    Vice Chairman    Dan Stauss 

    Secretary/Treasurer   Craig Petersen  

Kristie Melendez 

       Dean Koehler 

       Sean Pike (excused) 

Jason Schaeffer 

 

Also present:  Communications/Asst to TM Kelly Unger 

Town Manager   Kelly Arnold 

Town Clerk/Asst to TM  Patti Garcia 

Customer Service Supervisor Megan Walter 

Legal Counsel   Joshua Liley 

   

C. Public Invited to be Heard 

 Chairman Winter opened the meeting for public comment, to which there was none. 

 

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

Consideration by the Board 

Vice President Petersen motioned to approve the agenda as presented; 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. 

 

E. Approval of Minutes from the May 20, 2015 Board of Directors Meeting – M. Walter 

Vice President Petersen motioned to approve the minutes as presented; 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. 

 

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

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

questions. Board discussed the bills, the financial report, and potential business opportunities and 

construction in the Town of Windsor. 

Vice President Petersen motioned to approve the report of bills as presented; Board Member 

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

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

Nayes - None. Motion carried. 

 

G. 2016 Budget Schedule – P. Garcia 

Town Clerk Garcia provided the board with a tentative schedule for DDA budget adoption. The board 

discussed the schedule and the importance of upcoming meetings. 
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H. Retreat Follow Up – P. Garcia 

The final report from the retreat was distributed to the board and the consultant has been paid. No 

other meetings with the consultant are scheduled at this time. The board requested Town Clerk 

Garcia contact Chris regarding a prioritizing exercise that was done, to see if they could have a copy 

of the steps. 

 

I. Support Services – P Garcia 

Through the retreat process, the DDA discussed the hiring of a part time Executive Director. The DDA 

budgeted $45,000 for this position. Town Clerk Garcia presented board members with a draft job 

description to review which outlined essential job duties/responsibilities and job requirements. She 

suggested getting a small group of board members together as soon as possible to work on posting 

the position. She stated that although she has enjoyed working with the DDA, they are starting to get 

extremely busy, and she feels they would benefit greatly from an executive director. The board 

discussed this opportunity as well as employee vs. contract. They agreed to form a small group to 

move forward with the process of hiring an executive director. 

 

Based on some of the potential construction and business opportunities in the DDA area, as well as 

DCI recommendations for next steps in their final report, Town Clerk Garcia also suggests the board 

also look into the option of hiring an architect and realtor. She has reached out to some local 

architects that the Fort Collins DDA uses, she will report back at the next meeting with her findings. 

 

J. Report from Sub-Committees 

1. Marketing Committee 

i. USA Pro Challenge / Promotional Ideas – K. Melendez 

The marketing committee is proposing to the board, the idea of a 

commemorative coffee mug with a Windsor/Pro Challenge themed design. 

They would like to have local businesses give these away with a purchase 

during the race. They would distribute the 500 mugs evenly to any DDA 

businesses interested in participating in the giveaway. The committee is 

requesting a budget up to $1,800 for design, printing, shipping, and advertising 

of the mugs and promotion. 

Board member Koehler motioned to approve the budget of $1,800 for the 

mug promotion; Vice President Petersen seconded the motion.  Roll call on 

the vote resulted as follows: 

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

Nayes - None. Motion carried. 

 

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

Broker Event was well attended and received by the community. The DDA 

board did have a display which included the mill feasibility study and Chairman 

Winter spoke at the event.  

 

All Town BBQ started out great, but was cut short by the weather. Because of 

the shortened event, there are several post cards and rack cards still available if 

any businesses would like to distribute them. The left over water was donated 

to the high school marching band and the fire station. 

 

Board member Melendez informed the board she was approached by several 

downtown businesses upset that the farmers market wasn’t happening this 

summer.  She stated they would like the DDA board to considering different 
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options and bring in back next summer. Town Manager Arnold informed the 

board he has asked Town staff to look at some options for a date and space for 

the farmer’s market next year. That proposal should be presented to the Town 

Board in the next few months. 

 

2. Beautification Committee 

The board discussed the status of the cited properties in Town as well as the removal of the tree 

stump on the DDA owned property.  

 

3. Parking Committee 

The regulations have gone through a Planning Commission and Town Board Work Session. Town 

Clerk Garcia doesn’t see any issues with these going through first and second reading at Town 

Board. It will then be published and become law 10 days after. 

 

K. Communications 

1. 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 

No further communication. 

 

2. DCI Annual Conference/Durango – October 6-9, 2015 

Board discussed DCI Annual Conference and interest of attending. 

 

3. Board discussed Chamber Dinner on July 22, 2015. 

 

L. The News on the Street is…. 

The board discussed status of ongoing projects in the Town of Windsor. 

 

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) 

 Board member Melendez motioned to go into an executive session pursuant to C.R.S. 24-6- 

        402(4)(a), (b), and (e) to discuss with Attorney Josh Liley regarding purchase, acquisition, lease, 

        transfer, or sale of real property, or other property interest; Vice President Petersen seconded 

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

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

Nayes - None. Motion carried. 

 

The DDA Board move into Executive Session at 8:20 a.m. 

 

Vice President Petersen made a motion to adjourn the executive session at 9:05 a.m.; Board member 

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

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

Nayes - None. Motion carried. 

 

The Executive Session was closed and the board returned to regular meeting. 
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Upon returning to the regular meeting, the DDA board instructed Mr. Liley to complete survey and title 

work for the DDA property aka the Pasarretti lot to determine ownership of the entire piece of property 

as well as the associated cost to complete the work. 

 

N. Adjourn  

Vice Chairman Stauss motioned to adjourn the meeting at 9:07 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 
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BOARD OF DIRECTORS MEETING 

August 5, 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 7:39 a.m. 

 

A. Roll Call       

Chairman Bob Winter (arrived at 7:44 a.m.) 

Vice Chairman Dan Stauss 

Secretary/Treasurer Craig Peterson  

Kristie Melendez (arrived at 7:43 a.m.) 

Dean Koehler 

Sean Pike  

Jason Schaeffer (excused) 

  

Also present: Town Clerk/Asst to TM  Patti Garcia 

Director of Planning  Scott Ballstadt 

Communications/Asst to TM Kelly Unger 

Megan Walter   Customer Service Supervisor 

Legal Counsel   Joshua Liley 

 

 

B. Façade Grant Proposal – 427 Main Street 

David Roberts, owner of Spokes, Inc. submitted a façade grant proposal for the building located at 

427 Main Street. He presented a rendering of the building and expressed his ideas on finishing the 

façade. There was discussion regarding the Façade Improvement Program policies which state a grant 

can be funded for 25% of the façade up to $20,000; Legal Counsel Liley will review the policy and 

report back to the Board any recommended changes for clarification.  The Board, along with Mr. Liley 

and Ms. Garcia discussed the application, and came to the agreement they would approve the 

$20,000 grant request. 

Secretary/Treasurer Peterson motioned to move the application for a maximum of $20,000; Board 

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

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

Nayes - None. Motion carried. 

    

 

C. Adjourn  

Secretary/Treasurer Peterson motioned to adjourn; Board member Koehler seconded the motion.  

Roll call on the vote resulted as follows: 

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

Nayes - None. Motion carried. 

 

The meeting was adjourned at 7:50 a.m. 
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Megan Walter, Customer Service Supervisor 







































Windsor DDA Revenue 

Special points of interest: 

 June 2015 (3.95% rate) sales 

tax collections were $4,061 

above June 2014 (3.2% rate) 

sales tax collections.   

 Revenue is just above budget-

ed at the end of June 2015 at 

52.01%, as we should see 50% 

of the revenue through the 

sixth month of the year. 

 2015 expenditures are under 

the six month benchmark 

with only 8.26% 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 6   June 2015     

Windsor DDA Expenditures 

Windsor DDA Expenditures

Summary June 30, 2015 Expenditures Budget % of Budget

Operations

Office Supplies $80 $500 16.00%

Public Relations/Advertising $15,321 $25,000 61.28%

Board Development $340 $4,000 8.50%

Dues/Fees/Subscriptions $1,062 $770 137.92%

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 $1,052 $10,000 10.52%

Contract Services $81 $46,500 0.17%

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 $2,500 $5,000 50.00%

Operations Total $24,464 $296,323 8.26%

Grand Total $24,464 $296,323 8.26%

Windsor DDA Revenue 

Summary June 30, 2015 Collections Budget % of Budget

Property Tax Mill Levy $9,550 $11,566 82.57%

Incremental Property Tax $9,347 $14,326 65.25%

Interest $1 $5 20.00%

Town of Windsor Funding $135,000 $270,000 50.00%

Total $153,898 $295,897 52.01%
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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.  
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M E M O R A N D U M 

 

Date: August 19, 2015 

To: Downtown Development Authority Board of Directors  

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

Re: Breast Friends Funding Request 

Item #: G. 

 

Background / Discussion: 

Staff was advised on Wednesday, August 12 that the Breast Friends event was upcoming and 

that there may be a request for funds for the event.  Pursuant to information from Bob Winter, 

it was found that the event has been scheduled for September 2015.  Staff has not been 

informed of the amount of the request or what it would cover for 2015. 

 

At the 2014 meeting at which Breast Friends requested and received funding for the Foot Steps 

to Hope 5k run/walk, they were directed that future requests would require financial 

statements and accounting for review and prior to the funding request.  The financial statement 

and profit & loss statement was received on Friday, August 14, 2015 and is attached to this 

memo.  A brief review denotes event expenses of $3,246.89 of which the DDA provided $3,000. 

 

When taking the request under consideration, the DDA board may want to ask: 

• Names of other organizations that contribute financially to the event and the amount of 

their contribution; 

• Names of other organizations that provide in-kind services for the event and the 

amount; and 

• What the event organizers are doing to help establish the event to make it more self-

sufficient or require less outside funding. 

 

The DDA budgeted $25,000 for Public Relations/Advertising in 2015; there is a current balance 

of $7,298 with future payments totaling approximately $3,100 for the DDA webskin, website 

maintenance, Pro Challenge mug art and help with preparing for Windsor Wonderland (stuff 

bags) would leave a balance in the account of $4,198. 

 

Attachments: 

Financial report 

P&L statement 







 
 

 

M E M O R A N D U M 
 

Date: August 19, 2015 
To: DDA Board  
Via: Kelly Arnold, Town Manager  
From: Patti Garcia, Town Clerk/Assistant to Town Manager 
Re: Revised 2016 DDA Budget Calendar 
Item #: H. 
 
Background / Discussion: 
 
The Windsor DDA 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.  The presentation at the Town Board Work Session has been moved to September 21, 
2015: 
 
September 16, 2015 – DDA work session 
 Budget & mill levy discussion  
 
September 21, 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 
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M E M O R A N D U M 

 

Date: August 19, 2015 

To: Downtown Development Authority Board of Directors  

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

Re: Administrative Grant Submittal – Library Scope of Work & Feasibility 

Item #: I. 

 

Background / Discussion: 

In order to continue moving forward with identifying locations for the relocation of the library, 

staff has prepared the attached Letter of Proposal and Scope of Work which, once finalized, will 

be submitted to the Department of Local Affairs as a request for a $25,000 Administrative 

Planning Grant.  The grant funds must be matched and, since partnerships strengthen the 

application, staff will be talking to the Library and the Town of Windsor to gauge their interest in 

participating in the $25,000 match. 

 

There are items identified in the letter and scope which are still under discussion; those items 

are listed in red. 

 

The DDA currently has a balance of $46,419 in their 2015 budget contract services line item.   

Estimated costs for the matching grant are as follows: 

• DDA + one partner - $12,500 each 

• DDA + two partners - $8,333 each 

 

Attachments: 

Letter of Proposal 

Scope of Work 



 

 

 

 

SCOPE OF PROJECT 

 

SCOPE OF WORK AND FEASIBILITY STUDY  

RELOCATION OF CLEARVIEW LIBRARY TO THE WINDSOR DOWNTOWN DEVELOPMENT 

AUTHORITY AREA 

 

Date TBD 

 

The Downtown Development Authority will request that qualified consultants submit a proposal to complete a 

scope of work and feasibility study for the relocation of the Clearview Library to the Windsor Downtown 

Development Authority Area.   The study will determine feasibility of the proposed locations, identification of 

other community uses and services, and estimate of probable redevelopment costs.    

 

Scope of Project:  

 

Task 1:  Develop proposed library scope 

Tour of at least two libraries referenced in the DDA Area Library Study dated June 22-23, 2015.  The task will 

include a project narrative that describes the design intent with regards to overall building program.  The project 

narrative will include a description of flexibility of the space, furniture, casework, room finishes, ceiling height 

and lighting requirements for each space within the Library.  This task will include a comprehensive numerical 

program itemizing the number of spaces and square foot requirements for the various spaces described in the 

project narrative. 

 

Task 2:  Feasibility of identified locations 

Using the information from Task 1, create conceptual designs for each of the four proposed sites.  Each option to 

include the best parking layout that achieves parking goals, computer generated massing study, diagrammatic 

building plans and a context plan showing the projects relationship to the neighborhood context.  

 

Task 3:  Identification of other community uses and services 

Based on the feasibility of the locations, identify other community uses and services (senior center, cultural 

center, etc.) that could be included in the project.  This task will include potential uses and services that would 

help achieve community-wide goals. 

 

Task 4:  Recommendation of one preferred location and one alternate location 

Through the evaluation of information obtained in Tasks 1, 2 and 3, the DDA Area Library Study and any and all 

information reviewed and obtained through this process; provide a recommendation of one preferred location 

and one alternate location.  The recommendation is to include supporting documentation, analysis and/or 

rationale for the recommendation. 

 

Task 5:  Redevelopment cost estimates 

Provide cost estimates for the following: 

• Estimate of probable redevelopment costs including purchase of property or properties, demolition of 

structure(s) on site(s) and projected building costs. 
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August 19, 2015 

 

 

Mr. Don Sandoval 

Department of Local Affairs 

150 E. 29th St., Ste. 215 

Loveland, CO 80538 

don.sandoval@state.co.us 

 

Mr. Sandoval: 

 

The Windsor Downtown Development Authority (DDA), in partnership with the Town of 

Windsor (Town) and the Clearview Library District (Library), is requesting an Administrative 

Grant of $25,000 for the completion of a Scope of Work and Feasibility for the relocation of the 

Windsor/Severance Library to the DDA area.  The current library was built in 1997 with 13,000 

square feet and expanded in 2009 to 17,000 square feet.  The parking lot has space for 47 cars, 

three of which are designated as handicapped parking. Visitors to the library have increased 

over the years; in 2008 the door count was 135,135 with an increase in 2012 of 215,101 which is 

an increase of 59.17%.  It is not possible to expand the current facility without reducing the 

number of parking spaces and requiring patrons to park on neighborhood streets. 

 

The Town and the DDA have partnered with the Library to investigate the feasibility of the 

library moving into downtown Windsor.  The library surveyed their patrons in early 2015 and 

found that the highest number of respondents reported they would be more likely to visit the 

library if it was in the downtown area.  In June, 2015, the DDA and the Library retained 

Downtown Colorado, Inc. (DCI) for technical assistance to determine interest of both parties for 

the relocation the library into downtown Windsor.  The DDA and Library partnered on the effort 

and paid equal amounts to DCI for their work.  The attached DDA Area Library Study 

acknowledges the mutual interest to pursue locating the Library in the DDA area.   

 

Through the Feasibility Study, the goal is to investigate four proposed sites for library relocation 

in downtown Windsor including the identification of other potential community uses and 

services that could be associated with the project.  The DDA identified exploring options for 

library placement in their 2014-2015 Strategic Action Plan in order to promote and support 

private and public development and to promote the quality of life in Downtown Windsor.   

 

The attached proposed scope of work includes and is not limited to the following tasks: project 

narrative based on information from Louisville Public Library, Anythink Library Brighton and 

Anythink Library Wright Farms; feasibility of the four proposed locations; identification of other 

community uses and services; and opinion of probable redevelopment costs.  The Library is 

supportive of the DDA’s efforts in conducting a Feasibility Study and will continue to be included 

in the Feasibility Study process. 
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The DDA is requesting a matching grant of $25,000 from the Department of Local Affairs for a 

total of $50,000 to complete the Study.  The $25,000 in funding will be shared equally through 

the partnership of the DDA, Town of Windsor and the Clearview Library District???? 

 

Once an award letter is received from DOLA, the DDA and the Town of Windsor will send out a 

request for proposal with bids due within 30 days.  The selection of a firm to conduct the study 

will coincide closely with the signing of the contract by DOLA so the project can begin as soon as 

funding is secured.   

 

Thank you for your consideration of our request. 

 

Respectfully, 

 

 

 

Bob Winter, Chair 

Windsor Downtown Development Authority 

 

Attachments: DDA Area Library Study, June 22-23, 2015 (Downtown Colorado Inc.) 

  Scope of Work 
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