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Name: DRIVES System Letters and Forms Working Group 

Meeting Date:   September 13, 2016 Organizer: Noelle Peterson 

Meeting Time: 10:00 am Location: GoToMeeting   
1(571)317-3122 
356-215-349 

 

1. Purpose of Meeting 

 Reviewing C.R.S., Rules and procedures to identify requirements for systems letters, forms, 
and correspondence 

 Establishing a library of all system letters, forms, and correspondence of current CSTARS, 
Counties and DOR items and afterwards for DRIVES 

 Standardizing all systems letters, forms, and correspondence for DRIVES 

 

2. Attendance at Meeting   

Invited Position  Invited Position  

Bo Ortiz (Co-Chair) Pueblo  Noelle Peterson DOR  

Tony Anderson (Co-Chair) DOR  Paul Nadeau OIT  

Diana Hall Boulder  Chris Hochmuth DOR  

PJ Taylor Denver  Tammy Aschenbrenner DOR  

Victoria Gallegos Arapahoe  Cindi Wika OIT  

Candace Powers Routt  Jason Salazar Denver  

Dylan Ikenouye DOR  Michael Pfeiffer FAST  

Dustin Armbrust FAST  Amanda Ross Kit Carson  

Eric Deffenbaugh FAST     
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3. Meeting Agenda  

1. Call to Order and Roll Call – Bo Ortiz or Tony Anderson 

2. Approval of Minutes – Bo Ortiz or Tony Anderson 

3. Old Business 

4. New Business  

a. Discuss plan for the Business Writer 
b. Review inventory of forms/letters 
c. How to use FCR Site 

5. Action Items – Bo Ortiz or Tony Anderson 

6. Public Comments, Questions and Statements – Bo Ortiz or Tony Anderson 

7. Meeting Adjourned 

 

 

 
 

4.  Meeting Minutes 

Meeting Minutes from September 13, 2016 for approval 

 Members that were in attendance were:  Bo Ortiz, Diana Hall, PJ Taylor, Victoria Gallegos, 
Tony Anderson, Dylan Ikenouye, Noelle Peterson, Tammy Aschenbrenner, Eric 
Deffenbaugh, Michael Pfeiffer, Amanda Ross, and Dustin Armbrust 

 Meeting convened at 10:00am by Tony Anderson 

 Minutes were reviewed with no changes requested 

 Old Business 
o Business Writer 

 Will begin September 19 
 Arapahoe, Boulder and Denver Counties agreed to have Business Writer visit 

their offices 

 New Business 
o Logo Placement 

 Everyone on the call liked having both logos on the letter 
 FAST mentioned spacing may be different but close to sample 
 FAST will define size and shape for logos, counties will need to provide 

appropriate artwork 
 The address by the county logo will be generated based on location where 

the letter is generated 
 There will not be DOR address info on the letter template 
 The 2nd page of the letter can have logos or not, to be determined 
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 Working group voted to unanimously to recommend this option to the 
Governance Committee with the sample mock up 

 Reviewed Action Item Log 
o Logo Discussion moved to completed 
o DRIVES Demo to be scheduled 

 Next meeting 
o Discuss plan for the Business Writer 
o Review inventory of forms/letters 
o How to use FCR Site 
o Onsite meeting at the DRIVES facility 

 Business Writer 
o Will visit Arapahoe, Boulder and Denver  

 T&R will schedule times with each county and will draft an agenda with 
desired outcomes for county visits 

o Will use Microsoft Word to draft letters to start and deposit in FCR 

 Meeting adjourned at 10:21am 
 
 

5.  Action Items 

1. Review Action Item Log 
 

6. Next Meeting 

Date:   November 8, 2016 Time:   10:00am Location:   GoToMeeting   
1(571)317-3122 
356-215-349 

Purpose:    Reviewing C.R.S., Rules and procedures to identify requirements for systems 
letters, forms, and correspondence 

 Establishing a library of all system letters, forms, and correspondence of 
current CSTARS, Counties and DOR items and afterwards for DRIVES 

 Standardizing all systems letters, forms, and correspondence for DRIVES 

 


