
COMMUNITY DEVELOPMENT AUTHORITY (CDA) MEETING 
Wednesday June 23, 2021 at 4:00 p.m. 

Caledonia Village Hall – 5043 Chester Lane 

THIS WILL BE AN IN-PERSON MEETING 

1. Meeting called to order

2. Approval of Minutes from the May 26, 2021 meeting

3. Branding/Marketing Group Report- Adam, Kjell, Elsa, Fran, Pete

4. Blight Update- Pete

5. CDABA- Adam

6. Budget priorities- CDA-2021-22 (preliminary budget discussion)

7. Treasurer’s Report- Kjell

8. Adjourn

Dated June 18, 2021 
Joslyn Hoeffert 
Village Clerk 

Only Community Development Authority members are expected to attend.  However, attendance by all Board members (including non-members of the 
CDA) is permitted.  If additional (non-committee) Board members attend, three or more Board members may be in attendance.  Section 19.82(2), Wisconsin 
Statutes, states as follows: 

If one-half or more of the members of a governmental body are present, the 
meeting is rebuttably presumed to be for the purposes of exercising the  
responsibilities, authority, power or duties delegated to or vested in the body. 

To the extent that three or more members of the Caledonia Village Board actually attend, this meeting may be rebuttably presumed to be a “meeting” within 
the meaning of Wisconsin’s open meeting law.  Nevertheless, only the committee’s agenda will be discussed.  Only committee members will vote.  Board 
members who attend the committee meeting do so for the purpose of gathering information and possible discussion regarding the agenda.  No votes or other 
action will be taken by the Village Board at this meeting. 













Steps Required to Successfully Brand Caledonia 
Updated: June 18th, 2021 

1. Determine the messaging we require for Caledonia

2. Write up a design brief.

1. Logo

2. Website

3. Letterhead/Biz Card/Collateral

4. Signage

3. Establish a design budget (Roughly $20k-$40k)

4. Establish a short list of local and regional design firms.

5. Send inquiries to design firms with the design brief

6. Meet with 3 design firms, discuss budget. Potentially set up pitch meetings

7. Receive pitches.

8. Vote on choice of firm.

9. Pay design firm down payment and potentially retainer. (33-50%)

10. Await initial design mockups.

1. Messaging

2. Logo

3. Website (using placeholder stock photography)

4. Letterhead/Biz Card/Collateral

5. Signage

11. Receive pitch for design approval.

12. CDA votes on design direction.

13. CDA recommends design direction to the Village Board

14. Village Board approves the proposed design direction, empowers the CDA to manage ongoing

development of branded materiel going forward. If not, we return to step 1.

15. (Removed per Kathy Kasper due to budgetary constraints)

CDA begins searching for someone to fill a Communications Manager role. ($45k annually)

1. Excellent writer, college education

2. PR experience preferable

3. Experienced with content management for WIX/Squarespace, a bonus, not required

4. Experienced with Illustrator/Photoshop, a bonus, training providable

5. Creative ideas and energy, highly social

16. Ad Hoc Marketing Group Firm will prepare final signage designs and send to Michael’s for a price

quote

17. Ad Hoc Marketing Group Firm will prepare multiple photo shoots to derive content for website and

other materials.
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18. Ad Hoc Marketing Group Firm will integrate photography and graphic content into website as well 

as write copy for the website. 

19. Signage files are approved by CDA. 

20. Village Board approves design and passes resolution that all branded items must follow the brand 

guidelines established by firm in a brand guidelines document. 

21. A repository of files is set up to contain current files for all collateral, logoing, and photography. This 

is the only place people draw templates from etc.  

22. Business Cards, Letterhead, Envelopes are ordered. ($5k-$20k depending on scope) Digital 

Letterhead templates are provided to Village Staff and placed in file repository.  

23. Swag merchandise is ordered ($5k) 

24. Communications Manager role is filled, meeting is had with marketing committee and design firm to 

discuss handing over all content from design firm, placed it in file repository. Manager is given keys 

to the back-end of the website, is tasked with setting up social media pages utilizing content from 

firm. 

25. Planning begins on “Countdown to a New Caledonia” event with Communications Manager working 

with the CDA/CDABA to build excitement for new brand launch. ($10k + donations) 

26. Business Cards, Letterhead, Envelopes are received. 

27. Swag Merchandise is received 

28. Final payment is provided to design firm. 

29. “Countdown to a New Caledonia” is held to showcase new signage and community branding. 

1. Setup and Prep for event are discussed by Communications manager on social media in weeks 

leading up to ribbon cutting to help build awareness/attendance. 

2. Teaser invites are sent to targeted business owners 

3. Old website is skinned with “Countdown to a New Caledonia” splash imagery, utilizing  old 

logoing, ticker 

4. Signage is revealed.  

5. New website is launched. 

6. Journal Times coverage, potential good morning Milwaukee news story.  

7. The party following the signage opening is attended by targeted business execs who receive 

swag bags full of Caledonia merch. 

30. Communication Manager showcases the event with photo galleries on new website, ties in instagram 

stream of people with “#BrandNewCaledonia” hashtag on the website etc.



Meeting Date: June 28, 2021 

COMMUNITY DEVELOPMENT AUTHORITY 

Description: Listing of various Village materials, software, equipment, and other items 
that will be impacted by a change in branding. 

Background: The CDA directed staff to draft a list of items or materials that would be 
impacted by any change in Village branding. Working with the Clerks office, staff has 
prepared the following list of items that do not necessarily encompass all that may be 
impacted by changes in the Village’s logo, colors, or fonts, but rather a list of items that 
will be impacted by a branding change. These changes will have a fiscal impact that will 
need to be addressed as part of any re-branding effort taken on by the Village. 

Staff contacted the City of Oak Creek as they have recently changed their logo and 
branding materials. Included in the list are items identified by the City of Oak Creek. Many 
of their items coincided with items identified by staff. 

• Logos on Village Vehicles
• Existing marketing materials (i.e. banners, brochures, etc.)
• Employee uniforms or branded clothing
• Department permit applications, forms, permits, letterhead, agendas, invoices,

business cards, envelopes
• Checks and/or credit cards
• Email
• Webpage
• Social media
• Water towers
• Software programs such as Casselle, NeoGov, Microsoft, and MyViewPoint
• Building signs (internally & externally) and rugs
















