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INTRODUCTION 

The Lake Orion Downtown Development Authority operates as a steward of Tax Increment 
Financing (TIF) revenues—public funds captured for the express purpose of advancing 
economic development, infrastructure investment, public improvements, and the long-
term vitality of the downtown district. 

As such, the Authority maintains a fundamental obligation to ensure that all expenditures 
are aligned with measurable outcomes, responsible financial management practices, and 
the continued support of its municipal partner, the Village of Lake Orion. 

This recommendation follows and adheres strongly to five (5) key principles: 

1. Sustaining Core Commitments 

The FY 2026–2027 budget has been developed with a clear and deliberate priority: 
to maintain and fully fund its existing and history making commitments to the Village, 
its residents, and its business community. 

These commitments include: 

• Contractual Police and Public Works agreements with the Village  
• Planning and financial participation in shared municipal services  
• Direct giving for infrastructure, maintenance, and public improvements  
• Ongoing operational support that contributes to the safety, accessibility, and vitality 

of the downtown district  
• Prioritizing the repayment of debt 

These obligations represent core functions of the Authority and are essential to the 
continued success and stability of downtown Lake Orion. Accordingly, the proposed budget 
ensures that these commitments remain fully supported without reduction or disruption. 

2. Internal Discipline to Protect External Obligations 

In order to sustain these commitments, the Authority has taken a disciplined and proactive 
approach to internal budgeting and operations. 

The FY 2026–2027 budget reflects: 

• A proposed reorganization of staff to better align with demonstrated operational 
needs and financial performance  

• A significant reduction in capital expenditures, limiting new authority focused capital 
investment  



• A realignment of internal resources to eliminate structural inefficiencies identified 
over the past two fiscal years  

• A rational approach to non-TIF revenues trending towards revenue neutrality for 
public events and marketing 

These actions are intentional and strategic. They reflect a prioritization of resources that 
places the Authority’s obligations to the Village and community above internal expansion or 
discretionary spending. 

3. Protecting the Integrity of Public Investment 

The Authority recognizes that TIF revenues are entrusted public funds and must be managed 
with a high degree of accountability and consistency. The proposed budget reinforces this 
responsibility by ensuring that: 

• All contractual and financial obligations are fully met  
• Public investments continue to support measurable economic and community 

outcomes  
• Internal organizational structures are aligned with actual financial performance and 

sustainable revenue sources  

Even as adjustments are made to staffing and internal operations, the Authority continues 
to maintain its full financial participation in the services and investments that support the 
downtown district. 

4. A Position of Strength and Responsible Governance 

The actions reflected in the FY 2026–2027 budget are not indicative of financial constraint, 
but rather of intentional financial stewardship. 

The Authority is experiencing growth in overall revenue, largely driven by DDA driven 
investment and the resulting increased TIF capture. However, rather than expanding internal 
costs in response to that growth, the Authority has chosen to: 

1. Exercise restraint in new capital spending  
2. Reevaluate internal organizational structures  
3. Align expenditures with demonstrated performance and long-term sustainability  

This approach ensures that the Authority remains a stable, reliable, and disciplined partner 
to the Village of Lake Orion, while continuing to advance its mission of economic 
development and downtown revitalization. 

 



5. Reinforcing Trust Through Action 

By maintaining all external commitments while implementing internal efficiencies, the 
Authority is demonstrating a clear and consistent principle: 

Commitments to the Village, its residents, and its business community come first. 

The proposed budget and organizational realignment reflect a governance approach 
grounded in accountability, transparency, and long-term planning. These actions reinforce 
the Authority’s role as a trusted partner and ensure its continued effectiveness in supporting 
the growth and success of downtown Lake Orion. 

 

BUDGET OVERVIEW 
 
The year over year increase in taxable value of the District has provided an opportunity to 
strategically apply a revenue increase to sustaining core Village based need, while enabling 
core economic sustainability measures within a restricted, and reduced cost approach to 
staffing and programming. In short: 
 
Where we ARE… 
Current Year Taxable Value: 2026-27   $57,849,170.00 
Base Year 1985 Taxable Value:    $10,233,400.00 
Current Year Captured Taxable Value:   $47,615,770.00 

Current Year TIF Revenue:    $1,226,530.00 
Where we WERE… 

As of the 75-25 Commitment (2022)  
2022 Taxable Value     $47,562,240.00 
2022 Captured Taxable Value:    $37,328,840.00 
2022 TIF Revenue:     $896,787.17 
 
Summary of our Operational Revenue Position: 
Current Year TIF Revenue:     $1,226,530.00 
External Revenue      $    171,060.00 
Anticipated Full 26-27 Revenue    $1,397.530.00 
 
Note: for operational analysis $80,500 of external revenue is for pass through grants, insurance claim 
reimbursements, and certificate sales/redemption.  
 
Actual Revenue Projection $1,317,090.00 + 80,500 (existing grants) = 1,397,590  



MEETING OUR COMMITMENT TO THE VILLAGE 
       Proposed   Prior Year 
Public Safety and Code Enforcement  $106,090.00   $103,000.00 
General Public Works    $   27,211.00   $   27,211.00 
General Cost of Administration   $   64,522.00   $   62,643.00 
Contracted Services for Dwtn Maintenance $   20,000.00   $   20,000.00 
Utility Services for Street Lighting and Parks $   16,100.00   $   14,700.00 
Contribution to Capital Infrastructure Fund $ 247,307.00   $ 112,993.00 
Debt Service on Bond(s) – Public Project  $ 421,333.00   $ 420,721.00 
 
 Total Base Partnership   $ 902,563.00  $ 761,268.00 
 
 

MEETING OUR COMMITMENT TO THE TIF 
       Proposed   Prior Year 
Staffing      $  221,390.00   $244,550.00 
General Operations     $    68,690.00   $  75,245.00 
Main Street  - Design/Organization   $    51,630.00   $  74,990.00 
Main Street – Econ. Dev / Promotion  $  118,980.00   $157,110.00 
 
 Total TIF Operations   $  460,690.00   $ 551, 895.00 
 
 
GENERAL APPROPRIATION REQUEST 
 
WORKING ESTIMATED REVENUE TARGET $1,397,590.00 
   Village    ($902,563.00) 
   TIF    ($460,690.00) 
   Misc. General Activity (  $22,968.00) 
 
 Anticipated Use of Fund Balance  $11,369.00 
 
The recommendations that allow the DDA to increase its commitment to the village and 
decrease its operational appropriation is largely based on a singular budget tracking, that 
was implemented on a assumption. Alternative revenue has simply not accrued to the 
benefit of the organization. 
 
Total Sponsor, Event, Merchandise Sales (24-26)  =  $18,9232.00 

Last Year 

$171,128.00 



FISCAL STEWARDSHIP   
REQUIRES ORGANIZATIONAL REALLIGNMENT  

The Downtown Development Authority operates as a steward of Tax Increment Financing 
(TIF) revenues, which are public funds captured for the express purpose of advancing 
economic development, infrastructure investment, and the long-term vitality of the 
downtown district. As such, the Authority has an ongoing obligation to ensure that all 
expenditures—particularly those related to staffing and operations—are aligned with 
measurable outcomes and responsible financial management practices. 

The organizational structure adopted during the FY 2024–2025 budget cycle included an 
implicit financial model in which a portion of staffing costs would be offset through internally 
generated revenue, most notably through sponsorships and fundraising activities. This 
model assumed that reallocating resources from third-party contracted services to internal 
staffing would both maintain operational capacity and generate new revenue streams 
sufficient to support the expanded structure. 

Actual financial performance over the subsequent two fiscal years have not been realized at 
a level sufficient to support the current staffing model. As a result, staffing and 
programmatic expenditures that were originally intended to be partially self-supporting are 
now being funded primarily through TIF revenues. While growth in TIF capture has provided 
the Authority with increased financial capacity, reliance on these funds to support functions 
that were expected to generate offsetting revenue represents a departure from the original 
financial premise of the adopted structure. 

In this context, the following proposed organizational realignment reflects a necessary and 
appropriate exercise of financial stewardship. The Authority must ensure that TIF resources 
are deployed in a manner that: 

• Maximizes their impact on economic development and district vitality  
• Maintains alignment between expenditures and demonstrable outcomes  
• Avoids the long-term subsidization of functions that do not produce the anticipated 

financial or programmatic return  

By realigning staffing and operational responsibilities to better reflect actual performance, 
the Authority is reinforcing its commitment to prudent financial management and ensuring 
that public funds are utilized in a manner consistent with both the intent of the TIF plan and 
the expectations of the community it serves. 

 
 



Proposed - New Organizational Model 

The organizational structure proposed by the Director is a necessary component of the 26-
27 Annual Budget and reflects a transition from a consolidated, generalist staffing model to 
a function-based operational framework. This model is designed to: 

• Align responsibilities with demonstrated performance needs  
• Separate strategic, administrative, and execution functions  
• Improve accountability across all operational areas  
• Provide flexibility in revenue generation through targeted external support  

The structure ensures that each core function of the Authority—administration, marketing, 
events, and economic development—is assigned to the most appropriate delivery method, 
whether internal or external.  

The Budget is aligned with the following recommended organizational positions:  

Executive Director: Strategic Leadership, Financial Oversight, and Revenue 
Accountability 

The Executive Director serves as the central point of accountability for the Authority’s 
operations, financial management, and strategic direction. 

Core Responsibilities: 

• Sponsorship Strategy and Revenue Leadership  

o Establish annual sponsorship goals and frameworks  
o Maintain and cultivate relationships with major sponsors and institutional 

partners  
o Lead high-level sponsorship negotiations and agreements  

• Financial Management and Budget Oversight  
o Develop and administer the annual budget  
o Monitor performance against revenue and expenditure targets  
o Ensure alignment with TIF plan priorities and fiduciary obligations  

• Partner and Government Coordination  
o Serve as liaison to the Village, Township, and regional partners  
o Coordinate with public agencies on infrastructure, events, and initiatives  

• Organizational Oversight  
o Supervise all staff and contracted service providers  
o Ensure alignment between staffing, programming, and strategic goals  

 

 



Key Clarification: 

While the Executive Director is responsible for sponsorship outcomes, the role is not 
intended to perform all execution-level fundraising activities. Instead, the Director provides 
leadership, relationship management, and accountability, supported by staff and/or 
contracted resources. 

 

Administrative Assistant: Organizational Backbone and Operational Control 

The Administrative Assistant position is redefined as a core operational role, responsible for 
ensuring organizational consistency, financial tracking, and administrative coordination 
across all Authority functions. 

Core Responsibilities: 

• Financial and Administrative Support  

o Assist with general ledger tracking, invoice processing, and reporting  
o Maintain accurate financial records and support budget monitoring  

• Event Logistics Coordination  
o Manage permits, vendor coordination, insurance documentation, and 

scheduling  
o Serve as the central coordinator for event logistics and compliance  

• Board and Committee Administration  
o Prepare meeting materials, agendas, and minutes  
o Coordinate communications and documentation for Board and committees  

• CRM and Data Management  
o Maintain sponsorship, business, and stakeholder databases  
o Track sponsorship outreach, commitments, and follow-ups  
o Support reporting on engagement and revenue activities  

Organizational Value: This role establishes the administrative discipline and internal 
systems necessary to support consistent operations and effective sponsorship tracking—
functions that are critical but often underdeveloped in smaller organizations. 

 

Marketing & Events Coordinator: Program Execution and Public-Facing 
Engagement 

The Marketing & Events Coordinator is a degreed, early career, professional responsible for 
executing the Authority’s marketing strategies and supporting the delivery of events and 
programs, and related revenue attributable thereto. 

 

 



Core Responsibilities: 

• Marketing and Communications  
o Develop and implement social media and content strategies  
o Create promotional materials and maintain digital presence  

• Event Promotion and Coordination  
o Support planning and execution of Authority events  
o Coordinate on-site logistics and public engagement efforts  

• Business and Community Engagement  
o Maintain regular communication with downtown businesses  
o Support participation in promotions and events  

• Sponsorship Support  
o Assist in preparation of sponsorship materials, including:  

 Presentation decks  
 Marketing graphics  
 Outreach collateral  

o Support sponsorship campaigns through coordination and follow-up  

Key Clarification: This position supports sponsorship efforts through content creation and 
coordination but does not carry primary responsibility for revenue generation or 
sponsorship outcomes. 

How does this Reallignment  
Correct the Sponsorship/Revenue Gap? 
 
The proposed organizational alignment implements an Executive-led strategy with targeted 
external support, and eliminates operational budget imbalances to allow the organization 
to maintain its commitment to its Village of Lake Orion municipal partner. Sponsorship 
development and alternative revenue will be restructured to reflect the specialized nature 
of revenue generation activities. 

• Executive Director  
o Leads overall sponsorship strategy  
o Manages high-value relationships and negotiations  
o Sets revenue targets and accountability measures  

• Internal Staff (Administrative Assistant + Coordinator)  
o Provide support through:  

 Data management (CRM tracking)  
 Preparation of materials  
 Coordination of outreach efforts  

• External Support (as needed)  
 Commission-based sponsorship consultants, or  
 Campaign-specific marketing/fundraising professionals  



Rationale: The proposed staffing model reflects a deliberate shift from a consolidated, 
generalist structure to a function-based organizational design. 

Under the prior model, multiple complex functions — including marketing, event 
coordination, and sponsorship development — were assigned to a single position with the 
expectation that internal capacity would generate significant revenue outcomes. 
Operational experience has demonstrated that these functions require distinct skill sets, 
performance structures, and levels of specialization. 

The proposed structure separates these functions into: 

• Administrative support and organizational management  

• Marketing and event execution  

• Executive-level oversight of sponsorship and revenue strategy  

This approach ensures that: 

• Routine operational functions are performed efficiently and consistently  

• Marketing and event execution are delivered at an appropriate staffing level  

• Revenue generation responsibilities are aligned with roles that have the capacity, 
relationships, and accountability to produce results 

This model reflects a practical and data-informed evolution of the Authority’s operations 
and positions the organization for improved performance and financial sustainability 
moving forward. 

 

A RECOMMENDATION DRIVEN BY BUDGET. It is important to emphasize that this 
realignment is a budgetary and structural adjustment, undertaken in response to financial 
performance and organizational needs, and not a critique of individual performance. The 
changes proposed herein are intended to ensure that the Authority’s organizational 
structure aligns with its adopted budget, actual revenue outcomes, and operational 
realities. 

Furthermore, this reorganization enables the Downtown Development Authority to continue 
meeting its substantial commitments to the Village of Lake Orion, including the 
responsible use of Tax Increment Financing (TIF) revenues, support for infrastructure and 
public improvements, and the ongoing advancement of downtown economic development 
initiatives. 

This action represents a prudent and necessary adjustment that supports the Authority’s 
mission while ensuring it remains a reliable and effective partner to the Village and the 
broader community. 

 















Administrative Coordinator 
 

Contact Executive Director, Matthew Gibb at 248-693-9742 or email him at gibb@downtownlakeorion.org 

 
Supervision Received: Reports to the DDA Director 
Supervision Exercised: Intern / Volunteers as needed 
 
Position Summary 
The Administrative Coordinator serves as the organizational backbone of the Downtown Development Authority (DDA), 
providing essential administrative, financial, and operational support to ensure the efficient and consistent delivery of 
programs, events, and initiatives. This role is responsible for maintaining the internal systems, coordination, and 
documentation necessary to support the DDA’s mission of advancing economic development and downtown vitality in 
alignment with the Main Street Four Point Approach®, with particular emphasis on Organization and Promotion. 
 
This is a public facing role, and the candidate must be very comfortable communicating and interacting with the public, 
government and business community. 
 
Qualifications: 

● Working knowledge of Municipal government procedures a plus 
● Professional attitude and ability to work with the public, municipal officials, volunteers and merchants  
● Working knowledge of Main Street America a plus 
● Strong organizational skills with attention to detail 
● Willingness and ability to learn quickly, without significant oversight 
● Ability to work cooperatively with others 
● Strong communication skills, both written and oral 
● Bachelor’s degree in communications, office administration, English, or journalism is desired. 

 
Duties:  

● Create and/or edit content for 
o Board and Committee Informational Materials 
o Business and Community notices and communications 

● Serves as administrative resource person to DDA Director, Assistant Director and DDA Board 
o Assist with bookkeeping functions, processing invoices, expenditures, and support general ledger 

organization including use of BS&A or similar municipal accounting software 
o Assist in Preparation of Agenda Packets for monthly meetings using MuniCode agenda software  
o Liaison for all merchandise sales including Downtown Dollars. 
o Manage administration of DTLO office, password(s), software support and supplies. 
o Manage other special programs, projects and events, as needed 
o Assists with preparation and distribution of materials supporting the organization including fliers, 

brochures, posters, newsletters and survey distribution as necessary 
o Working knowledge of all active workplans 
o Performs other duties as required 
o Office organization, supply, and coordination with cleaning and maintenance services  

 
Knowledge of the following a plus, willingness to learn is a necessary skill: 

• The four-point Main Street approach to assist in the recruitment and management of volunteers 
• Microsoft Office Suite – with an emphasis on Word and Excel 
• Use of cloud based storage and document creation, storage and editing. 
• Social Media, including posting, metrics, and data 
• Snap Retail (Email services) 
• Canva.com (Graphics) 

Wages:  
● $20/hour DOQ 

 
Schedule: 

● 30 hours weekly (Schedule varies based upon DDA Calendar) 
● General: in office Monday – Thursday 9am- 4pm, plus flex time depending on events and schedule 

RECOMMENDED BUDGET IMPACT 
29,120 + wthold = $31,650 



 
MARKETING AND COMMUNICATIONS COORDINATOR 

Reports to: Executive Director 

The Marketing and Communications Coordinator will primarily support marketing of the Lake Orion Downtown Development 
Authority and its Main Street Alliance including but not limited to email marketing, production of creative content, database 
management and more, with an overall goal of increasing brand awareness, volunteer participation and recognition for the 
District. 
 
The Marketing and Communications Coordinator will implement marketing plans that effectively support wide-reaching 
awareness. The position requires the ability to deploy resources strategically while managing multiple projects with a keen 
attention to detail and quality. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
Job descriptions do not typically include every duty or responsibility that a person in the role may be asked to perform but 
the following is a thoughtful list based on current needs. 
 

• Support implementation of written Marketing and Communications work plan(s). 
• Support and create content for offering of sponsor, alternative revenue sourcing. 
• Present and maintain a positive public image of the organization 
• Coordinate with external consultants: website, graphic design, photo/video, printing and more 
• Coordinate production process for marketing collateral 
• Assist in marketing collateral for internal and external stakeholders and events 
• Assist with website content and manage all domain and hosting contracts 
• Gather metrics for website and earned media, and put together an initial and continuing analysis 
• Conduct occasional photography 
• Support/coordinate content for marketing campaigns 
• Support development of collateral, including Annual Reports, Development Updates and PowerPoint presentations 
• Create Small Business Engagement resource kit(s) 
• Develop, deploy, analyze surveys and reports in collaboration with DDP and BIZ 
• Report out on metrics and other administrative tasks 
• Coordinate efficient uploads of all photo and video files to appropriate platforms (Google Photos and YouTube) 
• Manage news and magazine subscriptions and events calendars 

COMPENSATION & SCHEDULE 

This is a full-time, salaried position with an annual compensation of $47,900, commensurate with experience. 

The position is expected to maintain a flexible work schedule averaging 35–40 hours per week, with regular office hours 
supplemented by evenings and weekends as required to support events, programs, and community engagement 
activities. 

This position is not benefit-eligible. 

QUALIFICATIONS 
• Bachelor’s degree or one to three years work 

experience in related, professional setting. 
• Ability to prioritize and execute projects 

simultaneously with exceptional quality and 
meticulous attention to detail. 

• Project management principles and practices. 
• Knowledge of Microsoft Suite, including 

PowerPoint, Word, Excel and others. 
• Software experience with Adobe Creative Suite, 

including photo and video editing. 
• Demonstrated ability to create digital/creative 

content 
• Willingness to demonstrate commitment to 

the mission, vision and core values. 
 

CORE COMPETENCIES 
• Critical thinking and problem solving 
• Decision-making 
• Attention to detail 
• Quick to action 
• Conflict resolution and customer service 
• Planning, prioritization, and organization 
• Verbal and written communication 
• Teamwork 
• Adaptability 
• Diplomacy 
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