
 

 1 of 1  

City and County of Denver 
Greenprint Denver – Environmental Management System 

U
n
le
s
s
 o
th
e
rw
is
e
 s
p
e
c
if
ie
d
 a
t 
th
e
 b
e
g
in
n
in
g
 o
f 
th
e
 d
o
c
u
m
e
n
t,
 p
ri
n
te
d
 c
o
p
ie
s
 o
f 
th
is
 d
o
c
u
m
e
n
t 
a
re
 U
N
C
O
N
T
R
O
L
L
E
D
. 
 

A
lw
a
y
s
 r
e
fe
r 
to
 t
h
e
 o
n
li
n
e
 E
M
S
 d
o
c
u
m
e
n
t 
li
b
ra
ry
 p
ri
o
r 
to
 u
s
e
 t
o
 e
n
s
u
re
 y
o
u
 a
re
 u
s
in
g
 t
h
e
 m
o
s
t 
c
u
rr
e
n
t 
v
e
rs
io
n
. 

External Communication Tracking Process 

Document Identification Number: CCD-303.02 

Version: 1.0 

Revision Date: December 23, 2008 

Document Owner: EMS Program Administrator (Kurt Schlomberg) 

Controlled Copy Location: Not applicable. 

 

 

External Communication 
 

 

 

 

Mayor's office responses for letters/emails and tracking: 

 

Hard copy letters 

An exec assistant in the MO manages these 

• General letters - Appointed staff on behalf of the mayor  

• Agency specific letters- Agency heads on behalf of the mayor  

• Administrative letters- Chiefs of staff on behalf  

• In rare instances, the Mayor may sign off on a letter himself  

 

Emails 

Mary Crosswright (MO exec assistant) manages these 

• Same process as above  

 

Tracking 

MO tracks these using 311’s CRM system.  They create their own cases, include the original 

email or letter plus the response (cut and paste of email and scanned letter) and resolution, and 

close the cases when completed. 

 


