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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:
August 7, 2007
TO:

D. Mike Good, City Manager
FROM:
E. Dent McGough, Director, General Services/City Clerk
SUBJECT:
MONTHLY ACTIVITY REPORT – July, 2007
General Services Department and City Clerk’s Office activities for the month of July, 2007 include, but are not limited, to the following:

1.
Staff hosted the monthly Southeast Florida Cooperative Purchasing meeting.

2.
Staff completed an Attendance Report for Advisory Boards and Committees and noted the impact on membership of the new Ordinance requirement of three consecutive unexcused absences or four unexcused absences in one calendar year.  The Administrative Policy for Boards and Committees is being updated.
3.
Processed 208 Purchase Orders and 45 Change Orders for goods and services.  Released two formal bid documents for services and submitted one draft bid to department for review. 

4.
Processed 79 lien search requests.  
5.
Prepared minutes from 4 regular meetings and 2 special meetings for consideration of approval at the August 1, 2007 Commission meeting.
6.
Received 31 new public records requests.  Continued to evaluate and assign Public Records requests City wide, review departmental submittals for completeness, approvals and exempt information and coordinate transmittal of the documents to the requestors. 12 requests are in process. 

7.
In coordination with the City Manager’s Office, finalized and distributed agenda materials for the July 18, 2007 and August 1, 2007 Regular Commission meetings and provided draft agenda results from prior meetings for approval by the City Manager’s Office.   Uploaded agendas with backup to the City’s website for the June 18, 2007 and August 1, 2007 Commission meetings.   

8.
Staff completed research on election of officers and other procedures associated with the two Safe Neighborhood Districts. 
9.
Coordinated the installation of Digital Recording Equipment in the Commission Chambers and Room 257, received training on equipment operations and used the equipment for the first time at the August 1, 2007 Commission meeting.
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