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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:
May 7, 2007
TO:

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

1.
Processed 104 lien search requests.  Transmitted 11 documents for recording at Broward County.
2.
In coordination with Information Technology, researched implementation of an internet based system for processing purchasing orders and change orders to expedite purchasing procedures and reduce use of paper and mailing expenses.    
3.
Compiled list of vacancies for Boards and Committees and forwarded applications to the City Commission via the City Manager’s Office.  Prepared letters to Chairs of Boards and Committees reminding of the requirement to hold elections prior to June 30, 2007 with results of the voting to be submitted to the City Clerk. 

4.
Received 24 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. 15 of the 24 requests are still in process. One request from March is awaiting completion of information.

5.
Processed 193 Purchase Orders and 30 Change Orders for goods and services.  Issued Request for Proposal for a City wide Master Plan and Implementation Strategy. Processed the approval and execution of 4 contracts for various professional services, materials, equipment, and improvements. 
6.
In coordination with City Manager’s Office, finalized and distributed agenda materials for the April 11, 2007 Special Meeting on a Code of Ethics and the Protocol Manual and the April 18, 2007 and May 2, 2007 Regular Meetings.   

7.
Maintenance contracts for the Municipal Complex for FY 2007-08 including generator, alarm monitoring, fire extinguishers and sprinkler system were negotiated for processing prior September 30, 2007.
8.
Coordinated purchase of new rate chip and Dynamic Weighing Platform to ensure City wide mail is processed following postage increase on May 14, 2007.
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