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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:
October 8, 2007
TO:

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

1.
Updated Master City Contract list including review of contract terms, renewals and expirations.  Continued to coordinate with departments, City-wide, to ensure timely and proper renewal or re-bidding of City contracts for goods and services. 
2.
Processed 323 Purchase Orders and 68 Change Orders for goods and services.  Released one formal bid document for services and received one formal public works bid for evaluation.  Processed 7 contracts for execution. 
3.
Processed 58 lien search requests and provided results to requestors.  
4.
Received 19 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. 13 requests are in process. 

5.
In coordination with the City Manager’s Office, finalized and distributed agenda materials for the September 19, 2007 and October 3, 2007 Regular Commission meetings and assisted in finalizing the September 12, 2007 and September 26, 2007 materials  for the Public Budget Hearings on adoption of the millage rates and annual budgets. Uploaded agendas with backup to the City’s website.   

6.
Completed draft of updated Agenda Preparation Administrative Policy and revisions to the Electronic Agenda Procedure Manual for review and comment by the City Manager’s Office. 
7.
Presented updated Purchasing Administrative Policy to City personnel via training class which emphasized new purchasing thresholds and legal requirements as well as updated procedures to ensure vendors delivering goods and/or providing services to the City have adequate insurance coverage on file.
8.
Provided draft revision of the Protocol Manual to the City Manager’s Office for review and comment and draft revision of the Ethics Manual to the City Attorney for review and comment, with finalization to follow.
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