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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:
November 7, 2007
TO:

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

1.
Scanning of current contracts into Optiview for City-wide access is continuing. As new contracts are executed, they are scanned as part of standard procedure.
2.
Processed 377 Purchase Orders and 79 Change Orders for goods and services.   Processed 12 contracts for execution for goods, services and equipment maintenance in accordance with administrative procedures to ensure the City is fully protected and all terms and conditions are proper and complete.
3.
Processed 70 lien search requests and provided results to requestors.  Coordinated initial steps toward establishment of an Electronic Lien Processing System.
4.
Received 20 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. Eight requests are in process. 

5.
In coordination with the City Manager’s Office, finalized and distributed agenda materials for the October 17, 2007 and November 7, 2007 Regular Commission meetings.  Uploaded agendas with backup to the City’s website.   Prepared draft Agenda Results for prior meeting for review, comment and approval.
6.
Provided training sessions for all departments on updated City agenda policies and procedures with emphasis on the electronic agenda maker system.
7.
Discussed with Information Technology recommended upgrades for the audio/visual system in the Commission Chambers.
8.
Submitted draft Ethics Manual to City Manager’s Office for review and comment.
9.
Revised Protocol Manual based on City Manager’s Office review toward finalization and distribution.

10.
 Provided training to departments using the new digital recording equipment on the dais.
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