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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:
December 7, 2007
TO:

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

1.
Interviewed candidates for the Administrative Office Assistant position in the City Clerk’s Office.  Chinta Jones began with the City Clerk’s Office on November 26, 2007.  Training is continuing. 
2.
Issued 257 Change Orders which included continued processing of Purchase Order fiscal year closures.  Issued 338 Purchase Orders including continued processing of new fiscal year purchases for a total of 595 Purchase and Change Orders for goods and services.   Processed 3 contracts for execution in accordance with administrative procedures to ensure the City is protected and all terms and conditions are proper and complete.
3.
Processed 64 lien search requests and provided results to requestors.  Continued to coordinate with Information Technology toward establishment of an Electronic Lien Processing System.
4.
Received 24 new public records requests.  Completed 13 requests from prior months.  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.  

5.
In coordination with the City Manager’s Office, finalized and distributed agenda materials for the November 21, 2007 and December 4, 2007 Regular Commission meetings.  Uploaded agendas with backup to the City’s website.   Prepared advertisements as required. 
6.
Continued to discuss with Information Technology recommended upgrades for the audio/visual system in the Commission Chambers.
7.
Submitted updated departmental statements and related information for General Services/City Clerk for the Program Detail portion of the City’s Budget Book.
8.
Assisted various departments in the purchase or lease of equipment, services and goods to ensure use of other entity or State contracts when cost effective and in the best interest of the City. 
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