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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:

March 7, 2008
TO:

D. Mike Good, City Manager
FROM:
E. Dent McGough, Director, General Services/City Clerk
SUBJECT:
MONTHLY ACTIVITY REPORT – February, 2008
General Services Department and City Clerk’s Office activities for the month of February, 2008 include, but are not limited, to the following:

1.
Prepared, finalized and released the FY 2008-09 Pricing Catalog on February 15, 2008 used by departments for budget preparation.  Updates will be provided as required based on issuance of new contracts and applicable changes in commodity pricing.  
2.
Provided ongoing assistance in receiving vendors at City Hall who perform various monthly maintenance services and forwarded resulting reports to appropriate personnel.
3.
Issued 20 Change Orders and 232 Purchase Orders for a total of 252 Purchase and Change Orders for goods and services.   Processed 6 contracts for execution in accordance with administrative procedures to ensure the City is protected and all terms and conditions are proper and complete.
4.
Submitted 3 draft formal Request for Proposals to departments for review and comment, issued one formal bid and received one formal bid for evaluation.
5.
Processed 71 lien search requests and provided results to requestors.  
6.
Received 36 new public records requests and continued processing toward completion.  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.  

7.
In coordination with the City Manager’s Office, finalized and distributed agenda materials for the February 6, 2008 and February 20, 2008 Regular Commission meetings and the February 19, 2008 and February 27, 2008 Special Meetings.  Uploaded agendas with backup to the City’s website.   Prepared advertisements as required.  Prepared and distributed CDs for the City Commission, City Manager and staff.  Continued to produce agenda results and minutes for prior meetings.
8.
Continued to coordinate test phase of the automated lien system to ensure all information is “captured” in order to provide lien requestors with correct and complete information. 
9.
Continued the process toward producing a supplement to the City Code to include applicable ordinances since the last recodification in 2003.
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