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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:

April 7, 2008
TO:

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

1.
Prepared and finalized budget information including revenue projections for General Services Department and City Clerk’s Office.  
2.
Hosted at the Cultural Center the monthly meeting of the Southeast Florida Cooperative Purchasing Group, held with the quarterly meeting of the National Institute of Governmental Purchasing organization.
3.
Continued to discuss and review with Information Technology transitioning to an electronic format for purchase orders and issuance of same through e-mail to vendors and departments. 

4.
Issued 59 Change Orders and 272 Purchase Orders for a total of 331 Purchase and Change Orders for goods and services.   Processed 8 contracts for execution in accordance with administrative procedures to ensure the City is protected and all terms and conditions are proper and complete.
5.
Submitted 3 draft formal Request for Proposals to departments for review and comment and issued formal Request for Proposal for a City Red Light Enforcement System.
6.
Processed 74 lien search requests and provided results to requestors.  
7.
Received 41 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.  

8.
In coordination with the City Manager’s Office, finalized and distributed agenda materials for the March 5, 2008 and March 19, 2008 Regular Commission meetings and the March 3, 2008 Special Meeting.  Uploaded agendas with backup to the City’s website.   Prepared advertisements as required.  Continued to produce agenda results and minutes for prior meetings.
9.
Prepared Candidate Package for the November, 2008 Election.  Assisted interested parties in election information. Posted March, 2007 election campaign reports on City’s website.  
Attachments

 
monthly cm  report.doc

