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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:

October 7, 2008
TO:

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

1.
Completed revisions/updates to the Board and Committee Administrative Policy and the Agenda Preparation Administrative Policy and provided to the City Manager’s Office for review, approval and distribution. 
2.
Continued to coordinate with AVI, the company upgrading sound and video systems in the Chambers.  The video system was completed on October 3, 2008.  Training of staff and Comcast representatives is being scheduled. 

3.
Assisted candidates for the November 4, 2008 election and accepted required reports.  Notified candidates of any deficiencies in reports. 
4.
Issued 71 Change Orders and 288 Purchase Orders for a total of 359 Purchase and Change Orders for goods and services.   Prepared 5 draft bid documents, issued 1 RFP, received 1 RFP and processed 7 contracts for execution.  In accordance with fiscal year end procedures, Central Warehouse completed the inventory process for fiscal year 2007-08.
5.
Processed 63 lien search requests and provided results to requestors.  
6.
Received 35 new public records requests.  Completed 24 public records requests.  18 public records requests are pending completion.  Expended significant time in reviewing for completeness of information and to ensure exempt information is not disclosed.  Monitored submittal of records by departments to ensure requests are timely processed and complete. 

7.
In coordination with the City Manager’s Office, finalized and distributed agenda materials for the September 17, 2008 and September 29, 2008 Regular Commission meetings and the September 17, 2008 and September 24, 2008 Public Hearings on the Budget.  Uploaded the agenda with backup to the City’s website.   Prepared advertisements as required. Continued to produce agenda results and minutes for prior meetings.
8.
Received proof from Municode of comprehensive update of the City Code of Ordinances.  Applicable departments requested to review proofs and provide comments to the City Clerk’s Office by October 27, 2008.
Attachments

 
