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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:

December 5, 2008
TO:

D. Mike Good, City Manager
FROM:
E. Dent McGough, Director, General Services/City Clerk



SUBJECT:
MONTHLY ACTIVITY REPORT – NOVEMBER, 2008 
General Services Department and City Clerk’s Office activities for the month of November, 2008 include, but are not limited, to the following:

1. Continue to assist Departments, City-wide, in the purchase and/or lease of equipment, services and goods to ensure best value and cost effectiveness.    
2. Completed processing 3 contracts for execution in accordance with administrative procedures.
3. Staff attended the 11th Annual Reverse Trade Show sponsored by the National Institute of Governmental Purchasing at the Broward County Convention Center.  Business opportunities with the City were explained to over 300 vendors.

4. Managed the process for receipt of payment and pick up of vehicles which were auctioned on-line.
5. Processed 201 end of the fiscal year Purchase Order close outs and 276 Purchase Orders.  A total of 477 purchase orders and close outs for good and services were processed.

6. Prepared and worked on 4 draft bid documents for pending release.  Received 1 RFQ response and prepared 1 bid tabulation summary.
7. Continued to coordinate with AVI, the company upgrading sound and video systems in the Chambers to complete the punch list items.  

8. Coordinated the November 4, 2008 election with the Broward County Supervisor of Elections Office. Monitored election results and coordinated notification of candidates, as necessary, regarding the recount.

9. Re-elected Mayor and Commissioners were sworn in by City Clerk and conducted Election of Vice-Mayor at the November 19, 2008 Commission Meeting.
10. Processed 51 lien search requests and provided results to requestors.  

11. Received 31 new public records requests of which 10 were completed.  Completed 10 public records requests from prior months for a total of 20 completed requests.  21 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. 

12. Continued to coordinate the republication of the Code with Municipal Code Corporation. 
