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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:

January 7, 2009
TO:

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

1.
Scheduled/coordinated installation of new copiers in specified City locations as per Specialized Equipment Replacement Schedule for Fiscal Year 2008-09.
 
2.
Coordinated removal of contracted vending machines, City wide, and coordinated deployment of City owned vending machines in approved locations. 

3.
Continued to coordinate with AVI, the company upgrading sound and video systems in the Chambers.  All systems have been completed and training of staff was held on December 16, 2008.

4.
Issued 23 Change Orders and 219 Purchase Orders for a total of 242 Purchase and Change Orders for goods and services.   Prepared 5 draft bid documents, issued 1 formal bid, and processed 6 contracts for execution in accordance with administrative procedures.  
5.
Processed 62 lien search requests and provided results to requestors.  
6.
Received 43 new public records requests of which 27 were completed.  Completed 19 public records requests from prior months for a total of 46 completed requests.  16 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 November 19, 2008 and December 3, 2008 Regular Commission meetings. 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.
Continued to coordinate with Municipal Code Corporation Inc. on the republication of the code. 
Attachments

 
