April 7, 2008

Monthly Report


Page 2


CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:

February 6, 2009
TO:

D. Mike Good, City Manager
FROM:
Andrea Lues, General Services Acting Director

Shari Canada, Acting City Clerk



SUBJECT:
MONTHLY ACTIVITY REPORT – JANUARY 2009
General Services Department activities for the month of January 2009 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 two (2) contracts for execution in accordance with administrative procedures.
3.
Prepared and worked on three (3) draft bid documents for pending release.  Released RFP/QBS # FY 2008-2009-003 Redevelopment of approximately 2.34 acres within the City of Hallandale Beach Community Redevelopment Agency –Design Build Qualification based selection process.

4.
Attended the S.E. Florida Chapter Coop monthly meeting.

5. Processed and completed three (3) Public Records Request. 
6. Processed 217 purchase orders and change orders for goods and services
City Clerk activities for the month of January 2009 include, but are not limited, to the following:

1. Completed punch list of items with AVI, the company upgrading the sound and video system in the Chambers. Staff is working with AVI to complete the user manuals. 

2. Processed 60 Lien search requests and provided results to requestors. 

3. Received 44 new public records requests of which 32 were completed.  Completed 12 public records requests from prior months for a total of 44 completed requests.  20 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. 

4.
In coordination with the City Manager’s Office, finalized and distributed agenda materials for the January 7, 2009 and January 21, 2009 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.

5.
Continued to coordinate with Municipal Code Corporation Inc. on the republication of the code. 
