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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:

September 7, 2007
TO:

D. Mike Good, City Manager
FROM:
E. Dent McGough, Director, General Services/City Clerk
SUBJECT:
MONTHLY ACTIVITY REPORT – August, 2007
General Services Department and City Clerk’s Office activities for the month of August, 2007 include, but are not limited, to the following:

1.
Participated in the Performance Measurement Workshop for the Strategic Plan project and provided information and participated in discussions during the meeting with consultants preparing a Master Plan for City. 
2.
Processed 241 Purchase Orders and 61 Change Orders for goods and services.  Released one formal bid document for services and received one formal bid and one formal proposal for evaluation.  Processed 5 contracts for execution. 
3.
Processed 60 lien search requests and transmitted 4 sets of minutes to Municode for posting. 
4.
Received 27 new public records requests.  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. 15 requests are in process. 

5.
In coordination with the City Manager’s Office, finalized and distributed agenda materials for the August 14, 2007 and September 5, 2007 Regular Commission meetings and the August 28, 2007 Special Meeting on the Budget.  Continued to upload agendas with backup to the City’s website..   

6.
Completed draft of comprehensive Ethics Manual for review by the City Attorney and assisted in preparations for the Parliamentary Procedures/Ethics Workshop held on August 21, 2007.
7.
Completed revisions to Administrative Policy for Boards and Committees for approval by the City Manager’s Office and subsequent distribution.
8.
Provided training to applicable departments on the use of the new digital recording equipment in the City Commission Chambers.

9.
Completed draft updates to the City Emergency Procedures Manual pertaining to proposed additional responsibilities of the General Services Department.

Attachments

