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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:
June 7, 2007
TO:

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

1.
Processed 100 lien search requests.  
2.
In conjunction with Information Technology, resolved issues with Civic Plus to ensure the City Commission agenda with all backup is placed on the City’s Website.  The agenda and backup were placed on the City’s Website effective with the June 6, 2007 Commission meeting.    
3.
Forwarded applications from persons interested in appointments to Boards and Committees to the City Commission via the City Manager’s Office for consideration during the “Other” section of Commission meetings.  
4.
Received 36 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. 13 of the 36 requests are in process. 

5.
Processed 233 Purchase Orders and 55 Change Orders for goods and services.  Received proposals to the City wide Master Plan and Implementation Strategy Request for Proposal.  Processed the approval and execution of 7 contracts for various professional services, equipment, improvements and grant funding documents. 
6.
In coordination with the City Manager’s Office, finalized and distributed agenda materials for the May 16, and June 6, 2007 Regular Commission meetings and the May 4, 2007 Special Meeting on CRA and Development.    

7.
Completed inventory of City Clerk Office records in the Archives Room.  Created tabs/categories for City Clerk and General Services records management program for destruction and retention of records.
8.
Continued to work with Information Technology and Finance toward implementation of an electronic system for distribution of purchase orders and change orders to vendors which will expedite processing and facilitate communications between the City and its vendors.
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