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CITY OF HALLANDALE BEACH, FLORIDA

MEMORANDUM

DATE:

June 6, 2008
TO:

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

1.
Attended the monthly meeting of the Southeast Florida Cooperative Group held with the quarterly meeting of the National Institute of Governmental Purchasing organization. 
2.
Continued to coordinate with Municode toward production of amended City Code book, estimated to be received by June 30, 2008.
3.
Completed final recommended updates to the City’s Ethics Manual and submitted to the City Manager’s Office for review and approval.
4.
Issued 62 Change Orders and 263 Purchase Orders for a total of 325 Purchase and Change Orders for goods and services.   Completed two draft RFPs, issued one RFP and received one RFP, and processed 5 contracts for execution in accordance with administrative procedures. 
5.
Assisted interested parties in election related questions and prepared election packages as requested.
6.
Processed 71 lien search requests and provided results to requestors.  
7.
Received 33 new public records requests of which 17 were completed, with the remaining requests being fulfilled.  All requests from prior months were completed.  Reviewed for completeness of information and to ensure exempt information is not disclosed.  Monitored submittal of records by departments to ensure requests are timely processed. 

8.
In coordination with the City Manager’s Office, finalized and distributed agenda materials for the May 7, 2008 and May 21, 2008 Regular Commission meetings and the May 14, 2008 Budget Visioning Special Meeting.  Uploaded agendas with backup to the City’s website.   Prepared advertisements as required.  Continued to produce agenda results and minutes for prior meetings.
9.
Updated City website information regarding Boards and Committees to include the name and contact number for each liaison for each Board and Committee.
10.
Continued to finalize Data components necessary for testing of automated Lien Search System.
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