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f . Files Closed 15

g. Pages Scanned 319
7. Certificate of Occupancy 2

a. 0 (Commercial)

b. 2 (MillCreek Lots 1& 18)

8. Certificate of Completion 4

9. Record Requests 27

10. Permits Closed:

a. BS &A 658

b. Fortis 0

11. Pages Scanned:

a. BS&A L4,542
b. Fortis 0

L2. Update of Contractor Records 66

13. Lien Search 90

14. Customer Service Sign in Sheet (Excluding Zoningl AOI

15. Permits Processed 133

15. Calls on permits for corrections 39

L7. MailMerge 82

18. Special Magistrate Cases 18

1.9. Notice of Hearing/Notice of Violation Letters 24

20. Scanning of wide format plans 1,885

2L, Monthly reports for County, Property Appraiser, Growth Management, Census Bureau

and DPEP.

CITY CLERK'S OFFICE:

1. Prepared Agendas with backup material, attended 1 Commission Regular Meeting and 1
Workshop and transcribed minutes for same

2. Continued training Assistant City Clerk

3. Completed Affordable Care Act reporting and awaiting IRS results

4. Qualified four candidates for the 2015 Municipal Election

5. Processed 629 passport applications, L2 garage sale permits, 1 special event permit, 51

garbage cart orders/complaints, performed 83 notary services, L4 record/copy requests

6. Attended and prepared the docket for the Special Magistrate Hearing (O6/Ll2OL6l and

administrative duties for 47 cases on agenda, filed 13 Liens/releases, processed 15

Reduction of Fine Cases

7. Human Resources: Job Postings 4, Employment ads published and on website 4

8. Background Checks, Driver's License Checks, New Employee Orientations, Pre-

Employment Physicals, 12

9. Added 2 new vehicles to FMIT

10. Employee evaluations sent 8

LL. Payroll changes (voluntary) 1, PersonnelAction Reports Processed 12,

Separations/Retirements processed 1,

L2. Personnel Records Requests Verifications of Employment 2, Pension Record Requests 1

13. FMLA application tracking 1

L4. Added 3 to ICMA and 5 to ICMA IRA

15. lssued Photo lDs to 3 City Employees and 8 CERT members
16. Coordinated 2 employee meetings for the Classification and Compensation Study

presentation
17. lssued 2 Veteran's Preference Letters
















































































































































































