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ADMINISTRATIVE OFFICE MANAGER’S REPORT 
 

September 2020 
 

 

 
Hours Worked August - 73 

 

• Attended and completed meeting minutes for the August 12, 2020 Monthly Meeting 

• Completed minutes from the July Mediation with City of Fernandina Beach. 

• Sign at Port – prepared permit questionnaire for the City of Fernandina Beach. 

• Worked with Joanne at Coursun & Stam on budget and reconciliations; set up users for all. 

• Invoices paid and entered into QuickBooks 

• Payroll entered into QuickBooks 

• Agenda for September meeting 

• Responded to all emails and corresponding documents/letters 

• Website Updates 

• Electronic file organizing 
 

Public Records Request Received in August 1 
 

• Richard Bruce – email from Clyde Davis to Commissioner Sturgess. 


