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CIVIL SERVICE DEPARTMENT 
REQUEST FOR CIVIL SERVICE COMMISSION ACTION GUIDELINES 

REQUEST FOR REAPPOINTMENT OF RESIGNED EMPLOYEE 
Civil Service Rules and Regulations Section 45 

Civil Service Commission Policy Not Applicable 

Date: 2.. - 2. '2- 17

Section 1 : To be completed by requesting department.

A requisition is required. The requisition number is: # 1-1 D 17 - 0 23 
Has the re uisition been received in the Civil Service De artment? 

ls there an existin 

Have all required documents been submitted to the Civil Service Department? 
• Request signed by former employee.
• Corres ondin re uest from hirin de artment.

I Section 2: Points to be addressed in request:

Formal name of employee and summary of employee's work history, specifying all Cur. 
classification titles and dates including date(s) permanent status was attained in each 
classification. red C, LT, c.t.$: 7 'f 

Classification title for rea 

The employee was referred to the Human Resources Department and/or hiring 
department regarding benefits, salary, department status, working conditions, etc. 

The employee has been notified that a new probation period is required and that all prior 
Civil Service rights have been severed. 

The following should be in attendance at the Civil Service Commission meeting: 
• Requesting department.
• The em lo ee re uestin rea ointment recommended .

Notes: 

SUGGESTED ACTION: 

To be completed Civil Service Depl 
by de artment Verification 

Yes 

No 

No 
No 

Yes No 

No 

No 

X - SG

X - SG

X - SG

X -SG

X - SG

X - SG

X - SG

X - SG

X - SG

X - SG

Staff recommends approval of the Harbor Department request.

Civil Service staff has contacted the department and
employee to attend CSC meeting on  March 15, 2017+

Staff has contacted Ms. Tapia to inform her of the request for reappointment to 
her previous position. She was advised of the conditions of her reappointment. 
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