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Section
FILLING A POSITION - OTHER

| ADMINISTRATIVE THAN LIST OF ELIGIBLES

Subject

MANUAL Restoration to An Eligible List -

Procedure

Reference:
Administrative Manual, Section 20-25, Restoration to An Eligible List — Guidelines

PROCEDURE
Responsibility Action

INDIVIDUAL
1. Determine that the criteria detailed in Administrative
Manual, Section 20-25, have been met

2. Prepare a Request for Restoration to Eligible List, Form
PDAS 24 (sample, page 2).

The form is available from the Personnel Department,
the Department’s Personnel Records Section, or
business unit personnel offices.

3. Submit the original and two copies of the form to the
business unit personnel office in which you were last
employed in the Civil Service class to which restoration
is requested.

BUSINESS UNIT PERSONNEL OFFICE
Verify and provide information, as appropriate, and forward
to the Business Unit Director.

BUSINESS UNIT DIRECTOR
Complete the “Appraisal” section of the form and indicate
whether you would be willing to appoint the individual if a
position were open (refer to ltem 15, page 4).

If restoration is not recommended, the reasons should
be substantiated and attached to the form.

Transmit the original and two copies of the form to
Personnel Records.
PERSONNEL RECORDS
Process and forward the forms to the Personnel
Department
Form PDAS 24
Request for Restoration to Eligible List
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Preparation of Form PDAS 24
Request for Restoration to Eligible List

Prepare an original and two (2) copies of the form according to the following

instructions:

EMPLOYEE

. Class to which you wish to be restored

The title of the Civil Service class to which you wish to
be restored.

. Date of termination

The date your service in the class was terminated.

. Date available for appointment

The date you will be available for employment ‘in this
class.

. List reasons for termination from above class

Reasons for termination in full.

. Are you presently employed by the City in another

class? YES/NO
Check the appropriate box.

. If you are not now employed by the City. .

Check the appropriate box to answer both questions in
this section. If either is “Yes”, explain in detail by
attaching additional sheets as necessary.

. Work history

List work history since leaving City service. Attach
additional sheets if necessary.

. Mailing address

The address at which you receive your mail, including
city and zip code number.

. Telephone

Your residence telephone number.
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10. Social Security number
Enter your Social Security number.

11. Full Name
Your first, middle, and last names.

12. Signature
Sign your name on the original and both copies.

13. Date
The date the form is prepared.

BUSINESS UNIT DIRECTOR
14. Appraisal
Check one box for each factor listed.

15.1 would be willing...
Write “YES” or “NO”.

16.Signature of appointing authority
Sign in the name of the General Manager and Chief Engineer.

DATE 02-24-92 Page 4 of 4
SUPERCEDES 05-30-85



