





To:	_____________________	Exam Title:    ______________
	_____________________		Exam No. 	______________
	_____________________		List No. 	______________
	_____________________		C.S. Title: 	______________
			Date: 		______________ 
From:	
	      ___________________________
		Agency Personnel Officer

Dear Eligible:

Only the checked items below apply to you.  

This is to notify you that:
		
___	1.	You were considered and not selected for appointment or promotion to a 
		vacancy in the Subject Title.  Another candidate was selected instead.	

If items 2, 3, 4, 5 or 6 are checked, you are ineligible under the Personnel Rules and Regulations of the City of New York for further certification from the civil service list specified above for the following reasons:

___	2.	You were considered and not selected for appointment or promotion to three 			separate vacancies.  Such ineligibility is only for the above	named agency.  You 
		can be recertified to the agency only upon the agency’s approval; therefore you 
		must write directly to the agency.

___	3.	You declined a promotion due to borough location.  Such ineligibility is only for 			certification from the agency promotion list for positions in such borough.  				However, you remain eligible for positions in other boroughs.  You may be 
			restored to the list for certification to such borough upon your written request to 			the Certification Unit, NYC Department of Citywide Administrative Services, 
		1 Centre Street, 21st Floor, New York, N.Y. 10007.

		___	4.	You failed to reply, or you failed to report to an interview, or you failed to report 					for duty.        

___	5.	You declined appointment or promotion.

___ 	6.	You failed to complete appointment processing.

If you have been made ineligible for further certification under reasons 4, 5 or 6, you may be restored to the list for certification upon written request to the Certification Unit, NYC Department of Citywide Administrative Services, 1 Centre Street, 21st Floor, New York, N.Y. 10007, setting forth the basis for such request.  No person shall be certified following expiration of the list.
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