	

	 MEMORANDUM


	
	


Date:


To:
Department


ATTN:  


FAX:


From:
Department of General Services


Office of Human Resources

Subject:
APPROPRIATE LIST REQUEST – RPA # 
The Department of General Services requests permission for usage of the following list to appoint (insert candidates name and rank).

	AGENCY:
	Department Name and Agency #

	CLASSIFICATION:
	Class Title and Class Code

	LIST TYPE:
	

	LIST DATE:
	

	LIST CODE:
	

	NUMBER OF POSITIONS:
	

	TENURE
	

	TIME BASE:
	

	LOCATION:
	


The Department of General Services is requesting approval to use your (Class Title) list as an appropriate as DGS does not have an eligible list.

If this request is approved, please fax (FAX 916-376-5390) this letter to me with your approval noted below.  Thank you for your consideration in this matter.  

	 FORMCHECKBOX 
  APPROVED
	 FORMCHECKBOX 
  DENIED FOR THE FOLLOWING REASON:       


	SIGNATURE
	     
	DATE:      

	TITLE:
	     


If you have any questions or need additional information, please feel free to contact me.

Analyst’s Name

Title

Telephone #

Email Address

