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May 4, 2011

Dear Member:

Provisionals are not always safe in this current economic environment,
You are currently working as a provisional Analyst but aiso have a
permanent title. This may make you eligible to be made permanent in
the Analyst title series (Staff Analyst, Associate Staff Analyst, or
Administrative Staff Analyst) through the DCAS Personnel Rule 6.1.9.
which allows the change from one permanent title to another permanent
title.

To qualify, certain relatively simple criteria must be met.

The criteria are: the maximum salary of your permanent title (the title
that you were appointed to due to the movement of a Civil Service list)
must be equal to or greater than the minimum salary of the proposed
permanent title (the permanent Analyst series). You also must meet the
basic qualifications for the title based on your own education and
experience.

It was suggested by your Agency that you discuss this with your
immediate supervisor and your Human Resources representative/liaison.
In this discussion, indicate that this personnel action is a no cost item to

your Agency.

Not everyone is eligible to have a change in title (to be 6.1.9.d) and not
every Agency is willing to approve and process this type of action. If a
problem arises concerning this issue, please call us as soon as possible
so we can either assist you or intervene on your behalf in this process.
We are enclosing a copy of Personnel Rule 6.1.9. Transfer and Change of
Title and the Personnel Form DP 72 which is used to facilitate this action,

Yours truly,

Sheila Gorsky,
Executive Director,
Organization of Staff Analysts

CC SG/mjs




- - . THECITY OF NEW YORK . | -.
Issue. o - o PPP No.
No. 4 DEPARTMENT OF PERSONNEL - pbip
PERSONNEL POLICY and PROCEDURE '

DATE: November 20, 1995

SUBJECT: Tiansfer and Change of Title

'Sﬁpersedes: Personnel Policy and Procedure No. 589-85 _
Source: Rules and Regulations of the Clty Personnel Dlrector Secnon 6 1.9
1. k n

The Rules and Reguladons of the City Personnel Director allow an agency with the
approval of the City Personnel Director/Commissioner to change an emplOyee"s title under
-certain condiions. City Personnel Director Rule 6.1.9. states that "... any permanent
employes in the compeéttive class who meets all of the requirements for a competitive
- examination, and -is othemse quah.ﬁed as’ determmed by the ery Personne!
D1rector/Cornmlsswner shaﬂ be Ch,_.,lble for pamcxpanon in a non-\.ompeuuve_
exammauon ina different posmcm clasmﬁcanon provided. that such employes is holding

a posmon m a sumlax vrade

ge

"Dﬁl:nx . : :

At the request of the agency head and with the approva] of the City Personnel

Director/Commissioner, the Department of Personnel. will conduct a non-competiave.

exanunaﬂon for an employee pursuant to Rule 6.1.9, prowded that the follov.rm'?r
3 cond1t10ns are: met : -

1. 'I'he employee has been permanently avpomted toa compenuve class posmon and.
’ .has successfully completed the probattonary penod for that posmon

2. The employee mests a]l of the 0pen—compet1t1ve requlremcnts for appointment to
the position soug ht :

3. No preferred hst or depa.rtrlenml promotmn lidt exists for the title to which the
employee seeks appointment; :
4. The employee agrees to the transfer;
5. The position sought is not iII_é- direct line of promotion from the employez's

current position;
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6.  The minimum salary of the assignment level, or title (if the title has no assignment

' levels) to which the employes wishes to be transferred, is not greater than the
maximum salary of the ex:uploye‘= § current assignment level or title (if the title has
o assignment Ievels)

7. If_ the Rule 6.1.9 criteria would permit the transfer to more than one assignment

' level, or title within a title series, the transfer would generally be permissible only
_ to the dtle or assignment level comparable to the employee s current salary and

assignment level; : _ B

8.  The ernployee is not transferring to or from the_management_ class of positions;

9. Ifthe employee is being transferred to another agency, the head of that acency has
~ agreed to the transfer; and

10’. ' The chanoe in utle cannot be construed as a promooon

1. Itcoceﬁ;m .
1. Change of Title o ' g
" To change an employee s utle under Rule 6.1, 9 both agencies, or the one agency
~if the change is interpal, must ‘complete. the appropnate forms (DP-72 and
‘Experience Paper Form A) after reviewing the employes’s qualifications for the
- new position and send them to the Department of Personnel's Control and Service
_Dwmon :-.dc:m‘Jr with the appropnate processing fee and a radonale for t.he request

' When an employee s utle is chan«ed in accordance w1th Rule 6.1. 9, the employe“
" is subject” to a probationary period unless the City Personnel “Direétor/
Commissioner notifies the employee in writing that the probationarty period is
being waived. Waivers will be granted only in exceptional circumstances. Where
" a waiver is granted, the émployee must resign the previously held title and the
agency(s) must payroll both the resignation and title change action immediately.
Where a waiver is not granted, the employee must resign the previously held title
~ and serve a probationary period in the new title and the agency(s) must payroll both
actions immediately. Employees whose titles cha.ucre in accordance with Rule
~ 6.1.9 will got'be granted leaves of absence from former'titl_es.'

Am@7
Lilliam Barrios/Paoli

City Personne Duector/(‘.'ommlssmner

}NQUIRTES: Bureau of' Civil Service Administration (487-6664) :
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THE NEW YORK CITY DEPARTMENT OF CITYWIDE ADMINISTRATIVE SERVICES
DIVISION OF CITYWIDE PERSONNEL SERVICES
1 CENTRE STREET, 21*' FLOOR, NEW YORK, NY 10007

REQUEST FOR TRANSFER OR REDEPLOYMENT AND/OR CHANGE OF TITLE

Request is hereby made for a certificateof LI TRANSFER OR [J REDEPLOYMENT aND/OR [ cHANGE oF TiTLE
Name of Employee . ., _ Sacial Security Number

AGENCY ' AGENCY

TITLE & LEVEL . TITLE & LEVEL

TITLE CODE # SALARYS TITLE CODE # ___SALARY'S

Signature of Agency Head or Designee Date Signaturs of Agency Head ot Designee Date
have read and understand the terma and conditions as set forth on the reverse side of this form and all rules and regulations governing transfer, redeployment

mmmle ﬂmnmnpymmmmcursnmmmomwsmmrmsj. { authorize the payroll deduction of the required Personnal
process

! hereby consentto this L] TRANSFER oR [1REDEPLOYMENT  ANDIOR ] CHANGE OF TITLE

_ Signature of Employee | ' . _ Date
Preferred List in Existence? Promotion List In Existence? Permanent Employee (completed probation in present title)?
O ves O no O Yes I no [ ves £ no O promotion rights reviewed.

Rule: Subject to:

Reason:
Control & Service Authorized Signaturs _ Date
RECOMMENDATION TO ORDER A RULE 6.1.9 EXAMINATION Exam.No. __ __ _
is maximum salary of presént title $ equal to or greater than minimum salary of proposed title $ ____ ?
| | Oves DOno

Is pro'posed title in a direct promotional line from present title or construed as a promotion? O YES O NOj

Is proposed title and level comparable to preseht title and level? O YES O no

Is candidate transferring to or from the management class? ' O ves O ~o
Does candidate meet the minimum qualification requirements for requested position? O vEs O ~o
Buresu of Examinations Aathorized Signainre | Dase

O approvep Ll pisapproveD |
' ' Deputy Commissioner for Citywide Personnel Services . Date

‘DP-12 (RA2ET) .
READ TERMS AND CONDITIONS ON THE OTHER SIDE




TERMS AND CONDITIONS

It is important that this form be filled out completely before it is submitted to the Division of
Citywide Personnel Services for consideration. _ _

An application for transfer can be approved while the applicant is on probation. On transfer,
the probationary period starts anew, as the one year period must be served completely in the
same agency. (Exception: Redeployment is governed by the Memorandum of
Agreement).

An application for transfer shall not be approved whenever there exists a depanmental
promotion or a preferred list for the position to which transfer is sought unless, in the case
of a promotion list, such list consists of fewer than three available eligibles.

Transfers are subject to the applicable Personnel Rules and Regulatlons of the City of New
York, Rule VI, Section I, Rules 6.1.1 through 6.1.9. _

An application for a title change cannot be approved while the applicant is on probation. In
addition, a title change is subject to a one-year probationary period unless waived by the
Commissioner of the Department of Citywide Administrative Services. (Exception:
Redeployment title changes are governed by the Memorandum of Agreement.)




