CITY OF NEW ORLEANS
CHIEF ADMINISTRATIVE OFFICE

POLICY MEMORANDUM NO. 80 March 24, 1995
TO: All Departments, Boards, Agencies, and Commissions
FROM: Marlin N. Gusman, Chief Administrative Officer
SUBJECT: APPERANCES BEFORE THE CIVIL SERVICE COMMISSION
POLICY.

Departments shall obtain the approval of the Chief Administrative Officer
before requesting that an issue be reviewed by the Civil Service
Commission. If the departments receive a request from the Civil Service
Commission for information or to appear at a commission meeting, the Chief
Administrative Officer shall be notified promptly. Failure to comply may
result in disciplinary action. This policy does not restrict the right of
the individual employee to appeal to the Civil Service Commission.

PROCEDURE..

A. Any department wishing to have an issue reviewed by the Civil
Service Commission shall notify the Chief Administrative Officer in
writing at least one month in advance. The notification should
include a synopsis of the issue, deadlines affected, budgetary
impact, desired result and names and titles of employees who should
attend. The name, title and telephone number of a contact person
should be included.

B. If the Chief Administrative Officer approves and an appearance
before the commission is scheduled, the department shall notify the
Chief Administrative Officer in writing at least ten days prior to
the scheduled appearance.

C. Any department receiving a request for information or appearance
from the Civil Service Commission shall notify the Chief
Administrative Officer promptly of the request. The information
listed in Il. A. shall be included in the notification, as well as
the date of the requested appearance.

D. No statements of City policy or position are to be made without the
approval of the Chief Administrative Officer.

E. The department involved shall send the Chief Administrative Officer
interim reports, if appropriate, and a final report of the outcome.
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Il. INQUIRIES

Questions concerning this policy should be addressed to the Chief
Administrative Officer at 565-6570.
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