Furlough Process Flow Chart

Determine that a furlough is

appropriate

Review for possible legal
exposures (if a furlough will not
be uniformly applied to all
employees)

Submit furlough plan to DOAS

for review/approval

Reduction-in-Force/Furlough Toolkit

Determine the scope of the
furlough

Define the competitive

process(es), if needed

Meet with affected staff and
provide written notice to
affected staff (at least 30

calendar days before effective
date of first furlough date for
classified employees)

Define the method for
determining the order in which
employees will be furloughed

Identify the jobs affected and

furlough date(s)

Determine whether a
competitive process is needed

Review the employment status
of employees within the scope
of the furlough for special
considerations (e.g., classified,

to identify affected employees
and/or furlough dates for each
FLSA exempt) employee

For detailed information regarding the Furlough Process,
please refer to the Furlough Sample Process Steps and the
FAQ documents in the toolkit.
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