
Reduction-in-Force/Furlough Toolkit      January 2020 

 
Determine that a RIF is 

appropriate
Determine the scope of the 

RIF

Identify the jobs affected Determine whether a 
competitive process is 

needed 

Review the employment 
status of employees in 

affected jobs within the 
competitive area for special 

considerations

Define the competitive 
process (if applicable) 

Identify who will be subject 
to staff reductions and who 

will be retained

Review for possible legal 
exposures

Determine cost of staff 
reduction

Correspond with DOAS -
Submit RIF plan to 

DOAS/HRA for review and 
consultation, as appropriate

Notify Legislature if 25+ 
employees or positions will 
be eliminated during RIF (at 

least 15 days before staff 
notification)

Meet with affected staff and 
provide written notice of RIF 

(at least 30 calendar days 
before effective date of RIF 

for classified employees) 

Assist affected staff with 
outplacement (when 

possible)

Provide final employment 
documents on last day of 

employment

For detailed information regarding the Reduction-in-

Force/Layoff Process, please refer to the Reduction-in-

Force Sample Process Steps and the FAQ documents in 

the toolkit. 

 


