
Agency determines 
position(s)/function(s) to 

be eliminated

Agency contacts ADOA 
HRD (Marie Isaacson or 

ER Section); ADOA 
explores alternatives 
and RIF requirements 

Agency 
implements 

alternatives to 
RIF, if any

Need to 
proceed with 

RIF?

Agency holds 
vacant positions 
and suspends 

personnel actions 
that would affect 

RIF

Agency determines:
- prop. eff. date
- scope of RIF

- positions to be 
eliminated

- employee status
- retention points

Agency prepares RIF 
proposal and submits to 
ADOA HRD Director 30 
WD prior to proposed 

RIF eff. date

Agency:
- determines bumping
- drafts employee RIF 

correspondence
- obtains assistance 

from ADOA/ER if 
necessary

ADOA HRD approves, 
modifies or denies 

RIF request

Agency schedules 
RIF notification 

meeting(s), 
coordinates with 
ADOA/ER and 

Career Center and 
finalizes notification 

materials

Agency conducts RIF 
notification meetings, 
presents letters (of 

best job offer or 
separation) to 

affected employees, 
explains process, 

advises employees of 
Career Center 

services

Agency responds 
to any requests for 

review

On effective date of 
RIF, processes 

separations, collects 
state property from 
employee, notifies 

Payroll and Benefits

End

Yes

No

End

RIF denied

End

RIF approved 
or modified

REDUCTION IN FORCE (RIF) PROCESS OVERVIEW

RIF approved
or modified
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