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RIF I f tiRIF Information
In the Federal Government, a layoff is  
called a reduction in force or RIFcalled a reduction in force, or RIF.  
An agency must use RIF procedures when 
one or more employees will be separatedone or more employees will be separated  
or placed in a lower graded position for a 
reason such as reorganization lack ofreason such as reorganization, lack of 
work, shortage of funds, or abolishment of 
a program or agencya program or agency.



RIF PRIF Process

In order to conduct a RIF, Human 
Resources must establish the:Resources must establish the:

Competitive Area
Competitive Levels
Retention RegistersRetention Registers



C titi ACompetitive Area
A geographical and organizational boundary 
within which employees compete for retention.
Established by agency policy and published inEstablished by agency policy and published in 
MRP Directive 4351.1 dated 12/20/99 (issuance 
change dated 2/15/05).
I fi ld l ti i th P d P d tIn field locations in the Processed Products 
Branch, competitive areas are comprised of 
positions organizationally assigned to Area p g y g
Offices.
In Florida, the competitive area will consist only 
of Processed Products positions assigned to theof Processed Products positions assigned to the 
Winter Haven Area Office.



C titi L lCompetitive Level
A competitive level is based on grade, series, 
qualifications, duties, and working conditions.
Positions with different work schedules (e g fullPositions with different work schedules (e.g., full-
time, mixed tour) are placed in different 
competitive levels.
C titi i l d t dCompetitive service employees and excepted 
service employees are placed in separate 
competitive levels.p
An example of a competitive level in the 
Processed Products Branch is GS-1980-7 
employees on career or career conditionalemployees on career or career conditional 
appointments with full-time work schedules.



R t ti R i tRetention Registers

Four factors used in determining RIF retention standing:

Tenure
Veterans’ Preference
Length of Service
Performance



Competitive Service TenureCompetitive Service Tenure 
Groups

Group I: Career employees who are not 
serving a probationary period.g p y p
Group II: Career employees serving a 
probationary period as well as career-probationary period as well as career
conditional employees.
Group III: Employees serving under termGroup III: Employees serving under term 
appointments

Note: supervisory probationary periods are not a factorNote:  supervisory probationary periods are not a factor



E lExample

STEP 1: LIST BY TENURE GROUP
Competitive Level: GS-1980-7

Bob I
Carol I
Ken I

Susan I
Ji IIJim II

Alice II
T IIITom III



V t ’ P f GVeterans’ Preference Groups

Subgroup AD: Veterans with a 
compensable service connected disabilitycompensable service connected disability 
of 30% or more.
S b A V t t i l d d iSubgroup A: Veterans not included in 
subgroup AD
Subgroup B: Non-veterans



E lExample
STEP 2: ADD TENURE SUBGROUP

Competitive Level: GS-1980-7
Tenure Group + Veterans’ PreferenceTenure Group + Veterans’ Preference =

Tenure Subgroup
Bob I AD
Carol I A
Ken I B

S I BSusan I B
Jim II A

Alice II BAlice II B
Tom III B



Veterans’ Preference Information

Military service does not guarantee that an 
employee will be entitled to veterans’employee will be entitled to veterans  
preference in a RIF.  
F i f ti t ’For more information on veterans’ 
preference please visit:

http://www.opm.gov/employ/veterans/html/vetguide.asp



L th f S iLength of Service

Within each tenure subgroup, employees are 
listed in order of seniority based on length of y g
service or the RIF service computation date (RIF 
SCD). 
The RIF SCD includes creditable civilian and 
military service.
Employees with more creditable service are
ranked ahead of those with less service in 
each subgroup.  



E lExample

STEP 3: ADD RIF SERVICE
COMPUTATION DATE (SCD)( )
Competitive Level: GS-1980-7

Bob I AD 09-01-68
Carol I A 02-01-92
Ken I B 09-15-88
Susan    I B 05-31-90
Jim II A 10-01-91
Alice II B 08-03-88
Tom III B 12-14-97



P fPerformance 

Employees receive additional RIF service 
credit for performancecredit for performance.
Amount of credit is based on the average 
value of their last three performancevalue of their last three performance 
ratings of record received during the 4-
year period prior to the date the agencyyear period prior to the date the agency 
issues RIF notices.  



P f R ti V lPerformance Rating Values

Outstanding Rating: 20 Years
Exceeds Fully Successful Rating: 16 YearsExceeds Fully Successful Rating: 16 Years
Fully Successful Rating: 12 Years



E lExample

STEP 4: ADJUST SCD for Performance
Competitive Level: GS-1980-7

SCD Performance Credit Adj. SCD
Bob IAD 09-01-68 O+O+EFS=20+20+16=56÷3=19 09-01-49
Carol I A 02-01-92 EFS+O+EFS=16+20+16=52÷3=18 02-01-74
Ken I B 09-15-88 EFS+O+EFS=16+20+16=52÷3=18 09-15-70
Susan I B 05-31-90 O+O+O=20+20+20=60÷3=20 05-31-70
Jim II A 10-01-91 O+FS+FS=20+12+12=44÷3=15 10-01-76
Alice II B 08-03-88 FS+FS=12+12=24÷2=12 08-03-76
Tom III B 12-14-97 EFS=16÷1=16 12-14-81



R i R i tRunning Registers

Putting employees in RIF retention order is
commonly referred to as “running a register ”commonly referred to as running a register.  



E lExample

STEP 5: Place In Retention Order
Competitive Level: GS-1980-7

SCD Performance Credit Adj. SCD
Bob IAD 09-01-68 O+O+EFS=20+20+16=56÷3=19 09-01-49
Carol I A 02-01-92 EFS+O+EFS=16+20+16=52÷3=18 02-01-74
Susan I B 05-31-90 O+O+O=20+20+20=60÷3=20 05-31-70
Ken I B 09-15-88 EFS+O+EFS=16+20+16=52÷3=18 09-15-70
Jim II A 10-01-91 O+FS+FS=20+12+12=44÷3=15 10-01-76
Alice II B 08-03-88 FS+FS=12+12=24÷2=12 08-03-76
Tom III B 12-14-97 EFS=16÷1=16 12-14-81



R lRelease
Once an agency determines how many positions of aOnce an agency determines how many positions of a 
particular type (grade, series, work schedule) need to be 
abolished, the RIF process begins.  

If an employee’s position is abolished, this may result 
in the individual being released from his/her competitive 
level. 

Employees are released from the competitive level in theEmployees are released from the competitive level in the 
inverse order of their retention standing.  

Within each subgroup, employees with less service are 
released before employees with more service. 



E lExample
STEP 6: Employees Released From 

Competitive Level
Competitive Level: GS 1980 7Competitive Level: GS-1980-7

SCD Performance Credit Adj. SCD
Bob IAD 09-01-68 O+O+EFS=20+20+16=56÷3=19 09-01-49
Carol I A 02-01-92 EFS+O+EFS=16+20+16=52÷3=18 02-01-74Carol I A 02-01-92 EFS+O+EFS=16+20+16=52÷3=18 02-01-74
Susan I B 05-31-90 O+O+O=20+20+20=60÷3=20 05-31-70
Ken Released
Jim ReleasedJim Released
Alice Released
Tom Released



Rights to other Positions-Rights to other Positions
Bumping

Displacing an employee in the same 
competitive area who is in a lower tenure p
group, or in a lower subgroup within the 
released employee’s tenure group.
Tour of duty must be the same.  A full-time 
employee cannot displace a mixed tour  

l f lemployee, for example.
A competitive service employee cannot 
di l t d i ldisplace an excepted service employee 
and vice-versa.



Rights to other Positions-Rights to other Positions
Bumping, cont.

Example:
An employee in Tenure group I may bump an employee in 
Tenure groups II or III, and an employee in Tenure group 
IAD may bump someone in Subgroups IA or IB.

Employee must be qualified for the position.
Employee not required to have previously held the positionEmployee not required to have previously held the position.
Position must be at the same grade or within three grades or grade 
intervals below that of the employee’s present position.

e.g., a GS-11 employee in a job that progresses 5-7-9-11 may bump g , p y j p g y p
down to the GS-5 level

Employee being bumped must have same tour of duty.



Rights to Other Positions-Rights to Other Positions
Retreating

Displacing an employee in the same competitive 
area and in the same tenure group who has lessarea and in the same tenure group who has less 
service.    

Tour of duty must be the same.  A full-time 
employee cannot displace a mixed tour 
employee, for example.



Rights to Other Positions-Rights to Other Positions
Retreating, cont.

Example:
An IA employee may retreat to the position of another IA employee who 

has less service.

Must be the same position (or an essentially identical position) 
previously held by the released employee in any Federal agency on 
a permanent basis. 
Position must be at the same grade, or within three grades or grade 
intervals below that of the employee’s present position. 

e.g., a GS-9 employee in a job that progresses 5-7-9 may retreat to a 
position down to the GS-4 levelposition down to the GS 4 level

Employee being displaced must have same tour of duty.



Employees Without Rights toEmployees Without Rights to 
Other Positions

Employees with Unsuccessful Ratings
Employees in the Excepted Servicep y p
Employees in Group III-Competitive Service



P ibl Alt ti t RIFPossible Alternatives to RIF

Assignments to other organizations:
Reassignment to a position in a same or different 

i t th l ’ t d l lseries at the employee’s current grade level.
Assignment to a position in a same or different series 
at a lower grade level.at a lower grade level.

NOTE:
Employees must meet the basic education requirements (if applicable) 

for any position to which they are assigned. y p y g
For more information on qualification requirements please visit:

www.opm.gov/qualifications/index.asp



Possible Alternatives to RIF,Possible Alternatives to RIF, 
cont.

Voluntary Early Retirement Authority (VERA)
FERS or CSRS employees who are age 50 with p y g
at least 20 years of creditable service
FERS or CSRS employees at any age with at 
least 25 years of creditable service
Management decides to whom it is offered and 
the date by which they must apply as well as 
retire.



Career Transition AssistanceCareer Transition Assistance 
Plan (CTAP) 

Agency Career Transition Assistance Plan 
(ACTAP)(ACTAP)

I t C T iti A i t PlInteragency Career Transition Assistance Plan 
(ICTAP)

Eligibility for CTAP begins with receipt of the specific RIF 
notice.



Agency Career TransitionAgency Career Transition 
Assistance Plan (ACTAP)

Career Transition Services
Selection priority for jobs in other USDASelection priority for jobs in other USDA 
agencies 
USDA Reemployment Priority List (RPL)USDA Reemployment Priority List (RPL)



Agency Career TransitionAgency Career Transition 
Assistance Plan (ACTAP), cont.
Career Transition Services

Competitive and excepted service employeesCompetitive and excepted service employees 
are eligible
Skills assessments
Resume writing workshops
Job search strategiesJob search strategies



Agency Career TransitionAgency Career Transition 
Assistance Plan (ACTAP), cont.
Selection priority for jobs in other USDA agencies 

Only permanent competitive service employees are eligible
Must have a current performance rating of at least fully p g y
successful.
Occupy a position in the commuting area of the advertised 
vacancy.
Apply for the vacancy according to the instructions on the 
announcement.  
The position must be at or below the grade level occupied and 
cannot have greater promotion potential than job heldcannot have greater promotion potential than job held.
Be found well-qualified for the vacancy.



Agency Career TransitionAgency Career Transition 
Assistance Plan (ACTAP), cont.
USDA Reemployment Priority List (RPL)

Permanent competitive service employees 
affected by RIF are eligible.
Must apply within 30 days after RIF 
separation dateseparation date.
Entitlement for consideration for positions for 
which qualified throughout USDA that are atwhich qualified throughout USDA that are at 
no higher grade level, with same tour of duty, 
and no greater promotion potential.



Agency Career TransitionAgency Career Transition 
Assistance Plan (ACTAP), cont.
USDA Reemployment Priority List (RPL)

Tenure group I employees are eligible for 2Tenure group I employees are eligible for 2 
years.
Tenure group II employees are eligible for 1 g p p y g
year.
Veterans’ preference applies within each 
tenure group.



Agency Career TransitionAgency Career Transition 
Assistance Plan (ACTAP), cont.
With the exception of the RPL, eligibility 
for components of ACTAP expire upon p p p
separation through RIF, voluntary 
separation from the agency, or receipt of a p g y, p
permanent Federal position.



Interagency Career Transition 
A i t Pl (ICTAP)Assistance Plan (ICTAP)

Selection priority for jobs in other Federal agencies
Must have a current or last performance rating of at 
least fully successfuly
Occupy or have been displaced from a position in the 
commuting area of the advertised vacancy
Apply for the vacancy according to the instructions onApply for the vacancy according to the instructions on 
the announcement.  
The position must be at or below the grade level from 
which (or may be) separated and and cannot have ( y ) p
greater promotion potential 
Be found well-qualified for the vacancy



Interagency Career TransitionInteragency Career Transition 
Assistance Plan (ICTAP), cont.
Selection priority ends 1 year after date of 
involuntary separation from Federal y p
service or, if earlier, the date on which a 
permanent appointment is obtained in any p pp y
Federal agency.



B fit U S tiBenefits Upon Separation

Severance Pay
Unemployment Compensationp y p



S P Eli ibilitSeverance Pay Eligibility 
Permanent and indefinite employees with atPermanent and indefinite employees with at 
least 12 months of continuous (no more than a 3 
day break) federal service with the following 
work schedules:

Full-time and Full-time seasonal
Part-time and Part-time seasonal 

I l t tiInvoluntary separation 



S P Eli ibilit tSeverance Pay Eligibility, cont. 

Employees are not eligible for severance pay if they:
Are on an intermittent or mixed tour of duty.
Are on a VRA or Career Intern Program AppointmentAre on a VRA or Career Intern Program Appointment.
Are eligible to receive a civilian or military retirement 
annuity or are receiving injury compensation from the 
Department of Labor. 
Decline an offered position within two grades or pay 
levels of their current position in the same commuting p g
area (or outside the commuting area if a mobility 
agreement is in effect).  



S P C t tiSeverance Pay Computation

Basic Severance Pay Allowance: 1 week of pay for each 
year of creditable civilian service, up to and including 10 
years and 2 weeks of pay for each year of civilianyears, and 2 weeks of pay for each year of civilian
service beyond 10 years.

Age Adjustment: Basic severance pay allowance is 
augmented by an age adjustment allowance consisting 
of 2 5 percent of the basic severance pay allowance forof 2.5 percent of the basic severance pay allowance for 
each full 3 months of age over 40 years.



N t S PNotes on Severance Pay 

Total lifetime severance pay cannot exceed 1 
year of salary (52 weeks).

N b f k i d i th t i bt t dNumber of weeks received in the past is subtracted 
from the number of weeks to which currently entitled

Paid on the same biweekly pay period intervals a d o t e sa e b ee y pay pe od te a s
as salary.
Gross amount paid is the same as salary rate 

fpaid before separation.
Deductions are only made for taxes.



N t S P tNotes on Severance Pay, cont.

Not affected by receipt of pay from non-Federal 
employment, unemployment compensation, 
social security benefits, etc.social security benefits, etc.
Payments stop if rehired into the Federal 
service.
R t i t i d if hi d i t F d lRepayment is not required if rehired into Federal 
service.

If payments continue after reemployment, funds p y p y ,
received after rehire must be repaid to former 
employer.



U l t C tiUnemployment Compensation

Each state administers its own program and decides:
Eligibility for benefits
Amount of benefits paidAmount of benefits paid

Individuals are responsible for filing a timely claim with 
their state officetheir state office.

Must present a social security card, official notice of 
separation (SF-50B), and an SF-8 (issued by HR after 
separation).



RIF N tiRIF Notices

Issued to each employee, in writing, by Human 
Resources. 
Issued at least 60 days before the effective date 
of the RIF. 
Explains the nature of the action that will be 
taken.
Explains benefits and entitlements.



Q ti ?Questions?

Contact:
Tracy TraxlerTracy Traxler
Human Resources Specialist
Ph (612) 336 3368Phone: (612) 336-3368
Fax: (612) 370-2209
Email:  tracy.l.traxler@aphis.usda.gov


