LETTER A
REQUEST FOR RIF APPROVAL
Date

ADOA HR Director

100 North 15th Avenue, Suite 261

Phoenix, Arizona  85007

Dear Human Resources Director:

Due to (              reason for RIF            ), and in accordance with State Personnel System Rule R2-5B-602, I request approval to conduct a reduction in force within the (        agency name    ).
We believe that the agency and its employees will best be served by conducting this reduction in force on a (geographic, agency, division, unit) basis because (reasons for selected area – geographic, agency, division, unit).  The reduction in force date is to be effective       (beginning date).  NOTE: This request should be made 30 business days in advance.  If the agency is not able to provide 30 business days’ notice, provide the reason.

Enclosed is a list of specific covered positions to be eliminated (ATTACH FORM RIF‑2) as well as copies of organizational charts which show the covered positions proposed for elimination. Your expeditious approval of this request will be appreciated.

Sincerely,

Agency Director

Enclosure

cc:
Agency HR Manager


HR Deputy Director of Operations, ADOA
ASPS/HRD – TB6.01 (09/30/2013)
