Letter C Job Offer

Page 3

LETTER C
JOB OFFER WITHIN AGENCY
Date

Hand Delivered (Have employee sign a receipt for the letter and enclosures)

Employee Name

Address

City, State, Zip code
Dear (Employee Name): 

Due to (insert reason), the agency is conducting a reduction in force.  Retention points are used to determine which employees will be separated or offered alternate positions as a result of the reduction in force.  Retention points are calculated using the average score of the three most recent performance evaluations in the 24 months before the date the proposal was submitted for a reduction in force.  For your use and information, a copy of Arizona Revised Statute § 41-772, Personnel Rule R2-5B-602 and Form RIF-3, which explain in more detail how points are calculated, are enclosed.

Your retention points are calculated as follows:

	Evaluations
	Date Evaluation Completed
	Type of Evaluation – MAP or PASE
	Original Evaluation Score
	Converted Performance Score

	Most Recent Performance Evaluation (if issued within last 24 months):
	
	
	
	

	2nd Most Recent Performance Evaluation (if issued within last 24 months):
	
	
	
	

	3rd Most Recent Performance Evaluation (if issued within last 24 months):
	
	
	
	

	Final Score Used to Determine Retention – Average of Performance Scores
	
	
	
	


As a result of the reduction in force and based on your retention points, you are offered the following position:

	Job Offer Information:
	

	Class Code and Title :
	

	Grade:
	

	Salary:
	

	Program:
	

	Location:
	

	Person to Contact:
	

	Telephone # of Person to Contact:
	

	Reporting Date:
	

	Reporting Time:
	


*[State Personnel System Rule R2-5B-602 requires written notice of at least five business days in advance to each employee identified for transfer, reduction, or separation, unless circumstances beyond the agency's control do not permit this notice.  If providing less than five business days' notice, provide what circumstances beyond the agency's control precluded the five days' notice.  Sample language follows:] Due to circumstances beyond the agency's control, specifically, the reductions to the agency's fiscal year budget by the Legislature, we are unable to provide at least five business days' notice; however, notice is being provided as soon as possible as permitted by State Personnel System Rule R2-5B-602.  

THIS IS THE ONLY COVERED SERVICE JOB OFFER YOU WILL RECEIVE DURING THIS REDUCTION IN FORCE.  TO ACCEPT THIS OFFER YOU MUST RETURN THIS DOCUMENT WITH YOUR SIGNATURE BY (DATE) – (THREE FULL BUSINESS DAYS AFTER HAND DELIVERY, NOT INCLUDING THE DAY OF HAND DELIVERY) TO (NAME AND POSITION) AT (LOCATION).


Failure to accept this position within the time specified shall constitute a resignation in accordance with R2-5B-602 which reads, in part:

Any job offer shall contain a time period of not less than three business days in which the employee may accept the offer.  Failure of an employee to reply in writing within the stated time period, or failure to accept the job offer, shall constitute a resignation.

You may accept this position and still request a review of this action if you believe an error has been made.  The request should be submitted in writing to (Agency HR Manager), (Location), and must be received by (date) [3 business days after delivery of this letter NOT COUNTING THE DATE OF DELIVERY].  State Personnel System Rule R2-5B-603 (B) specifies that your request must contain specific information about the nature of the error you have identified and a proposed solution to the problem.  Your personnel file is, as always, available for review and you may contact (name, phone number and/or e-mail) with questions about the calculations.

Sincerely,

Agency Director

Please select the box below indicating your acceptance or decline of this job offer.

· I accept this job offer

· I decline this job offer
Signature: ____________________________________
Date: _____________________
Print Name: ___________________________________
Enclosures
cc:
Agency HR Manager
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