RIF I Final Rule
Sample Notices for Reduction in force (RIF) - Competing Employees
Separation of employees who compete in a RIF
	Audience
	Agency human resources, employee relations and RIF teams

	Purpose
	Sample specific RIF notices for competing employees who will be separated by reduction in force. Use the companion non-competing employee samples when the employee is excluded from RIF competition under 5 CFR 351.202(d) or when an entire competitive area is abolished under 5 CFR 351.605.
This document covers the following situations:

Separation - No Severance Pay or Immediate Retirement Benefits	2
Separation - Severance Pay	6
Separation - Severance Pay or Annual Leave for Initial Retirement Eligibility	10
Separation - Discontinued Service or Optional Retirement	14
Attachment 2 - Annual Leave for First Retirement Eligibility	18



	Primary citations
	5 CFR 351.501-.507; 351.601-.608; 351.701-.705; 351.801-.807; part 351, subpart I

	Authority
	Reduction in force, 91 FR 49178 (Aug. 3, 2026), RIN 3206-AO86; Reduction in force Appeals, 91 FR 49230 (Aug. 3, 2026), RIN 3206-AO99. Both are effective September 2, 2026. An agency that issued a RIF notice before September 2, 2026, processes that RIF under the regulations in effect when the notice was issued.


Draft Samples - Complete and Validate Before Use
Replace every bracketed field. Agency counsel and the responsible office must verify the appeal forum, e-filing website, filing deadline, section citations in the amended part 351, and any employee-specific rights. Delete drafting notes before issuance.


[bookmark: _Toc241760232][bookmark: tpl_NoSeverance]Separation - No Severance Pay or Immediate Retirement Benefits
Use this template when
The employee is a competing employee who will be separated by RIF and on the separation date, and the employee will not be eligible for severance pay under 5 CFR 550.704 and will not be eligible for an immediate retirement annuity. Before using this template, confirm which severance pay disqualifier applies (see the options under "Transition assistance and benefits"). If the only reason the employee is not eligible for severance pay is eligibility for an immediate annuity (5 CFR 550.704(b)(5)), use the Discontinued Service or Optional Retirement template instead. 
[Agency Letterhead]
[Date]
[Employee Name]
[Mailing or Electronic Delivery Address]
SUBJECT: Specific Notice of Reduction in Force Action
Dear [Employee Name]:
This is your specific written notice under 5 CFR 351.801 that you will be separated from your position of [Position Title, Series, Grade or Pay Level] in [Organization] effective [Date]. The action is required because of [RIF reason: reorganization / lack of work / shortage of funds / insufficient personnel ceiling / exercise of reemployment or restoration rights]. You will remain in your present position and pay status through the notice period unless you are separated earlier at your request. The notice period begins  the day after you receive this notice and covers at least 60 full days before the effective date of your release. [If OPM approved a shortened notice period under 5 CFR 351.801(b), substitute the approved period of at least 30 full days and cite the approval.]
Action, reasons, and effective date
	Element
	Information

	Competitive area
	[Competitive Area Description]

	Reason for the RIF
	[Reorganization / Lack of Work / Shortage of Funds / Insufficient Personnel Ceiling / Exercise of Reemployment or Restoration Rights]

	Your action
	[Separation / Demotion / Furlough of More Than 30 Days]

	Effective date
	[Date]


How your retention standing was determined
You are a competing employee, so the agency ranked you on a retention register with the other competing employees in your competitive level. The agency maintains separate retention registers for competing employees in the competitive service and in the excepted service. Within each register, employees are listed in descending order of performance credit, augmented by veterans' preference points. Ties are broken first by tenure subgroup, with subgroup I ranked ahead of subgroup II, and then by length of service based on the service computation date. Your retention standing was determined as of the date you received this notice.
Performance credit is the sum of the values assigned to your three most recent ratings of record received during the 4-year period before the agency issued RIF notices: 7 points for a Level 5 (Outstanding or equivalent) rating, 5 points for a Level 4 (Exceeds Fully Successful or equivalent) rating, 3 points for a Level 3 (Fully Successful or equivalent) rating, and 0 points for a Level 2 (Minimally Satisfactory or equivalent) or Level 1 (Unacceptable) rating. A preference eligible with a compensable service-connected disability of 30 percent or more receives 5 additional points, and every other preference eligible receives 3 additional points. [If the employee has fewer than three ratings of record, or is covered by a different appraisal pattern, explain how credit was assigned under 5 CFR 351.503.]
	Element
	Information

	Competitive area
	[Competitive Area Description]

	Competitive level
	[Competitive Level]

	Type of service
	[Competitive Service / Excepted Service]

	Tenure group and subgroup
	[Competitive Service Tenure Group / Excepted Service Tenure Group], [Subgroup I / Subgroup II]

	Veterans' status
	[Not A Preference Eligible / Preference Eligible / Preference Eligible with a Compensable Service-Connected Disability of 30 Percent or More]

	Three most recent ratings of record in the 4-year period
	[Rating and Date]; [Rating and Date]; [Rating and Date]

	Performance credit from ratings
	[Points]

	Veterans' preference points added
	[0 / 3 / 5]

	Total performance credit
	[Total Points]

	Service computation date (tiebreaker)
	[Date]


Release from your competitive level and assignment rights
Under 5 CFR part 351, subpart F, the agency must release competing employees from a competitive level in order of retention standing, beginning with the employee with the lowest standing. Based on your retention standing, the agency is releasing you from your competitive level. Before separating you, the agency was required to determine whether you have an assignment right under subpart G to a position held by an employee in your tenure group with lower retention standing. That right reaches positions no more than three grades or grade-interval equivalents below your present position, or five grades below if you are a preference eligible with a compensable service-connected disability of 30 percent or more. Whether you qualify for an available position is determined through a job-related assessment based on a job analysis, unless you held the same or a substantially similar position at the same grade or pay level during the five years before you received this notice and received a rating of Level 3 (Fully Successful or equivalent) or higher for performing those duties. [State the result: no position was available to which you have an assignment right, or describe the position offered and the date by which the employee must respond.]
Regulations and access to records
The regulations governing this action are in 5 CFR part 351, available at https://www.ecfr.gov/current/title-5/part-351. You and your authorized representative may review the records pertinent to this reduction in force, including the retention registers for your competitive level and the records used to determine your retention standing. To arrange access, contact [HR Contact Name] at [Phone or Email]. On request, the agency will also give you a copy of OPM's retention regulations.
Appeal information
[The appeal forum depends on the date the agency issues this specific notice. The RIF final rule, 91 FR 49178, and the RIF appeals rule, 91 FR 49230, both took effect September 2, 2026; the content required in the notice is at 5 CFR 351.802. Keep the paragraph that applies, delete the other, and have agency counsel verify the forum, the filing deadline, and the filing method before issuance.]
Appeal to the U.S. office of Personnel Management - notice issued on or after September 2, 2026. You may appeal this action to OPM under 5 CFR part 351, subpart I. To prevail, you must prove that the agency failed to comply with an applicable statute or OPM regulation governing RIF actions under part 351 and that the failure prejudiced you by causing this action or the loss of a materially more favorable outcome. Your appeal must be filed no later than 11:59 p.m. Eastern Time on the 30th calendar day after the effective date of this action, through OPM's electronic filing system identified at https://opmefile.opm.gov/. You must first register as an e-filer in OPM's electronic filing system using a unique email address; you may not file an appeal unless you are registered or OPM has exempted you for good cause. Your appeal must be in writing and must state the basis of your appeal; your name, address, and email address or telephone number; the same information for your representative, if you designate one; and any documentation supporting your appeal. An appeal filed after that deadline may be dismissed as untimely unless OPM finds good cause for the delay. Filing instructions are available at [Insert and verify official source]. The procedures in part 351 are the sole and exclusive means of appealing a RIF action, and a RIF action may not be raised in a negotiated grievance procedure or challenged through grievance arbitration.
Other remedies. A RIF appeal does not displace matters within the independent jurisdiction of the Equal Employment Opportunity Commission, the office of Special Counsel, the Department of Labor Veterans' Employment and Training Service, an Inspector General, or the Merit Systems Protection Board, such as claims of discrimination, prohibited personnel practices, or violations of veterans' preference or Uniformed Service Employment and Reemployment Rights Act (USERRA) rights. If you timely file such a matter and the final decision materially affects your retention standing, order of release, assignment rights, or other rights under part 351, you may file a RIF appeal with OPM within 30 calendar days after that decision becomes final.
Transition assistance and benefits
You will not be eligible for severance pay under 5 U.S.C. 5595 and 5 CFR part 550, subpart G, because [Select the Applicable Reason and Delete the Others]:
[as of your separation date, you will not have completed at least 12 months of continuous service, as required by 5 CFR 550.704(a)(2) and described in 5 CFR 550.705.]
[you are serving under a nonqualifying appointment, as defined in 5 CFR 550.703 (5 CFR 550.704(b)(1)). Your appointment is [Type of Appointment].]
[you declined a reasonable offer, as defined in 5 CFR 550.703, of the position of [Position Title, Series, Grade] on [Date] (5 CFR 550.704(b)(2)).]
[you are serving under a qualifying appointment in an agency scheduled by law or Executive order to be terminated within 1 year after the date of your appointment (5 CFR 550.704(b)(3)).]
[you are receiving injury compensation under subchapter I of chapter 81 of title 5, United States Code, that is not being received concurrently with pay (5 CFR 550.704(b)(4)).]
[Drafting note: Do not cite 5 CFR 550.704(b)(5) (eligibility for an immediate annuity) in this template; use the Discontinued Service or Optional Retirement template for those employees. 5 CFR 550.704(b)(6) (Schedule Policy/Career separations for unacceptable performance or misconduct) does not apply to a RIF separation. Confirm the disqualifier with the servicing payroll/benefits office before issuance. Delete this note before issuance.]
Human resources has determined that you are not eligible for an immediate retirement annuity as of the separation date. [If the employee may qualify for a deferred annuity or a refund of retirement deductions, insert that information and a point of contact.]
The Employee Guide to Pay, Leave, and Other Benefits During a RIF (https://www.opm.gov/policy-data-oversight/workforce-restructuring/reductions-in-force-rif/) has general information about leave and benefit entitlements, including grade and pay retention, repromotion consideration, severance pay, leave, and unemployment compensation.
[Include information or a link to benefits available under the [STATE] Workforce Innovation and Opportunity Act (WIOA), including unemployment insurance.]
Reemployment rights
[Information about the RPL, CTAP, and ICTAP applies to competitive service employees. Include this section only for competitive service employees.]
You are eligible for placement assistance under the agency Career Transition Assistance Program (CTAP), which provides:
special selection priority for vacancies in other agency offices within the local commuting area;
registration on the agency Reemployment Priority List (RPL); and
information about special selection priority under the Interagency CTAP (ICTAP).
[Attach or link to a current copy of the agency's RPL, CTAP, and ICTAP policies, including the RPL application form.] Selection from the RPL is based on a job-related assessment of whether a candidate has the capacity, adaptability, and skills needed for the position.
Resigning may affect your eligibility for Federal reemployment and placement assistance programs and your appeal rights. Contact the servicing human resources office before you decide to resign during the notice period.
This RIF action does not reflect on your service, performance, or conduct. It is being taken solely for the reason stated.
Sincerely,
[Authorized official]
[Title]
[Contact Information]
Employee acknowledgment of receipt
My signature acknowledges receipt only and does not indicate agreement with the action.
Employee signature: 						    Date: 				


[bookmark: _Toc241760233][bookmark: tpl_Severance]Separation - Severance Pay
Use this template when
The employee is a competing employee who will be separated by RIF and is eligible for severance pay.
[Agency Letterhead]
[Date]
[Employee Name]
[Mailing or Electronic Delivery Address]
SUBJECT: Specific Notice of Reduction in Force Action
Dear [Employee Name]:
This is your specific written notice under 5 CFR 351.801 that you will be separated from your position of [Position Title, Series, Grade or Pay Level] in [organization] effective [Date]. The action is required because of [RIF reason: reorganization / lack of work / shortage of funds / insufficient personnel ceiling / exercise of reemployment or restoration rights]. You will remain in your present position and pay status through the notice period unless you are separated earlier at your request. The notice period begins  the day after you receive this notice and covers at least 60 full days before the effective date of your release. [If the OPM Director approved a shortened notice period under 5 CFR 351.801(b), substitute the approved period of at least 30 full days and cite the approval.]
Action, reasons, and effective date
	Element
	Information

	Competitive area
	[Competitive Area Description]

	Reason for the RIF
	[Reorganization / Lack of Work / Shortage of Funds / Insufficient Personnel Ceiling / Exercise of Reemployment or Restoration Rights]

	Your action
	[Separation / Demotion / Furlough of More Than 30 Days]

	Effective date
	[Date]


How your retention standing was determined
You are a competing employee, so the agency ranked you on a retention register with the other competing employees in your competitive level. The agency maintains separate retention registers for competing employees in the competitive service and in the excepted service. Within each register, employees are listed in descending order of performance credit, augmented by veterans' preference points. Ties are broken first by tenure subgroup, with subgroup I ranked ahead of subgroup II, and then by length of service based on the service computation date. Your retention standing was determined as of the date you received this notice.
Performance credit is the sum of the values assigned to your three most recent ratings of record received during the 4-year period before the agency issued RIF notices: 7 points for a Level 5 (Outstanding or equivalent) rating, 5 points for a Level 4 (Exceeds Fully Successful or equivalent) rating, 3 points for a Level 3 (Fully Successful or equivalent) rating, and 0 points for a Level 2 (Minimally Satisfactory or equivalent) or Level 1 (Unacceptable) rating. A preference eligible with a compensable service-connected disability of 30 percent or more receives 5 additional points, and every other preference eligible receives 3 additional points. [If the employee has fewer than three ratings of record, or is covered by a different appraisal pattern, explain how credit was assigned under 5 CFR 351.503.]
	Element
	Information

	Competitive area
	[Competitive Area Description]

	Competitive level
	[Competitive Level]

	Type of service
	[Competitive Service / Excepted Service]

	Tenure group and subgroup
	[Competitive Service Tenure Group / Excepted Service Tenure Group], [Subgroup I / Subgroup II]

	Veterans' status
	[Not A Preference Eligible / Preference Eligible / Preference Eligible with A Compensable Service-Connected Disability of 30 Percent or More]

	Three most recent ratings of record in the 4-year period
	[Rating and Date]; [Rating and Date]; [Rating and Date]

	Performance credit from ratings
	[Points]

	Veterans' preference points added
	[0 / 3 / 5]

	Total performance credit
	[Total Points]

	Service computation date (tiebreaker)
	[Date]

	Your retention standing
	[Position On the Retention Register for Your Competitive Level]


Release from your competitive level and assignment rights
Under 5 CFR part 351, subpart F, the agency must release competing employees from a competitive level in order of retention standing, beginning with the employee with the lowest standing. Based on your retention standing, the agency is releasing you from your competitive level. Before separating you, the agency was required to determine whether you have an assignment right under subpart G to a position held by an employee in your tenure group with lower retention standing. That right reaches positions no more than three grades or grade-interval equivalents below your present position, or five grades below if you are a preference eligible with a compensable service-connected disability of 30 percent or more. Whether you qualify for an available position is determined through a job-related assessment based on a job analysis, unless you held the same or a substantially similar position at the same grade or pay level during the five years before you received this notice and received a rating of Level 3 (Fully Successful or equivalent) or higher for performing those duties. [State the result: no position was available to which you have an assignment right, or describe the position offered and the date by which the employee must respond.]
Regulations and access to records
The regulations governing this action are in 5 CFR part 351, available at https://www.ecfr.gov/current/title-5/part-351. You and your authorized representative may review the records pertinent to this reduction in force, including the retention registers for your competitive level and the records used to determine your retention standing. To arrange access, contact [HR Contact Name] at [Phone or Email]. On request, the agency will also give you a copy of OPM's retention regulations.
Appeal information
[The appeal forum depends on the date the agency issues this specific notice. The RIF final rule, 91 FR 49178, and the RIF appeals rule, 91 FR 49230, both took effect September 2, 2026; the content required in the notice is at 5 CFR 351.802. Keep the paragraph that applies, delete the other, and have agency counsel verify the forum, the filing deadline, and the filing method before issuance.]
Appeal to the U.S. Office of Personnel Management - notice issued on or after September 2, 2026. You may appeal this action to OPM under 5 CFR part 351, subpart I. To prevail, you must prove that the agency failed to comply with an applicable statute or OPM regulation governing RIF actions under part 351 and that the failure prejudiced you by causing this action or the loss of a materially more favorable outcome. Your appeal must be filed no later than 11:59 p.m. Eastern Time on the 30th calendar day after the effective date of this action, through OPM's electronic filing system identified at https://opmefile.opm.gov/. You must first register as an e-filer in OPM's electronic filing system using a unique email address; you may not file an appeal unless you are registered or OPM has exempted you for good cause. Your appeal must be in writing and must state the basis of your appeal; your name, address, and email address or telephone number; the same information for your representative, if you designate one; and any documentation supporting your appeal. An appeal filed after that deadline may be dismissed as untimely unless OPM finds good cause for the delay. Filing instructions are available at [Insert and verify official source]. The procedures in part 351 are the sole and exclusive means of appealing a RIF action, and a RIF action may not be raised in a negotiated grievance procedure or challenged through grievance arbitration.
Other remedies. A RIF appeal does not displace matters within the independent jurisdiction of the Equal Employment Opportunity Commission, the office of Special Counsel, the Department of Labor Veterans' Employment and Training Service, an Inspector General, or the Merit Systems Protection Board, such as claims of discrimination, prohibited personnel practices, or violations of veterans' preference or Uniformed Service Employment and Reemployment Rights Act (USERRA) rights. If you timely file such a matter and the final decision materially affects your retention standing, order of release, assignment rights, or other rights under part 351, you may file a RIF appeal with OPM within 30 calendar days after that decision becomes final.
Transition assistance and benefits
You will be eligible for severance pay. An estimate of your severance pay fund is included as Attachment 1. [Attach the estimate prepared using the Severance Pay Estimation Worksheets.]
The Employee Guide to Pay, Leave, and Other Benefits During a RIF (https://www.opm.gov/policy-data-oversight/workforce-restructuring/reductions-in-force-rif/) has general information about leave and benefit entitlements, including grade and pay retention, repromotion consideration, severance pay, leave, and unemployment compensation.
[Include information or a link to benefits available under the [STATE] Workforce Innovation and Opportunity Act (WIOA), including unemployment insurance.]
Reemployment rights
[Information about the RPL, CTAP, and ICTAP applies to competitive service employees. Include this section only for competitive service employees.]
You are eligible for placement assistance under the agency Career Transition Assistance Program (CTAP), which provides:
special selection priority for vacancies in other agency offices within the local commuting area;
registration on the agency Reemployment Priority List (RPL); and
information about special selection priority under the Interagency CTAP (ICTAP).
[Attach or link to a current copy of the agency's RPL, CTAP, and ICTAP policies, including the RPL application form.] Selection from the RPL is based on a job-related assessment of whether a candidate has the capacity, adaptability, and skills needed for the position.
If you resign on or before the RIF effective date of [Date], your separation will be considered involuntary for severance pay purposes. Resigning may affect your eligibility for Federal reemployment and placement assistance programs and your appeal rights. Contact the servicing human resources office before you decide to resign during the notice period.
This RIF action does not reflect on your service, performance, or conduct. It is being taken solely for the reason stated.
Sincerely,
[Authorized official]
[Title]
[Contact Information]
Attachments
1. Severance Pay Fund Estimate (resource: Severance Pay Estimation Worksheets)
Employee acknowledgment of receipt
My signature acknowledges receipt only and does not indicate agreement with the action.
Employee signature: 						   Date: 				


[bookmark: _Toc241760234][bookmark: tpl_SeveranceOrLeave][bookmark: tpl_DiscontinuedService]Separation - Severance Pay or Annual Leave for Initial Retirement Eligibility
Use this template when
The employee is a competing employee who will be separated by RIF and whose first retirement eligibility date falls between the RIF effective date and the expiration of accumulated annual leave.
[Agency Letterhead]
[Date]
[Employee Name]
[Mailing or Electronic Delivery Address]
SUBJECT: Specific Notice of Reduction in Force Action
Dear [Employee Name]:
This is your specific written notice under 5 CFR 351.801 that you will be separated from your position of [Position Title, Series, Grade or Pay Level] in [organization] effective [Date]. The action is required because of [RIF reason: reorganization / lack of work / shortage of funds / insufficient personnel ceiling / exercise of reemployment or restoration rights]. You will remain in your present position and pay status through the notice period unless you are separated earlier at your request. The notice period begins  the day after you receive this notice and covers at least 60 full days before the effective date of your release. [If the OPM Director approved a shortened notice period under 5 CFR 351.801(b), substitute the approved period of at least 30 full days and cite the approval.]
Action, reasons, and effective date
	Element
	Information

	Competitive area
	[Competitive Area Description]

	Reason for the RIF
	[Reorganization / Lack of Work / Shortage of Funds / Insufficient Personnel Ceiling / Exercise of Reemployment or Restoration Rights]

	Your action
	[Separation / Demotion / Furlough of More Than 30 Days]

	Effective date
	[Date]


How your retention standing was determined
You are a competing employee, so the agency ranked you on a retention register with the other competing employees in your competitive level. The agency maintains separate retention registers for competing employees in the competitive service and in the excepted service. Within each register, employees are listed in descending order of performance credit, augmented by veterans' preference points. Ties are broken first by tenure subgroup, with subgroup I ranked ahead of subgroup II, and then by length of service based on the service computation date. Your retention standing was determined as of the date you received this notice.
Performance credit is the sum of the values assigned to your three most recent ratings of record received during the 4-year period before the agency issued RIF notices: 7 points for a Level 5 (Outstanding or equivalent) rating, 5 points for a Level 4 (Exceeds Fully Successful or equivalent) rating, 3 points for a Level 3 (Fully Successful or equivalent) rating, and 0 points for a Level 2 (Minimally Satisfactory or equivalent) or Level 1 (Unacceptable) rating. A preference eligible with a compensable service-connected disability of 30 percent or more receives 5 additional points, and every other preference eligible receives 3 additional points. [If the employee has fewer than three ratings of record, or is covered by a different appraisal pattern, explain how credit was assigned under 5 CFR 351.503.]
	Element
	Information

	Competitive area
	[Competitive Area Description]

	Competitive level
	[Competitive Level]

	Type of service
	[Competitive Service / Excepted Service]

	Tenure group and subgroup
	[Competitive Service Tenure Group / Excepted Service Tenure Group], [Subgroup I / Subgroup II]

	Veterans' status
	[Not A Preference Eligible / Preference Eligible / Preference Eligible with a Compensable Service-Connected Disability of 30 Percent or More]

	Three most recent ratings of record in the 4-year period
	[Rating and Date]; [Rating and Date]; [Rating and Date]

	Performance credit from ratings
	[Points]

	Veterans' preference points added
	[0 / 3 / 5]

	Total performance credit
	[Total Points]

	Service computation date (tiebreaker)
	[Date]

	Your retention standing
	[Position On the Retention Register for Your Competitive Level]


Release from your competitive level and assignment rights
Under 5 CFR part 351, subpart F, the agency must release competing employees from a competitive level in order of retention standing, beginning with the employee with the lowest standing. Based on your retention standing, the agency is releasing you from your competitive level. Before separating you, the agency was required to determine whether you have an assignment right under subpart G to a position held by an employee in your tenure group with lower retention standing. That right reaches positions no more than three grades or grade-interval equivalents below your present position, or five grades below if you are a preference eligible with a compensable service-connected disability of 30 percent or more. Whether you qualify for an available position is determined through a job-related assessment based on a job analysis, unless you held the same or a substantially similar position at the same grade or pay level during the five years before you received this notice and received a rating of Level 3 (Fully Successful or equivalent) or higher for performing those duties. [State the result: no position was available to which you have an assignment right, or describe the position offered and the date by which the employee must respond.]
Regulations and access to records
The regulations governing this action are in 5 CFR part 351, available at https://www.ecfr.gov/current/title-5/part-351. You and your authorized representative may review the records pertinent to this reduction in force, including the retention registers for your competitive level and the records used to determine your retention standing. To arrange access, contact [HR Contact Name] at [Phone or Email]. On request, the agency will also give you a copy of OPM's retention regulations.
Appeal information
[The appeal forum depends on the date the agency issues this specific notice. The RIF final rule, 91 FR 49178, and the RIF appeals rule, 91 FR 49230, both took effect September 2, 2026; the content required in the notice is at 5 CFR 351.802. Keep the paragraph that applies, delete the other, and have agency counsel verify the forum, the filing deadline, and the filing method before issuance.]
Appeal to the U.S. office of Personnel Management - notice issued on or after September 2, 2026. You may appeal this action to OPM under 5 CFR part 351, subpart I. To prevail, you must prove that the agency failed to comply with an applicable statute or OPM regulation governing RIF actions under part 351 and that the failure prejudiced you by causing this action or the loss of a materially more favorable outcome. Your appeal must be filed no later than 11:59 p.m. Eastern Time on the 30th calendar day after the effective date of this action, through OPM's electronic filing system identified at https://opmefile.opm.gov/. You must first register as an e-filer in OPM's electronic filing system using a unique email address; you may not file an appeal unless you are registered or OPM has exempted you for good cause. Your appeal must be in writing and must state the basis of your appeal; your name, address, and email address or telephone number; the same information for your representative, if you designate one; and any documentation supporting your appeal.  An appeal filed after that deadline may be dismissed as untimely unless OPM finds good cause for the delay. Filing instructions are available at [Insert and verify official source]. The procedures in part 351 are the sole and exclusive means of appealing a RIF action, and a RIF action may not be raised in a negotiated grievance procedure or challenged through grievance arbitration.
Other remedies. A RIF appeal does not displace matters within the independent jurisdiction of the Equal Employment Opportunity Commission, the office of Special Counsel, the Department of Labor Veterans' Employment and Training Service, an Inspector General, or the Merit Systems Protection Board, such as claims of discrimination, prohibited personnel practices, or violations of veterans' preference or Uniformed Service Employment and Reemployment Rights Act (USERRA) rights. If you timely file such a matter and the final decision materially affects your retention standing, order of release, assignment rights, or other rights under part 351, you may file a RIF appeal with OPM within 30 calendar days after that decision becomes final.
Transition assistance and benefits
Because your first eligibility date to retire will occur between the RIF effective date and the expiration of your accumulated annual leave, you may choose one of the two options below.
Severance pay. If you resign before or are separated on the RIF effective date, you will be eligible for severance pay. An estimate of your severance pay fund is included as Attachment 1. [Attach the estimate prepared using the Severance Pay Estimation Worksheets.]
Discontinued service retirement. You may elect to use annual leave from [Date], the date you would otherwise be separated by RIF, through [Date], your first retirement eligibility date. Your records as of [Date] show enough annual leave to cover that period. You will lose eligibility for this option if your accumulated annual leave falls below the amount needed to cover the period, and once you become eligible for an immediate annuity you will no longer be eligible for severance pay. Attachment 2 has additional information and the election form. To discuss this option, contact [HR Representative] at [Phone or Email].
To elect the annual leave option, submit the completed election form to [HR Representative] by [Date]. If you do not submit a completed election form by that date, you will be separated effective [Date] and severance pay will apply.
The Employee Guide to Pay, Leave, and Other Benefits during a RIF (https://www.opm.gov/policy-data-oversight/workforce-restructuring/reductions-in-force-rif/) has general information about leave and benefit entitlements, including grade and pay retention, repromotion consideration, severance pay, leave, and unemployment compensation.
[Include information or a link to benefits available under the [STATE] Workforce Innovation and Opportunity Act (WIOA), including unemployment insurance.]
Reemployment rights
[Information about the RPL, CTAP, and ICTAP applies to competitive service employees. Include this section only for competitive service employees.]
You are eligible for placement assistance under the agency Career Transition Assistance Program (CTAP), which provides:
special selection priority for vacancies in other agency offices within the local commuting area;
registration on the agency Reemployment Priority List (RPL); and
information about special selection priority under the Interagency CTAP (ICTAP).
[Attach or link to a current copy of the agency's RPL, CTAP, and ICTAP policies, including the RPL application form.] Selection from the RPL is based on a job-related assessment of whether a candidate has the capacity, adaptability, and skills needed for the position.
If you resign on or before the RIF effective date of [Date], your separation will be considered involuntary for retirement purposes. Resigning may affect your eligibility for Federal reemployment and placement assistance programs and your appeal rights. Contact the servicing human resources office before you decide to resign during the notice period.
This RIF action does not reflect on your service, performance, or conduct. It is being taken solely for the reason stated.
Sincerely,
[Authorized official]
[Title]
[Contact Information]
Attachments
1. Severance Pay Fund Estimate (resource: Severance Pay Estimation Worksheets)
2. Annual Leave for First Retirement Eligibility Information and Election form
Employee acknowledgment of receipt
My signature acknowledges receipt only and does not indicate agreement with the action.
Employee signature: 						   Date: 				


[bookmark: _Toc241760235]Separation - Discontinued Service or Optional Retirement
Use this template when
The employee is a competing employee who will be separated by RIF and is eligible for an immediate annuity through discontinued service retirement or optional retirement.
[Agency Letterhead]
[Date]
[Employee Name]
[Mailing or Electronic Delivery Address]
SUBJECT: Specific Notice of Reduction in Force Action
Dear [Employee Name]:
This is your specific written notice under 5 CFR 351.801 that you will be separated from your position of [Position Title, Series, Grade or Pay Level] in [organization] effective [Date]. The action is required because of [RIF reason: reorganization / lack of work / shortage of funds / insufficient personnel ceiling / exercise of reemployment or restoration rights]. You will remain in your present position and pay status through the notice period unless you are separated earlier at your request. The notice period begins  the day after you receive this notice and covers at least 60 full days before the effective date of your release. [If the OPM Director approved a shortened notice period under 5 CFR 351.801(b), substitute the approved period of at least 30 full days and cite the approval.]
Action, reasons, and effective date
	Element
	Information

	Competitive area
	[Competitive Area Description]

	Reason for the RIF
	[Reorganization / Lack of Work / Shortage of Funds / Insufficient Personnel Ceiling / Exercise of Reemployment or Restoration Rights]

	Your action
	[Separation / Demotion / Furlough of More Than 30 Days]

	Effective date
	[Date]


How your retention standing was determined
You are a competing employee, so the agency ranked you on a retention register with the other competing employees in your competitive level. The agency maintains separate retention registers for competing employees in the competitive service and in the excepted service. Within each register, employees are listed in descending order of performance credit, augmented by veterans' preference points. Ties are broken first by tenure subgroup, with subgroup I ranked ahead of subgroup II, and then by length of service based on the service computation date. Your retention standing was determined as of the date you received this notice.
Performance credit is the sum of the values assigned to your three most recent ratings of record received during the 4-year period before the agency issued RIF notices: 7 points for a Level 5 (Outstanding or equivalent) rating, 5 points for a Level 4 (Exceeds Fully Successful or equivalent) rating, 3 points for a Level 3 (Fully Successful or equivalent) rating, and 0 points for a Level 2 (Minimally Satisfactory or equivalent) or Level 1 (Unacceptable) rating. A preference eligible with a compensable service-connected disability of 30 percent or more receives 5 additional points, and every other preference eligible receives 3 additional points. [If the employee has fewer than three ratings of record, or is covered by a different appraisal pattern, explain how credit was assigned under 5 CFR 351.503.]
	Element
	Information

	Competitive area
	[Competitive Area Description]

	Competitive level
	[Competitive Level]

	Type of service
	[Competitive Service / Excepted Service]

	Tenure group and subgroup
	[Competitive Service Tenure Group / Excepted Service Tenure Group], [Subgroup I / Subgroup II]

	Veterans' status
	[Not A Preference Eligible / Preference Eligible / Preference Eligible with A Compensable Service-Connected Disability of 30 Percent or More]

	Three most recent ratings of record in the 4-year period
	[Rating and Date]; [Rating and Date]; [Rating and Date]

	Performance credit from ratings
	[Points]

	Veterans' preference points added
	[0 / 3 / 5]

	Total performance credit
	[Total Points]

	Service computation date (tiebreaker)
	[Date]

	Your retention standing
	[Position On the Retention Register for Your Competitive Level]


Release from your competitive level and assignment rights
Under 5 CFR part 351, subpart F, the agency must release competing employees from a competitive level in order of retention standing, beginning with the employee with the lowest standing. Based on your retention standing, the agency is releasing you from your competitive level. Before separating you, the agency was required to determine whether you have an assignment right under subpart G to a position held by an employee in your tenure group with lower retention standing. That right reaches positions no more than three grades or grade-interval equivalents below your present position, or five grades below if you are a preference eligible with a compensable service-connected disability of 30 percent or more. Whether you qualify for an available position is determined through a job-related assessment based on a job analysis, unless you held the same or a substantially similar position at the same grade or pay level during the five years before you received this notice and received a rating of Level 3 (Fully Successful or equivalent) or higher for performing those duties. [State the result: no position was available to which you have an assignment right, or describe the position offered and the date by which the employee must respond.]
Regulations and access to records
The regulations governing this action are in 5 CFR part 351, available at https://www.ecfr.gov/current/title-5/part-351. You and your authorized representative may review the records pertinent to this reduction in force, including the retention registers for your competitive level and the records used to determine your retention standing. To arrange access, contact [HR Contact Name] at [Phone or Email]. On request, the agency will also give you a copy of OPM's retention regulations.
Appeal information
[The appeal forum depends on the date the agency issues this specific notice. The RIF final rule, 91 FR 49178, and the RIF appeals rule, 91 FR 49230, both took effect September 2, 2026; the content required in the notice is at 5 CFR 351.802. Keep the paragraph that applies, delete the other, and have agency counsel verify the forum, the filing deadline, and the filing method before issuance.]
Appeal to the U.S. office of Personnel Management - notice issued on or after September 2, 2026. You may appeal this action to OPM under 5 CFR part 351, subpart I. To prevail, you must prove that the agency failed to comply with an applicable statute or OPM regulation governing RIF actions under part 351 and that the failure prejudiced you by causing this action or the loss of a materially more favorable outcome. Your appeal must be filed no later than 11:59 p.m. Eastern Time on the 30th calendar day after the effective date of this action, through OPM's electronic filing system identified at https://opmefile.opm.gov/. You must first register as an e-filer in OPM's electronic filing system using a unique email address; you may not file an appeal unless you are registered or OPM has exempted you for good cause. Your appeal must be in writing and must state the basis of your appeal; your name, address, and email address or telephone number; the same information for your representative, if you designate one; and any documentation supporting your appeal. An appeal filed after that deadline may be dismissed as untimely unless OPM finds good cause for the delay. Filing instructions are available at [Insert and Verify official Source]. The procedures in part 351 are the sole and exclusive means of appealing a RIF action, and a RIF action may not be raised in a negotiated grievance procedure or challenged through grievance arbitration.
Other remedies. A RIF appeal does not displace matters within the independent jurisdiction of the Equal Employment Opportunity Commission, the office of Special Counsel, the Department of Labor Veterans' Employment and Training Service, an Inspector General, or the Merit Systems Protection Board, such as claims of discrimination, prohibited personnel practices, or violations of veterans' preference or Uniformed Service Employment and Reemployment Rights Act (USERRA) rights. If you timely file such a matter and the final decision materially affects your retention standing, order of release, assignment rights, or other rights under part 351, you may file a RIF appeal with OPM within 30 calendar days after that decision becomes final.
Transition assistance and benefits
Based on your age and years of service, you are eligible for an immediate annuity through either involuntary discontinued service retirement or voluntary optional retirement.
There are differences between these two types of retirement, particularly if you are later reemployed in the Federal service. Contact [HR Representative] at [Phone or Email] to discuss the differences and their effect on you. Because you are eligible for an immediate annuity, you are not eligible for severance pay.
The Employee Guide to Pay, Leave, and Other Benefits During a RIF (https://www.opm.gov/policy-data-oversight/workforce-restructuring/reductions-in-force-rif/) has general information about leave and benefit entitlements, including grade and pay retention, repromotion consideration, severance pay, leave, and unemployment compensation {Include a link to the Employee Guide to Pay, Leave, and Other Benefits During a RIF].
[Include information or a link to benefits available under the [State] Workforce Innovation and Opportunity Act (WIOA), including unemployment insurance.]
Reemployment rights
[Information about the RPL, CTAP, and ICTAP applies to competitive service employees. Include this section only for competitive service employees.]
You are eligible for placement assistance under the agency Career Transition Assistance Program (CTAP), which provides:
special selection priority for vacancies in other agency offices within the local commuting area;
registration on the agency Reemployment Priority List (RPL); and
information about special selection priority under the Interagency CTAP (ICTAP).
[Attach or link to a current copy of the agency's RPL, CTAP, and ICTAP policies, including the RPL application form.] Selection from the RPL is based on a job-related assessment of whether a candidate has the capacity, adaptability, and skills needed for the position.
If you resign on or before the RIF effective date of [Date], your separation will be considered involuntary for retirement purposes. Resigning may affect your eligibility for Federal reemployment and placement assistance programs and your appeal rights. Contact the servicing human resources office before you decide to resign during the notice period.
This RIF action does not reflect on your service, performance, or conduct. It is being taken solely for the reason stated.
Sincerely,
[Authorized official]
[Title]
[Contact information]
Employee acknowledgment of receipt
My signature acknowledges receipt only and does not indicate agreement with the action.
Employee signature: 						  Date: 				


[bookmark: _Toc241760236][bookmark: tpl_Attachment2]Attachment 2 - Annual Leave for First Retirement Eligibility
Use this attachment when
The employee is offered the option to use annual leave to remain on the rolls past the RIF effective date in order to reach first eligibility for an immediate retirement annuity.
Information
An agency must allow an employee scheduled for RIF separation to elect to use annual leave to remain on the rolls past the RIF effective date in order to establish initial eligibility for an immediate retirement annuity. This is a temporary exception to the order of release under 5 CFR part 351, subpart F, at 5 CFR 351.606(b).[The final rule revised the exceptions in subpart F; verify the section number and text against the amended part 351 before issuance.]
The regulatory requirements of this temporary exception include:
the agency may not retain the employee past the first date the employee is eligible for an immediate retirement annuity;
the agency may not approve any other type of leave after the employee has been retained under this temporary exception; and
annual leave for this purpose is defined in 5 CFR 630.212(b) to include all accumulated, accrued, and restored annual leave credited before the RIF effective date, and annual leave earned while in a paid leave status after the RIF effective date. Advanced annual leave may not be used for this purpose, and donated or leave-bank annual leave may be used only as the agency approves.
Election form
To: Human Resources
From: [Typed Employee Name]
Subject: Annual leave to attain first retirement eligibility - election
Under 5 CFR 351.606(b), I elect to use my accumulated annual leave to attain initial eligibility for a retirement annuity. I understand that by electing this option I will not be eligible for severance pay.
I elect this option with full understanding that:
I will be placed on annual leave effective [Date], the date I otherwise would have been separated by RIF procedures, through [Date], the first date I am eligible for an immediate retirement annuity;
I may not use any other type of leave to be retained under this authority;
I will lose eligibility under this authority if my accumulated annual leave falls below the amount required to cover the period from [Date] to [Date]; and
I will be separated by RIF procedures effective [Date], the first date I am eligible for an immediate retirement annuity.
Signature: 						    Date: 				
[Typed employee name]
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