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INTERNAL OPERATING PROCEDURE #7 

REDUCTION IN FORCE (RIF) 

7‐1. INTRODUCTION 

When an employee in the MRDC personnel demonstration project is faced with separation or 

downgrading due to situations such as a lack of work, shortage of funds, reorganization, the exercise of 

reemployment rights or restoration rights, or furlough for more than 30 calendar days or more than 22 

discontinuous days, RIF procedures will be used. MRDC will consider every reasonably available option to 

mitigate the impact of a proposed RIF including, but not limited to, job changes or retraining, the use of 

voluntary early retirement authority and/or voluntary separation incentive payments, hiring freezes, 

termination of temporary employees, reduction in work hours, curtailment of discretionary spending, and 

other pre‐RIF placement activities for employees eligible for placement assistance and referral programs. 

Use of any such options shall be consistent with applicable policies, procedures, and Collective Bargaining 

Agreements, if applicable. The procedures outlined in 5 CFR Part 351, OPM RIF regulations, Federal 

Register Notice Vol. 63, No. 41, dtd March 3, 1998, and Federal Register Notice Vol. 87, No. 185, dtd 

September 26, 2022, will be followed with specific modifications listed below pertaining to competitive 

areas, assignment rights, credit for performance ratings and service computation date. 

7‐2. COMPETITIVE AREAS (CA) AND COMPETITIVE LEVELS (CL) 

a. The headquarters and each subordinate activity of the MRDC will be in a separate competitive area for 

RIF purposes. Further, within each subordinate activity, detachments located at different geographic sites 

will be in a separate competitive area for RIF purposes. Each of the four occupational families will be a 

separate competitive area within each activity. DA Interns will continue to be part of the Army Civilian 

Career Management Activity (ACCMA) competitive area. Competitive areas must be defined at least 90 

days prior to the effective date of the RIF and descriptions of all competitive areas must be readily 

available for review. 

b. Competitive levels will be established based on the pay band, classification series, and where 

responsibilities are similar enough in duties, qualification requirements, pay schedules, and working 

conditions so that an employee may be reassigned to any of the other positions within the level without 

requiring significant training or causing undue interruption to the work program. Separate competitive 

levels will be established for positions in the competitive and excepted service; for positions filled on a 

full‐time, part‐time, intermittent, seasonal, or on‐call basis; and separate levels will be established for 

positions filled by an employee in a formally designated trainee or developmental program. 

7‐3. RETENTION REGISTER 

Competitive service employees and Excepted service employees will be placed on separate retention 

registers, with performance as the first factor as documented in the ratings of record or the designated 

ratings. 

2 
Enclosure 2 



 

 
     
   

                       

                               

                                     

                          

                            

                 

 

                    

                         

                               

                           

                                 

                       

                               

                            

                                     

                       

                                   

                             

                               

    

                                  

                           

                   

                     

                       

                       

                 

 

                                  

                       

                         

                   

                       

                         

                             

                         

 

Competing employees are listed on a retention register in the following order: 

a. Rating of Record (as documented in the personnel data system) or the designated rating. Performance 

credit will be based on the average of the last (3) total numerical score ratings of record during the 

preceding four (4) year period preceding the ‘cut‐off’ date established for the RIF. 

1. When the most recent rating of record is ‘unacceptable/failure,’ only that rating of record 

will be considered for purposes of a RIF. 

2. Performance rating pattern received from another performance management system will 

be converted to align with the MRDC STRL performance management system using the 

summary level described in 5 CFR 430.208(d). For example, a DPMAP rating in 2021 is 4.8. 

To convert this score to align with the MRDC STRL performance management system, the 

4.8 will be multiplied by 20 = 96. This calculation would be repeated for each year a 

DPMAP rating was granted within the timeframe described above. Once the DPMAP 

scores are converted, then those scores would be included in the average of the last 3 

total numerical score ratings. The average of the total numerical score will be rounded 

to a whole number using the rounding rule of 5 or higher will be rounded up (ex. 97.54 = 

98); 4 or below will be rounded down (ex. 97.44 = 97). 

Example: Last 3 total numerical scores within the preceding 4 years is 95, 98, 100. To 

calculate the average, the 3 total numerical scores are added together and divided by 3: 

95+98+100 / 3 = 97.6666. The total numerical score used on the retention register will be 

98. 

3. Presumptive rating will be used as the current rating of record for purposes of a RIF when 

an employee did not receive a performance appraisal due to an absence resulting from: 

uniformed military service; performance of duties under the expeditionary civilian 

deployment program; extended leave or sabbatical; a work‐related injury approved for 

compensation pursuant to an Office of Workers’ Compensation Program; or other similar 

absence. The presumptive rating of record will be the employee’s last performance 

appraisal of record prior to the period of absence. 

4. Modal rating will be used as the rating of record only for those employees who do not 

have any previous performance within the four‐year period preceding the cutoff date 

established for the RIF and have an absence resulting from: uniformed military service; 

performance of duties under the expeditionary civilian deployment program; extended 

leave or sabbatical; a work‐related injury approved for compensation pursuant to an 

Office of Worker’s Compensation program; or other similar absence. The modal rating is 

the rating of record most frequently used among the actual ratings of record given to 

employees within the same competitive area for the appropriate rating cycle or cycles. 
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5. Non‐Rated rating will be used when an employee is ineligible for a rating of record and 

no assumed rating has been assigned. 

6. If the employee has less than three annual performance ratings of record, performance 

credit will be given based on either an average of ratings actually on record, or if no actual 

ratings, modal ratings (most common) given within the employee's competitive area. 

When an employee is missing a rating of record, the credit assigned for the actual ratings 

received will be averaged, and the results thus derived will be used as the credit for the 

missing rating. Ratings given from another performance management system will be 

converted to align with the MRDC STRL performance management system rating scheme 

and employees will be provided the equivalent rating credit. Ratings will be converted 

using the summary level table in 5 CFR 430.208(d)(1). 

7. An employee who has received a written decision to demote him/her to a lower pay band 

because of unacceptable performance, competes in RIF from the position to which he/she 

will be/has been demoted. Employees who have been demoted for unacceptable 

performance, and as of the date of the issuance of the RIF notice have not received a 

performance rating in the position to which demoted, will receive either an average of 

ratings actually on record, or if no actual ratings, modal ratings (most common) given 

within the employee's competitive area. 

b. By Tenure Group (Group I is Career employees, Group II is Career‐Conditional employees, Group III is 

term employees (on a contingent/modified/flexible length or renewable appointment). 

c. Within each Tenure Group, by one of three Subgroups based on preference for RIF as defined in 5 CFR 

351.501 (Subgroup AD is 30% or higher compensable Veterans, subgroup A is other Veterans, subgroup B 

is non‐Veterans). 

d. DoD Service Computation Date for RIF (SCD‐RIF). The SCD‐RIF includes all creditable service authorized 

by 5 CFR 351.503(a) and (b), and will not be augmented by performance ratings. 

7‐4. ORDER OF RELEASE 

a. Employees will be released in the following order: 

1. Tenure 0 employees prior to RIF competition based on mission needs. 

2. Employees with a written decision of removal under 5 CFR parts 432 or 762 before releasing any 

employees competing in the RIF. 

3. Employees demoted for unacceptable performance who have not received a rating on their 

current position will have ratings of record drawn from within the four‐year period preceding the 

cutoff date established for the RIF (to include any rating of record of ‘unacceptable’). 
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b. Employees will be released beginning with the employee with the lowest retention standing on the
retention register for that competitive level.

c. Employees have assignment rights under RIF procedures if the current performance appraisal reflects
a rating of record of at least successful.

7‐5. ASSIGNMENT (BUMP AND RETREAT) RIGHTS 

a. Bump.

1. Current RIF regulations are modified to restrict bumping and retreating to positions within

the employee's current occupational family. An employee may displace another employee

within the same occupational family by bump or retreat to one band below the affected

employee's current band, when the employee has a higher retention standing and is fully

qualified for a position occupied by an employee with a lower retention standing among those

competing in RIF.

2. In round one, release of employees from the competitive level will begin with the employee(s)

with the lowest retention standing in the competitive level. In round two, an employee

identified for release in round one may displace another employee within the same

occupational family by bump or retreat to one band below the affected employee's current

band, when the employee has a higher retention standing and is fully qualified for a position

occupied by an employee with a lower retention standing among those competing in RIF. A

preference eligible Veteran with a compensable service‐connected disability of 30% or more

(subgroup AD) may displace to positions two bands (or the equivalent of five (5) grades) below

the band of the position from which he/she is released. If there is no position in which an

employee can be placed using this process or through assignment to a vacant position, that

employee will be separated.

3. An employee with a current annual performance rating of "F" has assignment rights only to a

position held by another employee who has an "F" rating. An employee who has received a

written decision of removal because of unacceptable performance will be placed at the

bottom of the retention register for his/her competitive level.

b. Retreat. An employee identified for release in round one may displace an employee within the band

or at the next lower band by retreat when the released employee has a higher retention standing than

the displaced employee and previously served in the displaced employee’s position, or an essentially

identical position.

c. Vacant Positions. MRDC may place released employees in vacant positions for which the released

employees qualify. MRDC will consider the relative retention standing of all released employees and will

offer the position to the released employees with the highest retention standing.
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d. If there is no position in which an employee can be placed using this process, or through assignment to

a vacant position, that employee will be separated.

7‐6. NOTICE PERIOD 

The RIF notice period will be at least 60 full days before the effective date of the RIF action. The 60 days 

does not include the date the notice is issued or the effective date of the action, nor will a Saturday, 

Sunday or legal holiday be counted as the last day of the minimum RIF notice period. RIF notices will not 

be issued or made effective on or between 15 December and 3 January. 

7‐7. GRADE AND PAY RETENTION 

Except where waived or modified in the waiver section of the Federal Register, grade and pay retention 

will follow current law and regulations (e.g., occupational family pay bands will substitute for grade.) 

7‐8. USE OF VOLUNTARY SEPARATION INCENTIVES 

The Commanding General, MRDC, has the delegated authority to grant payments under the Voluntary 

Separation Incentive Pay (VSIP). 

7‐9. PROVISIONAL EXCEPTIONS AND ADDITIONAL INFORMATION 

Exceptions to provisions within this procedure/process may be granted by the Commanding General, 
USAMRDC on a case‐by‐case basis and must be coordinated with the MRDC G1. 
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Name Pers 
Average 

Total Score 
Tenure Vet Pref SCD-RIF 

DENISE 100 1 B 2010-11-06 

LISA 98 1 AD 2003-11-24 

CLARA 98 1 B 2018-06-11 

CHRIS 97 1 A 2016-12-12 

SUSAN 97 1 B 2008-03-03 

CHERYL 96 1 B 1994-10-09 

DANA 95 2 B 2020-05-11 

REBECCA 95 2 B 2020-11-23 

LEE 95 3 B 2020-07-06 

SABRENA 94 3 B 2018-10-15 

JANICE 93 2 B 2021-11-08 

SCOTT 92 2 B 2022-02-14 

MARY 91 1 AD 1987-06-09 

JOHN 90 2 B 1997-10-14 

MARIE 84 1 B 1995-06-17 

ANGELA 82 1 AD 2003-06-30 

DAWN 81 1 B 2005-12-21 

CANDY 80 1 A 2014-02-14 

BRYAN 76 1 A 1997-12-30 

JOSEPH 48 2 AD 1983-08-01 

SALLY NR 1 A 2010-01-11 




