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	Sample Form Continued


From the MRA Resource Center


Position Elimination Worksheet
NOTE TO EMPLOYER: This is a sample worksheet used to document the decision-making process around position eliminations or reductions in force (RIF). This can be modified to fit the needs of the organization. It is critical to have a set of job-related, objective, and consistently applied criteria, decided upon and documented before the selections take place, to defend against a potential claim of discrimination.
Instructions:
1. Complete one copy of the form for each position eliminated and answer each question.

2. Sign and date below, indicating that, to the best of your knowledge, the information you have provided is accurate and no other records or documents relating to this process have been created by you.
Signed:  







Date:  








Position:  













What criteria and rationale were used to propose the elimination of this position?

What other positions were considered for elimination as an alternative to this one? Who are the incumbents?

How many incumbents in this position?  

Name of the person(s) in the position to be eliminated and their hire date(s):

What alternate work was considered for the affected person(s)? Explain.

Instructions:  This matrix is to be used when there is more than one incumbent in a job family which is being reduced. List each individual with their title across the top and rank them in each criterion according to the rating definitions. Intermediate ratings are not permitted (i.e. 1.5). The individual(s) with the least points become(s) the candidate(s) for job elimination. Length of service should be used only as the tie breaker when total points are equal. When total points are equal, the individual with the least seniority becomes the job elimination candidate.

Rater (Manager / Supervisor):​​​​​​​​​​​​  







Reviewing Manager:  








Position:  









	Names of Incumbents/Titles
	Ex: Sally, Customer Service
	
	
	
	
	

	Performance 
	Ex: 3, 4
	
	
	
	
	

	Knowledge, skills, ability, experience
	
	
	
	
	
	

	Versatility, flexibility and attitude 
	
	
	
	
	
	

	Disciplinary record
	
	
	
	
	
	

	Possession of unique or special Skills
	
	
	
	
	
	

	Total Score 
	
	
	
	
	
	

	Length of Service

(List when total points are equal)
	
	
	
	
	
	


Definitions:

Performance: Use 2 most recent performance evaluation ratings
Knowledge, skills, ability: High potential: rate 2, Low potential: rate 1
Versatility, flexibility and attitude: Long-term potential: rate 2, Short-term potential: rate 1
Disciplinary Record: 0 Warnings: rate 2; 1 or more Warnings: rate 1
Possession of unique or special skills: Necessary for business: rate 2; Not necessary for business: rate 1
To Be Completed by Reviewing Manager

Is the person in this position in a protected class? (Complete for each affected employee)

Yes



If yes, which class?  






No
______
This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 

Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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