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	Commanding Officer
U. S. Coast Guard
Integrated Support Command
	4000 Coast Guard Blvd.
Portsmouth, VA 23703-2199
Staff Symbol: c
Phone: (757) 483-8590
Fax: (757) 483-8795


CG ISC PORTSVA INST 1800.1D
                                                                                                    17 December 2007
INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 1800.1D
	Subj:
	RETIREMENT CEREMONIES


Ref:      (a) Personnel Manual, COMDTINST M1000.6A, Article 12-C-4

 (b) Financial Resource Management Manual, COMDTNOTE 7100, Article 5-K-1
1.  PURPOSE.  It is the intent of the Integrated Support Command (ISC) Portsmouth to recognize all employees (civilian and military, Reserve and Active Duty) when they retire from civil or military service.  This instruction establishes procedures for conducting retirement ceremonies for ISC personnel and establishes the responsibilities of various divisions and branches aboard ISC Portsmouth in accordance with reference (a).

2.  CHANGES.  Added reference (b), updated retirement memo format and updated award submission timeframe.
3.  ACTION. 

a. Retiring members shall submit a request to their Division Officer indicating the desired date and type of retirement ceremony, and if required, the desired “Presiding Official” and/or “Guest Speaker” as well as the identity of the requested “Master of Ceremonies”.  The Division Officer will make comments and forward the request to the Executive Officer for entry onto the command calendar.  Formal ceremonies should be requested at least 45 days before the event, informal ceremonies should be requested at least 30 days before the event, and informal recognition should be requested at least 10 days before the event.

b. Division Officers are responsible for ensuring that all retiring members receive proper recognition.  Once requested by the retiring member, Division Officers are responsible for scheduling, planning, and executing the desired ceremony.  Requests for appropriate awards shall be submitted in time for presentation at the retirement ceremony.  Take the level of the award into account, since some can only be approved by Headquarters and will, therefore, need sufficient lead time for staffing.  A congratulation letter from the Commanding Officer shall be submitted.  A sample letter is included as enclosure (1).

c. Supporting divisions shall provide services designated in the retirement ISC Notice (ISCNOTE), as drafted by the Division Officer for formal ceremonies.  An example of this notice is included as enclosure (2).  The Admin Section of the Personnel Services Division will maintain a checklist of items (retirement date, ceremony date, paperwork submitted, certificates requested, etc.) pertaining to each member's impending retirement.  Admin will also keep the appropriate Division Officer informed of important dates and progress on retirement processing in order to ensure no missed deadlines.    

d. The Division Officer shall designate a Project Officer for formal ceremonies.  If an informal ceremony is desired, the Division Officer shall coordinate all support required.  Project Officers must submit work orders and request any public address equipment from the Electronics Support Detachment Portsmouth (ESD).

4.  DIRECTIVES AFFECTED.  CG ISC PORTSVA INST 1800.1C is hereby cancelled.

5.  DISCUSSION.

a. Retirement ceremonies provide an occasion to honor retiring members who have served the Coast Guard and the Nation with distinction.  This is a time-honored tradition to officially mark the end of a member’s Coast Guard service.  Although the retiring member chooses the degree of formality, all shall have some form of recognition.  Our three forms of retirement recognition are outlined in paragraph 5.

b.  A Project Officer will assist the retiring member in making arrangements for their ceremony.  If possible, the Project Officer will be from the retiring member’s division and be of equal or greater rank/grade.

c. The use of appropriated funds is authorized to fund an item of nominal value (less than $100) to recognize a retiree’s contribution to the service and the country per reference (b).  Items must be non-monetary and convey pride and honor to the recipient.  Items to be considered may include, but are not limited to: Plaques (wall, desk, or shadow box), pen sets, desk medallions, certificates etc.  Discretion should be used when selecting an item for retirement recognition. Gifts (i.e., golf clubs, deck chairs, clothing items) are NOT AUTHORIZED and shall not be purchased with appropriated funds.     
6.  OPTIONS.  The retiring member may select from one of these three ceremonial options:

a. Formal Retirement Ceremony.  This is our highest form of recognition.  In fair weather the ceremony may be held in front of the command building at the flag pole.  In foul weather the ceremony may be held in the gym, the Wheelhouse, or Portside.  The Commanding Officer will normally serve as the Presiding Official and an Honor Platoon and Color Guard may participate if the retiring member desires.  This option takes the greatest amount of planning and involves the largest number of resources to execute.  A sample-planning checklist and ceremony are included in enclosures (3) and (4).

b. Informal Retirement Ceremony.  This ceremony is usually held in one of ISC’s buildings and involves less people and resources than the formal ceremony.  The Commanding Officer normally serves as the Presiding Official, but another military member may be substituted at the request of the retiring member.  A sample-planning checklist and ceremony are included in enclosures (5) and (6).
c. Informal Recognition.  This option involves the least amount of planning and lead-time.  Held in the retiring member’s workspace, the Division Officer/Branch Chief’s office, the command office or other requested location, this ceremony is short, but professional.  A checklist for this form of recognition is included in enclosure (7).

7.  ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS.  Environmental considerations were examined in the development of this instruction and have been determined to be not applicable.
8.  FORMS/REPORTS.  None.




//S//


  S. J. ANDERSEN
Encl:
(1)
Sample Retirement Letter from CO to Retiree

(2) Example ISCNOTE

(3) Formal Retirement Ceremony Checklist

(4) Sequence of Events and Script for Formal Retirement Ceremony

(5) Informal Retirement Ceremony Checklist

(6) Sequence of Events and Script for Informal Retirement Ceremony

(7) Informal Recognition Ceremony Checklist

Dist:
List I

Sample Retirement Letter from CO to Retiree
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U. S. Coast Guard

Integrated Support Command
	4000 Coast Guard Boulevard

Portsmouth, VA  23703-2199

Staff Symbol: c

Phone: (757) 483-8590

Fax: (757) 483-8795

1800

(date)




MEMORANDUM

	From:
	I. M. Incharge, CAPT
CG ISC Portsmouth 
	
	

	To:
	BMC Finally I. Retire, USCG

	
	

	Subj:
	RETIREMENT


1. As the end of your active Coast Guard career draws near, I would like to express my personal appreciation for your long and exemplary service.

2.  In reviewing your career, I note your many and varied duty assignments, including:*

CG Training Center, Cape May, NJ (Recruit Training)   
            August 1991 – December 1991

CG Training Center, Petaluma, CA (SK “A” school)                              January 1992 – March 1992

CG CPRO, Governor’s Island, NY                                                          March 1992 – September 1996

CGC HARRIET LANE (WMEC-903), Portsmouth, VA
            September 1996 – May 2003

CG Maritime Safety and Security Team 91106, NY                               May 2003 – June 2005
CG Integrated Support Command, Portsmouth, VA
            June 2005 – August 2007     
(If the letter is for a civilian, instead of listing the assignments, it may be appropriate to describe the various projects and contributions the member made to the Coast Guard or the unit.  Language similar to that used in an award citation is appropriate.)

Of these, I believe your most important assignment was your final duty station; the Integrated Support Command, Portsmouth, VA. Here you provided exceptional leadership while serving as (title/position).

3.  Your significant contributions to our service are in keeping with the proud traditions of the many men and women who have served our country with distinction for over 200 years.  As you retire, please know that you have left a lasting and immeasurable impression on those with whom you have served.  You (and your family) can take great pride in your many achievements that reflect a career full of hard work and sacrifice.  Your retirement doesn’t mean you are leaving the Coast Guard.  You will always be a cherished part of our proud Service and it will always be a part of you.

4.  I extend my sincerest best wishes to you (and your family) for your success and happiness.

#

[image: image4.wmf][image: image2]
	Commanding Officer
U. S. Coast Guard
Integrated Support Command
	4000 Coast Guard Blvd.
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CG ISC PORTSVA note 1800

INTEGRATED SUPPORT COMMAND PORTSMOUTH notice 1800

	Subj:
	RETIREMENT CEREMONY FOR BMC FINALLY I. RETIRE, USCG


	Ref:
	(a)  CG ISC PORTSVA INST 1800.1 (Series)


1.  PURPOSE.  To notify military and civilian personnel of the Retirement Ceremony for BMC Finally I. Retire and to provide amplifying information.

2.  DISCUSSION.  A Retirement Ceremony will be held on the fair weather parade at 1300 on 6 December 2007 in honor of BMC Retire.  A reception will immediately follow.

3.  UNIFORM.  

a. Official Party:  Service Dress Blue.

b. Other participants in the retirement ceremony:  Tropical Blue Long or SDB with combination cap.  Women shall wear dress trousers.

c. Personnel attending retirement ceremony:  Uniform of the Day.

4.  ACTION.  Responsible parties provide services designed in enclosure (1).  Project Officer shall submit necessary work orders and coordinate all support.

5.  FOUL WEATHER PLAN.  In the event of inclement weather, the retirement ceremony will be held in Portside/Gym.



I. WANNABE, CDR


Executive Officer

Encl:
(1) List of Official Party and Division Unit Responsibilities

List of Official Party and Division’s Responsibilities

Official Party:
Retiring Member

Presiding Official

Master of Ceremonies

Chaplain

Chief Petty Officers’ Association (if applicable)

Other Participants:
Honor Platoon Commander

Honor Platoon

Retirement Project Coordinator

Ushers

Sound System Attendant

Parking Attendants

Set-up and take down

NOTE:  Honor Platoon should come from the retiring member’s division and other volunteers.  Ushers, sound system attendant, parking attendants and set-up/take down personnel may come from volunteers or duty section.

Support Requirements:

Public Affairs Officer (PAO)


Provide photographer.

Morale, Welfare and Recreation Branch (MWR)


Provide reception as arranged by retiring member.  Display congratulations on marquee as requested.

Facilities Engineering Division (FED)


Provide podium, one table for certificates, seating for official party, and seating for 30 guests.  The Project Officer will submit work orders.

Administration Branch (Admin)


Provide retirement certificates for member and spouse, letter from President if applicable, information for the unit retirement letter, and track status of award.

Security


Provide any special parking arrangements and VIP signs.

Formal Retirement Ceremony Checklist
C = Day of Ceremony (Ex. C-45 means 45 days before the ceremony.)


Actions must be completed no later than the required date in parenthesis. 

(C-60)
· Division Officer shall ensure appropriate award recommendation has been submitted.
(C-45)
· Retiring member submits a request for a date for formal retirement ceremony, desired “Presiding Official” and/or Guest Speaker as well as the desired “Master of Ceremonies”.  Primary, secondary and tertiary dates should be included.

· Division Officer/Branch Chief forwards the request, and a draft ISCNOTE to the Executive Officer with a copy forwarded to Admin.  The ISCNOTE must designate the Project Officer, Master of Ceremonies, and the Honor Platoon Commander.  See enclosure (2) for a sample ISCNOTE.  Admin will assist Division Officer/Branch Chief as necessary.

 (C-30)

· Retiring member arranges for reception at Portside, Wheelhouse or other location (optional).

· Retiring member should have sent out invitations.

· Division Officer/Branch Chief ensures forwarded request and ISCNOTE have been received.

(C-25)

· ISCNOTE published by Admin.
(C-20)

· Project Officer requests/arranges required support.

· Coordinate availability of Color Guard, Chaplain, and the Honor Platoon.  Coordinate any recognition to be provided by the Division/Branch.

· Coordinate reception and marquee congratulations with MWR.

· Inform security and make any special parking arrangements.

· A sound system and podium set-up should be arranged from ESD.  A sound system operator should be designated.  Retiring member should make an appropriate music selection.

· Personnel should be assigned as ushers and parking attendants.

(C-14)

·  Project Officer or retiring member prints the Retirement Ceremony program (optional).
· Submit command congratulations letter for signature.  See enclosure (1) for suggested format.
(C-10)
· If the Commanding Officer is the Presiding Official, the Project Officer shall provide the Commanding Officer with several anecdotes about the retiring member.  These will be used in the Commanding Officer’s comments at the ceremony.

(C-1)

· Project Officer shall hold a rehearsal of the ceremony.

· The Commanding Officer shall be briefed on the ceremony.

Sequence of Events and Script for Formal Retirement Ceremony

	MC:
	“Ladies and Gentlemen, welcome to ISC Portsmouth for today’s Retirement Ceremony where we will recognize the outstanding performance of _______________ and his/her _____ years of service to the Nation.  Please rise for the arrival of the official party, the presentation of colors, the playing of our National Anthem, and the invocation.”

	
	

	MC:
	“Honor Company, Attention”

Honor Platoon Commander (PC): “Attention – Report”.

	
	

	Piper:
	Pipe Attention

Retiring Member and Presiding Official proceed towards honor line.

	
	

	Piper:
	Pipe Arrive

Honor line, Honor Platoon CDR, Salute.

At end of pipe, salute is dropped.  Honor line does left face.

	
	

	MC:
	“Present the Colors”

(Color Guard proceeds and assumes position in Diagram 1)

	
	

	MC:
	“Hand Salute”

(Honor Platoon Commander Salutes)

	
	

	Band:
	National Anthem

Salutes rendered as before.

	
	

	MC:
	“Ready, Two”

	
	

	MC:
	“Ladies and Gentlemen, Chaplain ________________ will offer the invocation.”

	
	

	Chaplain:
	Invocation

	
	

	MC:
	“Please be seated.”

	
	

	PC:
	“Sir/Ma’am, the Honor Platoon is formed and ready for your inspection.”

	
	

	Retiring Member:
	“Very Well”

Martial music

	
	

	
	Retiring member and Presiding Official troop the line.  The retiring member may opt to walk through the platoon for inspection.  Party will salute when passing the Honor Platoon Commander and colors.  After the inspection/troop the line, the retiring member and the Presiding Official will be seated.

	
	

	MC:
	Welcoming remarks and introduction of Presiding Official.

	
	

	Presiding Official:
	Remarks

	
	

	
	After the remarks, the Presiding Official will escort the retiring member to the place of honor.  If a spouse is present, he/she will be escorted to accompany the retiring member.  Children may also accompany the retiring member.  The MC will announce/read gifts and recognition in the following order:

	
	

	
	Read and present Spouse Certificate from COMDT

Flowers given to the Spouse

Present Children’s Certificates

Read and present letter from Command

Read and present award as appropriate

Read and present Retirement Certificate

	
	(Note:  Above are the only presentations authorized for the formal retirement ceremony.)

Spouse and children will be escorted to their seats.  Presiding Official will return to seat.

	
	

	MC:
	Introduce retiring member to make remarks.

	
	

	Retiring Member:
	Remarks.  (These remarks should focus on the positive aspects of a career in the Coast Guard.  Personal insights to help those that follow will be most welcomed.)

	
	

	MC:
	“Ladies and Gentlemen please rise for the benediction and the departure of the official party.”

	
	

	Chaplain:
	Benediction

	
	

	
	Following the benediction, the playing of Semper Paratus is appropriate.  After the first verse, the retiring member will depart past the honor line rendering a salute.  The Presiding Official will follow.

(After the second verse of Semper Paratus)

	
	

	MC:
	“This concludes the retirement ceremony.  You are all invited to ____________ to enjoy a reception hosted by _____________(retiring member).  Thank you for joining us today.”

	
	

	PC:
	Dismiss the Honors Platoon and colors will depart.


Diagram (1)  Formal Retirement – Gymnasium Layout of Attendees

Diagram (2)  Formal Retirement – Portside Layout of Attendees
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C = Day of Ceremony (Ex. C-30 means 30 days before the ceremony.)


Actions must be completed no later than the required date in parenthesis.
(C-60)

· Division Officer shall ensure appropriate award recommendation has been submitted.

(C-30)

· Retiring member submits a request for a date for informal retirement ceremony, desired “Presiding Official” and/or Guest Speaker and the desired “Master of Ceremonies”.  Primary, secondary and tertiary dates should be included.

· Division/Branch Officer forwards the request, and a draft ISCNOTE to the Executive Officer with a copy forwarded to Admin.  The ISCNOTE must designate the Project Officer, Master of Ceremonies, and the Honor Platoon Commander.  See enclosure (2) for a sample ISCNOTE.  The Admin Branch of the Personnel Services Division will assist Division/Branch Officers as necessary.

· Division Officer/Branch Chief ensures forwarded request and ISCNOTE have been received.

· Retiring member arranges for reception at Portside, Wheelhouse or other location (optional).

· Retiring member should have sent out invitations.

 (C-20)

· Project Officer requests/arranges required support.

· Coordinate availability of Chaplain.  

· Coordinate reception and marquee congratulations with MWR.

· Inform security and make any special parking arrangements.

· A sound system and podium set-up should be arranged from ESD.  A sound system operator should be designated.  Retiring member should make an appropriate music selection.

· Personnel should be assigned as ushers and parking attendants.

(C-14)

· Project Officer or retiring member prints the Retirement Ceremony program (optional).
· Submit command congratulations letter for signature.  See enclosure (1) for suggested format.
(C-10)
· If the Commanding Officer is the Presiding Official, the Project Officer shall provide the Commanding Officer with several anecdotes about the retiring member.  These will be used in the Commanding Officer’s comments at the ceremony.

(C-1)

· Project Officer shall brief the Commanding Officer on the ceremony.

Sequence of Events and Script for Informal Retirement Ceremony
The informal retirement ceremony provides some formality, but leaves more latitude for the retiring member and Project Officer in planning.  The following is a recommended sequence of events:

	MC:
	“Please rise for the arrival of the official party and the invocation.”

Official Party:  Presiding Official, Retiring Member, Chaplain, Division Officer/Branch Chief

	
	

	Chaplain:
	Invocation

	
	

	MC:
	Welcoming remarks and introduction of the Presiding Official.

	
	

	Presiding Official:
	Remarks

	
	

	
	Presiding Official, Retiring Member and family (optional) file to center stage after the presiding official’s remarks.  Presentations are made in the following order:

	
	

	
	Read and present Spouse Certificate from COMDT

Flowers given to the Spouse

Present Children’s Certificates
Read and present congratulations letter from Command

Present recognition from Division/Branch as appropriate

Read and present award as appropriate

Read and present Retirement Certificate

	
	Spouse and children return to their seats.  Presiding Official will return to seat.

	
	

	MC:
	Introduce retiring member to make remarks.

	
	

	Retiring Member:
	Remarks.  (These remarks should focus on the positive aspects of a career in the Coast Guard.  Personal insights to help those that follow will be most welcomed.)

	
	

	MC:
	Thank Retiring Member for remarks.  “Will the audience please rise for the benediction and departure of the official party.”

If applicable, call members forward who will be presenting any other mementos or gifts to the Retiring Member.

	
	

	Chaplain:
	Benediction  (upon completion, official party files out)

	
	

	MC:
	“Ladies and Gentlemen, this concludes the retirement ceremony for ___________ (Retiring Member).  You are all invited to ____________ for a reception hosted by _____________(Retiring Member).  Thank you for sharing this special day with us.


Informal Recognition Ceremony Checklist
C = Day of Ceremony (Ex. C-30 means 30 days before the ceremony.)


Actions must be completed no later than the required date in parenthesis

(C-60)

· Division Officer shall ensure appropriate award recommendation has been submitted.

(C-30)

· Retiring member arranges for reception at Portside, Wheelhouse or other location (optional).

 (C-10)

· Retiring member submits a request for an Informal Recognition Ceremony.  The request should outline details of the Informal Recognition Ceremony.  If a script is to be used, it should be included in the request.  If the Commanding officer is requested to be the Presiding Official, then the Division Officer will review any details pertaining to the ceremony.

(C-7)

· Submit command congratulations letter for signature.  See enclosure (1) for suggested format.
 (C)

· Ceremony held in office, workspace, command office, or other location as requested.  Co-workers and family are encouraged to be in attendance.

NOTE:  This ceremony is often used for short lead-time retirements.  Certificates and awards may not be available for the ceremony.  Facsimile certificates may be used as a replacement for the actual certificate.  Admin will assist.


































� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���








PLATOONS





HONOR





PODIUM





OFFICIAL PARTY





GUESTS





GUESTS





BAND





(OPTIONAL)





PORTSIDE





DIAGRAM (2)





Formal Retirement -Layout of Attendees









[image: image8.wmf][image: image9.bmp][image: image10.bmp][image: image11.wmf]Formal Retirement -Layout of Attendees

DIAGRAM (1)

GYMNASIUM

(OPTIONAL)

BAND

GUESTS

GUESTS

BLEACHERS

BLEACHERS

OFFICIAL PARTY

PODIUM

HONOR

PLATOONS

_1106610537.doc
[image: image1.png]U.S. Department of
Homeland Security

United States
Coast Guard








