Retirement Ceremony Scripts

Have you ever searched for an appropriate script to use during a retirement ceremony?  Use the links below to view some suggestions as well as a time-honored script for a formal ceremony (Thanks to CMC Bryan Clemons).
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Good morning ladies and gentleman, let me first say I am honored by being part of this mornings special event. 
 
I have the honor of presenting the National Ensign to Chief Lemay. 
 
I would like to provide some history of our National Ensign, and illustrate why it is so fitting that we present the American Flag 
to Chief, here today. 
 
In 1775 prior to the Declaration of Independence, a committee of Congress with Benjamin Franklin at the head, decided upon 
the form for a new flag.  This flag consisted of thirteen red and white stripes but, the crosses of St. George, and St. Andrew , not 
stars, were placed on the blue field in the union.   
 
During the years of  1776 and 1777 a number of flags with thirteen stripes came into use and the need of a definite national 
emblem was realized.   
 
On June 14th 1777 the the Continental Congress, meeting in Philadelphia adopted the following resolution:   


Be it Resolved , that the flag of the United States be thirteen stripes, alternate red and white,  
that the union be thirteen stars, white in a blue field representing the new constellation. 


 
The “first flag” was in use from 1777 to 1795 and was known as the “Betsy Ross” flag.  There have been 27 U.S. Flags to date, 
the latest being adopted in 1960. 
 
When folded, the flag is folded into a triangular shape to symbolize the shape of the cocked hats worn by the soldiers of the 
American Revolution. 
 
The red stripes are said to represent the courage, heroism and sacrifices of more than 44 MILLION, men and women who have 
fought for our country and it’s freedoms since the revolutionary war.  
 
The white stripes speak to the purity of our high ideals.   
 
The blue field connotes the strength and the unity of all our states, which are represented by the stars. 
 
Dave, it is with great pride and in honor of your service that we present you with the flag of the United States of America. 
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THE WATCH 
 


For many years 
The Coastie stood the Watch 


While many of us lay about our bunks at night 
They stood the Watch 


 
While others of us were attending schools 


The Coastie stood the Watch 
 


And yes, even before many of us were born, 
They stood the Watch 


 
As their families watched the storm clouds of distress 


Brewing on the horizon of history 
The Coastie stood the Watch 


 
This Coastie looked ashore  


And saw his family, often needing guidance 
But he knew he must stay because 


He had the Watch. 
 
 


Name here! 
 
 


Today we’re here to say 
“You stand relieved.” 


Relieved by those you have led, guided and trained. 
We now have The Watch. 


 
Boatswain, standby to pipe the side. 


Shipmate going ashore! 





		But he knew he must stay because
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SEQUENCE of Events for Retirement Ceremony 
 
PA system playing official military music.  Ensures that music is shut off 10 minutes 
prior to the announcement that the ceremony is about to begin. 


 
Min00 PA OPERATOR:  Start  MUSIC 
 
Min26 PA OPERATOR:  Stop  MUSIC 
 
Min27 MC:  “Ladies and Gentlemen… we will 
be starting the ceremony in a couple of 
minutes, if you would find your seats please.” 
 
Min30 MC:  “Good morning, ladies and 
gentlemen.  On behalf of the Commanding 
Officer, we welcome you to PLACE and to the 
Retirement Ceremony of NAME .   


I am NAME/TITLE, your Master of 
Ceremonies for today’s event.  As appropriate 
throughout the ceremony, I will advise you 
when to stand or be seated.  Military personnel 
should remain covered throughout the 
ceremony.  I will also advise you of when to 
render hand salutes.” 
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MC: “Will the guests please rise and remain 
standing for the arrival of the official party, 
presentation of colors, the playing of our 
national anthem, and the invocation.” 
 
MC: “Now VIP title/grade arriving.” 
 
MC: “Now VIP title/grade arriving.” 
 
MC: “Now RETIREE’S NAME arriving.” 
 
MC: Color Guard…Present the Colors.” 
 
PA OPERATOR Start music (The National Emblem March 
[Trio, Fast]) 


 
The Color Guard advances the Colors to Center stage.  Once they are in position and 
dip the Colors, the PA Operator, if necessary, fade out or stop the music.  Once the 
music stops, the MC then announces the following: 


 
MC: “Hand Salute.” 
 
PA OPERATOR Start music (The National Anthem) 


 
MC: “Ready Two.” 
 
MC: “Color Guard… Post the Colors.” 
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Color Guard marches to their designated “Post Colors” staging area 


 
MC: “Ladies and Gentlemen, CHAPLAIN 
NAME will offer the invocation.” 
 
Chaplain: Invocation 
 
MC: “Will the guests please be seated.” 
 
MC:  Recognizes VIP’s in Audience… 
 
MC: “NAME(retiree)  is joined here today by: 
• His wife… NAME 
• His daughter(S)… NAME(S) 
• and their son(S)….NAME(s) 
 
MC: “Today we are gathered to formally 
recognize the many years of service that NAME  
has given to his country.   
 
MC: “Now I would like to introduce the Guest 
Speaker….  Name Title etc….” 
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*******  Guest Speaker REMARKS. 
RECAP / REMARK ON CAREER, 
UNITS, AWARDS, EDUCATION, 
ETC… HERE!  BY ONE OR MORE 
GUEST SPEAKERS 
******* 
When guest speaker completes his remarks, ask Retiree  to join him front and center. 
 
  (Depending upon the level of recognition, the MC will announce gifts and recognition in 
the following order. 
 
 Read and present award. 
 Read and present Presidential certificate. 
 Flowers to the Spouse. 
 Read and present Spouse Certificate from the Commandant. 
 Read and present Retirement Certificate. 


 
MC: Now it give me great pleasure to 
introduce today’s honoree… “NAME .” 
 
MCPO NAME  SPEECH 
 
MC: “Ladies and Gentlemen, in today’s 
Coast Guard a salute is a significant military 
gesture.  It is the act of military and naval men 
and women looking into the eyes of another 
companion in arms, and by a proper gesture of 
the hand, paying due respect to the uniform of 
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another defender of the Republic.  NAME  has 
made the decision to permanently stow his 
uniform and break out his civilian attire.  After 
the Benediction, the Honors Company will pay 
their last honor of respect to their companion.  
Just to provide a short note of information for 
the audience… please note that our Honors 
Company is composed of men and women 
representing the those attained and surpassed 
during his career.  We thought it most 
appropriate to display to everyone the 
progression of his Coast Guard career.  
 
MC: As my final tribute I offer: 
 Read and present “We have the Watch”. 


 
MC:  Will the audience please rise for the 
Benediction and remain standing for the retiring 
of Colors, and the rendering of honors.” 
 
MC: “Chaplain will now offer the 
Benediction.” 
 
MC: “Honor Company… Assume honors 
position.” 
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A slight pause will occur because the Honor Company must move to a new formation at 
the honors position to render side boy honors. 


 
MC: “Color Guard… Retire the Colors.” 
 
The Color Guard marches towards center stage.  Once abeam of the MC, announces: 


 
MC: “Hand Salute.” 
 
PA OPERATOR: Start music  The National Emblem March, 
(Trio, Slow) 


 
Color Guard dips Colors, then exits to departure area.  At an appropriate point the MC 
will announce: 
 
MC: “Ready Two.”  The PA OPERATOR will stop music when this 
is heard. 
 
MC: “Now official party departing.” 
 
SCPO:  “Honor Company… Hand salute… 
Ready Two.” 
 
MC: “Ladies and Gentlemen, this concludes 
the retirement ceremony.  You are invited to 
stay and enjoy a reception at the Grove in 
honor of NAME . 
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PA OPERATOR: Start music   
 
Please note: 
Presentation of gifts and mementos other than 
official recognition, should be done at the reception, 
not during the ceremony. 
 
This is just a guide, a place to start, personalize and 
make it your day! 
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