Retirement Ceremony for:  ____________________

DATE:_________________      TIME: _________       LOCATION: ___________________________

PROJECT OFFICER: ______________________________________    ORG:  _________________

DUTY PHONE: _____________     CELL: _________________  E-MAIL: ______________________

Retirement Ceremony information AFI 36-3203 

Decoration Ceremony information AFI 36-2803
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	Proffer Board
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JNIC (Carol Floyd), 7-8916

PAFB, 6-6359 or 6-4154 
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Special Items
1. Arrangements made to acquire US Flag flown over Capitol through the closest Congressional member’s office.  (Orderly Room, 7-9540)
2. Request a letter/card from the President.  Contact Orderly Room at least 45 days prior to retirement date. (Orderly Room, 7-9540 or 7-9576)

3. Arrangements made for Decoration Ceremony (as appropriate).  

4. Retirement Certificate (Orderly Room, 7-9540 or 7-9576)

5. Retirement Letter from SWC/CC, AFSPC/CC  (Cindy 7-9565)

6. Retirement Pin (Orderly Room, 7-9540 or 7-9576)

7. AF Spouse Pin (ORDER on Internet 8 wks early at NO CHARGE:  www.yourguardiansoffreedom.com
8. AF Parent Pin (ORDER on Internet 8 wks early at NO CHARGE:  www.yourguardiansoffreedom.com
Sequence of Events:


Retiring member, spouse, and family meet with presiding officer.

Spouse and family escorted into position.


Presiding officer and retiring member proceed to ceremony location.


Narrator announces the presiding officer.


Fanfare played (as appropriate).


Individuals take position on stage, retiring member to Presiding officer’s left.


“Ruffles and Flourishes” played (as appropriate).

National Anthem played

Invocation is said, if desired


Presiding officer makes comments pertaining to retiree’s career, family, etc.


Decoration Ceremony (as appropriate)


Presiding officer directs that the retirement order be read.


Narrator reads retirement order.


Retirement Certificate presented to retiring member; photo taken.


Personal Color presented, if appropriate, and desired by retiree


Other gifts/shadow box presented

Presiding officer or narrator asks retiring member’s spouse to come forward.


Retiree Pin presented to Retiree


Presiding officer presents Certificate of Appreciation to spouse; photo taken.


Retiring member may present spouse with flowers; photo taken.


Retiring member makes comments.


Flag Folding Ceremony, if Retiree requests


Closing Remarks


Reception, if desired.

