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NAMTRAU WHIDBEY ISLAND INSTRUCTION 1800.1J

Subj:  RETIREMENT/FLEET RESERVE CEREMONIES FOR PERSONNEL ASSIGNED TO NAMTRAU 

       WHIDBEY ISLAND, WASHINGTON

Ref:
(a) MILPERSMAN 1800-010

Encl: (1) NAMTRAU WI 1800/1 (Rev 09-01), Retirement/Fleet Reserve Ceremony questionnaire (Member)

(2) NAMTRAU WI 1800/2 (Rev 09-01), Command Retirement/Fleet Reserve    Ceremony Checklist

(3) Tree Diagram of Responsibilities

(4) Mid Level Deployment Flow Chart for Retirement/Fleet Reserve Letter of Instruction (LOI).

(5) Mid Level Deployment Flow Chart for Retirement/Fleet Reserve Ceremony

(6) Sample Retirement/Fleet Reserve Letter of Instruction (LOI)

1.  Purpose.  To assign ceremony responsibilities for NAMTRAU Whidbey Island Personnel transferring to the Retired list or to the Fleet Reserves.

2.  Cancellation.  NAMTRAGRUDETWHIDBEYINST 1800.1H.  Since this is a major revision, changes are not indicated throughout.

3.  Policy.  When requested by the transferring individual, an appropriate ceremony will be arranged.  All members of the retiree’s chain of command are responsible for ensuring a proper ceremony is conducted in accordance with the Retirement Ceremony Letter of Instruction (LOI).

4.  Responsibilities.  The following actions and responsibilities are assigned:


a.  Member


(1) Upon approval of retirement or transfer to Fleet Reserve, initiate proceedings using enclosure (1), and submit to Command Career Counselor (CCC).



(2) Work in close liaison with Leading Instructor or Supervisor to develop a Retirement/Fleet Reserve LOI (NAMTRAUWHIDBEYNOTE 1800) using enclosure (6) as a guideline.  Have LOI routed, via chain of command, to Commanding Officer (CO) no less than 60 days prior to planned ceremony date.



(3) Arrange for Shadow Box, if desired.


b.  CCC


(1) Initiate enclosure (2), using information from completed enclosure (1).



(2) Route enclosure (2) via Chain of Command.



(3) Notify the Public Affairs Officer (PAO) of any changes to enclosure (1) as they occur.
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(4) Annually review and update this instruction and all attached enclosures.


c.  Leading Instructor/Supervisor



(1) Comply with applicable items in enclosure (2).



(2) Draft rough Retirement/Fleet Reserve Ceremony LOI, using enclosure (6) as an example.



(3) Inform Department Head upon completion of all items.


d.  Department Head


(1) Ensure compliance of items in enclosure (2).



(2) Retain a copy of enclosure (2) for tracking purposes.



(3) Review rough draft of Retirement/Fleet Reserve LOI (NAMTRAUWHIDBEYNOTE 1800) and forward to Admin.



(4) Inform Chain of Command when ceremony has been arranged.


e.  Administration


(1) Comply with applicable items in enclosure (2).



(2) Prepare smooth Retirement/Fleet Reserve LOI (NAMTRAUWHIDBEYNOTE 1800) for CO to sign.



(3) Publish completed Retirement/Fleet Reserve LOI (NAMTRAUWHIDBEYNOTE 1800) on LAN in a public folder and notify command.


f.  PAO



(1) Comply with applicable items in enclosure (2)

5.  Forms.  Enclosure (1), NAMTRAU WI 1800/1 (Rev 09-01), Retirement/Fleet Reserve Ceremony Questionnaire (Member) and enclosure (2), NAMTRAU WI 1800/2 (Rev 09-01), Command Retirement/Fleet Reserve Ceremony Checklist may be reproduced as needed.  Additionally, it can be locally accessed via the LAN under network neighborhood/pdc/instructions/forms.units or by contacting the Admin Office.
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Distribution:

NAMTRAUWHIDBEYINST 5216.1P

List D

2

	                                                     NAMTRAUWHIDBEYINST 1800.1J

	                                                     CCC

                                                     4 Sep 01



	RETIREMENT/FLEET RESERVE CEREMONY QUESTIONNAIRE (MEMBER)

	Part I: Personal Information

	Name:
	     
	
	Rate:
	     

	Spouses Name:
	     
	

	Retirement Date:
	     
	

	Ceremony Date:
	     
	
	Time:
	     

	Ceremony Location:
	Primary:
	     
	
	Secondary:
	     

	Type of Ceremony Desired?
	 FORMCHECKBOX 
 Formal
	 FORMCHECKBOX 
 Informal

	Part II: Specific Ceremony Information

	Names (First, Last, MI) and relation of any family or friends that will attend (attach extra sheet if necessary):

	1.
	     
	4.
	     

	2.
	     
	5.
	     

	3.
	     
	6.
	     

	

	Names of Sideboys (if no sideboys desired, put N/A):

	1.
	     
	4.
	     

	2.
	     
	5.
	     

	3.
	     
	6.
	     

	

	Names of Flag Detail (if not ‘passing the flag’, put N/A)

	E-9
	     
	E-8
	     

	E-7
	     
	E-6
	     

	E-5
	     
	E-4
	     

	E-3
	     
	*All paygrades do not have to be represented.

	Name of Bell Ringer: 
	     

	Name of Boatswain’s Mate:
	     

	Do you want Color Guards in your ceremony?
	     FORMCHECKBOX 
 Yes            FORMCHECKBOX 
 No

	Master of Ceremonies:
	     

	Add any other requests or remarks:
	     

	     

	     

	

	Member’s Signature: 
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	COMMAND RETIREMENT/FLEET RESERVE CEREMONY CHECKLIST

	Name:
	     
	
	Ceremony Date:
	     

	Type of Ceremony Desired:
	 FORMCHECKBOX 
 Formal
	
	Ceremony Time:
	     

	
	 FORMCHECKBOX 
 Informal
	
	Location:
	     

	

	Command Career Counselor

	
	Provide member with a copy of enclosure (1) and assist in completing it.

	
	Initiate this enclosure, and forward to member to fill out.

	
	Initiate any special certificates (Governor, President, etc).

	
	Arrange for cake and flowers, if applicable (member responsible for cost).

	
	Provide flag for shadowbox or for presentation.

	
	Provide copy of completed enclosure (1) to PAO.

	
	Notify PAO and chain of command of any changes to the ceremony.

	

	Public Affairs Officer

	
	Coordinate Pre and Post Ceremony publicity.

	
	Arrange for photographer and video camera operator, if requested.

	
	Prepare and send base and hometown newspaper articles (if desired).

	

	Admin Department

	
	Prepare certificates. Minimum certificates listed below:

	
	
	Fleet Reserve or Retirement Certificate.

	
	
	Spouse and/or children’s appreciation certificates (As applicable).

	
	
	Navy Watch.

	
	
	CPO Creed (As applicable).

	
	
	Sailor’s Creed (As applicable).

	
	
	End of Career Award (As applicable).

	

	Leading Instructor/Supervisor

	
	Develop Fleet Reserve/ Retirement Ceremony LOI.

	
	Arrange Ceremony location.

	
	Arrange for bell, stand, stanchions, and red carpet.

	
	Arrange for Color Guards if requested.

	
	Arrange for Chaplain if requested.

	
	Arrange for Sideboys and Bell Ringer. Ensure they are listed in LOI.

	
	Arrange for Boatswain’s Mate. Ensure Boatswain’s Mate listed in LOI.

	
	Arrange for plaque and/or Shadowbox (FCPOA, CPO Mess, Etc).

	
	Arrange working party for ceremony set-up and tear-down.

	
	Prepare and submit award request minimum of 3 months prior to ceremony.

	
	Prepare transfer evaluation and route minimum of 30 days prior to ceremony.

	
	Notify CCC of any changes to ceremony.

	
	Keep in close contact with the chosen Master of Ceremonies.

	NAMTRAU WI 1800/2 (Rev 09-01)
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SAMPLE

Canc:       

NAMTRAUWHIDBEYNOTE 1800

                                                             Ser W00/


NAMTRAU WHIDBEY ISLAND NOTICE 1800

Subj:  RETIREMENT CEREMONY FOR      
,
USN

Ref:   (a) NAMTRAUWHIDBEYINST 1800.1J

Encl:  (1) Schedule of Events

1.  Purpose.  To promulgate assignments and schedule of events for a Retirement ceremony on      
, at      


 honoring      
, USN.       
 will transfer to the Fleet Reserve after      
 years of Naval service.  The ceremony is scheduled to be held      
.

2.
Information:


a.  NAMTRAU Whidbey Island, staff and student personnel are cordially invited to attend.


b.  Uniform:  Ceremony participants –      
,

                   Flag Detail-      
.

                   All other personnel -      
.

3.  Formation.  All personnel attending will be seated except ceremony participants. 

4.  Assignments:

    a.  Ceremony Officer –      
    b.  Guest Speaker –      
    c.  Master of Ceremonies/Coordinator –      
    d.  Chaplain –      
    e.  Sideboys -      
                        
                        
                        
                        
                        

f.  Special Unit – Flag Detail:



 Reader 
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g.  Bell Ringer –      

h.  Boatswain’s mate –      

i.  Working Party - Arranged by      , (presentation tables, podium, Bullets, and Red Carpet and parking). 

5.  Action.  In addition to responsibilities outlined in reference (a), the

following action is assigned:

    a.  Admin ensure all necessary official certificates, orders, and

ceremony binders are prepared and available.

    b.       
 muster working party at      
 to set up and 

     
 take down all necessary equipment.

    c.  Public Affairs Officer:

        (1) Ensure appropriate pre and post ceremony publicity.

        (2) Ensure a photographer is available.

        (3) If requested, arrange video camera availability to record ceremony.

    d.  CCC:

        (1) Provide cake.

        (2) Ensure that Boatswain’s Mate and Color Guards have been reserved/notified.

        (3) Prepare Documents and Awards Presentation table.

        (4) Ensure shadow box is in place.

    e.  Leading Instructor:

        (1) Arrange for working party.

6.  Schedule of events.

    a.       
 - Ceremony rehearsal at      
. 


   All personnel officially involved will attend.

    b.       
 - Ceremony at the      .

    c.  Reception to follow at         
.

                                       R. J. FIEGL, JR.
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SCHEDULE OF EVENTS

     

(Insert Date of Ceremony rehearsal)

     
 - Ceremony rehearsal.

     

(Insert Date of Ceremony)

     
 - Ceremony setup at      
.

(Time)

     
 - Sideboys, Boatswain Mate, Bell Ringer fall in place.

(Time)

     
 - Guests seated.

(Time)

     

- Official party, Retiree (Name), and Chaplain seated.

(Time)

	- MC (Insert Name)
	-
	Move to Podium

	
	
	

	- MC
	-
	“Will the guests please rise for the National Anthem and remain standing for the invocation”

	
	
	

	- MC
	-
	“Parade the Colors”

	
	
	

	-      
	-
	Sing National Anthem.

	(Insert Name)

(National anthem can also be played through a stereo)

	

	- MC
	-
	“The invocation will be delivered by Chaplain      .”

	
	
	

	-      

	-
	Deliver Invocation.

	(Insert Name)
	
	

	- MC
	-
	“Will the guests please be seated.”

	
	
	

	- MC
	-
	Introduce (Guest Speaker).

	
	
	

	- (Guest Speaker)
	-
	Remarks.

	
	
	

	- (Guest Speaker)
	-
	Introduce XO or CO (Name).

	
	
	

	- CO or XO
	-
	Present Citation

	
	
	

	- MC
	-
	Call “attention to award” then Read Citation

	- CO or XO
	-
	Present Fleet Reserve Certificate.

	
	
	

	-      
	-
	Present Shadowbox.

	 (Insert Name)
	
	

	-      
	-
	Present Creed.

	 (Insert Name)
	
	

	- MC
	-
	Read “Retired Creed”

	
	
	

	- MC
	-
	“Old Glory, Post.”
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- Flag Detail
	-
	Perform “Passing the Flag” ritual.


	-      

	-
	Remarks

	 (Insert Name)
	
	

	- MC
	-
	Read “The Navy Watch.”

	
	
	

	-      

	-
	“I stand relieved.”

	 (Insert Name)
	
	

	- MC
	-
	“Side Boys Post”

	
	
	

	-      

	-
	“Request permission to go ashore.”

	 (Insert Name)
	
	

	- XO or CO (Name)
	-
	“Permission Granted”

	
	
	

	-      

	-
	“Aye, Aye sir”

	 (Insert Name)
	
	

	- Bell Ringer
	-
	Two bells

	
	
	

	- MC
	-
	“     
Petty Officer      , 
United States Navy, departing”

	
	
	

	- Boatswain’s Mate
	-
	Pipe

	
	
	

	- MC
	-
	“Will the guests please rise for the Benediction.”

	
	
	

	- Chaplain
	-
	Delivers the Benediction.

	
	
	

	- MC
	-
	“Retire the Colors.”

	
	
	

	- MC
	-
	“This concludes our ceremony…”
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