SUBJ:
      Sources of Guidance on Retirement Ceremonies

FROM:     AFMCLO/JAF

DATE:
      May 24, 2002

Here are 15 sources of guidance on retirement ceremonies.  This memo does not address the rules on retirement gifts to superiors.

Executive Branch guidance.

None.

DoD guidance.

1.   Government postage.  DoD 4525.8-M, DoD Official Mail Manual, 26 Dec 01, paragraphs C1.3. and C1.3.10. read as follows:

C1.3.   Appropriated funds may be used to pay the postage for official mail relating solely to the business of the United States Government.  Thus, appropriated funds may be used [for]:

...

C1.3.10.   Official announcements of official retirement, promotion, award, change-of-command, and ship commissioning or decommissioning ceremonies.  The location and time of a directly related reception may be noted if it does not result in any increase in cost to the Government, and the notation does not include advertisement for or endorsement of any enterprise.

DoD 4525.8-M, DoD Official Mail Manual, 26 Dec 01, paragraphs C1.4. and C1.4.9. read as follows:

C1.4.   Appropriated funds may be used only for official mail relating solely to the business of the United States Government.  Thus appropriated funds may not be used to pay postage for:

...

C1.4.9.   Personal mail, holiday and birthday greetings, unofficial retirement announcements, and similar material.  However, activities may use appropriated fund postage for holiday greetings when international diplomacy dictates.

Air Force guidance.

2.   Government postage.  The rules on use of appropriated fund postage are summarized in OpJAGAF (Opinion of The Judge Advocate General of the Air Force) 1995/103, dated 28 Nov 95.  However, it should be noted that the summary in OpJAGAF 1995/103 is based on the rules that are found in the July 1987 version of DoD 4525.8-M, DoD Official Mail Manual, and in the 18 Apr 94 Air Force Supplement to DoD 4525.8-M.  Thus, the current situation is that there is (1) a DoD Official Mail Manual dated 26 Dec 01, and (2) an Air Force Supplement to the DoD Official Mail Manual that has not yet been updated, i.e., the Air Force Supplement was issued on 18 Apr 94 and it supplements the July 1987 edition of the DoD Official Mail Manual.

3.   Use of appropriated funds for invitations and programs.  Air Force Instruction (AFI) 65-601, Budget Guidance and Procedures, Volume I, 17 Nov 00, paragraph 4.27, states:

4.27.  Traditional Ceremonies.  The use of appropriated funds that might be prohibited as personal expenses may be permissible when they are incurred incident to certain traditional ceremonies.  Don’t provide free food, snacks, alcoholic beverages, etc., except as provided in paragraph 4.28.  Comptroller General decisions permit the commercial printing, including DAPS, of invitations and programs only for the following traditional ceremonies, which do not include retirements, unless performed in conjunction with a formal Change of Command ceremony:

4.27.1.  Groundbreaking and Dedication Ceremonies.  Expenses necessarily incident to a groundbreaking or cornerstone ceremony are chargeable to the appropriation used for construction of the building.  These expenses include:  engraving and chrome-plating a ceremonial shovel (53 CG 119); flowers used as centerpieces at a dedication ceremony (B158831, 8 Jun 1966); group photographs at cornerstone ceremonies (B-11884, 26 Aug 1940); and the printing of programs and invitations for cornerstone ceremonies (B-158831, 8 Jun 1966, and B-107165-0.M., 3 Apr 1982).

4.27.2.  Armed Forces Change of Command Ceremonies.  The Comptroller General extended the rationale of the cases cited above to these ceremonies for the cost of printing invitations (56 CG 81).  The invitations are not inherently personal in nature, and therefore are not prohibited by the decisions on use of public funds for greeting cards.

4.27.3.  Graduations.  The Comptroller General (CompGen Decision B-211700, March 16, 1984) authorized the printing of invitations for graduation ceremonies at the Uniformed Services University of the Health Sciences (USUHS).  Invitations for official graduation ceremonies at Air Force schools and academies are not to be “by name” specific invitations for an individual who may be graduating.  The announcement and invitation are for the commencement exercises being held by the school, not for the graduation of a particular individual.  A graduate may include his or her personal name card in the invitation when mailing it to family or friends, but their name is not to appear in the printed invitation or announcement.  [Emphases in original.]
4.   Printing invitations on government computer.  For guidance on printing retirement ceremony invitations on the government computer, see OpJAGAF 1998/102, Printing and Mailing Invitations to Promotion and Retirement Ceremonies, dated 8 Oct 98.

5.   Government e-mail.  OpJAGAF 1997/53, Use of Government Communications Resources, dated 22 Apr 97, states in relevant part:

For example, with the supervisor's permission, an employee may use Government communication resources for announcing activities conducted by professional associations (e.g., ABA, JAA, FBA) and Air Force-related activities (e.g., office luncheons, PCS events, retirements and holiday parties).

6.   Government photographer and videographer.  AFI 33-117, Visual Information (VI) Management, 16 Nov 01, paragraph 1.10.3., states:

1.10.3.  Photographic prints of awards and retirement presentations are appropriate and consistent with the traditions of the service and the USAF awards program.  These uses are legitimate within the intent of this instruction.  The use of video systems and personnel to document retirement or promotion ceremonies honoring MAJCOM, Numbered Air Force, Wing, and Vice Wing commanders and important historical figures such as Medal of Honor winners, aerial aces, etc., for historical and informational purposes are appropriate.  Videos recording and editing of other retirement or promotion ceremonies are limited to self-help.  When resources are available, VISCs should offer Video Handling System (VHS) video camcorders for self-help checkout to support unit recognition programs.  MAJCOMs and Wing commanders may approve exceptions that meet the intent of this policy or that support the Air Force public affairs program.
7.   Use of appropriated funds for refreshments.  AFI 65-601, Budget Guidance and Procedures, Volume I, 17 Nov 00,  paragraph 4.31, states:

4.31.  Refreshments at Awards Ceremonies.  Commanders may hold awards ceremonies for military members and civilian employees, including their families, friends, work associates, and union representatives (See CG Decision B-223319, 21 July 1986 which addresses a national award ceremony).  While light refreshments may be served, the CompGen Decision implies that the award being presented must be substantial in nature to qualify for the serving of refreshments.  A substantial award would involve a competitive USAF-wide selection (national award), such as 12 Outstanding Airmen, or a competitive Command-wide selection (regional award), such as Command Officer, NCO, Airman, and Civilian of the Year.  PCS, promotion, school graduations, recurring quarterly recognitions, commanders call, and retirement ceremonies are not considered award ceremonies for the serving of refreshments using appropriated funds.  [Emphasis added.]
8.   Use of SM&W funds.  AFI 34-201, Use of Nonappropriated Funds (NAFs), 1 Oct 99, paragraph 12.4.1.3., states that Special Morale and Welfare (SM&W) funds may be used for a retirement memento, as long as it does not exceed $20.  AFI 34-201, Chapter 12, Table 1, Rules 15-17, provide that SM&W funds may be used for three parts of the retirement ceremony:  for the memento (up to the $20 limit), for light refreshments (as defined at AFI 34-201, paragraph 12.4.), and for a corsage/boutonniere for the spouse.  Note:  The current policy in Air Force Materiel Command is to authorize up to $75 in SM&W funds for a retirement ceremony (up to $20 of which may be used for the memento).

9.   Use of official representation funds.  AFI 65-603, Official Representation Funds--Guidance and Procedures, 30 Jan 02, paragraph 5, states in relevant part:

5.  Authorized and Unauthorized ORF Expenses:

...

5.2.  Unauthorized expenses:

...

5.2.5.  Costs for retirement and change-of-command ceremonies for DoD personnel, unless specifically approved in advance by the SECAF.

5.2.5.1.  Normally HQ USAF only considers requests for events associated with combatant and major command change-of-command ceremonies for approval.  It limits ORF support to the pro rata costs of authorized non-DoD attendees.

5.2.5.2.  Requests must include itemized estimated costs and the proposed list of distinguished guests with their titles whose costs are to be paid from ORFs.  Administrative Assistant to the Secretary of the Air Force (SAF/AA) (through 11 WG/FM) should receive the request at least 10 working days before issuance of invitations.  Do not issue invitations prior to notification of approval.
10.   Gifts for family members.  OpJAGAF 1999/76, dated 5 Nov 99, states that appropriated funds may not be used to purchase tie tacks or similar pins for presentation to spouses of members being retired.

11.   Details of the ceremony.  Guidance on the details of the retirement ceremony can be found in AFI 36-3203, Service Retirements, 20 Apr 01, Chapter 6, which is entitled "Recognition on Retirement."

12.   Static displays.  AFI 11-209, Air Force Participation in Aerial Events, 18 Mar 02, paragraph 6.1., states:

6.1.  Static Displays.  Static displays are the preferred method of Air Force participation in public events and community relations programs.  Static displays used in conjunction with retirement/change of command ceremonies will consist only of aircraft assigned to the base where the ceremony is occurring.
13.   Flyovers.  AFI 11-209, Air Force Participation in Aerial Events, 18 Mar 02, paragraph 6.7., states:

6.7.  Retirement or Change of Command Ceremony Flyover.  These flyovers will normally only be used for MAJCOM/CC, MAJCOM/CV, and Numbered Air Force (NAF)/CC.  A MAJCOM/CC is allowed up to a four-ship flyover.  A MAJCOM/CV, NAF/CC or Center/CC is allowed a one-ship flyover.  Approval is not required for a flyover performed for one of these individuals.  Refer to Attachment 2 for exception to policy requirements.
14.   Attending the retirement ceremony of another.  AFI 36-3003, Military Leave Program, 14 Apr 00, paragraphs 12.8. and 12.8.10. provide the following guidance on use of permissive TDY (PTDY):

12.8.  PTDY Not Authorized.  Unit commander cannot authorize PTDY if a member requests PTDY to:


...


12.8.10.  Attend change of command or retirement ceremonies.

15.   Flags for SES employees.  The website of the Air Force Senior Leader Management Office (AFSLMO) states that Senior Executive Service (SES) employees may not keep the U.S. flag when they retire, but may keep their SES flag when they retire.  The AFSLMO website can be found at:

http://www.dp.hq.af.mil/afslmo/index.htm

