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HONORING A
LIFETIME OF
SERVICE:
CRAFTING THE
PERFECT ARMY
RETIREMENT
CEREMONY SCRIPT

T h e r e  a r e  f e w
moments in a military
career as profound and
emotional as the day a
soldier  hangs up their
uniform  for  the  final
t i m e .  A n  A r m y
retirement ceremony is
not  merely  a  meeting
or  a  formality;  it  is  a
d e e p l y  s y m b o l i c
transition from a life of

rigorous duty to a well-
deserved  chapter  of
f r e e d o m .  T h e
ceremony  serves  as
the  official  bridge
between active service
a n d  c i v i l i a n  l i f e ,
offering  a  structured
moment  for  the  unit,
the  family,  and  the
soldier  to  reflect  on
decades  of  sacrifice,
l e a d e r s h i p ,  a n d
commitment.  At  the
heart of this event lies
the Army retirement
ceremony script. This
d o c u m e n t  i s  t h e
backbone of the entire
proceeding,  ensuring
that  the  event  flows
w i t h  t h e  d i g n i t y ,
precision,  and warmth
that  such  a  milestone
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deserves. Whether you
are  a  fellow  service
member  tasked  with
organizing the event, a
family  member,  or  a
u n i t  a d j u t a n t ,
understanding  how  to
structure  and  deliver
this  script  is  essential
f o r  c r e a t i n g  a
m e m o r a b l e  a n d
respectful  tr ibute.
Writing  an  authentic
and  effective  script
requires more than just
l i s t ing  names  and
times.  It  demands  a
de l i ca te  ba l ance
between  the  str ict
military  protocol  that
defines  the  Army  and
the personal,  heartfelt
appreciation  for  the
i n d i v i d u a l  b e i n g
honored.  The  tone
must  shift  seamlessly
from  the  ceremonial
formality  of  the  official
orders  to  the  genuine
warmth  of  personal
anecdotes.  This article
wi l l  serve  as  your

comprehensive  guide,
walking  you  through
the  purpose  of  the
ceremony,  the  critical
c o m p o n e n t s  o f  a
successful  script,  and
prac t i ca l  t i ps  f o r
creating  a  program
t h a t  h o n o r s  t h e
retiree’s legacy without
missing  a  single  beat
of protocol.

UNDERSTANDING
THE SIGNIFICANCE
OF THE ARMY
RETIREMENT
CEREMONY

Before  putting  pen  to
paper,  it  is  vital  to
understand  what  the
ceremony  represents.
U n l i k e  a  c i v i l i a n
retirement  party,  an
A r m y  r e t i r e m e n t
ceremony is a tradition
steeped in history and
symbolism.  It  is  the
final  official  act  of  a
soldier’s  career,  often
representing 20, 30, or
e v e n  4 0  y e a r s  o f
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service. The ceremony
i s  a  f o r m a l  " o u t -
processing"  from  the
military family, and the
script  must  reflect  the
g r a v i t y  o f  t h i s
separation.
The  event  typically
serves  three  distinct
purposes. First,  it  is  a
formal  recognition  of
the soldier’s service by
the  Un i ted  States
Army,  acknowledging
their  contributions
through the reading of
o r d e r s  a n d  t h e
a w a r d i n g  o f
decorations. Second, it
is a symbolic transition
o f  a u t h o r i t y  a n d
responsibility,  often
m a r k e d  b y  t h e
"passing of the colors"
or the "last formation."
Third,  it  is  a  personal
celebrat ion  where
family,  friends,  and
colleagues can express
their  gratitude  and
share  memories.  A
well-crafted  Army

r e t i r e m e n t
ceremony  script
weaves  these  three
elements  together,
creating  a  narrative
that is both official and
deeply human. For the
retiree,  this  script  is
the  final  time  they  will
hear  their  name  read
in  a  military  context,
making  every  word
carry  significant
weight.

ESSENTIAL
COMPONENTS OF
AN ARMY
RETIREMENT
CEREMONY SCRIPT

Every  success fu l
ceremony  follows  a
specific  sequence  of
events.  While  units
may  add  their  own
unique  touches,  the
fundamental  structure
of  the  script  remains
largely  consistent
ac ross  t he  A rmy .
A d h e r i n g  t o  t h i s
structure  ensures  that
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the  ceremony  meets
t h e  s t a n d a r d s  o f
military  order  while
providing a framework
for  personalization.
Below  are  the  core
elements that must be
included in the script.

The
Prelimina
ry Events
and
Opening
of the
Ceremon
y
This  section  sets  the
tone. The script should
b e g i n  w i t h  c l e a r
d i rect ions  for  the
posting  of  the  colors

a n d  t h e  n a t i o n a l
anthem. It  is standard
t o  i n c l u d e  t h e
invocation,  which may
be  de l i ve red  by  a
chaplain.  The  script
must also clearly state
who  i s  ca l l ing  the
formation  to  order.
Typically,  this  is  the
s e n i o r  n o n -
commissioned  officer
or  the  commander  of
the  unit.  The  opening
r e m a r k s  s h o u l d
welcome all attendees,
particularly  the  family
of the retiree, and set
t h e  s t a g e  f o r  t h e
proceedings.  This  is
t h e  m o m e n t  t o
e s t a b l i s h  t h e
c e r e m o n i a l
atmosphere, reminding
everyone that they are
participating in a time-
honored tradition.

Reading
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of the
Orders
and

Awards
This  is  the  official
p o r t i o n  o f  t h e
ceremony.  The  script
needs to provide space
for the reading of  the
retirement  orders.
These  orders  are  the
legal  document  that
transfers  the  soldier
from  active  status  to
the  re t i r ed  ro l l s .
Following  the  orders,
the  scr ipt  usua l ly
dictates  the  award  of
the  final  decorations.
Many  retiring  soldiers
receive  the  Legion  of
Merit or the Meritorious
S e r v i c e  M e d a l ,
depending  on  their
r a n k  a n d  s e r v i c e
record.  The  scr ipt

should  include  a  brief
narrat ive  for  each
award,  explaining why
the soldier is receiving
it. This is not a time for
rushing; the reading of
the orders and awards
i s  t h e  l e g a l  a n d
professional  heart  of
the  ceremony.

The
Guest
Speaker
and
Personal
Tributes
Following  the  official
business,  the  script
t rans i t ions  to  the
celebratory  portion.
This  often  includes  a
g u e s t  s p e a k e r ,
typ ica l ly  a  sen ior
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officer  or  a  close
mentor  of  the  retiree.
The  sc r ip t  shou ld
introduce  the  speaker
with a short biography
and  their  relationship
t o  t h e  r e t i r e e .
Following  the  speech,
there is usually a time
for  presentations  of
gifts from the unit and
the  family.  The  script
shou ld  l i s t  t hese
p r e s e n t a t i o n s
chronologically.  This
section  of  the  Army
r e t i r e m e n t
ceremony  script
requires careful timing
to  ensure  the  event
does not drag on while
still  allowing everyone
who wishes to speak a
chance to do so.

The
Retiree’s

Response
Perhaps  the  most
anticipated part of the
c e r e m o n y  i s  t h e
retiree’s response. This
is  their  final
opportunity to address
their  comrades  as  an
active-duty  soldier.  In
the script, this is often
s i m p l y  l a b e l e d
" R e m a r k s  b y  t h e
Retiree."  The  script
s h o u l d  a l l o w  f o r
spontaneity  here,  as
t h e  r e t i r e e  m a y
become emotional. The
script does not need to
write  their  speech  for
them,  but  it  should
mark a clear transition
i n  t h e  p r o g r a m ,
signaling that the focus
is  entirely  on  their
words and reflections.

The
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Symbolic
Ceremoni
es: The
Last
Formatio
n and

Honors
Th i s  i s  the  v i sua l
climax  of  the  event.
T h e  s c r i p t  m u s t
carefully  choreograph
the symbolic acts.  For
a  non-commissioned
officer,  this  often
involves  the  "passing
of  the NCO sword"  or
the  unfurling  of  the
retirement  flag.  For  an
officer,  it  involves  the
"last formation" salute.
The  script  needs  to
describe  the  action

c l e a r l y  f o r  t h o s e
participating  (e.g.,
"The  retiree  will  now
call  the  formation  to
attention  for  the  final
time.").  Following  the
symbolic act, the script
leads to the playing of
"Retreat" or the "Army
Song"  if  applicable.
This is followed by the
ret i rement  o f  the
colors,  which  signals
the  official  end  of  the
ceremony.

STEP-BY-STEP
SAMPLE OUTLINE
FOR THE SCRIPT

To  help  you  visualize
the  flow  of  the
ceremony,  here  is  a
practical  outline  that
you  can  adapt.  This
structure  follows  the
standard protocol used
i n  m o s t  A r m y
installations and is the
skeleton for any strong
Army  retirement
ceremony  script .
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Introduction (51.
minutes):
Command
Sergeant Major
or Commander
calls the
formation to
attention.
Welcomes
dignitaries,
family, and
friends. Clarifies
the purpose of
the gathering.
National2.
Anthem and
Invocation
(5-10 minutes):
The audience
rises. The
chaplain or
designated
speaker offers an
invocation.
Reading of3.
Retirement
Orders (5
minutes): The
Adjutant reads
the official
orders. This is a
formal reading,

often word-for-
word from the
document.
Awards and4.
Decorations
Presentation
(10-15
minutes): The
Commander
presents the final
medals and
certificates. The
narrator (script
reader) explains
the criteria for
the award.
Guest Speaker5.
Remarks
(15-20
minutes): A
prepared speech
focusing on the
retiree’s career
highlights,
leadership, and
character.
Unit6.
Presentation
and Tributes
(10 minutes):
Colleagues
present gifts
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(shadow box,
flag, plaque).
Family members
may offer a brief
tribute.
Retiree’s7.
Remarks
(10-20
minutes): The
retiree thanks
the unit and
family. This is
their time to
share reflections.
Symbolic8.
Ceremony (10
minutes): The
Last Formation or
Passing of the
Sword. The
retiree receives
the final salute.
Closing and9.
Benediction (5
minutes): Final
words from the
Commander.
Benediction.
Retirement of
the Colors.
Reception: The10.
script should

note that the
crowd is invited
to the reception
area.

WRITING TIPS FOR
A POWERFUL AND
FLOWING SCRIPT

Writing the script  is  a
task that requires both
technical  knowledge
a n d  e m o t i o n a l
intelligence.  Here  are
some  tips  to  ensure
your  script  is  effective
and  respected.

Maintain
a Flexible
Tone
While military protocol
dictates a formal tone
for  the  opening  and
official  readings,  the
script should allow for
warmth  during  the
tributes. The narrator’s
lines should be written
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i n  a  n e u t r a l ,
professional voice, but
the  introductions  for
speakers should hint at
the  relationship  they
have  with  the  retiree.
Avoid slang,  but  don't
b e  a f r a i d  t o  u s e
a d j e c t i v e s  l i k e
" d i s t i n g u i s h e d , "
" d e d i c a t e d , "  o r
"honorable."  The  goal
is  to  reflect  the dignity
of the institution while
acknowledging  the
h u m a n i t y  o f  t h e
individual.

Prioritize
Timing
and
Pacing
A retirement ceremony
should  feel  significant
but not interminable. A
script that runs over 90
minutes  can  lose  the

audience's  attention.
Be  ruthless  with  the
timing. If you have ten
people  who  want  to
s p e a k ,  c o n s i d e r
grouping  them  into  a
single "tribute" section.
Place  time  stamps  in
the  margins  of  your
s c r i p t  f o r  t h e
coordinator  to  follow.
Th is  i s  espec ia l ly
important for the Army
r e t i r e m e n t
ceremony script, as it
must  often  fit  within  a
specific  schedule,
e s p e c i a l l y  i f  t h e
ceremony is held in a
faci l i ty  with  other
bookings.

Use Clear
and
Actionabl
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Language
For  the  participants,
the  script  acts  as  a
stage direction. do not
write "At this point, we
will do something with
the  flag."  Instead,
write: "The retiree will
now  remove  the  flag
from  i ts  case.  The
narrator  will  read  the
inscription  while  the
retiree  holds  the  flag."
C l a r i t y  p r e v e n t s
awkward  pauses  and
ensures the symbolism
is  understood  by  the
audience.

Personali
ze the
Awards

Section
One of  the best  ways
to avoid a boring script
is to add context to the
awards. Instead of just
reading  the  name  of
the  medal,  include  a
short  sentence  about
why it was earned. For
example:  "Sergeant
Major  Doe is  awarded
the Meritorious Service
M e d a l  f o r  h i s
exceptional  leadership
d u r i n g  t h e  3 r d
Brigade's  deployment
in  2020,  where  he
oversaw the training of
over 500 soldiers." This
turns a dry list  into a
story of achievement.

COMMON
TRADITIONS AND
PROTOCOL FOR
THE CEREMONY

Understanding  the
traditions  associated
with the ceremony will
help you write a more
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authentic  script.  The
"Retirement Flag" is  a
significant symbol.  It  is
a  flag  that  has  been
flown  over  the
Pentagon  or  an  Army
installation,  and  it  is
p r e s e n t e d  t o  t h e
retiree as a keepsake.
The script must include
a line for the narrator
to  explain  what  the
flag  represents.
Similarly,  the "Shadow
Box"  is  a  tradit ion
w h e r e  m e d a l s ,
patches,  and  insignia
are  displayed.  The
script should recognize
the  family’s  role  in
creating  the  shadow
box.
A n o t h e r  c r i t i c a l
protocol  involves  the
"Final Roll  Call." Some
u n i t s  i n c l u d e  a
tradition  where  the
retiree’s name is called
for  the  last  time,  and
they  answer  "Here"
one  final  time,  or  they
remain  silent.  If  this

tradition is included in
your  ceremony,  the
script  must  clearly
instruct  the  audience
o n  t h e  p r o p e r
response ,  i f  any .
Finally,  ensure  the
script  includes  proper
recognition  for  the
spouse.  Phrases  like
"for  his  unwavering
commitment,  and  for
her  steadfast  support"
a re  s tandard  and
a p p r e c i a t e d ,
acknowledging that the
service  member  could
n o t  h a v e  s e r v e d
without  their  family's
sacrifice.

ADAPTING THE
SCRIPT FOR
DIFFERENT RANKS

Not  a l l  ret i rement
ceremonies  are  the
same. The script for a
retiring  Colonel  will
differ significantly from
tha t  o f  a  r e t i r i ng
Sergeant  Major.  For  a
j u n i o r  N C O  o r  a
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Captain, the ceremony
might  be  smaller  and
more  intimate.  The
script  should  scale
accordingly. For senior
leaders,  the ceremony
o f t e n  i n c l u d e s
reviewing the troops, a
formal  review  of  a
parade formation,  and
more  senior  guest
speakers. For a retiree
who served mostly as a
staff  officer,  the  script
might  focus  more  on
a d m i n i s t r a t i v e
achievements  and
m e n t o r s h i p .
Understanding  the
retiree’s specific career

path  i s  essent ia l .
Interview the retiree or
their  family  before
writing the script.  Ask
them  abou t  t he i r
"proudest  moment"  or
their "most challenging
deployment."  That
personal gold dust will
transform  a  generic
script into a treasured
keepsake.
I t  i s  a l s o  v i t a l  t o
consider  the  retiree’s
wishes.  Some  soldiers
want a very formal, by-
the-book  ceremony.
Others want a relaxed,
humorous  event.  The
Army  retirement
ceremony  script


