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This instruction covers the presentation of mementos to Civilian personnel retiring from federal service.





SUMMARY OF REVISIONS


This revision supersedes RLR 540-4.  It aligns the instruction with AFPD 36-28, Awards and Decorations, and reflects AFRL organizational titles and symbols.





1.  Objectives.  To ensure that AFRL/IF, Rome Research Site, as a unit, appropriately recognizes individuals retiring from the federal service after years of dedication to the IF Directorate and the Air Force.





2.  Responsibilities:





2.1.  Workforce Relations Branch:





2.1.1. Is the advisor to supervisors.  Provides detailed information to assist supervisors in determining the most appropriate recognition, etc.





2.1.2. The Workforce Relations Branch provides a list of eligible retirees every six months to the divisions and staff offices.  This is a heads up to permit planning for any recognition that is to be given at retirement in a timely manner.





2.1.3.  Prepares certificates for Directorate signature.





2.1.4.  Requests letter of congratulations from the supervisor.





2.2.  Divisions and staff offices:





2.2.1.  Review the retirement listing and initiate actions to provide the appropriate recognition during retirement ceremonies.





2.2.2.  Provide American flag to protocol officer if appropriate.





2.2.3.  Request AFRL/IF plaque from protocol officer (funds for the plaque provided by the division or staff office).





2.3.  Protocol Officer:





2.3.1.  Upon request of the supervisor, orders the appropriate plaque and informs the supervisor of the cost.





2.3.2.  Upon notification that a flag is required, and at the division/directorate’s option, arranges to have the flag flown over the US Capitol Building.  If division/directorate desires, also has flag flown over Rome Research Site and/or Fort Stanwix before presentation.








3.  Awards:





3.1.  The following types of recognition may be presented to individuals retiring from federal service:





3.1.1.  Outstanding Career Service Award (OCSA). AFI 36-1001 is the governing directive for this award.  It should go to exceptional performers.  Processing should begin no later than 60 days before retirement.  Applications are not processed within 45 days of retirement.





3.1.2.  American Flag.  All Senior Executive Service personnel (SESs) and Executive Scientific and Technical personnel (STs) that retire receive an American Flag.  Consideration should also be given to presenting an American Flag to individuals that retire with 40 or more years of federal service.





3.1.3.  AFRL/IF Plaque.  All RRS personnel who serve for at least two years should be considered for an AFRL/IF plaque or, if appropriate, one designed by the retiree's division.





3.1.4.  Certificate and a letter signed by the IF Director.  All individuals retiring receive a retirement certificate and a letter signed by the IF Director.  This is in addition to any other recognition that is presented.  Consideration should also be given to presenting a certificate and letter to the retiring member’s spouse.





3.2.  Appropriated monies, government time, equipment or materials cannot be used to purchase or produce gifts, plaques, or trophies for departing personnel.  However, the use of nonappropriated funds ($10 maximum) to purchase retirement mementos for retiring civilian personnel is authorized.  Questions about the appropriateness or legality of gifts or mementos being considered should be directed to AFRL/IFOJ.





4.  Comments.  The Workforce Relations Branch provides assistance regardless of the type of recognition to be presented.








                                                                                       RAYMOND P. URTZ, Director


                                                                                       Information Directorate
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