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CF MIL PERS INSTR 01/09 - Depart With Dignity
1.0 Identification

1.1 Date of Issue 2009-01-16

1.2 Supersession This instruction supersedes the Directorate Quafityive (DQOL) Depart
With Dignity (DWD) Aide Memoire, CANFORGEN 052/03D¥W (Hr-
Mil) 015 091747Z Apr 03 DWD, CANFORGEN 108/03 ADMRHMil)
045 201711Z Aug 03 Service Personnel Holding Lig¢f and
CANFORGEN 144/08 CMP 058 051318Z Aug 08 Depart VIitgnity
(DWD) Program

1.3 Application This instruction applies to Officers and Non-Comsiosed Members
(NCMs) of the Canadian Forces (CF).

1.4 Approval This instruction is issued on the authority of Giglitary Personnel
Authority (CMP).
1.5 Enquiries Director Military Careers Administration (DMCA) 6.
1.6 Table of This CF Mil Pers Instr contains the following togic
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6.0 References 8
7.0 Annexes 8

2.0General The intent of the Depart With Dignity (DWD) programto formalize the
process and to ensure that all CF members are tieemppropriate
recognition upon completion of their military ser@iand that a minimum
standard is established within the scope of the DWtigram as originally
announced by the CDS in 2003.

The aim of this document is to establish a foraaliprocedure that will
ensure the consistency and dignity of every reteinfunction.

The DWD program applies to all members who havepieted Basic
Recruit Training and who are being honourably rsdelsfrom the CF.

Under_normatircumstances, releasing personnel will only heigione
DWD ceremony at the end of their CF military careléra member
component transfers to the Regular Force, or t@’tiraary Reserve for
immediate employment, their DWD ceremony will béedieed until the
completion of their service career. There maygex®glcircumstances
where a member could receive two retirement cerésor-or example,
when a member serves 10 years, releases, receddfaceremony, then
re-enrols five years later and serves for anotberehrs before releasing
for the final time, at which time they would receianother DWD
ceremony with additional entitlements (flag, conglatory letters, etc).

This CMP Instruction has been designed to allosvdtganizers of a
retirement function the flexibility to tailor eachtirement to suit the
circumstance, element/unit tradition and wishethefReleasing Member
while ensuring that a minimum standard is achieved.

The minimum DWD ceremony standard is that theifieate of Service
be presented by a superior at least two ranks hitlae the Releasing
Member.

COs may utilize local public funds to frame twatdeates. The Canadian
Flag presented in recognition of 25 completed ye&eervice is provided
at public expense and obtained through Unit/Based/@hief Warrant
Officer’s office. Any other expenses shall be faddhrough non-public,
unit funds or collection. Standards should be mpest for all unit
members.
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3.0 Administration

3.1 Organization

3.2 Process

3.3 Messes

When organizing a retirement ceremony, it is imaoirto understand that
although the ceremony is intended to celebratedhneer of an individual,
it is also directed at the retiring member’s fanahd friends. The aim is to
convey to all in attendance, the esteem with whhelr friends, the
service, and their country hold the member. Ithatend of the function,
this message has been clearly conveyed to the nieantigheir family, the
ceremony can be considered a success. To accbntipbs organizers
must ensure that the ceremony is, first and forénaignified. It must
possess the appropriate degree of military pomgegatry and humour. It
must continually acknowledge the contribution af thdividual being
honoured.

On occasion, for personal reasons, an individug} prefer a more
informal, quiet gathering. These wishes shoulddspected. Be aware
however, that often a member may desire a moredifiamewell but may
feel that it would be too much bother or they aneamfortable to ask.
The Retirement Function Coordinator (RFC) mustnaytieto "read
between the lines" and proceed accordingly. tfonbt, they should
consult the member’s supervisor, Commanding Offeret/or spouse for
advice. Whatever the decision, the event, whdtrenal or informal,
must reflect with dignity and sincerity the sigondnce of the member’s
career to all in attendance.

The retirement function is a responsibility of leeghip and as such the
retirement farewell process must begin with the mers Commanding
Officer. As soon as the CO'’s release interviewthken place the CO
must ensure an appropriate RFC is appointed toth&anetirement
function and that the planning commences immediatel

Where possible the retirement function should be imethe appropriate
Mess.

3.4 Communications

3/8

Communication is a critical element in preparingd DWD ceremony.
Once details are known, distribution of the messageuncement should
take into the member’s broader work life circleéfriénds and colleagues as
much as possible (a sample announcement messaifecised at Annex

A). Announcements to family members and speciahfts should be
determined in consultation with the member.
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3.5

Service
Personnel
Holding List
or equivalent
units

It is important to ensure that members released fservice Personnel
Holding List (SPHL) or equivalent units are prowideith DWD. In cases
where a member is part of the SPHL or an equivaleitt a formal
arrangement should be made between the respoXibknd the CO of
member’s most recent unit to determine who wouldhlost appropriate
choice to coordinate the DWD. Distance and pogsi@ member’'s
medical condition may have an impact on the proogsdof a departure
ceremony for a member posted to SPHL or an equivalat, however it
is important that the member’s unit be an activgi@pate in such a
ceremony. In this case a collaborative effort thayecessary between the
former CO, Unit for the care of injured and ill @Ersonnel and/or the
member’s respective case manager to ensure the enésntrovided
official recognition. The CO should take the léa@ach of these
circumstances in keeping with the wishes of the rem

4.0 Presentations

4.1

4.2

4/8

General

Additional
Presentations

There are certain significant and meaningful presteons at the federal,
provincial and municipal levels that may be avdédor members upon
release (see Annexes B, C, D and E). Arrangingetipeesentations should
be done in advance by the RFC. As a minimum théfiCate of Service
and the Environmental certificate must be presemedsuitable manner.
COs may utilize local public funds to frame twotderates undeDFPP
7356-7-22(DFPP 2) 16 May G@cluding the Certificate of Service and one
other. Standards should be consistent for allmeinbers.

The RFC must contact the respective release €alban as possible to
ensure timely delivery of the Certificate of Seevend CF Pin to the RFC
for presentation at the member’s DWD ceremony.

The congratulatory letters from the Prime Minist&remier and Mayor
make striking additions to gifts such as photo albuor they may be
suitably framed, and are normally read aloud atdremony.

Presentations should be considered for the sigmfiperson(s) attending
who has/have supported the CF member’s careerirdamvents, Branches
and other CF organizations to which the membergs@ften have
spouse’s or family certificates of appreciationikalde for presentation.
Flowers or other suitable mementos may also belderes.

Other individuals or organizations may wish to e@kesentations and/or
speak at the farewell. The RFC should prepareganda, listing all
presentations, presenters/speakers and identifgiésybeing presented in
order to arrange the presentation table properlgherday of the ceremony.
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4.3 The 25 Year Effective 1 August 2008, all honourably releasirfg g2rsonnel with at
Canadian least 25 years of military service are eligible poesentation, in
Flag recognition of their lengthy service, of a Canadtdag which has been
flown at the members Unit/Base or Wing.

RFCs are to verify that the retiring member méa¢srequisite 25
completed years of military service in any compdrarsub-component of
the CF. This information along with the membeti8 hame and rank are
to be provided to the respective Unit/Base/WingeCkVarrant Officer’s
office. The Unit/Base/Wing CWO will ensure tha¢t@anadian Flag
provided to the RFC has flown in a place of promg®on the Base/Wing,
or if requested flown at the member’s unit. Thiggram is to recognize a
member’s contribution to the CF and Canada, onretiement occasion
only, following completion of 25 years of servicRe-enrolment or
component transfer does not generate an entitletnesutbsequent flag

presentations.

4.4 Parliament The Canadian Flag initiative within the DWD progrdoes not preclude
Hill requesting a Canadian flag flown from the PeaceeFaw East/West
Canadian Block. However, CF personnel with 35 years serwidkno longer
Flag receive priority placement on the waiting list this flag.

The Parliament Hill Flag may be requested by sepdiwritten request
that includes the member’s full home mailing addrasd identifying
which building's flag. (There is currently a 20-y&aiting list for a Peace
Tower flag and a 11-year waiting list for the Eastl West Block flags.)
As a policy, only one flag is sent per househd@e@nd your request to:

Public Works and Government Services Canada
Office of the Minister

18A1, Portage llI

11 Laurier Street

Gatineau, QC, K1A 0S5

or by fax to: 819-953-1908

or by e-mail toMinister@pwgsc.gc.ca

45 Presentation Each flag shall be accompanied by a certificatibitsgprovenance, whom
of Flag presented to and where flown. A sample certifiéatg@resentation with
the 25 year flag is provided at Annex F.

Although there is no official method for foldiniget National Flag for
presentation purposes, a suggested method is ftund
cfsuo.mil.ca/ndhg_cwo/docs/fold_Flag_e.ddkhis uniquely Canadian
method of folding the Flag results in a display ethallows both colours
and a portion of the Maple Leaf to show. In thisgess the flag is folded
length-wise twice, then the fly is folded to thadto It is doubled over
again and this step is continued until the entiaeg s folded. The critical
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point in the sequence occurs at Step 5 when thegohade to keep a
portion of the maple leaf visible. The Flag mustdept horizontal while it
is being folded. Two or more persons are requiogaerform this
procedure.

4.6 The Shadow A "Shadow Box" may be considered. Shadow Boxeg lh@en designed
Box or purchased by some units specifically for prasgnihemorabilia such as
medals, honours and awards, undress ribbons, #iydwaalges and, if
entitled, a Canadian Flag. Shadow Boxes varyze and design
dependent upon who makes them or where they ach@sed.

The purchases of shadow boxes and like memergasoaiobligatory. If it
is decided to procure such items, they shall bdddrthrough non-public,
unit funds or collection.

4.7 Legion Membership

The Royal Canadian Legion has graciously openeid doors to all
honourably releasing CF members by granting théftember-at-Large
membership which will give them full access to &rgion facility for
one-year. Once the membership application has teaeived, the Legion
will forward to the member a Legion Pin and Leginagazine. The RFC
is responsible for completing and printing the loegscroll/Welcoming
letter and for presenting the member with a blgmiiaation form
(Annexes G, H and I). Once completed by the mertiiapplication
form is to be faxed to the Legion Membership Deaparit. Reservists
require a minimum of one year military service toddigible for the
Legion Membership program.

5.0 The Ceremony

5.1 Planning The focus throughout the ceremony must be centarébde member and
their family, ensuring that appreciation and supparthe member’'s
voluntary military service for Canada is reflected.

Early in the planning stages, the RFC may distus®vent with the
spouse or other significant person of the Releasiamber to take into
account any special considerations that the famdy have. They may
provide pictures for any planned photo album, aotsifor the Master of
Ceremonies, or they may even wish to make a prasenthemselves.

Whether the ceremony is informal or formal, itngoerative that the event
be conducted with dignity and sincerity. The RFGul to consider the
following when making preliminary arrangements:

a. Master of Ceremonies (MCbhhe early selection of an appropriate MC
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5.2 General

7/8

Is critical to the success of the event. The MQuéthbe comfortable
speaking in public and have knowledge of the mersloareer and
family.

b. Presenterpresenter of the Certificate of Service shoulableast two
ranks higher than the Releasing Member and shoeleénably be their
Commanding Officer.

c. Programwritten copies of the order of events should valable for
participants to review as necessary (see Anneld)attractive
souvenir program may be prepared.

d. Mess/Establishment Suppotthe mess/establishment should be

consulted regarding provision of:

microphones;

speaking podiums;

stage/floor layout; and

other special equipment.
Note: always follow-up and make sure all is in placd & good
working order.

e. Manpower while the onus is on the Releasing Member’s tmit
provide the bulk of any manpower required, otheay ime willing to
assist.

f. Other itemsarrangements could be made to videotape the cengor
to conduct a reminiscent slide presentation. Tideotape, and/or slide
presentation make a meaningful keepsake presemtatibe Releasing
Member and family. Again, funding shall be througim-public unit
funds or collection.

Proper planning in the layout of the room will eressuccess of the
ceremony. As with any reward or recognition prograincerity is key.
Nothing should be included if there is a possipilitat it could embarrass
the guest of honour or family.

Within the parameters of the Depart With Dignitpgram, each ceremony
may vary both in scope and detail. Regardless$) eamony, whether
formal or informal, should be dignified and memdeabRFCs are
encouraged to plan carefully, seek assistance @eakdo those with
previous RFC experience to ensure the successsdigmificant event in
the member’s military career. A DWD checklist i®ypded at Annex K.

CF MIL PERS INSTR 01/09 - Depart With Dignity



6.0 References

6.1 Source . CANFORGEN 100/00 ADM(Hr-Mil) 061 161430Z Aug 00 (8P)
References - MARGEN 007/06 DGMPR 03/06 241037Z Jan 06 (Navy

Environmental Certificate)
CANFORGEN 105/03 CAS 049 131300Z AUG 03 (Air Force
Environmental Certificate)
CANFORGEN 122/04 CAS 059 151827Z SEP 04 (Air Fadpelate)
CANFORGEN 009/04 CLS 003/04 221450Z Jan 04 (Army
Environmental Certificate)
CANFORGEN 172/05 CLS 022/05 091414Z NOV 05 (Armyddfe)

7.0 Annexes

Annex A Sample Announcement message

Annex B Eligibility and contact for DWD presentat®
Annex C Sample Letter to the Prime Minister

Annex D Sample Letter to the Premier of a Province
Annex E Sample Letter to the Mayor of a City

Annex F 25 Year Flag Certificate

Annex G Royal Canadian Legion Scroll

Annex H Royal Canadian Legion Welcoming Letter
Annex | Royal Canadian Legion Member-At-Large Apption Form
Annex J Sample Agenda

Annex K DWD - Retirement Function Coordinator Chiestk
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Annex A

CMP Instr 01/09 - Depart With Dignity
Sample Announcement message

16 January 2009

DISTRIBUTION LIST: AIG 1704 AND 1705 (ALL BASES, ST ATIONS COMMANDS AND SHIPS)
SUBJECT: NAME OF RETIRING MEMBER - (RANK, NAME, MO SID)

1. YEARS OF SERVICE AND DATE OF RETIREMENT

2. BRIEF OVERVIEW OF MEMBER’S MILITARY HISTORY AND CONTRIBUTIONS TO THE
MILITARY

3. NAME OF SPOUSE AND CHILDREN (IF APPL); MEMBERS’ RETIREMENT PLANS (IF KNOWN)

4. DATE, TIME, COST, AND EXACT LOCATION OF VENUE. F ORWARD ATTENDANCE TO NAME
AND PHONE NUMBER OF RETIREMENT FUNCTION COORDINATOR

5. WHERE ANECDOTES ARE TO BE SENT (E-MAIL/FAX NUMBE R) 6

END OF ENGLISH TEXT/DEBUT DU TEXTE FRANCAIS

LISTE DE DISTRIBUTION : AIG 1704 ET 1705 (AUX@BASE C@MMANDEMENTS ET
NAVIRES)

OBJET : NOM DU MILITAIRE PRENANT SA RETRAITE - (GR ADE, NOM, CODE ID SPGM)

1. ANNEES DE SERVICE ET DATE DE LA RETRAITE

2. BREF APERCU DE LA CARRIERE MILITAIRE ET DE LA CO NTRIBUTION AUX FORCES
CANADIENNES

3. NOM DU CONJOINT ET DES ENFANTS (LE CAS ECHEANT); PROJETS DE RETRAITE DU
MILITAIRE (SI CONNUS)

4. DATE, HEURE, COUT ET ENDROIT EXACT DE L'EVENEMEN T. COMMUNIQUER LES
PRESENCES AU NOM ET NUMERO DE TELEPHONE DU COORDONNATEUR DE LA CEREMONIE
DE DEPART

5. OU FAIRE PARVENIR LES ANECDOTES (COURRIEL, N ° DE TELECOPIEUR)

FIN DU TEXTE FRANCAIS

A1/l CF MIL PERS INSTR 01/09 - Depart With Dignity



Annex B

CMP Instr 01/09 - Depart With Dignity
Eligibility and contact for DWD presentations
16 January 2009

ITEM

CONTACT/ACTION

PHONE/FAX #s

Chief of Defence Staff:

Certificate of Service and
Service Pin

For all members

Contact: Release Sections responsible for
processing member’s release

Action: RFC informs release section that the
certificate and Pin be sent directly to the RFC

Prime Minister’s Office:
PM'’s congratulatory letter

For those having served 20
years service or more.

«Submit request at least 30 day
prior to date of presentation»

Contact: PM Office —Attn: Special Messages

Action: RFC faxes a signed letter (see Annex (
utilizing CF letterhead with the following

particulars:

rank / name / dates of service of the Releasittea

Member;

'S language of preference; and
date required, the name and address of the
person requesting the letter.

CYel:

613-941-686

X:
613-941-690

Provincial Premier’s Office:

Congratulatory Letter from the |Action: RFC faxes (see Annex D) the following|All
Provincial Premier particulars: Telephone/

- rank / name / initial of Releasing Member; |Fax numbers
For those having served 15 name of spouse/number of children; on table
years service or more. years of service — start and retirement date; |pelow:

«Submit request at least 30 day
prior to date of presentation»

Contact: The Provincial Premier’'s Office

- element;
S

brief description of the Releasing Member’s

career,

brief description of the member’s personal traits

and work ethics; and

very brief description of member’s retiremen

plans.
PROVINCE TEL # FAX # E-MAIL
British Columbia | 250-387-171205-387-0087 premier@gov.bc.ca
Alberta 780-427-2251780-427-1349premier@gov.ab.ca
Saskatchewan 306-787-9438)6-787-0883 premier@gov.sk.ca
Manitoba 204-945-371/204-949-1484premier@leg.gov.mb.ca
Ontario 416-325-1941416-325-3748 premier.gov.on.ca/certificates/default.dsp
Québec 418-643-532818-643-3924 premier.ministre@cex.gouv.qc.ca
PEI 902-368-440(0902-368-4416txarsenault@gov.pe.ca
New Brunswick | 506-453-214%606-453-7407 premier@gnb.ca
Nova Scotia 902-424-660002-424-7648premier@gov.ns.ca
Newfoundland 709-729-357009-729-5878 premier@mail.gov.nf.ca
Yukon 867-667-8879Nil information@gov.yk.ca
NWT 867-669-2311867-873-0169joseph_handley@gov.nt.ca
Nunavut 867-975-505(B67-975-5051 Nil

B 1/2

CF MIL PERS INSTR 01/09 - Depart With Dignity



Annex B
CMP Instr 01/09 - Depart With Dignity
Eligibility and contact for DWD presentations

16 January 2009
ITEM CONTACT/ACTION PHONE/FAX #s
D. Mayor's Office: Contact: Mayor’s Office
Congratulatory Letter from the |Action: RFC faxes (see Annex E) the following|Local
Mayor of the City/Town or particulars: Telephone
Municipality - rank / name / initial of Releasing Member; |and Fax
' - name of spouse/number of children; numbers
For those having served 15  |.  years of service — start and retirement date;
years service or more. . e|ement;
brief description of the Releasing Member’s

Letters from the Mayor’s Office|
should be reserved for those
members who have been an
active member in their local
community or otherwise have
contributed to the benefit therepf.

career,
brief description of the member’s personal traits
and work ethics; and

very brief description of member’s retiremen
plans.

«Submit request at least 30 days
prior to date of presentation»

E. Respective CF Branch
Certificate

Navy - MARGEN 007/06gives [+CMS Retirement Certs@CMSNavy@CMS D N
details for requesting Naval |Pers@Ottawa-Hull
Environmental Certificates

CLS - CANFORGEN 172/05 |+Army Retirement Certificate@CLS
CLS 022/05 0914147 NOV 05 |DLPM@ Ottawa-Hull

CAS - CANFORGEN 122/04 |+CAS DWD-AF Cert of Appn@CAS D Air
CAS 059 1518277 SEP 04 PM&S @ Ottawa-Hull

For all members

F. Mess Gift: Contact: Mess Manager
Respective Mess Gift Action: RFC will contact the respective mess toLocal
ensure the mess gift will be available for the  |[Telephone
For all members function should the member qualify for such giftjand Fax

accordance with respective Mess Constitution. |[numbers
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Annex C
CMP Instr 01/09 - Depart With Dignity
Sample Letter to the Prime Ministfo be printed on National Defence letterhead)

16 January 2009

Retirement of Colonel Jimmy Joe Bloggins, CD

Dear Prime Minister

| am submitting this request for a congratulat@tyrement letter to be personally signed

by you. The official presentation will take pla22 March 2008 in the NDHQ Warrant Officer’s
and Sergeants’/Chiefs and Petty Officers’ Messuédp Elizabeth Driveway, Ottawa, Ontario.

The following information is provided for the céidate:

Colonel J.J. Bloggins, CD

Enrolled -Canadian Forces on 04 Nov 81

Release Date17 March 2008 (26 plus years)

Language of Preferencdnglish

Date Required By 15 March 2008 (To allow time for framing)
Contact: WO John Smithman

Mailing Address: p
WO John Smithman a

DCJH 4-3

National Defence Headquarters
Ottawa, ON K1A OK2

€

If further information is required, please do nestiate to contact the undersigned at

XXX-944-4789. Thank you in advance for your assise.

J.A. Smithman
Warrant Officer
Director of Combined Joint Hospital 4-3

c1in
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Annex D

CMP Instr 01/09 - Depart With Dignity
Sample Letter to the Premier of a Province
16 January 2009

Unit Chief Petty Officer
Fleet Maintenance Facility
Cape Scott

PO Box 99000 Stn Forces
Halifax, NS B3K 5X5

14 July 2008 rrlp
Office of the Premier of Nova Scotia S a

PO Box 726
Halifax
B3J 2T3

Retirement of Chief Petty Officer 1 J. J. BlogginsMMM, CD
Dear Premier,

I am writing to you today with the hope that yaidiice will recognize the distinguished
career of one of our most senior naval Chief Pefficers.

| am in the process of putting in place a fornedlrement ceremony for Chief Petty
Officer Bloggins so that we have the honour tofsagwell to this individual in a manner
commensurate with his rank and in keeping withriaay outstanding contributions he has
made; both in the service of Canada and to his aomitgn The ceremony will be held 26 Aug
2008, in the Formation Halifax Chief's and PettyfiCHr's, Warrant’'s and Sergeant’s Mess.

Given that CPO1 Bloggins has served with loyaltynamerous ships and in units in
Nova Scotia throughout his thirty-five year careee, are arranging a special farewell for him
and his family. Therefore sir, it is respectfulbguested that a formal letter of congratulations,
be prepared over your signature to recognize CRDBIbggins’ long and distinguished career.
The letter will be photo engraved and placed ilam as a keepsake for CPO1 Bloggins.

My fellow Chiefs and Petty Officers believe thlaetsignificance of this letter will
express to Chief Petty Officer Bloggins the estedgth which he is regarded by his country, his
province and his shipmates. Your considerationsammbort would be very much appreciated.

Yours truly,

H.H. Smith
Chief Petty Officer First Class, MMM, CD
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Annex E

CMP Instr 01/09 - Depart With Dignity
Sample Letter to the Mayor of a City
16 January 2009

Unit Chief Petty Officer
Fleet Maintenance Facility
Cape Scott

PO Box 99000 Stn Forces 16
Halifax, NS B3K 5X5
14 July 2008 S a

Office of the Mayor of Halifax Regional Municipalit
PO Box 1749

1841 Argyle St.

Halifax, N.S.

B3J 2T3

Retirement of Chief Petty Officer 1 J. J. BloggikBvIM, CD

Dear Mayor,

I am writing to you today with the hope that yadfice will recognize the distinguished career of
one of our most senior naval Chief Petty Officers.

I am in the process of putting in place a fornedirement ceremony for Chief Petty Officer
Bloggins so that we have the honour to say faretodhis individual in a manner commensurate with h
rank and in keeping with the many outstanding dbuations he has made; both in the service of Canada
and to his community. The ceremony will be heldd2@ 2008, in the Formation Halifax Chief's and
Petty Officer’s, Warrant’s and Sergeant’s Mess.

Given that CPOL1 Bloggins has served with loyaitg distinction on numerous ships,
submarines, NDHQ and in shore units throughout N&a@tia during his thirty-five year career, we are
arranging a special presentation for him in thenfof a photo album, which will showcase his many
honours and awards.

Having said that sir, it would be very much appaitsil and extremely meaningful to all of us if
you were to acknowledge CPOL1 Bloggins outstandarger with a letter signed by yourself as Mayor of
the Halifax Regional Municipality. A photo engralveopy of the letter will be placed in the alburorsy
with similar letters from the Prime Minister of Gata and the Premier of Nova Scotia.

The organizers believe, as do | sir, that the Sigance of the letter will express to Chief Petty
Officer Bloggins the esteem with which he is regartdy his country, his province, his city and his
shipmates. Your consideration and support woulddsg much appreciated.

Yours truly,

H.H. Smith
Chief Petty Officer First Class, MMM, CD
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Annex F

CMP Instr 01/09 - Depart With Dignity
25 Year Flag Certificate

16 January 2009

This Canadian Flag was flown over
[Unit]
[d Mmmm yyyy]

In recognition of the
[#] year military career of

It is presented on the occasion of [his/her]
retirement from the Canadian Forces
[d Mmmm yyyy]

Please use the following site to accasd print the 25 Year Flag Certificate:
http://hr.ottawa-hull.mil.ca/dgmc/docs/programs/Bepignity/FlagCertificate e.doc
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Annex G

CMP Instr 01/09 - Depart With Dignity
Royal Canadian Legion Scroll
16 January 2009

L?GION

Che Oominion Hresident
of The Royal Canadian Legion
Inuites
Dy the nceasion rﬁlg (date)
from the Coy a theipporiunity to apply fora
Oue-year go entary membership in the Legion.

This offering will allow aceess to any brauch of
Uhe Royal Canadian Lenion as an “Ordivary” member
for a perind of oue year from the date of application and the ability
to trausfer this membership to a Legion brauch of your choice.

Come visit us at ourwebsioe W‘L[&ﬂmﬂ to learn more about how we can assistyou

VETERANS CARE «» REMEMEBRANCE » YoUTH
So1ms Aux ANCIENS COMBATTANTS

« SENIORS « UniTY « COMMUNITY SERVICE

« SOUVENIR » JEUNESSE « AINE(E)S « UNITE « SERVICE COMMUNAUTAIRE

Please use the following site to accasd print the Royal Canadian Legion Scroll:
http://hr.ottawa-hull.mil.ca/dgmc/docs/programs/Bepignity/RetirementCert_e.pdf
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Annex H

CMP Instr 01/09 - Depart With Dignity
Royal Canadian Legion Welcoming Letter
16 January 2009

L%ION

Dear Comrade:

As the Dominion President of The Royal Canadian Legion and on behalf of all Legion members, | would
like o take this opportunity fo congratulate you on your loyal and dedicated service to our country and on
your impending retirement from the Canadian Forces. You may find the opening salutation different from
one that you would normally hear but we in the Legion are all Comrades with a common purpose: the
perpetuation of Remembrance, the care and welfare of our veterans of all ages, and service fo our nation
and our communities.

As a member of the military you may have had an opportunity fo visit a Legion branch or to learn of our
many programs in support of the military and our veterans. Our Poppy Campaign continues fo raise over
58 million each year with which we are able to provide direct support to CF veterans and their dependants.
We also use this funding in support of our nation-wide Service Officer program by which we are able fo
provide direct and immediate assistance to any serving Canadian Forces member or veteran who wishes
to apply t-u ‘I..I'E‘her.ans Affairs Canada for disability benefits or other compensation programs. Our record of
i i i i Board on behalf of our military and

ingl the Show Tours into Afghanistan
addition we are the major financial
t, the Nijmegen wisit to "d'imjl’. and the

continue fo decline as ourwar veterans pass on. We urgentty need the re-invigorated participation of retiring
veterans from the CF today. Our fulure is dependent on their recruitment.

And so, in the interests of the CF, Remembrance, and our many programs and advocacy on behalf of the
military and its CF weterans, we would like you fo consider joining our ranks. Enclosed is an application form
for a complimentary one year membership as an “"Ordinary” member of the Legion within our Military Member
At Large special branch. Return the completed form by mail to: Membership Section, 83 Aird Placs,
Oftawa, OM H2L 0AT or by fax foc (613) 581-8335. Throughout the year you will enjoy LEGION magazine,
access fo our Member Benefit programs and the opportunity fo get fo know us better. In the end we hope you
will confinue to support the Legion and fo grow with us in progressing our support of the CF and its velerans.

With my very best wishes,

=

Jack Frost
Diominion President

YETERANS CARE » HEMEMBRANCE « YOUTH « SENIORS » UNITY « COMMUNITY SERVICE
So0IMs AUX ANCIENS COMBATTANTS « SOUVENIR « JEUNESSE « AINE(E]S » UNITE « SERVICE COMMUNAUTAIRI

85 Aird Place, Oitawa, Ortaric, K2L 0A1—Tel. (613) 591-3335—Fax: (613) 591-9335—infoglegionca wwwileglon.ca

Please use the following site to accasd print the Royal Canadian Legion Welcoming Letter:
http://hr.ottawa-hull.mil.ca/dgmc/docs/programs/Bepignity/RetirementLetter e.pdf
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Annex |

CMP Instr 01/09 - Depart With Dignity

Royal Canadian Legion Member-at-Large Application
16 January 2009

THE ROYAL CANADIAN LEGION

;{& RETIRED MILITARY MEMBER AT LARGE
=l APPLICATION FOR ORDINARY MEMBERSHIP . | LEGION.ca

(TYPE OR PRINT W BLOCK LETTERS]

f\k:;
%‘ 4

Command: DOMINION ~ Branch Name: RETIRED MILITARY MEMBER AT LARGE ~ Branch No.: 16: 015
Branch Address 86 Aird Place,  Ottawa, Ontario, K21 0A1

Applicant's Mame: Mr O Mrs OO Ms T e
AUTERAS
Address:

R B Ol S O
Phone Mo: {(Home) ... (BUSY e B e e
Date of Birth: ... Place of Birth: ... Citizenship: ... Gender M0 FOI

ERE OF B e e e e Relationghip: ..o

Privacy Statement for The al Canadian Legion

Dominion Command, The Royal Canadian Legion, does not rent or sell the names of members to any organization or
advertiser. On occcasion, Dominion Command may provide a Pariner in the Member Benefits Package Program with

members' names and addresses to advise them of products and servig bei . Most members appreciate such
special services. You are required to give your consent, or othensisd ure.
I consent 71 do not consent O to my name and address bgj =cior thff Member Benefits Package Program.

Senice # ..o

Regular Force O "Reserve []
* Reserves musf have senved not less than one year.

Type of Service:

T gL T e OSSR

Hawve you ever been a member of the Legion?.......... If yes list branch names, numbers and dates of membership below.

"l am a retiring member of the Canadian Forces and | reaffirm loyalty to the Sovereign and Canada. | will
support the purposes and objects of The Royal Canadian Legion and will abide by its General By-Laws.™

Fo T 1 TSNS S S URR | - | |- S OSSR

Return the application form by mail or fax to: Fax number: (613) 591-9335

Membership Section
The Royal Canadian Legion
86 Aird Place, Ottawa, ON, K2L 0A1

FOR BRANCH USE

Apphcation Approved B .o e e e DHEtE s

{April 2008) Frangals au verso

Please use the following site to accasd print the Royal Canadian Legion Membership
Application:
http://hr.ottawa-hull.mil.ca/dgmc/docs/programs/Bepignity/Retired MML_e.pdf
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Annex J

CMP Instr 01/09 - Depart With Dignity
Sample Agenda

16 January 2009

$ ! -0/ -001

Colonel Jimmy Jones
Bloggins

Welcome -

Biography -

Slide Presentation -

Reading of Messages & Anecdotes - 16

s a INSERT PHOTO HERE

Presentations & Speeches -

.
II# #ll

$ % &l C
% 1) (
* 4

R

Colonel Bloggin’s farewell speech
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Annex K

CMP Instr 01/09 - Depart With Dignity

DWD - Retirement Function Coordinator Checklist
16 January 2009

Preliminary Preparations

Date Date

N/A Remarks/Contacts
commenced| completed

Initiative

1 |Member submitted Release

Discuss the member’s desires for a retirement fongctin
addition solicit input from CO and spouse, etc.

Select a location/alternative location for thiéreenent function

N

Set date for retirement function

a|bh|w

Reserve location and special arrangement

SendMessaggAlG 1704/1705) advising of member’s impend
retirement. Utilize E-Mail to key staff as require

7 |Request Certificate of Service/CF Service Pie Senex B)
8 |Contact respective ECS for Certificate (see ArBex
9 |Request retirement letter from the Prime Minig¢ésrapplicable)

Request retirement letter from Premier of the retpe province
(if applicable)

Request retirement letter from the Mayor of respedtity (if
applicable)

Contact the Mess with regard to Mess Gift (if aaaié in
accordance with Mess Constitution)

13|Contact Branch for Branch Certificate (if applicapl

Obtain Canadian Flag (if applicable) from Base/lWiihg CWO.
Print Certificate (see Annex F) (see para 4.6)

»

10

11

12

14
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Annex K

CMP Instr 01/09 - Depart With Dignity

DWD - Retirement Function Coordinator Checklist
16 January 2009

Initiative

Date

commenced| completed

Date /A Remarks/Contacts

15

Print off Legion scroll, letter and membership form
(see Annexes G, Hand I)

16

Purchase suitable frames for certificates (mayzetibcal public
funds to frame two certificates the CertificateéSafrvice and one
other.)

17

Ascertain from spouse or member if they would ke special
guests invited and issue invitation

18

Select a Master of Ceremonies/Invite Presiding Rank
(see para5.1a &b)

19

Purchase/prepare a retirement Aloum (optional eddmg upon
ceremony etc)

20

Create a Slide-show of member’s career (optional)

21

Promulgate an Agenda (see Annex J)

22

Prepare souvenir program (optional)

K 2/4
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Annex K

CMP Instr 01/09 - Depart With Dignity

DWD - Retirement Function Coordinator Checklist
16 January 2009

The Ceremony

Date Date

N/A Remarks
commenced| completed

Initiative

1 |Ensure that the retirement venue is properlypet-

2 |Ensure that food order is available (if appliedbl

Ensure that the retirement function is either pgaphed or
videotaped (optional)

Ensure that the Master of Ceremonies has all theoppate
information and a copy of the agenda

Have someone greet the Releasing Member and heib@urage
at the door

Have someone greet any dignitaries or personneatag to sit g
a head table or with the Releasing Member and famil

Ensure that the Releasing Member, his/her spouselaldren in
attendance are provided with refreshments of dieice

8 |Give the floor to the Master of Ceremonies

Sample Agenda Format
- Welcome by MC
Member’s Biography
Slide Presentation (if applicable) Format of a sanlp agenda i
Reading of Messages and Anecdotes attached at Annex J
Presentations and Speeches
0 Retirement Certificate and PM’s letter by the higihe
ranking individual at function (if applicable)

—
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Annex K

CMP Instr 01/09 - Depart With Dignity

DWD - Retirement Function Coordinator Checklist
16 January 2009

Date Date

Initiative
commenced| completed

N/A Remarks

Mess Plaque

Canadian Flag (if applicable)

Shadow Box (if applicable)

Retirement Album (if applicable)

Flowers or gift for spouse (if applicable)

Gifts from unit and various other agencies/persbnn
Legion Membership

Member’s retirement speech

Cutting/serving of the retirement cake (if appliegb

O O0OO0OO0OO0OO0Oo
[{2)
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