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All retirees will receive a retirement award and proclamation or letter, if appropriate, unless the 
employee declines recognition.  A retirement reception shall be held at the employees’ 
discretion.  The department may provide funds for an award, cake, punch and utensils.  All other 
decorations and/or gifts will be funded by employees’ personal monies.  A sample checklist for 
planning retirement receptions may be found on the DNR intranet under forms. 
 
REFERENCES 
 
Related DNR policies and procedures 
 
 Payment Procedures 7.07-01 
 State of Missouri Agency Provided Food 7.06-03 
 Employee Recognition Policy 5.11 
 
Award Details: 
Employees will have the choice between a 9 x 12 engraved wood plaque and a blue crystal 
octagon free-standing award.  Plaques/Awards must be ordered from Missouri Vocational 
Enterprises (MVE). These mock-ups are attached.   Employees must meet the retirement 
eligibility requirements by MOSERS to receive an award. 
 
Retirement awards should recognize all State of Missouri service, not just DNR service. In 
addition, if desired, the program can request a proclamation or letter from the Governor’s Office.  
Instructions for requesting a proclamation are below. 
 
Requirement for Proclamation or Letter: 
25 years total state service for retiring employee (retiring staff with 10-24 years of service 
receive a letter and not a proclamation).  To request a letter, follow the same steps as below for a 
proclamation. 
 
Proclamation Request Process: 
The Office of Communications is the contact for all proclamations that divisions and programs 
may need.  Please coordinate through your Division Information Officer or Division Director’s 
Administrative Specialist.  Email requests are preferred, but you may also call (573) 751-1010 to 
request a proclamation. 
 
Please allow 4-6 weeks for processing (if less than 4-6 weeks, every attempt will be made to get 
it to you in a timely manner).  Prior to submitting the request, allow adequate time to verify 
employment dates with the Human Resources Program (573-751-2518) and to frame the 
proclamation if you so choose when it's received.  Cost of frame may be funded by the 
department. 
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The Governor's office uses standard language on all retirement proclamations.  Each 
proclamation request must include the following information: 

 Employee’s name, division and title 
 Exact employment dates with State of Missouri (this includes any employment with 

other MO state agencies).  For example, May 15, 1974 to September 30, 2006.  If 
there is a break in service, we must show that.  Please have that information 
confirmed with Human Resources prior to requesting the proclamation.  
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Retirement Award Mock-Up 
Link to editable mock-up: 

 http://n-nr1ntra.ads.state.mo.us/forms/documents/retirement-award-mock-up.doc  
 

 
 
Order through MVE.  Free-standing Blue Octagon Award.  Estimated cost is $64.00.  Use DNR 
Logo on file.  Item Number E-234.  Verbiage - Century Block Font.  Name  - Script Font.  Please 
center all lines 
 

 
 
Order through MVE.  9 x 12 Dark Oak, Double Layer Brass.  Use DNR Logo on file.  Estimated  
cost is $48.00.  Catalog # E-444DBL Verbiage – Century Block Font.  Name – Script Font.  
Program can choose any available brass color.  Please center all lines. 
 

http://n-nr1ntra.ads.state.mo.us/forms/documents/retirement-award-mock-up.doc
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Missouri 
Department of Natural Resources 

Recognizes 
 

NAME HERE 
 

for his/her _____ years  
of dedicated service to 
the State of Missouri 

 
Start Date – Retirement Date 

 



 
 

Link to editable Retirement Reception Checklist: 
 http://n-nr1ntra.ads.state.mo.us/forms/documents/sample-retirement-reception-checklist.xls 

http://n-nr1ntra.ads.state.mo.us/forms/documents/sample-retirement-reception-checklist.xls
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