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General

Plymouth State University (PSU) recognizes the high value of long-time employees and the importance of celebrating their contributions to the university.  The following guidelines were created to assist departments in recognizing those employees who either formally retire (Retirement), or who leave the university (Departure).  The following guidelines apply to all retirement or departure events whether held on PSU property (using university dining or catering services), an outside restaurant or function hall, or at an employee’s private residence.  

Retirement

An employee will be considered to be officially retired from Plymouth State when they meet guidelines set by the Human Resources office. The president’s office and Human Resources will arrange for all official PSU retirement gifts, to be presented annually by the president at a campus-wide retirement/recognition function.
Departure

An employee will be considered to be officially departed from Plymouth State when they meet guidelines set by the Human Resources office. The president’s office and Human Resources will arrange for all official PSU departure gifts, to be presented annually by the president at a campus-wide retirement/recognition function.
Allowable Costs and Frequency

In addition to the official campus recognition ceremony, departments may choose to honor retirees and departees with a department gathering.   
1. Each department will be allowed one Retirement or Departure event per person that is at least partially funded by the departmental budget.  
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Allowable Costs and Frequency (continued)
2. The cost funded by the departmental budget shall not exceed $5.00 per employee and honored guests in attendance.   Honored guests shall be interpreted as the honored employee’s spouse/partner and/or their family members.  All costs of the event are subject to the above limit including refreshments, paper goods and decorations. 
3.  The departmental budget shall not be used to pay for spouses, guests, or any other non-PSU employee other than those noted in 2. above, or for gifts.
4. There shall be no reimbursement for alcohol purchased.

Processing Requirements

All costs except for Retirement Gifts under this policy shall be processed on a reimbursement basis.   Individual(s) of the department shall make payment at the time of the event (or whatever the arrangement with the supplier) and shall subsequently be reimbursed the $5 per allowable person through the Accounts Payable Office (through petty cash if $200 or less; through the non-travel reimbursement process if over $200).

Documentation requirements include the date, location, name of the retiree/departee and number and names of participants in attendance.  Original receipts must accompany the request for reimbursement of the actual costs.
