
Retirement Party Planner — Free Printable

A retirement party planner keeps every task on track, whether it's a family celebration or — more

often — a workplace event organised by colleagues. This page covers a real planning timeline

plus the etiquette questions that come up specifically with workplace retirement parties.
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Planning timeline

•  6-8 weeks before — confirm the date (ideally before the retiree's actual last day, so it

doesn't clash with handover tasks), book a venue if needed, and start a guest list

•  4 weeks before — send invitations, start collecting for a group gift if applicable, confirm

catering or food arrangements

•  2 weeks before — confirm final numbers with the venue or caterer, finalise who's giving a

speech, order or arrange the gift

•  1 week before — confirm decorations and any equipment (speakers, projector for a photo

slideshow), reconfirm speech order

•  Day of — arrive early to set up, delegate someone other than the main organiser to keep an

eye on timing so speeches and cake-cutting don't get missed in the moment

Workplace parties: gift collections and etiquette

Workplace retirement parties usually involve collecting money for a joint gift, which raises a few

genuinely common etiquette questions:

•  Set a suggested amount, but never make it compulsory — a range (e.g. "whatever you're

comfortable with, £5-£20 as a guide") avoids putting anyone on the spot, especially in larger

teams where not everyone knows the retiree equally well

•  Collect discreetly — an envelope or online collection link circulated privately works better

than a jar on someone's desk, which can feel like public pressure

•  Decide on cash vs. a specific gift early — a cash/voucher collection is simpler to organise

than agreeing on one physical gift the whole team likes

•  Include remote or part-time colleagues — send the collection link or envelope round to

anyone not in the office that day, rather than only including whoever happens to be present

Planning speeches and toasts

One planned speech from a close colleague or manager usually works better than several — it's

easy for a retirement party to run long if multiple people each want to say a few words. If more



than one person genuinely should speak (a manager and a long-term colleague, for example),

agree a running order beforehand and a rough time limit for each, so nobody feels they need to

cut it short on the spot or, worse, ramble because no one set an expectation.

Frequently Asked Questions

Is this planner free to download?

Yes — download and print the PDF with no sign-up required.

How much notice should we give for a workplace retirement party?

4-6 weeks is usually enough for a workplace event, though venue-based parties or ones

involving family from out of town benefit from the full 6-8 week timeline above.

What if the retiree doesn't want a big fuss?

It's worth asking directly rather than assuming — many people genuinely prefer a smaller

gathering. A quiet afternoon tea or drinks after work respects that while still marking the

occasion.

Who should collect for the group gift?

Someone who knows the retiree well but isn't their direct manager tends to work best —

colleagues are often more comfortable contributing to a peer than feeling their manager is

tracking who gave what.

What's a good gift if we don't know what they'd like?

A collection towards something specific the retiree has mentioned wanting (a hobby item, a trip

contribution) tends to be better received than a generic gift, even a nice one — it's worth a

discreet ask to a close colleague or partner if you're not sure.
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