
Once you have signed on: 
 

Introduce yourself 
Click the mute button 

To ask a question, unmute, introduce your name and begin speaking. 



Flotilla # of Member 

Brief Info – enter info on ANSC 7035 

When a reply is 
received by the 
DCDR that a 
request has been 
processed, it is 
recommended 
that the ticket 
response be 
forwarded to the 
FC  making him 
aware that his 
request has been 
processed. 

This request has been processed by DIRAUX 



When scanned as 
a PDF pertinent 
information and 
signature can be 
entered on the 
form.   

Help Desk # 

DSO-HR Signature 



Scanned as a JPEG – No options 
to enter information.  It is 
merely a picture 

XXXXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 

XXXXXXX XXXXXXX XXXXXXX 

XXXXXXXxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXX          

XXX 



Reference Procedure for all ANSC 7035/7056 Submissions 



Only Acceptable Digital Signature 
Approved by the Director 



Either the scanned ID Card  
or an explanation for the  
omission of the card must  
be submitted for all  
Disenrollments, Member 
Deaths and Retirements. 
 
Every effort should be made 
To retrieve member’s ID card. 



01-07-15 

01-06-15 

01-06-15 

01-07-15 

MEMBER DISENROLLMENT REQUEST  
 

 The FC’s signature indicates 
all the information is 
correct -- if eligible for 
retirement, that option is 
presented to the member.  
If no ID Card is returned, 
the FC signs, dates, scans 
ANSC 7035 and sends to the 
DCDR for their signature 
who then either  submits it 
to the DSO-HR via the D7 
Help Desk. If the FC prefers, 
he may send to the DCDR 
for his signature and ask 
the form  be returned for 
submission by the FC.  If the 
ID Card is returned,  the FC 
should scan the ANSC 7035 
along with the Member ID 
Card and submit to the 
DCDR for their signature.   

Member Signature or 
Letter of Intent Required 



Each Flotilla sends out a dues notice with a due date 
for payment.   If the member has not responded with 
payment, the ANSC 7035 along with the second notice 
is mailed to the member via CERTIFIED MAIL with 
RETURN RECEIPT REQUESTED 
                                                                                                  
SECTION I – FC fills in the necessary information, signs 
and dates form. 
 
SECTION II –if a member wishes to remain in the 
Auxiliary, it should be indicated by their signature and 
payment of dues. PER THE FLOTILLA  PROCEDURES 
MANUAL, THE FC SHOULD MAKE EVERY EFFORT TO 
CONTACT AND RETAIN THE MEMBER.  IF MEMBER IS 
ELIGIBLE FOR RETIREMENT, A RETIREMENT REQUEST 
SHOULD BE SUBMITTED. 
 
SECTION III - If no response is received after 30 days, 
the FC indicates disenrollment, signs, dates and 
submits ANSC 7035 along with the completed 
CERTIFIED MAILING RECEIPT, returned signed green 
card and ID Card to the Division Commander who 
signs, dates and submits to the DSO-HR via the D7 
Help Desk . If the envelope is returned marked 
“undeliverable,” that should be submitted with the 
request.  If there is no response, the USPS Tracking 
Sheet should be submitted.  The completed Certified 
Receipt Stub must be submitted with all disenrollment 
for non-payment of dues requests 

DISENROLLMENT NON-PAYMENT OF DUES  

01-07-15 

01-06-15 

01-06-

15 

01-07-15 



Certified Receipt # 

 

Must Contain 

Member’s Address 

WWW.USPS.COM 

 

Enter Certified Receipt # 

 

USPS Track & Confirm Sheet 
 

 If the green card or a non-deliverable envelope is not 
returned, a Track & Confirm Sheet can be obtained from the 
USPS Website. 

Certified Mail Receipt 
obtained at the local US 
Post Office  must be 
completed and submitted 
with all disenrollment for 
non-payment of dues 
disenrollments 

 

Print and Submit with ANSC 7035   

 



MEMBER TRANSFER REQUEST  
 

 
Only the ANSC 7056 is submitted for transfers  within 
District 7 or to another district and are  submitted through  
the D7 Help Desk 
 
Member’s FC generates the request and signs the form  
indicating dues have been paid by the member and flotilla  
Equipment has been returned. 
 
Signature of the receiving FC is optional.  The only  
approved  denials of the transfer  are listed  in  the 
AUXMAN, Section E-1.  Director of Auxiliary  will make the 
final determination for a denial request.  
 
It will be requested that the outgoing FC notify the  
receiving FC when the transfer has been processed. 
 
Route of a transfer from another district into District 7  
is as follows: 
 
Upon receipt by D7 DIRAUX, ANSC 7035 is sent to the D7  
DSO-HR who then forwards the 7035 to the receiving  
FC in District 7 for his signature indicating his approval.   
The signed form should  be return to the DSO-HR who  
then submits to D7 DIRAUX.  D7 DIRAUX returns the form 
to the outgoing member’s DIRAUX who will then  process  
the transfer. 

 



OR 

MEMBER TRANSFERS  
 

Outgoing Flotilla Commander 
recommends approval and verifies 
that the  member is in good 
standing, with all dues paid and 
any  flotilla  property returned.   If 
not approved, reason must be 
submitted in writing. 

When the outgoing FC receives  
the response from the D7 Help 
Desk that the transfer has been 
processed, it is recommended 
the reply be forwarded to the 
receiving FC for his information 



 Scan in PDF not JPEG 
 Darken form if too light when scanning 
 Each request must be submitted with a separate D7 Help Desk Ticket 
 Do not submit dues notices with disenrollment requests 
 Help Desk Tickets returned for improper submission will be closed after notification is sent to the sender. 
 Status of Member’s ID Card must be indicated on the 7035 and – if destroyed, scanned in the upper left corner of 

the form – NOT A SEPARATE SCAN -initialed by either the FC or DCDR  
 No requests can be processed with an effective of 12/31 
 No tickets will be processed after December 15, 2016.  
 All requests must be submitted on or after the effective date 
 Proper documentation must be submitted as per the ANSC 7035/7056 Procedure pertaining to disenrollment for 

non-payment of dues 
 DCDR is mandatory in District 7 for all disenrollments 
 Members in AP Status can only be processed as a Member Request Disenrolled 
 Member Requests must contain the signature of the member or a letter of intent to disenroll along with the 

signature of the FC and DCDR 
 Members are eligible for retirement after 15 years of service.  If submitted for disenrollment, member will be 

retired. 
 Member Death notices must contain – Date of Death – Name & Relationship of Next of Kin – a photo if possible 
 If deceased member is retired, should be indicated 
 If a request is submitted and a reply is not received after a week, notify the DSO-HR 
 Route for Transfers into District 7 – ANSC 7056 is sent to D7 DIRAUX – DSO-HR – Receiving FC for signature 

approval – DSO-HR – D7 DIRAUX.  
 It is recommended that upon receipt a request has been processed, DCDR’s forward the D7 Help Desk response to 

the FC.  Upon receipt of a processed transfer request is received by the outgoing FC, the D7 Help Desk should be 
forwarded to the receiving FC.  

QUESTIONS REGARDING ANY ASPECT OF THE SUBMISSION OF THESE REQUESTS SHOULD BE DIRECTED TO THE DSO-
HR PRIOR TO SUBMISSION. 



HR Corner - http://www.uscga-district-7.org/HRdept.html 
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