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Coast Guard Southeast District Auxiliary Policy Directive AD-11.3 
 
Subj: ADMINISTRATIVE PROCESSES FOR TRANSFER, DISENROLLMENT, RETIREMENT, 

AND DEATH OF AUXILIARY MEMBERS 
 
1. PURPOSE.  To provide policy and guidance to all Auxiliary members in the Coast Guard 

Southeast District (CGD-SE) concerning administrative procedures to be followed for 
processing disenrollments, retirements, transfers, and deaths of Auxiliary members.  

2. ACTION.  All Auxiliarists in the CGD-SE shall become familiar with and follow the guidelines 
contained in this Directive. SOP shall be developed to facilitate policy compliance and 
implementation.  

3. DIRECTIVES AFFECTED.  Seventh Coast Guard District Auxiliary Policy Directive AD-11.2 
is cancelled. 

4. DISCUSSION.  This revision updates administrative procedures to streamline workflow, reduce 
manpower demands, and minimize associated costs. The directive prioritizes the use of 
electronic methods for notifications, documentation, and record exchange in place of certified 
mail whenever feasible. Leveraging secure digital communication enhances timeliness, 
improved accountability, and ensures consistent processing across all units while reducing 
administration burden on District staff. 

5. PROCEDURE. 

a. Requirements 

(1) Each Auxiliary member is responsible for ensuring that their email and home address are 
accurate in AUXDATA II. Verification shall be conducted annually. 

(2) The Change of Membership Status form (ANSC 7035) will be used for all change in 
status requests (i.e. disenrollments, retirements, reporting the death of a member) and the 
Member Transfer Request form (ANSC 7056) will be used for all member transfer 
requests. Forms must be routed through the member’s Flotilla Commander (FC), then to 
the DSO-HR via the Southeast District Help Desk. Form will then be submitted to 
DIRAUX for final processing. 

(3) Ensure the most up to date form is being used. Forms can be found online at 
http://forms.cgaux.org/. 

(4) Each Change of Membership Status request must be submitted with an individual Help 
Desk Ticket. 

(5) To streamline administrative processing and reduce delays, electronic signatures are 
authorized for administrative status-change actions processed under this directive. This 
authorization applies only where national policy, form instructions, or DIRAUX 
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guidance do not explicitly require original (“wet”) signatures.  An electronic signature 
may include: 

(a) Digitally generated signatures applied through PDF software (e.g. Adobe, DocuSign, 
or equivalent), 

(b) A typed name in the signature block accompanied by the signer’s title and date, or 

(c) A scanned copy of a manually signed document. 

(6) All inquiries regarding a member’s change in status shall be routed through the 
Southeast District Help Desk. 

b. Disenrollment Requested by Member 

(1) Members submitting disenrollment request packages must complete Section II of the 
ANSC 7035 form, surrender their ID card, and ensure the form is signed where 
indicated. 

(2) FC shall complete and sign Section III of the 7035 form. 

(3) The member’s ID Card should be obtained and scanned in the upper left corner of the 
7035 form prior to destruction of the ID card. The 7035 should be annotated with the 
words “ID card destroyed” to indicate the disposition of the ID card. 

(4) If the member’s ID card was not obtained or never issued, the 7035 should be annotated 
with the words “ID card not obtained”. 

(5) All disenrollment requests shall be submitted promptly through the Southeast District 
Help Desk to the DSO-HR no later than 15 December. Any disenrollment request 
received after 15 December will result in a financial obligation for the following year’s 
dues to the member’s flotilla. 

(6) The submitting officer shall monitor activity associated with the submitted Held Desk 
ticket, as status updates and requests for additional information/clarification are only 
communicated through the Help Desk. 

c. Disenrollment for Non-Payment of Dues 

(1) Disenrollment requests for non-payment of dues must include documentation 
demonstrating that reasonable attempts were made to contact the member. These 
attempts should be clearly recorded in the Southeast District Help Desk ticket and may 
include the method(s) of contact, such as certified mail, email, or phone outreach. 

(2) Once reasonable effort has been demonstrated, such as returned mail, undeliverable 
email notices, or lack of response after multiple outreach attempts, the disenrollment 
may be endorsed and submitted for processing. This process will ensure due diligence 
and accurate recordkeeping for each disenrollment without creating unnecessary 
administrative burden. Proper documentation in the Help Desk system validates the 
action taken and provides a clear audit trail should questions arise later 
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(3) Members shall be provided with a minimum of 30 days from the date of last attempted 
contact to submit dues payment. 

(4) FC shall complete Section I and Section II of the ANSC 7035 form and sign where 
indicated. Disenrollment request packages shall include documentation of reasonable 
attempts to contact the member. 

(5) If the member’s ID Card can be obtained, it should be scanned in the upper left corner of 
the 7035 form prior to destruction of the ID card. The 7035 should be annotated with the 
words “ID card destroyed” to indicate the disposition of the ID card. 

(6) If the member’s ID card was not obtained or never issued, the 7035 should be annotated 
with the words “ID card not obtained”. 

(7) All disenrollment requests shall be submitted promptly to DSO-HR via the Help Desk 
before 15 December. 

(8) The submitting officer shall monitor activity associated with the submitted Held Desk 
ticket, as status updates and requests for additional information/clarification are only 
communicated through the Help Desk. 

d. Member Retirement Request 

(1) Members submitting retirement request packages must complete Section II of the ANSC 
7035 form, surrender their ID card, and ensure the form is signed where indicated.  
 

(2) If the member is unable to sign the ANSC 7035 form, the reason for the lack of signature 
should be indicated in Section II of the form and a letter or email documenting the 
retirement request from the member must be included in the package. 

(3) FC shall complete and sign Section III of the 7035 form. 

(4) The member’s ID Card should be obtained and scanned in the upper left corner of the 
7035 form prior to destruction of the ID card. The 7035 should be annotated with the 
words “ID card destroyed” to indicate the disposition of the ID card. 

(5) If the member’s ID card was not obtained or never issued, the 7035 should be annotated 
with the words “ID card not obtained”. 

(6) All member retirement requests shall be submitted promptly through the Southeast 
District Help Desk to the DSO-HR. 

(7) The submitting officer shall monitor activity associated with the submitted Held Desk 
ticket, as status updates and requests for additional information/clarification are only 
communicated through the Help Desk. 

e. Reporting the Death of a Member 

(1) The death of a member shall be reported by completing Sections I and III of the ANSC 
7035 form. The form shall be signed by the FC. 
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(2) Enter the name and address of the next of kin in Section III of the ANSC 7035 form. 
This information can be found on the Detail page of the member’s record in AuxData. 

(3) Packages reporting the death of a member shall include the obituary whenever possible, 
as well as a photograph highlighting an Auxiliary experience (.jpg file acceptable for the 
photograph). 

(4) The member’s ID Card should be obtained and scanned in the upper left corner of the 
7035 form prior to destruction of the ID card. The 7035 should be annotated with the 
words “ID card destroyed” to indicate the disposition of the ID card. 

(5) If the member’s ID card was not obtained or never issued, the 7035 should be annotated 
with the words “ID card not obtained”. 

(6) All member deaths shall be reported promptly through the Southeast District Help Desk 
to the DSO-HR. 

(7) The submitting officer shall monitor activity associated with the submitted Held Desk 
ticket, as status updates and requests for additional information/clarification are only 
communicated through the Help Desk. 

f. Member Transfers  

(1) Requests all transfers are submitted using the Change of Membership Status form 
(ANSC 7056). 

(2) Members submitting transfer request packages must complete Section a. in the top 
portion of the ANSC 7056 form and ensure the form is signed where indicated. 

(3) The member’s current FC shall complete and sign Section b. of the 7056 form. The 
current FC can recommend approval or disapproval of the transfer and may note reasons 
for such in the provided area of the form. Note that transfer approvals or disapprovals 
are recommendations only. The final decision on approving the transfer rests with 
DIRAUX. 

(4) The member’s receiving FC shall complete and sign Section c. of the 7056 form. The 
receiving FC can recommend approval or disapproval of the transfer and may note 
reasons for such in the provided area of the form. Note that transfer approvals or 
disapprovals are recommendations only. The final decision on approving the transfer 
rests with DIRAUX. 

(5) Submitting transfer requests: 

(a) If transfer is within district (from a Southeast District flotilla to a Southeast District 
flotilla), submit the transfer request to the Help Desk. 

(b) If the transfer request is from a flotilla within the Southeast District to a flotilla 
outside of the Southeast District, submit the transfer request to the Help Desk. 
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(c) If the transfer request is from a flotilla outside of the Southeast District to a flotilla 
within the Southeast District, submit the transfer request through the member’s 
current DIRAUX office. 

(6) The submitting officer shall monitor activity associated with the submitted Held Desk 
ticket, as status updates and requests for additional information/clarification are only 
communicated through the Help Desk 

6. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS.  Environmental 
considerations were examined in the development of the directive and have been determined to 
be not applicable. 

7. RESPONSIBILITY.  The Director will make changes to this Directive based upon input 
provided by the District Commodore. 

 
 
 

B. R. Tuxhorn 
Lieutenant Commander, United States Coast Guard 

Director of Auxiliary 
Coast Guard Southeast District 
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