
Change of Membership Status 
ANSC 7035/7056

October 1, 2023

Form 7035 is to be used when a member wishes to          
retire (after 15 years of service), inform the Auxiliary 
of a deceased member, disenrollment by a member’s            
request or disenrollment for nonpayment of dues.
 
Form ANSC 7056 is to be used for all transfers 



RETIREMENT REQUEST

SAMPLE FORMS—please print all information except signatures

2

If ID Cards are not obtainable FC should indicate on the                            
Member ID Card Form

Route -- Flotilla Commander – DSO-HR  via D7 Help Desk 

Flotilla # Must be Entered

X

X

X

This Section must be Filled Out

ASAP-No Future Date can be Processed

No Initials or Font Signatures

15 Years Served

No Initials or Font Signature

IF Possible, 
Submit with 
ID Card 
Scanned Here



DECEASED MEMBER NOTIFICATION

X

Name of Deceased
Date of Death, Name, Address and                                                     
Relationship of Next of Kin

X

If ID Cards are not obtainable 
FC should indicate on the  
Member ID Card Form

This information is  forwarded 
to the District Commodore and 
DIRAUX for a letter of 
condolence which is sent to the 
family by their office.

Route -- Flotilla Commander – DSO-HR  via D7 Help Desk  

DECEASED MEMBERS WILL NOT BE HONORED UNLESS AN ANSC 
7035 IS SUBMITTED WITH THE PERTINENT INFORMATION

This Section Must be Filled Out

Flotilla # Must be Entered

No Initials or Font Signature

If Possible, 
Submit with ID 
Card Scanned 
Here



EMAIL TO DECEASE NEXT OF KIN TO RETRIEVE 
AUXILIARY ID CARD Created by Robert DiPaolo, FSO-
FN Flotilla 52

Dear (Name of Next of Kin)

We apologize for this request during your difficult time but 
the Flotilla Commander of (Flotilla #) has assigned me the 
uncomfortable task of contacting the family of (first name 
of deceased) for the purpose of retrieving (first name of 
deceased) USCG Auxiliary ID card. If you are in possession 
of the card, despite its condition, we are requesting the 
card be returned to:

(Name and address of FC)

If the card is not available, please email reply to (email 
address of FC) and indicate “LOST “.  We will record that as 
being the case for nonreturn.
 
Under the USCG US Code, we are required to request 

return of USCG Auxiliary ID cards, which remain property 
of the USCG, after expiration of membership for whatever 
reason. 

Again, we apologize for this inconvenience to you and family.

With deepest respect,

SAMPLE LETTER TO DECEASED MEMBER FAMILY 
REQUESTING RETURN OF ID MEMBER CARD



Member fills out this section and sends the form to their current FC. 
The current FC fills out this section, sends the form to the receiving FC.  The receiving 
FC returns the signed form to the current FC.  The current FC sends to their DIRAUX 

for approval and processing.  District 7 cannot process another district’s transfers.

District # 013=D1 North/ 014=D1 South/053=D5 North/ 054=D5 South/070-D7/081-D8 Coastal/082-D8 

Eastern/ 085-D8 Western Rivers/ 091=D9 Central/ 092=D9 East/ 095=D9 West/113-D11 North/ 114-D11 

South/130=D14/ 170=D17

Current Flotilla Commander recommends approval and verifies that the member is in good standing with 

all dues paid and any flotilla and CG property returned.  If not approved, reason must be given.

4 Digit # See Below

MEMBER TRANSFERS – OUTSIDE DISTRICT 7

All transfers are submitted with the ANSC 7056 only



MEMBER TRANSFERS – WITHIN DISTRICT 7

All transfers are submitted with the ANSC 7056 only

Auxiliarist fills out Section 1a and sends the form to their current FC.  The 

current FC fills out this section and send the form the receiving FC.

The receiving FC fills out this section and sends the form to DIRAUX 

via D7 Help Desk for processing. 



ANSC 7056 TRANSFER FORM PAGE 2

District # 013=D1 North/ 014=D1 South/053=D5 North/ 054=D5 South/070-D7/081-D8 Coastal/082-D8 Eastern/085-

D8 Western Rivers/ 091=D9 Central/ 092=D9 East/ 095=D9 West/113-D11 North/ 114-D11 South/130=D14/ 170=D17

Current Flotilla Commander recommends approval and verified that the member is in good standing with all dues 

paid and any flotilla and CG property returned.  If not approved, reason must be given.



MEMBER DISENROLLMENT REQUEST 
SAMPLE FORM —please print all information except signatures

This Section must be Filled Out

No Initials or Font Signature

The signature of the FC verifies that 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 both the ANSC 7035 
and the “Return of US Coast Guard Auxiliary ID Card.” For all 
disenrollments, the form is then dated, scanned and sent to the DCDR 
for their signature. The DCDR submits it to the DSO-HR via the D7 
Help Desk. If the ID Card is returned, the FC should scan the ANSC 
7035 along with the Member ID Card only for either Retirement or 
Member Deaths.

X

X

Signature Required in District 7

See Page 6

D7

X

This Section must be Filled Out

No Initials or Font Signature

Flotilla # Must be Entered

ASAP-No Future Date can be Processed 

No Initials or Font Signature

No Initials or Font Signature



MEMBER DISENROLLMENT REQUEST 

SAMPLE FORM —please print all information except signatures

Select a reason for disenrollment to be 
entered in Section II



 





TO BE SUBMITTED WITH ALL ANSC 7035 REQUESTS

ID Card Never Received   -  FC should initial 



DISENROLLMENT NON-PAYMENT OF DUES 

SAMPLE FORM  —please print all information except signatures            

Each Flotilla sends out a dues notice with a due date for payment. Dues notification must be 
sent  individually to husband-and-wife members.

If the member has not responded with payment, the ANSC 7035 along with a second notice 
is mailed to the member with the “Return of US Coast Guard Auxiliary ID Card” Form via   
CERTIFIED MAIL with RETURN RECEIPT REQUESTED.                                                                                                                             

                                                                                                                             
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 I – FC fills in the necessary information, signs and dates form. 
 

SECTION III - If no response is received after 30 days, the FC indicates disenrollment, signs, 
dates and submits, ANSC 7035, the Member ID Card Form, with the completed CERTIFIED  
MAILING RECEIPT along with either a returned signed green card, returned envelope or 
USPS Tracking Sheet indicating DELIVERED and member’s ID Card if available, 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 indicating DELIVERED should be 
submitted.  The completed  Certified Receipt Stub must be submitted with all disenrollment 
for non-payment of dues requests

X

ASAP-No Future Date can be Processed
D7

X

Signature Required in District 7

The FC verifies 
that all the 

information is 
correct by 

entering their 
signature.

This Section Must be Filled Out

No Initials or Font Signature

Flotilla # Must be Entered

No Initials or Font Signature



DISENROLLMENT NON-PAYMENT OF DUES 

SUBMISSION OPTIONS
 

Certified Mail Receipt obtained at 
the local US Post Office  must be 
completed with full address—NO 
P.O. Box address will be            
processed except for Virgin 
Islands.  

Stub must be submitted with all 
disenrollment for non-payment of 
dues requests

Option 1—Signed Green Card

Must Contain 
Member’s Address

Must Contain            
Member’s Signature

*The Member ID Card Form Must be 
submitted with all options.

Option 2 —Returned Enveloped Marked 
“Undeliverable” or “Return to Sender”

No P.O. Box Addresses 
can be processed

EXCEPT VIRGIN ISLANDS



DISENROLLMENT NON-PAYMENT OF DUES 

Option 3—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.

Click Track

WWW.USPS.COM

Enter Certified Receipt 
#

Tracking Sheets indicating “IN TRANSIT” will not be accepted

Tracking Sheet must indicate  
“DELIVERED” 

Print and Submit with Certified Receipt and ANSC 7035 
Member ID Card Form



MEMBER DISENROLLMENTS OR
DISENROLLMENT NON-PAYMENT OF DUES 

The following check list can be used when submitting either a Member Disenrollment 
or Disenrollment for Non-Payment of Dues.  It can be found in the HR Corner.

Scanned on 7035 Scanned on 7035

XX

_____Member ID Card Form

_____Member ID Card Form



7035/7056  Issues Resulting in Rejected Ticket

Failure to submit the “Return of US Coast Guard Auxiliary ID Card 
Form will result in the return of the documents.

DCDR Signature is Required for all Disenrollments – indicated optional 
on the form – required in District 7.  The Signature of the DCDR 
indicates all has been checked and approved.  If the DCDR chooses to 
use a digital signature, the following one is the only acceptable 
signature that can be used: BE SURE SIGNATURE IS NOT LOCKED

Flotilla # - Flotilla # must be entered on all requests. 
Me
Member’s Signature on Member Request for Disenrollment – required 
as proof of intent to disenroll – either on the form, a letter of intent or 
an email from member’s computer. No initals or font signature will be 
accepted

                                        TRANSFER INFORMATION
District 7 DIRAUX cannot process transfers into District 7.  This is to be 
processed by the outgoing District DIRAUX

FC’s Signature on ANSC 7056 Transfer Requests, OUTSIDE DISTRICT 7 
Transfer requests are routed from the member to the member’s FC for 
his/her signature indicating all dues are paid and flotilla equipment has 
been returned to the flotilla. The current FC fills out Section 1a and 
sends to the receiving FC.  The receiving FC fills out Section 1b and 
sends it to the current DIRAUX.  The current DIRAUX fills out this 
section, makes their decision on approval, sends the form to the 
receiving DIRAUX.  If approved, the current DIRAUX processes the 
transfer and notifies the member. WITHIN DISTRICT 7  Auxiliarist fill 
out Section 1a, sends the form to the receiving FC.  The receiving FC fills 
out Section 1b and submits to DIRAUX via D7 Help Desk for processing.  
Once processed, the member is notified through the DSO-HR.

ONLY ACCEPTABLE DIGITAL SIGNATURE



The Don’ts of Submission of the ANSC 7035/7056

ID Card or Explanation for Omission – If available, all member 
deaths and retirement requests should be scanned with a copy of 
the member ID card placed in the upper left corner of the 7035 
or on the Member ID Card Form. The “Return of US Coast Guard 
Auxiliary ID Card” Form must be completed and submitted with 
all ANSC 7035 requests. 

For security reasons, every effort should be made by the FC to 
retrieve the member’s ID Card.  This card is the property of the 
US Government not the member. 

D7 Help Desk Tickets must be submitted for each member. 
Multiple requests in a ticket will be returned.

All forms must be scanned in a PDF Format — no JPEG OR 
WORD scans will be accepted

No ANSC 7028 should be submitted with any ANSC 7035/7056. 
These forms are processed by the FSO-IS Officer.

Certified Receipt — A completed Certified Receipt must                            
accompany all disenrollments for non-payment of dues along 
with either the signed green card, returned envelope or tracking 
sheet indicating “DELIVERED.”

All Change of Membership Status requests must be submitted to 
the DSO-HR via D7 Help Desk —All requests sent directly to 
DIRAUX or DSO-HR will be returned.

Member Name should be entered in Subject of D7Help Desk 
Ticket and submitted in the proper category.

Deceased member information should include DATE OF DEATH, 
RELATIONSHIP AND ADDRESS OF THE NEXT OF KIN. If 
possible, a photo of the deceased member should be submitted 
with the ANSC 7035 for the “Crossing of the Bar” Presentation 
that is held at D-TRAIN

Reinstatement Requests – if a member wishes to be reinstated              
within 3 months of disenrollment, only Page 1 of the ANSC 7001 
should be submitted. 



7035/7056  Issues

Member Name, Flotilla Number and Member ID must be filled in

Disenrollment of Members Eligible for Retirement – It is the                   
responsibility of the FC to check that members being disenrolled 
are not eligible for retirement.  If they are eligible, the option 
should be presented to the member.  

Improperly submitted requests will be returned to the officer 
who submitted the request. A corrected copy should be 
resubmitted with a new ticket within a reasonable time with the 
necessary corrections to insure processing. 

Help Desk Tickets returned for improper submission will be 
marked ‘rejected’ and removed from the D7 Help Desk, Open all 
tickets to check processing has been done or address issues 
stated in the returned ticket. Resubmit with a new ticket

No requests should be submitted prior to the effective date or                             
submitted with an effective date of 12-31. 

THE LAST DAY FOR THE SUBMISSION OF ALL ANSC 7035/7056                 
REQUESTS IS DECEMBER 15. NO REQUESTS RECEIVED                   
AFTER THAT DATE WILL BE PROCEDSSED AS PER AD-11 —                 
10-15-09.

In an attempt to create a more efficient procedure, any questions           
regarding the filling out, submission or processing of the ANSC 
7035/7056 forms should be addressed to the DSO-HR prior to                       
submission to the D7 Help Desk

FSO-IS OFFICER SHOULD CHECK THAT ALL ACTIVITIES HAVE 
BEEN APPROVED AND CLOSED BEFORE ANY SUBMISSION

“Return of US Coast Guard Auxiliary ID Card, ANSC 7035 and 
7056 Forms can be found on the District 7 Website in the HR                 
Corner. 
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