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USCG AUXILIARY DISTRICT 13 
New Member Enrollment Application Guide 

This document is a guide for proper completion of the U.S. Coast Guard Auxiliary Enroll- 
ment Application, ANSC-7001 (4-21), and is intended for Flotilla Human Resource Staff 
Officers (FSO-HRs), Division Human Resource Staff Officers (SO-HRs), Flotilla 
Commanders (FCs), Division Commanders (DCDRs), fingerprint technicians, mentors or  
anyone else who may be assisting an applicant with the enrollment process.   If    you 
ever have a question regarding the enrollment process, please don’t hesitate to contact 
the District Human Resource Staff Officer (DSO-HR) directly. No chain of leadership is 
required for this communication. 

This guide will be updated and emailed to all HR officers and Flotilla Commanders when 
issues are raised and resolved so everyone will be following the same instructions. 

Enrollment Application General Instructions: It is strongly recommended the ANSC 
7001 be filled out on-line or with Adobe Reader for clarity and consistency. It is simple 
and it is clean! If filling out by hand, be sure to use blue or black ink and print legibly to 
avoid mistakes that could cause unnecessary delays in the application process. 

Please do not use double-sided application forms. They will be rejected! 

Step-by-Step Process to Complete the ANSC 7001 
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Complete Section I – Personal Data of Applicant (Completed by applicant) 

• Enter your full legal name and, if appropriate, suffix. If no middle name, mark “NMN”

• All applicable boxes must be checked.

• One or more phone numbers required. If a cell phone is used as the home phone
number, list the cell number in the cell and home number blocks.

• Make sure height is in inches and weight is in pounds.

• If completing the on-line electronic ANSC 7001 form, use the drop-down boxes for:

• Hair color

• Eye color

• Blood type

• If completing by hand, make sure to include positive or negative (+ or -) for blood type.
If blood type is unknown enter “unk”.

• Ethnicity is optional.

• Ask applicant who was responsible for them joining and enter the name(s). More than
one name can be listed. Flotilla commanders should track this information for NACO
Growth Awards and Individual Recruiting Awards.

Complete Section II – Skills Bank Input (Completed by applicant) 

• Must complete A, B, & C.

• Use Skills Bank Codes on pages 12-16 of application. Choose descriptions of
expertise you could offer to Coast Guard, particularly in times of emergency.
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Complete Section III – Emergency Contact Information (Completed by applicant) 

• Someone NOT living with you.

• Accurate information and phone numbers are very important.

• Be sure to list a street address, not post office box.

Complete Section IV – Flotilla Certification and Attachments (Completed by FC or 
FSO-HR) 

• If reenrolling, provide previous member ID number.

• FC or FSO-HR must check all applicable boxes and provide New Member Exam date
& score (%). Submit email message with the passing grade from online exam or dated
and graded New Member Exam score sheet with the application.

• Boating safety course certificate not required for membership, but for meeting Basi- 
cally Qualified (BQ) status following a favorable Personnel Security Investigation
(PSI). Only courses listed on page 8-6 of the Auxiliary Manual are accepted for meet- 
ing BQ status.

• Former members of the Armed Forces (Active/Reserve) are required to submit a
copy of the long or undeleted version of their DD-214 (Copy 4) that includes the
Reentry Code in the Special Additional Information section at the bottom of the
form. A Reentry Code of 4 (RE-4) means no entry.
Note: Former commissioned officers do not receive a Reentry Code. If an applicant
is a former commissioned officer, attach a page to the DD-214 explaining the rea- 
son for the lack of a Reentry Code.

Fingerprint 
cards are no 

longer required 

https://www.uscg.mil/auxiliary/publications/auxman.pdf
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Complete Section V – Applicant Interview Record (Completed by interviewer) 

• Ideally, the interviewer would be the FC and FSO-HR but could be whoever is as- 
sisting the applicant with the enrollment packet. This section is to ensure the appli- 
cant understands the opportunities and obligations of the Auxiliary.

• This is a great opportunity to also talk about being in AP, Core Training Require- 
ments, mentorship and setting expectations so the new member and flotilla are in
agreement.

Complete Section VI – Parent/Guardian Signature if Applicant is a Minor 

• Applicants who are 17 must have at least one parent or guardian complete this
section.

• Ideally, it makes sense to have the parent or guardian present during the enroll- 
ment process and that their concerns and questions are also addressed.
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Complete Section VII – Applicant Statement and Signature (Completed by applicant) 

• Applicant MUST answer questions 1 through 5 and provide all required documen- 
tation — NO EXCEPTIONS!

• The DD-214 must show a Re-Entry code (RE-4 means No Re-Entry).

• If the answer is “Yes” to questions 3, 4 or 5, attach to this application a statement
of specifics including date and city and state in which the offense occurred, its dis- 
position and any comments, including mitigating circumstances, along with a copy
of the court documents. The applicant may submit the statement and docu- 
ments in a sealed envelope and labeled “For DIRAUX’s eyes only.”

• Double check accuracy of information provided through the entire form as Appli- 
cant’s signature attests to the acknowledgment of such, not just Section VII.

• Applicant’s signature (first, middle, last, suffix) must match the name on page 1 of
the application.

DO NOT WRITE in Section VIII – DIRAUX Endorsement 
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Complete Section IX – USCG Auxiliary/SECCEN Verification of U.S. Citizenship 

• Section A: (Completed by applicant) Applicant MUST check one of the two boxes.

• Section B (Completed by Auxiliary FP technician, citizenship verifier or law enforce- 
ment officer). Applicant to present original and one (1) photocopy of the document used
to verify citizenship. Return the original to the applicant and attach the photocopy to the
enrollment application.

• If using a passport for verification, please provide ONLY the first two pages (photo and
Information pages) of the document. Provide both sides of a passport ID card.

• Individuals who hold dual citizenship with the U.S. and another country may become
members of the Auxiliary

Section X no 
longer required 
- Do not check
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Complete Page 5 - Authorization for Release of Information (Completed by Applicant) 

• Applicant’s full name and signature (first, middle, last, suffix) must match the name
on Section I of the application.
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All Submitted Enrollment Applications must include: 

• One (1) District 130 New Member Application Check List

• One (1) ANSC 7001, U.S. Coast Guard Auxiliary Enrollment Application (4-21).

• One (1) copy of applicant’s birth certificate or passport. If using a passport page, 
please ensure the date of issue and passport number are also listed on Page 3 of the 
7001.

• One (1) dated and graded New Member Exam Answer Sheet. The online exam is 
preferred.

• One (1) copy of DD Form 214, Certificate of Release or Discharge from Active 
Duty, if the applicant served in the Armed Forces.

• One (1) copy of the applicant’s boater safety certificate/card (if applicable).

• One (1) Request for Auxiliary ID Card form, signed by the applicant.

• One (1) photograph in JPEG format meeting the requirements for ID cards listed on 
page 5-75 of the Auxiliary Manual.  Photographs should be emailed to  DIRAUX

with ID card request form or included in application package if on CD. Include the 
name of the applicant and flotilla number on photo or CD.

• One (1) check for initial membership dues (Do not forward to DSO-HR). The pay- 

ment SHALL be immediately processed like any other dues payment by an Auxiliarist 
in the flotilla.

Note: All pages of the application package must be printed single-sided. Double-sided 
forms will be rejected. 

All signatures must be ORIGINAL and in BLUE OR BLACK ink 

Application packets are only valid for 90 days from the date of signature. DO NOT 
SIGN & DATE applications until they are ready to be mailed. 

• Page 1: FC signature.

• Page 2: Applicant’s signature, and if applicable, Parent or Guardian signature.

• Page 3: Fingerprint technician or Authorized Auxiliary Officer / Representative’s sig-
nature.

• Page 5: Applicant’s signature.
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Submission Process 

• The FC mails the entire package to the DSO-HR by priority mail with tracking
number.

• The DSO-HR conducts a thorough review of the application package.

• If all is in order, the FC, FSO-HR and SO-HR will be notified that the package
has been mailed to the DIRAUX.

• If there are any issues, the FC, FSO-HR and SO-HR will be sent an email
identifying the corrective action. If it is minor, such as a forgotten page from the
enrollment package, it will be held by the DSO-HR until the missing item has
been received. If there are significant errors in the package, it will be returned
to the FC for correction and resubmission.

• Prior to mailing the Enrollment Package to DIRAUX, it will be copied or scanned
and filed in the flotilla’s folder and logged in the DSO-HR tickler file.

• When DIRAUX determines that an individual meets the eligibility requirements for
Auxiliary membership, a letter will be sent to the new member, and the FC, FSO- 
HR, SO-HR and DSO-HR will be notified via email.

Mail New Member Application Package to: 

Carol Bobo, DSO-HR 
20076 S Fischers Mill Rd 

Oregon City, OR 97045-9667 




