The following are the guidelines to following when routing a directive for concurrent and sequential clearance.  This notice also provides instructions on how to cancel a directive.
Directives Clearance Process

Clearance methods are:

· Concurrent clearance using Concurrent Clearance, Form CG-4590 
· This can be done electronically or via paper copy.  Sponsoring office still must maintain original signed CG-4590 and responses for their Official Case File on the directive they are writing.
· You must allow a minimum of 10 working days from receipt by reviewer. 
· Must resolve all non-concurs or go higher if conflict cannot be resolved. 
· Sponsor decides to whom it should go to using the guidance in the CG Directives System Manual, COMDTINST M5215. 6 (series)
· Must go to CG-612 and CG-094, programs affected or held responsible, CG-843 if it affects resources, CG-6R if it has computer systems, etc. 
· Sequential Clearance 
· After CG-612 concurs, you need to put it in sequential clearance before being signed.  Sequential clearance is your immediate chain and CG-612 usually signs off first or second.  
· CG-612 will perform a final review of your camera-ready document.  Please submit your directive with concurrent clearances, digests (if applicable), and the official file copies for review, via paper or call to arrange for electronic review.  After review, CG-612 will sign off on the directive and provide a checklist with “Final Processing/Printing Instructions.”
Clearance policy reading list:
· Coast Guard Directives System, COMDTINST M5215.6 (series) http://www.uscg.mil/directives/cim/5000-5999/CIM_5215_6E.pdf 
· Chapter 7. CLEARING AND ISSUING DIRECTIVES read the entire chapter. 
· Appendix A - HEADQUARTERS ONLY, Good information for anyone creating and routing a directive or publication through HQ.  Clearance information starts at Section F, Who Must Clear (page A-3), and ends with Section K.5 Digest/Resolution of Clearance. (page A- 8) 
· Enclosure 4 is a Concurrent Clearance, CG-4590 with information on the clearance process and the how to do a summary concurrent clearance. 

· The Coast Guard Correspondence Manual, COMDTINST M5216.4(series), Chapter 6, http://www.uscg.mil/directives/cim/5000-5999/CIM_5216_4C.pdf is filled with very important policy on coordination and clearance.  This is where the Coast Guard Directives System, COMDTINST M5215.6E got the basic rules the process.

Directves Cancellation Process

Cancellation methods are:

· Directives Affected paragraph of a directive or publication

· This paragraph states what effect a directive has on previous or existing directives.

· Submit a Directives Control Sheet, CGHQ-5356 to CG-612. 

· A sponsoring office can submit a Directives Control Sheet, CGHQ-5356 to CG-612 to cancel a Commandant Directive or publication if they are not canceling it in a directives affected paragraph.  Sometimes a directive is just obsolete and not being replaced with another directives that can cancel it.  It must be signed by an Office Chief or higher.  The form is available in USCG Electronic Forms on Standard Workstation III or on the Internet at http://www.uscg.mil/forms.
1

