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STEP

It's Time to recharter

If you are one of your unit Key 3
(Charter Organization
Representative, Committee
Chair, or Unit Leader
(Cubmaster, Scoutmaster,
Crew Advisor, or Skipper), it is
now time to start the charter
renewal process. With this
guide, we hope that we can
make this process as easy as 

possible for you.  In these pages are the steps to complete your unit's charter
renewal. Remember, you have until June 30th of this year to complete all of the
data work and submit it along with your unit's fees.

1 Decide On Who Will Complete the Charter Renewal

Just because you are one of your unit's Key 3 does not mean that you have
to complete the unit's charter renewal. You can give permission to another
leader to access and complete the charter renewal.  To assign this task to
another registered leader or committee member in your unit, you must
first make them a Key 3 Delegate.
Any one of the Key 3 can make another registered unit leader or
committee member a Key 3 Delegate. 



STEP

01.

02.

03.

04.

Please note that it can take up to 72 hours for the change to take effect. 

Log into www.my.scouting.org

In the menu, in the upper left, select your unit

Then select "Organization Manager "

On the left side toolbar select "Position Manager "

From this point you can make any registered leader a "Key 3
Delegate"

05.

How do I make someone a "Key 3 Delegate"? 1

Boy Scouts of America, "BSA Position Manager Job Aid for My.Scouting" April 12, 20211.

2 GET ALL THE INFORMATION YOU NEED

Before you start working with the online charter renewal, you need to make sure that you gather
everything that you need.  First, start by running a current unit roster from my.scouting.org or
Scoutbook, which has the most current information on who is registered with your unit. This will
also give you a list to work from and make notes for later. 

Let's start with our Unit Leaders and get all the information you need.

Remind EVERY unit leader that they need to go in an update their youth 

Protection Training & have them print out the
certificate for the unit's records.  This would be a
good time to remind parents to take the training too. 

REMEMBER the online system will stop you from processing your

charter renewal if everyone's youth protection is not updated. 



Using your unit roster make sure that you have all of the needed leadership
positions filled for your unit. Remember that if you have an adult leader that is
changing positions or you are adding a new adult leader you must have a
completed Adult Leader Application.

EVERY UNIT MUST HAVE THE FOLLOWING:
• An Executive Officer

• Chartered Organization Representative 

• Committee Chairman

• Committee Members (Must have a minimum of Two)

• Unit Leader (Cubmaster,  Scoutmaster, Crew Advisor, or Skipper)

Cub Scout Pack must also have:

• At Least One Den Leader (Tiger Den Leader, Lion Den Leader, Den
Leader, or Webelos Den Leader)

• For every registered Lion or Tiger, there must be an Adult Partner. This
is a no fee, non-registered position. 

For Journey to Excellence (JTE)

• Have at least one Assistant Scoutmaster registered.

• Have at least one Associate Crew Advisor registered.

• Have at least one Mate registered.

Now that we have all of our Adult Leader information let's get the Youth 
Information. 

Using your roster, make sure that someone from the unit contacts every
Scout on the list to ensure that they know it's time to renew and that they
want to continue.  Please make every effort to communicate with families
and Scouts that haven't attended meetings regularly.  

Cub Scout Packs remember to: 
• Verify the Scout's name, address, age, grade, and rank.

• Verify,  if they are getting Scout's Life Magazine Subscription.

• If the Scout is Lion or a tiger, verify that they have an adult partner and that
their address is the same as the Scout's Address.

• Verify the Scouts age/grade  to ensure they are in the correct program. 



Scouts BSA Troops remember to: 

• Verify the Scout's name, address, age, grade, and rank.

• Verify,  if they are getting Scout's Life Magazine Subscription.

Venturing Crews & Sea Scout Ships remember to: 
• Verify the Scout's name, address, age, grade, and rank.

• Verify,  if they are getting Scout's Life Magazine Subscription.

• Venturing/Sea Scout participants over the age of 18, but not
yet 21 must complete an adult leader application and youth
protection training, and undergo a criminal background
check. 

TO ENSURE THAT YOU HAVE COLLECTED THE CORRECT AMOUNT OF FEES THERE IS A FEE WORKSHEET LOCATED
IN THE APPENDIX SECTION. 

COLLECT ALL THOSE FEES 

• CHARTER FEE - $100.00 (PER UNIT)

• ADULT LEADER FEE - $70.00  ($45 NATIONAL FEE + $25 YEARY PROGRAM FEE)

• YOUTH FEE - $100.00  ($75 NATIONAL FEE + $25 YEARY PROGRAM FEE

• NEW YOUTH FEE - $125.00  ($75 NATIONAL FEE + $25 NEW SCOUT
FEE/NATIONAL + $25 YEARY PROGRAM FEE

• SCOUT'S LIFE MAGAZINE- $24.00 OPTIONAL

STEP 3 COMPLETE THE CHARTER RENEWAL

There are two ways that your unit can complete its charter renewal. 

• The unit can request a paper copy from the Scout Service Center.

• The unit can complete the charter renewal online by logging into their
Scoutbook account,  my.scouting.org account or directly at https://advancements.scouting.org.

If the units choose the online option, make sure that you are using Chrome or Firefox as your web browser.



Scouts Life Maganize 

Charter renewal 
Paper Option 

If your unit has chosen the paper option:

The number of paid
youth. You will have to
adjust this amount 

A youth can only multiple from
Scouts BSA Troop, Crew, or
Ship. 

The number of paid Adults
The only Adult that
can multiple from
with in the unit is the
CR/CC. All other
multiple adults must
be registered in
another position.

This is the new Scout fee. 

This is the Council Program Fee

This is the Annual
Charter Fees

This signature must match the person listed as
the Executive Officer.

This signature must match the person as either
the Cubmaster, Scoutmaster, Crew Advisor, or
Skipper.

Normally the head of the organization. For a
church, it might be the pastor, etc



Verify that the name, address, and primary phone number are correct. 
 Add any missing information

If you are removing a leader, strikethrough their information. You can write in the new leader's information.
Please make sure you print. 

Check your Adults:

Make sure that you have the correct number of adults needed

Check Youth
Protection
Training Status

Committee Member Paul McCartney

REMEMBER:
If you are               a leader or a leader is                     position, we have to have a new adult
leader application.

If an adult leader is multiple from another unit or a district or council position document
that by their name by doing the following:                   multiple from Pack 123.   You can use
the following: P - Pack, T- Troop,  C- Crew, S - Ship, or DC - District/Council.

M-P123

adding changing

Check your youth:

Check to ensure that all your youth a currently registered. This roster is what the council
has on file for the unit. If you do not see all of your Scouts listed, you will need to
complete a new youth application. 

Check the spelling of the Scout's name, address, phone,  Date of Birth and grade. 
Check to see if the Scout is getting Scout's Life Magazine



If you are removing a Scout, strikethrough their information. If you are adding a Scout,
you can write in the Scout's information in. Please make sure you print. 

Scout Steven Spielberg

REMEMBER:
If you are               a Scout, you have to turn in a youth application.adding

ANNUAL CHARTER AGREEMENT 

OTHER PAPERWORK NEEDED

The current form is three pages long, it explains in greater detail the relationship
between the Charter Partner, the Boy Scouts, and the Unit.  It also gives a better
explanation the general liability insurance. 

Signature PageSignature Page

It should be the executive
officer, but it can be
someone that can sign on
behalf of the Charter Partner

It must be the same COR, that
is listed in the Charter
Renewal.

It must be the same CC, that
is listed in the Charter
Renewal.

This can be either a Registered
Commissioner or a member of the
Council Field Staff.



CRIMINAL BACKGROUND CHECK FORM

In some cases, when our registar is processing
your unit's charter renewal,  we may have to have
a new                                                                   on a
volunteer.  

CRIMINAL BACKGROUND CHECK FORM

This is because that person was selected to have
a new criminal background check performed on
them. Your Unit's charter renewal will be placed
on hold until we have this form turned
submitted.

THING THAT COULD CAUSE YOUR CHARTER RENEWAL TO BE PLACED ON HOLD

•                                             ON THE CHARTER RENEWAL, THE CHARTER AGREEMENT, ADULT &
YOUTH APPLICATIONS.

MISSING SIGNATURES

•                                             ON THE CHARTER RENEWAL, THE CHARTER AGREEMENT, CRIMINAL
BACKGROUND CHECK FORMS,  ADULT & YOUTH APPLICATIONS.

MISSING PAPERWORK

•                               the unit paid the incorrect fees MISSING FEES

•                                                                            If the unit has less than five youth, the charter
renewal must be reviewed and approved by the Scout Executive.

THE UNIT HAS LESS THAN FIVE YOUTH

•                                                                         If the unit has more than 100 youth, the charter
renewal must be reviewed and approved by the Scout Executive.

THE UNIT HAS MORE THAN 100 YOUTH

•                                                                                                 If the unit loses 50% or more of the registered
youth, the charter renewal must be reviewed and approved by the Scout Executive.

THE UNIT LOSES 50% OF THE REGISTERED YOUTH

PAYING YOUR CHARTER  RENEWAL FEES
You can pay your fees at the Scout Service Center. We encourage you to pay by check, but if
you use your credit card there will be 3% Convenience Fee charged.



Charter renewal 
Online Option 

INTERNET RECHARTERING MAY BE ACCESSED BY THE UNIT LEADER, CHARTER ORG REP, COMMITTEE CHAIR, OR THE
KEY 3 DELEGATE BY LOGGING INTO THEIR SCOUTBOOK.COM OR MY. SCOUTING ACCOUNT. THEY CAN ACCESS IT
DIRECTLY AT HTTPS://advancement.scouting.org

You can download the Internet Recharting 2.0 User Guide by

https://www.scouting.org/wp-content/uploads/2022/09/Internet-Rechartering-2.0-User-GuideRL-1.pdf

PAYING YOUR CHARTER  RENEWAL FEES

These are the step-by-step instruction
to completing the charter renewal
online. 

You can pay your fees online through national, but if you do there will be 3% Convenience Fee
charged if you pay through National. We recommend that you chose the
option and pay by check at the Scout Service Center.

"Pay at Local Council"

WHAT NEEDS TO BE TURNED INTO THE  SCOUT SERVICE CENTER?
Once you have completed the online process, you will need to submit a copy with the
completed charter renewal and signature page to Scout Service Center.

THINGS THAT COULD CAUSE YOU ONLINE CHARTER RENEWAL NOT TO POST
Please see the FAQs from The Boy Scouts of America.

https://www.scouting.org/wp-content/uploads/2022/08/Full-FAQ-Document.pdf

https://www.scouting.org/wp-content/uploads/2022/09/Internet-Rechartering-2.0-User-GuideRL-1.pdf
https://www.scouting.org/wp-content/uploads/2022/09/Internet-Rechartering-2.0-User-GuideRL-1.pdf
https://www.scouting.org/wp-content/uploads/2022/08/Full-FAQ-Document.pdf
https://www.scouting.org/wp-content/uploads/2022/09/Internet-Rechartering-2.0-User-GuideRL-1.pdf


Appendix

CHARTER RENEWAL CHECKLIST

CHARTER RENEWAL FEE COLLECTION SHEET

FEE INFORMATION SHEET
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CHARTER RENEWAL CHECKLIST - PAPER RENEWAL

SIGNATURES

EXECUTIVE OFFICER (ON BOTH THE RECHARTER & ANNUAL CHARTER AGREEMENT)

UNIT LEADER (CUBMASTER, SCOUTMASTER, CREW ADVISOR, OR SKIPPER) ON THE
RECHARTER

CHARTER ORGANIZATION REPRESENTATIVE ON THE ANNUAL CHARTER AGREEMENT

UNIT COMMITTEE CHAIR ON THE ANNUAL CHARTER AGREEMENT

CORRECT SIGNATURE(S) FOR ANY YOUTH APPLICATION, ADULT LEADER
APPLICATION, OR CRIMINAL BACKGROUND CHECK FORM.

ADULT LEADERS

AN COMPLETED ADULT LEADER APPLICATION FOR ALL NEW ADULT LEADERS.
(INCLUDES SIGNATURES BY COR AND ADULT VOLUNTEER & QUESTIONS 1 - 6)

AN ADULT LEADER APPLICATION FOR ANY ADULT LEADER CHANGING POSITION.
(INCLUDES SIGNATURES BY COR AND ADULT VOLUNTEER & QUESTIONS 1 - 6)

A COPY OF EVERY ADULT LEADERS YOUTH PROTECTION TRAINING CERTIFICATE.

YOUTH MEMBERS

AN COMPLETED YOUTH APPLICATION FOR ALL NEW YOUTH. (INCLUDES SIGNATURES
BY PARENT/GUARDIAN AND UNIT LEADER OR DESIGNEE).

FOR VENTURERS & SEA SCOUTS (OVER 18 YEARS OLD) A COMPLETE ADULT LEADER
APPLICATION (INCLUDING SIGNATURES, A CRIMINAL BACKGROUND CHECK FORM & A
COPY OF THEIR YOUTH PROTECTION TRAINING) .

CORRECT NUMBER OF ADULT LEADERS: (ONE COR, ONE COMMITTEE CHAIR, MINIMUM
OF TWO COMMITTEE MEMBERS, & UNIT LEADER | FOR PACKS NEED AT LEAST ONE
DEN LEADER

DOES THE UNIT HAVE AT LEAST FIVE YOUTH (UNITS WITH LESS THAN FIVE YOUTH
WILL HAVE TO HAVE SCOUT EXECUTIVE APPROVAL.)

FEES

THE CHARTER FEE OF $100. THIS IS A NATIONAL FEE.

THE ADULT LEADER FEE OF $70 ($45 NATIONAL + $25 COUNCIL PROGRAM FEE) PER
ADULT.

RETURNING YOUTH FEE OF $100 ($75 NATIONAL + $25 COUNCIL) PROGRAM FEE

THE ADULT LEADERS THAT ARE MULTIPLE ARE NOTED ON THE CHARTER RENEWAL
WHERE THEY ARE MULTIPLING FROM.

NEW YOUTH FEE OF $125 ($75 NATIONAL + $25 NEW YOUTH FEE +$25 COUNCIL)
PROGRAM FEE).

SCOUT'S LIFE MAGAZINE OF $15 (PER YOUTH AND ADULT). OPTIONAL

UNIT NUMBER
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CHARTER RENEWAL  FEE  CHECKLIST -  PAPER RENEWAL

UNIT NUMBER

NUMBER OF RETURNING YOUTH X =

TOTAL

TOTAL AMOUNT DUE

NUMBER OF NEW SCOUT FEE X =

NUMBER OF PROGRAM FEES X =

NUMBER OF ADULTS X =

NUMBER OF SCOUTS LIFE MAGAZINE
FEES X =

DATE

$75

$25

$25

$45

FOR BOTH YOUTH & ADULTS

$15




