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Renewal Updates For 2024

May 2023 

New registration fees approved by the National Executive Committee and announced at the annual National 
meeting will become effective August 1, 2023.   

 $80 for Cub Scouts, Scouts BSA, Venturing and Sea Scouting participants 
 $60 for all adult volunteers  
 $25 one-time joining fee for new program participants in Cub Scouts, Scouts BSA, Venturing 

and Sea Scouts 
 $30 for Scoutreach (Not prorated) 
 $25 for Merit Badge Counselors (Applies only for MBC not already registered as leaders) 
 $50 for Exploring participants Youth & Adult 
 $100 for a unit charter/affiliation fee 
 $15 for Scout Life magazine 
 Prorated fees were eliminated August 1, 2023 

 Beginning August 1, 2023 all registrations will be for a period of 12 months. The date of 
registration will establish the renewal date (subscription date).  

June 2023 

HOVC established an annual program fee for all involved in a Scouting program.  The fee will be$30.00 
for Youth and $15 for Adults and will take effect for all registrations that begin on or after January 1, 2024. 
The program fee includes the Council insurance, free adult leader training for IOLS, BALOO, Basic Leader 
Trainings, units will no longer incur the $25 trash disposal fee when camping at the HOVC Scout 
Reservation Camp (Cub Adventure Camp, T Brady Saunders), free Eagle Scout Kits to those Scouts 
reaching Eagle, free registered leader recognition knots and awards, all District Pinewood Derby events 
will be no charge, and the ability to increase our financial support for registration and camp scholarships 
for those in need. 

July 2023 

For Recharter payments: 

Units can send in or drop off a check (no fees) at the Council Service Center. If Units use a 
credit/debit card to pay for recharter there will be an additional 3% processing fee added on to 
all card transactions. 

September 2023

Effective September 1, 2023, all adults staying overnight in connection with a Scouting activity  involving 
a Scouts BSA, Venture Crew or Sea Scout Ship unit must be currently registered as an adult leader 
with in the unit. Adults registering in a unit may register as a leader, assistant leader, Pack Trainer, New 
Member Coordinator, member of the committee, or unit Scouter Reserve. 
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COUNCIL COMMISSIONER’S CHARGE

What is a charter?

In the BSA, a charter authorizes an organization to operate BSA Scouting units.  It certifies the agreement 
between a chartered organization – an organization that agrees to utilize Scouting as a part of its service to 
youth– and the Boy Scouts of America, setting expectations for the quality of program to be delivered.  Issuing 
a charter is one of the oldest traditions in Scouting. 

Why is a charter renewed annually?

Charters are usually issued for a period of 1 year; hence, chartered organizations must submit an application 
to the Council annually to renew its charter.  The requirement to renew a charter: 

• Fosters a formal, timely plan for regular dialogue between charter organizations and BSA, and
• Assures membership is current so Scouts can participate in Scouting activities and advance in rank.

What will I find in this handbook?

This Recharter handbook explains the timelines, key roles, major process steps, and common 
challenges.  Use this handbook along with resources found on these pages as well as your district’s 
commissioner staff to submit your Recharter on time and error free.

Who can I contact with specific questions?

Contact your district commissioner (DC) or your district executive (DE). The list of District 
Commissioners and Executive can be found on page 13 of this handbook.

Why is timely charter renewal important? 

We, as the adult volunteers and leaders for our Scouting units, owe each and every Scout who are on 
HOVC registration rolls the opportunity to learn, grow and advance in their Scouting experience with 
trained leaders in a valid Scouting unit. The membership renewal process can be done in 2 days or less 
when the preparatory work is done in advance and before the Recharter System officially opens on 
November 1st.
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DEFINITIONS AND ABBREVIATIONS

Definitions 

Dropped Member – A dropped member is an individual who no longer has a current registration 

Dropped Unit – A dropped unit is a unit that is not currently registered and did not re-register within the two-

month lapsed period after unit expiration. 

Institutional Head – The lead individual of the community-based organization. The Institutional Head is 
the only person that can approve a Chartered Organization Representatives application.

Lapsed Unit – A lapsed unit is a unit that has expired and not yet renewed but is still within the BSA’s two-

month grace period. 

New Member – A new member is an individual who has never been registered in Scouting.

New Member Fee – The one-time $25.00 joining fee for new program participants in Cub Scouts, Scouts 

BSA, Venturing and Sea Scouts is still required; however, there is no joining fee for Exploring 

participants, participants previously registered in any BSA program, those transferring from one program 

to another, council-paid memberships, or adult volunteers. 

New Unit – A new unit is a unit that has never been chartered before or has not been chartered in more than 

12 months. 

Official Membership Roster – This is the roster you will find in My.Scouting.org.  It is the official roster of 
all registered Scouts and Scouters in your unit. 

Scoutbook – This is an additional product used to assist units in record keeping but is not an official 

membership registration tool. 

Abbreviations 

CC – Committee Chair 

COR – Chartered Organization Representative

CRA – Charter Renewal Application 

CRS – Charter Renewal System 

IH - Institutional Head

NLT – Not Later Than 

RP – Renewal Processor (One of the unit Key 3 or Key 3 Delegate) 

UL – Unit Leader 
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PREFACE 

Privacy Policy 

Membership renewal involves confidential and/or private information and requires accepting the responsibility for 
maintaining the privacy and confidentiality of that information. Private and/or confidential information must never be 
shared outside of the Boy Scouts of America. If you cannot accept this responsibility, you must notify your unit’s 
Committee Chair and withdraw from viewing or working with these documents. 

Recharter Renewal Overview

Since 1916, Chartered Organizations renew their charters annually.  In this process, the unit Key 3 
(chartered organization representative (COR), Committee Chair (CC) and unit leader (UL)) confirm and record
their members and leaders for the coming year and pay national membership fees.  At the same time, the 
institutional head of the chartered organization recommits to offering the Scouting program to youth for the 
new charter year. 

The Charter Renewal is actually a two-step process.  Step one deals with the annual membership renewal of 
your currently registered Scouts and Scouters.  This step is time sensitive as defined by the Charter Renewal 
window and should not be delayed for any reason.  If your Scouts and Scouters are not renewed within the time 
frame established the Scouts will lose the ability to have their advancements properly recorded while the 
Scouters would lose access to YPT information and all could lose access to the insurance afforded them as 
registered members of the BSA. Failure to renew your unit’s membership in a timely manner as prescribed 
could jeopardize the charter renewal of your unit.  The second step, is the completion of the Annual Charter 
Agreement between the Chartered Organization, the local BSA Council and the unit.  It is recommended that the 
Annual Charter Agreement be completed prior to the recharter system opening so you know that there is a 
commitment from the Charter Organization to continue supporting Scouting and your unit. 

The success and ease of completing your membership renewal is directly proportional to the amount of effort you 
put in completing the preparatory items before the Recharter System officially opens on November 1st, 2023.

Common Errors and Mistakes 

This past year saw a lot of common errors and mistakes that caused many membership rosters to be 
marked as defective or otherwise rejected during the initial review by the Registrar.  It must be remembered 
that the final roster the unit has open when they select the “Pay and Submit” button is what the Registrar will 
see and what the system will process.  It will not matter if you find an error and mark up a copy of the unit 
membership roster and forward that by email. There is a way to prevent a lot of these errors and mistakes but 
the unit has to take the initiative and the first step in this process. 

Before the unit clicks on the “Pay and Submit” button, they should print a copy of the membership renewal 
roster and contact their Unit Commissioner, District Renewal Processor or District Commissioner to review it and 
see if they can find any errors or mistakes that should be corrected before the final submission.  Share the draft 
copy of what you intend to submit with other members of the unit to see if they spot any errors or mistakes 
before you submit your roster. 

Remember: 

1. What is submitted is what will be processed and posted.
2. Print a draft of what you intend to submit and review it with the Key 3 and Unit Commissioner.
3. DO NOT use Scoutbook data as it is not official and is irrelevant to the renewal process.
4. Remember - in order for your Recharter to be considered completely submitted to Council, you must have

submitted the Recharter application and your Unit fees paid in full.



CHAPTER ONE 

Unit Information

In 2021, the Boy Scouts of America introduced new Recharter Renewalsoftware.  The new program is 
part of Internet Advancement and does not require an access code to use it; however, it is only accessible to 
those members of the unit who are part of the Key 3 or have been designated as a Key 3 Delegate.  To access 
the system, eligible individuals use their My.Scouting and Scoutbook User Name and Password.  As you work
through the renewal system, the software will alert you to inconsistencies in your data.  All warnings and errors 
will have a pop-up notice.  

• If its an error, it will also be a blocker, so an error notice would keep you from proceeding until it is
resolved.

• A warning will only have a pop-up appear letting you know something will need to be further addressed.

• Units that need help with a warnings or errors should first contact their District Recharter Expert or District
Commissioner for help in resolving these issues.

Below is information that is extremely important to the Committee Chair and Unit Leader about what needs to be 
done to complete the Internet Advancement Renewal process for their unit this year. 

Membership Renewal Process 

The membership renewal process is broken down into two steps – The Data Collection step and the Data Input 
step. There are specific processes required in each part and neither is more important than the other.  In fact, 
the Data Input step cannot be done without the Data Collection step being completed first. 

For the Data Collection step, the following actions need to be completed: 
❖ review the Council Recharter Handbook
❖ attend the District Recharter training
❖ identify the unit Recharter Processor (RP) and their team
❖ conduct a Membership Inventory comparing the roster from My.Scouting.org to your unit roster, identify

Scouts who are not returning and reason why along with adults who are not returning
❖ identify adults and Scouts from the unit’s roster that do not appear on the official My.Scouting.org roster
❖ submit applications for them along with the appropriate fees
❖ with the assistance of the Charter Organization Representative (CR), confirm leaders hip for the next charter

year
❖ update your unit roster in My.Souting by moving the new leaders into their new positions
❖ ensure the unit is properly coded (especially for Packs (Boy Pack (BP), Girl Pack (GP) or Family Pack (FP))
❖ identify volunteers with expired YPT or YPT that will expire before March 31st, 2024 and encourage them to

retake their Youth Protection Training
❖ the membership renewal system will not allow anyone to be registered without valid Youth Protection

Training
❖ identify a committee member to collect the registration and Scout Life magazine fees for renewal.

While the above list may seem daunting, it can be completed in the months leading up to the Data Input part 
and will reduce the overall effort needed to complete it.  

For the Data Input step, its just a matter of entering the data collected during the previous part into the actual 
renewal system.  This part of the renewal process should be easy to do if you have saved all of the data you 
have amassed during the Data Collection step.  Failure to complete the tasks identified under the Data
Collection step will increase the difficultly in doing the renewal Data Input step, will slow the process down, will 
cause you to create errors and could ultimately cause you to fail in getting your renewal done. 
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Important Dates for Units

The most important dates for units to remember are: 

❖ October – Start and complete the Data Collection step and registration fee collection
❖ August 1st  – New registration fees and subscription dates go into effect*
❖ September 1st  – Adults wishing to camp with their Troop, Crew or Ship must be registered volunteers
❖ November 1st – Data Input step begins
❖ December 15th – date for completed Recharters  files to be submitted to council and paid in full
❖ 31 December – Current unit charter expires
❖ January 1st 2024 – Units without new charters posted become lapsed units and lose the ability to accept

or process On-line Applications for new members or for transfers in or out
❖ March 1st 2024– Units without new charters posted become dropped units and members lose access to

records in my.scouting.org and Scoutbook – members and units are no longer part of BSA
While units are only focused on their own renewal packets, the District Commissioner/District Executive can be
responsible for any number of units ranging from 30 to over 70 and the Council is focusing on over 200units to
get processed and posted before 31 December.  By working on your Data Collection and Data Input steps and 
completing them early so your renewal roster can get turned in early will greatly decrease the chances that your 
unit will become a lapsed unit or worse a dropped unit.  The unit Key 3 responsible for the consequences of a
unit becoming a Lapsed Unit or a Dropped Unit.

Membership Inventory 

Conducting a thorough membership inventory of youth and adult members currently in your unit is the critical 
key to how smoothly your renewal will go.  The Committee Chair should log in to their My.Scouting.org account
and download a copy of their unit’s roster (council information).  This is the official unit membership file and will 
contain a listing of all adults and youth currently registered in the unit and is the basis for the roster you will 
see when you log-in to the Internet Recharter System.  Comparing your local unit roster against the official
membership file, will reveal any adults and youth who are not officially registered in BSA.  An application should 
be completed for any member on the local roster that is not on the official membership file.  These applications 
with appropriate fees can be completed online. (Online applications must be paid with a credit card.)  
Alternatively, a paper application can be turned in to Council and should be done as soon as possible so they
may be properly registered in the unit.  Remember that a roster from Scoutbook is not the official BSA
Membership roster. 

Additionally, while conducting your membership inventory you will encounter individuals who are also 
registered in another unit.  The Committee Chair or Unit Renewal Processor should contact the other unit the 
individual is registered with to determine who will be paying the renewal fees for them.  This is important as you 
will need to identify the other unit on your renewal roster if your unit is not paying for the individual and they 
are to be marked as a “Multiple” on your roster.  Individuals with multiple registrations only pay once so it is 
important to know where their registration is being paid.  Also, in order to validate that the individual has a paid 
registration with another unit, the renewal roster for the other unit needs to be submitted and processed so 
when the Registrar gets to your roster, they are able to validate the paid registration and multiple status. 
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Do Not Hold Applications 

Best practice is to use the Online Registration system, it will avoid delays and alleviate processing time.  If you 
choose to use a paper application, complete, and submit it immediately.  Do not hold youth or adult 
applications for submission with the membership renewal file.  Scouts cannot advance or receive Scouts’ 
Life if they are not registered members of Boy Scouts of America.  Having members submit applications 
immediately will reduce your data entry in Internet Renewal and will help speed up the process.  Holding the 
application will not place the individual on your charter or in your unit until next year.  If applications could not 
be submitted early, be prepared to upload copies of the applications with the membership renewal file.  
Applications not processed before the unit submits its membership renewal roster will need to be uploaded 
with the renewal package. 

A complete application is required for all new youth and adult leaders being added to a unit’s roster.  If 
paper applications previously submitted to Council have not processed, when updating the roster in Internet 
Renewal, submit the application again with the renewal file.  A copy of an application previously submitted 
will suffice; for adult applications, the Social Security Number must be visible on the application.  If the Online 
registration does not populate the unit roster, pull a copy of the completed online registration from 
<<my.Scouting.org>> and include it with the Membership Renewal Application package just as you would with 
a paper application. 

For all on-line BeAScout applications completed earlier, ensure they are approved in Application Manager by the 
right leader in the unit, the Unit Leader approves Scouts and the CR approves adult applications. 

It was found during the past recharter cycle that each document added to a renewal package slowed the 
processing of the renewal roster because the Registrar had to open and examine each attached document to 
ensure it was complete, i.e., all information needed was there, required initials and signatures were present, 
questions answered, etc.  Submitting documents early helps avoid this.  Not sure how to complete an adult or 
youth application?  See Appendix B for what’s needed.  Don’t forget the Criminal Background Check form and 
Youth Protection Training certificate for adults.  The most common error last year was Unit Leaders not 
signing youth applications and CORs not approving and signing adult applications. This caused delays in 
processing the unit’s Recharter package.

Paper Application Warning – Units are advised to discard any copies of old applications they may still have.  
Numerous changes have been made to both the youth and adult paper applications over the years and the 
current application is easier to work with. Units that submit old applications are advised that the application 
must be completed in total and cannot skip items no longer needed on the current application.  Only the current 
CBC form is acceptable.  On the youth application, the Scout Life block has been pre-selected and the price has 
been entered at the bottom of the application along with the new Scout joining fee.  If individuals do not desire 
to get Scout Life and they are not new Scouts, delete the fees shown.  Both forms can be completed online and 
then printed. 
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Collect Membership Renewal Fees 

The unit charter fee is $100.00 per year.   All units are required to pay this annual fee. 
Adult Registration: $60.00 
Cub Scout, Scouts BSA, Venturing, & Sea Scouts Youth Registration: $80.00 
Exploring Youth & Adult Registration: $50.00 
Scout Life: Subscription: $15.00 
New Scout joining fee:  $25.00 
Program Fee:  Youth  $30.00 , Adults $15
Transfers: There are no transfers during the annual renewal. 
Make checks payable to HOVC - BSA
Keep a copy of all forms you submit. 
See Appendix D for Registration Fee Scale. 

Identify Unit Leaders 

The Charter Organization Representative approves adult leaders.  The Unit leader may recommend direct 
contact leaders for appointment while the Committee Chair identifies committee members.  Ideally, leaders are 
identified at the beginning of the program year so they can take position-specific training prior to appointment. 

Fill leadership vacancies before the Internet Recharter window opens.  Leadership turnover should normally 
happen at the beginning of the Scouting and school year and not wait until after renewals are processed and 
posted.  Ensure that new and outgoing Key 3 leaders are in their registered positions or designated as Key 3 
Delegates so they can coordinate the renewal approvals.  A unit will not be able to renew its charter without the 
minimum required leaders.  The Charter Organization Representative can change individual positions in the 
Position Manager function under the Organization Manager section of your unit provided all members listed 
have a completed Criminal Background Check indicated by a shield with a check mark following their name.  If 
even one member of the unit doesn’t have an approved background check, then changes cannot be made until 
you are working your charter renewal. 

Packs must have: Chartered Organization Rep (CR may be dual registered as IH CC or MC); Committee Chair
(CC); two Committee Members (MC) or one MC and one Pack Trainer (PT); Cubmaster (CM); and one Den 
Leader (DL). Normally, a Pack should have a registered DL for each Den in the Pack. Note, an AP/LP registering
in a pack adult leader position must complete an Adult Application, the Additional Disclosures & Background 
Check Authorization form, take Youth Protection Training and pay the registration fee.  They can complete an 
online or paper application after creating a My.Scouting account and taking Youth Protection Training. 

Troops/Crews/Ships must have: Scoutmaster (SM), Crew Advisor (NL), or Skipper (SK); Committee Chair 
(CC); Chartered Organization Representative (CR may be dual registered as IH, CC or MC); and two Committee
Members (MC). 

Exploring Posts must have:  Post Advisor (EA); Committee Chair (PCC); and two Committee Members (PMC). 
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Youth Protection Training – an absolute must! 
All registered Scouters and Scouts over the age of 18 must take Youth Protection Training (YPT) 
at least every two years.  If a Scouter’s or Scout’s YPT is not current at charter renewal 
they cannot be registered.  Anyone whose YPT will expire any time before March 31st 
2024 should retake YPT now.  This will ensure that no registered adults whose YPT has 
expired mid-year are interacting with youth.  Units should not wait until it is time to 
renew the unit’s charter to make sure all YPT is current. Unit Key 3s must review their unit’s 
YPT status often. 

Recharter Link

The unit can access additional resources to aid membership renewal and recharter at the HOVC website 
(HOVC.org under resources). Once the unit Recharter Processer has reviewed all of the resources 
available to them, they can access the Internet Advancement/Recharter system to complete the renewal 
at https://advancements.scouting.org/login.  Remember that only a member of the Unit Key 3 or a Key 3 
Delegate can input into the charter.  There is no access code required. Log in to Internet Advancement 2.0 
using the same Username and Password as your my.scouting and Scoutbook account. 

Promoting a Member 

In some cases, you may need to promote a member from a youth to adult or maybe a youth to a participant, which 
are individuals who are over 18 but are continuing to earn advancement such as a Venturing Crew member who is 
over 18 or a Life Scout who has turned 18, but has been granted an Eagle extension.  Before you can promote a 
member, you must click the box next to the youth you would like to promote. Click Manage Members and 

remove the youth from the charter. Then add them as a new member with the “New Paper Application” 
option. You will 

upload the newapplication, CBC form and YPT certificate. The BSA member id # for the individual will remain the 
same. 

Scouts Who Turn 18 During the Charter Year 

When a Scout turns 18 after the membership renewal has been submitted, they need to complete an adult 
application along with the Additional Disclosure Statement (CBC form) and take Youth Protection Training.  
To take the Youth Protection Training they will need to log in to my.scouting.org and create a profile for 
themselves. They should enter their current BSA ID number, if prompted.  In most cases, they can register as an 
Assistant Scoutmaster or a Unit College Scouter Reserve.  A Scout can also transfer to a Venturing Crew.  The 
position code they will enter on the form will be “VP” and the position title will be “Venturing Participant.” 
The Scout may also register as a Venturing College Scouter Reserve. 

Scouts who turn 18 must make a choice about how they will register.  If they transfer to a Venture Crew, they will 
pay the youth registration fee and the participation.  They may then register with a Troop in an ASM 
position as a multiple.  If they register with the Troop first as a multiple and then want to register in a Venture 
Crew, they will need to pay the youth fee and participation fee.  They will also not be able to add to the 
registration fee they already paid along with the participation fee to dual registered.
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Special Scout Executive Approval Requirements 

The HOVC Scout Executive must approve renewal applications for units with:

a. 100 or more youth,
b. units with a loss of 50% of youth from the previous year,
c. units with no change in youth membership, and
d. units with less than 5 paid youth

If your unit meets one of the above criteria, contact your District Commissioner and District Executive and explain 
your situation. Providing an explanation to the District Commissioner and District Executive when the Charter
Renewal Application is submitted will help reduce the amount of time needed to get the approval. 

District Recharter Point of Contacts 

District District Executive
Arrohattoc

Crater

Dogwood

Huguenot Trail

James River

Morgan Harrell 
morgan.harrell@scouting.org 
(804) 204-2621

Nick Harman
nick.harman@scouting.org
(804) 204-2622

Kenny Jones - 
Kenneth.Jones@scouting.org
(804) 204-2616

District Commissioner

Matt Connors 
matthew.connors@scouting.org 
(804) 204-2612

Elmer Wolf 
ewwolf@aol.com

Richard Fischer
rickcrisfi@aol.com

Michael Milone 
mmilone@scouting.org

Matt Connors 
matthew.connors@scouting.org 
(804) 204-2612

Jim Ewan
jewan57@outlook.com

Candy Johnson
cjohnson498@verizon.net

mailto:ncac.recharter@ncacbsa.org
mailto:gdbsjr@aol.com
mailto:lap.bsa@lapranger.com
mailto:mc.abe@verizon.net
mailto:thedukeholder@verizon.net
mailto:fskrechartering@gmail.com
mailto:scott.bashore@goosecreekdistrict.org
mailto:ScouterJohnPowhatan@gmail.com
mailto:jkwallaceiv@gmail.com
mailto:acc4recharter@gmail.com
mailto:wendylatella@yahoo.com
mailto:wilkinson2157@gmail.com
mailto:m2ca2john@aol.com
mailto:kermitkeg@gmail.com
mailto:Lhill@diabetes.org
mailto:ruspittman@gmail.com
mailto:scouting@lensmen.org
mailto:greg.fairbanks@us.gt.com
mailto:garayg@yahoo.com


CHAPTER TWO 

Internet Recharter 2.0 
(How Does It Work) 

Internet Recharter is tied to Internet Advancement and is very simple to understand and work your way 
through provided the necessary preliminary work is done in the beginning.  You can’t complete the Recharter 
process without completing the ground work first.  If you only half-way do the up-front work then you will 
struggle with completing your recharter package and will spend way more time on it than is necessary.

In the Charter Renewal System, the Charter Organization Representative, the Committee Chair, the Unit Leader
or a Key 3 Delegate are the only individuals allowed to access the system.  The Key 3 Delegates must be listed in 
the Functional Role in the Organization Manager screen for your unit.  These individuals will use the same User 
Name and Password for accessing the system as they use for their My.Scouting.org and Scoutbook accounts.

What follows is a step-by-step walk-through of what you need to do in order to have a successful recharter
experience. 

The critical step in the membership renewal process is conducting a thorough membership inventory of all of 
your currently registered members listed on your membership roster contained in My.Scouting.org to include
new members marked as “Prepaid”.  To start this process, you first need to download a copy of your 
membership roster. The below instructions will help you to do this.  A PowerPoint presentation, with visual 
ques, is available at Appendix A. 

The CC should log in to their my.scouting.org account and click on “MENU” at the top of the page on the left 

Scroll down until they come to Organization on the menu bar, then click on “ROSTER” 

On the left-hand side of the roster, select the “Service Area” your district is in, then select your district and your unit 
number, then click on the “Navigate” Bar 

Select “EXPORT ROSTER” then click on “EXPORT TO CSV” and click on “CONFIRM” 

The exported roster will show up as a link at the bottom left of the page, click on it 

Highlight the first 10 lines (maybe more or less) and delete them 

Delete the last 2 columns (Registration_Expiry_Date and Membership_Status) 

This is a complete alphabetic list of all officially registered members along with their Position Name, Street, City, Zip, 
Email and Phone 

Save as an Excel file and compare this file with the roster that you are using locally. 

Once you have completed a review of your local roster against the official membership roster, make a note of anyone 
on your local roster who does not appear on the official roster.  These individuals are not registered with BSA or in your 
unit.  You need to have them complete a membership application and get it submitted as soon as possible along with 
the applicable fees. This will save you time when completing your charter.  They can complete a paper application or, 
for faster action, an online application paying by credit card.  Once the Unit Leader approves and signs the youth 
application or the COR approves and signs the adult application, these individuals will appear on your roster 
within 24-
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48 hours (online applications only).  New members will appear on the Internet Recharter roster when you select Refresh 
Roster. 

With the completion of this review, each member needs to be surveyed to determine if they will be continuing with 
your unit in the coming year.  For those who will continue, you need to collect the registration and participation fees 
and the Scout Life magazine fee, if they elect to subscribe to it.  For those who are already registered in another unit, 
you need to contact the unit to determine who will be paying the fees for the member for the coming year.  For those 
who are not going to continue, you need to ask them to share with you their reason for not continuing.  (Their reasons 
should remain private between the Unit Key 3.)  This is about 40 percent of your charter renewal workload. 

Now that you know who is going to continue, the Committee Chair and the Unit Leader should discuss what positions 
need to be filled and who among those continuing would be a good fit for them.  This is also a good time to approach 
other adults about taking on a leadership role.  After talking with the individuals to get their commitment, their names 
should be passed to the COR who approves all adult leaders and the positions they will fill.  There are a minimum 
number of leaders needed depending on what type of unit it is.  This represents another 40-50 percent of your charter 
renewal workload.  The positions needed are: 

Packs must have: Chartered Organization Rep (CR may be dual registered as EO, CC or MC); Committee Chair (CC); two 
Committee Members (MC) or one MC and one Pack Trainer (PT); Cubmaster (CM); and one Den Leader (DL). Normally, 
a Pack should have a registered DL for each Den in the Pack. Note, an AP/LP registering in a pack adult leader position 
must complete an Adult Application, the Additional Disclosures & Background Check Authorization form, take Youth 
Protection Training and pay the registration fees.  They can complete an online or paper application after creating a 
My.Scouting account and taking Youth Protection Training. 

Troops/Crews/Ships must have: Scoutmaster (SM), Crew Advisor (NL), or Skipper (SK); Committee Chair (CC); 
Chartered Organization Representative (CR may be dual registered as EO, CC or MC); and two Committee Members 
(MC). 

Exploring Posts must have:  Post Advisor (EA); Committee Chair (PCC); and two Committee Members (PMC). 

You are now ready to enter the home stretch and do the easiest part of the charter by entering the data into 
the recharter system.  Take your time and don’t rush.
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To access the Internet Recharter system, the individual who will do the data input needs to log in to Internet 
Advancement at advancements.scouting.org.  They will use the same User Name and Password they use for accessing 
their my.scouting.org and Scoutbook accounts.  When logging in, don’t forget to check the block that says “I’m not a 
robot.” 

This will take the individual to the unit page in Internet Advancement. 

By clicking on the Recharter button on the left-hand side of the page, you will be taken to the actual Renewal System. 

Select your recharter term 

All HOVC units recharter for 12 months so their charter expires on 31 Dec.  At the top of the page, you will
see information on the Charter Organization with member information at the bottom of the page. 
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Once the roster is loaded, you may start editing the roster 

• YPT - Red Exclamation Point – Youth Protection Training has not been completed and recorded in the person’s profile
or the YPT has expired –  Warning at the unit level, error (and blocker) at the council level
• YPT – Green Exclamation Point – Youth Protection Training is current
• CBC – Red Exclamation Point – New Criminal Background Disclosure is not on file - Warning at the unit level, error
(and blocker) at the council level
• CBC – Green Checkmark – New Criminal Background Disclosure has been received and recorded in the person profile
• Scout Life – Red Exclamation Point – No subscription has been added to the registration
• Scout Life – Green Checkmark – Subscription has been added to the registration
• -- No status (paid, multiples, or prepaid)
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Unit View of Annual Membership 



My.Scouting – Unit Roster 

Facts About Errors and Warnings 

A warning will not stop you from completing your renewal but will stop it from being processed by the Registrar 
until it has been fixed because at the council level it becomes an error.  In most cases, this is caused by an 
expired YPT certificate or no certificate on file in the YPT database.  The same thing applies to CBC forms not 
being on file in the CBC database. 

You can save yourself a lot of headaches by asking the individuals who do not have a valid CBC form on file to 
complete a new one or asking individuals to retake their YPT so that it is current.  The best way to resolve YPT 
issues is to have all of your leaders retake their YPT if it will expire before March 31st 2024.  This will ensure
everyone is current.  Leaders that do not take their YPT or fail to submit a valid CBC form will be removed
from the renewal roster so it can be processed unless they are filling a critical position.  If they are 
removed, they can be returned to your charter by providing the required forms.  Leaders filling a critical 
position (COR, Committee Chair or Unit Leader) will block your renewal from being processed and posted until 
they provide the required documents or are replaced by the Charter Organization Representative with someone
else.  This could also be effected by not having enough leaders in the right positions for your unit type (see page
for required leader positions). 

Removing Members from the Renewal Roster 

Under the Unit Roster heading you see another tab called “Manage Members.”  Select the person(s) you want 
removed by clicking the box to the left of their name. Click on “Manage Members” and select “Remove From 
Recharter”. A popup will appear and you will choose “Remove.”  At that point they will be moved to the 
“Removed Members Tab”. 
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If you go to the “Removed Members” tab you will be able to see a list of everyone you have removed from the roster. 

You have the ability to add someone back into the renewal after removing them by clicking on the Removed 
Member Tab.  

1. Click on “Remove Member” tab
2. Check the box next to the person you are adding back into the unit
3. Click Add to Recharter.
4. A popup box will appear - click “Add”
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Now that you have identified and removed all members who are not going to continue with the unit in the new year, 
click on the “Refresh Roster” to pull into the roster anyone who has signed up recently.  This will capture new members 
who signed up using the online application.  If you still have new members who completed a paper application, you can 
now add them to your charter.  First, make sure that the applications are complete and signed by the individual/parent 
and the Unit Leader for youth and the CR for adults.  If you are changing your CR, a paper application is required signed 
by the Executive Officer.  Scan each application into a PDF document and use the person’s name for the file title.  For 
adults make sure you scan all 3 pages into a single file (application, CBC and YPT).  You need a separate file for each 
new member.  You will need to collect the registration fee for the year and forward a copy of the application with the 
fees to council to get the new members on your membership roster. 

NOTE:   It was discovered over the past two years, that each piece of paper added to a renewal actually slows the 
processing of the renewal roster down because the Registrar has to open and examine each document to make sure 
it’s complete.  If the document doesn’t come through then the renewal becomes defective and is set aside until the 
document can be obtained from the unit. 

Now, let’s look at how to add new members to your charter. 

Adding New Members 

1. Click on “Manage Members”
2. Select “Add New Member”
3. Enter all required information in the popup box
4. Click on the Plus sign next to Add Paper Application (Select the file and attach the application along with the CBC
form and YPT certificate.)
5. Click on the “Add Member” button.
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Adding a Multiple 

If an individual is paying in another unit, you have the ability to register them in your unit(s) as a multiple and no fee is 
collected.  If an individual is paying in a district or council level position, you have the ability to register them in the 
unit(s) as a multiple and no fee is collected by the unit(s).  The Charter Processor will need to contact the other unit to 
confirm that they are paying for their member who is multipling.  Multiples will have “+” next to their name to confirm 
their status. 

Note 1: For those multipling from a council position select “Non-unit Position” 

Note 2: Only one position per individual. The exception is the Chartered Organization Rep. (COR)

pmisciko
Highlight
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Once you have finished adding new members to your charter, it’s time to address the issue of making sure you have 
enough leaders filling the right type of positions for your unit.  You can make position changes by following the below 
instructions. 

Changing positions

You have the ability to change the position of a leader by clicking on the pencil icon. Choose the appropriate position 
within the drop down and click update information. 

1. Click the box to the left of the person you want to change positions for.
2. Now, click the “pencil” icon to the right of that same person.
3. A pop up box will appear for you to “Update Member Information” and will show the current position being held by
that individual. By clicking in that field, a separate box will appear listing all of the positions that could be held in your 
unit.
4. Select the position you want to move the individual in to.
5. Click the “Update Information” button.
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Frequently, throughout the renewal process, click on the “Refresh Roster” button to keep your roster updated. 

Congratulations, you’re almost at the end of the road with your renewal processing.  Now you need to Validate the 
Renewal and make arrangements to pay. Once you have updated your roster and attached the necessary documents, 
click Refresh Roster and then the Validate Recharter and Pay. A popup will appear If you have any errors or warnings. 
At that time, you will need to correct the errors before you can continue with your renewal. The errors will have a red 
bubble next to them and the warnings a yellow bubble. If you receive a warning, you have the ability to correct the 
warnings if possible and continue through the submittal process.  If you cannot resolve an error, contact your UC or 
District Renewal POC promptly for help. 



Page 25 of 42 

Once the error has been corrected within the roster, click the Validate Recharter and Pay button. If there are no errors 
and only warnings, you are ready to submit your charter but before you click the Proceed to Payment button there’s 
one more step to be done. 

Refresh your roster once more then, print a copy of it and contact your Unit Commissioner, the District 
Recharter Point of Contact or the District Commissioner to review it before you submit it.  An outside pair of 
eyes may spot errors that need to be addressed now rather than later once the Registrar starts working on it.  A 
lot of issues that arose during the 2022 and 2023 cycle could have been prevented had we done this review 
before submission. 

Once this review is done and everyone is satisfied that your charter roster is in the best possible shape, click the 
Validate Recharter and Pay button and move to the payment page. 
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Payment and Confirmation

During this process you have the ability to verify all fees and choose your payment option. There are 3 ways to 
pay the renewal fees – credit card (3% transaction fee added), e-check ($1.00 transaction fee) or Pay at Council.  
We strongly advise units to Pay at Council.  If there is anything wrong with your renewal paperwork, paying 
Council  allows the Registrar the ability to start work on fixing it without having to wait for a refund.  Paying by 
credit card or e-check, sends the registration fees directly to the National Office in Texas and requires the 
Registrar to request and receive a refund before they can work on fixing your submission.  It can take 4-8 weeks 
or longer for a refund to be received.  In the meantime, your recharter has to  wait for the refund before it can 
be processed.   There is no fee for a unit check paid into your unit’s account at Council. Once you have 
chosen your payment option and you are satisfied with the final results of your efforts, you’re ready to click the 
“Pay and Post Renewal” button.  If paying by unit check, you need to get the payment to council.  
Your Recharter is not considered complete until payment is received. 

What Happens Next 

Once you have submitted your charter by hitting the “Pay and Post Renewal” button, a copy of the charter 
roster you prepared is forwarded to your Charter Organization Representative (CR) for their review by an Adobe 
Sign email along with a copy to the Committee Chair and Unit Leader.  When a member of the Unit Key 3 
approves the renewal submission, a copy is sent to the Committee Chair and Unit Leader and to the Council 
Registrar. Once approved, download a copy of the Charter Renewal Roster and send a copy to the Unit 
Commissioner and District Renewal Processor/District Commissioner.  If the Key 3 did not get the 
approval email, return to the Internet Advancement/Recharter and select the “Generate Recharter” 
button to regenerate the approval email. (Use Chrome incognito) Once it reaches the Registrar, they are then 
able to open and start processing your submission in preparation for posting it to the National Membership file.  
If there are issues with your submission, the Registrar can only make changes if you paid by unit check to the 
local council.  They cannot make any changes to your roster if you paid by credit card or E-check to the National 
Office as the money and number of members must match.  They have to wait for a refund which could take 4-8 
weeks or longer to obtain before they can finish processing your renewal submission.  Once you receive a copy of 
the Key 3 approved renewal roster, send a copy to the commissioner who has been helping you so it is handy 
for referral if a problem comes up. 
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After the New Year 

Once the new membership roster has posted in My.Scouting.org, (sometime after January 1) the Unit CC needs 
to pull another membership roster from My.Scouting.org so that they can verify that everyone who was 
submitted on the Recharter did, in fact, end up on the unit’s new roster.  If there are any discrepancies, the 
Unit CC or RP should contact the District Recharter POC immediately so that the error can be fixed.  Do not 
delay in reporting errors. DO NOT USE SCOUTBOOK TO VERIFY THAT EVERYONE IS PROPERLY LISTED ON YOUR
CHARTER.  



CHAPTER THREE 

Commissioner Information 

The Recharter software is specific to the unit and the Key 3 for that unit or a Key 3 Delegate; however, you may 
still be able to assist the unit in getting through the Internet Advancement program to recharter.  Make sure 
your units know that if they are having an issue with a specific part of the program or just have a question in 
general, they can always reach out to you.  If your unit needs help with a warning or an error from the system, 
they should contact your District Recharter Point of Contact or District Commissioner for assistance. 

There are two main areas in which you can be of assistance to the unit – the membership inventory and the YPT aging 
report.  These two products will account for 80-90 percent of the information that the unit needs to complete their 
Internet Recharter.   Collecting all of the data identified under the Unit Information section above will be critical to the 
units. 

The unit can access additional resources to aid membership renewal at the HOVC website (HOVC. org under 
resources). Once the unit RP has reviewed all of the resources available to them, they can access Internet 
Advancement at https://advancements.scouting.org/login.  Remember that only a member of the Unit Key 3 
or a Key 3 Delegate can input into the roster.  There is no access code required.  Log in to Internet Advancement 
2.0 using the same Username and Password as your My.Scouting and Scoutbook accounts. 

Encourage the unit to read the part of this handbook that pertains to unit information and review the resources on the 
web page before proceeding. 

Once the unit has completed their submission and it has been approved electronically by a member of the Key 3, it will 
be sent directly to council electronically.  They need to include any applications, CBC forms or YPT certificates with the 
membership renewal.  While there is no need for the unit to print a validation copy as they have done in the past, it 
was found that if issues arose once the Registrar opened their submission, they could only be resolved by comparing a 
copy of the original renewal roster the unit submitted against what the Registrar was seeing.  Having the unit 
provide the District Recharter Point of Contact or District Commissioner with an electronic copy of the renewal 
roster will save time.  

For the Annual Charter Agreement, it is recommended that the unit get the form signed before they start the 
actual Data Input step of the renewal as this assures the unit that their Chartering Organization is going to continue 
supporting their unit and they will be no unexpected surprises.  The Annual Charter Agreement form can be 
found at  
https://www.scouting.org/wp-content/uploads/2023/05/Annual-Charter-Agreement-Charter-Orgs_2023-2024-
Year.pdf 
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ADULT POSITION CODES 
Each adult position has a corresponding code used on the adult application. All adult positions may be male or female. 
The minimum age for each position is noted in the “Age” column. 

Code Position Age 

CR Chartered organization representative 21 

CC Committee Chairman 21 

MC Committee Member 21 

SM Scoutmaster 21 

SA Assistant Scoutmaster 18 

92U Unit College Scouter Reserve 18 

91U Unit Scouter Reserve 18 

NL Crew Advisor  21 

NA Crew Associate Advisor 21 

SK Ship Skipper  21 

MT Mate 21 

CM Cubmaster  21 

CA Assistant Cubmaster  18 

WL Webelos den leader  21 

WA Assistant Webelos den leader 18 

DL Den leader  21 

DA Assistant den leader  18 

TL Tiger den leader  21 

LL Lion Guide 21 

PT Pack Trainer 21 

VP Venturing/Sea Scout Participant 15-20 years old  21 

UP Youth Participant over 18 18 

IH or EO Institution Head/Executive Officer 21 

PCC Post Committee Chair 21 

PMC Post Committee Member 21 

EA Exploring Post Advisor 21 

EP 18-20 year-old Exploring Participant 18 

Tiger/Lion adult partners (AP/LP) complete the 
bottom portion of the youth application 
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GLOSSARY 

Chartered Organization Certification - The Institutional Head of the Chartered Organization signs the 
CRA. This certifies that the organization has approved all registering adults.  The CRA may be approved and 
certified electronically by the Chartered Organization Representative (CR). 

During the year, responsibility for approval of adults can also be given to the Chartered Organization Representative. 

The Chartered Organization - certifies that all registered adults subscribe to the Declaration of Religious Principle, 
Policy of Nondiscrimination, and the Scout Oath or Promise. Agree to be guided by the Charter, Bylaws, and Rules and 
Regulations of the Boy Scouts of America; Are U.S. Citizens (or have declared intention or are otherwise qualified.)   

Charter Fee - All units are required to pay an annual charter fee of $100.00. This fee is submitted with the unit’s 
application and helps defray expenses of the general liability insurance program.  

Institutional Head –  There is no cost for this position. 

Multiple Registrations - An adult who pays a registration fee in one unit (or a district or a council position) does not 
pay a registration fee in any additional unit. Youth members paid in one unit are not required to pay more than once.  
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APPENDIX A 

 o to  repare  or  
 embership In entory

in    Steps
  ith a my.scou ng.org Roster 

Step  

 ave a member of the Key 3 (CR, CC or Unit Leader) log in to their my.scou ng.org
account (a Key 3 Delegate can also do this) and click on Menu in the upper le  corner.
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Step 

Scroll down on the le  hand side un l they see their unit listed toward the bo om 
of the page, then click on their unit.

Step 

Select roster and click on it. Then click on  Export Roster 
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Step 

A roster report will appear, click on  Export to CSV.  A window will open asking
you to con rm your ac on, select  con rm .

Step 

A tab will open at the bo om le  hand corner of your screen, click on it to launch
the report.
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Step  

An Excel spreadsheet will open with a lis ng of all  o cially  registered Scouts and
Scouters in your unit.

Step  

 ighlight the lines from the top to right before the Member  eading and 
delete those highlighted lines.
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Step 

Click on the triangle right above line 1 and le  of column A, then double click
on the line separa ng Column A and B to expand the spreadsheet.

Step 

Use this roster (spreadsheet) and compare your locally maintained roster against
the o cial BSA roster. If you  nd you have someone on your roster but not on the BSA
roster then you need to have them complete an applica on and submit it right away .
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Step   

Delete the data in Column M and N. Change Column M to read  Renew  or  Drop 
to re ect each member s status for2 2 as you contact them.
Change Column N to read  Registra on Fees collected  so you can account for them.

Step   

Save your roster as an Excel  le. This will become your source for comple ng
the online por on of recharter. You can add addi onal columns for Scout Life
Magazine and Insurance if you want to. Use the roster on the right pulled from
Scoutbook to compare it with the o cial BSA roster on the le . Remember the
roster from Scoutbook will show preferred name not necessarily  r st name.

My.Scou ng Roster Scoutbook Roster
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Step 

To pull a Scoutbook Roster, log into your Scoutbook account and click on your unit, then 
click on the Pack or Troop Roster. Once the roster opens up, select  Print Roster  which 
will bring you to a selec on page so you can determine what you want in the roster, then 
click on  RUN . This will bring you to another page where you can select  CSV  and export 
the data into a CSV  le which is similar to an Excel spreadsheet. A box will show up in the 
bo om le  hand corner. By clicking on it, an Excel  type spreadsheet will open us to allow 
you to sort the informa on anyway you desire.

Delete the  rst column and expand the  elds so you can see everything. The Adult 
leaders will be listed  rst followed by the Youth members. It is suggested that you sort 
each group by the BSA Number, both in Scoutbook and the My.Scou ng roster. This will 
allow you to con rm who is and isn t registered. If they are on your Scoutbook roster but 
not your My.Scou ng roster then an applica on needs to be completed for that individual 
and submi ed to council for processing. Those individuals are not registered with BSA 
and will not show up on your recharter roster when the system goes live. The sooner you 
make this comparison, the be e r chance of ge ng them on your My.Scou ng roster so 
your recharter e orts will go smoother.
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Appendix B 

SAMPLE
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SAMPLE 
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SAMPLE 
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SAMPLE
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Appendix C
Renewal Fee Scale 

Status 
 Registration 
Fee  Joining Fee  Scout Life 

Program
Fee  Total Fee 

Charter Renewal (1 Jan 2024)  $   80.00  $  30.00 $   110.00
Charter Renewal (1 Jan 2024)  $   80.00  $    15.00  $  30.00 $   125.00
Charter Renewal - New Scout (1 Jan 24)  $   80.00  $   25.00  $  30.00 $   135.00
Charter Renewal - New Scout (1 Jan 24)  $   80.00  $   25.00  $    15.00  $  30.00 $   150.00

  -   
Adult (1 Aug 2023 & beyond)  $   60.00 $      75.00
Adult (1 Aug 2023 & beyond)  $   60.00  $    15.00 $      90.00

No separate fees for insurance will be collected. The Council insurance is included in the Program Fee.
The Unit charter fee is $100.00.

15.00
15.00

Please help us help you, the last thing we want to do is to drag you across the finish line. 




