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Membership Renewal 
 
Why is a renewal needed annually? 
 
Individual members renew annually so they can continue to benefit from the promise of the Scouting program for 
another year. Scouting America simplified the renewal process to allow each family to confirm their desire to continue 
on the anniversary of their joining. When families use the self-pay option, no administrative requirements exist. Units 
renew annually to identify the leaders for the new Scouting year and to ensure a minimum number of youth are 
available for an effective program. 
 
What about the Annual Charter Agreement? 
 
Annually chartered organizations reconfirm their relationship with the council and agree to use the Scouting program as 
a safe way to develop character, citizenship, and leadership in youth. The process to complete the agreement is 
separate from the renewal process. 
 
What will I find in this handbook? 
 
This annual renewal 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 support your 
Membership Renewals. 
 
Who can I contact with specific questions? 
 
Contact your district commissioner if you need assistance with membership renewal. A list of District Commissioners and 
Executives can be found on the last page of this handbook. 
 
Why is timely renewal important? 
 
We, as the adult volunteers and leaders for our Scouting units, owe each Scout who is in the Heart of Virginia 
registration rolls, the opportunity to learn, grow and advance in their Scouting experience with trained leaders in a valid 
Scouting unit. I urge every one of you who are involved in the 2025 membership renewal season to Give Your All and Do 
Your Best to complete your renewals in the time frame outlined in the renewal handbook. For the Annual Charter 
Agreement, it is recommended that the District Professional get the form signed before they start the actual Renewal 
process. The Annual Charter Agreement form can be found at https://www.scouting.org/forms under the Unit 
Membership Resources. 
  

https://www.scouting.org/forms
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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. 
 
Executive Officer (EO) – The Executive Officer is the head of the community-based organization and is sometimes 
referred to as the institutional head. The EO is the only person that can approve a Chartered Organization 
Representative (COR) or a Council Unit Representative (CUR) application. 
 
Lapsed Unit – A lapsed unit is a unit that has expired and not yet renewed but is still within the BBSA's two- month grace 
period. 
 
New Member – A new member is an individual who has never been registered. 
 
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. If you have someone listed in Scoutbook or the Unit Roster who is not on the Official 
Membership Roster in My.Scouting.org, they are not registered in your unit. 
 
Scoutbook – This is an additional product used to assist units in record keeping but is not an official membership 
registration tool. 
 
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. 
 
Abbreviations 
 
EEO – Executive Officer CC – Committee Chair 
COR – Chartered Organization Representative CUR - Council Unit Representative 
NLT – Not Later Than 
UL – Unit Leader (Cubmaster, Scoutmaster, Crew Advisor, Skipper) 
ACH payment – Automated Clearing House payment (paying by check)- online 
  

https://my.scouting.org/
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Preface 
 
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. 
Membership Renewal Overview 
 
We renew units and confirm leaders in the required positions once a year. Members are renewed separately on the 
anniversary of their joining and each 12 months later. In addition, once each year, a Scouting professional meets with 
the Executive Officer of the Chartering organization and recommits to using the Scouting program to support the 
character, citizen, and leadership development for youth. Together, they sign an Annual Charter Agreement to record 
the relationship. 
 

One important note: Everyone needs to add “@scouting.org” 
to their safe senders list. 

 
If you encounter an issue during the renewal process, contact your District Commissioner for help. Include what the 
exact issue is, and if possible, a screen shot that shows the issue. Provide the unit number, the individual’s name and 
BSA ID number in your inquiry. If they are unable to resolve the issue for you, they will forward the information to the 
Council Customer Service Team and the experts there will provide you with the information needed to resolve the issue. 
Do not call the Council Registrar as they are a small office with limited staffing and would be swamped if even half the 
units in our council were to call them for help. 
 
 

FIRST STEP: 
 
UNITS MUST DECIDE IF THEY WILL BE HAVING THE INDIVIDUALS RENEWING 
THEMSELVES OR IF THE UNIT THEMSELVES WILL BE DOING THE RENEWALS. THE 
TWO APPROACHES CAN BE COMBINED IF NEEDED. 
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CHAPTER 1: Individual Renewal 
 
Units need to communicate with their families that they will be renewing themselves online and to look for email 
notifications. An e-mail notification with a renewal link will be sent to parents and adults starting 60 days before 
membership expires. The email will come from Boy Scouts of America <noreply@scouting.org>. The link will direct 
individuals to My.Scouting. 
 
Leaders/Adults renewing should already have a My.Scouting account. 
 
The parent connected to the Scout will be receiving emails to renew the Scout. 
 

Council will be sending a file to Key 3 with Scout's name and BSA ID and the connected parent's name and BSA ID. 
 

o Make sure parent connected to Scout is correct (this will be the parent renewing the Scout's 
membership) 

o Make sure the parent's email is correct (all communications to renew the Scout will be through this 
email) 

o If corrections need to be made, contact Council 
 

The individual will also receive additional e-mail notifications at 45, 30, 15, and 7 days before, and 7 days after their 
expiration date if they have not already renewed their registrations. 
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• When you click the link in the email notification, you are directed to My.Scouting; 
 

• Parents that do not have a My.Scouting.org account will need to create one. Communicate to parents that if 
they need to create a My.Scouting account be sure to use the name that is in the email notification (this will be 
the same name in the file being sent to Key 3 for review). If they do not use the same name exactly, it will not 
locate the correct profile, and a new profile will be created under a different BSA ID and this will not be linked to 
the Scout. 
 
 
CHANGE: 
In My.Scouting.org, click on the red notification icon to open the renewal page. 
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Positions eligible to renew will be 
listed. If more than one position, 
make sure the appropriate one is 
selected as primary. That is the one 
that will show you as paid. This is 
also your opportunity to change 
which is marked as primary if 
needed. 

Review to ensure everything looks 
correct, then click on the “Go to 
Payment” button. 
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Terms and Conditions 
 

 
 
 
 
 
 
 
 
 
 

1. You will be prompted to sign and agree to Scouting America’s Terms and Conditions, just like 
you did when you joined Scouting America. (Please review before signing). 

 
2. Type your name to agree to the Terms and Conditions. 

 
3. Click on “Go To Checkout Summary.” 
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The checkout page shows the fees to pay and allows you to adjust the Scout Life Magazine Subscription. 
 
NOTE: The default is to subscribe. You will need to “uncheck” the box if you do not wish to subscribe. Proceed to enter 
your Credit Card information. 
 
*There is no ACH option for individual self-pay. 
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The payment process will default to the billing address record on file. Please confirm this address compared to the card 
you are using. If the Credit Card has a different address, you can change it. 
 

 
 

 

Click on 
“Place Order” 

Once the Credit Card 
process is completed, your 
receipt will be displayed. 
Click on the “Complete 
Registration” option at the 
bottom and you will be 
directed back to your 
applications in 
My.Scouting. 
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CHAPTER 2: Parent Renewal of a Youth 
 
The parent must be linked to youth as their parent/guardian. Log in to the parent My.Scouting account. 
 
In the top right there will be a red “notification” symbol. When you hover over it, a message appears to renew 
registrations that are expiring soon. Click on that message. 
 

 
 
All youth linked to the parent that have registrations expiring within the next 60 days will be listed, as well as any eligible 
registrations for the parent. 
 
If the youth is not planning to continue their Scouting journey, select “opt out of Auto Renewal.” This will stop any 
renewal reminder emails from going to the parent/guardian. If opt out is selected in error, you must contact your local 
council to have it corrected. 
 
Select “Start Renewal” to proceed with the renewal. Renewals will be completed one at a time if there are multiple 
individuals eligible to renew. 
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All positions that are eligible for renewal for that individual will be displayed on the screen. 
 
Select “Go To Payment” 
 

 
 

The Terms and Conditions will be displayed.  After reviewing them, the parent/guardian will enter their name “sign” the 
document. 
 
Select “Go To Checkout Summary.” 
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Review the summary of charges. Notice that Scout Life is selected by default. If you do not want it, uncheck the box. 
 

 
 

Enter the payment details. 
 
You have the option to save your payment information securely to be used next year. 
 
After entering all the Payment details, select “Place Order.” 
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CHAPTER 3: Unit-Paid Membership Renewals 
 
Using the My.Scouting > Roster tab, the unit will select which members they are renewing.  The unit can choose not to 
renew a member. The unit pays with a credit card, or a securely stored electronic fund transfer payment (ACH) and 
submits the renewal. 
 
*Note that you will need to do this almost every month.* 
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Functional positions will not show up in the listing of multiple positions. 
 
Make sure Scout Life Subscription is correct. 
 
The payment screen defaults to the credit card option, but note the “ACH Payment” tab next to the Credit Card. At the 
bottom of the page, click to “Submit Payment.” 
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CHAPTER 4: Reports 
 

Helpful reports: 
Member opted out report 
Members due to renew 
Members who have renewed 
 
To access the reports: 
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CHAPTER 5: Unit Renewal 
 

Unit Renewal is found in Organization Manager and available to Unit Key-3 members (not delegates). 
 
Tips for a successful unit renewal: 
 

1. Remember: This process only renews the unit, not any of the members, which is a separate process based on the 
joining date or their last renewal date. 
 

2. A unit can renew two months prior to expiration. 
 

3. A unit has a two-month lapsed period after the unit expires. 
 

4. It is recommended to pre-check all requirements are met prior to proceeding to avoid any validation issues. 
 
Validation Codes in Unit Renewal: Errors (red) will not let you proceed 
 

a. Unit does not have required number of leadership positions – Error. 
b. Leaders do not have current Youth Protection Training – Error.  (most common) 
c. Leaders are less than 18 years old – Error. 
d. Youth do not meet the age/grade requirement for the program – Error. 

 
5. Check your leadership positions and make sure you have the correct names in the correct positions.  If not, the 

Chartered Organization Representative can use “Position Manager,” also found in “Organization Manager,” to edit 
and then wait overnight for the data jobs to run, then you can validate again. 
 

6. Have a credit card or ACH information handy to pay the Unit Recharter fee ($100.00). 
 

7. Proceed with unit renewal. 
 
 

ALL MEMBERSHIP AND UNIT RENEWALS THAT EXPIRE DECEMBER 31, 2024, 
ARE TO BE RECONCILED BY DECEMBER 15, 2024 
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A member of the Key 3 will log in to their My.Scouting account > Organization Manager and select Unit Renewal. 
 
When selected, the validation process automatically runs and will show any errors that must be cleared up before 
proceeding. Each time you open the Unit Renewal tab, the validation check processes again. 
 

 
 
Once all validation errors have been resolved, “sign” the renewal by entering your name approving the leadership for 
renewal and then select “Next Step: Unit Pin Review.” 
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Make any necessary changes to the Unit Pin Setup. Then select “ Continue to Unit Renewal." 
 

 
 

Select “Credit Card” or “Bank Account” (ACH). Enter the credit card or bank account (ACH) information. 
 
The ACH Payment admin fee is $1.00; the Credit Card admin fee is 3%. (See next page for ACH payment information.) 
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As a unit, you will also have the option to store the credit card for next year if desired. 
 
Select “Submit Payment” to process your unit renewal. 
 

 
 
You have the option to use ACH instead of a credit card. You can access that form by clicking the ACH tab at the top of 
the billing information section.  All payment types provide the option to securely save the payment information to use 
again next year. Click on “Submit Payment” (if by credit card) or “Pay With Bank Account” (if by ACH). 
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You will next see a recap of the fees. Select “Go to Confirmation.” 
 

 
 
You will next see the payment processing and confirmation page, at the same time, an email confirmation and receipt 
will be sent to the email address provided in the billing information section. 
 

 
 
Your unit is now submitted for renewal and will be posted overnight. 
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CHAPTER 6: Membership / Unit Renewal Assistance 
 

District District Commissioner Email District Executive Email 

Arrohattoc Richard Fischer rickcrisfi@aol.com Gene Haynie thomas.haynie@scouting.org  

Crater Elmer Wolf ewwolf@aol.com Cody Richardson cody.richardson@scoutng.org  

Dogwood Jim Ewan Jewan57@outlook.com  Morgan Harrell morgan.harrell@scouting.org  

Huguenot Trail Michael Milone milonemc@gmail.com  Zach Hite zachary.hite@scouting.org  

James River Charlotte Pemberton cpembertonhovc@gmail.com Nick Harman nick.harman@scouting.org  
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