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Description automatically generated]UNIT RENEWAL GUIDE 
FOR CHARTERS EXPIRING DECEMBER 2024 AND JANUARY 2025
1. Unit Renewal is found in Organization Manager in my.scouting.org 
a. Cannot be found in SCOUTBOOK
b. Is available to Unit Key 3 members only

2. Before the unit can be renewed, a new Annual Charter Agreement must be signed, emailed, or brought to the Council office attention to Council Registrar
a. If you are paying for Unit Renewal at the Council office, bring it with you when you come to pay
b. If you are paying online, please bring or email the new signed Charter Agreement and final renewal confirmation to the Council registrar – Celia Elliott at celia.elliott@scouting.org 
c. You can find the Charter Agreement on our council webpage under Resources or by searching online BSA Annual Charter Agreement 
i. Make sure it lists effective dates at the bottom as 3/1/24 - 3/1/25

3. This process ONLY renews the UNIT, is does NOT reregister any youth or adult members.
a. If your leadership’s registrations expire the same date as the Unit, you should renew the leaders FIRST – in their current position 
i. Changes can be made later to avoid problems with Unit verification

4. Units only have a ONE MONTH lapse period.
a. Time is of the essence 
b. National is requesting renewals be done before the 15th of the month

5. It is recommended that you pre-check if there are any validation issues.  The most common is Youth Protection Training dates for adult leaders
a. Validation Codes in Unit Renewal:
i. Errors will not let you proceed
ii. Warnings will allow you to proceed
b. Unit does not have required number of leadership positions – Error 
c. Leaders do not have current Youth Protection Training – Error
d. Leaders do not have completed CBC Authorizations – Warning
e. Leaders are less than 18 years old – Error
f. Youth do not meet the age/grade requirement for the program – Error
g. Adults do not have SSN – Warning


6. Check your leadership positions and make sure you have the correct names in the correct positions: 
a. The Chartered Organization Rep can use “Position Manager” also found in Organization Manager
b. To edit and then wait overnight; then you can validate again
c. The positions that the Validation is looking for are: 
i. Chartered Org Rep 
ii. Committee Chair
iii. Unit leader (Scoutmaster or Cubmaster)
iv. Executive Officer
v. Committee Members
vi. Den Leader (for Packs)

7. When the validation is completed:
a. Any corrections or changes that need to be made can be made by the unit 
b. when the unit logs back in, the person doing the renewal puts their name in as approving the renewal

8. At this point you can either click next step and make payment (have credit card or ACH information handy) OR click and print the validation form and bring it to the Council office and make payment at Council. 
a. You will only be charged the $100 Unit Renewal Charter fee 
i. If you pay by credit card there will be a 3% transaction usage fee applied 
b. The $2 per person insurance fee is now collected with membership renewals or new registrations
YOU ALSO HAVE THE OPTION OF HAVING ONE OF THE KEY 3 COME INTO THE COUNCIL OFFICE AND DOING THE ENTIRE RENEWAL PROCESS WITH HELP FROM THE REGISTRAR. 
IF YOU WANT TO DO THIS, NOTE THAT THE REGISTRAR’S HOURS ARE FROM 10.00 AM TO 2.00 PM MONDAY THROUGH FRIDAY.  YOU DO NOT NEED AN APPOINTMENT.   
PLEASE MAKE SURE THE KEY 3 HAVE MET AND ARE IN AGREEMENT ON ANY POSITION CHANGES BEFORE COMING IN TO RENEW THE UNIT
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