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Welcome to renewing your unit charter! We truly appreciate community organizations 
establishing a charter with the BSA to conduct our programs for their families. It is time 
to renew your unit's charter and the Michigan Crossroads Council Commissioner staff is 
here to help you with the process.  

Rechartering is the annual renewal of your youth and adult membership in the Boy 
Scouts of America. Failure to charter on time will result in your youth and leaders being 
dropped, so please make every effort to complete this process in a timely manner.  

If you need help at any point in the rechartering process, please contact your Unit 
Commissioner, your District Commissioner or your Unit Serving Executive (USE).  Help 
is also available the BSA Member Services on 855-707-2644 or 972-580-2489. 

The official Recharter process with Michigan Crossroads is Internet Electronic 
Rechartering; although, there is significant work required before and after the internet 
system is used. 

The system lets you renew current members, update information for any registrant and 
add new members, all from your own desktop and on your own time.  

The Michigan Crossroads Council (http://www.michiganscouting.org/) has a link to          
the Rechartering page under the “Resources” tab at the top of the page. The 
Rechartering page offers more instructions and help.    

Thank You...  

...for the quality time you spend with our youth, bringing them the most effective and 
engaging people-development program that teaches leadership, teamwork, goal-setting, 
respect for our environment, and a multitude of practical skills in ways that build 
character, citizenship, values, service to others and reverence to one's chosen faith.  

 
Timetable  

Meet with your key unit leaders (Committee Chair, Unit Leader, Training and 
Membership) as soon as possible.  You should start the off-line process immediately.   
You will have internet access starting October 1st.  If you properly prepare, most units 
can do the bulk of the on-line process in one evening.   However, you should not put it 
off because there could be stragglers, hard-to-get signatures, or other delays.  "Be 
Prepared!"   The targeted due date for the signed paperwork with payment is no later 
than the November Roundtable.  This will insure your unit is “Posted” by December 1. 

http://www.michiganscouting.org/
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Be Prepared - Things to do BEFORE you begin Rechartering 

1. Identify who in your unit will be the Renewal Processor. Their role is primarily 
data entry.  The entire Unit leadership has various roles during Charter Renewal.  
This person must understand the following Confidential Statement  

CONFIDENTIALITY STATEMENT 

Important: You are about to view information confidential to your unit and Boy 
Scouts of America. You accept the responsibility of maintaining the confidentiality 
of this information only with individuals in your unit or the Boy Scouts of America 
on a need to know basis.  

You agree that this information will not be distributed or shared outside of the Boy 
Scouts of America.  

1. Anyone can practice with the On-Line Recharter Tutorial at any time 
2. Go to www.MichiganScouting.org 
3. Hover over the “Resources” tab.  A drop down box will appear. 
4. Click on Rechartering. 
5. Click on the BEGIN YOUR RECHARTER button. 
6. Click on the word tutorial in blue in the center of the screen 
 

2. Submit any youth or adult applications you have now to your Unit Serving 
Executive ASAP, so that the on-Line Recharter system will be up-to-date. 

3. Conduct a Roster Check. Find discrepancies in membership lists. Use the on-line 
My.Scouting.org Member Manager tool to see your currently registered 
membership.  

 You must have 5 paid youth in order to recharter. 

 Any youth member reaching age 18 by the expiration date of the current 
charter (12/31/17 must complete a new adult leader application. 

4. Contact every family to: 

 Confirm they are staying active with your unit 

 Confirm accuracy of birth dates, grade, phone & email, and that they want 
Boys’ Life 

 Confirm exactly how much each family owes, how & when to submit 

 Make sure no member is lost without a reason & an invitation to return. 

5. Review the functions & assignments of the chartered organization, unit 
committee members and unit leaders 

 Fill leadership vacancies immediately. 
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 Packs must have:  
 Charter Organization Representative (CR may be dual 

registered as CC or MC) 
 Committee Chair (CC) 
 Two Committee Members (MC) or one MC and one Pack 

Trainer (PT) or Parent Coordinator (PC) 
 Cubmaster (CM) and one Den Leader (TL, DL or WL) 
 A minimum total of five adults 

There must be an Adult Partner (AP) registered with each Tiger Cub. 
This person does not pay an application fee or fill out an application if 
they are the parent of the Tiger Cub.  One of the Adult Partners can 
also pay an application fee and register as the Tiger Den Leader. 
 

 Troops/Crews/Ships must have 
 Chartered Organization Representative (CR may be dual registered 

as CC or MC) 
 Committee Chair (CC) 
 Two Committee Members (MC) 
 Scoutmaster (SM), Crew Advisor (NL), or Skipper (SK) 
 A minimum total of four adults 
 

6. Ensure that leaders have taken Youth Protection Training (YPT). YPT is required 
for all adults within 2 years of the time of recharter submission.  If member in 
one of the required positions is not YPT trained, the Unit’s Charter cannot 
be processed.  You can check an individual’s YPT status at any time by clicking 
on the YPT Aging Report found on Training Manager on your My.Scouting.org 
home page.   

7. Set a date with your Chartered Organization’s Executive Officer, the Institutional 
Head, to ensure they will be available to sign documents.  

8. Your Unit Commissioner or District Commissioner will be happy to help if you 
need assistance at any point. 
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Do Your Best – How to do Internet Rechartering 

Internet Rechartering is a Web-based software application designed to make the unit 
charter renewal process more efficient and accurate. On-Line Rechartering REQUIRES 
Internet Explorer 6.0 – 9.0.  (Sorry, IE10, Apple & Chrome users). 

1. Go to http://www.michiganscouting.org and hover over the “Resources” tab.  A 
drop down box will appear.  Click on Rechartering. 

 

 
 

2. Read through the information on this page and when you are ready, click on the 
BEGIN YOUR RECHARTER button in the middle of the page.  

  

http://www.michiganscouting.org/
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3. Take the Internet Rechartering tutorial before beginning the unit charter 
application if you have never done an Internet recharter. 

 

4. When you are ready to go, click First Time User.  This applies even if you 
used the system last year.  This resets the password for the current year. 

 If you stop any time during the process prior to Final Submission, your 
work is not lost.  You will just need to log in again but as a Returning 
User.   
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5. Enter the 9-digit access code from your Recharter letter, select your unit type and 
the 4-digit unit number (add zeros before unit # if less than 4 digits).  

 

6. Agree to confidentiality.  

 

7. Enter your contact information and create a password.  

 

 



 
 

Revision date 10/2/2017 

8. Read about the 5 Stages of Rechartering and then click Begin.  

  

Unit type & 

number 



 
 

Revision date 10/2/2017 

Recharter Stage 1 – Load Your Roster 

1. Click the box to Load Council Information or to Upload Recharter File from 
Pack/TroopMaster or similar software (see below). 

 

 Once you choose one of these options, you cannot change your mind.   
Our recommendation is to use the Local Council Information. 

 The Local Council information matches the My.Scouting Member Manager 
data that you may have used in preparation, which is currently posted to your 
unit at that point.  The information also matches the data in Scoutbook.  If 
additional enrollments are posted after you have begun the renewal process, 
you can update the roster as described in Update the Roster – Step 2.  

 If you upload your own file, you will need to resolve any discrepancies 
between it and the Council records.  You will also need to remove the 
codes for any members that have already paid through 2017.  This 
applies to  Scouts registered in the Fall and paying through the end of 
2017.  The system willl calculate a higher total recharter fee and this 
could result in an overpayment. 

 After you verfiy and resolve any issues you can proceed 

2. Click the Next Step button to proceed to Update Roster.    

Unit type & 

number 
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Recharter Stage 2 – Update Your Roster 

There are several steps involved in updating your roster.   

 

1. Update information on the Chartered Organization.  You can change names and 
contact information, but you cannot change your Chartered Organization using 
this process.  Please contact your Unit Serving Executive if you need further help 
on this.  

 

 

Unit type & 

number 

Newtown 

1230 Main 

XXX

X0 

Mai

n 

 



 
 

Revision date 10/2/2017 

2. Select members for renewal. Uncheck anyone not renewing or duplicate records.  
Click the Next box to proceed. 

 

 

 

By clicking the Update unit roster, you will update to the latest Council information.  
If you do this before you click Next, you will undo your updates. 

 Note that you can view or print your roster at any time by clicking on 
the blue box in the top right hand corner.  This is NOT a copy for 
submission, but it will help you keep track of your changes. 
. 

3. You will now have an option to “Promote” adult members from another unit into 
your unit. This includes “promoting” youth who have turned 18 to adult status. 
You must still obtain completed Adult Membership Application forms.  You must 
also coordinate with the other unit.  This step just saves you the hassle of 
entering all of their personal information.  
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4. Add new members. Get the information from their Application forms.  You can 
minimize your work here if you make sure their applications are submitted in time 
to update the council records before rechartering starts.  

 

 On the last page you can update the new adult member’s YPT training date. 

Unit type & 

number 
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 If an application was turned into the Council, but the member is not listed in 
the computer, try the Update unit roster button.  You can do this at any 
time before final submission.   

 

5. You can now add Youth members. 

 

  

If you update this, you will 

need to provide a copy of the 

training certificate with the 

Recharter package. 



 
 

Revision date 10/2/2017 

 

6. Update existing member data, such as address and phone numbers.  

 

 Note that Adult Leader Youth Protection Training (YPT) status is indicated.  
If YPT status has changed in ScoutNet, it is also updated when the 
Update unit roster button is used.  

 You cannot change or update a Scout’s rank in the re-charter process 

7. Update the adult’s leadership positions within the unit.  If you do this at 
rechartering, you do not need to submit a new application.  After all updates, the 
system will validate your roster for correct positions.  Follow the instructions to 
make any necessary adjustments 

 

 

8. Click Next Steps to proceed.  

Name  Address 

Name  Address 

Name  Address 

Name  

Address 

Name  

Name  

Name  
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Recharter Stage 3 – Check Your Roster 

The software will validate your unit information against BSA unit requirements as well as 
alert you to inconsistencies in your data.  If the charter renewal data does NOT conform 
to the BSA business rules, the check roster results page will inform you and will 
dynamically create links that will help you fix these violations. 

1. Click the Check Roster button.   

 

 If you get this message, you have corrections to make.  

 

“ERRORS” will STOP the process until the entry is correct 

2. If you get Congratulations for completing the validation, just click Next Stage and 
proceed. 
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Recharter Stage 4 – Update Fees 

1. Check your roster by clicking the Summary box. 

 

2. Click Update buttons for each member. 

 

3. A dialogue box will ask for fee status.  You can identify a “multiple” at this 
time.   “Multiples” that are members paid by another unit.  You will need to 
identify the other unit when a drop down box appears.  You do not need to 
wait for the fee to be paid by the other unit in order to submit your charter.  
Just be sure you have coordinated which unit is paying. 

Name  
Name  
Name  
Name  
Name  
Name  
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 Registration in multiple units is allowable.  For example, an adult can 
register, as a MC in both a Pack & a Troop, or a youth can be a member 
of a Troop, Crew and Ship.  

4. This is where you include the Fee for Boy’s Life, if appropriate.  

 100% Boys’ Life is strongly encouraged for all Scouts 

 One (1) subscription per family counts toward 100%, even if the Scouts 
are in different units  

Name  

Name  

Name  
Name  
Name  
Name  
Name  
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5. After you click Next, you are asked to confirm that non-renewed youth and their 
parents have been contacted.  You need to provide a reason for non-renewal.   
This is where BSA collects data on why youth have dropped out.   This step is 
easy if you do a youth inventory in August or September. 

 You will not be able to proceed until you have entered a reason for each 
youth that is not returning. 

6. Take one last opportunity to print and review your roster and fees.  Make 
sure that the members identified as  “Multiples” are correct. 

7. Click the Save button and then the Next button proceed to Submit Roster 

 

Recharter Stage 5 – Submit Your Roster 

You are ready to submit your Charter.    First, you are given the option of an 
electronic approval by the Executive officer or the Chartered organization 
representative.  
 

 
 

 For approval to occur the renewal processor gives account access to the 

chartered organization representative or to the executive officer. (Assuming this 

person is not the processor.) The approver reviews the roster and, if satisfied, 

selects their name from a pick list, enters their initials, and provides their 

electronic signature. When this is saved, approval has been given. If back 

navigation is done to make others changes, approval is reset and must be done 

again.  
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A confirming email is sent to the Executive Officer, the Chartered Organization 
Representative, the Committee Chair and the Unit leader. 

Next you can determine your payment method.
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The credit card entry form is open by default and will display the calculated registration 
fees. If there is applicable fee for Accident Insurance this will display. A 3% 
Convenience Fee will be added to the fee subtotal to arrive at the Total Fee due. The 
convenience fee offsets the cost of credit card processing. If the unit processor 
continues then the valid credit card information is entered and saved. Upon acceptance, 
the Credit Card Payment Confirmation will display. This will also appear on the unit 
renewal application following Submittal. No further changes can be made to the unit 
roster once payment is made. 

If you chose credit card and provided the necessary information a confirmation receipt 
will be provided. 

 

What if online payment is not used? 

The unit renewal processor will click the Cash Payment button if credit card payment is 
not selected. The total fees due will then be remitted to the council by check, unit 
deposit account charge, if authorized, or in cash or another accepted form of tender. 
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You have one last chance to make changes before final submission. 

 

 

Then you will be asked for any comments about the online process. 
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8. Congrats!  You are done with the on-line part. However, now only the 
paperwork remains… 

 

9. You have a choice of which version to print.  Both versions print the same 
cover page information with blanks for required signatures.  The Renewal 
Report E-Z version lists only changes and exceptions.   The Renewal 
Application version also includes a full roster.  Either version is 
acceptable.  If you made a lot of changes, we recommend the Renewal 
Application version.  You can actually save and print both versions.  Just 
don’t mix up the pages. 

Unless Online Approval was done, the printed version to be signed by  

 The Chartered Organization’s Executive Officer or the Chartered 
Organization representative  

 The Cubmaster, Scoutmaster, Crew Advisor, or Ship Skipper  
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Do Your Duty – Finish the Paperwork  

1. Grab your copy of the Renewal Application off the printer. 

2. A Unit Committee meeting is a good time to complete the following steps.    

3. Fill out the Final Checklist (shown below). 

4. Gather all youth and adult applications. 

 Applications are required for all members added to the Roster in Stage 2 
of Rechartering, including adults “promoted” to your unit. 

5. Gather Youth Protection Training certificates from those needing it. 

6. Get the completed copy of the 2017 Journey to Excellence Scorecard from the 
Cubmaster/Scoutmaster/Advisor/Skipper or Committee Chair 

7. Get the Unit Treasurer to write a check for the amount due. 

 Note that there is an Accident Insurance Fee of $1.00 per paid 
member (youth & adult).  This is in addition to the Registration Fees 
and does not appear on the Renewal Application. 

8. Get the Renewal Application and Youth Membership Applications signed by the 
Unit Leader (Cub/Scoutmaster, Advisor or Skipper). 

9. Get the Renewal Application and Adult Membership Applications signed by the 
Chartered Organization’s Executive Officer. 

10. Get the 2017 JTE form signed by the Unit Leader (Cub/Scoutmaster, Advisor or 
Skipper) and the Committee Chair. 

11. Submit everything to your Commissioner or Unit Serving Executive by the 
November Roundtable.  If you invited your Commissioner to the Unit Committee 
meeting, they can also sign it and turn it in for you. 
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Top 10 Rechartering Mistakes 

#1 - Adult leaders do not have Youth Protection Training. PLEASE check this early in the process and 
get your Leaders to refresh their YPT.  You can check now by clicking on YPT Aging Report under 
Training Manager on your My.Scouting.org home page.  After they have completed the training, you 
can update the charter by using the Update unit roster button or attach their training certificate. 

#2 – not having your 9-digit UNIT ACCESS CODE for the internet on-line process. You must have 
this to begin the process. You cannot use last year’s code.  Get the new one from your 2017 
Recharter letter, or call your Unit Serving Executive or Commissioner. 

#3 - not selecting “FIRST TIME USER" the first time you log in this year, even if you have done On-
Line Recharter in years past. 

#4 – not PROOFREADING…  BEFORE you hit Submit, print a Review copy and check it over 
(see page 16). If you find a typing error or other mistake after Submitting, note it on the application so 
the Council can fix the mistake! 

#5 – not having all the REQUIRED SIGNATURES on the Charter Renewal Application; three are 
required: 

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

Chartered Organization’s Executive Officer (aka Institutional Head), 

Council Representative (Commissioner or Unit Serving Executive). 

#6 – not having NEW APPLICATIONS for new youth & adults added to your charter (if turned-in 
previously, but their name does not show on the charter, give us a copy of the original Application 
with charter renewal). 

#7 – not having Social Security Numbers on new Adult Membership Applications. For security, you 
will not see the SS# for current members on-line, and will NOT be able to enter a new person’s SS# 
on-line. 

#8 – MULTIPLE REGISTRATIONS….if someone is registered in more than one unit, make sure the 
person only pays ONCE and is shown as a MULTIPLE in all other positions. Note: only the CR can 
be multiple in the same unit, and even then only as Chartered Organization Representative and either 
Committee Chair or Member of the Committee. 

#9 – not adding $1.00 INSURANCE FEE for each paid member when turning in your Renewal 
Application. 

#10– KNOWING WHEN YOU ARE DONE…you are NOT done until you print-off the Charter 
Renewal Application, obtain required signatures, and turn-in the paperwork and money. Use the 
Recharter Final Checklist to be sure!  
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Adult Position Codes:  
 
Use the following codes to fill out an adult leader application. All adult positions may be male or 
female. The minimum age for these positions is noted in parenthesis beside the position.  
 

IH-Institutional Head or Executive Officer of Chartering Organization-- This is not a registered 
position and no fee is charged. This person must fill out an adult application to hold any 
registered position.  

CR-Chartered Organization Representative—Registration fee and application required to 
register for this position only one per unit (21)  

CC-Committee Chairperson--only one per unit (21)  
MC-Member of Committee--need at least two per unit (21)  
CM-Cubmaster--only one per unit (21)  
CA-Assistant Cubmaster (18)  
DL-Den Leader (21)  
DA-Assistant Den Leader (18)  
WL-Webelos Den Leader (21)  
WA-Assistant Webelos Den Leader (18)  
TL-Tiger Cub Den Leader (21)  
AP-Tiger Adult Partner--This is not an official registered position. This person must fill out an 

adult application to hold a registered position.  
PT--Pack Trainer (21)  
SM-Scoutmaster--only one per unit (21)  
SA-Assistant Scoutmaster (18)  
NL-Venture Crew Advisor--only one per unit (21)  
NA-Venture Crew Associate Advisor (18)  
SK-Skipper--only one per unit (21)  
MT-Mate (21)  

 


