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Charter Renewal Overview

• Annual renewal of your unit’s charter with the 
National Council
– Update membership roster

– Renew charter agreement with chartering organization

– Pay national membership fees

• 2 step process:
– Update roster with online program

– Submit recharter application and forms to local council



New for 2021



New for 2021



New for 2021

Criminal Background Check Authorization form on 

file confirmation

• Criminal Background Check (CBC) Authorization forms were collected for 

adult leaders with the 2020 Charter Renewal process

• Status of adult CBC form on file part of online Step 2 Member Data 

update along with Youth Protection Training certification review

• Adults without CBC form on file must submit form along with charter 

renewal application

• CBC forms link on Bay-Lakes Internet Recharter web page



New for 2021

Screenshot from online charter renewal tool

• N = No CBC form on file

• Unit must submit 

missing form along with 

charter renewal 

application



2021 Charter Renewal Schedule
October

• Recharter information and access codes to unit Key 3

• Assign Charter Renewal Processor and review rosters

• Review Youth Protection Training recertification needs

November

• Update roster with online charter renewal tool

• Get charter application approval, required forms, and fees

November – December

• Turn in charter renewal application at district check in event

• Deadline to turn in charter renewal application:  December 21



Youth Protection Training

• BSA Youth Protection Training required for all 
adult leaders

• Youth Protection Training must be current on 
January 1, 2021 in order for the leader to 
recharter

• Avoid year-end bottlenecks – renew lapsed 
Youth Protection Training certifications early



Youth Protection Training
Catholic Units

All adult leaders registered with units chartered by 
Catholic Churches are required to have church 
required youth protection training in addition to the 
BSA’s Youth Protection Training:

• Milwaukee Archdiocese: Safeguarding All of God’s Family

• Green Bay Diocese:  Virtus

Leaders should check with their parish training coordinator for details on the 
training requirement and options to receive the training if it’s needed



Online Charter Renewal Program
Browser Requirements

• Online program works best with Chrome or 
Foxfire Operating Systems

• Microsoft OS requirements:

– IE version 11.0 or higher

– Turn off Compatibility View

– Enable JavaScript

• Not compatible with Apple OS



Charter Renewal Application 
Approval Options
Online Approval

• Done in Step 5 (Submit Roster – Approve Roster)

• Grant access to either chartered organization Executive Officer or unit Chartered 
Organization Representative – an email requesting approval is sent

• Organizational representative selects “I AGREE” option

• Organizational representative approving charter can’t be same person doing online 
charter renewal process

Manual Approval
• If “I (WE) DO NOT AGREE” option is selected in Step 5 Approve Roster the charter 

application must be signed for approval

• Signatures required on first page of final roster report

• Must be signed by chartered organization Executive Officer and the Unit Leader

Note:  The Executive Officer must sign the Unit Annual Charter 
Agreement form even if online approval is done



Fee Payment Options

1. Check – Recommended
• Most flexible: allows for later local adjustments if there are changes to 

membership

2. Unit account payment
• Note:  Insufficient account balance when recharter is processed causes 

delays

3. Charge card payment
• Completed online in Step 5

• Carries 3% service fee

• Not flexible:  charge fees can’t later be refunded if a member decides 
not to recharter



Recharter Application Turn In

• Recharter application and required forms must be 
turned in to a Commissioner or Professional
– Each district has scheduled turn-in events to review and check in 

recharter applications

• Do not mail or drop off recharter application and 
forms to the Council Office
– Recharter applications not checked in may be defective, causing 

processing delays

• Deadline to turn in your recharter application:  
December 21



Recharter Application 
Check List of What to Turn In

Documents to turn in for your recharter application:

1. Final copy of approved and updated unit roster from online recharter 
process

• Do not submit EZ-Summary report roster

2. Application forms for youth or adults registering for the first time with the 
unit during the charter renewal process (if applicable)

• Adult applications require signed Additional Disclosures & Background 
Check Authorization form

3. Annual Unit Charter Agreement form with required signatures

4. 2020 Journey to Excellence form (even if award is not earned)

5. Charter renewal fees (if not already paid online)

6. Date, location, and time for 2021 Friends of Scouting presentation

7. Unit Key Contact Information form



Helpful Tips
1. Create an easy to remember password: use your unit number

• Forgotten passwords can only be reset by the Council 
Registrar

2. In Step 1 – Load Roster option: select “Load Council 
Information”, not “Upload Recharter File”

• Load Council Information option lets you sync with 
registrations and information in the council office

3. Print two copies of the final charter renewal roster

• Turn one copy in, keep the other as your record until the 
charter renewal has been processed



Helpful Tips (con’t)

4. Pay charter renewal fees by check

• Disadvantages of paying online:

• It’s more expensive – comes with an additional 3% 
processing fee

• Online payments can’t be refunded later if you decide 
a member isn’t going to recharter with the unit

5. If you need your chartered organization’s Executive Officer to 
sign your charter also get his/her signature at the same time 
on the Annual Unit Charter Agreement so a separate trip isn’t 
required



Resources
Bay-Lakes Council Internet Home Page

https://baylakesbsa.org

Select 

“Resources” 

from Main 

Menu



Resources

From Unit Resources list, select 

“Internet Charter Renewal” link



Resources
Your 1 stop for all the charter renewal resources you need

Link for 2021 Charter 

Renewal Guidebook



Resources

Links to forms

Tutorial for 

online 

charter 

renewal 

tool



Resources
2021 Charter Renewal Guidebook

Link near top of Internet 

Recharter Resources Page

• Instructions

• FAQs

• How-To’s

• Check List

• Tips



Resources
Online Charter Renewal Tool Tutorial

Link at bottom of Internet 

Recharter Resources Page in 

Additional Resources section

• Step-by-step instructions

• Tips

• Tool screen shots



Resources

Need charter renewal help?

Contact your District Commissioner 

or Unit Commissioner



Resources

New this year:  Commissioner Clyde is 

on duty 24/7 to help with charter renewal

Have a question or need help?  Send an email to:

BayLakesCommissionerHelp@gmail.com

One of Clyde’s 

colleagues will get 

back with you 

quickly



Most Common Mistakes

1. Missing Driver’s 

License # or SSN

2. Incomplete questions or 

references

3. Missing applicant 

initials or signature

4. Missing Chartered 

Organization 

Representative 

approval signature

5. Missing unit number

6. Missing or unsigned 

Additional Disclosures 

& Background Check 

Authorization Form 

(app page 9)

1.  Defective Adult Application

2

3

1

4

5

6



Most Common Mistakes

2.  Missing form or incorrect signatures on 

required Annual Unit Charter Agreement Form

Required Signatures:

Chartered Organization Executive Officer

District Representative

(Commissioner or Professional)

Chartered Organization Rep

• Link to form on Internet 

Rechartering Resource page

• Form does not print as part 

of online charter renewal 

roster



Most Common Mistakes

• In Step 5 - Submit Charter: Failing to click the “Submit” button 
after making all changes and completing the process

• Completing on-line charter renewal process but failing to 
physically turn in the roster and required forms for processing

• Submitting draft EZ-Summary roster instead of final roster for 
processing

3.  On-Line Charter Renewal Program Mistakes



Most Common Mistakes

• When more than one unit is chartered by the same chartered organization, 
all units at that organization must have the same Chartered Organization 
Representative (COR).

• When multiple units with the same chartered organization have their 
charter renewals processed, the COR for first unit processed becomes the 
COR of record.  If other units from the same chartered organization are 
later processed with a different COR the other units’ recharters become 
defective.

4.  Listing different Chartered Organization Representatives            

for the same chartered organization.



Most Common Mistakes

• Charter renewals that are not electronically approved during the Step 5 
(Submit Roster – Approve Roster step) on-line process require approval 
signatures of the chartered organization’s Executive Officer and the Unit 
Leader on the hard copy of the final roster.

• A common mistake is having a non-authorized signature on the form, such 
as the Committee Chair.

5.  Incorrect approval signature on first page of charter roster



Questions?

BayLakesCommissioinerHelp@gmail.com


