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Key Steps for Membership & Unit Renewal

Page 1: Steps for Unit Renewal
e Step-by-step instructions on how to complete the annual unit
renewal (annual re-charter).

Page 2: Steps for Unit Renewing their Members
e Step-by-step instructions on how a unit can complete
renewing membership for its members.

Page 3: Steps for Parent Renewing their Youth’s Membership
e Step-by-step instructions on how a parent can complete
renewing their youth’s membership.

Page 4: Steps for Adults Renewing their Membership
e Step-by-step instructions on how adults can complete
renewing their membership.
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Steps for Unit Renewal

(Annual Unit Renewal )

1. Unit Key 3 Member Log on to my.Scouting.org, navigate to Organization Manager>Unit
Renewal.

2. Validate Information.

3. Check your leadership positions and make sure you have the correct names in the
correct positions.
a. The Chartered Organization Representative or delegate can use “Position Manager”
also found in Organization Manager to edit and then wait overnight for the data jobs
to run, then you can revalidate.

4. E-Sign the Page.
5. Unit Pin Review.
6. Continue to Unit Renewal.

7. Select payment method.
a. Pay online by Credit Card or ACH.
b. Follow prompts to use a saved credit card or add a new one.
c. Follow prompts to print summary sheet and pay at council.

8. The annual charter agreement is mandatory and must be obtained outside of the
electronic process. After completing the updated charter agreement, please file it in the
unit’s records at the council office

The unit renewal process is now complete- no further action is needed.
Additional Resources:

> Unit Renewal Job Aids and Videos can be found at scouting.org/renewals.
These tools will walk you through the process step by step.
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https://filestore.scouting.org/filestore/resources/2024-Renewal/Key-3-Unit-Renewal-Guide-Oct-2024.pdf?_gl=1*klkyy5*_gcl_au*MjMxODI4NjU2LjE3MzEwMTU4Mzg.*_ga*MTQ4NjM3OTQ0NC4xNzMxMDE1ODM4*_ga_20G0JHESG4*MTczMTA4NDUxOS41LjEuMTczMTA4NTM5MS44LjAuMA..*_ga_61ZEHCVHHS*MTczMTA4NDU3MC40LjEuMTczMTA4NTM5MS44LjAuMA..&_ga=2.120106056.174571507.1731015838-1486379444.1731015838
https://vimeo.com/1022144666
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Steps for Unit Renewing their Members

1. Unit Key 3 Member Log on to my.Scouting.org, navigate to
Organization Manager>Roster.

2. Select the members you want to renew.

3. Create renewal orders.
a. Review/select the positions to renew for each person. Create
renewal orders.

4. Select payment method.
a. Pay online by Credit Card or ACH.
i. Follow prompts to use a saved credit card or add a new one.

Additional Resources:

> Unit Renewal Job Aids and Videos can be found at scouting.org/renewals.
These tools will walk you through the process step by step.


https://filestore.scouting.org/filestore/resources/2024-Renewal/Unit-Pay-for-Member-Renewal-v2-Oct-2024.pdf?_gl=1*pl6h2f*_gcl_au*NTEyNjQ4Nzg1LjE3MzA4Mzc1OTc.*_ga*MTM0NzQ1MzEzMS4xNzMwODM3NTk3*_ga_20G0JHESG4*MTczMTAxMDM2Ny4xMC4xLjE3MzEwMTAzODMuNDQuMC4w*_ga_61ZEHCVHHS*MTczMTAwODA1OC43LjEuMTczMTAxMDM3Mi41Ni4wLjA.&_ga=2.91489369.2101690334.1730837597-1347453131.1730837597
https://vimeo.com/1022143499
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Steps for Parent Renewing their Youth’s Membership

1. Log on to my.Scouting.org.

a. If the parent/guardian does not have a my.Scouting account, an account must
be created in the parent/guardian name. Visit https://my.scouting.org/ to create
an account. You will need the scout's member ID number to link to the parent/
guardian account. The member ID number can be provided by the Unit leader,
Committee chairperson or unit membership chair (or from the membership
renewal emails you should have already received).

i. Only the parent/guardian that is linked to the scout will be able to renew
them when it is time for the annual renewal.

2. Click on the notification icon (should have a “red” notification symbol).
a. You can only renew one youth member at a time.
b. Follow prompts through renewal process and e-sign for renewal.

3. Select payment option.
a. Pay online.
i. Follow prompts to pay by credit card.
You have now completed the process for this youth member.
b. Pay at the office.
i. Follow the prompts to print the document and submit it with payment to
the local council office.

4. Repeat the process for each youth family member.

Additional Resources:

> Unit Renewal Job Aids and Videos can be found at scouting.org/renewals.
These tools will walk you through the process step by step.


https://filestore.scouting.org/filestore/resources/2024-Renewal/Parent-Renewal-of-a-Youth-Oct-2024.pdf?_gl=1*jboczo*_gcl_au*MjYxNDEyOTkxLjE3MjkxMDA5MDk.*_ga*MTI1MjAxOTc3Mi4xNzI5MTAwOTEy*_ga_20G0JHESG4*MTczMDgzMTYxNC44LjEuMTczMDgzMzQzNy40NC4wLjA.*_ga_61ZEHCVHHS*MTczMDgyNjIxOS41LjEuMTczMDgzMzQyMS42MC4wLjA.&_ga=2.260714445.1107222286.1730815414-1252019772.1729100912
https://vimeo.com/1022144999
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Steps for Adults Renewing their Membership

1. Log on to my.Scouting.org.
a. If you’ve never logged on before you will need your member ID number and create
a login username and password. You can get the member ID number from your unit
leader, committee chairperson, unit membership chair (or from the membership
renewal emails you should have already received).

2. Click on the notification icon (should have a “red” notification symbol)
a. Follow prompts to e-sign for renewal.

3. Select payment option
a. Payonline.
i. Follow prompts to pay by credit card.
You have now completed the process.

Additional Resources:

> Unit Renewal Job Aids and Videos can be found at scouting.org/renewals.
These tools will walk you through the process step by step.


https://filestore.scouting.org/filestore/resources/2024-Renewal/Adult-Registration-Renewal-Oct-2024.pdf?_gl=1*1ybcdm3*_gcl_au*MjMxODI4NjU2LjE3MzEwMTU4Mzg.*_ga*MTQ4NjM3OTQ0NC4xNzMxMDE1ODM4*_ga_61ZEHCVHHS*MTczMTA4NDU3MC40LjEuMTczMTA4ODQ5NS41Ny4wLjA.*_ga_20G0JHESG4*MTczMTA4ODQ5Mi42LjEuMTczMTA4ODUwNi40Ni4wLjA.&_ga=2.90914906.174571507.1731015838-1486379444.1731015838
https://vimeo.com/1022144360

