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2016 LDS Unit Charter Renewal Guide 
 

INTRODUCTION 
This guide is for the Unit Re-charter Leader (URL) who will complete the annual 
charter renewal for a BSA unit.   
 
Some of you might ask “What is Charter Renewal?”  The answer is simple: every 
year, for every unit, BSA needs to know: 

 Who is “in” for next year?  (youth, adults, including new members) 
 Who is “out” for next year?  (current members who are dropping) 

 
To accomplish this, the annual charter renewal process is essentially four steps: 

1.  Gather necessary information on youth and adults. 
2.  Gather applications and verification of Youth Protection Training. 
3.  Enter the information through the BSA Internet Charter Renewal Website. 
4.  Submit the “Unit Charter Renewal Report Package” (printout) and 

accompanying documents to your Commissioner for checking accuracy and 
approval then to our Council. 

 
 
This guide walks you through each step and provides helpful tips and advice to simplify 
these tasks. Several items have changed since previous years. Whether you are new to 
Charter Renewal or not, we encourage you to read this Guide before starting. It will 
make your efforts much easier. 
 
An electronic version of this guide can be found on our Capitol Area Council website, 
www.bsacac.org. 
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STEP ONE: GATHER NECESSARY INFORMATION ON YOUTH AND ADULTS 

Conduct a membership inventory.  Make a list of the individuals who will be part 
of each unit organization (Pack, Troop, Team, Crew, and Ship) as of January 1, 
2016.  Also identify which adults will need to take or update their YPT training.  
August is a GREAT time to start this task! 

1. Using the My.Scouting.org Tools, download two reports for your unit:  

a) A current roster (both adults and youth); and  

b) A YPT training report for all adults.   

Each of the Key 3 position-holders in your unit has credentials to download 
these reports.  The Key 3 includes the Unit Leader (i.e., Cubmaster, 
Scoutmaster, Varsity Coach, Crew Advisor, or Skipper), Committee Chair, and 
Chartered Organization Representative.  In addition, your Commissioner can 
download the reports for you.  If you have questions how to do this, please 
ask your Commissioner for help. 
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STEP ONE: GATHER NECESSARY INFORMATION ON YOUTH AND ADULTS 

 
2. Review the Roster print-off with your Unit Leader to determine which of the 

Youth and adults will be continuing as part of the scouting program. 

a) For Youth, determine which youth on the roster have moved to a 
different scout unit, such as a cub scout that’s moved to the troop or 
a boy scout that has moved to the team.   Next, determine which 
boys need to be added to the roster.  For Cub Scout Packs, talk with 
your Primary Presidency to determine which boys will be turning 8 
by January 1, so they can be included on the new pack roster as well 
as any new move-ins that have not already been registered.  For 
Troops, check with your Primary Presidency to determine which boys 
will be turning 11 by January 1, so they can be included on the new 
troop roster.  Be sure to check for any boys that may have moved in 
during the year but were not registered with the scouting unit with 
which they are participating. 

b) For adults, determine which adults on the roster will continue to 
serve in committee positions or other unit leader positions such as 
Den Leaders and Assistant Den Leaders and which adult leaders 
need to be added.  A member of the Primary Presidency should be 
registered as a committee member with the pack committee as well 
as the troop committee (this does not need to be the same person).  
Please note that the Chartered Organization Representative (CR), 
the member of the bishopric that is currently registered with BSA, is 
the only adult allowed to hold two positions in the same unit, but 
only as the Committee Chair (CC) or as a committee member (MC).  
In addition, the CR must be the same person for all units chartered 
to the same organization, and the Executive Officer/Institutional 
Head (IH) Bishop must be the same person for all units chartered to 
the same organization. 

To aid you identifying where each adult is serving you may choose 
to use the Adult Membership Inventory Worksheet (Appendix E).  
This form also allows you to easily determine which adults are 
registered in multiple units, such as on the committee for the Troop, 
Team, and Crew.   
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STEP TWO: GATHER APPLICATIONS AND YPT VERIFICATIONS 
 
1. New Adult Applications:  Every new adult in your unit must provide a completed 

and signed BSA Adult Application (including signed Disclosure / Authorization 
Form) and a current YPT certificate.  An adult registered in one unit (such as a 
Troop) and now added to another unit (such as a Venture Crew) is a new adult to 
that unit and must submit a new Adult Application and a current YPT certificate.  If 
a new leader is added to more than one unit, each such Unit’s Charter Renewal 
Report Package must include copies of the completed and signed BSA Adult 
Application, Disclosure / Authorization Form, and current YPT certificate. 

 
The minimum required information on a completed Adult Application is illustrated 
in the example found in Appendix B. All circled items must be completed.  
Common problems with Adult applications include missing or invalid Social 
Security Numbers, incomplete names (e.g., Jimmy instead of James–use the full 
legal name), missing or incomplete Disclosure / Authorization Form, unanswered 
questions, and missing or incorrect signatures.  Please note that the committee 
chairman and a representative of the chartered organization must sign each new 
Adult Application. 
 
For a leader who serves in a scouting position by virtue of his or her position in 
an LDS stake, but who is not registered in a unit position, register him or her in a 
unit sponsored by that leader’s ward as “91U-Unit Scouter Reserve.”  This 
includes young men’s presidencies, high councilors with scouting responsibilities, 
and others who serve as unit commissioners as part of their church 
responsibilities.  Leaders registered as 91U-Unit Scouter Reserve must satisfy all 
application and Youth Protection Training requirements. 
  

 
Common unit position codes for Adult Applications are found in Appendix C.   

 
Our Council needs only the Local Council Copy and Disclosure / Authorization Form 
pages of the Adult Application (See Appendix B). Application copies should be 
distributed as noted on the bottom of each page.  A .pdf version of the Adult 
Application is on the www.bsacac.org website. 

 
2. Youth Applications:  For LDS youth whose names do not appear on the roster 

print-out, scouting units sponsored by the LDS Church may submit with the 
chartering package an MLS print-out highlighting the new youth as a substitute 
for the BSA printed application.  The MLS must show the new youth’s full name, 
full date of birth, complete address, phone number if available (Appendix F).  
Youth new to an LDS unit, including promoted youth, who are not members of 
the sponsoring ward, must provide a completed BSA Youth Application.  A new 
youth added whose records are in another ward must provide a completed BSA 
Youth Application to the second ward.   

 
The most common problem with youth applications is missing signatures. 
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STEP TWO: GATHER APPLICATIONS AND YPT VERIFICATIONS 
 
3. Youth Protection Training:  Every new Adult Application must include a Youth 

Protection Training (YPT) certificate.  A YPT certificate is valid for 2 years from the 
completion date of the course. Either classroom or web on-line YPT is acceptable. 

 
 Review the YPT Training report printed in Step One. To avoid a possible problem, 

ANY YPT EXPIRING BEFORE FEBRUARY1, 2016 SHOULD BE RENEWED BEFORE 
SUBMITTING. THE REPORT WILL NOT SHOW A NEED FOR YPT THAT EXPIRES 
AFTER THE INITIAL UNIT LOG-IN. SO YPT TRAINING THAT EXPIRES SOME TIME 
BETWEEN LOG-IN AND COUNCIL POSTING WILL RESULT IN THE UNIT NOT 
POSTING.    

  
 A problem sometimes arises when an adult has not yet linked his or her 

myScouting.org (not my.Scouting.org) training profile with his or her BSA 
membership ID number.  An adult with unlinked accounts may show up on the 
printout in a section entitled “Adults without Youth Protection Training Report.” 
You will need to provide a Youth Protection Training certificate for those unlinked 
adults. 

 
A printout of the BSA Training Validation page from myScouting.org is acceptable 
as long as the printout contains the name of the adult and the course code and 
finish date of each training course.  See the example found in Appendix C. 
 
 
 

4. For All New Youth and Adult Applications: New applications including 
prorated fees and YPT validations should always be turned in to the Council office 
as soon as possible after received.  It is especially helpful if you turn in as many 
new applications as possible before the September 22 so that they appear on 
your Unit Roster by October 1 and you will not have to add them during the 
charter renewal process. (See Step 3, Section 8 for more details.)  
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STEP THREE:  ENTER INFORMATION IN THE BSA ONLINE SYSTEM  
 
As the first task in this section, please take the BSA Internet Charter Renewal Tutorial, 
even if you have taken it before.  You will save yourself time and angst by taking the 
tutorial before you begin entering information into the BSA Internet Charter Renewal 
website. The tutorial is found at 
https://scoutnet.scouting.org/ucrs/Help/tutorial/main.html. 
 
Although you can take the tutorial before October 1, 2015, the BSA Internet Charter 
Renewal website will not “open” until October 1, 2015. There are 5 steps or stages to 
the BSA Charter Renewal:  
 

1. Load Roster (Data entry from Council, Packmaster, or Troopmaster) 
2. Update Roster (You can make data changes) 
3. Check Roster (Software checks for rule conformity)  
4. Update Fees (You can change Fees and Boy’s Life subscriptions) 
5. Submit Roster (You can review the data you entered, then send it to 

Council data base) 
 
As you enter information into the BSA Internet Charter Renewal website, please note 
the following helpful tips: 

 
 
1.    Use Microsoft Internet Explorer:  Although it’s the web browser that many 

love to hate, it is the best for conducting the online portion of the charter renewal 
(apologies to Mac and Linux users).  You will need to find a Windows machine. 
And for Windows users, you need to use Internet Explorer versions 6 through 9 
and enable “Compatibility Mode” for most recent versions 10 through 11.  
 
Version 9 is available from Microsoft at this URL: 
http://www.microsoft.com/en-us/download/internet-explorer-9-details.aspx . 
 
Instructions for enabling “Compatibility Mode” for more recent versions of Internet 
Explorer are available from Microsoft at this URL: 
http://windows.microsoft.com/en-us/internet-explorer/use-compatibility-view#ie-
11-win-7. 

 
2.    New User Each Year:  Each year you are a new user to BSA Internet Charter 
Renewal, even if you have done BSA Internet Charter Renewal in the past.  You must 
access the BSA Internet Charter Renewal website using the access codes provided each 
year.  The access codes from prior years are not valid and will not work. A new access 
code will be emailed to you prior to October 1. Please choose a password that you will 
easily remember and write it down next to the access code.  It is suggested that you 
create a password you can use with others and not use a personal one. 
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STEP THREE:  ENTER INFORMATION IN THE BSA ONLINE SYSTEM  
 
3. Youth Considerations: If you are dropping a youth from a unit because he is 

too old and you are not the person responsible to promote him to the new unit, 
please verify that the receiving unit adds the youth to its charter.  The youth is 
not automatically added to the receiving unit – you must coordinate with the 
receiving unit. 

  
 If you are entering information for more than one unit, start with the oldest boys.  

If your ward sponsors a Venturing Crew, start with the Venturing Crew and work 
towards the Troop.  It is easy to promote a boy from above, and impossible to 
promote from below.  For example, while in the Varsity Team charter, you may 
promote a Boy Scout, but you cannot push a Varsity Scout into a Venturing Crew.  
If you start at the bottom and delete a Boy Scout that is moving to the Varsity 
Team, you will have to enter his information exactly as it was in the Boy Scout 
Unit.  Cub Scouts can also be promoted to the Troop in the same manner but will 
require coordination between the Troop Unit Re-charter Leader and the Pack Unit 
Recharter Leader to prevent the Cub Scout from being deleted from the roster 
before the youth is promoted to the Troop. 

 
Every unit must contain at least two paid youth.  This may require some creative 
thinking if the sponsoring organization wants to retain a unit. An example would 
be registering a Varsity-aged boy in a scout troop as his primary registration and in 
the Varsity Team as his multiple registration. 

 
 
 
4. Adult Considerations: The information you enter for a new leader needs to 

match exactly and with the information contained on the Adult Application. This is 
why you need to gather the applications and other paperwork before starting any 
of the work online. 

 
The Institutional Head and Chartered Organization Representative must be the 
same persons for all units chartered by a single sponsoring organization. 
 
If an existing adult will change positions next year, please do NOT drop the leader 
and add them as a new adult because the system will then mistakenly require a 
new adult application for this leader. Rather, at the appropriate screen, please 
indicate that this leader will “renew” for next year, and a later screen will provide 
you with an opportunity to update their position.  

 
The BSA Internet Charter Renewal website won’t allow you to complete a charter 
renewal if there are errors in the minimum number of adult positions required.  
However, problems may arise if you make changes from what is on the printout 
after you submit online.  Please be aware of the minimum number of positions 
when making post-printout changes. Follow the “Post-Printout” section if you need 
to make changes. 
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STEP THREE:  ENTER INFORMATION IN THE BSA ONLINE SYSTEM  
 
5. Registrations in Multiple Units: It is often necessary to register adults and 

even youth in multiple units. Generally, an adult may not register in more than 
one position within the same unit.  Exceptions include when the Chartered 
Organization Representative serves as a Committee Chair or a Committee 
Member. Note that an individual cannot serve as both the Committee Chair and a 
Committee Member in the same unit. 

 
Youth may be registered in multiple units, with some important limitations.  A 
Cub Scout may be registered with another pack, but not in a troop, team or 
crew.  A Scout, Varsity, or Venture may be registered in another crew, team 
or troop, as long as he meets the minimum age requirement by the end of 
January 2016.  The registration office has the flexibility to allow a youth to be 
registered in a unit who is technically too young as long as his birthday is 
prior to the end of January. 

 
Adult and youth who are registered in multiple units need only pay a 
registration fee once. Please pay attention to the steps in Stage 4 of the 
BSA Internet Charter Renewal website in designating multiple registrations.  
Do not correct for any multiple unit status until Stage 4. See the screen 
shots and instructions in Appendix D. 

 
For an adult or youth registered in more than one unit, it is helpful to indicate 
on the non-paying unit printout the unit number where the fees are assessed. 
 
IT IS IMPORTANT TO IDENTIFY THOSE REGISTERED IN MULTIPLE UNITS SO 
THAT THE CHURCH DOES NOT OVERPAY FOR SCOUT LEADERS. 
 
 

6. Review a Draft Printout: Before you click the “Submit to Council” button, take 
time to print out a draft by clicking on the “Review/Print Roster” link. Errors are 
much easier to identify on the draft printout.  

 
NOTE: YOU CAN NOT MAKE CHANGES AFTER YOU CLICK ON THE “SUBMIT TO 
COUNCIL” BUTTON!! 

 
You will also be able to see on the printout where you need to gather Adult 
Applications and YPT verifications that you may have overlooked.  Carefully check 
the printout to be certain that all youth are listed, especially youth who may have 
changed units since you first signed into the BSA Internet Charter Renewal 
website.  Also check that the leaders are correct, especially for leaders new to 
their positions. You also may want to ask your Committee Chair or Unit Leader to 
review this draft roster before submitting it to Council. 
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STEP THREE:  ENTER INFORMATION IN THE BSA ONLINE SYSTEM  
 
7. Final Printout: After you click the “Submit to Council” button to complete 

the online portion of BSA Internet Charter Renewal process, click on the “Print 
Renewal Application” button to printout a “Unit Charter Renewal Report 
Package”.  
 
The Charter Renewal Report Package includes a first page listing all new Adult 
Members and Youth Members, followed by the “the Charter Renewal 
Application” that includes a summary page for required signatures, and 
Reports that include all Adult and Youth Members, Multiple Adult and Youth 
Members, Dropped Adult and Youth Members, No-Fee Adult and Youth 
Members, and Adults without Youth Protection Training. To this printout 
attach the required new applications and YPT validations (for new adults and 
current adults without YPT listed on the last page). Then submit the complete 
“Charter Renewal Report Package” to your Commissioner for checking 
accuracy and approval.  Please make certain that you have the final version 
with signature lines, NOT the draft version without signature lines.  

 
There are three signature lines.  You must obtain two of the three signatures, 
one from your “Executive Officer” (Institutional Head) of the sponsoring 
Charter Organization, Bishop of the Ward, and the other from the Unit Leader 
(Cubmaster, Scoutmaster, Team Coach, or Crew Advisor). The third signature 
line is for the Council Representative (District Executive) who will sign it after 
a Commissioner validates that all information is correct and all documents are 
present. The last step is to submit the “Unit Charter Renewal Report Package” 
to your Commissioner for review and approval. 

  
 Be sure to familiarize yourself with the Commissioner Charter Renewal 

Worksheet before meeting with your Commissioner. It can act as a check-list 
for you to ensure your Charter Renewal Report Package is complete. Be sure 
to bring the Commissioner Charter Renewal Worksheet with you when you 
meet with your Commissioner to have your Charter Renewal Report Package 
reviewed and approved. 
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STEP THREE:  ENTER INFORMATION IN THE BSA ONLINE SYSTEM  
 
8. Application Requirements: : Youth and Adult leaders, being registered for 

participation in the Scout Program during the end of the 2015 calendar year, must 
submit their applications to the Council office in order to be able to participate in 
training and receive recognition for rank advancement. Youth and Adult 
Applications submitted at our Council office before September 22nd, 2015 will be 
added to the Unit Roster by October 1st, 2015 to make the updating of the Unit 
Roster easier. However, youth and adult leaders can still be added or deleted 
during the charter renewal process.  

 
 Copies of the added youth (MLS is sufficient) and two adult leader application 

pages (as per Appendix B) previously submitted to our Council office must be 
included with the Charter Renewal Report Package.  

 
 New youth and adult leader applications not already submitted to the Council 

office during 2015 can be submitted with the Charter Renewal Report Package 
only if the registration date for the individual starts January 1st, 2016.   

 
 Adult leader position change can also be done during the charter renewal process. 

No adult leader application is required during the charter renewal process to 
change an adult leader position. 

 
 NOTE: YOUTH AND ADULT APPLICATIONS SHOULD ALWAYS BE TURNED IN TO 

OUR COUNCIL AND ADULT YPT VALIDATIONS AS SOON AS POSSIBLE AFTER 
RECEIVED. 
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STEP THREE:  ENTER INFORMATION IN THE BSA ONLINE SYSTEM  
 
9.  Payments: The Church of Jesus Christ of Latter-day Saints pays directly to the 

National BSA all unit liability fees and all registration fees for all youth and 
adults.  Your final Charter Renewal Packet printout will reflect this by showing 
that your scouting unit owes $0.  

 
NOTE: IT IS IMPORTANT TO IDENTIFY THOSE REGISTERED IN MULTIPLE 
UNITS SO THE UNIT DOES NOT OVERPAY. 
 
Youth and adult leader registration fees are $24.00 per year. 
 
The subscription fee for Boy’s Life is $12.00 per year. The LDS Church does not 
pay for boy’s Life subscriptions as part of its direct payment to BSA.  However 
individual wards may choose to pay for them out of their ward fund allotment.  
If individual families choose to subscribe to Boy’s Life they should provide a 
check made payable to Capitol Area Council to cover the cost of the subscription.  
If multiple families want to pay for a subscription then have them submit a 
check to the ward budget and ask your ward clerk generate a check for all 
subscriptions. A check for any Boy’s Life subscriptions must accompany the 
Chartering Renewal Package upon review with your commissioner. If there are 
no Boy’s Life subscriptions, no check is needed with the charter paperwork.   
 

10. Post-Printout Changes: If a youth or adult leader is added or dropped after you 
have printed the Charter Renewal Report Package, then indicate these changes 
before submitting the packet by writing in the relevant information for the new 
youth and adult leader on the Unit Roster printout and crossing out the youth or 
adult leader to be dropped.  

 
 Copies of the youth and two adult leader application pages (as per Appendix B) 

previously submitted to our Council office must be included with the charter 
renewal paperwork.  

 
 New youth and adult leader applications not already submitted to the Council 

office during 2015 can be submitted with the Charter Renewal Report Package 
only if the registration date for the individual starts January 1st, 2016.



 

STEP FOUR:  SUBMIT THE CHARTER PRINTOUT AND DOCUMENTS 
 
1. Review Documents With Your Unit Commissioner: Your Commissioner will 

coordinate a time for you to meet. District help sessions will be available at 
Roundtables and other times and locations to help check the completeness and 
accuracy of your unit’s Charter Renewal Report Package before it is submitted to 
our Council office. A Charter Renewal Worksheet (Appendix A) is used to 
accomplish this task. 

 
Each Unit must submit its 2016 Charter Renewal Report Package to our Council 
office by November 30, 2015. This allows the Council Service Center sufficient time 
to process all renewals by December 31st, 2015.  

 
The Unit Charter Renewal Report Package includes:     

a.) Commissioner signed Charter Renewal Worksheet. 
b.) Printed and signed Charter Renewal Report by the Charter Organization 

“institutional head” and Unit Leader. 
c.) Signed copies of starting 2015 applications and/or starting 2016 

applications. 
d.) Required YPT certification or validation.  
e.) Boy’s Life subscription fees if any. 

 
2. Charter Renewal Turn in: After you have reviewed the Charter Renewal Report 

Package with your Commissioner and it has been approved you can turn in the 
Charter Renewal Packet at Roundtable or our Council office.  Any materials received 
by our Council office are immediately redirected to the Council Registrar. 

 
3. Changes Post Turn-in: If you need to add a youth or a leader after you turn in 

your Charter Renewal Report Package, submit the appropriate and necessary 
applications and fees to our Council office.  The application will be processed outside 
of the charter renewal process. 
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APPENDIX  A

UNIT:                              Pack    Troop    Team    Crew    Post     # _____________ LDS Unit _____

UNIT RECHARTER LEADER PHONE

FINAL REPORT SUMMARY & SIGNATURE PAGE

  Printed YES NO

  Signed by Executive Officer YES NO

  Signed by Unit Leader YES NO

  YPT Certificates Req'd by Report YES NO

ADULT APPLICATIONS REQUIRED YES NO

  Consent/Authorization Page Signed YES NO

  Questions in RH Column Answered YES NO

  DL and SSN Filled In YES NO

  Signed by Applicant YES NO

YES NO

  Signed by Committee Chair YES NO

  YPT Certificates (Copies) Attached YES NO

YOUTH APPLICATIONS REQUIRED YES NO

  Signed by Parent YES NO

YES NO

JOURNEY TO EXCELLENCE FORM
  JTE Form included YES NO

___________________________ DISTRICT 2016 CHARTER RENEWAL WORKSHEET

  Signed by Chartered Org Rep

COMMISSIONER TO FILL OUT BELOW THIS LINE AT REVIEW

FOR CALENDAR YEAR 2016

ACTION NEEDED TO CORRECT FOR TURN-IN. (USE 
BACK OF PAGE IF ADDITIONAL SPACE NEEDED):

JTE Form is due by December 31.  May be included with package if completed; if not, unit should review status at this time.

  Signed by Unit Leader

Circle

CIRCLE YES OR NO

THIS FORM TO BE ATTACHED TO PACKAGE BY UNIT OR COMMISSIONER AT FIRST REVIEW.  USE BINDER CLIP.
DO NOT REMOVE UNTIL PACKAGE REACHES REGISTRAR.

 2016 CHARTER RENEWAL 
WORKSHEET     Final 07/23 Page 13 of 19

OA REGISTRATION See unit OA Rep or Chapter Chief for instructions.  Unit may include member list and separate check for OA dues.

  Unit OA registration included YES NO

MERIT BADGE COUNSELORS ARE DISTRICT REGISTRATIONS ‐ see instructions in Charter Renewal Guide

   REGISTRATION COUNT:          Youth Adults |  FEES: Subtotal

From Printed Summary __________ __________ | Unit Recharter Fee: $ _____40.00
|

After Summary Printed  Add     + __________ __________ | Final Youth __________ @ $24.00 =    $
|

Drop   ‐ __________ __________ | Final Adults __________ @ $24.00 =    $
|

Final Total __________ __________ | Insurance Y + A: __________  @ $1.00= $
|

__________ __________ | Total Boys' Life __________ @ $12.00 $
|

| $

|

Payment to be made by:

FIRST REVIEW and action items noted Received at Service Center

  By Commissioner   By

FINAL REVIEW; Action Items Corrected;  Turn‐in approved.

District Executive Review

  By Commissioner

________________________________

________________________________

On Date

____________________
Date

_____________________________

Date

____________________

_____________________________

_______________________

On Date

____________________

USE BACK TO NOTE ANY SPECIAL PAYMENT REQUIREMENTS OR CIRCUMSTANCES AND CHECK HERE ____

Total Registration Fees:

Unit Acct          Check     #_______         Credit Card         Cash         Other  __________________________

Boys' Life Subscriptions:

Circle

 2016 CHARTER RENEWAL 
WORKSHEET     Final 07/23 Page 13 of 19



APPENDIX B 
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APPENDIX C
 

 

 

 
 
 

Common Unit Scouter Position Codes 
CR - Chartered Organization 

Representative 
CC - Committee Chairman 
MC - Committee Member 
CM - Cubmaster 
CA - Assistant Cubmaster 
WL - Webelos Leader 
WA - Assistant Webelos Leader 
DL - Den Leader 
DA - Assistant Den Leader  
TL - Tiger Cub Den Leader  
AP - Tiger Cub Adult Partner  
PT - Pack Trainer 

SM - Scoutmaster 
SA - Assistant Scoutmaster 
10 - Leader of 11 year olds - LDS Boy Scouts 
VC - Varsity Coach 
VA - Assistant Varsity Coach 
NL - Crew Advisor 
NA - Crew Associate Advisor 
SK - Skipper 
MT - Mate 
PC - Scout Parent Coordinator 
91U - Unit Scouter Reserve 
92U – Unit College Scouter Reserve 

  PS - Scout Parent 
 

 

Note: 91U is the Unit Scouter Reserve position, which is for supportive adults who have no immediate 
specific leadership role. 
92U is the Unit College Scouter Reserve position (that requires YPT and the criminal background 
check) which is for college age scouts who want to register as an adult but don't have time to be an 
ASM. 

 

Note that in LDS wards, the Chartered Organization Representative is the bishopric counselor 
responsible for scouting and the Executive Officer or Institutional Head is the bishop. 

 
 
 
 

Youth Protection Training Validation 
 

A leader may use a certificate printed from the BSA training or a printout as below.  For 2016 
charter renewals, the “Finish Date” must be January 31, 2014 or later. 
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APPENDIX D 
 

MARKING MULTIPLE REGISTRATIONS 
 
When you arrive at the “Summary” stage as shown below, you can indicate which leaders or 
youth are registered in multiple units.  For a person who is registered in another unit, click the 
“Update” link 
next to the 
leader’s 
name. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will be presented with a pop-up box in which you can indicate the type of unit and the unit 
number.  Repeat the action for all leaders or youth whose registration payment is in another 
unit.  For example, a committee member registered in a Scout unit and a Varsity unit sponsored 
by the same 
organization 
or ward, need 
only pay in 
one unit.  If 
the fee for the 
person is paid 
in another unit 
sponsored by 
a different 
organization 
or ward, get 
the number of 
that unit and 
indicate it in 
the pop-up 
box. 
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POSITION 

Institutional Head 
IH 

(Same for all Units) 

Charter Org. Rep. 
CR 

(Same for all Units) 

Committee Chair 
CC 

(Required) 

Committee Member 
MC 

(Required) 

Committee Member 
MC 

(Required) 

Unit Leader 
(Required) 

Assistant Unit 
Leader 

(Suggested) 

Webelos Leader 
WL 

(Required w/ Webelos) 

Den Leader 
DL 

(Required w/ Cubs 

Den Leader 
DL 

(Suggested) 

Unit # 
 

Paid 
(X) 

 Unit # Paid
(X) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Unit # 
 

Paid 
(X) 

 Unit # Paid
(X) 

 
 
 

IH 

 
No 
Fee 

 
 
 

IH

No 
Fee

 
 

IH

 
No 
Fee 

 
 
 

IH

No 
Fee

 
 
 

CR 

  
 
 

CR

 
 
 

CR

  
 
 

CR

 

 
 
 

CC 

  
 
 

CC 

 
 
 

CC 

  
 
 

CC 

 

 
 
 

MC 

  
 
 

MC 

 
 
 

MC 

  
 
 

MC 

 

 
 
 

MC 

  
 
 

MC 

 
 
 

MC 

  
 
 

MC 

 

 

 
 

CM Cubmaster 

  

 
 

SM Scoutmaster 

  
 
VC Varsity Coach 

  

 
 
NL Crew Advisor

 

 
 
 

ACM Assistant CM 

  
 
 

SA Assistant SM 

 
 
 
VA Assistant VC 

  
 
 
NA Associate NL

 

 
 

WL (Webelos) 

 
Below, list all other adult members for each unit 
(either currently on the charter, or being added to the 
charter). This should include all adults  not listed 
above, i.e. additional Committee Members, Assistant 
Unit Leaders, Assistant Webelos Leaders, Den Leaders, 
and Assistant Den Leaders. 

 
 
 

DL (Wolf or Bear) 

 

 
 
 

DL (Wolf or Bear) 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Adult Membership Inventory Worksheet – Multiple Unit Types  APPENDIX E 
Print names neatly in all boxes that apply. Use first and last names.  Please don’t use ditto signs, “same”, partial 
names, initials, or dashes indicating repetition. This worksheet helps determine how much you will pay for 
registration and it must be legible to others. 

                       Cub Pack              Scout Troop           Varsity Team       Venture Crew 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
                    Cub Pack              Scout Troop         Varsity Team        Venture Crew 
 

Name: 
 

Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code: 

 

Name: 
 

 
Position Code:

 

Name: 
 

 
Position Code: 
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           APPENDIX F 

CREATING AN LDS MLS REPORT 
 
In the ward’s MLS 
online system, 
navigate to:   
Reports / Forms / 
More / Custom 
Reports. Set the 
filter criteria 
according to the 
criteria  in this 
window. The 
ward clerk or 
membership 
clerk should be 
able to create 
this custom 
report for you. 

 
 
 
 
 
 
Set the format 
criteria according to 
the information in 
the window shown 
below.  Note that 
“Columns” box in 
this window does not 
show all of the 
columns that must 
be checked as listed 
in the “Column 
Order” box.  Reset 
the column order as 
shown.  Be certain to 
set the column 
widths to display the 
address correctly.  
Lastly, run the report 
and click on the 
word “Age” at the 
top of the “Age” 
column to sort the 
youth by age prior to 
printing. 
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