CLUB INSTRUCTIONS: BGCA ONLINE CHARTERING SYSTEM

STEP ONE: Getting Started: How to Create an Account and/or Log into the System

NOTE: If you've previously submitted an online nomination for a National Service Recognition award, you will
use the same account to submit online charter applications or site status change forms. Use the link below
and login (in the left column) with your email and password.

1. Go online to: https://bgcaawards.secure-platform.com/a/account/login

2. Enter the required information under the Create a New Account column, then click the Register button.
3. Follow any additional instructions provided by the system to access your new account.

GREAT FUTURES START HERE.

HOME MY ACCOUNT NATIONAL SERVICE RECOGNITION PROGRAM HELP

Login or Create an Account

Login Create a Mew Account _

Email Address * Email Address *

Password * lost password? .
First Name *

remember me

Login Last Name *

Mazilimg Street Address *

Street dddrzss

City
Country

United States v
State / Province

Select v

Zip / Postal Code
Contact Phone Number *
Create a Password *

Retype Password *

Back  Register _
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https://bgcaawards.secure-platform.com/a/account/login

STEP TWO: Gather Documentation Needed for the Charter Application or Site Status Update

1. Onthe BGCA home page, click on the Online Chartering System in the top ribbon and two options will
appear: Complete A Submission and Documents Required.

GREAT FUTURES START HERE.

ONLINE CHARTERING SYSTEM

HOME MY ACCOUNT NATIONAL SERVICE RECOGNITLg HELP

COMPLETE A SUBMISSION

. L | :
Welcome Valerie Perera Icome! Please select if W images or

DOCUMENTS REQUIRED

Home

My Applications

Pending Elecironic
Signature (1)

2. Click on the Documents Required option. It's recommended to have available all attachments and
supporting documentation prior to beginning the online charter application. To assist you with this process,
we have provided lists of the documentation needed for each application category.

HOME MY ACCOUNT NATICNAL SERVICE RECOGNITION PROGRAM ONLINE CHARTERING SYSTEM HELP

Home ' Online Chartering System = Documents Required

What attachments are required for my submission?

Use the below reference guide to compile the required documents to complete your submission. Documents will be uploaded during the submission
process in each applicable section. If the submission type is not mentioned below, there are no required attachments. You will not be able to complete
a submission without the below required documents.

Application for Membership - Unit or Extension

Site Director Resume

Photograph of building (8" x 10", showing as much of building as possible, can be taken with phone)

Copy of lease agreement, memorandum of understanding (MOU), or documentation of agreement to use facility
Copy of one week's activities schedule: per day, hour, and room

Roster of registered members, including name, age, and gender. Excel spreadsheet preferred

Copy of site itemized budget for present year, including revenue and expenses

Application for Membership - Community Impact Program

= Roster of registered members, including name, age, and gender. Excel spreadsheet preferrad

Application for Membership - Corporation
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STEP THREE: Determine the Category to Select

1. When you are ready to start the online submission, click on the Online Chartering System option in the
top ribbon and choose Complete A Submission.

2. New options appear. Select
Click here to begin a new
Submission.

UNT NATIONAL SERVICE RECOGNITION PROGRAM ONLINE CHARTERING SYSTEM HELP

— Note: You have already started an Application that is not yet complete.

Click here to review your past Submission(s)

Click here to begin a new Submission _

tronic

3. The application home page will open. This page provides a reference guide to help you decide which type
of charter or site update you should choose from the dropdown menu of the Select Category field.

Home / My Applications / Application

Online Chartering System

General Information — Site Cperating Hours & Service to Youth

For your convenience, a link to
the listing of attachments
required for each submission
is provided. Just open the link
in a new tab and the Select Category *

Documents Required page (select) v

will open.
Use this reference guids to view details for each submission category.

*CLICK HERE* What attachments are required for my submission?

(. New Unit Application

= Minimum of 100 registered members
= Open at least 4 hours per day, 5 days per wesk, and 10 months per year

Use this submission form to complete a charter for a new site or update information for a current site.

New sites
seeking membership

New Extension Application

= Minimum of 50 registered members
= Open at least 3 hours per day, 3 days per week, and & months per year
= Does not meet minimum requirements for Unit

If you are still unsure about which
option to choose, please contact
your Club’s DOD or CSS as listed : 85:2 antkrnfelisrﬁiiirrzﬁf:requirements for Extension
in your BGCA.net profile or call

one of our three service centers
for assistance.

New Community Impact Program Application

\ New Organization Application

= New organization seeking membership with Boys & Girls Clubs of America

f Current Site Update

Change Site to an Extension: Update a current Unit or Community Impact Program to an Extension

Changes to » Change Site to a Unit: Update a current Extension or Community Impact Program to a Unit
existing chartered sites . g::;r:gri Site to a Community Impact Program: Update a current Unit or Extension to a Community Impact

Change Site to an Organization: Update a current Unit to an Organization

Change Site Location: Update the address for a Unit, Extension, or Community Impact Program

Change the Name of Site or Organization: Update the name of a Unit, Extension, Community Impact Program,
or Organization

Move Site to Another Organization: Transfer a current site from one organization to another organization
Merge Two or More Organizations: Merge organizations based on effective date of merger agreement
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STEP FOUR: Complete the Online Charter Application or Site Status Update

1. Select Category: Click on the dropdown menu under Select Category and choose the application type.

For a new site, select the application type for which the site meets membership requirements.
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NATIONAL SERVICE RECOGNITION PROGRAM ONLINE CHARTERING SYSTEM

Home ' My Applications ' Application

Online Chartering System

Use this submission form to complete a charter for a new site or

Select Category *

(select)

New Unit Application

New Extension Application

New Community Impact Program Application
New Organization Application

Current Site Update

infermation for a current site.

HELP

n?

New Unit Application

= Minimum of 100 registered members

To update the status of a current site, select Current Site Update and an additional dropdown menu

will open. Select the status update needed for your Club site:

Home ' My Applications ' Application

Online Chartering System

Select Category *

Current Site Update v

(select) v

(select)
Change Site to an Extension

Change Site to a Unit

Change Site to a Community Impact Program
Change Site to an Organization

Change the Name of Site or Organization
Change Site Location

Close Site or Organization

Mave Site to another Organization

Merge Two or More Organizations

S10n.

Save

Save and Finalize

NOTE

The following pages provide general instructions to guide you through an application for a New Unit.
Each application or site status update is a little different, but the process of submitting online paperwork

is the same. Please use the instruction boxes on the following pages to learn and understand how to
complete the various sections and upload documents in the Online Chartering System.
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2. EENEIERInlInEIMeEl[H Once a category selection is made, the page will open additional fields on the
General Information page and a path of pages to complete the application will appear as hyperlinks at the

top of the page.

Please follow the screenshots with instruction boxes below and on the following pages
to assist you in learning how to navigate the Online Chartering System:

NATIONAL SERVICE RECOGNITION PROGRAM OMLINE CHARTERING SYSTEM HELP

Home My Applications Application

Online Chartering System

General Information — Site Update — Site Operating Hours & Service to Youth — Additional Site Updates — Organization Aporoval

List of pages to be completed with
Use this submission form to complete a charter for a new site or {  hyperlinks to each page for easy navigation.

Select Category

Current Site Update v

Change the Name of Site or Organization v

Note: All fields with a red asterisk * must be completed.

Organization Information

Region First, enter the Club’s region. Once entered, another
Midwest field will open to select your state and then another
. field to select your Organization’s Name.
tate *
Illinois v

Organization Name * Global 1D

Select v

Next, enter a unique name for this
application so you can easily find
it in your submissions list.

Application Name:
Enter a unique name for this application, to be used for referance to this subm|

Recommendation:
Use the site name

Point of Contact for this Application i i
Next, enter your contact information as

the Point of Contact for this application.

First Name *

Last Name *

I
When finished entering information on a page,

click Save and Next to move to the next page. save Save and Next
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KRlSite Information Page

General Informatgn —+ Site Information - J5ite Facilibies & Finsncizls —+ Site Operating Hours & Sernice to Youth — Organization Approval

Site Information

Enter the official site name for this new Club site as you want it to
appear on the charter certificate. Please review the membership
requirements available on BGCA.net and/or speak with your Club’s
DOD if you have any questions regarding naming your site.

Site Name °

Site Location Address °

Note: For Site Updates, provide the site
name and location address of the site for
which the update is being requested.

Street Address

Line 2
City
Next, enter the LOCATION ADDRESS for this site.
Counfry
United States v

State / Province
Select v

Zip [ Postal Code

County °

Iz the mailing address different than the location address? °

Yes

No If the mailing and/or shipping address is DIFFERENT from the

Club’s location address, then select YES and a new set of address
fields will open for you to enter this information.

Iz the shipping address differq

(Must be physical location for receipt

:ES If the mailing and/or shipping address is the SAME, click NO.
o

Site Phone Number °

Webszite °
Next, enter the site’s phone number, Club

website, and date the site began operating.

What date did site begin operations? °
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4. SICHINCIUEUCINELEN (IR  Staff of the Qualifying Site

Staff of the Qualifying Site

Site Director ©

M.
Mz Next, enter the Site Director’s information and
upload a copy of the Site Director’s resume.

Site Director Name *

Site Director Phone Number *

Site Director Cell Number

Site Director Email Address °

Site Director Annual Salary *

To upload a copy of the Site Director’s resume, click
CHOOSE FILE and a new box will open. Find the file on

Upload a copy of site director's resume | 0. computer and just “drag & drop” a copy into the box.

Choose File | Mo file chosen

Number of Full-Time Boys & Girls Club Staff (not including Site Director) °

Next, enter the number of full-time and part-time
Number of Part-Time Boys & Girls Club Staff * staff members (not including the Site Director).

Preyv Save Save and Next

Click Save and Next to move to the next page.
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4. ICEEWINERRASNEREERNEREN Building Facilities

Generzl Information — Site Infermation & Site Facilities & Financials

Building Facilities

Site Operating Hours & Service to Youth — Organization Approva

Is the building or Boys & Girls Club quarters owned by the corporation?

® Yes
No

Does the Boys & Girls Club have exclusive use of the ent

Yes

Next, enter information related to the building
facilities, including: ownership, use, service
locations, licensure, teen center status, and

community location.

NO

What other activities, if any, are carried on in the building?

Is this Club lo ive Lands?

*CLICK HERE* to view definitions of Native Lands

Yes
No assist in answering certain questions.

Definitions are available for review to

*CLICK HERE" to view definitions of service locations.

Select

Is this Club licensed by the state?

Yes
No

Is this Club located in a school?

Yes
NO

Is this Club a separate, stand-alone teen center?

Yes
NO

*CLICK HERE" to view definitions of community designations

Urban
Suburban
Rural

in any of the following Service Locations

Please indicate whether this Club is located in an Urban, Suburban, or Rural Community

Additional questions may open based on
answers to specific questions.

Is this Club located in a school? *

& Yes
No

Please specify *

Elementary School
Middle or Jr. High School
High School

Is the school a Charter, Private, or Public School? *

Charter
Private
Public

Based on the interior space available for your use and your knowledg
the maximum number of youth that can be served at one time? *
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5. S WIS NEREE S EC NIVl ) Building Construction and Size

Building Construction and Size

Type of construction (brick, concrete, wood frame, etc.) *

Approximate total square footage of building *

Next, provide additional details
regarding building construction and size.

Number of Floors *

Approximate square footage used by this Boys & Girls Club *

Upload a photo of the building, showing a majority of the building in a large format (8x10
preferred) *

Cell phones im re acceptable if the building is visible and photo shows mare than just the front entrance. Capt:
Cell phone images are acceptable if the building is visible and photo shows more than just the front entrance. Capture
as much of the buiding as possible in the phota

Upload a site photo that shows as
| Choose File | No file chosen much of the building as possible.

Please check any of the following amenities that apply to this site

Games Room

Swimming FPool

Basketball Court

Baseball/Sotfball Field

Playground

Computer Lab

Exercise Equipment (gym)
Transportation from Local School(s)

Next, identify the amenities
available at this Club site and use of
the Boys & Girls Clubs Service Mark.

Does or will the site display on the building the official Boys & Girls Clubs Service Mark and
adhere to BGCA's graphic standards with the understanding that any previous rights to the
name or mark are merged herein and use of the name or mark is contingent upon good
standing? *

Yes
No
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CHSite Facilities & Financials Page (continued): RRREREES

Financials
Next, provide the revenue and expense information
for this site. Also, provide information on whether
Income * this is a 21° Century funded site.

*

Projected Expenses

&

Is this site a 21st Century site?

Yes
Mo

*

Attach a copy of an itemized budget for the site, including revenue and expenses

Choose File |No file chosen

Upload a copy of the itemized budget for this site.
Please be sure that the numbers provided in the
fields above are supported by the attached budget.

Prev Save Save and Next

Click Save and Next to move to the next page.
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6. SNCEOI I E U M VSRR ARV Operating Hours

Online Chartering System
General Information — Site Information — Site Facilifies & Financials \<_Site Operating Hours & Service to Youth_- Organization Approval

Operating Hours Next, enter information related to the operating
hours and upload a program schedule for this site.

*

If this Club is operating within a school, what is the school year schedule?

August - May
September - June
Mot operating in a school

REMINDER: Information provided for site
operating hours must meet membership
requirements. If not, you will receive an

*

Number of months open per year during school year

*Unit site must be open at least 10 months per year* error message like this when you attempt
to submit your charter application.

Number of months open per year during school year *

*Unit site must be open at least 10 months per year”

Number of days per week open during school year *

*Unit site must be open at least 5 days per week™® Please enter a value greater than or equal to 10.

Number of days per week open during school year *

*Unit site must be open at least 5 days per week”™

Number of hours per day during school year *

*nit site must be open at least 4 hours per da}-'* Please enter a value greater than or equal to 5.

Number of hours per day during school year *

*Unit site must be open at least 4 hours per day*®

Is the Club open during the summer? *

Please enter a value greater than or equal to 4.

Yes
Nao

Upload a co rogram schedule

*CLICK HERE" to download a Program Schedule Template

Program schedule must show activities per room, per hour, per day. Cleanup and staff planning do not count towards
hours of operation.

Upload a copy of the program schedule for this site.
Please be sure that the information provided in the

Choose File | No file chosen
schedule matches the operating hours entered above.

A program schedule template is also available.
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MSite Operating Hours & Service to Youth (continued): BSEIWE=RRLe011a]

Service to Youth

Are boys and girls admitted into membership of the Club without discrimination as to age,
nationality, class or creed? *

® Yes Next, enter information related to
No youth membership for this site,
including total membership counts.

What is the average amount of dues per Club member per year? ~

What is this site's Average Daily Attendance? ~

Percentage of Total Registered Membership (Best estimate is acceptable)

Total should equal 100%

Registered Members Count

% African American * Note: The system does not calculate
totals. Please be sure the ethnicity
breakdowns total 100% and the total
number of registered members equals the
gender breakdowns entered.

Number of female registered members *

% Asian *

Numbers of male registered members ~©

% Caucasian *

Number of teen registered members (Age 13 & older) *

% Hispanic *
Total number of registered members *

*Unit site must have a minimum of 100 registered members*
% Multi-Racial *

Please upload a roster of registered members for this site including name, age, and gender *

) . Roster must include name, age, and gender. Excel speadsheet preferred.
% Native *

Choose File | Mo file chosen

Upload the membership roster including name, age and gender
(Excel spreadsheet if possible). Please be sure the information
provided in the roster matches the counts entered above.

Prev Save Save and Next

Click Save and Next

Club Instructions: BGCA Online Chartering S



FAOrganization Approval:

Organization signatures required via electronic approvals.

Online Chartering System

General Information - Site Information - Site Facilities & Financials — Site Operating Hours & Service to Youth (& Organization Approval

Organization Signatures

*Chief Executive Officer and Board Chair electronic signatures are required for this submission.

Please enter each full name and email address below. This system will send an automated email to the specified
individual requesting certification for this submission.

*This submission will not be approved until both Chief Executive Officer and Board Chair have completed their

certifications.

Chief Executive Officer *

(Not Sent)

Full Name

Emai

Board Chair *

(Not Sent)

Full Name

Emai

CEO and Board Chair electronic signatures are now
required for all online submissions (even when the
CEO is completing the charter application).

Please enter the name and email address for both
the CEO and the Board Chair of the Organization,
then click Save and Finalize.

Note: We will verify the name and email
addresses submitted against the information
contained in our records for both the CEO and
Board Chair, so please be sure to have this
information updated in our records regularly.
Contact the Club’s DOD and/or CSS with any
updates.

Prev Save Save and Finalize
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STEP FIVE: Submitting the Online Charter Application or Site Status Update

1. Error Checking: The online system will check for errors or incomplete answers.

When you click Save and Finalize, the online system will /

review the application and identify any questions that -
were not completed or had data entered that was not . e e
consistent with membership requirements.

ERRORS OR INCOMPLETE ANSWERS

Number of months open per year during school year *

The online system will direct you to the

*Unit site must be open at least 10 months per year”
pages where the questions still need to be

completed. It will highlight the answer box 8
in red and will occasionally provide
e il e Please enter a value greater than or equal to 10.

When finished on that page, scroll to the
bottom and click on Save and Finalize
again. The system will either advance to

Number of days per week open during school year *

*Unit site must be open at least 5 days per week®

the next page that needs to be corrected or 3
it will advance to the final submission page
(see below). Please enter a value greater than or equal to 5.

Number of hours per day during school year ~©

*Unit site must be open at least 4 hours per day*

3

Please enter a value greater than or equal to 4.

READY TO SUBMIT

The online system will verify that you want
to submit this application. No corrections
can be made once you click OK.

Press OK to Submit your application. You will not be If you still need to Ve”:fy any information’
allowed to make changes after submitting. . .
click CANCEL and then click SAVE. You can
Press Cancel to return to the application. return to the application at a later date

when you have verified the information.

You may also press 'Save' instead of 'Save and Finalize'
to save and return later.

If you are finished with the application and
ready to submit, click OK.
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2. Confirmation: The online system verifies receipt of the application and explains next steps. You'll also
receive an email from bgcaonlinechartering@bgca.org confirming receipt with the application code number
assigned to your submission.

GREAT FUTURES START HERE.

HOME MY ACCOUNT NATIONAL SERVICE RECOGNITION PROGRAM ONLINE CHARTERING SYSTEM HELP

Welcome Valetie Perara Thank you, we have recenved your information succassfully

Hom
oo
Penaing Electronic
Signature i3 A Club Suppon Specialist will review your application upon receipt of organizaton
Valerie,
Complte (7
Thark you. this emai confiems we have received your sbrmasion.
Prof = 2 %
o If yeu have any questions, please contact your Club Suppor! Specialist for assislal
Changs Pas a Club Suppon Specialls BGCANE!'s homepage Piease keap ths niormation for your reconds
fudrmin Panes See My Submissions »  Appication Name Tes Test

»  Applicalion Coda 1700
®  Durie Subrmied 7232000 00 45 B8 (Cantral Tens (LIS & Canada))

Note: Your dashboard identifies
how many applications you have
completed, in progress, needs
attention or electronic signatures T it v o G 8 i i A
pending. Click on any of the
options to see a list of submissions
and/or access for editing.

Mcbs - your submessian wil ot Lo processed untl the Boars Char and CEO secion: signafres ave bean recened. You can view e stehes of pendng ekctrons:
SARANIGS I YOUT FCCOUTY, 5 Wall 85 SO0 GMINGR Smails &5 NG

W s v vy st [iinsss entact yur Chibs Suppon Specibst ion Aesktancs Yo Caik viw Youl Cosmizaton's Chi Suppon Specilst on BGCA mrs
harmesecs in e lot sidbar

3. Electronic Signatures Required: When the application is submitted, the online system automatically
generates emails to the CEO and Board Chair based on the information entered on the last page of the
application. The online submission is not finalized and ready for review until both the CEO and Board Chair
electronic signatures are completed. You can view the status of the pending electronic signatures in your
dashboard. Click on the option to resend the approval email or send reminder emails.

L [EXT] Test Test has Requested an Blectionic Signature on a Submission - Message (HTML)

Message  Help 7 Tell me what you want to do

Recommendation: Notify your CEO and Board
Chair to be expecting an email from

t s bgcaonlinechartering@bgca.org so it does not
Test CEO, w2 B U A fall into either the deleted or junk email boxes.

Valerie Perera is requesting a signature as Chief Executive Officer for a §
America: New Unit Application - Boys & Girls Clubs of America

bgcaonlinecharter ngiwngea.ong >

% in 8 wed browser
nted auomatic dewnioad of some EHurE in Ehis mesiage.

Boys & Girls Clubs of America is using a new Online Chartering System fi

Please click here to review the submission and submit your electronic

Test Board Chair,

Thank you,

Online Chartering Team, Boys & Girls Clubs of America Valerie Perera is requesting a signature as Board Chair for a submission related to a site's membership with Boys & Girls Clubs of America: New

Unit Application - Boys & Girls Clubs of America

This email is 4 service from Boys & Girls Clubs of America. ) N ) )
Boys & Girls Clubs of America is using a new Online Chartering System for charter paperwork for Clubs.,

Please click here to review the submission and submit your electronic signature,

Thank you,
Online Chartering Team, Boys & Girls Clubs of America

This email is a service from Boys & Girls Clubs of America.
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3. Electronic Signatures (continued): )

I PR [EXT] Test Test has Requested an Electronic Signature on a Submission - Message |

Q Tell me what you want to do

Message  Help  Adobe PDF

Tue 7/24/2018 2:01 AM

CEO & BOARD CHAIR REVIEW:

Click on the link provided in the email and
the CEO or Board Chair will be directed to
a web page to review the application and

then submit an electronic signature.

BGCA Online Chartering System <bgcaonlinechartering@bgca.org>

[EXT] Test Test has Requested an Electronic Signature on a Submission

BO

To @ valerie Perera
Retention Policy  Email will be automatically deleted if older than (3 years) Expires  7/23/2021

6 If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Test CEO,

Valerie Perera is requesting a signature as Chief Executive Officer for a submission related to a site's membership with Boys & Girls Clubs ¢

Clubs of America is using a new Online Chartering System for charter paperwork for Clubs.

Please click here to review the submission and submit your electronic signature.

rtering Team, Boys & Girls Clubs of America

mail is 2 service from Boys & Girls Clubs of America.

GREAT FUTURES START HERE.

HOME MY ACCOUNT

Online Chartering System

Application Submitted by: Perera, Valerie
You are Submitting an electronic signature for: Test Test

General Information

Category Name: New Unit Application

Organization Information

Category: New Unit Application
Region: Midwest
State: lllinois

NATIONAL SERVICE REC

YS & GIRLS CLUBS
OF AMERICA

ITION PROGRAM ONLINE CHARTERING SYSTEM HELP

SUBMIT ELECTRONIC SIGNATURE:

After reviewing the application, CEO or Board Chair will
enter their name, check “electronic signature” and then click
on Save. The staff member who submitted the application
will receive an email from bgcaonlinechartering@bgca.org
notifying that a signature has been submitted.

ELECTRONIC SIGNATURE

In accordance with federal law, by executing this Agreement electronically — the parties will be bound to the same degres as a handwritten signature — by using
the following process to create an electronic symbel signifying an intent to be legally bound. Each party must fill in their name below, and insert a check mark in
the box at the baginning of the line marked “Electronic Signature”. Each Party shall retain a paper copy of the electronic mail

| have examined the information entered on this submission and certify that to the best of my knowledge it is true, correct and
complete.

Enter Full Name *

Electronic Signature

Save

ring System
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STEP SIX: BGCA Review and Approval

A member of the BGCA Club Support Services (CSS) staff will review the submission for completeness.

If a Submission is Complete: The CSS will submit the application for the required approvals. Once the
approvals have been received, a confirmation email will be sent notifying that our records have been updated.
In the case of new sites or site name changes, a charter certificate will be mailed to the organization's CEO.

If Additional Information is Needed: You may receive additional email communications from a member of
our CSS staff or your Club’s DOD to inform you of missing or incomplete information and what exactly is
needed to finalize the submission. The CSS will re-open the submission so you can make edits and/or submit
additional documentation. On your dashboard, you will see a new category under My Applications entitled
Needs Attention. Click on this option to open and access the application.

HOME MY ACCOUNT MATIONAL SERVICE RECOGN

Welcome Valerie Perera
Home

My Applicafions

Needs Attention (1)

Pending Electronic NAL SERVICE RECOGNITION PROGRAM  ONLINE CHARTERING SYSTEM  HELP

Signature (2)
- - Needs Attention
Complete (7)

Ky Profile

Program “ & Category Title Action

Change Password
Onling Chartering System 1766 Mew Unit Application Test Test Open

(Main)
Showing 1 o 1 of 1 enfries

Open the submission and use the hyperlinks at the top of the page to navigate to the correct section/page that
needs attention. When finished editing, click through to the final page and/or use the hyperlinks at the top of
the page to navigate to the Organization Approval page. Scroll to the bottom and click Done.

Test Board Chair

Electronic Signature

Prev Save Done

The Needs Attention section in your dashboard should disappear.

Additional Reviews: The CSS will conduct a second review and will either contact you for more information
or will submit the application for approvals.
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