A note from your friendly neighborhood Recognition Program Coordinator:  
 

There has been a large increase in the number of merit badge submissions I am receiving on a monthly basis.  This is I'm sure, due to the increased number of Scoutmasters and Evaluators being approved across the country, as well as more people submitting badges via video.  
Unfortunately, with the increase of badge form submissions has come an increase in errors with the submissions.  Due to the volume of submissions I am receiving each month, I am only able to dedicate one weekend per month to work on the submissions.  When something is sent with errors, it delays processing by at least a month, or until I am able to obtain the correct information.  Therefore, I am posting this notice as a reminder of things to check your submissions for before putting them in the mail to me for processing. 
1. Please make sure all documentation is attached to your badge form, including photos and log sheets when applicable.  

2. Please be sure you are including the proper portion of the badge form (bottom half that has already been signed by an Evaluator, or both halves if it is a badge based on a log sheet submission where no test is required - i.e. therapy, letterboxing, geocaching, community service.) 
3. Please be sure you are paying the correct amount for the badge(s) requested and that your checks are made payable to DSA, not to me. 
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4. For the Dog Scout badge, please submit a digital photo for the dog’s photo I.D. badge whenever possible rather than a printed photo.  For multiple photos submitted, please be sure to name each photo properly with the dog's name as I don't always guess correctly!  Also, realize that I do not have Photo Shop so the photo on your dog's I.D. badge is only going to be as good as the photo you submit. A vertical (portrait) orientation is best. See the example to the right: 
5. Please do not submit badge forms for specialty badges before you have submitted the badge form for the Dog Scout badge. These can be submitted in the same envelope though. 
6. Please be sure badge forms are completed before submitting.  A badge form should never be submitted (or signed by an Evaluator, for that matter) that does not have all the lines filled in on both parts.
7. Please print or write legibly!!  (I know - it's a no-brainer, but you'd be surprised! :-) 
8. Be sure to include the completed “Badge Request Form” with each mailing of badge forms.  A link to the form can be found at the top of all the badge pages on the DSA website. 

NOTE: DSA is transitioning to a brand new badge form.  So if the form has a “certificate” at the top with the info needed for the database below that, you do not need to submit a separate badge submission form.
Thank you for your attention to these details! 
Cindy Ratliff 
