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COACHING PROMISE

Your job is not to do everything — it is to make the club easier to 
lead.
President, secretary, and treasurer work as an operating team: purpose, process, and records.

01

Keep purpose visible

Tie agendas, projects, and 
recognition back to youth service 
and Optimist mission.

02

Make meetings productive

Use a clear agenda, time 
discipline, board follow-up, and 
parliamentary basics.

03

Keep the record clean

Maintain official rosters, minutes, 
officer records, and deadlines 
without last-minute scrambles.

Today’s outcome: a shared rhythm for president + secretary + 
treasurer work before, during, and after every club and board meeting 
and every project/event. This will result in a cohesive, member strong 
club.



Official Optimist purpose, adapted for training 03

The operating system

Start every decision with the mission.

“By providing hope and positive vision, Optimists bring out 
the best in youth, our communities, and ourselves.”

Optimist International

Mission, vision, purposes, standard 
bylaws, officer resources.

East Missouri District

Administrative support for club 
growth, participation, administration, 
and youth service.

Local club

Autonomous community service with 
flexibility to meet youth needs locally.

Sources: Optimist International mission/vision/purposes; East Missouri District “About Us”.
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PRESIDENT ROLE

Set direction, align people, run the room.
The president turns purpose into a club year that people can understand 
and support.

1 Plan the year
Build a calendar that includes club projects, district 
dates, meetings, and recognition moments.

2 Use bylaws & policies
Know how the club operates; review bylaws and 
policies for needed updates.

3 Organize the team
Match member interests to committees and make 
chairs accountable for next actions.

4 Lead meetings
Prepare agendas, keep discussion focused, and use 
parliamentary procedure when business requires it.

5 Transfer knowledge
Meet outgoing leaders and committee chairs so files, 
records, and lessons are not lost.

6 Coach the officer team
Hold regular check-ins with officers and committee 
chairs to prevent surprises.

Source: Optimist International Club President guide, “Club President” section.
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SECRETARY ROLE

Make the club’s work visible, official, and easy to retrieve.
The secretary protects continuity: who belongs, what was decided, and what must be filed.

RECORDS REPORTS

Minutes that drive action

Capture motions, decisions, owners, and deadlines. 
Distribute promptly so the club can act before the next 
meeting. All members are entitled to receive 
or have access to the board minutes.

Roster & officer data
Maintain additions, deletions, contact changes, spelling 
corrections, and officer changes in official systems.

Official report basics
Reports should include the official club name and club 
number, be properly signed, dated, and submitted by the 
deadline.

Deadline ownership

If a due date affects district or international recognition, 
the secretary is responsible for sending the report in time.

Good secretary work is not paperwork for its own sake — it is the information system that lets the 
club serve confidently.

Source: Optimist International Club Reports and Club Secretary/Treasurer materials.
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TREASURER ROLE

Protect the club’s funds, credibility, and ability to serve.
The treasurer keeps money moving responsibly: budget, dues, deposits, disbursements, and 
reports.

MONEY IN MONEY OUT

Budget & dues tracking

Maintain the annual budget, track dues and fees, and 
keep the board aware of financial capacity.

Receipts & deposits

Record income promptly, deposit funds safely, and keep 
documentation tied to each activity or fundraiser.

Disbursements & approvals

Pay approved expenses on time, keep receipts, and follow 
club policy for signatures and authorization.

Financial reports
Provide clear, regular updates so officers and the board can make 
informed service decisions. All members are entitled to 
receive or have access to all financial records.

Good treasurer work builds trust — every dollar is documented, every report is clear, and every 
decision supports youth service.

Source: Optimist International Club Secretary/Treasurer and Club Budget & Finance materials.



NITTY GRITTY
NUTS AND BOLTS



990-N 



Officer Training 



Where to enter member
and officer information 



Navigate District
Website



More information here



Secretary of State filing   



Club Health Awards Program

Minimum of 7 
Regular Members

One Fellowship 
Event Annually

One Optimist 
Signature Program 

or Activity

Foundation 
Donation ($100 

Minimum)

Optimist Institute 
(Minimum 1 

member takes 1 
Course)



5 Benchmarks from a minimum of 3 Key Categories (5 Total)

Bronze Level

2 Benchmarks from 4 Key Categories (8 Total) 

Silver Level

3 Benchmarks from all 5 Key Categories (15 Total)

Gold Level

3 Levels of Recognition in CHAP



Youth & Community Impact 

Membership Engagement

Foundation (OIF/CCOF) Support 

Club Leadership & Administration

Membership Growth
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The Nitty Gritty Part ofCHAP
Club Leadership & Administration - Each activity equals 1 

Benchmark

1.Club Officer Elect Report completed by May 20th 

2.Club Officers (Pres, S/T) Complete Optimist Institute Training 

by Mar 31st

3.Club Officers Complete Officer Training offered by District 

(District Gov-Elect submits report)

4.Submit Yearly Club Impact Report (New Form) by Sep 30th

5.Review Club Bylaws & Report on optimistleaders by Dec 31



OPTIMIST .ORG
Optimist Leaders



Create 
an 

account





Scroll down and 
put your club’s number
here







Click on Reports





Side Note: Before you 
can submit the C.O.E.R.,

your club must have 
elected the officers for 

next year!





If you chose 
“other” type of 
project, in this 
box put the 
name of your 
project for 
reference later.



The Nitty Gritty Part ofCHAP
Club Leadership & Administration - Each activity equals 1 

Benchmark

1.Club Officer Elect Report completed by May 20th 

2.Club Officers (Pres, S/T) Complete Optimist Institute Training by 

Mar 31st

3.Club Officers Complete Officer Training offered by District 

(District Gov-Elect submits report)

4.Submit Yearly Club Impact Report (New Form) by Sep 30th

5.Review Club Bylaws & Report on optimistleaders by Dec 31

✓

✓

✓







OR

Passcode: 2627institute



Optimist Institute home screen







This one has 
a 2



Find More membership engagement resources, 

visit Optimistinfo.org, log in using your Optimist Institute 

credentials, and select Membership Engagement from the left-
hand menu to access:

• Club Guide

• C.A.R.E. Program Sample Agenda

• Member Review Survey

• Sample Invitation

• Directory of CARE Facilitators

You'll also find the complete Membership Engagement Toolbox 

and Membership Engagement Guides for Clubs, featuring 
resources for:

• New Members

• Engaged Members

• Non-Engaged Members

https://8gokoecab.cc.rs6.net/tn.jsp?f=001yp3WVOsfcs9uWMyuwO-AZ7YT8ev6zDv84C08RLKdRYbQSSGgIiqaDgvL7RBhZ82ah_kdI3_IL3f14HFIp9_q6fo_QK3IPvJf41mm0PuLRx_4gyYA0gdZFhyn0MtGf-nRV-ofzo9Z3uOyzpB7pCdmTA==&c=7dm1m8GXrqeFMEAKHo7u0hi3ZhadsFHmCnfd_1bU1P5NWNB8XBEoAw==&ch=3LZSkL7V5mAOOwPjqyJ3TxhEmWlb11dGROwsp_bqZXRqyLlxLPcIMQ==




The Nitty Gritty Part ofCHAP
Club Leadership & Administration - Each activity equals 1 

Benchmark

1.Club Officer Elect Report completed by May 20th 

2.Club Officers (Pres, S/T) Complete Optimist Institute Training 

by Mar 31st

3.Club Officers Complete Officer Training offered by District 

(District Gov-Elect submits report)

4.Submit Yearly Club Impact Report (New Form) by Sep 30th

5.Review Club Bylaws & Report on optimistleaders by Dec 31

✓

✓

✓

✓



District Directory is here:









Be sure to 
use the 
same email
address 

that is on 
file with OI. 

So be sure 
to keep all 
information
accurate 
on 
Optimist 
Leaders!









Tax Filing
– IRS FORM 990-N

DUE DATE: FEBRUARY 15



*Go to optimist.org
*Member 
Resources

Hint #1

*Tax Filing 
Information for Clubs



Hint #2, #3, & #4

~Have your club’s federal tax number handy 
~This is the phone number for the 
IRS nonprofit / tax exempt center: 
877-829-5500

~Have your cell phone handy 



Id.me Create an
Account



IRS.gov





State of Missouri Annual Registration Report

*Have your credit card available

CHAPTER 355 FEES—Not for Profit Corporations

Annual Registration Report Filed Timely (paper)......... $15.00 
Annual Registration Report Filed Timely (on-line)....... $10.00 
Biennial Registration Report Filed Timely (paper)....... $30.00 
Biennial Registration Report Filed Timely (on-line) ..... $20.00

*You will also find it helpful to 
have your club’s Charter 
number.

Due by August 31



Sos.mo.gov/business/corporations

Click here



Create an 
account



Annual and Biennial Registration Reports

We recently upgraded to a new enhanced filing system. With the new 

system, all customers must have a user account associated with a 

valid email address. Make sure to confirm your account with the 

message emailed to the account provided at registration before 

attempting to log in to the system. If you have a confirmed account 

and are needing directions for filing your report see below:

To file a registration report online and save on 
fees
•After creating an account/logging in, go to 

business filings landing page:

•Look for the box titled Registration Reports

•Click the link for the type of report you wish to file 

Annual or Biennial

https://bsd.sos.mo.gov/


Facebook
Search: Optimist’s East Missouri District 

Public Page

https://www.facebook.com/Optimist.Eastern.Missouri.District

https://www.facebook.com/Optimist.Eastern.Missouri.District


Also Facebook Private Members Only Group

Search: East Missouri District Optimist Members Only 
https://www.facebook.com/groups/274278031987389

https://www.facebook.com/groups/274278031987389


Branding
Who We Speak To



You are a member of the EMO Board of Directors

President

Suggestion: always have a back up plan in case 
your speaker is a no show

Share those communications with all of your 
members

Read everything EMO and OI send



Email

Text

Phone

Communication

Members
Officers
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MEETING GOVERNANCE

A simple before–during–after rhythm prevents drift.
President owns flow; secretary owns the record; both own follow-through.

Before
President: draft agenda, priority 
decisions, time boxes.
Secretary: prior minutes, reports, 
roster changes, open actions.

During
President: facilitate, clarify motions, 
keep respectful focus.
Secretary: record decisions, votes, 
assignments, and due dates.

After
President: follow up with chairs and 
recognize progress.
Secretary: distribute minutes, file 
updates, and confirm next agenda 
inputs.

Meeting rule of thumb: if it creates a commitment, make it a recorded action with an owner and date.
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ANNUAL CADENCE

Know the dates that shape club administration.
Use one shared calendar for district events, officer deadlines, board meetings, and roster 
checkpoints.

Q1 Oct–Dec

Roster snapshot: Dec 31

Orient officers; confirm 
bylaws, committees, annual 
calendar.

Q2 Jan–Mar

Roster snapshot: Mar 31

Review projects, finances, 
membership follow-up.

Q3 Apr–Jun

Roster snapshot: Jun 30

Prepare officer transitions, 
awards, and district 
reporting.

Q4 Jul–Sep

Roster snapshot: Sep 30

Close the year cleanly; final 
roster adjustments by Sept. 
30.

Quarterly dues are based on membership recorded at the 
International Office on Dec. 31, Mar. 31, Jun. 30, and Sep. 30.

Source: Optimist International Club Reports, Club Roster Adjustments section.
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PRESIDENT + SECRETARY PARTNERSHIP

The 15-minute huddle that keeps the club ahead.
A short weekly check-in is the lowest-effort way to prevent confusion.

President asks Secretary confirms

1 What decisions are coming?

2 Which chairs need support?

3 What should be recognized?

4 What conflicts or gaps need attention?

1 What was decided last time?

2 Which actions are overdue?

3 What roster or report updates are pending?

4 What belongs on the next agenda?

Close every huddle with a shared next agenda, a short action list, and who owns each item.



30-60-90 DAY ACTION PLAN

Leave with three commitments.
30 Stabilize the basics

Confirm officer access, roster status, current bylaws, 
meeting schedule, and open action list.

60 Build the operating rhythm
Create the annual calendar, committee check-ins, minutes 
process, and president-secretary-treasurer huddle.

90 Improve one club habit
Choose one measurable improvement: 
attendance follow-up, reports on time, 
project planning, or member recognition.

President  + Secretary + Treasurer = 
clarity, continuity, and confidence for the club.

11
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RESOURCES & ESCALATION

Use the district and international systems — do not reinvent the 
wheel.
When in doubt, start with official documents and ask early.

01 Club bylaws & policies Use Standard Club Bylaws or your filed club bylaws as the first reference for 
operating questions.

02 Optimist Leaders Online tools support roster adjustments, officer records, and other club 
administration.

03 Optimist Institute Training modules and tutorials help officers learn systems and leadership 
routines.

05 EMO District leaders District officers, Lt. Governors, and committee chairs provide local support and 
coaching.

Helpful starting points optimist.org  |  optimistleaders.org  |  optimist.tovuti.io  |  oi-emo.org

Sources: Optimist International document library; East Missouri District website; Optimist Institute references.

04 Optimistinfo.org Webinars, sample NOW invitation, etc.



Create Friendships
and Partnerships

Keep up with Optimist trends

The Continuum of 
Learning

Conferences



Creating Our Future!

Top Volunteer Leaders!



District email: emoptimistdist@gmail.com

Mary’s email: mhat123@yahoo.com

District website: oi-emo.org   

Mary’s Cell: 314-835-7524

mailto:emoptimistdist@gmail.com
mailto:mhat123@yahoo.com
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