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A. [bookmark: _Toc210226746] Student Organizations 

[bookmark: _Toc210226747]Executive Body and Student Council
Each cohort in the student body elects a leadership team whose purpose is to formally represent the cohort with their interests and concerns. Elected officers should represent the collective voice, not just the voice of the individual elected. Elections are held typically one month after the start of school to give class members time to get to know one another. Upperclassmen and the Office of Student Services (OSS) usually assist with the election process.

The class raises (and expends) funds to support its fellow members with opportunities to increase their educational experiences with events, guest speakers, etc., and provide social and cultural experiences. Discretion and professionalism should be the hallmark of elected representatives. Because this is a student orchestrated organization, the positions and responsibilities can be modified once the executive body has been formed. 

· President - Serve as chairperson of the student executive body. Preside over student executive body and student council meetings. Act as official representative at other class meetings (e.g. Dean’s Town Hall) and events. Plan events with members of the student council and the executive body. Represent the cohort at faculty and staff meetings or delegate a representative. 

· Vice President - Preside at the student executive body or student council meetings of the cohort in the absence of the president. Succeed the president if they are unable to complete their term of office. Remain available to serve the cohort/student executive body when needed. Perform specific duties as assigned by the class constitution.

· Secretary - Schedule executive body and student council meetings. Record and produce minutes of all meetings. Handle the executive body and student council correspondence. 

· Treasurer - Maintain thorough and accurate records of all executive body and student council transactions. Produce financial reports as required by CVM Business Services. Meet each semester with the CVM Business Services Manager and an Office of Student Services representative to reconcile accounts.

[bookmark: _Toc210226748]Other Student Council Elected Positions
The following positions are recommended positions to serve in support of class operations, fostering community, and enhancing the student experience. The student council positions may be temporary or ongoing to meet the needs of the cohort.
· Historian - Record all history of the cohort and make it available to the cohort. Take and collect media of all events to assist in developing a history of the USU CVM. All history should be uploaded in the cohort/club box folder. A live link to said folder is available on the CVM website (under class directory). 

· Wellness Chair - Individual(s) from each USU CVM cohort shall plan and coordinate events with the CVM Office of Wellness in order to bring about class unity and fun including but not limited to birthday surprises, social gatherings, and other special recognitions.

· Utah Veterinary Medical Association (UVMA) Representative - Attend the monthly UVMA meeting to represent the student perspective at these meetings. All UVMA cohort representatives coordinate interactions/events between the professional organization and the student body. 

· Cache Veterinary Practitioners Association (CVPA) representative - One or two individuals from each USU CVM cohort attend the monthly CVPA meeting to represent the student perspective at these meetings. 

· Technology/Communications Coordinator(s) – Manage digital platforms (e.g. Discord) and report misconduct to the Office of Student Services. Assist faculty, guest speakers, or other presenters with classroom technology. 

[bookmark: _Toc210226749]Class Officer Meeting Expectations
Executive body officers are expected to hold meetings at least once per month with or without the student council to ensure consistent communication and planning. A representative from Student Services will attend the beginning of each meeting to provide updates and address any questions. After this portion, the representative will be excused, allowing officers to proceed with the remainder of their agenda. Meeting notes should be uploaded to the class/club box folder following each meeting.
B. [bookmark: _Toc210226750]CVM Committees

· Affiliated Veterinary Instructional Partner (AVIP) Approval Committee – one student representative with a 1-year renewable term (still in planning stage).

· Inclusive Excellence Committee – One or two student representative(s).

· Committee and Student Club Governance Committee - student representative(s).

· Faculty-Staff-Student Wellness and Relations Committee - student representatives from each class.

· Safety Committee - student representative(s). Ensure awareness and implementation of USU Policy 337: Safety and Health/ Bring attention to any safety concerns within the college and associated facilities and make CVM administration aware of any shortcomings.

C. [bookmark: _Toc210226751][bookmark: _TOC_250004] Clubs

[bookmark: _Toc210226752]What Classifies a Club?
A club or organization is a group of students who share a common interest and have gone through the formal approval process of organizing themselves through the Office of Student Services (OSS). Only currently chartered clubs and organizations have the privilege to use university facilities and equipment. Clubs and organizations should be formed for the purpose of social, educational, and leadership development. Clubs and organizations have a role in the enhancement of a student’s personal and professional growth.

[bookmark: _Toc210226753]Registering a Club
Every student club or organization must register with the Office of Student Services in AGRS 205. The application process is online, or paper forms may be obtained from the OSS. Upon meeting eligibility requirements and receiving approval by the Director of Students for the USU CVM, the club or organization will be registered. Any questions should be directed to Rami Heers (rami.heers@usu.edu). 

To qualify as a club, a student organization must first verify that the same or very similar club/organization does not already exist. If one does not exist, the organizer must file the following information with the Office of Student Services via the Club Formation and Transition Form:
1. Find a USU CVM faculty or staff member to be your advisor. An advisor is REQUIRED to start a new club. It would be best to identify an individual with appropriate interests and experience related to your club to help lead your club.
2. Name of the Organization.
3. Name, titles of officers, and initial list of members (you will need a minimum of 3 members to fill the required officer slots).
4. Purpose and brief description of organization.
5. The club or organization must submit a typed constitution following similar guidelines for writing a constitution outlined below.
    
[bookmark: _Toc210226754]Club Transitions
Existing clubs or organizations must submit a club transition form to the Office of Student Services for each new school year following the annual reconciliation with the Business Office after the selection of new officers. The documents are available online or from the OSS (see sample at the end of this manual). Clubs must also review the Organizations and Clubs Manual and comply with all guidelines as described in the current policies. Registration shall be valid from the date of approval to the end of the succeeding spring semester.

[bookmark: _Toc210226755]Club Requirements
To be considered an active club, the club needs to meet the minimum institutional requirements:
· Must have a positive (or zero) balance in their account.
· Has an executive body with a minimum of a president, secretary, and treasurer.
· Must have an advisor.   
· Must hold a minimum of one event per semester (may be in connection with other clubs). Within the first three weeks of the beginning of the semester, an Event Intent Form must be submitted in order to meet this requirement. Calendar scheduling will be on a first come first serve basis. Clubs, their representatives, and event attendees must adhere to the USU student code of conduct when participating in club sponsored activities. 
A club that fails to meet minimum institutional requirements will fall under probation. 
If a club under probation does not meet the minimum institutional requirements within the semester of probation, the club will be disbanded.
A disbanded club’s residual balance will be distributed to SAVMA. 

[bookmark: _Toc210226756]Club Advisors
Since CVM clubs function under the CVM departmental clubs, adjunct professors, staff, and academic veterinary technicians may act as club advisors. Club advisors typically commit 1–3 hours per month, though this may increase to 4–6 hours during busy seasons or for more active or complex clubs. Advisors provide general oversight to ensure clubs operate within university and professional standards, support student leadership through mentorship and officer transitions, and guide event planning by reviewing and approving activities on the Event Intent Form. They are expected to model professionalism, remain accessible to student leaders, and attend key meetings or events. The role is designed to offer structure and support without micromanaging. 
[bookmark: _Toc210226757]Club Meetings
Club officers should hold monthly meetings to address event planning, questions, and concerns. An OSS staff member will be available to attend the meetings as needed to address questions of scheduling, planning, use of forms.
At the beginning of each semester, the Student Services Coordinator over clubs will meet with active clubs’ officers and their advisors to address any questions, policies, and expectations for the semester. 

[bookmark: _Toc210226758]P-Card Purchases
· [bookmark: _Toc210226759][bookmark: _Toc197953711]All registered clubs must use the USU accounting system. A cohort account and club account for the tracking of funds has been established that provides the ability to use a P-Card (purchase/credit card).
· [bookmark: _Toc210226760]Each club executive body and cohort executive body must designate at least one delegated P-Card user. It is recommended that the treasurer does not act as a delegated user. Instead, the person who will be expected to organize events and activities should be the person delegated to use the P-Card. 
· [bookmark: _Toc210226761]At the beginning of each school year, the delegated P-Card users must complete the P-Card online training (Learn Blue) as well as training with the Office of Business Services in order to check out a P-Card from the Office of Student Services. 
· Once this training has been completed, the delegated P-Card user will meet with the student services coordinator over clubs to finish documenting the training and reviewing the expected tracking procedures. The student services coordinator will add the new delegated user to the list of approved P-Card users. 
· At the end of each spring semester, it is the club president’s and treasurer’s responsibility to reconcile the account with the CVM business services manager (Brenda Poulson) and the faculty advisor. 
· [bookmark: _Toc210226762]At least three weeks before checking out a P-Card for purchases using CVM funds, a student executive body or club officer must complete the Event Intent Form (refer to the sample at the end of this manual), which includes their faculty advisor’s signature. The form is available online or from the OSS. Once submitted, a student services coordinator will review the form and either approve it or request revisions to ensure compliance.
· When returning the P-Card to the OSS, the delegated user must label the itemized receipt with the following information: name of club, date of the event, index #, and then sign the receipt. In addition to the original receipt, turn in one photocopy of the receipt. Students may use the office copy machine.
· When serving food or drink at an event, attendance needs to be taken using the event attendance tracking sheet and needs to be turned in with any receipts. 
· All non-consumable items purchased with CVM funds are considered property of the CVM and must be returned to the Office of Student Services no later than three (3) days following the event. 
· Returned items must be thoroughly cleaned prior to submission. To minimize duplicate purchases, a list of previously acquired items is available for clubs wishing to check out existing supplies.
In brief, whenever a club uses funds for an event, the following needs to occur:
· Fill out Event Intent Form 
· Verify funds in club account 
· Fill out attendance tracking sheet 
· Turn in receipts 
· Return P-Card 
· Turn in non-perishable items
· Regularly update box folder 

[bookmark: _Toc210226763]Activities and Use of Facilities 
Registered clubs may hold events in USU classrooms based on their availability and use CVM equipment. After approval of the Event Intent Form, the OSS will post the event on the CVM Events Calendar.

[bookmark: _Toc210226764]List of Organizations

Executive Body and Representatives: Class of 20..	
Description: The class executive body serves as the official voice and organizing group for the student cohort. It works to enhance communication between students, faculty, and administration, and coordinates activities that promote class unity, professional development, and academic support.
Organized: Each cohort organizes early fall of first year.

Student American Veterinary Medical Association (SAVMA)
Description: SAVMA organizes events, service projects, and professional development opportunities for students. It supports student wellness, fosters leadership, promotes community involvement, and connects members with national SAVMA and AVMA resources. The chapter serves as a hub for student engagement and advocacy within the veterinary profession. 
Organized: Fall 2025

Veterinary Business Management Association (VBMA)
Description: The Veterinary Business Management Association is a student-driven organization dedicated to advancing the profession through increasing business knowledge, creating networking opportunities, and empowering students to achieve their personal and professional goals. As a club, we plan to have many businesses, entrepreneurs, veterinarians, etc. come and talk to us about being successful in our veterinary business careers. Through the VBMA members can also earn a Business Certificate, which is recognized at graduation with cords and notation on transcript and diploma. There are also externship and national meeting opportunities associated with the VBMA.
Organized: Not current


[bookmark: _Toc210226765]List of Approved Clubs

Ag Animal & Theriogenology (AKA Large Animal Club) 
Description: What is traditionally two clubs elsewhere is consolidated into one club at USU. The club is directed towards those interested in working with animals associated with agriculture practices. The emphasis on theriogenology will focus on advancing our knowledge and experience base on reproduction in animals. Due to the more readily available resources at hand, this will probably focus mostly on reproduction in ag animals, but we hope to expand it and include other animals too for those interested.
Organized: Fall 2013 

American Association of Equine Practitioners (AAEP) 
Description: As students of veterinary medicine, we strive to expand our knowledge of equine health and welfare, grow our potential as future practitioners with service projects that also make positive and lasting impacts in our community. The core values for this club are education, service and community.
Organized: Spring 2013

Anesthesia Club
Description: The Anesthesia Club’s mission is to enhance understanding of pain management, anesthesia, and patient care across all species. The club provides opportunities for hands-on learning, lectures, and discussions led by faculty and professionals in the field. Its purpose is to foster interest and competence in anesthesia and analgesia, promote the safe and ethical use of anesthetic and analgesic techniques, and prepare students to deliver compassionate, evidence-based pain management in their future veterinary practice.
Organized: Fall 2025

Emergency and Critical Care Society (SVECCS)
Description: The purpose of this club is to educate and inform students about emergency and critical care medicine. This includes CPR, management of an ICU and triage of critical animals. (large and small) Members enjoy participating in hands-on labs, as well as opportunities to network with local professionals in the field.
Organized: 

Integrative Veterinary Medicine Club (IVM Club)
[bookmark: _Hlk213316431]Description: The Integrative Veterinary Medicine Club is a club surrounding all aspects of holistic veterinary medicine including: Chiropractic, Chinese medicine (herbal therapy, acupuncture, food therapy), alternative diets, laser treatment, massage therapy, hydrotherapy, and physical therapy. We will have fun activities such as lectures, labs, and trips surrounding alternative (or complementary) therapies.
Organized:

Internal Medicine Club
    Description: The goal of this club is to provide educational opportunities to veterinary students who want to gain more clinical experience in the field of internal medicine, including the prevention, diagnosis, and management of diseases affecting companion, production, and exotic animals.
Organized: Fall 2025

Nutrition Club
Description: The objective of this club is to provide additional information and resources for veterinary students interested in animal nutrition. Students will be able to network in the field and receive supplemental information for Large, Small and Exotic animal nutrition.
Organized:

One Health Club
Description: The purpose of the OHC shall be to provide current veterinary students attending USU’s College of Veterinary Medicine interested in one health and/or veterinary public health an opportunity to learn more about these areas. We seek to provide students with hands-on opportunities and contacts with veterinarians currently in the profession.
Organized:

Pathology Club
Description: The purpose of our club is to introduce students to the diverse careers available within the field of veterinary pathology and provide opportunities to develop their clinical skills. Through guest lectures, hands-on activities, and case discussions, we aim to help students understand the role of pathologists in clinical medicine, biomedical research, and public health. Our goal is to build a community of students who share an interest in the study of disease processes in animals.
Organized: Fall 2025

Preventative Health Club 
Description: This club was designed to provide preventive health care for veterinary students that have animals (cats and dogs) since we lack a teaching hospital. Each semester, we throw a student-run clinic to examine and treat our pets. Besides getting low-cost preventive care for your animals, you get amazing hands-on experience with doing physical exams, drawing blood, administering vaccinations, and writing a medical record. (You get to be the vet!) Additionally, this semester, the club will also host some informative lectures and labs on preventive health topics.
Organized: Spring 2014

Shelter Medicine Club 
Description: This club was designed to provide preventive health care for veterinary students that have animals (cats and dogs) since we lack a teaching hospital. Each semester, we throw a student-run clinic to examine and treat our pets. Besides getting low cost preventive care for your animals, you get amazing hands on experience with doing physical exams, drawing blood, administering vaccinations, and writing a medical record. (You get to be the vet!) Additionally, this semester, the club will also host some informative lectures and labs on preventive health topics.
Organized: 2012, reorganized May 2016

Sports Medicine and Orthopedic Club
Description: This club aims to provide students exposure to the various sports available to canine and equine species along with medical, surgical and rehabilitative practices that encompass them. The club reaches out to community sporting events to develop a knowledge of the medical needs of each sport. The club also invites practitioners with experience in sports medicine, orthopedics and rehabilitation to share their experience in this career with club members. Finally, the club has routine video conference calls with the WSU Orthopedic and Sports Medicine Club to discuss case reports from practitioners at the veterinary teaching hospital.
Organized:

Surgery Club
Description: The purpose of the Surgery Club is to provide educational opportunities to veterinary students who want to expand their knowledge of surgical techniques and procedures.
Organized: Fall 2014

ZEW Club - Zoo, Exotic, and Wildlife 
Description: The purpose of ZEW Club shall be to provide current veterinary students attending USU’s College of Veterinary Medicine interested in zoo, exotics, and/or wildlife medicine an opportunity to learn more about those areas of medicine past what is learned in the standard curriculum. We seek to provide students with hands-on opportunities and contacts with veterinarians currently in the profession.
Organized: Spring 2013

[bookmark: _Toc210226766]General Club Advice from the Class of 2027 (submitted by Amber DeBack)
· The club president is not supposed to do everything. Ensure that all club officers are involved in planning and execution of events. Don’t leave anybody out! 
· Start planning activities over the summer, it’ll make your life easier when in 3rd semester 
· Have regular meetings (every 2-3 weeks), even if they are just a 5-minute check-in with each other. It will help everyone be on the same page when it comes to planning events. 
· Take advantage of your club advisors, they are there to help you learn and grow as leaders! 
· If your club doesn’t have much money, you can request it from SAVMA. This last year, the max amount that could be requested within 365 days was $400. That amount may or may not change. 
· Cadavers for wet labs can sometimes be acquired either from the UVDL or from the anesthesia crew (Sharon Klingler/Dr. McEntire). Availability of cadavers depends on what has come through the UVDL lately and what the anesthesia crew won’t be using for class. Giving them a couple months’ notice is ideal. 
· Lectures hosted by clubs that are given at lunchtime DO NOT have to provide lunch. The “lunch and learn” phenomenon is left over from the pandemic. To encourage students to come to campus for club events, clubs would provide food. Before the pandemic, lunchtime lectures generally did not include lunch (students brought their own). Basically, don’t feel like you need to spend money to have a “lunch and learn”. They can be free or nearly free (i.e. speaker gift) for clubs to host. 
· Our USU zoom permissions only allow for 40 minutes zoom meetings. If you have a lecturer zooming in, you have a couple options to allow the meeting to last at least an hour: ○ Use the zoom account of a faculty or administrator (don’t ask them last minute) ○ Use your WSU zoom account. Log into the meeting through your WSU account on your phone/laptop/iPad. Then join that zoom via your USU account on the classroom computer. Have your lecturer join the zoom.
· Your personal device ends up hosting the zoom via your WSU credentials and you can have a lecture/meeting that lasts as long as you need. 
· Don’t be afraid to make/enforce rules about attendance to labs or lectures that you host as a club. If students are consistently submitting an RSVP but not attending, you are allowed to ban them (temporarily or permanently depending on the situation). 
· Keep all receipts until you are certain they are recorded properly in Box and with Brenda/student services.

D. [bookmark: _Toc210226767]Procedures
South Farm
When reserving South Farm rooms, a student services coordinator should do so via Outlook Calendar. In order to ensure that South Farm gates are accessible after hours and on weekends, this form must be completed as well. 
E. Forms and Documents 

[bookmark: _Toc210226768]Sample Constitution/By-Laws 
The following outline and questions are designed to help you write a constitution for your organization. The constitution should contain statements concerning aspects of the organization and the way the club is maintained. Items that are subject to frequent revision should be included in your by-laws. Required sections are underlined.  In order to be officially registered with the Office of Student Services, you must include this information in your constitution.  You may want to delete certain sections and add others to your constitution. If you want to collect dues, it needs to be mentioned in the constitution.

Constitution of (Name) 
Article I - Name, Purpose and General Statements 
Section1:	What is the exact title/name of the organization/club?
Section2:	Nonprofit status of organization (must operate as nonprofit). 
Section 3:	How does one maintain Clubs & Organizations membership in good standing? (Clubs are subject to all policies and procedures as outlined by USUSA and the Utah State University Student Code).
Section4:	What is (are) the purpose(s)?
Article II - Membership
Section 1:	Who is eligible for membership?  Are there special requirements or restrictions? (University policy requires there be no arbitrary exclusion on basis of race, creed, color, sex, national origin, or disability).
Section 2:	Are there categories of membership? If so, what are they? (Policy requires two-thirds of voting membership must be registered students of Utah State.)
Section3:	How does one become a member?
Section 4:	How does one maintain membership in good standing? Can a member be removed from the rolls of the organization, and for what cause, and by what process?
Article III - Officers
Section 1:	How many officers are there?  What are requirements to be an officer? (Policy requires that only students matriculated with Utah State may be officers. Upon request of the USUSA Executive Council this requirement may be waived for honorary and/or professional societies).
Section 2:	What are the duties and general responsibilities of the officers?
Section3:	How are officers elected/appointed? When are they selected; take office?  How long do they serve?  Can they be removed from office?  Under what circumstances and by what procedure?
Article IV - Committees
Section 1:	What standing committees shall exist?  What are the duties and responsibilities of these committees?  Who serves on these committees? 
Section 2:	Special committees?
Article V - Meetings
Section 1:	How many regular meetings are to be held?  When?  How are they called and who is responsible?
Section 2:	How many for a quorum?
Section 3:	How are decisions made?  By simple majority?
Section 4:	Special meetings?  For special purposes only?  Who may call them?
Article VI - Financial Matters
Section 1:	The club shall not provide monetary gain, incidentally or otherwise, to its directors or membership. The handling of funds will follow all current CVM and USU cash handling and fiscal management policies. Training of the Treasurer will be done through online sources and the Office of Student Services. 
Section 2:	Should the organization dissolve leaving residual assets, how shall these be distributed?  If not stated, the Office of Student Services will redistribute remaining monies to the SAVMA account.
Article VII - By-Laws
Section 1:	If there are to be provisions for by-laws, how are they to be established? Who prepares? How are they announced? Who can vote? Quorum needed? Majority vote?

Article VIII – Committees
Section 1:	Who can propose?  To whom are they submitted?  Who reviews? How much notice must be given to members of upcoming vote?  When do they take effect?
Section 2:	Quorum?  Vote needed to pass?

Date of Ratification:

Signatures of Officers/Witnesses:

[bookmark: _Toc210226769]Sample Description or Mission Statement
The following example illustrates a simple and straightforward description of the club and its focus. Descriptions may be more elaborate and detailed, but that is not a requirement. 
[bookmark: _Toc210226770]Example: 
This club is formed to help students striving to understand and enhance equine medicine, be informed on factors affecting the horse industry, have opportunities for more hands on work with horses, and learn from equine practitioners.

Club and Event Related Forms

[image: Macintosh HD:Users:michaelbishop:Desktop:*Vetmed Stacked Wordmark Tower.png]
Club Advisor Agreement

The average time commitment for a club advisor at USU’s CVM is typically:
1–3 hours per month
This can vary depending on:
· Club activity level: More active clubs may need 4–6 hours/month, especially during event-heavy seasons.
· Size and complexity of the club: National chapters (e.g. SAVMA) or fundraising-heavy clubs may require more involvement.
[bookmark: _Toc197953720]Typical Breakdown:
✅ Monthly officer check-in: 30–60 minutes
✅ Event oversight/approval: 15–30 minutes per event
✅ Email communication: ~30 minutes/month
✅ Occasional event attendance: 1–2 hours
[bookmark: _Toc197953721]Responsibilities of the Advisor
[bookmark: _Toc197953722]General Oversight
· Ensure that the club operates in line with university policies and professional standards.
· Stay informed about the club’s activities, goals, and events.
[bookmark: _Toc197953723]Support Student Leadership
· Encourage students to take initiative and lead the organization.
· Provide advice and mentorship to club officers (president, treasurer, etc.).
· Help with officer transitions, reconciliation, and continuity from year to year.
[bookmark: _Toc197953724]Event and Activity Guidance
· Review and approve plans for club events, guest speakers, and outreach (sign Club Event Intent form).
· Offer connections to relevant professionals or faculty who can speak or support events.
[bookmark: _Toc197953725]Professionalism and Ethics
· Serve as a role model for professional conduct and ethical behavior.
· Help ensure that the club reflects the values of the veterinary profession.
[bookmark: _Toc197953726]Availability and Communication
· Be reasonably accessible to club leaders.
· Attend some club meetings or events, if possible, especially major ones.

Most advisors are expected to strike a balance, providing structure and mentorship without micromanaging.

[bookmark: _Toc197953727]Advisor Commitment Acknowledgment
Name of Club: ____________________________________________________
I agree to serve as the faculty/staff advisor for the above-named club and will support the organization and its members to the best of my ability.

Advisor Name (Print): ____________________________
Signature: ____________________________	
Date: ____________________________
Club President Name (Print): ____________________________
Signature: ____________________________
Date: ____________________________


[image: Macintosh HD:Users:michaelbishop:Desktop:*Vetmed Stacked Wordmark Tower.png]
USU CVM
Club Formation/Transition Form
Date: 			
Name of Club: 						
This is:
	A new club (a copy of your constitution or bylaws must accompany this document)
	Name of organizing individual: 								
	A transition of leadership in the club (attach a new copy of your constitution or bylaws only if a change has been made)
	Re-stating an inactive club (a copy of your constitution or bylaws must accompany this document)

Description to be shown on website (for transitions, only fill in if a new description is needed):
																																							

List of Incoming Officers
*President: 						
Vice president: 						
*Secretary: 						
*Treasurer: 						(requires special training for handling of funds)
Other: 							
Other: 							
Other: 							

*Faculty advisor: 					
	*mandatory positions for the formation of a club

Annual membership dues: 				


For official use only

Date received by the CVM Office of Student Services: 		
Office of Student Services signature: 					
Reconciliation date: 			
Outgoing officer initials: 		   
Incoming officer initials: 		
Business Services signature: 	
Club Advisor’s signature: 				
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Event Attendance Tracking Sheet

Name of event: 								
Name of club (if applicable): 						
Date: 			
Location: 									
Type of event: 
· Social
· Educational
· Required
Name and affiliation (student, faculty, staff, speaker, guest, …) of attendees: 
	1. 
	2. 
	3. 

	4. 
	5. 
	6. 

	7. 
	8. 
	9. 

	10. 
	11. 
	12. 

	13. 
	14. 
	15. 

	16. 
	17. 
	18. 

	19. 
	20. 
	21. 

	22. 
	23. 
	24. 

	25. 
	26. 
	27. 

	28. 
	29. 
	30. 

	31. 
	32. 
	33. 

	34. 
	35. 
	36. 

	37. 
	38. 
	39. 

	40. 
	41. 
	42. 

	43. 
	44. 
	45. 

	46. 
	47. 
	48. 

	49. 
	50. 
	51. 

	52. 
	53. 
	54. 

	55. 
	56. 
	57. 

	58. 
	59. 
	60. 

	61. 
	62. 
	63. 

	64. 
	65. 
	66. 

	67. 
	68. 
	69. 

	70. 
	71. 
	72. 

	73. 
	74. 
	75. 

	76. 
	77. 
	78. 

	79. 
	80. 
	81. 



 
 [image: ]
P-Card Delegated User Training and Agreement Form
 
 
Please initial beside each statement and sign below. Doing so indicates that you understand and will comply with all P-Card requirements. 
 
 
       I have completed the online training for P-Card Cardholders.
 
      I understand that the P-Card is signed out to me and that it is my responsibility to understand and follow all P-Card procedures.
 
      I understand that the P-Card is a restricted-use card and is considered to be University property. I agree to use the card to only make University approved purchases and not to the my card to make personal purchases. I agree to immediately report any inappropriate or mistaken purchases to the CVM Office of Student Services. I also agree to reimburse USU for such purchases.
 
      I understand that every purchase must have an itemized receipt.
 
      I understand that it is my responsibility to ensure that Utah sales tax is not charged when using the P-Card for purchases occurring within the State of Utah. The tax exemption number is imprinted on the P-Card.
 
      I understand that my P-Card transactions must be reconciled. I may assign the reconciliation process to someone else (e.g. treasurer). I must sign and date the itemized receipt as a delegated user. My signature indicates that the P-Card charges are University approved purchases.
 
      I understand that my reconciled transactions must be reviewed and electronically approved.
 
      I will immediately notify both US Bank (800-344-5696) and a P-Card Administrator (USU:435-797-0589 or CVM Office of Student Services: 435-760-1795) if the card is lost or stolen.
 
      I understand that there are USU Policies that impact my card use, including USU Policy 5001: Procurement Policy, and Section 36: Ethical Conduct and Penalties. These policies establish strict guidelines and additional support documents, or information may be required.
 
 
By signing this training and agreement form, I agree to the above for all P-Cards, for which I am a delegated user. Return to CVM Office of Student Services when completed.
 
	
	
	
	
	
	

	
	
	
	
	
	


                                                                                                                                         
Student Signature                    Student A#	    Date

                                                       
Student Printed Name


                                                                                                                             	
Supervisor / Department Approver Signature               Date


Rami Heers (Student Services Coordinator)

Supervisor / Department Approver printed name
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Delegated Card User Form
To be kept on file in department
Your signature as cardholder in this form indicates that you understand and will comply with delegated card user requirement, including the following statements:
1. A cardholder may designate another person to use the cardholder's P-Card to make authorized purchases. 
2. Cardholders are responsible to ensure that delegated users are aware of P-Card procedures by having delegated users complete the online training, or by personally training them.
3. If delegated cardholders do complete the online training, please indicate how training was provided. 
4. Cardholders are responsible and accountable for all charges, whether made by themselves or by their delegated users. 
Last 4 digits of P-Card Club 1: 7407	Last 4 digits of P-Card Club 2: 7399		
	Delegated users:
Name (print)
	Date of delegated card user training online
	Date trained by cardholder or business office *

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


* Brief description of training provided: 
																														

													
Cardholder’s signature			Cardholder’s printed name		date 
													
Supervisor’s signature			Supervisor’s printed name		date 


[image: Macintosh HD:Users:michaelbishop:Desktop:*Vetmed Stacked Wordmark Tower.png]

Club Transaction Tracking Sheet

Name of club: 						

Transaction date:						
Event: 							
Account (leave blank): 					

	Type of transaction (check one)

	
	Transfer
	To what account:

	
	Payment
	Include name/vendor, Banner ID (if applicable), complete mailing address, and invoice (if applicable):





	
	Expense
	For all events, attach an attendance roster.

	
	Deposit
	Per USU policy, funds must be deposited within three business days. Please submit funds with completed form(s) to the Office of Student Services.



	Detailed transaction description
	Total

	
	

	
	

	
	

	
	

	
	

	
	

	Grand total:
	




													
                                                                                                                                                                     
Authorized / Delegated user’s signature	Authorized / Delegated user’s printed name		Date
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Event Intent Form
Please reference the Community Partner Relations (CPR) Policy and Campus Visit Guidelines for the use of this form. This form must be submitted at least 3 weeks prior to the proposed event date (4 weeks or more is preferable) for review and approval by the Office of Student Services (OSS). No promotional activity, vendor presence, or club-sponsored event may occur on university property without prior approval.							
Please complete all applicable fields related to your event and ensure the form is signed at the end.

Section 1: Basic Event Information 
Name of Club Officer/Community Partner/Vendor Rep: 							
Contact information of person filling out this form: 
Email: 					     Phone: 					
Name of the Event: 										
Date of Event: 				   (Note: double bookings with CVM sponsored events are not allowed.)
Start Time: 					   End Time: 					
Location Requested: First Choice: 				   Second Choice: 				   
Anticipated Number of Attendees: 						
[bookmark: Check15][bookmark: Check16]Is attendance being limited due to cost or space limitations?      |_| Yes        |_| No
	Explain: 											

Section 2: Logistics of the Event (CVM Hosts are expected to meet their guests at check-in with the Office of Student Services.)
Materials/supplies to purchase (Note: All non-perishable/non-food items still in working condition and purchased with institutional funds (i.e. Club or CVM funds) will be returned to the club bins for reuse or turned into the Office of Student Services if no longer wanted or needed to be shared with other clubs):  
			Item(s):							Est. Cost:
 													
													
													
													
												
               Estimated total cost: 	      	

Role of the faculty advisor or unit administrator during the event: 																				

Section 3: Community Partner Involvement (see Community Partner Relations Policy).
       	Name of Community Partner: 									
       	Industry Sector(s): 											
 (e.g. hospital or clinic, pet food, pharmaceutical, medical equipment, diagnostic lab, etc.)
       	Primary Contact Name: 										
			  Email: 					      Phone: 				
       
[bookmark: Check4]|_| Continuing Education (i.e. Mountainlands Conference, CVM Career Fair)
[bookmark: Check6][bookmark: Check7][bookmark: Check8]	Sponsorship Type:   |_| Booth	          |_| Meal	|_| Other: 					
	Are Promotional Items Provided? Type: 							
												
												
Est. Cost/Person: $			 
	Total sponsorship amount (attach applications as appropriate): $					
	
[bookmark: Check2]|_| Event Sponsorship (Non-CE. See the CPR policy for description and explanations of benefits).
	Event Name: 										
	Sponsorship Level (percentage of cost):
[bookmark: Check12][bookmark: Check13][bookmark: Check14]		|_| Gold (50% or more)	             |_| Silver (25-49%)	   |_| Bronze (10-24%) 
Are Promotional Items Provided? Type: 						
											
											
Est. Cost/Person: $		 
	Total sponsorship amount (attach applications as appropriate): $								

[bookmark: Check1]|_| Educational and Promotional Presentations (Note: Educational presentations are expected to be evidence based and should not promote specific brands or commercial interests during the presentation.)  
	Name of presenter(s): 									
[bookmark: Check17][bookmark: Check18]	Presentation Type:		|_| Educational	|_| Promotional
	Presentation Title: 										
	Presentation Topic: 									
	Name of Speaker/Presenter: 									
	Is a meal being provided (see CPR Policy max $20 for food/student/event; $100 aggregate food + promo/year)?
[bookmark: Check9][bookmark: Check10][bookmark: Check11]		Funded by:        |_| Club	      |_| Community Partner	|_| CVM
	Are Promotional Items Provided? Type: 						
											
											
Est. Cost/Person: $		 or Budget: $		

[bookmark: Check5]|_| Sales Visits 
Contact the Dean’s Office (435) 797-2515 or the Dep. of Veterinary and Clinical Life Sciences (435) 797-1762.

Section 4: Documentation and Oversight (please attach supporting documents as needed: PPT slides, support material, etc.).

Advisor: 												Name					Signature					Date



Club President or Community Partner: 
													Name					Signature					Date



For Office of Student Services Use
Date Received by Student Services Office: 				 
Date of Approval by Student Services Office: 				 
Name of Student Services Representative Granting Approval:	
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Community Partner Relations Policy and Campus Visit Guidelines
Effective Date: July 2025

The policy and guidelines may be updated as necessary (beyond the standard 3-year review) to reflect operational needs and address areas identified for improvement. The most current version will be posted on the CVM website. If agreements are made under a previous policy version, we will make every attempt to honor those arrangements. 

Purpose (Intent)
Utah State University College of Veterinary Medicine (USU CVM) values meaningful partnerships with vendors and industry professionals who support our educational mission and contribute to student, staff, and faculty development. This policy addresses the potential for inappropriate influence by commercial or private interests on the educational content of programs hosted by or held within the College of Veterinary Medicine. 
This document also outlines community partner expectations and procedures when planning presentation or sales visits to the USU CVM. The intent is to ensure orderly, respectful, and collaborative interactions. 
The use of university facilities or property to distribute, sell, or receive products and services from vendors and community partners is supported by USU Policy 2301: Individual Conflicts of Interest,  USU Policy 5001: Procurement Policy, and Section 36: Ethical Conduct and Penalties.

Definitions
Community Partner: A broad term referring to any organization, company, representative, or agent engaged in the development, marketing, distribution, or provision of products or services related to animal health. This includes, but is not limited to, entities that produce or market pharmaceuticals, medical devices, nutritional supplements, diagnostic tools, or other medical products, as well as those that provide veterinary or animal health care services.
   Examples of community partners include:
· Pharmaceutical companies
· Medical or surgical supply companies
· Pet food manufacturers
· Veterinary hospitals and clinics
· Diagnostic laboratories
· Distributors of animal health products
Student Ambassador/Representative: A student who is formally selected to represent an external organization or community partner in their interactions with the College of Veterinary Medicine (CVM). These positions may be paid or voluntary and are typically designed to promote the entity’s interests, services, or programs within the CVM community. Student Ambassadors/Representatives serve as liaisons between the organization and the CVM, coordinating activities, facilitating communication, and supporting approved events or engagements in alignment with college policies and values.
Vendor: Refers to a representative of a commercial entity that promotes or sells products or services relevant to veterinary education or practice.

Partner Relationships
We value your support!
Our students benefit greatly from interaction with professionals who represent a wide spectrum within the veterinary field. As a community partner, whether you are sponsoring an event, offering insight into career opportunities, or sharing innovations in animal health, your partnership and presence is meaningful and valued.
This same sentiment is extended towards our community partner’s role in fostering responsible, professional relationships with our faculty and staff. Whether you are collaborating on educational initiatives, evaluating new technologies, selling products and services, or coordinating industry participation in academic events, your engagement helps connect our college to the broader veterinary profession. These interactions support innovation, enhance student learning, and reinforce our shared commitment to advancing animal health. Your thoughtful collaboration with our faculty and staff is appreciated.

Documentation and Oversight
· Vendors and student clubs must submit an Event Intent Form  in advance of any on-campus promotional activity or vendor-sponsored event whether food or gifts will be distributed or not. 
· The Office of Student Services maintains discretion to review, approve, or deny community partner participation based on appropriateness, past compliance, and educational value.
· The Dean’s Office or Department of Veterinary and Clinical Life Sciences oversees and authorizes sales visits. 

Community Partner Activities and Guidelines
Community partners may engage with the CVM through a variety of approved activities that support the needs and professional development of its members. These approved activities include:
Educational Presentations 
Promotional Presentations
Event Sponsorship 
Continuing Education
Sales Visits

1. Educational Presentations - A content-driven session focused on advancing student learning in a discipline-specific area, such as clinical procedures, animal health products, or emerging technologies.
a) Must be organized in collaboration with a faculty member, club advisor, staff coordinator, or student representative.
b) Prior approval is required through the Event Intent Form  process. 
c) Presentations to students by commercial companies must support the educational mission of the CVM. As such, they must focus on enhancing student understanding of basic or clinical sciences, student well-being, diversity, or employment.  Marketing of company products, if included, must directly tie to the scientific knowledge presented and represent no more than 5% of the total presentation.  Failure to comply with this intent will limit future access to DVM students and university facilities and resources.
d) Presenters must clearly disclose any conflicts of interest or affiliations.
e) During student presentations, no on-site sales transactions are permitted without explicit, written authorization from the Office of Student Services.
f) CVM sponsored educational presentations have precedence and no other events may be booked during the same time. 
2. Promotional Presentations - A session with a marketing or sales focus, which may include product demonstrations, brand awareness, or outreach for recruitment or customer engagement.
a) Promotional activities must be clearly labeled as such and kept separate from formal academic instruction.
b) Sales representatives may not access students or faculty without an invitation and approved visit.
c) Visits must be pre-approved by the Dean’s Office or the Department of Veterinary and Clinical Life Sciences and must not interfere with academic schedules.
d) Promotional materials, branded items, and free samples are subject to gift limitations (see below).
e) Promotional presentations will not be allowed during 1st year-student orientation activities or during graduation ceremonies. Companies and their student representatives who desire early student access should consult the OSS for contact ideas and approval. 
f) Product demonstrations or informal displays must remain within the scope of the scheduled event.
g) Price lists, ordering instructions, or future purchase options may be shared, but must not pressure students to buy or sign up.
h) Student contact information will not be provided to vendors or community partners.

[bookmark: _Toc210226771]3. Event Sponsorship - Financial or in-kind support for a student or faculty-led event, such as a lunch-and-learn, seminar, or club activity.
a) Sponsors are encouraged to support educational or wellness events, club meetings, student socials, or career development activities.
b) All sponsorships must be coordinated through the Office of Student Services and require completion of an Event Intent Form .
c) Sponsorships must be equitable, optional for students, and not tied to any purchase or obligation.
d) Signage and branding may be included with approval, but events must remain primarily educational or community-focused.
Community partners may choose to sponsor one or multiple events, and sponsorship levels are based on the percentage of event costs covered:

Sponsorship Levels
· Gold (50% or more of event cost): Title sponsor, ability to offer promotional material and to actively engage and talk with students. Acknowledgement on all event announcements and flyers. 
· Silver (25–49%): Ability to hand out promotional material. Acknowledgement on all event announcements and flyers.
· Bronze (10–24%): Acknowledgement on all event announcements and flyers.

Important Guidelines:
Category exclusivity applies: Only one company per sector per event. If you are the Gold sponsor, no other company in your category may sponsor that event at any other tier.
We can accommodate multiple Silver and Bronze sponsors per event, if they are from different sectors.

4. Continuing Education (CE) Activities - Any approved post-graduate educational activity that helps veterinarians or veterinary students stay current with evolving practices and requirements.
a) CE sessions offered by partners must follow recognized veterinary CE guidelines (e.g., AAVSB-RACE standards).
b) All CE opportunities must be reviewed by USU CVM for educational value, content quality, and conflict-of-interest considerations.
c) Faculty-led CE offerings may invite external sponsorship but must maintain academic independence.
[bookmark: _Toc210226772]5. Independent Sales Visits
a) Walk-in sales visits without prior invitation and approval are not permitted.
b) Vendors seeking to meet with faculty or staff must submit a request to the Dean’s Office or the Department of Veterinary and Clinical Life Sciences.
c) Student contact information will not be provided to vendors or community partners.
 
Gifts, Compensation, Promotional Materials and Giveaways
1. Annual Aggregate Limit
a) The total value of all food, promotional items, gift cards, or similar giveaways received by an individual student from a single vendor must not exceed $100 per academic year.
b) This de minimis cap includes materials distributed at vendor-hosted events, during club meetings, or at CVM-sponsored activities.
c) Meal sponsorships should be clearly outlined in the Event Intent Form , including the meal type, vendor, anticipated cost per person, and anticipated headcount.

2. Meal Sponsorships
a) Vendors who wish to sponsor meals during an event are welcome to do so, but the cost must not exceed $20 per student. This guideline ensures equity and aligns with university spending expectations.
b) Meal sponsorships should be clearly outlined in the Event Intent Form , including the meal type, vendor, anticipated cost per person, and anticipated headcount or limits to attendance. 
c) Alcohol is strictly prohibited at any student event.

3. Event-Based Distribution
a) It is acceptable for community partners to pay the university a specified sum to set up a booth at a university event (e.g. Continuing Education conferences). Items of nominal value such as pens and notepads may be provided by vendors to university faculty, staff, or students who visit a booth, or who attend a presentation made by the vendor, if the giveaway items are made available to participants in a manner whereby all participants have an equal opportunity to receive the item.
b) All giveaways must be distributed equitably and in conjunction with approved events or structured interactions (e.g., student club meetings, professional development events).
c) Vendors may not provide individualized gifts to specific students outside of approved events.
d) Giveaways should not be contingent on participation in surveys, sign-ups, or follow-ups. 
e) Branded items (e.g. pens, notepads, tote bags) are welcome if they meet these guidelines. 
f) Any item of higher value mut be approved in advance by the Office of Student Services. 
g) List any proposed promotional materials or giveaways in the Event Intent Form . 

4. Gifts vs. Educational Donations
a) A community partner may make unrestricted monetary donations to the university.
b) Community partners may be invited to speak at specific program events, however any unrestricted monetary donations made by the vendor may not be tied specifically to a particular speaking engagement.  
c) Donations of equipment, instructional materials, or consumable supplies intended to support specific educational experiences (e.g., anatomy labs, simulation models, wet labs) are exempt from the $100/student/year limit. Substantive donations should be coordinated through the Director of Development and tracked through the business services office.
d) These donations must be coordinated in advance with the Office of Student Services and/or relevant course faculty, or club advisor.
e) Exclusions from the definition of a gift are items provided at a discount or free as part of a research project, and prizes or awards from bona fide competitions. 

5. Prohibited Items and Practices
a) Vendors may not offer cash, cash-equivalent incentives, or personal gifts to students under any circumstance.
b) The College does not permit raffles, lotteries, or prize drawings involving student participants without prior approval.
c) Alcohol is strictly prohibited at any student event.
d) Community partners may not directly provide food or any other gifts to individual university employees or students. Faculty and staff interactions with corporate sponsors are covered under USU Rule 036. Specifically, this policy addresses the receipt of gifts which refers to Utah Public Officers’ and Employees’ Ethics Act Section 67-16-5(2). The interactions with corporate sponsors providing a meal, or the occasional nonpecuniary gift, having a value of not more than $50 are exempted.  
 
6. Student Representatives
a) Entities may employ an official student representative from the CVM student body with approval from the Office of Student Services (OSS) if the entity has products or services which align with the educational, research, or service mission of the CVM or which contribute to the daily activities of a veterinary professional. 
b) Student representatives may commit to voluntary positions or roles with outside entities. However, each organization will contract with the individual student for expected work efforts, including projected effort time and compensation. As a general guideline, the CVM suggests students be expected to work no more than 40 hours/semester at an expected compensation of no less than $15/hour. 
c) Organizations will apply to the OSS for approval of the goal(s) of the contract agreement and for assistance to recruit an official student representative. After initial approval, future approvals and continuation of the student representative position must be renewed annually with the OSS.  
d) Changes in student representation or commercial contacts with individuals must be reported within 15 days to the OSS. 
e) Students must remain in good academic standing to continue as student representatives. It is the student’s responsibility to communicate their current academic standing and eligibility to serve the entity. The OSS will not disclose academic standing to outside entities. The student will be reminded of their academic obligations and their information as a representative will be removed from the CVM vendor website.

Event Intent Form
a) To hold a commercial community partner sponsored event with USU CVM, the organization or student representative must submit an Event Intent Form  to the OSS a minimum of four weeks in advance of the event. Failure to do so may jeopardize the ability to accommodate the request. The OSS and CVM administration reserves the right to decline approval of any event with justification. 
b) When filling out the Event Intent Form  include the following: 
· A description of the proposed activity  
· Name of the external speaker and presentation topic 
· Types of products, materials, or services to be distributed or marketed
· Food provided and estimated cost per student
· Limits placed on attendance. 

c) The OSS will review event proposals and may forward the materials to the appropriate faculty for advice on approval of the distribution of products, educational materials, marketing materials, or invitations to external speakers. Appropriate faculty are those whose discipline, clinic section, or course is directly related to the subject area involved in or possibly affected by the distribution of the product, educational materials, marketing materials, or external speaker topics.

Check-In & Parking Information
Parking:
Big Blue Parking Terrace (850 E 700 N, Logan, UT 84322) is a central parking garage. Hourly and daily rates apply. For current rates and regulations, visit USU Parking Services. 
Check-In & Badge Pickup:
Upon arrival, all vendors must check in at the Office of Student Services, located in AGRS 205 (Agricultural Sciences Building, Room 205). A visitor badge will be issued and must be worn visibly for the duration of your time on campus. Additional support materials, maps, and guidance will be provided.
Contact Person:
For questions, sponsorship ideas, or to begin planning a visit, please contact:
Rami Heers, Student Services Coordinator
rami.heers@usu.edu or DVMstudentservices@usu.edu; Office: (435) 760-1795
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