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About This Manual
This manual brings together the expectations, procedures, and resources for student organizations and clubs within the USU College of Veterinary Medicine. Use the links below to jump directly to common tasks, or browse the full table of contents.
Quick Links
	01
	Start a Club
Registration, eligibility, and approvals
	Registering a Club  →

	02
	Manage Your Club
Officers, advisors, and annual transitions
	Club Requirements  →

	03
	Plan an Event
Facilities, purchasing, and approvals
	Activities and Use of Facilities  →

	04
	Travel With Your Club
Authorizations and expectations
	Travel  →

	05
	Forms & Templates
Agreements, tracking sheets, and event forms
	Forms and Documents  →


Office of Student Services · For questions about club registration, transitions, and events, contact your OSS student services coordinator. This digital edition reproduces the source manual; confirm current forms and procedures with OSS before submitting.
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[bookmark: _Toc244869249][bookmark: _Toc244962992]Student Organizations
[bookmark: _Toc244869250][bookmark: _Toc244962993]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.
1. 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. Faculty/Staff meetings, 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.
1. 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.
1. Secretary - Schedule executive body and student council meetings. Record and produce minutes of all meetings. Handle the executive body and student council correspondence.
1. 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: _Toc244869251][bookmark: _Toc244962994]Other Potential 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.
1. 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).
1. 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. Serves on the Wellness Committee.
1. Club and Activities Coordinator – Serve as the liaison between the cohort and the clubs and organizations within the CVM. Share club events, meetings, and opportunities with the cohort, and help classmates find clubs that match their interests. Facilitate club elections during spring of each academic year. Coordinate with club officers and the Office of Student Services to keep the cohort’s events from conflicting with club events on the calendar. Help plan and organize class-sponsored activities with the student council and the executive body, and encourage participation across the cohort.
1. Faculty & Curriculum Representative – Surveys the class on matters important to them and brings those comments forward as an advocate. Serves as a representative of the class on the curriculum committee, may represent the class at monthly Faculty & Staff meetings in the absence of the president, and serves as a representative on the Affiliated Veterinary Instructional Partner (AVIP) Approval Committee.
1. 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.
1. 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.
1. Safety Officer - Serve as the cohort’s representative on the CVM Safety Committee and attend its meetings. Promote awareness and implementation of USU Policy 3014: Safety and Health within the cohort. Bring safety concerns in the college and associated facilities to the attention of CVM administration and the Office of Student Services. Consider safety needs when the class plans events and activities, and share safety updates and reminders with classmates. Serves on the Safety Committee.
1. 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. (Currently a paid position through OSS).
[bookmark: _Toc244869252][bookmark: _Toc244962995]Regularly Planned Meetings
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 coordinator from Student Services will attend the beginning of each meeting to provide updates and address any questions. After this portion, the coordinator 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.
[bookmark: _Toc244869253][bookmark: _Toc244962996]Service on Committees
1. Affiliated Veterinary Instructional Partner (AVIP) Approval Committee – the Faculty & Curriculum representative from each cohort serves on the committee. 
1. Inclusive Excellence Committee – One or two student representative(s).
1. Student Club Governance Committee – Club and Activities representatives serve on this committee. 
1. Faculty-Staff-Student Wellness and Relations Committee - student representatives from each class.
1. 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.
[bookmark: _Toc244869254][bookmark: _Toc244962997]Clubs
[image: ]
Hands-on veterinary learning
[bookmark: _Toc244869255][bookmark: _Toc244962998]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: _Toc244869256][bookmark: _Toc244962999]Registering a Club
Every student club or organization must register with the Office of Student Services using the Club Formation & Transition Form. 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 the student services club coordinator (Rami Heers – VME 266).
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 Formation & 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. Advisor Expectations and Agreement Form
1. Name of the Organization.
1. Name, titles of officers, and initial list of members (you will need a minimum of 3 members to fill the required officer slots which are President, Secretary, and Treasurer).
1. Purpose and brief description of organization.
1. The club or organization must submit a typed constitution following similar guidelines for writing a constitution which are outlined below.
[bookmark: _Toc244869257][bookmark: _Toc244963000]Club Elections
Club elections will be held simultaneously among all clubs (except clubs that require paying members, such as AAEP) mid-spring in two phases. Nominations will be made available electronically with the option to accept or decline the nomination. Nominations should be open for five business days. Subsequently, elections for positions with more than one nominee will be held electronically. The election window will be open for three business days. If a club officer position only has one nominee, the nominee will automatically be awarded that position. If a club does not have sufficient nominees to be an active club (president, treasurer, secretary), the club will be on probation for that semester and will not be able to resume activities until all executive positions have been filled. Clubs that have paying members will hold separate elections in the spring among their members. Club guidelines and transitions apply to all clubs, whether they have paying members or not.
[bookmark: _Toc244869258][bookmark: _Toc244963001]Club Transitions
Existing clubs and organizations must submit a Formation & Transition Form to the Office of Student Services for each new school year following the election and annual reconciliation with the Business Services 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 Student 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. The new club officers will assume leadership on the last day of the spring semester until the end of the succeeding spring semester.
[bookmark: _Toc244869259][bookmark: _Toc244963002]Club Requirements
To be considered an active club, the club needs to meet the minimum institutional requirements:
1. Must have a positive (or zero) balance in their account.
1. Has an executive body with a minimum of a president, secretary, and treasurer.
1. Must have an advisor.
1. Must hold a minimum of one event per semester (may be in connection with other clubs). Within the first four weeks of the beginning of the semester, an semester plan 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 all CVM and USU policies 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: _Toc244869260][bookmark: _Toc244963003]Club Advisors
Since all CVM clubs function as 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. See the Advisor Expectations and Agreement Form for more details. 
[bookmark: _Toc244869261][bookmark: _Toc244963004]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.
[image: ]
Student learning and collaboration
[bookmark: _Toc244869262][bookmark: _Toc244963005]P-Card Use
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).
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.
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: _Toc244963006]Event Planning
Club-sponsored events support professional development, experiential learning, networking, community engagement, and student connection. All registered clubs must hold one event per semester for their club members. Clubs may combine efforts to meet this requirement. All clubs must coordinate their activities through the Office of Student Services (OSS), obtain appropriate approvals, and follow university and college procedures. Use the following steps from initial planning through final documentation.
[bookmark: _Toc244963007]Step 1. Develop Your Event Plan
Begin early with club officers and your faculty advisor. Define the event purpose, format, audience, expected attendance, date, location, speakers, supplies, safety needs, and preliminary budget.
Review the CVM Events Calendar for conflicts and check the club account balance in its Box folder. Clubs must hold at least one event each semester and submit a semester activity plan within the first four weeks of the semester.
For activities involving travel, consult the Travel section of this document and USU Policy 1222 before making arrangements.
[bookmark: _Toc244963008]Step 2. Submit the Event Intent Form
At least three weeks before the event or anticipated P-Card purchase, complete the Event Intent Form through CourseDog. Obtain faculty advisor approval and submit the request for review by the OSS student services coordinator. These approvals are automatically routed to the appropriate individuals when the Event Intent Form in CourseDog is used.
The coordinator will approve the request or ask for revisions related to scheduling, facilities, funding, or compliance. Submission alone is not approval. Do not make financial commitments requiring university authorization before approval.
Required form: Event Intent Form.
[bookmark: _Toc244963009]Step 3. Coordinate Facilities, Equipment, and Resources
Following approval, work with OSS to confirm the room and event listing on the CVM Events Calendar. Registered clubs may use available USU classrooms and approved CVM equipment. Other USU venues may charge fees; consult USU Venues and Spaces before reserving.
Check the OSS Lending Library before purchasing equipment or supplies. For South Farm, PPRL, UVDL, off-campus venues, animal activities, or specialized equipment, coordinate additional arrangements with OSS and refer to Special Considerations.
Non-consumable items purchased with CVM funds are CVM property. Clean and return them to OSS within three days after the event and update the Lending Library inventory as appropriate.
[bookmark: _Toc244963010]Step 4. Prepare Marketing and Promotional Materials
Use approved USU and CVM branding for flyers, social media graphics, announcements, slides, signage, and recruitment materials. Consult the CVM Marketing Resources at https://vetmed.usu.edu/marketing/ for current logos, identity guidance, and promotional resources.
Do not distort or recreate official logos. Clearly identify the sponsoring club and provide accurate date, time, location, and participation details. Coordinate with OSS before offering external sponsors promotional recognition, product distribution, or speaking opportunities.
Related policy: Community Partner Relations Policy and Campus Visit Guidelines.
[bookmark: _Toc244963011]Step 5. Arrange Purchases and Financial Transactions
Confirm available funds before purchasing. Only approved delegated P-Card users who have completed Learn Blue and CVM Business Services training may check out a club P-Card. Refer to P-Card Use and the P-Card Delegated User Training and Agreement Form.
Purchases must be authorized, directly related to the approved event, and tax exempt. Notify vendors of the exemption, check receipts for sales tax, and retain itemized receipts.
Use the Club Transaction Tracking Sheet for expenses, payments, transfers, and deposits. When returning a P-Card, label the itemized receipt with the club name, event date, account index number, and delegated user signature; submit the original and one copy to OSS. Funds collected must be deposited within three business days with the required documentation.
Required forms, as applicable: P-Card Delegated User Training and Agreement Form; Club Transaction Tracking Sheet.
[bookmark: _Toc244963012]Step 6. Conduct the Event and Track Attendance
Before participants arrive, confirm access, presentation technology, supplies, and speaker arrangements. Conduct the activity according to its approved plan and applicable safety and professional standards.
When food or beverages are purchased using club or CVM funds, use the Event Attendance Tracking Sheet and submit it with the related receipts. Attendance tracking is also encouraged for other events to document participation and assess club programming.
Required form when food or beverages are purchased: Event Attendance Tracking Sheet.
[bookmark: _Toc244963013]Step 7. Complete Post-Event Responsibilities
Return the P-Card and submit original itemized receipts and copies to OSS. Complete the Club Transaction Tracking Sheet, provide required attendance records, and share financial documentation with the club treasurer.
Clean and return reusable supplies to OSS within three days and update the Lending Library inventory. Maintain event plans, promotional materials, attendance records, receipts, financial records, and relevant photographs in the club Box folder to support accountability and officer transitions.
[bookmark: _Toc244963014]Event Planning Checklist
Before the Event
☐  Discuss plans with officers and advisor; check calendar and budget.
☐  Submit Event Intent Form at least three weeks in advance; obtain approvals.
☐  Confirm venue, supplies, Lending Library items, and marketing materials.
☐  Arrange authorized purchasing and P-Card access, if needed.
During the Event
☐  Follow the approved plan and applicable safety requirements.
☐  Track attendance when food or beverages are purchased; retain receipts.
After the Event
☐  Return P-Card, submit receipts and Club Transaction Tracking Sheet.
☐  Submit Event Attendance Tracking Sheet when required.
☐  Return cleaned reusable supplies within three days; update inventory.
☐  Update the club Box folder and treasurer records.
[bookmark: _Toc244963015]Event Planning Forms and Resources
Event Intent Form: Event approval and advisor authorization.
Event Attendance Tracking Sheet: Attendance documentation, required when food or beverages are purchased.
Club Transaction Tracking Sheet: Purchases, payments, transfers, deposits, and supporting documentation.
P-Card Delegated User Training and Agreement Form: Training and authorization for delegated P-Card users.
Club Advisor Expectations and Agreement Form: Advisor responsibilities, mentorship, and event oversight.
Community Partner Relations Policy and Campus Visit Guidelines: External speakers, sponsors, and community partner interactions.
CVM Marketing Resources: Approved branding and marketing guidance: https://vetmed.usu.edu/marketing/
OSS Lending Library: Reusable supplies and equipment for club activities.
Forms and supporting documents are listed in the Forms and Documents section of this manual. For questions about event planning, contact the OSS club coordinator, Rami Heers (VME 266).
[bookmark: _Toc244869264][bookmark: _Toc244963016]List of Organizations
[bookmark: _Toc244931235][bookmark: _Toc244963017]Executive Body and Representatives: Class of 20XX
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.
[bookmark: _Toc244931236][bookmark: _Toc244963018]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
[bookmark: _Toc244931237][bookmark: _Toc244963019]Veterinary Business Management Association (VBMA) (on probation)
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: _Toc244869265][bookmark: _Toc244963020]List of Approved Clubs
[bookmark: _Toc244931384][bookmark: _Toc244962830][bookmark: _Toc244963021]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
[image: ]
Student Experiential Learning
[bookmark: _Toc244931241][bookmark: _Toc244931385][bookmark: _Toc244962831][bookmark: _Toc244963022]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
[bookmark: _Toc244931242][bookmark: _Toc244931386][bookmark: _Toc244962832][bookmark: _Toc244963023]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
[bookmark: _Toc244931243][bookmark: _Toc244931387][bookmark: _Toc244962833][bookmark: _Toc244963024]Christian Veterinary Fellowship (CVF) Club
Description: The purpose of the Christian Veterinary Fellowship Club is to establish a culture of God’s love by serving fellow students, the university, local communities, and others throughout the nation and world. The club promotes fellowship and service through faith-based meetings, community service activities, and veterinary service trips organized through Christian Veterinary Mission.
Organized: Fall 2026.

[bookmark: _Toc244962834][bookmark: _Toc244963025]Diagnostic Imaging Club
Description: The Diagnostic Imaging Club provides educational opportunities for veterinary students interested in developing their knowledge and clinical experience in diagnostic imaging. The club focuses on imaging modalities commonly used in veterinary medicine, including radiography, ultrasonography, magnetic resonance imaging (MRI), and computed tomography (CT). Through educational activities and opportunities for practical learning, the club supports students interested in diagnostic imaging and its applications in veterinary practice.
Organized: Not specified.

[bookmark: _Toc244962835][bookmark: _Toc244963026]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: —
[bookmark: _Toc244931244][bookmark: _Toc244931388]
[bookmark: _Toc244962836][bookmark: _Toc244963027]Government Military Vet Club
Description: A description of the club’s mission, purpose, and activities is not currently provided on the Active Clubs webpage. Additional information should be obtained from the club’s officers or faculty advisor before adding an official description to the manual.
Organized: Not specified.

[bookmark: _Toc244962837][bookmark: _Toc244963028]Integrative Veterinary Medicine Club (IVM Club)
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: Fall 2017
[bookmark: _Toc244931245][bookmark: _Toc244931389][bookmark: _Toc244962838][bookmark: _Toc244963029]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

[bookmark: _Toc244931246][bookmark: _Toc244931390][bookmark: _Toc244962839][bookmark: _Toc244963030]Laboratory Animal Club
Description: The Active Clubs webpage currently contains a placeholder for this organization’s description. An official description should be requested from the club’s officers or faculty advisor to accurately represent its mission, educational activities, and professional interests.
Organized: Not specified.

[bookmark: _Toc244962840][bookmark: _Toc244963031]Nutrition Club (on probation)
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: —
[bookmark: _Toc244931247][bookmark: _Toc244931391][bookmark: _Toc244962841][bookmark: _Toc244963032]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: —

[bookmark: _Toc244931248][bookmark: _Toc244931392][bookmark: _Toc244962842][bookmark: _Toc244963033]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

[bookmark: _Toc244931249][bookmark: _Toc244931393][bookmark: _Toc244962843][bookmark: _Toc244963034]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

[bookmark: _Toc244931250][bookmark: _Toc244931394][bookmark: _Toc244962844][bookmark: _Toc244963035]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

[bookmark: _Toc244931251][bookmark: _Toc244931395][bookmark: _Toc244962845][bookmark: _Toc244963036]Spanish Veterinary Terminology Club
Description: A description of the club’s mission, purpose, and activities is not currently provided on the Active Clubs webpage. Additional information should be obtained from the club’s officers or faculty advisor before adding an official description to the manual.
Organized: Re-established Fall 2026

[bookmark: _Toc244962846][bookmark: _Toc244963037]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: —

[bookmark: _Toc244931252][bookmark: _Toc244931396][bookmark: _Toc244962847][bookmark: _Toc244963038]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

[bookmark: _Toc244931253][bookmark: _Toc244931397][bookmark: _Toc244962848][bookmark: _Toc244963039]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: _Toc244869266][bookmark: _Toc244963040]General Club Advice from the Class of 2027 (submitted by Amber DeBack)
1. 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!
1. Start planning activities over the summer, it’ll make your life easier when in 3rd semester
1. 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.
1. Take advantage of your club advisors, they are there to help you learn and grow as leaders!
1. 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.
1. 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.
1. 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.
1. 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:
33. Use the zoom account of a faculty or administrator (don’t ask them last minute)
33. 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.
1. 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).
1. Keep all receipts until you are certain they are recorded properly in Box and with Brenda/student services.
[bookmark: _Toc244963041]Special Considerations
[bookmark: _Toc244869268][bookmark: _Toc244962851][bookmark: _Toc244963042]Use of South Farm
When reserving South Farm rooms, a student services coordinator should do so via CourseDog. In order to ensure that South Farm gates are accessible after hours and on weekends, special access must be completed as well. This access is granted through the Dean’s Assistant (Paula Reese). 
[bookmark: _Toc244962852][bookmark: _Toc244963043]Use of PPRL
See OSS.

[bookmark: _Toc244962853][bookmark: _Toc244963044]Use of UVDL
See OSS. 
[bookmark: _Toc244869269][bookmark: _Toc244963045]Travel
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Experiential learning beyond the classroom
Travel for official university business is dictated by USU Policy 1222: Travel. When planning club or organization travel, Police 1222 should be used as guidelines. Please follow these steps:
1. Plan early and identify destination, purpose, and participants.
1. Coordinate transportation, lodging, budget when traveling as a group. 
1. When using club funds, ensure there are appropriate funds to cover travel. Modified or no support can be predetermined and communicated with participating members. (Example: A club only has $150 in there account, but are taking 10 people down to the Hogle Zoo in SLC. The students plan carpool using two cars. Using standard mileage reimbursement and per diem, the club will not have enough funds to cover the travel following USU Policy 1222. The club can instead, offer a set amount to reimburse for gas, and ask participants to cover the cost of their own meals in order to not overspend on their account). 
1. Submit an Event Intent Form. After receiving Advisor approval, move forward. 
1. Verify that travel does not impact required course participation. If it does, read the Attendance Policy and file the appropriate Absence Request Form. 
1. Fill out a new Travel Authorization (TA) via ServiceNow. This is required for reimbursement and also helps to validate official university business even if reimbursement is not offered. 
1. When returning, turn in any receipts within 3 business days and complete the Travel Reimbursement (TR) Form in ServiceNow. 
1. Reach out to the OSS our Club Advisor for assistance if needed. 
[bookmark: _Toc244869270][bookmark: _Toc244963046]Forms and Documents
Forms, templates, and policy documents are maintained as separate resources. Select a document below to open it. Forms are supplied as fillable PDFs if appropriate, but can be printed and used as hard copies.
	Document
	    Appendices

	Club Advisor Expectation and Agreement Form
	Appendix A

	Club Formation and Leadership Transition Form
	Appendix B

	Club Transaction Tracking Sheet
	Appendix C

	Community Partner Relations Policy and Campus Visit Guidelines
	Appendix D

	Constitution / Bylaws Template
	Appendix E

	Event Attendance Tracking Sheet
	Appendix F

	Event Intent Form
	Appendix G

	P-Card Delegated User Training and Agreement Form
	Appendix H
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Partners in Practice Program: 
Community Partner Policy and Campus Visit Guidelines 

Responsible Unit: CVM Office of Student Services 
Version 12.08.25 
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[bookmark: _Toc212623211][bookmark: _Toc244963052]Purpose (Intent)
The Partners in Practice program outlines the framework through which the College of Veterinary Medicine (CVM) establishes, supports, and sustains meaningful collaborations with community-based veterinary professionals, practices, organizations, and industry stakeholders. This policy is designed to ensure clarity of expectations, mutual benefit, and educational excellence in all community partner engagements, while ensuring alignment to our educational mission.
The primary intent of the policy is to encourage and facilitate active participation from veterinary practices and professionals who contribute to student learning, clinical training, and professional development. Whether through hosting clinical externships, serving as mentors, participating in campus events, or offering experiential learning opportunities, community partners play a vital role in the education and preparation of future veterinarians.
This policy defines the responsibilities, expectations, and procedures of both the CVM and participating partners, when engaging with students and the program. The intent is to ensure orderly, respectful, and collaborative interactions. It also outlines eligibility requirements, onboarding procedures, and mechanisms for continuous communication and improvement.
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. Additionally, student conduct expectations are governed by the USU Student Code of Conduct specifically Article V: https://www.usu.edu/student-conduct/student-code/article5 and the USU CVM Professionalism Standards and Conduct Policy: CVM Professionalism Standards Policy 

[bookmark: _Toc212623212][bookmark: _Toc244963053]Definitions
Club Host: A club host is typically a club officer, club advisor, student industry or student services representative who is serving as the primary liaison between a student organization (e.g., veterinary student club, student organization) and a community partner (e.g. veterinary clinic, pharmaceutical company, or industry representative) when the partner is invited to participate in or sponsor an event, activity, or presentation coordinated by the student organization. They represent the club and the college, helping maintain a positive, respectful, and mutually beneficial relationship with the community partner. 
Specifically, the host: 
1. Ensures the visit or event complies with institutional policies related to promotional activities, educational content, conflicts of interest, and appropriate sponsorship. This includes filing an Event Intent Form.
2. Ensures clear, timely, and professional communication between the community partner and the student club, helping align expectations and logistics. 
3. Encourages student participation, introduces the community partner at events, and ensures the session meets its educational or professional development objectives.
Club Meetings: Club meetings do not require a club advisor to be present. These are typically organized meetings to coordinate, plan, etc.
Department Club or Organization: A department club or organization is defined as a club that is not a registered Utah State University Student Association (USUSA) Club & Organization, has an index number, and/or is advised by a USU employee as part of their roles and responsibilities in their position. All USU CVM clubs and organizations are departmental and not USUSA clubs and organizations. CVM clubs and organizations are governed by students and a CVM faculty or staff advisor.  The CVM Office of Student Services which falls under the Department of the Dean for Veterinary Medicine (DPDNVM), provides organizational support and oversight of club and community partner policies.
Event Intent Form: is a required planning tool used to notify the College of Veterinary Medicine (CVM) Office of Student Services of any proposed event, meeting, or activity hosted by students, clubs, or external partners. It ensures appropriate review, coordination, and approval before an event is promoted or held. The form gathers key details such as the event purpose, date, location, expected attendance, funding sources, and logistical needs (e.g., space reservations, vendor involvement, or marketing requests). Submitting this form helps prevent scheduling conflicts, ensures compliance with university and CVM policies, and allows adequate support from relevant offices.
Funding Request: This term refers to funding requests for opportunities for USU CVM Clubs & Organizations. These requests are typically made to SAVMA, Partners in Practice, or the CVM (through the OSS).
National Affiliation: Some CVM Clubs & Organizations may be registered with a national organization. USU CVM Clubs & Organizations that are registered with a national organization will also adhere to policies and procedures with that organization. This could include marketing, membership, GPA requirements, etc.
Partner in Practice: 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. Complementary terms are community partner or vendor. 

   Examples of community partners include:
· Pharmaceutical companies
· Medical and surgical supply companies
· Pet food manufacturers
· Veterinary hospitals and clinics (independent or corporate)
· Diagnostic laboratories
· Distributors of animal health products

Sponsored Activities/Events: This term refers to activities and events where the members of a club and the club’s advisor are accountable for the activity/event either financially or physically. All sponsored activities and events whether on campus or off campus, during or after work hours must follow USU and CVM policies and guidelines. 

Student Representative/Ambassador: 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 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. 
Specifically, the representative: 
1. Ensures the visit or event complies with institutional policies related to promotional activities, educational content, conflicts of interest, and appropriate sponsorship. This includes filing an Event Intent Form.
2. Ensures clear, timely, and professional communication between the community partner and CVM students, faculty, and staff. 
3. Encourages student participation, introduces the community partner at events, and ensures the session meets its educational or professional development objectives.
Vendor: Refers to a partner in practice or a more specifically a representative of a commercial entity that promotes or sells products or services relevant to veterinary education or practice.

[bookmark: _Toc212623213][bookmark: _Toc244963054]Partner Relationships
We appreciate and 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.

[bookmark: _Toc212623214][bookmark: _Toc244963055]Documentation and Oversight
· All community partners, vendors, representatives, 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. 

[bookmark: _Toc212623215][bookmark: _Toc244963056]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. [bookmark: _Toc212623216][bookmark: _Toc244962862][bookmark: _Toc244963057]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. The Office of Student Services can assist with introductions or solicitations for first time visits. 
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, 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 or hosted presentations have precedence and no other events may be booked during the same time (e.g. Dean’s Town Hall, CVM Lunch and Learns). 

2. [bookmark: _Toc212623217][bookmark: _Toc244962863][bookmark: _Toc244963058]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) Promotional presentations must not interfere or overlap with academic schedules.
c) Preference for time slots and locations will be provided to educational presentations and CVM events over presentations that are primarily promotional in nature. 
d) Sales representatives may not access students or faculty without an invitation and approved visit.
e) Visits must be pre-approved by the Office of Student Services if working through a club or student representative; and the Dean’s Office or the Department of Veterinary and Clinical Life Sciences if working through a faculty member. 
f) Promotional materials, branded items, and free samples are subject to gift limitations (see below).
g) 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. 
h) Product demonstrations or informal displays must remain within the scope of the scheduled event.
i) Price lists, ordering instructions, or future purchase options may be shared, but must not pressure students to buy or sign up.
j) Student contact information will not be provided to vendors or community partners.

3. [bookmark: _Toc212623218][bookmark: _Toc244962864][bookmark: _Toc244963059]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) Community partners are encouraged to financially 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.
e) 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. This guideline does not apply to CE conferences or events managed by the CVM Office of Clinical Programs. 

4. [bookmark: _Toc212623219][bookmark: _Toc244962865][bookmark: _Toc244963060]Continuing Education (CE) Activities - Any approved post-graduate educational activity that helps veterinarians or veterinary students stay current with evolving practices and requirements.
a) The CVM Office of Clinical Programs (OCP) is responsible for orchestrating the distribution of CE content and the holding of CE conferences on behalf of the USU CVM. 
b) CE sessions offered by partners must follow recognized veterinary CE guidelines (e.g., AAVSB-RACE standards).
c) All CE opportunities must be reviewed by USU CVM OCP for educational value, content quality, and conflict-of-interest considerations.
d) Faculty-led CE offerings may invite external sponsorship but must maintain academic independence.
5. [bookmark: _Toc212623220][bookmark: _Toc244962866][bookmark: _Toc244963061]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 work directly with the individual or submit a request to the Dean’s Office or the Department of Veterinary and Clinical Life Sciences if no prior connections or relationships exist.
c) Student contact information will not be provided to vendors or community partners for sales solicitations.

[bookmark: _Toc212623221][bookmark: _Toc244963062]Gifts, Compensation, Promotional Materials and Giveaways
1. [bookmark: _Toc212623222][bookmark: _Toc244962868][bookmark: _Toc244963063]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.
d) No more than two visits from the same community partner per semester whether hosted by a representative or club. 

2. [bookmark: _Toc212623223][bookmark: _Toc244962869][bookmark: _Toc244963064]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) Clubs are prohibited from serving, promoting, possessing, consuming, selling, distributing, manufacturing, and/or storing alcoholic beverages or illegal substances at club-sponsored events, on or off campus. (see Frequently Asked Questions section for further details). 

3. [bookmark: _Toc212623224][bookmark: _Toc244962870][bookmark: _Toc244963065]Event-Based Distribution
a) It is acceptable for our Partners in Practice 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) Item of higher value must be approved in advance by the Office of Student Services. 
g) List any proposed promotional materials or giveaways in the Event Intent Form . 

4. [bookmark: _Toc212623225][bookmark: _Toc244962871][bookmark: _Toc244963066]Gifts vs. Educational Donations
a) A community partner may make unrestricted monetary donations to the university.
b) Partners in Practice 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. 


[bookmark: _Toc212623226][bookmark: _Toc244963067]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 (on campus or off campus, and during normal business hours or after) Student Code Article V Section V-3, B - Misconduct (subsections 1 & 4)..
d) Partners in Practice 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 in excess of $50 are exempted.  
 


[bookmark: _Toc212623227][bookmark: _Toc244963068]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) Student representatives 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 website. 
f) Student Representatives may promote events or make product announcements following these guidelines:
i. May use the CVM email listservs for students and employees ONE time per semester to solicit participation in their respective program. All subsequent communications and transactions should be conducted without use of state resources and through voluntary participation.
ii. Fliers and announcements may be hung in designated areas. 
iii. May use unofficial communication channels such as Discord as often as needed, but avoid spamming. Complaints received by the OSS from the CVM community will be sent to the representative or host and the Partner in Practice. 

[bookmark: _Toc212623228][bookmark: _Toc244963069]Student Conduct Expectations for Partners in Practice Events
Regardless of whether a Partners in Practice event is held on campus or off campus, and during or outside normal business hours, all student participants are expected to uphold the highest standards of professionalism and conduct as outlined in both the Utah State University (USU) Student Code of Conduct, Article V, and the USU College of Veterinary Medicine (CVM) Professionalism Standards and Conduct Policy.
Article V of the USU Student Code of Conduct specifies that:
The University is concerned and involved with student conduct both on and off campus. The University Standards (Section V-3, below) apply to violations committed on campus, on any property owned, leased, or controlled by the University, or at any location where a student is engaged in an official University activity or the student represents the University, as well as occurring in practicum, internship, student field trip, student teaching, and independent study settings. When conduct occurs off-campus, and there is a clear nexus or direct connection between the conduct and its impact on the campus environment, university community, or its educational mission, the Vice President for Student Affairs shall determine whether disciplinary action should be undertaken.
Accordingly, student behavior at any Partners in Practice event (whether hosted by the College, a community partner, or an external organization) falls under the jurisdiction of both University and College policies. Students are therefore expected to conduct themselves in a manner that reflects integrity, professionalism, respect, and accountability consistent with the expectations of the veterinary profession and the mission of Utah State University.

[bookmark: _Toc212623229][bookmark: _Toc244963070]Event Intent Form
a) To hold a ‘Partner in Practice’ sponsored event at or with the USU CVM, the organization or student representative must submit an Event Intent Form  to the OSS a minimum of three 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.

[bookmark: _Toc212623230][bookmark: _Toc244963071]Check-In & Parking Information
[bookmark: _Toc212623231][bookmark: _Toc244963072]Parking Options:
Public parking on the USU campus is not free. To find all parking options visit: https://www.usu.edu/parking/files/parking-maps/VisitorMap.pdf 
Closest Parking Options: 
The following are the closest and largest public parking spaces on the USU main campus. They are open and enforced 24/7. The rates are $2.00/hour, with a maximum of $10.00/day. 
1. Big Blue Parking Terrace - Big Blue Terrace Google Maps link (850 E 700 N, Logan, UT 84322) is a central parking garage minutes away from most CVM facilities on USU main campus. Hourly and daily rates apply.
2. TSC Visitor Parking Lot – TSC Visitor Parking Lot Google Maps link (850 E 700 N, Logan, UT 84322) is a central parking lot minutes away from most CVM facilities on USU main campus. Hourly and daily rates apply. 
3. Aggie Terrace – Aggie Terrace Google Map link (600 N 700 E, Logan, UT 84322) is a multi-use parking garage on the west side of campus and a 5 minute walk from most USU central facilities. 
[bookmark: _Toc212623232][bookmark: _Toc244963073]Check-In & Badge Pickup:
Upon arrival, all vendors must check in at the Office of Student Services, located in AGRS 205 (Quinney College of Agriculture and Natural Resources Building, Room 205, Champ Dr., Logan, UT 84322) QANR Building Google Maps link 
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 at check-in.					
[bookmark: _Toc212623233][bookmark: _Toc244963074]Contact Person: For questions, sponsorship ideas, or to begin planning a visit.
Rami Heers, Student Services Coordinator
rami.heers@usu.edu or DVMstudentservices@usu.edu; Office: (435) 760-1795


[bookmark: _Toc212623234][bookmark: _Toc244963075]Frequently Asked Questions (FAQ)

Q: Who or what is a ‘Partner in Practice’ or ‘Profession Partner’?
At the Utah State University College of Veterinary Medicine (USU CVM), a Partner in Practice (aka profession partner) is generally defined as a veterinary practice, commercial entity or organization aligned with the veterinary profession that formally engages with the college to support students, faculty, and the broader CVM community.
A Partner in Practice isn’t just a financial donor, it’s an entity that has:
· A formal relationship with the CVM through the ‘Partners in Practice’ program.
· An opportunity to list and promote opportunities on the college’s partner portal.
· Access to students, faculty, and staff in structured, transparent ways that avoid conflicts of interest while strengthening student learning and career development.
In short, a Partner in Practice is any external veterinary or industry entity that formally collaborates with USU CVM to enhance veterinary education, provide opportunities for students, and support the mission of the college.


Q: If a vendor hosts an event on campus after regular business hours, does the Partners in Practice Policy still apply?
A: Yes. All vendor and Partner in Practice events held on university property, regardless of the time of day, are subject to the same policies and guidelines outlined in the Partners in Practice Policy. This ensures consistency in expectations related to student interaction, academic integrity, and use of university facilities.


Q: If a vendor hosts an event off campus after regular business hours, does the Partners in Practice Policy still apply?
A: Yes. The University and College are concerned with student conduct both on and off campus (Student Conduct Article V-1). University policies including those related to student conduct not only apply while students are on campus, but also while on any property owned, leased, or controlled by the University, or at any location where a student is engaged in an official University activity or the student represents the University, as well as occurring in practicum, internship, student field trip, student teaching, and independent study settings. When conduct occurs off-campus, and there is a clear nexus or direct connection between the conduct and its impact on the campus environment, university community, or its educational mission. This policy is not about restricting access, but rather about ensuring appropriate coordination, recognition, and alignment with the College’s expectations. Even if no USU resources are used, we still encourage notification of these events to promote transparency, safety, and collaboration, and to offer support such as marketing assistance or recognition of the vendor’s contributions.


Q: Do meals or promotional items provided at after-hours events count toward the $100 per student annual limit?
A: Yes. All food, gifts, branded items, or giveaways distributed during vendor-sponsored events—whether during business hours or after hours—count toward the $100 per student per academic year limit. This includes any sponsorship of meals or branded materials provided during evening or weekend activities.


Q: Are vendors allowed to hold events on campus after hours?
A: Yes, vendors may hold events outside of standard business hours, but these events must be approved in advance through the Event Intent Form process. After-hours events are evaluated for alignment with the College’s mission, potential conflicts with scheduled academic or student activities, and compliance with all other guidelines (e.g., alcohol prohibition, gift limits, equitable access).


Q: What approvals are required for after-hours events?
A: An Event Intent Form must be submitted to the Office of Student Services at least three weeks in advance of the proposed event. The form should clearly specify the purpose of the event, the individuals involved, and any food, promotional materials, or giveaways planned. The CVM reserves the right to decline or modify events that do not align with policy.


Q: Can after-hours events be classified under sponsorship tiers (Gold, Silver, Bronze)?
A: Yes. Vendor contributions toward event costs, including those after hours, may qualify for sponsorship recognition under the same tier system; provided the event is formally approved and tracked by the Office of Student Services.


Q: If I attend a convention, conference, or symposium, do the giveaways and materials I receive from vendors count towards their $100 per student annual limit as outlined in the Partners in Practice Policy? 
A: No, materials obtained by students from vendors at external conventions, conferences, or symposiums do not count toward the $100 per student annual limit outlined in the Partners in Practice Policy.
These events are independently hosted and are not organized, endorsed, or managed by the College of Veterinary Medicine. As such, vendor interactions and giveaways in those settings fall outside the scope of USU CVM’s community partner guidelines, provided the vendor is not acting on behalf of the college and the event is not hosted under its name.

Q: Do community partners need approval if they are only dropping off materials (e.g., brochures, product samples) without hosting an event?
A: Yes. Any distribution of promotional or educational materials on campus requires prior approval through the Event Intent Form. This ensures materials are appropriate, relevant, and distributed equitably through sanctioned channels.

Q: Can student clubs invite vendors without faculty or staff involvement?
A: No. All vendor engagements, including sponsorships, presentations, or promotional events, must be coordinated through a faculty advisor or the Office of Student Services. This helps maintain compliance, appropriate oversight, and alignment with institutional values.

Q: Can vendors offer giveaways or prizes at events?
A: Giveaways are allowed but must comply with gift limits and distribution guidelines. Items should be of nominal value, made available equitably, and not tied to obligations (e.g., surveys, purchases). Raffles, drawings, or high-value gifts require advance approval.

Q: What happens if a vendor does not follow the policy?
A: Non-compliance with the policy may result in temporary or permanent restrictions on future access to CVM students, events, and facilities. We prioritize respectful and mutually beneficial partnerships and expect all community partners to adhere to established guidelines.

Q: Can a vendor sponsor multiple events in one academic year?
A: Yes. Community partners are welcome to sponsor multiple events, provided each is approved in advance and remains within annual spending and gift limitations. Sponsorship level recognition is applied to each event based on its individual contribution.

Q: Can students serve as paid brand ambassadors or representatives for a vendor?
A: Yes, with prior approval from the Office of Student Services. Student representatives should be in good academic standing, and the partner must submit a request for recognition, outlining the role, responsibilities, and compensation plan.

Q: Can vendor-sponsored events include food or meals?
A: Yes, as long as the cost does not exceed $20 per student and is clearly disclosed in the Event Intent Form. Alcohol is strictly prohibited at all student events.

Q: Can clubs or vendor-sponsored events include alcoholic beverages?
A: No. USU CVM clubs and student organizations are prohibited from serving, promoting, possessing, consuming, selling, distributing, manufacturing, and/or storing alcoholic beverages or illegal substances at club-sponsored events, on or off campus. This policy aligns with USU Student Association guidelines (USUSA Clubs Handbook pg. 22), USU Policy 303: Drug and Alcohol-Free Workplace (https://www.usu.edu/policies/3003/), and USU Student Conduct Article V: University Regulations Regarding Student Conduct (https://www.usu.edu/student-conduct/student-code/article5) specifically section V-3B1. This policy includes offsite and before or after-hours events.  


Q: Do these policies apply to virtual events?
A: Yes. Virtual events coordinated through the CVM or promoted using university platforms (e.g., email, listservs, class announcements) must still follow the Event Intent process and content guidelines.
















[bookmark: _Toc244963076]Appendix E
[image: ]


[image: ]

[image: ]


[bookmark: _Toc244963077]Appendix F
[image: ]

[image: ]


[image: ]


[bookmark: _Toc244963078]Appendix G
[image: ]
[image: ]
[image: ]
[bookmark: _Toc244963079]Appendix H
[image: ]

[image: ]


Office of Student Services  ·  Version 11.06.2026	Page 1
image3.jpg




image4.jpg




image5.jpg




image6.jpg




image7.png
E‘m[iE College of Veterinary Medicine
w_ UtahStateUniversity

CLUB ADVISOR EXPECTATIONS & AGREEMENT

College of Veterinary Medicine | Office of Student Services

01 ROLE & TIME COMMITMENT

Typical advisor commitment: 1 to 3 hours per month.

Time may increase to 4 to 6 hours during busy event periods, or for larger,
nationally affiliated, or fundraising-intensive organizations.

e Monthly officer check-in: 30 to 60 minutes
e Event oversight and approval: 15 to 30 minutes per event
e Email communication: approximately 30 minutes per month

e Occasional event attendance: 1 to 2 hours

02 ADVISOR RESPONSIBILITIES

General oversight
e Ensure club activities align with university policies and professional standards.

o Stay informed about club activities, goals, and events.

Support student leadership
e Encourage students to take initiative and lead their organization.

e Provide advice and mentorship to officers, including the president and treasurer.

® Support officer transitions, reconciliation, and year-to-year continuity.

Event and acti

ity guidance
e Review and approve club events, guest speakers, and outreach activities.
® Sign the Club Event Intent form when appropriate.

e Connect students with relevant professionals or faculty when helpful.

Professionalism and ethics
e Model professional conduct and ethical behavior.

e Help the club reflect the values of the veterinary profession.

Availability and communication
® Remain reasonably accessible to club leaders.

e Attend selected meetings or events when possible, particularly major events.

USU CVM | Student organization administration

Office of Student Services

1/2
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CLUB ADVISOR EXPECTATIONS & AGREEMENT

College of Veterinary Medicine | Office of Student Services

03 SHARED UNDERSTANDING

Advisors provide structure, guidance, and mentorship while allowing students
to direct the organization and develop their own leadership skills.

04 CLUB & ADVISOR INFORMATION

Club / organization name

Office of Student Services

Advisor name Advisor department / title

Club president name Academic year

05 COMMITMENT & AGREEMENT

By completing this agreement, | acknowledge the expectations described above
and agree 1o serve as faculty/staff advisor for the named club, supporting its
organization and members to the best of my ability.

Advlsor signature (typed acknowledgment) Date
Club presldent signature (typed acknowledgment) Date
SUBMISSION NOTE

Submit the completed agreement to the Office of Student Services.
Typed signature fields document acknowledgment; use approved e-signature tools if required.

USU CVM | Student organization administration
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CLUB FORMATION & LEADERSHIP TRANSITION

College of Veterinary Medicine | Office of Student Services

01 ORGANIZATION INFORMATION

Submission date Club or class name

02 REQUEST TYPE

|:| New club |:| Leadership transition I:‘ Reactivate inactive club

New or reactivated clubs must attach a copy of the constitution or bylaws.

For leadership transitions, attach revised constitution or bylaws only if changed
Name of organizing individual (new clubs)

03 WEBSITE DESCRIPTION

Provide a brief description for the club webpage. For transitions, complete only if updating

04 INCOMING OFFICERS

Enter each officer name and A-number. * Required for club formation

President *
Vice President
Secretary *

Treasurer *

Stud
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CLUB FORMATION & LEADERSHIP TRANSITION

College of Veterinary Medicine | Office of Student Services

04 INCOMING OFFICERS (CONTINUED)

Other officer / role and name A-number

Faculty advisor *

Annual membership dues (enter S0 if none)

Treasurers must complete required training for handiing club funds.

05 OFFICE OF STUDENT SERVICES | OFFICIAL USE

Date received 0SS representative signature (typed)

06 FINANCIAL RECONCILIATION | OFFICIAL USE
Reconciliation date Carry-forward balance

Complete the applicable acknowledgments below when leadership and funds are transferred

Outgoing president
Incoming president
Outgoing treasurer
Incoming treasurer

Business Services

Typed signature fields are provided for electronic completion; follow applicable approval procedures.

f Student
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CLUB TRANSACTION TRACKING

Office of Student Services | Club financial documentation

01 TRANSACTION INFORMATION
Club name

Event / purpose

Account (office use only)

02 TRANSACTION TYPE | Select one

[ Transfer ] Payment ] Expense

Transfer: Destination account

Payment: Vendor / payee, Banner ID (if applicable), mailing address and invoice details

Expense: Attach an attendance roster for all events.
Deposit: Submit funds and completed form(s) to OSS within three business days.

03 ITEMIZED TRANSACTION DETAILS

Detailed transaction description

Transaction date

[] Deposit

Amount ($)

GRAND TOTAL
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CLUB TRANSACTION TRACKING

Authorization and submission

04 AUTHORIZED / DELEGATED USER ACKNOWLEDGMENT

| certify that the information submitted is accurate and that supporting documentation is attached as required.

Authorized / delegated user printed name Date

Authorized / delegated user signature (typed acknowledgment)

05 SUBMISSION REMINDERS

e Attach an event attendance roster for expense transactions associated with events.
e For payments, provide vendor details and any applicable invoice.
e Deposit funds within three business days in accordance with the original form instructions.

®  Submit the completed documentation to the CVM Office of Student Services.

USU College of Veterinary Medicine | Office of Student Services Page 2 of 2
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Club Constitution & Bylaws Template

STUDENT ORGANIZATIONS | GOVERNANCE & REGISTRATION

How to Use This Template

This editable template provides a consistent structure for a club constitution and its bylaws. Replace all
bracketed prompts with club-specific language, remove instructional text before adoption, and add
provisions as needed. A constitution establishes the organization’s enduring principles and governance;
bylaws describe operational procedures that may change more frequently.

Include the core provisions addressing name and purpose, membership, officers, meetings, finances,
amendments, and dissolution. If dues will be collected, state that authority explicitly. Review the completed
document with the club advisor and Office of Student Services (0SS) before submitting it for registration.
Applicable USU and CVM policies take precedence over conflicting club provisions.

EDITORIAL NOTE | The source outline included two “Committees” articles. This version uses Article VIII for
Amendments and moves operational detail into optional bylaws. Specific university eligibility and voting
thresholds should be confirmed with OSS before ratification.

Constitution of [Official Club Name]

Article I. Name, Purpose, and Status

Section 1. Name. The official name of this organization is [full name], hereafter referred to as the “Club.”
Section 2. Purpose. The Club exists to [state educational, professional, service, or social mission].

Section 3. Nonprofit Operation. The Club shall operate on a nonprofit basis and shall not distribute net
earnings to members or officers.

Section 4. University Relationship. The Club shall comply with applicable USU, CVM, and student
organization policies and maintain registration through OSS.

Article Il. Membership

Section 1. Eligibility. Membership is open to [define eligible students and any legitimate participation
requirements], consistent with applicable university nondiscrimination requirements.

Section 2. Categories and Voting. [Define any membership categories, voting privileges, and student-
membership requirements as confirmed by 0SS.]

Section 3. Admission. Individuals become members by [describe enrollment or application process].

Section 4. Good Standing and Removal. Members remain in good standing by [requirements]. Removal
may occur for [grounds] after [notice, opportunity to respond, and decision process].

Office of Student Services « Club Governance Template » 2026-2027
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Article llI. Officers and Leadership

Section 1. Positions and Eligibility. The Club shall have at least a President, Secretary, and Treasurer. [List
additional positions and any eligibility requirements consistent with CVM policy.]

Section 2. Duties. President: [duties]. Secretary: [duties and records]. Treasurer: [financial oversight and
reconciliation]. Additional officers: [duties].

Section 3. Selection and Terms. Officers shall be selected by [election process and voting threshold], during
[timeframe]. Terms begin [date] and end [date], consistent with the CVM annual transition process.

Section 4. Vacancies and Removal. Vacancies shall be filled by [process]. An officer may be removed for
[grounds] using [notice, voting threshold, and fair procedure].

Article IV. Committees

Section 1. Standing Committees. [List any permanent committees, their membership, duties, and
appointment procedures, or state “None.”]

Section 2. Special Committees. Special committees may be established by [authorized officer or vote] for a
defined purpose and duration.

Article V. Meetings and Voting

Section 1. Regular Meetings. The Club shall meet [frequency]. Meetings shall be called by [position] with
[notice period].

Section 2. Quorum. A quorum shall consist of [number or percentage] of eligible voting members.

Section 3. Decisions. Unless otherwise specified, decisions shall be made by [simple majority or other
threshold] of votes cast when quorum is present.

Section 4. Special Meetings. Special meetings may be called by [authority] with [notice and purpose].

Article VI. Financial Matters and Dissolution

Section 1. Financial Stewardship. The Club shall not provide monetary gain to its officers or members.
Funds, purchasing, deposits, and records shall be managed under current USU and CVM financial policies,
including required OSS and Business Services procedures.

Section 2. Dues. [Choose one: “The Club does not collect membership dues.” OR “The Club may collect dues
as established in the bylaws and approved under applicable university procedures.”]

Section 3. Dissolution. Upon dissolution, after payment of lawful obligations, remaining club funds shall be
distributed [state approved destination]. If no destination is designated, 0SS will distribute residual funds to
the SAVMA account under the current club manual.

Article VII. Bylaws

Section 1. Authority. The Club may adopt bylaws consistent with this constitution and applicable university
and college policies.

Section 2. Adoption and Revision. Bylaws may be proposed by [who], circulated [notice period], and
adopted or revised by [vote threshold] with [quorum].

Office of Student Services « Club Governance Template » 2026-2027
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Article VIIl. Amendments

Section 1. Proposals and Notice. Amendments may be proposed by [who] and submitted to [officer or
committee]. Proposed text shall be provided to voting members at least [number] days before the vote.

Section 2. Approval and Effective Date. Amendments require [quorum] and [vote threshold] approval and
become effective [date or upon OSS review, as applicable].

Ratification and Acknowledgment

Date of ratification: [Month Day, Year] ~Academic year: [20XX-20XX]

Club President: Date:
Club Secretary: Date:
Club Treasurer: Date:
Faculty/Staff Advisor (acknowledgment): Date:

Optional Bylaws | Operating Procedures

The following operational topics may be addressed in separate bylaws and revised as needed, subject to the
constitution and college requirements.

1. Membership Administration. [Enrollment process, dues amounts if authorized, member records,
attendance expectations.]

2. Election Procedures. [Nominations, ballot process, tie-breaking, transition of records.]

3. Meeting Procedures. [Agenda, notice, remote participation, minutes, parliamentary procedure.]

4. Committees and Events. [Committee assignments, event planning responsibilities, advisor consultation.]
5. Financial Procedures. [Treasurer reports, receipt handling, approval routing, financial record retention.]

6. Bylaw Amendments. [Proposal, notice, quorum, vote, and effective date.]

Office of Student Services « Club Governance Template » 2026-2027
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EVENT ATTENDANCE TRACKING SHEET

College of Veterinary Medicine | Office of Student Services

01 EVENT INFORMATION

Event name
Club or organization (if applicable) Event date
Location

Event type (select all that apply)

D Social D Educational D Required

02 ATTENDEE REGISTER | 001-018

Enter one attendee name per field. Continue on pages 2 and 3

# ATTENDEE NAME # ATTENDEE NAME
o001 o010
002 o1
003 012
004 013
005 o014
006 015
007 016
008 017
009 o018

USU CVM | Office of Student Services 1/3
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EVENT ATTENDANCE TRACKING SHEET

College of Veterinary Medicine | Office of Student Services

02 ATTENDEE REGISTER | 019-090

Event name (for reference) Event date

Enter one attendee name per field.

# ATTENDEE NAME # ATTENDEE NAME
o019 055
020 056
021 057
022 058
023 059
024 060
025 061
026 062
027 063
028 064
020 065
030 066
031 067
032 068
033 069
034 070
035 o7
038 072
037 073
038 o074
039 075
040 076
041 o077
042 078
043 079
044 080
045 081
046 082
047 083
048 084
049 085
050 086
051 087
052 088
053 089
054 090
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EVENT ATTENDANCE TRACKING SHEET

College of Veterinary Medicine | Office of Student Services

02 ATTENDEE REGISTER | 091-162

Event name (for reference) Event date

Enter one attendee name per field.

# ATTENDEE NAME # ATTENDEE NAME
o091 127
092 128
093 120
094 130
095 131
096 132
097 133
098 134
099 135
100 136
101 137
102 138
103 139
104 140
105 141
106 142
107 143
108 144
109 145
110 146
m 147
112 148
13 149
114 150
115 151
116 152
17 153
118 154
119 155
120 156
121 157
122 158
123 159
124 160
125 161
126 162
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DELEGATED CARD USER
TRAINING & AGREEMENT FORM

Department record | Retain completed form on file

CARDHOLDER RESPONSIBILITIES

A cardholder may designate another person to use their P-Card for authorized purchases.

The cardholder must ensure delegated users understand P-Card procedures through online

training or direct training by the cardholder.

The method and date of training must be documented below.

The cardholder remains responsible and accountable for all charges, including delegated purchases.

01 CARD IDENTIFICATION

Club 1 P-Card (last four): 7407 Club 2 P-Card (last four): 7399

02 DELEGATED USERS & TRAINING RECORD

Enter each delegated user and the applicable training completion date(s)

DELEGATED USER NAME ONLINE TRAINING DATE CARDHOLDER / OFFICE DATE

03 TRAINING DESCRIPTION

Briefly describe training provided by the cardholder or business office, if applicable.

USU COLLEGE OF VETERINARY MEDICINE | OFFICE OF STUDENT SERVICES Version 11.0
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DELEGATED CARD USER

ACKNOWLEDGMENT & APPROVAL

04 CARDHOLDER ACKNOWLEDGMENT

By signing, | acknowledge that | understand and will comply with the delegated
card user requirements, including responsibility for all purchases made by
the delegated users identified on this form.

Cardholder signature / typed acknowledgment Cardholder printed name

Date

05 SUPERVISOR APPROVAL

Supervisor signature / typed acknowledgment Supervisor printed name

Date

RECORDKEEPING NOTE

Retain this completed agreement and the delegated user training record
within the department, consistent with applicable university procedures.

Signature fields accept typed acknowledgments; they are not certificate-based digital signatures

USU COLLEGE OF VETERINARY MEDICINE | OFFICE OF STUDENT SERVICES Version 11
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