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Club Sports Overview 
Club Sports is a program within University Recreation (UREC) housed under the College of 
Education and Health Professions at the University of Arkansas. The purpose of the program 
is to allow students the opportunity to participate in sports at a competitive or instructional 
level. Clubs are self-administered and self-regulated with parameters set by program and 
University policy. Club sport athletes are first and foremost students and athletes second. 
Academics are expected to be a priority for all students. 
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What are the goals for this Guidebook? 

1. Simplify policies and procedures where it’s resourceful, so that this Guidebook is 
accessible and easier to read for new and returning officers. 

2. To establish clear expectations by defining University and UREC goals and rules. 
3. USE THIS AS A BLUEPRINT TO MAP OUT YOUR CLUBS SUCCESS. There are 

policies for a reason and we want to set you up for success, so make sure you 
read the information within this Guidebook for your club’s betterment. 
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Club Sports Administration 
 

Katherine Geter 
Assistant Director of Club & 
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Michael Pappan 
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Armand Keely 
Graduate Assistant of 
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Email: sclubs@uark.edu 
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Mailing/Shipping Address 
155 N. Stadium Dr., HPER 225 
Fayetteville, AR 72701 
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Supervisors 
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Assistant of Club 
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Coordinator of 
Clubs & 

Intramural Sports 

Assistant Director 
of Club & 
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Leading in Club Sports 
As Presidents of Club Sports here at the University of Arkansas, there is much expected from 
you. Refer to this guidebook and manual as you continue your club sport career and we 
hope that this will help you navigate your club and your professional career going forward. 
This guidebook will serve as both a philosophical guide to leading, as well as an instructional 
guide. Any questions about being president of your club that are not answered in this 
guidebook can be answered in any Compass Meeting. 

 

 
Ability to Lead. Everyone has the ability to lead. Leaders come in many shapes, sizes, 
styles, and forms. It is important to play to your strengths and the strengths of the other 
leaders in your club. Those who lead by example can often be the most effective leaders. 
Being vocal does not mean you are or are not a leader. 

Set an Example. Leading also means setting an example for the younger members. An 
inherent result of you being the president of you club is that younger members will 
automatically look to you for not only advice with their sport but also their social life and 
even academic affairs. You are in a position to change the culture of your club and you can 
do so by setting a good example for how you want the younger members to carry 
themselves. 

Making Crucial Decisions. Leading also means making decisions for the good of the 
club. There will be times when you may have to make an unpopular decision for the well- 
being of your club. It is important to have a discussion with the club’s leadership before 
making a decision. Please come see Club Sport Admin if you are ever struggling with these 
decisions. DON’T EVER BE AFRAID TO FAIL. If you have an idea and you think it will work, run 
with it! We may make suggestions because we want to guarantee your success, not because 
we think your idea is bad. 

Using Your Resources. It has been stated before, but if you have an issue or question 
utilize the Club Sport Admin as a resource. We are here to make sure that you and your club 
make the best of this amazing opportunity. Utilize your club’s members. Make decisions 
together and work together to implement them. It is also vital to get the younger members 
invested and active in your club. They may be an officer one day. Finally, alumni can 
sometimes be a good resource when it comes to understanding your club’s history and what 
ideas worked for them. 
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How to Lead Effectively: 
 

 

Reflection 
After each event and every decision made, it is important to not how it impacted the club. If 
not to help you, the president, the next time you make a decision but also to help the next 
officer. Making note what fundraisers worked, how certain officers handle responsibility, 
which members are going to show up (possible future officers), etc. Constant reflection will 
make you decision making process smoother. 

 
Flexibility 
You must be flexible in your leadership. You are all capable leaders who have your own ways 
to lead and your own lives to live. However, the most effective leaders know when and how 
to alter their leadership styles to get the group to do what you want it to. Flexibility also 
means being willing to go to a secondary plan. Like knowing that if it rains where you team 
will practice instead. This will help your team become more adaptable and in the long run a 
more successful club. 

 
Delegation 
As a president, you will feel a lot of pressure from your members, club sport administration, 
the strain and pull of your need for a social life, as well as your academic success. There are 
those of us that can check all of those boxes in one day, however for the majority of you, the 
strain and stress will become overwhelming – WHICH IS NORMAL. Delegation can be your 
best friend in such instances. It’s easy to forget – especially in the rush of the semester – 
that your club is there to support you. You have other officers who, yes, have responsibilities 
of their own, but they are also there to help you. Each and every officer will need support in 
one way or another throughout the academic year. Don’t be afraid or ashamed to ask for 
their help with club matters if you do become overwhelmed. That being said, don’t pawn off 
your duties so you can go to a party or because you forgot about some commitment. You 
chose to run for the position that you hold. Honor that choice and the faith that your club 
has in you. 

Flexibility 

Reflection Delegation 

Leaders 
hip 
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Retention & Motivating Club Sport Members 

The 5 I’s of Retention 
Interested: How can you interest students in your club? 

• Be creative in your recruiting styles 
o Tabling events, Flyers, Poster, Social Media 

• Be up front about your club 
o Past success 
o Commitment 
o Competitiveness/Instruction 

• Be proud of your club. The more pride you have in your club the more excited your 
recruits will be to join your club 

Inclusive: How do you establish a culture of inclusivity? 
• Establish bonds and make new members feel welcomed 
• It’s important to learn new member’s names that first week. It shows that your care 

that they want to join your club. 
• Teambuilding activities. Understand how different members work and what role they 

play to accomplish different tasks. 
• Social – get to know members outside of practice. It will help make that bond 

stronger when you are playing next to each other. 
• Give each member a role in the club. It will help them feel like they are contributing 

to the club as whole. 
Informed: How can members know what is going on early? 

• New member orientation 
o Go over team rules and expectations for the upcoming year 
o Introduce the roles of officers and how you can help them out 

• Sending out or giving updates about what the officers are doing and the direction the 
club is going. 

Invested: How can you make members feel that they are a part of the group? 
• Vision Building: Where do you want to see the club go? 
• Give new members responsibility 

o Get to know their interests and how their strengths can positively affect the 
club 

o Delegate and Trues: Don’t just give out meaningless tasks but tasks that could 
help you find the next group of club officers 

Invaluable: Make your members feel valued 
• Everyone wants to be a part of a positive environment. 

o Dedicate some time before or after practice or in your team group chats to 
praise members that are working hard on and off the field. 

Edited July 2018 Source: Skill Builder Leadership Workshop Presented by: Stefanie D. Burke & 
Carly Myers 
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Fundraising 
Try to treat your club as a small business as far as fundraising is concerned. Use the low cost 
method to devise a plan of attack for hosting events. The biggest key to making the low cost 
model work is to get as much donated as possible. This can include food, prizes, raffle prizes, 
etc. Utilize these sponsors both inside and outside your industry to create the best event 
possible. 

Marketing. The first step in successful fundraising is to make your club marketable. We have 
an awesome graphic design department that is FREE and at your disposal. If your club logo is 
nonexistent or outdated, design a new one! If you create a logo that is both appealing and 
popular, you can make profit by selling club shirts to your members and their families. You 
will also be able to sell these shirts at any event that you host, however don’t order 500 
shirts – it will take too long to make up that loss. Instead, order small batches of t-shirts. 
Don’t be afraid to mix up your selection – long sleeve t-shirts, hoodies, tank tops, etc. Make 
them appealing to your audience and be creative. 

Print material can be extremely effective given the right placement. Our marketing 
department can also create a logo for your club to make it more marketable, as well as 
create tournament flyers and anything else you could need. They also do digital media, so 
you can post your awesome tournament flyers on your social media accounts too! 

Sponsors & Social Media. Sponsors will be your best friend. Businesses in and out of your 
specific industry love to get their product in front of college students. Many are willing to 
provide materials for events or even donate prizes. It’s critical to maintain relationships with 
them though and create an open line of conversation. Check in with them on a regular basis 
and ask if there’s anything your club can do for them. They will most likely want social media 
exposure of some sort so don’t be afraid to run advertising campaigns for them on your 
social media pages. 

Tournament checklist: 

• LOW COST = PROFIT 
• If you are planning on having monetary prizes, increase the entry fee with a 

higher percentage of payback. This will create larger prizes and increase the 
draw for your tournament. The more teams you have, the more money you 
will make assuming you don’t pay back more than 75%. 

• Drawings are excellent ways to make a little extra money. However, you must 
get those drawing items donated from sponsors. 

• Give all sponsors or anyone that donates anything representation. Hang one 
of their banners somewhere that will be visible throughout the tournament. 

• TOURNAMENT T-SHIRTS ARE A BAD INVESTMENT!!!! (In most cases) 
• Sell club T-shirts instead! 
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Application to the Real World 

“I've sent in my application to the Real World. So I'm hoping to hear back 
from that. I'm putting A LOT of my eggs into that basket, the MTV basket.” – 
Ricky Bobby 

 
 
What being an officer means after college: At the very least, being a club sport officer is a 
résumé booster. Employers notice these leadership roles on your résumé and are more likely 
to hire someone who isn’t afraid of responsibility. 

If you choose to take your position more seriously than the bare minimum, you can 
gain a lot from your position here and we want to help you maximize that potential. From 
scheduling events to balancing a budget, the tangible skills you learn here will translate not 
only to your personal life, but your professional life as well. 

Yes, being an officer can be stressful at times, but we hope you realize that it’s the 
stress and how you navigate the stressful times that will help you going forward. The 
stressful times will be the ones you learn from the most whether that be planning a 
tournament, figuring out how to raise the money that your club must raise, or figuring out 
how to get your club motivated about your sport. 

 
Dealing with Hierarchy. There are a lot of hierarchical things to deal with within club sports 
and we understand how frustrating they are to you; however, they are a necessary fact of 
life when dealing with a bureaucratic institution as large as the University of Arkansas. 
Regardless of whether or not you become a doctor or an engineer, you will deal with such 
policies and procedures that you have dealt with as a Club Sport officer. As I’m sure you 
have noticed with club sports, patience is key. It’s easy to get frustrated but you must trust 
the process. 

 
We want your experience here and with us to be fun and enjoyable. We want to make our 
training sessions truly engaging and not something you dread and simply have to show up 
for. Please utilize us as a resource! Between the three of us, we have experience in many 
different areas and our offices are always safe places to vent if you ever feel the need or 
ever need advice of any kind. 

 

Welcome to Club Sports! Let’s get to work! 
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If this is your first time balancing a budget for a student organization – no 
worries – we got you! Here are some quick tips to help you with your 
organization: 

• Being a Treasurer means you have to be organized – be as transparent as possible. 
o Create a Google Sheet or use Microsoft Excel to track your club’s finances 
o Make sure everyone has access to the budget 
o Create monthly budget sheets that tracks income/expenses and pass it out at 

the end of practice once a month, or give everyone access to a Google Sheets 
link 

o Organize bi-weekly/monthly meetings with your Officers to review finances 
o When submitting purchase requests, or travel requests, make sure all Officers 

communicate effectively, and also make sure the club has enough funding to 
cover the expenses 

o Attend Compass Meetings 

Compass Meetings 
These regularly scheduled meetings are meant to serve as a service and resource for 
Treasurers and other officers. We realize there’s a lot of information, and even 
responsibilities, that get flooded onto the treasurer. To keep track of income, expenses and 
dues payments can be overwhelming and we recognize that. That’s why WE want to help 
you! If you need more assistance outside ofour monthly meeting, please make sure you 
reach out to the Club Sports Administration to schedule. 

 

 

 
***Your club advisor will be announced at Club Sport Officer training at the beginning of the Fall semester. 

Regularly scheduled 
meetings with officers 

Must be completed by 
 

Through your 
club’s advisor 

 
Plan ahead. 

 
Don't procrastinate. 

 
You're responsible for 
your club's finances. 
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Allocation Account (0112) 

Clubs will receive their allocated 
amount in July of every year 
announced via e-mail to the club’s e- 
mail account. Club Sports 
determines your club’s allocation 
through: 

1. Yearly Budget Hearings 
2. Points earned through the 

Razorback Scoreboard 
3. Any award money earned at 

the ACS Awards. 

Clubs are only awarded 60% of 
their total allocation at the 
beginning of the fiscal year (July 
through June). Once your club 
has matched and deposited the 
60% amount, the remaining 40% 
will be unfrozen for use by the 
club. The 60% can be matched 
through club dues, revenue 
income events, donations or 
fundraising. If your club fails to 
match the 60% amount, the 
remaining 40% will be 
reabsorbed by Club Sports on 
April 1st of the same year. Money 
earned at the ACS Awards is not 
counted towards the 60% the 
club has to match and the club 
will start the year with this 
money in their 0112 Account. 
Each club will be required to 
spend their allocated amount by 
April 21st or must have 
encumbered these funds 
through approved Purchase 
and/or Travel Requests. 

Take-away: Funds in this account, 
become unavailable at the end of  

every fiscal year – USE IT OR 
LOSE IT. 

Razorback Scoreboard 

A portion of the club sports 
funding is distributed to qualified 
clubs according to each 
individual club’s fulfillment of the 
Razorback Scoreboard 
requirements. The total dollars 
available for allocation will be 
divided by the cumulative 
number of points earned by all 
eligible clubs throughout the 
fiscal year. This method will 
determine a dollar value to be 
assigned to each point. Each 
club’s earned points will then be 
multiplied by this value to 
determine the funding to be 
allocated to each team at the 
end of the fiscal year. 

 
Scoreboard Brackets 

There are three brackets on the 
Razorback Scoreboard (Gold, 
Silver, and Bronze) that work in 
conjunction with need-based 
funding. Depending on which 
bracket the club falls into on the 
Scoreboard, they will only be 
allowed to request up to a certain 
amount of allocation funding at 
the Budget Hearings. Clubs will 
not receive any more money than 
the bracket in which their club 
lands at the end of the fiscal year. 

Request Cap for each bracket: 

Gold = No Cap 
Silver = $1000 
Bronze = $500 

https://docs.google.com/spreadsheets/d/1WrTkXTDox5z5umUN4LKSLi076DaQ3jO8HD2Wng_e0E8/edit#gid%3D0
https://docs.google.com/spreadsheets/d/1WrTkXTDox5z5umUN4LKSLi076DaQ3jO8HD2Wng_e0E8/edit#gid%3D0
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Dues and Revenue Income 
Events Account (1102) 

Each club is assigned an account 
specifically for dues and funds 
obtained through Revenue Income 
Events (RIE). Funds deposited in 
this account rollover each year and 
is housed with UREC. 

Clubs must deposit funds one 
business day after receiving them. 
Dues can be paid online or at the 
UREC Main Office (HPER 225) 
during normal hours of operation. 

Any member who deposits funds 
will receive a copy of the Club 
Sports Deposit Form and receipt, 
which should be given to the Club 
Treasurer in order to maintain 
proper records. 

Examples of RIEs 

 
These are just examples of 
potential RIEs your clubs can do – 
there could be other options your 
clubs could look into throughout 
the year that may not be listed. 
Please speak with Club Sports 
regarding any ideas your club may 
have when it comes to generating 
funds. Lastly, DO NOT SIGN ANY 
CONTRACTS! All RIEs must be 
approved through the 
RIE/Fundraising Request Form. 

How is fundraising different than 
RIEs? Fundraising differs from a 
RIE in that the club earns money, 
in-kinds gifts, or other monetary 
gains without the expectation of 
any goods or services in return. As 
with the RIE, the University has set 
forth policies regarding how clubs 
may collect funds. 

RIE = funds deposited into the 
club’s 1102 Account 

Fundraising = funds deposited in 
the club’s 0392 Account 

 

 
Having a car 

wash 
 

 

Selling hot 
chocolate at 

the Union 

 

Selling Club t- 
shirts/apparel 

 

 

Charging 
admission for 
home events 

 

 

Collecting 
entry fees for 
tournaments 

 

 

Selling dinner 
at home 
events 

 

https://hogsync.uark.edu/submitter/form/start/317786
http://urec.uark.edu/club-sports/resources/rie-fundraising_procedures.pdf
https://hogsync.uark.edu/submitter/form/start/317786
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RIE/Fundraising Form (HogSync) 
 

Form can be found here : https://hogsync.uark.edu/submitter/form/step/1?guid=76a842e5-5bd2-4511-a8c0- 
76f5dde5e489 

 
 

Page 1: Select whether this is a RIE or a fundraising event. See blue box for further description of the 
difference between these two. Then click next. 

 

If a business requires a tax form, tax documentation, etc. please bring that to us. The 
university must provide, and sign any forms, that require a signature. The process 
could take anywhere from 3-7 business days. 

https://hogsync.uark.edu/submitter/form/step/1?guid=76a842e5-5bd2-4511-a8c0-76f5dde5e489
https://hogsync.uark.edu/submitter/form/step/1?guid=76a842e5-5bd2-4511-a8c0-76f5dde5e489
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Page 2: Complete all fields related to your event. Be as specific as possible. The form will not 
be approved until all fields are completed. 

 

**The officer completing the form needs to have gone through the RIE/Fundraising 
certification process prior to competing the form. They also need to be the point of contact 
for the event. 

Page 2 continued: You will have to answer questions about your event that will better 
instruction the club sport administrators on how to process the paperwork for your event. 
If you are planning handling cash, you will need to request a cash box and a till fund. 

a. What’s a till fund? It’s cash money the club needs in order to 
provide change for customers. For example, if you charge $5 for a hot 
dog and drink, and the customer pays you $10, you’ll give them $5 cash 
back from the till fund. 
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**The officer completing and submitting the RIE/Fundraising Request Form must finish the 
process by having the Pre-RIE Meeting and Post-RIE Meeting with Club Sports 
Administration. You’ll receiving a cashbox, writable receipt books, and/or a till fund at this 
meeting and final instructions (if you have questions, bring those to this meeting). Post- RIE 
Meetings must take place within 1 day after the event due to Fayetteville Cash Handling 
Policies and Procedures. During this meeting we’ll reconcile the money the club collected 
and will discuss the logistics of the event. 

 
Why does Fundraising matter? 
Clubs who choose to raise funds outside of dues are eligible to receive fundraising points 
through the Razorback Scoreboard. This category does NOT apply to donations that are 
not solicited or sponsorships. You should always approach fundraising proactively instead 
of reactively. In short, that means the club should plan to reach the furthest level of 
competition for their season. 

https://hogsync.uark.edu/submitter/form/start/317786
http://urec.uark.edu/club-sports/resources/cashhandling.pdf
http://urec.uark.edu/club-sports/resources/cashhandling.pdf
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Foundation Account (0392) 
Clubs are assigned a Foundation Account, upon the receipt of their first donation. This 
account is solely for donations to the club. Clubs interested in soliciting funds through a 
donor, including ‘Restaurant Nights’, must submit and receive approval of the Request Form 
(see the “Fundraising Events” section for more information). 

 
Clubs are responsible for delivering any donations personally received by members to the 
UREC Main Office one business day after receiving them. These funds are NOT processed 
as a deposit at the UREC Main Office. All checks should be made out to the ‘University of 
Arkansas Foundation’ with the club name in the memo line of the check. Checks should be 
mailed to: 

 
 

University Recreation-Club Sports 
155 North Stadium Drive, HPER 225 
Fayetteville, AR 72701 

 

 
 

Credit Card/Electronic Bank Draft/Payroll Deduction 
1. Companies and individuals interested in donating via credit card should visit the 

University’s Annual Fund website 
2. When donating through the ‘Online Giving’ website, donations should be made to the 

‘College of Education and Health Professions’ with the club’s name in the ‘My 
Comments’ section. 

Please note that donations made online are subject to a processing fee, regardless of the form of 
payment. 

 
All donations are tax deductible and information regarding taxes will be mailed by the 
Foundation. Donors and sponsors may also specify what their donation is to be used for, 
such as “uniforms”. 

http://annualfund.uark.edu/givetoday.php
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Take-away: The 0392 Account is for all donations and is tax-deductible, but subject to 
processing fees by the University. This account rolls over each year. 

 
Each account has specific stipulations regarding good/services that cannot be purchased as 
prescribed by the University. 

 
Financial statements may be requested through your club’s advisor and can be reviewed at 
compass meetings. All financial statements show processed deposits, past expenditures, 
and planned expenditures (encumbrances) submitted to and approved by Club Sports 
Administration. Itis the ultimate responsibility of each club to retain their own accurate 
records and to immediately raise any questions that arise regarding possible discrepancies 
to Club Sports Administration. 

 
The following are typical expenses that are purchased with the following accounts: 

 
Category 0112 1102 0392 

Travel Expenses X X X 
Tournament Entry Fees X X X 

Conference Fees X X X 
Individual Membership Fees  X X 

Facility Rentals X X X 
Officiating Fees X X X 

Team Equipment X X X 
*Uniforms/Apparel X X X 
Advertising Costs X X X 

Expires Yearly X  

Coach/Instructors X X X 
Alcohol/Drugs/Tobacco Products  

Services Unrelated to Club Purpose  

Personal Hygiene Products  

 
We attempt to use your club’s 0112 Account first, since it expires on a yearly basis, before we 
use the others. However, please keep in mind that if you buy jerseys or uniforms, and want 
members to retain and keep it for personal use, it is best to use your 1102 or 0392 
Account(s). 
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Purchasing 
 
 

 
Clubs will use the Purchase Request form to purchase all other items, services, or rental 
spaces (non-apparel and logo items). Unless otherwise noted, Administration will determine 
how to make the purchase (credit card vs. check). Clubs who wish to purchase local items 
from a retailer may schedule with Administration to meet them at a specific location. The 
Purchase Request form needs to be completed at least one full business day prior to the 
meeting. If you’re unsure if your vendor is approved as a University vendor, please contact 
the Club Sports Administration. 

 
Question to ask the vendor before submitting the purchase request: 

• Do you accept credit card and/or check? 
o If they only accept check, ask if they’re a vendor through the University 

• Does your price include sales tax? 
o We must pay Arkansas State Tax on products/goods/equipment 

• Can you provide a quote/invoice to submit with my Purchase Request? 
 

Club Sports will decide which account to charge the purchase to unless specified by the 
club. The 0112 Account will be used first, followed by the 0392 and 1102 Account. 

 
Paying Individuals 
Clubs who wish to pay individuals for services (such as officiating, coaching, or athletic 
training) must submit the Purchase Request form prior to any services being rendered. This 
will require planning on your part! To be paid for services rendered, any person who is not 
currently affiliated (on payroll) with the University must become a ‘vendor’ with the 
University by completing the Vendor Identification Information form, which can be found on 
the Club Sports website. While the Purchase Request form for all services must be 
completed prior to the services being rendered, individuals may choose to delay completing 
the Purchase Request form. This will delay their payment. 

 
Purchases Exceeding $2,500 
If a club has a purchase request that exceeds $2,500 without tax but including shipping, 
then the order will need to be paid with a Purchase Order. Complete a Purchase Request 
for this type of order, ensuring that the club includes all vital information, including e-mail 
for the vendor. 

 
Submit a 
Purchase 
Request 

You'll receive 
communication 

from Club 
Sports 

Make an 
appointment 

for your 
purchase. 
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*If the vendor isn’t set-up with the University, they’ll have to 
complete additional paperwork in order to be approved. 

** It is important to remember that sales tax must always be 
included with all purchases, with the exception of purchases for 
services or facility rentals. If a company does not charge sales tax, it 
is still required to be paid by the state of Arkansas. The current sales 
tax for Fayetteville is 9.75%. If a club receives a quote from a 
business that itemizes that cost for each item(s), the Items to be 
Purchased section does not needed to be completed. The club may 
include the words “see attached” instead. 

1. Complete the 
purchasing 
request on 
HogSync. 

2. Enter in the 
submission 
date on the first 
page. Click 
‘Next’. 

3. Complete the 
required fields. 
Verify prior 
completing the 
form that you are 
using an approved 
vendor. 

4. Justify the 
purchase by listing 
what it’s for. 

5. Upload a quote 
and proof (if item 
has trademarks) to 
the form. 

6. Follow up with 
your advisor after 
submission to 
ensure that all set 
were followed. 

http://urec.uark.edu/club-sports/resources/vendorform.pdf
https://hogsync.uark.edu/submitter/form/start/322538
https://hogsync.uark.edu/submitter/form/start/322538
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Itemized Receipts 
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Apparel and Logo Purchases 
The Licensing and Trademark division of the Athletics Department at the University of 
Arkansas has strict rules governing the look and use of licensed and trademarked words 
and marks associated with the University and the Athletic Department. For information 
regarding which words and marks and licensed and trademarked, visit the Athletic 
Department’s website. All approval for the use of licensed and trademarked words and 
marks but be received before any items are ordered. 

 
For these types of purchases the following supplemental information is required to be 
submitted with the Purchase Request form: 

• Quote from company 
o Ensure that the company includes all miscellaneous fees, sales/state taxes, 

shipping expenses, and royalty fees, as applicable 
• Proof(s) (high quality with proper licensing marks) 

o Must be sent electronically 

For items that use a licensed logo, check the ‘logo item’ on the Purchase Request and 
ensure to include royalty fees (12% of the total pretax amount, excluding shipping and 
handling) for any items that will be resold for a profit. Items that are to be kept by the club 
and inventoried through University Recreation will need to have the ‘inventory item’ box 
on the Purchase Request checked. Marking this box will also indicate that the club wishes 
to purchase the item(s) out of their 0112 Allocation Account if the funds are available. If the 
funds are not available, payment will be made using the available funds in other accounts. 

 
These items cannot be paid with a P-Card. Clubs who use a vendor for a purchase that 
requires a purchase order (typically apparel order or orders that use licensed marks) must 
be on file with the University as a vendor. If a club has not used this vendor within the last 
calendar year (a year from the new purchase request), the club should contact the vendor 
to complete a Vendor Identification Information form, which can be found on the Club 
Sports website. 

 
Any time a club wishes to use a word or mark that is licensed or trademarked, the design 
must be emailed to Club Sports Administration for approval. Depending on the intended 
use of the design, the Director of Trademark Licensing may need to approve the design, 
however, Club Sports Administration will work to gain this approval. 

 
The timeline is undefined and varied regarding the approval process. It is wise to submit 
any trademark license purchase request early in the school year, and to not wait until the 
last minute to turn in requests as the process is timely. 

http://styleguides.uark.edu/
http://styleguides.uark.edu/
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Licensed and Trademarked Words and Marks 
Below are examples of properly trademarked words and marks associated with the 
University: 

• Wooo Pig Sooie!™ 
• Go Hogs™ 
• Hogs™ 
• University of Arkansas® 
• Razorbacks® 
• Arkansas® 

 

Note that the appropriate “red” is the color PMS 201. 
 

Licensed Vendors 
The Athletic Department utilizes the Collegiate Licensing Company (CLC) to manage all 
marks associated with the department and University, thus making it necessary to use 
vendors (local or national) that are licensed through the CLC to print/produce items with 
licensed words or marks. 

 
There are very limited circumstances when a club may use a vendor to produce apparel 
or merchandise who are not currently licensed with the CLC. Typically, this has been for 
items, such as uniforms, in which the club is not reselling the items and the item is so 
unique (e.g. cycling jersey) that it is extremely uncommon for a company to be licensed. 
Approval for such a circumstance is on a case by case basis and is ultimately approved 
by the Director of Trademark Licensing. Clubs who believe they can gain this permission 
must work with the Club Sports Administration for the permission. 

 
In instances where clubs are purchasing items in which the company is not licensed or 
permission is not given to bypass the CLC process, the club will need to work with the 
vendor who is creating the items to gain a CLC license. Ultimately it is the vendor’s 
responsibility to acquire the license—including the one-time license option—and clubs are 
not permitted to pay for the licensing fee out of their club accounts. Companies who wish 
to pass the cost of licensing to the club may do so through the cost of the items being 
purchased. 

 
Special Circumstances 
Through a good working relationship the Club Sports program has been able to get special 
permission on aspects of licensing that are not available to others. Although some aspects 
create somewhat of a greater hardship on clubs, the permission the program and clubs are 
given to use licensed and trademarked words and marks is invaluable and not afforded to 
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Club Sports at many other institutions. The following describe different circumstances 
that 
ONLY apply to the Club Sports program and its clubs: 

 
• Clubs who wish to produce items must include the 

word “Club” on the item with their club name. This is 
to help distinguish club teams from Athletic teams. 

• Clubs who wish to use the Hog may only do so if no business 
(through donation or sponsorship) is marketed with the club. 
The Hog is a special and visible mark for the University and thus 
only businesses who have a sponsorship agreement with the 
Athletic Department may use it. For example, if the Triathlon club 
wishes to create a shirt for their club members to wear and would 
like to put a sponsor’s logo on the shirt to thank them for their 
sponsorship, the Hog may not be used anywhere on the shirt. The 
words “Arkansas” and “Razorbacks”, however, can be used. 

• Clubs who wish to purchase items that are to be resold only need 
to pay royalty fees on the initial order (typically covered by the 
business or passed on to the club through price per item). The 
club does not need to pay royalty fees once the items are sold 
(e.g. on the profits) nor does the club need to pay royalty fees if 
the resale items are sold to another company that are in turn 
resold. See the Revenue Income Event section for more 
information. 

 

NOTE: The University Trademark Licensing Office is constantly 
evaluating the program and all policies/procedures are subject to 
change. Please work through Club Sports to ensure that the club is 
following the most up to date policies/procedures. 
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BEFORE YOU TRAVEL 

Before a club can attend a trip, you must be in good standing by: 
 

 

Attending 
weekly Compass 
Meetings with 
Club Sports 
Administration 

 
These aren’t difficult objectives to meet, but we purposefully want more face time with you where 
we WANT TO CREATE RAPPORT versus creating transactional relationships. 
 

 
As a Trip Leader, make sure you: 

• Submit the Travel Request on-time (a minimum of 11 Business Days before date of 
departure) 

• Arrange transportation 
o Will you be using personal vehicles? Rental vehicles? Charter bus? Are you flying? 

• Pick up the club’s travel binder and first aid kit 
• Organize club’s lodging 

o You should work with the Treasurer to make sure you have enough funding 
• Assist in organizing Driver’s Training with the Club Sports Administration 
• Check rental vehicles, before and after, for damages and report any problems to the 

Club Sports Administration 
o Make sure vehicles are clean before returning 

• Request class absence letters 

 
Provide a 
calendar of 
events for the 
semester/year 

 
Complete 
Travel 
Certification 

Compass Meetings are advisory meetings with the club leadership. These 
meetings will happen weekly during the club’s competitive season. The 
meetings are meant to serve as a “check-in” to see what’s up that’ll last 

no more than 15 minutes. Trip Leaders and Presidents are requested to be 
in attendance. 

What are 
Compass 

Meetings? 
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In order to travel, every single person in your club must complete these three 
things: 
 

 

 

Pay their dues (partially or 
fully) 

 
 
 
 
 
 
 
 

 
Submit a Club Sports 

waiver 

 
 

 
 
 

Complete Driver’s Training 
(See appendix for details) 

DID YOU KNOW? 

You can see who has paid 
dues AND submitted a 
waiver by scheduling a 

Roster Review with your 
advisor. 

Students only need to 
complete Driver’s Training 
once during their tenure at 

the University, however, 
they need to provide 

current proof of auto 
insurance on file with 

Administration. You can 
complete these trainings at 

any time throughout the 
school year. 

 
 

 
Once you have these things managed, you can now move 

on to completing a Travel Request! 
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A travel request serves three purposes: 

1) It tells us where you’re going 
2) It lets us know who’s going 
3) It gives you the option to use funding to support your trip 

ALL TRAVEL REQUESTS MUST BE APPROVED IN ORDER FOR YOUR CLUB TO TRAVEL! 

We definitely want to assist your club when it comes to getting you to your competition, however 
there are some barriers that’ll prevent your Travel Request from being approved: 

• If you do not have enough money in your account(s) to cover the cost of the travel 
• If you do not turn in a completed travel request, initial travel roster, and necessary 

supporting documents 
• If you don’t turn your travel roster in within the 11 Business Day deadline, or turn 

it in the day before you’re supposed to leave 
• Alcohol/Drug related incidents on prior trips 
• Unsportsmanlike behavior detrimental to the club program and University 
• Inability for the Club Sports Administration to trust the leadership accompany the 

club on the trip 

Club Sports Administration will notify you as these situations arise. 
 
The trip leader must first complete the travel certification process before submitting any forms for 
their club. This certification only needs to be done once a year and is linked below. 
 

Club Forms Page: https://urec.uark.edu/club-sports/resources/club-forms.php 
(Listed under ‘Club Sport Certifications’ tab) 

 
Once completed, the trip leader can submit their club’s travel request online (linked below). 
 

Travel Request Form: https://hogsync.uark.edu/submitter/form/start/491449 
 

Complete all required sections and any additional sections that apply to your travel. There are 6 
pages. After completing each page, click next. A travel roster will have to be attached to complete 
form. 
 
Travel Roster 

The first draft of the Travel Roster must be submitted with the Travel Request 11 Business 
Days before the trip departure. Names, student ID #, emergency contact & Phone number 
and college must all be listed. Drivers MUST have updated proof of auto insurance on file. 
Final Travel Rosters must be submitted three days prior of the trip and be fully completed. 

https://urec.uark.edu/club-sports/resources/club-forms.php
https://hogsync.uark.edu/submitter/form/start/491449
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Travel Rosters must be completed like the example above. This form must be typed and 
alphabetized. We will not accept blank information. Updates to a travel roster can be 
submitted the Wednesday before your trip. 
 
Once the form is complete, you will come to a Review Submission page, hit ‘Submit’ at the bottom. 
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Class Excuse Request 

At times club travel may interfere with academic class requirements. Although club travel is not 
considered official university travel where an absence is excused, the Assistant Director for 
University Recreation can request, through a letter on official University letter head, that 
faculty and staff make alternate arrangements for club members to meet their academic 
requirements during the absence due to travel. In no way does this letter guarantee a student 
exemption from their academic requirements nor does it require faculty/staff to make 
alternate arrangements. It is the responsibility of the club’s officers to share this letter with 
members of their club who requested the letter. It is important to note that Administration will 
not e-mail this letter out directly to club members or faculty/staff. 
 
 
Pre-Travel Meeting 

After the Travel Request is approved, and before the club is allowed to leave on their trip, the 
Trip Leader must schedule a meeting with Club Sports Administration to meet to discuss the 
details of the trip. The club will receive a travel folder and a first-aid kit. 

 
Travel Expenses 
 
On the travel request, you’ll have options to list estimates for the listed travel expenses. There 
are also different options you can select on how to pay for the expenses. For certain expenses 
not listed, please communicate with the Club Sports administration regarding the nature of the 
expense, and we’ll let you know if it’s allowable. 

What’s the difference between a travel advance, a credit card and a university check? 
 

A travel advance is physical money you take with you on your trip. Since you’re the Trip Leader 
the travel advance will be a check made out to you. It is your responsibility to either a) cash the 
check and distribute the cash to your members, b) deposit the money into your checking 
account and use your debit card or c) give cash to your members and have them deposit the 
cash into their checking account where they’ll use their debit card. Whichever option you’re 
comfortable with as trip leader is what we support. 
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Rules for Using Travel Advances 

Save all the receipts for what you spend with your travel advance. 

• Use a ziplock bags to save all of your receipts. 
• Gather all receipts, from your members, in a timely fashion. The longer you wait, the 

odds of members losing receipts grows considerably. 
• Spend what you estimated. 

o If you overspend your estimate, it’ll be our discretion regarding if you’ll be 
reimbursed. 

• If the gas station doesn’t print the receipt at the pump, then walk inside and ask for a 
receipt. 

• Plan your gas stops/toll roads. 
o Certain gas stations may be 24 hours, but they may not have an attendant 24 

hours to assist if you have problems getting a receipt and/or if your vehicle or 
club member needs assistance. Use Google Maps/Apple Maps to plan your 
trip, stops, dinner, etc. 
 Use gas stations along interstates and major highways – they’re more 

likely to have nice gas stations AND restrooms. 
 If the gas station looks sketchy – don’t use it! 

ADMIN Credit Card 
Clubs typically used for lodging, entry fees and pre-arranged shuttles (i.e. SuperShuttle). In 
order to use the ADMIN credit card, you must make sure the information you provide is 
complete. 

University Checks 

We highly recommend avoiding requesting a check because it can take 1-2 weeks to full 
process. The university can also provide a check for entry fees and special travel (charter 
buses). Like the ADMIN credit card, you must make sure the information you provide is 
complete.
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DURING YOUR TRAVEL 

Insurance 

The club pays $0.60 per individual towards insurance the University provides. It’s essential the 
Travel Roster is accurate with who’s attending since that’s used to determine the amount. 
Changes to the Travel Roster aren’t allowed after the 3 day deadline. 

Personal vs. Rental Vehicle Procedures 

Make sure that the cost of renting a vehicle is more than the cost of gas and utilizing your 
own personal vehicles. Carpooling at least 4 to a vehicle will cut down on costs (we 
understand it’s not feasible for some sports to carpool). 

If you have determined that it is cheaper to rent a vehicle from the university, the process 
will run just as it did last year. The Club Sport office will contact you once we have received 
your paperwork and confirm your selection of a rental vehicle(s). 

Toll Roads 

Regardless of whether or not you are driving a personal vehicle or a University vehicle, YOU are 
responsible for paying the toll fees. The University will not cover these costs. Be sure to check 
your route ahead of time and take cash/change with you to cover any tolls along the way. 

Lodging & Hotels 

Hotels can be very expensive. Put as many people in a room as you feasibly can – preferably 4 
– to reduce cost. At times you can speak with a Group Sales Reservation specialist – do your 
best to do that as they’ll be able to give you better deals that’ll include better rates 
where they’ll also throw in breakfast, free parking, etc.! When you’re calling to book your 
lodging, you can use your personal debit/credit card to hold the rooms. We’ll be able to 
transfer the lodging expense onto our ADMIN credit card once your travel request has been 
submitted, signed and entered into the university travel system. 

Although third-party vendors (Booking.com, Expedia, Travelocity) give great deals, using 
these websites are strictly prohibited. 

YOUR RECEIPT(S) FROM THE HOTEL MUST BE ITEMIZED PER ROOM, PER NIGHT IN ORDER 
TO CLAIM THE EXPENSE OR BE REIMBURSED. The same goes for any credit that’s given by 
the hotel. 

Use club members and their families/friends as a resource for lodging. If you can stay at a 
club member’s house while on a trip, it is strongly suggested that you do so to cut costs. 



CLUB LEADERSHIP GUIDEBOOK – UREC CLUB 
 

 

 

Reporting Auto Accidents 
 

 

 

In the event that a club member gets in an auto accident during a trip, follow the below 
steps: 

1. Contact 911 if anyone involved in the accident needs emergency medical help. 
2. Contact police to assist with filing a report. Never report or admit fault/guilt. 
3. Contact Club Sports Administration once it is safe for those involved in the accident 

to do so and prepare to explain the following so that Administration can report the 
accident to Risk Management: 

a. Who was involved (including any contact information if they went to the 
hospital) 

b. What happened/events leading up to the accident 
c. What, if any, injuries there were 

4. As soon after the accident as possible, complete the UA Motor Vehicle Accident 
Report and submit via e-mail to Club Sports Administration. 

5. Also report any communication from the other party involved in the accident, their 
insurance company, lawyer, etc. to Club Sports Administration. 

NOTE: The University’s insurance coverage for accidents does not include coverage for 
damage caused to a personal vehicle (e.g. broken windshield) nor does it cover 
coaches/non-University affiliated members traveling with club members. Additionally, 
coaches and non-club members are NOT permitted to drive club members. 

Call 911 

Report 
additional 

info 

Contact 
Police 

 
Complete UA 

Motor Vehicle 
Accident Report 

 
 

Contact Club 
Sports 

http://risk.uark.edu/_resources/documents/mvaccident.pdf
http://risk.uark.edu/_resources/documents/mvaccident.pdf
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Reporting Personal Injuries 

If a club member is injured in any way during competition or travel an Accident Report form 
must be completed and submitted to Club Sports Administration within one business day. In 
the event that a club member is taken to the hospital for an injury, regardless whether the 
mode of travel was ambulance or personal vehicle, Club Sports Administration must be 
notified immediately 

The club member reporting must be prepared to provide information that is listed on the 
Accident Report as well as the following: 

If you're 
reporting 
this 

How did the accident occur? Were they tackled from behind? 
Landed awkwardly? Twisted ankle? 

information to 
Club Sports, 
please be 
prepared to 
answer the 
following: 

 
Who assisted the injured person(s), 
and what assistance was given 
(include medical assistance)? 
 
 
How did the injured person(s) 
arrive to the hospital, and which 
hospital are they located? 
 
 
Provide a diagnosis from the 
nurse/doctor 

 
Athletic trainer? Field Supervisors? 
EMT? 
 
 
 
Did you transport them? Did an 
ambulance transport them? 
 
 
 
This information ma y be updated 
throughout the time spent at the 
hospital 

 
 
 

 

Provide contact info for the injured    
person(S) 

Phone number Email 

address Emergency 

Contact 
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When you return to Fayetteville 

University policy states post travel meetings, with you having all the receipts, most 
be conducted within 3 days of your return that’s listed on the travel request. If you 
lose a 
receipt, the university will not accept a scanned/emailed or photos of receipts taken that 
are unclear. 

If all receipts are not provided within 3 – 5 Business Days of the ending travel date, the 
club will reimburse their account for the unauthorized expense. Bank account statements 
will not be accepted as a receipt. 
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