Sam’s Purchasing Process
Once your PR has a PO (Purchase Order Number) assigned, do the following:

1. Type a PO/PR Order summary sheet* (it has the PO number in it)

2. Present the summary sheet to the service desk at Sam’s club.

3. Service desk clerk will ask for your driver license

4. Service desk clerk will give you the District’s Sam’s credit card

5. Proceed to purchase what you need and charge your purchase to the card. 

6. Return the District’s Sam’s card to the Service desk, and pick up your driver license.

7. Send the receipt attached to the  PO summary sheet to Accounts Payable.

*How to print a PO/PR Order Summary Sheet
· Go to Reports on the Bi-tech main screen

· Go to GL/FIN

· Go to Purchasing End-User

· Go to PO: PO/PR Order Summary Sheet

· Print your PO/PR summary sheet request it by entering the PR number or the PO number

The following page explains in detail the guidelines to purchase goods/services at Sam’s club.
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Brownsville Independent School District

Finance Department

SAM’S CLUB   and   WAL-MART

PURCHASING PROCEDURES

ALL PURCHASE COMMITMENTS FOR THE DISTRICT SHALL BE MADE BY THE SUPERINTENDENT OR DESIGNEE ON A PROPERLY DRAWN AND ISSUED PURCHASE ORDER, IN ACCORDANCE WITH ADMINISTRATIVE PROCEDURES. -  BOARD POLICY CH (LOCAL)
PERSONS MAKING UNAUTHORIZED PURCHASES SHALL ASSUME FULL RESPONSIBILITY FOR ALL SUCH DEBTS.  – BOARD POLICY CH (LOCAL)

The District will establish a Sam’s Club Direct Account for use by each Campus and each Department in the Brownsville Independent School District.  The Campuses and Departments shall adhere to the following procedures for using the Sam’s Club cards and thus maintaining the integrity of the Purchase Order System.
The card must only be used for lawful transactions.  The account is established with Sam’s Club only for the purpose of purchasing goods and services to be used for school business purposes on behalf of the Brownsville Independent School District.  You agree NOT TO USE these accounts to purchase goods or services for personal, family or household purposes.
1. A properly drawn and authorized purchase order must be issued prior to the date of the purchase.

2. The BISD purchase order must be presented to the Customer Service Desk at Sam’s Club in order to purchase merchandise. The Customer Service Desk will require a driver’s license for identification purposes.  The BISD employee will be given a card to be used for the in-store purchases.

3. The employee will return the card to the Customer Service Desk immediately after making the purchase and the Customer Service Desk will return the driver’s license to the employee.

4. The school principal and the Department Administrator will have authorization on the use of the card. The secretary will be responsible for keeping track of the purchase orders.

5. Purchase orders shall have a list of items that will be purchased at the store.

6. Purchase orders will be closed at the end of every month.
7. Sam’s Club will give the BISD employee a detailed receipt at the time of purchase.  The BISD employee will attach the receipt to the purchase order and submit the receipts to Accounts Payable in a timely basis.
8. The secretary must receive the purchase orders in the Bi-Tech system as soon as possible after the merchandise is delivered to the school.  The employee making the purchases must never be the same employee that is also receiving the purchase order in the Bi-Tech system.
9. The Accounts Payable Department will issue payment to to Sam’s Club upon receiving the monthly statements.
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