
2019-2020 
Spring Pod 

Meeting



What we 
will cover:

Purchasing

◦ Sam’s Club Options

◦ Contract Process

◦ Invoice PO’s

◦ Bulk Office Supplies

◦ Q&A
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P-Cards 

◦ Presentation

◦ Q&A

Business Office 

◦ Introductions

◦ Q&A



Sam’s Club

3 Options



OPTION 1

Non- Membership 
Holders

(Not picked up by the 
warehouse)

◦ Create a Shopping Cart
◦ In store @ NRH Location

◦ Enter Blanket PO
◦ Delivery Reference is important!!
◦ Round the total cost up
◦ Attach shopping cart

◦ Purchasing places the order
◦ Delivery Reference picks up the 

order
◦ Receipt is e-mailed to Purchasing
◦ Purchasing liquidates PO
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OPTION 2

Membership & 
Non- Membership 

Holders

(Warehouse Pick Up)

*Only for orders greater than $250 or Large 
Items 5

◦ Create a Shopping Cart
◦ In store @ NRH Location

◦ Enter Blanket PO
◦ Must state: FOR WAREHOUSE 

PICKUP
◦ Round the total cost up
◦ Attach the shopping cart

◦ Purchasing places the order
◦ Warehouse will pick up the order 

& deliver to the ship to indicated 
on PO

◦ Purchasing liquidates PO



OPTION 3

Membership 
Holders

(Campus/Dept. Must 
Have Their Own 

Membership Card)
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◦ Complete Purchase Request 
Form/P-Card Requisition

◦ After approval purchase may be 
made
◦ In store or Pick & Pull

◦ Purchase must be reconciled on 
P-Card Statement

*Warehouse cannot pick up pick and pull orders from the 
campus.
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Contracts



Contracts

Contract from a 
vendor 

(Terms & 
Conditions)

Addendum
Independent 
Contractors 

◦ Must be sent to 
the contract 
approval process.  

◦ It may or may not 
have an 
addendum.

◦ If you have an 
addendum it 
must be signed 
prior to the 
original 
contract. 

◦ Contract must 
always be signed 
after approval.

◦ An addendum is a 
change to an 
original  contract. 
It details the 
changes in the 
original contract 
but otherwise 
leaves the original 
contract in full 
force and effect.

◦ Must be signed by 
the vendor before 
original contract 
can be signed by 
Principal/Director.

◦ What type of funding?

◦ Is the vendor already in 
Munis

◦ You can attach the New 
Vendor Request Form 
with your contract

◦ Complete contract & 
submit after signed by the 
Principal/Director and the 
vendor.

◦ Submit through the 
contract approval process.



What Does 
Approval 

Look Like?
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Invoice Purchase Order



YES

◦ The order was 
already made by 
myself or another 
BISD employee.

◦ The field trip has 
already happened.

Do I Need 
an Invoice 
PO?

NO

◦ The vendor sent me 
an invoice but the 
product/service 
hasn’t happened 
yet (Proforma)
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Campuses with ZERO Invoice PO’s
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Departments with ZERO Invoice 
PO’s
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182
Invoice PO’s for the 2019-2020 school year
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Bulk Office Supplies
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THANKS!
Any questions?


