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HEB & Wal-Mart Card Use Procedures 

HEB and Wal-Mart cards are issued to the campus secretary by the Financial Assistant at Central 

Office. These cards should be kept in a secure location at all times. 

The purpose of the HEB and Wal-Mart cards are to allow staff members to purchase only 

miscellaneous supplies/materials without detailing items on a PO.  An approved purchase order 

must be in place prior to any staff member checking out either of these cards. Only authorized 

signers listed on the purchase order are allowed to use the cards. If a larger dollar amount item 

needs to be purchased, a separate PO needs to be entered detailing the item/items prior to 

purchase.  Having an open PO is a privilege and if this is abused this privilege could be revoked 

causing a PO to be entered with each purchase. 

The campus secretary will check out the cards to staff members and is to keep a “Record of Use” 

form, one for HEB and one for Wal-Mart, and record each time the card is checked out.  See 

example below. 

 

  

Cards are to be returned to the campus secretary the same day or first thing the next morning. 

Cards are not to be checked out over the weekend or during school holidays, as they could easily 

be misplaced. 
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The original receipt must be signed by the person making the purchase and include the PO 

number and returned to Pam Wilke at Central Office.  Please be sure to attach the receipt to a 

regular 8 ½ x 11 sheet of paper as the receipts are small and can be easily missed.  If a missing 

receipt must be obtained from HEB there is a $5.00 charge for the copy. The person who 

checked out the card on that date and did not turn in a receipt will be responsible for reimbursing 

FISD for this charge. 

It is the responsibility of each staff member that has an open PO to either HEB or Wal-Mart, to 

keep track of the balance on his/her PO. Any purchases over the amount of the PO are not 

authorized and the person making the purchase could be held personally responsible for the 

charges.  There is a form on the Billie Net under Business Office Forms called           

“Purchasing-Open PO Balance” to assist you in keeping track of the balance.  See example 

below. 

FISD     

 

 
 

  

OPEN PO BALANCE      

        

FISCAL YEAR          

PO NUMBER          

VENDOR          

ORIGINAL 
BALANCE          

BALANCE on Open PO  $                          -          

        
Record all invoices received that are against this PO.  Fill in the highlighted boxes and the PO Balance Column  

will calculate the balance remaining on the PO providing that all invoices are entered and correct. This will help 

determine if any adjustments are needed.  Adjustments are made by means of a POCR**  which is to be   

submitted to Pam Wilke.  Requestor will be notified by email of status of POCR request.  

NOTE: An increase to an open PO requires business office approval prior to additional expenses being incurred.   

If an open PO is to be closed please send the yellow copy to Pam Wilke stating that the PO is to be closed.    

** Purchase Order Change Request(POCR) is available on the BillieNet under Business Forms  

        

Inv. Date   Invoice No.   Invoice Amount   PO Balance  

ENTER THE ORIGINAL PO BALANCE ON THIS LINE   $0.00  

        $0.00   $0.00  

        $0.00   $0.00  

        $0.00   $0.00  

        $0.00   $0.00  

        $0.00   $0.00  

        $0.00   $0.00  

        $0.00   $0.00  
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FISD is exempt from all Sales Tax so tax should not be charged on any items purchased. If a  

Tax Exemption Certificate has not been provided by the vendor, an Exemption Certificate must 

be printed and taken along and presented to the cashier at the time of purchase. The Tax 

Exemption Certificate can be found on the Billie Net under Business Office Forms. See example 

below.  If Sales Tax is charged, the staff member making the purchase will have to reimburse 

FISD for the amount of the sales tax. 

  

It is possible that there are also HEB and Wal-Mart cards at the campuses to be used for 

purchases through the Activity Fund.  Budgeted funds and the Activity Funds are two separate 
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funds, so it is very important that the cards be used accordingly.  HEB or Wal-Mart cards issued 

for budgeted funds cannot be used to purchase items for any Activity Fund Organization, just as 

Activity funds cannot be used to purchase items for budgeted funds. Please ensure cards are 

marked accordingly. 

Cards will still be available at Central Office for other departments to use such as Athletics, 

Maintenance, Special Ed, etc.  In the event that all campus cards are checked out, staff members 

will still be able to check out a card at Central Office.  They will need to bring their PO number 

with them when checking out a card.  The receipt along with the card is to be returned to Central 

Office either the same day or the beginning of the next day.  No cards will be allowed out over 

the weekend or during school holidays. 

If problems arise with the cards such as not scanning properly or the cards are misplaced, please 

contact Pam Wilke at Central Office immediately.  

 

 

 


