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Greetings all! We will be sending out monthly communications to help smooth the process of Sam’s 

Club Purchases. All other Purchasing Tips may be found in the Fiscal Updates & FAQ’s in Outlook or 

you can always email purchasing@galenparkisd.com and we can share any previous Tips. 

 

Sam’s Club purchases:  

Earlier this year we began to allow P-cards to be used for Sam’s Club purchases. This was well 

received, however, at that time, we allowed everyone to decide which method (P-card or Purchase 

Order) was best suited for their needs.   

Due to inconsistencies with Sam’s Club billings and third-party accounting system: 

1. Everyone will now be required to use the P-card only for all Sam’s Club purchases.  

2. Starting December 2, 2024 Purchasing will no longer approve requisitions for Sam’s Club 

Purchase Orders.  

3. Existing Blanket PO’s to Sam’s Club will need to be consumed and existing purchase 

orders will need to be closed by December 20, 2024.  

4. Email Accounts Payable and copy Purchasing to request purchase orders be closed.  

a. This will allow accounts payable time to review any pending invoices to the account 

are paid before purchase orders are closed.  

b. All purchases must be tax exempt, if taxes are charged take your receipt to 

customer service for a credit.  

After December 1, 2024, if a large purchase is required, you may request an increase to the P-card 

via email to Bette Speaks and Adrian Sloan (copy Budget Managers) allowing at least two business 

days in advance of planned expenditure.         

Planning is imperative. 

Purchasing Department - purchasing@galenaparkisd.com 

See examples for Online Purchases (page 2) 
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