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OCPS is the ninth largest school district in the United States and fourth in Florida with 
approximately 215,000 students, 25,000 employees, and over 203 schools and facilities. 
Managing a procurement card program can be challenging to ensure that cardholders and 
supervisors are following program guidelines by: 

1. ensuring receipts are attached to all transactions 
2. transactions are reviewed for appropriateness 
3. tax is not being paid as a tax-exempt agency 
4. supervisor signoff on transactions  

OCPS has over 1,300 credit cards issued to school bookkeepers, department secretaries, 
and other staff as necessary to facilitate the purchase of low-dollar purchases and business-
related travel expenses, it is therefore imperative that the Procurement Services Department 
implements strong controls to maintain the integrity of the program.  Strong controls however can 
be time-consuming so we looked into ways to utilize technology to facilitate an expeditious review.  

In the summer of 2023, the OCPS Procurement Services Department implemented a system 
that allows for a much more automated approach to documentation and notification of violations 
of the district’s procurement card program mentioned above. A key requirement is that all 
transactions have a receipt attached in the district’s procurement card system, Bank of America 
Works. Through the exporting of a report from Works into Microsoft Excel, the district’s 
Procurement Card Administrator then uploads this Microsoft Excel document into Smartsheet by 
simply dropping the entire file onto one row in Smartsheet which then populates all of the 
transactions into a sheet. One of the columns on the report indicates if there is a receipt attached 
or not. This is shown in Figure 1 below. When the report is imported into Smartsheet, an 
automation is triggered if it is detected there is no receipt attached (the receipt field will be blank 
if no receipt is attached) that generates a violation notice to the cardholder advising them of the 
violation through DocuSign. This is sent to their email address which is included in the file import 
into Smartsheet shown in Figure 2. The violation document includes details of the transaction, a 
brief description of the violation, and a field where the cardholder can enter a statement explaining 
why no receipt was attached. An example of a completed violation is included at the end of this 
document. The violation format looks the same regardless of the reason it is being issued.



 

  

Figure 1 

 

Figure 2 

 

The solution also sends a notification if there is tax on a transaction – the file exported from 
Bank of America Works into Smartsheet includes a column that indicates if there was tax on the 
transaction shown in Figure 3. The automation is configured so that if there is any value in that 
column it sends a notification of violation along with the details of the transaction. Again, the 
cardholder can enter an explanation in the DocuSign document.  

 

Figure 3 

The Procurement Card Administrator also conducts monthly random audits of transactions to 
determine if the purchases are appropriate. This is achieved using the same Smartsheet import 
from Bank of America Works. The Administrator can select from a dropdown menu, shown in 
Figure 4, for items that are violations of program rules or procedures for things such as split 
transactions to avoid program controls, items of personal nature, or other items that violate the 
Procurement Card Program rules, and then a violation is issued. The Administrator also selects 
from a list of actions being taken as shown in Figure 5. 



 

 

Figure 4 

 

Figure 5 

The final area where a violation is issued automatically is when a manager has not signed off 
on a transaction by the end of the billing cycle. If there is no indicator of manager sign-off, the 
violation is issued to the manager directly, not the cardholder, since it is the manager’s 
responsibility according to the Procurement Card Program procedures. Like other violations, the 
manager can enter explanations as to why the transaction was not approved within the timelines 
outlined in the program procedures. 

When any violation is issued, the status of the DocuSign is synced to the violation in 
Smartsheet as shown in the status column in Figure 6. A reminder is sent every two days to the 
person the violation was issued to until action is taken on the document. The explanation entered 
on the DocuSign also syncs back to the sheet for easy review of the Procurement Card 
Administrator as shown in Figure 7. 

 

 

Figure 6 

 

 

Figure 7

 

 

 



Procurement Card Program Violation 
This memo serves as notice of a violation in accordance with the District’s procurement card 
program procedures or Management Directive A-13. 

From: Ledgie Santiago, Procurement Card Administrator, Procurement & Contracting

Issued on:      Manager Name: 

Purchase Information 
Cardholder Name 
Card Last 4 Digits 
Purchase Date 
Amount 
Vendor Name 
Transaction Number 

Violation Information 

Violation Details 

Actions Taken 

Should you have any questions regarding this notice, please contact me at Cisco extension 200-2414 

You may provide an explanation regarding the violation below: 

Your signature Acknowledges receipt of this notice only:  _____________________________________ 

cc: Principal/Supervisor 

DocuSign Envelope ID: 5D3CF2B1-AB3F-469E-98C8-2355084B4352

Failure to complete the monthly approvals of purchases within the required 

timeframe.

.

8977

This memo serves as a documented warning. Continual violations will result in 

a suspension or revocation of your procurement card.

LISETTE REYES
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