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Overview 

 
The South Carolina Department of Transportation’s (SCDOT) mission is to connect communities 

and drive our economy through the systematic planning, construction, maintenance and 

operation of the state highway system and the statewide intermodal transportation and freight 

system.   It is SCDOT’s vision is to rebuild our transportation system over the next decade in order 

to provide adequate, safe and efficient transportation services for the movement of people and 

goods in the palmetto state. 

The Accounts Payable department’s mission is to support the overall agency mission.  The 

departmental goal is to process all payments in accounts payable with a net 30 days term at a 

rate of 96%.  Staff is responsible for providing timely and accurate payment of business 

transactions for the agency.  The department is charged with reviewing expenditure 

documentation for accuracy and validity, and giving final approval for disbursing funds for 

payment of goods and services, and providing excellent customer service to our internal and 

external customers.  Business transactions include purchase order payments, purchasing card 

transactions, fuel card transactions, right of way payments, consultant agreements, railroad 

agreements, contractor estimates, utilities and utility agreements, damage claims and travel 

related documents.   
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Problem Statement 

 Currently, within our accounts payable process, we electronically process travel related 

documents into the accounting system as we receive them from all forty-six counties and twelve 

departments within the agency.  The goal is to determine the main factors involved in the travel 

process in order to create a more efficient process for these types of documents to meet the ever 

changing needs of government.  Thus, not only improving our payment term turnaround but also 

providing a more efficient and transparent process for our internal customers.  

 

Structure of SCDOT 

The South Carolina Department of Transportation is the fourth largest highway transportation 

system in the nation with 41,500 miles of paved roads and 8400 bridges to maintain.  The 

structure of the agency is comprised of the SCDOT Commission Board, the Secretary of 

Transportation, Divisions of Engineering, Human Resources, Finance and Administration, and 

Intermodal Planning.  Within engineering, there are seven districts state wide that are comprised 

of the forty-six counties.  Within each district there are divisions of engineering for maintenance 

and construction within each county.  
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The Deputy Secretary for Finance & Administration has the overall responsibility for the agency 

short-term and long-term financial solvency, preparation and execution of the agency's budget, 

financial management including cash flow management and forecasting, financial accountability, 

state and federal procurement activities, and procurement oversight and accountability. The 

division also oversees agency Information Technology Services (IT), Commission support, 

statewide toll operations and external auditing.  The office of the Controller falls underneath the 

Chief Financial Officer.  

 The Controller is responsible for the offices of Accounts Payable, Accounts Receivable, General 

Accounting, and Toll Roads.   
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Project Overview 

Accounts Payable is comprised of a team of eight Fiscal Analysts, two supervisors, and a manager.  

Each analyst is given the responsibility as the main point of contact for a specific district.  The 

responsibilities include processing all payments within that district.  These payments are 

comprised of purchase orders and any direct pay vouchers to include travel related documents.  

As a whole, the accounts payable team processes and approves an average of three hundred and 

fifty invoices daily, averaging over seventy thousand invoices processed per year. As a high 

volume accounting team, our standard is to process documents with a payment term turnaround 

of net 30 days at a rate of 96%.  We are currently meeting that standard, however, there is an 

area in particular that is in need of focus and that is the process of travel related documents.   

Travel related documents are a type of direct pay voucher for the payment of travel related 

expenses.  These payments include registration documents for training courses or conferences, 

direct billing for hotel/lodging expenses, cash advances to employees for out of state travel, and 

travel expense claims for reimbursement.  In order to be determined a travel document, the 

account assignment must be coded properly via the general ledger. Please see the following for 

the general ledger expenditure definitions for travel expenditures.   
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SC Comptroller General. (2020) Appendix A. Expenditure General Ledger Account Definitions, CG Accounting Policies and Procedures. 
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As part of process improvement, questions from our internal customers in regards to travel 

documents include:  

• What type of forms should be used to request a registration and/or hotel payment? 

•  How do you fill out the forms for an expense claim? 

•  What supporting documents are needed for submission with forms? 

•  How long for employees to receive their reimbursements.   

• How to apply check or EFT payments? (Inquiry from our external customers).   

These payments differ from the normal invoice as they usually do not have an invoice number 

as they are, in most cases, payable to our employees for their travel costs, or to one time 

vendors for seminars and/or conferences and grouped hotel payments.   

Data Collection  

Data collection is as follows: 

A. Data information from our SAP accounting system, the South Carolina 

Enterprise Information System (SCEIS).    

B. Interviews of administrative users. 

C. Internal review process  

Data Analysis 

Data collection from the SCEIS SAP system was for fiscal year 2018-2019 for ZT travel 

documents processed through agency code U120.  The following chart will show the total 

expenditures amount YTD for FY19 by travel general ledger.  
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Skeen. (2020) Appendix B and C of Process Improvement in Payables for Travel Related Documents.  

 

The expenditures are broken down by the type of expenditure to include, meals, lodging, airline, 

other transportation, miscellaneous travel expenses,  and registration fees.  Registration 

payments are paid via Miscelleouneous expense for Training/Vendor form 608.  These charges 

can be prepaid for registration costs for training, seminars, conferences and meetings.   
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Skeen. (2020) Appendix D of Process Improvement in Payables for Travel Related Documents. 

I was able to further research in detail the expenditures for each period to include any credits.  

Based on my findings for in state registration documents as well as the in state lodging general 

ledgers, the credit to include any reversals were approximately 3% for the total year and less than 

that for the other travel GL’s, making our processing net 30 term rate 97%.  Appendix G and H 

shows data collected for FY19 for a total of 1511 travel documents processed with 238 being 

greater than net 30 days for payment bringing term payments for travel documents alone to 85%.  
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I also conducted interviews with administrative staff completing the employee expense claims as 

well as interviews with the accounting staff for internal review process.  Where in which, the 

amount of credits (Appendix E) were related to the inaccuracies in completing the form.  

 

Skeen. (2020) Appendix E  of Process Improvement in Payables for Travel Related Documents. 
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Skeen. (2020) Appendix G of Process Improvement in Payables for Travel Related Documents 
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Skeen. (2020) Appendix F of Process Improvement in Payables for Travel Related Documents. 

Grand Total 238 
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Skeen. (2020) Appendix H of Process Improvement in Payables for Travel Related Documents. 

 

Implementation Plan 

Based on the research conducted from interviews from internal customers as well as data 

collected from SCEIS, my recommendations are as follows: 

• Implementation of training sessions on preparing travel related documents with 

administrative staff in the districts as well as headquarters.  This training on how to 

properly fill out the forms is needed to reduce the amount of documents returned back 

for inaccurate or incomplete information.   

• Each analyst, along with a supervisor, would perform a training session with members of 

their district and answer any questions as it relates to travel invoices. 
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• Implementation of a shared drive per district to designated analyst to reduce wait time 

from final electronic approval to analyst in efforts to streamline the process to meet our 

goals. 

 

Skeen. (2020) Appendix I of Process Improvement in Payables for Travel Related Documents 

Evaluation Method 

In order to evaluate these for improvements, data entered into SCEIS should be reviewed 

quarterly to determine increase in payment terms to meet our goal.  Further evaluation would 

include each analyst to schedule a follow up round table discussion with their district 

administrative staff to for feedback on the new process. 
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Summary 

In conclusion travel related documents currently comprise of 2% of total document types 

processed in accounts payable. Even though our total documents processed are within the 

standard 96% net30 term turnaround date, I have concluded that travel related documents 

would need improvement to move from 85% to 96% payment rate within those terms.  This issue 

is important as it aligns with our agency goals.  We strive to serve internal and external customers 

by processing payments timely and accurately.  It is important to also provide a more transparent 

and efficient process for our internal customers so that they are able to perform their job duties. 

These travel documents include registration payments for training and/or conferences, direct 

billing for hotel lodging expenses, cash advances, and employee travel reimbursements. 

 

 


