
Reducing Outside Services  
Invoice Processing Time 



Department Background 
 

 

 

The City of Houston Fleet Management Department manages all 
aspects of city owned fleet vehicles (with the exception of Public 

Works) The functional areas of the Fleet Management Department 
include the Business Division (Parts, Fuel, Fleet management 

system administration, asset management, and the City’s motor 
pool project.) and the Operations Division (Fleet maintenance and 

outside services)  

  

The Outside Services group manages outside vendor support 
related to vehicle maintenance. This includes authorizing the use 
of outside vendors to conduct repairs on City vehicles as well as 

receiving and processing invoices related to these services.  



Problem & Mission Statement 

• Problem Statement 
 
o The Fleet Management Department’s Outside Services group does not 

currently have any standardized processes in place for handling vehicles in 
need of outside repairs.  These delays have resulted in late payments to 
vendors, duplicate invoicing, and potential financial losses to the Fleet 
Management, as well as the Finance Department. 
 
 
 

• Mission Statement 
 
o Reduce the number of days for Outside Services to send correct invoices to 

Finance from over 100 days to three days or less.  
 



Methodology 
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PROCESS MAPPING SESSION 



INITIAL STATE PROCESS 



FUTURE STATE PROCESS 



ROOT CAUSE ANALYSIS 



ROOT CAUSE: VENDOR ERROR 



VENDOR COMMUNICATION 



ROOT CAUSE: STANDARD WORK 



INITIAL STATE 



POST-5S 



Time-Based Kanbans 



VISUAL CONTROLS 



PARETO: DEFECTS FOR 1/21-1/25 



TRACKING 



SHAREPOINT 



TAKT TIME 



THE RESULT 

Over 500 Samples-Average of less than 
2 ½ days! 



Q & A 


