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SCOPE

This standard operating procedure (SOP) applies to all IDJC employees, and all non-
employees eligible for IDJC funded travel reimbursement

Version Summary

Version 12: Updates include State Board of Examiners updates, improved clarity around travel
status, same day travel, and IDJC-specific scenarios not covered by the State Board of
Examiners Travel Policy.

IDJC complies with state policy requirements and may opt to be more, but not less restrictive
than the state level policy.
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A. STATUTE AND RULE (IDAPA)

1.

None

B. GOVERNING POLICY

1.
2.
3.

State Travel Policy and Procedures SBEX Policy No. 442-50 (updated July 1, 2026)
Policy 105 — Use and Care of State Vehicles
Policy 350 — Time Records and Reporting
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C. PURPOSE

1. The Idaho Department of Juvenile Corrections (IDJC) follows the State of Idaho Board of
Examiners Travel Policy and Procedures Policy No. 442-50.

2. IDJC shall not authorize travel reimbursements that exceed or are more permissive than
the State Board of Examiners Travel Policy and Procedures. IDJC may implement more
restrictive requirements in this policy where appropriate. Eligible participants must comply
with both the State and the Agency travel policies.

3. Any exceptions to the travel policy and procedures must have approval of the IDJC
Director, or designee and, if required, the State Board of Examiners.

4. ltis therefore the policy of the IDJC to provide guidance to its employees on the
expectations and responsibilities of traveling for agency business.

D. RESPONSIBILITY

All IDJC employees, leadership, and agents acting on our behalf, are expected to comply with this
policy, and the Board of Examiners State Travel Policy and Procedures.

All employees must read and comply with both State Board of Examiners Travel Policy & IDJC
Policy 200, 105 & 350.

E. DEFINITIONS

Official Travel: Travel performed for the purpose of conducting approved State business that is
necessary to meet the mission of the Idaho Department of Juvenile Corrections (IDJC).

Official Travel Status: When the traveler is either:
* 50 miles or more away from their official primary work station; AND
* Required to remain overnight; OR
* Meets approved same-day non-routine travel criteria defined below.

Official Primary Work Station: The location where an employee regularly performs their assigned
duties. For positions involving recurring/routine travel, the agency-defined geographic area may
constitute the work station. A private residence or telework location is not the official work station
unless formally designated.

Traveler: Any employee, board member, contractor, or authorized individual traveling on behalf of
IDJC for official State business.

Per Diem Allowance: A fixed daily amount established by the State Board of Examiners to cover
meals, beverages, and related gratuities while in official travel status. It is not reimbursement for
actual expenses.

Vicinity Travel: Travel within or near the employee’s official primary work station that does not
constitute travel between separate communities. State Appointed Volunteer: A non-employee
officially appointed to participate in meetings, training, or service activities on behalf of the State.

Assigned Work District: A defined geographic area (generally a 50-mile radius from the
employee’s primary work station) within which travel is considered routine and not eligible for travel
status unless otherwise approved.
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Routine Travel: Regular, recurring duties performed within the assigned work district.

Non-Routine Travel: Travel outside normal duties, typically outside the assigned work district and
requiring prior approval.

Same-Day Travel (Non-Overnight): Authorized travel that begins and ends on the same day and
may qualify for partial per diem only when all eligibility criteria are met.

Travel Authorization: Documented approval granted by a supervisor or designated authority prior
to travel.

Expense Report (Travel Voucher): The official State-required documentation submitted in Luma to
account for all travel-related costs.

Third-Party Funded Travel: Travel in which any cost is paid or reimbursed by an external entity.

Travel Deviation (Personal Travel): Departure from the most direct or authorized route;
reimbursement limited to business-only cost.

Most Direct and Efficient Route: The route that minimizes total cost and travel time while
considering safety and business needs.

Commuting: Travel between residence and work station; not reimbursable unless approved.
Allowable Expense: Necessary, authorized, documented expense.

Non-Allowable Expense: Any cost not allowed by policy.

Travel Premiums: Benefits earned (e.g., airline miles) belong to the traveler.

Emergency Travel: Travel due to urgent unforeseen situations.

Juvenile Transport Travel: Travel conducted to escort juveniles.

Temporary Work Location: A location other than the primary work station.

Travel Day: A calendar day during which an employee is in travel status.

Cost-Effective Travel: Travel arranged to minimize total cost.

Designated Approving Authority: An individual authorized to approve travel.

1. APPROVAL AND AUTHORIZATION

All travel conducted on behalf of the State of Idaho and the Idaho Department of Juvenile
Corrections (IDJC) must be authorized, necessary for official State business, and aligned with the
mission of the agency. Travel authorization establishes eligibility for reimbursement and ensures
that public resources are used appropriately.

All payments of claims for travel and related expenses must be approved by the agency’s senior
management or by a duly authorized designated approving authority. Written delegation of
approval authority must be maintained, dated, and signed by the appropriate senior management.
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The method for granting and documenting travel authorization shall be established by the agency and
must ensure adequate internal controls, documentation, and accountability for all travel-related
expenditures.

A traveler is eligible for reimbursement only when they are in official travel status and performing
authorized State business.

1.1 Authorized Travel
Travel must:

A. Be conducted for official State business
B. Serve a legitimate agency purpose
C. Be authorized by the appropriate approving authority

Travel that does not meet these criteria is not eligible for reimbursement.

1.2 Approval Requirements
All travel must be approved in advance unless otherwise specified under authorized exceptions.

Minimum approval requirements are as follows:

A. In-State Travel: IDJC Requires approval by the traveler’s supervisor or manager with an event
specific email or other documented direction, or a completed Employee Training Request
(DJC-070)

B. Out-of-State Travel: IDJC Requires approval by both the supervisor and the Division

Administrator with an event specific email or other documented direction, or a completed
Employee Training Request (DJC-070)

These approval levels ensure appropriate oversight and alignment with agency priorities and budget
controls.

1.3 Routine Travel

Travel performed within an employee’s assigned work district or normal scope of duties may be
considered routine travel.
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IDJC allows routine travel without prior approval. Routine travel may be conducted without individual
pre-approval when it is pre-authorized by position and job function, provided it is:

Within the assigned work district
Documented by the supervisor or manager
Necessary for agency operations
Inherent to the employee’s assigned duties

oo Wy

1.4 Exceptions to Prior Approval

In limited circumstances, travel may occur without prior approval when operational needs require
immediate action.

Authorized exceptions include:
A. Emergency travel situations
B. Juvenile transport activities

C. Travel conducted by commission or board members

In such cases, the traveler must obtain approval as soon as practicable following the travel event,
which includes:

A. Retroactive approval, and
B. Full documentation justifying the circumstances

Failure to obtain post-travel approval may result in denial of reimbursement.

1.5 Travel Authorization Documentation
Travel authorization must be documented in accordance with agency procedures and must include:

Identity of traveler

Purpose of travel

Travel destination and duration
Estimated costs

Approval by designated authority

moowpy

Authorization may be recorded through approved agency systems or documentation processes that
establish a verifiable audit trail.
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1.6 Designated Approving Authority

A designated approving authority is an individual formally authorized to approve travel and related
expenses on behalf of the agency.

IDJC authorizes Supervisors, Managers, Division Administrators and the Director to authorize
necessary business travel within the mission, scope and duties of necessary and reasonable agency
business. All staff are encouraged to consult their leadership as needed regarding questions or
concerns about official IDJC travel activities for guidance specific to their circumstances and needs.

Approving authorities are responsible for ensuring that:
A. Travel is necessary and appropriate

B. Costs are reasonable and allowable
C. Travel complies with all State and agency requirements

1.7 Eligibility for Reimbursement
Travelers are eligible for reimbursement only when:

Travel is authorized

Travel serves an official State business purpose
Travel is conducted in accordance with this policy
All documentation requirements are met

oo Wy

Travel that is personal in nature, unauthorized, or not aligned with agency objectives is not
reimbursable.

1.8 Cross-State Travel Clarification

Travel that crosses state lines but remains part of a direct and efficient route for in-state business
purposes shall be considered in-state travel for purposes of approval and reimbursement.

1.9 Relationship to Travel Status

Authorization alone does not establish eligibility for reimbursement. The traveler must also meet the
criteria for official travel status as defined in Section 4 of this policy.
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2. PAYMENT METHODS, FORMS, AND DOCUMENTATION

All travel-related expenses incurred on behalf of the State of Idaho and the Idaho Department of
Juvenile Corrections (IDJC) must be properly authorized, documented, and supported in accordance
with State law, State Board of Examiners policy, and agency-specific requirements.

To the extent practical, all travel costs shall be incurred using State funds, including a State purchasing
card (P-Card) or other approved payment methods, in order to minimize the need for personal
expenditures by the traveler.

2.1 Travel Expense Voucher and System Requirements

All travel expenses must be submitted using the official State travel expense voucher process as
prescribed by the Idaho State Controller pursuant to Idaho Code §67-2005. No claim for reimbursement
shall be accepted unless submitted on the proper form or system.

All travel must be documented and submitted through the State-approved financial system (Luma),
which serves as the official mechanism for travel expense reporting and voucher submission.

Each travel expense submission must include certification by:

A. The traveler, attesting that the claim is correct and just
B. The approving authority, certifying that the travel was:

1. Performed under competent orders
2. Necessary to public service
3. Conducted for official State business

2.2 Required Documentation and Expense Reporting

All travel expenses must be itemized and documented within the expense report and must include, at a
minimum:

Identification of the traveler’s official primary workstation

A clear business purpose demonstrating connection to agency mission
Dates and times of departure and return

Travel itinerary in logical sequence

Mode(s) of transportation used

Identification of State vehicle (if applicable)

mmoow>»
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G. Daily breakdown of expenses, including:

1. Mileage
2. Lodging
3. Meals (per diem where applicable)

H. Explanation of any gaps in travel or deviations from planned itinerary
I. Explanation of shared or omitted costs
J. Required signatures and approvals

Failure to provide sufficient documentation may result in denial or delay of reimbursement.

2.3 Evidence of Expenditure (Receipts and Supporting Documentation)

Receipts or equivalent evidence of expenditure are required for all expenses except those specifically

exempted under per diem or incidental rules.
Required documentation must include:

Date of transaction

Vendor name and location
Description of goods or services
Itemized cost for each expense

oo Wy

Receipts are required for, but not limited to:

Lodging expenses

Airfare and baggage fees

Rental vehicles and associated fuel

Taxi, rideshare, shuttle, and public transit

Parking fees

Conference registration fees and agendas
Communication expenses (telephone, internet)
Laundry and dry cleaning (when allowable)

Any other reasonable and necessary business expense

~TIEMmMOUO®>»

If a receipt is not available, the traveler must:

A. Provide a written explanation, and
B. Document the required elements of the expense to the extent possible

IDJC Policy 200
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2.4 Expenses Not Requiring Receipts
Receipts or specific evidence are not required for:

A. Meals and related costs covered under per diem allowance
B. Incidental expenses as defined by the State Travel Policy

Such expenses must still be properly reported and supported by travel status eligibility.

2.5 Submission Timeline and Deadlines
All travel expense reports must be submitted:

A. Within 30 calendar days of completion of travel
Submissions beyond 90 days:

A. Require formal exception and justification
B. Must be reviewed and approved by Director or Division Administrator for approval or denial

2.6 Payment Methods and Financial Accountability

All travel-related costs must be fully accounted for on the travel expense voucher regardless of how the
expense was paid, including:

State P-Card

Direct billing

Third-party payment
Personal payment by traveler

OO w >

A complete accounting of all travel activities must be provided to determine:

Total costs incurred

Amount reimbursable to traveler, or
Amount owed back to the State
Amount paid by a third party

OO0 w >

A travel expense report must be submitted even when no reimbursement is due, including when:

A. Expenses were fully paid by the State or a third party
B. Travelers must not receive duplicate reimbursements for any state sponsored travel activities
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C. Travelers should not suffer personal financial burden in order to conduct state business,
reasonable request for reimbursement will be considered on a case-by-case basis.

2.7 Internal Audit and Record Retention

All travel expense reports are subject to internal audit procedures to ensure compliance with State and
agency requirements.

At a minimum, review must verify:

Valid business purpose

Accurate travel duration and timing

Proper mileage calculations

Per diem compliance and deduction of provided meals
Adequate lodging documentation

Proper classification and justification of all expenses
Mathematical accuracy of totals

Proper documentation of any deviations from authorized travel

IomMmMoUoO®py

All travel records and supporting documentation must be retained for:

A. A minimum of three (3) years, or
B. Until completion of the next audit cycle

2.8 Travel Deviations and Personal Travel

If travel deviates from the authorized purpose for personal reasons:
A. A cost comparison must be documented in advance of the travel event
B. Reimbursement shall be limited to the cost of business-only travel
C. Personal expenses and additional costs are not reimbursable

For airfare deviations:

A. A comparison must be obtained at or near the time of booking
B. Reimbursement cannot exceed the cost of the authorized itinerary
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2.9 Third-Party Funded Travel
When travel is funded in whole, or in part by a third party:

A. Full disclosure is required
B. All third-party payments must be documented
C. Reimbursement must not exceed allowable State limits

No traveler may receive duplicate reimbursement for the same expense.
All third-party reimbursements must be:

A. Paid to the State, or
B. Endorsed to the State by the traveler

Under no circumstances may the traveler retain funds exceeding allowable costs.

2.10 System of Record
The official system of record for all travel documentation is the State financial system (Luma).

All documentation, receipts, approvals, and certifications must be entered into the system and retained
in accordance with State requirements.

3. MODE AND ROUTE OF TRAVEL

All travel conducted on behalf of the State of Idaho and the Idaho Department of Juvenile Corrections
(IDJC) must be performed using the most cost-effective and efficient methods available, consistent with
the operational needs of the agency and the safety of the traveler.

The traveler shall use the mode of transportation and route that minimizes total cost and travel time
while meeting business requirements. Exceptions to this requirement may be allowed only when
justified by unusual or unforeseen circumstances and must be properly documented and authorized by
the designated approving authority.

When a traveler elects, for personal reasons, to use a mode of transportation that is not the most
cost-effective or efficient option, reimbursement shall be limited to the cost that would have been
incurred using the most efficient and cost-effective method. Any additional costs or excess travel time
resulting from such a deviation shall not be reimbursable, and excess travel time must be charged to
appropriate leave balances.
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3.1 Route of Travel

Travelers must use the most direct and/or efficient route when conducting official State business. Route
selection shall consider actual cost, travel time, and safety factors, including weather or roadway
conditions that could affect travel.

3.2 Vehicle Selection and Use

To ensure cost-effective travel, the following order of preference shall be used when selecting
transportation:

1. State-owned vehicle
2. Rental vehicle obtained through approved statewide contracts
3. Privately owned (personal) vehicle

Use of a personal vehicle is permitted only when:

A. A State vehicle is not available, or
B. Use of a personal vehicle is justified and approved

If a State-owned vehicle is available and the traveler elects to use a personal vehicle for personal
convenience, reimbursement shall be limited to one-half ('%2) of the established mileage rate, unless
full reimbursement is authorized in advance with documented justification.

State vehicles:
A. Shall not be used for personal or non-official business
B. Shall only be operated by authorized individuals with valid driver’s licenses

C. Shall not transport non-official passengers without prior approval

Commuting using a State vehicle is prohibited except under authorized circumstances.

3.3 Mileage Reimbursement

Mileage for privately owned vehicles shall be calculated using a recognized mapping system (e.g.,
Google Maps) based on the most direct and efficient route. Odometer readings may not be used to
justify mileage reimbursement.

Mileage shall be reimbursed at the rate established by the State Board of Examiners.
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Under no circumstances shall fuel purchases be reimbursed in lieu of mileage reimbursement for a
privately owned vehicle.

3.4 Commuting

Travel between an employee’s residence and official primary workstation is considered commuting and
is not reimbursable, except under an approved commuting plan.

Mileage reimbursement is allowed:

A. From the official workstation to an airport or departure location
B. From the residence only when in the best interest of the state and to prevent undue burden to
an employee or their travel schedule

3.5 Vicinity Travel

Vicinity mileage requires advance approval by the Division Administrator. Failure to obtain required
advance approval may result in denial of reimbursement. Only when authorized in advance and in the
best interest of state business, mileage incurred within or near the employee’s official primary
workstation may be claimed as vicinity travel and may be consolidated daily.

3.6 Parking

Parking expenses are allowable when incurred during official travel status or while conducting official
State business at a temporary or non-routine work location. Parking expenses must not be personal in
nature. Reimbursement is limited to usual and customary expenses such as:

Parking meters
Public garages
Airports

Lodging facilities

OO0 w >

Routine employee parking at an assigned work location is not reimbursable.
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3.7 Rental Vehicles

Rental vehicles may be used when determined to be the most cost-effective and efficient method of
transportation.

Selection of rental vehicles must consider:

Total cost

Availability of statewide contract vendors
Proximity to travel locations
Appropriateness of vehicle type

OO0 w >

When utilizing a vendor under a statewide contract:

e Additional insurance shall not be purchased, as coverage is included in the state contract terms.
Ensure you reserve your vehicle in accordance with the current contract.

3.8 Aircraft (State-Owned or Private)

State-owned or private aircraft may be used when determined to be cost-effective or necessary for
operational purposes at the discretion of the Director or Division Administrator.

Justification must include documentation of:
A. Travel requirements
B. Cost comparison to other travel modes

C. Scheduling and logistical considerations

Use of privately owned aircraft requires proof of appropriate liability and property damage insurance.

3.9 Taxi, Rideshare, and Public Transportation

Taxi services, rideshare services, airport shuttles, and other forms of public transportation are allowable
when used for official State business.

Reimbursement is allowed for actual fares incurred.

Tips associated with transportation services are reimbursable up to 20% of the fare, provided they are
reasonable, documented, and associated with official travel.
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3.10 Commercial Airfare
Commercial airfare must be purchased at the lowest available class of service (e.g., coach).
Higher-class airfare, upgrades, or additional fees are not allowable unless:

A. Required due to availability, physical limitations, or operational need, and
B. Properly documented and approved in advance

Allowable expenses include standard baggage fees within typical allowances unless additional baggage
is justified for business purposes.

Non-allowable expenses include:
A. In-flight entertainment

B. Personal convenience upgrades
C. Unapproved premium seating or services

3.11 Traffic Violations

Traffic violations, fines, and penalties incurred during travel are the sole responsibility of the traveler
and are not reimbursable under any circumstance.

4. TRAVEL STATUS

Official travel status defines when a traveler is eligible for reimbursement of travel-related expenses and
must be clearly established based on distance, duration, purpose, and nature of the travel.

Travel status is granted only when travel is authorized, performed for official State business, and meets
the criteria established in this policy.

4.1 Definition of Official Travel Status
An individual is in official travel status when any of the following conditions are met:
1. The traveler is physically away from their official primary work station by fifty (50) miles or more,

and the travel requires an overnight stay, or
2. The travel qualifies as approved same-day non-routine travel as defined by this policy

Page 18 of 42
IDJC Policy 200



4.2 Official Primary Workstation
The official primary workstation is the location where the employee regularly performs assigned duties.

For employees with recurring or mobile assignments, the workstation may be defined as a broader
geographic area by the agency.

A private residence or telework location is not considered an official primary workstation unless formally
designated by the agency.

4.3 Start and End of Travel Status
Travel status begins at the point the traveler departs from:

A. Their official primary workstation, or
B. Their residence

whichever results in the lesser travel distance.
Travel status ends upon return to:

A. The official primary workstation, or
B. The residence

whichever is closer.

The duration of travel status shall not exceed the time necessary to accomplish the authorized business
purpose.

4.4 Overnight Travel

Travel that requires an overnight stay automatically qualifies as official travel status, provided the travel
is authorized and conducted for official State business.

Overnight travel may qualify for:

A. Lodging reimbursement
B. Full or partial per diem
C. Other allowable travel expenses
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Overnight travel reimbursements are non-taxable compensation to the employee.

4.5 Same-Day Travel (Non-Overnight Travel)
Same-day travel may qualify for official travel status when all the following criteria are met:

Travel is non-routine

Travel occurs outside the assigned work district

Travel is pre-approved, or qualifies as an authorized exception
Travel is properly documented
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Same-day travel reimbursements are taxable compensation to the employee.

4.6 Assigned Work District and Routine Travel

The assigned work district is a defined geographic area, generally within a fifty (50) mile radius of the
employee’s official primary workstation, within which travel is considered part of normal job duties.

A. Routine travel occurs within the assigned work district
B. Routine travel does not qualify for travel status unless specifically authorized

4.7 Non-Routine Travel
Non-routine travel refers to travel that:

A. Occurs outside the assigned work district, or
B. Is not part of the employee’s regular duties

Non-routine travel may qualify for travel status when properly authorized and documented.

4.8 Travel Day Definition

A travel day is defined as any calendar day during which a traveler is in official travel status, including
partial days at the beginning and end of a trip.

Travel days are used to determine:

A. Per diem eligibility
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B. Travel reimbursement calculations

4.9 Travel Deviations (Personal Travel)
A traveler may deviate from the authorized travel plan for personal reasons only when:

A. The deviation is approved in advance, and
B. A cost comparison is documented showing the cost of business-only travel

Reimbursement shall be limited to the lesser of:

e The actual cost incurred, or
e The cost that would have been incurred without the deviation

Personal expenses, additional lodging, and personal travel time are not reimbursable.

4.10 Changes to Travel Status

Changes to the duration or nature of travel status caused by unforeseen circumstances (e.g., weather,
delays, iliness, or emergencies) must:

A. Be fully documented, and
B. Be approved by the appropriate authority

Allowable reimbursement may be adjusted based on the documented circumstances.

4.11 Travel Status and Time Reporting
Travel time must be reported in accordance with State and agency timekeeping policies.

e Time spent actively traveling between locations or performing work is considered actual time
worked (ACT)
e Time spent not in transit and not working during travel status is not compensable

Employees should conduct travel during standard work hours whenever practicable. Deviations should
be coordinated with supervisory approval. Time reporting must be consistent with federal FLSA
guidelines and State Travel Policy - Appendix D regarding compensable travel time.
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4.12 Eligibility for Reimbursement While in Travel Status
While in official travel status, travelers may be eligible for:

Per diem (full or partial, based on timeframes)
Lodging (if overnight travel is required)
Transportation costs

Other allowable expenses
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Eligibility is contingent upon:
e Meeting travel status criteria

e Proper authorization
e Complete documentation

4.13 Special Travel Types
Emergency Travel

Emergency travel is defined as travel required due to urgent, unforeseen circumstances requiring
immediate action.

Emergency travel may begin without prior approval; however:

A. Approval must be obtained as soon as practicable
B. Full documentation is required

Juvenile Transport Travel

Travel performed for the transport of juveniles is considered official State business and may qualify for
travel status based on the nature and requirements of the assignment.

5. LODGING

Lodging expenses incurred during official travel must be necessary, reasonable, and directly related to
the conduct of authorized State business. Lodging is allowable only when the traveler is in official travel
status.
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No lodging reimbursement shall be provided when the traveler does not meet the criteria for official
travel status as defined in Section 4 of this policy.

5.1 Lodging Selection Criteria
The selection of lodging shall prioritize:

Proximity to the temporary work location
Cost-effectiveness and overall value
Availability of appropriate accommodations
Operational needs of the traveler
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When evaluating lodging options, travelers may consider amenities such as:

¢ Internet access
e On-site services
e Availability of meals

However, cost and proximity to the work location must remain the primary factors in determining lodging
selection.

5.2 Government Rate Requirement
Travelers must request and utilize the government rate when it is available at the selected lodging

facility. Failure to request or obtain the government rate, when available, may result in limited
reimbursement up to the allowable rate.

5.3 Lodging Eligibility
Lodging is eligible for reimbursement only when:
A. The traveler is in official travel status

B. An overnight stay is required to complete official business
C. The expense is properly documented and authorized
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5.4 Allowable Lodging Types
Allowable lodging includes:

A. Hotels and motels
B. Commercial lodging establishments offering standard accommodations

Lodging must be obtained through appropriate and reasonable sources that support business travel
needs.

5.5 Lodging with Private Individuals

Lodging provided by private individuals, including friends or family members, is not reimbursable
unless:

A. The individual is in the business of providing lodging services, and

B. The lodging service is publicly advertised, and
C. A formal invoice is provided

5.6 Short-Term Rental Restrictions (e.g., Airbnb, Vrbo)
Short-term rentals require pre-approval at a higher level than typical lodging authorization, reflecting
increased scrutiny and risk management. Use of short-term rental platforms (e.g., Airbnb, Vrbo, or
similar services) is permitted only when:

A. The lodging option is determined to be cost-effective and appropriate, and

B. Prior approval is obtained from the Director or Administrative Services Division
Administrator / Chief Financial Officer (CFO)

5.7 Lodging Cost Responsibility
Reimbursement is limited to actual lodging costs incurred, as supported by detailed invoices.
Lodging invoices must:

A. Identify nightly room rates

B. Itemize taxes and fees
C. Clearly distinguish allowable vs. non-allowable charges
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Charges not directly related to lodging (e.g., meals, entertainment, personal services) must be
excluded from reimbursement.

5.8 Documentation Requirements for Lodging
A valid lodging receipt or invoice is required and must include:

Name and location of lodging facility
Dates of stay

Daily room rate

Taxes and applicable fees

Total cost
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If the lodging invoice contains non-allowable expenses, the traveler must:

¢ Identify and remove those charges, and
e Ensure only allowable costs are claimed

5.9 Prohibited Lodging Expenses
The following lodging-related expenses are not reimbursable:

Personal services or entertainment charges

In-room movies or premium services

Alcoholic beverages

Non-business-related upgrades

Any charges not necessary for official state business
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5.10 Lodging and Travel Status Dependency
Lodging expenses are reimbursable only when:

A. The traveler remains in official travel status for the duration of the lodging stay
B. The lodging is directly connected to business travel needs

If the traveler is not in travel status (e.g., personal travel days), lodging expenses for those periods are
not reimbursable.
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6. PER DIEM ALLOWANCE

The Per Diem Allowance is a fixed daily amount established by the State Board of Examiners to cover
the cost of meals, beverages, and related gratuities incurred during official travel status. Per diem is not
reimbursement for actual expenses and does not require submission of receipts.

Per diem is payable only when the traveler is in official travel status as defined in Section 4 of this
policy.

6.1 Per Diem Eligibility
A traveler is eligible to receive per diem when:

The travel is authorized and conducted for official State business
The traveler meets the criteria for official travel status

The travel involves an overnight stay, or

The travel qualifies as eligible same-day non-overnight travel
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Overnight travel per diem is generally treated as non-taxable income, while same-day per diem is
treated as taxable income.

6.2 Daily Per Diem Rates
Per diem rates are established by the State Board of Examiners and are subject to periodic updates.
As of current policy:

¢ In-State Travel: Fixed daily rate established in Appendix B in the Statewide Travel Policy

¢ Out-of-State Travel: Based on the federal per diem rate applicable to the travel location
Federal Rate

Per diem is based on the rate of the temporary work location. On the final day of travel, the rate applied
shall be the location where the traveler last stayed overnight.

Page 26 of 42
IDJC Policy 200


https://www.sco.idaho.gov/LivePages/boardofexaminerslanding.aspx
https://www.gsa.gov/travel/plan-book/per-diem-rates?gsaredirect=perdiem

6.3 Nature of Per Diem
Per diem is a fixed allowance intended to cover:

A. Meals
B. Beverages
C. Meal-related gratuities

No portion of these costs shall be reimbursed separately or claimed as actual expenses.

6.4 Partial-Day Per Diem Allowance

When travel does not include an overnight stay, or on the first and last day of a multi-day trip, per diem
shall be calculated using the following percentages of the daily rate:

e 25% for breakfast
e 35% for lunch
e 55% for dinner

Eligibility for partial-day per diem is based on departure and return times:

e Breakfast — depart at or before 7:00 AM / return at or after 8:00 AM
e Lunch — depart at or before 11:00 AM / return at or after 2:00 PM
¢ Dinner — depart at or before 5:00 PM / return at or after 7:00 PM

6.5 Meals Provided by Others

When meals are provided at no cost to the traveler (e.g., conference registration, trainings, meetings),
the corresponding portion of the per diem allowance must be deducted.

The deduction shall be based on the same percentages:

e Breakfast — 25%
e Lunch — 35%
e Dinner — 55%

6.6 Complimentary Meals

Meals or beverages provided by commercial entities, including:
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A. Hotels (e.g., continental breakfast)

B. Airlines

C. Other vendors
Shall not be considered when determining per diem eligibility and are not required to be deducted from
per diem.
6.7 Same-Day Travel Per Diem
Same-day travel may qualify for partial per diem when all eligibility criteria are met (see Section 4).
IDJC explicitly allows same-day per diem when:

A. Travel is non-routine

B. Travel occurs outside the assigned work district

C. Travel is authorized and documented

Partial-day travel percentages apply based on time thresholds in section 6.4.

6.8 Per Diem Limitations

Per diem:
A. Does not require receipts
B. Is not based on actual spending
C. Cannot be exceeded

Travelers are not entitled to additional reimbursement for meals exceeding per diem.

Travelers are not entitled to any payment for a meal paid for or already reimbursed to the traveler by a
third party

6.9 Per Diem at Conferences and Meetings
When attending conferences or official events:

A. Only meals not provided may be claimed
B. The per diem must be reduced accordingly

Per diem eligibility remains subject to official travel status requirements.
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6.10 Meals and Refreshments at Agency-Sponsored Meetings

Meals or refreshments provided by the agency must comply with business-purpose requirements and
cost limitations.

When meals are provided under these circumstances:

A. Travelers must deduct the value of the provided meal from their per diem
B. Travelers may not receive both:

o A provided meal (agency-paid), and
o Per diem for the same meal

Duplicate benefit (per diem + provided meal) is strictly prohibited and will result in denial of the claim.

6.11 Per Diem and Special Populations (Juvenile Meals)

Meals provided to non-incarcerated juveniles during official travel may be paid at actual cost when
necessary to meet agency mission requirements.

Requirements:

Must be mission-based and justified

Prefer lower-cost options (e.g., cafeteria or sack meals)

Must be purchased with proper authorization (e.g., P-Card)

Must not exceed established per meal limits based on per diem rates
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7. INCIDENTAL EXPENSES

Incidental expenses are costs incurred during official travel that are necessary to support the traveler’'s
ability to conduct State business but are not included in lodging, per diem, or transportation costs.

Incidental expenses are allowable only when they are reasonable, necessary, and directly related to
official travel status.
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7.1 Communications While in Travel Status

Reasonable communication costs incurred during official travel are allowable when necessary for the
conduct of State business.

Allowable communication expenses that are non-typical, but allowed if necessary include:
A. Telephone call expenses for official business
B. Internet access necessary for official work purposes

C. Personal telephone calls are allowable as follows:

1. Limited to one call per day while in travel status
2. Call duration must not exceed ten (10) minutes

D. Internet access expenses are allowable when:

¢ Required to perform official State duties
¢ Necessary due to location and availability of alternative access

Use of premium or non-essential communication services for personal convenience or entertainment is
not allowable.

7.2 Tips and Gratuities

Tips and gratuities associated with meals and routine travel services are generally considered part of
the per diem allowance and are not reimbursable as separate expenses.

Meal-related and standard service gratuities — included in per diem (not reimbursable separately)

This includes, but is not limited to:
A. Restaurant gratuities
B. Hotel service gratuities
C. Baggage handling
D. Standard service tips

Reimbursement of tips associated with taxi and rideshare services are allowed when reasonable
and documented:

e Up to a maximum tip of 20% of the cost of the actual fare
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7.3 Laundry and Dry Cleaning Services
Laundry and dry cleaning expenses are allowable only when:

A. The duration of official travel exceeds five (5) consecutive calendar days, and
B. The expense is reasonable and necessary

Laundry services incurred for shorter trips are not reimbursable.

7.4 Entertainment and Personal Expenses

Expenses for entertainment or personal convenience are strictly prohibited and are not reimbursable
under any circumstances.

Non-allowable expenses include, but are not limited to:

In-room movies and entertainment services

Video games or streaming services

Personal leisure activities

Alcoholic beverages not included as part of per diem

Any expenses not directly related to official State business
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7.5 Other Necessary Expenses
Expenses not specifically listed in this policy may be allowable when:

They are necessary for the performance of official State business

They are reasonable in amount

They are properly documented and justified

They are approved by the Director or designated Division Administrator
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All such expenses must be clearly identified in the travel expense report and supported by appropriate
documentation. Duplicate payments of any kind are strictly prohibited, (e.g., claiming per diem and
separate reimbursement for the same cost category, or being reimbursed by both the state and a third
party for the same expense)

7.7 Documentation Requirements

All incidental expenses that require reimbursement must:
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A. Be itemized on the travel expense report
B. Include required supporting documentation where applicable
C. Be consistent with State and agency policy

Expenses lacking sufficient documentation or justification may be denied.

8. TRAVEL PREMIUMS

Travel premiums and benefits earned as a result of official State travel are considered personal to the
traveler and are not the property of the State or the Idaho Department of Juvenile Corrections (IDJC).

Travel premiums include, but are not limited to:

Frequent flyer miles

Airline loyalty points

Hotel reward points

Rental car rewards

Other promotional or incentive-based travel benefits
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8.1 Ownership of Travel Premiums
Any travel-related premiums or benefits accrued through official State travel:

A. Shall belong solely to the traveler
B. Shall not be claimed by or transferred to the State
C. Shall not be considered part of the traveler's compensation

Travelers are allowed to retain and use such benefits for personal or future travel purposes.

8.2 Use of Travel Premiums
Travel premiums may be used at the traveler’s discretion; however:

A. The requirement to use the most cost-effective travel method (Section 3) should still primarily
govern decisions regarding travel premium use.

B. Use of travel premiums must not influence the selection of travel arrangements in a manner that
increases cost to the State

C. Travel decisions must always prioritize cost-effectiveness, not personal benefit
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D. Reimbursement is limited to the traveler’'s actual out-of-pocket cost; personal discounts or
reward points are not reimbursable.

8.3 Restrictions on Use of Travel Premiums
Travelers shall not:
A. Select higher-cost travel options for the purpose of earning premiums
B. Accept travel upgrades or perks that result in additional cost to the State

C. Use travel premiums in a way that conflicts with ethical standards or State law

Any such actions may result in denial of reimbursement or other administrative action.

8.4 No State Liability
The State and IDJC assume no responsibility for:
A. Tracking or managing travel premiums
B. Loss, expiration, or misuse of earned benefits

C. Personal use of travel-related rewards

Travelers are solely responsible for managing and redeeming any earned premiums.

9. THIRD-PARTY FUNDED TRAVEL

Travel that is funded, reimbursed, or directly paid in whole or in part by an external entity (third party)
must be fully disclosed, documented, and managed in accordance with State law, State Board of
Examiners policy, and Idaho Department of Juvenile Corrections (IDJC) requirements.

All third-party funded travel must serve a legitimate State business purpose and must be consistent with
ethical standards governing public service.

9.1 Disclosure Requirements
When any portion of travel costs is funded by a third party, the traveler must:

A. Disclose the existence and extent of third-party funding
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B. ldentify the name and billing address of the third party
C. Document all expenses paid or reimbursed by the third party

This information must be included with the travel expense report or travel authorization documentation
are submitted in Luma for documentation.

9.2 Reimbursement Handling
When a third party reimburses or pays for travel expenses:
e Any reimbursement related to State-sponsored travel must be:

A. Paid directly to the State, or
B. Endorsed over to the State by the traveler

Under no circumstance shall the traveler retain reimbursement funds that exceed allowable travel costs.
If third-party reimbursement exceeds allowable costs:

A. The excess must be returned to the third party, or
B. Retained by the State if partial refund is not possible

9.3 Prohibition on Duplicate Reimbursement
Travelers shall not receive duplicate reimbursement for the same expense from:

A. The State
B. A third party
C. Any combination of funding sources

If an expense is paid by a third party, it shall not be claimed for reimbursement from the State, and must
be disclosed.

9.4 Direct-Pay Travel by Third Parties
When a third party directly pays 100% of travel costs, and:

A. The State incurs no financial liability
B. No State funds or P-Card are used
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C. No reimbursement is requested

A. A travel expense voucher is not required

B. An approved travel authorization must still be completed

C. Documentation must be retained

9.5 Accounting and Reporting Requirements

All travel costs must be fully accounted for, even when paid through:

Third-party funding
Direct bill arrangements
P-Card transactions
Another traveler
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A travel expense report must include a complete accounting to:

A. Identify all costs incurred
B. Distinguish payment sources
C. Determine whether reimbursement is due

A travel expense report must be submitted even when:

A. No reimbursement is due to the traveler, or

B. All expenses were covered by another source (unless exempt under 9.4)

9.6 Ethical Compliance
All third-party funded travel must comply with:

A. Idaho Ethics in Government laws

B. Bribery and Corrupt Influence Act

C. Prohibition Against Contracts with Officers Act
Travel funded by external entities must not:

A. Create a conflict of interest

B. Provide personal financial gain
C. Influence official decisions or actions

IDJC Policy 200
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9.7 Allowable Costs and Limits
All travel funded by third parties remains subject to State travel policy limits.

A. Costs must not exceed allowable State rates

B. Excessive or non-allowable expenses are not permitted

C. Travelers may not upgrade or expand travel beyond allowable limits using third-party funds in a
way that conflicts with State rules

Even when third-party funds are used:

A. State policy limits still govern allowable expenses
B. Traveler conduct must remain compliant with State standards

10. OTHER ITEMS

This section establishes requirements for travel-related items not fully addressed in prior sections,
including meals and refreshments at agency-sponsored events, volunteer participation, foreign travel,
accommodations for disabilities, commuting rules, travel-related time considerations, and the use of
statewide contracts.

All items governed under this section must:
A. Be directly related to official State business
B. Serve a documented business purpose

C. Comply with State Board of Examiners policy and Idaho Department of Juvenile Corrections
(IDJC) requirements

10.1 Meals and Refreshments at Agency-Sponsored Meetings

Meals and refreshments may be provided at agency-sponsored meetings or trainings only when
necessary to achieve a defined business purpose and when all eligibility criteria are satisfied. See the
Meals & Refreshments Worksheet for assistance in advance of your eligible event.

Routine or social gatherings are not eligible under any circumstance.
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10.1.1 Refreshments
Refreshments may be provided only when all of the following conditions are met:

The meeting has a published agenda and attendance is mandatory
The meeting duration is three (3) hours or more

There are at least five (5) attendees

The meeting is structured for continuous engagement and productivity
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The cost of refreshments shall not exceed 25% of the in-state daily per diem allowance per
attendee per day.

10.1.2 Meals (Working Meals)
Meals may be provided only when all of the following conditions are met:

A published agenda exists and attendance is mandatory

The meeting duration is six (6) hours or more

There are at least five (5) attendees

The meeting continues through the meal period (working meal)
The meeting purpose is furthered by interaction during the meal
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Meal costs shall not exceed the applicable partial-day per diem allowance:

e Breakfast — 25%
e Lunch — 35%
e Dinner — 55%

10.1.3 Restrictions
Meals and refreshments are not allowable for:

Routine staff meetings

Informal or recurring operational meetings
Department-sponsored social gatherings

Meetings without a documented business purpose
Situations justified solely by scheduling or location conflicts
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If a meeting breaks for a meal (i.e., not a working meal), the meal is not eligible unless the participant
is in travel status.
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10.1.4 Per Diem Interaction
When a meal is provided at agency expense:

A. The traveler must deduct the corresponding portion of per diem
B. Travelers are not eligible to receive both:

1. A provided meal, and
2. Per diem for the same meal

Duplicate benéefit is prohibited and will result in denial of reimbursement.

10.1.5 Documentation Requirements
To qualify for reimbursement or P-Card use, the following documentation is required:
A. Published agenda including:
1. Meeting dates and times
2. Identification of meal or refreshment periods
3. Business purpose description
B. List of attendees (agenda or sign-in sheet)
C. Proper account coding

D. Supporting receipts and required documentation

Failure to meet any requirement results in denial of the expense.

10.2 Meals and Refreshments for State-Appointed Volunteers

Meals and refreshments may be provided to State-appointed volunteers under the following conditions.

10.2.1 For Meetings and Trainings
Refreshments:

A. Must serve a documented business purpose
B. Must not exceed 25% of daily per diem
Meals:
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Require published agenda and mandatory attendance
Minimum duration of six (6) hours

At least five (5) attendees

Must be working meals

Must not exceed partial per diem limits
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10.2.2 For Volunteer Service Activities
Refreshments may be provided as appreciation when:
A. Services are organized and supervised by the State

B. Activities benefit the public
C. Costs do not exceed 25% of in-state per diem

10.2.3 Restrictions
Volunteer meals and refreshments follow the same restrictions as employees:

A. No routine or social gatherings
B. No undocumented business purpose

10.3 Foreign Travel, Currency Exchange, and Related Costs

Foreign travel is governed by State statute and must comply with established federal per diem
guidelines.

A. The foreign travel per diem allowance (FTPDA) covers:
1. Meals, taxes, service charges, laundry, and related expenses
B. Rates are based on U.S. Department of State published allowances
Lodging is reimbursed at actual cost, including:

A. Taxes
B. Required service charges

All foreign travel must be:

A. Authorized in advance
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B. Properly documented
C. Necessary for official State business

10.4 Travelers with Disabilities

Reasonable accommodations shall be provided to travelers with disabilities when necessary to enable
participation in official travel.

Allowable accommodations may include:

Transportation of an attendant

Specialized transportation services

Additional lodging or subsistence costs

Specialized services required for public transportation
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All accommodations must be:

A. Approved in advance by Human Resources and the Director or Division Administrator
B. Documented and justified

10.5 Use of Statewide Open Contracts
Travelers and approving authorities must consider the use of statewide open contracts for:
A. Lodging
B. Rental vehicles
C. Travel services
Use of these contracts is strongly encouraged to ensure:
A. Cost-effectiveness

B. Compliance with procurement rules
C. When unclear, consult IDJC Purchasing Agent or Division Administrator/CFO

10.6 Commuting Expenses

Travel between an employee’s residence and official primary workstation is considered commuting and
is not reimbursable.
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Exceptions apply only when:

A. Approved under a formal commuting plan
B. Authorized by Human Resources and Director or Division Administrator

10.7 Compensatory Time for Travel
Compensatory time for travel shall be granted in accordance with:

A. Fair Labor Standards Act (FLSA) regulations
B. Applicable State labor policies

Travel time is compensable when:

A. It occurs during normal working hours, or
B. The travel is required as part of job duties

Travel time outside normal hours may or may not be compensable depending on circumstances,
consistent with FLSA guidance.

10.8 Non-State Employee Travel
DJC-196 and Luma vendor registration of payee is required.

For any questions regarding this policy, clarifications, unusual circumstances, concerns or
questions, please contact Fiscal All Staff Fiscal.All.Staff@idjc.idaho.gov.

REFERENCES:
State Board of Examiners Travel Policy

State Division of Purchasing, Statewide Contracts

Scheduling Travel (215.00)

Use and Care of State Vehicles (105)

Identification Badges (106)

Transport of Juveniles (641)

Purchasing Card (205)

Time Records and Reporting (350)

Employee Training Request (DJC-070)

Tax Exemption on Lodging Accommodations (ST-104HM, Id Tax Commission)
Non-IDJC Employee Travel and Expense Reimbursement Request (DJC-196)
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http://djcnamsp1/Policies%20and%20Procedures/205.docx
http://djcnamsp1/Policies%20and%20Procedures/350.pdf
http://djcnamsp1/Department%20Forms%202/070.docx
http://djcnamsp1/AdminServices/Documents/ST-104HM.pdf
http://djcnamsp1/Department%20Forms%202/196-01.pdf

— End of Document —
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