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2-9.1
POLICY:

Travel & Entertainment expenses incurred on official CoreCivic business will be paid by the Company if the expenses are properly authorized and appropriately documented. (4-4066)  Each employee will be responsible for ensuring that expenses are reasonable and commensurate with the business conducted and serve a valid business purpose.  Employees who incur such expenses should neither lose nor gain personal funds as a result. 

2-9.2 AUTHORITY:


CoreCivic Company Policy

2-9.3 DEFINITION:

Budget Leader – Individual designated for oversight and responsibility of a specific General and Administrative (G & A) departmental budget.

Business Administrator – Facility personnel responsible for the daily fiscal management of the facility (e.g. Business Manager, Manager, Operations Finance, Facility Controller, etc.).

CoreCivic Corporate Credit Card – A credit card issued to CoreCivic by an approved vendor (e.g. American Express, Master Card, etc.) for airline charges.
CoreCivic Lodging Credit Card – A credit card issued to CoreCivic by an approved vendor (e.g. American Express, Master Card, etc.) to be used only for lodging expenses for facility employees who do not have a personal credit card and whose expenses are approved in advance by the FSC Senior Manager, Travel & Events.
Cash Advance – An out-of-pocket expense, received in advance of incurring expenses, which will occur when the employee travels on behalf of the company.      
Entertainment – Includes any activity generally considered to provide entertainment, amusement, or recreation in the furtherance of company business, whether or not in conjunction with official travel.  Food and beverages served at meetings and conferences held on company premises are not considered entertainment.
Facility Support Center (FSC) – CoreCivic's corporate headquarters where employees provide support and oversight in the management and operation of the company's correction and detention facilities.
Roving Technology Department (TD) Team Members – Employees, designated as such, from time to time, by the Chief Information Officer, whose primary job responsibilities are to design and implement the inmate/resident management system and other information systems at the company’s facilities.

Official Travel – Travel for official company business from one's home or workplace to another destination other than the normal place of employment and back again. Normal commuting between an employee's home and workplace is not considered official travel.

Online Booking – The process of booking official travel through CoreCivic’s designated website.  This type of booking reduces the service fees paid by the company.
P-Card - A credit card issued to CoreCivic by an approved vendor (e.g. American Express, MasterCard, Visa etc.) to be used by the Business Office for low-cost items in accordance with procedures outlined in this policy.   
Per Diem – Funds provided to a traveler, prior to departure, for food and beverage expenses to be incurred on company business at a fixed rate per day of company travel. 

Prepaid Expenses – Expenses paid by CoreCivic on behalf of a traveler before a business trip is taken. Examples include, but are not limited to, hotel deposits, airfare, and conference registration fees.  
2-9.4 PROCEDURES:
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A. ARRANGEMENTS & APPROVAL

1. Arrangements

a. All travel arrangements must be made using CoreCivic’s approved travel agency as identified on the 2-9AA Travel Procedures.  Any travel made through another agency or method will not be considered CoreCivic travel and will not be reimbursed unless approved by an Executive Vice President due to the following reasons:

i. CoreCivic is better able to negotiate volume discounts from the airlines when booked centrally; 

ii. CoreCivic is better able to obtain rebates from the corporate travel card for payments made on it;  

iii. The Travel Agency is more cost effective at managing unused tickets; and 

iv. The accounts payable department process is streamlined when all the airline charges are billed on one (1) monthly invoice.

b. Employees are encouraged to use a personal credit card for travel arrangements, excluding airfare.      

i. Personal credit cards will not be used for airfare.

ii. Excluding airfare, all employees' expenses are to be claimed on an expense report. CoreCivic will provide an option of direct billing for:

· Facility employees, below the level of Administrative Duty Officer, who do not have and/or do not wish to use a personal credit card for hotel/lodging accommodations and automobile rentals.

· Non-exempt level Facility Support Center (FSC) employees who do not have and/or do not wish to use a personal credit card for hotel/lodging accommodations and automobile rentals.

c. With the exception of international travel and direct billings, all travel arrangements should be made utilizing the online booking process.  Due to additional fees associated with calling the travel agency directly, the travel agency should only be called when issues occur with the online booking process.

d. All travel arrangements must include the full accounting code to be charged as outlined on the 2-9AA.  The travel agency has instructions to reject any requests for travel arrangements that do not include the full accounting code to be charged.

e. Normally airfare arrangements should not be made earlier than thirty (30) days from the travel date.

f. Travel arrangements for facility employees must be made by the appropriate Department Head, Warden/Administrator’s or Department Head’s Assistant, or Business Administrator.

g. Travel arrangements for FSC employees may be made by the traveling employee or by an assistant.

h. All group conference/meeting arrangements, to include site selection, must be made by the FSC Senior Manager, Travel & Events to ensure effective cost savings measures are negotiated.

2. Approval

Once travel arrangements have been booked, an email notification will be sent to the individual authorized to approve/disapprove the travel (i.e. Budget Leader).  If the travel is not disapproved within twenty-four (24) hours it is automatically considered approved. No employee may authorize/approve his/her own travel.
a. Facility

i. Warden/Administrator travel arrangements must be approved by the appropriate Divisional Managing Director, Facility Operations or the appropriate Vice President, Facility Operations.

ii. The Warden/Administrator must approve all travel arrangements for facility employees.

b. Facility Support Center

i. The applicable Executive Vice President must approve all travel arrangements for Vice Presidents and the President must approve all travel arrangements for Executive Vice Presidents.

ii. Travel arrangements for FSC employees, excluding those outlined above in A.2.b.i., must be approved at the Vice President or Budget Leader level to whom the employee reports.

NOTE:  All FSC travel that is being charged to a facility also requires approval of the Managing Director, Operations Support.

c. Direct Billing

Direct billing will only be approved for employees meeting the criteria outlined in A.1.b.ii.

d. Group Conferences/Meetings

Group conferences/meetings must be approved by the appropriate FSC Vice President (for FSC conferences) or Warden/Administrator (for facility conferences).  Hotel accommodations and meeting rooms for Group conferences/meetings must be arranged by the FSC Senior Manager, Travel & Events.  In the event a contract is required for the group conference/meeting, procedures outlined in CoreCivic Policy 1-2 Contracts will apply.

B. TRAVEL INSURANCE

1. The Company maintains a travel insurance policy which provides coverage for accidental death or dismemberment that occurs while an employee is on official travel.  Purchase of additional air travel insurance will not be reimbursed.  More specific information may be obtained by calling the FSC Senior Director, Litigation and Risk.

2. The Company maintains no insurance for loss of or damage to personal vehicles and property during official travel. Travelers should seek reimbursement through their own insurance company or directly from the responsible party.

3. Company Equipment/Building Contents

a. The company does not automatically insure its equipment or the contents of buildings. An employee traveling with company equipment should contact the FSC Senior Director, Litigation and Risk to determine whether insurance should be purchased prior to travel.  

b. Even if a department has previously elected to insure certain property, the coverage may not automatically extend to travel. The department should contact the FSC Senior Director, Litigation and Risk to determine whether coverage is effective during travel.  

C. TRANSPORTATION

1. Air Transportation
a. General Guidelines  

i. The travel agency has instructions to charge airfare to the CoreCivic Corporate Credit Card.  CoreCivic will pay for prepaid expenses for air travel charged to the CoreCivic Corporate Credit Card.  P-Cards may not be used to charge air travel.
ii. The preferred/contracted airline and/or the lowest fare is to be utilized as long as the flight falls within the following parameters:  
· Departure and final arrival times are between 7:30 AM and 9:00 PM (assuming travel time to/from the airport is one (1) hour or less);

· The flight requires no more than two (2) connections; and

· The flight arrives at the final destination within the necessary time frame.

NOTE:  Employees may choose to depart earlier, arrive later, or increase/decrease the number of connections as long as the airfare is not higher than the lowest airfare available within the parameters outlined above.
iii. Fees associated with changes in flight times will only be reimbursed by CoreCivic when a valid business purpose exists for the change.  Whenever possible all changes should be made through the appointed travel agency.  In the event an employee is required to place the charges on a personal or company issued credit card the additional expenses and reason for change must be included on the 2-9B Travel & Expense Report.  Expenses may be submitted using the CoreCivic approved electronic expense reporting system in lieu of the 2-9B form as outlined in this policy.  

iv. Employees may benefit from frequent flyer programs of which they are a member, as long as the airfare is the lowest airfare.  Any membership fees/dues related to such clubs will not be reimbursed.

v. First Class travel will not be permitted as a general rule.  However, personal upgrades may be used in order to move to first class.

vi. Business Class travel on international flights is acceptable.

vii. No more than four (4) of CoreCivic’s Vice Presidents or higher authority will be permitted to travel on the same flight. 

b. Electronic Ticket (“Ticketless Travel”) 

i. Electronic tickets (“ticketless travel”) is the preferred method of travel. With electronic tickets, employees have an itinerary listing travel details (flights and times); however, they will not carry a physical ticket. Airlines charge a fee for paper tickets that will not be reimbursed by the Company when electronic tickets are available. 

ii. Electronic ticketing also enables CoreCivic’s designated travel agency to assist the employee with travel needs, during travel, if there is a need to change flights.  

iii. Unused Tickets/Electronic Tickets 


Cancellations must be requested prior to departure time of travel in order to retain the ticket value.  Cancellations should be completed on the travel agency’s website, or when necessary, by calling the travel agency directly.  

· If a ticket is not returned or is lost, the traveler will be charged the fee to cancel the unused portion of the ticket.  This does not apply to stolen tickets. 

· Charges for travel arrangements that are cancelled must be approved by the Warden/Administrator (for facility employees) or Executive Vice President (for FSC employees) of the department incurring the charge.  

2. Automobile Rental 

a. All car rentals are to be secured through the Company’s contracted/preferred car rental agency.  

b. Employees will need a personal credit card to rent an automobile.

i. Direct billing to CoreCivic for automobile rentals will only be approved for employees meeting the criteria outlined in A.1.b.ii. that are required to rent an automobile while conducting CoreCivic business.  

ii. All direct billings for automobile rentals will be sent to FSC Accounts Payable.  Supporting detail will be routed to the applicable facilities for Warden/Administrator approval.

iii. P-Cards may not be used for automobile rental.

c. Mid-size automobiles are CoreCivic’s designated automobile.  Parties of four (4) or more may utilize a full-size automobile or van.  Unless upgraded without additional charge, use of luxury automobiles is prohibited.

d. Parties of four (4) or less must utilize one (1) rental automobile unless one (1) automobile cannot accommodate all of the passengers plus their luggage.

e. A rental automobile should not be used as a matter of convenience.  When local/ground transportation/personally owned vehicle (POV) is more efficient, it should be used in lieu of a rental automobile.

f. Employees are NOT authorized to purchase additional insurance coverage of any kind. Employees are already covered under CoreCivic’s automobile liability policy.  Automobile insurance is not reimbursable.
g. Reimbursable auto rental costs include the daily rental fee, mileage fee, gasoline charges, and tolls.  Global Positioning System (GPS) locator options are not reimbursable.
h. When possible, the vehicle should always be returned to the point of issuance to avoid drop-off charges.   

i. The automobile must be returned with a full tank of gas, as gasoline charges from the rental agency will not be reimbursed.  Employees are not authorized to purchase the prepaid fuel option.

j. The rental contract with the credit card receipt must be attached to the 2-9B Travel & Expense Report for reimbursement, unless direct bill arrangements have been made.

3. Other Transportation

a. Personal vehicles may be used for official travel if authorized on the 2-9A Personal Vehicle Authorization form.  When this occurs, the employee should maintain adequate liability, collision, and comprehensive coverage to meet his/her needs.  

b. When personal vehicles are used, mileage reimbursement will be at the rate allowable by the Internal Revenue Service guidelines.  Mileage reimbursement established by the Internal Revenue Service is intended to cover fuel and maintenance expenses, therefore no additional charges will be reimbursable when using a personal vehicle.    

i. When determining mileage traveled for the purpose of reimbursement, the employee will not include miles that would have occurred for normal travel to the workplace.  The airport will be considered the “workplace” for those employees who are required to travel excessively and are not expected to be physically located in a facility or FSC location.  For example: 

Normal travel – home to workplace and workplace to home (15 miles each way = 30 miles)

Home to off-site location for company business
20 miles         

Off-site location to workplace


15 miles

Workplace to home



15 miles
Total for day




50 miles

Normal travel




30 miles
Reimbursable miles



20 miles

4. General Guidelines 

Employees should use the most economical form of ground transportation available, except where such transportation would result in a costly loss of time.

a. If electing to drive rather than fly for company business, CoreCivic will reimburse the lesser of the cost of the flight or mileage.

b. For trips of one-hundred (100) miles or less each way, employees are to use their personal vehicle unless a company vehicle is available.   The employee must complete the vehicle information on the 2-9A prior to use of their personal vehicle for company travel.  Prior approval for the use of a personal vehicle for company business must be obtained from the employee’s direct supervisor.    Mileage will be reimbursed according to Internal Revenue Service Guidelines.

NOTE:  Wardens/Administrators and FSC employees that routinely utilize a POV are not required to complete a 2-9A or obtain prior approval.  However, this does not exempt Wardens/Administrators and FSC employees from the requirement to possess a valid driver's license and current vehicle insurance.

c. Train travel is acceptable when feasible.

d. Airport parking is reimbursable for long-term parking and satellite parking only.  

e. Short-term parking is NOT reimbursable unless the employee is collecting someone from the airport.  

f. Many hotels provide free shuttle service to and from airports which should be used whenever possible.

g. Taxis may be used, however, public transportation/airport shuttle services should be used whenever possible.

h. Speeding, traffic, parking citations, etc. are not reimbursable.

5. Workplace Commuting

Van pooling services offered by independent van pooling companies might be available at some facility locations.  With the approval of the Warden/Administrator, CoreCivic will assist in payment for the service according to the following guidelines.

a. Any employee wishing to participate in the van pooling service is required to complete the 2-9D Application for Participation in Van Pooling Services and submit it to the Facility Business Office, for approval by the Warden/Administrator, at least three (3) business days prior to the month of participation.

i. The Facility Business Office will be responsible for submitting all approved 2-9D forms to the van pooling service and maintaining a file of all approved 2-9D's.

ii. If an employee elects to discontinue participation in the van pooling service, a 2-9E Change in Participation of Van Pooling Services form should be submitted to the Facility Business Office as soon as possible, but no later than the first day of the month.

· The Business Office is responsible for submitting all 2-9E forms to the van pooling service upon receipt.

b. Employee-participants will make their own arrangements with the van pooling company for lease of the vehicle, insurance, approval of drivers, fueling, and maintenance.

c. As a company benefit, CoreCivic will provide assistance with the cost.  The stipend per employee will be determined by the Warden/Administrator but in no event exceed one-hundred and thirty dollars ($130.00) per participant per month, unless the statutory exemption for taxable income, as published by the Internal Revenue Service, is modified. 

i. Employee-participants who wish to obtain assistance in payment for the service will sign the 2-9F Van Pooling Participant Log each day that they use the service.  At the end of each month, one (1) of the employees from each van pool will turn that van's log into the Facility Business Office in order for stipends to be determined.

· Once the Business Administrator receives the 2-9F Van Pooling Participant Log, the Business Administrator will complete the following steps:

· Review the 2-9F and verify that a 2-9D Application for Participation in van Pooling Services is on file for each participant.

· Contact a representative from the van pooling service to determine the estimated monthly cost of the service based on number of participants, size and number of vehicles, and estimated "round-trip" mileage, excluding fuel costs in order to determine the stipend.

· By the fifth day of each month, submit the 2-9F (for that month) to the van pooling service in order for CoreCivic to be invoiced.  The logs may be combined for each vehicle into one (1) spreadsheet, for submission to the van pooling service, to include the following information:

· Month of participation;

· Name of vehicle driver;

· Vehicle number;

· Name of each participant;

· Amount of CoreCivic stipend per participant; and

· Amount to be paid by each participant.

ii. Assistance will be provided only to employees who participate in the service for the entire month.

iii. The Facility Business Office will provide vouchers for participating employees.  It will be the responsibility of the participating employees to transmit the vouchers to the van pooling company.  

d. Participating employees will be responsible for paying any amounts owed to the van pooling company after the company-issued vouchers are used.  
i. Participation is on a monthly basis; therefore any funds paid will not be reimbursed if an employee elects to discontinue participation prior to the end of the month.  

e. Reconciliation/Payment

i. The van pooling service will provide invoices to the facility on a monthly basis.

ii. The facility's invoice will be paid with the facility's P-Card and will be reviewed and approved in accordance with the procedures outlined in CoreCivic Policy 2-1 Budgeting and Purchasing.  Included in the total amount billed to the facility is the monthly fuel charge.  The monthly fuel charge represents the monthly prepaid amount plus a true-up of the previous month based on actual usage.  The facility will provide payment of the costs for the true-up as long as the total cost paid for the van pooling service does not exceed the limits outlined above in 5.c.

· In the event that the true-up exceeds the amount the facility is authorized to pay, the balance will be divided by all the participants.  Participants will be responsible for providing this additional payment to the Business Office.
D. LODGING/HOTEL ACCOMMODATIONS

1. Accommodations will be made in standard mid-range hotels/motels at CoreCivic’s preferred/contracted hotel/motel chains using the online booking process, or when necessary, by calling the travel agency directly.

2. The company has also contracted with many hotels/motels to provide direct billing for employees.

a. The FSC Senior Manager, Travel & Events will be responsible for communicating the names and physical locations of all hotels/motels offering direct billing.

b. Accommodations for hotels/motels offering direct billing will be made directly with the hotel/motel.  Attempting to use the online booking process will result in additional fees for the company.

c. Any traveler may request any hotel/motel to arrange for a direct bill to CoreCivic, however the FSC Senior Manager, Travel & Events must complete and approve the application submitted by the hotel/motel and the direct billing option will be limited to those employees outlined in A.1.b.ii. 
NOTE:  It can take up to fifteen (15) business days for direct billing to be established initially.

d. Except for limited exceptions approved by the FSC Senior Manager, Travel & Events for group conferences/meetings, direct bills should be sent directly to the facility.  The Budget Leader of the traveler will be responsible for approving the direct bill.  Direct bills for FSC employees that are charged to a facility also require approval of the Managing Director, Operations Support.    

3. General Guidelines

a. Employees will need a personal credit card to make hotel/motel accommodations.  In the event an employee is required to travel and does not possess a personal credit card, the employee must contact the FSC Senior Manager, Travel & Events to assist in making accommodations using the CoreCivic Lodging Credit Card.  

i. Anytime the CoreCivic Lodging Credit Card is used, the FSC Senior Manager, Travel & Events will inform the hotel/motel that only room and tax may be charged to the CoreCivic Lodging Credit Card and that all other fees will be the responsibility of the traveling employee, and that the folios should be sent directly to the FSC Senior Manager, Travel & Events.

ii. The FSC Senior Manager, Travel & Events will log the travelers authorized to use the CoreCivic Lodging Card during the month.  The log will include traveler name, facility location to be charged, and hotel rate.

iii. The FSC Senior Manager, Travel & Events will approve the monthly Lodging Card invoice, after matching the monthly log to the folio, and the folio to the Lodging Card invoice.

b. Normally reservations are guaranteed for late arrival; however it is the traveler’s responsibility to notify the hotel/motel directly when planning a late arrival.

c. If the traveler is negligent in canceling a hotel/motel and a “no show” charge is incurred, the employee will be responsible for the payment of the charge, unless otherwise approved by the Warden/Administrator (for facility employees) or the Executive Vice President of the FSC department incurring the charge (for FSC employees).  

d. Prepaid expenses for hotel deposits charged to a traveler’s personal credit card will be reimbursed with proper documentation and receipts.

e. CoreCivic will reimburse single occupancy rooms. Original hotel bills are always required as documentation for reimbursement of lodging expenses.

f. To avoid hotel room phone charges, use cell phones when possible.  Employees may use their company issued cell phones or personal cell phones.  The billing statements must be obtained for reimbursement of calls made using personal cell phones.  (1-900 charges are not reimbursable)  
g. Internet services for business purposes will be reimbursed.  The hotel billing statement must be obtained for reimbursement of internet services.

h. Laundry/dry cleaning services will not be reimbursable, unless the trip exceeds ten (10) days in length.

i. Hotel movie expenses will not be reimbursed.

j. In-room snack bar expenses will not be reimbursed.

4. Payment

The traveler is responsible for ensuring that appropriate payment is available upon arrival to the lodging/hotel.  

a. The following methods of payment are acceptable for lodging/hotel expenses:

i. Personal credit card;

ii. Company check (acceptance of a check should be confirmed prior to travel and the check requested prior to departure);  

iii. Cash advance (requested from FSC prior to departure);

iv. Direct bill (Applies only to those hotel/motel accommodations that have/create an agreement with CoreCivic and those employees outlined in A.1.b.ii.); and  

v. CoreCivic Lodging Credit Card (only when approved by the FSC Senior Manager, Travel & Events).

NOTE:  P-Cards may not be used for hotel/motel accommodations.

b. In emergency circumstances, the Warden/Administrator is authorized to provide payment from the facility petty checking account to cover hotel/motel expenses, as long as proper documentation is maintained.

NOTE:  Most hotels/motels require a credit card upon arrival for incidental expenses.  If the traveler will not be using a credit card upon arrival, the traveler is responsible for contacting the hotel/motel, prior to departure, to determine other options authorized by the hotel/motel to address incidental expenses.

E. FOOD AND BEVERAGE

1. Meals will be reimbursed on actual expenditures that are properly documented unless the employee has been approved for per diem.  Discretion and prudent judgment will be expected with regard to restaurant selection.

2. General food expenses should not exceed forty-one dollars ($41.00) per day, per person with the exceptions noted below:

a. When traveling to any of the following cities, general food expenses should not exceed fifty-six dollars ($56.00) per day, per person:

Alexandria, VA

Los Angeles, CA
Puerto Rico
Baltimore, MD

Minneapolis, MN
Sacramento, CA

Boston, MA

New Orleans, LA
San Diego, CA

Chicago, IL

New York, NY

San Francisco, CA

Denver, CO

Newark, NJ

Seattle, WA
Honolulu, HA

Philadelphia, PA
Washington, DC
Miami, FL

Phoenix, AZ






3. Tips should not exceed eighteen percent (18%).

4. Restaurant receipts must clearly document the total charged. In the event the bill was paid with a credit card, the credit card receipt must be attached to the receipt to receive reimbursement. 

5. For group meal events, a detailed receipt must be submitted along with the credit card receipt to receive reimbursement.

F. PER DIEMS

Except for Roving TD Team Members, per diems are not authorized for exempt level FSC employees.
1. Requests
a. Per diem may be requested for occurrences such as scheduled training sessions, conferences, assisting other facilities, etc.  Requests for per diems must be reduced by meals provided and for partial days not worked during the traditional meal hours.  Employees requesting per diem will complete a 2-9B Travel & Expense Report.  The 2-9B should be completed in advance of the travel to ensure the per diem is approved and routed to the business office (for facility employees) or FSC Accounting Department (for FSC employees) for payment prior to the travel.

NOTE:  Per diem requests for Wardens/Administrators, Assistant Wardens/Administrators, Chiefs of Security, and Chiefs of Unit Management must be routed to FSC Accounts Payable for payment prior to the travel.  

b. Requests for per diem for food and beverage will not exceed the amount authorized in E.2. above and must state the number of days to be traveled.

i. When traveling for a full day, 7:00 AM through 7:00 PM, the traveler will receive a full day’s worth of per diem.

ii. When traveling less than a full day, the traveler will only receive a half-day’s worth of per diem.  

c. Travelers requesting per diems must substantiate the dates and place of the travel. Airline tickets are normally used to provide this substantiation.  

2. Approval/Issuance
a. Facility

Per diem for facility employees must be approved by the Warden/Administrator.
b. Facility Support Center

Per diem for Facility Support Center employees will be approved by the appropriate Vice President or Budget Leader.  

c. Approved per diem will generally be issued no earlier than one (1) week prior to travel.
d. Roving TD Team Members are permitted to receive per diems in arrears as submitted on the 2-9B Travel & Expense Report and as approved by the Vice President or Budget Leader.  
3. Documentation
Receipts for food expenses are not required when the per diem has been appropriately approved.  
G. CASH ADVANCES

Cash advances are limited to those employees meeting the criteria outlined in A.1.b.ii.  Except in emergency situations, all cash advances will be issued from the Facility Support Center.  In an emergency situation, the Warden/Administrator may authorize a cash advance to be issued out of the facility petty checking account.  In emergency situations, the Business Administrator is required to track cash advances and ensure proper accounting for return of excess funds.  
1. Requests

a. Cash advances may be requested for occurrences such as scheduled training sessions, conferences, assisting other facilities, etc.  Employees requesting a cash advance will complete a 2-9C Cash Advance Request form.  The 2-9C should be completed in advance of the travel to ensure it is approved and routed to the FSC Accounting Department (or the facility business office in an emergency situation) for payment prior to the travel.

b. The completed 2-9C must include the traveler’s name, department, facility, amount, and purpose of the advance.  The traveler should fill in the amount requested before signing the form. The traveler's signature acknowledges responsibility to account to the company for the amount advanced and to repay the company for any unsubstantiated amounts.

2. Approval/Issuance

a. Facility

Cash advances for facility employees must be approved by the Warden/Administrator and then routed to the FSC Accounting Department (or the facility business office in an emergency situation). 
b. Facility Support Center

Cash advances for Facility Support Center employees will be approved by the appropriate Vice President. 
c. Approved cash advances for anticipated out of-pocket expenses will generally be issued no earlier than one (1) week prior to travel.  

3. Documentation/Return of Excess Funds

a. Within two (2) weeks of the completion of travel, employees are required to complete a 2-9B Travel & Expense Report documenting expenses incurred and return any excess funds to the point of issuance (i.e. FSC for non-emergency advances and facility Business Administrator for emergency advances).    

b. Cash advances not accounted for properly and within two (2) weeks after completion of travel may be deducted from the traveler’s payroll check.  The FSC Accounting Department or Business Administrator (where cash advance was paid from petty checking) will be responsible for notifying the FSC payroll and the FSC Facility Accounting Manager of any funds not returned.

H. CREDIT CARDS

1. Company

a. The Senior Manager, Travel & Events will be responsible for creating the log of monthly charges and the FSC Accounts Payable Department will be responsible for reconciling actual charges on the CoreCivic Lodging Credit Card.

b. The FSC Accounts Payable Department will be responsible for reconciling actual charges on the CoreCivic Corporate Credit Card.  

c. Unsubstantiated charges to the CoreCivic Corporate Credit Card and/or CoreCivic Lodging Credit Card are the responsibility of the employee incurring the charge and will be presented to the Warden/Administrator for facility employees and the appropriate Executive Vice President for FSC employees.

2. Personal 

With the exception of airline tickets, employees may use personal credit cards for travel.  The Company assumes no responsibility for any charges made by the employee on a personal credit card and will not reimburse employees for financing fees, late fees, or other fees.

I. MISCELLANEOUS TRAVEL EXPENSES

1. Reimbursable

a. Internet services necessary to conduct business while staying at a hotel/motel.

b. Telephone calls necessary to obtain transportation and hotel/motel reservations;

c. Telephone calls allowing travelers to stay in reasonable contact with their office or family;

d. Expenses for baggage handling and storage (employees will only be reimbursed for one (1) personal baggage unless the trip exceeds ten (10) calendar days in length); 

e. Reasonable tips for porters, bellhops, etc.; and

f. Prepaid expenses.

2. Non-Reimbursable

a. Costs incurred by unreasonable failures to cancel transportation or hotel/motel reservations;

b. Fees associated with TSA Pre-Check services;

c. Fees associated for choosing premium seats on a flight;

d. Fees associated with air and automobile upgrades;

e. Fines;

f. Lost tickets, cash, or property;

g. Accident insurance premiums; 

h. In-room movie charges;

i. Expenses not directly related to, or necessary for, the performance of the travel assignment;

j. Laundry/dry cleaning services, unless the trip exceeds ten (10) calendar days in length;

k. Gifts;

l. Lost luggage; 

m. Personal items (toiletries, shoeshine, hair care, etc.); 

n. Articles of clothing; and

o. Fees associated with the purchase of mileage upgrade points.

J. ENTERTAINMENT EXPENSES

1. Entertainment expenses are expenses for reasonable and necessary business entertainment generally of third party service providers, including food, beverages, and social or recreational activities.  

2. Entertainment expenses that do not include third party service providers or business relationship person(s) (i.e., entertainment solely for employees) must be submitted by the highest ranking employee involved in incurring the expense.  

3. Reasonable entertainment expenses do not include personal celebrations (i.e. birthdays, wedding showers, baby showers, or similar events).

4. In order for reimbursed entertainment expenses not to be reportable to the Internal Revenue Service as compensation, the 2-9B Travel & Expense Reports must have receipts attached to include the following information:

a. The amount of the expense;

b. The date of the expense;

c. The names of the persons entertained and business relationship;

d. Name and location where the expense was incurred; and

e. The business purpose of the expense. 

K. JOINT EXPENSES

1. If a group of persons traveling together for CoreCivic incurs joint expenses to be reimbursed from the same source, then, for convenience, some or all of these joint expenses may be paid and reported by one (1) traveler.

2. When one (1) trip combines two (2) or more purposes and the traveler is eligible for expense reimbursement from more than one (1) source, costs of the trip should be equitably distributed among all sponsors.  Travelers are responsible for seeking reimbursement for expenses payable by organizations other than CoreCivic.
3. Combining Business Travel with Personal Travel

a. The company does not provide reimbursement for personal expenses incurred while on official company business.  

b. If, for other than company business, a traveler takes an indirect route or interrupts travel by a direct route, reimbursement for transportation costs will be the lesser of the actual charge or the charge that would have been incurred by traveling the direct route.  Any personal portion of the cost of a rental car will not be reimbursed.

c. If the airfare and hotel/motel accommodations are less if the traveler stays over on Saturday night rather than if he/she departed on a workday, the traveler has the option to do so.  

4. Travel Expenses for Spouses and Families

a. Personal travel for spouses and families cannot be booked using CoreCivic’s online booking process or designated CoreCivic travel agents.  Travelers may call the company’s travel agency independently to book personal travel for spouses and families.

b. In general, the expenses of an employee's spouse and family are not reimbursable or subject to advance payment. 

i. When family travel results in an economical airfare, such as a family plan or charter flight, the company will pay the lesser of the actual expense incurred or the standard coach fare for the employee's travel.

ii. If a traveler occupies a double hotel room with a spouse or children, the company will reimburse the single room rate.

5. Special Travel


Travel by prospective employees to interview at CoreCivic is considered special travel. No commitment to reimburse such expenses should be made without first seeking approval of the Vice President or Budget Leader.

6. Relocation 


Relocation arrangements for eligible employees (FSC and facility) must be approved and arranged through the FSC HR/Benefits Department and the appropriate Executive Vice President or Vice President.   

L. FOREIGN CURRENCY EXPENSES

1. Fluctuating exchange rates make reimbursement for foreign travel somewhat complex.  Hotel and dining bills paid with a credit card will be charged in the foreign country's currency, and the credit card company will convert the bill to U.S. dollars before billing the traveler. To ensure accurate, fair reimbursement, a copy of the credit card bill should be submitted with the request for reimbursement, in addition to the original charge slip.  

2. All expenses should be submitted within two (2) weeks of return.  In the event the credit card bill is not available within two (2) weeks of return, all other expenses should be submitted for reimbursement with the remainder submitted once the credit card bill is received.  

M. REIMBURSEMENT 

Contractors and consultants that are eligible for reimbursement of travel and entertainment expenses through their contract should submit their expenses with their service invoice with supporting receipts, if required in their contract.  These expenses should be coded to the same account as their services and not those accounts used for employee travel and expenses.
1. Expense Reports/Receipts

To be reimbursed for expenses incurred, a traveler must submit a signed and approved 2-9B Travel & Expense Report accompanied by the appropriate original receipts (excluding reasonable tips for porters, bellhops, etc.) within two (2) weeks of the traveler’s return.  Expenses may be submitted using the CoreCivic approved electronic expense reporting system in lieu of the 2-9B form as outlined in this policy.  In the event a cash advance was provided to the traveler, the traveler is required to return excess funds to the point of issuance (i.e. FSC for non-emergency advances and facility Business Administrator for emergency advances) along with the 2-9B and original receipts.  

a. All 2-9B’s must include the traveler’s name and employee number, dates of travel, whether the travel is training related or not, a description of the expense and the amount of the expenditure in the appropriate section of the form, and the purpose and destination of the trip must be noted in the “Additional Comments” section.  All pertinent receipts must be attached to the report. Transportation, meals, lodging, and other expenses should be listed by date and clearly identified.

i. In the event a traveler is not employed by CoreCivic but seeking reimbursement, the 2-9B must indicate the traveler’s social security number in lieu of “employee number” for reimbursement and tax records.  

b. For any expenses to be reimbursed, dated original receipts that document travel expenses to be charged to a company account should be submitted with the 2-9B for:    

i. Airfare  (proof of airfare documentation including the electronic ticket itinerary and/or the airline ticket voucher stub); 

ii. All purchased transportation expenses;

iii. Train, as well as automobile rental charges;

iv. All lodging expenses (including a mandatory detailed hotel/motel bill listing all charges); 

v. Meals;

vi. Miscellaneous Expenses; and

vii. Registration fees.

c. Credit card payment forms are not considered adequate receipts for transportation, lodging, or automobile rental agreements. Travel agency invoices, airplane or train ticket stubs, hotel/motel bills, and automobile rental bills are required.  

d. A traveler who loses a required receipt must request a duplicate. When an acceptable duplicate is unobtainable, the traveler must indicate on the 2-9B that a receipt is not available and that: 

i. The expense was incurred in connection with a specified company activity; and

ii. The expenditure is accurately stated on the 2-9B.

e. When travel and entertainment expenses are incurred due to assisting a facility, the facility being assisted will be responsible for ensuring employees receive per diem and are reimbursed for any other travel expenses.  

f. When expenses are partially covered by an organization other than CoreCivic, duplicate copies of the receipts may be submitted by attaching either a copy of the request for reimbursement submitted to the other organization or a 2-9B that details expenses divided between CoreCivic and the other organization.  

g. Should the Company reimburse travel expenses in the absence of adequate supporting documents, the traveler may be required to report the Company's payment of those expenses as income on the applicable federal income tax return.

2. Review/Approval of Expenses

The employee who approves the 2-9B Travel & Expense Report shares equal responsibility with the employee submitting the 2-9B to ensure that the travel/entertainment is essential and complies with policy.  No employee may approve expense reports for himself/herself.

a. Facility

i. All 2-9Bs for Wardens/Administrators must be reviewed and approved by the Managing Director, Operations Support or designee. 

ii. All 2-9Bs for facility employees must be reviewed by the Business Administrator or Facility Controller and if they exceed one-hundred dollars ($100.00) approved by the Warden/Administrator. 

b. Facility Support Center

i. All 2-9Bs for Facility Support Center employees must be approved by the appropriate Vice President or Budget Leader.    

ii. The applicable Executive Vice President must approve all 2-9B’s for Vice Presidents and the President must approve all 2-9B’s for Executive Vice Presidents.

iii. All 2-9Bs containing expenses to be charged to a facility must be approved by the Managing Director, Operations Support.

3. Taxability

a. Travelers who comply with the procedures outlined in this policy, keep accurate daily records, obtain the required receipts, and submit signed 2-9B Travel & Expense Reports to the Company are not required to report and substantiate travel advances and reimbursements on their federal income tax returns.  Nor is the company required to report the amounts of such advances or reimbursements to the Internal Revenue Service as income to the traveler. 

b. Travelers with unsubstantiated advances and reimbursements may be reportable as income by the traveler, and the Company under certain circumstances may have to notify the Internal Revenue Service of such payments. If an advance and reimbursement are reported as income and the traveler claims a deduction for them, the Internal Revenue Service may disallow deductions claimed for travel expenses that are not adequately substantiated. It is, therefore, in each traveler's best interest to submit a signed 2-9B Travel & Expense Report and appropriate receipts for each trip.

2-9.5
Review:

The Vice President, Finance or qualified designee will review this policy on an annual basis.

2-9.6
APPLICABILITY:

All CoreCivic Facilities (Provided contractual requirements do not mandate otherwise)

2-9.7
APPENDICES:


2-9AA
Travel Procedures
2-9.8
ATTACHMENTS:

2-9A
Personal Vehicle Authorization  

2-9B
Travel & Expense Report

2-9C
Cash Advance Request

2-9D
Application for Participation in Van Pooling Services

2-9E
Change in Participation of Van Pooling Services

2-9F
Van Pooling Participant Log

2-9.9
REFERENCES:

CoreCivic Policy 1-2

CoreCivic Policy 2-1

ACA Standards.  The ACA Standards for this facility are:
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