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 Tc \L1 “Introduction“ 
Specific questions on the Risk and Insurance Management Program or requests for insurance coverage should be referred to the Office of Risk Management, Division of Administration, Post Office Box 91106, Baton Rouge, Louisiana 70821-9106.
Any questions regarding underwriting information or claims should be directed to the appropriate risk group in either the Underwriting Unit or the Claims Unit, respectively.

Risk management is a process for identifying and controlling risks. Until the mid‑1970's, the traditional method of minimizing losses was to transfer risk to a commercial insurance company. Over the years, the State has been pushed toward self‑insurance because of increases in insurance premiums and policy cancellations by commercial insurance companies. The best way to insure against loss, however, is through loss prevention and safety programs. Such programs help minimize losses, save money, and most importantly, protect state employees and citizens. 

State directors, managers, and supervisory personnel should look at their exposure to losses and report such exposures to the Office of Risk Management. No two agencies face the same risks, and exposure to risk will change over time. Therefore, risk identification and evaluation of coverage is a continuous process. 

Each state agency, board, and commission is responsible for controlling losses. Premiums are based on two factors: The exposure of the agency to various kinds of claims, and the amount of those claims. Control of these two areas affects future premiums. 

This catalog of insurance coverages and services describes the different kinds of insurance coverages available and the procedures to report a claim. All coverages are mandatory as noted.

Tc \L1 "Types Of Risks” 
There are four basic types of risks of which state directors, managers, and supervisory personnel should be aware. Loss can occur as a result of (1) damage to property, (2) loss of property, (3) loss of income or increased costs because of damage to or loss of property, and (4) liability to others as a result of injury to persons or property. These four main types of risks are not mutually exclusive, they are interrelated. Many accidents and claims involve losses in several risk areas.

1. Damage To Property Tc \L2 "Damage To Property” 

Accidental loss or damage can occur to both real and personal property. Real property (property which cannot be moved) includes state-owned buildings, parks, swimming pools, and boilers and heavy machinery. Personal property risks include motorized equipment, supplies and movable capital items such as desks, chairs, typewriters, and tools. Losses may result from a number of reasons; carelessness, natural causes, faulty equipment and fire are some of the main ones.

2. Loss of Property Tc \L2 "Loss Of Property” 
Losing property - especially money - is another risk. Dishonest acts of state employees or private citizens may result in burglary, robbery, or embezzlement. In addition to cash, other items that may be stolen include incoming checks, valuable papers, securities, furniture, office equipment, supplies, and tools.

3. Loss of Income Or Increased Costs Tc \L2 "Loss Of Income Or Increased Costs” 
This risk is often overlooked.  Many state agencies operate revenue - producing facilities. Stadiums, gymnasiums, dormitories, and fairgrounds are examples. If these facilities are destroyed or damaged, there may be a significant loss of income. Increased costs might include the cost of cleaning up or repairing damaged property, training replacements, overtime, extra supervision, reports, and clerical time.

4. Liability To Others Tc \L2 "Liability To Others” 
The risk of liability claims resulting from injuries to persons and damage to their property is one of the most serious loss exposures faced by the state. State employees who are injured are covered by Worker's Compensation. A private citizen or firm may claim a loss because of adverse action by the state. Claims may arise out of intentional or unintentional torts (wrongful acts) or from contractual liabilities.

There is a wide variety of ways that a tort can result. For example, injury or damage may occur because of harmful actions of state employees and elected officials (e.g., automobile accidents, false arrest, libel, and unintentional discrimination) because of the dangerous condition of state property, or because of professional malpractice. Potential liability also exists under a wide variety of transactions including purchase orders, bond agreements, easements, leases, construction contracts, and service contracts.

The catalog that follows provides the kinds of insurance and services available through the Office of Risk Management to cover these risks.

Tc \L1 "Tools Of Risk Management” 
Several strategies are available to an agency to deal with identified risks. These include Avoidance, Retention, Loss prevention and reduction, and Transfer.

1. Avoidance  Tc \L2 "Avoidance” 
Risk may be avoided by refusing to assume it.  Obviously, it is not always possible to completely avoid risks, but the possibility should never be overlooked.

2. Retention Tc \L2 "Retention” 
It may be decided to retain a risk even though other methods of handling the risk are available. For example, the state currently self-insures worker's compensation coverage even though commercial insurance is available because this method of handling the risk is more efficient and economical.

3. Loss Prevention and Loss Reduction Tc \L2 "Loss Prevention And Loss Reduction” 
When risk cannot be avoided, it often can be reduced and the severity of losses minimized. For example, fire‑resistant construction reduces the chances of a loss occurring and automatic sprinkler systems reduce the severity of the loss.

Loss prevention and loss reduction are primary responsibilities of management. These responsibilities cannot be delegated.

If safety is to have any priority within a department's span of control, it will have to be created. The interest and participation of employees in safety, as in any program, will depend largely upon management's interest. If management does not act to control loss by word or action, neither will anyone else.

There are many sources of assistance available, but it is the job of a manager of state resources and personnel to see that safety considerations have recognition in the agency and that loss control procedures are observed.

Security needs increased attention. Valuable equipment and material must be secured. Duplicate copies of valuable records should be made and stored separately. Areas open to the public should be under surveillance at all times if there is a loss potential.

The Office of Risk Management and the commercial insurance companies conduct periodic inspections of insured state facilities and produce written reports of their findings. These reports are reviewed by the Office of Risk Management and disseminated to the affected agencies. Agencies receiving these reports should review them carefully and working with the Office of Risk Management, do whatever can be done to alleviate any conditions cited.

In addition, requested inspections by the State Fire Marshal and local community fire inspector can be of assistance in helping reduce fire hazards. Many large facilities have fire and safety supervisors or safety coordinators who can be of great assistance in protecting state assets. Use all of the resources that are available.

4. Transfer  Tc \L2 "Transfer” 
If a risk cannot be avoided, it can often be transferred to others. One common way to transfer risk is to buy insurance. In buying insurance the risk of unpredictable loss is relieved by making scheduled premium payments.

The State of Louisiana uses each of the foregoing strategies in dealing with identified risks.

Tc \L1 "Part One” 
Tc \L2 "Insurance Coverages Available To State Government”

This section contains definitions or descriptions of the various insurance coverages which are available to the State government through the Office of Risk Management. If the coverages are subject to a deductible, the deductible is indicated below.

The information is categorized in major risk groupings which include aviation, automobile, general liability, boiler and machinery, property, bonds and crime, wet marine, worker's compensation, maritime compensation, personal injury liability, medical malpractice, and road, bridge, dam, and tunnel.

Herein you will find the term "mandatory". This indicates that the coverage is required by either the Office of Risk Management, Legislative Auditor, Revised Statutes, and Agency rules or policies. 

Throughout this section the term "State of Louisiana or State" is used to mean all Departments, Agencies, Boards, and Commissions of the State of Louisiana, and any other agency which may be created in the future as part of these departments, agencies, boards, and commissions, except as specifically otherwise provided to the contrary and in accordance with legislation which created the Office of Risk Management R.S. 39:1527 et seq.

1. Aviation Tc \L3 "Aviation”  

1.1. Aircraft Hull: (Mandatory) Tc \L4 "Aircraft Hull” 
Physical damage to airplanes and/or helicopters that are owned, used by, or rented to the State are covered under this section. The deductible is $1,000 per occurrence.

1.2. Aircraft Liability (Mandatory) Tc \L4 "Aircraft Liability” :

This coverage protects the State of Louisiana, the insured budget agency, and its employees (pilots) against bodily injury and property damage claims arising from the ownership and/or operation of airplanes and/or helicopters which are owned, used by, or rented to the State. There is no deductible for this coverage.

1.3. Airport Liability:  (Mandatory) Tc \L4 "Airport Liability” 
This policy covers the State of Louisiana against bodily injury and property damage claims arising from the ownership and/or operations of a state‑owned airport. There is no deductible for this coverage.

2. Automobiles  Tc \L3 "Automobiles” 
2.1 Automobile Comprehensive And Collision:  (Mandatory) Tc \L4 "Comprehensive And Collision” 
Physical damage to licensed vehicles regardless of year model, owned, hired, or borrowed (excluding an auto owned by an employee or by a member of the employee's household). There is a $1,000 deductible applicable for comprehensive losses and a $1,000 deductible for each collision loss.

2.2 Automobile Liability:  (Mandatory) Tc \L4 "Liability” 
This coverage protects the State of Louisiana against bodily injury and/or property damage claims arising from the ownership or operation of licensed vehicles that are owned, used by, or leased to the State.

It applies automatically to newly acquired vehicles. There is no deductible for this coverage.

2.3 Automobile Non-Ownership Liability  (Mandatory) Tc \L4 "Non-Ownership Liability” 
The State of Louisiana is protected against claims arising from the operation of an employee's personally‑owned vehicle while on state related business.

This coverage pays for losses in excess of the auto liability limits provided by the policy on the individual employee's vehicle and covers liability of the state employee as well. In addition, it offers protection to the state for the operation of licensed vehicles hired or borrowed by the State.

3. General Liability Tc \L3 "General Liability” 
This policy covers legal liability for the State of Louisiana arising out of occurrences resulting in injuries or property damage to others that does not involve licensed vehicles, as well as certain obligations of others assumed under contract. Coverages 3.1 through 3.7 have no deductibles.

3.1.* Premises and Operations:  (Mandatory) Tc \L4 "Premises And Operations” 
This policy covers state ownership, maintenance, or use of buildings or property (operations on or off premises), including conduct of state employees or independent contractors.

3.2.* Completed Operations and Products  Liability:  (Mandatory) Tc \L4 "Completed Operations And Products” 
This coverage protects against losses that occur after operations have been completed or abandoned including bodily injury and property damage arising out of products the state administers, sells or handles after possession of the product has been relinquished to others.

*Note:

Coverage related to bridges, tunnels, dams, streets…as respects the Department of Transportation and Development is excluded hereunder.  Coverage is provided by Section 11 herein.

3.3. Elevator and Escalator Liability :  (Mandatory) Tc \L4 "Elevator And Escalator” 
Liability arising out of the ownership, maintenance or use of elevators and escalators is covered by this policy.

3.4. Watercraft Liability:  (Mandatory) Tc \L4 "Watercraft” 
All watercraft of 26 feet or less in length and rowboats of any length owned, used by, or rented to the State are insured by this policy.

3.5. Contractual  Liability:  (Mandatory) Tc \L4 "Contractual” 
This policy covers liability of others assumed by the State under a contract or agreement.

3.6. Wrongful Acts:  (Mandatory) Tc \L4 "Wrongful Acts” 
3.6.1. Errors and Omissions  (Professional Liability) Tc \L5 "Errors And Omissions”  
This provides errors and omissions coverage for state employees rendering professional services. It excludes errors and omissions for all medical malpractice and all activities or operations relating to bridges, tunnels, dams, streets...as respects the Department of Transportation and Development. Coverage for medical malpractice and the Department of Transportation and Development are provided by Section 10 and Section 11, respectively.

Public Officials  (Directors and Officers Or Educational Liability) Tc \L5 "Public Officials” 
This policy covers failure by public officials (Directors and Officers or Educational Liability) to perform duties, or file reports, solicit bid quotations; or issue or nullify licenses; frequent absence from meetings, or making unauthorized expenditures.
3.7. Custodial (Mandatory) Tc \L4 "Custodial:

3.7.1. Garage Keepers Legal Liability Tc \L5 "Garage Keepers”  
This coverage protects against loss of or damage to an automobile left in the State's care for servicing, attending, repairing or parking (if insured is liable).

Foster Parents Tc \L5 "Foster Parents
Liability to the State arising out of the State's placement of children in the custody of foster parents is covered by this policy. Coverage also extends to include liability of the foster parents which has been legally assumed through a written contract between the State and the foster parent.

This coverage does not apply to bodily injury or property damage of the foster parents themselves nor the home or other personal property of the foster parents; nor does it apply to bodily injury or personal property damage to any household member of the foster parent's home.
3.7.2. Protective Liability Tc \L5 "Protective” 
This policy covers operations performed for insured by independent contractors involving omissions or supervisory acts of the insured. (The State of Louisiana to be held liable for acts of an independent contractor that causes injuries to others or damage to property of others.)

Fire Damage Legal Liability Tc \L5 "Fire Damage Legal”  
Damage by fire, caused by insured's negligence to premises rented by insured is protected by this coverage.
3.8. Personal Injury:  (Mandatory) Tc \L3 "Personal Injury” 
This policy covers claims for damages based on:

3.8.1. False Arrest, Detention Or Imprisonment;

3.8.2. Malicious Prosecution;

3.8.3. Wrongful Entry Or Eviction;

3.8.4. Libel, Slander, Or Defamation Of Character;

3.8.5. Violation Or Deprivation Of Rights, Privileges, Or Immunities Secured By Law.

*Exclusions Are In Policy.
4. Boiler And Machinery (Mandatory)  Tc \L3 "Boiler And Machinery
This policy covers loss or damages resulting from accidents to boilers, pressure vessels, turbines, machinery, and air conditioning motors and compressors located in buildings owned by the State or buildings for which the State has contractually assumed legal liability. This coverage insures the object for repair or replacement and also protects the State for loss inflicted upon the property and person of others (liability) as a result of a covered accident. Coverage was also expanded to include business interruption, extra expense and consequential damage. There is a $1,000 deductible per accident as regards first party property damage only.

5. Property Coverages Tc \L3 "Property 
5.1. Buildings and Property (Mandatory) Tc \L4 "Buildings And Property
Buildings and contents are insured by the property policy which provides "all risk" coverage subject to the exclusions listed in the policy.
All agencies have coverage for loss caused by, but not limited to, the following perils; fire, lightning, windstorm, hail, explosion, riot, civil com-motion, aircraft, vehicles,  smoke,  theft, malicious  mischief  and  vandalism, sprinkler leakage, business interruption, property in transit, flood, radioactive contamination, earthquake, and consequential loss to covered property caused by humidity or temperature change of refrigeration, cooling, humidifying, air conditioning, heating, generating or converting power, equipment, all locations covered, regardless of where power failure occurs.

Buildings and improvements are insured up to the replacement cost at the time of loss. All movable property whether located within a building, outside (such as mobile equipment) and property in transit is insured up to the actual cash value at the time of loss. All claims are subject to the $1,000 deductible per loss. This deductible shall apply separately to each insured in cases wherein the loss involves more than one named insured.

Exception to the actual cash value basis of loss valuation is made for equipment purchased in accordance with instructions set forth by the Louisiana Public Facilities Authority or the Third Party Financing Master Installment Purchase Agreement as respects this equipment, the insurance provides coverage written at replacement cost (without deduction for depreciation) or the remaining lease payments, whichever is greater at the time of the loss.

Inventory and movable property includes but is not limited to computer equipment, fine arts (museum exhibits, antiques and objects of art), boats 26 feet or less in length, rowboats (non-motorized), mobile equipment (any vehicle not required by law to be licensed), office equipment and furniture, video and audio equipment, livestock, etc.

5.2. Builders Risk: (Mandatory) Tc \L4 "Builder’s Risk” 
This coverage provides all risks coverage subject to specified exclusions on buildings or structures in course of construction. There is a $1,000 deductible all perils, except flood and a $5,000 deductible flood per occurrence.

6. Bonds And Crime  Tc \L3 "Bonds And Crime” 
6.1. Fidelity  Bonds: (Mandatory) Tc \L4 "Fidelity ” 
The Employee Faithful Performance Blanket Bond covers loss sustained by insured because of dishonest or fraudulent acts of employees. "Faithful Performance" provides coverage for loss caused by failure of employee to faithfully perform duties. This bond is required by Legislative Auditor. There is a $1,000 deductible for this coverage.

6.2. Property Manager  Bond: (Mandatory) Tc \L4 "Property Manager” 
This bond covers dishonest or fraudulent acts or failure to faithfully perform duties, in connection with handling and control of State Property, resulting in loss to insured. This bond is required by revised statute. There is a $1,000 deductible for this coverage. This exposure is covered by 6.1. above.

6.3. Notary Bond: (Mandatory) Tc \L4 "Notary” 
This bond guarantees that a notary public will comply with applicable laws and regulations. This bond is required by revised statute. There is a $1,000 deductible for this coverage. This exposure is covered by 6.1 above.

6.4. Postal Bond: (Mandatory) Tc \L4 “Postal”
This bond guarantees that a post office contract, branch, or station located at a university or college shall faithfully discharge all duties required under rules and regulations of the U. S. Post Office Department. It must account for, deliver, and pay over monies, mail matters, and other properties that come in its possession to the proper post office official. There is no deductible for this coverage. This exposure is covered by 6.1 above.
6.5. Public Official Bond: (Mandatory)  Tc \L4 "Public Official” l
Such a bond is required by law for persons elected or appointed to fill positions of trust. It protects against dishonest and fraudulent acts as well as a person's failure to perform duties required. There is a no deductible for this coverage.   This exposure is covered by 6.1 above.

6.6. Crime - Inside/Outside Premises; Money And Securities; Depositors Forgery (Usually Secured By Combination Crime Policy): (Mandatory) Tc \L4 “Crime”
This policy covers all perils except those that are excluded by the policy on money and securities within premises and outside premises while conveyed by messenger. Property other than money and securities is insured against robbery (not theft) or safe burglary. Coverage is provided against loss through forgery or alteration of checks drawn by insured. There is a $1,000 deductible for this coverage.

7. Wet Marine Tc \L3 "Wet Marine” 
7.1. Hull and Machinery On Boats/Ships/Tugs (Over 26 Feet In Length) - (Mandatory) Tc \L4 "Hull And Machinery” 
This policy insures loss or damage to a vessel covered by the policy including its machinery, fittings, and equipment. There is a $1,000 deductible for this coverage.

7.2. Protection and Indemnity On Boats/Ships/Tugs (Over 26 Feet In Length) - (Mandatory) Tc \L4 "Protection And Indemnity” 
This coverage insures the State's liability for loss of life or bodily injury; property on another ship; property other than on a ship, such as goods on a wharf, dock, bridge, etc. There is no deductible for this coverage.

*Usually the property damage liability to others is covered under Protection and Indemnity, but in some cases it could be covered under Hull and Machinery.

*Note

Boats 26 feet or less and rowboats (non-motorized) of any length are covered by the Buildings and Property under Section 5.1 for hull coverage and the General Liability Policy for any liability claims.

8. Worker's Compensation (Mandatory) Tc \L3 "Worker's Compensation” 
This policy pays benefits prescribed by the Louisiana Worker's Compensation Law to or on behalf of an employee who receives an injury arising out of and in the course of employment. There is no deductible for this coverage.

9. Maritime Compensation  (Admiralty Law Or Jones Act)  (Mandatory) Tc \L3 "Maritime Compensation” 
Maritime coverage liability is provided to masters or members of the crews of vessels with transportation, wages, maintenance and cure added. For such persons voluntary compensation maritime coverage also applies under which a settlement will be afforded based upon statutory benefit provisions of the Louisiana Worker's Compensation Law. There is no deductible for this coverage.
10. Medical Malpractice (Mandatory) Tc \L3 "Medical Malpractice” 
Any claim or cause of action against a state health care provider for an alleged act of medical malpractice is covered by the State's self‑insured medical malpractice insurance policy. All judgments and settlements are made by the State pursuant to R.L.R.S. 40:1299.39 et seq. There is no deductible for this coverage.

11. Road, Bridge, Dam and Tunnel For Department of Transportation and Development  (Mandatory) Tc \L3 "Road, Bridge, Dam and Tunnel” 
This policy provides for payment of damages resulting from the establishment, design, construction, existence, ownership, maintenance, use, extension, improvement, repair, or regulation of any state bridge, tunnel, dam, street, road, highway, or expressway. There is no deductible for this coverage.

12. Miscellaneous Tort Tc \L3 "Miscellaneous Tort” 
This policy covers all tort claims prior to July 1, 1988 which were previously uninsured and those tort claims which are not otherwise covered by present liability policies. It also provides excess coverage for all liability policies where the amount of loss is over the liability limits in force at the time of the claim. There is no deductible for this coverage.

13. Underwriting Contacts  Tc \L2 “Underwriting Contacts” 
For further information on specific insurance coverages contact the Office of Risk Management in writing at P.O. Box 91106, Baton Rouge, LA 70821‑9106 or call the appropriate risk grouping.

Risk Group I – Contact (225) 342‑8470  Tc \L3 "Risk Group I” 
1 Property (Including Flood) Tc \L4 "Property (Including Flood)” 
2 Commercial Builder's Risk Tc \L4 "Builder's Risk” 
3 Bridge Property Damage Tc \L4 "Bridge Property Damage” 
4 Worker’s CompensationTc \L4 "Bridge Property Damage” 
5 Maritime Worker’s Compensation
Risk Group II – Contact (225) 342-8469Tc \L3 "Risk Group II” 
1. Boiler & Machinery Tc \L4 "Boiler & Machinery” 
2. Bonds & Crime Tc \L4 "Bonds & Crime” 
3. Publisher’s Media Liability Tc \L4 "Publisher’s Media Liability” 
Risk Group III ‑ Contact (225) 342‑8598  Tc \L4 "Risk Group III” 
1. Aviation Tc \L4 "Aviation” 
2. Airport Tc \L4 "Airport” 
3. General Liability Tc \L4 "General Liability” 
4. Medical Malpractice Tc \L4 "Medical Malpractice” 
5. Miscellaneous Tort Tc \L4 "Miscellaneous” 
6. Road, Bridge, Dam, And Tunnel Liability Tc \L5 "Road, Bridge, Dam, And Tunnel Liability” 
7. Wet Marine Tc \L5 "Wet Marine” 
Risk Group IV ‑ Contact (225) 342‑8468 Tc \L4 "Risk Group IV” 
1. Automobiles
2. Self-insured Builder’s Risk
Risk Group V – Contact (225) 342-8414 Tc \L4 "Risk Group V” 
1. Superdome Tc \L4 "Superdome” 
Tc \L1 "Part Two”   Tc \L2 "Reporting Of Claims” 
The information contained herein provides procedures for reporting claims or notice of loss. Procedures vary slightly depending on the type of coverage. If you are not sure what type of insurance would cover the type of loss your agency has sustained, contact the Office of Risk Management Claims Unit and you will be directed to the proper section.

1. Reporting Of Property Damage Claims Tc \L3 "Property Damage” 
1.1. The State of Louisiana provides insurance coverage for damage to state‑owned property which includes damage to buildings and improvements, contents, inventories (including mobile equipment and excluding licensed vehicles), heating and air conditioning systems, marine hulls 26‑feet and under, and rowboats (non-motorized) of any length.

1.2. All claims for damage to property owned by the State are to be reported in writing to the Office of Risk Management's Property Claim Unit. If a loss or claim is serious in nature it is to be reported by telephone to the Office of Risk Management's Property Claim Unit.

1.3. Claims are to be submitted in writing to the Office of Risk Management, P.O. Box 91106, Baton Rouge, LA 70821‑9106.

1.4. Information required to be submitted when a claim is reported to the Office of Risk Management's Property Claim Unit includes the following:

A. Name of insured, location of property or unit, and FACS number;

B. Date of loss;

C. Description of loss;

D. Location of item;

E. Size, model and serial number of item, if applicable;

F. Name of person reporting claim, listing job title, and telephone number;  

G. Proof of ownership.

1.5. After a loss has occurred, all property which has been damaged is to be protected against further damage and is to be made available for inspection by a claims adjuster assigned by the Office of Risk Management.

1.6. If a loss occurs or a claim arises, the agency is not to assume any obligation or incur any expenses without authority from the Office of Risk Management. 

1.7. If repair or replacement is not accomplished within 36 months of the loss date; or, if approval is not obtained from the Commissioner of Administration to use the funds for some other purpose, or to extend the 36 month prescriptive period, the claim file will be closed.
1.8. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state agency are to be forwarded immediately to the Office of Risk Management, Property Claims Unit for further handling.

1.9. 
Any objects and/or products which may have caused, contributed to, or which are suspective of causing an accident are to be retained and preserved as evidence.

1.10. Any claim paid by legislative appropriation is to be reported to the Office of Risk Management by Appropriations Control.

2. Reporting Of Boiler And Machinery Claims Tc \L3 "Boiler And Machinery” 
2.1. The State of Louisiana provides insurance coverage for bodily injury and third party property damage claims where such losses result from state-owned boiler and machinery equipment, and for property damage to state-owned boiler and machinery equipment.

2.2. All claims for damage to boiler and machinery equipment are to be reported in writing to the Office of Risk Management's Property Claim Unit. Any claim involving bodily injury is to be reported by telephone to the Office of Risk Management's Property Claim Unit.

2.3. Claims are to be submitted in writing to the Office of Risk Management, P.O. Box 91106, Baton Rouge, LA 70821‑9106.

2.4. Information required to be submitted when a claim is reported to the Office of Risk Management's Property Claim Unit includes the following:

A. Name of insured, location of property or unit, and FACS number;

B. Date of loss;

C. Description of item, to include size, model, serial number, and tonnage or capacity;

D. Name, job title and telephone number of person reporting claim; and

E. Name and phone number of person to be contacted by adjuster.

2.5. After a loss has occurred, the property which has been damaged is to be protected against further damage and is to be made available for inspection by a claims adjuster.

2.6. If replacement, repair, reconstruction or rebuilding is not commenced within 36 months of the loss date for all state property losses; or if a claim remains inactive for 36 months after replacement, repair, reconstruction or rebuilding is commenced; or if approval is not obtained from the Commissioner of Administration within the same period of time for expenditure of insurance proceeds for some other purpose, the claim file will be closed.

2.7. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state agency are to be forwarded immediately to the Office of Risk Management's Property Claim Unit for further handling.

2.8. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an accident are to be retained and preserved as evidence.

2.9. Any claim paid by legislative appropriation is to be reported to the Office of Risk Management by Appropriations Control.

3. Reporting Of General And Personal Injury Liability Claims Tc \L3 "General And Personal Injury Liability”  

3.1. The State of Louisiana provides general liability coverage for bodily injury and property damage claims resulting from operations for which the Agency could be held legally liable.

3.2. All general liability claims are to be submitted in writing to the Office of Risk Management on GL Claim forms.  GL Claim forms can be obtained from the Office of Risk Management's Claim Section.

3.3. All general liability claims are to be submitted, in writing, to the Office of Risk Management on a General Liability Claim Reporting Form or in a narrative format.  The General Liability Claim Reporting Form can be found on the Office of Risk Management’s web site, www.doa.louisiana.gov/orm.

3.4. Claims are to be submitted, in writing, to the Office of Risk Management, P.O. Box 91106, Baton Rouge, LA 70821-9106.

3.5. If a loss is serious in nature, it is to be reported by telephone to the Office of Risk Management for review to determine if coverage is applicable.

3.6. Claims which are made against a state agency by a third party are to be submitted to the Office of Risk Management for review to determine if coverage is applicable.

3.7. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state agency are to be forwarded immediately to the Office of Risk Management's Claim Office for further handling.

3.8. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an accident are to be retained and preserved as evidence.

3.9. If a loss occurs or a claim arises the agency is not to assume any obligation or incur any expenses without authority from the Office of Risk Management.

3.10. Any claim paid by legislative appropriation is to be reported to the Office of Risk Management by Appropriations Control.

4. Reporting Of Worker’s Compensation And Maritime Claims Tc \L3 "Worker’s Compensation And Maritime”  

4.1. The State of Louisiana provides insurance coverage for worker's compensation and maritime claims.

4.2. All accidents or occupational diseases involving state employees while in the course and scope of their employment with the State are to be reported to the Office of Risk Management on the Employer's Report of Occupational Injury or Disease Form within five (5) days from the date of injury or knowledge.  The forms used for this purpose are the Employer's Report of Occupational Injury or Disease Form (E-1, completed at the time of the accident), and the Pre‑existing Condition Form (E-2, which was completed when hired).  

4.3. Employer's Report of Occupational Injury or Disease Forms can be obtained from Forms Management, P.O. Box 94095, Baton Rouge, LA 70804‑9095. The Office of Risk Management will accept electronic filing of the Employer’s Report of Occupational Injury or Disease Form.  Access www.doa.louisiana.gov/orm and click on Agency Claims Reporting System.
4.4. A copy of the Employer's Report of Occupational Injury or Disease Form for a claim in which lost time exceeds seven (7) days, is to be submitted to the Office of Worker's Compensation, P.O. Box 94040, Baton Rouge, LA 70804‑9040 within ten (10) days of actual knowledge of injury or death.

4.5. All Employer's Report of Occupational Injury or Disease Forms are to be accurately and completely filled out. Information required to be submitted when a worker's compensation claim is reported on the Employer's Report of Occupational Injury or Disease Form includes:

A. Agency’s location code number (located in a block below the Employer's Federal Tax I.D. Number);

B. 
The occupation of the employee, inclusive of his/her classified or unclassified job title. A classified job title is to include the civil service job classification code number;

C. 
An injured employee's monthly wages are to be reported on the Employer's Report of Occupational Injury or Disease Form under "Other Wages."

4.6. Information which is to be contained on the Preexisting Condition Form includes:
A. Complete name, age, social security number, address, and civil service position being applied for;

B. 
Check list of possible pre-existing diseases, disabilities, and/or conditions before employment;

C. 
Description of particulars relative to any checked pre-existing permanent disabilities;

D. 
Name and address of employer at time of previous injury;
E. Witnessed and dated signature of applicant as to the completeness, accuracy, and validity of the information contained on the Pre-existing Condition Form.

4.7. If an injured employee returns to work after having lost time, the Office of Risk Management's Worker's Compensation Claim Unit, is to be notified immediately by telephone and an Employer's Supplemental Report of Injury is to be submitted confirming the return to work date. Also, an Employer's Supplemental Report of Injury Form is to be submitted to the Office of Risk Management at any time the injured employee's work status changes.

4.8. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim are to be forwarded immediately to the Office of Risk Management's Claim Office for further handling.

4.9. Any objects and/or products which may have caused, contributed to, or which are suspected of causing any accident are to be retained and preserved as evidence.

4.10. Any claim paid by legislative appropriation is to be reported to the Office of Risk Management by Appropriations Control.

5. Reporting Of State Automobile Liability And Physical Damage Claims Tc \L3 "Automobile Liability And Physical Damage”  

5.1. The State of Louisiana provides insurance coverage for liability and physical damage to state‑owned and leased licensed vehicles and excess liability coverage for employee's private automobiles while being operated with proper authorization during the course and scope of state employment.

5.2. All claims for liability or physical damage to state‑owned and leased licensed vehicles are to be reported to the Office of Risk Management's Transportation Claim Unit in writing. If a loss involves property damage estimated at $5,000.00 or more or if a loss involves any bodily injury, the loss is to be reported by telephone to the Office of Risk Management's Transportation Claim Unit.

5.3. All claims are to be submitted to the Office of Risk Management, Transportation Unit, P.O. Box 91106, Baton Rouge, LA 70821-9106 on a DA 2041 (revised 12/98) accident report form.  This form must be completed within 48 hours after an automobile accident.  These forms are available through DOA/Forms Management and The Office of Risk Management’s web site, www.doa.louisiana.gov/orm.

5.4. The Automobile Accident Form (DA 2041) must be completed and submitted to the Office of Risk Management, Transportation Unit, P.O. Box 91106, Baton Rouge, LA 70821-9106 or faxed to (225) 342-4470 within 48 hours after the accident occurred.

5.5. Automobile accident reports are to be submitted with as much information as possible; however, if certain information is unavailable, the report is to still be submitted. Information which is unavailable can be obtained at a later date. 

5.6. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state agency are to immediately be submitted to the Office of Risk Management's Claim Office for further handling.

5.7. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an accident are to be retained and preserved as evidence.  If a loss occurs or a claim arises, do not assume any obligation or incur any expenses without authority from the Office of Risk Management.  

5.8. 
If repair or replacement of state vehicles is not completed within 12 months of the loss date, or if approval is not obtained from the Commissioner of Administration within the same period of time for expenditure of insurance proceeds for some other purpose, the claim file will be closed

5.9. 
Any claim paid by legislative appropriation is to be reported to the Office of Risk Management by Appropriations Control.

6. Reporting Of Aviation Claims Tc \L3 "Aviation”  

6.1. The State of Louisiana provides insurance coverage for aviation losses which includes liability and hull coverage. All claims are to be reported to the Office of Risk Management's Transportation Claim Unit.

6.2. Information required to be submitted to the Office of Risk Management's Transportation Claim Unit includes the following:

A. Complete description of aircraft including FAA number and serial number;


B. Names and addresses of pilot, copilot, and passengers;

C. Exact location, date, and time of accident;

D. Names and addresses of third parties, if known;

E. Description of damages; and

F. Circumstances surrounding/causing the accident.

6.3. Claims are to be submitted within 48 hours after an accident/incident to the Office of Risk Management, Transportation Unit, P.O. Box 91106, Baton Rouge, LA 70821-9106 on the Aviation Accident Report form furnished by the Office of Risk Management.  Please contact the Transportation Unit supervisor for these forms.

6.4. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state agency are to be forwarded immediately to the Office of Risk Management's Transportation Claim Unit for further handling.

6.5. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an accident are to be retained and preserved as evidence.

6.6. If a loss occurs or a claim arises the agency is not to assume any obligations or incur any expenses without authority from the Office of Risk Management.

6.7. Any claim paid by legislative appropriation is to be reported to the Office of Risk Management by Appropriations Control.
7. Reporting Of Wet Marine Claims Tc \L3 "Wet Marine” 
7.1. The state of Louisiana provides insurance for liability and hull damage for marine vessels over 26-feet in length.

7.2. All claims involving vessels in excess of 26-feet are to be reported in writing to the Office of Risk Management’s Transportation Claim Unit.  All bodily injury claims are to be reported by telephone to the Office of Risk Management’s Transportation Claim Unit.
7.3. Claims are to be submitted in writing to the Office of Risk Management, P.O. Box 91106, Baton Rouge, LA 70821‑9106.

Information required to be submitted when a claim is reported to the Office of Risk Management’s Transportation Claim Unit includes the following.

A. Complete description of vessel including hull identification and coast guard certificate number;

B. Name of captain or master and passengers;

C. Exact location of incident;

D. Date and time of incident;

E. Names and addresses of third parties involved, if known;

F. Description of damages;

G. Contact persons who can assist in investigation; and

H. Circumstances surrounding and/or causing the accident. 

7.4. All lawsuits, demands, notices, summons or other legal documents pertaining to a claim against a state agency are to be forwarded immediately to the Office of Risk Management’s Transportation Claim Unit for further handling.

7.5. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an accident are to be retained and preserved as evidence.

7.6. If a loss occurs or a claim arises the agency is not to assume any obligation or incur any expenses without authority from the Office of Risk Management.

7.7. Any claim paid by legislative appropriation is to be reported to the Office of Risk Management by Appropriations control.

8. Reporting Of Bond And Crime Claims Tc \L3 "Bond And Crime”  

8.1. The State of Louisiana provides insurance coverage for bond and crime which includes performance, money and securities. All claims are to be reported in writing to the Office of Risk Management's Property Claim Unit.

8.2. 
Information required to be submitted includes the following:

A. Name of insured agency;

B. Date of loss;

C. Location of loss;

D. Circumstances surrounding the occurrence;

E. Approximate value of loss; and 

F. Name of person reporting claim, listing job title and telephone number.

8.3. Claims are to be submitted in writing to the Office of Risk Management, P.O. Box 91106, Baton Rouge, LA 70821‑9106.

8.4. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an accident are to be retained and preserved as evidence.

8.5. If a loss occurs or a claim arises, the agency is not to assume any obligation or incur any expenses without authority from the Office of Risk Management.

8.6. Any claim paid by legislative appropriation is to be reported to the Office of Risk Management by Appropriations Control.
9. Reporting Of Medical Malpractice Claims Tc \L3 "Medical Malpractice”  

9.1. The State of Louisiana provides Medical Malpractice coverage in accordance with the provisions of R.S: 40:1299.39 which details coverage and liability provisions. Medical malpractice coverage is extended to state health care professionals acting in a professional capacity in providing health care services by or on behalf of the State, including medical, surgical, dental, or nursing treatment of patients.

9.2. Coverage excludes the following:

A. Premises liability;

B. Bodily injury to employees arising out of employment by the insured;

C. All obligations under worker's compensation or similar laws; and

D. Bodily injury received in handling or maintenance of automobiles, aircraft, watercraft, or transportation of mobile equipment by an auto owned, operated, rented, or loaned to any insured.

9.3. Claims are to be submitted in writing to the Office of Risk Management, P.O. Box 91106, Baton Rouge, LA 70821‑9106.

9.4. If a loss is serious in nature, it is to be reported by telephone to the Office of Risk Management for review to determine if coverage is applicable.

9.5. Claims which are made against a state agency by a third party are to be submitted to the Office of Risk Management for review to determine if coverage is applicable.

9.6. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state agency are to be forwarded immediately to the Office of Risk Management's Medical Malpractice Claim Unit for further handling.

9.7. Any objects and/or products which may have caused, contributed to or which are suspected of causing an accident are to be retained and preserved as evidence.

9.8. 
I
f a loss occurs or a claim arises, the agency is not to assume any obligation or incur any expenses without authority from the Office of Risk Management.

9.9. Any claim paid by legislative appropriation is to be reported to the Office of Risk Management by Appropriations Control.

10. Reporting of Road and Bridge Hazard Claims (Department of Transportation and Development)   TC \l “Road and Bridge Hazard”
10.1. The State of Louisiana provides road and bridge hazard liability coverage for bodily injury and property damage claims resulting from the establishment, design, construction, existence, ownership, maintenance, use, extension, improvement, repair, or regulation of any state bridge, tunnel, dam, street, road, highway, or expressway for which the agency could be held legally liable. 

10.2. All road and bridge hazard claims are to be submitted in writing to the Office of Risk Management on a Road Hazard Proof of Loss/Claim against the State of Louisiana.  Forms can be obtained from the Office of Risk Management's Road and Bridge Hazard Claim Unit or on the ORM web site, www.doa.louisiana.gov/orm.

10.3. Claims are to be submitted in writing to the Office of Risk Management, P.O. Box 91106, Baton Rouge, LA 70821‑9106.

10.4. If a loss is serious in nature, it is to be reported by telephone to the Office of Risk Management for review to determine if coverage is applicable.

10.5. Claims which are made against a state agency by a third party are to be submitted to the Office of Risk Management for review to determine if coverage is applicable.

10.6. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state agency are to be forwarded immediately to the Office of Risk Management's Claim Office for further handling.

10.7. Any objects and/or products which may have caused, contributed to or which are suspected of causing an accident are to be retained and preserved as evidence.

10.8. If a loss occurs or a claim arises, the agency is not to assume any obligation or incur any expenses without authority from the Office of Risk Management.

10.9. Any claim paid by legislative appropriation is to be reported to the Office of Risk Management by Appropriations Control.

10.10. It would be the responsibility of the District Office of the Department of Transportation and Development to verify the following:

1 That the alleged accident occurred on a state maintained highway/road.

2 
Existence of the damage.

3 
Whether the State had knowledge of the defect prior to the alleged accident.

4 
The existence of any contract which may exist between the State and any municipality, contractor or other party.

11. Claims Unit Contacts   Tc \L3 “Claims Unit Contact”  

For further information on reporting a claim or requesting information regarding a specific claim, contact the Office of Risk Management in writing at P.O. Box 91106, Baton Rouge, LA 70821‑9106 or telephone the appropriate claims unit.



Contact the Following



Unit Telephone Number(s)

Claims Administrative
(225) 342‑8433

(225) 342-7390


(225) 342-6031

(225) 219-0012
Property
(225) 342‑8399
1 Buildings and Improvements, Contents and equipment

(excluding Boiler and Machinery) 

2 Boiler and Machinery

3 Bonds and Crime

Transportation
(225) 342‑8446

1 Automobile Liability

2 Automobile Comprehensive and Collision

3 Wet Marine
Aviation
(225) 342-8466
General Liability and Personal Injury
(225) 342‑8463

Medical Malpractice
(225) 342‑8432

(225) 342-0868
Workers’ Compensation
(225) 342‑8451
(Including Statutory and Employer’s Liability
(225) 342-8458
and Maritime Compensation)


Road and Bridge Hazards
(225) 219-4846

(225) 342-5441
PAGE  

