PROPERTY EXPOSURES
OVERVIEW
Semi-annually, a report reflecting current property values on file with the Office of Risk Management will be forwarded to the various State Departments, Agencies, Boards, and Commissions for review and update.  
Instructions for verification and update of the report as well as a sample report can be found on the following pages.

SCHEDULE OF PROPERTY VALUES UPDATE INSTRUCTIONS 

I. Verification of Report Information

The Property Exposure Report should list all buildings your agency owns or occupies and the value of any contents located in each building. The purpose of the report is for agencies to verify that ORM's records are correct. Use a red pen to make necessary changes. Remember all values on the report are whole numbers.

A.  Buildings
Verify all buildings owned or occupied by your agency are listed on the report and the building data is correct. 
1. Adding/Deleting/Modifying buildings your agency is responsible for insuring
a. Adding an insured building

Complete a UND-4.1 New Building Form and forward to ORM along with a copy of all pertinent documentation. 

b. Deleting an insured building (Replacement Cost is greater than zero)
Complete a UND-4.2 Building Deletion Form and forward to ORM along with a copy of all pertinent documentation.  An insured building can only be deleted if it is completely demolished or sold. 
c. Modifying an existing insured building

Complete a UND-4.3 Building Modification Form and forward to ORM along with a copy of all pertinent documentation. Modifying a building includes building name or address change, ORM Location Code change, building renovation or addition, building use change, or vacancy. 

2. Adding/Deleting buildings your agency is occupying/leasing

d. Adding a building your agency is occupying/leasing

Complete a UND-1 or UND-2 form and forward to ORM. Be sure to include a complete building address, the amount of square feet your agency occupies if employees are located in the building, and the relevant contents values.  If you have a lease through Facility Planning and Control (FPC), the space will display on your report as long as the lease is active.  
e. Deleting a building your agency is no longer occupying/leasing (Replacement Cost equals zero)
Draw a red line through the building to be deleted and indicate why it is to be deleted, i.e. no longer leasing, moved, etc.  If there is a lease through Facility Planning and Control (FPC) associated with a particular space, you must contact FPC-Leasing to have it removed.
3. Building Definitions
f. Building Code

The building code is the building number assigned by our property system.  The number is made up of the site code followed by a \ and then a system-assigned sequential number.  The building code replaces the S or L number used in our previous property system (SLABS).

g. State Owned 

The state owned field specifies whether the building is state owned or not.  “Yes” means state owned; “No” means not state owned.

h. Legacy Building ID

The legacy building ID is the old S or L building code assigned by our old property system (SLABS).  This number has been replaced by the building code. However, we will continue to issue legacy building ID’s for new buildings added in LaGov ERP so building information for state-owned buildings can be imported in to the FM System maintained by Facility Planning and Control.
i. Replacement Cost

The replacement cost is calculated by a Loss Prevention Officer upon building appraisal.  If there is a value other than zero for replacement cost, your agency is responsible for insuring the building.  If this field is zero or blank, the building is either not insured by the state or it is insured by another state agency.  DO NOT make changes to this value.  If you have questions or concerns about this value, please contact ORM Underwriting.
B. Contents
Verify your contents values are correct for each building you own or occupy. If you need to change a value, use a red pen to cross out the incorrect value and write the new value next to it.   
1. Total/Ground Square Feet 
Total Square Feet is the total square footage utilized by your agency in the building. Ground Floor Square Feet is the total square footage located on and/or below the ground (street) level utilized by your agency in the building.

The square footage reflected on this report was obtained in one of the following methods:

a. Utilization of the lease records maintained by Facility Planning and Conrol
b. Determined by the Loss Prevention Officer during the building appraisal process
c. Obtained by ORM directly from your agency
DO NOT make changes to these values if there is a lease through Facility Planning and Control or if it was determined during the appraisal process.  

2. General Contents-Property/General Contents-Flood

General Contents-Property is the estimated value of all contents/movable property not included/identified in other categories, calculated based on the building occupancy code and the total square footage occupied. 
General Contents-Flood is the estimated value of all contents/movable property on the ground floor not included/identified in other categories, calculated based on the building occupancy code and the amount of square footage occupied on the ground floor. The general contents value of an office, for example, includes desks, chairs, filing cabinets, etc.
DO NOT make changes to these values.  If you feel the value is dramatically over or understated due to special circumstances or specialized equipment, please contact ORM Underwriting to discuss.
3. Other Contents

Most of the Other Contents categories can be subdivided into State Owned and Non State Owned.  State Owned is property owned by the State of Louisiana.  Non State Owned is property for which the State of Louisiana has contractually assumed legal liability and which is in the care, custody, and control of the State.

d. Fine Arts
The fine arts field is the total value of museum exhibits, antiques, and objects of art of every nature and description.  Also include total value of aircraft and watercraft (regardless of length) which have been decommissioned and/or automobiles which are on display as a tourist attraction for public viewing.  Watercraft must be stationary and not floating in water. Aircraft must be stationary and inoperable as regards flight. Automobiles must be inoperable as regards driving and unqualified for licensing by the motor vehicle law of Louisiana. Total value should be based on appreciated value of items.  ORM strongly recommends that fine arts be appraised by a qualified appraiser at least every 3 years to maintain an accurate appreciated value.
e. Livestock

The livestock field is the total value of all livestock, thoroughbreds, barnyard fowl, canines, and other animals. Total value should be based on acquisition cost or market value.
f. Computer Equipment
The computer equipment field is the total value of servers, mainframes, personal computers, laptops, printers, scanners, other attached hardware, and software programs.  Total value should be based on acquisition cost.

g. Boats

The boats field is the total value of all boats which are twenty-six feet (26’) in length or under including total value of all inboard/outboard motors used on these boats.  Also include the total value of any and all row boats (non-motorized) regardless of length.  Total value should be based on acquisition cost.  It does not include the value of boats which fall under the aforementioned “Fine Arts” category and those that are over twenty-six feet (26’).

h. Mobile Structures

The mobile structures field is the total value of all building structures not permanently attached to an immovable foundation and which can be moved from place to place without disassembly.  Also includes the value of any contents located in the mobile structure.  Examples of movable building structures are mobile offices (trailers), mobile homes, and buildings on skids or wheels, even if the wheels have been removed.  Total value should be based on acquisition cost of the structures and contents.

i. Business Income

 TC \L6 “Business Income “Business Income is the total amount of charges, tuition, fees, and receipts derived from sources and activities "NOT PUBLIC FUNDS" for service, sales, and events that would be lost in the event an agency would not be able to provide those services, sales, and events, less the direct cost of those operations.  Total amount should be an annual figure based on the twelve months preceding the last day of the period for which you are reporting.  It does not include payroll.  Examples of income are hospital charges, rental receipts, tuition, revenue and receipts from educational seminars or workshops, entertainment and athletic events.

j. LPFA/3rd Party Financing

The LPFA/3rd Party Financing field is the total value of all state owned equipment being purchased in accordance with guidelines set forth by the Louisiana Public Facilities Authority or the Third Party Financing Master Installment Purchase Agreement. Total value should be based on whichever is the greater of the replacement value of the equipment or the remaining lease payments.

k. Other Contents-Flood

 Tc \L6 “Other Contents – Flood “Other Contents-Flood is the total value of all mobile structures, fine arts, computer equipment, livestock, and LPFA/3rd Party Financing equipment located on the first or ground floor of the building. Includes state owned property as well as property owned by others for which the State has assumed legal liability and which is in the care, custody, and control of the State of Louisiana.  Does not include any vehicle required to be licensed by the motor vehicle laws of Louisiana.

II. Completion of Cover Letter
Indicate the ORM Location Code and name of your agency on the bottom of the letter attached to your report.  Also, specify the name of the person that verified the data and their phone number.

III. Where to Send Updated Report

Mail updated report with the cover letter and any new information to the Office of Risk Management, Post Office Box 91106, Baton Rouge, Louisiana 70821-9106.   

Please DO NOT fax the report.  Faxed responses cannot be processed by ORM and will be discarded.

IV. Sample Property Exposure Report
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RCO04 Property Exposure Report (ORM Location)

Report Date: 9/27/11

ORM Location Code: 0039

GOV OFFICE HOMELAND SEC & EMERGENCY PREP

Building Building Name State Owned
Code Building Address Leg. Bldg. ID
152006/24 BUILDING 680 Yes
34845 GRANTHAM COLLEGE
ROAD
SLIDELL, LA 70460 515858
217045/12 RAPID COMM STORAGE Yes
7667 INDEPENDENCE BLVD.
BATON ROUGE, LA 70816 515914
LA OFFICE OF EMERGENCY
217045/9 PREPAREDNESS Yes
7667 INDEPENDENCE BLVD.
BATON ROUGE, LA 70806 S13340
217999/110  Leased Building No
415 N 15TH ST
BATON ROUGE, LA # L15739
25305711 HAMMOND TOWER Yes
901 JUDGE LEON FORD DRIVE
HAMMOND, LA 70401 515868
OLD FRUIT OF THE LOOM
449999/23 FACTORY No
17879 HIGHWAY 190
PORT BARRE, LA 70577 L15629
510999/42 LAKE CHARLES CITY HALL No
326 PUJO STREET
LAKE CHARLES, LA 70601 L15453
640003/186 OEP WAREHOUSE BLDG 1026 Yes
# CAMP BEAUREGARD
PINEVILLE, LA 71360 513533
760018/79 GOHSEP WAREHOUSE 631 Yes
631 DUTCH HARBOR
MINDEN, LA 71055 514045
Totals Sum:
Totals
Non-Flood 34,957,575
Flood 27,245,220
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