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Title 4 
ADMINISTRATION 

Part V.  Policy and Procedure Memoranda 

NOTE: No authority notes are required for rules or policy and 
procedure memoranda promulgated by the Commissioner of 
Administration. 

Chapter 1.  Issuance of Policy and 
Procedure Memoranda�PPM 

Number 1 
§101. Authority 

A. All memoranda setting forth fiscal policy and 
procedures issued by the Commissioner of the Division of 
Administration shall be compiled in manual form, with 
copies provided to each state agency. Copies shall be 
maintained by the agency head and by the chief fiscal officer 
for the agency. Two binders will be provided by the Division 
of Administration for the retention of policy and procedure 
memoranda. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 
39:4.

HISTORICAL NOTE: Written by the Office of the Governor, 
Division of Administration, March 1, 1966, promulgated LR 1:132 
(February 1975). 

Chapter 3.  Responsibility for Fiscal 
Approval�PPM Number 7 

§301. Fiscal Review of Proposed Disbursements 

A. In all instances where responsibility for fiscal review 
of proposed disbursements has been assigned to an 
employee subordinate to the agency administrator, and 
where such employee in practice must act to approve or 
disapprove proposed disbursements, that employee will be 
held accountable for his acts of approval. As specific 
examples: 

1. approval or payment should be withheld when 
known to be contrary to law or regulation as in the cases of 
compensation for dual employment, split purchase orders to 
avoid bid procedures, and illegal objects of expenditure; 

2. approval and payment of travel reimbursements to 
an employee, officer, board member, etc., should be given 
only when in conformity with prescribed travel regulations 
and approved travel policies; 

3. no approval or payment should be given for any 
services or goods without sufficient evidence that such 
goods or services were actually received. 

B. If an employee is directed by higher authority to 
approve payments which are considered inappropriate, 
objection to payment should be noted in writing on the face 
of the disbursement voucher. Failure to register objection 
will imply approval and subject the responsible employee to 
personal liability. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 
39:4.

HISTORICAL NOTE: Written by the Office of the Governor, 
Division of Administration, July 19, 1966, promulgated LR 1:81 
(February 1975). 

Chapter 5.  Property Insurance Claims 
Recover Funds�PPM Number 10 

§501. Purpose 

A. It is the purpose and intent of this memorandum to 
establish procedures in handling reimbursement for losses, 
including automobile physical damages losses, incurred 
under property insurance policies. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 
39:4 and R.S. 39:1527, et seq. 

HISTORICAL NOTE: Written by the Office of the Governor, 
Division of Administration, October 1, 1996, promulgated LR 1:82 
(February 1975), amended LR 14:293, (May 1988). 
§503. Funds for Property Claims 

A. Funds for all property claims payable to state agencies 
under property policies, commercially insured or self-
insured by the Office of Risk Management, shall be held in 
the Self-Insurance Fund by the Office of Risk Management, 
Division of Administration, until the damaged property or 
equipment has been repaired, reconstructed, or replaced. 

B. Agency and state purchasing procedures and policies 
shall be followed, and invoices submitted to the Office of 
Risk Management for payment to vendors. In the event an 
agency has paid for a covered loss, the Office of Risk 
Management shall reimburse the agency for its payments 
where paid invoices can be produced, and any agency 
receiving payments from the Office of Risk Management 
shall receive such as reimbursement of expenses or available 
income. Payment by Risk Management to agencies for 
purposes other than reimbursement of expenses or available 
income may be made upon an approved BA-7. Should the 
estimate of repairs or replacement represented on an 
executed Proof of Loss exceed the actual costs incurred, the 
excess shall remain with the Self-Insurance Fund within the 
Department of Treasury and shall not be reflected in the 
actual loss experience of the affected agency. 

C. Commercial and self-insurance fund loss recoveries 
from policies purchased by the state shall be payable to the 
state treasury if payment is not otherwise made pursuant to 
other provisions of this Section. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 
39:4 and R.S. 39:1527, et seq. 

HISTORICAL NOTE: Written by the Office of the Governor, 
Division of Administration, October 1, 1966, promulgated LR 1:82 
(February 1975), amended LR 14:293 (May 1988). 
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