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TO: Fiscal Officers
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FROM: Afranie Adomako, CPA
Director of Management and Finance DOA

SUBJECT: Coding Expenditures and Tracking Lost Revenues Related to Cybersecurity
Incident Proclamation no. 115 JBE 2019

Attached is a memorandum from the Commissioner of Administration, Jay Dardenne, requiring
all agencies to track all expenditures and lost revenues relating to the declared State of Emergency
— Cybersecurity Incident. Please read this memorandum and follow the instructions as indicated.

If you have questions on any part of the memorandum, please contact the control Agencies for the
specific functional area in the memorandum.

Office of State Payroll — phone number 225-342-0713

Office of State Procurement — phone number 225-342-8010
Office of Technology Services — phone number 225-342-2677
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Payroll Costs
o  WBS Element (formetly referred to as Activity Code): For LaGov ISIS HCM Paid Agencies, the

newly created WBS Element “IT01” should be utilized if the employee’s applicable regular hours
worked and/or applicable overtime hours worked ate related to activity associated with the
cybersecurity incident. LaGov Financial Agencies should follow the same process outlined in the
expenditure paragraph for use of Functional Area.

o Regular Hours Wotked:

o LaGov ISIS HCM Paid Agency Timekeepers should code ZA01 (regular attendance)
hours and WBS Element “IT01” for regular hours worked which meet the above
definition. LaGov Financial HCM Paid Agency Timekeepers should code ZA01
(regular attendance) hours and Functional Area or Project as applicable for regular
hours wotked which meet the above definition. Refer to LaGov HCM Help for

assistance in entering this data. Note: Agencies should use their discretion in
determining which regular hours may qualify for reimbursement.
e Overtime Hours Worked:
o LaGov ISIS HCM Paid Agency Timekeepers must code all overtime hours worked
related to activity associated with this event to WBS Element “IT01”. LaGov

Financial HCM Paid Agency Timekeepers must code all overtime hours worked
related to activity associated with this event to Functional Area or Project. Refer to
LaGov HCM Help for assistance in entering this data.

o If retroactive adjustments are necessary, they must be processed through LaGov HCM, not via

ISIS journal vouchers.

o Agencies not paid through LaGov HCM must develop a mechanism for tracking and

reporting this information to the Division of Administration upon request.

Department and agency heads should disseminate this and all future communications from the Division
of Administration to all business and administrative functional units (i.e., human resoutces, payroll,
budget, accounting, etc.) within their agencies.

Thank you for your cooperation. Do not hesitate to contact my office if you have any questions or need
further information.



