Arizona State University

Insurance Services

Property Loss Report

 Area Below For ASU Insurance Services Use Only - Instructions For Completing Claim Form On Checklist
	AGENCY

ASU - 414


	ADOA RMS Claim No.
	ADOA RMS Adjuster
	ASU Claim No.


Section 1 through 8 to be Completed by Department Filing Claim
	SECTION 1
	Contact Person:
	Mail Code:

	
	Telephone No:
	FAX No.:


	SECTION 2
	Location - Building and Department:                                                    Date of Loss:

	Facts
	Description of Incident (Attach Photographs) :

	
	

	
	

	
	

	
	

	
	Who was notified? (Name, Address, Telephone No.):




	SECTION 3
	Attach copies of original invoice or purchase order, two replacement quotes and pictures (when applicable). 

	Property
	Property Control and Serial Number:

	
	Estimated Amount of Loss:


	SECTION 4

Police report
	Agency:
	Officer:
	Report No.:


	SECTION 5 area/org
	Department Account for Reimbursement:


	SECTION 6

work order
	Specify the Facilities Management Work Order Number 

If Claim Requires Insurable Building Repairs:


	SECTION 7
	

	Comments
	

	
	


	SECTION 8

Report prepared by:


	Telephone No.:

                
	Date:




ASU Insurance Services Representative: ______________________  Phone: _____________   Date: ________ 

Return Completed Form to ASU Insurance Services Campus Mail Code 6412
Property Loss Report Checklist

Important – Please Note – 

· There is a time limit of 90 days from the date of discovery or loss to submit a property loss form.   After 90 days claims will not be accepted.  This is an ADOA requirement no exceptions can be given.

· Once your claim is submitted please make note of the ASU Claim Number that is assigned and include it along with your name on all documents you submit, when you email or when you call Insurance Services.  Without this number it will take longer to locate the claim file and process the paperwork or requests.

· For faster processing of a stolen computer, camera, etc. claims, please acquire two like kind and quality quotes and submit them as soon as possible to ASU Insurance Services Campus Mail Code 6412.   Ex: Dell laptop quote and a Toshiba quote with the same processor, memory, software, etc.
· For faster processing of a stolen computer, camera, etc. claims, please acquire and submit a copy of purchase order or invoice.  Mark the item(s) on the copy that pertain to the loss and submit them as soon as possible to ASU Insurance Services Campus Mail Code 6412.
Property Check List Sections 1 - 8
· Contact Person ( Must be Knowledgeable of the Loss) 

Include the name of person who can be contacted regarding the incident, their telephone number, facsimile transmission number, and mail code. 

· Facts Regarding the Incident

Location - include the department and the building where the loss occurred.

The date the loss occurred. 

Submit a brief description of the property and the circumstances surrounding the incident. 

Notification - who was first notified after the loss had been discovered include their contact information.

· Property
Attachments:  Very important

Include photographs; they serve to substantiate the extent and type of damage, legitimizing the claim, providing proof of unlawful entry, or exhibiting type of specialized equipment. 
Property control number and serial number.

Estimated amount of loss (approximate cost of repairs or replacement).

· Police Report
Include the police report number if the loss is due to criminal damage or theft. If University property is damaged, then a detailed explanation of the incident must be included.  Please include specific agency (ex: ASU DPS, Phoenix PD, etc.)
· Area Org
Department account number must be included for reimbursement purposes if the department is being reimbursed.  If the payment is to be made vendor direct please include the vendor name.
· Facilities Management Work Order Number 

If building repairs are connected with the loss, include the ASU Facilities Management work order number.

· Comments
Any additional comments you may have concerning the loss.

· Reporting Information
Person that prepared the report must include their name, telephone number, and date.

Questions regarding this form and the insurance recovery process can be directed by email to insuranceservices@asu.edu and by phone 480-965-1851 or 480-727-9669.
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