
 

Office of Property Risk 
Claims Handling Guidelines 

Now that you have filed a claim, here are some key next steps: 

• Mitigate Damage and Secure Property: Prevent further damage by taking reasonable steps, 

such as boarding up broken windows or covering a damaged roof with a tarp.  A mitigation 

team may be needed to clean and prevent further loss.  Save all receipts for materials used for 

these temporary repairs, as they are typically reimbursable.  Reference the Qualified Vendors 

List for mitigation services.  

• Document Everything: Take comprehensive photos and videos of all damaged 

property before any repairs are made. Keep a detailed record of all communications with the 

contractors, including names, dates, and topics discussed. 

• Inventory: Inventory all contents that are damaged or lost due to the incident, and give the 

inventory to the adjuster. 

• Prepare for the Inspection: The adjustment company will assign a claims adjuster to 

investigate the damage. Typically, the inspection will take place within 48 hours of the notice. 

Have someone present during the inspection to provide access to all affected areas and 

provide available documentation. 

• Find Reputable Contractors: Work through proper procurement channels to obtain written 

estimates from licensed and bonded contractors for repairs. Do not hire a contractor who 

pressures you to sign a "direction to pay" form that hands over all control of your claim. 

• Manage Expenses: Track all claim related expenses separately from your normal expenses. 

Submit all claim related expenses to the adjuster.  

• Review Payments: The insurer may send payments in installments. Understand the payment 

schedule and make sure repairs are satisfactory before making final payments to contractors. 


