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KNOW & UNDERSTAND THE CLAIMS PROCESS
While your claims process is unique to your claim and your policy, there are some common steps that all policyholders must take. Depending on the size of your loss, you 
may go through these steps in a different order, or you may have to revisit some steps to reach agreement.

MEET DUTIES
Your policy details your Duties 

Following a Loss. Be sure to know 
and meet all of your obligations 

within the prescribed time frames.

FILE INSURANCE CLAIM
When you file your claim, be sure to note the 
date and time you reported your loss and to 

whom. Get a claim number.

DOCUMENT DAMAGE
Before anyone moves or removes anything 

from your damaged property, be sure to 
document your damages with photographs.

SCOPE LOSS TO BUILDING(S)
Ensure a thorough scope of loss for your home/ 
other structures, including what was damaged, 
and the materials, labor etc., needed to rebuild 

or repair.

REACH AGREEMENT ON COST
BEFORE any work begins, reach 
agreement with your insurance 

carrier about the scope of your loss 
and cost of your repairs.

INVENTORY PERSONAL 
PROPERTY

Create an inventory of your 
damaged personal property, 

including the item, age, condition, 
cost to purchase and cost to replace.

IDENTIFY DAMAGED VS. 
DESTROYED

Separate any personal property 
items that can be cleaned and/or 
repaired from what was destroyed 

and must be replaced.

NEGOTIATE SETTLEMENT
Depending on your policy, your 

settlement amount can include the 
ACV* for your building(s) and 

personal property, ALE**, Loss of 
Income and RCV***.

* Actual Cash Value
** Additional Living Expenses
*** Replacement Cost Value
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