Property Loss Responsibilities
· After the initial emergency responders have given permission to enter, secure the area to prevent further damage, loss, or injury. Contact UVAPD for security assistance.

· Contact Environmental Health & Safety if hazardous materials or potential mold issues are involved. 

· Protect property from any further losses. Move items to prevent further water damage, etc.  

· Report the claim to the Office of Risk Management by completing and submitting by email: orm-frm@virginia.edu, fax: 434-982-2635 the Incident Report Form and the first two columns of the Property Claim Spreadsheet within 24 hours of the incident. Both forms are available on the Risk Management Web site: http://www.virginia.edu/riskmanagement/ 

· Ensure the LSP/LSA is aware of and is addressing IT equipment impacted by water or soot.

· Preserve evidence of the cause of the loss – retain parts and equipment, etc.

· Take photographs to document damages and retain damaged items.

· Contact Facilities Management regarding building clean up and repair operations. Note: Facilities Management is not responsible for handling your departmentally owned contents damages. They may be able to provide some furniture repair assistance or moving services upon request.

· Maintain communication with the Office of Risk Management. Obtain pre-authorization for expenses in order to maximize insurance recovery. Ensure team members are documenting expenses in accordance with the Office of Risk Management requirements and keeping you informed. Provide documentation indicated on the Property Claim Spreadsheet, any claim instructions received by you, and specific requests within the requested time period.
· Failure to involve the Office of Risk Management in decision making, late reporting of the loss to the Office of Risk Management, failure to mitigate or prevent further damages, or failure to secure and save damaged items and evidence, or failure to submit the required documentation by the deadline may result in denial of coverage.  

