County of Henrico
Department of Finance, Risk Management Division

Supervisor’s Guide to Claim Process

Risk Management Claims staff handle auto, general liability, and property claims for both General Government and
Schools.

A detailed description of the accident and photographs provide valuable information to the adjuster during their
investigation. If a claim is accepted, Risk Management will only pay for losses directly related to the incident. If a third-
party individual is at fault for the incident, make sure to forward that information to Risk Management so that the adjuster
can attempt to seek reimbursement.

Employee/ Supervisor completes and submits the appropriate Risk Management forms and related documentation to Risk
Management. Prompt reporting of incidents to Risk Management is extremely important!
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A claim is set up and an adjuster is assigned.
Adjuster will contact the department to advise of the claim number and next steps.
IT IS IMPORTANT YOU RETAIN THE EMAIL FROM THE ADJUSTER WITH THE CLAIM NUMBER!
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Adjuster investigates claim to determine responsibility.
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Claim Accepted — Risk Management will advise on any agreement to
* pay.
Adjuster reviews payment l

documentation received from

department. Adjuster emails

department to submit an IDT
with instructions.

If money or information is received by the
department regarding a claim forward it to Risk
Management. Contact Risk Management with any
questions.
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instructions given.
IDT must include:
o Claim#
e IDT # and Amount

and provides IDT #.

Department submits IDT information to adjuster following the

Department emails adjuster notice that IDT has been submitted
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Claim Denied

e Supporting Documentation (invoice, work order, etc.) *
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IDT Processed

claim.

Adjuster advises department
claim was denied.
Risk Management will not pay

Please call the Risk Management Division at 804-501-5661 with any questions.

For after-hours emergency assistance call the Risk Manager, Jeanetta Lee, at 804-382-4885.
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