
Claim Incident Note – First Notice of Loss


I ………………………………………….………….……. S/o Shri……………………….…….…………….……………. 

Resident of ……………………………………………………………………………………………...……., presently 

working with ……………………….…………….……………. at ………………….……………………… location in 

the capacity of ……………….…….………. I would like to report the following incident regarding insurance claim.

	1.Project/Site Details
	Details

	Project name
	

	Site location/Address
	

	Contact Person at site (Name, Mobile No. & Email address)
	

	2. Incident Details
	

	Date & time of Loss / Incident
	

	Nature of Loss (Fire/Burglary/ Theft/Breakdown/ Act of God)
	

	3. Loss/ Damage Details
	

	

Detail Incident Note
	

	
Description of Damaged property
	

	Estimated Quantity of Loss
	

	Estimated loss amount
	

	4.Evidence & Documents
	

	Photograph
	

	CCTV Footage
	

	FIR copy
	



Process of Claims and Responsibilities

1. First of all Claim Incident Note – First Notice of Loss will be filled by the site engineer and to be shared with regional in charge for his verification and modification if required.
2. Regional incharge will share Claim Incident Note – First Notice of Loss to head office under copy to ……………………………………….. 
3. Now the process of this will start copy attached 
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S.No. Claim Process Ownership

1 Prepare Occurrences Report to Submit to Head Office & Prisha Policy. Site Concerned Person

2 Intimation of occurance report to Prisha Pilocy along with Discussion about the claim  Insurance person - Head office

3 intimation to Insurance co. as guided by Prisha Policy PrishaPolicy

4 Intimation to Police station for FIR - incase of Theft/ Burglary  Insurance person - Head office

5 Intimation to principal (if required)- PICG Insurance person - Head office

6 Claim registration no. & Surveyor details from Prisha Policy Prisha Policy

7 Intimation to site POC regarding surveyor & guiding him how to deal with surveyor Prisha Policy/Insurance Person HO 

8 Completion of Survey, LOR shared by surveyor) Surveyor/Insurance Co.

9 Collection & completion of documents Site POC

10 Forwarding of Documents to Head Office & Prisha Policy for Review Site POC & Head office

11 Review of documentation by Prisha Policy Prisha Policy

12 Submission of documents by Prisha Policy to surveyor/Insurance co. Prisha Policy

13 Follow-up with surveyor & insurance co,  Prisha Policy

14 Settlement of queries raised by surveyor Site POC & Prisha Policy

15 Settlement of claim by Insurance co. Insurance Co.
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CCTV Footage   
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