Insurance reference: 

University of Leeds
Insurance Office

Property Claim form

Please notify insurance@leeds.ac.uk as soon as you become aware of the loss or damage
The following information is required following accidental damage to departmental equipment: 
	
Name of Department making claim:

	

	
Name & email of person reporting the loss:

	


	
Name & email of person who discovered the loss:

	


	
Name & email of person assigned to liaise with Insurance through the claim:

	

	
Address and exact location where the loss occurred including room number:
 
	

	Date and time of incident:

	

	Type of Property damaged or lost:


	

	Use of premises:



	

	Were the premises occupied at the time, if not when were they last occupied/inspected:  


	

	
Please provide as much detail as possible of how damage occurred.  

(Please provide as much photographic evidence as possible including the source of the damage):










	

	
Was the loss or damage caused by the negligent actions of another party or contractor?  If so, please state their name and contact details:


	

	Please provide a rough estimate of the value of the loss, if possible:
	

	
Please indicate which account number should be used for any settlement amount:


	



[bookmark: _Hlk219198830]Please email the completed form to insurance@leeds.ac.uk with: 
· Photographs of affected area/items, 
· Timeline of Events 
· Engineers/Estates report on how the loss occurred (if applicable)

The following will be required by the Insurance Officer to support your claim: 
· Original invoices/purchase order details
· Quotes for repair or replacement estimates 
· Breakdown of Costs form (available from the Insurance Office)
· Engineers report on whether item is repairable.
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