 CRASH FILE CHECKLIST

1. Company receives a call from driver informing Company of situation (get answers to questions on “Crash Write-up” form).

· Is DOT drug or alcohol testing required? (See “DOT Post-Accident Decision Chart” for assistance.)  If so, determine site for collection(s).

2. Contact insurance company if driver hasn’t already called it in.  

· Request adjuster to scene. 

· Obtain claim # from insurance carrier.

· Contact HNI Risk Services of the claim.

3. Follow any instructions from insurance carrier.

4. Inform Operations for load handling and driver/unit return if necessary.

5. Crash File Creation & Contents

 FORMCHECKBOX 
  Driver Initial Report

 FORMCHECKBOX 
  Witness statements

 FORMCHECKBOX 
  Police Reports

 FORMCHECKBOX 
  Insurance Company Report/On-Scene Adjuster Notes

 FORMCHECKBOX 
  Company Investigation

 FORMCHECKBOX 
  Claim Dollar Records/Invoice Receipts

 FORMCHECKBOX 
  Pictures/Negatives

 FORMCHECKBOX 
  Review Board Discussion Notes/Findings

 FORMCHECKBOX 
  All notes on accidents (whatever documentation is recorded on the case, napkins, post- its, envelopes, especially initial handwritten comments from time of first call)

 FORMCHECKBOX 
  Vehicle Computer Analysis

 FORMCHECKBOX 
  Driver Alert Calls (Call-ins regarding driver’s road actions)

 FORMCHECKBOX 
  Vehicle OOS/Driver OOS/DOT Recordables for this driver

 FORMCHECKBOX 
  BOL and any permits 

 FORMCHECKBOX 
  If accident file is in a locked and secured location include copy of post-accident drug or alcohol results.

 FORMCHECKBOX 
  Post Accident Review Form

· Company recommendations/Management Analysis

· Probation

· DDC at Fox Valley 

· Non-Driving Capacity

6. Add accident to the company crash (accident) register that is to be retained for 3 years.

7. If serious claim, make copies of logs for current and previous month.

8. Complete the Post-Accident Review Form (with the driver where applicable).
