July, 1999 
FILING A REPORT OF AN AUTOMOBILE ACCIDENT OR LOSS
WHO MUST FILE:
Anyone driving a SMG facility Fleet vehicle who is involved in a motor vehicle accident must submit a claim report.

WHEN TO FILE:
As soon as possible after the accident or loss.

HOW TO FILE:
Any automobile accident or loss involving a facility vehicle should be reported to your facility Director of Finance.  The ACCORD form "Automobile Loss Notice" should be completed and submitted to Near North, and a copy should be FAXED to Risk Management (see below).

IN THE EVENT OF AN ACCIDENT:
The operator of the Company owned/leased vehicle should:

1.
Contact the local police department, if required.

2.
Exchange insurance information with all other drivers involved.

3.
Obtain the name, address and phone number of all drivers involved.

4.
Note the number of passengers in each car and obtain the name, address and phone number of each passenger, if possible, along with the information of any witnesses.

4.
Submit an accident report to the Division of Motor Vehicles, if required, in the State in which the accident occurred, within five days.

6.
Contact a representative of the Operations Department in accordance with local practices.

7.
Complete ACORD form (see attached) and submit it to Near North and a copy to Risk Management.

QUESTIONS MAY BE DIRECTED TO:

Maureen Keller,
Claims and litigation 




215 592—6689,

Fax # (215) 592--6607




mkeller@smgworld.com



Sherry Ardito
Loss Prevention Analyst




(215) 592-6651 

Fax # (215) 592-6607




sardito@smgworld.com


Rina Williams
Director Risk Management 




(215) 592-6623 

Fax # (215) 592-6607




rwilliams@smgworld.com

Bonnie Mercado, Director Risk Management 




(215) 592-6648 

Fax # (215) 592-6607




bmercado@smgworld.com

