July, 1999 


FILING A CLAIM UNDER FIDELITY BOND AND CRIME COVERAGE
WHO SHOULD
Anyone with knowledge of a loss or an incident which could result in a claim

FILE:


and may be covered under this policy (i.e., losses with a potential exceeding the current deductible), should notify the Finance Director of your facility.

WHEN TO FILE:
Never withhold reporting a claim even if all the information is not available.

HOW TO FILE:
Information necessary to submit a notice to the insurance carrier includes:




1.
Description of loss;




2.
Location of loss;




3.
Date and time of loss (best guess);




4.
Name(s) of person(s) involved and notified;  




5.
Amount of loss;




6.
How loss occurred;




7.
Documentation, accounting records to establish value and existence of property lost;




8.
SMG person to contact for follow-up information.

WHERE TO FILE:



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
NOTE:
Owing to the sensitive nature of this type of claim, no accusations or legal action should be taken against any employee prior to contacting the appropriate SMG,Human Resources and/or SMG, Internal Audit Department representative.

