July, 1999 


FILING A CLAIM UNDER PROFESSIONAL LIABILITY COVERAGE
WHO SHOULD FILE:
The Director of Finance  with knowledge of a claim or receives notification of a lawsuit proceeding, where a lawsuit is brought against an SMG entity and/or any of its Clients, should notify Corporate Risk Management immediately.

WHEN TO FILE:
Immediately.  Never withhold reporting a claim, even if all the information is not available.
HOW TO FILE:
Information necessary in submitting a claim includes:




1.
Description of loss, (i.e., bodily injury property damage);




2.
Location of damage;




3.
Date damage occurred (best guess);




4.
If property, amount of damage;




5.
If lawsuit, all notices;




6.
How damage/incident occurred;




7.
All third party information, (name and address of person(s)in case of lawsuit, name and address of attorney.




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
