
Checklist for Managing Commercial Insurance Claims
Task Completed

Review Your Insurance Policy ☐

- Ensure understanding of coverage, limits, and exclusions ☐

- Verify policy details and update if necessary ☐

Document the Incident ☐

- Record date, time, and nature of the incident ☐

- Collect evidence (photos, videos, written descriptions) ☐

Notify Your Insurer ☐

- Report the claim to the insurance company ☐

- Provide all necessary information and documentation ☐

Maintain Communication Records ☐

- Keep detailed records of all communications ☐

- Note dates, times, and names of representatives ☐

Keep Detailed Records of Damages and Losses ☐

- Document extent of damages and financial losses ☐

- Keep receipts, invoices, and repair estimates ☐

Submit Required Forms and Documentation ☐

- Complete and submit all required claim forms ☐

- Ensure accuracy and thoroughness of documentation ☐

Follow Up Regularly ☐

- Check the status of your claim periodically ☐

- Address requests for additional information promptly ☐

Review Claim Settlement Offers ☐

- Review settlement offers carefully ☐

- Ensure offers cover losses and align with policy terms ☐

Seek Professional Assistance ☐

- Consult with an insurance lawyer if needed ☐

- Consider working with a claims adjuster or public adjuster ☐

Consider Dispute Resolution Methods ☐

- Explore mediation or arbitration if disputes arise ☐

- Engage with a neutral third party for settlement ☐

Keep a Claim File ☐

- Organize and store all claim-related documents ☐

- Include policy, correspondence, evidence, and legal documents ☐

Review and Reflect ☐

- Review the process and outcomes after resolution ☐

- Assess any changes needed in coverage or management practices ☐


