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FIRE AND SMOKE CLAIM SUBMISSION CHECKLIST

1. IMMEDIATE ACTIONS (SAFETY & NOTIFICATION)
· Ensure personal safety first – Evacuate all occupants and do not re-enter until officials declare it safe.
· Contact emergency services and obtain a fire report number from the fire department.
· Notify your insurance company immediately and record your claim reference number.
· Secure the property – board up openings, shut off utilities, and prevent further damage.
2. DOCUMENTATION & EVIDENCE
· Collect official reports (fire department and police reports if applicable).
· Take clear photographs and videos of all affected areas, interior and exterior.
· List all damaged property – include descriptions, age, model numbers, and receipts if available.
· Keep damaged samples for inspection (e.g., carpet, curtains, wiring).
3. TEMPORARY REPAIRS & LIVING ARRANGEMENTS
· Make temporary repairs to prevent further damage and keep all receipts.
· Arrange temporary housing and save receipts for meals and transportation.
4. COMMUNICATION WITH INSURANCE & ADJUSTERS
· Meet with the insurance adjuster and provide all documentation.
· Ask questions about coverage, timelines, and approved vendors.
· Keep written records of all correspondence and claim-related discussions.
5. ESTIMATES & CONTRACTOR COORDINATION
· Obtain multiple licensed contractor estimates with itemized costs.
· Submit preferred contractor’s quote to insurer for approval.
· Confirm written authorization before major repairs begin.
6. CLAIM FORMS & SUBMISSION
· Complete all claim forms thoroughly and attach supporting documents.
· Attach photos, reports, receipts, and property inventory to your claim.
· Submit documents through your insurer’s preferred method and keep copies.
7. FOLLOW-UP & FINAL STEPS
· Track claim progress and maintain a communication log.
· Review the settlement offer carefully and compare with your estimates.
· Approve or appeal based on final settlement evaluation.
· Store copies of all claim-related documents for your records.
ATTACHMENTS / TOOLS TO INCLUDE
· Fire & Smoke Damage Documentation Template (inventory and photos).
· Sample Claim Form for insurer submission.
· Contact Sheet for insurer, adjuster, and contractors.
· Receipts Tracker for temporary living expenses.

