
UNIFIED PUBLIC ADVOCACY
EMPOWERING POLICYHOLDERS, ONE CLAIM AT A TIME
TEL: 1-855-944-3473   EMAIL: CLAIM@UPACLAIM.ORG   WEBSITE: https://www.upaclaim.org/

WATER DAMAGE CLAIM DOCUMENTATION FORM
**Replace sample details with your actual details.
SECTION 1: CLAIMANT INFORMATION
	Field
	Details

	Full Name
	

	Contact Phone
	

	Email
	

	Mailing Address
	

	Policyholder Name
	

	Insurance Company
	

	Policy Number
	

	Date of Loss
	



SECTION 2: INCIDENT DETAILS
Type of Water Damage e.g., Burst Pipe, Flood, Roof Leak, Appliance Failure, Storm:
Date/Time Discovered e.g., “15-10-2025/03:30 PM”:
Cause Description (200 chars max) e.g., “Kitchen pipe burst at 2 AM due to frozen temperatures”:
	Timeline of Events
	Time
	Description(be precise)
	Affected Areas(e.g., kitchen, bathroom)
	Photos File Name
	Notes

	Event 1
	2:00 AM
	Water noticed on floor
	
	

	

	Event 2
	2:15 AM
	Shut off main valve
	
	
	

	Event 3
	8:00 AM
	Called plumber
	
	
	



Tooltip: Detailed timelines help prove urgency to insurers.
SECTION 3: DAMAGE INVENTORY
	Item Index
	Room
	Item Description
	Pre-Loss Condition
	Damage Type (e.g., Wet, Mold)
	Replacement Cost
	Photos File Name
	Notes

	1
	Kitchen
	Hardwood Floor (200 sq ft)
	Excellent
	Warped/Waterlogged
	$2,500
	
	


	2
	Living Room
	Sofa
	Good
	Stain/Mold
	$800
	
	

	3
	Basement
	Carpet (150 sq ft)
	Fair
	Saturated
	$1,200
	
	-

	TOTALS
	
	
	
	
	$4,500
	
	



ADDITIONAL COSTS
	Expenditure(e.g., Emergency Cleanup, Drying Equipment Rental)
	Cost

	
	

	
	

	TOTALS
	



Grand Total Cost(Total Estimated Loss + Additional Cost):
SECTION 4: EMERGENCY ACTIONS TAKEN (Protects Your Claim – Insurers Require This)
	Action
	Date/Time
	Cost
	Photos File Name

	Shut off water
	10/15/25, 2:15 AM
	$0
	

	Removed wet items
	10/15/25, 3:00 AM
	$0
	

	Called mitigation co.
	10/15/25, 9:00 AM
	$750
	



SECTION 5: PHOTO & DOCUMENT LOG
	File Name
	Description
	Notes

	
	
	


[bookmark: _kw5t1r78kbv4]Evidence Checklist
· Photos of all visible damage
· Receipts for items damaged and emergency or temporary repairs
· Police/Fire Report
· Plumber/Contractor Invoice
· Insurance Policy
· Inspection reports
PHOTOS NAMING GUIDE
Proper evidence naming ensures that all documentation is clearly organized, easy to reference, and acceptable for insurance claim review.
Standard Naming Format: [DamageType]_[AreaAffected]_[Date (YYYYMMDD)]_[SequenceNumber].[extension]
Example: Kitchen_WaterLeak_20251028_01.jpg
	Component
	Description
	Example

	Location/Room
	Identifies the specific area of the property where the damage occurred. Use clear, consistent names for rooms or areas.
	e.g., Kitchen, Basement, LivingRoom, Bathroom,

	DamageType
	Specifies the type or cause of damage observed in that area. Keep it short, consistent, and descriptive.
	e.g., Leak, Flood, Seepage, BurstPipe, Overflow, MoldGrowth, Condensation

	Date (YYYYMMDD)
	For timestamping photos
	20251025

	Sequence Number
	Numbering system for multiple images of the same location/room
	e.g., 01, 02, 03


Recommended Folder Structure
/BeforeMitigation
/DuringMitigation
/AfterRepairs
/ReportsAndDocuments
Additional Guidelines
- Use lowercase, underscores (_) or hyphens (-)  — avoid spaces in file names.
- Keep file names short, descriptive, and consistent.
- Capture multiple angles (wide, medium, and close-up).
- Capture multiple photos of the damaged item.
- Take timestamped photos.
- Upload evidence to secure cloud storage.
Provide link to evidence:



SECTION 6. CERTIFICATION AND SIGNATURES
I certify that the information provided in this form is true and accurate to the best of my knowledge.
	Field
	Details

	Homeowner Name
	

	Homeowner Signature
	

	Adjuster Name
	

	Adjuster Signature
	

	Date
	



