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Fixed Assets:
Create Equipment
Master Record

h 4

Maintain Insurance
requirements

WWas building
covered prior
year?

Submit Insurance
requirements by
‘ annual date

If Buildings were submitted in prior year and there are NO changes to requirements, Agency Risk Manager Insurance Contact can

Agency:
Create/maintain equipment master records for all Buildings (ltem Code 12)

Agency:
Training Guide: Maintain Building Insurance Record

Submit, as
needed, and notify
No—#| Risk Manager of
addition for current

coverage

Risk Manager publishes submission date.
All agencies must submit insurance requirements.

submit multiple records through the “Mass Update” process.
Training Guide: Insurance Mass Update
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