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Unique Contents Insurance records must exist for an agency to obtain insurance coverage for the equipment (furniture, computers, electronics, etc.) located in a building.
[bookmark: _Toc473625282]Maintain Contents Insurance Record
Procedure

Contents Insurance information must be maintained annually for proper insurance coverage.


	Step
	Action

	1. [bookmark: T4_F137]
	Click the Navigator menu.


	1. [bookmark: T4_F139]
	Click the STATE OF NEBRASKA menu.


	1. [bookmark: T4_F141]
	Click the Risk Management - Insurance menu.


	1. [bookmark: T4_F143]
	Click the Insurance Review/Submission menu.






	Step
	Action

	1. [bookmark: T4_F323]
	Use the Query by Example, "QBE", line to narrow your search for the Contents Insurance record(s) to be updated and/or submitted. 

	1. [bookmark: T4_F147]
	For a specific record enter the Tag Number assigned to the Contents Insurance record into the Tag Number field. 

	1. [bookmark: T4_F149]
	Click the Find button.






	Step
	Action

	1. [bookmark: T4_F151]
	Select the row(s) containing the Contents Insurance record(s) you want to update or click the Select all fetched records option.


	1. [bookmark: T4_F153]
	Click the Select button.






	Step
	Action

	1. [bookmark: T4_F326]
	Required Contents Insurance information includes: 

o Type of Insurance 
o If Contents - Inland Marine, Sub-Item Code
o Contents Insurance Value
o An attachment with itemized list of items to be included in coverage

	1. [bookmark: T4_F329]
	Insurance field

If there is not a code in this field, enter the appropriate code for the type of Contents Insurance coverage needed into the Insurance field. 

Contents Insurance coverage has two options:

o CON = CONTENTS INSURANCE
o CIM = CONTENTS - INLAND MARINE

Note: Do NOT change the insurance field code on an active contents insurance record. 

	1. [bookmark: T4_F340]
	Sub-Item Code field

If the Contents Insurance is for Inland Marine coverage, the Sub-Item Code must be populated to indicate the "type" of Inland Marine coverage.

If the Contents Insurance is for Inland Marine enter the appropriate code into the Sub-Item Code field. 

o IN1 = CONTRACTOR EQUIPMENT
o IN2 = ELECTRONIC DATA PROCESSING EQUIPMENT
o IN3 = INLAND MARINE: MISCELLANEOUS

	1. [bookmark: T4_F351]
	Special Purpose field

If Contents Insurance is no longer required for a specific location, enter code "XMT" in the Special Purpose field. 

XMT = EXEMPT
This is an indicator for the Risk Manager to exclude this record from insurance coverage for the coverage period.





	Step
	Action

	1. [bookmark: T4_F362]
	Location: Building/Room/Comments fields

The agency can use these fields to further define the location of the contents being covered. 

	1. [bookmark: T4_F365]
	City and County fields

The city is used in conjunction with other reported data to determine requirements/costs for the insured contents.

Enter the appropriate code into the City field.

County field will automatically populate based on the City code. 

Use the Visual Assist tool if necessary.

	1. [bookmark: T4_F368]
	Address Number field

Enter the "Facility" (Search Type "F") Address Book number that best represents the physical location of the contents being insured into the Address Number field. 

Use the Visual Assist tool if necessary.

	1. [bookmark: T4_F371]
	The address information that is displayed comes from the Address Book record.  This information can be updated through the Address Book change request process. 

The information is used by the insurance company.

	1. [bookmark: T4_F165]
	The total value of desired coverage must be entered into the Contents Insurance field.  It is the agency's responsibility to review this annually and update the value prior to submission for next year's coverage. 

If coverage is not required (Special Purpose = XMT), enter .01 in the Contents Insurance field.





	Step
	Action

	1. [bookmark: T4_F374]
	All Contents Insurance records requiring insurance coverage require an attachment with detailed information regarding the insured contents.  

Add new attachments using the Edit Attachment button.   

	1. [bookmark: T4_F183]
	Click the Edit Attachment button.






	Step
	Action

	1. [bookmark: T4_F377]
	It is up to the agency to determine what type of attachments to include on the Contents Insurance record.  There should be a unique detailed attachment for each year of coverage. The attachment can be a text or file attachment. 

Reference "Working with Attachments" Training Guide.





	Step
	Action

	1. [bookmark: T4_F227]
	Once all attachments have been added, click the Save button.






	Step
	Action

	1. [bookmark: T4_F380]
	Your Risk Management role determines your security to work with insurance records. 

o Agency Insurance Inquiry (RM10): View only access. 
o Agency Insurance Preparer (RM20): Able to change insurance information and add/edit attachments.
o Agency Risk Manager Insurance Contact (RM30): Able to change insurance information, add/edit attachments and submit insurance coverage requirements. 

	1. [bookmark: T4_F383]
	SAVE button

Any changes made to the contents insurance data will be saved when the SAVE button is clicked. 

Saving this information also updates the fixed asset record. 

	1. [bookmark: T4_F386]
	SUBMIT button

Any changes made to the contents insurance data will be saved when the SUBMIT button is clicked. 

A record of the submission is created and this information will be used by the State Risk Manager for Contents Insurance coverage. 

	1. [bookmark: T4_F391]
	The Reviewed/Verified field will populate with the User ID, date, and time of submission when the SUBMIT button is clicked. 

A record can be submitted multiple times; however, the State Risk Manager will use the most recent submission of the record based on the due date of the submission.

Example: 
o Record submitted on 3/1/2017.
o Due date is 3/30/2017. 
o Record is revised and re-submitted on 4/15/2017.
o The State Risk Manager will use the 3/30/2017 date. 

If a record is updated after the due date of the insurance renewal, the State Risk Manager must be contacted immediately.  





	Step
	Action

	1. [bookmark: T4_F243]
	Once the record has been updated and saved or submitted, click the Cancel button.






	Step
	Action

	1. [bookmark: T4_F245]
	Continue to update records as needed.  Click the Close button.


	1. [bookmark: T4_F2]
	
End of Procedure.
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