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 VEHICLE ACCIDENT PACKET CONTENTS: 

 

1. Auto Accident Reporting Guidelines 

2.  WV Fleet Management Automobile Loss Notice - Complete attached form and 

send to jtrent@osteo.wvsom.edu 

3. WV BRIM Certificate of Liability Insurance 

4. Reference-WV Fleet Management Policies and Procedures Edition 2 
 
 
 
 
 
 
 
 
 
 
 
 

 PLEASE KEEP THIS PACKET IN VEHICLE 
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WVSOM AUTO ACCIDENT REPORTING PROCEDURE 

Know What to Say and Not Say 
o Do not admit fault. 
o Do not discuss specifics with anyone other than the police, WVSOM, or WVSOM’s insurance carrier. 

o Do not accept any monetary compensation from the other driver. 
 

Procedure to Report accident involving WVSOM-owned vehicles: 
1. Immediately following the accident, contact police to come to the scene: 

 If off campus, contact local police at 911 and file and obtain a copy of the report. 

 If on campus, contact Security at (304) 647-8911 and file and obtain a copy of the report. 

 

2. At the scene: Gather information needed to complete the BRIM Automobile Loss notice. 

Loss: 

 Date 

 Time 

 Location 

 Description of Accident 

Property Damage: 

 Other driver name 

 Driver phone / contact information 
 Insurance information (company, agent name, phone number, policy number) 

 Car or damaged property information (year, make, model, license plate number). 

Injured: 

 Name 

 Phone number 

 Description of injury 

Witness/Passengers: 

 Name 

 Phone / contact information 

 

3. Within 24 hours, inform your supervisor and/or Physical Plant. Fill out the enclosed vehicle accident report. 

 
4. Email the completed accident form along with the police report, photos, repair estimates and any other 

available documentation to the Office of Physical Plant at jtrent@osteo.wvsom.edu. 
 

5. Physical Plant will forward the information to WVSOM’s insurance company for processing. 

 
6. A claims adjuster from WVSOM’s insurance carrier will contact the parties involved and attempt to settle the claim. 

 
Questions?  Call  (304) 793-6812 
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