VEHICLE ACCIDENT REPORTING PROCEDURES 

All accidents must be reported immediately whether or not another vehicle is involved and even if there is no visible damage.  Reporting forms (DA-2041) are provided in the glove compartment of each university vehicle or can be obtained from the University Risk Management Coordinator, 504-280-6768.

VEHICLE ACCIDENT REPORTING PROCEDURES

UNO DEPARTMENTAL VEHICLES AND RENTED/LEASED VEHICLES

Accident s involving a Departmental vehicle or a *Rented/Leased vehicle shall adhere to the following:

a. Employee involved in the accident shall:

· Notify local police and obtain police item number for the accident.
· Notify the Risk Management Coordinator at 504-280-6768 immediately if a third party suffers bodily injury.

· Do Not leave the scene of the accident until all required information is obtained.

· Complete the DA-2041 form, located in vehicle glove box, at the scene.

· If possible, take photos of damaged vehicle(s) and/or property.

· Have supervisor review and sign the DA-2041 form.  If supervisor is not available, report to UNO Risk Management Coordinator.

b. Supervisor responsibilities:

· Review the DA-2041 with employee to assure form is accurate and complete.  If form is not, assist him/her.

· In unable to provide all information requested, complete as much as possible.

· After reviewing with employee and signing form, forward immediately to Risk Management Coordinator. 
· Provide a copy to the Director of Environmental, Safety and Health for review.

· Obtain the following and forward to the Risk Management Coordinator as soon as possible after the DA-2041 has been completed and submitted:

i) 2 estimates of repairs

ii.) Photographs of damaged vehicle(s)

* A rented/leased vehicle used on university business is considered a State vehicle for insurance purposes.  For those that do not use the state contract to rent a vehicle - Keep in mind when an employee signs a rental agreement, he/she is responsible for all losses and/or damages to the vehicle at fault or not.  Legally the rental company can demand payment for the losses from the employee who signed the rental agreement.  The State will cover the losses; however, the costs will not be paid until after the State Office of Risk Management contacts the rental company to make arrangements for payment.  In some instances, the rental company reserves the right to bill the credit card of the employee upon discovery of the loss whether or not the employee was at fault.  In such cases, the State will reimburse the employee.
VEHICLE ACCIDENT REPORTING PROCEDURES
PRIVATELY OWNED VEHICLES

Accidents involving a privately-owned vehicle:

· Privately owned vehicles utilized for UNO business by a driver approved in accordance with the Driver Safety Program, will be afforded liability insurance coverage in excess of that currently existing on the vehicle.  After notification of a vehicle owner’s insurance carrier, contact your supervisor and the Risk Management Coordinator at 504-280-6768 immediately thereafter.

· The State will reimburse expenses incurred by State employees as a result of damage to an auto owned by the employee and was being used in the course and scope of their duties.  This reimbursement is limited to the lessor of - 

· The amount of the deductible applicable under the auto insurance policy covering the damaged vehicle

· The expenses incurred for actual repairs of said auto

· However, in no event with the reimbursement exceed $1000.00 per loss

· If the State employee is not at fault in the collision and the negligent party’s insurance pays for the loss of the employee’s vehicle, then NO reimbursement is allowed.  It is not ORM’s intent for the employee to collect the deductible reimbursement when the other party’s insurer has paid the loss in full.  

In order to comply with the State Office of Risk Management regulations, the DA-2041 form must be submitted to the Risk Management Coordinator within 24 hours after an accident occurs.
