
Claim Preparation Checklist

☐ 	 Report the loss to Aon and your insurance company 

☐ 	 Secure property and take action to prevent further loss

☐ 	 Restore fire protection systems and alarms

☐ 	 Itemise and record all damage, including perishable stock removed

☐ 	 Take photographs of the damage to support your claim

☐ 	 Record all additional expenses incurred

☐ 	 Consult contractors for an initial estimate of the scope and cost of repairs

☐ 	 Define plans as to reopening the location and under what conditions

☐ 	 Identify temporary measures needed to resume operations

☐ 	 Identify additional expenses that need to be incurred

☐ 	 Appoint one person to represent your company with the insurance loss adjuster

☐ 	 Set up clear lines of communication with the loss adjuster

☐ 	 Ensure that all personnel understand the functions of the adjuster, experts, brokers

Record separate costs for 
tasks associated with each 
of the following activities:
•	 Clean up 
•	 Debris removal 
•	 Protection and 

preservation  of property 
•	 Buildings and structures
•	 Machinery and 

equipment 
•	 Furniture, fixtures and 

supplies
•	 Property of customers 

and employees
•	 Excess operating costs 

Write down detailed 
descriptions of any work 
performed, services 
purchased or materials used. 
This will help the insurance 
loss adjuster visualise and 
evaluate your claim. 

If you have any questions or concerns about how your 
insurance policy responds to a Natural Disaster, contact 
your Aon Insurance Broker on 0800 266 276 or visit 
aon.co.nz/Contact-Us to find your local branch number.

Make sure you keep all 
relevant documentation 
and establish a seperate 
file with clearly labelled 
sections to enhance the 
loss adjusting process. 
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Maintain records of 
expenses incurred

Provide detailed
descriptions 

Gather supporting 
documentation

Please note some of these may only apply to businesses

The information contained in this document is general in nature and should not be relied on as advice (personal 
or otherwise) because your personal needs, objectives and financial situation have not been considered. Please 
consider the relevant Product Disclosure Statement or contact us at Aon New Zealand to speak to an adviser. 

http://aon.co.nz/Contact-Us

