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Documents That You 
Must Have In Your 
Vehicle Binder:
Especially in case of an accident…



1. Certificate of Financial 
Responsibility 

This is the state insurance card.

It does not expire.



2. Signed Vehicle Registration



3. Auto Accident Report 
Guide



4. Notice of Claim by Citizen  
Form – TORT Claim

This is a claim against the state.  



5. Citizen’s Claim Filing    
Procedure – TORT 



All documents except vehicle registration can be found on the intranet:

https://teamwork.idl.idaho.gov/IDL/Programs/Fiscal/Forms/Forms/AllItems.aspx

If you do need a duplicate copy of vehicle registration, please send an email to Dianne Lanuza.

https://teamwork.idl.idaho.gov/IDL/Programs/Fiscal/Forms/Forms/AllItems.aspx


Steps to take after 
an accident:
(“Clerical Side of Things”)



Step 1:

Make sure to fill out the Auto Accident Report Guide as soon as possible after the accident so that the current 
events stays fresh in your mind.  

If you are unable to fill out the Auto Accident Report Guide, your supervisor will need to do so to the best of 
his/her knowledge of the incident.  Some information can come from a witness and/or police report.



Step 2:

Take pictures of all damages.  Sometimes it is just a noise where you know something is not right, take a 
picture of the area where the noise is coming from. Sometimes other vehicles are involved or someone 
else’s property, take pictures.



Step 3:

Get estimates!  Risk Management requires us to submit at least 2 estimates from 2 different auto body 
shops.

If getting an estimate is not possible, Risk Management will send out a third-party adjuster and their 
final word is what we will end up paying.

SIDE NOTE:

Our auto insurance deductible is $1,000.00.  

Off-highway vehicles (OHV) are insured under Major 
Property and the deductible is $2,000.00

VERY IMPORTANT THING TO REMEMBER:

Do NOT get the vehicle fixed without an 
authorization!



Step 4:

Email a copy of the accident report, pictures, and estimates to me (Dianne Lanuza) and Vikki Snider.

I will then file a claim through Risk Management.

VERY IMPORTANT THING TO REMEMBER:

Do NOT get the vehicle fixed without an 
authorization!

Risk Management will review the estimates and 
will choose the shop/vendor.  

I will then let you know which shop to take your 
vehicle to and sometimes Risk Management 
will provide a letter regarding any supplemental 
cost.



Step 5:

Once the vehicle is repaired, get the invoice coded and approved, then send original copy to Boise Fiscal 
to be paid.  Email a copy to me (Dianne Lanuza).  

FYI:

Risk Management will then send us a check for 
the amount your area paid for the repair cost 
minus the $1,000.00 deductible.  This check will 
be receipted back to the appropriate fund that 
was used to pay for the invoice.



QUESTIONS


