
 TIME FRAME
ϭ ϯϬ ŵŝŶƵƚĞƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
Ϯ ϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
ϯ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ
ϰ ϳϮ ŚŽƵƌƐ ĂĨƚĞƌ ũŽď ƐƚĂƌƚ
ϱ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ũŽď ĐŽŵƉůĞƚŝŽŶ
ϲ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞƋƵĞƐƚ

 TIME FRAME
ϭ ϯϬ ŵŝŶƵƚĞƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
Ϯ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
ϯ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ũŽď ƐƚĂƌƚ
ϰ ϰϴ ŚŽƵƌƐ ĂĨƚĞƌ ũŽď ĐŽŵƉůĞƚŝŽŶ
ϱ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞƋƵĞƐƚ

 TIME FRAME
ϭ Ϯϰ ŚŽƵƌƐ ďĞĨŽƌĞ ĂƉƉŽŝŶƚŵĞŶƚ
Ϯ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
ϯ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ
ϰ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞƋƵĞƐƚ
ϱ ϭϱ ĚĂǇƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ
ϲ ϰϱ ĚĂǇƐ ĨƌŽŵ ũŽď ƐƚĂƌƚ

 TIME FRAME
ϭ ϭ ŚŽƵƌ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
Ϯ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
ϯ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ
ϰ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞƋƵĞƐƚ
ϱ ϭϬ ĚĂǇƐ ĂĨƚĞƌ ĐůŝĞŶƚ ĂƉƉƌŽǀĂů
ϲ ϮϬ ĚĂǇƐ ĂĨƚĞƌ ũŽď ƐƚĂƌƚ

TIME FRAME
ϭ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ

Ϯ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ

ϯ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ũŽď ƐƚĂƌƚ 
ϰ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ĐŽŵƉůĞƚŝŽŶ
ϱ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ĐŽŵƉůĞƚŝŽŶ
ϲ SKETCHͬDIAGRAM ŽĨ ĂĨĨĞĐƚĞĚ ĂƌĞĂƐ ;ŝŶƚĞƌŝŽƌ ĂŶĚ ĞǆƚĞƌŝŽƌͿ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ĐŽŵƉůĞƚŝŽŶ
ϳ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ĐŽŵƉůĞƚŝŽŶ

Aůů ƌĞƋƵŝƌĞĚ ĚŽĐƵŵĞŶƚƐ ǁŝƚŚ ƚŚĞ ĞǆĐĞƉƚŝŽŶ ŽĨ ƉŚŽƚŽƐ ŵƵƐƚ ďĞ ƵƉůŽĂĚĞĚ ŝŶ PDF ĨŽƌŵĂƚ͘
AŶǇ ĚĞůĂǇƐ Žƌ ĞǆĐĞƉƚŝŽŶƐ ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ͘

ƵƉĚĂƚĞĚ MĂƌĐŚ ϮϬϭϵ

JŽď CŽŵƉůĞƚĞ
AŶǇ ĚĞůĂǇƐ Žƌ ĞǆĐĞƉƚŝŽŶƐ ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ

 REQUIRED DOCUMENTS IN ADDITION TO THE ESTIMATE

IŶŝƚŝĂů CŽŶƚĂĐƚ ǁŝƚŚ CƵƐƚŽŵĞƌ
JŽď SƚĂƌƚ
JŽď CŽŵƉůĞƚĞ
EƐƚŝŵĂƚĞ͕ ƉŚŽƚŽƐ ĂŶĚ Ăůů ĚŽĐƵŵĞŶƚĂƚŝŽŶ ƌĞƚƵƌŶĞĚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ

Ϯϰ HOUR REPORT Ͳ ŝŶĐůƵĚĞ ďƌŝĞĨ ĚĞƐĐƌŝƉƚŝŽŶ ŽĨ ƚŚĞ ůŽƐƐ ĂŶĚ ƵƉůŽĂĚ ǁŝƚŚ ŝŶƐƉĞĐƚŝŽŶ ƉŚŽƚŽƐ

SƵďŵŝƚ ƌĞƋƵĞƐƚĞĚ ƌĞǀŝƐŝŽŶƐ Žƌ ĂĚĚŝƚŝŽŶĂů ƐƵƉƉŽƌƚ ƚŽ ĞƐƚŝŵĂƚĞͬĚŽĐƵŵĞŶƚĂƚŝŽŶ
AŶǇ ĚĞůĂǇƐ Žƌ ĞǆĐĞƉƚŝŽŶƐ ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ͘ IŶ ƚŚĞ ĞǀĞŶƚ ŽĨ Ă CAT͕ ǇŽƵ ǁŝůů ďĞ ŶŽƚŝĨŝĞĚ ŝĨ ĂŶǇ ƚŝŵĞ ĨƌĂŵĞƐ ĂƌĞ ƌĞůĂǆĞĚ͘

EƐƚŝŵĂƚĞ ĂŶĚ ƉŚŽƚŽƐ ƌĞƚƵƌŶĞĚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ
SƵďŵŝƚ ƌĞƋƵĞƐƚĞĚ ƌĞǀŝƐŝŽŶƐ Žƌ ĂĚĚŝƚŝŽŶĂů ƐƵƉƉŽƌƚ ƚŽ ĞƐƚŝŵĂƚĞͬĚŽĐƵŵĞŶƚĂƚŝŽŶ

ROOFINGͬSIDINGͬGUTTER SERVICE STANDARDS
IŶŝƚŝĂů CŽŶƚĂĐƚ ǁŝƚŚ CƵƐƚŽŵĞƌ
OŶƐŝƚĞ IŶƐƉĞĐƚŝŽŶ
EƐƚŝŵĂƚĞ ĂŶĚ ƉŚŽƚŽƐ ƌĞƚƵƌŶĞĚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ
SƵďŵŝƚ ƌĞƋƵĞƐƚĞĚ ƌĞǀŝƐŝŽŶƐ Žƌ ĂĚĚŝƚŝŽŶĂů ƐƵƉƉŽƌƚ ƚŽ ĞƐƚŝŵĂƚĞͬĚŽĐƵŵĞŶƚĂƚŝŽŶ
JŽď SƚĂƌƚ
JŽď CŽŵƉůĞƚĞ

AŶǇ ĚĞůĂǇƐ Žƌ ĞǆĐĞƉƚŝŽŶƐ ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ

GENERAL RESTORATIONͬRECONSTRUCTION SERVICE STANDARDS

JŽď SƚĂƌƚ

LABELED PHOTOS OF INITIAL INSPECTIONͬWORK IN PROGRESS Ͳ ĞǆƚĞƌŝŽƌ ŽĨ ƉƌŽƉĞƌƚǇ͕ ƌŽŽŵ ŽǀĞƌǀŝĞǁƐ͕ 
ĂĨĨĞĐƚĞĚ ĂƌĞĂƐ͕ ĐŽŶƚŝŶƵŽƵƐ ĂƌĞĂƐ͕ ĐůŽƐĞƵƉƐ ŽĨ ĚĂŵĂŐĞƐ͕ ĚĞďƌŝƐ ƌĞŵŽǀĞĚ͕ ĞƋƵŝƉŵĞŶƚ ŝŶ ƉůĂĐĞ͕ ŵŽŝƐƚƵƌĞ 
ƌĞĂĚŝŶŐƐ͕ ĐŽŶƚĞŶƚƐ͕ ƐƉĞĐŝĂůƚǇ ŝƚĞŵƐ͕ ƌŽŽĨ ůĂǇĞƌƐ͕ ƉŝƚĐŚ ŐĂƵŐĞ ĨŽƌ ƐƚĞĞƉ͕ ĞƚĐ͘ PŚŽƚŽƐ ŵƵƐƚ ŚĂǀĞ ĚĞƚĂŝůĞĚ 
ůĂďĞůƐͬĚĞƐĐƌŝƉƚŝŽŶƐ͘
WORK AUTHORI)ATION Ͳ ŵƵƐƚ ďĞ ƐŝŐŶĞĚ͘ SĞƉĂƌĂƚĞ WA ĨŽƌŵ ŶĞĞĚĞĚ ĨŽƌ ĞĂĐŚ ũŽď ƚǇƉĞ͘
DRYING REPORT Ͳ AŶǇ ƐŽĨƚǁĂƌĞ ŝƐ ĂĐĐĞƉƚĂďůĞ ;ŶŽƚ ŚĂŶĚǁƌŝƚƚĞŶͿ͘ UƉůŽĂĚ ǁŝƚŚ ĞƐƚŝŵĂƚĞ ĂŶĚ ƉŚŽƚŽƐ͘
LABELED PHOTOS OF COMPLETED JOB͘  PŚŽƚŽƐ ŵƵƐƚ ŚĂǀĞ ĚĞƚĂŝůĞĚ ůĂďĞůƐͬĚĞƐĐƌŝƉƚŝŽŶƐ͘

CERTIFICATE OF SATISFACTION Ͳ ŵƵƐƚ ďĞ ƐŝŐŶĞĚ ĂŶĚ ĨƌĞĞ ĨƌŽŵ AƐƐŝŐŶŵĞŶƚ ŽĨ BĞŶĞĨŝƚƐ ůĂŶŐƵĂŐĞ͘

GENERAL GUIDELINES AND REQUIREMENTS

WATER MITIGATION SERVICE STANDARDS

IŶŝƚŝĂů CŽŶƚĂĐƚ ǁŝƚŚ CƵƐƚŽŵĞƌ
OŶƐŝƚĞ IŶƐƉĞĐƚŝŽŶ

CSAA INSURANCE EXCHANGE

IŶŝƚŝĂů CŽŶƚĂĐƚ ǁŝƚŚ CƵƐƚŽŵĞƌ
OŶƐŝƚĞ IŶƐƉĞĐƚŝŽŶͬJŽď SƚĂƌƚƐ

JŽď CŽŵƉůĞƚĞ
EƐƚŝŵĂƚĞ ĂŶĚ Ăůů ĚŽĐƵŵĞŶƚĂƚŝŽŶ ƌĞƚƵƌŶĞĚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ
SƵďŵŝƚ ƌĞƋƵĞƐƚĞĚ ƌĞǀŝƐŝŽŶƐ Žƌ ĂĚĚŝƚŝŽŶĂů ƐƵƉƉŽƌƚ ƚŽ ĞƐƚŝŵĂƚĞͬĚŽĐƵŵĞŶƚĂƚŝŽŶ

IŶŝƚŝĂů LŽƐƐ DĞƐĐƌŝƉƚŝŽŶ ĂŶĚ ƵƉůŽĂĚ ƉŚŽƚŽƐ

AĚũƵƐƚĞƌ ĐŽŶƚĂĐƚ ŝŶĨŽƌŵĂƚŝŽŶ ǁŝůů ďĞ ƉƌŽǀŝĚĞĚ ǁŝƚŚ ƚŚĞ ĂƐƐŝŐŶŵĞŶƚ ǁŚĞŶĞǀĞƌ ƉŽƐƐŝďůĞ͘  IĨ ŝƚ ŝƐ ŶŽƚ ƉƌŽǀŝĚĞĚ Ăƚ ƚŚĞ ƚŝŵĞ ŽĨ ĂƐƐŝŐŶŵĞŶƚ͕ ƉůĞĂƐĞ ĐŽŶƚĂĐƚ 
SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ;PůĞĂƐĞ ĂůůŽǁ ϰ ŚŽƵƌƐ ĂĨƚĞƌ ƌĞĐĞŝƉƚ ŽĨ ƚŚĞ ĂƐƐŝŐŶŵĞŶƚ ďĞĨŽƌĞ ĐĂůůŝŶŐ Žƌ ŝĨ ĂĨƚĞƌ ŚŽƵƌƐ͕ ǁĂŝƚ ƵŶƚŝů ƚŚĞ ŶĞǆƚ ďƵƐŝŶĞƐƐ ĚĂǇͿ͘    FŽƌ 
ĞƐĐĂůĂƚŝŽŶƐͬƵŶĂďůĞ ƚŽ ƌĞĂĐŚ ĂĚũƵƐƚĞƌ͕ ƉůĞĂƐĞ ĐŽŶƚĂĐƚ CSAA Ăƚ ϴϴϴͲϱϴϮͲϯϬϬϴ͘

AŶǇ ĚĞůĂǇƐ Žƌ ĞǆĐĞƉƚŝŽŶƐ ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ͘ IŶ ƚŚĞ ĞǀĞŶƚ ŽĨ Ă CAT͕ ǇŽƵ ǁŝůů ďĞ ŶŽƚŝĨŝĞĚ ŝĨ ĂŶǇ ƚŝŵĞ ĨƌĂŵĞƐ ĂƌĞ ƌĞůĂǆĞĚ͘

TARPINGͬBOARD UPͬ TREE AND DEBRIS REMOVAL SERVICE STANDARDS



GENERAL GUIDELINES AND REQUIREMENTS
CSAA INSURANCE EXCHANGE
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SƉĞĐŝĂůƚǇ EƋƵŝƉŵĞŶƚ ;ǁĂƚĞƌ ŵŝƚŝŐĂƚŝŽŶͿ͗  CŽŶƚĂĐƚ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ŝŵŵĞĚŝĂƚĞůǇ ŝĨ ƐƉĞĐŝĂůƚǇ ĞƋƵŝƉŵĞŶƚ ƐƵĐŚ ĂƐ ƚŚĞƌŵĂů ŝŵĂŐŝŶŐ͕ ƚŚĞƌŵĂů 
ŚĞĂƚŝŶŐ ƐǇƐƚĞŵƐ͕ ĚĞƐŝĐĐĂŶƚ ĚĞŚƵŵŝĚŝĨŝĞƌƐ͕ ŝŶũĞĐƚŝŽŶ ĚƌǇ ƐǇƐƚĞŵƐ͕ ƌĞƐĐƵĞ ŵĂƚƐ͕ ĨŽŐŐŝŶŐ ŵĂĐŚŝŶĞƐ͕ ĞƚĐ͘ ĂƌĞ ƌĞƋƵŝƌĞĚ ŽŶ Ă ũŽď ĂŶĚ ƐĞĐƵƌĞ 
ƉĞƌŵŝƐƐŝŽŶ ďĞĨŽƌĞ ƌĞƚĂŝŶŝŶŐ ƐƵĐŚ ƐĞƌǀŝĐĞƐ͘ DŽĐƵŵĞŶƚ ĂƉƉƌŽǀĂů ŝŶ XĂĐƚĂŶĂůǇƐŝƐ ŶŽƚĞƐ ďĞĨŽƌĞ ĐŽŶƚŝŶƵŝŶŐ ǁŝƚŚ ƐĞƌǀŝĐĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ 
ŵƵƐƚ ŝŶĐůƵĚĞ ƌĞĂƐŽŶ ƐƉĞĐŝĂůƚǇ ĞƋƵŝƉŵĞŶƚ ŝƐ ŶĞĞĚĞĚ͕ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘ 

TŚŝƌĚ ƉĂƌƚǇ ƐĞƌǀŝĐĞƐ ƐƵĐŚ ĂƐ IHͬEŶǀŝƌŽŶŵĞŶƚĂů ƚĞƐƚŝŶŐͬITEL͗  CŽŶƚĂĐƚ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ŝŵŵĞĚŝĂƚĞůǇ ŝĨ ĂĚĚŝƚŝŽŶĂů ƐĞƌǀŝĐĞƐ ĂƌĞ ƌĞƋƵŝƌĞĚ ŽŶ Ă ũŽď 
ĂŶĚ ƐĞĐƵƌĞ ƉĞƌŵŝƐƐŝŽŶ ďĞĨŽƌĞ ƌĞƚĂŝŶŝŶŐ ƐƵĐŚ ƐĞƌǀŝĐĞƐ͘ DŽĐƵŵĞŶƚ ĂƉƉƌŽǀĂů ŝŶ XĂĐƚĂŶĂůǇƐŝƐ ŶŽƚĞƐ ďĞĨŽƌĞ ĐŽŶƚŝŶƵŝŶŐ ǁŝƚŚ ƐĞƌǀŝĐĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ 
ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  EǆĐĞƉƚŝŽŶ͗ IĨ ŚŽŵĞ ĂŶĚͬŽƌ ŵĂƚĞƌŝĂůƐ ƉƌĞĚĂƚĞ ϭϵϴϬ͕ ĂĚũƵƐƚĞƌ ƉƌĞͲ
ĂƉƉƌŽǀĂů ŝƐ ŶŽƚ ƌĞƋƵŝƌĞĚ ĨŽƌ AƐďĞƐƚŽƐ ĂŶĚ LĞĂĚ ƚĞƐƚŝŶŐ͘ SŝŵƉůǇ ŶŽƚŝĨǇ ƚŚĞ ĂĚũƵƐƚĞƌ ǀŝĂ XĂĐƚĂŶĂůǇƐŝƐ ĂŶĚ ƉƌŽĐĞĞĚ ǁŝƚŚ ƚĞƐƚŝŶŐ͘

SƵďƌŽŐĂƚŝŽŶ PƌŽƚŽĐŽů͗ CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ŝĚĞŶƚŝĨǇ͕ ĚŽĐƵŵĞŶƚ͕ ƉŚŽƚŽŐƌĂƉŚ ĂŶĚ ĐŽŶƚĂĐƚ ĂĚũƵƐƚĞƌ ŝĨ ƚŚĞ ƉƌŽƐƉĞĐƚ ŽĨ ƐƵďƌŽŐĂƚŝŽŶ ĞǆŝƐƚƐ͘ PƌŽǀŝĚĞƌ ŵƵƐƚ 
ŝŶĨŽƌŵ ƚŚĞ ŝŶƐƵƌĞĚ ƚŽ ƌĞƚĂŝŶ ƚŚĞ ƉĂƌƚ Žƌ ŝƚĞŵ ŝŶ ƋƵĞƐƚŝŽŶ ĨŽƌ ƉŝĐŬƵƉ ďǇ Ă ĐůŝĞŶƚ ƌĞƉƌĞƐĞŶƚĂƚŝǀĞ ĂŶĚ ĚŽĐƵŵĞŶƚ ĨŝůĞ ĂĐĐŽƌĚŝŶŐůǇ͘
RĞĐŽŶƐƚƌƵĐƚŝŽŶͬGĞŶĞƌĂů RĞƐƚŽƌĂƚŝŽŶ ĞƐƚŝŵĂƚĞ͘ CŽŶƚĂĐƚ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ƚŽ ŽďƚĂŝŶ ĂƉƉƌŽǀĂů ďĞĨŽƌĞ ǁƌŝƚŝŶŐ Ă ƌĞƉĂŝƌ ĞƐƚŝŵĂƚĞ ŝĨ ǇŽƵ ĚŝĚ ŶŽƚ 
ƌĞĐĞŝǀĞ Ă ƌĞƉĂŝƌ ĂƐƐŝŐŶŵĞŶƚ͘  YŽƵ ĂůƐŽ ŵƵƐƚ ŽďƚĂŝŶ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ĂƉƉƌŽǀĂů ƉƌŝŽƌ ŽĨ ǇŽƵƌ ĞƐƚŝŵĂƚĞ ƉƌŝŽƌ ƚŽ ƐŚĂƌŝŶŐ ŝƚ ǁŝƚŚ ƚŚĞ ŝŶƐƵƌĞĚ Žƌ 
ďĞŐŝŶŶŝŶŐ ĂŶǇ ƌĞƉĂŝƌ ǁŽƌŬ͘  AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘ 
TŝŵĞ ĂŶĚ MĂƚĞƌŝĂů͗  MƵƐƚ ƌĞĐĞŝǀĞ ĂƉƉƌŽǀĂů ĨƌŽŵ ĂĚũƵƐƚĞƌ ƚŽ ƉƌŽǀŝĚĞ TΘM ĞƐƚŝŵĂƚĞ͘  AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ 
ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  
CŽŶƚĞŶƚƐ LŽƐƐĞƐ͘  NŽƚŝĨǇ ĂĚũƵƐƚĞƌ ĂŶĚ ŽďƚĂŝŶͬĚŽĐƵŵĞŶƚ ĂƉƉƌŽǀĂů ŝĨ ĂŶǇ ĐŽŶƚĞŶƚƐ ĐůĞĂŶŝŶŐ Žƌ ĐŽŶƚĞŶƚƐ ƉĂĐŬŽƵƚ ŝƐ ŶĞĞĚĞĚ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ 
ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘ 

DĞĚƵĐƚŝďůĞƐ͘ DŽ ŶŽƚ ƌĞƋƵĞƐƚ Ă ĚŽǁŶͲƉĂǇŵĞŶƚ Žƌ ĐŽůůĞĐƚ Ă ĚĞĚƵĐƚŝďůĞ ƵƉĨƌŽŶƚ ĨŽƌ ĞŵĞƌŐĞŶĐǇ ƐĞƌǀŝĐĞƐ ǁŝƚŚŽƵƚ ĂĚũƵƐƚĞƌ ĂƉƉƌŽǀĂů͘

DĞŵŽůŝƚŝŽŶ͘  CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ŶŽƚ ĚĞŵŽůŝƐŚ Žƌ ƌĞŵŽǀĞ ĂŶǇ ĐĂďŝŶĞƚƐ͕ ǁŽŽĚͬƚŝůĞͬƐƚŽŶĞ ĨůŽŽƌŝŶŐ͕ ƐŚŽǁĞƌͬƚƵď ĞŶĐůŽƐƵƌĞƐ͕ Žƌ ĂŶǇ ŽƚŚĞƌ ƐŝŵŝůĂƌ 
ŵĂƚĞƌŝĂů ƵŶƚŝů ƌĞĐĞŝǀŝŶŐ ĂƉƉƌŽǀĂů ĨƌŽŵ ƚŚĞ ĂĚũƵƐƚĞƌ͘  AŶ ŝŶƐƉĞĐƚŝŽŶ ďǇ ƚŚĞ ĂĚũƵƐƚĞƌ ŵĂǇ ďĞ ƌĞƋƵŝƌĞĚ ƉƌŝŽƌ ƚŽ ŐŝǀŝŶŐ ĂŶǇ ĂƉƉƌŽǀĂů͘  AƉƉƌŽǀĂů ŶŽƚĞ 
ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  
CŽǀĞƌĂŐĞ CŽŶĐĞƌŶƐͬMŽůĚ PƌŽƚŽĐŽů͘ IĨ ƚŚĞƌĞ ĂƌĞ ĂŶǇ ĐŽǀĞƌĂŐĞ ĐŽŶĐĞƌŶƐ ;ŝ͘Ğ͘ ĨůŽŽĚ͕ ƌŽƚ͕ ŽŶŐŽŝŶŐ ŝƐƐƵĞ͕ ĞƚĐ͘Ϳ ĐŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ĐŽŶƚĂĐƚ ĂĚũƵƐƚĞƌ ĨŽƌ 
ĨƵƌƚŚĞƌ ĚŝƌĞĐƚŝŽŶ͘ IĨ ŵŽůĚ ŝƐ ĨŽƵŶĚ͕ ƚŚĞ ƉƌŽǀŝĚĞƌ ŵƵƐƚ ĨŽůůŽǁ ƚŚĞ ĨŽůůŽǁŝŶŐ ƉƌŽƚŽĐŽů͗ ϭͿ STOP ǁŽƌŬ͖ ϮͿ CONTAIN ƚŚĞ ĂĨĨĞĐƚĞĚ ĂƌĞĂ͖ ϯͿ SET Ă 
ĚĞŚƵŵŝĚŝĨŝĞƌ ƚŽ ĐŽŶƚƌŽů ŵŽŝƐƚƵƌĞ͖ ;ϰͿ CONTACT CSAA ŝŵŵĞĚŝĂƚĞůǇ ĨŽƌ ĨƵƌƚŚĞƌ ŝŶƐƚƌƵĐƚŝŽŶƐ͘  DŽ ŶŽƚ ƐĞƚ ĂŶǇ Ăŝƌ ŵŽǀĞƌƐ ĂŶĚ ĚŽ ŶŽƚ ƉƌŽĐĞĞĚ ǁŝƚŚ 
ƐĞƌǀŝĐĞƐ ƵŶƚŝů ǇŽƵ ŚĂǀĞ ƌĞĐĞŝǀĞĚ ĂŶĚ ĚŽĐƵŵĞŶƚĞĚ ĂƉƉƌŽǀĂů ĨƌŽŵ ĂĚũƵƐƚĞƌ͘ 
TƌĂǀĞů EǆƉĞŶƐĞƐ͘  CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ŝŶĨŽƌŵ IŶƐƵƌĂŶĐĞ CŽŵƉĂŶǇ ŽĨ ĂŶǇ ŵŝůĞĂŐĞ Žƌ ƚƌĂǀĞů ĞǆƉĞŶƐĞƐ ƚŚĂƚ ǁŝůů ďĞ ŝŶĐƵƌƌĞĚ ƚŽ ƐĞƌǀŝĐĞ Ă ůŽƐƐ ŵŽƌĞ ƚŚĂŶ 
ϱϬ ŵŝůĞƐ ĨƌŽŵ ƚŚĞŝƌ ŽĨĨŝĐĞ͘  NŽ ƚƌĂǀĞů ĞǆƉĞŶƐĞƐ ǁŝůů ďĞ ĂƉƉƌŽǀĞĚ ĨŽƌ ůŽƐƐĞƐ ǁŝƚŚŝŶ ϱϬ ŵŝůĞƐ ŽĨ ƚŚĞŝƌ ŽĨĨŝĐĞ͘ IŶƐƵƌĂŶĐĞ CŽŵƉĂŶǇ ŵƵƐƚ ƉƌĞͲĂƉƉƌŽǀĞ 
ĂŶǇ ƐƵĐŚ ƚƌĂǀĞů ĞǆƉĞŶƐĞƐ ĂŶĚ ǁƌŝƚƚĞŶ ĂƉƉƌŽǀĂů ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ͘  IŶƐƵƌĂŶĐĞ CŽŵƉĂŶǇ ǁŝůů ŶŽƚ ďĞ ƌĞƐƉŽŶƐŝďůĞ ĨŽƌ ĂŶǇ ƵŶĂƉƉƌŽǀĞĚ ƚƌĂǀĞů 
ĞǆƉĞŶƐĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘ 
Aůů ĂĚũƵƐƚĞƌ ĂƉƉƌŽǀĂůƐ ŵƵƐƚ ďĞ ĚŽĐƵŵĞŶƚĞĚ ŝŶ XĂĐƚĂŶĂůǇƐŝƐ ŶŽƚĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ 
ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  FĂŝůƵƌĞ ƚŽ ŽďƚĂŝŶ ƌĞƋƵŝƌĞĚ ĂƉƉƌŽǀĂůƐ AND ĚŽĐƵŵĞŶƚ ŝŶ ƚŚĞ ĨŝůĞ ŵĂǇ ƌĞƐƵůƚ ŝŶ ƌĞŵŽǀĂů ŽĨ ĂƉƉůŝĐĂďůĞ ůŝŶĞ ŝƚĞŵƐ ĨƌŽŵ ƚŚĞ 

ĞƐƚŝŵĂƚĞ͘

SPECIAL REQUIREMENTS

CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ƵƉĚĂƚĞ ƚŚĞ WŽƌŬĨůŽǁ ƐƚĂƚƵƐ ŝŶ XĂĐƚĂŶĂůǇƐŝƐ Ăƚ ĞĂĐŚ ƐƚĂŐĞ ŽĨ ƚŚĞ ƉƌŽĐĞƐƐ͘

DƌĂǁƐ͘ DŝƐĐƵƐƐ ĂŶǇ ĂĚǀĂŶĐĞ ĚƌĂǁƐ ŶĞĞĚĞĚ ǁŝƚŚ ƚŚĞ ĂĚũƵƐƚĞƌ ƉƌŝŽƌ ƚŽ ƐƚĂƌƚŝŶŐ ǁŽƌŬ͘
IŶƐƉĞĐƚŝŽŶ FĞĞƐ͘  NŽ ŝŶƐƉĞĐƚŝŽŶ ĨĞĞƐ ƐŚŽƵůĚ ďĞ ĐŚĂƌŐĞĚ ƵŶůĞƐƐ ƌĞƋƵĞƐƚĞĚ ƚŽ ƉƌŽǀŝĚĞ ĐŽŶƐƵůƚŝŶŐͬĞǆƉĞƌƚ ŽƉŝŶŝŽŶ ƐĞƌǀŝĐĞƐ͘ FŽƌ ĐŽŶƐƵůƚŝŶŐͬEO ũŽďƐ͕ 
ƉůĞĂƐĞ ĂďŝĚĞ ďǇ ƚŚĞ CŽŶƐƵůƚŝŶŐ FĞĞ SĐŚĞĚƵůĞ͘
WŽƌŬ ĐŚĂŶŐĞ ŽƌĚĞƌƐ͗ Ăůů ĂŐƌĞĞĚ ƵƉŽŶ ĐŚĂŶŐĞ ŽƌĚĞƌƐ ǁŝƚŚ ƚŚĞ ŝŶƐƵƌĞĚ ŵƵƐƚ ďĞ ƵƉůŽĂĚĞĚ ĂƐ Ă PDF ĚŽĐƵŵĞŶƚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ͘
IĨ ĐŽŶƚƌĂĐƚŽƌ ďĞĐŽŵĞƐ ĂǁĂƌĞ ŽĨ ĂŶǇ ŝƐƐƵĞƐ͕ ĂůůĞŐĂƚŝŽŶƐ͕ Žƌ ĐŽŵƉůĂŝŶƚƐ͕ ǇŽƵ ŵƵƐƚ ĂůĞƌƚ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ŝŵŵĞĚŝĂƚĞůǇ͘  WĞ ǁŝůů ŵĂŬĞ 
ƌĞĂƐŽŶĂďůĞ ĞĨĨŽƌƚƐ ƚŽ ĂƐƐŝƐƚ ǇŽƵ ǁŝƚŚ ƌĞƐŽůǀŝŶŐ ƚŚĞ ŝƐƐƵĞ͘
FĂĐƚƐ ŽĨ ƚŚĞ ůŽƐƐ ŵĂǇ ǁĂƌƌĂŶƚ ĚĞǀŝĂƚŝŽŶƐ ĨƌŽŵ ƚŚĞ ƉƌŽŐƌĂŵ ŐƵŝĚĞůŝŶĞƐ ĂŶĚ ĚĞǀŝĂƚŝŽŶƐ ƐŚŽƵůĚ ďĞ ĚŝƐĐƵƐƐĞĚ ĂŶĚ ĂƉƉƌŽǀĞĚ ďǇ ƚŚĞ ŚĂŶĚůŝŶŐ 

ĂĚũƵƐƚĞƌ͘Aůů ĂĚũƵƐƚĞƌ ĂƉƉƌŽǀĂůƐ ŵƵƐƚ ďĞ ĚŽĐƵŵĞŶƚĞĚ ŝŶ XĂĐƚĂŶĂůǇƐŝƐ ŶŽƚĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ 
ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  

SĞƌǀŝĐĞ PƌŽǀŝĚĞƌ ǁŝůů ŶŽƚ ĚŝƐĐƵƐƐ ƚŚĞ ĚĞĚƵĐƚŝďůĞ Žƌ ĐŽǀĞƌĂŐĞ ǁŝƚŚ ƚŚĞ ŝŶƐƵƌĞĚ ĂŶĚ ǁŝůů ƌĞĨĞƌ ƚŚĞ ŝŶƐƵƌĞĚ ƚŽ ƚŚĞŝƌ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ĨŽƌ 
ŝŶĨŽƌŵĂƚŝŽŶ͘ NŽƚĞ ƚŚĂƚ IŶĚĞƉĞŶĚĞŶƚ AĚũƵƐƚĞƌƐ ĚŽ ŶŽƚ ŚĂǀĞ ƚŚĞ ĂƵƚŚŽƌŝƚǇ ƚŽ ŵĂŬĞ ĂƉƉƌŽǀĂůƐ Žƌ ǀĞƌŝĨǇ ĐŽǀĞƌĂŐĞ͘ PůĞĂƐĞ ĐŽŶƚĂĐƚ ƚŚĞ ƐƚĂĨĨ ĂĚũƵƐƚĞƌ 
Žƌ ĞǆĂŵŝŶĞƌ͘

Aůů ĚŝƌĞĐƚ ƌĞĨĞƌƌĂůƐ ĨŽƌ ƚŚŝƐ ĐůŝĞŶƚ ŵƵƐƚ ďĞ ƌĞƉŽƌƚĞĚ ƚŽ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ͕ ƌĞŐĂƌĚůĞƐƐ ŽĨ ƚŚĞ ƐŽƵƌĐĞ ŽĨ ƚŚĞ ƌĞĨĞƌƌĂů͘  

MANDATORY SERVICE APPROVALS
WĂƚĞƌ MŝƚŝŐĂƚŝŽŶ͗ CŽŶƚĂĐƚ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ŝĨ ĚƌǇŝŶŐ ǁŝůů ĞǆĐĞĞĚ ϯ ĚĂǇƐ Žƌ ĐŽƐƚ ǁŝůů ĞǆĐĞĞĚ Ψϯ͕ϬϬϬ͘ MƵƐƚ ƉƌŽǀŝĚĞ ĞƐƚŝŵĂƚĞĚ ĐŽƐƚ͕ ƌĞĂƐŽŶ ĨŽƌ 
ĞǆƚĞŶĚĞĚ ĚƌǇŝŶŐ ƚŝŵĞͬĞůĞǀĂƚĞĚ ĐŽƐƚ ĂŶĚ ĞƐƚŝŵĂƚĞĚ ƚŝŵĞ ŽĨ ĐŽŵƉůĞƚŝŽŶ͘ DŽĐƵŵĞŶƚ ĂƉƉƌŽǀĂů ŝŶ XĂĐƚĂŶĂůǇƐŝƐ ŶŽƚĞƐ ďĞĨŽƌĞ ĐŽŶƚŝŶƵŝŶŐ ǁŝƚŚ 
ƐĞƌǀŝĐĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  



GENERAL GUIDELINES AND REQUIREMENTS
CSAA INSURANCE EXCHANGE
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Ϯϭ

ϮϮ

Ϯϯ

Ϯϰ

FŝůƚĞƌƐ͗ DŽ ŶŽƚ ĂƉƉůǇ ĨŝůƚĞƌ ĐŚĂƌŐĞƐ ƚŽ ĞƐƚŝŵĂƚĞƐ͘
DĞďƌŝƐ ĚŝƐƉŽƐĂů͗ DŝƐƉŽƐĂů ĐŚĂƌŐĞƐ ƐŚŽƵůĚ ďĞ ďĂƐĞĚ ŽŶ ƚŚĞ ĂŵŽƵŶƚ ŽĨ ĚĞďƌŝƐ ƚŚĂƚ ŝƐ ďĞŝŶŐ ƌĞŵŽǀĞĚ͘  FŽƌ ƐŵĂůů ůŽĂĚƐ͕ ƚŚĞ ƐĂŵĞ ƉŝĐŬƵƉ ĐĂŶ ďĞ ƵƐĞĚ 
ƚŽ ĚŝƐƉŽƐĞ ĚĞďƌŝƐ ĨƌŽŵ ŵƵůƚŝƉůĞ ũŽďƐ͘  PůĞĂƐĞ ƉƌŽƌĂƚĞ ĚŝƐƉŽƐĂů ĐŚĂƌŐĞƐ ĂĐĐŽƌĚŝŶŐůǇ͘  FŽƌ ĞǆĂŵƉůĞ͗ Ϭ͘Ϯϱ͕ Ϭ͘ϱ͕ Žƌ Ϭ͘ϳϱ ƉŝĐŬƵƉ ƚƌƵĐŬ ůŽĂĚ͘

EƐƚŝŵĂƚĞ ůŝŶĞ ŝƚĞŵƐ ŵƵƐƚ ďĞ ƐƵƉƉŽƌƚĞĚ ďǇ ƉŚŽƚŽƐ͘ UƉůŽĂĚĞĚ ƉŚŽƚŽƐ ŵƵƐƚ ďĞ ĐůĞĂƌ ;ŶŽƚ ďůƵƌƌǇͿ ĂŶĚ ůĂďĞůĞĚ͘  MŝƐƐŝŶŐ Žƌ ŝŶĂĚĞƋƵĂƚĞ ƉŚŽƚŽƐ ĐŽƵůĚ 
ƌĞƐƵůƚ ŝŶ ƌĞŵŽǀĂů ŽĨ ĂƉƉůŝĐĂďůĞ ůŝŶĞ ŝƚĞŵƐ ĨƌŽŵ ǇŽƵƌ ĞƐƚŝŵĂƚĞ͘

IICRC ƉƌŽƚŽĐŽů ĂŶĚ ŐƵŝĚĞůŝŶĞƐ͕ ĂƐ ǁĞůů ĂƐ Ăůů ƐƚĂƚĞ ĂŶĚ ůŽĐĂů ůĂǁƐ ƐŚŽƵůĚ ďĞ ĂĚŚĞƌĞĚ ƚŽ͘

AĨƚĞƌ HŽƵƌƐ LĂďŽƌ RĂƚĞƐ͗ ŵĂǇ ŽŶůǇ ďĞ ĂƉƉůŝĞĚ ŝĨ ƚŚĞ ũŽď ŝƐ ƌĞĐĞŝǀĞĚ ĂĨƚĞƌ ϱ͗ϬϬ PM Žƌ ŽŶ Ă ǁĞĞŬĞŶĚͬŵĂũŽƌ ŚŽůŝĚĂǇ ĂŶĚ ƐĞƌǀŝĐĞĚ ďĞĨŽƌĞ ϴ͗ϬϬ AM 
ŽŶ ƚŚĞ ŶĞǆƚ ǁŽƌŬ ĚĂǇ͘  IĨ ƚŚĞ ũŽď ǁĂƐ ƌĞĐĞŝǀĞĚ ĚƵƌŝŶŐ ďƵƐŝŶĞƐƐ ŚŽƵƌƐ ďƵƚ ƐĞƌǀŝĐĞĚ ĂĨƚĞƌ ŚŽƵƌƐ͕ ƚŚĞ ƌĞĂƐŽŶ ŵƵƐƚ ďĞ ƉƌŽǀŝĚĞĚ ĂŶĚ ĂĚũƵƐƚĞƌ ĂƉƉƌŽǀĂů 
ŵƵƐƚ ďĞ ŽďƚĂŝŶĞĚ ĂŶĚ ĚŽĐƵŵĞŶƚĞĚ ŝŶ XĂĐƚAŶĂůǇƐŝƐ ŝŶ ŽƌĚĞƌ ƚŽ ĐŚĂƌŐĞ AĨƚĞƌ HŽƵƌƐ LĂďŽƌ RĂƚĞƐ͘

PůĞĂƐĞ ƌĞĨĞƌ ƚŽ ĂŶĚ ĐŽŵƉůǇ ǁŝƚŚ ƚŚĞ ĂƚƚĂĐŚĞĚ CSAA VĞŶĚŽƌ HĂŶĚďŽŽŬ͘

RĞƉĂŝƌ Žƌ ĐůĞĂŶŝŶŐ ǀƐ͘ ƌĞƉůĂĐĞŵĞŶƚ͗ ŵƵƐƚ ƉƌŽǀŝĚĞĚ ĚĞƚĂŝůĞĚ ĞǆƉůĂŶĂƚŝŽŶ ĨŽƌ ƚŚŽƵŐŚƚ ƉƌŽĐĞƐƐ ĂŶĚ ƌĞĂƐŽŶŝŶŐ ŝĨ ƌĞƉůĂĐĞŵĞŶƚ ŝƐ ŶĞĞĚĞĚ͘

PƌŽũĞĐƚ MĂŶĂŐĞŵĞŶƚͬSƵƉĞƌǀŝƐŽƌ CŽƐƚƐ͘  DŽ ŶŽƚ ĂƉƉůǇ PM ĐŽƐƚƐ ƚŽ ĞƐƚŝŵĂƚĞƐ͘  SƵƉĞƌǀŝƐŽƌ ĐŽƐƚƐ ŵĂǇ ďĞ ĂƉƉůŝĞĚ ƵƉ ƚŽ ϭ ŚŽƵƌ ƉĞƌ ĞŵĞƌŐĞŶĐǇ 
ƐĞƌǀŝĐĞ ĞƐƚŝŵĂƚĞ͘  AŶǇ ĞǆĐĞƉƚŝŽŶƐ ŵƵƐƚ ŽďƚĂŝŶ ĂĚũƵƐƚĞƌ ĂƉƉƌŽǀĂů͘  PůĞĂƐĞ ŝŶĐůƵĚĞ Ă ĚĞƚĂŝůĞĚ Fϵ ŶŽƚĞ ƚŽ ĞǆƉůĂŝŶ ƚŚĞ ŶĞĞĚ ĨŽƌ ƚŚĞ ƐƵƉĞƌǀŝƐŝŽŶ ĐŽƐƚƐ 
ĂŶĚ ŶĂŵĞ ĂŶĚ ĚĂƚĞ ŽĨ ƚŚĞ ĂĚũƵƐƚĞƌ ǁŚŽ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘

LĂďŽƌ MŝŶŝŵƵŵƐ ƐŚŽƵůĚ ŶŽƚ ďĞ ĂƉƉůŝĞĚ ;ŝĨ ĂƉƉůŝĞĚ͕ ƚŚĞƐĞ ǁŽƵůĚ ĂƉƉĞĂƌ ĂƵƚŽŵĂƚŝĐĂůůǇ Ăƚ ƚŚĞ ĞŶĚ ŽĨ ƚŚĞ ĞƐƚŝŵĂƚĞ͘Ϳ

ESTIMATING GUIDELINES

Aůů ĞƐƚŝŵĂƚĞƐ ĂŶĚ ƐƵƉƉŽƌƚŝŶŐ ĚŽĐƵŵĞŶƚĂƚŝŽŶ ǁŝůů ďĞ ƌĞǀŝĞǁĞĚ ďǇ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ͘ AŶǇ ĚĞǀŝĂƚŝŽŶƐ ĨƌŽŵ ƉƌŽŐƌĂŵ ƌĞƋƵŝƌĞŵĞŶƚƐ ƐŚŽƵůĚ ďĞ 
ĚŝƐĐƵƐƐĞĚ ĂŶĚ ĂƉƉƌŽǀĞĚ ďǇ ƚŚĞ ĂĚũƵƐƚĞƌ͕ ĂŶĚ ǁĞůů ĚŽĐƵŵĞŶƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ͘ Aůů ĚĞǀŝĂƚŝŽŶƐ ĂƌĞ ƐƵďũĞĐƚ ƚŽ ĂƉƉƌŽǀĂů ďǇ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ĂŶĚ 
ƚŚĞ ĐůŝĞŶƚ͘ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ƌĞƐĞƌǀĞƐ ƚŚĞ ƌŝŐŚƚ ƚŽ ŵŽĚŝĨǇ ǇŽƵƌ ĞƐƚŝŵĂƚĞ ;ĐŽůůĂďŽƌĂƚĞͿ ŝŶ ŽƌĚĞƌ ƚŽ ĐŽŵƉůǇ ǁŝƚŚ ƚŚĞƐĞ ƌĞƋƵŝƌĞŵĞŶƚƐ͕ ŝŶ ŽƌĚĞƌ 

ƚŽ ƵƉŚŽůĚ ŽƵƌ ĐŽŶƚƌĂĐƚƵĂů ĂŐƌĞĞŵĞŶƚƐ ǁŝƚŚ ƚŚĞ ĐůŝĞŶƚ͘ FĂŝůƵƌĞ ƚŽ ĂĚĞƋƵĂƚĞůǇ ĚŽĐƵŵĞŶƚ Ă ĨŝůĞ ĂŶĚͬŽƌ ĐŽŵƉůǇ ǁŝƚŚ ƌĞƋƵĞƐƚƐ ĨŽƌ ƌĞǀŝƐŝŽŶƐ Žƌ 
ĂĚĚŝƚŝŽŶĂů ĚŽĐƵŵĞŶƚĂƚŝŽŶ ŵĂǇ ƌĞƐƵůƚ ŝŶ ƚĞŵƉŽƌĂƌǇ ƐƵƐƉĞŶƐŝŽŶ Žƌ ƌĞŵŽǀĂů ĨƌŽŵ ƚŚŝƐ ƉƌŽŐƌĂŵ͘

MŝƐƐŝŶŐ ǁĂůůƐ ĂŶĚ ŽƉĞŶŝŶŐƐ ƐŚŽƵůĚ ďĞ ĚĞĚƵĐƚĞĚ ĨŽƌ Ăůů ŽƉĞŶŝŶŐƐ ƚŚĂƚ ĞǆĐĞĞĚ ϯϮ SF͘

EŵĞƌŐĞŶĐǇ SĞƌǀŝĐĞ FĞĞƐ͗  AĨƚĞƌ HŽƵƌƐ ES FĞĞ ŵĂǇ ŽŶůǇ ďĞ ĂƉƉůŝĞĚ ŝĨ ƚŚĞ ũŽď ŝƐ ƌĞĐĞŝǀĞĚ ĂĨƚĞƌ ϱ͗ϬϬ PM Žƌ ŽŶ Ă ǁĞĞŬĞŶĚͬŵĂũŽƌ ŚŽůŝĚĂǇ ĂŶĚ 
ƐĞƌǀŝĐĞĚ ďĞĨŽƌĞ ϴ͗ϬϬ AM ŽŶ ƚŚĞ ŶĞǆƚ ǁŽƌŬ ĚĂǇ͘   DƵƌŝŶŐ BƵƐŝŶĞƐƐ HŽƵƌƐ͗ ĚŽ ŶŽƚ ĂƉƉůǇ͘

CŽŶƚĞŶƚ MĂŶŝƉƵůĂƚŝŽŶ CŚĂƌŐĞƐͬBůŽĐŬ ĂŶĚ ƉĂĚ ĨƵƌŶŝƚƵƌĞ͗ ƐŚŽƵůĚ ďĞ ďŝůůĞĚ Ăƚ XĂĐƚŝŵĂƚĞ ƌŽŽŵ ƐŝǌĞ ŽŶůǇ͕ ŶŽƚ ŚŽƵƌůǇ͘ 

LƵŵƉ SƵŵƐͬǁƌŝƚĞ ŝŶƐ͗ SŚŽƵůĚ ŶŽƚ ďĞ ƵƐĞĚ ƵŶůĞƐƐ ĂŶ ŝƚĞŵŝǌĞĚ ƐƵƉƉŽƌƚŝŶŐ ƐƵďĐŽŶƚƌĂĐƚŽƌ ďŝĚ ŝƐ ƵƉůŽĂĚĞĚ͕ Žƌ Ă ĚĞƚĂŝůĞĚ Fϵ ŶŽƚĞ ƚŽ ĚĞƐĐƌŝďĞ ƚŚĞ 
ƐĞƌǀŝĐĞƐ͘

EƋƵŝƉŵĞŶƚ ĚĞĐŽŶƚĂŵŝŶĂƚŝŽŶ͕ ĂŶƚŝŵŝĐƌŽďŝĂů ĂƉƉůŝĐĂƚŝŽŶ͕ ĂŶĚ Ăŝƌ ƐĐƌƵďďĞƌƐͬŶĞŐĂƚŝǀĞ Ăŝƌ ĐŚĂƌŐĞƐ ƐŚŽƵůĚ ŶŽƚ ďĞ ƵƐĞĚ ŽŶ CĂƚĞŐŽƌǇ ϭ ůŽƐƐĞƐ͘

EƐƚŝŵĂƚĞƐ ŵƵƐƚ ďĞ ǁƌŝƚƚĞŶ ŝŶ XĂĐƚŝŵĂƚĞ ĨŽƌŵĂƚ ĂŶĚ ƌĞƚƵƌŶĞĚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ ǁŝƚŚ ƉŚŽƚŽƐ ĂŶĚ Ăůů ƐƵƉƉŽƌƚŝŶŐ ĚŽĐƵŵĞŶƚĂƚŝŽŶ͘  EƐƚŝŵĂƚĞ ĐŽǀĞƌ 
ƉĂŐĞ ŵƵƐƚ ŝŶĐůƵĚĞ ǇŽƵƌ ĐŽŵƉĂŶǇ ŶĂŵĞ͕ ĂĚĚƌĞƐƐ͕ ƉŚŽŶĞ ŶƵŵďĞƌ͕ ĐŽŵƉĂŶǇ ƚĂǆ ID η͕ ĐůĂŝŵ ŶƵŵďĞƌ͕ ŝŶƐƵƌĞĚ ĂŶĚ ŝŶƐƵƌĂŶĐĞ ĐŽŵƉĂŶǇ ŝŶĨŽƌŵĂƚŝŽŶ͕ 
ĂŶĚ ĞƐƚŝŵĂƚŽƌ ŶĂŵĞ͘ 

FƵĞů SƵƌĐŚĂƌŐĞƐͬTƌƵĐŬ FĞĞƐ͗ DŽ ŶŽƚ ĂƉƉůǇ ĨƵĞů ƐƵƌĐŚĂƌŐĞƐ Žƌ ƐĞƌǀŝĐĞ ƚƌƵĐŬ ĨĞĞƐ ƚŽ ĞƐƚŝŵĂƚĞƐ͘

HEPA ǀĂĐƵƵŵŝŶŐ͗ HEPA ůŝŐŚƚ ƐŚŽƵůĚ ďĞ ƵƐĞĚ ĨŽƌ ŵŽůĚ ĞƐƚŝŵĂƚĞƐ͘  IĨ HEPA ŚĞĂǀǇ ŝƐ ƵƐĞĚ͕ ŝŶĐůƵĚĞ Ă ĚĞƚĂŝůĞĚ Fϵ ŶŽƚĞ ƚŽ ĞǆƉůĂŝŶ ƚŚĞ ƌĞĂƐŽŶ͘

SƵď CŽŶƚƌĂĐƚŽƌ BŝĚƐ͘ IĨ SƵďͲBŝĚ ůŝŶĞ ŝƚĞŵ ŝƐ ƵƐĞĚ ǁŝƚŚŝŶ XĂĐƚŝŵĂƚĞ ĞƐƚŝŵĂƚĞ͕ ĂŶ ŝƚĞŵŝǌĞĚ ĂŶĚ ĚĞƚĂŝůĞĚ ƐƵďͲďŝĚ ŵƵƐƚ ďĞ ƵƉůŽĂĚĞĚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ͘  
AĚũƵƐƚĞƌ ĂƉƉƌŽǀĂů ŝƐ ƌĞƋƵŝƌĞĚ͘ EŵĞƌŐĞŶĐǇ ƐĞƌǀŝĐĞƐ ƐŚŽƵůĚ ŶŽƚ ďĞ ƐƵďͲĐŽŶƚƌĂĐƚĞĚ ŽƵƚ͘  TĞƐƚŝŶŐ ĨĞĞƐͬŝŶǀŽŝĐĞƐ ĚŽ ŶŽƚ ƋƵĂůŝĨǇ ĂƐ Ă ƐƵďͲďŝĚ͘

TĞƐƚŝŶŐͬϯƌĚ ƉĂƌƚǇ ƐĞƌǀŝĐĞƐ͘  IŶǀŽŝĐĞƐ ĨŽƌ ƚĞƐƚŝŶŐ Žƌ ϯƌĚ ƉĂƌƚǇ ƐĞƌǀŝĐĞ ĨĞĞƐ ƐŚŽƵůĚ ďĞ ƵƉůŽĂĚĞĚ ĚŝƌĞĐƚůǇ ŝŶƚŽ XĂĐƚĂŶĂůǇƐŝƐ͘  TŚĞƐĞ ƐŚŽƵůĚ ŶŽƚ ďĞ 
ĞŶƚĞƌĞĚ ŝŶ ƚŚĞ XĂĐƚŝŵĂƚĞ ĞƐƚŝŵĂƚĞ͕ ĂŶĚ ŶŽ OΘP ƐŚŽƵůĚ ďĞ ĂƉƉůŝĞĚ͘ ;IĨ ǇŽƵ ŝŶĐůƵĚĞ ŝŶ ǇŽƵƌ ĞƐƚŝŵĂƚĞ͕ ƚŚĞŶ ƌĞĨĞƌƌĂů ĨĞĞ ǁŝůů ďĞ ĂƉƉůŝĞĚ ƚŽ ƚŚĞ ĐŽƐƚ ŽĨ 
ƚŚĞ ŝŶǀŽŝĐĞ͘Ϳ

EƋƵŝƉŵĞŶƚ ĂŵŽƵŶƚ ĂŶĚ ƐŝǌŝŶŐ͘  DĞŚƵŵŝĚŝĨŝĞƌ ƐŝǌĞ ƵƐĞĚ ŝŶ ĞƐƚŝŵĂƚĞ ŝƐ ĚĞƚĞƌŵŝŶĞĚ ŶŽƚ ďǇ ǁŚĂƚ ŝƐ ƉůĂĐĞĚ͕ ďƵƚ ďǇ ƚŚĞ IICRC ĐĂůĐƵůĂƚŝŽŶ ďĂƐĞĚ ŽŶ 
ƌŽŽŵͬĐŚĂŵďĞƌ ƐŝǌĞ ĂŶĚ CůĂƐƐ ŽĨ ƚŚĞ ůŽƐƐ͘ EƋƵŝƉŵĞŶƚ ŵƵƐƚ ŵĂƚĐŚ ǁŚĂƚ ŝƐ ƌĞĐŽŵŵĞŶĚĞĚ ďǇ ƚŚĞ ĚƌǇŝŶŐ ƐŽĨƚǁĂƌĞ͘
MŽŶŝƚŽƌŝŶŐ ĂŶĚ ƐĞƚƵƉͬƚĂŬĞĚŽǁŶ ĐŚĂƌŐĞƐ͘ MƵƐƚ ďĞ ƌĞĂƐŽŶĂďůĞ ďĂƐĞĚ ŽŶ ƚŚĞ ĂŵŽƵŶƚ ŽĨ ĞƋƵŝƉŵĞŶƚ ƉůĂĐĞĚ͕ ĂŶĚ ƌĞĂĚŝŶŐƐ ĂƌĞ ƌĞƋƵŝƌĞĚ ĨŽƌ ĂŶǇ ĚĂǇ 
ƚŚĂƚ ŵŽŶŝƚŽƌŝŶŐ ŝƐ ĐŚĂƌŐĞĚ͘ NŽ ŵŽƌĞ ƚŚĂŶ Ϯ ŚŽƵƌƐ ĞĂĐŚ ĨŽƌ ĨŝƌƐƚ ĚĂǇ ƐĞƚƵƉͬŵŽŶŝƚŽƌŝŶŐ Žƌ ůĂƐƚ ĚĂǇ ƚĂŬĞĚŽǁŶͬŵŽŶŝƚŽƌŝŶŐ͕ ĂŶĚ ŶŽ ŵŽƌĞ ƚŚĂŶ ϭ 
ŚŽƵƌ ƉĞƌ ĚĂǇ ĨŽƌ ŝŶƚĞƌŝŵ ŵŽŶŝƚŽƌŝŶŐ ŝƐ ĂůůŽǁĞĚ͘  NŽ ƌĞĂĚŝŶŐƐ с ŶŽ ĐŚĂƌŐĞ͘ DĂŝůǇ ŵŽŶŝƚŽƌŝŶŐ ŝƐ ƌĞƋƵŝƌĞĚ MŽŶĚĂǇ Ͳ SĂƚƵƌĚĂǇ͘

HŽƵƌůǇ LĂďŽƌ RĂƚĞƐ͗  ƐŚŽƵůĚ ďĞ ĂǀŽŝĚĞĚ͘ HŽǁĞǀĞƌ͕ ŝĨ ŚŽƵƌůǇ ůĂďŽƌ ŝƐ ŶĞĐĞƐƐĂƌǇ͕ ŝŶĐůƵĚĞ Ă ĚĞƚĂŝůĞĚ Fϵ ŶŽƚĞ ƚŽ ĞǆƉůĂŝŶ ƚŚĞ ďƌĞĂŬĚŽǁŶ ŽĨ ƚŚĞ 
ĐŚĂƌŐĞƐ ĂŶĚ ƌĞĂƐŽŶ ĨŽƌ ƚŚĞ ŚŽƵƌůǇ ůĂďŽƌ͘ NŽ ŵŽƌĞ ƚŚĂŶ Ϯ ŚŽƵƌƐ ŵĂǇ ďĞ ĂĚĚĞĚ ƚŽ ƚŚĞ ĞƐƚŝŵĂƚĞ ǁŝƚŚŽƵƚ ĂĚũƵƐƚĞƌ ĂƉƉƌŽǀĂů͘
XĂĐƚŝŵĂƚĞ PƌŝĐĞ ǀĂƌŝĂƚŝŽŶƐ͗ ƐŚŽƵůĚ ďĞ ĂǀŽŝĚĞĚ͘  HŽǁĞǀĞƌ͕ ŝĨ Ă ƉƌŝĐĞ ĚĞǀŝĂƚŝŽŶͬŽǀĞƌƌŝĚĞ ŝƐ ŶĞĐĞƐƐĂƌǇ͕ ŝŶĐůƵĚĞ Ă ĚĞƚĂŝůĞĚ Fϵ ŶŽƚĞ ƚŽ ĞǆƉůĂŝŶ ƚŚĞ 
ďƌĞĂŬĚŽǁŶ ŽĨ ƚŚĞ ĐŚĂƌŐĞƐ ĂŶĚ ƌĞĂƐŽŶ ĨŽƌ ƚŚĞ ƉƌŝĐĞ ĐŚĂŶŐĞ͘

GĞŶĞƌĂů CůĞĂŶ UƉ͗ DŽ ŶŽƚ ĂƉƉůǇ ƚŽ EŵĞƌŐĞŶĐǇ SĞƌǀŝĐĞ ĞƐƚŝŵĂƚĞƐ͘



GENERAL GUIDELINES AND REQUIREMENTS
CSAA INSURANCE EXCHANGE

OΘP NONͲOΘP
ϭ WĂƚĞƌ MŝƚŝŐĂƚŝŽŶ X
Ϯ MŽůĚ RĞŵĞĚŝĂƚŝŽŶ X
ϯ SƚƌƵĐƚƵƌĂů ĐůĞĂŶŝŶŐ X
ϰ CŽŶƚĞŶƚƐ ĐůĞĂŶŝŶŐ X
ϱ CŽŶƚĞŶƚƐ PĂĐŬ OƵƚ ĂŶĚ PĂĐŬ BĂĐŬ X
ϲ RĞĐŽŶƐƚƌƵĐƚŝŽŶ X
ϳ SƵď BŝĚƐͬSƵď CŽŶƚƌĂĐƚŽƌƐ ;ƌĞƋƵŝƌĞƐ ĂĚũƵƐƚĞƌ ĂƉƉƌŽǀĂůͿ X

ϭ

Ϯ

ϯ
CŽůůĞĐƚŝŽŶƐ͗ CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ĐŽŶƚĂĐƚ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ Ăƚ ůĞĂƐƚ ϯϬ ĚĂǇƐ ƉƌŝŽƌ ƚŽ ĨŝůŝŶŐ ĂŶǇ ůŝĞŶƐ Žƌ ŝŶŝƚŝĂƚŝŶŐ ĂŶǇ ĐŽůůĞĐƚŝŽŶƐ Žƌ ůĞŐĂů 
ĂĐƚŝŽŶ͘

CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ŚĂǀĞ Ă GC ůŝĐĞŶƐĞ ĂŶĚ ƚŚĞ ƐƵďĐŽŶƚƌĂĐƚĞĚ ǁŽƌŬ ŵƵƐƚ ŝŶĐůƵĚĞ ĐŽŽƌĚŝŶĂƚŝŽŶ͕ ƐƵƉĞƌǀŝƐŝŽŶ ĂŶĚ ǁĂƌƌĂŶƚǇ͘  AŶ ŝƚĞŵŝǌĞĚ ƐƵďͲďŝĚ ŵƵƐƚ 
ďĞ ŝŶĐůƵĚĞĚ ǁŝƚŚ ƚŚĞ ĞƐƚŝŵĂƚĞ͘ SŝŵƉůǇ ŝŶŝƚŝĂƚŝŶŐ Ă ƉŚŽŶĞ ĐĂůů ;Ğ͘Ő͗͘ ƐĐŚĞĚƵůŝŶŐ ƚĞƐƚŝŶŐͿ ĚŽĞƐ ŶŽƚ ƋƵĂůŝĨǇ ĨŽƌ OΘP͘

PAYMENT PROTOCOL

IĨ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ŝƐ ŶŽƚ ƉĂŝĚ͕ ƚŚĞ ŝŶƐƵƌĞĚ ǁŝůů ďĞ ƉĂŝĚ ĂŶĚ ĐŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ĐŽůůĞĐƚ ƉĂǇŵĞŶƚ ĨƌŽŵ ƚŚĞ ŝŶƐƵƌĞĚ͕ ĂƐ ǁĞůů ĂƐ ĂŶǇ ĂƉƉůŝĐĂďůĞ 
ĚĞĚƵĐƚŝďůĞ͘  IĨ ĂƉƉůŝĐĂďůĞ͕ MŽƌƚŐĂŐĞ CŽŵƉĂŶǇ ŵĂǇ ĂůƐŽ ďĞ ŝŶĐůƵĚĞĚ ŽŶ ƚŚĞ ĐŚĞĐŬ͘

DŝƌĞĐƚ ƉĂǇŵĞŶƚ ƚŽ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ŵĂǇ ďĞ ŵĂĚĞ ŝĨ Ăůů ƌĞƋƵŝƌĞĚ ĚŽĐƵŵĞŶƚƐ ĂƌĞ ƵƉůŽĂĚĞĚ͘  SRS ǁŝůů ŝŶ ƚƵƌŶ ƉĂǇ ƚŚĞ ĐŽŶƚƌĂĐƚŽƌ͘  

OǀĞƌŚĞĂĚ ĂŶĚ PƌŽĨŝƚ ĐĂŶ ŽŶůǇ ďĞ ĂƉƉůŝĞĚ ƚŽ NŽŶ OΘP IƚĞŵƐ ŝĨ ũƵƐƚŝĨŝĞĚ ĂŶĚ ĂƉƉƌŽǀĞĚ ďǇ ƚŚĞ ĂĚũƵƐƚĞƌ͘  TŚŝƐ ǁŽƵůĚ ŽĐĐƵƌ ŝŶ ƌĂƌĞ ĞǆĐĞƉƚŝŽŶƐ ĚƵĞ ƚŽ 
ĐŽŵƉůĞǆŝƚǇ Žƌ ƐĞǀĞƌŝƚǇ ŽĨ ƚŚĞ ƐĞƌǀŝĐĞƐ ďĞŝŶŐ ƉƌŽǀŝĚĞĚ͘ Aůů ĚĞǀŝĂƚŝŽŶƐ ƚŽ ƉƌŽŐƌĂŵ ŐƵŝĚĞůŝŶĞƐ ĂƌĞ ƐƵďũĞĐƚ ƚŽ ĂƉƉƌŽǀĂů ďǇ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ 

ĂŶĚ ƚŚĞ ĐůŝĞŶƚ͘

OVERHEAD AND PROFIT
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Definitions  

Our Philosophy 
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Our Customers 

AAA Homeowner claims  

Network Referral Program
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Customer Service Recovery 
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Customer Resolution Cycle Time Expectations 

Service Level Expectations 
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Emergency Service Mitigation Guidelines 

CSAA Insurance Group

� Any delays or exceptions relative to the below standards must be documented in the Notes 
Section. 

� All supporting documentation must be uploaded in .PDF format via XactAnalysis. Do not send any 
documents directly to a CSAA Insurance Group (“CSAA IG”) adjuster via Fax, Mail, or Email. 

UPDATE STANDARDS

Jobs in progress require a job status update every 3 days. 

Jobs pending payment require a job status update every 45 days until payment is received. 

SERVICE STANDARDS TIME FRAME PRIORITY

Customer Contacted (Vendor must follow-up with customer
if unable to schedule appointment each day for three days. If
unable to schedule appointment, Vendor must inform
adjuster. Must note XACTANALYSIS and NETWORKS 
ASSIGNMENT MANAGEMENT SYSTEM on each attempt.) 

60 minutes from 
Assignment Received 

Critical 

Emergency Services On Site (Vendor must start job within 2 
hours of inspection if agreed upon with the insured. If 
insured declines services, Vendor must contact adjuster 
immediately and note NETWORKS ASSIGNMENT 
MANAGEMENT SYSTEM and XACTANALYSIS.) 

2 hours from Assignment 
Received 

High 

Enter Start Date 2 hours from 1st Inspection High 

Initial Loss Description (Vendor must provide brief summary
of damages and estimated costs to adjuster via email in
XactAnalysis and NETWORKS ASSIGNMENT 
MANAGEMENT SYSTEM.) 

1 Bus Day from 1st 
Inspection 

Critical 

Enter Job Completion Date 24 Hours from Job 
Completion 

High 

Direction to Pay (May be included as a separate document 
or included on the Work Authorization or Certificate of
Satisfaction.) 

3 Bus Days from Job 
Completion 

High 

Enter Invoice  3 Bus Days from Job 
Completion 

Low 

Estimate Revisions 1 Bus Day from Request High 
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DOCUMENTATION STANDARDS TIME FRAME PRIORITY

Photos - Front Elevation & Source of Loss (Minimum of five 
(5) labeled photos must be uploaded to XactAnalysis (post 
initial inspection). Front Elevation, Risk Address, Source of
Loss and prior to demo. 

1 Bus. Day from 1st 
Inspection 

High 

Photos - Work In Progress (Minimum of five (5) labeled 
photos must be uploaded to XactAnalysis.) 

3 Bus. Days from Job Start High 

Photos-Equipment (Must show all equipment that Vendor
will be billing for) 

3 Bus. Days from Job Start High 

Photos-Moisture meters initial readings 1 Bus. Day from Job Start High 

Work Authorization (Must be uploaded to XactAnalysis) 1 Bus. Day from Job Start Medium 

Photos-Moisture meters final readings 3 Bus. Days from Job 
Completion 

High 

Monitoring Charts (Moisture Mapper or Mica Report) 3 Bus. days from Job 
Completion 

High 

Certificate of Satisfaction (Must be uploaded to
XactAnalysis) 

3 Bus. Days from Job 
Completion 

Low 

MANDATORY SERVICE APPROVALS

Emergency Services exceeds $3,000-Must provide estimated cost and reason. Document and email 
adjuster via XactAnalysis.  

3rd Party Services-Vendor must receive adjuster approval and document in XactAnalysis if 
environmental testing/services are needed, which includes: Asbestos, Lead, Mold. In addition, Dry 
Cleaning, Contents Restoration, Specialty Sub-Contractors, etc.  

Exception: if home and/or materials predate 1980, adjuster pre-approval is not required for 
Asbestos and Lead testing. Simply notify the adjuster via XactAnalysis and proceed with testing. 

Mold Remediation-If mold is found, the Vendor must follow the following protocol: 
(1) IMMEDIATELY STOP work 
(2) CONTAIN the affected area  
(3) SET a dehumidifier to control moisture  
(4) CONTACT CSAA IG immediately for further instructions (no longer than 24 hours). 
(5) ADD “Opening Statement Template” to the notes in XactAnalysis (no longer than 24 hours)
(6) Upload photo’s to document damages ASAP (no longer than 24 hours) 
(7) EMAIL a mold remediation estimate to the Senior Claim Specialist ASAP (no longer than 

24 hours) 
(8) Upload the Mold Remediation estimate to the assignment after the Senior Claim Specialist 

has approved the estimate.  

Time and Material-May only be used when Xactimate does not have a matching, appropriate line 
items to meet the activity that was performed. 

Program Deviations-Vendor must receive approval from the adjuster if the loss warrants deviations
from the program guidelines. Approval must be noted in XACTANALYSIS and the Preferred Network 
Providers File Management System 
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MANDATORY SERVICE APPROVALS

Contents Pack-Out, In / Storage-Vendor must have adjuster approval in writing (email), and 
documented in XactAnalysis. Vendor must submit a pack out/in, storage estimate for approval by the 
CSAA IG Homeowner’s Claims Department for approval, and receive approval from the CSAA IG 
Homeowner’s Claims Department prior to initiating any Pack Out/In and Storage.  

Vendor must provide a copy of all inventory sheets for Contents Pack-Out/In, Storage and the 
insureds signed authorization to provide these services to CSAA IG via XactAnalysis (Uploaded 
as a .PDF document under the documents tab. CSAA IG will not issue payment for these services 
without a copy of these documents.) 

Thermal Imaging-Thermal images & report must be uploaded to XactAnalysis, if applicable. Pre-
approval from adjuster must be documented or the Vendor cannot charge for this item. ($250 MAX) 

Travel Expenses-Vendor may charge for the excess travel time when the loss location is outside
their designated coverage area.  The Vendor may charge FEE DRV for every mile outside of the 
coverage area and LAB LBR for time employees spend driving to the loss location once they reach 
the outskirts of their coverage area. 

Pre-approval by Network must be documented in XactAnalysis. 

Immediate Notifications-Inside Staff or Field Staff must be notified within 24 hours of discovery via 
phone and an XactAnalysis note if:  

(1) Loss involves CAT 3, Mold, Dry Rot, Asbestos and/or Lead Testing Post 1980 home, 
(2) Insured refused service 
(3) Insured is non-responsive over 3 days (upon the 4th day notify CSAA IG) 
(4) Coverage is Questionable  
(5) Known safety hazards (6) Subrogation Potential  
(6) Water damage was caused by a source outside of the property or unit (i.e. ground water, 

water from another unit, etc.)  
(7) Any demolition needed beyond carpet and pad - send note to adjuster via XactAnalysis 

with details and the reason demo will be needed. Vendor should receive written approval 
via XactAnalysis before proceeding with any demo.  

(8) If total job costs will exceed $3000.  

Vendor At-Fault Damages-Vendor must notify the adjuster in the event they cause any damages to 
the property or structure while performing restoration services. 

Specialty Equipment Usage- Vendor must receive approval to use specialty equipment other than 
air movers and LGR dehumidifiers.  

� This would include, but not limited to: desiccant dehumidifiers, inject dry systems, 
rescue mats, hot- thermal fogging machines, etc. 

Air Scrubber / Negative Air Mover Usage - Authorized on Mold Remediation, Lead / Asbestos 
Abatement, CAT 3 Mitigation. Any Exceptions must be pre-approved by the adjuster and documented 
in XactAnalysis.  

� Do Not Apply/Charge for 3rd stage HEPA Filters. 

Customer Complaints-Vendor must notify adjuster immediately if there are any customer 
complaints, accusations against the Vendor or scope disputes. 

CLIENT CONTACT AFTER HOURS/HOLIDAY EMERGENCY CONTACT-After Hours contact: CSAA
IG toll free number 888-335-2722. Request an on call adjuster or supervisor. 
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HAZARDOUS MATERIALS TESTING

Asbestos - pre-test is authorized when the home was built prior to 1980 and/or materials were 
used/installed prior to 1980.  

� Pre-testing is also authorized when local or state regulations require it regardless of the 
age of material.  

� All other testing requires supporting documentation submitted with the billing.  

Lead-Swab or chemical pre-test is authorized when the home was built and/or materials were 
used/installed prior to 1980.  

� All other testing requires pre-approval from Inside or Field Staff.  

Mold-Pre-Testing may only be performed when you have written authorization from the assigned
Senior Claim or Field Specialist.  

Bio-Hazard- may only be performed when you have written authorization from the assigned Inside or 
Field Staff.  

SPECIAL REQUIREMENTS AND PAYMENT PROTOCOL

Repair Estimates – Vendor shall not provide an estimate for repairs directly to an insured unless 
they receive a separate assignment and instructions from CSAA IG to do so. CSAA IG will provide 
approval on all estimates to ensure customers are aware of covered damage and will transmit a copy 
of the approved estimate to the customers. 

Vendors may separately enter into agreements with CSAA IG customers for non-covered work which 
are not subject to this requirement. 

Daily Monitoring-Required for all water losses Mon-Sat. Equipment charges may be reduced by the 
number of days that monitoring is not performed. 

� CSAA IG reserves the right to make adjustments to billing for days where monitoring is not 
performed including Sunday. 

XactAnalysis Account This is an XACTANALYSIS Account - Service Vendors MUST update 
XactAnalysis. (Job in Progress, Document, Estimate, Photo Uploads and Notes) 

IICRC Equipment Guidelines-CSAA IG prefers carpet in place/top down drying vs the carpet floating 
method of drying. However, IICRC Applied Structural Drying guidelines and protocol should always be 
followed. Be sure to document the notes in XactAnalysis with the reasoning for method of drying 
chosen, especially if demo and/or carpet removal is needed.  

Drying Methods-CSAA IG prefers that Vendor attempt in place drying methods when possible. 

� Example: try to detach toe kicks and get air movement under the cabinet to dry the space
under a cabinet, rather than removing cabinetry or drilling holes in the toe kick. Try to dry 
cavities behind showers/tubs and cabinetry, by accessing the walls/ceilings through any 
adjoining rooms rather than removing showers/tubs and cabinetry.  
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Emergency Roof Repairs-Vendor should consider temporary roof repairs over tarping a roof. A tarp 
should only be used in extreme situations like large areas of shingles are blown off, or damage to the 
roof from tree(s) falling & fire where a temporary repair is not possible. Vendor must inform the 
customer that they performed a temporary repair, but a permanent repair is needed and they would 
need to direct any coverage questions to their adjuster.  

� For example if the assignment says to tarp a roof, but the vendor inspects and determines 
that the source of a roof leak is at the eave tie in, a roof valley, or roof penetration Vendor 
should caulk/tar the area rather than placing a tarp over the area  

Emergency Tree Services-The emergency service is to take the tree off of a building structure 
(House, shed, deck, etc.) and place it on the ground in order to protect the building structure from 
additional damages.  

� A separate bid to cut up and haul the debris off of the property should be provided to 
CSAA IG when it is requested. Cutting up and hauling off debris should only be performed 
after CSAA IG authorizes the estimate for these services, and the customer authorizes cut 
up and haul off.  

Deductible and/or Down Payment-Service Vendor will not request a down-payment or collect a 
deductible upfront for emergency services without adjuster approval. 

Coverage and Approvals-Independent Adjusters do not have the authority to make approvals or
verify coverage. Please contact owning adjuster. 

Client Direct Claims-Claims received directly from Client must be submitted to the Network for 
processing. 

� Facts of the loss may warrant deviations from the program guidelines. Deviations should 
be discussed and approved by the handling adjuster. 

MITIGATION OPENING STATEMENT TEMPLATE AND EXAMPLE
The following template must be adopted by vendors providing emergency and mitigation services 

through any partnership with CSAA IG. 

Site was inspected by [Name of person inspecting and the company that they are with] on [Insert Date of 

Inspection] with [Insert Names of all parties that were present] to discuss the damage that occurred to their 

residence. According to the insured the date of discovery was [Insert Date of Loss]. The source/origin of the 

loss was the [Insert source of loss].  

In our professional opinion the loss occurred approximately [Insert duration of loss].  

This loss will take approximately [Insert Number of days] days to mitigate 

ROOM(s) DAMAGED 

[Provide a list of the damaged rooms] 
DESCRIPTION OF DAMAGES 

[Provide a description of the damages which needs to include whether are any secondary damages in the 

home]  
WERE BUILDING MATERIALS REMOVED 

[Provide a list of affected materials] 
EQUIPMENT USED FOR MITIGATION 

[Provide equipment list and count of pieces of equipment placed in the home] 
EVIDENCE RETAINED

[Describe any evidence retained, and current status of where evidence is located] 
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Example: 

Site was inspected by John Smith of ABC Mitigation Services on 5/18/15 with Ms. Karen Phillips to discuss the 
damage that occurred to their residence. According to the insured the date of discovery was 5/18/15. The 

source/origin of the loss was a leak from the patio closet water heater.  

In our professional opinion the loss occurred approximately seven days before our inspection.  

This loss will take approximately 4 days to mitigate/reconstruction. 

ROOM(s) DAMAGED 

Patio Water heater closet, Dining, Living, Laundry 
DESCRIPTION OF DAMAGES 

Drywall, carpet had elevated levels of moisture. Evidence that water went under sheet vinyl. Had to be 

removed to dry materials. Small area of mold growth on drywall.  
WERE BUILDING MATERIALS REMOVED 

Drywall, carpet padding, and sheet vinyl 
EQUIPMENT USED FOR MITIGATION 

Air Movers (9) Dehus (1) NAM (2) 
EVIDENCE RETAINED

Water heater supply line was sent to Stutman Law by Amy Smith of ABC Mitigation Services on 5/20/15. UPS 

Tracking # is 1234 5678 9123 4567 8901 

Subrogation, Salvage and Special Investigations 
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Key Estimate Documentation and Standards 
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Scoping Losses and Writing Estimates 
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� Missing walls, knee walls, door and window openings; 
� Cabinets areas; 
� Multiple material walls; 
� Wainscots; 
� Bathtubs, shower surrounds, and mirrored areas; 
� Kitchen islands and bathroom vanities;  
� Entryways with varying flooring material. 
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Coverages and Building Code Upgrades 
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� FNC MN for minor baseboard repairs, which is more commonly performed by a drywaller doing 

work on the same job; and, 

� ELE MN for detaching and resetting lights due to other trade repairs 
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Contents Manipulation 
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Waste Standards for Vinyl 

Wood Finish (Laminate, Engineered Hardwood, or Solid) 

Waste Standards for Wood Finish 

Mitigation 

Overhead and Profit (O&P) 

Painting 
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Roofing 

1. The size of the roof

2. Reparability and, 

3. The percentage of roof that is damaged. 

Hail Damage Evaluation by Roofing Material

� Hail hits must bruise the asphalt or laminate shingle to be considered damage.  

� A hail bruise is defined as a hail hit causing visible fractures on the bottom of an asphalt shingle.  
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Wind Damage 

� Debris lodged underneath the roofing material 

� Staples or nails pulling through the shingles

� Creasing of the roofing material 

� Seal strip transfer 

� Zipper patterns 

Standard Waste Factors for Roofing 

����

����	
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Common Roof Estimating Errors 

Siding 
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Photographs 

� The front elevation of the residence, including the address, and for exterior losses, the rear and side 

elevations. 

� Damage and cause photos, including room overviews from each corner, and varying levels of zoom to 

clearly understand the location, scale and details of the damage. 

o Delaminated carpet or flooring damage must include clear photographs of the materials 

� Unique, unusual, or high value items should be independently photographed. 

� All photos should be clearly described; the description needs to include the room name and detail the 

damages that the photo represents. 

� If during the inspection there is any concern with the insurability of the risk, photograph the concern and 

all exterior views of the property to support an underwriting referral. 

� Any premium or high grade items. 

� Specific images supporting above and below average condition determinations. 

� Any repair or replacement using a line item exceeding $200.00. 

Special Roofing Photograph Requirements

� Shingle and Pitch gauge measurements 
� Roof material layers and any drip edge 
� For hail, a roofing square (10’x10’) should be tested for each directionally-facing slope 
� Overview photographs showing where any markings which were photographed at a detail level are 

located on the risk roof
� High visibility chalk should be used to highlight any of the following: 

o Hail impacts, including close ups no greater than 18 inches away 
o Wind zipper patterns
o Nail pops or 
o Any other damage found on the inspection which may not be fully evident during review of 

photos. 
� For tile roofs, include clear photos of the dimensions and the back of a misplaced tile that shows the 

manufacturer 

Depreciation  

Depreciation Exemptions
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Policy Requirements

Additional Operating Standards 
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State by State Actual Cash Value Methodologies
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Basic State by State Xactimate Configuration Settings 
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State 
Depreciate 

Material 

Depreciate 

Non-Material 

(Labor) 

Depreciate 

Removal 

Depreciate 

Overhead & 

Profit 

Depreciate 

Sales Tax 

Arizona  Yes Yes Yes Yes Yes

California  Yes No No No Yes
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State 
Depreciate 

Material 

Depreciate 
Non-Material 

(Labor) 

Depreciate 

Removal 

Depreciate 
Overhead & 

Profit 

Depreciate 

Sales Tax 

Colorado  Yes Yes Yes Yes Yes

Connecticut  Yes Yes Yes Yes Yes

Delaware  Yes Yes Yes Yes Yes

Idaho  Yes Yes Yes Yes Yes

Indiana  Yes Yes Yes Yes Yes

Kansas  Yes Yes Yes Yes Yes

Kentucky  Yes No No Yes Yes

Maryland  Yes Yes Yes Yes Yes

Montana  Yes No No Yes Yes

Nevada  Yes Yes Yes Yes Yes

New Jersey  Yes Yes Yes Yes Yes

New York  Yes Yes Yes Yes Yes

Ohio  Yes Yes Yes Yes Yes

Oklahoma  Yes Yes No Yes Yes

Oregon  Yes Yes Yes Yes Yes

Pennsylvania Yes Yes Yes Yes Yes

South Dakota Yes Yes Yes Yes Yes

Utah  Yes Yes Yes Yes Yes

Virginia Yes Yes Yes Yes Yes

Washington 

DC  
Yes Yes Yes Yes Yes 

West Virginia No No No No No

Wyoming  Yes Yes Yes Yes Yes

�

Depreciation settings change for Xactimate estimates 
�
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1. Choose “Preferences” under the “Control Center” tab: 

�
�

2. Change “User:” from your ID to “All Users” 

�
�

3. You will see “System” options be added to the preferences tree list on the left, including “Depreciation 

Defaults”. Select “Depreciation Defaults”:  
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�
�

4. Expand the item and uncheck “Depreciate Non-Material” and “Depreciate Removal”: 

�

�

�

Matching 
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State by State Considerations 

State Matching Type State Matching Type 

Arizona RUA (CSAA) New York RUA (CSAA) 

California RUA New Jersey RUA 

Colorado RUA (CSAA) Ohio All Continuous Material 

Connecticut RUA Oklahoma RUA (CSAA) 

Delaware RUA Oregon RUA (CSAA) 

Idaho RUA (CSAA) Pennsylvania RUA 

Indiana RUA (CSAA) South Dakota RUA (CSAA) 

Iowa RUA Utah RUA 

Kansas RUA (CSAA) Virginia RUA 

Kentucky RUA 
Washington 
DC 

RUA (CSAA) 

Maryland RUA West Virginia RUA (CSAA) 

Nevada RUA (CSAA) Wyoming RUA (CSAA) 

Montana 
“reasonable match with
any existing materials”1

Quality Assurance 

Standards Adherence

1 “Matching Building Materials in the Event of Damage”, Advisory Memorandum dated July 6, 2009, Montana 
Commissioner of Securities & Insurance 
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Adjusting Estimates 

1. Replace any non-CSAA IG letterhead with appropriate CSAA IG letterhead 

2. Update the estimator listed on the estimate with their own information 

3. Amend the opening statement to clearly differentiate the statements of the original author and their own 

amendments and,  

4. Provide a contextual summary of the changes made from the original estimate to the insured. 

Appendices 

State Specific Estimate Requirements 

South Dakota 

Catastrophe Service Standards and Time Requirements for Staff and Independents  
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Inspection Fees 

�

�

�

�

�  
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Payments 
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Requests for Cash Settlement in lieu of Repairs 
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Repair Delays 

 
 
 
 

 
 
 

 

Xactimate Software Configuration 
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Quality Assurance 
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Disaster Preparedness
	����	��������� 
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Handling of Suspicious Claims 
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Water Supply Line (Water Heater, Toilet, Faucet) Procedures 
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Hardwood Floors under carpet  
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Kentucky and South Dakota Structural Estimating Changes, Homeowners 

Estimating Guidelines Update, and 3 Tab 20 Year Composition Shingles 

Clarification 

�

�������	�


�����
������

����������������������

 

 

 

 

���������	�������������



44 | P a g e



45 | P a g e

Workflows 

���������������������������������������������������������������������

  

 !�����

 !����� !������

 !�����

 !�����

������������������������������������������������������������������

 
 !�����

 !�����

 !�����

 �!�����

 

"�#�����������$�

�

%����������&�����$�

'����$�

�

������������

 

 

 

 

 

(�������������������������������������)���(���	������������������������*�����+�'"&+�����!,
�������������������������

�����������������������������������������������������������

�

�


