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1.0 INTRODUCTION 
 
This procedure describes the step-by-step process required to establish a claim against an 
individual or a firm that has damaged West Virginia Division of Highways’ (WVDOH) property or 
equipment. The WVDOH’s policy is to collect the total eligible costs, (direct and indirect), for 
repairs to WVDOH’s property or equipment as a result of damages. Eligible costs include, but are 
not limited to, all associated labor, including payroll additive; equipment rental expenses; 
contractor costs; and materials or supplies expenses. These expenses will not result in a 
reduction of the maintenance or equipment budgets unless collection cannot be made due to the 
actions of the WVDOH. 
 
West Virginia State Code provides a two-year statute of limitations for collection of claims based 
on the accident date. Each claim should be carefully considered, and all necessary information 
provided to the WVDOH’s Legal Division within 15 months of the date of damage. If problems 
arise, contact WVDOH’s Legal Division for resolution. Any deviation from these procedures 
requires District personnel to provide written requests (describing the deviation(s) and the 
reasoning), which must have prior approval by the Director of the Legal Division, the Director of 
the Finance Division, and the West Virginia Department of Transportation (WVDOT) Business 
Manager. 

              

2.0 SCOPE 
 
This policy describes the process of establishing claims against an individual or firm that has 
damaged WVDOH property to WVDOH.  

              

3.0 DEFINITIONS  
 

3.1 Agency: means any authority, bureau, commission, or Division or similar cabinet 
subpart of the WVDOT.  

 
3.2 Agency Head: means the chief executive officer of an agency. 
 
3.3 Damaging Party: means the person who causes damage to WVDOT property. 

 
3.4 District Manager: means the administrative head of the District regardless of 

whether the person is an engineer or another classification.  

 
3.5 Division Director: means the administrative head of a WVDOT Division.  

 
3.6 Employee: means a person who lawfully occupies a position in a DOT agency and 

who is paid a wage or salary and who has not severed the employee-employer 
relationship.  

 
3.7 WVDOH: means the West Virginia Division of Highways.  
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3.8 WVDOT: means the West Virginia Department of Transportation.  

 
3.9 wvOASIS: means the Enterprise Resource System, the statewide computer 

system designed to manage the state’s business functions including Financial 
Management, Procurement, Asset Management, Personnel Administration, 
Payroll, Time Reporting, and Benefits Administration.  

 
3.10 REMIS: means the Remote Entry Management Information System that was 

developed as an in-house system to gather detailed information in the areas of 
payroll, equipment, inventory, accounts payable and accounting. The data is 
accessible for various reports to assist in decision making. Several REMIS 
functions have migrated to other programs as REMIS is phased out. 

              

4.0 INITIAL REPORTING OF DAMAGE 
 
District personnel who discover damages that do not appear to be from natural causes to WVDOH 
property or equipment should immediately contact the proper WVDOH manager or designee. The 
manager will request an investigation be performed immediately.  
 
The individual assigned to perform the investigation will email a Verbal Authorization Form BF-
98C, as fully completed as possible, to the District Comptroller. Under no circumstances should 
more than five (5) calendar days elapse from the time the damage is discovered to the submission 
of Form BF-98C to the District Comptroller. 
 

4.1 A Verbal Authorization Form (BF-98C) is not required if the damage is to WVDOH 

vehicles.  That issue is covered under Section 9.0 of this policy. 
              

5.0  DECISION TO ESTABLISH A CLAIM 
 
As soon as practicable, but no more than five (5) working days after receipt of the BF-98C, the 
District Comptroller will utilize the BF-98C to establish a claim based on the following criteria: 
 

5.1 the cost of repairs is greater than two hundred fifty dollars ($250.00) and the 
responsible party is known; or 

 
5.2 the cost of repairs is greater than seven hundred fifty dollars ($750.00) and the 

responsible party is unknown. 
 

If the responsible party is not identified within six (6) months of the date of the incident, the District 
Comptroller must take action to close the authorization and transfer all expenses to maintenance 
or equipment overhead authorization via Journal Voucher entries. If a claim is not established, 
the District Comptroller shall notify the proper supervisor to expense the repair costs to the 
appropriate maintenance or equipment overhead authorization. 
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6.0  ESTABLISHING A REIMBURSABLE CLAIM AUTHORIZATION 
 
After determining that a claim should be filed, the District Comptroller shall, within five (5) business 
days, email the BF-98C to the WVDOH’s Legal Division’s Claims Section, along with either a 
completed AR-13 or a copy of the West Virginia Uniform Traffic Crash Report pertaining to the 
damage. The Claims Section personnel will assign an authorization number to the BF-98C and 
email the form back to the District Comptroller and send a copy to the Accounts Receivable 
Section of the Finance Division. The Accounts Receivable Section will establish the required CMR 
authorization master. 
 
Upon receipt of the BF-98C with an assigned authorization number, the District Comptroller 
provides the CMR authorization to the proper district and county supervisors for their utilization to 
expense repairs. All payroll, payroll additive, equipment rental, materials, and any other 
productive costs incurred in repairing damage must be expensed to the assigned authorization 
number. 
 
Since there is a two-year statute of limitations on collection of claims, it is imperative that District 
personnel plan the project so that all repairs are completed and the Claims Package (as described 
in Section 5 .0) is submitted to the Legal Division’s Claims Section as soon as possible, but no 
later than 15 months from the date of the incident. The Legal Division’s Claims Section should be 
notified immediately of the following: 
 

6.1 an incident that will require more than two (2) years to resolve the damage, such 
as a bridge being damaged so severely that it must be replaced; and 

 

6.2 all landsides attributed to the actions of an individual or company should be 
reported upon discovery so that evidence may be collected to support the claim. 

              

7.0  CLAIMS PACKAGE 
 

All information described below must be obtained and submitted as part of the Claims Package. 
Some information may be obtained or compiled while work progresses during the repair phase. 
 

7.1 District personnel should utilize the online database “REPORT BEAM” to obtain 
the Crash Data Report (EXHIBIT # A) which provides the needed bill information 
and the details of the incident. Access to “REPORT BEAM” may be obtained by 
contacting the Traffic Engineering Division 304-558-3063. 

 

7.2 If a Crash Data Report is not available, a Report of Motor Vehicle Accident Form 
(AR-13) must be completed in its entirety. (EXHIBIT # B) 

 

7.3 Once the repair work is completed and all charges have been entered into REMIS, 
the District Comptroller (or designee) shall request the CMRNOV10 job available 
in their TSO library. (EXHIBIT # C). This report is designed to automatically 
calculate the 10% administrative fee into all labor, equipment, and materials 
charges. 

 

7.4 The CMRNOV10 report shall be forwarded to the appropriate District personnel, 
and they must complete a Claims Invoice Request Form (BF-38C), providing the 
following information: (EXHIBIT #D) 
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A. Date of the incident; 
 
B. Driver’s Name; 
 
C. Location of the incident (include county, Route, Mile Post, & Nearest City) 

– (example: Kanawha County, Route 119, Mile Post 22, near Elkview); 
 
D. Name and Address of the individual or company to be invoiced; 
 
E. Breakdown by employee’s title/classification of all labor with payroll 

additive; 
 
F. Itemization by type of all equipment utilized (equipment rental); 
 
G. Detailed listing by category of all materials used in making repairs; 
 

H. Contractor repairs should be listed by vendor and include all materials 
utilized for the repair and the cost for each item (must agree to contract 
prices): 

 
1. contract price in effect at the time of repair; and 

 

2. the nomination fee shall be equally divided amongst all sites 
included on the guardrail job order (including any routine 
maintenance sites). 

 
I. Complete the accounting information section based on the detailed 

charges listed above. 
 

7.5 Complete a Revised Verbal Authorization Form BF-98C with any information not 
included in the original submission (example: change “UNKNOWN” to the name of 
the individual or company responsible for the incident). 

 
7.6 Verify that all charges for the claim have been entered and complete the 

Authorization Expenditure Closure Form BF-150. (Exhibit #E)  
 

7.7  Prepare the following required supporting documentation to be utilized by the 
Legal Division’s Claims Section during collection efforts for all claims exceeding 
$1,500.00: 

 
A. Digital photographs of damage prior to repair (if camera available);  
 

B. Guardrail Inspection Sheet (if guardrail is damaged), which details site 
information and materials utilized during the repair (EXHIBIT #F); and 

 

C. Contract Schedule of Prices associated with the claim (EXHIBIT #G). 
 
Once all the required information is obtained, the Claims Package should be forwarded to the 
District Comptroller for final review. District personnel are responsible for ensuring accuracy on 
all forms. A tracking number is then assigned by the District Comptroller and a log maintained of 
those assignments. The forms are sequentially numbered, starting with the organization’s 



Policy: Reimbursable Claims 

WEST VIRGINIA DIVISION OF HIGHWAYS 

Policy No: DOH 2.7 Issue Date: 11/01/2010 Revised: 03/10/2023 Page 5 of 24 

 
identification number (example: 03 for District 3) followed by two (2) digits representing the fiscal 
year (example:  
10 for 2010). The sequential numbering begins with 001 each fiscal year, followed by a “C.” For 
example, the first Reimbursable Claim BF-38C for Fiscal 2010 in District 3 would be numbered 
as: 03-10-001C. 
 
After numbering the Form BF-38C, the District Comptroller will email the entire Claims Package 
to the Legal Division’s Claims Section. The Claims Section will assign a file number to the forms 
and submit the complete package to the Accounts Receivable Section of the Finance Division. 
The Accounts Receivable Section will establish the necessary computer and documentation files 
to begin the billing process, in accordance, with Section VI of this policy. All files shall be created 
and maintained in the joint database accessible by the Finance Division and the Legal Division.  
The Legal Division’s Claims Section is responsible for coordinating all claims activity between 
District personnel and the Finance Division. 

              

8.0 BILLING, NEGOTATION AND SETTLEMENT OF CLAIMS 
 

8.1 Billing 

 
The Accounts Receivable Section of the Finance Division will prepare an Invoice 
within five (5) business days of the verified Claims Package. This invoice is 
generated through the Accounts Receivable Subsystem and when posted will 
update REMIS. The original invoice is mailed to the individual or company shown 
on the Invoice Request Form BF-38C. An electronic file will be maintained in the 
joint database. 

 
8.2 Negotiation and Settlement 
 

Upon contact by the damaging party or damaging party’s agent, the Legal 
Division’s Claims Section will negotiate for reimbursement of a claim. If personnel 
other than those of the Legal Division are contacted, the employee is to refer the 
damaging party or damaging party’s agent to the Legal Division’s Claims Section 
at 304-558-3136.  

 
When District Managers or other management are contacted for information or a 
quote regarding property damage resulting from an accident (such as a bridge), 
the best response is, “The Division of Highways needs to complete an 
investigation before a detailed assessment of the damage can be 
determined.” Then refer them to the Legal Division’s Claims Section for further 
information.  

 
The Legal Division may approve acceptance of payment for any amount that is at 
least 90 percent of the billed total. If the negotiated amount is 75 to 89 percent of 
the billed amount, the Legal Division Director must approve the amount in writing 
before acceptance of a check from the claimant or claimant’s agent. Any payment 
less than 75 percent of the billed amount must be approved in writing, from the 
Legal Division Director and the WVDOT Business Manager, prior to payment 
acceptance and deposit. The Legal Division may negotiate and accept payment 
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plans upon request of the claimant, within the guidelines approved by the WVDOT 
Business Manager.  
 
Receipt of payments is authorized only for personnel of the Accounts Receivable 
Section and the Director of the Finance Division or the Claims Section of the Legal 
Division. Districts are not authorized to produce invoices or collect funds regarding 
claims. 

 
 8.3 Resolving Unpaid Claims 
 

The Legal Division’s Claims Section will send a reminder letter once an invoice is 
90 days past the mailing date of the Claims Package submission date. Claims that 
cannot be collected will be enumerated periodically by the Legal Division and 
forwarded to the Finance Division.  

 
              

9.0 DAMAGE TO WVDOH VEHICLES  
 

West Virginia Code §17C-4-1 states, “Any DOH employee that is involved in an accident resulting 
in injury or death of any person or total property damage to an apparent extent of $500 or more 
shall immediately by the quickest means of communication, whether oral or written, give notice of 
such accident to the local police department if such accident occurs within a municipality, 
otherwise to the office of the county sheriff or the nearest office of the West Virginia State Police.” 
 
An employee operating a WVDOH vehicle and/or equipment that becomes damaged or is 
involved in an accident shall complete an Accident Report Form AR-13 within three (3) business 
days. If there are injuries to the operator and he/she is unable to complete the detailed information 
as required, the responsibility is transferred to the employee/operator’s immediate supervisor. 
The completed AR-13 Form must be emailed within three (3) working days from the date of the 
accident to the District Equipment Supervisor of the district in which the accident occurred. 
 
Within one (1) working day from the date of receipt of the AR-13 Form, the District Equipment 
Supervisor will be responsible for emailing the AR-13 Form with a cost estimate for repairs, to the 
following parties: Director of the Equipment Division, Buckhannon; District Comptroller; Legal 
Division’s Claims Section; District Safety Specialist; and the originating organization. If the District 
Equipment Supervisor is unable to meet the required timeframe, he/she shall designate an 
individual to check the AR-13 Form for accuracy and execute a repair estimate. 
 

9.1 Damages Less Than $1,000 
 

Vehicles having estimated damages less than $1,000 should be repaired in a 
WVDOH’s equipment repair shop. Follow the standard procedures for a 
Reimbursable Claim, beginning with the transmission of a Form AR-13 and the 
cost estimate to the District Comptroller. This will assure the correct billing of 
damages to the responsible party. 

 
9.2 Damages Exceeding $1,000  

 
The WVDOH will not negotiate with, nor accept payment from, the responsible 
parties’ insurance company for damages above $1,000 to a WVDOH vehicle.  
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If the damages are more than $1,000 the Equipment Supervisor will email the AR-
13 Form to the Legal Division’s Claims Section and the District Comptroller, and 
the cost estimate to the insurance carrier. The Equipment Supervisor also will 
notify the Claims Section of the location of the damaged vehicle and the vendor 
selected to make the repairs. The Equipment Supervisor will maintain a list of body 
shops in his/her area that are acceptable to WVDOH’s insurance carrier. The 
Supervisor will distribute the vehicle/equipment repair work as evenly as possible 
to all qualified vendors.  
 
The Claims Section will forward all information received from the Equipment 
Supervisor to WVDOH’s insurance carrier via email. The insurance carrier will 
send an appraiser to estimate the damages to the vehicle. The appraiser will 
submit the estimate to the selected vendor and receive a commitment for the 
repairs in the amount of the estimate.  
 
Upon confirmation, and notification from the District Equipment Supervisor (or 
designee), via email, that the vehicle has been repaired in an acceptable manner, 
the insurance carrier will issue a check for the appropriate amount payable to the 
vendor. The District Equipment Supervisor will retain a copy of the email 
notification to the insurance carrier in the district file. 

 
9.3 Vehicles Appraised as Totaled 

 
If the insurance carrier appraises the vehicle as “totaled,” the carrier will issue a 
check in the amount of the appraised value of the vehicle, payable to the WVDOT, 
and send it to WVDOH’s Legal Division’s Claims Section. The Claims Section, 
upon receipt, will send the insurance check to the Finance Division. The transmittal 
for this check must note the specific E.D. number assigned to the vehicle. The 
Accounts Receivable Section of Finance Division will credit the necessary amount 
and make the deposit.  

 
The WVDOH Equipment Division also must be advised of “totaled” vehicles. This 
is important to maintain the fleet inventory accuracy as well as proper disposition 
of any totaled vehicles.  

 
A. Any decision to repair and reactivate a “totaled” vehicle must be authorized 

by the WVDOH Equipment Division. The Equipment Division must review 
each situation to determine if such an action is economically feasible and 
whether the vehicle will be safe to operate after repair. 

              

10.0 EXHIBITS 

 
10.1 EXHIBIT A - Crash Data Report 
 
10.2 EXHIBIT B - Form AR-13; Report of Motor Vehicle Accident  
 
10.3 EXHIBIT C - Payroll Charges – REMIS TSO Report CMRNOV10 
 
10.4 EXHIBIT D - Form BF-38C; Claims Invoice Request 
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10.5 EXHIBIT E - Form BF-150; Project Completion Authorization Notification  
 
10.6 EXHIBIT F- Guardrail Inspection Sheet 
 
10.7 EXHIBIT G – Contract Schedule of Prices  
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EXHIBIT A – CRASH DATA REPORT 
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EXHIBIT B – FORM AR-13 REPORT OF MOTOR VEHICLE ACCIDENT  
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EXHIBIT C – PAYROLL CHARGES 
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EXHIBIT D - FORM BF-38C; CLAIMS INVOICE REQUEST FORM  
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EXHIBIT E - FORM BF-150; PROJECT COMPLETION AUTHORIZATION NOTIFICATION  
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EXHIBIT F- GUARDRAIL INSPECTION SHEET 
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EXHIBIT G – CONTRACT SCHEDULE OF PRICES 
 

 
              

11.0 RELEVANT MATERIALS/DOCUMENTS 
 

11.1 Crash Report Data 
 
11.2 Form AR-13; Report of Motor Vehicle Accident 
 
11.3 Payroll Charges 
 
11.4 Form BF-38C; Claims Invoice Request 
 
11.5 Form BF-98C; Verbal Authorization 
 
11.5 Form BF-150; Financial End Date Adjustment and Project Completion 
 
11.6 Guardrail Inspection Sheet 
 
11.7 Contract Schedule Prices 
 
11.8 West Virginia Code §17C-4-6;Traffic Regulations and Laws of The Road 

 
https://transportation.wv.gov/employees/Pages/DOHForms.aspx 

https://drive.google.com/file/d/1xqph2U78bFmeEE1suJzaEshVUlB8kWFP/view
https://www.google.com/url?client=internal-element-cse&cx=007317577438028001491:qegzy4_qlvm&q=https://transportation.wv.gov/employees/DOHForms/BF-98C.doc&sa=U&ved=2ahUKEwiv-s_GsMD9AhV8FVkFHVq-BIUQFnoECAQQAQ&usg=AOvVaw22KZShKZF3mQlaB30rWbXh
https://docs.google.com/document/d/13N-xzqTL-o_MwJPwwG7vVfEYssQxnhkN/edit?usp=sharing&ouid=113571849284650360076&rtpof=true&sd=true
https://transportation.wv.gov/employees/Pages/DOHForms.aspx
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https://transportation.wv.gov/employees/Pages/DOTForms.aspx 
http://code.wvlegislature.gov/17C-4-6/ 
              

12.0 CHANGE LOG 

 
March 10, 2023 –  

 

• Reformatted policy. 

• Incorporated changes from Legal and Finance Divisions 
  
  

https://transportation.wv.gov/employees/Pages/DOTForms.aspx
http://code.wvlegislature.gov/17C-4-6/
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Effective Date of Policy: 03/10/2023

Approved by:

Jirmny D. Wriston, P.E. 
Secretary of 
Transportation 
Commissioner of 
Highways

Date ~

*The Secretary of the West Virginia Department of Transportation or the Commissioner of 
Highways may, pursuant to the authority vested with the Secretary and Commissioner in W. Va. 
Code §5F-2-2, §17-2A-1 et seq., and §17-2-1 et seq., waive the requirements of this policy if the 
circumstances, in the Secretary or Commissioner's sole discretion, warrant such action.


