INVESTIGATION CHECKLIST
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DT2044     2003

This checklist is to be used as a guideline only, to assist you in gathering potential evidence and documentation that may be requested in the defense of a claim against a negligent state employee. Each claim is unique and may require additional information not listed on this checklist. Information gathering should begin as soon as you determine that a significant event may result in the filing of a claim.

IMPORTANT:  Information gathered using this checklist may be considered confidential attorney-client communication.  Risk Management should be contacted before releasing any information.

	ITEM
	DESCRIPTION

	
	

	Accident Report
	Available
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	

	Witness Statements
	Available
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	

	Photos/Videos
	Photos of accident location and/or roadway or other contributory factors leading up to the accident scene

	
	

	Measurements/Boundaries
	Measurements of stopping distances, sign placements, right of ways, construction boundaries, etc. 

	
	

	Log/Diary Entries
	Log/diary entries containing information related significant project events

	
	

	Contracts
	Contractual information describing the responsibilities of the parties involved

	
	

	Contractor Information
	Name, address and telephone numbers of prime contractors and subcontractors

	
	

	Specifications
	If construction related claim, specifications of contract

	
	

	Inspection Reports
	Reports of any inspections performed by DOT or other agencies

	
	

	Maps/Drawings
	Maps and/or drawings of accident scenes, construction sites, private land, intersections, etc.

	
	

	Plan Sheets
	Plan sheets from construction plans, showing the area of the claim

	
	

	Weather Reports/Records
	Weather reports and/or weather service records of the incident dates and dates prior to the incident, if necessary

	
	

	E-mail Records
	Any relevant e-mail records that document evidence of event in alleged claim

	
	

	Maintenance Records
	Records of maintenance of roadway, DOT equipment, construction maintenance, etc.

	
	

	Public Meeting Records
	Attendance and discussion records of public meetings to discuss construction projects

	
	

	Newspaper Articles
	Newspaper articles describing problem intersections/roads, construction, flooding or other events related to claims

	
	

	Press Releases
	Press releases related to DOT activities that may or have resulted in claims

	
	

	Telephone Logs
	Telephone logs of contacts with claimants or individuals requesting information about DOT/contractor activities

	
	

	Purchase Orders
	Purchase order records for items related to DOT activities


