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	State HRO E-Mail Announcement

	August 02, 2010
	Number 10-05

	
	State Employees Only
State Vehicle Maintenance
Please remember to contact Mike Tapia prior to scheduling or actually having any maintenance completed on DEMA State Vehicles. 
***

AZDEMA Windshield replacement process (By the numbers)

Note: this is for DEMA State owned vehicles only, not ADOA leased vehicles. 

1. Broken Windshield, complete Automobile Loss Report (State all the facts of what caused the windshield to break).

2.  Notify DEMA HRO/Risk Management (Mike Tapia 602-629-4285), simultaneously send completed Auto Loss Report via e-mail: mike.tapia@azdema.gov or FAX 602-267-2954.

3. After DEMA HR/Risk MGMT receives your Automobile Loss Report it is forwarded to the Arizona Department of Administration (ADOA).

4. ADOA documents the report and enters in into their web-based program called “Web Envision”, after it is entered a purchase order tracking number is issued and sent to AZDEMA.

5. AZDEMA HR/Risk MGMT receives the purchase order number and passes that number to your organization along with instructions to call Safelite Auto Glass (480-375-4902 for the windshield repair (DEMA Acct # 377985).

6. Your organization contacts Safelite Auto Glass and gives them your damaged vehicles Vehicle Identification Number (VIN) this allows Safelite to order and have the right windshield for your replacement.

7. After your work is completed to your satisfaction give the Safelite worker the purchase order number and receive the bill for services from them.

8. Forward the bill to DEMA HR/Risk Assessment (SEE #2 for contact number) , DEMA HR/Risk MGMT  forwards the bill to ADOA claim adjusters.

9. Windshield repair bill from Safelite is paid directly to Safelite from ADOA.
***

For Additional Risk Management Assistance:

Please contact:

Mike Tapia at 602-267-4285 Mike.Tapia@azdema.gov
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