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Personal Property Primer

This primer is not for everyone. It is for those clients who are anxious to participate early 
and expressively in their recovery. Feel free to read it, use it, or throw it away. Regardless, 
we can assure you the best recovery possible. You decide the level of support we provide 
during this process. We can work side-byside with you through each and every detailed 
step. Or . . . if you want to get started today . . . get a pencil and read on. 
 
This booklet is to help you help us in evaluating your personal property loss. It can save you 
time trying to determine what you have lost.

If at any time you have a question about how we are developing your inventory or any 
questions about the adjustment, call or email your adjuster!  

You have just had a major loss! 

And most likely this might be your first experience with an insurance company. This booklet 
has been designed to help you help us with your claim. To present your claim, your policy 
provides that you must do certain things. One of these is to list the damaged or destroyed 
property. Our job is to make this process as easy as possible for you.

In this package, you will find: 

 • First Steps/Small Goals Task Sheet
 • Useful Information in Preparing Your Inventory!
  ▪ Where to Begin on Total Loss Or Out of Sight Items?
  ▪ Areas of Caution!
 • For Out of Sight Losses
 • Sample Page of Available Templates
 • Sample Diagram
 • What To Do After You Have Replaced An Item On Your Inventory
 • Personal Information
 • Store Reference Sheets

Taking the First Steps in Contents Recovery
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Please answer the questions on the perforated sheets that are at the end of this booklet 
labeled “Personal Information and Store Reference Sheets” to the best of your ability; 
detach and return them to your inventory specialist. If your inventory specialist has 
given you any templates to complete, indicate, to the best of your ability, the number of 
each item that you had. If you did not have a certain item, simply leave it blank. Do not 
worry about cost, as we will handle that. However, it is very important that you do give 
an  stimated age in the appropriate column of each sheet. We understand you may not 
remember the exact month or even the year of purchase. Try to recall to the best of your 
ability the approximate age. If you can only recall a range (i.e. 3 to 4 years age or between 
1985 and 1987) then put down the range. 

These are basic sheets we will build upon during our sit down meetings that will give us 
strong building blocks. The majority of the rooms in your home will be reconstructed 
together. By filling out these sheets and getting started on your small goals, we can have a 
solid head start. 

Useful Information in Preparing Your Inventory

Where to Begin on Total Loss or Out of Sight Items 

While we can do most of the evaluation work on out of sight items, we must rely on you to 
provide the basic information. Although this looks like an insurmountable project, it isn’t. 

Make a list one room at a time. Try to visualize each wall, what was on it or against it. A 
sketch will sometimes help and we have provided a sample for you. Then visualize each 
item on the wall. What was on or in it? If there were drawers in an item, visualize each 
drawer and its contents. When done with one item, move to
the next. 

Although everything must be listed, it is okay to lump certain items together, i.e. 

 1.   undergarments
 2.   clothing of similar type
 3.   linens
 4.   kitchen utensils of similar type
 5.   books by paperback, hardcover, decorator books, classics
 6.   records, CD’s, VHS or VCR
 7.   toys and games

First Steps / Small Goals
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Any single item in any category that is expensive should be listed separately.  
 
A good rule of thumb is that items worth more than $25.00 should be listed separately. 
Always be sure to list quantities if you lump items together.

Personal Property Primer

Areas of Caution!

Insurance companies will look for “Red Flags” on an inventory. It is not that they shouldn’t 
exist; it is important that they can be explained. 

1. A large total value of purchases in a given year. Your insurance company may ask for 
financial records to support the disposable income to make these purchases. This is 
sometimes an error because you are not careful in determining the age of the items. 
(i.e. too many items in one year) When our inventory is done we will provide you a list of 
purchases by year to be sure those ages are accurate. 

2. Major purchases in a given year. Again the same evaluation as above will be conducted. 

3. Unusual or possibly overvalued items. This can be a result of not accurately remembering 
the original cost or by using another item of similar type that may have a higher value than 
yours (i.e. you owned an average Hewlett Packard computer and used the price of a high  
and Sony VAIO as its value). Just remember to be as accurate as possible. Or maybe your 
house contains middle of the road electronic equipment and you inadvertently use the 
price of a state of the art Bang & Olufsen Home Theater Receiver for $8,000 thinking it was 
similar. The insurance company will most likely ask for the original purchase receipt or a 
duplicate, cancelled check or other verifiable support for this item. If the listing is accurate 
there will be no problem. 

4. Large quantities of individual items. If your out of sight loss contained any unusual 
amount of one type of item; (i.e. 5,000 CDs) your insurance company will scrutinize these 
items closely and may look for specific verification of purchases.  
 
Remember: Be as accurate as possible on the quantity, age and cost as you can. If you 
purchased something for a small amount of money and the replacement amount is large, 
be sure to identify that item so we can explain the cost. If your policy has replacement cost 
you are entitled to the new cost even if you purchased the item used or it was a gift.
 
And finally if you have any questions, which we’re sure you will, call us! We’re there to help!
 
Always remember: no item is insignificant!
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Personal Property Primer

For Out Of Sight Losses

We have developed various templates which list numerous different types of property that 
may be in a specific room. These templates are very helpful in recreating the contents of 
these out of sight room losses. Please discuss this with your Inventory Specialist and she 
will provide you the templates you need and explain how they are used. (see sample
Kitchen Template)

 
The Greenspan Co./Adjusters International    ●     greenspan-ai.com      ●       800.248.3888                              - 4 - 

 

FOR OUT OF SIGHT LOSSES 

We have developed various templates which list numerous different 
types of property that may be in a specific room. These templates are 
very helpful in recreating the contents of these out of sight room losses. 
Please discuss this with your Inventory Specialist and she will provide 
you the templates you need and explain how they are used. (see sample 
Kitchen Template) 

DATE TEMPLATE ISSUED RETURNED

 Kitchen    
 Holiday Decorations   
 Men’s Clothing   
 Women’s Clothing   
 Boy’s Clothing   
 Girl’s Clothing   
 Memory Book   
 Garage/Tools   

Personal Care Items 

Should you have any questions, please contact your Greenspan 
Adjuster or Inventory Specialist. 
 
 
 
 

Should you have any questions, please contact your Adjuster or Inventory Specialist.
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As you know, with your assistance, we will complete a detailed inventory of your loss. This 
will be sent to your insurance carrier with values for the Actual Cash Value (used value) 
and the Replacement Cost Value (new value). Their payment will typically be based on the 
Actual Cash Value. To collect the Replacement Cost Value you have to replace the items. 
The difference between the Replacement Cost and the Actual Cash Value is known as the 
holdback amount or the FRC (Full Replacement Cost) holdback. You can collect up to the 
agreed Replacement Cost of the item as listed on the inventory. We will spend considerable 
time with you and our sources to determine the best Replacement Cost Value. However, 
if you find that the value on the inventory is significantly higher when you go to replace it 
please let us know and we will attempt to revise the amounts with the carrier.

To collect the holdback amount you need to prove that you have replaced the item. Most 
carriers require you to present a paid receipt to collect this amount.We have found that 
the best way to do this is for you to place the number of the item on the inventory on the 
receipt. As an example we have included (see attached) a sample inventory with items 
replaced to assist you. In this example more than one item was replaced with one purchase. 
The number of the item was placed next to the cost on the invoice. In this example, books 
were purchased at Borders. In the inventory there were two areas for books; one in the 
kitchen (Cookbooks item #1448) and the other in the children’s bedroom. (Children’s books 
item #145) After the item was identified on the invoice it was given to us and we added it 
to the original inventory and submitted a claim for the difference between the ACV ($1.94 
per book) and the replacement value originally agreed to ($19.40) Note in this example only 
two books were claimed but 45 lost. The insured is still replacing items and will be making 
claim for more cookbooks as she replaces them. In the other example attached, a video
camera, bag and tripod were all purchased at one time. They correspond to item numbers 
on the inventory as #100, #104 & #110. The replacement was a Sony video camera, owever, 
on the inventory the lost camera was Item #100 a Panasonic camera and still qualifies. The 
replacement does not have to be the exact model, make or style but simply of like kind. (ie. 
a camera for a camera)

To facilitate presenting this holdback claim to the carrier we suggest that you use an 
accordion folder with slots in it that we can supply you. Number the slots from 1-100; 101-
200; 201-300 etc. Then when you get the receipt, number it and place it in the appropriate 
slot. Then mark the inventory item off on your copy of the inventory. If there are multiple 
items included in one inventory number (ie. #132 – 24 men’s shirts) mark off the number 
replaced. You will have more than one receipt with the #132 on it.

What To Do After You Have Replaced An Item On Your
Inventory
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Most carriers require you to replace a like kind item for a like kind item. As in the example 
above the replacement was a Sony video camera for the Panasonic video camera. While it 
may have cost more; the amount that the carrier would pay would be the agreed cost of 
a Panasonic video camera. Most carriers would also agree to allow you to purchase a big 
screen TV for a small screen TV; again limiting your replacement collection amount to the 
cost of the small screen TV. You can also do the reverse by replacing a big screen TV with a 
small screen TV, however in this case the most they will pay will be the lesser of the Actual
Cash Value or the amount you spend. In this example there would probably be no payment 
since the Actual Cash Value of the big screen is most likely more than the Replacement Cost 
of the small screen. Some carriers will not allow you to group two or three TV’s together to 
get to the cost of the big screen. If you plan on doing this we will need to check with your 
carrier. Also most carriers will not allow you to replace a couch for a TV. As a rule of thumb 
you can replace items of similar use with those of similar use. If you have any questions in 
this area, please call us.

Keep in mind that the above represents the position taken by most carriers. Every carrier 
is different, some being more liberal than others in the application of policy requirements. 
The above commentary reflects the most restrictive interpretation. Be sure to confer with 
your adjuster regarding the specific requirements of your insurance carrier. 

We suggest that we submit periodic replacement claims, usually every few months or when 
the amount of the holdback claim is significant. We look forward to working with you to the 
conclusion of your replacement cost claim. Again if you have any questions please call.
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PERSONAL 
INFORMATION    
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340 E 1st Avenue, #300  
Broomfield, CO 80020
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Please complete, detach and return to your inventory specialist

In order to help us help you it is beneficial to know a bit about you and your family. While 
we price your claim, the more we know about you allows us to better obtain the prices that
reflect the values of the items lost. It is also very helpful in the area of depreciation. The
insurance company is going to pay you the used value of the item lost until you replace it.
You will then collect the “agreed” replacement value. Depreciation is very dependent on 
how you acquire, use and maintain your personal property. Please take the time to answer 
this questionnaire to the best of your ability. If a question does not apply, just mark N/A 
over the number. If you have any questions call your Greenspan Adjuster or Inventory 
Specialist.  
 
 OK? Ready, Go: 

     1.  How big is your household? 

 Adults:
 Name _____________________________ Age ________ Male [  ] Female [  ]
 Name _____________________________ Age ________ Male [  ] Female [  ]
 Name _____________________________ Age ________ Male [  ] Female [  ]
 Name _____________________________ Age ________ Male [  ] Female [  ]
 Children:
 Name _____________________________ Age ________ Male [  ] Female [  ]
 Name _____________________________ Age ________ Male [  ] Female [  ]
 Name _____________________________ Age ________ Male [  ] Female [  ]
 Name _____________________________ Age ________ Male [  ] Female [  ]
 Name _____________________________ Age ________ Male [  ] Female [  ]
 Pets:
 Dogs: # ______ Cats # _____ Birds # _____ Other __________________
  
     2.  Do you have grandchildren that visit you regularly or that may have items they   
 would use in your home? Y [  ] N [  ]
 
     3.  Do any members of your family live elsewhere and have property at your home?
 Y [  ] N [  ] If yes, how many? _______
 
     4.  What hobbies or interests do you and your family have?
 ____________________________________________________________________ 
 ____________________________________________________________________ 
 ______ ______________________________________________________________
 
     5.  Has your lifestyle change recently?
 Retired Y [  ] N [  ] When? _______________________________________________
 Occupation? _________________________________________________________
 Children left the nest Y [  ] N [  ] When? ____________________________________
 One spouse just returned to work Y [  ] N [  ] When? __________________________
 Changed occupation Y [  ] N [  ] When?_____________________________________
 Changed from what to what? ____________________________________________

Personal information



Page | 27
888.321.5200    
info@ai-mbc.com  |  www.ai-mbc.com   

 Any other changes? ____________________________________________________
 
   6.  Do you consider yourself/spouse a trendy/style conscious person or are you more
 comfortable in more traditional/conservative styles?
 You Y [  ] N [  ] Your Spouse Y [  ] N [  ]
 
   7.  On an average how often do you shop for clothes?
 Business/Work Clothes [  ] weekly [  ] monthly [  ] every other month
 [  ] semi yearly [  ] yearly 
 Casual [  ] weekly [  ] monthly [  ] every other month [  ] semi yearly [  ] yearly Sport/ 
 Exercise [  ] weekly [  ] monthly [  ] every other month [  ] semi yearly [  ] yearly   
 Evening Wear [  ] weekly [  ] monthly [  ] every other month [  ] semi yearly [  ] yearly
   8.  Do you have any unique collections (i.e. porcelain dolls, sports cards, salt & pepper
 shakers)?
 [  ] No [  ] Yes, what are they?_____________________________________________
 ____________________________________________________________________ 

   9.  Did you salvage any photographs of your home or belongings? Or do you have any
 family/friends living at a different location who may have photos taken inside   
 your home during get-togethers, special occasions or holidays? If so please   
 take a moment to call family or friends and ask them to send copies of those  
 photos to you. Not only will this help you recover some special moments, but the  
 photos will serve as a memory guide when we sit down together to reconstruct your  
 contents.
 [  ] Yes, I have photos [  ] No, I do not have photos
 [  ] Yes, friends have photos [  ] No, friends do not have photos 

   10.  Have you worked with an interior decorator at any point in furnishing your home?  
 If so, please provide the name(s) and phone number(s). 
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________
 
   11.  Have you had any custom work done for personal property, such as curtains,   
 valances, bedspreads, couch covers, custom furniture built? If so, please provide 
  the name(s) and phone number(s) of the individuals who did the work. (You may   
 use the reverse side if additional space is required.)
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________
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   12.  Have you made any major purchases in the last two years? Appliances? Furniture?
 Artwork? If so, please list the item(s) and the store(s) where the items were   
 purchased in the space below. If you did make any purchases, are the original   
 invoices or warranty cards available? (You may use the reverse side if additional   
 space is required.)
 __________________________________________________________________ 
 __________________________________________________________________
 __________________________________________________________________ 

   13.  Do you normally purchase your personal belongings with cash, check or credit card? 
  It is important for us to be able to show a certain amount of backup when 
 submitting your personal property list. If you purchase most of your personal   
 property via credit card, please select those cards you utilize for that purpose and  
 contact the credit card companies directly. Explain you had a fire and need to obtain  
 two years worth of copies for insurance purposes. If you purchase primarily through  
 checking, please follow the above steps in obtaining back bank statements. If you  
 purchase primarily through cash, please indicate as many recent large purchases   
 and the stores where purchases were made as you can recall in the space below.   
 Only obtain copies of statements if they are going to show purchases over the last  
 two years. If you have not purchased anything for your home in that period of  
 time, you can forego this step. (You may use the reverse side if additional space is  
 required.)
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________ 

   14.  Do you own any artwork, antiques, statuary, rugs or similar fine arts items of  
 significant value? That is, any individual piece worth over $1,000.00? Is this item   
 scheduled? If so, please obtain a copy of your schedule. If not, please list below   
 when you purchased the item and at what gallery. Please note where that gallery is  
 located and what you originally paid. Please note type of art, size and artist as best  
 you can remember. (Youmay use the reverse side if additional space is required.)   
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________
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   15.  Do you own any jewelry of significant value? That is, any individual piece of jewelry
 worth over $1,000.00? Is this item scheduled? If so, please obtain a copy of your
 schedule. If not, please list the pieces of jewelry with as much information as  
 possible and list the jewelry store where it was purchased. If you have a particular  
 jeweler that you deal with regularly, please list their name and phone number   
 below. (You may use the reverse side if additional space is required.) 
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________ 
 ____________________________________________________________________ 
 
   16.  Do you own any gold or silverware of significant value? That is, any individual piece  
 or set worth over $1,000.00? Is this item scheduled? If so, please obtain a copy of  
 your schedule. If not, please list the pieces with as much information as possible and  
 list the store where it was purchased. If you have a particular store that you deal   
 with regularly, please list their name and phone number below. (You may use the  
 reverse side if additional space is required.)  
 ____________________________________________________________________
 ____________________________________________________________________ 
 ____________________________________________________________________
 ____________________________________________________________________ 

   17.  Do you have any heirlooms or do you have inherited antiques or vintage furniture or
 valued items from your family? Please list those items. (You may use the reverse   
 side if additional space is required.)
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________ 

   18.  To the best of your ability, please list the various rooms in your home. We will be
 reconstructing your contents room by room and it will be helpful to have an idea of  
 how your home was laid out. If you have a blueprint or a floor plan, a copy would be  
 very helpful. Put this on a blank piece of paper or just list the name of your rooms.
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________
 ____________________________________________________________________
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______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ ____
__________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
Name: ____________________________________________________
Date: _______________________

 
Complete, Remove & Return to your adjuster
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Please use the following sheets to indicate where you would go to purchase items in the 
below listed categories. These stores will then be used to determine replacement costs for 
your lost items. If you made some purchases at stores that are not easily accessible today, 
such as a furniture purchase in another state, please list a store you feel is comparable. 
 
 
Men’s Clothing: 

Women’s Clothing: 

Teenager/Child Clothing: 

Large Appliances: 

Small Appliances: 

Kitchenware: 

Furniture: 

Linens (kitchen, bedroom, bath): 

Bathroom, Medical & Personal Needs: 

Electronics: 

Computer Related Property: 

Home Office Related Property: 

Home Décor (lamps, throw pillows, decorative touches): 
 
Home Improvement: 

Musical Instruments: 

Sports Related Equipment: 
 

Store Reference Sheet
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Toys: 

DVD’s & Music: 

Books: 

Fine China & Glassware: 

Pet Needs: 

Tools: 

Plants & Décor Trees: 

Craft Supplies: 

Specialty Stores:

******PLEASE LIST BELOW ANY ADDITIONAL CATAGORIES AND/OR STORES THAT RELATE 
SPECIFICALLY TO YOU. List any other stores that you might shop at that may be used as a 
reference for replacement cost:


