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1.0 SCOPE:   

1.1 This procedure describes the process in which the 
Milford Public School District Purchasing Department 
processes athletic injury reports. 

The on-line version of this procedure 
is official.  All printed versions are 
uncontrolled copies. 

2.0 RESPONSIBILITY:   

2.1 Deputy Superintendent of Operations 
 
           Authorized Signature on File        
Signature                                          Date 

2.2 Secretary to Deputy Superintendent of Operations 

3.0 APPROVAL AUTHORITY: 

3.1 Deputy Superintendent of Operations 

4.0 DEFINITIONS: 

4.1 EOB – Explanation of Benefits 

5.0 PROCEDURE: 

5.1 The Athletic Director or Coach forwards the Athletic Injury Report (PUR-F006) to the 
Purchasing Department for review and filing. 

5.2 If the injury involves a hospitalization or a doctor visit, the parent (if they have insurance) 
must use his or her own insurance first. 

5.2.1 If any out of pocket expenses to the parent occur, i.e. co-pays, prescriptions, 
bandages, the parent is requested to fill out an accident claim form from 
AGIA/Fairmont Specialty for insurance reimbursement (see attached). 

5.2.1.1 AGIA accident claim forms are available at the school site and in the 
Purchasing Office. 

5.2.2 Purchasing submits the forms to the insurance company along with any 
documentation pertaining to the accident i.e., bills, EOB, and letters with a cover 
letter. 

5.3 Purchasing files all copies of claim information in a purple folder specific to each claim, 
located in the Purchasing Department. 

 

 

6.0 ASSOCIATED DOCUMENTS: 

6.1 AGIA Accident Claim Form  

6.2 Athletic Injury Report Form – PUR-F006 
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7.0 RECORD RETENTION TABLE: 

Identification Storage Retention Disposition Protection 

Athletic Injury 
Report-PUR-F006 

Purchasing 
File 

10 years Shred  Locked Office 

AGIA Accident Claim 
Form 

Purchasing 
File 

10 years Shred  Locked Office 

 

 

8.0 REVISION HISTORY: 

Date: Rev. Description of Revision: 

08/25/2003 A Initial Release 

10/04/2004 B Change title in 2.0, 3.0; add new level to 2.0; add wording to Retention 
7.0 

10/14/2008 C Add, change, delete language in 5.2, 5.2.1, 5.2.1.1, 6.0.; add a copy of 
the AGIA Accident Claim form to the end of the procedure. 

 

 

 

* * * E n d  o f  p r o c e d u r e * * *     
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