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CONTENTS INSURANCE REQUEST FORM
Return Form to: Oxford Mutual Ltd, Oxford University Finance Division, C/O Oxford University Press, Great Clarendon Street, Oxford, OX2 6DP, or insurance@admin.ox.ac.uk
Please complete all fields below:

	Personal Details

	Name of Requester
	

	Department
	

	Requester’s Phone Number
	

	Requester’s Email Address
	

	Equipment Details

	Loan or Purchase? (Please specify)
	

	Provide Loan/Purchase Agreement Document
	

	Description of Item
	

	Make
	

	Model
	

	Serial Number (if applicable)
	

	Insurance Replacement Value
	

	Other Information

	How is item to be transported? i.e. external courier/University vehicle
	

	How is it being secured during transit?
	

	Who will be using the equipment? i.e. solely by the University
	

	Please provide the storage location, including the room number and the full building address.
	

	Please confirm that a risk assessment has been completed . for the equipment to cover, but not be limited to, safety/use/security and delivery?
	

	Conditions of Cover and Exclusions. Please visit to this link: https://finance.web.ox.ac.uk/contents-insurance#collapse1225601
	CONDITIONS OF COVER AND EXCLUSIONS
Cover is subject to conditions and exclusions, for full details please contact the Insurance Office. Email: insurance@admin.ox.ac.uk. 
Examples of key conditions and exclusions:

· Losses from unattended vehicles are not covered

· Theft and malicious damage losses must be reported to the police

· Items must remain under the custody and control of the University for cover to operate

· Transit insurance is not provided unless the transportation is being undertaken by the University and the items remain in the University’s custody and control at all times

· All reasonable steps should be taken to avoid or minimise any loss or damage.

· The department must ensure a suitable and sufficient risk assessment is in place to cover the transport/delivery/use/security etc of the equipment.

	Start date of cover
	

	Finish date of cover (if loaned)
	

	Any other risk mitigation methods to avoid loss or damage
	


Return Form to: Oxford Mutual Ltd, Oxford University Finance Division, C/O Oxford University Press, Great Clarendon Street, Oxford, OX2 6DP, or insurance@admin.ox.ac.uk
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