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Agency files 
incident 
report with 
ORM 

ORM logs 
incident in 
claims database 
and checks to 
see if a claim 
has been filed. 

If a claim exists, the 
claim file is reviewed. 

Department and the 
agency consider 
whether a loss 
prevention review 
should commence. 

If review is warranted, 
agency commences 
review, root cause 
analysis and creates 
report. Sends report to 
ORM.  

Report posted on DES 
website. Incident closed in 
database. Reminder set to 
review implementation and 
effectiveness of mitigation 
in one year. 

If no review is 
warranted, ORM logs 
reasons why in 
database and closes 
incident. 
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Notify DES ORM 
that a loss 
prevention review 
will be conducted. 
Request guidance 
if necessary. 

Pull background 
articles and 
information; 
speak with 
subject matter 
experts 

Identify roster 
of potential 
team members 

Get all 
information 
from claim file, 
and identify 
other needed 
documents  

Agency meeting to review 
scope of review and team 
composition 

Pull together all file 
materials and agency 
recommended background 
materials; prepare staff 
report on program and 
topic 
 

Brief budget and 
policy assigned 
staff on project 
if applicable 

Recruit team and send 
appointment letters 

Prepare binders with 
background material, list 
of persons with 
knowledge, process 
information, and other 
information 

Initial Team Meeting:  
Approx. 4 hours 

Development Phase: Team 
interviews, site visits and 
research assignments to 
staff and team:  Approx. 
4-5 meetings 

Analysis Phase: Incident 
analysis and data 
development at conclusion 
of development phase 

Drafting Phase: Write 
draft report 

Agency reviews final draft, 
provides response to team, 
and team edits final draft 

Team submits final report 
to DES Director and head 

of agency 

REVIEW TEAM PROCESS FLOW 


