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Auto Glass Insurance Appointment
Checklist

An appointment-readiness checklist for auto-glass businesses that need cleaner insurance
coordination, better mobile-service setup, and fewer avoidable rebooking issues.

Auto-glass owners, schedulers, insurance coordinators, and mobile service teams

GUIDE

An appointment-readiness checklist for auto-glass businesses that need cleaner insurance

coordination, better mobile-service setup, and fewer avoidable rebooking issues.

WHAT THIS ASSET COVERS
A booking checklist for insurance details, calibration context, vehicle readiness, and mobile-service

logistics

A pre-appointment confirmation structure to reduce wasted technician trips

A handoff standard for office, insurer, and field-team coordination

USE THIS WHEN
1. Appointments are being reworked because critical booking details were missed

2. Insurance coordination creates too much back-and-forth before service

3. Mobile installs need a cleaner readiness standard before the technician drives out

WORKING ASSET

PURPOSE
Use this checklist to confirm the booking is real before the technician drives or the bay gets reserved.

BOOKING DETAILS
vehicle year / make / model

VIN if required
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glass type

calibration need

insurer name

claim status

deductible / approval status

mobile or in-shop

exact service address

CONFIRMATION STANDARD
1. confirm insurance status

2. confirm vehicle and glass details

3. confirm appointment window

4. confirm readiness at location

FAILURE MODES
wrong glass booked

claim not actually active

calibration surprise

vehicle unavailable

unsafe mobile-service location

PRE-APPOINTMENT TEXT
“We’ve got your appointment reserved. Please reply if the vehicle, location, or insurance status changes

so we can keep the install clean and on time.”

DEPLOYMENT NOTES

HOW STRONG TEAMS ACTUALLY USE THIS ASSET
Assign one accountable owner instead of letting "Auto Glass Insurance Appointment Checklist"

become shared but unmanaged work.

Use it with auto-glass owners, schedulers, insurance coordinators, and mobile service teams in a

weekly rhythm so the asset drives decisions rather than sitting in a folder.

Decide in advance what counts as green, watch, and red performance so the team knows when to

escalate.

Capture learnings directly in the document every week so the asset becomes smarter over time

instead of resetting to zero.
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BEST DEPLOYMENT SEQUENCE
Appointments are being reworked because critical booking details were missed

Insurance coordination creates too much back-and-forth before service

Mobile installs need a cleaner readiness standard before the technician drives out

WHAT SEPARATES A SERIOUS VERSION FROM A BASIC TEMPLATE
Clear ownership for every step, not generic advice without accountability.

Targets, thresholds, or decision rules that tell the team what good looks like.

Specific working components: A booking checklist for insurance details, calibration context, vehicle

readiness, and mobile-service logistics, A pre-appointment confirmation structure to reduce wasted

technician trips, A handoff standard for office, insurer, and field-team coordination.

A built-in review cadence so the document becomes part of operations rather than a one-time

download.
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