
Administrative Board Rule #221 
 

Civil Actions by City Employees 
 
The Administrative Board directs that all City employees who desire to make a claim or start a 
suit for personal injuries or property damage against a private party, which suit or claim arises 
out of any accident or event which occurred while such employee was working for the City, must 
notify the Law Department before such claim or suit is started. 
 
In each instance the employee will forward a memorandum to the Claims Division, Law 
Department, stating the following information:  
 

Name and home address 
 

Employee number and department 
 

Date and time of incident  
 

Name and address of person against whom claim will be made 
 

Name of Insurance Company, if known 
 

Employee’s attorney’s name and address 
 
Administrative personnel upon receipt of an accident or injury report will make the above 
information known to the employee concerned. 
 

1Established June 4, 1962.  
                                                           


