Sample Request for a Certificate of Insurance
To be placed on company letterhead and similar wording used within the contract

[Date]

[Company Name]

[Address]
RE: Current Certificates of Insurance

Dear [Name]:

It is the policy of (DISTRICT NAME) to work only with companies who are properly insured. Please provide the following certificates for the line indicated:

 FORMCHECKBOX 
 General contractor/subcontractor – Provide Certificate of Insurance and maintain insurance for general liability with minimum limits of [$1,000,000 occurrence / $2,000,000 aggregate suggested], motor vehicle liability [$1,000,000 suggested], and workers compensation, including employers liability. [District Name] must be named as an additional insured on the Certificate of Insurance for general liability, and if possible, auto liability. The policy should be primary and non-contributory.
 FORMCHECKBOX 
 Supplier/Vendor – Provide Certificate of Insurance for general liability coverage with minimum limits of [$1,000,000 suggested], motor vehicle liability [$1,000,000 suggested] if using a vehicle on premises, and workers compensation, including employers liability. If the vendor is operating a business that distributes, sells, or serves alcoholic beverages or if their activities require a liquor license, they should maintain Liquor Liability up to [[$1,000,000 suggested]. 
 FORMCHECKBOX 
 School Bus Service – Provide Certificate of Insurance for general liability coverage with minimum limits of [$1,000,000 suggested], motor vehicle liability [$5,000,000 suggested], and workers compensation, including employers liability. [District name] must be named as an additional insured on the Certificate of Insurance for general liability, and if possible, auto liability. The policy should be primary and non-contributory.
 FORMCHECKBOX 
 Consulting and Professional Services – Provide Certificate of Insurance for general liability and professional liability coverage with minimum limits of [$1,000,000 suggested], motor vehicle liability [$1,000,000 suggested] if using a vehicle on premises, and workers compensation, including employers liability.
 FORMCHECKBOX 
 Short-Term Lease Agreements/Special Events – Provide Certificate of Insurance for general liability with minimum limits of [$1,000,000 suggested], motor vehicle liability [$1,000,000 suggested] if using a vehicle on premises, and workers compensation, including employers liability. [District Name] must be named as an additional insured on the Certificate of Insurance for general liability, and if possible, auto liability. The policy should be primary and non-contributory.
All Certificates of Insurance must be provided directly from your insurance agent, or insurance company.  We will also expect to be notified by the agent if a mandatory insurance policy is cancelled for any reason.
Thank you for your prompt attention to this request.

Very truly yours,

