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CERTIFICATES OF INSURANCE 

A certificate of insurance (COI) is the proof that the insurance requirements within a contract 
are met.  

I.  INTRODUCTION TO THE BASICS 

A) WHO NEEDS A CERTIFICATE OF INSURANCE ( COI)? 

Generally, it is the institution that requires a COI from external parties. The institution could also be 
asked to provide evidence of insurance. 

B) WHAT IS A CERTIFICATE OF INSURANCE?  

A COI is different from receiving an insurance policy; it is less cumbersome and can be supplied quickly 
and efficiently. It serves to demonstrate that an insurance company issued a document that evidences a 
bound policy that may respond to cover a loss; it may also assure the institution, as a certificate holder 
that there are financial resources available to respond.  

COI, proof of insurance and evidence of insurance - although different terms, are all one in the same.  

C) WHEN IS A CERTIFICATE OF INSURANCE REQUIRED/USED?  

To protect the interests of the institution and its insurer(s), obtaining evidence in the form of a COI 
should be standard for any work or use of institutional spaces and services. 

Insurance provisions should be included as part of the contract terms and conditions. Terms should also 
reflect that an external party is required to produce evidence of insurance as part of, or prior to bidding 
on a job, completing work or using the services or spaces of the institution.  

It is recommended that a COI be secured from external groups using an institution’s facilities and when 
any individual or contractor is performing work or using institutional space.  

Institutions should consider the following to procure evidence of insurance: 

• All contracts for 
o Events 
o Goods and services 
o Consulting 
o Collaborative initiatives 

• All contractors and consultants where a contract may not be in place 

• Facility rentals 

D) WHERE DOES A CERTIFICATE OF INSURANCE COME FROM?  

The COI is a document produced by a licensed insurance company, agent, or broker and to which further 
describe, and evidence insurance coverage in place at a point in time.  

Once a COI is received from the external party, the holder of the certificate should ensure that it 
coincides with contractual insurance requirements. 
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E) WHY INSTITUTIONS NEED EVIDENCE OF INSURANCE FROM A T HIRD PARTY 

Despite the best efforts, losses and claims can occur and nothing will sour a good relationship more than 
pointing fingers at fault. If this occurs a good contract and evidence of insurance to fall back on may 
salvage the relationship and put an institution at ease as it navigates the claim or in a worst-case 
scenario as it prepares for litigation.  

An ideal time to develop contract terms and conditions is when a relationship is collaborative; and to 
protect the interests of the institution it is good business practice to require insurance and evidence of 
the same in the contract terms. It is important to include these provisions in every contract even when 
relationships with external parties are solid and even when an external party’s loss history is exemplary. 

A Certificate of Insurance is essential in its purpose as it serves as an institution’s evidence that the 
contractor/organization/third party on the other side of the contract has obtained insurance that may 
respond to loss/damage/injury that is caused or contributed to by virtue of their activities or operations. 
Procuring evidence of insurance will add value in protecting the institution’s interests and transfer risks 
to where they belong. 

II. HOW TO PROCURE A CERTIFICATE OF INSURANCE 

A) WHEN THE INSTITUTION REQUIRES EVIDENCE OF INSURANCE FROM A THIRD PARTY  

These requests should be made by the third party to their insurer, agent, or broker in line with contract 
terms. The third party must then ensure that the institution receives a copy of the same. It is important 
for the legal name of the institution to be noted as the “certificate holder,” as this shows an insurable 
interest and “to whom it may concern” will not suffice. 

B) WHEN THE INSTITUTION MUST SUPPLY EVIDENCE OF INSURANCE TO A THIRD PARTY  

Depending upon the type of coverage requested, an institution’s Risk Manager or equivalent may 
procure this document through the: 

• CURIE Optic Risk platform (CURIE coverage), or through 

• Institution’s insurance broker for non-CURIE coverage 

C) SOLUTIONS FOR EVENT INSURANCE AND PROCURING EVIDENCE  

Some CURIE members have indicated third parties have a challenging time securing event insurance to 
meet the requirements of the institution and cannot provide proof of insurance; but event insurance is 
widely available and with the right controls that meet underwriter’s tolerance it can generally be 
obtained in commercial markets.  

Some CURIE members have had success through the following programs with their broker or other 
brokerages where institution specific programs are set up that will provide liability coverage in the event 
something goes wrong; and coverage is built around the scope of the event itself and the criteria of the 
institution: 

• Marsh User Group Liability Insurance Program 

• EventPolicy.ca 

• Pal Insurance Brokers 
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III. NAMED INSURED, ADDITIONAL INSURED AND ADDITIONAL NAMED INSURED 

‘Named Insured,’ ‘Additional Insured,’ and ‘Additional Named Insured’ are the three most common 
names the insurance industry gives to people or businesses covered under standard insurance policies. 
While these terms are similar, they have different meanings, which affect the types and amount of 
coverage available.  

It is important to understand the meanings of these terms so that you can be fully aware of what exactly 
you are covered for and what is not covered. 

A) NAMED INSURED 

The Named Insured is the person (or people), or business (or businesses) named in the policy. There can 
be more than one named insured, and you can usually find these on the first page of the policy 
declarations. 

In most cases, the business will be the only named insured, but the owners or subsidiaries can also be 
Named Insureds. In terms of cover, Named Insureds have the broadest protection and indemnity under 
the policy. The named insured will typically oversee choosing coverage types and amounts, will receive 
the premium notice and any notices of cancellation, and will assume responsibility for payment of 
premiums. 

B) ADDITIONAL INSURED 

Additional Insured usually refers to a person or entity added to the policy by an endorsement. In 
general, endorsements will provide cover to the people or businesses named on them only for claims 
arising out of the acts or omissions of the named insureds. Additional insureds are therefore not 
obligated to pay premiums and typically do not receive notices of policy changes or cancellations.  

C) ADDITIONAL NAMED INSURED 

An Additional Named Insured is a person or business that is named somewhere else in the policy. An 
additional named insured will have the same rights as a “Named Insured” but typically will not be 
responsible for the premium. They will however be entitled to notice of policy changes and cancellations 
and will have the same coverage as the Named Insured but share the policy limits. An “Additional 
Named Insured” will most often be an affiliate, partner, or co-owner of the named insured.  

D) WHAT ARE THE MAIN DIFFERENCES BETWEEN THESE TERMS?  

There are not huge practical differences between a named insured and an additional named insured as 
both are entitled to the full benefits of the policy. There are however differences for a named additional 
insured due to the terms of the endorsement. Additional insureds do not have coverage for claims 
against them that are not related to claims against the named insured. 

CURIE staff or the institution’s insurance broker should be consulted to talk through these terms to 
ensure coverage is in place and to ensure it is as expected and is not misunderstood. 

In summary, any entity that comes to or works with an institution can pose and contribute to risk as it 
relates to property damage and bodily injury. To protect an institution’s interest, it is important to know 
that the other party has properly indemnified the institution as it relates to their operations. Equally 
important is to ensure the external party has insurance to respond and defend against claims, 
settlements, and losses not only for themselves, but for institution’s vicarious exposure as well. 
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For the institution and in the event of a claim or lawsuit, the endorsement of “Additional Insured” or 
“Additional Named Insured” relating to the operations of the external entity is critical. The institution 
may find that they are named equally or in part in a lawsuit simply by virtue of the vicarious relationship 
the institution has with an external entity.  

See Section VII. References 

IV. CANCELLATION AND MATERIAL CHANGE NOTICE  

It is recommended that institutions request to be notified by the insurer for any cancellation of or any 
material change of afforded coverage. This is important for several reasons but has been argued against 
in the industry. Agencies overseeing and producing the certificates have now added language to reflect 
that they will “endeavor” or “undertake” to notify the certificate holder within 30 days of any material 
change or cancellation of coverage. Thirty (30) days appears to be an industry standard for most 
certificates, but it can also be less than 30 days for certain types of coverage or as determined by the 
requestor. The addition of the words “endeavor” or “undertake” means that while the provider of the 
certificate has every intention in good faith to voluntarily supply notice to the certificate holder or 
additional insured, it also gives them an “out” if they are not able to notify as quickly or even at all if 
they are unable to supply the notice required in the contract. 

V. INTERNAL PROCESS, MANAGEMENT AND RECORD RETENTION CERTIFICATES  

A) WHO IS RESPONSIBLE (INSURANCE REQUIREMENTS)  

As a function of business, the insurance process and requirements will vary between each CURIE 
institution and should be identified and communicated broadly. Depending on the scope of the activity 
or work this can effectively be communicated in many ways such as: 

• Procurement policy or standard  

• Trained front line staff (Procurement services; conference and event services, project managers, 
relationship managers) 

• Risk and insurance personnel as part of any legal counsel insurance and indemnity review for 
institutional contracts  

Given the numerous contracts and work ongoing at any given time at any institution it may prove 
prudent and helpful for the institution’s risk and insurance professionals to develop a standardized 
document or checklist outlining certain activities with corresponding insurance criteria and 
communicate that internally with stakeholders. For larger more complex activities having the risk and 
insurance personnel involved from the beginning can help identify coverage needs to protect the 
institution’s bottom-line including brand, reputation, people, and assets. 

B) INSURANCE CLAUSE LANGUAGE IN CONTRACTS AND CERTIFICATES  

I. GENERAL CONTRACT 

For general service type contracts, the certificate holder must be in the legal name of the 
Institution to illustrate and tie in the insurable interest. Also recommended is a: 

• Requirement for the COI to name the certificate holder as an Additional Insured or 
Additional Named Insured under liability policies 

• Requirement for the Client/Consultant/Contractor to provide a certificate of insurance to 
the University prior to work or use of space 
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• Request for notice of cancellation /material change - 15 days (auto) or 30 days (liability)  

II. LIABILITY EXPOSURE 

For liability exposures, it is recommended to seek evidence of general liability (amount 
determined by institution) per occurrence including the following endorsements: Products & 
completed operations, employees as additional insured, non-owned automobiles, contractual 
liability, cross liability, evidence of provincial WCB and employer’s liability; and 

• If automobile: add automobile liability 

• If aircraft used: add aircraft liability 

• If watercraft used: add marine liability 

• If consulting services are used: add Professional Errors and Omissions liability  

• Where general aggregate limit is noted: it is recommended the limit should at a minimum 
be equal to twice the occurrence limit (unless job specific) 

III .  INDEMNIFICATION AND HOLD HARMLESS  

Another important clause in any contract is the indemnification section which would be 
incomplete without a corresponding hold harmless clause. It is recommended that strong 
indemnification and hold harmless language is used to cover off and protect the interests of the 
institution. Institutional staff and contract holders should consult with their risk and insurance 
personnel for advice in this regard. CURIE staff and independent insurance brokers may also be 
resources for contract review and their expertise should be sought if there are any questions 
pertaining to a new venture, coverage, gaps, or contract language.  

C) MANAGING CERTIFICATES  

I. INTERNAL PROCESS 

As an essential component to managing potential liabilities the institution should identify an 
office of record where all COI’s will be sent, both electronically and hardcopy:  

• This is typically the department that manages the institution’s insurance program 

• Communicate the office of record to all operating units, i.e., Finance, Facilities, 
Procurement, Legal Services, Conference and Event, Athletics & Recreation.  

• Ensure the designated department also holds responsibility for the records of all certificates 
of insurance so they can be managed effectively. 

II. CURIE-CLEARRISK CERTIFICATE MANAGEMENT SYSTEM  

Insurance can be complicated but managing certificates of insurance should not be. While 

institutions may already be managing their COI’s manually it is important to note CURIE has 

offered a single use licence to member institutions for the ClearRisk Certificate Management 

Platform. Alternatively, there are also many other document solution platforms available 

commercially. 

ClearRisk offers to simplify insurance certificate management by tracking all external parties in a 
single location, automating expiry email reminders, and enabling online submissions. ClearRisk 
presents to institutions a system that can effectively track compliance and attend to deficiencies 
with easy-to-use dashboards offering complete visibility into the COI status. The system can 
directly communicate issues with contracted parties through email and eliminate redundant 
data entry. For further information on ClearRisk and how it may compliment your institution’s 
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management of both contracts and certificates of insurance, contact John Breen (CURIE). 
jbreen@curie.org and Mike Bowman (ClearRisk)  mbowman@clearrisk.com . 

D) RECORD RETENTION FOR COI’S  

There may be many good reasons for keeping COI’s beyond their expiration and the question for each 
institution to determine is “for how long.” If a lawsuit were to develop would a 24-month retention of a 
COI be sufficient or is 60 months (about 5 years) the better choice? The latter could be sufficient time, 
until it is not, and a reason careful evaluation is required. 

Evidence of insurance can strengthen an institution’s position and although it is uncommon to have to 
rely on a COI of greater than five (5) years since the expiry of coverage, it may still hold merit to keep it 
around for longer. If an institution does not have to shred these documents and has room to store them 
with annual insurance policies, it is recommended to keep COI’s for as long as possible if not indefinitely. 
In this digital age, it has become much easier to store COI’s digitally, but processes, access and retention 
should be defined for the same. 

At the end of the day, to verify compliance or in the event of a claim, risk, legal and insurance personnel 
should have the ability to look up and retrieve a COI and immediately be able to reference policy 
numbers, limits, effective dates, coverages and more. COI’s may seem a lot of work to keep up and 
maintain a database but managing insurance in relation to work performed and contracts makes good 
business sense. 

  

mailto:jbreen@curie.org
mailto:mbowman@clearrisk.com
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VI. CLAIM EXAMPLES – HOW CERTIFICATES OF INSURANCE WORK IN A CLAIM SCENARIO  

A CONCRETE BLOCK FOR THE UNIVERSITY  

A member university had undertaken renovation to an outdoor area that included landscaping and 
paving. In applying for building permits the university was required to provide the city with a certificate 
of insurance, adding the city as an additional insured, which was done. The contactor that was hired for 
the project was required to provide the university with a certificate of insurance adding the university as 
an additional insured and did so. The contactor also used sub-contractors on the project, and they were 
to indemnify the main contractor. 

The first layer of asphalt was completed and according to city by-law the final layer would be completed 
one year later. Prior to the final layer being installed a third party allegedly tripped on the pavement and 
broke their toe. The third party sued the university, the city, and several contractors that were involved 
in the project. 

 

The university was defended and indemnified by the general contractor because it had a Certificate of 
Insurance in place naming the university as an additional insured. However, because the university had 
taken out building permits from the city, they were required to provide the city with indemnity and 
defense. CURIE (on behalf of the university) ended up providing a defense against the city. The other 
contractors had agreements with the general contractor to defend and indemnify the general 
contractor. 

Outcome: 

The legal action was eventually settled with neither the city nor the university being required to 
contribute to this settlement. The other subcontractors paid for the indemnity.  

Lessons Learned:  

Although the university only had to pay legal fees to defend the city, had the university also required 
the contractor to include the city as an additional insured on the certificate they provided to the 
university, the contractor would have had to defend the city as well as the university. 
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PROTECTED UNIVERSITY IN A COSTLY PERFORMANCE  

A concert event was held at a member university campus bar. The concert was sponsored by the 
institution’s student union and the student union was responsible for the security of the event. The 
event was sold out and the bar was at its capacity. A front stage concert goer was enjoying the 
performance when the singer dropped the mic which subsequently struck the individual. 

 

Six months after the concert the university received a letter from the individual’s lawyer alleging that 
the individual suffered injuries because of this incident.  

Outcome: 

An investigation was completed, and the university had the proper contracts, indemnification clause and 
certificates of insurance in place with its student union. The student union and their insurer took care of 
this claim and CURIE was able to close out the file. 

 

VII. REFERENCES 

PSC Insurance Brokers, 2020 “Insurance Explained: The Difference Between Insured’, ‘Additional Insured’ and ‘Named Additional Insured’, 03-12-

2020, < https://www.pscinsurance.com.au/insurance-explained-difference-named-insured-additional-insured-named-additional-insured/> 

 

VIII. APPENDICES 

a) Appendix A - Glossary of common insurance terms found on a Certificate of Insurance  
b) Appendix B - A sample checklist to distribute to those procuring evidence of insurance  
c) Appendix C (CSIO) - A sample Certificate of Insurance  
d) Appendix D (CURIE) - A sample Certificate of Insurance  
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APPENDIX A:  CERTIFICATE OF INSURANCE GLOSSARY  

Additional Insured – a person or business the named insured has added to a policy.  This entity then 
enjoys full coverage from the policy, but there are limits, its only in incidents that are related to the 
primary policyholders work and responsibilities are covered.  These added insured are added to a policy 
as the need arises. 

Additional Named Insured – is named on the policy, usually a bit further down on the declaration page 
of the policy, or by an official addendum attached to the policy.  This gives them full policy coverage 
without the limitations as seen by the additional insured.  Usually only a co-owner or partner of the 
original named insured are the only ones given status of additional named insured. 

Aggregate Limit – The maximum amount an insurer will reimburse a policyholder for all covered losses 
during a set period, usually one year. 

Certificate of Insurance (COI) - a document used to provide information on specific insurance coverage.  
The certificate provides verification of the insurance and usually contains information on the types and 
limits of coverage, insurance company, policy number, named insured and policy effective dates. 

Claims Made Policy – the policy that is in force at the time a claim against you is made will pay for the 
loss, regardless of when they occurred in the past. Ensure that the retroactive date is noted, as prior to 
this date there is no coverage in force.  

Contractual Liability – risks you have assumed on behalf of another party due to a contact you have 
signed. 

Cross Liability – provides protection to multiple parties under one policy and it provides protection as if 
each different party had their own separate insurance policy.  It allows one insured party to sue another 
insured party if both parties are under the same contract. 

Excess Liability - a policy issued to provide limits in excess of an underlying liability policy.  It does not 
broaden the stated coverage but will provide higher limits on top of the original policy. 

Hold Harmless clause – used to protect a party in a contract from liability for damages or losses.  In 
signing such a clause, the other party accepts responsibility for certain risks involved in contracting for 
the service. 

Indemnification clause – a contact provision where one (the indemnifier) agrees to cover (or assume) 
the loss, damage or liability suffered by another party (the indemnitee) 

Joint and Several Liability – When there are two or more defendants that are liable for the entire 
obligation irrespective of their proportionate of fault.  It then remains up to the defendants to sort out 
liability and payment or cross claim amongst or between them. 

Loss Payee – Is the party to whom the claim from a loss is to be paid. 
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Named Insured – the person or business who is explicitly named on the insurance contract, if you are 
the named insured your name will appear on the first page of the contact. The named insured is 
generally responsible for purchasing the policy and paying the premiums.  The named insured is 100% 
entitled to all the coverages and payouts of the policy. 

Occurrence Made Policy – covers losses that happen during the time you have the policy, regardless of 
when you file a claim. 

Self-Insured Retention (SIR) - is the amount that an insured retains and covers before insurance 
coverage begins to apply. 

Umbrella Liability - is extra liability insurance coverage that goes beyond the limits of the insured 
underlying policy.  Its an additional layer of security. 

Waiver of Subrogation – The insurer gives up its right to subrogate and proceed against the party that 
has the benefit of the waiver, even when that party caused the insured loss. 

Sources: https://www.investopedia.com/ 
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APPENDIX B:  CERTIFICATES OF INSURANCE (COI) CHECKLIST  

For ease of reference: Cross reference the below checklist sections with the CSIO COI example (Appendix 

D. The corresponding checklist letter is indicated on the COI. Keep in mind there are other forms of 

approved COI’s and this is a sample of one format. 

A.  Additional Insured: Will denote your institution has been formally listed as an AI on the 
vendors COI. Ensure your institution is listed correctly. If not, request a revised COI. 

B.  Cancellation/Material Change: Notice that the certificate holder will be notified if the insured 
has a material change in coverage or cancels the policy before the expiration date. Will include a 
specific time period the insurer will endeavor to notify the certificate holder or AI if the policy is 
cancelled – look for no less than 30 days for CGL and 15 days for auto. 

C.  Certificate holder: The person / company to whom the COI was issued. A Certificate Holder 
does not have the same rights as an Additional Insured. If AI status is required, request a revised 
COI evidence AI.  Ensure your institution is listed correctly.  

D.  Claims Made vs Occurrence: Verify the desired policy format applies.  Commercial General 
Liability policies are typically written on an occurrence basis while a professional liability (errors 
and omissions) policy is usually written on a claims made basis. See glossary of terms for 
definitions. 

E.  Date: When the COI was issued. Is the COI dated within a reasonable time period of the date it 
is received? Is it dated within the current policy period? If not, request a current version.   

F.  Deductibles: Is the deductible or self-insured retention (SIR) listed on the COI? Some property 
coverages will list separate deductibles. IE Flood, Water and Sewer Backup.   

G.  Description of Operations: Summarizing the nature of the COI or the activity with which proof 
of coverage or AI status is required. This may include specific dates or details.  

H.  Excess/Umbrella Limits: In most cases, an umbrella and excess liability policy can be used to 
achieve desired liability limits. Review COI if included.  

I.  Insured: The name and address of the person(s) or business covered by the policy. Make sure 
the name and address match the vendor you intended to hire.  

J.  Insurers: All companies providing the coverage listed above. Consider an internet search to 
verify the insurer. 

K.  Limits of liability: Verify limits meet your requirements. This is the policy limit in dollars and 
may list a limit per occurrence and an aggregate limit. May include several sub-limits. As per 
glossary of terms, occurrence limit means the dollar value amount available for each insured 
incident while aggregate is the amount an insurer will reimburse a policyholder for all covered 
losses during a set period, usually one year. 
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L.  Policy Number: The policy number assigned by the insurer. This varies among insurers and can 
sometimes change at renewal. 

M.  Policy Effective/Expiration dates: The period for which the coverage is in force. Policies are 
typically written on a 12-month period. Verify the COI demonstrates the current policy period 
and make note of renewal date so a new COI can be requested or received. If not current, 
request a revised COI. 

N.  Producer/Brokerage: The insurance agent or broker who issued the COI. Consider an internet 
search to confirm name and address. Consider a phone call to the contact information provided 
to verify coverage if necessary. 

O.  Type of Insurance/Coverage: The insured’s insurance coverages – typically general liability, 
commercial auto, umbrella liability, professional liability, property and workers’ compensation. 
The section will include whether a liability policy is written on a claims-made or occurrence basis 
(defined below). May include list of coverages included within the policy. 

P.  Signature: Signature of the agent, broker, or an authorized representative of the agent or 
broker 

  

https://www.insureon.com/small-business-insurance/general-liability
https://www.insureon.com/small-business-insurance/commercial-auto
https://www.insureon.com/small-business-insurance/umbrella-liability
https://www.insureon.com/small-business-insurance/workers-compensation
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APPENDIX C: CSIO COI EXAMPLE 

 

 
 
 



CERTIFICATES OF INSURANCE 
   

 
14 

APPENDIX D: CURIE COI EXAMPLE 

 

 


