
 
INSURANCE CERTIFICATE GUIDELINES 

 
 
Certificates of insurance are received from various sources including tenants, contractors, 
vendors, consultants and users of your facilities.  A certificate of insurance provides 
evidence of the insured’s insurance in place. In addition to reviewing certificates a system 
must be developed to monitor when coverage on certificates is about to expire and new 
certificates are needed. 
 
Why are certificates needed? 
 
Certificates of insurance are needed to provide proof  that the other party meets the 
insurance that you require through contract, agreement or part of a permit requirement. 
 
Who should provide the certificate?  
 
The other party’s insurance agent, broker, risk management department or insurance 
company representative should provide the certificate to you. 

 
Are all insurance certificates provided on the same type of insurance certificate form? 
 
No, insurance certificates may be received on various forms.  The Acord Corporation 
does provide a standard form that is used quite extensively by many insurance agents and 
brokers.  The Acord form is revised from time to reflect changes in insurance industry 
coverage and limits.  Different certificates may also be provided for evidence of  property 
and liability insurance.     

 
Are insurance certificates sufficient to provide proof of additional insured status? 
 
Unfortunately not, that is why WCIA recommends a copy of the additional insured 
endorsement where additional insured status is required to be provided by the other party.  
Insurance certificates cannot legally amend or change an insurance policy as.  The 
following disclaimer is used on most insurance certificates: 
 
“This Certificate is issued as a matter of information only and confers no rights 
upon the Certificate Holder.  This Certificate does not amend, extend or alter the 
coverage afforded by the policies below:”    
 
This statement basically says that the insured has purchased the insurance stated on the 
Certificate.  The Certificate Holder has no legal right to be covered  by the insurance in 
place. 
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Liability Certificate Guidelines 
 
The following guidelines may be used to assist you in reviewing insurance certificates.  
Refer to the sample Certificate at the end of this section as a  numbered guide.  
Additional definitions of insurance terminology are provided in the Glossary at the end of 
the manual.  
 
1. Producer:  The Producer is the insurance agent or broker for the insured. 
 
2. Insured:  The person or organization  protected by the insurance policies listed 

on the insurance certificate. 
 
3. Companies Affording Coverage:  Identifies the insurance companies (See 3a). 
 
4. General Liability:   Insurance protecting the person or organization from liability 

exposures.  Make sure Commercial General Liability  and Occurrence (Occur) 
boxes are checked. 

 
5. Policy Number:  The Policy number should be listed to assist in verifying 

coverage and accessing the coverage if a claim arises. 
 
6. Policy Effective Date:  The date the policy begins. 
 
7. Policy Expiration Date:  The date the policy ends.  It is important that 

performance of the contract be completed before the expiration of the policy.  If 
not an additional insurance certificate will be needed. 

 
8. Limits:  The amount of insurance coverage the insured has purchased.  
 

General Aggregate  is the most the insurance policy will pay during the 
policy period regardless of the number of claims.  

 
Products-Completed Operations Aggregate is the most the insurance 
policy will pay  for liability arising out of the Products-Completed 
Operations exposure.  Completed operations is work by the insured that 
has been completed as called for in a contract; or work completed at a 
single job site under a contract involving multiple job sites; or work that 
has been put to its intended use.  

 
Personal & Advertising Injury  Provides coverage for personal injury 
(not bodily injury) including slander, libel, false arrest, malicious 
prosecution, invasion of privacy and advertising liability for exposure of 
any advertising activities.  

 
Each Occurrence is the most the insurance policy will pay for one 
occurrence.  
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Fire Damage is the most the liability policy will pay for a fire that you are 
responsible for in premises you lease or  that are in your care, custody or 
control.  

 
Medical Expenses (Any one person) is no fault medical expense 
insurance provided to other parties injured on your premises. 

 
 It is important the limits are typed on the certificate in amounts at least as 
large as those required in your insurance specifications. 

 
9. Automobile Liability:  This coverage insures against liability claims arising out 

of the use of a covered auto.   The box “Any Auto” should be checked. 
 
10. Limits:  The amount of insurance coverage the insured has purchased.  
 

Combined Single Limit  is the most the insurance policy will pay  for 
bodily injury and property damage combined for each accident.   

 
Bodily  Injury (Per person) is the most the insurance policy would pay 
for bodily injury to one person from one accident. 

 
Bodily Injury (Per accident) is the most the insurance policy would pay 
for bodily injury from each accident, regardless on the number of person 
injured.  

 
Property Damage is the most the policy would pay for third property 
damage resulting from one accident.  

 
If  Combined Single Limit is used  Bodily Injury (Per person), Bodily 
Injury (Per accident) and Property Damage limits will not be needed to be 
filled in on certificate. 
 

11. Excess Liability:  Provides liability coverage on top of the primary general 
liability policy and may provide excess limits over Automobile Liability.  

 
If Number 4 and 9 above do not meet your required limits make sure “Umbrella 
Form” is checked and verify which underlying policies the umbrella is providing 
excess coverage for.  General Liability and Automobile Liability (primary) limits 
then may be satisfied by a combination primary and Umbrella/Excess insurance. 

 
12. Limits: The amount of insurance coverage the insured has purchased. 
 

Each Occurrence: is the most the insurance policy will pay for one 
occurrence. 
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Aggregate:  The total amount the excess insurance policy will pay during 
the policy period regardless of the number of claims. 

 
13. Workers’ Compensation and Employers’ Liability:  Information not required 

on insurance certificate.  Please separately request Washington Labor & 
Industries Number to verify coverage. 

 
14. Other:  May be used to evidence other insurance coverage such as professional 

liability.   
 
15. Description of Operations/Locations/Vehicles/Special Items:  This section can 

refer to a specific job site or contract number.  Additional insured status 
frequently  typed in here but not sufficient unless you also receive a copy of the 
additional insured endorsement. 

 
16. Certificate Holder:  Person or Organization that the certificate is issued to. 
 
17. Cancellation:  The amount of written notice that the insurance companies will 

endeavor to provide the certificate holder in the event the insurance policies are 
cancelled.  WCIA recommends a 30 days written notice of cancellation 
requirement.  Some recommend that the “will endeavor to” wording is stricken  
in the cancellation wording.  The verdict is not out if striking these words will 
work any better as only a insurance policy endorsement can create a notice 
obligation on the insurer. 

 
18. Authorized Representative:  The insurance agent, broker or insurance company 

representative who is authorized to sign the Certificate.       
 

Property Insurance Certificates 
 
A property insurance certificate is needed when another party has been made responsible 
for providing insurance on property you own or for which you are responsible.  Landlords 
may also contractually require tenants to carry property insurance.   
 
A property insurance certificate should show: 

Property Covered - An appropriate description of  all property for which insurance is 
required. 

• 

• 
• 
• 

• 

Limits – The appropriate amounts of coverage for the property. 
Coverage – The type of coverage such as all risk. 
Interests – The Certificate should indicate the nature of your interest, i. e. owner, 
lender or landlord in the insured property. 
Loss Payee – If you are named as a Loss Payee the certificate should state so clearly.  
A Loss Payee is reimbursed for a loss to property directly by the insurance carrier for 
damage to your property or property you have an interest in.  This may be more 
desirable than another party getting paid for damage expenses to your building in the 
event of a loss. 
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