
Reviewing a Certificate of Insurance 
 
Upon award of contract or grant, the awardee must provide a certificate of insurance (COI) to show they meet 
the minimum requirements outlined in Attachment C. A COI is needed for contracts and grants, except for 
MOUs and Scopes of Work under Master Agreements.  For contracts, additional insurance requirements may 
be outlined in Attachment D or other Attachments. Additional insurance requirements may include Cyber 
Insurance, Technology Professional Liability, Professional Liability or Contractor's Pollution Liability.  
 
Insurance requirements should be included in the RFP, especially if additional insurance coverage is needed. It 
is best the awardee knows in advance about additional requirements, since it may require them to incur 
additional expenses for the coverage.  
 
Certificate of Insurance Procedure  
Use Figure 4 to assist with reviewing the awardee’s COI. 



 
Figure 4. Example of an awardee’s COI. 



COI should be reviewed for the following items: 
1. The awardee is named as the insured. 
2. General Liability. Limits in coverage shall not be less than: 

a) $1,000,000 Each Occurrence  
b) $2,000,000 General Aggregate  
c) $1,000,000 Products/Completed Operations Aggregate  
d) $1,000,000 Personal & Advertising Injury 

3. Automotive Liability. Limits in coverage shall not be less than: 
a) $500,000 combined single limit for standard work. If performance of this Agreement involves construction, or 

the transport of persons or hazardous materials, limits of coverage shall not be less than $1,000,000 combined 
single limit.  

4. Party shall carry workers’ compensation insurance in accordance with the laws of the State of Vermont. 
a) “Per Statute” marked off. 

5. State of Vermont is named as additionally insured. 
a) “Y” is present in “ADDL INSD” column 

And/Or 
b) State is named in text box below policy information 
c) Having the State ONLY listed in the “CERTIFICATE HOLDER” box does not meet the requirements of 

additionally insured.  
6. Review expiration dates in “POLICY EXP” column to ensure COI is still valid. COI may have the same date for all 

policies or different dates.  
7. An umbrella liability policy can supplement the general and automobile liability policies to meet the required 

coverage limits. For example, $500,000 general liability each occurrence + $500,000 umbrella liability each 
occurrence = $1,000,000 total coverage for general liability each occurrence. 
a) Umbrella policy CANNOT be assumed to cover Professional or Contractor’s Pollution policies. Additional proof 

is needed from the insurance company.  
8. COI has been signed. 
9. Review COI for additional insurance requirements. This information is passed on by the GMS drafting the 

agreement. The email from Risk Management indicating any additional requirements is saved in the agreement’s 
records. 

10. If the COI does not meet the requirements, you must contact the insurance producer with a copy to the vendor 
to request an up-to-date copy that meets all the requirements. If there is pushback from the insurance producer 
or vendor, the COI and agreement scope of work is sent to Risk Management to approve any modifications to the 
insurance requirements.  

11. Save the reviewed COI and any additional emails (from Risk Management, the insurance company, and/or 
awardee) as a PDF and upload it into the Accounts Payable Vendor Certificates SharePoint or your agency’s 
sharepoint site for these documents.  
a) Use the file naming convention “COI – [name] –[CurrentDate].” 
b) COIs are valid until the first expiration date. 
c) In the comments box, indicate the State of Vermont has been named as additional insured, any waivers, or 

additional policy information.  
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