
1. Phone number

2. Current date
3. Adequate insurance limits

4. Types of coverage

5. All workers included

6. Additional insured: names your organization
7. “Endeavor”

Certificate of Insurance - Sample 



Instructions for Reading and Understanding a Certificate of Insurance 

1. Phone number: Though some certificates do not list the contractor’s insurance 
company’s phone number, it is wise to call and verify that the contractor does, in 
fact, have the insurance coverages listed on the certificate.

2. Date: Verify that the date of insurance is current. Do not let the date of your project 
or activity go past the expiration date of the policy without verifying continued 
coverage.

3. Adequate insurance limits: Make sure that the limits on the policy are at least 
equal to or greater than your organization’s insurance policy limits.

4. Coverage: Make sure that there is insurance coverage for general liability, property 
damage, workers’ compensation, and umbrella (excess) losses.

5. Workers’ Compensation: All workers should be included under the contractor’s 
workers’ compensation coverage. If the contractor does not have workers’ 
compensation coverage, your organization could be responsible for any worker 
injuries.

6. Additional Insured: Your organization should be named as an additional insured in 
this box. This is a critical step in protecting your organization.

7. Endeavor: Many people read this cancellation section and assume that the 
contractor’s insurance company will notify them in the event that the policy expires 
or is canceled. The insurance company is not legally bound to contact you as a 
certificate holder and, on most occasions, they do not. That is why it is important to 
verify coverage and the dates of coverage before the project or activity begins.

Other Important Facts: 

1. Keep all certificates of contractors for five years. Should there be a need to go back
to a contractor who did previous work and they are out of business, you will need the
name of the insurance carrier.

2. Tell contractors to notify you of any injury or property damage that occurs on your
premises.

3. Have contractors notify you in writing 30 days prior to the expiration date of their
policy.
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