

CERTIFICATE OF INSURANCE PROCEDURES

· Insured or third party contacts agency to request certificate.

· Open client file and document.  Determine appropriate ACORD form (Certificate, Evidence of Property Insurance, etc.)

· If an endorsement to the policy is required, REFER TO POLICY CHANGE PROCEDURE.


· If certificate involves a special request (nonstandard form, unusual wording, form modifications, etc.), contact carrier for permission to deviate from standard form.  Document file with name of person spoken to, date, and time.

· Issue certificate and forward to all parties of interest.

· Follow carrier procedure for distribution of certificates. (NOTE:  Many carriers no longer accept certificates of insurance, making the agency responsible for any errors in the certificate.  All requests for certificates under these circumstances must be handled with extreme caution.)
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