
Date: [Date] 

To: [Contractor Name/Insurance Agent Name] 

Company: [Contractor Company Name] 

Address: [Address] 

Subject: Request for Certificate of Liability Insurance (COI) 

Dear [Name], 

In accordance with our agreement for [Project Name/Contract Number], we require a current 

Certificate of Liability Insurance (COI) prior to the commencement of work. 

Please ensure the certificate includes the following requirements: 

• General Liability: Minimum limit of $[Amount] per occurrence. 

• Additional Insured: [Your Company Name/Entity] must be named as "Additional 

Insured" on a primary and non-contributory basis. 

• Waiver of Subrogation: Required in favor of [Your Company Name]. 

• Workers' Compensation: Statutory limits as required by law. 

• Certificate Holder: 

[Your Company Name] 

[Your Mailing Address] 

[City, State, Zip]  

Please provide the completed certificate to [Email Address] or mail it to the address listed above 

no later than [Date]. Work may not begin until this documentation has been verified. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Phone Number] 


