
[Date] 

[Vendor/Contractor Name] 

[Address] 

[City, State, Zip Code]  

Subject: NOTICE OF EXPIRING CERTIFICATE OF LIABILITY INSURANCE 

Dear [Contact Name], 

Our records indicate that the Certificate of Liability Insurance currently on file for [Your 

Company Name/Project Name] is set to expire on [Expiration Date]. 

To ensure there is no disruption in our business relationship and to remain compliant with our 

contract requirements, please provide an updated Certificate of Insurance (COI) reflecting the 

renewed coverage periods. 

Please ensure the updated certificate includes the following: 

• [List specific requirement, e.g., General Liability limits] 

• [List specific requirement, e.g., Workers Compensation] 

• [Your Company Name] listed as "Additional Insured" 

• [Your Company Name] listed as the "Certificate Holder" 

You may submit the new certificate via email to [Email Address] or by mail to the address listed 

above. 

Please provide this documentation no later than [Due Date]. If you have already sent the renewal, 

please disregard this notice. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Phone Number]  


