
Contractor or Vendor Certificate Requirements 
 
 
A valid, current certificate of insurance, Acord Form 25, must be obtained from every contractor, 
subcontractor, or vendor that does work for, or provides services to your organization. Each 
certificate must meet the following requirements in order to be acceptable. 
 
Requirements 
 
For purposes of outlining the requirements, a standard Acord Certificate is used; however, if an 
alternate form is used the same requirements must be satisfied on the alternate form. 
 
1. Companies Affording Coverage 
 

a. Specifically Identified by Name 
b. Company has a A.M. Best Rating of A or better 

 
 
2. Types of Insurance (Company letter specified) 
 

a. General Liability – Occurrence Form 
b. Automobile Liability – Including Non-Owned & Hired Autos 
c. Workers’ Compensation 
d. Umbrella Liability 

 
3. Limits 

 
a. General Liability - $1,000,000 Each Occurrence with $2,000,000 General 

Aggregate and $2,000,000 Products/Completed Operations Aggregate. 
b. Automobile Liability - $1,000,000 combined single limit 
c. Workers’ Compensation – Statutory Benefits with $500/500/500,000 Employers 

Liability limits, not including the umbrella limits shown below. 
d. Umbrella - $5,000,000 preferred limit but no less than $2,000,000 minimum 

 
4. Policy Dates 
 

If any of the policies expire within 60 days, another certificate with the new policy dates 
will need to be requested shortly after the policies expire. 

 
5. Policy Number 
 

Either a policy number or a binder number must be shown 
 
 



6. Special Items 
 

The specific job site, project name, building or apartment complex name and address 
must be referenced. The certificate holder must be listed and added as an Additional 
Insured to the subject policies with respect to work or services provided by the contractor 
or vendor. A copy of the Additional Insured endorsement must be attached to the 
certificate. 
 
Acceptable Additional Insured endorsement forms are: 
- CG20101185 (Preferred) 
- CG20261185 
- CG20101093 along with CG20371001 
- CG20101001 along with CG20371001 
- Other Additional Insured endorsements may be acceptable on a case-by-case review 
 
The Additional Insured endorsement must reference the specific project name / job site 
and include all required Additional Insured names as indicated below: 
 
Re:  __________________________________________________________ 
       __________________________________________________________ 
       __________________________________________________________ 
       __________________________________________________________ 
       __________________________________________________________ 
       __________________________________________________________ 

 
         The General Liability coverage must not have a residential work exclusion. 
 
7. Certificate Holder 
 

The certificate holder’s name and address shall be the same as indicated on the sample 
certificate, subject to change by the Certificate Holder 

 
8. Cancellation 
 

A minimum of 30 days notice is required. The certificate must also “X” out the words 
“endeavor to” and “but failure to mail such notice...”. 

 
9. Authorized Representative 
 
The certificate must be signed by a licensed and duly authorized representative of the indicated 
insurance company or companies. 
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