
Certificate of Insurance (COI) 

A Guide to 
Controlling 

Risk 
 

 

Certificate of 
Insurance 

(COI) 
 

 

 Risks to Agencies 
 

 Insurance Coverage 
 

 Best Practices 
 

 Certificate Review 
and Verification 

 

 Deficient             
Certificates 

 

 References and  

Resources 

Published June 2017 

D A S  |  R I S K  M A N A G E M E N T  

A Certificate of Insurance (COI), also known as a Certificate of Coverage (COC), is a 
summary document issued by an insurance company to provide evidence of insurance 
coverages and limits under specific conditions granted to those listed. The COI is usual-
ly requested during an Request for Proposal (RFP) process after contractual insurance 
requirements have been determined.  

A COI is not a legal equivalent of an insurance policy. The COI only confirms that the 
provider carried the insurance specified at the time the COI was prepared. The COI 

DOES NOT guarantee that: 

 Insurance has not or will not be cancelled; 

 That coverage limits will not be exhausted by other claims; or 

 That other endorsements have not been added to the policy, reducing the amount of 

coverage available. 

Risks to Agencies  

 Incorrect insurance limits and insurance coverage. 

 Incorrect transfer of risk. 

 Diluted insurance coverage. 

 Higher agency risk exposure. 

Insurance Coverage 

Agencies use contracts to transfer liability, property and financial responsibility of       

actions and items outside of “state responsibility” to the contractor. To transfer risk   

within a contract, an agency needs to properly use indemnity agreements and insurance 

requirements (insurance types and limits, additional insured status and notice of cancel-

lation). 

When items fall within “state responsibility”, agencies are covered by the state’s self-

insurance policies for most property damage and most liabilities (caused by employee 

acts and omissions within course and scope of position).  

Best Practices 

 Require Notice of Cancellation Endorsement(s) for 30 days notice for cancellation, 

nonrenewal and modification or reduction in coverage (contractors policy(ies) must 
be endorsed). 

 Require Additional Insured status for the “State of Oregon, its officers, employees 

and agents” (the contractors policy(ies) must be endorsed). A statement on a certifi-
cate does not confer rights to the certificate holder in lieu of such endorsement(s). 

 State within the contract that the contractor must require (and provide proof upon 

request) each subcontractor to comply with insurance requirements outlined within 
the contract (insurance requirements can be determined with the DAS Risk Man-
agement Risk Assessment Tool). 

 Refer to the DAS Risk Management Insurance Templates for insurance templates 

on service and good contracts, information technology contracts and services and 
goods intergovernmental agreements (IGA). 

 Review the COI and verify compliance with insurance requirements and monitor  

ongoing compliance. 

https://www.irmi.com/online/insurance-glossary/terms/i/indemnification.aspx
https://www.irmi.com/online/insurance-glossary/terms/a/additional-insured.aspx
https://www.irmi.com/online/insurance-glossary/terms/n/notice-of-cancellation-nonrenewal-clauses.aspx
https://www.irmi.com/online/insurance-glossary/terms/n/notice-of-cancellation-nonrenewal-clauses.aspx
http://www.oregon.gov/das/Risk/Pages/Insself.aspx
http://www.oregon.gov/das/Risk/Pages/Insself.aspx
https://www.irmi.com/online/insurance-glossary/terms/n/notice-of-cancellation-nonrenewal-clauses.aspx
https://www.irmi.com/online/insurance-glossary/terms/a/additional-insured.aspx
http://www.oregon.gov/das/Risk/Pages/CntrctrInsReq.aspx
http://www.oregon.gov/das/Risk/Pages/CntrctrInsReq.aspx
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Certificate Review and Verification 

References and Resources 

 International Risk Management Institute (IRMI) - (copy and paste) 
https://www.irmi.com/online/pracrisk/ch00000g/prmg0025.aspx 

 International Risk Management Institute (IRMI) - Insurance and 
Risk Management Terms 

 Hanover Insurance Group - Reviewing Certificates of Insurance 

 Global Insurance Credit Ratings & Information Services - A.M. Best 

 DAS Risk Management - Self-insurance Policy Manuals 

 DAS Risk Management - Risk Assessment Tool 

 DAS Risk Management - Insurance Templates 

 DAS Risk Management - Example COI with step-by-step illustration 

Important areas for review and verification include: 
 

 Is the COI provided on a proper form, such as ACORD 25? (example COI with step-by-step illustration) 

 Is the company named on the certificate precisely the same name that is in the contract? 

 Has the state been named as the Certificate Holder (seen on the bottom left of the ACORD 25)? Section 

should name the “State of Oregon” and agency contact. 

 Has the “State of Oregon, its officers, employees and agents” been named as an Additional Insured 

(contractors policy(ies) must also be endorsed)? 

 Have the policies been issued by reputable insurers with acceptable financial ratings (check ratings at 

A.M. Best)? 

 When dealing with international business partners, are the insurance companies domiciled in the United 

States? 

 Has the certificate been signed by an insurance company or agency representative? 

 Are the types and limits of insurance listed on the form the same as or greater than those required by the 

contract? 

 Are the policy numbers listed on the COI? 

 Are the dates of coverage adequate for the specified work? If any required policies will be expiring during 
the course of the work, be sure to request a new certificate before the old one expires. 

 Are the Notice of Cancellation previsions acceptable (see bottom right of the ACORD 25)? 

 Does the certificate indicate any special insurance requirements that is required in the contract (e.g. pollu-

tion, environmental, crime, liquor liability, fire legal liability, etc.)? 

 Does the certificate cite the contract number or job location to tie the insurance to the work (usually listed 

within Description of Operations)? 

 Has the provider made any unapproved modifications to the certificate (e.g. handwritten notes, wording 

crossed out, etc.)? 

Deficient Certificates 

If a COI is deficient in any way, a procedure should be in place or developed for responding to a deficient 
COI. At a minimum, this should: 
 

 Address giving the certificate provider written notice of any identified deficiencies; and 

 Require that they provide a corrected certificate before they are allowed to start work. 
 

Contract documents should clearly state any penalties for failing to provide a certificate that matches the    
insurance requirements in the contract. 

http://www.oregon.gov/das/Risk/Pages/index.aspx
https://www.irmi.com/online/insurance-glossary/terms.aspx
https://www.irmi.com/online/insurance-glossary/terms.aspx
https://www.hanover.com/linec/docs/171-0960.pdf
http://www.ambest.com/home/default.aspx
http://www.oregon.gov/das/Risk/Pages/Insself.aspx
http://www.oregon.gov/das/Risk/Pages/CntrctrInsReq.aspx
http://www.oregon.gov/das/Risk/Pages/CntrctrInsReq.aspx
http://www.oregon.gov/das/Risk/Documents/rwAccordCertLegend.pdf
http://www.oregon.gov/das/Risk/Documents/RWAccordCertLegend.pdf
https://www.irmi.com/online/insurance-glossary/terms/a/additional-insured.aspx
http://www.ambest.com/home/default.aspx
https://www.irmi.com/online/insurance-glossary/terms/n/notice-of-cancellation-nonrenewal-clauses.aspx

