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Certificates of Insurance: Know the Basics  
 
by John Ligon 
 
Once a local government hires a contractor or vendor, there could remain an exposure to liability for the 
wrongful acts committed by the contractor or vendor, even if the local government is not at fault. Let’s 
discuss a method to help mitigate this exposure through procurement practices aimed to transfer risk.  
 
During the procurement process, establish minimum insurance requirements based on the scope of the 
work being solicited, including but not limited to the type of services, complexity, duration, cost, the risk 
involved, technology impact, potential impact to citizens, etc.  Some common minimum insurance 
requirements are as follows: 

• Commercial general liability insurance on an occurrence form: Commercial general liability 
insurance includes bodily injury and property damage liability, personal and advertising injury liability 
as well as products and completed operations. Liability limits should not be less than $1 million 
combined single limit for each occurrence.  

• Automobile liability insurance: Automobile liability insurance should be $1 million combined single 
limit for each accident for bodily injury and property damage. It includes coverage on all owned, hired 
and non-owned automobiles. 

• Workers’ compensation/employers’ liability insurance: Workers’ compensation/employers’ 
liability insurance must meet the statutory limits in compliance with the workers’ compensation laws of 
the State of Florida. The employers’ liability limits are $500,000 for each accident and $500,000 for 
each disease. 

• Cyber liability insurance: Cyber liability insurance is an emerging risk. When procuring services or 
products in the technology space, including payment processing vendors, you may want to require 
the vendor carry cyber liability insurance with at least a $1 million limit per claim. If prospective 
vendors cannot comply with this requirement, another method is to transfer cyber risks, such as data 
breaches, through contractual terms and conditions, which can be introduced during the solicitation 
phase. 

 
The above information acts to establish minimum requirements and coverages. Depending on the nature 
and scope of the procurement, you should seek advice from your city attorney on insurance 
requirements.  
 
After vendor selection, the gathering of certificates of insurance from the vendor(s) (including 
subcontractors) is an important next step. A certificate of insurance is a document generated by an 
insurance company or an agent that shows pertinent information about the insurance policies. Certificates 
of insurance contain the following information: 

• Named insured 

• Policy number 

• Policy term period 

• Name of the insurance company 



• Limits and deductibles 

• Certificate holder information 
 
Last but certainly not least: Make sure that you request that your local government be added as an 
additional insured on the vendor’s certificate of insurance and request a copy of the additional insured 
policy endorsement. Certificates of insurance alone cannot legally amend or change your vendor’s 
insurance policy, so it is best to request the additional insured policy endorsement for confirmation that 
your organization has been added to the vendor’s policy.  
 
This step is critical and is often overlooked after the vendor selection process is complete. Note that some 
insurers will charge an additional premium for this endorsement, and vendors may want to transfer the 
cost to your organization. The requirement to be added as an additional insured to the vendor’s policy, at 
no additional cost, should be included as a requirement in the procurement solicitation document. Upon 
receipt of the endorsement, you should review it carefully to understand the policy conditions including, 
but not limited to, limits and sub-limits available. 
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