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	CHECKLIST FOR NON-MINISTRY
CERTIFICATE OF INSURANCE
SPECIAL EVENT PERMITS



[bookmark: _GoBack]CONTRACTOR/PERMITEE	     	PERMIT NUMBER	     

NON-MINISTRY CERTIFICATE OF INSURANCE  MUST COMPLY WITH SPECIAL EVENTS INSURANCE SPECIFICATIONS – Any Questions Contact Insurance and Bonds
	CHECKLIST ITEM
	YES
	NO
	WHAT TO DO

	Is the description/location of the Special Event Permit correct? 
	[bookmark: Check1]|_|
	[bookmark: Check2]|_|
	If no, reject the certificate and obtain one that meets the requirement

	Is the Name of the party on the Permit the SAME on both the Certificate and the Special Event Permit?
	[bookmark: Check3]|_|
	|_|
	If no, reject the certificate and obtain one that meets the requirement

	Does the Certificate of Insurance provide the insurance company name, policy number, policy effective and expiry dates and limits (ie amount of insurance)?
	[bookmark: Check5]|_|
	[bookmark: Check6]|_|
	If no, reject the certificate and obtain one that meets the requirement

	Do the effective and expiry dates of the insurance policy(s) as noted on the Certificate cover the term of the Special Event Permit dates? 
	[bookmark: Check7]|_|
	[bookmark: Check8]|_|
	If no, reject the certificate and obtain one that meets the requirement

	If Automobile Liability insurance is required in the Special Event Permit has one of the following been completed: auto liability section thoroughly completed on H0111 form AND/OR a completed APV47 OR a completed APV250L  (ICBC Insurance/Registration certificate - copies are acceptable) is attached with a minimum $2 million  *Note: Excess insurance can sit over ICBC Auto i.e., Automobile ICBC of $1 million if Excess field indicates minimum of $1 million Auto.  If Certificate ONLY shows private coverage evidence of ICBC coverage must be provided. (If there are any issues re: ICBC please contact Insurance & Bonds)
	[bookmark: Check9]|_|
	[bookmark: Check10]|_|
	If no, either ask for the I.C.B.C. form(s)

	The Certificate is an original document which has been appropriately signed and dated.  (Scanned Certificates are acceptable IF the scan comes directly via email from a broker or insurer.  The scan from the permitee or other source is not considered an original.  Keep the email evidencing the sender as part of your file.)
	[bookmark: Check11]|_|
	[bookmark: Check12]|_|
	If no, reject the certificate and obtain properly completed certificate

	Is the insurance company registered and licensed within BC or Canada?   http://www.fic.gov.bc.ca/web_listings/AuthorizedInsuranceCompanies.aspx .
	[bookmark: Check15]|_|
	[bookmark: Check16]|_|
	If no, reject the certificate and obtain one that meets the requirement

	Does the certificate meet the CGL requirements of the Permit? (Refer to insurance specifications)
	[bookmark: Check17]|_|
	[bookmark: Check18]|_|
	If no, reject the certificate and obtain one that meets the requirement

	Have any unique or additional insurance requirements been met? (i.e. additional insured)) 
	[bookmark: Check19]|_|
	[bookmark: Check20]|_|
	If no, reject the certificate and obtain one that meets the requirement




	|_| ACCEPTED        
	|_| REJECTED        _

	(SIGNATURE & DATE)
	(SIGNATURE & DATE)
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