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COI Track® Discovery Questionnaire

Manage your Certificates of Insurance to Minimize Liability

Organization Name:      
Contact information of those responsible for managing certificates of insurance:
Name:
     
Name:
     
Email: 
     
Email:   
     
Phone:
     
Phone: 
     
Please assist us by answering the following questions:

1. Are you aware of the reasons why it is critical to track certificates of insurance (COIs)?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
a. If not, you can sign up for a free training on our Risk Management Center to learn about this requirement and ways to prevent losses to your organization. 
b. Do you know how to do this?

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

2. Has your insurer informed you that they require certificates of insurance to be monitored and that your insurance rates could be affected by a loss caused by the absence of a certificate or the lack of a current and valid certificate?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
3. Do you know you can be liable for uninsured or under-insured contractors (i.e., suppliers, vendors, contractors, tenants, etc.)?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
4. Has your legal counsel given you guidance with respect to your contracts, certificates of insurance, and minimum insurance requirements?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
5. Are you using a third-party service to track certificates? 

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
a. If so, how much are you paying on an annual basis?
Enter Figure:      
6. How many certificates are you currently tracking?
Answer Here:      
7. What types of client do you do require insurance from? Contractors, their subcontractors, suppliers, vendors, or other types of business contacts? Please explain.

Answer Here:      
8. What sort of system do you use to manage your certificates of insurance (Excel spreadsheets, task reminders, or a custom tracking product)? Do you keep paper files or electronic files?

Answer Here:      
a. On which department (or on whom) does this responsibility fall?

Answer Here:      
9. Can you describe your current certificate tracking process (for example, when is a new certificate requested, how is it requested, how is it tracked, and how do you know when and which certificates are expiring)? 
Answer Here:      
10. What is your current time investment for tracking certificates, and in your opinion, are they currently being tracked in a proactive manner?  

a. Answer Here:      
b. How many individuals are involved in the total process?
Answer Here:      
c. Do you know you have access to a system that enables you to fully manage certificates?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
11. Do you have contact information (an email address) for each of your insured vendors?
Answer Here:      
12. Are minimum insurance requirements standardized per contract and requested and provided from all vendors? Which areas, if any, do you need assistance with?
Answer Here:      
13. Are there any other forms or documents you require from your vendors to evaluate their insurance compliance?

Answer Here:      
14. What is your current procedure for a vendor who cannot or will not meet the minimum insurance criteria?

Answer Here:      
15. Do you have standard notification templates (email or post) that you send to vendors regarding new certificate requests, expired or non-compliant certificates? What type(s)?
Answer Here:      
16. Do you need your certificate reports sorted by classification (for example, by project or location)?

Answer Here:      
17. What type of reports would you like to see regarding the status of your certificates?

Answer Here:      
18. How often would you like to see these (automatic email) reports? 

Answer Here:      
19. Do you want to attend a free webinar to review the needs for certificate of insurance management, proper contractor review, and audits? 

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
20. How would having all of the items mentioned in this survey in a single environment – tying all your certificate management needs together – be beneficial to your organization?  

Answer Here:      
a. What would you like to know more about?



Answer Here:      
View a video testimonial
Thank you for your time.

Please return completed form to       
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