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Date: Current
Subject:  Certificate of Insurance Requirements & Request
Dear Sir/Madam,
Procurement Services requires that a valid certificate of insurance copy (C of I) be on file for any vendor providing service on University property, privately owned property where the University is allowed use, or for other services, which are considered high risk. Before a purchase order can be issued to your firm, a valid insurance certificate must be submitted.  The certificate must be signed by an authorized agent of an insurer licensed to do business in Florida and must be resubmitted annually if it is for an ongoing contract.  

If coverage is valid for any company name or address other than that which would be listed on the purchase order, please furnish that information along with the certificate of insurance. The certificate must show current coverage in the required amounts sited below, and it must name the University as the additional insured. Listed below are the minimum required coverage amounts and specific additional insured language.
	Commercial General Liability (CGL):
	

	   Each Occurrence
	$1,000,000

	   General Aggregate including
	

	   Products & Completed Operations
	$1,000,000

	   Automobile Liability
	$1,000,000

	   Excess/Umbrella Liability
	$1,000,000

	Workers Compensation (WC)
	Statutory Limits

	   & Employers’ Liability
	set by the State of Florida


***Additional Insured:
The contractor shall add Florida Institute of Technology as an additional insured under the commercial general liability policy.

Please have your office or your insurance agent fax a valid C of I copy to our Purchasing office at 321.674.7509 or email a copy at purchasing@fit.edu .  Nevertheless, the Purchasing Office cannot issue the purchase order to your firm without a valid C of I on file.  If you have any questions or concerns regarding this letter, please contact the Purchasing Office at 321.674.8110.

We thank you and appreciate your commitment and services to Florida Tech.
Sincerely, 

Jackie Moses
Purchasing Operations Supervisor
________Florida Institute of Technology_______________

150 West University Boulevard, Melbourne, FL 32901-6975      (321) 674-8110 Fax (321) 674-7509
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