
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
1. THE PRODUCER: Produces or orders Certificate for insured; answers questions, revises 

certificate to meet contract requirements.  

2. NAME OF INSURED: Must be the legal name of contracting party.  

3. TYPES OF INSURANCE: Must include types required by contract.  

4. POLICY FORM: Will indicate claims-made or occurrence form.  

5. NAMED ADDITIONAL INSURED: The Certificate must state, either under Description of 

Operations, check box in the appropriate column, or by attached endorsement, that the City of 

Boise is additional insured.  

6. CERTIFICATE HOLDER: Must be the City of Boise PO Box 500 Boise, ID 83701 

7. DATE CERTIFICATE ISSUED: Must be current. 

8. POLICY EFFECTIVE DATE: Must be prior to or coincidental with effective date of contract or 

event.  

9. POLICY EXPIRATION DATE: For “occurrence” form coverage, date should be on or after 

the termination date of contract or event; if “claims-made coverage”, coverage must survive for a 

period not less than three years following termination of contract or event and shall provide for a 

retroactive date of placement prior to or coinciding with the effective date of contract or event.  

10. LIMITS OF INSURANCE Must be the same or greater than required by the contract.  

11. DESCRIPTION OF OPERATIONS Review information in this section to determine it is 

consistent with contract or event. 

12. NOTICE OF CANCELLATION: In the event the insurance minimums are changed, 

Contractor shall immediately submit proof of compliance with the changed limits. 

13. AUTHORIZED REPRESENTATIVE: Must be signed by an authorized representative of 

Producer.  

 

 

 

Quick Tips  
Understanding the Acord Certificate of Insurance  

      City of Boise 

Understanding the Acord Certificate of Insurance  

1. PRODUCER 

Insurance 

Agent/Broker who 

issues certificate. 

 

2. NAME OF 

INSURED Must be 

the legal name of the 

contracting party.  

 

 

3. TYPES OF 

INSURANCE Must 

include the types of 

insurance required by 

the contract.  

 

4. POLICY FORM 

“Claims Made” or 

“Occurrence” form.  

 

 

5. NAMED 

ADDITIONAL 

INSURED the City of 

Boise must be named 

additional insured. 

 

6. CERTIFICATE 

HOLDER Must be the 

City of Boise 

7. DATE CERTIFICATE 

ISSUED Must be 

current. 

 

8. POLICY EFFECTIVE 

DATE Must be prior to 

or coincidental with 

effective date of 

contract or event.  

 

9. POLICY 

EXPIRATION DATE If 

occurrence form, date 

must be on or after 

termination of contract 

or event.  

 

10. LIMITS OF 

INSURANCE Must be 

the same or greater 

than required by the 

contract.  

11. DESCRIPTION OF 

OPERATIONS City of 

Boise is often named 

additional insured here; 

place and event 

sometimes described 

here. 

12. AUTHORIZED 

REPRESENTATIVE 

Must be signed, not 

stamped  

 



 

 

 

IMPORTANT 

 
If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed. A statement on this 

certificate does not confer rights to the certificate holder in lieu of such endorsement(s).  

 

If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may 

require and endorsement. A statement on this certificate does not confer rights to the certificate holder in 

lieu of such endorsement(s).  

 

DISCLAIMER 

 

The Certificate of Insurance on the reverse side of this form does not constitute a contract between the 

issuing insurer(s), authorized representative or producer, and the certificate holder, nor does it affirmatively 

or negatively amend, extend or alter the coverage afforded by the policies listed thereon.  

 



 

ACORD FORMS INSTRUCTION GUIDE 

   

The Certificate of Insurance ACORD 25 is “issued as a matter of information only, and confers no rights upon the 

certificate holder. This certificate does not amend, extend, or alter the coverage afforded by the policies”.  

 

The above information is included in the opening statement of the form.  

 

If the receiver of the form wants to verify that liability coverage exists on a policy and has no direct interest in the 

policy, use the certificate of insurance. However, if the receiver of the form does have a verifiable interest in the 

policy, such as an additional insured, the liability policy must be amended by endorsement, to provide the appropriate 

coverage for the interested party prior to issuing a certificate of insurance (since the certificate confers no rights upon 

the holder and does not amend the policy).  

 

ACORD 25 was designed to collect policy limit information based on the ISO commercial lines program. It addresses 

both Claims Made and Occurrence policies.  

 

The purpose of the Certificate of Liability has been the topic of frequent discussions throughout the industry. Attention 

centers around the true purpose of a certificate and the rights, if any, it conveys to a certificate holder. In 1974, the 

Court of Appeals, Fifth District ruled that a certificate is not a contract between the holder and the insurer. It only 

provides information to an interested third party that insurance is in force at the time of issuance. The court also 

stated: “The provision regarding notification in the event of cancellation is a mere promise, unsupported by any 

consideration.” Although many companies provide notice of cancellation to certificate holders, they are not obliged to 

do so, since the holder is not a party to the contract. Agents or brokers should not change any provision on this form 

without prior consent of the issuing company. 

 

The Certificate of Liability Insurance is used for most casualty situations in which the insured has requested 

certification to a third party of issued casualty coverages. The uses of the Certificate can include large and small 

contraction or manufacturing risks, lessor/lessee agreements, or other areas of liability certification. The ACORD 

Certificate should be issued only in compliance with company instructions.  

 

ACORD recommends that Certificate NOT be used in the following situations: 

 To waive rights 

 To provide information to the owner of a leased motor vehicle or the lender about both liability and physical 

 damage coverages applying to the vehicle (ACORD23, Leased Auto Certificate of Insurance,  should be used 

 for this) 

 To quote wording from a contract 

 To attach to an endorsement 

 To quote any wording which amends a policy unless the policy itself has been amended  
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