


Establishing administrative procedures
Identify a key person within the administrative staff who 
oversees the company’s Contractual Risk Transfer program. 
This person should execute the following duties:

1. Ensure certificates of insurance are obtained and 
additional insured endorsements added prior to the 
start of any third party work.

2. Ensure contracts are not amended prior to signatures 
being applied.

3. Ensure executed contracts are on hand prior to the start 
of any third party work.

4. Monitor certificates of insurance to ensure they are 
updated prior to their expiration date.

Insurance minimum guidelines
Your contract should include minimum insurance 
requirement guidelines. The minimum insurance 
requirements that should be used are outlined below.

• Commercial General Liability:  
$1,000,000 per occurrence, $2,000,000 aggregate

• Completed Operations: $1,000,000
• 


