
HOW TO: 
Get a Certificate of Insurance (COI)

Check the email from the event organizer or find the section in your
contract/agreement that lists what type of insurance they require
and at what dollar amounts. It could look something like this:

Contact a few insurance companies to seek quotes and find the best
insurance and price for you and your business. Here are a few local
and online options:

ACT - online insurance provider primarily for artists/makers
FLIP - online insurance provider for food vendors
Cheeseman Insurance
Winooski Insurance
Kinney Insurance

Once you have selected and purchased your insurance, ask your
insurance provider for your COI listing the event organizer as
additionally insured. If this is for the City of Burlington, make sure to
request that the Description of Operations section includes the text,
"The City of Burlington is additionally insured on a primary and non-
contributory basis" and that they list the event name, date(s), and
location. On the next page you can see an example of a correct COI
and tips for reviewing for accuracy!

1. GET TO KNOW YOUR REQUIREMENTS

2. GET A FEW INSURANCE QUOTES

3. REQUEST YOUR COI

1.General liability coverage of $1,000,000 per occurrence and $1,000,000 aggregate.
Vender must provide a certificate of insurance showing compliance with minimum
coverages that must be received prior to the effective date of the Agreement.  

2.Automobile liability with a combined single limit of $1,000,000 for all owned, non-owned,
and hired vehicles. 

3.Workers’ compensation coverage of $500,000 for bodily injury by accident. In lieu of
Worker’s Compensation/Employers Liability, the vendor may demonstrate that it has no
covered employees by submitting Vermont Department of Labor Form 29 or another
sworn statement of the vendor, subject to approval and acceptance by the City. 



For City events, make sure your
COI has Xs in both columns here

Your policy start and
end date should be

listed for all lines

Make sure these amounts match
what is required for your event. If

your insurance goes above and
beyond, that’s fine too!

This is only required by
the City if you have

employees


