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         Request for IEEE Certificate of Insurance

	Date request form completed:
	

	Requester:

Person completing this form
	Name:

	
	Phone #:

	Staff or Volunteer position
	Title:

	A copy of the certificate will be sent to this e-mail address.
	E-mail:

	Date certificate needed by:
	

	Certificate Holder:  

Third Party Organization that has requested the certificate.
	Name:

	Certificate Holder address:
	Complete Address:

	
	Contact Name and Phone#:

	Would you like us to e-mail a copy to the certificate holder?  If so, please provide an e-mail address.
	E-mail:

	Reason certificate of insurance is being requested:

Please include a description of the activity or items to be covered by insurance.
	

	If this request pertains to an IEEE Conference, please provide the following information:
	Conference Name:

Conference Record #:

	IEEE Unit or Organization sponsoring the activity:
	

	Date(s) coverage required:
	

	Requested Coverage(s) and Coverage limits:

Please provide a copy of the contract or agreement between the third party organization and IEEE including the specific insurance requirements with this request.
	(  General Liability; Limit:________________________                        

(  Umbrella Liability; Limit: _______________________

(  Automobile Liability; Limit: _____________________

(  Workers’ Compensation; Limit:__________________

(  Other; Limit:_________________________________

	Special instructions:
	


Please be sure to complete all fields on the form. 
Please note, additional insured status on a certificate of insurance cannot be granted without a copy of a signed contract requesting same.

Certificates of insurance must be prepared by IEEE’s licensed insurance broker and should be requested 30-60 days in advance.  Please allow 5-7 business days for processing.
Please e-mail form to the IEEE Office of Risk & Insurance Management Services orims@ieee.org. 

