DHHS Division of Contract Management
Guidance for Confirming Adequacy of Certificate of Liability Insurance

Updated May 20, 2014

Introduction:
When reviewing Certificate of Liability Insurance Documents sent in by providers or their insurance agents, the goal of DCM is to ensure the coverage is adequate to support the services outlined in the agreement(s).

The approach is to outline the reviews, delineating between short term and long term action items.

Guidance for Contract Administrators
The following checks should be performed by each contract administrator. They confirm that a valid Certificate of Liability Insurance Document was presented in support of the agreement:
1. Producer
a. Current Check – Confirm that this has been filled in, and includes the name and address of the insurance company.
b. Future Check – No changes anticipated.

2. Insured:
a. Current Check – Confirm that the Provider name and address listed matches the Provider name and address on the contract.
b. Future Check – No changes anticipated.

3. Types of Insurance and Coverage Amounts:
a. Current Check – Confirm as follows:
i. General Liability Insurance 
1. Must be included for All Contracts.
2. Ideally and typically, the coverage is for $1,000,000 per claim.  
ii. Professional Liability Insurance 
1. Must be included for State Service Agreements (Administrative contracts) when they provide these types of services:
a. Consulting services 
b. Actuarial services
c. Those services requiring a license
d. Those services requiring an accreditation
2. Ideally and typically, the coverage is for $1,000,000 per claim.
b. Future Check:
i. Confirm there are adequate dollar amounts for General Liability
ii. Confirm there are adequate dollar amounts for Professional Liability, and when Professional Liability is necessary.
iii. Improve the process around determining when professional liability is required. This will include Program.
* Risk – this check will include a feedback loop with program which inherently creates delays in processing agreements
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4. Policy Effective Dates:
a. Current Check – Confirm that these Effective Dates fall on or before the contract start date:
i. General Liability Insurance 
ii. Professional Liability Insurance (if required)
iii. Automobile Liability (if required)
b. Future Check:
i. Confirm that effective dates of all required policies cover the entire agreement.
ii. Confirm policy is active at any time throughout the agreement.

5. Policy Number
a. Current Check – None
b. Future Check – 
i. Confirm that this includes a policy number or TBD.
ii. When TBD, a follow must occur to obtain a policy number.

6. Description of Operations
a. Current Check – None
b. Future Check – Confirm that this references the appropriate contracts.

7. Certificate Holder:
a. Current Check – Confirm that it is as follows, or some variation:
1. State of Maine, Department of Health and Human Services, 
2. 221 State Street
3. Augusta, ME 04333
b. Future Check – No changes anticipated.

8. Authorized Representative
a. Current Check – Confirm that this has been filled in, and includes the name, either printed or signed.
b. Future Check – No changes anticipated.


No idea is stupid, No question is stupid, Respect is earned both ways.
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