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Insurance & Risk Management
Student Field Trip Procedures continued


Certificate of Insurance Procedures
A certificate of insurance form is used by the location when proof of Insurance (specific insurance requirements) is requested by an organization for use of equipment and/or property. 
The location will fill out and remit the “Certificate of Insurance Request Form” to the broker (named on the form) at least two weeks before the intended use of the other party’s equipment and/or property.  Please make sure to remit a copy of your agreement and/or contract along with the request form.

A copy of the request and contract must also be submitted to the Risk Mgmt and Insurance Department at lavoun@dsj.org.

When filling out the form please make sure to include in the “Special Instructions” section that you are copied on the Certificate of Insurance and please include the other party’s insurance requirements.
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