James R. Favor & Company, LLC

14466 East Evans Avenue • Aurora, Colorado 80014-1409
(800) 344-7335 • FAX (303) 745-8669 • www.jrfco.com

	Certificate of insurance request

	fraternity / sorority chapter Information

	Inter / National Organization:

	Chapter Name:
	School:

	Chapter address:

	City:
	State:
	ZIP Code:

	Is this request for an:
	 EVENT
	 POLICY TERM

	event information Contact

	If this certificate is being requested for an event, please complete the following:

	Name of Event:

	Date of Event:

	insurable interest Information

	Complete the information below for the entity (university, venue, etc.) requesting the certificate from you:

	Name:

	[bookmark: _GoBack]Address:

	City:
	State:
	ZIP Code:

	Check which type of certificate is requested:
	 Certificate of Insurance
	 Additional Insured

	Certificates of Insurance are provided at no charge. Extra charges apply for Additional Insureds and for any extra expenses incurred for priority handling (Express Mail, Federal Express).  The charge for each additional insured is $250 minimum and any request received with less than seven days’ notice will be assessed an additional $250.  Payment must be received prior to releasing any certificates.

	your information

	Name:

	Position:

	Phone:
	E-mail:
	Fax:



Please include all contracts, agreements, or associated paperwork with this form.

Functions, Special Events and any Additional Insured requests deserve special attention to review and attempt to minimize your exposures.  Certificate requests for these types of activities should include a complete function planning form including all attachments.  We cannot complete our review or provide certificates until all information is received.  Some organizations require the submission of an Event Planning Form to the headquarters office as a part of this process:
· Phi Delta Theta Chapters – please log in to your MYPDT account, or contact GHQ to access your form
· Lambda Chi Alpha Chapters – Event Planning Forms are available to all chapter officers in the “Forms” section of the Officer Portal.
· Phi Sigma Pi Chapters – access your planning form here.

Requests and supporting documentation must be received in our office 30 days before the certificate is needed.

Please review all contracts with your legal counsel before execution.  We do not offer legal advice or draft contractual agreements.  We will be pleased to assist your legal counsel in reviewing the risk management considerations of contracts.

