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WISCONSIN

UNIVERSITY OF WISCONSIN-MADISON




(DATE)

(VENDOR)

SUBJECT:
Insurance Certificate Request

Dear Sir/Madam:

I have been asked to prepare a purchase order for your company for the purchase of Travel Services (Tour Operators and Agencies) for the UW-Madison.  The State of Wisconsin requires that a valid insurance certificate (IC) be on file with our Risk Management Office for any vendor providing service on University property, privately owned property where the University is allowed use, or for other services, which are considered high risk.  Before a purchase order can be issued to your firm, we need you to submit a valid insurance certificate.  The certificate must be signed by an authorized agent of an insurer licensed to do business in Wisconsin and must be resubmitted annually if it is for an ongoing contract.  Also, if this coverage is valid for any company name or address other than that which would be listed on the purchase order, please furnish that information along with the certificate of insurance.  The certificate must show current coverage in the required amounts sited below, and it must name the University as the additionally insured.   Listed below are the required coverage amounts and specific additionally insured language.


Workers Compensation (WC):



Statutory Limits



Each Accident




$100,000



Disease - Policy Limit



$500,000



Disease - Each Employee


$100,000

Commercial General Liability (CGL):


General Aggregate including



Products & Completed Operations

$1,000,000



Each Occurrence



$1,000,000


Automobile Liability



Combined Single Limit



$2,000,000


Professional liability




$5,000,000
Additional Insured:

The contractor shall add the “Board of Regents of the University of Wisconsin System, its officers, employees and agents” as an additional insured under the commercial general liability policy.
Please have your office or your insurance agent forward a valid IC to our office by faxing it to my attention at 608-262-4467.    Because I cannot issue any orders to your firm without the IC, please fax this as soon as possible.  If you have any questions or concerns regarding this letter, please contact me at 608 (PHONE).

Sincerely,

(AGENT)

PURCHASING SERVICES

University of Wisconsin-Madison ( 21 N Park St., Ste 6101 ( Madison, WI 53715 1218

608/262----- ( (Fax) 608/262-4467 ( www.bussvc.wisc.edu ( -------@bussvc.wisc.edu

