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STANDARD OPERATING PROCEDURE (SOP)

Processing Certificates of Insurance
Introduction:

Contractors and consultants, collectively referred to as vendors, must obtain insurance coverage
that meets all requirements applicable to their contract or agreement with the Nebraska
Department of Transportation (NDOT). In most cases, NDOT requires proof the vendor has obtained
the coverage in the form of a Certificate of Insurance (COlI).

This document presents a standard instruction guide for processing COls throughout all NDOT
Divisions to ensure consistency. This document is not intended to be a detailed guide for COI review
and approval in each division, but does offer direction to more detailed review information
pertinent to each division (see section VILI.)

For an example and brief description of the contents of a COI, refer to Appendix A.
Purpose:

The purpose of this document is to provide general guidance to NDOT contract managers and to
outline the steps to take in reviewing, verifying, updating, and storing COls in NDOT systems.

Terms/Abbreviations:

AASHTOWare Project System (AASHTOWare) — a computer system used by NDOT that enables
management of information throughout the entire project and construction cycle — from cost
estimation to proposal preparation, letting bids, construction and material management and data
collection. NDOT contract managers utilize this system to review and update vendor insurance
coverages.

Certificate of Insurance (COI) — primary document utilized by the insurance industry to establish
insurance coverage for a business or company. Otherwise known as ACORDs. The ACORD
summarizes essential information about a business’s insurance policy, such as coverage types, policy
numbers, insurance limits, and effective and expiration dates.

Contract Manager —an NDOT employee responsible for the oversight of contracts or agreements
made with customers, vendors, and partners. This person may obtain, verify, update, and store
COls on behalf of the NDOT. A Contract Manager is also referred to as “NDOT Insurance Subject
Matter Expert (SME)” within this document.

Insurer — an insurance company or their agent who provides a policy for the vendor. NDOT contract
managers often garner COI directly with insurance agents or the vendor.

Vendor — a business or individual that is or has been working for NDOT under a contract or
agreement (e.g., contractor, consultant, service provider)
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Vendor ID Number — a numeric or alphanumeric designator established in AASHTOWare. Vendor
number is associated and exclusive to a particular vendor. Contract managers may contact their
division/district or controller representative to request establishment of this number.

References:

Example COI with brief description: Appendix A

Process Flow Chart for Initial Insurance — New Vendors: Appendix B
Process Flow Chart for Insurance Renewals -- Subsequent Years: Appendix C
NDOT Business Center Website: http://dot.nebraska.gov/business-center/

Using the NDOT Business Center Website for Insurance Information:

Vendors doing business with NDOT will find helpful information regarding insurance requirements
and procedures on the NDOT Business Center website. The information is also a good source for
NDOT contract managers to use regarding their role receiving and verifying COIs from vendors.

Follow these steps to navigate to one of the insurance sections of the website:
e Click NDOT’s Business Center page: http://dot.nebraska.gov/business-center/

e Scroll down to select “Consultant Services” (for consultants), or “Contractor Information” (for
contractors)

Each of these areas contains links to insurance information such as written guidelines, special
provisions, general help, and examples.

Quick Link to Lookup a Vendor’s Insurance Coverage in NDOT Systems

You may quickly view NDOT’s latest vendor insurance coverage information by clicking on the
following:

https://ndorpubreports.nebraska.gov/reports/report/AASHTOWare Project/PreConstruction/Vend
or_Insurance Search

To navigate and retrieve the information, enter either the vendor ID or vendor name. Once your
vendor is found, click the vendor ID hyperlink to review that vendor’s insurance coverage in the
following categories:

e Type e Expiration Date e Insurer
e Limit e Limit Amount

Guidance and Information for Different Types of Contracts/Vendors
NDOT does business with different types of vendors. Some are large companies providing multi-
million dollar services to NDOT while other vendors are small contracts involving ‘Ma and Pa shops’.

Each type of contract/vendor may require varying approaches to COlI verification by NDOT contract
managers.
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The list below outlines some of the guidance specific to each NDOT Division.

A.

Construction Division Insurance (Highway Construction Projects-Only):

1. You may view the latest highway construction insurance information at:
http://dot.nebraska.gov/business-center/contractor/insurance/

2. Insurance questions and/or certificates related to highway construction projects may be
emailed to NDOT.Constructionlnsurance@nebraska.gov

Project Development Division Insurance (Consultant Insurance Certificates):

1. Asoutlined above, information regarding these types of COls can be found on the Business
Center website.

2. Consultant insurance documentation and other files for internal NDOT use only are located
in the following folder: \\DOTFS\ProjDev\Consultant Services\Consultant Insurance

3. Vendors relay insurance questions and/or certificates related to consultants and consultant
service agreements using this email address: NDOT.Consultantlnsurance@nebraska.gov

Operations Division, Procurement Services:

Right-of-Way Maintenance Services between $2,500 and $100,000 such as right-of-way mowing,
fencing, ditch excavating, etc. refer to the “NDOT Short Form Bid Proposal and Contract”, form
number NDOT 72 for the insurance requirements.

The latest edition of the Short Form Bid Proposal and Contract is available at:
https://interchange.nebraska.gov/search?SearchTerm=72 and

The SOP for using the Short Form Bid Proposal and Contract is available at:
https://interchange.nebraska.gov/search?SearchTerm=72i

Processing COI - General Guidance & Step-by-Step Actions

A.

General Guidance

The review and processing of a COl at NDOT occurs under two scenarios:

1) Initial COI for new vendors doing business with the agency or
2) Renewal of COI for vendors under contract who submit subsequent certificates.

Insurance certificates are usually issued by an insurance agent whenever one or more coverages on

a COl expire. As such, when vendors have multi-year contracts/agreements with NDOT, each

insurance policy has an expiration date. It is the responsibility of a vendor or their insurance agent
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to provide NDOT a valid and current COI as previous certificates/coverages expire. NDOT contract
managers receive a COI, review it for completeness and proper coverage against the
contract/agreement, update the coverages within AASHTOWare, and upload the COIl in pdf format
to OnBase.

As recommended by the NDOT Legal Office, ensure a COIl on file has not expired more than 30 days
for an active vendor. This best practice minimizes NDOT liability risk.

Before a COIl expires, many vendors provide subsequent COls without any prompting or reminders
from NDOT contract managers. This occurs with such frequency, the authors of this SOP
recommend NDOT contract managers wait for subsequent/new COls to arrive without taking any
steps to notify the vendor.

NDOT contract managers must however, contact vendor/agent upon expiration of the current COI
on file when a subsequent/new COI does not arrive within a few days after the expiration date.
Notifying a vendor by exception will save time for contract managers and avoid work associated
with reminding all vendors of a soon to expire COl. Utilize AASHTOWare to generate a “Vendor
Insurance Expiration Listing” report for monitoring upcoming expiration dates.

B. Step-by-Step Actions

a) Vendor Insurance Expiration Listing report

1. Around the beginning of each month, a report should be generated to identify any
vendors with expired or expiring insurance. Generate the Vendor Insurance Expiration
Listing report by following the visual instructions below after logging into AASHTOWare.
The beginning and end date for the report should be for the current month.

2. Notify active vendors, by email, with active contracts/agreements that have expired
insurance listed on the report. This report can be a checklist for contract managers to
make sure NDOT receives COls from these vendors. Before sending a reminder to the
vendor/insurance agent, double-check that they have not already submitted their COI
and it just has not been reviewed/approved yet.

Figure 1 - Creating a “Vendor Insurance Expiration Listing” report in AASHTOWare (1) is in the NDOT Reporting Portal at:

http://ndot portal/Reports/report/AASHTOWare Project/User Role Report Access/Vendor Insurance
/Vendor%20lnsurance%20Expiration%20Listing
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Figure 2 - Creating a “Vendor Insurance Expiration Listing” report in AASHTOWare (2)
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b) Initial Insurance — New Vendors

1. When awarding contracts/agreements to new vendors, the first step in obtaining COl is
to generate a letter/package to mail to the vendor which will help them provide an
acceptable or compliant certificate. Provide any helpful checklists and/or examples, and
provide a deadline within your notification. Mail, email, or fax this notification package
to the vendor.

2. For vendors initially doing NDOT contract work, a vendor ID number must be requested
by the contract manager. Vendor ID numbers are obtained by contacting the
appropriate division/district or controller representative. This step is to be
simultaneously accomplished with step 1 above.

3. Vendor sends COIl to NDOT contract manager or insurance SME.

4. Review the COI for compliance. Refer to local guidance created and filed in your
particular work area and guidance in section VIl above as necessary. The NDOT Legal
Office is also available for questions.

5. If the COl is compliant with the insurance requirements outlined by the contract, take
the necessary steps to update AASHTOWare shown below in section IX.
i. Ifthe COlis not compliant with contract requirements, provide notification to
the vendor along with specific feedback on corrections; provide deadline.
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ii. Review reworked COIl when returned.
iii. If a reworked COl still has errors or is somehow in dispute, consider contacting
the NDOT Legal Office for resolution.

6. Scan the compliant COl into a pdf document if necessary.

7. Upload the pdf version to OnBase under the appropriate Document Type established for
your Division. For example, Construction Division uses document type <NDOT CNST
Vendor> and Project Development Division uses <NDOT PD Consultant Insurance>.

—End of Process--

The “Initial Insurance — New Vendors” process is depicted in the flowchart below. A larger
version of this chart is also contained in Appendix B.

InSad nscrance - New Veadors
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c) Insurance Renewals — Subsequent Years
1. Insurance agent or vendor sends a COl to the applicable NDOT contract manager. Note:
Insurance agents for large companies often have systems that automate sending the
COI, by mail or email, to NDOT. Therefore, a COIl is usually received within a few days
prior to the previous COl’s expiration date. A ‘Ma and Pa’ or smaller vendor may use a
local insurance agent who may not have access to an automated COI system. If this is

the situation, NDOT contract managers may find the need to contact the vendor more
frequently on an expired COI.

2. Review the COI for compliance. Refer to local guidance created and filed in your
particular work area and guidance in section VIl above as necessary. The NDOT Legal
Office is also available for questions.

3. If the COlis compliant with the insurance requirements outlined by the contract, take
the necessary steps to update AASHTOWare as shown below in section IX.
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i. If the COIl is not compliant with contract requirements, provide notification to
the vendor along with specific feedback on corrections; provide deadline.
ii. Review reworked/corrected COl when returned.
iii. If a reworked COl still has errors or is somehow in dispute, consider contacting
the NDOT Legal Office for resolution.

4. Scan the compliant COl into a pdf document if necessary.

5. Upload the pdf version to OnBase under the appropriate Document Type established for
your Division. For example, Construction Division uses document type <NDOT CNST
Vendor> and Project Development Division uses <NDOT PD Consultant Insurance>.
--End of Process--

The “Insurance Renewals” — Subsequent Years process is depicted in the flowchart below. A
larger version of this chart is also contained in Appendix C.
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Procedure for Updating Insurance Coverage within AASHTOWare

1. COls that meet insurance requirements are entered into AASHTOWare. This is the main
database system for all insurance coverage information for each vendor.

2. Logon to AASHTOWare:
3. Enter your DOR ID and password (same as logging onto your computer). If you need access

to AASHTOWare, submit a service ticket through the Service Portal. The service offering for
AASHTOWare updates in the Service Portal is shown below.

+ NDOT AASHTOWare pijc’C( Service
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4. If you have any questions about AASHTOWare, send an email to
ndot.awprojectsupport@nebraska.gov

A Shortcut to AASHTOWare is shown below which should display on your desktop.

1oy
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4., Under Reference Data-scroll down to Vendors, then click link.
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5. Type in either the vendor # or name-it is not case sensitive.
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7. Click on Insurance

St -

There are typically seven (7) records or categories to update as shown in the picture above.

General Guidance for updating the 7 categories:

e Ifitis aninitial COI, there will not be any visible fields. This indicates all data entry is required.
Use the visible screenshots to assist you.

e Ifitis arenewal COIl, verify the Insurance Company name agrees in AASHTOWare. If it has
changed, begin entering the name of the insurance company. A drop down menu will appear
for you. If the name exists in the menu, select it.

If a company does not appear, a vendor ID# for the insurance company name needs to be created in
AASHTOWare. Send an email to the Controller Division (Laurie Burling) to get a vendor ID# create
for the insurance copy. Vendor ID#s begin with the letter ‘B’.

Check the Dept. of Insurance website to make sure the insurance company is approved to
conduct business in Nebraska. The website link is:
https://doi.nebraska.gov/consumer/company-and-producer-search

o Click save after each category is updated or before you exit the screen.
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8. Open each category (e.g., 001 shown below) to override the old expiration date. Place your
curser in the Expiration Date field and update accordingly-tab to get out of the field. Ensure you

double-check (verify) the accuracy of the Insurance Company Code, the Limit Code, expiration
date, and the Limit Amount as shown below.
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9. If the vendor is new OR you need to add coverage to an existing vendor, click the “new” button

and enter accordingly as to what is on the certificate. ONLY enter the necessary fields shown
below. Some fields will be blank.
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10. Follow the flow of the certificate from top to bottom. You will have multiple entries for the
General Liability coverage. The following 7 screen shots show what each entry typically looks
like.
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11. When you are finished updating, click the “save” button. The notification bar will change color
from yellow to green.
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12. After entering updates into AASHTOWare, a scanned pdf of the COIl should be uploaded to
OnBase under the appropriate document type established for your Division. Document Types
vary for each Division as shown below.

Construction: NDOR CNST Vendor

Districts: NDOR DIST Vendor

Operations:  NDOT OPS Vendor

Intermodal:  NDOR IPD Vendor

Consultants: NDOT PPD Consultant Insurance
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Upload example shown below is for Construction Division COls.
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Initial Certificates of Liability Insurance:

If you have a new vendor that has never been entered into AASHTOWare, please contact your
representive that assigns vendor numbers. Once you have a vendor number, follow the same process as
instructed under section A. (Procedure to Process Certificates of Liability Insurance (COIs) Renewals) to
enter the COl information into AASHTOWare.

I.  Non-compliant Certificates of Liability Insurance:
If you receive a COI that does not meet your insurance requirements, after two or three
attempts, you may notify the NDOT legal team to seek resolution.

Contact: Greg Ariza, (402) 479-4376, Greg.Ariza@nebraska.gov

1. Overdue/Expired Insurance Renewals:
e Send notification to vendors or brokers only when COl is in need of correction or when the
previous COI on file has actually expired.
e Perthe NDOT Legal Team, NDOT is covered for liability for 30 days after a COl expires and the
receipt of the subsequent COl is pending/forthcoming.

Any questions regarding this SOP may be directed to the following as it relates to your vendor
type/division:

Operations/Districts - Gloria Ryken Intermodal Division - Frank Faughn
Consultants - Brad Reid Construction - Lucinda Dowding
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APPENDIX A — Example COI

Acor CERTIFICATE OF LIABILITY INSURANCE [ ™™

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENYATNE OR PROOUCER AND THE CERTIFICATE HOLDER

SURED provisions or be endorsed. I
SUBROOA'I’ION Is WAIVED subject to the terms and conditions ol the policy. certain policies may requlre an endorsement. A statement on this
certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

PRODUCER CONTAGT

Aon Risk Services Southwest, Inc. o) s v r

Houston TX Office an"’:* iy $682837122 ]m oy (800) 363-010%

5855 san Felipe E-MAL

Suite 1500 | SDORESS:

FRRton; TA. 21059 V3N INSURER(S) AFFORDING COVERAGE NAIC #

INSURED INSURER A Undarwriters At Lloyds Londen 13792

CaSg:o GS Inc. ; NSURER & Lloyd's Syndicate No. 2232 AALL20122

A0 Cark: Hesows-Dr:ive waumenc,  Zurich American Ins <o 16535

Lone Tree CO 0124 usA A iarars Bpihiins msumERD:  American Guarantee & Liability Ins Co 26247
NSURER E: Ironshore Specialty Insurance Company 25445
INSURER P

CERTIFICATE NUMBER: 570068068633 REVISION NUMBER:
CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABCVE FOR THE POLICY PERIOD
DICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO \WHICH THIS
RTIFICATE MAY BE ISSUED OR MAY PERTAIN. THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS

CLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. Limits shown are as requested

x.m’ TYPE OF INSURANCE w POLICY NUMBER WW LmiTs ——
C X | COMMERCIAL GENERAL LIABILITY Wmms( EACH OCCURRENCE $1,000,000
[ ] comsamor [ oceun N\ SRESEHEICRN [ [ 51,000,000
\ Pet Project Agg $2M \ MED EXP (A ote person) $5,000
‘ PERSONAL & ADV INUUSLY $1,000,000
L.nn AGGHEGATE LT APPLES PEQ Coverage Types | QENERAL AGOREGATE £10,000,000
E] poucy | Tc,’ D LocC — Expiratiop Dates | PRODUCTS . COMPIOP AGS $2,000,000

| orHes / / - |

s e S ST o 1,000,000

BODILY WILRY | Per person)
?ﬁan TULAY (Pee arosetn)

I PROPEATY OAWAGE

(Par atoxtenl)
AUCOIESo27 0% 707 7507 TOTE EACR GCCURRENCE 310,000, 000|
Unbrella AGGREGATE $10,000, 000
‘ WCOLE 396007 07307 J01 71007 307 2058, | FER STATUTE [ g™
EMPLOYERS LIABILITY we —
ANY FROPRETOR | PARTNER | EXECUTIVE E EL EM:NADCI&NT $1,000,000
OFFICERWEMBER EXCLUDED? NiA — ————
(Mandatory m Nel) £ DISEASE.ZAEMPLOVEE 51,000,000
lé&c:r;ﬂ!:::; OO RATIINS Detow ___ |EL DEEASERPOLICY LIMIT $1,000,000]
3 v S1te Lia Q02161703 09,730/ 201708, 30 2018]0ccurrence $10,000, 000
‘ pollution —~|aggregate uo.ooo.ooo!
-
DESCRIPTION OF OPERATIONS [ LOCATIONS | VEMICLES (ACORD 101, =ay be H more space I requires)

Nebraska Dept. of Roads is included as Additional Insured as required by written contract, but limited to the operations of the
tns:r;d undc; said contract, per the applicable sndorsament with respect to the Ganeral L!ab111ty. Auto Liability and Umbrella
Liability policy

General Liabi’ht and Auto Liabiiity evidenced herein is Primary and Non-Contributory to other insurance available to the
Nebraska Dept. of Roads, but only to the extent required by written contract with the insured.

A waiver of Subrogation is granted in favor of Nebraska Dept. of Roads as required by written contract but limited to the
operaticns of the Insured under satd contract, with respect to the General Liability, Aute Liability, Umbrella Liability and

CERTIFICATE HOLDER CANCELLATION !

SHOULD ANY OF TME ABOVE DESCREED POLICIES BE CANCELLED BEFORE THE
EXPIRATION DATE TMEREDF, NOTICE WILL AE OELIVERED @ ACCORDANCE WITHM THE
POLICY PROVISIONS,

Nebraska Dept. of Roads AT
Attn: Construction Division

1500 Highway 2
PO Box t% M z c?wﬁfwd f
Lincoln NE 68509-4759 USA etevasd ”a

©1988-2015 ACORD CORPORATION. All rights reserved.
ACORD 25 (2016/03) The ACORD name and logo are registered marks of ACORD
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APPENDIX B — Initial Insurance — New Vendors Flowchart
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APPENDIX C — Insurance Renewals Flowchart

Insurance Renewals
NOOT Certificotes of inswrance (CON Verification and Updating Provess
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Note: Send notice that a new COI is dus when/if
the vendor ar broker doss not pravide it by the
previous COI's expiration date. Once received, use
the flow chart above to process the certificate
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