
SHLIX AI - CHECKLIST

Certificate of insurance checklist
From the guide "A certificate checklist for service teams"

Before you start

Read the whole thread

Open every attachment and sample

Confirm the requester is authorized

Note the deadline

The record

Insured name matches the policy

Every policy in force on the issue date

Numbers and dates from the current record

Limits and coverages match today's policy

Producer, insurers and NAIC numbers correct

Approved signature

Holder and wording

Holder name and address exactly as requested

Additional insured only where endorsed

Waiver of subrogation only where provided

Description describes, does not promise

Standard cancellation wording

Holder added to the holder list

Before it goes out

Second person approves where required

PDF named insured, holder, date

Reply in the same thread

Activity logged and email filed

A generic checklist, not legal advice. Follow your carriers' requirements and your agency's procedures.

https://www.shlixai.io/guides/certificate-checklist


