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COI REQUIREMENTS & INFORMATION

What is a Certificate of Insurance?
A COI is a document used to provide evidence of insurance coverage. The certificate is a snapshot 
that provides verification of the insurance currently in place and typically includes the type of 
coverage, limits, policy term, policy number, and carrier name, among other information.

When do you need to provide a COI?
Any event hosted in cooperation with, or on the property of, the Village of Scarsdale will require a COI 
to be sent to the Village Manager’s Office for review.

Elements of a COI: 

Elements of a COI (con’t):
1. Company Name and Address: legal name and address of the insured entity.
2. Producer/Agent name and address: the insurance Agent/Broker who issues certificates.
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3. Carrier names: name of the insurance company providing your policy. 
4. Policy type: the types of insurance required by the contract.
5. Policy Effective Date: the date the policy coverage begins.
6. Policy expiration date: the date the policy coverage ends.
7. Policy limits: the maximum amount of coverage provided for this line of insurance. 
8. Denotation of additional insured and waiver of subrogation: All parties are required to add the 

Village of Scarsdale AND the SBA as an additionally insured entity, the “ADDL INSD” box must 
have a “Y” or “X” to indicate the additionally insured entity has been added and, the entity must 
be listed as the Certificate Holder or in the Description box. Similarly, the waiver of subrogation 
is required for the Village of Scarsdale AND the SBA, the “SUBR WVD” box must have a “Y” or 
“X” to indicate this waiver has been added and, the entity must be listed as the Certificate 
Holder or in the Description box.*

9. Description box: for extra details such as location, event times, and projects. Any additional 
insured or waiver of subrogation language can also be included here.

10.Certificate holder: entity for which the evidence of coverage is being provided**
11. Producer’s signature: signature of the Insurance Agent/Broker who issues certificates
12.Additional remarks page: if the description box or amount of policies spills over the 1st page

Subrogation Waiver must be provided for all insurance products that allow for a waiver 
including, Auto, Umbrella, Commercial General Liability insurance and Workers Compensation 
and Employers’ Liability. Please see p.3 for information concerning workers compensation 
waivers.
 
For events hosted by the Scarsdale Business Alliance, two COI’s are necessary. One COI will 
list Scarsdale Business Alliance as the Certificate Holder. A second COI will list the Village of 
Scarsdale.

Do I need to have workers compensation insurance?
Generally speaking, workers’ comp insurance is required for all businesses in NYS but there are 
certain exemptions. For example, workers comp insurance is not required for partnerships, LLCs, and 
LLPs that do not have employees. Please review the following link to check the specific coverage 
requirements for your business: https://www.wcb.ny.gov/content/main/coverage-requirements-wc/wc-
coverage-required.jsp.

How can I apply for a waiver for workers compensation insurance?
A certification of Attestation of Exemption can only be used to attest to a government entity that an 
application is not required to carry workers’ comp insurance. The form can be found here: https://
www.wcb.ny.gov/content/ebiz/wc_db_exemptions/requestExemptionOverview.jsp. If you request an 
exemption for workers’ compensation insurance, you do not need the subrogation waiver for this type 
of insurance.

https://www.wcb.ny.gov/content/main/coverage-requirements-wc/wc-coverage-required.jsp
https://www.wcb.ny.gov/content/main/coverage-requirements-wc/wc-coverage-required.jsp
https://www.wcb.ny.gov/content/ebiz/wc_db_exemptions/requestExemptionOverview.jsp
https://www.wcb.ny.gov/content/ebiz/wc_db_exemptions/requestExemptionOverview.jsp
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Where do I submit my COIs?
When complete, please submit your completed COIs to the Village of Scarsdale, attention of Deputy 
Village Manager Stephen Shallo at sshallo@scarsdale.gov. Stephen is available to answer any 
questions and guide you through the process.

Hello,

Thank you for participating in Destination Scarsdale on [date]. Before you join the event, you will need to provide the 
following documentation:

1. Hold Harmless/Indemnification Form 
• Sign and notarize the document
• Submit to Scarsdale Business Alliance (Attn: Samantha Reemer, ed@scarsdalebusinessalliance.com)  

2. Certificate of Insurance (COI) listing the Village of Scarsdale as certificate holder
• Submit to the Village of Scarsdale (Attn: Stephen Shallo, sshallo@scarsdale.gov)  

mailto:sshallo@scarsdale.gov
mailto:ed@scarsdalebusinessalliance.com
mailto:sshallo@scarsdale.gov


Ask your insurance broker to add the subrogation waiver under 

You must provide proof of workers compensation liability coverage.  

If you are exempt from workers compensation coverage, you will need to provide the 
Village with a certification of attestation of exemption. See attached “COI Guide” for 
the link.

The Village requires this wording; the only exception would be to the 
type of insurance required. For example, if you do not have auto 
insurance, you are not required to list it here.
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3. Certificate of Insurance (COI) listing the Scarsdale Business Alliance as certificate holder

• Submit to the Village of Scarsdale (Attn: Stephen Shallo, sshallo@scarsdale.gov)  

I have attached a sample COI which illustrates the exact way the form should be completed; your documents should have 
a “Y” or “X” in the same boxes as the sample document. Remember, you will need two forms (one for the Village of 
Scarsdale and one for the Scarsdale Business Alliance) that provide the same coverage.

Please review the sample COI. I have also provided important information below that will help you communicate your 
insurance needs with your broker.

￼

￼

￼

Please note there may be different insurance requirements based on the activity or product you are making available to 
the public. The Village will alert you if different coverage is necessary.

Do not hesitate to reach out to me with any questions or concerns. I am here to guide you through this process.

Ask your insurance broker to add the Village of Scarsdale as an additionally insured 

mailto:sshallo@scarsdale.gov
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Thank you, 
Stephen 


