
Welcome to your 
Quick Certificate of 
Insurance Guide!



Two ways to submit a Certificate of 
insurance 

Click on the link from an email you received stating that something else 
is needed (additional insured endorsement page, etc.)

*****************************OR***************************

Go to 
https://www.hillsboroughcounty.org/en/government/departments/risk
(there you will find 8 helpful tips, and #1 is the link to the form).

https://www.hillsboroughcounty.org/en/government/departments/risk


The form 
Fill in your information in the first section – example below:



Once you fill in the 
first section, you will 
see a checkbox 
allowing you to copy 
over the information 
to the next section, if 
you choose, or you 
can leave it 
unchecked and add 
another person’s 
information, but they 
will be the one to 
receive all 
correspondence.

**You can leave 
Department and 
existing certificate 
number blank if this 
does not apply to you.



Enter the name of the company that is being insured (be careful 
not to list the name of your company ☺)



Let’s Talk Dates
The Expiration Date – This should be the earliest expiration 
date on the certificate if there are multiples expiration dates 
listed.



For Example
In the Sample Certificate to the left, the Expiration 

date will be listed as 01/01/2022, even though there 
are more than one expiration dates because this date 

comes first.



The Project/Event/Service 
Dates

You may not know the exact dates, and that is OK.  You can 
use the earliest effective date and the latest expiration 
date on the certificate as a guide. For example, in the 

sample on the left, if you are unsure of the exact dates, the 
Project/Event/Service Start Date would be 01/01/2021 and 

the end date would be listed as 04/01/2022

**You may get a red error message when entering dates, 
this is informational and you can still bypass and submit 

the form even if you get a red message.



Type of Project
You can choose the type of project from the list, or choose 
“other” and type a response.



Attaching Proof of Insurance
You can click on the “Attach Proof of 
Insurance” button multiple times to add 
more than one document.

**Along with the current Certificate of
Insurance, please include the additional 
insured endorsement page(s) so that 
processing will not be delayed. See the 
example to the right and a blanket 
additional insured endorsement will suffice.



**Just remember that the additional remarks schedule or 
any statement on the Certificate will not replace the 
endorsement pages – it is stated on the Certificate itself:



Thank you!! ☺

If you have any questions, please email to 
insurancerenewal@hillsboroughcounty.org

And remember, we are looking to replace the need to send the 
Insurance Documentation by mail.  You should only send through our 
new electronic system, or through the email link you received and if 
in doubt, send to insurancerenewal@hillsboroughcounty.org

mailto:insurancerenewal@hillsboroughcounty.org
mailto:insurancerenewal@hillsboroughcounty.org

