
   

Dear Intersted Bidder, 
 
Robins & Morton is pleased to announce that we have partnered with myCOI to assist in our 
insurance compliance efforts.  myCOI will be serving as our primary Certificate of Insurance 
tracking partner to verify that you are satisfying the insurance requirements set forth in the 
agreement between you and Robins & Morton. Utilizing myCOI to provide proof of your required 
insurance will be mandatory for all Trade Partners in contract with Robins & Morton.  
 
What is myCOI? 
 

• myCOI is responsible for tracking and verifying that your certificates of insurance meet 
the requirements specified when you signed with Robins & Morton.  

• myCOI will work directly with your insurance agent to obtain a compliant certificate but 
will NOT dictate policy terms. It is your Insurance Agent’s responsibility to talk to you if 
your policy needs to be amended. 

 
How does this affect you? 
 

• You will no longer provide a Certificate of Insurance directly to Robins & Morton*.  All 
certificates going forward will be provided to myCOI directly through your insurance 
agent by using the “myCOI Agent Portal”. 

*Trade partners unable to provide 30-day cancellation notice will need to submit monthly certificates to project 
team each month prior to billing. 

• When a renewal certificate is needed myCOI will reach out directly to your insurance 
agent to request an updated certificate. 

• Any insurance cancellation notices, premiums past due notices, etc. will be sent to 
Robins & Morton and you will be required to update your insurance obligations 
accordingly and provide myCOI with the necessary information for compliance.  
However, if you change insurance agents you are required to contact myCOI with the 
new agent information. 
 

You will receive a registration e-mail from registration@myCOItracking.com.  Please follow the 
instructions in the e-mail to complete your registration with myCOI. 
 
You may contact myCOI directly at 317-759-9426 Ext 105 or via e-mail at 
support@myCOItracking.com if you have any questions. 
 
Please add the e-mail CertificateRequest@myCOIsolution.com to your safe sender’s list to 
ensure you receive all email communication from myCOI. 
 
Sincerely,  
 
Tom Thibeaux 
Preconstruction Division Manager 
Robins & Morton 
 
 



     

 

This tutorial is for uploading certificates for registered Vendors.  You will also have the option to upload certificates 

for new and unregistered Vendors when you register on their behalf. Please see the “Registering a Vendor” tutorial 

for further information.  

If myCOI is performing lease extractions for your organization, certificates should not be uploaded but should be 

submitted to myCOI with a copy of the lease.   

Any certificates you are not comfortable uploading on your own should be sent to: 

certificates@mycoitracking.com.  

1  From the Dashboard, scroll down to the “Vendor Search” section. * 

 

 

 

 

 

 

 

 

UPLOADING A CERTIFICATE 

 

2  Use the search field to locate the 

Vendor for whom you wish to upload a 

certificate.  

3  Select the blue icon, located in the far right 

column, for the Vendor.  This will take you to the 

“Vendor Information” Page 

Before proceeding, it is helpful to check the 

Vendors status.  Documents cannot be loaded 

for unregistered parties.  

4  Select “View 

Certificates”. 

 

*Please note, the term “Vendor” is a generic term used by myCOI to refer to entities whose certificates are to be 

tracked.  Depending on your organization, this general term may include Vendors, Tenants, Contractors, etc. 

 

 



 

5  Prior to uploading, review the document list to ensure the certificate has not already been 

submitted.  Existing documents can also be reviewed to confirm producer information and help 

you ensure you are attaching any new certificates to the correct Agent.  Additionally, if the 

certificate you are uploading appears to be the same as one that is already on file, use the 

certificate dates to determine whether yours is an updated version.  

If there is any question as to whether the certificate should be uploaded, do not hesitate to 

contact myCOI for assistance. Any certificates you are not comfortable uploading on your own 

should be sent to: certificates@mycoitracking.com.  

 

 

Once you have confirmed that the 

certificate should be uploaded, select 

the “Upload” button. 

 



6  The “Select an Insurance Contact” screen will pop up.  If the Vendor works with multiple agents, it is crucial that the 

agent listed on the certificate you are uploading matched the agent you select on this screen. If the Agent and Policy 

type do not match any of the options provided on this screen, please do no upload the certificate.  Instead, the 

certificate should be sent to: certificates@mycoitracking.com. 

 

 

 

 

 

 

7  Select “Upload Document(s)”. The “Upload Insurance Certificates” screen will pop up and allow 

you to either drag and drop files or add files from your file tree. If the Vendor is assigned to multiple 

divisions, you can also select the divisions to which the certificate correctly applies.  

8  If you want to add 

any additional 

information, this can 

be done in the 

“Notes” field.  Select 

“Submit”.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

The final screen will 

show you a 

confirmation of the 

documents that have 

uploaded or are in the 

process of uploading.  

Per the notice at the 

bottom of the screen, it 

may take some time for 

the document to 

appear.  If your 

document does not 

load after a few 

minutes, try refreshing 

your browser.  

If you are still 

experiencing issues, 

please do not make 

multiple attempts to 

upload the documents.  

Please contact your 

myCOI client success 

manager.  

9  If no additional documents need to be 

uploaded for the Vendor, select “I’m 

Finished”.   

If you need to upload any additional 

documents, such as certificates that need 

to be attached to another agent, select 

“Upload More”.  
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CONTRACTUAL INSURANCE REQUIREMENTS
The information contained herein is to describe the contractual requirements that Robins & Morton has indicated to myCOI. These contractual requirements should NOT
be used to provide inaccurate information regarding current insurance policies. Questions regarding interpretation of this document can be directed to our support team
at 317-759-9426.

INSURED

ABC Sample Subcontractor
CARRIER REQUIREMENTS

A- or higher, VII

POLICY LINE POLICY LIMITS

GENERAL
LIABILITY

EACH OCCURRENCE $ 1,000,000

CLAIMS MADE DAMAGE TO RENTED PREMISES (Ea
occurrence)

$ 50,000

X OCCUR MED EXP (Any one person) $ 5,000
PERSONAL & ADV INJURY $ 1,000,000
GENERAL AGGREGATE $ 2,000,000

GEN’L AGGREGATE LIMIT APPLIES PER PRODUCTS - COMP/OP AGG $ 2,000,000
POLICY X PROJECT LOCATION $

AUTO
LIABILITY

COMBINED SINGLE LIMIT (Ea accident) $ 1,000,000

X ANY AUTO BODILY INJURY (Per person) $

ALL OWNED AUTOS BODILY INJURY (Per accident) $

SCHEDULED AUTOS PROPERTY DAMAGE (Per accident) $

HIRED AUTOS

NON-OWNED AUTOS

UMBRELLA
/EXCESS
LIABILITY

X OCCUR EACH OCCURRECE $ 5,000,000
Claims Made AGGREGATE $ 5,000,000

WORKERS
COMP
/EMPLOYEE
LIABILITY

X
WC
STATUTORY
LIMITS

OTHER

E.L. EACH ACCIDENT $ 1,000,000
E.L. DISEASE - EA EMPLOYEE $ 1,000,000
E.L. DISEASE - POLICY LIMIT $ 1,000,000

$Professional
Liability

Professional Liability coverage should be on a claims-made basis.

Certification Holder

Robins & Morton 

ADDITIONAL REQUIREMENTS

Description: Job Number - Job Name

Pollution / Environmental
" - Insr Ltr - Occurrence - Policy Number - Effective Date - Expiration Date - Each Occurrence $2,000,000 - Aggregate $2,000,000.

"Additional Insured Names: Robins & Morton Group, Owner, Architect
"Must include project number and project name on certificate. Please see division name information listed above.
"Please confirm in appropriate checkbox that the GL aggregate applies on a per project basis.
"Please confirm on the certificate that Explosion, Collapse, and Underground (XCU) is not excluded, OR submit the exclusions 
section and forms list page.
"Please confirm on the certificate that the policy does not contain any employer’s liability exclusion eliminating coverage for 
liability assumed under an insured contract. OR you maybe submit the exclusions section and forms list page.
"Please confirm on the certificate that there are no contractual liability limitations, OR submit the exclusions section and forms 
list page.
"Please provide the waiver of subrogation endorsement form on a blanket basis OR listing each entity as required by contract.
"Please submit a copy of the 30 day notice of cancellation to additional insureds/certificate holder OR a monthly COI must be 
submitted to Robins & Morton project team.
"Please submit a copy of the additional insured forms for both ongoing and completed operations (CG 2033 10/01 & CG 2037 
07/04 or equivalent) for review.
"Please submit the primary and non-contributory form OR auto policy documents for review.
"Residential/Habitational must not be excluded.
"Additional Insured applies to General Liability.
"Waiver of Subrogation is required for General Liability.
"General Liability is Primary and Non-contributory.
"Waiver of Subrogation applies in favor of:Robins & Morton Group, Owner, Architect

General Liability

Any Proprietor/Partner/Executive Officer/Member Excluded? NO

2,000,000

$Environmental/Pollution
Liability

Coverage should be on a Occurrence-made basis.
2,000,000



"If using a Professional Employer Organization (PEO)/Temporary Labor Provider, an Alternate Employers endorsement is required--
Robins & Morton must be listed as an alternate employer.
"Must include project number and project name on certificate. Please see division name information listed above.
"Please confirm in Y/N box if any parties are excluded from the WC policy. If so, please submit their names so we may confirm they 
will not be on the worksite.
"Please provide the minimum required each accident limit of $1,000,000
"Please provide the minimum required each employee disease limit of $1,000,000
"Please provide the minimum required policy limit of $1,000,000
"Please submit a copy of the 30 day notice of cancellation to additional insureds/certificate holder OR a monthly COI must be 
submitted to Robins & Morton project team.
"Please submit the waiver of subrogation form OR auto policy documents for review.
"Proprietor/Partner/Executive/Officer/Member must not be excluded.
"Waiver of Subrogation is required for Workers Comp.
"Waiver of Subrogation applies in favor of:Robins & Morton Group, Owner, Architect

"Must include project number and project name on certificate. Please see division name information listed above.
"Please submit a copy of the 30 day notice of cancellation to additional insureds/certificate holder OR a monthly COI must be 
submitted to Robins & Morton project team.
"Please submit the waiver of subrogation form OR auto policy documents for review.
"Professional Liability is required n the amount of $2,000,000 each claim and $2,000,000 aggregate.
"Waiver of Subrogation applies in favor of:Robins & Morton Group, Owner, Architect

"Additional Insured Names: Robins & Morton Group, Owner, Architect
Must include project number and project name on certificate. Please see division name information listed above. 
"Please submit a copy of the 30 day notice of cancellation to additional insureds/certificate holder OR a monthly COI must be 
submitted to Robins & Morton project team.
"Please submit the primary and non-contributory form OR auto policy documents for review.
"Please submit the waiver of subrogation form OR auto policy documents for review.
"Pollution coverage is required in the amount of $2,000,000 per occurrence and $2,000,000 aggregate.
"Waiver of Subrogation applies in favor of:Robins & Morton Group, Owner, Architect

Automobile Liability

"Additional Insured applies to Automobile.
"Waiver of Subrogation is required for Automobile.
"Automobile Liability is Primary and Non-contributory.
"Additional Insured Names: Robins & Morton Group, Owner, Architect
"Any Auto OR All-Owned, Hired & Non-Owned Autos will be accepted.
"Must include project number and project name on certificate. Please see division name information listed above.
"Please submit a copy of the 30 day notice of cancellation to additional insureds/certificate holder OR a monthly COI must be 
submitted to Robins & Morton project team.
"Please submit the additional insured form OR auto policy documents for review.
"Please submit the primary and non-contributory form OR auto poicy documents for review.
"Please submit the waiver of subrogation form OR auto policy documents for review.
"Waiver of Subrogation applies in favor of:Robins & Morton Group, Owner, Architect

Umbrella Excess Liability

"Additional Insured applies to Umbrella.
"Waiver of Subrogation is required for Umbrella.
"Umbrella Liability is Primary and Non-contributory.
"Additional Insured Names: Robins & Morton Group, Owner, Architect
"Must include project number and project name on certificate. Please see division name information listed above.
"Please provide the minimum required aggregate limit of $5,000,000
"Please provide the minimum required each occurrence limit of $5,000,000
"Please submit a copy of the 30 day notice of cancellation to additional insureds/certificate holder OR a monthly COI must be 
submitted to Robins & Morton project team.
"Please submit the additional insured endorsement or umbrella policy language for review. Please be advised, follows form must 
be verified via the policy language.
"Please submit the primary and non-contributory endorsement or umbrella policy language for review. Please be advised, follows 
form must be verified via the policy language.
"Please submit the waiver of subrogation endorsement or umbrella policy language for review. Please be advised, follows form 
must be verified via the policy language.
"Waiver of Subrogation applies in favor of:Robins & Morton Group, Owner, Architect

Workers Compensation

Professional Liability

Environmental Pollution
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