
 
 

2401 Lake Park Drive SE | Smyrna, GA 30080 | O: 404.920.7377 | F: 402.551.2943 

Date: November 21st, 2024 
 
To: Pastors, Principals, Business Managers, Chancery Employees 
 
From:  Jordan Harper, Claims/Risk Manager  
   
Re:  UPDATE: Requesting Certificates of Insurance from Third Parties – 2024  
 
 
To clarify what Certificates of Insurance should look like from third parties, attached please find an 
updated COI Example to reference when requesting Certificates of Insurance from outside entities such 
as a contractor, service provider, etc.  
 
You are welcome to provide this COI Example to the entity you are requesting a COI from so they can 
issue the COI to your Parish/School/Agency correctly.  
 
Please note that your “additional insured” status under an outside entity’s insurance policy does not 
apply unless there is a written agreement/contract in place that specifically states the outside entity is 
required to name your Parish/School/Agency as an additional insured under their insurance policy.  
 
If you need a written agreement/contract for your specific situation, please reach out to our office for 
assistance.  
 
If you have any questions, please contact me.  
 
Sincerely,  
 

 
Jordan Harper | Claims/Risk Manager 
Catholic Mutual Group | 2401 Lake Park Drive SE, Smyrna, GA 30080 
W| (404) 920-7377 
C | (504) 491-3126 
F | (402) 551-2943    
jharper@catholicmutual.org 
 
 
 
 



ABC Insurance Agency
123 ABC Rd. 
Smyrna, GA 30080

ABC Construction, LLC
456 Construction Lane.
Smyrna, GA 30080
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John Doe
xxx-xxx-xxxx
12345@abcinsurance.com

"Insert Name of PARISH/SCHOOL/AGENCY"
Archbishop Gregory J. Hartmayer, Archbishop of the Archdiocese of Atlanta, 
as Trustee of the AoA Parish Real Estate Trust, dated January 4, 2013, and His 
Appointed Successors and/or Administrators 

2401 Lake Park Dr. SE 
Smyrna, GA 30080-8862

Name PARISH/SCHOOL/AGENCY to protect Parish/School/Agency Entity

Name Archbishop & AoA Parish Real Estate to protect Poperty

SAMPL
OK to be left blank only if 
Additional Insured wording is listed 
in the Description of Operations box 
below. If Additional Insured wording is 
not listed in the Description of Operations 
box, this must have a "Y" or an "X". 

The address should be the address of the Parish/School/
Agency who is requesting the COI.

If they say they cant fill all wording in Certificate Holder box, 
they may list it in the Description of Operations box. 

Example Wording:  "INSERT NAME OF PARISH/SCHOOL/AGENCY" and Archbishop Gregory J. Hartmayer, Archbishop of Atlanta, as Trustee of the AoA Parish Real Estate Trust, dated January 
4, 2013, and His Appointed Successors and/or Administrators are named as an additional insured in regards to General Liability. 

jharper
Oval

jharper
Underline

jharper
Underline

jharper
Highlight

jharper
Highlight

jharper
Oval

jharper
Line

jharper
Line

jharper
Line

JHarper
Oval

JHarper
Line

JHarper
Line


	Memo. Updated COI Instructions
	Acord COI Example



