
Certificate of Insurance Instructions 

For assistance, contact Lockton at (800) 921-3172, 8:30a – 4:30p CT, M-F, or e-mail 

rotary@lockton.com. 

To open the form: From the Rotary Portal home screen, select “201x-1x US Rotary Club 

and District General Liability Certificate of Insurance.” 

 

1. Enter today’s 

Date. 

2. Enter: 

Certificate Holder name and address - the party 
requesting the proof of insurance 

Rotary Club Name and/or District Number 

Event Description – Event Name and date(s) 

3. Click “Submit Form” 
to create certificate. 

Note: You will get no 
reply unless the 
certificate was 
completed 
incorrectly. 

4. Select “Print” from 
your tool bar or “Save 
As:” to save to your 
computer. 

5. Save a copy for your 
records.  

Additional-insured 

wording is 

standard. 


