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Agenda

• Introduction
• Insurance Compliance – What is it? Why it is important?
• Issues with Managing Certificates of Insurance
• Mass Port – Certificate of Insurance Administration
• Self-Administration v. OutSourcing
• Further Consideration
• Port of Portland – Certificate of Insurance Administration
• Process Options
• Organizational Structure Drives Options
• Questions



Discussion Introduction

The purpose of today’s session is to assist 
airport risk managers in considering general 
information to better manage their 
certificate of insurance program. The 
recommendations offered surround 
insurance certificate management options as 
well as the importance of tracking 
certificates of insurance. However, today’s 
discussion is solely a guide, and is not a 
recommendation for adoption of a particular 
certificate management program.  



What is it?

• Contractual Obligation
• Representation at a point in time that 

insurance policies have been purchased 
by the party providing the evidence 
of insurance to the certificate holder.

• Collecting documentation, including 
endorsements.

• Organization, Tracking, Follow-up



Why is it important?

• Protection to the Organization
• Contractual Issues
• Finger Pointing
• Audit Issues
• Saves Time



Why is it important?



Why is it important?



Issues with Managing COI Compliance

• Financial Security
• Location/ Organization
• Tracking and Follow-up
• Time, Resources



Massachusetts Port Authority –
Self-Administration 
Self-administration always appears as a cheaper option. However, many 
elements must exist to make a self-administered program successful.
• Staffing 

• Staffing needs will vary based on the number of contracts your airport has. Staff 
responsibilities range from data entry to waiver sign-off authority

• Process which notifies staff of newly executed contracts
• A system (in-house or purchased) that allows documentation of:

• Contract type, contacts (internal & external)
• Insurance requirements
• Certificate of  insurance expiration date diary 
• Waiver of coverage documents (if applicable)
• Storage of historical certificates and endorsements

• A workflow to address non-compliant vendors
• Database validation process which contiguously confirms the accuracy of internal and external 

contact info and contract start and end dates  



Massachusetts Port Authority - Outsourced

Outsourcing a certificate of insurance program can be a cost effective option for 
airports that don’t have the means or desire to manage paper certificates. Also, 
outsourcing offers an online web-based system that provides 24/7 access. 
However, outsourcing doesn’t equate to zero airport involvement; as it requires 
many of the same variables as in-house management. 
• Process which notifies staff of newly executed contracts
• Introduction letter from Risk Management Unit

• Contractors often ignore requests from third party tracking companies

• Create a workflow which addresses waiver requests and non-compliant vendors
• Database validation process which contiguously confirms the accuracy of 

internal and external contact info and contract start and end dates  
• Reconciliation of monthly service invoice



Certificate of Insurance Administration at the 
Massachusetts Port Authority
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Further Consideration

• Outsourcing removed the two greatest challenges to Massport’s self-
administered management program.

• Certificate of Insurance collection process
• Certificate of insurance validation process

• Risk Management Units should consider the following regardless of 
selected tracking method:

• Request contract managers obtain certificates prior to contract execution
• Develop a strategy that deals with non-compliant vendors. If your airport has 1,000 

contracts and achieves an 80% compliance rate, that leaves 200 contracts that 
require internal follow-up. 

• Outsourcing costs vary by vendor and services requested. Many RFP’s 
require flat fee or per certificate review quotes. Other expenses may be 
included for customization of the selected vendor’s website.  Your RFP 
should be specific to your requirements. 



Port of Portland COI - Administration

• Internally Managed
• Outsourcing attempt failure. Why?
• Internal attempt failure. Why?

• Internal Stakeholders engagement – Key element of success
• Level of engagement varies

• Training
• Do internal stakeholders know what they are looking for?

• Process Improvement
• What process works?

• Gap Analysis
• Key area is IDENTIFICATION



Port of Portland COI Challenges

• Everyone is USING something different
• Excel
• Sharepoint
• LMS
• Contract Tracking

• Everyone is DOING something different
• Everyone is LOOKING at something different
• No one is an ‘expert” at what they are looking for
• Gaps in various processes
• Lack of automation, accountability, measurement



Sample Internal Stakeholder Process



Port of Portland Development Process

Identification

• What process 
will work for 
you? (Internal, 
External, 
Partnership)

• Who receives?
• What type?
• Project Manager?
• Cert Owner
• Process Owner
• How will you 

measure program 
success?

Process

• What is done 
with the certs?

• Who sends them?
• How are they 

received?
• What if it’s 

wrong?
• What if it 

expires?
• Notification

Resources

• Electronic?
• Hard Copies?
• Software 

solution?
• Sharepoint
• Excel
• Automation

Training

1. Current 
knowledge

2. Helpful 
knowledge

3. Keep it simple 

4. Be supportive

Implement
1. Design process 
improvement
2. Centralize 
process but keep 
ownership in 
sections
3. Manage 
stakeholders 
effectively
4. Meet monthly 
then scale to as 
needed. 
5. Communicate 
changes to vendor

Measure

1. Identify metrics
2. Exception 
reporting (What’s 
unacceptable)
3. Set SMART goals 
and communicate 
it to stakeholders
4. Measurement 
velocity
5. Milestones

Evaluate
1. What works? 
Why?
2. Were milestones 
achieved?
3. Is metrics 
viable?
4. What’s not 
working? Why?
5. What will 
determine future 
success?
6.Reset



Organization Structure Drives COI Mgmt 
Choice

• No one size fits all philosophy
• Does your organization have the time to do internally
• Do you have the resources (people, software, electronic)
• What will you measure as success
• Is automation for expiration right for you
• Is outsourcing best option
• Is broker partnership an option
• This is a marathon not a sprint



Questions



Certificate of Insurance Management
Thank You!

Edward K. McDonald III – Risk Director, Port of 
Portland
Edward.mcdonald@portofportland.com / 
503.415.6421

Frank Rivera -Director, Risk Management & 
Workers’ Compensation - Massachusetts Port 
Authority 
FRivera@massport.com / 617.568.3966

Olivia Raese – Senior Consultant, 
Manager - Bickmore

oraese@bickmore.net / 206.948.1211
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