APPENDIX 1 









(Date) 


(VENDOR NAME) 

(CONTACT NAME) 

(ADDRESS) 

RE: Liability Insurance and Potential Cancellation of Purchase Order #__________ 

Dear __________ : 

As a part of the contract you signed with the Client -___________ for services, an insurance certificate was required. To date we have not received this certificate. Please refer to the contract for the requirements. As the service you are providing is valuable to the Client-_______________, please forward a current certificate of insurance to my attention. We need to receive this certificate via certified mail within 15 days as failure to send the certificate via certified mail within 15 days, to my attention, will result in the cancellation of this contract. 

Sincerely, 


_________________________
Contract Administrator 

