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PWE FY2015 
Consultant’s Training 
for City of Houston Professional Engineering  Services Contracts  

Thursday, October 16th, 2014 
Presented by Lindsay Canning, Assistant City Attorney 
lindsay.canning@houstontx.gov or (832) 393-6423 

Disclaimer 

 

• This presentation is intended for informational purposes 
only.  It does not constitute legal advice or bind the City in 
any manner.  Please consult with the Office of the City 
Attorney before relying upon anything contained herein. 

 

• Consultants must refer to the contract at issue to see what 
specific insurance coverage is required. 



10/17/2014 

2 

Handouts 
1. PowerPoint Printout 

 

2. City of Houston Insurance Compliance Package 
a. Certificate of Insurance, Form HOU2 

 

3. External Instructions for City of Houston 
Certificate of Insurance, Form HOU2 

 

4. Sample Insurance Submission Instructions in E-
Mail Format 

 

5. Contact Information 

 

Topics of Discussion 
 

1. Contracting Authority 

a. Who can sign the contract for the Consultant? 

 

 

2. Insurance 

a. Required Coverage 

b. Certificate of Insurance 

c. Endorsements 
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Contracting 
Authority 
 

Authorized Signatory 

 

 
“Signing Authority” Definition: Legal power 
delegated by an authoritative body (such as a 
board of directors) to organizational positions 
(such as president, managing director, manager) 
appointing them as agents of the organization for 
general or specific purposes. 
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Type of Entity Authorized Signatory 

Sole Proprietorship Sole Proprietor 

Partnership Partner 

Corporation 

Except as otherwise provided in the articles 
or in these bylaws, the board of directors by 
resolution may authorize any officer, officers, 
agent, or agents to enter into any contract or 
to execute any instrument in the name of and 
on behalf of the corporation. 

Limited Liability Company (LLC) Member or Manager 

Limited Partnership (LP) Partner 

Texas Secretary State 

1. The City looks at the management listed on 
the Texas Secretary of State’s website for 
each entity. 

 

 

2. Depending on the type of entity and the 
person at issue position, support documents 
may be needed to show the required 
authorization. 
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City of Houston Form 501 

 

 

If supporting documentation is needed, the 
City’s Form 501, when executed correctly, takes 
care of any questions regarding one’s authority 
to sign a contract. 

 

Form 501 
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Insurance 
 

Insurance Submission Checklist 
1. City of Houston Certificate of Insurance (Form HOU2) 

 

2. AM Best Rating Printout(s) 
 

3. Worker’s Compensation Waiver of Subrogation 

 

4. CGL Additional Insured – Completed Operations 

 

5. CGL Waiver of Subrogation 

 

6. Auto Additional Insured 

 

7. Auto Waiver of Subrogation 
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All 5 endorsements must:  

 

1. Include the policy number and 
that number must match the 
number on the Certificate of 
Insurance; AND 

 

2. List the City in the Schedule or 
provide a Blanket Coverage. 

Large Documents 

What happens when you receive a policy from your 
insurance provider? 
 
 
What happens when you receive a long 
endorsement (more than 3 pages) your insurance 
provider? 
 
 
The specific language in the policy or endorsement 
must be highlighted and the page(s) must be 
flagged. 
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ESK Insurance Requirements 
COVERAGE LIMIT OF LIABILITY 

Workers' Compensation Statutory for Workers' Compensation 

Employer's Liability 

 Bodily Injury by Accident $100,000 (each accident) 

 Bodily Injury by Disease $100,000 (policy limit) 

 Bodily Injury by Disease $100,000 (each employee) 

Commercial General Liability: Bodily and 
Personal Injury; Products and 
Completed Operations Coverage 

Bodily Injury and Property Damage, Combined Limits of 

$1,000,000 each occurrence, and $1,000,000 aggregate 

Automobile Liability 
$2,000,000 combined single limit for (1) Any Auto or (2) All 

Owned, Hired, and Non-Owned Autos 

Professional Liability Coverage $2,000,000 per claim/aggregate 

Excess Coverage 

$1,000,000 each occurrence/combine d aggregate in excess of 

limits specified in Employer’s Liability, CGL, and Automobile 

Liability. 

Aggregate Limits are per 12-month policy period unless otherwise indicated. 

Certificate of Insurance 

 

 

The City of Houston Certificate of 
Insurance (Form HOU2) must be used. 

a. Form HOU2 is located on Strategic Purchasing 
Division’s (“SPD”) website. 
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CoH Certificate of Insurance 
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What to Check on Certificate of 
Insurance  

 

1. Face Value of Policies 
a. Face value of each policy must match the contract requirements 

 

2. Expiration Date 
a. Check the expiration date for each policy.  If a policy is going to 

expire within 30 days, obtain a letter from the insurance 
provider. 

 

3. Authorized Agent Signature 
a. Check that an authorized agent has signed the second page of 

Certificate of Insurance. 
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Expired Policies 

 

If a policy listed on Certificate of Insurance is 
going to expire within 30 days, then the 
Consultant must provide a letter from the 
insurance company on company letterhead 
stating that there is no known reason the policy 
will not be renewed on or before the expiration 
date.  Letter must also be signed by an 
authorized representative.  

 

Insurance Renewal Letter 
Company Letterhead 

Date 
  
Project Manager 
City of Houston 
611 Walker Street 
Houston, TX 77002 
  
RE: Name of Project and WBS Number 
  
  
Project Manager, 
  
In response to CONSULTANT’S NAME TYPE policy that will expire on DATE for the above referenced contract, 
there is no known reason the TYPE policy for CONSULTANT’S NAME will not be renewed.  A revised 
Certificate of Insurance will be provided once the TYPE policy has been renewed.  The policy will name the 
City of Houston as an “additional insured” and waive any claim or right of subrogation to recover against the 
City. 
  
  
Sincerely, 
  
  
_____________________________ 
AUTHORIZED SIGNATORY 
CONSULTANT’S NAME 



10/17/2014 

12 

AM Best Rating Printout 

 

Insurance Company name 

and address. 

AM Best Rating 

A printout of the AM Best Rating must be 
provided for each insurance provider. 

 

 

It is the Consultant’s responsibility to provide 
the AM Best printout.  

• Go to www.ambest.com and create an account. 
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Endorsements 
 

Endorsements, Generally 

 

Definition: 

 An endorsement changes the policy.  
 This means the  policy is amended or 
 coverage is added. 
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Types of Endorsements  

1. Additional Insured 
 

a. A type of status associated with general liability insurance 
policies that provides coverage to other individuals/groups 
that were not initially named. After endorsement, the 
additional insured will then be protected under the named 
insurer's policy.  

 

2. Waiver of Subrogation 

 

a. Subrogation is the process where an insurer pursues 
reimbursement from another insurer for claims they paid 
that were caused by the actions of their policyholder. 

 

b. Waiver of subrogation prevents the insurer from pursuing 
reimbursement the other insurer for such claims. 

 

Example #1   

 

Consultant’s Commercial General Liability (“CGL”) Policy may 
include Completed Operations.  However, the endorsement 
must specifically state Completed Operations.  Otherwise the 
coverage is not extended as it is an exclusion. 

 

• Compare CG 20 10 07 04 (Additional Insured – Owners, 
Lessees or Contractors ) against CG 20 37 07 04 
(Additional Insured – Owners, Lessees or Contractors – 
Completed Operations)  



10/17/2014 

15 

Example #2 

 

Consultant’s Commercial General Liability (“CGL”) Policy 
impliedly (though not expressly) allows an insured to 
waive recovery against a third party prior to loss. 

 

• ISO has promulgated a standard of waiver of 
subrogation endorsement.  See CG 24 04. 

Endorsements 

Coverage 
Additional 

Insured 
Waiver of Subrogation 

Worker's Compensation NO YES 

Commercial General Liability 
("CGL") 

YES YES 

Automobile Liability YES YES 

Professional Liability Coverage NO NO 

Excess Coverage NO NO 
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Accepted Endorsement Forms 
Coverage 

Required 
Endorsement 

Type  
Form 

Number 

Worker's Compensation 
Waiver of 
Subrogation 

Waiver of Transfer of Rights of 
Recovery Against Others  

WC423004A 

Commercial General 
Liability 

Additional Insured 
Additional Insured - Must 
include "Completed Operations" 

GC 20 37 

Commercial General 
Liability 

Waiver of 
Subrogation 

Waiver of Transfer of Rights of 
Recovery Against Others 

CG 24 04 

Automobile Liability Additional Insured 
Business Automobile Extension 
Endorsement  

CA 04 03 

Automobile Liability 
Waiver of 
Subrogation 

Waiver of Transfer of Rights of 
Recovery Against Others (This is 
a Waiver of Subrogation) 

 CA 04 44 

Worker’s Comp. Waiver of Subrogation 

The City must be specifically named  
in the Schedule.  Alternatively, a 
blanket endorsement may be given. 

Policy number must be listed 
and match the Policy Number 
provided on the COI. 
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CGL Additional Insured 

Endorsement must 
contain “Completed 

Operations.” 

The City must be specifically named  
in the Schedule.  Alternatively, a 
blanket endorsement may be given. 

Policy number must be listed 
and match the Policy Number 
provided on the COI. 

CGL Waiver of Subrogation 

Policy number must be listed 
and match the Policy 
Number provided on the COI. 

The City must be specifically named  
in the Schedule.  Alternatively, a 
blanket endorsement may be given. 
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Auto Liability Insurance 
 

For automobile coverage, the Certificate of 
Insurance must indicate whether the 
Consultant has:  
 

1. Any Auto or  
 

2. Hired and Non-Owned Autos 
 

 
  

Any Auto 

 

If the Consultant selects “Any Auto”, then: 

 
1. Consultant/Contractor must submit 

“Additional Insured” and “Waiver of 
Subrogation” endorsements. 
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Auto Liability Additional Insured 

The City must be specifically named  
in the Schedule.  Alternatively, a 
blanket endorsement may be given. 

Policy number must be listed and 
match the Policy Number 
provided on the COI. 

Auto Liability Waiver of Subrogation 

The City must be specifically named  
in the Schedule.  Alternatively, a 
blanket endorsement may be given. 

Policy number must be 
listed and match the 
Policy Number provided 
on the COI. 



10/17/2014 

20 

Hired and Non-Owned 

If the Consultant does not own any autos, then: 
 

a. Certificate of Insurance must have “Hired Autos” and 
“Non-Owned Autos” checked. 
 

b. Hired and Non-Owned Automobile Liability Coverage 
Endorsement. 
 

c. Consultant must provide a letter stating that 
Consultant does not own any autos and if Consultant 
purchases any auto(s) in the future during this 
project, Consultant will provide owned auto coverage.   

 

Hired & Non-Owned Endorsement 
Policy number must be 
listed and match the 
Policy Number provided 
on the COI. 
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No Auto Letter 
COMPANY LETTERHEAD 

  Date 
 
 
Project Manager 
City of Houston 
611 Walker Street 
Houston, TX 77002 
 
RE: Name of Project and WBS Number 
  
  
Project Manager, 
  
In response to CONSULTANT’S NAME providing an automobile liability policy for the above referenced 
contract, CONSULTANT’S NAME does not own any automobiles.  Should CONSULTANT’S NAME acquire any 
vehicles for the duration of this contract, CONSULTANT’S NAME will: (1) purchase any owned or all owned 
automobile insurance; (2) name the City of Houston as an “additional insured”; and (3) waive any claim or 
right of subrogation to recover against the City.   
 
   
Sincerely, 
   
_____________________________ 
AUTHORIZED SIGNATORY 
CONSULTANT’S NAME 

 
  

Professional Liability  
 

1. No endorsement required. 

 

 

2. Required coverage increased for FY2015 
Professional Engineering Services Contracts.  

 

http://sdvlaw.com/articles/Chpt. 6 - Professional Liability Insurance Coverage.pdf
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Excess Liability 

 

1. No endorsement required. 

 

 

2. A new coverage requirement on Professional 
Engineering Services Contracts. 

 

 

Final Review 
 

1. At least 7 documents are required when submitting 
your insurance documents for review by Legal. 

 

2. Ensure that each of the 5 endorsements contains the 
policy number and that number matches the policy 
number listed on the Certificate of Insurance. 

 

3. Ensure that the City is specifically named on the 
endorsement or that a “Blanket Endorsement” has 
been provided. 
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Summary 

 

1. Contracting Authority 

a. Who can sign the contract for the Consultant? 

 

 

2. Insurance 

a. Required Coverage 

b. Certificate of Insurance 

c. Endorsements 

 

 

 

If you have questions, please 
contact the Office of the City 

Attorney. 

 

 

This PowerPoint Presentation was created by  

Lindsay Canning, Assistant City Attorney. 


