
Northwestern University Insurance Requirements for 

Outside Organizations 

All outside organizations/individuals hosting events/meetings on University premises must 

provide proof of general liability insurance. Such insurance shall be in the amount of $1 million 

per occurrence and $3 million per event and shall name Northwestern University as an 

additional insured. The University Department (host) who arranges the use of a University 

facility by an outside organization is responsible for obtaining required insurance documentation.  

The automobile liability (owned, non-not owned, rented), is to be included for the same amount 

as listed above. 

The sponsoring organization must contact their insurance broker, notify them of the date, place 

and nature of the event and request a Certificate of Insurance (COI) in the amount of $1 million 

per occurrence and $3 million per event naming Northwestern University as an additional 

insured for the on-campus event.  

Please submit the COI to Pam Tackett, Risk Management, at 

pamela.tackett@northwestern.edu. Include your Event Planner on the email. 

All Certificates of Insurance must be sent no later than 10 business days prior to the date of 

the event/meeting so that Risk Management can review the document. Without the approved 

COI, the event will not be able to take place. 

Master Venue Program 

Another way for outside organizations/individuals to obtain the required insurance is through the 

University's Master Venue Program. The Office of Risk Management has arranged coverage 

meeting the minimum levels stated above through Lloyd's of London. This coverage is 

reasonably priced and easily purchased (usually 72 hours). 

The outside organization/individual will need to complete the Application for Master Venue 

Program Insurance and then email it to pamela.tackett@northwestern.edu. 

Upon receipt of an application, Risk Management will determine the cost and forward a quote to 

the organization/individual. If the organization /individual would like to purchase coverage, Risk 

Management will notify Lloyd's of London and seek a Certificate of Insurance for the event (all 

events must be reviewed and approved by Lloyd's). Payment for Master Venue Insurance must 

be made by check.  

This must be done no later than five business days prior to the actual date of the event. 

Certain events, such as events where alcohol is served, require special consideration. It is best to 

check with the Office of Risk Management (847-491-5610) to see if there are unique liability 

exposures associated with an on-campus activity conducted by an outside entity.  

The Office of Risk Management reserves the right to review all sponsored activities and establish 

levels of insurance coverage that best protect the interests of the University. 
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