How to Respond to Questionnaires and
Provide Certificates

When to use this How to Guide:

Follow the steps in this guide to provide any certificates that are required as part of the supplier
registration process and throughout the lifecycle of the supplier’s relationship with The City.

STEP ACTION

1. If needed, The City will contact -I
you for additional information eeaw
or certificates to finalize your

City of Calgary has invited you to complete a questionnaire. This is required 5o CAPITAL INGUSTRIAL can do business with
City of Calgary

company’s supplier registration.

On the email from The City, click
Submit questionnaire and login 2
with your username and password.

2. On the Questionnaire page:
i. Complete the All Content section.

ii. Click Submit Entire Response.

Console [ Docd27539972 - Insurance Certificate (COI) Questionnaire @ ;;Jg;glz(éﬂl‘zl

Event Messages

Event Details All Content =¥
Respanse Histary
Respanse Team Name T

¥ 1 introduction

v Event Contents * | | commercial General Liability (CGL)
11 Seleat the centificate(s) of insurance that isiare applicable to your firm

| Professional Liability (PL)
All Cantent

1.2 Attached for & is the checklist that The City uses ta validate certificates of
insurance, B Refer

1 Introduction

¥ 2 Commercial General Liability (CGL) More.., +
2 Eammylcial{;gnmat 21 Effective Date Sat, 1 Jan, 2022 3|
®[ -
2.2 Expiration Date Sat, 31 Dec, 2022 j|
2.3 Provice your total per occurrence limit for Commercial General Liability inswrance. | $5,000,000

() indicates a required fisld

Submit Entire Response I Save draft ‘ [ Compose Message ][ Excel Import ]
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3. The City of Calgary will review
your certificate and contact you
if further information or
documentation is required.

When your certificate is approved,
you will receive an email
confirming your approval.

Calgary

Hello Sam Green,

City of Calgary has approved the ire that you

Questionnaire Overview
Questionnaire name: Insurance Certificate (COI) Questionnaire

You'll be notified if any other tasks require your attention.
Best,

SAP Ariba team

Ariba, Inc. 3420 Hillvie:

Data Policy | Contac
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