
Proof of Insurance Requirements for Construction Permits 
The UCF Building Department requires proof of insurance prior to approving a permit for 
issuance. The requirements are as follows: 

• Each contractor working a job (GC and subcontractors) must provide current proof of 
insurance to the UCF Building Department 

• This is the Certificate that the insurance company should provide. 
o General Liability is required 

• The Certificate Holder on each provided MUST be The University. Please use the 
address below. 

o University of Central Florida Board of Trustees 
ATTN: Risk Management 
4365 Andromeda Loop N. MH 328 
Orlando, FL 32816-0001 

• If you have provided proof of insurance in Citizenserve, you will need to ensure it is up to 
current. You will need to upload the current one promptly. 

o If you would like to ensure the permitting process is as quick and seamless as 
possible, please call or email your UCF Project Manager, or the Permit 
Technician(s) to confirm that we have your insurance on file. 

• COIs can be uploaded through Citizenserve. Please use the link "Update My Information" 
after login, and delete the expired COI before uploading the updated one. 

• See sample on the next page. 
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