“Letterhead”
M E M O R A N D U M

TO:

Pastors, Parochial Administrators, Superintendents, Principals, Agency Heads, and Parish Business Managers

FROM:



DATE:



RE:

New “Special Events” Insurance Procedures


The “Special Events” insurance program provides insurance coverage when a parish or school allows an event to be held on parish/school property, but the event is not parish/school sponsored.  The most common example is a wedding reception held at a parish hall.  If an individual or outside organization holds an event on parish/school property, they have one of two choices, either (1) provide a certificate of insurance naming the parish/school as additional insured for at least $1,000,000, or (2) purchase the “Special Events” insurance available through Arthur J. Gallagher Risk Management Services.

· At least 15 days prior to the event, mail the application form and check to Arthur J. Gallagher Risk Management Services at the address noted on the application.  All events need prior approval by the Insurance Company.

· Enclose the check or money order, payable to “Arthur J. Gallagher Risk Management Services” for $125 for a one-day event, or $150 for an overnight event up to 1,000 people.  

· Please be specific as to the type of event (wedding, fund raising dinner/dance, auction, etc.) 

· The application form lists the common events that are not covered by this policy.

· “Host” liquor activities are automatically covered with the purchase of a policy.  This means that if liquor is served at a wedding reception held in the parish hall, no separate insurance is required.  

· There are three instances in which a special liquor insurance policy is required: (1) If liquor is being sold, (2) When there is an admission price to the event which includes liquor, or (3) If liquor is served as part of a fund raising event.  Please call if any of these situations apply.

Your primary contact person for the special events insurance program is Mira Andreeva at Arthur J. Gallagher Risk Management Services.  Any questions you have regarding insurance requirements or coverage can be answered by Julia by e-mailing mira_andreeva@ajg.com or calling 630-634-4583.  

