EVENT CHAIRMAN INSURANCE CHECKLIST

SUGGESTED TIMELINE

3-4 WEEKS BEFORE THE EVENT

1. Complete the SCCA Insurance request form.

2. Arrange for REGION payment from the Region Treasurer for the insurance deposit in the form of a Region Check or Credit Card (Visa/MC are accepted. Personal Checks are not accepted.) Solo II and Rally events do not require a deposit.

3. CLUB RACING EVENTS: If using track liability insurance, make certain to arrange for an insurance certificate to be sent to the SCCA Risk Management office.  The Participant Accident Insurance Certificate will not be issued until the alternate Liability Insurance Certificate is received at the National Office.  See GCR or applicable event rulebook’s insurance section for additional instructions for using track (“alternate”) liability insurance.

2-3 WEEKS BEFORE THE EVENT

1. Mail Insurance request and REGION payment to SCCA Risk Management and the track (if needed). NOTE: A late fee ($25 for first occurrence, increasing thereafter) may apply if Insurance requests are not received at least 14 days before the event.

1 WEEK BEFORE THE EVENT

1. Make sure that you have the Insurance Certificate for Participant Accident (from SCCA) and Liability (from SCCA or the track). Call Risk Management if you have not received them.

BEFORE THE EVENT STARTS
1. Deliver Insurance Certificates to:

a. Chief Steward

b. Track Manager/Landlord

2. Post a copy of the Participant Accident Insurance Certificate in a location where any participant can review it.

1 WEEK AFTER THE EVENT

1. Complete the audit form (blank forms are available at www.scca.com/InsideSCCA/Insurance or through the Risk Management department). 
ALL EVENTS MUST HAVE AN AUDIT TO COMPLETE THE EVENT.

2. If additional premium is due, obtain REGION payment or credit card information from the Region Treasurer.

2 WEEKS AFTER THE EVENT

1. Mail in the audit form and REGION payment (if additional premium is due) to SCCA. NOTE: Audits are due no later than 30 days after an event or a late fee ($250) may apply.

CANCELLATION OR POSTPONEMENT
1. Call within 3 days of notice of cancellation or postponement and mail original certificate back.

ANYTIME

1. Call Risk Management Department if you have a question or problem.

OTHER 
· Remember to obtain a sanction prior to beginning the insurance application process. See the GCR or applicable event rulebook for sanction application procedures.

· A copy of Sanction/Insurance Request and Audit forms are enclosed
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