
 

DRIVER TRAINING CERTIFICATE OF INSURANCE  WORK FLOW PROCESS 

 

 

 

 

 

 

 

  

 

 

  

Driving  school 

provides certificate 

of insurance  for 

each training 

vehicle– normally 

valid for 6 to 12 

months   

(40 schools – 60 

training vehicles) 

3 weeks prior to  

expiration  reminders 

mailed to school 

owners 

Insurance certificate received 

for each training vehicle 

Certificates are reviewed to assure 

they are  complete and correct   

Spreadsheet is 

updated to indicate 

valid insurance is on 

file and to indicate 

expiration date of 

policy – usually will 

be for a 6 or 12 

month period Insurance certificate incomplete 

or incorrect  

Insurance certificate returned to 

carrier notifying them the card is 

incorrect.  School owner sent a 

copy of the return letter 

 

New insurance card is 

received from insurance 

carrier 

Insurance certificate 

not received prior to 

policy expiration 

Letter sent to school 

owner notifying them 

their school license will 

be held in abeyance 15 

days following the 

expiration of the 

insurance.  School 

owner is called to 

notify them insurance 

has not been received 

and their license will 

be held in abeyance 

3 weeks prior to 

insurance expiration 

process begins again 


