


[insert date]

To Whom it May Concern:
I am reaching out on behalf of our McMaster University Students Union student group [insert group name] with regards to a [insert type of vendor/rental item] we have booked for [insert date].
We require a certificate of insurance from you for commercial general liability in the amount of $5M per occurrence,  listing McMaster University and McMaster Student Union as additional insured.  
Please send the certificate by return email.
Thank you, 
[insert name]
[insert cell or email contact information]




