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December 10, 2015 
 
Dear Contractor, 
 
Re:  Certificate of Insurance 
 
In order for your contractor license to remain active with the City of Topeka it is a requirement to provide 
Development Services with a current Certificate of Insurance or Workers Compensation or your license will 
become inactive. 
 
After a 30 day grace period (industry standard) has passed a $30.00 reinstatement fee will be required in order to 
reinstate your license if Development Services has not been provided a current Certificate of Insurance or 
Workers Compensation showing the updated expiration date.  Certificate of insurances may be faxed to  
785-368-3915, emailed to dsdaccounts@topeka.org, mailed directly to our office, or you may hand deliver your  
updated certificate to Development Services located at 620 SE Madison St on the 3rd floor. 
 
We understand that you may have paid your insurance premiums to your insurance company and your insurance 
is not actually expired with your insurance company but if Development Services does not receive a CURRENT 
Certificate of Insurance or Workers Compensation from you or your insurance company by the (30) day grace 
period the $30.00 reinstatement fee will be required. 
 
Moving forward this fee will not be waived.  This is the Contractors responsibility to provide Development 
Services with an updated General Liability or Workers Compensation insurance certificate in order for your 
company to pull permits or schedule inspections within the City of Topeka.  When you were originally licensed 
with the City of Topeka we informed you of this policy verbally and in writing in the licensing packet you filled out 
to become a contractor. 
 
At the end of each year when you receive your contractor license renewal forms to renew your license for the 
following year at the bottom right hand corner it is listed what dates your Certificate of Insurance and Workers 
Compensation Insurance expires.  If that date has already expired when you receive your contractor license 
renewal forms you must provide us with a current Certificate of Insurance and a $30.00 fee or your license will 
not be renewed. It will be returned to you and this will delay your contractor license renewal and you may be 
charged a late fee to renew your contractor license. 
 
Respectfully,       
 
We need to be listed as the Certificate Holder on your certificate of insurance 
 
City of Topeka 
Development Services 
620 SE Madison St Unit 6 
Topeka, KS  66607-1118 




