
SCHOOL OF INSURANCE TRAINING AND DEVELOPMENT USLI.COM/UNIVERSITY

The information provided herein is provided for educational purposes only and does not amend, extend or alter the terms or conditions of any policy issued or proposed to be issued 
by the company. Certain restrictions on coverage may apply based on underwriting guidelines, state law requirements, exclusions, limitations, terms or conditions of the policy.

USLI-U-Steps-to-Ready-Policy-7/20

Steps to Reading an Insurance Policy

It is important that you read your policy and understand the coverage provided. Reading an insurance policy is different than reading most 
books because the contract is not designed to simply be read continually from start to finish. An insurance policy requires you to refer to  
specific items (such as definitions and exclusions) as you are reading through it. The outline below provides steps to help you read the policy 
and fully understand the coverage provided.

 1. Start with the declarations page – summary of the coverage with the following information:

u	The name or type of coverage provided under the policy

u	The named insured for whom coverage is being provided

u	The duration of the policy

u	The names or numbers of endorsements included in the policy

u	The dollar limits of coverage and associated deductibles

u	The locations being covered

 2. Read the insuring agreement – states what acts are being covered by the policy, when they’re being covered and the duties  
of the insurer and the insured

 3. Apply definitions – found in bold or italic print

u	Certain terms in the insuring agreement or throughout the policy may be defined in the policy form to remove any ambiguity  
or confusion regarding the intent of what is or is not being covered 

u	Removes any uncertainty regarding the interpretation of coverage

 4. Identify if any exclusions, limitations and conditions apply:
u	The insuring agreement broadly outlines the coverage provided; the exclusions, limitations and conditions narrow the  

scope of coverage

u	After reading the insuring agreement, you will have to review the following sections to see if any apply and  
therefore amend coverage:

• Exclusions: take coverage away
• Limitations: limit or modify the coverage provided by outlining a sublimit that may apply 
• Conditions: state the policy provision and duties required of the insured; a breach in a condition  

could jeopardize coverage

 5. If the policy indicates a covered incident for the covered named insured and no coverage exclusions, limitations or conditions apply, 
are applicable or breached, coverage may be provided. If you are unsure of whether or not coverage exists you should ask your 
insurance broker and insurance carrier.

Please note that when reading an insurance policy, it is important that you refer back to each section to fully understand how 
coverage should be interpreted.


