CHECKLIST OF PROCEDURES FOR CONSTRUCTION OR MAJOR RENOVATION OF BUILDINGS

January 1993 

Name of Parish:__________________

City:___________________________

Date: _________________________

A. Organizing for the Proposed Project

_____ 1. Pastor, with parish pastoral council, discerns need for the project.

_____ 2. Pastor contacts bishop and/or the vicar general/moderator of the curia in writing for a meeting to discuss the proposed project.

_____ 3. Meeting with bishop and/or the vicar general/moderator of the curia, the diocesan finance officer, pastor and parish representatives to discuss necessity, nature, and funding of project.

_____ 4. Meeting with the Commission for Buildings and Property, pastor and parish representatives to discuss the proposed project.

_____ 5. Parish planning committee organized.

_____ 6. Letter to pastor giving permission to hire architect.

B. The Discernment Process

_____ 7. Collection of data on parish membership, community, history, traditions, and needs assessment completed.

_____ 8. Meeting of pastor, parish planning committee, architect, and Office for Worship personnel to discuss proposed project, appropriate liturgical space, and steps to be taken. (+)

_____ 9. Meeting of pastor, parish planning committee, architect, and Office for Social Concerns personnel to discuss accessibility for persons with disabilities.

_____ 10. Study of church documents by pastor and parish planning committee completed.

_____ 11. In the case of renovation, schedule an on-site visit with the Office for Worship and the Office for Social Concerns as appropriate.

_____ 12. Begin education of parish in church architecture, liturgical space, and accessibility. (+)

_____ 13. Pastor and parish planning committee meet with parishioners to discuss the proposed project.

_____ 14. Proposed project description completed.

_____ 15. Affirmation of proposed project description by the parish pastoral council and the parishioners.

_____ 16. Forward to Office for Finance the proposed project description and indication of parishioner affirmation.

_____ 17. Commission for Buildings and Property reviews proposed project description.

_____ 18. Letter to pastor giving preliminary financial approval for the project and permission to proceed with project design process.

C. The Project Design Process 

_____ 19. Continue education of parish in church architecture, liturgical space, and accessibility.

_____ 20. Pastor, parish planning committee, and architect proceed with design of proposed project.

_____ 21. Share design information with parishioners.

_____ 22. Pastor sends four sets of preliminary design plans to the Office for Finance which will distribute them to other appropriate diocesan agencies (i.e., Office for Insurance, Office for Social Concerns, Office for Worship/ Commission for the Liturgy, Commission for Buildings and Property).

_____ 23. Design plans reviewed by agencies listed above and dialogue continued as needed.

_____ 24. Recommendations from agencies sent to Office for Finance which compiles and forwards them to pastor and architect.

_____ 25. Parish modifies design plans to reflect recommendations of agencies.

_____ 26. Meeting of pastor, parish planning committee, diocesan finance officer, and Commission for Buildings and Property to discuss design plans and financing of the project.

_____ 27. Diocesan finance officer and Commission for Buildings and Property give recommendations to the bishop.

_____ 28. Letter of permission from Bishop or Vicar General/Moderator of the curia to pastor to prepare final design plans and specifications.

_____ 29. Pastor sends four sets of final design plans and specifications to the Office for Finance which will distribute them to other appropriate diocesan agencies (i.e., Office for Insurance, Office for Social Concerns, Office for Worship/Commission for the Liturgy, Commission for Buildings and Property).

_____ 30. Final design plans and specifications reviewed by agencies listed above and dialogue continued as needed.

_____ 31. Recommendations from agencies sent to Office for Finance which compiles and forwards them to pastor and architect.

_____ 32. Bishop gives final approval.

_____ 33. List of potential contractors sent to Office for Finance for approval by Office for Insurance.

_____ 34. List of approved contractors sent to pastor and architect.

_____ 35. Letter from bishop or vicar general/moderator of the curia to pastor to receive bids.

_____ 36. Bids opened and bishop or vicar general/moderator of the curia gives permission in writing to award contract.

D. The Construction Process

_____ 37. Before construction begins, architect sends certificates of insurance to Office for Finance.

_____ 38. Letter from pastor to Office for Finance when construction begins.

_____ 39. Pastor and architect inform bishop and Office for Finance of any changes during construction. 

_____ 40. Pastor and architect maintain listing and price of permanent fixtures. 

_____ 41. Pastor and architect maintain inventory of movable contents. 

_____ 42. Listing of permanent fixtures and movable contents sent to Office for Finance.

_____ 43. Pastor and architect notify Office for Finance of completion of project.

_____ 44. Architect sends "as-built" plans to Office for Finance and pastor within 30 days of completion of construction.

E. The Celebration of the Project Completion

_____ 45. Contact the Office for Worship as needed for appropriate ritual text to be used regarding dedication or re-dedication of a church, blessing of a parish hall, etc.

_____ 46. Celebration of the completion of the project, involving, as is appropriate, the ministry of the diocesan bishop.

(+) = applies to worship spaces only. 

This checklist intends to assist parishes in knowing the steps to be taken in the renovation or construction of all parish buildings. During such a process one copy of the checklist will be maintained in the parish and another in the Office for Finance. The Office for Finance will serve parishes, if requested, in coordinating all the steps in a renovation or construction endeavor.

