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Chapter 1 – Introduction 

 

Our 2013 Manual revision is intended to make the manual easier to use and to include some 

additional information. The current basic procedures are not significantly changed from our 

2010 manual, but possibly have better explanations and we include more on the financial steps. 

 

1.1 Inspiration. “As each one of has received a gift, use it to serve one another as good stewards of 

God’s varied grace.” (Peter 4:10) 

 

1.2 Vision. The construction and care of the physical facilities within our Diocese may be seen as 

one of our most visible and enduring acts of Stewardship within our Faith community. As 

planning of new facilities are undertaken, be sure to start by developing a vision of “Who we 

are” and “This is where we are going”. When this Vision is successfully conveyed to the 

congregation, such undertakings always grow our parish communities. The principles of 

Stewardship are invaluable tools in these endeavors.  

 

1.3 Purpose. The purpose of this manual is to establish Diocesan policy and to provide assistance 

for the management of all facets of the maintenance, repair, and construction of buildings and 

properties. 

 

1.4 Application. The guidance contained in this manual applies to all Parishes, Schools, and 

properties within the Harrisburg Diocese. The Buildings and Properties Office has been 

assigned the responsibility for assistance and administration of this program. 

 

1.5 Scope. The scope of this manual is to contain the information necessary to properly plan, 

program, and execute a facility maintenance, renovation, and construction program.  

 

1.6 The early chapters (2 to 9) list and define the procedures for each step of the Diocesan project 

approval process. 

 

1.7 The later chapters list specific information on selected areas of facility construction and 

maintenance. 

 

1.8 Any questions on the process or the steps should be addressed to the Buildings and Properties 

office at the Diocese. The staff is available to meet with parish or school committees to assist 

with the process and answer any questions. 

 

1.9 This manual has been developed by Buildings and Properties specifically to make the process 

easier for you, our customer. We welcome your feedback on improvements, corrections and 

additions, if this is going to be of value. 
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Chapter 2 – Executive Summary and Definitions 

 

2.1 Executive Summary 

 

Recognizing that this manual contains considerable detail; we are providing an overview of some items 

to assist in directing the user to frequently needed information. Each of these introductory sections is 

further developed later in the manual.  

 

2.1.1 Before You Start - Some thoughts as you begin a Parish building program. 

 Do not leave prayer or God out of the process.  

 Your work is an act of Stewardship of God’s gifts. 

 Develop your Vision of “Who we are” and “This is where we are going”. 

 Obtain and use the booklet, “Built of Living Stones” (Guidelines of the US Conference of 

Catholic Bishops, 2000). It contains valuable ideas and concepts.  

 Understand this is not about individuals; it is about your whole Parish community. 

 Pray and chose the Planning and Building Committees wisely; include a diversity of people, 

ideas, abilities and approaches. 

 Keep your whole Parish continually informed about the project status. 

 Determine your budget and borrowing ability. Parishes intending to borrow funds from the 

Diocese are required to have 50% of the total project cost on hand before construction starts. 

 Consider a Master plan for your site, dream the impossible dream, and think about tomorrow 

but realize you have to be able to pay for that dream 

 Choose your design and building team well; cheapest is not always the best. 

 In designing, take your time; first get it right on paper. 

 Understand what you are buying, ask a lot of questions. 

 Remember your physical building is all about the environment for people. Consider 

impressions, comfort, accessibility and visuals. 

2.1.2 Summary of New Construction Project Steps – To insure that our Parishes, Schools and  

Diocese work together as good  Stewards in our building and renovations, this manual explains 

our long established procedures to undertake construction of physical facilities. All significant 

projects have four approval procedure steps (Concept Study, Feasibility Studies, Schematic 

Design and Final Design) as outlined in Chapter 3 (See Figure 3.1). 

 

2.1.3 Approval Authority – Be sure to review the project cost approval thresholds given at the 

beginning of Chapter 3. 

 

2.1.4 Design and Space Criteria – To assist the users particularly at the Concept and Feasibility 

Study phases, we have included a chapter of building recommendations to assist starting the project 

development. (See Chapter 16) 

 

2.1. 5 Methods of Project Procurement - Early in the Parish concept and feasibility studies 

development the method of project procurement must be determined because it greatly effects how the 
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services of an Architect and Contractor are hired and their work defined. The historical procurement 

method has been design-bid-build. We have also used the methods team-build (or modified design-

build) and design-build with much success. Use of any of these methods is a part of the Diocesan 

approval process and must be resolved before proceeding. A discussion of these methods is given in 

Chapter 10 (In particular figures 10.1, 10.2 & 10.3). 

 

2.1.6 Selection of Design Professional (Architect) and Contractor – Once a method of construction is 

determined, the next step and a component of the Feasibility Study (See Chapter 5) is hiring the 

technical help required to design and construct a project. Historically the Design Professional 

(Architect) is the first firm to be hired, but use of team-build or design-build requires the concurrent 

hiring of construction capabilities. Chapter 10 discusses the steps in hiring technical help (See Figures 

10.4 & 10.5). 

 

2.1.7 Master Planning – As part of your Vision and concept on major projects, always develop a 

Master Plan of what might happen in future years (10 – 20 or as appropriate). Any current phase 

should not be shortsighted and long range planning helps avoid future problems. See Chapter 15 for 

information. The Master Plan is often a part of the Concept Study (Chapter 4) and the Feasibility Study 

(Chapter 5). On larger more complex (multi-million cost) projects a formal Master Plan process can be 

substituted for the Concept and Feasibility Studies if coordinated with the Building & Properties 

Office. 

 

2.1. 8 Contract Forms – While the above parties to the project are selected on the basis of experience, 

knowledge, quality and costs, they should never start work without first executing formal contracts. 

Since the vast majority of work done by the Diocese consists of buildings and related renovation, we 

are standardizing on documents developed by the American Institute of Architects (AIA). The firms 

hired should have no problems with the use of these forms. A listing of the forms by building methods 

is given in Chapter 10.  

 

2.1. 9 Required Changes to General Conditions - Due to particular requirements of our Diocese, the 

construction General Conditions of the above AIA forms require some modification. These required 

modifications are detailed in Chapter 17. 

 

2.1. 10 Required Provisions for Inclusion in Contracts – In order to maintain consistency in our 

construction procurement, we require certain provisions in all construction contracts. The provisions 

will vary somewhat by method and needs. Chapter 17 details these inclusions. 

  

2.1. 11 Government Permitting List – A major factor in the cost, timing and even the ability to proceed 

is the impact of many regulatory entities. Always consider this impact from the project feasibility 

phase. The parish/school should stay current with the regulations and frequently connect with the 

technical firms that were hired on their status. Discussion of permitting is in Chapter 12 

  

2.1. 12 Change Orders to Projects – Keep in mind that large change orders in excess of $1000 must 

follow the procedures of Appendix D. 

 

2.1. 13 Diocesan Assistance – Members of the Buildings & Properties office staff are available at no 

cost to the parish or school to meet with committees and discuss the processes included in this manual. 
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2.1. 14 Financial Coordination – Proper funding of a project is all important for a successful outcome. 

Coordination with Harrisburg Catholic Administrative Services (HCAS) is needed throughout and may 

start with the Concept Study. Projects most often fail or are delayed not from design or technical issues 

but due to inadequate funding or inability to pay the debt service. See also chapter on Capital 

Campaigns. 

 

2.1. 15 Diocesan Coordination - If the interior of a church/chapel is involved, the project will be 

coordinated at the beginning of the schematic phase with the Director of the Diocesan Office of 

Liturgy, Worship and Prayer. For school-related projects, the project will be coordinated at the 

beginning of the schematic phase with the Secretary for Education. 

 

2.2 Definitions 
 

To ensure all parties understand the terms used in this manual the following terms are defined: 

 

2.2.1 Maintenance and Repair. Maintenance and repair defines activities necessary to keep facilities 

in good working order. It includes regular adjustments and inspections, cyclical maintenance, 

and minor repairs. It also includes major repairs or replacement of facility components that are 

expected to occur periodically throughout the lifecycle of facilities. It does not include 

custodial services, grounds services, waste disposal, and the provision of utilities. 

 

2.2.1.1 Maintenance. The recurring or periodic work required to preserve a facility or component so 

that it may be used for its designated purpose through its expected service life is maintenance. 

This includes preventive maintenance, cyclical maintenance, and work to prevent damage that 

would be more costly to restore. 

 

2.2.1.1.1 Repair. Repair implies that a facility or building component already exists, that it has failed 

or is failing, or has exceeded its expected service life. The restoration of that facility or 

component to such condition that it may be effectively utilized for its designated purpose is 

repair. When a facility or component is repaired or replaced it should be brought up to 

current standards and codes as part of the repair. Restoration or replacement in kind of 

damaged or destroyed facilities or components is considered repair. 

 

2.2.2.1.1 Construction. The building of a new facility and the addition, expansion, and/or renovation 

of an existing facility that constitutes a physical increase in the dimensions or capacity of a 

facility or component is construction. The work required to convert a facility to another use 

or to adjust interior arrangements or other physical characteristics of an existing facility, so 

that it may be effectively utilized for its designated purpose is also construction. A 

construction project must provide a complete and usable facility without the need for 

additional work. 

 

2.2.3 Renovation. Renovation is a combination of Maintenance or Repair and Construction 

tasks within an existing building area. It implies that the basic framework of the project 

exists but that in the process of doing the repairs there are improvements, upgrades or 

enhancements that are needed or warranted to have accomplished at the same time. 
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2.2.4 Replacement. When an existing building area is deemed to be uneconomical to meet 

program needs through expansion or renovation, then replacement of the existing 

building area with new construction is warranted. 

 

2.2.5 Unrelated Projects. Unrelated and dissimilar improvements in the same facility can be 

separate projects, unless the work is contiguous, and logically should be completed at 

the same time in order to minimize operational impact, or to realize economy of scale 

savings. Piecemeal completion of projects is not encouraged although once the entire 

scope of work and total cost is identified and approved the work can be done in phases. 

 

2.2.6 Concept Study (Phase 1).  The first procedure step is to briefly outline and list the 

project needs within your own parish/school family. This preliminary in-house study 

is used to start describing the proposal possibilities and scope to both the parish/school 

members and to any design professionals when they are engaged in later steps (See 

Chapter 4). 

 

2.2.7 Feasibility Study (Phase 2). A Feasibility Study builds on the Concept Study possibly 

using some professional help to evaluate the best option to meet a defined need. 

Consideration of all alternatives from the Concept Study along with consideration of 

project funding through doing some Economic Analysis. It also considers these 

alternatives in conjunction with future plans and trends.(See Chapter 5) 

 

2.2.8 Economic Analysis. An Economic analysis is a calculation of the effective cost of 

various project options over the life of the project. Later in Schematic and Final design 

the Economic Analysis should include operation and maintenance costs as part of the 

evaluation. Often times the lowest initial cost is not the best alternative once the 

expected life of that option and the operations costs are considered.  

 

2.2.9 Schematic Design (Phase 3).  A Schematic design is a conceptual document to 

determine if the scope of work can be accomplished within the allotted space, time, and 

funds. The level of drawing detail should only be enough to prove that these three goals 

can be met. Details of interior and exterior architectural features, other than exterior 

elevations, finish schedules, etc is not needed and funds are NOT to be expensed for 

this level of design. Permits and municipal approvals are not expected at this stage of 

project development (See Chapter 6) 

 

2.2.10 Final Design (Phase 4).  The final design is the accumulation of all the three previous 

phases to produce a final set of documents which fully describe the project. These 

documents are sufficient to engage construction services under one of the methods 

described in 2.2.14. 

 

2.2.11 Diocesan Building Commission. The Diocesan Building Commission (DBC) is established to 

provide engineering and architectural advice to the Bishop and Diocesan staff on major projects being 

planned across the Diocese. Members of the DBC review projects to provide an independent 

perspective and comments to assist Parishes and Schools in obtaining the best value project. Reviews 
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will be conducted to determine technical feasibility, bidability, constructability, sustainability, energy 

conservation opportunities, schedule practicality, use of best practices, value-engineering 

opportunities, means of increasing operational efficiencies, and quality of construction documents. 

Reviews are usually not intended to change the concept, intent, or aesthetic features. 

 

2.2.12 College of Consultors – This 12 member clerical team, among various duties, provides advice 

to the Bishop on any major project being planned throughout the Diocese.  

 

2.2.13 Equipment is divided into three categories, defined below, and funding varies per the 

definition. 

 

2.2.13.1.1Installed Building Equipment (IBE) – IBE is an item of equipment that is permanently 

affixed and built into the facility as an integral part of the facility. IBE is necessary to make the facility 

complete, and if removed, would destroy or severely reduce the usefulness of the facility. IBE must be 

funded as part of the facility cost.   

 

2.2.13.1.2Attached Equipment – Attached equipment consists of capital equipment of a movable 

nature that have been fixed in place or attached to a facility, but not as an integral part of the facility. It 

can therefore be removed without damaging, destroying, or severely reducing the usefulness of the 

facility. These items may either be funded as part of the facility cost or separately. But, if funded 

separately, estimates for items that will be provided must be included so the overall project cost and 

financing can be evaluated.  

 

2.2.13.2Movable Equipment – Items that are movable in nature and not permanently affixed, as an 

integral part of the facility, will not be funded as part of the facility cost. But, estimates for items that 

will be provided must be included so the overall project cost and financing can be evaluated.  

 

2.2.14 Methods of Project Construction Procurement - The Diocese has approved three methods of 

procuring projects. All three may be considered; however, the method chosen should be the one that 

best handles the particular Parish’s needs and costs. The parties in each method are selected by bidding 

or negotiating with a minimum of 3 firms. Diocesan approval of the selected method is a part of the 

Feasibility Study approval. Below are brief definitions; a thorough discussion with pros and cons is 

given in Chapter 10. 

 

2.2.14.1Design-Bid-Build Method. In this method of accomplishing a project a designer is selected, a 

contract is executed, and the design is completed prior to the selection of an independent contractor. 

Once the design is complete a separate action is taken to solicit bids for the project construction. Upon 

evaluation of all responsive bids submitted, the one that represents the best value to the owner is 

selected, an independent contract is executed with the contractor and the contractor completes the 

construction. This is the method historically used by the Diocese. 

 

2.2.14.2Team-Build (Modified Design-Build) Method. In this method of accomplishing a project a 

designer is selected and shortly thereafter a contractor is selected to work in tandem with the designer. 

Independent contracts are executed. Though both have separate contracts with the Diocese they are to 

work together as one team with the owner to ensure the best value of scope of work, schedule, and 

budget are selected by the owner. 
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2.2.14.3Design-Build Method. In this method of accomplishing a project a contractor is selected to 

both design and build the project. The designer works as a subcontractor to the contractor. Only one 

contract is executed. The contractor and the designer work together as one team with the owner to 

ensure the best value of scope of work, schedule, and budget are selected by the owner. The contractor 

is selected thru a process of conceptual bidding and negotiation. 

 

2.2.15 Total Project Cost Estimate – The estimated total cost of the project to include not only 

construction costs, but those of equipment, furnishings, engineer fees, site and landscaping costs, 

governmental fees, environmental costs, contingencies, fund raising fees, 10% contingency, etc 

 

2.2.16 Design Professional – Note that we use this term interchangeability with the word Architect. 

These terms mean basically the same, the entity that is doing the design and documents for the project. 

At times the design professional may also refer to an engineer who does components of the project 

such as site development and utilities. The use of engineers to perform the architectural portions of the 

building project is not recommended and may actually be against state regulations. 
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Chapter 3 – Approval Authority and Procedures 

 

3.1 The approval process and approval authority for any project whether the project is maintenance or 

repair of existing property; or new construction; or major renovation of an existing property is as 

follows below. Further discussion of approval policies and authorities is contained in Appendix E, 

“Acts of Administration”. 

 

3.2  For projects involving real estate purchase or alienation see Chapter 14.  

 

3.3  FOR PROJECTS AND EXPENDITURES FOR WHICH ALL FUNDS ARE ON DEPOSIT:  

1. For a total project cost less than $30,000: the Pastor or Principal may approve all 

expenditures other than those involving architectural changes to a church or school. The Vicar 

General may approve all expenditures involving architectural changes. 

2. For a total project cost in excess of $30.000 and less than $200,000: the Vicar 

General (in consultation with appropriate diocesan staff) may approve all expenditures 

including those involving architectural changes to any building. 

3. For a total project cost in excess of $200,000 and less than $500,000: the Diocesan 

Bishop may approve all expenditures without further consultation, while retaining the right to 

seek the advice of the College of Consultors for any project. 

4. For a total project cost in excess of $500,000: the Diocesan Bishop, having heard the 

advice of the College of Consultors, may approve all expenditures. 

 

 

3.4  PROJECTS AND EXPENDITURES REQUIRING A LOAN: 

1. The Pastor or Principal may not approve the expenditure of funds for any project which 

will require a loan in any amount. Ordinarily, parishes must have 50% of the total project cost 

on deposit prior to commencement of any project. Ordinarily, schools must have 100% of funds 

on deposit prior to commencement of any project. 

2. For a total project cost less than $200,000: the Vicar General (in consultation with 

appropriate diocesan staff) may approve all expenditures for which a loan is required. 

3. For a total project cost in excess of $200,000: the Diocesan Bishop, having heard the 

advice of the College of Consultors, may approve all expenditures for which a loan is required. 

 

3.5  PERMISSION TO CONDUCT A CAPITAL CAMPAIGN: 

The Diocesan Bishop may grant permission for any parish to conduct a capital campaign with a 

payment term of five years or less and with a goal of less than twice the previous fiscal year’s 

ordinary income for the parish. The Diocesan Bishop will ordinarily seek the advice of the College 

of Consultors prior to granting permission for a campaign with a payment term in excess of five 

years and or a goal in excess of twice the previous year’s ordinary income for the parish. Before a 

school may commence an approved capital campaign, the diocesan Secretary for Education or the 

Superintendent of Schools will meet with the supporting pastors in order to discuss limitations, 

conditions and mechanics of the campaign. Ordinarily, permission to conduct a capital campaign 

may be sought at any time following the approval of a project’s schematic design; however, for a 

compelling reason permission may be sought following approval of a project’s feasibility study.
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3.6The following Sections 3.8 and 3.9 provide information on approval procedures. First is the list of 

items to be submitted for  project approval depending on size. Second, is a summary of the various 

steps required to obtain  project approval. There are slightly different procedures based on the size and 

type of project. The steps for Maintenance and Repair are largely detailed below and the steps for New 

Construction are further described in full in the following chapters. 

 

3.7Additional Diocesan Coordination. If the interior of a church/chapel is involved the project will be 

coordinated at the beginning of the feasibility phase with the Director, Diocesan Office of Liturgy, 

Worship and Prayer. For school-related projects coordination prior to submission will be done with the 

Secretary for Education. 

 

3.8 Documentation Submittal List for Projects 

 

3.8.1In all cases, the following guidance applies to unrelated projects only (see definitions). 

 

3.8.1 Projects from $0 to $30,000. Local parish/school can execute contracts in this category. No 

submission is required to be made to the Diocese for approval of projects in this category 

unless borrowing of funds is required or architectural changes are being made. Three bids are 

suggested but not mandatory. However, when a project is finished a record of the work 

completed must be submitted on Form C and will include the signed contract, any drawings or 

specifications, and any warranties. Be sure small contractors have the required Pennsylvania 

state certification and that you have obtained a current copy of the contractor’s insurance 

certificate. 

 

3.8.2 Projects from $30,000 to $200,000 

 

3.8.2.1 Submit a letter or email package to the Vicar General requesting approval for the project. 

Package will include: 

3.8.2.1.1 Completed Form B 

3.8.2.1.2 Facts demonstrating the need for the project including analysis of alternative options. 

3.8.2.1.3 Preliminary or actual cost estimates including a 10% 

contingency. Three bids are mandatory. Identify the preferred 

bidder. 

3.8.2.1.4 Discussion of ability to fund the project 

3.8.2.1.5 Project timeline 

3.8.2.1.6 Any drawings, specification, description of work, and 

warranties 

3.8.2.1.7 Certificate of insurance from the contractor 

3.8.2.1.8 Indication of what municipal approvals are needed and if they 

have been obtained 

3.8.2.1.9 Contract to be signed if available 

3.8.2.1.10 Indication that the parish or board has approved the project. 

 

3.8.2.2 An architect or engineer may be hired to develop the project scope and 

documents 
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3.8.2.3 Project will be reviewed by diocesan staff and if it is approved the 

contract will be forwarded to the Vicar General for signature. 

 

3.8.2.4 All requests for payment and all change orders or modifications, greater 

than $1000, must be approved by the Diocese (see Appendix D) 

BEFORE work can begin. 

 

3.8.3 Projects greater than $200,000 

 

3.8.3.1 All projects over $200,000 will require review by the Diocesan Building 

Commission and the College of Consultors with their advice to the 

Bishop on project approval. A four phase approval process is required. 

3.8.3.2 Submit a letter or email package to the Vicar General requesting 

approval for the project. Letter will include: 

3.8.3.2.1 Completed Form B (Information as indicated in Appendix A 

and B) 

3.8.3.2.2 Facts demonstrating the need for the project including 

analysis of alternative options. 

3.8.3.2.3 Preliminary or actual cost estimates including a 10% 

contingency. Three bids are mandatory. Identify the preferred 

bidder. 

3.8.3.2.4 Discussion of ability to fund the project 

3.8.3.2.5 Project timeline 

3.8.3.2.6 Any drawings, specification, description of work, and 

warranties 

3.8.3.2.7 Certificate of insurance from the contractor 

3.8.3.2.8 Indication of what municipal approvals are needed and if they 

have been obtained 

3.8.3.2.9 Contract to be signed if available 

3.8.3.2.10 Indication that the parish or board has approved the project. 

 

3.8.3.3 An architect or engineer may be hired to develop the project scope and 

documents 

 

3.8.3.4 Project will be reviewed by Diocesan staff and if necessary by the 

Diocesan Building Commission before being presented to the College of 

Consultors/Bishop for approval. If it is approved, the contract will be 

forwarded to the Vicar General for signature. 

 

3.8.3.5 All requests for payment and all change orders or modifications, greater 

than $1000, must be approved by the Diocese (see change order section, 

Appendix D) BEFORE work can begin. 

 

3.9 Summary of Project Approval Steps. See Figure 3.1 and succeeding chapters as indicated for a 

detailed discussion. These steps are for projects over $200,000. 
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Figure 3.1 

Project 
Phase 

Activity 
Construction Procure Method 

Design-
bid-build 

Design-
build 

Team-
build 

(Chapter 4) CONCEPT STUDY *       

1 First, get Vicar General's written approval to perform a concept study.  Not determined at this point 

1 Prepare a concept study using a planning committee and without paid 
professional services.  

Not determined at this point 

1 HIGH SCHOOLS ONLY-Submit completed concept study to the School's Board of 
Directors for approval. 

Not determined at this point 

1 Submit concept study  to the Diocese for approval by the Vicar General. Not determined at this point 

(Chapter 5) FEASIBILITY STUDY *       

2 Upon receipt of the Vicar General's approval, formalize  a building committee 
(most likely from some of the planning committee) to proceed with the project 
development. 

Not determined at this point 

2 With a draft concept study, interview architectural and contracting firms to 
form an idea of the intended construction  procurement method to be used. 

Not determined at this point 

2 The building committee, at this point, may interview a minimum of 3 A/E firms 
to select professional help to prepare the feasibility study. The A/E should be 
hired on a time and material basis to only do a feasibility study. 

X   X 

OR - The building committee, at this point, may interview a minimum of 3 
design- build construction firms to select assistance in preparing the feasibility 
study. Design- build contruction firms usually will not charge to assist in 
feasibility studies. 

  X X 

2 Prepare a full feasibility study to include a review of the construction  
procurement method selected.  

X X X 

2 Also prepare and include a financial feasibility study done in house or better 
still by a fundraising firm hired for the project.  

X X X 

2 HIGH SCHOOLS ONLY-Submit completed feasibility study to the School's Board 
of Directors for approval. 

X X X 

2 Submit feasibility study to the Diocese for approval by the Vicar General. X X X 

(Chapter 6) SCHEMATIC DESIGN        

3 Upon receipt of the Vicar General's approval, hire A/E and/or contractor to only 
prepare schematic phase documents for submission to the Diocesan Building 
Commission (DBC). 

X X X 

3 Submit schematic documents to the Diocese for review  by the DBC and the 
College of Consultors (CC) and approval by the Bishop. 

X X X 

3 Concurrent with the schematic approval, the request to begin fund raising may 
be submitted for review by HCAS and  approval the Bishop.   

X X X 

(Chapter 7) FINAL DESIGN        

4 Upon receipt of the Bishop's approval, prepare final design documents. X X X 

4 Submit completed (100%) bid ready type construction documents for review by 
the DBC and CC and approval by the Bishop. 

X     

OR - Submit construction documents that fully describe the intended work for 
review and approval by the DBC and CC. 

  X X 

4 Upon receipt of approval, permission will be given to put the project out for bid 
if funding requirements are achieved. 

X     

OR - Upon receipt of approval, permission will be given to proceed with 
construction if funding requirements are achieved. 

  X X 

 

* A larger parish/school using a formal Master Plan, it can substitute it for these 2 Studies. 
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Chapter 4 – Phase 1, Concept Study 

 

4.1 A Concept Study is necessary for any construction project requiring the Bishop’s approval in 

accordance with Chapter 3.  Completion and acceptance of a Concept Study is NOT permission to 

build. 

 

4.1.1 The purpose of the Concept Study is to first investigate ideas for a project in-house without 

professional help; then narrow the possibilities and preliminarily assess the parish/school 

ability to attempt a project. The Study is not intended to produce a detailed final decision or 

scope; that is the goal of the Feasibility Study. 

4.1.2 A Concept Study reviews a parish’s status as to what they have and where they need to grow in 

their own opinion. This is the time for the parish/school to develop the vision of “Who we are” 

and Where are we going” within themselves so as to be able to express their idea(s) to others. 

It also considers possible alternatives in conjunction with future plans and trends. The Concept 

is also the start of obtaining a parish/school consensus for embarking on a project. 

 

4.2  Step 1. Permission - The study is the initial step of any significant parish or school project. The 

 Bishop must give permission to initiate a Concept Study for large projects (see thresholds in 

 Chapter 3). Once this permission is given, a Concept Study may begin.  

 

4.2.1 To secure permission submit a letter to the Bishop requesting permission to initiate a Concept 

Study for the needed project. The letter should include a summary rationale for the request and 

any known or suspected elements of the Concept Study requirements listed in paragraph 4.3 

and Appendix A. 

 
             DO NOT PROCEED BEYOND THIS POINT UNTIL PERMISSION IS GRANTED BY THE BISHOP 

 

4.3 Step 2. Developing the Concept Study – The study starts with the formation of an ad hoc 

Planning Committee. This committee may be fairly large (20 to 30 people) and should be 

recruited with a widely inclusive approach in the parish and be open to varying ideas and 

approaches. No design professional is needed and no drawings need be developed at this time. 

The Concept Study does obtain from within the parish/school detailed comments on selected 

subjects. These might include: anticipated needs, local statistics, financial capabilities and 

parish/school support. 

 

4.3.1 Anticipated Needs: Includes analyzing the input from parish/school leaders, parish/school 

groups, programs, activities, town hall meetings, input from population statistics, etc. Also 

needed is the assessment of any existing facilities related to needs including current use, 

condition, and how the facilities will/will not support present and future needs and priorities. In 

the study process always give the consideration of needs the first priority over cost to insure 

planning is being done for the long term. As the process develops, choices will be made, but do 

not become shortsighted due to finances too early in the process. Within this area, consider 

developing some Master Plan thoughts for the future (see Chapter 15).  
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4.3.2 Local Statistics: Includes the analysis of population statistics (historical and projected growth 

or decline in general and Catholic populations, registrations, baptisms, deaths, school 

enrollments, etc.) 

 

4.3.3 Financial Capability. This review should assess the parish/school ability to finance a project; 

their current financial profile and potential debt capacity. The planning team may discuss 

project finances with the Director of the Harrisburg Catholic Administrative Services (HCAS) 

organization. To reasonably proceed, the parish/school must possess the ability to finance all 

facets of the project. Contact with fundraising firms may be advisable at this point. 

 

4.3.4 Parish/school Support: A major benefit of the Concept Study is to encourage input and support 

for a building project. The parish/school should be surveyed for such ideas and support of the 

endeavor. This may be accomplished by conducting an early survey of the concepts being 

developed. 

  

4.4 Step 3. Approval. The recommended outline for this study submittal is given in Appendix A. 

The completed concept study is anticipated to be a fairly brief narrative prepared by the 

Planning Committee for the Parish and  is then submitted to the Diocese for approval. HIGH 

SCHOOLS ONLY-Submit the completed Concept Study to the School's Board of Directors 

for approval prior to sending it to the Diocese. Appendix A shows a sample Concept Study 

format and the essential requirements. The submittal does not need to be long or highly 

technical. It may be 4 to 8 pages of listed responses to the items in this chapter and the 

appendix.  

 

User Guidelines: 

 

The information collected during the Concept Study should start to compile the needs into a 

coherent program that defines the project scope of work.  The document developed with this 

information can be referred to as a project concept.  The information should be collected from 

and discussed with the parish/school as a whole.  This will enable the Planning Committee to 

clearly refine the needs. 

 

The Concept Study should be considered an important step in the building process on the 

parish/school level. This Concept will start the specific listing of needs, wants and desires of 

many diversified parish organizations which have been compiled into a realistic building 

objective. A concept study sets forth the conditions and objectives of the project, whether it is a 

church, a school, a social hall or one of many facilities necessary for the parish to accomplish 

its mission in the Church. Included in the concept study are requirements unique to the project, 

such as, a summary of all areas and spaces to be allocated, the sizes necessary and other special 

requirements to be incorporated. The concept ultimately defines the scope, of the proposed 

structure, which later enables the design professional to develop feasibility, schematic and 

design documents for future use of the building committee.  

 

The Concept Study is important because when all the information is gathered, it will be 

presented to the building committee and later to the design professional/contractor as an outline 

within which they can work. Parishes and high schools that are thorough in the early 
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development of their Concept Study are the ones who are least likely to be surprised by 

excessive costs, misunderstandings or frustrations with their design professional or builder.  

 

As a part of the Concept Study development it is also advisable to consider financing. To 

proceed with the project, when there is a need to borrow funds from the Diocese, the policy is. 

Parishes planning to engage in major capital construction or repair projects who wish to borrow 

funds from the diocese, must have fifty (50%) percent of the total construction/repair costs 

(100% for non-parish affiliated high schools) in cash and on deposit with the diocese prior to 

initiating such construction/repair projects”. The financing policy will impact the final project 

schedule as fundraising is a time consuming task in the process. It is to be noted that under 

special circumstances, such as emergency roof repair, the bishop could grant an exception to 

the policy. If an exception is going to be requested, do not proceed beyond this point until 

permission is granted by the Bishop.  

 

IF A DETAILED MASTER PLAN IS DEVELOPED FOR A LARGE DIOCESAN PARISH 

OR HIGH SCHOOL, THIS MASTER PLAN CAN BE SUBSTITUTED FOR THE CONCEPT 

AND FEASIBILTIY STUDY PHASES OF THE APPROVAL PROCESS. SUCH A MASTER 

PLAN SUBSTITUTION SHOULD INCLUDE RESPONSES AS REQUESTED IN 

CHAPTERS 4 AND 5. BEFORE MAKING THIS SUBSTITUTION, PLEASE CONSULT 

WITH THE BUILDINGS AND PROPERTIES OFFICE (See Chapters 5 and 15). 
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Chapter 5 – Phase 2, Feasibility Studies 

 

5.1 A Feasibility Study is the next step after the Concept Study for a construction project requiring the 

Bishop’s approval in accordance with Chapter 3.  Like the Concept Study, completion and 

acceptance of a Feasibility Study is still NOT permission to build. 

 

5.1.1 A Feasibility Study takes the information developed in the Concept Study by the parish/school 

and evaluates the best option to meet a defined need in consideration of all alternatives and 

funding.  It also considers these alternatives in conjunction with future plans and trends. With 

the Feasibility Study professional help may be hired on a time and material basis to assist in 

developing a firm concept and initial cost information. 

 

5.2 Step 1. Permission - This study is permitted by the Bishop only when the approval of the Concept 

Study has been given. 
  

5.3 Step 2. Developing the Feasibility Study – As with the Concept Study, the Feasibility Study should 

be done with an inclusive approach in the parish and again be open to varying ideas and 

approaches. This Study is developed by the Building Committee. A design professional may be 

selected and preliminary site or floor plans might be developed at this time. The designer  will be 

hired on a time and material basis only to conduct this study. If the procurement methods of 

design-build or team-build are being considered, the contractor(s) should also be engaged at this 

phase. Usually, the contractor(s) will provide this feasibility assistance without cost or a formal 

contract.  

 

The feasibility study will need to include detailed comments on six areas: needs analysis, 

assessment of related existing facilities, finances, options, recommendations, and support for the 

recommended option and how it was obtained. These areas are a more detailed look at some of the 

items covered in the Concept study, but this time with outside help along with a formalized 

Building Committee. 

 

5.3.1 Needs Analysis includes: Analysis of input from Parish/High School leaders, parish/school 

groups, programs, activities, town hall meetings, etc., and analysis of population statistics 

(historical and projected growth or decline in general and Catholic populations, registrations, 

baptisms, deaths, school enrollments, etc.). In the study process always give the consideration 

of needs the first priority over cost to insure planning is being done for the long term. As the 

process develops, choices will be made, but do not become shortsighted too early in the 

process. If one does not exist, this may be the time to prepare a long range Master Plan (see 

Chapter 15). Also a list of prioritized facility needs may be developed to fit a  Master Plan. 

 

5.3.2 Assessment of any existing facilities related to study including current use, condition, and how 

the facilities will/will not support present and future needs and priorities. The Director, 

Diocesan Office of Building and Properties must be contacted to determine if there are any 

environmental issues related to the project that must be investigated or mitigated (asbestos, 

lead-based paint, underground oil storage tanks, etc.). 
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5.3.3 Finances: The project team will discuss project finances with the Director of the Harrisburg 

Catholic Administrative Services (HCAS) organization. This discussion will assess the 

Parish/High School ability to finance the project, current financial profile to include funds on 

deposit, fundraising capability, and debt capacity. The parish/school must possess the ability to 

finance all facets of the project (See components of Total Project Cost Estimate in Chapter 8). 

With professional help engaged, the parish/school will have some concept of costs at this 

phase. A part of the Feasibility Study is submission of the borrowing application included in 

Appendix A. It is also advisable to conduct a Financial Feasibility Study at this point especially 

for larger projects (over $1,000,000). Such a study would then be a part of this feasibility 

submission. This Financial Study can be done in-house or by a professional fundraising firm. 

At this phase the parish/school should also investigate the need to hire professional fundraising 

services for a capital campaign. Using professionals for fundraising is often a good approach. 

While there is a cost, they should easily add a multiple of their cost to the fundraising results.  

 

5.3.4 Options: The options part of the study includes looking at both the physical facility to be 

constructed, but also the procurement method of the construction. The advantages and 

disadvantages of each option will be discussed and compared to the project estimates to 

determine what the best value solution should be. While considering options, it is advisable to 

review them through an economic analysis approach. Such an approach will be familiar to your 

designer and considers the project components through the lifetime of the facility. Often the 

lowest initial cost is not the best approach when the lifespan and operational costs are 

considered. 

 

5.3.5 Recommendations: The recommendations also include looking at both the physical facility to 

be constructed, and also the procurement method of the construction. These shall include the 

method/option selected and why, the availability and suitability of land required, municipal or 

governmental considerations (zoning, impervious coverage, sewer capacity, etc.), and the 

proposed timeline for the project 

 

5.3.6 Detail the Support from the parish/school as a whole for the recommended option and how this 

support was obtained (Questionnaires, Town Hall Meetings, etc).  

 

5.3.7 If available, attach the current Master Plan document to the Feasibility Study as it will better 

explain the intent of the parish/school. 

 

5.4 Step 3. Approval. The recommended outline for this study submittal is given in Appendix A. 

The completed feasibility study is then submitted to the Diocese for staff review prior to the 

Vicar General’s approval. HIGH SCHOOLS ONLY-Submit the completed feasibility study to 

the School's Board of Directors for approval prior to sending it to the Diocese. Appendix A 

shows a sample Feasibility Study format and the essential requirements.  

 

User Guidelines: 

 

A Feasibility Study starts after the Concept Study with the first step being the establishment of 

a Building committee if it does not already exist. A suggested size for the committee is 6 to 8 

members and the Pastor/Principal. Select a Building Committee Chairperson, from those who 
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might be available to serve.  This person should have a broad background; leadership 

capabilities; and organizational and communication skills.  The committee members, when 

possible, should have talents and experience related to the proposed project.  Also a good cross 

section of the parish, both male and female, should be included so the end result will provide a 

fair representation of the parish objectives.  People asked to serve on the Committee should 

agree to participate for the term of the project, which might exceed three years from study, to 

design, and construction.  The Diocesan Director of Buildings and Properties should be 

informed of the meetings and also can meet with the members.  

 

The Committee must endeavor to conduct a study that is both public and inclusive within the 

parish/school. All interested parties should be able to contribute their input for consideration. 

This is the time for continuing the discussions started in the Concept Study and the whole 

parish/school should continue to participate. An open process develops ownership of the 

outcome and will greatly facilitate project development and funding. As the study progresses, 

the plan will narrow. Explanations and reasoning should be readily available as the plan forms. 

Be sure there is a reasonable Parish/School  consensus in the feasibility study conclusions. 

 

Master Planning - From the start of the Concept and Feasibility studies it is always important to 

keep an eye on the big picture in facility planning. It is recommended that a Master Plan be 

done prior to planning any major projects. A Master Plan looks not at just the upcoming 

project, but also where future needs and trends might be taking the parish or school. With 

information provided by the various parish committees, the local school board and the local 

planning and zoning commission, Concept Study, etc., the committee should assemble statistics 

that will indicate the long-range growth patterns of the parish/school and the surrounding 

community. This preparatory study will help the Building Committee to project and plan for 

the future needs of the parish/school before these needs become absolute requirements. No 

project can be reasonably implemented without long-range master planning by the individual 

parish/school showing the anticipated growth of the parish/school during the upcoming 

minimum ten (10) year period and preferably longer. The Diocesan office will review and 

approve all master planning as part of the Needs Analysis of the Feasibility Study. Chapter 15 

contains more Master Plan information. 

 

IF A DETAILED MASTER PLAN IS DEVELOPED FOR A LARGE DIOCESAN PARISH 

OR HIGH SCHOOL, THIS PLAN CAN BE SUBSTITUTED FOR THE CONCEPT AND 

FEASIBILTIY STUDY PHASES OF THE APPROVAL PROCESS. SUCH A MASTER 

PLAN SUBSTITUTION SHOULD INCLUDE RESPONSES AS REQUESTED IN 

CHAPTERS 4 AND 5. BEFORE MAKING THIS SUBSTITUTION, PLEASE CONSULT 

WITH THE BUILDINGS AND PROPERTIES OFFICE. 

 

As the feasibility study progresses, it is important to be aware of individuals with interests and 

abilities within the parish/school community who can provide assistance or support. Often 

parishioners or school family members may be identified who will be great asset to the project 

and should, if willing, be added to the Building Committee. 

 

Before the final Feasibility Study is submitted, be sure that consultation is made with Buildings 

and Properties and Harrisburg Catholic Administrative Services. As appropriate, the Office of 
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Education and/or the Office of Liturgy, Worship and Prayer need to be consulted for school and 

church building work; and any early comments received have been incorporated in the study. 
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Chapter 6 - Phase 3, Schematic Design 

 

6.1 Once the Feasibility Study is approved, the Schematic design may begin. 

 

6.2 A Schematic design is a conceptual document to determine if the scope of work can be 

accomplished within the allotted space, time, and funds. The level of detail should only be 

enough to prove that these three goals can be met. Just views of  exterior elevations and 

preliminary floor plans are needed. Funds are not to be expensed for any further level of design 

at this point in time. Permits and municipal approvals are not expected at this stage of project 

development. 

 

6.3 Diocesan Coordination. If the interior of a church/chapel is involved the project will be 

coordinated at the beginning of the planning stage with the Director, Diocesan Office of 

Liturgy, Worship and Prayer. For school-related projects coordination prior to schematic 

submission will be done with the Secretary for Education. 

 

6.4 Step 1 - Hire design assistance. Select a designer (architect or engineer firm) or design-builder 

and execute an agreement or task order (see Chapter 10) to complete programming and fully 

develop the scope of work. The Parish’s/School’s Concept and Feasibility Studies are the 

documents used to describe what is desired. The designer’s reaction to the Studies is a major factor 

in which firm to select. The design professional should prepare basic schematic level drawings 

(typically only floor plans and elevations), outline specifications for all divisions, system 

descriptions (for mechanical, electrical and plumbing), a site plan, initial cost estimates, 

determination of required municipal/governmental permits/approvals, and the expected project 

timeline in the form of a bar schedule. The design professional will be selected in accordance with 

procedures outlined in Chapter 10 and shall develop the following for submittal to the Diocese. 

 

6.4.1 One full size set of schematic and site drawings (either 24” x 36” or 30” x 42”) and one paper 

copy of the outline specifications, system narratives, estimate and schedule. All documents will 

also be electronically posted to the Designer’s FTP site or provided in PDF format and 

submitted to the Diocese on a CD. 

 

6.4.1.1 Schematic drawings and site plan will include sufficient level of detail to show dimensions, 

floor plans, and elevations so that the intent, feasibility, and direction of the project can be 

determined. 

 

6.4.2 Outline specifications will be in accordance format at the end of this chapter.  

 

6.4.3 Cost estimate will be in accordance with Chapter 8 and will include sufficient level of detail to 

show cost for major components and an overall total project cost including all phases of 

equipment. 

 

6.4.4 Submission will detail the required permits/approvals that are expected at each level of 

jurisdiction with an indication that contact has been made with the authority having jurisdiction 

confirming viability of approach and any special requirements to get approval. 
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6.4.5 Project timeline will outline anticipated dates and milestones for project design, procurement, 

and construction. A simple bar chart is acceptable to portray basic tasks or milestones and 

should be ordered in some logical fashion with reasonable durations assigned to arrive at a 

realistic schedule. 

 

6.5 Step 2 – Define project and procurement method. Documents, described above, will be prepared 

by the architect or engineer firm and will be submitted to the Diocese for review by the required 

submission date posted on the Diocesan calendar. Documents will be reviewed by the Diocesan 

Building Commission (DBC), comments provided to the design team, and then the design team 

will meet with the DBC to resolve any outstanding issues. The DBC usually meets about 4 or 5 

times per year and the schedule is posted on the Diocesan web site on the Buildings and Properties 

page. 

 

6.5.1 Project procurement method. At the time of submission of the Schematic package to the 

Diocese, the submission will need to indicate which method of procurement is planned, either 

Design-Bid-Build, Team-Build or Design-Build. Below are definitions of the methods, 

however, a thorough discussion with pros and cons is given in Chapter 10. 

 

6.5.1.1 The design-bid-build model is the method historically used by the Diocese. The advantage of 

this method is that a three party relationship is established and competitive pricing is ensured. 

The Owner decides on its needs and conveys the need to the design professional that develops 

specific building documents, plans and specifications. A builder is then hired through 

competitive bidding and the design professional provides the oversight for the parish/school 

while the project is constructed.  

 

6.5.1.2 Another model is the team-build (modified-design-build) method. The advantage of team-

build method is that the design professional, builder, and owner are assembled early in the 

process in anticipation that there can be a savings in time and cost through increased 

collaboration. Ideally a “team” is formed to work toward the goals of a timely, quality and cost 

effective result. The three party relationship is maintained as both the design professional and 

the contractor have separate contracts with the Diocese. If this method is most suitable for the 

needs, permission must be granted at the Feasibility Stage to involve the contractor.  

 

6.5.1.3 The Diocese also uses design-build if it is requested and is discussed with the Office of 

Buildings and Properties. Design-build has several sub methods that vary widely in their 

application. Only certain types of design-build are suitable for use in the Diocese. The parish 

must be well prepared to discuss how design-build suits their situation and will be managed by 

the parish in both the design and construction phases. If this method is most suitable for the 

needs, permission must be granted at the Feasibility Stage to involve the contractor. 

 

6.5.2 Schematic submission will also include a draft Form B indicating the estimated cost and the 

anticipated revenue stream to fund the project. 

 

6.6 Step 3 – Submit for approval. The recommended outline for this study submittal is given in 

Appendix A. This approval has several steps Starting with the Diocesan Building Commission 
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(DBC). If the project is recommended for approval by the DBC, the project will then be submitted 

to the College of Consultors for their further review and advice to the Bishop on whether the 

project should proceed to the next phase. At this point the Bishop will decide if the project is to go 

forward and the decision will be formally conveyed to the parish/school. 

 

 

6.7 Step 4 – Capital Campaign. Concurrent with the Schematic Design submittal, permission to 

conduct a Capital Campaign may be submitted. The permission may be granted after/with the 

Schematic design approval in Step 3. As noted in 3.5, Capital Campaign permission may have 

already been granted for a compelling reason after the Feasibility Study (Phase 2) -approval. This 

permission request can be submitted as a cover letter of explanation and a Parish Loan Application 

attached. This Loan Application with a checklist is contained in Appendix B. 

 

6.7 Step 5 – Modify Contracts. With Schematic approval completed, the designer or design-builder’s 

contract must me modified or initiated to proceed to final design document preparation. 

 

User Guidelines: 

 

When approval of a feasibility study is received from the Bishop, more substantive portions of 

the project can begin.  

 

Project Studies Update 

 

The first new action of the Building Committee should be to review the Concept and Feasibility 

Study documents and update to include any changes since its original development. This will 

provide the most current direction for a designer  to proceed. 

 

 

 

 

 

Schematic Design  

 

The Schematic Design Phase is intended to produce a preliminary conceptual design from 

information given to the design professional by the parish/school building committee in the 

feasibility phase. The schematic phase produces the first sketches addressing the actual design. 

In most cases the sketches are preliminary representations of a site development plan, a floor 

plan or plans, exterior building elevations and will include a generalized description of the 

project indicating the rational employed by the design professional and a statement of the 

probable project construction cost. The sketches will be simple diagrammatical spatial layouts 

showing the functional relationships established by the building committee in their initial 

Project Concept stage. The statement of probable project construction cost made at this point in 

the design phase is developed from insufficient information and will include a built-in 10% or 

higher contingency to cover the uncertainties involved.  
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Since the building committee may not fully comprehend the sketches, drawings and other 

elements of the schematic design; it may be necessary for the design professional to personally 

explain their design to the committee. Often perspective sketches, simply done in CAD 

(computer assisted design), pencil or felt marker, will be of significant value in the explanation 

of form, composition and detail to the committee.  

 

Remember the design professional has based the entire design rationale upon the “Project 

Studies” information approved by the committee. It must be emphasized that the concept 

should have been realistic in terms of required spaces, sizes and built-in amenities and expected 

cost. Deviations from the project concepts will substantially increase the overall cost of the 

project from this point on.  

 

It is important to understand that the statement of probable project construction cost may or 

may not include some of the following items. The committee should review the components of 

the construction cost estimate with the designer. These items may be as follows:  

 

 Pre-construction costs 

Site purchase price  

Design professional’s fees  

Land survey  

Liturgical consultant  

Site work  

Organ  

Stained glass  

Artwork  

Furnishings: altar, pews, etc,  

Office equipment  

Phone system  

Interest on construction loan  

Sound system  

Security and alarm system  

Exterior lighting  

Sidewalks  

Kitchen  

Parking  

Landscaping  

Hearing impaired facility  

Demolition  

   Permits and Fees

 

This list is not complete. However, it should motivate the committee and design professional to 

leave "no stone unturned". Suitable allowances must be made at the onset of the project to 

accommodate these expenses, if applicable to the project. The formal cost estimate list should 

be based on information in Chapter 8. 

  

Some likely considerations in the Schematic Design Process 

 

1. Boundary and Topographical Surveys  

 

Boundary surveys and topographical mapping data may or may not exist. Existing sources may 

be utilized during this phase if the best available mapping is determined to be reasonable from 

the judgment of the design professional. These services are normally provided under the 

supervision of a registered surveyor. If reasonable information does not exist, it is suggested 

that base mapping (both boundary and topographic) be authorized at this stage. The surveyor 

will deem all the information contained therein correct and this individual is legally responsible 

for that accuracy. The design professional may contract for the survey, but the survey cost is in 
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addition to the normal design professional’s contracted fee. Such a survey shall include the 

following minimum information:  

 

a. Perform research at courthouse to acquire deed to property if no otherwise available and 

all adjoiners to form a deed mosaic. Resolve conflicts. Locate property corners and 

establish the property’s metes and bounds to the industry’s standard of care. Title search 

is not required but strongly suggested if this has not been accomplished previously. 

b. Locate rights-of-way, easements, and other encumbrances associated with adjacent 

streets, utilities, drainage, access,  Planimetric data such as street lights, utility poles, 

fire hydrants, manholes, manhole covers and catch basins should be included. Manholes 

and catch basins shall have both rim elevations and invert elevations on the drawings. 

Conduct PA One Call. Locate sanitary and storm sewers, water mains and gas mains, 

complete with location size and depth. Depth verifications are not normally performed 

at this early stage but may be required as design progresses to resolve conflicts. 

c. Water taps and service stubs, complete with location, size and depth.  

d. Interior roadways, driveways, walkways, cultivated areas, fences, walls, pits quarries, 

hedgerows, large boulders, rock outcroppings, swales, ditches, culverts, cisterns, tile 

fields and wells.  

e. Location, size and type of trees on and adjacent to the site as required by municipal 

ordinances, elevations of tops of retaining walls, curbs, first floor and basement level of 

existing buildings on the property and on the adjacent site, tops and bottom elevations 

of existing steps and centerline elevations of existing roads on and adjacent to the site.  

f. Contour lines at intervals specified by municipal ordinance.  

g. Location, thickness, height and variation from vertical plumb of all party walls.  

h. Establishment of horizontal control tied to State Plane Coordinates/NAD 1983 and 

vertical control tied to NAVD 1988. Consideration should be given to the establishment 

of one or more permanent benchmarks for use during construction.  

i. Though not required at this stage of design, a quote should be acquired for the marking 

of property corners with municipally compliant concrete monuments or iron pins.  

j. All commissioned surveys should contain all data required by local municipal 

ordinances in order to get municipal approval. 

 

2. Soils Investigation  

 

When conditions warrant, a geotechnical engineering consultant may be required to analyze the 

prospective building site and take into account all surface and subsurface geological conditions. 

Often it may be necessary to have a competent soils engineer take several borings around the 

perimeter of the future building and at locations within the building anticipated to support 

heavy concentrated loads. Identification of sinkhole prone geology (Karst) is very important at 

this stage. Investigation of the soil’s bearing capacity is normally done after schematic approval 

to determine the minimum sizes for all types of footings to be designed into the project, 

thereby, reducing the cost for larger or more foundation designs. The design professional will 

usually contract for the soil investigation, which is normally in addition to the design 

professional’s contracted fee.  
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3. Survey of Existing Buildings  

 

When the original plans of an existing building to be renovated are unavailable in the files of 

the owner, the Diocesan Center, local building code enforcement departments or the PA 

Department of Labor and Industry, as constructed drawings must be created by taking filed 

measurements. A series of drawings must be prepared to show the existing floor plan, exterior 

elevations and possible wall construction. Such work may be considered as an additional 

service of the design professional and invoiced according to the stipulations found in the design 

professional’s contract.  

 

4. Energy Conservation in New or Renovated Construction  

 

Because of ever-escalating utility costs for electric, natural gas and fuel oil, building 

committees should consider the entire spectrum of building construction materials and 

components having the highest, practical efficiencies of heat loss and heat gain. This includes 

the following: masonry, insulation, doors, windows and glazing, roofing, and building 

exposures. Major spatial areas encountered in construction projects, such as, the church nave 

and sanctuary, the daily Mass chapel, the social hall and recreational space, the cafeteria, the 

gymnasium or classroom facilities, should be mechanically zoned to permit separate 

environmental control of heating and cooling during those periods when only sections of the 

total facility are operational. The payback, in terms of utility cost savings, will more than offset 

the additional cost for thermostatic controls and adjustable dampers in forced air systems. With 

the continued probability of high energy costs, buildings must be effectively insulated. The 

standards adopted by the American Society of Heating, Refrigerating and Air Conditioning 

Engineers (ASHRAE) shall be considered during the design phase of the project. Indoor air 

quality should be considered, as should humidity control. Though life cycle cost comparisons 

of systems are not required at this time, such an analysis should be considered it there are 

multiple types of systems that all appear suitable at first look in order to differentiate best value 

for the owner. System narratives should be included with the schematic submission that 

adequately describe the mechanical/electrical/plumbing systems chosen and why. Section 17.3 

contains current guidelines for energy efficiency and building environments. 

 

5. Liturgical Requirements  

 

If the project is a church, a document that must be consulted by the building committee and 

design professional is “Built of Living Stones; Art, Architecture and Worship”; Guidelines of 

the National Conference of Catholic Bishops (December 2000). This book provides current 

liturgical guidance for worship spaces and also good general building commentary. 

  

Church projects should be closely coordinated with the Diocesan Office of Liturgy, Worship  

and Prayer 

 

Also during the Schematic Design Phase, when the project is a church, the building committee 

and the liturgical artwork subcommittee should consider contracting services from an 

individual or entity knowledgeable in the ordinary liturgical components complementing the 

architectural design of the new church. The integration of well-chosen and well-executed 
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liturgical artwork and sculpture can only enhance the solemn religious experience generated by 

the new environment.  

 

6. Building Layout and Security 

 

The protection of the building and its occupants, from security and safety standpoints, shall be 

an important consideration on the part of the building committee and the design professional. 

Internal zoning of spaces, which can be locked relative to one another during periods of non-

use, should be determined during this design phase. Intrusion alarms, smoke detectors, or a 

combination of smoke detectors, fire alarms and other sensing devices should be incorporated 

into the project as required by code. Areas where children meet, schools and CCD program 

areas, must have entrance security and limited access provisions. Both the intrusion alarm 

system and the smoke detection system can be wired directly into the switchboards of local fire 

and law enforcement authorities to ensure immediate response and rapid deployment of 

personnel. 

 

7. Provisions for people who are Elderly or Disabled  

 

In addition to ensuring that the facility is compliant with the Americans with Disabilities Act 

(ADA), as required by building code, it is essential that all forms of the liturgy be accessible to 

both elderly and disabled people, since these forms are the essence of the spiritual tie that binds 

the Christian community together. In both new construction and in the renovation of existing 

buildings, owners must provide a barrier-free environment that will allow for active 

participation by everyone in aspects of parish life. Barriers to persons with physical, vision and 

hearing disabilities should all be considered. The Diocesan Office of Ministry with People with 

Disabilities should be contacted about any additional guidelines. 

 

 

Outline Specifications for the Schematic Design, Phase 3 

 

9.1 The goal of this section is to identify the overall scope of work including the needed types or 

phases of construction and any special uses or products. This will help ensure that all necessary 

work is incorporated into the design and all costs have been accounted for in the estimate. The 

format for submission is flexible as long as all areas are addressed. 

 

9.2 Project Description: 

Renovation:  ______ square feet. Convert existing ________________ into _____________ 

for use as ___________________. or Paint, replace carpet, upgrade electrical, 

lighting and PA systems in church/school/hall/etc. 

Addition:  ______ square feet. Add _____________ to existing church/school/hall/etc.  

___story(s) with or without basement. 

Construction: ______ square feet. Construct new church/school/ multi-purpose building/etc. 

that will include ________________. 

Zoning Considerations: ___ Compliance ___ Non-Compliance 

 

9.3 Following is a list of potential topics to be included: 
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9.3.1 Site Development: Storm water management, drainage structures, parking space requirements, 

curbing, grading, road improvements, traffic control devices, handicapped parking and building 

access, landscaping, paving, etc. 

 

9.3.2 Footings and Foundations: concrete walls and slabs, masonry, waterproofing, backfill, 

stonework, etc. 

 

9.3.3 Substructures:  Slabs on grade, compaction, reinforcing, vapor barriers, etc. 

 

9.3.4 Superstructure: metal decking, structural steel, welding, connections, metal or wood framing, 

bar joist, trusses, masonry, brick, etc.  

 

9.3.5 Exterior Closure: face brick, siding, windows, caulking, doors, frames, insulation, etc.  

 

9.3.6 Roofing: shingle, rubber, built up, metal, venting, gutter, downspout, soffit, fascia, skylights, 

etc. 

 

9.3.7 Interior Construction:  drywall, sound deadening, doors, frames, surface finishes, wallpaper, 

tile, carpet, wood floors, ceilings, acoustical treatments, toilet partitions, towel dispensers, 

automatic doors, etc. 

 

9.3.8 Mechanical: type of heat and cooling system, source of water, piping, insulation, valves, 

fixtures, fire sprinkler system, hot water devices, vibration isolation, sewer collection or 

pumping systems, water fountains, etc 

 

9.3.9 Electrical: overhead or underground service, distribution panels and electrical feeders, lighting, 

lighting controllers, receptacles, switches, emergency power, fire and smoke alarms, 

emergency lighting, HVAC controls and monitoring equipment, etc.   

 

9.3.10 Miscellaneous: sound systems, PA systems, built in cabinetry, display cases, elevators, signage, 

pews, cry room, mailboxes, locker rooms, etc.  
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Chapter 7 - Phase 4, Final Design 

 

7.1 Step 1. Modify the design professional’s agreement (see Chapter 10) to fully develop the       

schematic design into a bid ready construction document package. Or, establish or modify the builder’s 

form or agreement if the  Team-Build or Design-Build method is chosen. This bid or construction 

package will consist of the following. 

 

7.1.1 One full set of drawings and specifications. All construction documents also will be posted to 

the Designer’s FTP site or provided in PDF format. All other documents will be submitted to 

the Diocese on a CD in PDF format.  

 

7.1.2 Updated and completed Form B. 

 

7.1.3 Total project cost estimate in accordance with Chapter 8 including all phases of equipment. 

 

7.1.4 Updated status of permits and approvals that are required; and explanations on any that are 

awaiting approval and their impact on the timeline. Report any unique conditions or approval 

granted. 

 

7.1.5 Updated project timeline that outlines anticipated dates and milestones for project procurement 

and construction. 

 

7.2 Step 2. Documents, described above, will be prepared by the design professional and submitted to 

the Diocese for review. Documents will be reviewed by the Diocesan Building Commission 

(DBC), comments provided to the design team, and then the design team will meet with the DBC 

to resolve any outstanding issues. The DBC usually meets about 4 or 5 times per year and the 

schedule is posted on the Diocesan web site on the Buildings and Properties page. 

 

7.3 Step 3. If the project is recommended for approval by the DBC, the project will then be submitted 

to the College of Consultors for review and advice to the Bishop on whether the project should 

proceed to the construction phase. The project team is expected to attend this meeting. 

 

7.3.1 Should the project be approved it will be released for bidding in the case of Design-Bid-Build. 

Or, in the case of Team-Build and Design-Build, the builder’s form of agreement should be 

modified to reflect the final price for the construction represented on the construction 

documents. 

 

7.4 Legal name of the Owner. On all contracts and other legal documents the name of the owner shall 

appear as follows: 

 

“The Bishop of Harrisburg and his Successors in Office, his heirs and assigns,  in 

trust for the Roman Catholic Parish of (name of parish/school and location)”. 
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User Guidelines: 

 

Design Professional and Relationship 

 

 The design professional (or contractor depending on the method) can now proceed 

further into the project. A solid base of cooperation and understanding must be established 

between the Diocese, the building committee and the designer. The success of the project 

depends largely on the relationship of trust and confidence each party has to one another. As 

the building committee's professional adviser, the design professional promotes the committee's 

interest while protecting the public health, safety and welfare of all that will use the planned 

facility. The committee, in turn, cooperates with their consultant through prompt consideration 

of materials presented for their review and evaluation. Within this relationship, the parties 

move through the various project phases. The design professional provides the artistic talent, 

technical planning, incidental professional services and general administration of the 

construction contract as well as the exercising of professional judgment required for the 

execution of the many project procedures. The design professional at all times must receive the 

most current directions from the pastor, building committee and any Diocesan comments. He 

then begins the preparation of final plans, specifications and bidding documents to prepare for 

construction. Again it must be remembered the design professional can only satisfy the needs 

that are expressed to them and continuing contact must be maintained during the design 

document process. It is not required to continue using the same designer that did the Schematic 

design, but it is quite unusual not to do so. Only if the design professional has proven to be 

lacking in the schematic phase should a replacement be considered. 

 

The parish/school should specifically modify the design professional’s agreement to 

commence the preparation of final construction drawings and specifications. This procedure is 

done for the protection of both parties to the contract. The final construction documents phase 

sets forth in final detail the requirement for the construction of the entire project. The design 

professional will draft and assist the building committee with the preparation of bid documents 

or such forms for direct selection and negotiation with an individual contractor. It is well to 

remember that authorization to the design professional to proceed with final drawings and 

specifications shall not be given until a reasonably definitive target date can be ascertained for 

on-site groundbreaking ceremonies.  

 

Required Drawing Scope and Provisions 

 

The final drawings and specifications are the critical portion of the contract documents. It is 

these instruments that enable the design professional’s concepts to be translated into reality. 

The drawings are the graphic presentations of the design; while the specifications are the verbal 

descriptions that complement the graphics. The drawings and the specifications are mutually 

inclusive; by this is meant what is required by one is required by the other. Because of this, 

there is no precedence intended or implied in the documents, and in the event of a conflict in 

meaning, the design professional will be the recognized interpreter of the contract documents 

since the design professional was responsible for development of those documents. Careful 

development and review of the construction drawings and specifications results in a trouble-

free execution of the contractor's work in the field. At a minimum, the building committee 
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should review the progress of the construction drawings and specifications when these 

documents are approximately fifty (50) percent complete. See Design Development section 

below. 

 

Recommended bid document package is: (See also the more detailed lists in Chapter 17) 

 

1. Project Advertisement 

2. Information for Bidders 

3. Proposal Form 

4. Contract Agreement  

5. General Conditions 

6. Modification to General Conditions 

7. Special Conditions 

8. Technical Specifications 

9. Applicable attachments 

a. Soil Borings 

b. Applicable Permits 

c. Etc. 

10. Project Drawings 

Note: The practice of inserting specifications on the drawings especially for mechanical, 

electrical and plumbing work is highly discouraged on design-bid-build projects. Such a 

format usually leads to conflicts and problems with the specification book provisions. This is 

an acceptable approach on team-build and design-build projects as often there is no 

specification book section on these items. 

 

Document preparation takes time. As a rule of thumb, most construction projects costing up to 

Three Hundred Fifty Thousand Dollars ($350,000) will require a four to five month lead time 

prior to the on-site ground breaking ceremony. Actual hands-on development of the drawings 

and the specifications normally require three months from schematic through construction 

document phase but could vary depending on level of permits and approvals needed. It is 

essential to add sufficient time to the above estimate to accommodate reviews and comment 

correction by all authorities having jurisdiction including the Diocese. Larger and costlier 

architectural design projects require proportionally greater lead-time for completion.  

 

Because of the detail and sophisticated building components in a normal design project and the 

number of other variables present that are outside the design professional’s control, it is 

practically impossible to attain a 100% error free completion of the drawings and the 

specifications, nor is it the standard within the industry. Therefore, it is important for the whole 

design team --owner, design professional and builder --to review and to study the documents to 

lessen the chances for errors and omissions.  
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Design Development (50% completion): 

 

This is not a Diocesan submission step , but it is  recommended  the Parish/School  do this 

review themselves especially on larger and more complex projects. The purpose of a 50% 

design review is to check the project for the intended scope . The Design Development 

drawings are prepared from the approved Schematic Phase presentation work discussed 

previously. The work performed during this phase will include:  

 

a. A site development plan indicating the genera1 location and nature of all anticipated 

site improvements.  

 

b. Floor plans, elevations, sections and notes as required to fix and describe the project in 

terms of its architectural, structural, mechanical and electrical systems.  

 

c. Outline Specifications and revised project cost. 

 

d. Review of the regulatory permitting needs of the project. Such permits and other 

governmental requirements can be very time consuming and need to be identified early 

in the process. A current list of possible permits is in Appendix D  

 

The Design Development is the very heart of the entire design process. It is the point in which 

the actual form and character of the planned structure is established. Consequently, intense 

collaboration among all members of the design team, the consultants, the pastor/principal and 

the building committee must be assured. It is much easier to correct issues at this point then 

once the design has progressed further. 

 

In making decisions relative to construction cost, the pastor/principal and the building 

committee should be capable of understanding the distinction between an economical building 

design and one that is “cheap”. The committee, as a whole, should examine all elements of 

construction, namely, materials, components, systems and finishes to make decisions based 

upon the total annual cost of each element spread over the design life of the building.  

 

If all design decisions are incorporated into the project as a result of the Schematic and the 

Design Development Phases, respectively, the design professional’s final design services can 

be rendered more efficiently. It is recommended that the building committee study every 

drawing as well as all sections of the specification to question any misinformation or 

misconception they may have. After the design professional has received approval to proceed 

with construction drawings and specifications, subsequent changes can justifiably be invoiced 

as an additional expense.  

 

Following the committee’s in depth review and concurrence with of all the Design 

Development submittals, the project should be presented to the governing body of the parish or 

school. This is a very important step in the evolution of the project. The design professional can 
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be very helpful in rendering planning assistance to the building committee to ensure a 

successful presentation.  

 

Construction Cost Budget: 

 

At the conclusion of the construction document phase the design professional (and builder if 

using the team-build or design-build process) will furnish the building committee with a final 

statement of probable project construction cost. This estimate is based upon more complete 

information than the statements prepared either during the Feasibility or Schematic Phases. 

Note that the final statement of probable project construction cost, including all non-

building items, should fall within the construction cost budget originally determined 

during project initiation. If higher, the available funds needed before construction  will 

have to be adjusted accordingly.   

 

Government Permitting:  

 

As soon as the information and documentation is available during the construction document 

phase, the design professional should start any possible permitting applications. This process is 

often lengthy involving multiple meetings with various governmental agencies. The building 

committee needs to participate in the meetings particularly at the local level. Approvals are 

usually expedited when the owner connects with local official with whom individuals are often 

acquainted. Further permitting information is given in Executive Summary and Chapter 12. 

 

Required Specification Provisions:    

 

            There are required specification provisions that must be included in every contract.  

 

1. Time for completion 

 

The design professional will determine the time for completion of construction based upon his 

professional judgment and familiarity with projects of similar scope. Time, represented in terms 

of calendar days, commences on the date of the notice to proceed to the contractor and will be 

entered into the contract documents. Future evaluation of construction firms by the Diocese 

might take into account the firm’s ability to deliver on time. 

 

2. Liquidated damages  

 

These are a common contract provision to reimburse the project owner for the cost of late 

completion. This penalty is a negative incentive to finish on time. Usually this is not the best 

approach to insure timely work completion and should only be used if there is a real delay cost 

concern. It is far better to select good bidders, a reasonable job term and then work together as 

a team to meet the time goal. An example of a reason to include liquidated damages is when 

there is a finite deadline such as the start of the school year on school building work. 

 

3. Bid bond 
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Each bidder will be required to provide a Bid Bond in the amount of five percent (5%) of his 

bid. This bond helps to insure against loss resulting from his withdrawal of the bid or his 

refusal to enter into a contract should he be the low bidder. 

 

4. Performance and payment bonds  

 

The successful bidder will be required, within the seven (7) calendar days, to provide both a 

Performance Bond and a Labor/Material Bond. In the event a contractor should default or 

become insolvent during the course of the construction contract, the surety (bond carrier) would 

take over the project and continue the work through completion at no additional cost to the 

owner. The bonds should be for 100% of the contract amount. Bonding typically costs about 1 

to 1.25% of the project cost. Bonds do not often come into play on a project, but when they are 

needed the situation can be extremely costly without a bond. A project that goes into default 

can easily and often double in final cost. 

 

In some rare occasions bonding can be waived for a credit if a sound known contractor is 

being used. This waiver can only be through a specific request to the Bishop after the 

project is bid. Even with known sound contractors there is a significant risk in waiving 

the payment bond. The Mechanic’s Lien Law of 1963 was revised as of 1/1/2007 to make 

it far easier to place a lien on property. This can easily happen without the knowledge and 

control of the general contractor Claims on bonds are not common, but when they occur 

are often large and complicated. Without a bond, defaults can be ruinous to a parish or 

school project and severely hamper completion. 

 

5. Stipulation against liens 

    

Mechanic’s Liens are claims against property for real estate improvements made on such 

property where payment was not received for the work done. Such Liens can be a very 

expensive problem often resulting in double payment for work done. Until 1/1/2007 such Liens 

could be mostly avoided by filing a Stipulation Against Liens at a local court house. This is no 

longer the case for non-residential projects. It is much easier after the law change to file liens 

and the best protection against this occurrence is to have the general contractor provide a 

payment bond. 

 

 

6.  Insurance requirements and minimum limits for contractors: (The list below is repeated in 

Chapter 17, Figure 17.2) 

 

Commercial General Liability $2,000,000 Aggregate Limit 

Automobile Liability   $1,000,000 Combined Single Limit 

Excess Liability   $4,000,000  

Workers Compensation  A – Statutory B - $500,000 

Builders Risk (All risk)  Project value as limit 

Contractors Pollution Liability If needed 

Railroad Protective   If needed 

Owners and Contractors Protective Liability – Not usually needed 
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Insurance certificates with a cancellation notice are required prior to the start of any work on 

the project. The Bishop of Harrisburg and the Parish (or school) shall be named additional 

insured’s on the certificate. The certificate shall have a 30 day cancellation notice provision. 

 

7.   Bid form and alternates, if applicable 

 

The design professional usually develops a job specific bid form with possible input from the 

building committee. The bid form may consist of only one number, the “Base Bid” or a few 

other bid items and alternates. It is highly advisable to keep the form simple. The only reason to 

have additional items would be if definable work could be added if funds are sufficient or 

deducted if the base bid is higher than anticipated. The cost of performance and payment bonds 

can be a separate item. 

 

It is not a good idea to ask for pricing breakdowns for later billing purposes. This complicates 

the bidding process and is a task that can be better negotiated with the successful bidder in the 

post bid period. 
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Chapter 8 – Cost Estimates  

 

8.1 Cost estimates will be provided at various times during the planning and approval process. It is 

accepted that cost estimates will be approximate, based on the level of detail available, but that 

they will get more refined as the project develops. It is advisable for any level of estimate to be all 

inclusive so as to not mislead the parties involved. Estimates can be adjusted up or down in the 

various phases, but significant changes should be accompanied by explanations or justifications. 

 

8.2 While the purpose of this manual is the approval of construction projects, the total project cost 

must be developed and tracked to ensure the entire project can be funded and a usable project 

completed. The Total Project Cost Estimate includes more than just the construction cost. 

Elements of the Total Project Cost Estimate are: 

 

1. Site-work, which includes earthwork, storm water management, erosion and 

sedimentation pollution control, paving, utility connections, parking lots and 

lighting, landscaping, etc. Also include off-site improvements if required. 

 

2. General construction/renovation. 

3. Mechanical, plumbing and electrical systems. 

4. Any anticipated separate contracts such as mobilization, Fire control/protection, 

public address, security, or other communications or technology systems 

requirements. 

5. Environmental abatement or mitigation efforts, such as asbestos remediation. 

6. Design Professional fees. 

7. Governmental/municipal fees. 

8. Furnishings and equipment. 

9. Fundraising costs. 

10. Construction loan financing (for construction period only, not the total loan payoff 

term) 

11. Any other project-related costs such as land acquisition, easements, etc (if 

applicable). See further comments in Chapter 14 Real Estate. 

8.3 A project contingency of 10% will be added to the total of lines 1 through 10 above through the 

planning and bidding stages. It is better to be prepared for unknown conditions rather than seeking 

additional funding later. As construction progresses and conditions become known, the 

contingency may become a savings or funds to be applied to added needs. 

 

8.4 Annual operations and maintenance costs especially any additional personnel costs for any new or 

renovated facility are not part of the estimate but need to be considered to ensure funding is 

available in future years to pay for recurring maintenance and operations personnel. 
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Chapter 9 – Capital Campaigns 

 

 

9.1 Introduction - While this Manual is heavily focused on planning, design and construction; the 

single most limiting factor in our Diocesan construction projects in the ability to fund the costs 

involved. Along with the other work in Phases 1 to 4, there is a continuing need to work with 

the cost issues as the project evolves. Somewhere between Phase 2, Feasibility Study and Phase 

3, Schematic Design the project costs should become firmer and in most cases the specific 

needs for a Capital Campaign become obvious. In reality it is necessary to start the Capital 

Campaign groundwork early; concurrent with the Concept Study, Phase 1. Such a Campaign 

will only achieve success if the Parish or School is firmly behind the project which is 

continuing and long term effort. The ultimate success of a building project is likely to be more 

dependent on the Capital Campaign effort than the planning and design. 

 

9.2 Permission – All Capital Campaigns require prior Diocesan approval (following is extracted 

from Chapter 3). The Diocesan Bishop may grant permission for any parish to conduct a capital 

campaign with a payment term of five years or less and with a goal of less than twice the 

previous fiscal year’s ordinary income for the parish. The Diocesan Bishop will ordinarily seek 

the advice of the College of Consultors prior to granting permission for a campaign with a 

payment term in excess of five years and or a goal in excess of twice the previous year’s 

ordinary income for the parish. Before a school may commence an approved capital campaign, 

the diocesan Secretary for Education or the Superintendent of Schools will meet with the 

supporting pastors in order to discuss limitations, conditions and mechanics of the campaign. 

Ordinarily, permission to conduct a capital campaign may be sought at any time following the 

approval of a project’s schematic design; however, for a compelling reason permission may be 

sought following approval of a project’s feasibility study. 

 

9.3 Procedures –  

 

9.3.1 Campaign layout – For sizeable projects campaigns are often done in phases. The first 

objective is to raise funding to design and start project construction. Diocesan guidelines 

require 50% of the cash to be on hand before construction start. Usually the initial campaign is 

conducted to raise this 50% less funds that are already on hand in savings, etc. During or after 

construction subsequent campaign(s) are conducted to pay down the mortgage debt. 

 

9.3.2 Campaign amount – Another reason for phasing campaign is to be able to set achievable goals. 

Goal setting is based on studying Parish finances and being realistic as to the member’s ability 

to give. A rule of thumb is a three year campaign should not exceed 2 to 3 times parish ordinary 

annual income. The best way to set the goal is to conduct a Financial Feasibility Study which is 

also a part of the Phase 2, Feasibility Study requirements. This study is usually conducted 

through parish surveys and selected interviews where interest in a project and ability to give are 

included questions. The study can be conducted by parish volunteer personnel, but is usually 

better handled by a Fundraising Consulting firm. The cost of such a study may run a few 

thousand dollars, but gives and independent viewpoint on a major undertaking. 

 

9.3.3 Campaign layout and timing – Capital Campaigns often require as many or more participants 
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than does the building planning process. Committees must be established for oversight, 

publications, publicity, youth participation, prayer, events (hospitality), solicitation and follow-

up. The timeline for setup and conducting the campaign is easily 6 months.  

 

9.3.4 Campaign assistance – While some parishes choose to conduct campaigns in house, it is 

frequent that outside paid assistance is used. Fundraising Consultants are firms that may 

specialize in Capital Campaigns, Ordinary Income increase, Evangelization and Stewardship. 

For a Capital Campaign their cost may involve a few percent of the anticipated goal, but the 

outcome should easily be enhanced by their costs. Such firms have the format to conduct 

campaigns and the encouragement and advice to involve the parish fundraising volunteers in 

ways that are not always so evident without outside assistance. Fundraising firms can be found 

locally or nationwide through advertising or by consulting other parishes for their experience. 

 

9.3.5 Campaign volunteers – Selection of parish helpers for a campaign is an early important step 

and not always easy. Many people are reluctant to ask others for money. Such volunteers need 

to be educated in the importance and stewardship of what they are doing. Fundraising firms are 

quite good at imparting this enthusiasm. 

 

9.3.6 Campaign follow-up – Once a campaign is run there is a major need to stay in touch with the 

pledging parishioners to record donation and thank them for the participation. Also, it is 

necessary to keep good records on the process for the usually needed later phase campaigns. 

 

9.3.7 Campaign commitment – Never start planning a campaign worrying about the present 

economy. Building is a long term process and we can never predict the future. Pray for success 

and work to achieve the goal. By the time a campaign runs or a building is constructed, it will 

always be long after the early planning is done. Many parishes are pleasantly surprised at the 

results of thorough campaign planning even in difficult economic times. If the results do not 

meet expectations, then plan for other paths. 

 

9.4 Other comments – More information on project financing is given in Chapter 15 Master 

Development Plan and Chapter 20 Financial Guidelines. 
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Chapter 10 – Procurement Methods for the Design Professional & Contractor; and Contracts  

 

10.1 Selecting the Construction Project Procurement Method 

 

10.1.1 Selection of the construction method is an important early step as it determines how the next 

two parties, Design Professional/Architect and Contractor are selected and interact. The time to 

do this selection is as the Feasibility Study, phase 2, begins. We have already briefly defined 

the methods in Chapters 2 and 6. 

  

10.1.2 The procurement method is an important choice as it can affect relationships, costs, time and 

other outcomes. The following three Figures, 10.1a, 10.1b and 10.1c, discuss the use of the 

three possible methods along with the benefits and drawbacks. Please review these thoroughly 

before starting a method selection and be sure the selection can be wisely justified. The Diocese 

recommends the following regarding the procurement method consideration: 

 

New Construction 

1. Design-Bid-Build 

2. Design Build 

3. Team Build 

Renovation 

1. Team Build (On small projects, in lieu of using an architect, needs can be a listed.) 

2. Design Build 

3. Design-Bid-Build 

Addition 

1. Design Build 

2. Team Build 

3. Design-Bid-Build 

 

 

10.1.3 Selection of the Design Professional (for design-bid-build or team-build) might be by 

competitive bidding, but usually is a negotiated process as the project is not yet fully defined. 

Further discussion is in 10.2 and fig 10.2. Always interview 3 or more firms to gage services 

offered and the fit with your concept and committees. Designers need to be brought into the 

Feasibility Study, phase 2. 

 

10.1.4 Selection the Contractor is more variable for the contractor due to the three types of project 

procurement available. Always include at least 3 firms in the contractor selection process, no 

matter which method is chosen.  

 

10.1.4.1 When using design-bid-build, the selection is reasonably straight forward in that the 

low or lowest bidders can be interviewed (fig 10.3) and a selection made. Selection can 

be by low bid, best value, or negotiation. Bidding procedures are further discussed in 

Chapter 11. 

10.1.4.2 When using design-build or team-build, the selection becomes more difficult because 

as with the Design Professional selection, the project is not fully developed. What is 

necessary is to have the selected potential contractors give a presentation based on the 
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Concept Study and added information. Budget prices should be requested, but it is 

much more difficult to rely on such numbers. Overall, a thorough interview (fig 10.3) 

must be conducted and a selection be made on through a negotiation process. Do not 

make a selection just because a firm is known to the parish/school. Always work with at 

least 3 potential contractors in the selection process. For these methods Contractors 

need to be brought into the Feasibility Study, phase 2, but usually will not charge for 

services until selected for the Schematic Design, Phase 3. 
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Figure 10.1a 

The Design-Bid-Build Method 
The traditional Diocesan method has been design-bid-build.  

 

Comments 

1. With this method the Parish interviews and hires an Architect who designs the project, then 

puts the project out to bid to General Contractors and finally oversees the construction. 

2. After the review of general contractor bids, the Parish hires the contractor thus setting up a 

three part team to complete the project. The architect serves as the Parish advisor for the 

oversight of the project construction. 

3. The Diocese recommends this method because building projects are infrequent and costly for 

the Parishes. This method provides the expertise, oversight and cost control that is not always 

or usually inherent to Parish abilities. 

4. This method takes the time for the Parish to fully review both important factors of design and 

cost. 

Benefits 

1. The Parish and the Architect work together. 

2. With an Architect the Parish has the expertise to undertake a project. 

3. The Parish retains control of the design. 

4. There are complete design documents. 

5. The Architect assures quality control. 

6. The Parish receives competitive bids. 

7. There is control and verification of change orders 

Drawbacks 

1. The contractor more likely will be selected based on the lowest bid. There is no requirement to 

use the lowest bid, but cost is always an important consideration. 

2. There is limited budget control ability after the bid submission. 

3. There is no constructability review during the design process by the eventual contractor. 

4. Relationships can become adversarial during the building process. 
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Figure 10.1b 

 

The Team-Build (or modified design-build) Method 
If Team Build (or modified design-build) is being considered, the Parish will indicate this method with the 

Feasibility Study. Comments  

1. This method involves the Parish interviewing and hiring both the Architect and the General 

Contractor prior to any significant project design. It does not matter whether the architect or the 

contractor comes first; just as long as both understand and appreciate the other members and 

respect the Parish’s desire to have them work in a Team Build format. 

2. The Diocese allows this method, with prior approval, because it can be a viable means of 

purchasing building construction in certain circumstances such as:  

a. If the Parish is comfortable that they have the expertise to use this 3 party method. 

b. A need for a faster construction schedule to meet a deadline for opening for the school 

year or an emergency type repair. Our projects are normally not that time sensitive. 

c. If the Parish project has work that is difficult to define, such as in renovation work. 

d. If the project uses unique building methods not available from most local contractors. 

e. If the building contractor is doing the project as a significant donation to the Parish such 

as when the work is done for direct cost only. 

3. This method requires the Parish to have personnel available with the time and expertise to 

closely monitor the project design, quality and costs. 

4. This is not a good method to use just because a contractor has sold the Parish on the idea.  

5. Competitive team build proposals must be solicited, but understand they are more difficult to 

compare. 

Benefits 

1. The Parish can interface with both the Architect and Contractor. 

2. The Parish retains control of the design and there are complete design documents. 

3. There is constructability review during the design with and by the builder. 

4. There is budget control during the design process. 

5. The project will likely be of high quality, but at some cost. 

6. There are checks and balances in the project execution. 

7. There can be competitive bidding in the project procurement. 

Drawbacks 

1. The Contractor should not self perform the work, because it is impossible to evaluate the costs. 

2. The Parish is locked into a situation where the costs of full design are paid for without the 

flexibility to solicit competitive bids if cost conditions change. 

3. The drawings will be largely complete, but the specifications will be significantly less 

definitive than those for design-bid-build. 

4. This method probably will cause higher costs in the trade off for better quality and 

coordination. 



 44  
 

 

Figure 10.1c 

The Design-Build Method 
If design-build is being considered, will indicate this method with the Feasibility Study.  
 

Comments   

1. In this method the Parish hires a General (or design build) Contractor for both the design and 

construction phases. The contractor has design capabilities in house or hires the design team. 

2. The Diocese allows this method, with prior approval, because it can be a viable means of 

purchasing building construction in certain circumstances, such as:  

a. If the Parish is comfortable that they have the expertise to use this 2 party method. 

b. A need for a faster construction schedule to meet a deadline for opening for the school 

year or an emergency type repair. Our projects are normally not that time sensitive. 

c. If the Parish project has work that is difficult to define, such as in renovation work. 

d. If the project uses unique building methods not available from most local contractors. 

e. If the building contractor is doing the project as a significant donation to the Parish such 

as when the work is done for direct cost only. 

3. This method requires the Parish to have personnel available with the time and expertise to 

closely monitor the project design, quality and costs. 

4. This is not a good method to use just because a contractor has sold the Parish on the idea.  

5. Competitive design-build proposals must be solicited, but understand they are more difficult to 

compare. 

Benefits 

1. The Contractor manages the project cost through-out the design process. 

2. There is constructability review during the design with and by the builder. 

3. There is one point of contact for the Parish. 

4. There may be a shorter time schedule for the project. 

Drawbacks 

1. There will be incomplete design documents. 

2. There are no checks and balances in the project. The architect is not available to advise the 

Parish. 

3. Possibly only minimal information will be furnished to the Parish. 

4. Quality control is limited. 

5. Costs are difficult to verify. 

6. There is no change order control. 

7. The savings in time may not be worth the loss of control. 

8. Design build requires significant owner participation, time and knowledge.  
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10.2 Selecting the Design Professional 

 

10.2.1 Selecting the design professional is a highly important step as the quality of the design can 

affect bid prices, the number of modifications necessary during the construction phase, and the 

quality of the facility.  The design professional must be engaged early, as soon as the project is 

adequately defined after the Concept Study approval.  

 

10.2.2 Selection of the design professional should be competitive but should not only be done by low 

bid. Criteria will be developed for each selection of which cost is only one factor. Other factors 

should be used and can include: capacity to do the work in a timely manner, change order 

percentage, experience with similar projects, creativity, etc. 

 

10.2.3 Design firms no longer need to be pre-approved for projects. However, it is suggested that you 

require submission of American Institute of Architects (AIA) Form B305–1993, Architect’s 

Qualification Statement that requires the firm to specify their capacity and experience and that 

you contact references to verify quality and timeliness of work. The use of professional 

engineers to perform the architectural portions of the building project is not recommended and 

may actually be against state regulations. 

 

10.2.4 The contract with the design professional will only be done using Standard AIA Owner-

Architect Agreements, latest version (See Chapter 17).  The Agreement will specify all of the 

services to be provided. Since lump sum fees are required (No cost plus fee contracts), the 

scope of the work must be clearly stated. Any changes made to the standard AIA document 

must be readily apparent. All contracts with Architects using the AIA forms will include the 

rider found at Appendix F. 

 

10.2.5 The Agreement will be submitted to the Diocese for staff and Legal review and will only be 

approved by the Vicar General. 

 

10.2.6 Selected design professionals for new construction projects will be contracted in a three phase 

system. Contract sections for each phase of their services will be completed for the Feasibility, 

Schematic and Final Construction phases as discussed in previous chapters. This allows the 

contractual relationship to be terminated without additional cost should it be decided to not 

proceed with the project at the conclusion of the schematic phase.  

 

A discussion of the Architect selection process is given in Figure 10.2. 
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Figure 10.2 

 

Selecting a Design Professional 
 

The Design Professional is usually the first technical firm needed in the building process.  Proper 

interviewing of Design Professionals is a highly important task as this firm must develop and 

follow the project in a cooperative and helpful manner for the entire project length,  

 

Comments   

 

1. The Design Professional’s responsibilities: 

a. The design professional is first hired to assist with the Feasibility Study, Phase 2 (Chapter 

5. Later it is the Design Professional’s task to take the Feasibility Study and the Concept 

Study, done by the Parish, after approval by the Bishop; and develop them into a Schematic 

Design.  

b. The Design Professional’s next and largest task is to develop the final design plans and 

specifications. High quality documents always lead to better prices, quality and contractor 

relationships. 

c. The Design Professional’s final task is oversight of the construction, completion and final 

documentation. 

 

2. Selecting the Design Professional: 

a. The Design Professional has a major effect on almost every part of the Parish’s project. 

Wise and knowledgeable selection is a must. 

b. Design Professional selection must be a competitive process; not by price, but by 

knowledge, reputation, experience, attitude, approaches and interest in the project. 

c. Do not hire a Design Professional just because he is acquainted with the Parish. 

d. Start the selection process with the selection of a list of around 6 firms. Request written 

proposals. American Institute of Architects (AIA) Form B305–1993, Architect’s 

Qualification Statement, may be a good form for input. 

e. After the receipt of Design Professional proposals, three firms should be selected and 

interviewed. A final selection can be made after this two step process. 

 

3. Hiring the Design Professional: 

a. The Design Professional should do all work under a written contract agreement with the 

Parish. This contract should have multiple and separate parts: 1.) Feasibility Study (Phase 

2) paid by time and material, 2.) Schematic Design (Phase 3) paid by time and material; and 

3.) If the project proceeds, Final design and Construction (Phase 3) paid by a lump sum.. 

b. Design Professional contract forms are: a.) Design-Bid-Build – B101–2007, Standard Form 

of Agreement Between Owner and Architect; or possibly B103-2007 (very large project) or 

B104-2007 (small project); b.) Team-Build – B195–2008, Standard Form of Agreement 

Between Owner and Architect for Integrated Project Delivery.  

c. All contracts with Architects using the AIA forms will include the rider found at Appendix 

F. 
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Interview Items 

 

1. Interview questions for potential Architects: 

a. Knowledge and experience of staff. 

b. Knowledge of your specific project. 

c. Familiarity with Catholic Church projects. 

d. Have them examples of past projects and a list of references to contact. 

e. Approaches to the design process. 

f. Understanding of construction costs. 

g. Problem and conflict resolutions. 

h. Fee schedules 

i. Licensed in the Commonwealth of Pennsylvania. 

j. Insurances for public liability and professional errors and omissions.  

 

2. Items to evaluate from responses: 

a. How is the fit with your Parish needs, personalities and situation? 

b. Understanding of project scope and budgets. 

c. Willingness to cooperate; not dictate actions. 

d. Firm’s experience and references. 

e. Qualification of individuals to be on your project. 

f. Experience with construction; not just design. 

g. Costs and fees. 
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10.3 Selecting the Contractor 

 

10.3.1 Hiring of the Contractor has aspects similar to hiring the Architect, but varies due to the 

building method selected. There is also a difference in that the Architect’s work consists of 

documents largely prepared at the Architect’s offices. The Contractor is primarily engaged in 

physical construction or alterations at the owner’s facilities. Many more people will be engaged 

and mostly on the project site. 

 

10.3.2 Following are criteria that can be used when evaluating a contractor: 

 How long have they been in business? 

 What do their references say about them, ask for good and bad references? 

 How long has the project manager or superintendent that will be on your project been 

with the firm as a manager? 

 What is their bonding capacity both for single and aggregate projects? 

 What is their financial strength and stability? 

 What is their safety record? Ask to see their OSHA log and incident rate for the 

previous three years.  

 Do they have a safety plan? 

 What is their historical percentage of change order work that is not customer initiated? 

 How do they monitor quality? 

 

10.3.3 A discussion of the Contractor hiring process is given in Figure 10.3. 
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Figure 10.3 

Contractor Selection/Interviews 
While the Architect is usually the first type of firm to be interviewed, equally important to the 

process is hiring the contractor. Interviewing these firms differs somewhat from the Architect 

interviews.  
 

Comments   

1. The contractor is the party who is responsible for physically building the project conceived by 

the Parish and designed by the Architect. 

2. Hiring of the Contractor practices differ depending on the method of construction selected by 

the Parish. No matter which method is used, at least 3 firms must be competing for the project. 

a. On Design-Bid-Build projects the Contractor is largely identified by the low bid. The 

contractor who submitted may have been interviewed before the bid, but most likely the 

interview was brief. The low bidder should be interviewed to determine if the bid is 

valid and how they will work with the Parish. It is not necessary to use the low bidder. 

b. On Design-Build or Team-Build projects there must be a thorough interview process 

similar to that with the Architect. This Contractor will work together with the Parish 

throughout the project design and construction. A far greater need of trust and 

cooperation must be established as the Contractor has not yet furnished a design and/or 

price. 

3. A good form for written interview input is American Institute of Architects (AIA) Form 

A305™–1986, Contractor’s Qualification Statement. On Design-Build or Team-Build projects 

a full written proposal should be requested similar to that in hiring the Architect. 

4. When the contractor is hired, formal contracts are signed immediately. These are outlined in the 

Contract Form Lists, Figure 10.4 and Chapters 6 & 7. Note for Design-Build or Team-Build 

projects a two part contract might be needed to cover the design and then construction phases. 
 

Interview Items 

1. Interview questions for potential Contractors: 

a. Knowledge and experience of staff. 

b. Knowledge of your specific project. 

c. Familiarity with Catholic Church projects. 

d. Have them provide examples of past projects and a list of references to contact. 

e. If a low bidder, their comfort with their price and ability to provide a quality project. 

f. If a low bidder, how much and with whom are they subcontracting work. 

g. If a low bidder and they have sizeable subcontractors, you may want to interview or 

check the subcontractors. 

h. How do they handle quality and quality control? 

i. Problem and conflict resolutions. 

j. Fee schedules and change cost practices. History of change orders percent. 

k. Licensed in the Commonwealth of Pennsylvania. 
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l. Insurances for property and liability and professional errors and omissions if doing 

design in house.  

 

2. Items to evaluate from responses: 

a. How is the fit with your Parish needs, personalities and situation? 

b. Understanding of project scope and budgets. 

c. Willingness to cooperate; not dictate actions. 

d. Firm’s experience and references. 

e. Confidence in Contractor’s quality and quality control. 

f. Check out the references furnished. 

g. Visit some of their past projects. 

h. Qualification of individuals to be on your project. 

i. Handling of change costs and fees. 

 

10.4 Required Contract Forms 

 

10.4.1 While the Architect and Contractors for the project are selected on the basis of experience, 

knowledge, quality and costs, they are never to be engaged without first executing formal 

contracts. Since the vast majority of work done by the Diocese consists of buildings and related 

renovation, we are standardizing utilizing only documents developed by the American Institute 

of Architects (AIA). The firms hired should have no problems with the use of these forms. A 

listing of the forms by building methods is given in Figure 10.6. 

 

10.4.2 In addition to the following standard AIA forms below all contracts must also include any 

appropriate riders or supplements as included in Ch 17 to include the Additions and Deletions 

Report 
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Figure 10.4  

Contract Form Listing 
 

While many types of contract forms are available or advocated by designers, the Diocese has 

decided to standardize their practices by using only the following American Institute of 

Architects (AIA) forms unless very special circumstances are involved.  

 

Design-Bid-Build Project contracts – This is the most commonly used family of documents because 

it is suitable for the conventional delivery approach of design-bid-build. 

1. Between Parish and Architect – B101™–2007, Standard Form of Agreement between 

Owner and Architect. (If the project is very large B103™–2007 may be used; if the project 

is small use B104™–2007.) THE RIDER IN APPENDIX F MUST BE INCLUDED. 

2. Between Parish and Contractor –  A101™–2007, Standard Form of Agreement between 

Owner and Contractor where the basis of payment is a Stipulated Sum and A201™–2007, 

General Conditions of the Contract for Construction. A201 is always used with A101.  

If the project is small or of limited scope, A107™–2007 Standard Form of Agreement 

between Owner and Contractor for a Project of Limited Scope  may be used instead of both 

A101™–2007 and A201™–2007. 

3. For Contractor to furnish bonding - A312™–1984, Performance Bond and Payment 

Bond. 

4. We do not stipulate what contract is to be used between the Architect and consultants. 

5. We do not stipulate the contract to be used between the Contractor and subcontractors or 

material suppliers. 

 

Design-Build Projects -   In design-build project delivery, the owner enters into a contract with a 

design-builder who is obligated to design and construct the project. The design-builder then enters into 

contracts with architects and construction contractors, as needed. These contracts should be written 

with two separate phases (design and construction) with separate pricing to allow termination of the 

project if after design completion the construction is not found to be economical viable. 

1. Between Parish and a preliminary consultant or Architect – B142™–2004, Agreement 

Between Owner and Consultant where the Owner contemplates using the design-build 

method of project delivery. THE RIDER IN APPENDIX F MUST BE INCLUDED. 

2. Between Parish and the Design-Builder or Contractor –  A141™–2004, Agreement 

Between Owner and Design-Builder THE RIDER IN APPENDIX F MUST BE 

INCLUDED. 
3. For the Contractor to furnish bonding - A312™–1984, Performance Bond and Payment 

Bond. 

4. We do not stipulate what contract is to be used between the Contractor and the Architect or 

consultants with a Design-Build project. 

5. We do not stipulate the contract to be used between the Contractor and subcontractors or 

material suppliers. 

 

 
Team-Build Projects – We have previously called this method modified design-build; AIA, however, refers to 
such projects as integrated project delivery. This is a collaborative project delivery approach that utilizes the 
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talents and insights of all project participants through all phases of design and construction. . These contracts 

should be written with two separate phases (design and construction) with separate pricing to allow 

termination of the project if after design completion the construction is not found to be economical 

viable. 

1. Between Parish and the Design-Builder or Contractor – A195™–2008, Standard Form 

of Agreement Between Owner and Contractor for Integrated Project Delivery and 

A295™–2008, General Conditions of the Contract for Integrated Project Delivery. A195™ 

is always used with A295™.  

2. Between Parish and a preliminary consultant or Architect - B195–2008, Standard Form 

of Agreement Between Owner and Architect for Integrated Project Delivery THE RIDER 

IN APPENDIX F MUST BE INCLUDED. ` 
3. We do not stipulate what contract is to be used between the Architect and consultants. 

4. We do not stipulate the contract to be used between the Contractor and subcontractors or 

material suppliers. 

 

Other information –  

 

1. Contract Administration & Project Management Forms - The variety of AIA forms in 

this group includes qualification statements, bonds, requests for information, change 

orders, construction change directives, and payment applications and certificates. While 

there is no requirement for their use by the Diocese. The following AIA website contains 

documents that may be useful during the construction phase of the project. 

http://www.aia.org/contractdocs/AIAS076729 

2. On all contracts and other legal documents the name of the owner shall appear as follows: 

 

“The Bishop of Harrisburg and his Successors in Office, his heirs and assigns, in trust 

for the Roman Catholic Parish of (name of parish/school and location)”. 

 

3. The electronic formats of the above AIA documents should be used whenever possible. 

This format is more professional and far easier to review since any changes are 

automatically annotated in the margins. 

 

http://www.aia.org/contractdocs/AIAS076729
http://www.aia.org/contractdocs/AIAS076729
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User Guidelines: 

 

Design Professional Selection (If using the design-bid-build or team-build methods) 

 

The design professional should be selected for reputation and record of professional service, 

talent and judgment. Selection should not be made solely on the basis of fees, nor is the design 

professional to be engaged through competitive bidding. The least expensive design 

professional is not a good indicator of a good design. Less than the best work can cost an owner 

many multiples of the design fee savings in higher construction costs. A committee should not 

select a design professional solely through personal acquaintance or upon the recommendation 

of friends and associates. A Building Committee should act as trustee for all interests. First 

hand experience with the design professional is invaluable and should be weighted accordingly. 

Relationships are very important, but if no first hand experience is available, references should 

be checked. A formal procedure for selection of a design professional is needed and should be 

set in motion as follows:  

 

The first step is to develop a list of design professional to be interviewed. The Building 

Committee should personally interview the firms, consider their past working experience and 

discuss the project with partners or principals of the firm. A visit to the offices of each firm is 

desirable.  

 

An approach is to begin with a list of about six firms, both large and small but this will depend 

on the size and complexity of the project. The smaller and less complex the project, the more 

direct the selection process can become. For larger project, the committee should provide a 

preliminary review of these firms and reduce the group to three for further in-depth 

consideration. For the selection process, consider these criteria:  

 

Are the design professionals registered in the Commonwealth of Pennsylvania? Does the office 

and staff appear to be well organized and capable of following through? Is the work 

distinctively good? Can the firm produce services that fit your schedule? Will the firm work 

well with the Building Committee? The Building committee should be introduced to the 

specific individual in the firm who will responsible for the actual work. 

 

For the final three design professionals a review of their work should include photographs from 

other projects. Visits should be made to some buildings, not necessarily religious facilities, note 

the efficiency of space relationships, building performance in terms of operating costs and 

maintenance, and whether the result is visually pleasing and significant. How well each design 

professional served former clients can best be determined by talking to those clients. 

Furthermore, the personal element in the client-design professional relationship should not be 

ignored. Creation of a worthwhile building demands that client and design professional be 

compatible and have confidence in each other. A good working relationship that will continue 

for months or years must develop. 

 

When the design professional is selected from the final three, a notice should be conveyed in 

writing to the Diocesan Office of Buildings and Properties. The Diocese requires completion of 

the Standard AIA Owner-Architect Agreement, latest version (See 10.4).  The Agreement must 
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spell out all of the services to be provided. Since lump sum fees are required, the scope of the 

work must be clearly stated. This Agreement is reviewed by the Diocesan Staff and Legal 

Counsel and, if found to be in order, is signed by the Bishop.  

 

Be involved in the development of the entire contract not just the contract amount. There are 

several clauses that if deleted could cause disagreements later on. Look over the design 

professional’s shoulder as they edit the AIA document and understand why they are deleting 

standard language or adding supplementary information. Also, ensure that all sections are filled 

in and both parties are clear on the meaning especially paragraphs related to schedule, time, and 

liquidated damages. 

 

Insurance – Firms doing architectural work for the Diocese should have General Liability 

insurance in the amount of at least $2,000,000 aggregate and Professional Liability insurance 

with at least a $1,000,000 limit. 
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Chapter 11 - Project Bidding (for design-bid-build) and Contract Management (all methods) 

 

11.1 There are no Diocesan approvals or reviews required for the bidding and contract phases except 

that all changes exceeding the threshold discussed below must be approved by the Diocese prior 

to commencing the work. However, the following suggested practices are recommended. When 

the Phase III document approval is received the Parish/High School and design professional may 

proceed with the contractor selection by competitive bidding if using the Design Bid Build 

process or award the agreement to the builder if using the Modified Design Build process. 

 

11.2 The Bidding Process 

 

11.2.1 Selecting the Contractors to Bid. It is recommended that 4 to 8 contracting firms be selected to 

bid and/or negotiate for the work. It is possible that selected bidders will not submit bids. The 

overall objective is to get at least 3 to 4 viable bids. Bidders, on all but small projects, should be 

limited to general contracting firms that have had previous experience with reinforced concrete, 

steel, other heavy construction and complicated mechanical systems or other trades specific to 

the project. The Diocese will require a genera1 contractor for all new construction, alteration 

and addition projects. On infrequent specialty projects, like the 2006 Cathedral renovation, 

separate contracts involving several prime contractors may be utilized if a construction 

manager is engaged. Contractors who do not attain standards set by the Building Committee 

should not have their bids received. The construction contract should normally be awarded to 

the low bidder who complies with the documents.  

 

11.2.2 Competitive Bidding Process. The bid opening may be public, but this is not required. The 

building committee shall approve the time and place. As each sealed bid is opened a building 

committee representative or design professional shall record each bid total or each base bid plus 

the cost of alternates and when the process is deemed public, read aloud to all present. Bids are 

normally valid for sixty (60) days following the date of Receipt of Bids. In some cases the low 

bidder, if he is requested to do so, will extend his bid for an additional period but may require 

the contract amount to be increased to cover any anticipated price increases.  

 

11.2.3 Review of Bids. A review of bids should be held immediately after the bid opening to evaluate 

base bids and alternates and to determine the basic schedule. Bidders usually will be asked to 

submit a “Base Bid" which requests the price for the building with specific exceptions. 

Exceptions are listed separately and are called "Alternates" for which the bidders will be asked 

to furnish prices, each price including a proportionate allowance for overhead and profit.  

The Building Committee has the right to accept or reject any or all bids, whether "Base Bid" or 

“Alternate”.  The low bidder should be established on the basis of the low base bid, the low 

total bid, or the low base bid plus a selection of alternates, depending on what is to be included 

in the contract. The Parish/High School is usually given the option of accepting certain "add 

alternates" (air conditioning, paving, liturgical art, etc.) should bids be within estimates. 

 

11.2.4 Approval and Execution of the Contract for Construction. After the design professional and the 

Building Committee have determined the low bidder, and after the Bishop's concurrence has 

been received, the construction contract may be completed between the Bishop (as Trustee for 

the Parish/School) and the successful contractor. After the Diocesan Office of Buildings and 
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Properties; and the Parish/School have taken action to accept a bid, both the successful and 

unsuccessful bidders will be notified by the design professional. The design professional will 

issue a Notice of Award. The Bishop and the successful contractor will sign the Owner-

Contractor Agreement or contractors after all certificates of insurance and bonds are delivered 

to the architect and verified.  

 

11.3 Project Construction 

 

11.3.1 Notice to Proceed. After the construction contract is executed (signed), the contractor is issued 

a Notice to Proceed by the owner and design professional. This notice is the contractor’s legal 

notice that they can start work, enter the work site, expend funds and the project term is 

underway. This notice is usually just after or concurrent with a preconstruction meeting. 

 

11.3.1 Preconstruction Meeting. As noted above the project should start with a notice and a meeting. 

The preconstruction meeting is the forum to review early project requirements and 

expectations. A strong effort should be made at this meeting to form a team or partnering 

process where each party’s goals are recognized and respected. A project will always have the 

best outcome when the varying interests of each part of the team is understood and kept in 

mind in executing the work. 

 

11.3.2 Cost Breakdown Form. The design professional will request from the contractor an itemized 

cost breakdown including overhead and profit based upon divisions and sections of the 

specifications that will be used later by the architect to verify monthly statements by the 

contractor or contractors. 

 

11.3.3 Project Documentation. At the start of work all parties should understand that a record must be 

kept of the project. Store in a safe and proper place permanently all plans, specifications, shop 

drawings and installation bulletins, etc., of your buildings. Obtain "as built" copies of the plans 

from the design professional after the building is finished. Special project document file 

containers or binders are available and worthwhile for a major project. Electronic copies (CD 

or DVD) of documents are also advisable. These materials become more valuable for repairs, 

expansions, etc., in later years. Copies of all documents (preferably in electronic format) must 

be submitted to the Diocesan Department of Buildings and Properties as well as a copy of the 

Certificate of Occupancy.  

 

11.3.4 Administration of Construction. The administration of the construction is an important phase of 

the design professional’s work. The design professional is not a contractor; he is the agent of 

the Owner, using his skill to determine if the work is proceeding in accordance with the 

contract documents. He uses his own skills, combined with those of his employees and his 

consulting engineers in trying to prevent mistakes. The Buildings and Properties may make 

some visits to the site. A weekly or biweekly Job Conference should be scheduled but this can 

be dictated by the size of and complexity of the project. The design professional’s 

representative the contractor's foreman and a designated representative of the Parish/School 

should attend. Minutes of the meeting should be distributed to the Diocesan Office of Buildings 

and Properties, Parish/School, the design professional and the general or prime contractors 

involved. It is also highly important for the building committee to have construction oversight 
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responsibility. To the extent possible, one person should be designated by the Parish Building 

Committee to oversee the construction as it progresses, in cooperation with the design 

professional. This cooperation is desired to insure that (a) the facilities are being constructed 

according to the plans and (b) proper materials are being used as set forth in the specifications. 

The building committee oversight person should be knowledgeable and be available to 

frequently visit during the workday when work is underway. On large complex projects, daily 

contact with the project may be required and variances should be discussed and resolved at the 

job conference. Orders to the contractor usually should be issued by the design professional 

unless specific arrangement and agreement is made for the experienced building committee 

oversight person to handle this task.  

 

11.3.5 Change Orders. Change Orders refer to changes in the scope and cost of the work, either 

additions or reductions, when some unforeseen situation occurs. Very few jobs have no 

changes so management of the change order process is very important. Changes, which 

generate additional cost to the project, can greatly affect financing at the end of the project. 

When it is deemed necessary by the design professional or the Building Committee to make a 

change after the contract start, the design professional shall request a written cost estimate 

quotation from the contractor. This cost quotation should be reviewed by the design 

professional and, if found acceptable, reviewed and approved by the Building Committee.  

Then if the criteria of Appendix D are met, the documentation will be submitted to the 

Diocesan Office of Buildings and Properties for review before acceptance and start of work. If 

the Change Order is approved, it will be added to or deducted from the amount on a proper 

form as submitted by the design professional. 

 

11.3.6 Shop Drawings. One phase of the design professional’s contract administration is the reviewing 

of shop drawings, which are furnished by the general contractor’s subcontractors, fabricators 

and suppliers of equipment. These are structural steel, metal doors, mechanical equipment and 

specialty items such as cabinetwork, pews and a number of other factory prepared materials. 

The design professional reviews shop drawings and samples submitted by the contractor for 

compliance with the requirements of the drawings and specifications and then returns the 

corrected and approved copies to the contractors. This review of shop drawings by the design 

professional does not relieve the contractor from doing his own checking as to job conditions 

and job measurements.  

 

11.3.7 Selection of Colors. The Parish Building Committee should set up a 2 to 3 person Color 

Committee composed of parish or school members having artistic expertise. Colors should be 

selected by the design professional, reviewed with the Color Committee and approved by the 

Diocesan Liturgical Art Consultant if it involves the interior of religious area. The color 

selection should be integrated into the overall design. Some design professionals have color 

specialists on their staff; some employ the service of a color consultant. In each case, the fee for 

color selection work should be included in the architect's fee. The contractor will submit color 

information, samples and other information on a timely schedule to insure good job 

progression. Building Committee should also consult with the design professional in the design 

and selection of church equipment, draperies, carpets, furniture, and stained glass windows, etc. 
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11.3.8  Construction Progress Payments. Periodically during construction, usually each month, the 

contractor will submit to the design professional his request for payment of work completed 

and materials purchased and suitably stored. The design professional will check the accuracy of 

these requests and their relationship to the work accomplished. When the design professional is 

reasonably satisfied, a "Certificate of Payment." will be issued to the Building committee. Ten 

percent (10%) of the amount due is withheld each time until completion of the project. 

Normally, the design professional will also submit monthly invoices of his fee based upon the 

proportion of services rendered. The Certificates for Payment are sent to the Diocesan Office of 

Buildings and Properties where progress files will be maintained. The Certificates are 

forwarded to the Parish with authorization for payment. Copies of the Certificates shall be 

retained in the Parish files. 

 

11.4   Construction Project Closeout. 

 

11.4.1 Final Inspection. When the building project nears completion, the contractor sends the design 

professional a Certificate of Substantial Completion Document (AIA Document 6704) and a 

semifinal inspection is made by the design professional to ascertain the substantial completion. 

Substantial Completion is defined as follows: "The date of substantial completion of the work 

or designated portion thereof is the date certified by the design professional when construction 

is sufficiently complete in accordance with the Contract Documents, so the Owner may occupy 

the work or designated portion thereof for the use for which it is intended." (AIA Document 

A201, latest edition, the General of the Contract for Construction, subparagraph 8.1.3) 

Semifinal and Final Inspection dates must be sent to the Diocesan Office of Buildings and 

Properties 10 days in advance of the inspection. If the design professional finds the project to 

be substantially complete, a Certificate of Substantial Completion (AIA Document) is prepared 

for the approval and acceptance of the contractor and Diocesan Office of Buildings and 

Properties. Attached to this document is a list ("Punch List") of items to be completed or 

corrected. This document also provides for agreement as to the time allowed for completion or 

correction of the items, the date on which the Owner will occupy the project or specified areas 

of the project, and description and dates when responsibilities for maintenance, heat, utilities 

and insurance coverage are transferred to the Owner. The design professional will also furnish 

for insurance purposes total figures as to the insurable value of the new construction. These 

figures would include the total design professional’s fees and total contract costs less the 

excavation expenses, underground foundation work and any underground conduits and the like 

which would not be subject to damage fire or other incidents covered by insurance.  

 

11.4.2 Guarantees. The specifications will require that the contractor provide a guarantee to protect the 

Parish/School and the Diocese from faulty workmanship and materials for one (1) calendar 

year commencing from the date of final completion. A Maintenance Bond may also be 

required. Guarantees for some materials, such as the roofing system, will be in effect for as 

long as ten to fifteen years after the date of completion. During this ensuing twelve-month 

period, the design professional provides, as an additional service, a review of any problems, 

which may arise. If there is a noted deficiency, the contractor is advised and asked to correct 

the problem. Any problem should be reported promptly to the design professional. If it is 

necessary for the Owner to contact the contractor or subcontractor because of an emergency, 

such as a leaking water pipe, the design professional should be advised as soon as possible. An 
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inspection shall be made eleven (11) months after date of substantial completion and before the 

termination of the one-year guarantee period.  

 

11.4.3 Acceptance of the Completed Project. The design professional will certify final completion of 

the project. The Diocesan Office of Buildings and Properties will receive an accounting from 

the Building Committee as to final expenses incurred and all outstanding liabilities.  

 

11.4.4 Start Up. It is important that qualified personnel representing the Parish/School and the Diocese 

be involved in the start up of equipment and maintenance requirements. A Parish/School file 

should be maintained listing the equipment names, model numbers, roof bonds, other 

guarantees, manufacturer's instruction, etc., for ready reference, and the documents themselves 

should be retained. These are a separate file and in addition to the “as built” and record 

documents. The need for this documentation is mentioned earlier as it is an ongoing need to 

collect these items. The point of document turnover is at this startup process as the project is 

now hopefully complete and ready for use.  
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Chapter 12 - Governmental and Regulatory Approvals 

 
12.1 The information in paragraph 12.7 is a list of potential issues for receiving project approvals 

with Municipalities from various parish, school and diocesan-level major renovation and new 

construction projects. Depending on the scope of the project and the municipality involved, 

some of the items below may or may not apply.  They are listed as points to consider. 

 

12.2 As part of the feasibility study phase of the new construction process, it is highly recommended 

that a parish/school arrange for a planning meeting to be held very early on with municipal 

representatives (city, township, etc.) and then with governmental agencies/departments. Do not 

attempt to conduct these meetings without someone who has experience in this subject matter 

being present such as an attorney, architect, or engineer. There are many nuances with each code 

in each municipality that must be considered. At these meetings the parish/school team presents 

the project concept and scope in order to determine exactly which plans, agreements, approvals, 

permits etc. will be required for the project and the timelines associated with them. Timeliness 

can be critical and deadlines not met may cause additional delay or cost. Outcomes from this 

meeting would then be incorporated into the project planning sequence and schedule. 

Recommended team members would be the Pastor/Principal, select members of the 

Parish/School Building Committee, the architect, civil engineer, attorney, and any others who 

the architect or municipal/governmental officials might recommend. 

 

12.3 The list of permits needed for constructing any facility is extensive and pervasive throughout the 

design and construction of a project. Always check for permit applicability. 

 

12.4 Understand that local, state and federal regulations can sometimes alter or even prevent a 

project. It is also necessary to remain current on the requirements as they do change. 

 

12.5 Do not leave permitting only to the Architect and builder who may not always be familiar with 

local municipalities. It is easy to miss some item of permitting that will seriously delay a project. 

 

12.6 Often certain Parish members might be familiar with local government and be of help in 

explaining and expediting permitting. 

 

12.7 During meetings with municipal/governmental officials, the objective is to determine which of 

the following will be required for the construction project and when they will be required: 

 

 Usually initiated at city, borough, and township level: 

1. Preliminary/Final Subdivision Plan 

2. Rezoning Plan 

3. Land Development Plan 

4. Sewage Facilities Planning Module 

5. Municipal Sewer and Water Authority/Department Approval(s) or Agreement(s) 

6. Storm Water Management Plan (NPDES) 

7. Municipal Building Permit (Now involves International Building Code, IBC) 

8. Landscaping Plan 
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9. Exterior Lighting Plan 

Usually initiated at county level: 

1. Erosion and Sediment Pollution Control Plan 

2. County Conservation District Approval(s) 

Usually initiated through the utility companies 

1. Utilities Approvals (electric, gas and water)  

2. Right-Of-Way Agreement(s) for utilities. 

3. New Fire Hydrant  

Usually initiated at PA Commonwealth level: 

1. Financial Security Agreements and/or Irrevocable Letter of Credit 

(For site/road improvements or installation of sewer lines) 

2. Highway Occupancy Permit (Pennsylvania Department of Transportation) 

3. Elevator Permits (Pennsylvania Department of Labor and Industry) 

4. Pennsylvania Department of Environmental Protection Approval(s)  

5. Kitchen Permits (Pennsylvania Department of Agriculture Approval) 

6. Pennsylvania Bureau of Dams and Waterway Management Approval(s) 

7. Archaeological Approvals (Pennsylvania Historical and Museum Commission) 

8. Historical Building  Approvals (Pennsylvania Historical and Museum 

Commission) 

Usually initiated through the contractors: 

1. Electrical Permits 

2. Plumbing Permits 
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Chapter 13 - Environmental Compliance 

 

13.1 Complying with hazardous environmental conditions and regulations is a primary area of concern 

due to increasing awareness of the hazards along with the regulatory requirements to remove or 

abate these hazards. Environmental issues may include, but are not limited to, asbestos 

mitigation, buried or leaking underground tanks, lead paint conditions, radon gas migration; and 

handling of hazardous materials and waste(including light ballasts, CFL light bulbs, certain 

chemicals, etc).  

 

13.2 The current knowledge of health problems associated with certain hazardous materials along with 

the regulatory climate on these materials makes it imperative to review such hazards prior to 

beginning a renovation or new construction project. When renovating existing facilities, a 

survey should be made by expert parties to find hazards to be eliminated in the new work. Also, 

eliminating any spread of a hazard during construction is an important consideration. Positive 

action is particularly important in regard to Diocesan Schools and any asbestos hazards (See 

13.5 below). 

 

13.3 If a new facility or property is being acquired, it is especially important to follow regulatory 

guidelines. There is a federal Comprehensive Environmental Response, Compensation and 

Liabilities Act (CERCLA) that sets procedures that keep a buyer from having to assume 

expensive cleanup costs caused by a previous property owner. The current set procedure is before 

purchase to have a Phase I Environmental Site Assessment done to investigate pre-existing 

problems. This is an administrative and inspection overview to check the likelihood of a problem. 

If there is suspicion of a problem the acquisition may be declined. If there is reason to proceed 

further, site specific and more costly Phase II assessment may be conducted. Additional 

information on these investigations can be obtained from Buildings and Properties. 

 

13.4 Failure to comply with State and Federal laws can result in severe fines and significant delays in 

the project. Ignorance of the laws is no excuse. If there is any doubt about any situation it is best 

to have the situation reviewed. Allowing those who are untrained or unlicensed, such as 

volunteers, to proceed with remediation work is also illegal. 

 

Our Diocese has a Asbestos Program and the following are points to remember under this 

program: 

 

 40 Code of Federal Regulations Part 763, Asbestos-Containing Materials in Schools; 

Final Rule and Notice states in part:  “Records required under this section shall be 

maintained in a centralized location in the administrative office of both the school and 

the local education agency as part of the management plan.” 

 Make certain that all contractors (telephone repairmen, building contractors, plumbers, 

electricians, etc.) who will be performing any work on/in the school buildings, review 

the asbestos management plan prior to the performance of any work.  Please also have 

them sign the contractor form that has been provided to you by the Diocese. 

 The Asbestos Coordinator for the Diocese of Harrisburg is Mr. Glenn Fisher.  Mr. 

Fisher can be contacted by calling the Diocese at 717/657-4804 Ext. 357.  All facility 
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managers must be certain to contact him prior to having any repair or renovation work 

performed that may disturb asbestos-containing materials. 

 If building systems at any of the Diocese facilities are scheduled to be dismantled for 

renovation or demolition activities, a US EPA and Commonwealth of Pennsylvania 

Department of Labor & Industry certified asbestos inspector must be retained to 

determine if any asbestos-containing materials exist within those building systems. 

 If new construction is planned for the Diocese, the specifications for such construction 

should clearly prohibit the use of any asbestos-containing materials.  The architect or 

engineer should be required to provide the Diocese with a written statement indicating 

that no asbestos-containing materials were used in the new construction.  Such letter 

must be retained with the Diocese’s Asbestos Management Plan. 

 Annually, the Diocese must issue a written notification to parents, staff and all building 

occupants concerning the existence of the District’s Asbestos Management Plan and 

where that Plan can be accessed for review. 

 A copy of the asbestos designated person’s statement must be on file in each School and 

should be retained with the Asbestos Management Plan records. 

 Asbestos response activities must be designed by a US EPA and Commonwealth of 

Pennsylvania Department of Labor & Industry certified Project Designer. 

 Asbestos response activities must be performed by US EPA and Commonwealth of 

Pennsylvania Department of Labor & Industry certified Asbestos 

Contractors/Supervisors/Workers. 

 Complete documentation of all asbestos response activities must be retained by the 

Diocese. 

 The Diocese’s Custodial and Maintenance employees must receive two-hour asbestos 

awareness training within 60 days of hire and once each year thereafter. 

 School employees who may disturb asbestos-containing building materials when 

performing their maintenance activities, must receive an additional fourteen hours of 

asbestos training.  That training does not have to be repeated each year. 

 Periodic surveillance asbestos inspections must be conducted once every six months, 

except during the six-month period when the three-year asbestos reinspection is 

conducted. 

 An asbestos reinspection and management plan update must be conducted once every 

three years by a US EPA and Commonwealth of Pennsylvania Department of Labor & 

Industry certified Asbestos Inspector and Management Planner. 

 If an unintentional or uncontrolled disturbance occurs to an asbestos-containing 

building material, the facility manager must be certain that the following actions take 

place: 

1. Have all occupants vacate the area immediately. 

2. Contact Glenn Fisher as soon as you have had the area vacated. 

3. Take measures to prevent access to the area until Glenn Fisher is able to make 

arrangements for the necessary cleanup procedures. 
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Chapter 14 – Real Estate Transactions  

 

14.1 Property disposal - Any request to sell, lease, license, assign, transfer, donate, raze, exchange, 

barter, grant right-of-way or easement, or otherwise alienate or purchase property must be 

approved by the Diocese 

 

14.2 Alienation - Any request for alienation as described in paragraph 14.1 will be submitted to the 

Diocese using Form B and will also include a letter indicating why the action is required. This 

package must also include three (3) separate appraisals. Settlement will involve the Diocesan 

attorney, who at a minimum will review all documents should another attorney be involved. 

Note that there is no charge for the services for the Diocesan attorney involvement. Further 

information on alienation is contained in Appendix E, “Alienation”. 

 

14.3 Property purchase by parish/school - All requests for purchase of adjacent buildings or 

properties will be submitted using the Form B and will also include a letter indicating why the 

action is required. The package will be accompanied by the sales contracts, which will be signed 

by the Vicar General after staff and legal review comments have been addressed. When 

considering a real estate purchase it is highly recommended that a thorough due diligence 

process be conducted by a knowledgeable volunteer or professional persons. There are always 

hazards and problems that can be easily overlooked. See Figure 14.3 for a property Acquisition 

Checklist at the end of this chapter. 
 

14.3.1 When a Parish/School does the purchase of a property, on the deed the document will indicate 

that the Bishop is holding title as Trustee for the Parish. 

 

14.4 Property purchase by Diocese - The Diocesan Real Estate Committee must first approve Real 

Estate actions planned for future development of parishes and schools. After approval a search 

for potential properties will ensue and the purchase of the selected property will be negotiated 

and purchased by the Real Estate Committee using the Diocesan attorney. See Figure 14.3 for a 

Property Acquisition Checklist at the end of this chapter. 

 

14.4.1 Minimum size when land is purchased for future development is 15 acres for a parish without a 

school and 25 acres for a parish with a school. Once purchased the land will be held by the 

Diocese for the parish or school until such time as actual construction begins and the 

designation on the deed will indicate that the Bishop is holding title as Trustee for the Diocese.  

When it comes time for the transfer of the property for the benefit of the Parish, then there will 

be a change in the designation on the Deed to reflect that the Bishop, while continuing to act as 

Trustee, is now acting as Trustee for the Parish, rather than the Diocese. At this time the 

parish/school will repay the purchase price and assume responsibility for all fees and/or taxes. 

 

14.4.2 When construction is imminent or at any other time agreeable by the parish or school, legal title 

will be changed in accordance with any controlling documents or procedures and a 

reimbursement plan for the cost of the property will be developed. 

 

14.5 Leases - When a parish or school wishes to enter into an agreement with an outside group for a 

long-term use of property it must be done on a written lease that defines the roles and 
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responsibilities of each party so there is no disagreement later should an issue arise. Leases will 

not be granted to organizations that do not share the same teachings of the Catholic Church. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 66  
 

 

Figure 14.3 

 

PROPERTY ACQUISITION CHECKLIST 

(Page 1 of 2) 

 

 
This checklist is provided to help you be aware of potential land issues and to allow you to gather in one place 
information you may need. Not all of the questions on the checklist are applicable to every building site. 
 
 
 
 
GENERAL INFORMATION 
Acres __________________________________ 
Zoning Classification ______________________ 

Permitted Use ____________________ 
Conformance _____________________ 

Deed Reference _________________________ 
Last Boundary/ALTA Survey _________ 
Last Recorded Plan ________________ 

Municipality ____________________________ 
County ________________________________ 
Tax Map Identifier _______________________ 
Special Designations ______________________ 
 
TITLE AUTHORITY 
Last Title Report _________________________ 
Easements ______________________________ 
Appraisal _______________________________ 
Covenants ______________________________ 
Active Leases ____________________________ 
Clean & Green Penalty ____________________ 
 
ENVIRONMENTAL 
Phase I ESA _____________________________ 
PNDI __________________________________ 

Wetlands ______________________________ 
 
LAND DETAILS 
Setbacks _______________________________ 

Front ___________________________ 
Side ____________________________ 
Rear ____________________________ 

Floodplain ______________________________ 
Impervious Cover ________________________ 
Geology/Soils ___________________________ 
Karst/Sinkhole History ____________________ 
Land Development _______________________ 
On-site circulation ________________________ 
Parking/Sidewalk ________________________ 
Storm water _____________________________ 
 
ACCESS 
Private/Shared Driveway __________________ 
Road Frontage ___________________________ 
Sight Distance ___________________________ 
Road Ownership _________________________ 
impact Fees _____________________________ 
HOP Required ___________________________ 
Off-Site Improvements ____________________ 
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PROPERTY ACQUISITION CHECKLIST 

(Page 2 of 2) 

 
 
VEGETATION  
Open __________________________________ 
Partially wooded _________________________ 
Fully wooded ____________________________ 
 
SURFACE WATERS 
Perennial  ______________________________ 
Intermittent ____________________________ 
Impoundments __________________________ 
Encroachment permitting __________________ 
 
UTILITIES 
Public water ____________________________ 

Capacity to Serve __________________ 
Access fee _______________________ 
Booster Station ___________________ 

 
Public sewer ____________________________ 

Capacity to Serve __________________ 
Access Fee _______________________ 

 Pump Station _____________________ 
 
Well ___________________________________ 

 
Electricity ______________________________ 

Capacity to Serve__________________ 
Extension Fee ____________________ 
Transformation ___________________ 

 
Telephone _____________________________ 

Capacity to Serve _________________ 
Extension Fee ____________________ 

 
Cable _________________________________ 

Capacity to Serve _________________ 
Extension Fee ____________________ 

 
Natural Gas ____________________________ 

Capacity to Serve _________________ 
Extension Fee _____________________ 

TOPOGRAPHY 
Slope __________________________________ 

Steep ___________________________ 
Moderate ________________________ 
Flat _____________________________ 

Elevation Differential _____________________ 
 
INTERMODALITY  
Pedestrian Linkage _______________________ 
Rail Linkage _____________________________ 
Air Linkage ______________________________ 
Truck __________________________________ 
 
CULTURAL RESOURCES  
Historical _______________________________ 
Archaeological __________________________ 
 
RECREATION  
Park ___________________________________ 
Playground _____________________________ 
Playing Fields ___________________________ 
Trails __________________________________ 
Other __________________________________ 
Impact Fees _____________________________ 
 
COMMUNITY COMPATIBILTY 
Adjacent Uses ___________________________ 
Expandable _____________________________ 
Accessible ______________________________ 
Special Event ____________________________ 
 
STRUCTURES 
Primary Buildings ________________________ 
Accessory Use Buildings ___________________ 
FAR ratio _______________________________ 
Retaining Walls __________________________ 
Condition Assessments ____________________ 
Accessible Route _________________________ 
Other Structures _________________________ 
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Chapter 15 - Master Development Plan 

 

15.1 As was mentioned in the Feasibility Study chapter, the development of a master plan is often 

appropriate in larger projects. The intent is to look further into the future and make provision 

currently for what might come about in later years. If a parish or school is in a growing area and 

building new facilities, it is not difficult to foresee that more future growth will occur. Sufficient 

land should be obtained for the future. Buildings should be designed so that future expansion is 

possible and cost effective. The schematic design should have comment on the anticipated 

provisions for the future.  

 

15.2 Another advisable function of a master plan is to later incorporate future additions in the Land 

Development Plan submitted for municipal approval. Getting approval in the near term for future 

additions will often save the costs that come from future changes (tightening) of governmental 

regulations. Requirements that seem to become more restrictive are building setbacks, driveway 

entrances, lot coverage by buildings, etc. Such additions to a current Land Development Plan are 

inexpensive and a great savings in the future when they can be shown to be already approved 

facilities. 

 

 

15.3 There is a discussion of the methods to develop this Plan is contained in Chapter 4 of the “Built 

of Living Stones” booklet from the USCCB (mentioned in the Executive Summary). 

 

 

Parishes and Schools that own, maintain and operate physical assets are encouraged to Master Plan 

their use and upkeep, especially if there are multiple buildings and a campus involved.   

 

A logical prerequisite to the Master Plan is the completion of a Reserve Study to understand the cost of 

preservation and renewal of all existing physical assets based on a replacement in kind strategy and no 

change to the programmed use of the facilities.  See the section on Reserve Studies for more details on 

that topic. 

 

Implementing the findings from a Reserve Study ensures there is a sound cost basis for decisions and a 

long term plan to maintain and continue use of existing facilities until such time as needs dictate 

otherwise.   

 

The process to evaluate a Parish or School’s needs with regard to the space assigned to support that 

mission is called Master Planning.  In the context of this Procedure’s Manual, a comprehensive Master 

Plan is the combination of the Concept and Feasibility phases for all the various projects that are 

identified in the Master Plan.  Each individual project initiated from the approved Master Plan can then 

enter the Diocesan project development process at the Schematic Phase.  

 

Pastors and Principals are encouraged to appoint a Master Plan Committee that fairly represents active 

ministries or activities within the Parish or School.  Every ministry and activity cannot be represented, 

so care should be taken to consider those ministries and activities that are critical to fundamental or 

program driven needs.  If the Parish or School has a Manager or Buildings and Grounds Committee, 
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they should be enlisted into service on the Committee, as they likely possess invaluable expertise in a 

variety of areas related to facilities.  

 

Those ministries or activities not represented on the Committee can participate through proxy (member 

of the Committee can be appointed to stay in communication with that ministry or activity throughout 

the process) or through Parish and School surveys.  Surveys can be paper or electronic, but either way, 

they should be carefully created to solicit quality input that directly relates to the needs analysis being 

performed.   Surveys should be succinct, no more than a page or two in order to invite participation 

without being too much of burden to complete.   

 

The stated purpose of the Master Plan process should be to evaluate needs of the Parish or School over 

some period of time normally identified in increments of five years (i.e. 5 years, 10 years, 15 years, 

etc).  Once the needs are identified in that planning horizon, the Master Plan evaluates alternatives 

(typically at least three) that address those needs.  After the alternatives analysis, a preferred alternative 

should be formulated which often involves a combination of good ideas from each alternative 

representing a hybrid option that best addresses the needs as a whole.  The preferred alternative should 

then be developed sufficiently to arrive at a scope, schedule and budget for the recommendation.   

 

Master Plan Committees should have an appointed Chair and Secretary to provide the proper 

organizational framework and leadership to progress through the process.   

 

Depending on complexity, this process can be expected to take between three and twelve months.  

Regularly scheduled meetings should be held and meeting notes published to document discussion and 

decisions of the Committee.  Keep in mind that the final product of the process must represent a 

consensus decision of the Committee with every member able to represent the recommendations as 

their own.  The Committee member’s different perspectives and opinions can and should lead to 

spirited debate during the process, but it is important for the Committee to reach a consensus on the 

final product to show unity of purpose.   

 

It is helpful to use binders to store all the materials that will be created and distributed throughout the 

process, with each session occupying its own tab in the binder.  Each member should have their own 

binder.  This ensures all material is on hand for each session and forms a record of discussion.  It is a 

living document.   Meeting dates and milestones should be set and published at the beginning of the 

process so all participants can populate their home and work calendars accordingly to ensure maximum 

participation.   

 

To augment the work of the Parish or School Master Plan Committee members, the Parish or School 

should consider hiring two types of consultants.  The first is a Design Professional that is equipped to 

evaluate form and function related to the needs identified.  This is most often an Architect, but can be 

an Engineer or Planner depending on the scope.  The second is a Pre-Construction Manager or 

Independent Cost Consultant.  The purpose of a Pre-Construction Manager or Independent Cost 

Consultant is to validate the market cost of the scope of work recommended.  Such an independent 

consultant is an unbiased advisor to the Parish or School that has no stake in the design or construction 

of the project.   
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The single biggest problem that has plagued Parishes and Schools submitting projects to the Diocese is 

unrealistic project budgets.  When the early cost estimates do not match the size and quality of project 

represented in the plan, a false expectation is created that indicates what is needed can be afforded.  

Therefore, the first approvals issued conceal an error that often does not manifest itself until the 

detailed plans are developed later, at which time the Parish or School discovers it cannot afford what it 

needs and has to either cut scope and settle for less (size and/or quality) or raise more money which 

will take more time.   Involving an independent cost consultant at this point can minimize (but not 

eliminate) that risk.    Keep in mind that in the Master Planning stage, the point is to have the need 

drive the cost – not the cost drive the need.   

 

The Parish or School is encouraged to communicate with their member population throughout the 

Master Planning process starting with the announcement that a Master Planning effort will be initiated.  

It is important for the Pastor or Principal to endorse the work of the Master Plan Committee and 

encourage participation by the member population when invited to participate through surveys, 

information sessions or meetings.  Periodic updates are also suggested and can be performed via Parish 

Bulletin inserts, separate mailings, web site updates or newsletters.  The Master Plan Committee 

should decide on a communication plan that best suits their member population.  The most important 

outreach should occur when the scope, schedule and budget for the Preferred Alternative have been 

developed.  The Master Plan should be rolled out to the member population through a series of Town 

Hall Meetings or Back to School nights that give the member population an opportunity to not only 

learn more about the Master Plan, but ask questions and provide input concerning it.  Multiple dates 

for the Township Hall meetings are suggested to accommodate as many member family schedules as 

possible.  The Master Plan Committee is encouraged to attend all public presentations scheduled.  This 

will typically conclude their services to the Parish or School and end the work of the Master Plan 

Committee. 

 

In order for the public presentations to be most effective, colored presentation boards and electronic 

presentations should be considered.  The Master Plan Committee should decide the most effective 

tools needed to effectively communicate the Plan to the member population.  Keep in mind that this 

type of plan requires visual aids to best represent the intent of the plan.  Words alone will not do the 

process justice.   

 

Based on the input and level of support from the member population, the Master Plan should be 

refined.  A typical refinement at this point is the prioritization/phasing of the projects identified in the 

plan.  Phasing of the identified projects gives the Parish or School flexibility to afford some essential 

portion of the Plan based on funding feasibility.  Once these refinements are completed, the Parish or 

School is ready to submit the Master Plan to the Diocese for approval.  At this step, the Parish or 

School is requesting approval for the overall Master Plan, approval to initiate Schematic design on the 

identified first phase and permission to initiate a Capital Campaign. 

 

With Diocesan approval, the Parish or School is encouraged to initiate a Capital Campaign Feasibility 

Study.  This often involves the hiring of a third type of consultant skilled in managing capital 

campaigns for not-for-profit organizations.  The Capital Campaign Feasibility Study is a systematic 

look at the member population to determine a predicted range of financial support available within the 

Parish or School family.  Surveys and interviews characterize the approach.  The Parish or School may 

form a Fundraising Committee at this point or continue on with a subset of the Master Plan Committee 
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best suited for this highly interpersonal phase of the project.  Many of the Fundraising Consultants 

offer various opportunities for the Parish or School to self-perform various tasks throughout the Capital 

Campaign.  Each Parish or School must carefully examine their capability in that regard in order to set 

the scope, schedule and budget for the fundraising consultant.   

 

Based on the findings and recommendations from the Capital Campaign Feasibility Study, the Parish 

or School must adjust their implementation plan (prioritization/phasing of individual projects) to match 

the expected level of financial support available.  The Parish or School can then proceed with the 

official Capital Campaign and Schematic Design for first phase projects.  The Master Pan should be 

updated every five years. 
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Chapter 16 – Design and Space Recommendations 
 

These guidelines are used primarily for estimating property size requirements, building space, and 

other needs prerequisite to the actual programming and planning of the church facility. They are not a 

substitute for planning and design, but are useful in making approximations and should not be used 

dogmatically. Understanding the variables affecting their values is essential in their application to each 

specific situation.  

 

Note: A review “Built of Living Stones”, Guidelines of the USCCB, can be very helpful in this design.   

 

16.1 Churches/Chapels – When conducting planning and design for church structures, the first 

document to review and use is “Built of Living Stones”, Art, Architecture and Worship, 

Guidelines of the United States Conference of Catholic Bishops (2000) 

 

General size of nave (seating area): 

 Up to 300 capacity  15-17 square feet per person 

 300 to 500 capacity  12-14 square feet per person 

 500 to 1000 capacity  10-12 square feet per person 

 1000 plus capacity  10+ square feet per person 

 

The church will feel "full" after it has reached 80% of its capacity. This equates to a "comfort" 

level of attendees. After reaching 80% capacity attendance may even drop as this 80% may 

exceed peoples comfort level. 

 

NOTE: Rectangular buildings with straight row fixed seating require less space per person than 

buildings with radial/fan shaped seating. Radial/fan shaped seating provides for a more 

"intimate" worship environment where the congregation are active participants in the worship 

experience and not passive. In some instances, ten square feet per person is adequate in 

straight-row seating for buildings with seating capacity desired over five hundred. Fixed 

seating generally has a lower "occupancy load" than does movable seating and the "live load” 

requirement is substantially lower. 

 

Sanctuary and altar space: 

 Front to back depth:   15 feet min; larger buildings require 20 feet or more. 

 Sanctuary floor height (based on flat floor in seating area): 

Fewer than eleven rows of congregational seating: 2 feet maximum 

Up to eighteen rows of congregational seating: 3 feet maximum 

 Distance from platform to front pew: 7 feet minimum larger buildings require 8 feet or 

more  

 

Vesting Sacristy(s): 

 For priest(s): 

o 10 feet x 15 feet, 100 sq. ft. minimum 

o Include storage closets and counter  

o Include purification sink. 

o Include small restroom w/ WC only. 
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 For extraordinary ministers of communion and altar servers:  

o 10 feet x 10 feet or as needed 

o Include storage closet 

 

Reconciliation Room(s): 10 feet x 10 feet or as needed 

     Must have windows for visibility if room is enclosed 

Choir Area: 

 Choir capacity: 10-20 persons (variable?) per parish practices 

 Choir rows:  3 feet minimum depth for spacing of rows 

 Back and front rows: 3 feet, 2 inches minimum depth 

 Seating:  Movable chairs at 24" width per person 

 Floor covering: Hard surface such as hardwood, stone or vinyl. Carpet may not 

be recommended under piano or in choir area based upon the 

design of the facility. 

 Surfaces:  Acoustically reflective floor, walls, and ceiling surfaces may be 

recommended based upon the design of the facility 

NOTE: An acoustical consultant should analyze the acoustical characteristics of the facility and 

to design the sound system. Sound systems should be designed to enhance the overall sound 

quality of the facility and not be the primary method of sound expression. 

 

Baptismal Area:  a dedicated area is needed; and located based on configuration of the larger 

structure.  

 

Nave Seating (Congregation): Local building codes and the International Building Code IBC) 

adopted by the locality should be consulted for minimum requirements. 

 Row spacing: 36 inches or more is recommended, 34 inches is a minimum 48 inches 

minimum for the last row if it is against a wall 

 Row lengths and seating requirements: Average space per .person, 20 inches in width 

(range is from 18" to 26" per person), 13 or 14 persons maximum on each row 

(This minimizes the distance to an aisle) 

NOTE: Most building codes are based on 18 inches per person 

 Handicapped seating: Requirements vary by locality. The following requirements from 

the American with Disabilities Act (ADA) may be used as guidelines for 

churches centers with fixed seating: 

 

Capacity of Seating in Assembly Areas  

4 to 25   1 

26 to 50  2 

51 to 300  4 

301 to 500  6 

Over 500 6 plus 1 added space for each increase of 100 

 Aisle widths (check local codes):  Center or main aisle - 5 feet minimum, 6 feet or 

more is recommended 
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Side aisles - 2 feet, 8 inches minimum; some 

codes require 3 feet, 8 inches minimum dependent 

on seating capacity for aisle 

NOTE: A center aisle less than 6 feet wide is tight for weddings and funerals. 

 

Narthex (Lobby): 

 Serving the church only: 1-1/2 to 2-1/2 sq. ft. per seat in the worship center. With a 

smaller church, this could be increased to be 3 sq. ft. per seat in the church. 

 Hospitality lobby serving church and education spaces: 15 to 25 % of the church area 

 

Steeple Height: Equal to distance between roof ridge and ground level 

 

Other Building Facilities: 

 

Mechanical Equipment Rooms: 

 Space requirements vary with region and equipment type. 

 Consider equipment and air flow noise in the church. 

 Zone equipment so various program areas can be heated and cooled independently. 

 Exterior access is desirable for these rooms. 

 

Custodial Closets: 

 Provide one closet for each approximate 15,000 square feet of building area. 

 No building area should be farther than 200 feet from a custodial closet with a mop sink 

 Provide a minimum of one closet for each building areas and each building level. 

 Preferred locations: between restrooms, near heavy traffic areas, near elevators. 

 Do not combine custodial closets with utility rooms housing telephone switch gear, 

elevator equipment, electric panels, HV AC equipment, etc. 

 

Provisions for Handicapped Persons: 

Requirements vary by state and locale. Many codes are based on standards developed by the 

American National Standards Institute (ANSI), the International Building Code (IBC), or the 

Americans with Disabilities Act (ADA). Additional considerations include: 

 Building entry:   No steps: provide ramp if steps are needed 

 Slope of walks:  Not more than I foot in 20 feet 

 Slope of ramps: Not more than 1 inch in 12 inches, if over 6" climb rails 

are required. 

 Clearances: 36 inches minimum door width 5 feet minimum hallway 

width for two wheelchairs to pass; 

5 feet, 6 inches minimum hallway width for two persons 

passing on crutches; restroom dimensions to allow turning 

radius for wheelchair 

 Grab bars in toilets 

 Wheelchair spaces in the church 

 Elevators if so required or desired 

 Doors should have automatic opening devices 
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16.2 Parish Centers 

 

General Building Size: (education, hospitality, administration, music, Media library) 

For very preliminary planning the following are initial guidelines and include the required areas 

for circulation and support spaces required by, the facility. 

 first unit building (with some multi-purpose space): 30 to 40 sq. ft. per person 

 small churches (with some multi-purpose space): 40 to 45 sq. ft. per person 

 Large churches with extensive programs (with some multi-purpose space): 45 to 55 sq. 

ft. per person 

 

Educational Facilities: 

 

Important note: When constructing religious education or high school of religion facilities, 

always keep in mind the long term possibility that a full time school facility might be feasible 

in the future. Layout and room sizes should be such that they could become useable for a 

school in the future. For example, classrooms could be planned/built with moveable partitions 

to switch from small RE rooms to full classrooms 

 

Preschool: 

 Space per child: 35 sq. ft. per child recommended with a minimum of 20 sq. ft. 

 Room size:  200 sq. ft. minimum; no room dimensionless than 12 feet 

 Room capacity: 

Ages   Maximum enrollment   Attendance Capacity 

Birth to 1 year   12     7 to 9 

2 year old   15     9 to 12  

3 year old   20     12 to 16 

4 year old   20     12 to 16 

5 year old   20     12 to 16 

 

Children: 

 Space per child: 25 sq. ft. per child recommended with a minimum of 20 sq. ft. 

 Room proportions: No room smaller than 480 sq. ft., 750 sq. ft. recommended, 

"square" rooms work best 

 Room capacity: 30 maximum enrollment with 24 maximum capacity 

Youth: 

 Space per person: Classrooms:   12 sq. ft. recommended 

Department rooms:  10 sq. ft. recommended 

Open room department: 18 to 22 sq. ft. recommended 

Adult: 

 Space per person: Classrooms:   12 sq. ft. recommended 

Department rooms:  10 sq. ft. recommended 

Multi-use class/department: 18 to 22 sq. ft. recommended 
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Weekday Child Care: 

 Space per child: 35 sq. ft., or as required by codes 

 Play yard: 75 sq. ft. per child minimum, or as required by codes 

 Rooms usually require grade 1evel location. Depending on age level and code in effect 

direct access to exterior is often required. 

 Check state and local codes for detailed requirements. 

 All doors require a vision panel 

 

 

 

Administrative: 

 Pastor's study:   250 to 325 sq. ft. recommended; 140 sq. ft. minimum 

 Staff offices:   150 to 200 sq. ft. recommended; 120 sq. ft. minimum 

 Other office space, based on church needs: Offices for support staff, workroom(s), 

reception area, storage, restrooms, lounge, kitchenette, 

fire proof storage, etc. 

 

Music: 

 Rehearsal room: 15 to 20 sq. ft. per person, capacity at least 10 

percent more than church choir area 

 Robing rooms:    4 to 6 sq. ft. per person 

 Music library:    1 to2 sq. ft. per choir member 

 Orchestral rehearsal room:  25 sq. ft. per person 

 Individual practice rooms:  100 to 150 sq. ft. per room 

 Voice and piano practice rooms: 8 feet by 10 feet minimum 

 

Media Library: 

 Size: 2 sq. ft. per person based on capacity of educational building is recommended; 

minimum of 1 sq. ft per person is a minimum. 

 

Hospitality Hall: 

 Dining capacity: 1/3 to 1/2 educational building capacity 

recommended. Some rural and newer churches 

may require greater capacity 

 Space required for table seating: 12 sq. ft. per person recommended. 

10 sq. ft. per person minimum. 

15 sq. ft. for round tables. (Round tables offer 

more social area and allow for better sight lines 

and communications) 

 Stage requires additional space: 600 square feet is recommended and if elevated 

42" the area below the stage can be used for 

storage. The storage area will need to be fire rated 

as required by code. Portable stages allow greater 

flexibility of the Hospitality Hall. Depending upon 
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the use of the stage and its anticipated usage, a 

portable stage may be a viable option to consider. . 

 Commercial kitchen:   1/3 to 1/4 size of dining area 

 Storage room: Adequate space for storage of tables and chairs 

(300 sf minimum) 

 

Restrooms: 

 Minimum number of fixtures must comply with codes. The following chart contains 

recommended guidelines for a church facility, but depends on Code: 

 

Building    Women   Men 

 Capacity   WC L  WC U L DF 

  

Up to 50   2 1  2 1 1 1 

51 – 100   3 1  3 1 1 1  

101 – 200   4 1  4 2 1 2 

201 – 400   5 2  5 2 2 3 

401 – 650   6 3  6 3 3 4 

651 – 900   7 3  7 3 3 5 

901 – 1200   8 4  8 4 4 6 

 

Abbreviations: 

WC: Water Closet 

L: Lavatory 

U: Urinal 

DF: Drinking Fountain 

 

o Preschool rooms should have direct access to a restroom (which can be shared 

by two preschool rooms). 

o Where space permits; for the convenience of parents, churches are encouraged 

to provide a diaper changing table in at least one restroom for each sex.. 

o Handicapped access must comply with codes, usually requiring at least one 

fixture of each type to be accessible to wheelchairs in each public restroom.. 

o The use of a "high-Io" drinking fountain will satisfy all requirements 

 

Recreational Facilities: 

 

General Building Size: 

 Gymnasium with only restrooms, central desk and storage: 

o Junior High School basketball court (42 feet x 74 feet), not recommended 

Building: 50 feet x96 feet, 4800 sq. ft. minimum 

64 feet x 110 feet, 7,040 sq. ft. preferred 

Ceiling Height: 22' to 24' feet above playing surface 

 

 High School basketball court (50 feet x 84 feet), recommended  

o Building: 58 feet x 106 feet, 6,148 sq. ft. minimum  
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72 feet x 120 feet, 8,640 sq. ft. preferred  

Ceiling Height: 22' to 24' feet above playing surface 

 

 Gymnasium with activities rooms, lounges, multi-purpose rooms, crafts rooms, 

restrooms, dressing rooms, central desk, exercise rooms, storage, etc.: 10,000 to 20,000 

square feet 

 

NOTE: The recreation facilities can be reduced in square footage and in height and still 

accommodate a broad recreational program for all age groups if space for basketball and/or 

volleyball is not provided. If the recreational facility is to double as a Multi-purpose facility 

special attention to acoustics and overall aesthetics need to be given. 

 

General Sports Requirements: 

 Basketball court:  Clear ceiling height, 20 feet minimum, 25 feet desirable  

Side and end lanes, 3 feet minimum, 10 feet preferred 

 High School court: room size:  50 feet by 84 feet  

70 feet by 104 feet preferred, (7,280 sq. ft.) plus 3 

feet for each additional row of spectator seating if 

provided 

 Junior High court: room size: 42 feet by 74 feet, not recommended 

62 feet by 94 feet preferred. (5,828 sq. ft.) plus 3 

feet for each additional row of spectator seating 

 Handball/racquetball court: 20 feet by 40 feet, 20 feet ceiling height 

 Volleyball court:  42 feet by 72 feet, 22 feet ceiling height 

 Game rooms:   24 feet by 30 feet to 40 feet by 60 feet or more 

 Group meeting rooms: 15 sq. ft. per person 

 Storage: Direct access from the gymnasium, with double wide 

doors for roll-in table/chair carts, separate storage space 

for recreational equipment, crafts supplies, kitchen pantry 

and janitorial supplies and equipment (minimum of 300 

square feet) 

 Restrooms for gymnasium area in addition to minimum number required in admin areas 

 Showers generally are not recommended 

 

Other Building Facilities: 

 

Mechanical Equipment Rooms: 

 Space requirements vary with region and equipment type. 

 Consider equipment and air flow noise in the church. 

 Zone equipment so various program areas can be heated and cooled independently. 

 Exterior access is desirable for these rooms. 

 

Custodial Closets: 

 Provide one closet for each approximate 15,000 square feet of building area. 

 No building area should be farther than 200 feet from a custodial closet with a mop sink 
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 Provide a minimum of one closet for each building areas and each building level. 

 Preferred locations: between restrooms, near heavy traffic areas, near elevators. 

 Do not combine custodial closets with utility rooms housing telephone switch gear, 

elevator equipment, electric panels, HV AC equipment, etc. 

 

Provisions for Handicapped Persons: 

Requirements vary by state and locale. Many codes are based on standards developed by the 

American National Standards Institute (ANSI), the International Building Code (IBC), or the 

Americans with Disabilities Act (ADA). Additional considerations include: 

 Building entry:   No steps: provide ramp if steps are needed 

 Slope of walks:  Not more than I foot in 20 feet 

 Slope of ramps: Not more than 1 inch in 12 inches, if over 6" climb rails 

are required. 

 Clearances: 36 inches minimum door width 5 feet minimum hallway 

width for two wheelchairs to pass; 

5 feet, 6 inches minimum hallway width for two persons 

passing on crutches; restroom dimensions to allow turning 

radius for wheelchair 

 Grab bars in toilets 

 Elevators if so required or desired 

 Doors should have automatic opening devices 

 

 

16.3 Rectories 

 

Notes: 

 The rectory is typically very similar in configuration and amenities to the average 

contemporary house. Net interior size might be in the range of 2500 to 3000 square feet 

plus a garage. 

 The intent of the rectory is to serve only as a residence for the parish priest(s). 

 The rectory will not contain parish offices, meeting rooms or a connection to the other 

parish buildings. 

 Usually only one full kitchen is included. 

 Handicapped considerations are highly important to accommodate both priests and 

possibly retired priests. 

 Full wiring should be included for security, audio and IT needs. 

 

General use areas: 

 

 Foyer and front stoop usually with a roof. 

 Kitchen (200 +/- square feet). 

 Separate laundry room. 

 Living space; serving as dining room or living room type space. (300 +/- square feet). 

 Half bath for the above spaces. 

 Garage, usually two car or as needed for the number of priests in residence. 
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 Patio area to rear of building. 

 Mechanical space as needed. 

 Some general storage space which can be in the unfinished basement 

 

Priest’s areas: 

 

 Each priest should have a suite area consisting of a sitting/study room, bedroom, large 

closet and bath. Size might be in the 450 to 500 square foot range. 

 There should be two to three such priests’ suites in the rectory to accommodate resident 

priests and/or visitors.  

 A small place for private prayer may be considered within a rectory (in the 100 square 

foot range). 

 Individual control of HVAC for each suite 

 

 

 

16.4 Schools (Note: Some section needs are similar to Parish Centers above and a review of 

the above should be a part of developing school building needs.)    

 

Important note: When constructing religious education or high school of religion facilities, 

always keep in mind the long term possibility that a full time school facility might be feasible 

in the future. Layout and room sizes should be such that they could become useable for a 

school in the future. For example, classrooms could be planned/built with moveable partitions 

to switch from small RE rooms to full classrooms 

 

 Classrooms: Note – ALL classrooms will have doors with vision panels. 

 

Pre-Kindergarten Program: 

 Classroom with 35 square feet per student. 

 Ceiling height minimum of 8 feet. 

 Outside space of 60 square feet per student, free of hazards and fenced if needed. 

 

Elementary School Building – Kindergarten: 

 Classroom with 35 square feet per student. 

 Ceiling height minimum of 8 feet. 

 

Elementary School Building – Grades 1 to 3: 

 Classroom with 30 square feet per student. 

 Ceiling height minimum of 8 feet. 

 

Elementary School Building – Grades 4 to 8: 

 Classroom with 25 square feet per student. 

 Ceiling height minimum of 8 feet. 

 

Secondary School Building – Grades 9 to 12: 
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 Classroom with 25 square feet per student (15 sf/s actual minimum). 

 Ceiling height minimum of 8 feet. 

 

Other Support Facilities: 

 

Safety and Security 

 Phone System including classrooms. 

 Fire and Security Systems. 

 Ability to limit entrance to school, via office during school day. 

 Camera system for monitoring interior and exterior areas. 

 

Administration 

 Sufficient space with privacy for administrators. 

 Incorporate Nurses Room within office.  (Elementary) 

 Spaces for faculty work. 

 Staff offices - 150 to 200 sq. ft. recommended; 120 sq. ft. minimum 

 Separate staff restrooms 

 

Support Areas 

 Cafeteria and Kitchen (See Hospitality Hall in 16.2) 

 Gym and Auditorium (See Recreational Facilities in 16.2 and Nave Seating in 16.1)  

 Auxiliary classrooms, with multiple uses. (See Music in 16.2) 

 Library, Computer, and media center. (May be combined) (See Media Library in 16.2) 

 

Restrooms: 

 Minimum number of fixtures must comply with codes. The following chart contains 

recommended guidelines for a church facility, but depends on Code: 

 

Building    Women   Men 

 Capacity   WC L  WC U L DF 

  

Up to 50   2 1  2 1 1 1 

51 – 100   3 1  3 1 1 1  

101 – 200   4 1  4 2 1 2 

201 – 400   5 2  5 2 2 3 

401 – 650   6 3  6 3 3 4 

651 – 900   7 3  7 3 3 5 

901 – 1200   8 4  8 4 4 6 

 

Abbreviations: 

WC: Water Closet 

L: Lavatory 

U: Urinal 

DF: Drinking Fountain 
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o Preschool rooms should have direct access to a restroom (which can be shared 

by two preschool rooms). 

o Where space permits; for the convenience of parents, churches are encouraged 

to provide a diaper changing table in at least one restroom for each sex.. 

o Handicapped access must comply with codes, usually requiring at least one 

fixture of each type to be accessible to wheelchairs in each public restroom.. 

o The use of a "high-Io" drinking fountain will satisfy all requirements 

 

Other Building Facilities: 

 

Mechanical Equipment Rooms: 

 Space requirements vary with region and equipment type. 

 Consider equipment and air flow noise in the church. 

 Zone equipment so various program areas can be heated and cooled independently. 

 Exterior access is desirable for these rooms. 

 

Custodial Closets: 

 Provide one closet for each approximate 15,000 square feet of building area. 

 No building area should be farther than 200 feet from a custodial closet with a mop sink 

 Provide a minimum of one closet for each building areas and each building level. 

 Preferred locations: between restrooms, near heavy traffic areas, near elevators. 

 Do not combine custodial closets with utility rooms housing telephone switch gear, 

elevator equipment, electric panels, HV AC equipment, etc. 

 

Provisions for Handicapped Persons: 

Requirements vary by state and locale. Many codes are based on standards developed by the 

American National Standards Institute (ANSI), the International Building Code (IBC), or the 

Americans with Disabilities Act (ADA). Additional considerations include: 

 Building entry:   No steps: provide ramp if steps are needed 

 Slope of walks:  Not more than I foot in 20 feet 

 Slope of ramps: Not more than 1 inch in 12 inches, if over 6" climb rails 

are required. 

 Clearances: 36 inches minimum door width 5 feet minimum hallway 

width for two wheelchairs to pass; 

5 feet, 6 inches minimum hallway width for two persons 

passing on crutches; restroom dimensions to allow turning 

radius for wheelchair 

 Grab bars in toilets 

 Elevators if so required or desired 

 Doors should have automatic opening devices 

 

 

16.5 Sitework 
 

Site Planning: 
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 Facilities for worship, education, fellowship, administration including parking areas: 

1 acre per 100-125 persons in attendance on the site at one time. 

 Outdoor recreation areas: an additional 2 to 4 acres 

 Current Diocesan real estate guidelines are 15 acres for parishes without schools and 20 

acres if a school could be anticipated. 

NOTE: These requirements are based on usable acreage. Zoning regulations including 

maximum area coverage, property line setbacks, storm water retention/ detention requirements, 

utility easements, irregular property shape, steep slopes and low lying areas may reduce the 

actual usable acreage of· the property. 

 

Parking Areas: 

 One parking space for every 1.75 to 2.0 people in attendance on site at one time. It is 

noted that many municipalities have parking requirements that are based upon the 

seating capacity of the main facility which are less than the above. This parking area 

takes into account the demographic patterns and habits. Some municipalities even have 

requirements concerning the maximum area of paved parking. The size of the parking 

area can have a significant impact upon the storm water retention/detention 

requirements to be satisfied on the site. 

 Parking stall dimensions: Standard stall: 9 feet by 18 feet 

Handicap stall: 8 feet by 18 feet, with 5-foot access aisle 

Van Accessible stall: 8 feet by 18 feet, with 8-foot access 

aisle (Access aisle can be shared by two parking spaces.) 

 Handicapped parking requirements vary. Check local requirements. The following 

requirements from the American with Disabilities Act (ADA) may be used as 

guidelines. 

 

Total Parking in Lot Required Minimum Number or Accessible Spaces 

1 to 100   1 for each 25 spaces 

101 to 150    5 

151 to 200    6 

    201 to 300    7 

301 to 400    8 

401 to 500    9 

50l to 1000    2% of total 

1000 and over  20 plus 1 for each 100 over 1000 

 

NOTE: One in every eight handicapped accessible parking spaces, but not less than one, shall 

be served by an access aisle 96" wide minimum and shall be designated Van accessible". 

 Parking ground coverage (assuming efficient layout with parking on both sides of 

driving lanes and allowing for some landscaping and general access): 100-110 spaces 

per acre used for parking only. Approximately 400 square feet is required per each 

parking space, including access aisles. 

 

NOTE: 90° parking on both sides of a two-way driving lane is the most efficient layout for 

parking. The width of this layout is approximately 62 feet using a 24 foot wide aisle. 
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 Adequate parking should also be provided for visitors. This parking should be clearly 

identified with appropriate signage and should be located close to the main entry 

area(s). 10% of the total parking area could potentially be dedicated to serve as visitor 

parking. 
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Chapter 17 – Guide Specifications and General Provisions for Design and Construction 

 

17.1 Guide Specifications 

 

The Diocese prefers that building documents follow standard area industry practices and AIA 

formats. Recognizing that “standard practices” may be open to interpretation; we have listed 

our required practices in Figure 17.1  

 

Figure 17.1 

Required Inclusions in Contract Documents 
Comments   

1. The document lists below are a “Final Design” submission requirement for approvals by the 

Diocesan Building Commission, the College of Consultors and the Bishop. 

2. The industry formats preferred  are: 

a. Drawing format – We prefer the use of the AIA, ConDoc® System, 

http://www.aia.org/aiaucmp/groups/ek_members/documents/pdf/aiap016662.pdf 

b. Specification format – MasterFormat™ 1995 or 2004 should be used. 

http://www.csinet.org/s_csi/index.asp 

3. The inclusion of technical specifications on the plans is strongly discouraged except for Design-

Build or Team-Build projects. Such a practice often leads to conflicts in the bidding process. 

Document inclusion list for Design-Bid-Build 

1. Project Advertisement 

2. Information for Bidders 

3. Proposal Form 

4. Contract Agreement  

5. General Conditions 

6. Supplemental General Conditions 

7. Special Conditions 

8. Technical Specifications 

9. Applicable attachments 

a. Soil Borings 

b. Applicable Permits 

c. Etc. 

10. Project Drawings 

Document inclusion list for Design-Build or Team-Build 

Project format is not as formal as Design-Bid-Build. Document inclusions should be: 

1. Proposal Form 

11. Contract Agreement and General Conditions with Supplemental General Conditions 

2. Special Conditions (Maybe not applicable) 

3. Technical Specifications (possibly on the Project Drawings if design-build) 

4. Applicable attachments (If needed such as soil borings, permits, etc.) 

5. Project Drawings 
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17.2 General Provisions 

 

The General Conditions are the overall framework for a construction contract. We use 

A201™–2007, General Conditions of the Contract for Construction for our conditions on 

design-bid-build projects. Due to the particular requirements of our Diocese, these general 

conditions require some modification. The A201-2007 required modifications are detailed in 

Figure 17.2. 

 

 

Figure 17.2 

 

Required Revisions to AIA 201-2007(General Conditions) 
(Also for A107 if a small project, A141 if Design-Bid project and A 295 if Team-Build project) 

 

Diocese of Harrisburg 

Supplemental General Conditions to be used with AIA 201-2007 
 

 

1. These Supplemental General Conditions are to be incorporated as modifications whenever A 

201-2007 or related General Conditions are used in a construction contract. 

2. If these Supplemental General Conditions conflict with the General Conditions these 

supplements shall control. 

3. The reference numbers of the sections below correspond to section numbers of the AIA 201-

2007 standard document. 
 

1.1.8 – Add “Any references to an Initial Decision Maker shall be understood to mean the 

Design Professional unless otherwise indicated.” This sentence is mostly applicable to 15.2. 

1.5.1 – Change the first sentence to  “All Instruments of Service, including the Drawings and 

Specifications shall become the property of the Owner in accordance with the rider to the 

Owner/Architect Agreement B101-2007.” 

3.7.1 – In the first sentence delete …Contractor shall secure and pay... and add …” Design 

Professional shall secure and the Owner pay… 

5.2.3 – The Owner reserves the right to approve or reject any subcontractors proposed by the 

Contractor with reasonable cause. In the event approval is not given for the use of a 

proposed subcontractor, a reasonable replacement will be will be agreed upon by the Owner 

and Contractor 

9.6.1 – Add sentence to end. “The usual practice in the Diocese of Harrisburg is to make 

payment on the Certificate of Payment within 30 days of receipt of the Certificate at the 

Diocese.” 

11.1.1 – Add to the end of this paragraph the following: 

 

Insurance requirements and minimum limits for contractors: 

 

Commercial General Liability $2,000,000 Aggregate Limit 

Automobile Liability   $1,000,000 Combined Single Limit 

Excess Liability   $4,000,000  
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Workers Compensation  A – Statutory B - $500,000 

Builders Risk (All risk)  Project value as limit 

Contractors Pollution Liability If needed 

Railroad Protective   If needed 

Owners and Contractors Protective Liability – Not usually needed 

 

 

Insurance certificates with a cancellation notice are required prior to the start of any 

work on the project. The Bishop of Harrisburg and the Parish (or school) shall be named 

additional insured’s on the certificate. The certificate shall have a 30 day cancellation 

notice provision. 
 

11.3.1 – In the first sentence delete …Owner shall purchase and maintain... and add 

…”Contractor shall purchase and maintain …” Add a last sentence “The Contractor shall be 

also be responsible for any deductible in the event of an insured loss. 

11.3.1.2, 11.3.1.3, 11.3.4, 11.3.6, 11.3.8, 11.3.9, 11.3.10 – Delete these provisions. 

11.3.2 – In the first sentence delete …Owner shall purchase and maintain... and add 

…”Contractor shall purchase and maintain …” Add a last sentence “The Contractor shall be 

also be responsible for any deductible in the event of an insured loss. 

11.4.1 – In the first sentence delete …Owner shall have the right to require…and add 

…”requires   “ 
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Chapter 18 – Sustainability Guidelines and LEED Projects  
 

PURPOSE. In order to provide the highest standards of energy efficiency, indoor air quality, and 

interior working environments in Diocesan buildings, the Office of Buildings and Properties 

recommends incorporation of the following sustainable materials, systems, and principles in Diocesan 

projects, when the Budget allows. LEED is the acronym for Leadership in Energy and Environmental 

Design. 

 

BENEFITS.  Green building practices can substantially reduce or eliminate negative environmental 

impacts.  Green design can reduce operating costs, increase worker productivity, enhance building 

marketability, and reduce potential liability. 

 

SITE PRINCIPLES.  
A.  Use of 'Best Management Practices' for stormwater management -See "Pennsylvania Storm 

water Best Management Practices Manual”.   

 

B.  Use of pervious pavement reduces water run-off.  

 

C.  Use of landscaping elements to reduce potable water use, reduce energy consumption and 

minimize site maintenance.  

 

D. Consider water conservation, recycling and management. 

 

E. Plan for efficient land use and protect natural resources. 

 

F. Consider full range of transportation alternatives. 

 

G. In siting a building, optimize solar access in winter. 

 

H. In siting a building, minimize exposure to solar radiation in summer 

 

BUILDING PRINCIPLES. 

A.  Re-use structure, systems and materials where practical.   When making facility investments, 

perform them in the proper sequence to ensure appropriate load matching.  Improve the thermal 

performance of the building envelope first, while properly sequencing the upgrade(s) of mechanical 

and electrical systems.  Replacement of whole central systems should come last in the order of priority.   

 

B.  Application of the International Energy Code reduces energy consumption through insulation 

of the entire building envelope.  

 

C.  'Light Reflective' Roofing Membranes reduce cooling loads in the building.  

 

D.  Window systems using thermal breaks, low 'E' and insulating glass; reduces heating and 

cooling loads in the building.  

 

E.  Operable windows; allows use of outside, non-conditioned air.  
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F. Daylighting (skylights, atriums, light shelves); used in conjunction with open floor plans, 

reduces artificial lighting required by allowing natural light to transfuse through the floor area. 

 

G. Toilet Shower stall partitions manufactured from recycled plastic or steel.  

 

H. Recyclable carpet (and carpet with recycled backing material).  

 

I. Use of tile made with recycled glass.  

 

J. Use of products with low V.O.C. emissions.  

 

K. Use of Certified Wood Products (a Pennsylvania renewable resource).  

 

L. Use of natural energy and elements from the environment (solar, wind, and landscaping) to 

reduce energy consumption.  

 

M. Use of recovered coal fly ash in concrete mixtures.  

 

N. Use of thermal mass of building to reduce heat flow through the building envelope.  

 

O. Reduce construction waste.  Implement construction and demolition waste 

prevention/management strategies and selective site sorting of materials for salvage, recycling, 

or disposal. 

 

P. Buy regional material. 

 

Q. Consider the use of Recycled materials (Pre and Post-Consumer) when new material is 

required. 

 

HVAC PRINCIPLES.  
A.  HVAC equipment is specified to be in compliance with the latest ASHRAE standards for 

energy efficiency and environmental impact.   Seek to maximize operational energy savings. 

 

B.  Automatic temperature control systems -reduce energy consumption. Wherever possible, offer 

occupants the ability to regulate their personal comfort. 

 

C.  Use of insulation on piping, ductwork, hot water heaters -reduces heat loss.  

 

D.  Economizer cycle for HVAC system -reduces energy consumption.  

 

E.  Natural gas for heating fuel (if applicable) -clean burning with low emissions.  

 

F.  Use of ozone friendly refrigerants.  

 

G.  Use of heat recovery systems.  
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H. Specify Energy Star rated appliances or business equipment which has standby or other power-

saving features. 

 

I. Consider renewable energy options such as wind, solar photovoltaic, solar hot water and 

geothermal exchange systems. 

 

J. Commission installed systems to ensure proper operation. 

 

PLUMBING PRINCIPLES.  
A.  Use of low water consumption plumbing fixtures and automatic faucet controls; Reduces water 

usage and energy necessary to heat water.  

 

B.  Use of large hot water holding tanks; Reduces cost of energy to heat water by taking advantage 

of off-peak hours.  

 

C. Consider integration with collection of rainwater on the site for maximum use of reclaimed 

water to reduce potable water demand. 

 

ELECTRICAL PRINCIPLES.  
A.  Energy saving electronic light fixture ballasts with T-5 or T-8 fluorescent lamps; Reduces 

electricity required for lighting.  Consider application of LED lighting. 

 

B.  Use of occupancy sensors or time clocks to regulate electric lights; Reduces electricity used.  

 

C.  Use of indirect lighting; Reduces energy required due to lower lighting levels required.  

 

OPERATIONAL PRINCIPLES 

A. Create space for everyday waste recycling 

 

B. Improve housekeeping practices through use of benign cleaning products and more efficient 

cleaning and maintenance protocols. 

 

GENERAL. Incorporate any other proven, cost effective materials or systems that improve indoor air 

quality standards, enhance the interior working environment, and contribute to the overall 

sustainability of the Project.  

 

LEED-RATED/CERTIFIED PROJECTS. LEED certification of Diocesan facilities is NOT a 

requirement.  When the Diocese, Parish or School decides a project will pursue LEED certification, the 

Professional will be required to design the site and building with the goal of obtaining a specified 

LEED Rating and/or Certification. It will be the responsibility of the Professional to be thoroughly 

familiar with the complete LEED Rating System, as developed by the U.S. Green Building Council 

(USGBC), its design implications, and the processes necessary to achieve the desired rating/ 

certification. If the Professional is not adequately experienced in the process, he shall hire a specialty 

LEED consultant to guide his efforts and assure that the Project's goal is achieved.  
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Chapter 19 – Arc Flash Study  
 

Arc flash hazard analysis is a requirement of current safety practices (OSHA) and a best practice for 

personnel safety. Facility owners are required to keep this information on file for any electrical service 

work needed on their facility. The best and most economical time to acquire such information is during 

the construction or renovation phases when the electrical equipment is being acquired. 

 

 19.1 General Procedure 

An arch flash hazard Analysis is performed to determine a workers potential exposure to arc-flash 

energy, conducted for the purpose of injury prevention and the determination of safe work 

practices and the appropriate levels of personal protection equipment (PPE).  Specifically, the 

study results are used to identify the flash-protection boundary and the incident energy at working 

distances throughout any position or level in the electrical system. 

 

An arc flash hazard analysis utilizes the results of a short-circuit and protective device coordination 

study.  The degree of an arc flash hazard is dependent upon the magnitude and duration of the 

available fault current imposed on the bus. The Hazard Risk Category (HRC) downstream from the 

circuit breakers (Protective Devices) may increase in the event of circuit breaker failure.  

 

19.2 Causes of Electrical Arc Flash Events 

 - Contact with live parts typically from dropping tools or loose parts. 

 - Insulation failure 

 - Over-voltages 

 - Dust 

 - Corrosion 

 - Condensation 

 

19.3 Why Perform Arc Flash Studies? 

 - Prevent worker injury or death 

 - Avoid litigation expense 

 - Minimize equipment damage 

 - Minimize system down time 

 - Comply with codes and safety regulations (OSHA, NFPA, and NEC) 

 - Insurance requirements 

 

19.4 How to get these studies performed  

Contract specifications shall include language for an electrical short-circuit; coordination and 

arc flash study to be performed by a qualified contractor/engineer/agency.  Study shall be based 

on the IEEE 1584 standard. 
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Chapter 20 – Financial Guidelines 

 

The most difficult task in the building process is usually funding the project that is developed by the 

parish or school. These fundraising circumstances vary considerably between Diocesan entities. For 

this reason the Harrisburg Catholic Administrative Services (HCAS) participates in the review and 

approval process. Financial information is to be developed and approved within the Feasibility Study, 

Phase 2 of a project. Since circumstances vary, financial input should be both in the form of financial 

spreadsheets and narratives. Additionally the following sections provide some suggested guidelines. 

 

20.1 Maximum Debt:  

 Parish’s debt amounts shall be supported by a financial feasibility study done by or for 

the parish. 

 Parishes are required to have half of the TOTAL project cost on hand before starting 

construction. 

 The remaining project cost may be borrowed from the Diocese for a period of as 

approved by the Diocese and possibly adjusted from time to time.. 

 The prudent amount to borrow may be determined as follows:  

o 3 times the ordinary income of the previous year is ideal. 

 Recommend one third or less of annual income to be used for loan payment to Diocese. 

 

20.2 Capital Fund Raising: 

 Average fund-raising results (for building program/debt retirement).  

o Results depend on commitment to project, the quality of the church hospitality, 

the church's giving potential and the need for the project. 

o Two to three times (on occasions more) previous year's ordinary income over a 

three-year period.  

o Receipts of 90 to 100 percent of amount pledged. 

o Capital campaigns frequently run for 3 year periods. 

 Recommend professional fundraising services be considered, however the cost of this 

service must be included in the total project cost estimate.  

 

20.3 Financial Projections: 

 Another early step in the concept and feasibility phases is to prepare parish/school 

budget studies. 

 These would include comparisons of current budgets to future projected budgets with 

operating costs along with debt payments. 

 Such information is a part of the feasibility approval process. 

 

20.4 In Kind Donation Considerations: 

 In kind or donated services or materials in a project can be a valuable resource. Such 

donations are often available in a diverse parish community. These often include 

subcontractor trades from firms owned by parish members. There is also the possibility 

of parishioner provided work on such items as finish work (for example- painting and 

landscaping) 

 Some caution is advisable, however, in accepting such services as donated materials 

may not carry normal warranties or be prototypes that are not serviced or have parts 
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available. The skill of parish workers can be limited. If problems arise, they tend to spill 

over into becoming parish problems instead of being a benefit to the project. It is best to 

review any in kind ideas early and accept or reject such ideas in a diplomatic manner. 

 

20.5 Creative Giving: 

 When conducting a capital campaign, be sure to be open to various types of 

monetary donations.  

 Funds can be collected thru asset donations, life insurance policies and many other 

means. 

 

20.6 Building Project Budget Guidelines: (percent of construction cost) 

 Architect and other fees:  6 to 12 percent 

 Electrical:    7 to 10 percent 

 Mechanical:    10 to 15 percent 

 Furnishings:    8 to 1 5 percent 

 Landscaping:    5 to 7 percent 

 Contingency:    10 percent 

 Construction cost financing:  variable 

 

NOTE: Construction costs will usually be approximately 70 to 80 percent of the total building 

project budget. 
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Chapter 21 – Full Reserve Studies or Asset Renewal 
 

Full reserve or asset renewal studies are budgetary planning tools to assist in the upkeep and 

maintenance of capital facilities. Conducting such studies helps the parish/school to understand the 

future costs of the facility and to provide for the long term funding of such needs through an ongoing 

set aside of sufficient funds. The following is suggested process for initiating an Asset Renewal 

Program. 

 

21.1 Background 

The School or Parish Buildings & Grounds committee (B&G) must embrace concept of Asset Renewal 

and understand how it is distinguished from ordinary annual repair/maintenance budgets and program 

driven enhancement/renovation/expansion budgets.   

 

 Annual repair/maintenance budget – Recurring annual expense focused on fixing those 

things that break usually budgeted based on historical averages.  This is generally a reactive 

expense triggered by a failure. 

 

 Asset Renewal budget – This is established from a “Full Reserve Study” that sets a 

recurring annual contribution to a Capital Reserve Fund that is used for proactive 

replacement of assets based on a pre-determined expense schedule managed by the School 

or Parish.  It can be thought of as a prepaid expense as opposed to a savings account. 

 

 Program Driven budget – This is generally a specific project budget established after a 

feasibility study that determined the School or Parish has a program driven need to 

renovate, enhance or expand existing facilities.  It is generally associated with a capital 

campaign and is a targeted fundraising goal.  

 

The term “Full Reserve Study” comes from the property management industry.  The Association of 

Professional Reserve Analysts (APRA – http://www.apra-usa.com) and the Community 

Association Institute (CAI – http://www.caionline.org) have created standards for professionals to 

follow in the preparation of a “Full Reserve Study”.  They have also created training and a 

credentialing program to certify those who perform “Full Reserve Studies”.  The applicable 

credential is Certified Reserve Specialist abbreviated as R.S. 

 

The five primary outcomes from a “Full Reserve Study” are: 

1. Inventory of Assets 

2. Condition Assessment  

3. Remaining Useful Life Prediction 

4. Expenditure Schedule (Suggested 20 year) 

5. Reserve Funding Plan 

 

It is equally important to understand what a “Full Reserve Study” is not: 

 NOT a code assessment 

 NOT a feasibility study 

 NOT a program for renovation, enhancement or expansion. 

 

http://www.apra-usa.com/
http://www.caionline.org/
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21. 2 Procurement 

Suggest APRA firms be selected from list of member firms.  These firms tend to have the following in 

common:  small in size, comprised of professionally trained architects and engineers, practice area 

restricted to Reserve Studies (i.e. they do not design or construct), geographically neutral (they are 

used to traveling all over the country), produce reports remarkably similar over a 20-30 year horizon 

due to standardization of process, perform for fees remarkably similar despite geographic location. 

 

It is recommended that considered firms provide references to check and an example of work product 

to compare.   The B&G will have to decide on the horizon for study, either 20 or 30 years.  Based on 

experience, the 20-year horizon seems to be what governance boards have been most comfortable with 

in their thinking and planning. 

 

A simple letter requesting a “Full Reserve Study” sufficiently communicates a scope of work governed 

by the standards established by the Association.  Each Parish or School must attach those things that it 

wishes included in the Study specific to their assets.  A simple Fact Sheet will suffice and enable the 

APRA firms to respond accordingly. 

 

The Fact Sheets should contain the following to the extent they are known by the Parish or School: 

1. Number of buildings 

2. Square footage of buildings 

3. Age of buildings 

4. Uses of buildings (e.g. classrooms, offices, cafeteria, chapel, auditorium, etc) 

5. Type of roofs (e.g. flat membrane, sloped shingle, built-up, etc) 

6. Type of structure (e.g. masonry, steel, etc) 

7. Type of HVAC systems (e.g. central boiler/chiller, rooftop A/C, hot water heat, steam, gas, 

electric, oil, etc) 

8. Type of electrical systems (e.g. primary, secondary, etc) 

9. Type of special systems (e.g. fire alarm, telephone, security, paging, etc) 

10. Type of plumbing systems (e.g. floor mounted fixtures, wall mounted fixtures, gas or electric 

hot water, fire protection, etc) 

11. Acreage of site 

12. Parking lot counts 

13. Recreational spaces (e.g. playgrounds, playing fields, courts, etc) 

14. Equipment (e.g. vehicles, lawn mowers, scoreboards, sound, baskets, bleachers, kitchen, etc) 

15. Furniture (e.g. desks, tables, chairs, pews, etc) 

16. Finishes (e.g. flooring, painting, ceilings, etc) 

 

If the Parish or School does not know the above items, the B&G should discuss if and how these items 

will be collected/handled by the invited firm if selected. 

 

The Parish or School must decide the level of detail for the Study related to the assets they want 

studied.  For example, items will generally be grouped into the following four categories: 

 Exterior Building Elements (walls, roofs, windows, doors, etc) 

 Interior Building Elements (flooring, ceilings, equipment, furniture, etc) 

 Building Service Elements (mechanical, electrical, plumbing, security, fire protection, etc) 
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 Property Site Elements (pacing, retaining walls, fields, equipment, fencing, etc) 

 

These categories can itemize the detail for each building studied if that is desired.  It is recommended 

that the report bundle the expenses to match they way the Parish or School budgets its expenses to 

ensure the flexibility to use and assign responsibility by operation if desired.   

 

The Parish or School must decide on what constitutes a capital expense item.  Generally this is set by 

dollar value such as items that are $2,500.00 - $5,000.00 and up.  So if single items exist that are 

$1,000 to replace, they will not appear on the Study since it will be considered part of annual operating 

expense to address items of that monetary value.   

 

If the Parish or School wishes to retain responsibility for certain items such as painting, desks, 

blackboards, PC’s, etc, it should make a list and communicate this to the firm so no time is spent 

reviewing those items.  The Parish or School should ask the firm what other information is to be 

supplied by the Parish or School in order to complete the scope (to include information prior to and 

during the on-site visit). 

 

The B&G should review proposals for consistency with the parameters they established above.  Phone 

interviews are recommended to clarify or explain differences in scope, approach or schedule.  Fees for 

this type of study can be expected to range from $10,000 to $20,000.  It is common for the firms to ask 

for retainers, but it is just as common for them to waive them when asked.   

 

21.3  Selection 

Once a firm is selected, the initial visit should be scheduled.  It is very important to be ready for the 

initial visit.  The Parish or School should consolidate all of its construction drawings for its assets and 

be prepared to make them available to the Reserve Team.  Repair and replacement histories should be 

researched and documented.  Members of the B&G committee should attend the kick-off meeting 

along with the facility maintenance staff to review the entire approach before the site inspection starts.  

This kick-off meeting should be viewed as a workshop and can last 2-3 hours based on experience.  It 

is an opportunity for the B&G to reinforce what elements it wants studied and in what detail.  Access 

to all areas that contain assets to be studied should be planned and accommodations made (mechanical 

rooms, roofs, etc).   

 

Escalation of costs must be considered and is usually based on published national standards for the 

region unless the B&G prefers to dictate a regional factor based on their collective experience.  The 

factors that have been used for our region over the last two years have been between 4-4.5 %.   

 

Return on investment must also be set and is usually dictated by the B&G based on the current 

Diocesan rates of return for cash on deposit.  These factors have recently been around 3.8 %.  

 

Depending on the number of buildings, their size, and detail to inspect, the on-site portion of the Study 

will usually last 2-3 days.  The firm’s price will have the cost of their on-site expenses included but it 

is always good idea to confirm that up front to avoid surprises, especially if weather forces the visit 

one day longer.   
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After the initial visit, a preliminary report will be prepared and submitted between 6-8 weeks from the 

date of visit.  This preliminary report must be thoroughly reviewed by the B&G committee for 

consistency with all guidance supplied.   Written comments should be transmitted back to the firm.  

The firm should address each comment by accepting and integrating into the report or supplying an 

explanation why it should not be included.   

 

Once the comments are adequately addressed, as judged by the B&G committee, the firm should 

publish a final report.  The report should be in a tabbed three ring binder and also on a CD with the 

narrative in PDF format, but the expense schedule should be in MS Excel format for continued use by 

the Parish of School.   

 

The following are examples of funding plans that show two different scenarios: 

 

Deferred Maintenance Effects 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Anytime that “Additional Reserve Contributions” (the yellow bars) are recommended, it is an 

indication of accumulated deferred maintenance that requires special attention by the governance 

boards of the Parish or School.  Normal reserve contributions will not adequately catch up to the 

identified expenditure needs.  The B&G committee must consider alternative ways to phase and 

prioritize the work.   

A Well-Maintained Asset 
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Anytime that “Additional Reserve Contributions” are not recommended, it is an indication that the 

physical plant has been reasonably well maintained and that the reserve can be funded with normal 

reserve contributions which is the least impact to the supporting community. 

 

In either case, the governance boards of the Parish or School must plan for the perpetual recurring 

expense associated with the funding of this reserve as long as the assets remain in service.   

 

Once the governance boards digest the information supplied by the B&G committee in the form of the 

Final Reserve Report, the governance boards must deliberate on how to fund the reserve and when to 

start that plan.  Once the work of the governance boards is done, those boards must decide how to roll 

out the funding plan to the communities that will be responsible for implementation.  Back to school 

nights, special open house sessions, mailings, etc should be considered and selected to suit the needs 

and methods considered appropriate for the Parish or School.   

 

There is no right level (amount of contribution) or speed within which to implement the plan.  Each 

Parish and School must decide on these based on their communities.   

 

The Diocese has supported this process and revised the project approval procedures to reflect this 

special type of project.  Since it follows a replacement in kind strategy, it has been defined as a 

“sustainability” project that follows a less cumbersome approval procedure.   

 

Even if a community has been fortunate enough to replace an exiting asset (i.e. new school or church), 

there is no better time to start a capital reserve than when the asset is brand new.  This affords the 

greatest benefit of time for the lowest monetary contribution. 

 

While considering Asset Renewal and conducting a “Full Reserve Study”, a Parish or School should 

remember the following: 

 

1. Deferred Expenditures Accumulate – They Don’t Evaporate! 

2. ANY Level of Reserve Contribution is Better Than No Contribution 

3. Acting Now Makes Time an Ally! 
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Chapter 22 – Building Commissioning 

 

22.1  Definition – Building Commissioning is a professional service which is provided on new 

building and renovation projects to provide a quality and systematic process to ensure the 

owner is being provided systems that function as intended by the owner. It is frequently 

associated with Heating, Ventilation, and Air Conditioning (HVAC) Systems but can be used 

on any building system. Commissioning is a useful tool that should be considered. The Diocese 

recommends that it be considered particularly on larger complex facilities where the typical 

HVAC contractor startup services may not be sufficient. 

 

22.2  Purpose - Building commissioning documents and assures to the owner that the building 

systems function as specified in the project documents and satisfy the Owner’s needs before the 

project is accepted. Otherwise, it may be several months until deficiencies surface and the 

contractor will have departed the work site. With the complexity of operating systems in 

modern buildings, it should prove to be cost effective and especially helpful in training building 

operating personnel. Spending the money to coordinate and document the commissioning may 

be advisable or the owner might always be in a catch-up mode from operations and 

maintenance standpoint. Also this could cost the Owner additional significant revenue.   

 

22.3 When to start – Depending on the role you want the Commissioning firm to perform, the start 

of commissioning can occur in any phase of the building project including:  

 Schematic 
(Owner’s Project Requirement’s statement, Basis of Design by Architect/Engineer Company) 

 Design 

 Construction 

 Acceptance by the Owner & Occupancy 

 Post Occupancy 

 

The commissioning process starts with the hiring of a firm or individual to work in parallel 

with other project participants. On complex projects this would occur early as when the design 

professional and general contractor is selected and/or before such selection.  The reason for this 

is to ensure the project documents include the requirements for having commissioning. On 

many projects with less complexity a commissioning firm might be hired after design and used 

only during the construction phase to ensure the facility’s occupancy. Typically commissioning 

efforts might cost $1.16/square foot or 0.4% of the total construction costs.  However, each 

project is priced according to the specific requirements/services for commissioning based per 

the Owner’s project requirements. 

 

22.4  Describing the commissioning process – Commissioning can assist and be inserted in many 

stages depending on the perceived needs of the Owner: 

 

22.4.1 Schematic phase – In its fullest extent commissioning can assist to determine and develop the 

project concept and schematic design.  

 Owners Project Requirements and Basis of Design 
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22.4.2 Design phase – Commissioning develops a Design Checklist to summarize the Owner’s 

requirements, document the procedures used by the designer, ensure that the basis of design 

intent data is documented, and determine whether specified components will work with each 

other as specified.  Also with the checklist, a Design Review Process would be developed for 

general review, coordination review, discipline specific review and specifications review.   

 

22.4.3 Construction phase - 

a. Commissioning would entail forming a team of all project participants to include the 

Owner, Architect, Engineers, Prime Contractors, Subcontractors, Mechanical Equipment 

Representatives, Mechanical Temperature Control Representatives and others as required to 

ensure the proper installation and functionality of the systems installed in the building. 

From this process a Communication Plan would be developed for the project. 

b. The commissioning firm would review the Basis of Design document that expresses the 

architect/engineer’s reasoning for system/component selections and the limits of the 

system/components.  This ensures the Owner that they are receiving a design that fits their 

functional uses for their building. 

c. Commissioning would develop a verification checklist to insure proper installation, monitor 

work progress and identify problems for early resolution. 

d. The commissioning services include: 

 Assessing operation and maintenance needs. 

 Reviewing and using submittals. 

 Tracking checklists. 

 Conflict resolution. 

 Site visits. 

 Performing test procedures. 

 

22.4.4 Acceptance by the Owner & Occupancy - 

a. Commissioning would conduct functional testing to ensure all components and systems 

work together as intended under all normal and emergency conditions. 

b. Quality assurance for operation and maintenance documents. 

c. Quality assurance for owner personnel training. 

 

22.4.5 Post occupancy -    

a. Commissioning firm would serve as point of contact on problems; optimization guidance; 

documentation upkeep; personnel training and testing. 

b. Conduct seasonal testing.  They would develop the criteria and work with the contractors to 

perform the seasonal testing.  These would be functional tests that occur after occupancy 

due to seasonal restrictions. 

c. Conduct warranty reviews beginning at the ten (10) month period.  Most warranties last 

twelve (12) months.  Beginning early helps to identify problems to be fixed at no cost to the 

Owner (before the warranty expires).   
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Chapter 23 – Construction Closeout and Records 

 

23.1 Overview – The end of a construction project often does not get the full attention which it 

deserves. In Chapter 11, 11.4 we discuss the process of project closeout and in Chapter 22 we discuss 

building commissioning; be certain to follow these guidelines. A very important companion step is to 

be sure to have a full paper and electronic set of the project documents for future use and protection. 

 

23.2 Project Record Set – These records can be viewed in several categories and all are important. 

The categories may include: drawings and specifications (or catalogue cuts and shop drawings), 

contracts, warranties/guarantees, memos of important issues/problems, construction photos, legal 

issues and permits; and final cost records. Copies of the above should be safely stored and an 

electronic copy should be given to the Diocesan Office of Buildings and Properties.   Figure 23.1 

below lists a possible set of records. 

 

Fig 23.1 

Project Document Record Set 

(Keep both paper and electronic sets) 

 

 1. Construction Documents: 

   Project Plans 

   Specifications 

    and/or 

   Shop Drawings 

   Catalogue Cuts 

2. Contracts 

Designer contract(s) 

Contractor agreement 

Any misc agreements 

3. All warranties and guarantees 

4. Memos of problems that may arise in future like construction matters or legal concerns. 

5. Construction photos 

Especially keep photos from construction of work that cannot be viewed after 

work is finished (i.e. underground or inside walls). 

6. Legal/permits 

Any legal agreements 

Governmental permit copies – See Chapter 12 for suggested list. 

7. Costs – Retain records of final project costs 
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APPENDIX A 
 

Concept Study, Feasibility Study and Schematic Design Outlines 
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OUTLINE FOR CONCEPT STUDY - see Chapter 4 

 

PLEASE MAIL THE COMPLETED DOCUMENT TO THE VICAR GENERAL’S OFFICE. ALL 

SECTIONS MAY NOT APPLY TO ALL PROJECTS. FOLLOWING IS A SAMPLE OUTLINE 

PROVIDED FOR GUIDANCE PURPOSES ONLY. 

 

We, the undersigned hereby submit our Concept Study Report for the following project: 

 

 

____________________________________________________________________________________

Parish/School        

 

 New Construction                Renovation                  Maintenance 

 

1. Description of project proposal(s) to meet specific needs that have been identified.  

 

 

8. Anticipated Needs: Describe the process that has lead to deciding the above project is needed. 

How have the existing facilities been assessed for fitting into this study and needs. What type 

of committee was used for the study?  

 

 

9. Local Statistics: Review the local population statistics, both historical and projected (growth or 

decline), in THE general area and the Catholic populations; plus parish/school specifics. 

 

 

10. Financial Capability. What preliminary reviews have been done to assess the parish/school’s 

ability to finance this project? Has contact been made with the Director of the Harrisburg 

Catholic Administrative Services (HCAS)? What is the intended method of financing the 

project?  

 

 

11. Parish/school Support: Has the parish/school membership been encouraged to provide input 

and support for this project? What type of survey and support has been done so far for this 

endeavor? 
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OUTLINE FOR FEASIBILITY STUDY - see Chapter 5 

 

PLEASE MAIL THE COMPLETED DOCUMENT TO THE VICAR GENERAL’S OFFICE. ALL 

SECTIONS MAY NOT APPLY TO ALL PROJECTS. FOLLOWING IS A SAMPLE OUTLINE 

PROVIDED FOR GUIDANCE PURPOSES ONLY. 

 

We, the undersigned hereby submit our Feasibility Study Report for the following project: 

 

 

____________________________________________________________________________________

Parish/School        

 

  New Construction                Renovation                  Maintenance 

 

1. Description and scope of project to include specific needs.  Please use separate page if necessary. 

 

 

2. Needs Analysis: Detail the analysis of input from parish/school leaders, parish/school groups, 

programs, activities and town hall meetings. Include the analysis of population statistics for the general 

and the Catholic populations, registrations, baptisms, deaths, school enrollments, etc. Has a Master 

Plan been developed, if yes, please include. A Master Plan is important to any large project. Also 

explain how any prioritized facility needs match this Master Plan. Was any consideration given to 

meeting needs by collaboration with other parishes? 

 

 

3. Assessment of any existing facilities: Include a  study of existing related areas including current 

use, condition, and how the facilities will/will not support present and future needs and priorities. The 

Director of the Diocesan Office of Building and Properties must be contacted to determine if there are 

any environmental issues related to the project that must be investigated (asbestos, lead paint, 

underground tanks, etc.). 

 

 

4. Finances: What was the outcome of discussing the project finances with the Director of the 

Harrisburg Catholic Administrative Services (HCAS)? That discussion will assess the ability to 

finance the project; and future ability to operate and service any incurred debt.  For fundraising 

describe any professional fundraising help consulted or anticipated. If a financial feasibility study has 

been done, please include this study.  

 

5. Options: What are the final physical facility options that might be considered for construction 

of this project? What are the construction procurement methods identified for the project? Discuss the 

advantages and disadvantages to the project needs for each option to show what the best value 

solution might be. 

 

6. Recommendations: Indicate the options selected from #5 above both for the facility and the 

construction procurement method. Include the reasoning for the selection. Indicate the proposed 

timeline for the project 
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7. Support: Discuss the current support within the parish/school for recommended option and how 

this support was obtained (Questionnaires, Town Hall Meetings, etc.). What is the confidence level 

for the success of a capital campaign and overall organizational support? What are the parish/school 

greatest strengths and weaknesses? 
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OUTLINE FOR SCHEMATIC DESIGN SUBMITTAL - see Chapter 6 

 

PLEASE MAIL THE COMPLETED DOCUMENT TO THE VICAR GENERAL’S OFFICE. ALL 

SECTIONS MAY NOT APPLY TO ALL PROJECTS. FOLLOWING IS A SAMPLE OUTLINE 

PROVIDED FOR GUIDANCE PURPOSES ONLY. 

 

We, the undersigned hereby submit our Schematic Design Report for the following project: 

 

 

____________________________________________________________________________________

Parish/School        

 

  New Construction                Renovation                  Maintenance 

 

1. Description and scope of project to include specific needs possibly including information from the 

Feasibility Study..   

 

 

2. Preliminary comments on any applicable items in the User Guidelines portion of Chapter 6. 

Include coordination with Diocesan offices as applicable. 

 

 

3. Preliminary project plans including: general site plan, building floor plan(s) and elevation views 

sufficient to describe project. Renovation projects may have a different list, but only develop sufficient 

drawings to approximately describe project. 

 

 

4. Outline specifications as shown in Chapter 6 

 

 

5. List the intended capacities and space considerations (see Chapter 16) 

 

 

5. Current Cost Estimate for project as described in Chapter 8. 

 

 

6. Description of project financing using form below or comparable information. 

 

 

7. Description of intended method of construction procurement (design-bid-build, design-build or 

team-build) (see Chapter 10). 

 

 

8. Preliminary review of regulatory approvals required.(See Chapter 12 list)9. Anticipated Project 

Schedule or Timeline. SAMPLE REPORT LAYOUT. THIS FORMAT IS NOT MANDATORY  

AND IS OFFERED AS A GUIDE 
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* Number corresponds to the number on the Annual Parish Report 
 

 

 

 

 
INFORMATION TAKEN FROM LATEST ANNUAL REPORT DATED 6/30/ ___________________ 

Also include current year data if more than 6 months from the end of the previous report. 

 

A.    Total Ordinary Income (No. 2)*  ................................................................ $_____________________                                    

   

B.     Total Ordinary Expense (No. 6)*   ............................................................. $_____________________                                    

 

C. Surplus or (Deficit) (A. minus B.)  ............................................................................................................................. $_____________________ 

 

D.    Total Ordinary & Extraordinary Income (No. 5)*    ................................... $_____________________                                    

 

E. Total Ordinary & Extraordinary Expense 

         (No. 9)*   ...................................... $_____________________ 

 

F. Unpaid bills or assessments from last year. 

 (Taken from Schedule VI of 

        Annual Report)*  .......................... $ ____________________  

 

G.    Total of E. & F.   .......................................................................................... $_____________________                                    

 

H. Surplus or (Deficit) (D. minus G.)  ............................................................. $_____________________ 

 

  

 
SEE INSTRUCTIONS ON LAST PAGE: 
PRESENT FINANCIAL CONDITION AS OF (current date)                                        
             
Current Church Checking Account Balance  ......................................................  .............................................................. $ _________________        
Other Checking (specify)  ...................................................................................  .............................................................. $ _________________         
Catholic Institute Reserve ...................................................................................  .............................................................. $ _________________        
Other Investments (provide-detail on back of form) ..........................................  .............................................................. $ _________________                    
Total Cash and Reserves .....................................................................................  .............................................................. $   ________________ 
Less:      Current Debt  .........................................................................................  .............................................................. $ _________________                       
Current Unpaid Bills ...........................................................................................  .............................................................. $ _________________                       
Other Debts (include lease balances) ..................................................................  .............................................................. $ _________________        
Total Debts...........................................................................................................  .............................................................. $ _________________ 
Current Surplus or (Deficit) condition ............................................................................................................................... $                                      
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________________________________________________ ____________________________________________                                                                                                                                                                                                

                               Pastor/Administrator                                                                                                       Date                           

 

________________________________________________ ____________________________________________                                                                                                                                                                                                           

                        Pastoral Council Representative                                                                                             Date                           

 

________________________________________________ ____________________________________________                                                                                                                                                                                                            

                    Parish Finance Council Representative                                                                                      Date                           

 

 

 

 

 

 

 
INFORMATION TAKEN FROM LATEST ANNUAL REPORT DATED  ____________________ 

 
Number Of Families In Parish _______________________ 
 
Annual Per Family Giving 
(Ordinary Income per Families)  ............................................................................................................................................ $ ___________________ 
 
Debt Obligation Per Family 
 Present Debt   $___________________        Debt Per Family 
 New Debt Per This Request  $___________________ 
 Total Debt   $___________________ ......................................................................... $ ___________________ 
 
Total Debt Payments   ............................................................................................................................................................ $ ___________________ 
 
Total Reserve Additions  ........................................................................................................................................................ $ ___________________  

 
METHOD OF FINANCING THE PROJECT 
 
Total Project............................................................................................................................................................................ $ ___________________ 
 
               From Current Funds  ............................................................................ $___________________                                    
 
               By a Special Campaign (Specify)  ....................................................... $___________________                                    
 
               From Reserve  ....................................................................................... $___________________                                    
  
 By Loan  ............................................................................................... $___________________                                    
 
 From Parishioners Memorials/Pledges  .............................................. $___________________                                    
 
 Other (Specify)  ................................................................................... $___________________                  
                   
 
TOTAL .................................................................................................................................................................................. $ ___________________  
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 INSTRUCTIONS FOR COMPLETING THE "PRESENT FINANCIAL CONDITION" SECTION 
 

Current Church Checking Account Balance: 
Enter the checkbook balance as of the current date of your request. 

 

Other Checking Accounts' Balances: 
Enter the checkbook balances of other bank accounts available for funding this request. 

 

Reserve: 
Enter the latest balance from the last reserve statement received. 

 

Other Investments: 
Enter the current value of all savings accounts, certificates of deposit, bonds, stocks and other investments.  Attach a detailed 

listing. 

 

Current Debt: 
Enter the current total balance(s) due from the last Loan Statement received. 

 

Current Unpaid Bills: 
Enter the total currently due suppliers and others for all invoices including past due balances owed. 

 

Other Debt Obligations: 
Enter the total unpaid balances of any lease agreements, promissory notes, construction contracts, or other debt obligations 

with financial institutions. 
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APPENDIX B 
 

CONSTRUCTION PROJECT APPROVAL FORM 

PARISH LOAN APPLICATION 

PARISH LOAN CHECKLIST 
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Diocese of Harrisburg -- Form B 
Approval for projects/purchases with a cost greater than $30,000 

(Submit with Final Design Documents.) 
 

Project Number        ___________        _________        ______________        (ex: 392-08-01) 
                        Parish /School #           Calendar Yr.           Sequential  Project # 

Location    ________________________________________________________           Date _______________        
Parish/School/Property 

 

Project Title _______________________________________________________________________________ 

 

Project Type:  Maintenance/Repair  ___________   Renovation ____________ 

  New Construction   ___________   Equipment  ____________ 

 

Estimated Cost:   $ 

 

Project Description    ________________________________________________________________________ 

  ____________________________________________________________________________ 

 

  ____________________________________________________________________________ 

  

Project Justification   ________________________________________________________________________ 

 

  ____________________________________________________________________________ 

 

  ____________________________________________________________________________ 

 

  

We hereby request permission to expend the sum of:                      $ ________________________ 

Of this sum we wish to borrow from the Diocese:                           $ ________________________ 

(for a period of __________years) 

The remaining amount to be funded from parish savings:                $ _______________________ 

We certify that this sum will fully cover the total cost of work or purchase of this property/equipment and that 

every anticipated expenditure is contained in our estimate as defined in Chapter 8 of the manual. 

 

Signature of Pastor/Administrator/Principal:  

 

A minimum of 50% of the Members of the Parish Finance Committee or School Board Must Sign Below: 
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Parish Loan Application 

 
Applicant Information 

 

Parish Name _________________________________________________ 

Address _____________________________________________________ 

Phone ____________________ FAX ________________________ 

Contact Person _________________________________________ 

E-Mail Address __________________________________________ 

 

Funding Request 

 

Estimated Project Cost $_________________  

Loan Amount Requested $________________  

Loan Term Requested       ________ 

Total Amount Pledged for Project $__________________  

Funds on Hand for Project $_______________________  

Total Funds Available $____________________ {Amount Pledged + Funds on Hand} 

 

Project Information 

 

Use of funds 

 

What is the purpose of the loan? Please include a description of the project. If the funds will be used for 

improvements or repairs, please explain why the project is necessary. If the funds will be used for new 

construction please include a description of the project as well as the reasons for the project. 

 

Supporting Information 

Please provide: 

 Parish Pastoral Council and Finance Council Meeting Minutes Approving Project 

 Feasibility Study {if new construction} 

 Architect and or Contractor information 

 Detailed Costs 

 Working Drawings 

 Balance Sheet 

 Cash Flow Statement 

 Current Operating Budget 

 Other debt detail 

  Other loans on your books. 

  Debt servicing for that debt 

 How this debt will be serviced. 
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Parish Loan Checklist 

 
1. Parish Information 

a. Name 

b. Address 

c. Telephone Numbers 

d. E-mail addressed 

e. Contact Person for this project 

2. Project Description 

a. How will the money be used? 

i. Improve/Repair Current Building 

1. Why are the improvements/repairs necessary? 

2. Specific Improvements 

a. Detailed description with working drawings 

b. Architect and/or Contractor information 

c. Complete detailed cost information 

d. Construction Schedule 

                               ii New Construction 

1. Why is the new facility needed 

2. Feasibility Study 

3. Detailed description of the project with working drawings 

4. Architect and/or Contractor information.  

5. Complete detailed cost information 

6. Construction Schedule 

3. Funding Request 

a. Loan amount requested 

b. Term requested 

4. Financial Information 

a. Current financial position 

i. Balance Sheet 

ii. Cash in reserve for this project {Total Amount Pledged + Funds On-Hand} 

iii. Cash flow statement 

iv. How will the debt be serviced 

v. Cash flow projections related to new activity (i.e. higher costs associated with new 

building, higher revenues associated with increased attendance or programs, fund 

raising activities or ongoing debt service campaigns) 

Other debt now on the Parish books {Separate information for each obligation.} 

1. How much? 

2. Remaining term? 

3. Debt service? 

vi. Capital Campaign Information 

1. Which Campaign? 

2. If First, is second contemplated? 

3. Estimated proceeds from each campaign, including pledges, amount collected 

to date and historical collection percentages based on prior campaigns, Lenten 

appeal, etc. 

b. Is it realistic for the Parish to assume this debt?                 
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APPENDIX C 
 

PARISH/SCHOOL PROJECT RECORD 
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FORM C 

 

DIOCESE OF HARRISBURG 

PARISH/SCHOOL PROJECT RECORD 

 
Submit a copy of this form with contract documents for every project completed with a cost less than $30,000 

that involves a project where a guarantee, warranty, or liability exists, such as the installation of new boiler, 

roof, asbestos removal, etc. Also required is a Certificate of Insurance from the Contractor. 

 

Project Location ____________________________________________________________ 

Project Title __________________________________________________________________________ 

Project Cost (less than $30,000) _____________________________________________ 

Project Description __________________________________________________________________ 

_____________________________________________________________________________________ 

Contract Attached     Yes________ 

Warranties Attached     Yes________  NA__________ 

Required certificate of Insurance Attached  Yes________ 

Contractor agrees to the extent allowed by law to protect, indemnify, save, and keep harmless the 

Catholic Bishop of Harrisburg, Gallagher Bassett Insurance, and (Location) _______________ 

_____________________________________________________ against and from any and all loss, cost, 

damage or expense arising out of or from any accident or other occurrence on or about said premises as a 

result of, incident to, occasioned by or during contractor’s operations, causing injury to any person or 

property whomsoever and whatsoever; and will protect, indemnify, save, and keep harmless the above-

mentioned parties from any and all claims, costs or expense rising out of any failure of the contractor in 

any respect to comply with and perform all the requirements and provisions agreed to and required by 

any law or ordinance.  

____________________  ________________________________ 

Date     Contractor’s Signature  

 

The signed copy of this form and Certificate of Insurance are to be forwarded to the Department of Buildings 

and Properties, 4800 Union Deposit Road, Harrisburg, Pennsylvania 17111.
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APPENDIX D 
 

CHANGE ORDER GUIDANCE 
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Subject: Construction Contract Change Order and Modification Processing 

 

Application: Except for item 1 below, this guidance applies to any project where the approved cost is 

$100,000 or greater. This guidance also applies to any project where a change or modification causes 

the approved cost to go over $100,000. 

 

Issue: Projects have exceeded the approved project amount because change orders and modification 

amounts are not being tracked or are being held until the end of the project. This then requires last 

minute unplanned adjustments to financing plans. 

 

Procedures:  

 

1. All preliminary project estimates will be approved, and funding made available, to cover a 

10% contingency fund so that changes and modifications can be absorbed without 

impacting the overall project amount. Contingencies will not have to be carried forward 

once bid prices have been received in the Design-Bid-Build process or negotiated prices 

have been received for the Team-Build or Design-Build process. 

2. All project change orders or modifications necessitated by differing site conditions, drawing 

errors, specification errors, etc that increase the project cost by $1,000 or more will be 

forwarded to the Diocese for review and approval prior to the change or modification work 

being accomplished. 

3. All user requested changes or modifications regardless of value will be forwarded to the 

Diocese for review and approval prior to the change or modification work being 

accomplished. 

4. Administrative changes or no cost changes may proceed without prior notification but a 

copy of the change will be provided to the Diocese. 

5. Project changes and modifications will NOT be accumulated until the end of the project. 

Notification of impending changes and modifications will be submitted to the Diocese 

within seven (7) days of discovery.  

6. When a change or modification request is submitted for review and approval, the 

anticipated impact to the funding plan will also be addressed such as:   

a. Funded by pre-established contingency fund 

b. Funded by Donation 

c. Requires additional Loan 

d. Etc 

7. Each change or modification submission will list the approved contract amount, the 

contingency amount, number of changes and modifications, and balance of funds remaining 

until all funds are expended. 
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APPENDIX E 
 

REAL ESTATE 

ALIENATION AND ACTS OF ADMINISTRATION 
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June  2010  

ALIENATION 
THE LAW 

 

Canon 1292, §1 … When the value of the goods whose alienation is proposed falls within the minimum and maximum 

amounts to be defined by the conference of bishops for its own region, the competent authority (to give permission for 

alienation) is determined by the statutes of the juridic persons if they are not subject to the diocesan bishop; otherwise 

(e.g. for parishes), the competent authority is the diocesan bishop with the consent of the finance council, the college of 

consultors, and those concerned. The diocesan bishop himself also needs their consent to alienate the goods of the 

diocese.  
Canon 1292, §2. The permission of the Holy See is also required for the valid alienation of goods whose value exceeds 

the maximum amount, goods given to the Church by vow, or goods precious for artistic or historical reasons.  
Canon 1293, §1. The alienation of goods whose value exceeds the defined minimum amount also require the following:  

1° a just cause, such as urgent necessity, evident advantage, piety, charity, or some other grave pastoral reason  

 
Definition: Change of ownership. 

Some examples: The Diocese sells property to a parish. 

A parish sells property to the Diocese. 

One parish sells property to another parish.  

A parish or the diocese sells property to an individual or corporation. 

 

USCCB COMPLEMENTARY NORMS 
AS MARCH 31, 2010 

FOR PROPERTY ALIENATED BY THE DIOCESE 

OF HARRISBURG  

Minimum: $250,000  

Maximum: $3,500,000  

FOR PROPERTY ALIENATED BY PARISHES 

WITHIN THE DIOCESE OF HARRISBURG  

Minimum: $25,000 or 5% of prior year’s ordinary  

annual income*, whichever is greater  

Maximum: $5,000,000  

*this ordinary income is calculated using either the 

prior calendar or fiscal year.  

 

SUMMARY of ALIENATION NORMS 

 
To determine the dollar figure  to be alienated, TWO APPRAISALS are generally required and this 

information must be given to those parties involved PRIOR TO asking for their consent.  

 

When the amount to be alienated falls below the minimum set by the USCCB, then permission of the vicar 

general is needed to alienate any parish property. When it is clear that the alienation will fall below the 

minimum, the requirement of two appraisals is dispensed.  

 

When the amount to be alienated falls between the minimum and the maximum limits the diocesan bishop 

must receive CONSENT of (1) the college of consultors, (2) the diocesan finance council, and (3) those 

concerned* before he is able to give permission for a parish to alienate its goods/property or before he alienates 

the goods/property of the diocese. (*some examples of “those concerned” are: founders, donors of the property, and substantial 

benefactors to the property, beneficiaries and others whose rights might be affected by the proposed alienation.)  

 

If the amount to be alienated exceeds the maximum limit, permission of the Holy See is also required.  

 

Permission of the Holy See is also required to alienate goods given to the Church by vow, or goods precious 

for artistic or historical reasons. June  2010 
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ACTS OF ADMINISTRATION (Not Alienation) 
 

NORMS FOR EXPENDITURES OVER $30,000 AND LOANS OF ANY 

AMOUNT 

 
For Pastors/Administrators 

  
Request to BORROW FUNDS:  

under $30,000  permission of the vicar general  

 

EXPENDITURES (on property: buildings and/or land, leases, new construction, repairs, capital improvements, 

major alterations, equipment, vehicles, materials, furnishings, goods, and services) or Requests to BORROW 

FUNDS for such projects:  
$30,000 - $75,000: permission of the director, buildings & properties  

$75,001 - $200,000: permission of the vicar general  

$200,000 or greater: permission of bishop after consulting the  

college of consultors  

$500,000 or greater: permission of bishop after consulting the  

college of consultors and receiving the consent of the diocesan finance council  

 

PROCEDURES – For repair, maintenance and other renovation projects please refer to the Project Planning and 

Construction Procedures Manual, latest version (issued by the Office of Bldgs and Properties)  

Less than $30,000 Local parish or school executes contracts. Review not required by Diocese but is 

available. Submit form C when completed.  

$30,000-$75,000  Submit form B indicating need for project and financial status plus design or contract 

documents for review. 3 bids required.  

$75,001-$200,000     Same as above for maintenance & repair. For new construction feasibility study 

required plus submission of schematic and final designs for review by DBC and 

College of Consultors.  

$200,000 or greater  Same as above except need Bishop’s permission before doing concept study  

 

 When the proposed expenditure or request to borrow is under $200,000, it remains at the discretion of the vicar 

general whether to consult the college of consultors for their review of Form B.  

 For any new church construction or for any alterations/renovations to existing church structure (e.g. new furniture, 

carpeting, painting, etc.) all plans must be submitted in writing to the vicar general who will forward them to the 

Office of Worship for consultation and review.  

 In any new church construction, the diocesan bishop must also CONSULT with the presbyteral council and the 

rectors (e.g. pastors) of neighboring churches [see canon 1215.2].  

 

For Acts of Diocesan Administration (“more important” and Extraordinary)  
Canon 1277: The diocesan bishop must hear the finance council and college of consultors to place acts of ad-

ministration which are more important in light of the economic condition of the diocese. In addition to the cases 

specially expressed in universal law or the charter of a foundation, however, he needs the consent of the finance council 

and of the college of consultors to place acts of extraordinary administration. It is for the conference of bishops to 

define which acts are to be considered of extraordinary administration.  
 

“MORE IMPORTANT” ACTS OF ADMINISTRATION: The Diocese of Harrisburg has no norms that define the “more 

important” acts of administration. Lacking such particular legislation, it is left to the discretion of the diocesan bishop to 

hear the college of consultors and the diocesan finance council as he sees fit in individual cases when placing acts of 

administration that he considers “more important.”  

 

ACTS OF EXTRAORDINARY ADMINISTRATION which require consent of the college of consultors and the diocesan 

finance council (see USCCB Complementary Norms on Canon 1277, promulgated March 3, 2010). These acts of 
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extraordinary administration include: (1) Initiating a program of financing by the issuance of instruments such as bonds, 

annuities, mortgages or bank debt in excess of the minimum amount set in accord with canon 1292, §1; (2) Resolving an 

individual or aggregate claim(s) by financial settlement in excess of the minimum amount set in accord with canon 1292, 

§1; (3) Engaging in the regular management or operation of a trade or business that is not substantially related to the 

performance of the religious, spiritual, educational or charitable purposes of the Church, for the purpose of generating 

income to carry on such activities; (4) Entering into any financial transaction or contractual agreement, the terms of which 

address matters involving an actual or potential conflict of interest for the diocesan bishop, auxiliary bishop(s), vicar(s) 

general, episcopal vicar(s), or diocesan finance officer.  
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APPENDIX F 
 

RIDER FOR CONTRACTS WITH DESIGNER (ARCHITECT) 

AIA B101 OR COMPARABLE DOCUMENT WITH A DESIGN BUILDER 
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Attachment to “Standard form of Agreement Between  

Owner and Architect” (AIA document B101-2007) 

by and between 

The Roman Catholic Diocese of Harrisburg 

And 

__________________________________________ 

 

 

This attachment to Document B101-2007 is made as of the _______________(day) of  

 

_________________ (month, year) by and between the Roman Catholic Diocese of Harrisburg  

 

(the “Owner”) and _________________________________________________________ (the  

 

Architect).  

 

 

The Owner and the Architect have entered into a Standard Form of Agreement Between Owner and 

Architect (AIA Document B101-2007) herewith known as the Agreement. The Owner and the 

Architect desire for this attachment to modify the Agreement. 

 

Now, therefore, in consideration of the Agreement, the parties hereto agree as follows: 

 

1. Where this attachment conflicts with the Agreement, this attachment shall control. 

 

2. The following provisions are hereby incorporated into the Agreement. Where reference is made to 

a particular section number, such reference shall be deemed to modify the corresponding section of 

the Agreement: 

 

a. To ensure all parties are clear on the roles and responsibilities of each party, the following 

amplifications and clarifications are made 

i. All services provided by the architect shall be performed in a reasonably prompt 

manner and shall be in accordance with the standards of skill and care applicable to 

such services as preformed for this agreement 

ii. The architect will be responsible for all services provided hereunder whether such 

services are provided directly to the architect or by any consultants hired by the 

architect.  

iii. The architect will coordinate all drawings and design documents relating to the 

architect’s design and used on the project whether such drawings and documents are 

prepared by the architect or the architect’s consultant(s). 

iv. The architect shall be entitled to rely on the accuracy of any and all information 

provided by, through, or on behalf of the owner but will notify the owner, in writing, if 

the architect becomes aware of any error, omission, or inconsistency in such 

information or services. 

v. Both the Owner and the Architect will provide responses to requests for information in 

a timely manner. 
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vi. Notwithstanding the foregoing or any other provision in this agreement, the architect 

shall notify the owner prior to providing any additional services and shall obtain the 

owner’s prior written authorization to provide such additional services as well as the 

owner’s authorization for the increase in the cost of such a change in additional 

services. 

 

3. Ownership of Design Documents 

 

a. Subject to applicable law, all Pre-Design and Schematic Design documents, Design 

Development Documents and Construction documents (collectively, the “Design Documents”) 

shall become the sole and absolute property of the Owner and Owner shall have title thereto 

and unrestricted use thereof upon Architect’s actual receipt of final payment for all services 

rendered and expenses incurred. Until such time that the Architect receives final payment, 

Architect grants Owner an exclusive license to use the Design Documents for the sole purpose 

of completing the Project with said license conditioned upon Owner’s continued fulfillment of 

its duty to pay Architect for services rendered under the Agreement.  

 

b. Notwithstanding Owner’s unrestricted use of the Design documents granted above following 

receipt of final payment, in the event the Owner uses the documents for any other purpose other 

than for completion of the Project, then such use without the Architect’s continued professional 

involvement shall be without liability to the Architect. Owner shall indemnify and hold 

harmless architect, its owners, officers, directors, employees, agents, successors and assigns 

from and against any and all claims, losses, liabilities, damages, judgments, and costs and 

expenses, including reasonable attorneys’ and experts’ fees, arising from or resulting from 

owner’s use of the design documents for purposes other than completing the project, including, 

but not limited to, additions, alterations, modifications, or extension of the project or other 

projects. 

 

4. Compensation for the Architect’s Basic Services, identified herein, includes all services of 

engineers and other consultants to be engaged by the Architect for normal structural, mechanical 

and other engineering and consulting services in connection with the Architect’s Basic Services for 

this Project and no additional amounts shall be payable by the Owner for such services.  Such fixed 

(or limit of) compensation also includes all analyses , studies, reports, or consultants’ services 

required by the Architect in connection with the development of the design and construction 

documents for the Project, and shall not be separately charged to the Owner, except as otherwise 

herein expressly provided. 
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In witness thereof, the parties have executed this Attachment as of the date above 

 

         (Owner)   The Roman Catholic Diocese of Harrisburg 

 

  By:_________________________________________ 

 

  Name:______________________________________ 

 

  Title:_______________________________________ 

 

 

(Architect) ______________________________________________ 

 

By:_________________________________________ 

 

  Name:______________________________________ 

 

  Title:_______________________________________ 
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END OF MANUAL 


