
April 25, 2023 Webinar on Multi-Year Facility Planning

Click here to watch the webinar

https://attendee.gotowebinar.com/recording/5237205211244997634


• how to identify building structures and
systems

• how to hire a consultant to review,
assess and to create a multi-year parish
facility plan

• the types of contractors recommended
for estimating the cost of routine
maintenance and replacement

• deciding when to replace vs. repair
• Catholic Mutual insurance coverage

and training modules
• financing capital improvements and

transparent communication with the
parish community.

Michelle Shelton, Executive Director, 
Facilities and Real Estate, 
SheltonS@adw.org

Robert Messer, Manager, 
Facilities and Real Estate, 
MesserR@adw.org

Frank Ward, Catholic Mutual, 
FWard@CatholicMutual.org

Adrienne Willich, Executive Director, 
Parish and School Financial Operations, 
WillichA@adw.org
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ARCHDIOCESE OF WASHINGTON 

Real Estate and Facilities Management Office 

 

The Real Estate and Facilities Management Office is available to assist parishes with guidance and recommendations on 
projects related to the real estate, construction and alteration of parish facilities. However, the overall control and 
management of facility projects resides within the parish and is the responsibility of the pastor.  It is recommended 
that pastors review and consult the “Contract Review Policies and Procedures” manual that was promulgated on August 26, 
2015. The manual can be accessed on the Archdiocese website at: https://adw.org/wp-content/uploads/2015/09/Revised-
Contract-Review-Policies-and-Procedures-complete-with-attachments.pdf 

 

Approval Required for Entering into Real Property Agreements 

When entering into a real property agreement for any purpose, the pastor should first contact the Executive Director of Real 
Estate for assistance with reviewing any proposals and preparing the proper documents for the real estate transaction and 
canonical approval. The pastor is also encouraged to work with the Executive Director of Real Estate to develop the proper 
terms of the agreement before proceeding with the contract review (see contact information at the end of this document).  It 
is essential that we assist parishes with their real estate transactions to ensure that their interests are protected and all 
canonicals approvals are obtained. 

 

Types of Real Property Transactions that Require Approval  

Sale of Real 
Property  

Purchase of 
Real Property  

Borrow Money to 
Purchase Real 
Property  

Other transactions: Leases, Licenses, 
Assignments, Easements, Accepting 
gifts of property, donation of property, or 
raze  

Substantial 
Alterations to 
Parish Real 
Property 

 

Approval Required for Significant Parish Expenditures Related 
to Construction and the Alteration of Parish Facilities 

 
1. When funding a construction project or significant parish expenditure relating to the alteration of parish facilities 

(including repairs, renovations, and new construction), the pastor should first review Section III of the Contract 
Review Policies and Procedures Manual, which outlines the requirements for parish transactions requesting 
canonical permission. The policies, procedures and approval requirements differ slightly based on the total cost of 

      

                   
               
                 
           

                  
                  
                     

                   

                  
                       

Click here for the full 
Facilities FAQ document 
on ADW.org

https://adw.org/wp-content/uploads/sites/2/2023/04/Facilities-FAQ-October-2022.pdf
https://adw.org/wp-content/uploads/sites/2/2023/04/Facilities-FAQ-October-2022.pdf
https://adw.org/wp-content/uploads/sites/2/2023/04/Facilities-FAQ-October-2022.pdf


Archdiocese of Washington Maintenance / Facilities Self Assessment
parish / school:
building / location:
survey by:
survey date:

Preventive Maintenance
CONDITION

Category / Description  N
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Install Date

Warranty 
Expiration 

Date

Recommended 
Maintenance 

Schedule
Date of Last 
Maintenance Comments

MAJOR AREAS
DRAINAGE/PLUMBING SYSTEMS

Area Drains every 12 months 
before winter

inspect and clean out (as needed) 
after major storms

Backflow Preventer(s) inspect yearly
Storm Drains every 12 months 

before winter
inspect and clean out (as needed) 
after major storms

Sewers every 12 months
Sump Pump(s) every 12 months 

before winter
ROOF SYSTEMS

Roofing inspect yearly before 
winter

Roof Penetrations inspect yearly before 
winter

Curbs & Supports inspect yearly before 
winter

Flashing & Trim inspect yearly before 
winter

Gutters every 12 months 
before winter

Downspouts every 12 months 
before winter

Roof & Overflow Drains every 12 months 
before winter

Scuppers every 12 months 
before winter

Roof Hatches
Expansion / Seismic Joints inspect yearly before 

winter

Click here to find the assessment workbook on ADW.org

https://adw.org/wp-content/uploads/sites/2/2023/04/ADW-Facilities-Self-Assessment-Survey-April-2023.xlsx

Sheet1

						Archdiocese of Washington																				Maintenance / Facilities Self Assessment

																						parish / school:

																						building / location:

																						survey by:

																						survey date:

		Preventive Maintenance

								CONDITION

		Category / Description						 NEW		 GOOD		 FAIR		 POOR		 N/A		Install Date		Warranty Expiration Date		Recommended Maintenance Schedule		Date of Last Maintenance		Comments

		MAJOR AREAS

				DRAINAGE/PLUMBING SYSTEMS

						Area Drains																every 12 months before winter				inspect and clean out (as needed) after major storms

						Backflow Preventer(s)																inspect yearly

						Storm Drains																every 12 months before winter				inspect and clean out (as needed) after major storms

						Sewers																every 12 months

						Sump Pump(s)																every 12 months before winter

				ROOF SYSTEMS

						Roofing																inspect yearly before winter

						Roof Penetrations																inspect yearly before winter

						Curbs & Supports																inspect yearly before winter

						Flashing & Trim																inspect yearly before winter

						Gutters																every 12 months before winter

						Downspouts																every 12 months before winter

						Roof & Overflow Drains																every 12 months before winter

						Scuppers																every 12 months before winter

						Roof Hatches

						Expansion / Seismic Joints																inspect yearly before winter

				ELECTRICAL

						Wiring

						Exterior Outlets

						Panels

						Surge Protection for Equipment

				HVAC SYSTEMS

						Filters																replace every 30 to 90 days*				*dependent on usage & manufacturers recommendations

						Vents & Return Air Registers

						Air Conditioning Condensate Lines																every 12 months before summer

				WATER HEATING SYSTEMS

						Boilers																every 12 months before winter

						Water Heaters																every 12 months

						Tankless Water Heaters																every 12 months

						Gas Lines & Valves to Water Heater																inspect every 12 months

				PEST CONTROL

						Termite Damage																every 12 months

						Attic Vent Screens																inspect every 12 months or less, as required

						Screened Crawl Space Access																inspect every 12 months or less, as required

						Basement Vent Screens																inspect every 12 months or less, as required

		BUILDING INTERIORS

				OVERALL

						Scheduled Cleaning

						Paint

						Wood Finishes

				FLOORS

						Carpeting

						Ceramic / Clay / Porcelain Tile

						Natural Stone

						Resilient Tile / Sheet (i.e. Vinyl)

						Sport Court

						Terrazzo

						Wood

						Sport Court

						Wall Base

				WALLS

						Paint

						Vinyl / Fabric Wallcovering

						Wood Trim

				DOORS

						Frames

						Hardware

						Overhead Coiling Doors

						Thresholds

						Weatherproofing

				WINDOWS

						Seals

						Hardware

				CEILING SYSTEMS

						Paint

						Acoustic Tile

				ELECTRICAL

						Light Fixtures

						Outlets

				PLUMBING

						Drinking Fountains & Water Coolers

						Flush Valves

						Grease Traps

						Janitorial Sinks

						Lavatories

						Showers / Tubs

						Toilets

						Urinals

						Water Valves

				FURNISHINGS

						Pews

						Liturgical Furnishings

						Cabinets

				SPECIALTIES

						Baptismal Font

						Fountains

						Display Boards (chalk & white boards)

						Bleachers

						Lockers

						Retractable Partitions

						Toilet Partitions

				EQUIPMENT

						Kitchen Equipment

						Grease Hoods / Exhaust Hoods

						Cafeteria Equipment

						POS Equipment

						Elevators

						Security Systems

						Audio / Visual Systems

						PA Systems

						Telecom Systems / Wiring

						Data Comm Systems / Wiring

						Scoreboards & Timers

						Lockers

						Gym Equipment

						Elevators

				FIRE PROTECTION

						Fire Alarm System

						Fire Extinguishers

						Fire Hose System

						Fire Pumps

						Fire Sprinkler System

				OTHER UTILITIES

						Gas Valves

		BUILDING EXTERIORS

				OVERALL

						Scheduled Cleaning

						Paint

						Caulking / Sealants / Waterproofing

						Exposed Metal Finishes

						Wood Finishes

				DOORS

						Hardware

						Security Doors

						Weatherproofing

				WINDOWS

						Window Washing / Cleaning

						Awnings

						Glazing

						Security Grilles

						Screens

						Caulking & Waterproofing

				PLUMBING

						Hose Bibbs

				STAIRS & RAILS

						Treads & Safety Striping

						Handrails

						Pipe Guardrails

				DECKS & PATIOS

						Waterproof Decking

		SITE COMPONENTS

				GROUNDS

						Asphalt Paving

						Concrete

						Fencing

						Landscaping (Tree Triming & Weed Control)

						Lighting

						Planters

						Sprinkler / Irrigation Systems

				ATHLETIC FIELDS

						Field / Turf Repairs

						Running Track

						Bleachers

						Lighting

						Lockers

						Scoreboards & Timers

						Sprinkler / Irrigation Systems

				GATES

						Perimeter Fencing/Gates

						Locks / Latches

						Gate Operators

				SWIMMING POOLS

						Pools

						Diving Boards

						Bleachers

						Lighting

						Pumps & Filters
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Details of Risk Management Info



BUILDINGS



SCHOOLS



• Capital campaign
• Bank financing
• Needy parish grants
• Transparent communications to the parish



Capital Campaign

• ADW.org, Parish Office Only, General Counsel Office Resources
• Complete Form C – Capital Campaign
• Consultation with Office for Development

• to establish a realistic goal for the capital campaign and
• to determine the most efficacious methodology for raising the funds

• Typically three years and exempt from assessments
• Requires approval by the College of Consultors



Commercial bank loan program  

Term Loan Line of Credit

Purpose Finance capital projects as approved by the College of Consultors 
(as facilitated by request of the Moderator of the Curia)

Length of Term Customized to project need, not to exceed 10 
years

Two years, with an option to extend with permission 
from the Moderator of the Curia.

Without extension permission, loan repayment is due 
in full at expiration date.

Interest Rate Fixed rate: 10 year US Treasury rate plus 2.00%
Variable rate: WSJ Prime rate less 1.25%

Timing of Funding Full amount of the loan received by the parish in 
one payment from the bank

Pastor makes draws on the line as needed up to the 
maximum amount of the line

Repayment Fixed monthly payment over a fixed number of 
months to arrive at a zero balance at the end of 
the term.

Bank bills the parish monthly for interest on the 
outstanding balance

Principal repayments made at the discretion of the 
pastor.  

Other 
considerations

Fixed payment amounts allows the parish to 
budget for monthly loan and interest payments

Moderator permission may or may not be given for 
an extension of the line, so parish must budget to 
repay the line by the end of the initial term.



Needy Parish Grant Program

Forward in Faith (FIF) ADW Capital Campaign 2004
• Revolving Parish and School Building Fund of low interest loans for new schools,

enlarging and renovating existing schools and churches and paying for repairs and
maintenance

• Fund for Needy Parishes for maintenance and repairs

Needy parish criteria:
• Insufficient cash reserves to fund project
• Relatively lowest levels of offertory giving
• No other sources of income to fund project (e.g., capital reserves, donations, 

grants, etc.)
• Parish must agree to conduct an offertory increase program, if considered 

appropriate by CFO, and to increase parishioner registrations in the parish online 
giving platform.

• Inability to fund parish payroll and benefits is not a distinguishing priority as all 
parishes are expected to staff their operations at a level covered by recurring 
income



Needy Parish Grant Program

Priority order of repair/maintenance projects:
• Life, health and safety issues such as lead, asbestos, mold
• Matters subject to fines and penalties by governments
• Structural matters – e.g., roof, foundation
• Building systems – e.g., HVAC, boiler
• Communications infrastructure, e.g., internet
• Parking lots
• Rented properties

Pastor completes grant application, including Finance Council signature, and
submits to Parish and School Financial Operations who will facilitate Moderator
approval (and, if >$100k, Forward in Faith Board approval after approval of
project by the College of Consultors).

https://adw.org/wp-content/uploads/sites/2/2022/03/Overview-and-Application.pdf


Transparent communications to the parish

• Finance Council and Parish
Council

• Annual Financial Report to
parishioners

• Parish website, bulletin,
announcements at Mass

Communicate to parishioners the
overall plan for the care of the parish
property including:
• the amount needed this year for

repair/maintenance and
• the amounts anticipated in future

years for replacement

Communication to ADW

The parish annual financial report to the 
Archbishop includes a multi-year facility 
plan summary
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