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CAPITAL PROJECT POLICIES & PROCEDURES 

INTRODUCTION 

Our Christian faith cannot be contained in a building or a structure. It reaches beyond walls 
into the very fabric of people's lives. However, buildings and structures are important. They 
frequently constitute the place where we come together to experience support for our life of 
faith, both in words and in sacraments as well as in education and social spheres. 

Adding a building to a parish or renovating an existing structure is a major undertaking in the 
life of any parish. What is built or renovated has a lasting effect upon all people in the 
diocese. 

This section has been assembled in order to help parishes and institutions within the 
Diocese discharge their responsibilities in this important area. This planning will help meet 
their current needs and provide useful and attractive facilities for the future with the financial 
resources of the parish. This chapter delineates in outline form the actual procedures to be 
followed by parishes and institutions of the diocese planning to build or alter their facilities 
in any way. It describes the roles and responsibilities of the major participants in the project 
and gives directions about how to organize a parish building or renovation program and bring 
it to a successful completion. 

Throughout this Section, the words, "parishes, pastor, parish Pastoral Council and parish 
Finance Committee" are often referenced. As noted above, these guidelines and 
requirements apply equally to institutions located within the Diocese which are subject to 
the canonical jurisdiction of the Bishop. These will include our high schools and other 
corporate entities as well. Therefore, wherever the term "parish" appears, that section is 
equally applicable to institutions and corporations. The entity of an institution which is the 
most comparable to the parish Pastoral Council is the Board of Trust or Board of Directors 
for institutions and corporations within the Diocese. The entity of an institution which is the 
most comparable to the parish Finance Committee is the Finance Committee of the 
institutions and corporations reporting to the Board of Trust or Board of Directors. If the entity 
does not have a Finance Committee, then the Board of Trust or Board of Directors would be 
the most comparable entity. Wherever the term "pastor" appears, that section is equally 
applicable to institutions and the responsible Administrator, such as the CEO or Principal or 
Headmaster or, if none, the President of the institution or corporation. 

THRESHOLDS OF ASSENT 

Bodies of Governance 

Below are listed the various bodies of governance that may be required to be approached for 
consultation, consent, or approval for any specific capital project, purchase of property, or 
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other matter. Each of these bodies meet on a quarterly basis (March, June, September, 
December) in the order listed below. 

1. Presbyteral Council 

2. College of Consultors (COC) 

3. Diocese & CCIL Credit Committees 

4. CCIL Board (see section on Financing below) 

5. Diocesan Finance Council 

6. Liturgical Review Committee 

Initiatives Requiring Assent 

• Capital project < $75,000 

a. Review of legal terms and conditions and insurance indemnification 

b. Bishop’s written approval should be obtained if there is a chance that 
incremental costs will add up to a project total cost exceeding $75,000. 

• Capital project > $75,000 

a. Review of legal terms and conditions and insurance indemnification 

b. Bishop’s written approval must be obtained 

• Capital project > $300,000 

a. Review of legal terms and conditions and insurance indemnification 

b. Consultation of the Diocesan Finance Council 

c. Bishop’s written approval must be obtained 

• Capital project > $500,000 

a. Review of legal terms and conditions and insurance indemnification 

b. Consent of the College of Consultors 

c. Consent of the Diocesan Finance Council 

d. Bishop’s written approval must be obtained 

• Hiring a consultant to perform a Feasibility Study 

a. Bishop’s written approval must be obtained 

• Initiation of a Capital Campaign 

a. Bishop’s written approval must be obtained 

• Purchase or sale of real estate 
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a. Bishop’s written approval must be obtained 

b. Depending on dollar value, may require assent of other groups as noted 
above 

If there is a question as to whether a certain purchase or project requires Bishop approval, 
please contact the office of the CFO. There may be other projects that require approval per 
canon law but are not listed above. In addition, Holy See approval is required on certain 
transactions involving purchase or alienation of property of a significant sum. There may be 
an additional fee associated with Holy See approval. The office of the CFO, in collaboration 
with other diocesan offices will communicate with the Holy See to facilitate approval. 

Capital projects that are required as result of an insurance claim and meet the thresholds 
listed above are still projects requiring extraordinary administration and therefore may need 
to adhere to the process of obtaining assent from the respective bodies as noted above.  

Liturgical Review Committee 

The Liturgical Review Committee is responsible for review and approval of any sanctuary 
design changes. Please consult with the office of the CFO if you have any questions 
pertaining to changes to the sanctuary. 

Requirements for Bishop’s Approval 

When requesting approval from the Bishop, a written letter is to be signed and submitted 
from the pastor (or in the case of a corporate entity, the respective President, CEO, etc.). The 
letter should include the answers to the following questions: 

1. What is the purpose of the letter for which approval is being sought? (Scope of 
work) 

2.  What is the need that is being addressed? 

3. Have 3 competitive bids been obtained? Submission of the 3 bids is required 

4. Of the 3 competitive bids, which vendor has been selected and why? 

5. How will the project be paid for? Are there restricted donations involved? Is 
financing being sought? 

6. Have the Parish Council, Finance Council, or other respective bodies at the parish 
level been consulted on the project? 

Any additional information that would be considered relevant in evaluating approval should 
be included as well.  
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GENERAL OUTLINE OF PLANNING, FINANCING, AND BUILDING PROCEDURES 

A general outline of procedures for the planning, financing, and implementing of parish 
capital projects and building procedures are contained in the following pages of this section. 
When there is a question about the necessity of completing a particular step or steps, 
contact the CFO of the Diocese for clarification. 

Step 1. Parish Requests Permission to Study Project Feasibility 

If required, pastor writes a letter to the Bishop and copies the CFO explaining the 
necessity of the building project including a summary of the project scope and 
requesting permission to organize a parish feasibility study to further investigate the 
feasibility and acceptance of the project within the parish. This step should be taken 
before any project (new construction, renovation, or major repairs) is publicized or 
generally known within the parish. Its purpose is to determine whether the project, in 
its most general and conceptual sense, is in accordance with the overall future 
planning and goals of the diocese. The written approval of the Bishop to proceed with 
the formation of a parish feasibility study is only an approval for further detailed 
investigation of the project by the institution or parish and does not imply approval of 
the project as a whole. 

Step 2. Parish Investigation of Project Feasibility 

Upon receipt of written approval from the Bishop, the Pastor and Parish Pastoral 
Council appoint a Building Committee to investigate the proposed needs. 

The Building Committee develops a preliminary building/renovation program for 
assessing the needs and the parish acceptance of the program, based on input from 
all segments of the parish. This phase is undertaken to ascertain whether the parish 
supports the project and if it has the economic resources to proceed. (Note: If the 
proposed project requires the purchase of additional land, the site check list in 
Exhibit E should be considered.) 

Depending upon the scope of the project, it may be helpful to consult and retain an 
Architect to help in assessing the needs of the parish. If the parish desires to utilize 
an Architect to obtain preliminary schematic drawings for the project and the total 
cost of the overall project is expected to exceed $75,000, the pastor writes the Bishop 
and copies the CFO requesting permission to hire the Architect. This is the first phase 
of the Architect's duties. After a review of the parish's program, the architect will 
prepare schematic design studies which will lead to a solution to the problems of the 
project. This will include a preliminary cost estimate. The Architect may assist in 
developing a concept and a master plan, as well as a budget to meet the proposed 
needs of the parish. The Architect may consult other experts to arrive at a general cost 
of the project. 
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The Building Committee meets with the parish Finance Council to discuss the 
financial feasibility of the proposed project and the parish's ability to afford the 
project. 

The Building Committee presents its findings to the parish Pastoral Council. The 
Pastor and the parish Pastoral Council then decide whether to proceed with the 
preliminary planning of the project. Some projects may go no further than the parish 
investigation or project feasibility phase. 

Step 3. Parish Preliminary Planning 

If the parish decides to proceed with the project, the Pastor and Parish Pastoral 
Council develop a preliminary building program in consultation with all segments of 
the parish. 

The Building Committee, preferably with the aid of its Architect, develops a rough 
budget estimate of construction costs and operating costs of the new facility. 

The Building Committee meets with the parish Finance Council to reaffirm the 
financial feasibility of the project, as well as the parish's ability to operate the new 
facility. The debt service of the project shall also be considered. 

Step 4. Capital Campaign 

If a fundraising effort is necessary, a request to conduct a drive is forwarded at this 
time to the Bishop with a copy to the CFO. The parish may conduct a pledge drive to 
obtain the necessary financial commitments. A consultant for the capital campaign 
is recommended and is only retained with a written contract approved by the 
Diocesan Attorney, CFO and Development Director for the Diocese. 

Step 5. Project Re-Assessment 

The parish Building Committee with the parish Finance Council should also at this 
point re-review a projected parish operating budget after completion of the proposed 
project, to verify the parish can demonstrate the ability to generate at least 25% of the 
TOTAL Project Costs, including financing costs during the construction phase, and 
the parishes ability to repay the building loan within a reasonable time and with 
reasonable interest rate assumptions as determined by the Diocesan (and maybe 
CCIL) Credit Committee. 

Step 6. Construction 

Upon receipt of the Bishop's approval regarding any project the approved, signed 
construction contract with all requisite attachments including, proof of insurance from the 
Contractor (with appropriate limits as advised by Catholic Mutual Group naming the parish 
and the Diocese of Nashville as additional insured) should be sent back to the diocese for 
record keeping. 
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The Parish may then authorize the Contractor to start construction. 

Change Orders. All change orders affecting the design or the cost of the project must be 
sent to the CFO and Diocesan Attorney for review and approval before implementation. 
Change orders exceeding certain thresholds may require additional approvals before 
proceeding. 

NOTE: Construction may be broken into separate distinguishable phases, in which case 
each phase could require separate approval from Bishop and potentially other bodies of 
governance.  If a project is broken up into phases, appropriate matching of fundraising may 
be required to initiate future phases. Please contact the office of the CFO if you have any 
questions. 

PROPERTY PURCHASE PROCEDURES 

Site Checklist for Proposed Property Purchases 

The following checklist will serve as an outline prior to requesting diocesan approval for 
purchase of any real property. As a first step, obtain a copy of the real estate plat for the 
property from the local city or county tax assessor's office or the recorder of deeds office. It 
is also advisable to ask for information on adjacent parcels to see a broader view of the 
property in question. It is also recommended that the entity consult a knowledgeable real 
estate agent who can assist in this project. 

7. Size - be sure that adequate acreage is available to serve all needs: church use, 
church/ school use, parking, recreation areas, access roads, buffer area if needed, 
as well as the aesthetics of the site (please check with the diocese regarding 
acreage). 

8. Make sure adequate utility services at the proposed site can be made available 
without serious problems or expense. These include electrical set-vice, water set-
vice (added water capacity if sprinkler system is required), sewer set-vice, telephone 
set-vice, natural gas. If the property does not have access to city sewer, obtain the 
opinion of a qualified site engineer as to the availability of building sites on the 
property with appropriate septic drain fields. 

9. Check with local and/ or county authorities to be sure the land is properly zoned for 
the intended use. If not, inquire as to and document the process for obtaining 
approval to change the zoning to the intended use. Check the required setbacks for 
construction and make sure the property is not in a flood plane. Note any easements 
or encumbrances on the property and assure that they will not interfere with intended 
use. 
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10. Take a number of pictures (digital photos recommended) of the front, rear, side views, 
construction site, etc., and of the surrounding neighborhood for review and 
presentation. 

11. If the property has been used for commercial purposes or there is a concern about 
the dumping of hazardous wastes on the property, contact an environmental 
engineer to perform a phase 1 environmental evaluation of the property. 

12. If you are located in an area subject to local building codes, the appropriate codes 
enforcement office can assist you in answering any questions. If the property is 
located in a regulated subdivision, obtain a copy of the subdivision regulations and 
assure that these regulations will not interfere with intended use or intended building 
structures. 

13. Any questions that cannot be answered by contacting local officials and/or realtors 
should be directed to the Diocesan CFO. 

Steps to Purchase Property  

1. The pastor writes the Bishop with a copy to the CFO explaining the necessity of the 
proposed property purchase including a summary of the project immediate and 
longer-term use of the property. This step should be taken before any proposed 
property purchase is publicized or generally known within the parish. Its purpose is to 
determine whether the land purchase, in its most general and conceptual sense, is in 
accordance with the overall future planning and goals of the diocese. 

2. The CFO will review the requested property purchase and develop its opinion as to 
whether or not the parish has demonstrated an ability to finance the project. The 
Diocesan Credit Committee will submit its findings/recommendation to the 
Diocesan Finance Board who will subsequently advise the Bishop. 

3. When the Bishop has made his decision, he will inform the Pastor in writing of his 
decision regarding the land purchase. If approved, the parish can then take the next 
step to finalize the purchase contract with the property owner. 

4. Any purchase of land must be done by use of a written contract. The contract must 
be reviewed by the Diocesan Attorney prior to discussion in detail with the property 
owner or his/her representative. 

5. The key elements of the contract to purchase real property must at a minimum 
contain the following: 

a. Price 

b. Description. 

c. Title Insurance 

d. Contingencies to be fulfilled prior to closing 
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e. Closing Date 

f. Appropriation of costs between Seller and Buyer 

g. Opportunity to inspect property for utilities, equipment, zoning, specific use, 
environment, etc. 

h. Use 

6. Survey depending upon location. 

7. The stipulation: 

a. This Agreement is contingent upon The Bishop of the Diocese of Nashville 
reviewing and approving the above-described Property and Buyer shall notify 
Seller or Broker on or before _____________________ that the Property is 
acceptable or unacceptable. If unacceptable to The Bishop of the Diocese of 
Nashville, Buyer shall provide written notice within the said time frame to 
Seller that Buyer is exercising his right to terminate this Agreement and all 
Earnest Money/Trust Money will be refunded to Buyer in full, in which event all 
parties agree to execute all applicable documentation. In the event this 
contingency is not removed by the date set above, this contingency shall be 
deemed waived, and the Agreement shall remain in full force and effect. 

8. Any deed or instrument of conveyance shall contain the following language: ‘THIS 
CONVEYANCE IS ALSO SUBJECT TO THE CODE OF CANON LAW AND THE STATUTES 
AND NORMS OF THE CATHOLIC DIOCESE OF NASHVILLE.’ 

FINANCING 

If a parish is interested in financing a project or purchase, options for financing through CCIL 
or a 3rd party exist. Below is a general summary of the process for either option. For further 
information, consult the office of the CFO of the diocese. 

1. CCIL Financing 

a. A loan application must be completed and submitted to the Controller of 
the diocese. 

b. Funds should be in hand or easily collectible to cover at least 25% of the 
cost of the project. Exceptions can be made by the diocese in exigent 
circumstances. 

c. The parish should be able to demonstrate the fiscal ability to sustain the 
debt load and cover interest and principal payments (specific terms to be 
decided by Credit Committee) 
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d. The loan application is presented to the Diocesan Credit Committee for 
purpose of determining whether financing is appropriate and whether the 
debt can be sustained. 

e. The loan application is then presented to the CCIL Credit Committee and 
then the CCIL Board to determine whether financing through CCIL is 
appropriate. 

f. CCIL can provide financing in two ways: through a loan or a line of credit. 
The standard terms will be described below; however, the CCIL Credit 
Committee may provide unique terms for a specific project depending on 
the nature of the request. 

i. CCIL Loan 

ii. Standard terms: 7-year term, 20-year amortization, fixed rate loan 
with the interest rate being set on the date that the loan is 
established. Interest rate is based on US Treasury 7-year rate plus 
150bp (spread subject to change based on CCIL Interest Rate 
Committee). 

g. CCIL Line of Credit 

i. Standard terms: 5-year term, variable rate loan with interest rate 
changing on a quarterly basis based on WSJ Prime rate minus 
150bp (spread subject to change based on CCIL Interest Rate 
Committee).  

h. Finally, the loan is presented to the Diocesan Finance Council for approval. 

2. 3rd Party Financing 

a. Similar to financing through CCIL, a loan application should still be 
completed and submitted to the Controller of the diocese. 

b. Funds should be in hand or easily collectible to cover at least 25% of the 
cost of the project. Exceptions can be made by the diocese in exigent 
circumstances. 

c. The parish should be able to demonstrate the fiscal ability to sustain the 
debt load and cover interest and principal payments (specific terms to be 
decided by Credit Committee) 

d. The loan application is presented to the Diocesan Credit Committee for 
purpose of determining whether financing is appropriate and whether the 
debt can be sustained. 

e. Finally, the loan is presented to the Diocesan Finance Council for approval. 
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EXHIBIT A:  COLUMBARIUM POLICY 

 

The Diocesan Columbarium Feasibility and Approval Process was approved and established 
on December 12, 2023. Please see the following pages for further information and consult 
with the office of the CFO if you have any questions. 
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