
THE FACILITIES PLANNING TEAM 

The Congregational Council will appoint a Facilities   

Planning Team by first selecting the chairperson.   

The chairperson of the Team should have a schedule   

which can accommodate flexible meeting times and  

should certainly be an enthusiastic supporter of the  

building program.  
 

To serve effectively, the chairperson of the Team should have abilities in 

administration, communication, organization and leadership. The Council 

and chairperson together should select six to eight members for the  

remainder of the Team. The Pastor will serve ex-officio. The remaining 

members of the Team should have knowledge of the ministries of the  

congregation. No member of the Facilities Planning Team should be  

required to have a specialized knowledge of construction, but such 

knowledge will be helpful. 
 

The purpose of the Facilities Planning Team is to coordinate the entire 

building program from the development of the Schematic Design to the 

final acceptance and dedication of the new / enhanced church facility.  
 

The responsibilities of the Facilities Planning Team include: 

1. Review the building space needs developed by the Visioning &  

    Planning Team. 

2. Interview Architectural firms for services needed to complete the  

    recommendations for building space and enhancement. 

3. Discuss the interview results and check firm references and visit  

    completed projects of each Architectural firm interviewed. 

4. Make a recommendation to the Congregation Council to hire the selected  

    Architectural firm. 

5. Present the congregation’s needs and concerns to the selected Architect. 

6. Develop a plan for space with the Architect including a cost estimate. 

7. Reviewing and recommending a Schematic Design to the Congregation  

    Council. 

8. Hire a Site Engineer to develop a site plan based on the schematic  

    design including drainage and additional parking. 
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  9. Submit the site plan for town approval. 

10. Reviewing the Architect’s submissions of the Design / Development  

      drawings and the Construction Documents. 

11. Working with the Architect to respond to review comments from the  

      Facilities Planning Team and the Congregation. 

12. Reviewing construction bids and recommending the selected  

      Contractor to the Congregation Council and the congregation. 

13. Developing furnishing requirements and placing finishing orders at   

      least 6 months prior to building completion. 

14. Appointing a Memorials / Special Gifts Committee to prepare a booklet  

      of possible items available for individual gifts. 

15. Appointing a Coordinator from among the Facilities Planning Team  

      to be the Architect’s and Contractor’s contact person during the  

      construction. 

16. Attend weekly construction meetings and review change orders. 

17. Reviewing, approving for payment, and submitting to the Loan  

      Administrator, all building program invoices for loan draws. 

18. Monitoring and inspecting construction in conjunction with the  

      Architect and consulting Engineers. 

19. Inspecting the building with the Architect and preparing a punch list  

      of items from repair or replacement. 

 

The Facilities Planning Team will often have resource people to call on 

from within the congregation who will be qualified and capable of giving 

professional and technical advice and counsel as needed.  
 

Sub-committees may be appointed for specific tasks during the project. 

The Architect will also provide professional advice and guidance, along 

with the Church Building Consultant, Staff Architect, and the Mission  

Investment Fund.  
 

Throughout the project, the Facilities Planning Team must keep the  

congregation fully informed of the process and progress of the building 

program. 


