Dear Pastor,

We want to thank you for the opportunity to serve you as the Foursquare Property Services Team. Let us say congratulations on this exciting venture to build or remodel. The following is a guide to help you through the process of this project. Along with the initial needed items, we have added some recommendations that you will surely want to consider. While managing some expectations regarding this process, we would like you to be aware that some of these needed items may seem excessive, but we can assure you that we have done all that we can do to streamline only the necessary steps. Some are for legal information and other steps are to protect you from a project that could end up being a liability.

Needed Items:
1) Evidence of available cash on hand and/or “funding in place” to secure the entire project plus a 25% contingency. A minimum of 20% “cash on hand” of the total project is required. If the remaining balance is in the form of a loan, please note the following conditions:
a) No pre-payment penalties
b) Amortization not to exceed 25 years.
c) No financial covenants.

2) Plans and specs of the project need to be forwarded to the property services team. The plans and specs should include a full project budget and bids which include all soft and hard costs of the project.

3) All projects require an approval vote of the church membership with a certification of the church council. This will be recorded on a PT (property transaction) form that will be sent to the church once the properties team has reviewed the purchase agreement and have prepared the form.

4) If you are remodeling and the buildings or improvements being effected were built before 1981, it is possible that some environmental tests will be needed. After receiving the information regarding the project your Foursquare properties coordinator will review any needs for asbestos or lead paint testing and discuss the results with you.

5) Course of Construction insurance will need to be obtained. If you are insured through Foursquare then please contact them for a quote (888.635.4234).


The following are suggested recommendations to follow up on or investigate on your own initiative. These are not required, but may provide some very essential and or important information regarding the project that you wish to engage in.

Recommendations:

1) Obtain an insurance quote for covering the property. Protecting the asset is important and insurance costs can sometimes be higher than expected. Understanding these costs will help you in planning your future budget. 
Please Note: The Foursquare Insurance Department (888.635.4234) is available to assist you in obtaining this quote.

2) As you add, change or improve space to your facility, additional maintenance and utility costs should be understood and considered for your future budget and planning needs.
 

[bookmark: _GoBack]We hope that this information is helpful and you do not feel overwhelmed. Your Foursquare property service team is here to help you through this process and to answer any questions that you may have. We look forward to seeing this project become a blessing for generations to come.
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