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Establishing a Facilities Management Department Timeline 

 

This document is provided as a timeline of steps to take in establishing the initial facilities management 
(FM) department through the first year of operation.  It is intended for use in the Diocese of Arlington 
for new parishes and schools that have not previously had FM departments or services were provided by 
other means.  Pastors and Principals/Heads of School are encouraged to use this timeline as needed and 
adapt it to their parish or school. 

 

Six Month prior to Facility Delivery or Beneficial Occupancy 

1. Develop the position description for advertising a Facility Manager position (examples are 
available). 

2. Develop a preliminary FM department organization, determine what services will be contracted 
or in-house staff (see attached FM Staffing Support Tool). 

Five Months Prior to Facility Delivery 

1.  Hire Facilities Manager to full time 
2. FM will be tasked to review building plans, review work in progress, review commissioning plans 

and schedules 
3. Determine tools and supplies needed for first year 
4. Begin developing FM budget for first year- submit for approval based on parish schedule 

 
Three Months Prior to Facility Delivery 

1. FM develops scopes of work for contract services such as  
a. HVAC Maintenance 
b. Janitorial 
c. Grounds Maintenance (mowing and snow removal, landscaping) 
d. Elevator Maintenance 
e. Fire Sprinkler System and Fire Alarm Panel Maintenance and Inspections 
f. Grease Traps (as appropriate for kitchen equipment) 
g. Pest Control 

2. Develop preliminary calendar of events for parish activities that need FM support for set ups 
and participation 

3. FM works with parish departments to determine furniture, equipment and supplies that will 
be moving from current facility to new parish or should be ordered new.  Note that new 
furniture and equipment orders can be long lead-time items. 
 

Two Months Prior to Facility Delivery 
1. Execute contracts for contracted services to start after delivery dates.   
2. FM participates in commissioning planning and inspections 
3. FM reviews construction contract to identify attic stock of materials contractor will be 

delivering and where to store them 
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4. Purchase tools, supplies and consumables needed for first year 
5. Parish contracts with movers for tentative date for move in  

One Month Prior to Facility Delivery 

1. FM  will participate in equipment delivery for operation and maintenance and set-up 
2. FM will attend commissioning events to understand equipment performance 
3. FM will take delivery of any identified attic stock  
4. FM will work with parish to determine move in schedules 

 

Delivery of Facilities 

1. FM will receive copy of punch list items,  
2. FM will assist move in and setup of each department 
3. FM will schedule punch list corrections with parish departments 
4. FM receives Certificates of Occupancy for new facilities from authority having jurisdiction 

 
Three Months After Delivery 

1. FM develops next year budget and requirements 
2. FM develops calendar of recurring events to include parish activities and inspections for 

review and approval by Pastor 
 
 

One Year After Delivery 
1. FM participates and coordinates Post Occupancy Evaluation with OPCF 
 


