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Form 3H – Application to Build


	Property Services (PS)
	3H 


	APPLICATION TO BUILD


Filling in this form is the next step in the process for a building works project, which is not complex and the cost of works is less than $1 million. 
This form is to be:
· Completed after Form 1 “Getting Started” and Form 2 “Discerning and Deciding” (if applicable).

· Completed by congregations, presbyteries and agencies seeking approval to undertake a capital works project, including demolition, alterations or repair, extension or renovation, or new construction of any UCA building.

· Forwarded to Property Services (PS) by the Discernment Partner (Presbytery or Uniting Care Victoria and Tasmania) as applicable.
	SECTION A:
 APPLICANT AND PROJECT DETAILS


	1.   
BENEFICIAL USER

	Congregation*
	     

	Discernment Partner
	     

	Synod Reference No.**
	     

	Contact Person

Rev / Dr / Mr / Mrs / Ms / Miss
	     

	Position
	     

	Email
	     

	Phone
	BH
	     
	Mobile
	     

	Address (Postal)
	     

	* 
Presbytery / Organisation name if not a Congregation

**
Synod Reference Number – This was allocated when Form 1 was lodged with PAIS


	2.   
PROPERTY LOCATION AND DESCRIPTION

	Name of property 

(if applicable)
	     

	Type of property
	     

	Address (Street)
	     


	3.   
PROPOSED WORK

	Type of work:  

(Please indicate)                 
	 FORMCHECKBOX 
 Build
	 FORMCHECKBOX 
 Renovation
	 FORMCHECKBOX 
 Repair

	
	 FORMCHECKBOX 
 Extension
	 FORMCHECKBOX 
 Demolish
	 FORMCHECKBOX 
 Other

	If other, please specify
	

	Please provide a brief description of proposed building works
	

	List any buildings to be demolished: 
Provide details of any other buildings to be relocated; fences to be re-aligned and any other alterations which need to be made to existing property.
	

	Sketch Plans: Please attach sketch plans showing floor plans and basic elevations.  In the case of additions and alterations, the existing building floor plan must also be shown.

Note that full specifications and plans showing layouts of rooms and fixed furniture will be required for examination and approval by the Property Board.


	4.   
PROPERTY DETAILS

	Will any subdivision be required?  If yes, provide details:
	

	Have the property boundaries been verified?  

If not, provide details:
	

	What is the zoning?
	

	Is the property registered / classified / identified as a heritage property?

If yes, provide details including reference number if known.
	

	Site plan: Attach a site plan showing the whole site and giving position of buildings (both proposed and existing) together with photographs of existing buildings.


	5.   
REASON FOR BUILDING PROJECT

      

Please advise briefly the reason for undertaking the proposed building works

	


	6.   
ARRANGEMENTS DURING PROPOSED BUILDING WORKS (IF APPLICABLE)

	What arrangements have been made for the present congregation/program?
	

	Does anyone else regularly access the property? (eg kindergarten, rented office space) Have arrangements been made for these groups or individuals?
	


	7. PROPERTY UNDER OVERSIGHT OF APPLICANT

Please list all property under the oversight of the applicant. (eg manses, churches, vacant land, shops etc)

	


	SECTION B:
 DESIGN PHILOSOPHY FOR NEW CONSTRUCTION WORK


In addition to designing to meet the current requirements of the Building Code of Australia, there are a number of other areas that the Property Board expects to be considered in any project.  These are outlined below.  It may be that some of these questions cannot be addressed at this time and will be answered during the course of the approval process when the design is more advanced.  If so, please indicate TBA (to be advised).

	8.  
How will the proposed development provide equitable access for all people so 
they can participate fully in the setting?  Specifically, what measures are 
included to meet the needs of people with:

	· Impaired vision?
	

	· Impaired hearing?
	

	· Impaired mobility?
	

	· Cognitive impairment? 
(For example, are way finding measures included) 
	


	9.  
How does the proposed development provide opportunities for people using the building/property to control or influence the use of their own environment? (For example, in a worship space is there flexibility in the way seating can be arranged, or where children’s activities can take place?  In a residential aged care setting, can the furniture be arranged in a variety of ways to suit people’s particular preferences?)

	


	10.  
How will the proposed development respond to the cultural identity of the proposed building users? (For example, for Cook Islanders a worship space is only to be used for worship and so other activities need to take place elsewhere.)

	


	11.   How will the proposed development encourage all people (including people who are disadvantaged) to use the buildings? (For example, how will signage be used?  Will this include languages other than English, Braille, audio and/or pictures rather than words?  Will other means of way finding be used to create landmarks to identify places?)

	


	12.   How will the proposed development welcome people to the building? (For a congregation, for example, how will the manse allow for privacy for the residents while allowing people to visit the minister?  In an aged care setting, what will be the first experience of a person coming to reception?)

	


	13.   How will the proposed development provide hospitality? (For example, in a worship setting how will the building allow people to enjoy or prepare morning tea? In an aged care setting, how will staff, family and visitors be able to enjoy a cuppa with a resident?)

	


	14.   How will the proposed development encourage interaction between people? (For example, in a worship setting are there places for people to talk privately and pray together in small groups?  In an aged care setting, are there places where people can talk quietly?)

	


	15. How will the proposed development provide for flexibility in use? 

(For example, can the internal layouts of spaces be altered easily on a day to day basis or more 
permanently in the future should needs change?)

	


	16.   How will the proposed development respond to environmental sustainable design considerations?

	How will it use materials from environmentally responsible sources? List sources of timber and how recycled products will be used.
	

	How will it use materials from socially responsible sources? List sources of timber and how recycled products will be used.
	

	Have you considered the off gassing of finishes (eg paint, carpet, laminate, composite timber)?  Please explain.
	

	How will the proposed development manage energy use and production (eg lighting, heating, cooling, air quality)?
	

	Has whole of life costing been taken into account? (ie the cost of construction, operation, reuse and demolition)
	

	How will the proposed development manage water use, reuse, collection and disposal?
	


	SECTION C: CURRENT FINANCIAL POSITION AND PROJECT BUDGET


	17.  
PROJECT COSTS

	TYPE
	AMOUNT $

	Building:  
	

	Site Works: 
	

	Landscaping: 
	

	Car park costs: 
	

	Insurance: 
	

	Other: 
	

	Contingency allowance: 
	

	Furniture: 
	

	Furnishings: 
	

	Equipment: 
	

	Consultants: 
	

	TOTAL PROJECT COST (Including GST if applicable)
	


	18.  
CURRENT FINANCIAL POSITION

	a)    DEPOSITS AND INVESTMENTS
	$

	UCA Cash Management Fund
	

	UCA Growth Fund
	

	Trusts and Bequests
	

	Bank
	

	Other investments (please specify) 
	

	TOTAL
	

	b)    LOAN LIABILITIES
	$

	Development Fund 
	

	Synod
	

	Bank
	

	Other (please specify) 
	

	TOTAL
	


	19. 
AVAILABLE FUNDS FOR PROJECT FUNDING

	SOURCE

(Do not include amounts required to fund loan repayments)
	AMOUNT  $

	Funds: UCA Funds Management
	

	Funds: Bank
	

	Fund raising (Provide details at 20A)     
	To be raised:
	

	Property Sale Proceeds 

* Net of costs and Mission & Service (BOMAR) allocation. (Provide details at 20B)
	Applied for:
	

	
	Approved:
	

	BOMAR Grants (Provide details at 20C)
   
	Applied for:
	

	
	Approved:
	

	Loans (Provide details at 20D)
	Applied for:
	

	
	Approved:
	

	Other Funding (Provide details at 20E)
	
	

	TOTAL AVAILABLE FUNDING 
	

	TOTAL PROJECT COST (From Question 17)
	

	EXCESS FUNDING / (SHORTFALL in FUNDING)
	


	20.  ADDITIONAL INFORMATION REGARDING PROJECT FUNDING (if applicable)

	A. Fund Raising:  Please specify plans for fund raising.

	

	B. Property Sale Proceeds (PSP):  Please advise details of property sold and available proceeds. Please advise whether an application for the re-allocation of PSP has been submitted and/or approved

	

	C. BOMAR Grants:  Please advise details to include type of Grant, and whether a grant application has been submitted and approved or whether the application is to be submitted.

	

	D. Loans:  Please advise details to include type of Loan, and whether a loan application has been submitted and approved or whether the application is to be submitted.

	

	E. Other funding:  Please specify source of other funding.

	


	SECTION D:
APPROVALS


	Synod Reference No.
	     

	Application
	     


	CONGREGATION / AGENCY BOARD APPROVAL

	Name of Congregation/Organisation:  

	Details of Approval:

At a meeting held on       (date), this application was approved by the:

 FORMCHECKBOX 
  Church Council
 FORMCHECKBOX 
  Congregation
 FORMCHECKBOX 
  Other -      

	Signed:


	Signed:


	Date:  
	Date:  

	Name:  
	Name:  

	Position:  
	Position:  


	PRESBYTERY APPROVAL

	Name of Presbytery:  

	Details of Approval:

At a meeting held on       (date), this application was approved by the: 

 FORMCHECKBOX 
  Presbytery 
 FORMCHECKBOX 
  Standing Committee

 FORMCHECKBOX 
  Delegated Committee -      
 FORMCHECKBOX 
  Other -      

	Signed:


	Signed:


	Date:  
	Date:  

	Name:  
	Name:  

	Position:  
	Position:  


	UNITINGCARE VICTORIA AND TASMANIA or UNITING AGED CARE APPROVAL

	Signed:                                                      


	Name:  

	
	Date:  

	Signed by CEO / Director:  


Board Approval:
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not Applicable
Presbytery / UCVT Unit:

Please provide comments detailing your support of this application by completing and attaching either a covering letter or “Form 4: Presbytery Comment”.

	APPENDIX:
FURTHER INFORMATION


FUNDING

Where a loan is required to finance a project, a separate Loan Application must be completed.  Unless an application has been previously provided, a completed Loan Application form must be provided with this building application.  Note that any loan application must be accompanied by a financial projection or a business case which demonstrates that the organization has the capacity to meet the financial commitments proposed.  This criterion must be met, otherwise the application to build will not be approved.

Similarly where property sales proceeds or a grant is required to fund the project, separate applications for ‘Re-allocation of Property Sales Proceeds’ or a BOMAR Grant must also be completed.  Unless such applications have been previously provided, these additional applications must be provided with this building application.
SKETCH PLANS

It is important to ensure that preliminary sketch plans are prepared by an architect or draftsperson and attached to this application form. Please note that detailed plans will be required as follows:

· After the project has been formally approved by the Synod Property Board;

· Before the contract can be signed by The Uniting Church in Australia Property Trust (Victoria) or Uniting Church in Australia Property Trust (Tas).

Please note also that construction of any accessible toilets or ramps must comply with Australian Standard regulation AS 1428.1, to ensure that the facilities are suitable for use by persons with a disability.

CONTRACTS

Once an application has been approved, ALL contracts must be signed by a member of either ‘The Uniting Church in Australia Property Trust (Victoria)’ or ‘The Uniting Church in Australia Property Trust (Tas.)’, as appropriate.  These are the legal entities of the church and only Trust members have the authority to sign  legally binding documents on behalf of the church.

Please ensure that any contracts are completed with the owner shown as the appropriate Property Trust, as noted above, and are sent for signing to the Property Officer at 130 Little Collins St Melbourne 3000, or (if appropriate) to the Presbytery Office in Tasmania at 96 Margaret St, Launceston TAS 7250. 

The contract for building works needs to be a standard contract prepared by the Royal Australian Institute of Architects the Master Builders Association, or the Australian Standards Association.

GOODS AND SERVICES TAX (GST)

In relation to GST, note that it is essential to obtain valid Tax Invoices for work undertaken.  These invoices should be forwarded to Property Services for payment at 130 Little Collins St Melbourne 3000.  Accounting Services will pay the GST out of its resources and then claim reimbursement from the Australian Taxation Office (ATO).  In this way, organisations do not have to undertake GST administration, or use their funds for GST payments, for building projects.  If the organisation pays an invoice which includes GST, then the organisation must be individually registered for GST and make a claim direct to the ATO for GST reimbursement. The Synod office WILL NOT reimburse organisations for any GST incurred.

Enquiries regarding GST should be directed to:

Synod Accounting Services

Email: 
accounting@victas.uca.org.au 

SYNOD AUTHORISATION AND APPROVALS

The approval that is required for a building project will vary according to the value of the proposed work and the type of works that is being undertaken as described below.  

· Works Requiring a Building Permit

	Cost of Works
	Funding Source
	Approval Required

	Any amount
	Fully funded by the congregation and/or by property sale proceeds and/or loan
	To be approved by the congregation, presbytery and Property Board


· Works Not Requiring a Building Permit

	Cost of Works
	Funding Source
	Approval Required (for works not requiring a Building Permit)

	Up to $10,000
	Fully funded by the congregation
	To be approved by the congregation

	Over $10,000 and up to $20,000
	Fully funded by the congregation and/or by property sale proceeds and/or loan 
	To be approved by the congregation with presbytery to be advised prior to work commencing 

	Over $20,000 and up to $50,000
	Fully funded by the congregation and/or by property sale proceeds and/or loan
	To be approved by the congregation and presbytery.

	Over $50,000
	Fully funded by the congregation and/or by property sale proceeds and/or loan
	To be approved by the congregation, presbytery and Property Board.


Building works MUST NOT commence until the following actions have occurred:

· Written approval of the Application to Build has been received from the Synod Property Board

· Written approval of the plans for the proposed project has been received from the Synod Property Board;

· Written approval of the funding intended to support the building project has been received from the Synod Property Board or the Board of Mission and Resourcing (BOMAR);

· The building contract has been signed by ‘The Uniting Church in Australia Property Trust (Victoria)’ or ‘The Uniting Church in Australia Property Trust (Tas)’.

PRACTICAL MATTERS

1. The completed ‘Application to Build’ is to be sent to your presbytery, UnitingCare Victoria & Tasmania or the Uniting Aged Care Board, as appropriate. 

2. The approving body will review the application and if appropriate, approve the application.  

3. The approving body is to forward the approved application to the Administration Coordinator, Property and Insurance Services, 130 Little Collins Street, Melbourne 3000.

4. The Property Board, or the Property Applications Review Team (PART) on behalf of the Property Board, will review the application and if appropriate, approve the application.   

When submitting this form, please ensure that the following information is attached:

1. Sketch plans – refer Guidelines and Section A, Question 3 for further details.

2. Site plan – refer Section A, Question 4 for further details.

ENQUIRIES

In the first instance enquiries regarding building projects should be directed to the following:

· For Congregations – the Presbytery Minister Administration of your presbytery.
· For UnitingCare (Victoria and Tasmania) Agencies – Mr Mark Karutz
· Phone:
0466 029 124

· Email:
mark.karutz@vt.uniting.org
Any further enquiries regarding the building projects should be directed to:


Manager Assets and Administration

Phone:
03 9251 5949

Email:
property@victas.uca.org.au
Enquiries relating to the re-allocation of property sale proceeds or loans, or the completion of this application, should be directed to:


Phone:
03 9251 5949

Email:
property@victas.uca.org.au
ADDITIONAL INFORMATION
For additional information regarding the building or renovation of property, please refer to the “Thinking of Building: A guide for Congregations” document which can be accessed online at:

http://wr.victas.uca.org.au/property
Please note that more detailed information on planning a building project is available in the BOMAR Resource Manual. This can be accessed online at:

http://victas.uca.org.au/synod-committees-and-forms/committees/b.o.m.a.r
For large building projects (complex and cost of works more than $1 million) such as major renovation or new construction of a church complex or agency, the Board asks that the organisation complete an Application for Approval of Concept Form.  This would be completed instead of an Application to Build.
This form and the document “Stages of a Building Project” can be accessed online at:

http://wr.victas.uca.org.au/property
DESIGN PHILOSOPHY FOR NEW CONSTRUCTION WORK

Guiding Principles

We affirm:

· The preciousness of each human life and dignity of all people

· Our call to create a just world and stand with people who are disadvantaged (for example through illness, economic circumstances, cultural background, and/or disability)

· The necessity of living in community as we worship a Triune God

· Our responsibility to care for the earth

· That we are a pilgrim people, always on the way towards a promised goal as stated in the Basis of Union

Design Response to Guiding Principles
· Dignity of all people
The preciousness of each human life and dignity of all people needs to be reflected in the design and use of our buildings and properties.  This can be seen when we create:

· Access for all people

· Environments which people can influence and appropriate

· Culturally responsive design
· Creating a just world and standing with people who are disadvantaged
We stand with people who are disadvantaged when we create environments which meet their needs and invite them to participate fully in the life that takes place there.
· Living in community
Our designs should promote community and interaction among the people who will use them, providing welcome and hospitality.
· Our responsibility to care for the earth
Responsible stewardship of God’s creation should be reflected in the application of environmentally sustainable design principles.  These should address all aspects of building construction and usage.
· A pilgrim people
As a pilgrim people, designs should allow for flexibility, recognizing that circumstances and needs change and the built environment needs to be able to respond to these.
[image: image2.jpg]Uniting Church in Australia

SYNOD OF VICTORIA AND TASMANIA




Form 3H – Application to Build
1 of 12
December 2018
[image: image1.jpg][image: image3.png]



2 of 12
December 2018

