
Church Building Close-Out: A Ministry Building 
Committee’s Guide to Finalizing Construction

The close-out phase of a church construction project is just as critical as the building process 
itself. This is the stage where all final details come together, ensuring your new facility is 
legally compliant, safe, and fully operational. A well-managed close-out process prevents future 
headaches and sets up the church for long-term success in facility management.
In this guide, we’ll walk through the key steps in the close-out process, the documents your 
ministry building committee should collect, and best practices for organizing and maintaining 
these records.

Understanding the Close-Out Process

The close-out process ensures that all construction work is complete, inspections are passed, 
and the church receives all necessary approvals and warranties. Here’s an overview of the 
sequence of events:

1. Completion of Construction and Final Punch List

• The contractor and project manager conduct a walk-through to identify any unfinished
work or deficiencies (the "punch list").

• The ministry building committee should participate in this walk-through to ensure all
concerns are documented.

• The contractor addresses any outstanding items before final acceptance.
2. Final Inspections and Compliance Certifications

• Various authorities (building department, fire marshal, health department, etc.) conduct
final inspections.

• Once all inspections are passed, compliance certifications are issued.
• The church must receive a Certificate of Occupancy (CO), which allows legal use of the

facility.
3. Contractor’s Close-Out Responsibilities

• It is typical for the general contractor to collect and present most of the close-out
documentation in a formal presentation binder or package. This package typically
includes warranties, manuals, compliance certifications, and lien releases.
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• The ministry building committee should oversee this process to ensure that all 
necessary documents are included, particularly any church-specific paperwork, lender 
requirements, and insurance confirmations.

• Warranty handover for all materials, systems, and workmanship.
• Removal of all temporary structures and final site cleanup.

4. Lender and Insurance Requirements

• If the project is financed, the lender will review the completion status and may require a 
final approval before releasing the last payment.

• The church must ensure all insurance policies (property, liability, etc.) are active and 
reflect the new facility.

5. Handover and Training for Church Staff

• Contractors provide operational manuals and training for HVAC, electrical, plumbing, 
security systems, and other facility components.

• The building committee should document all instructions for future staff and maintenance 
teams.

Key Close-Out Documents to Request

Proper documentation ensures long-term protection and smooth facility operations. Your ministry 
building committee should collect the following:

1. Warranties and Guarantees

• Covers materials, workmanship, and equipment.
• Includes manufacturer and contractor warranties (usually ranging from one to ten years).
• Review terms for what is covered and maintenance obligations to keep warranties valid.

2. Lien Releases

• A Lien Waiver or Release confirms that all contractors and subcontractors have been 
paid and cannot place a lien on the property.

• Ensure these are received before making the final payment to the contractor.
3. Certificate of Occupancy (CO)

• Issued by the local building department after passing all final inspections.
• Legally allows the church to occupy and use the building.

4. Lender’s Final Approval and Sign-Off

• If financed, the lender will conduct a final review to approve the completion of the 
project.

• This may involve verifying all required documents and inspecting the facility.
5. Insurance Policy Confirmation
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• Verify that property and liability insurance policies are updated and active.
• Ensure the policy covers the building, its contents, and potential risks.

6. Operation & Maintenance Manuals

• Documentation for HVAC, plumbing, electrical, security, fire suppression, and other 
systems.

• Includes maintenance schedules, troubleshooting guides, and emergency contacts.
• The church’s facility team should store these manuals for future reference.

7. Final Inspections & Compliance Certifications

• Fire, safety, and environmental certifications.
• Health department clearance (if applicable).
• Energy efficiency compliance, if required.

8. Maintenance & Service Agreements

• Contracts for continued maintenance of critical systems (HVAC, fire alarms, security, 
elevators).

• Service contacts for emergency repairs.
9. Final Punch List Completion

• A document confirming that all outstanding work has been completed and approved.
• Signed by the contractor, project manager, and ministry building committee.

Best Practices for Document Storage and Maintenance

To protect the church’s investment, all documents should be well-organized and easily 
accessible. Here’s how:

✅  Digital and Physical Copies – Store documents in a secure cloud system and in a dedicated 
binder. 
✅  Designate a Point Person – Assign a staff member or facility manager to maintain records. 

✅  Regular Updates – Ensure maintenance logs and service records are consistently updated. 

✅  Backup Important Files – Protect against data loss by keeping backups in multiple 
locations.

Why the Close-Out Process Matters

Failing to properly close out a construction project can lead to: 
❌  Legal issues (e.g., not having a Certificate of Occupancy). 

❌  Costly repairs if warranties are not honored. 
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❌  Lien disputes if contractors claim unpaid balances. 

❌  Operational inefficiencies due to missing manuals or training.

By carefully following the close-out process, your ministry building committee ensures a smooth 
transition into the new facility and protects the church’s long-term interests.

Final Thought

The close-out phase is the last step in your church’s construction journey, but it’s one of the most 
important. Your building committee must take an active role in verifying that all tasks are 
completed, documents are collected, and the facility is ready for long-term ministry use.

By following this guide, your church will be well-positioned for a successful future in its new 
space!
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