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BUILDING & PROPERTY 
DEPARTMENT
- 
PROCEDURES
- 
OFFICE COORDINATOR
RESPONSIBILITIES 



DEPARTMENT BUDGET REPORT
The department budget report is approved annually. All the expenses must be accommodated to the budget in this report. After the invoices or payments request is received you must match expenses with the proper account number depending on this report. The are a total of 4 accounts for this report:
B&P Office					budget account number 000920   
Plant operations - PO			budget account number 000370  
Retired Archbishop’s Resident	 	budget account number 094073
Archbishop’s Resident			budget account number 094246  

OFFICE DUTIES
MAIL RECEIVED
Random letters and notifications arrive daily at the ADOM and are delivered to you at the end of the afternoon by Jaime Arguello from the mailroom; you must classify them, find out who they belong to, and send them to the appropriate department/parish/church/school or property.

EXAMPLES:
1. Email to the proper Parish/Church/School etc.:
CITY PERMIT
LETTER of COLLECTIONS				
WARNING NOTICE
VIOLATION NOTICE					
ZONING HEARING NOTICE
PUBLIC HEARING NOTICE
CONSTRUCTION NOISE WAIVER
BUILDING SAFETY INSPECTIONS PROGRAMS
FIRE INSPECTION VIOLATION
2. David Prada [only scan or print under request]
CERTIFICATE OF LIABILITY INSURANCE 
ANY OTHER VERY IMPORTANT DOCUMENT 
3. Major Projects – Send an email to the appropriate PM. 
INVOICES
STATEMENTS
4. Minor Projects – Send an email to Pawel Kobrzynski.
5. ADOM – Review and approve, sent to Finance Dept. for payment. 
INVOICES - See UTILITIES/MAINTENANCE /SUPPLIES section.
6. Save to the Server- Maritza every Monday:
NOTICE TO OWNER - NOTICE TO CONTRACTOR					
						
 The following links will help you in the search for properties:
	
Y:\Google Earth Project File
https://www.miamiarch.org/CatholicDiocese.php
https://www.miamidade.gov/Apps/PA/PropertySearch/#/
https://web.bcpa.net/BcpaClient/index.html#/Record-Search



MAIL RECEIVED – Tips
Email example received Backflow Testing (Broward County):
St Anthony Church - Backflow Testing - CCN 9N95-X8DT 
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 Go to https://bsionlinetracking.com/customer
Add the CNN number and click on <Find My Test>, if the system shows PASS do not send any email to the parish.
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Email example received Violation Notice (Miami-Dade County):
Mother of Our Redeemer Church - Violation Notice P048413
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Go to https://www8.miamidade.gov/apps/finance/codeEnfwebcitations/Cefsearch.aspx.
Add the violation number and click on <SEARCH>, if the system shows $0.00 do not send any email to the parish.
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Ordering OFFICE SUPPLIES:

Go to https://www.bestofficegroup.com/
Login: trdiaz@theadom.org	Password: Arch9401Biscayne! 
(In GREEN BINDER labeled BEST OFFICE SUPPLY in the top drawer against the wall of the supply closet is a binder full of almost every order placed in the last 3.5 years).
B&P Dpt. 			budget account number 32618-000920 
PLANT OPERATIONS 	budget account number 32618-000370

Every so often, Jaime Arguello from the mailroom will ask you to order:
1. White 8.5x11 paper item #BSN-32125 (maybe once a quarter). Order in increments of 20 boxes per time). 
2. He will occasionally ask for rubber gloves as well (MII-MDS195286) or sometimes packing tape (gloves and paper). 
When ordering supplies for Jaime Arguello, they’re charged to the PLANT OPERATIONS budget not to B&P Dpt. because all departments use white paper/anything for the mailroom. There is a pencil sharpener in Carlos Sanabria’s office and in the room with the copier for ‘old school’ pencils. The supply closet is stacked full of supplies, but you order as supplies are needed. For payment requests use this account number 32618-000370.  
ADOM has an annual budget for general expenses. The 000920 B&P Dpt. account and the 000370 PLANT OPERATION account have been assigned an annual budget under Stationary & Office Supplies. Keep in mind this information for future payment steps. For payment requests, the account number is the red *
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Ordering ZEPHYRHILLS WATER  

The Building & Properties Dept. orders water for the reception area, HR Dept., and Maintenance Dept. Our account number is 0009210865. For some reason, the B&P Dept.  was determined somewhere along the line to be “in charge” of managing the Zephyrhills account and water delivery. You’ll receive complaints from every department about the website (contact information for Zephyrhills has been shared with all departments) and general issues with the water service. Within the last year, Ready Refresh-Zephyrhills redesigned their website and it’s been chaos/a mess ever since. I finally found a person – Katie Braga - katie.bragga@waters-nestle.com – who is very helpful – she is (so to speak) a “Godsend”. Right now (in the winter months), water consumption isn’t as high as it is in the summer; we order 5-gallon bottles and a few cases of bottled water for employees. typically, once a month & on days that water is delivered, Carlos Guerrero will go around to each department with the delivery guy…if he’s unavailable, you go along to make sure the delivery is made to the correct department.
	Account #
	Account Name
	Department
	Monthly Regular Order

	4256384
	Archdiocese of Miami
	Development Office
	6 large bottles

	5326459
	Archdiocese of Miami
	Pastoral Services
	2 large bottles

	5745583
	Archdiocese of Miami
	Florida Catholic Office
	4 small bottles

	7048010
	Archdiocese of Miami
	Finance Office
	2 cases of bottled water

	7347958
	Archdiocese of Miami
	Chancellor's Office
	3 small bottles

	7601008
	Archdiocese of Miami
	Dept. of Schools
	6 large bottles

	8336737
	Archdiocese of Miami
	Office of Catechesis
	5 large bottles

	9187873
	Archdiocese of Miami
	Communications Dept. 
	5 large bottles; 3 cases of bottled water

	9187899
	Archdiocese of Miami
	Metropolitan Tribunal
	4 large bottles

	9210865
	Archdiocese of Miami
	Plant Operations
	9 large bottles; 2 cases of bottled water

	9252933
	Archdiocese of Miami
	Vocations Office
	3 large bottles

	9644642
	Archdiocese of Miami
	Archbishop's Office
	6 cases of bottled water

	8032186002
	Archdiocese of Miami
	Office of Lay Ministry
	5 small bottles



FOB’s 
You’ll receive a phone call from HR Dept. when new people are hired because they need the FOB to get through the gate, there are 2 gates: one over St. Martha’s Church, and the other by the Pastoral Center side where most employees come in & out. Financial Dept. has another door with access to the parking lot at the ADOM site, for this reason, all the personnel for the Financial Dept. receive A-FOBs, and the rest receive B-FOBs, both are located inside the key box in the supplies closet:
A - FOBs (Financial Dept. only) [image: A group of key fobs
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All employees must sign the FOB delivery form including the number on the back of the fob!
Many FOBs are already programmed (in a zip lock bag in the key box, bottom left) and there is a complete ‘sleeve’ of unprogrammed FOBs. Instructions are with the ‘key card’ that is used to program them also in a small zip-locked bag (the key card is shaped like a credit card). People will come to you or message you at random times because theirs came apart or broke after years of use.
Finance Dept.  has a door that they like to use, so that is a 3rd door that their FOBs need to be programmed for (there are 2 already programmed and ready to go for the Finance Dept. door). 
1. Scan the card (the side with nothing printed on it), the black keypad will beep.
2. The lights will flash on the wall’s system mounted (the black keypad).
3. Take the new FOB and scan it near the lights that flashed (you’ll hear a click to program), once the lights stop flashing, scan the card again.
4. Test the FOB and it should work.
(When I first started doing these, Pawel was very helpful and helped me do them the first couple of times).
FOBs and keys should be collected by the HR Dept. or the person’s boss when an employee leaves the Pastoral Center, but this doesn’t always happen. B&P is responsible for door keys – NOT DESK KEYS. 
If an employee were to want a key to their desk, it’s an expense to the department and requires their manager’s approval because a locksmith will need to be called to do it (Coral Way Locksmith – 305-858-8118). Occasionally people might lose their key and need/want a replacement. You have to check the lockbox for the key (the numeric log is taped above the box) – if we have a replacement key, give it to them and have them sign for it (new employees should also sign for their FOB and any keys they’re given) if we don’t have a replacement key for them, again, it’s a cost to their department – Carlos Guerrero will get a copy made at Home Depot. 
KEYS
Certain keys cannot be duplicated like SCHLAGE keys and master keys cannot be duplicated either. You will have a key that is referred to as a ‘master’ key, however, it’s not really - there are several people here at the Pastoral Center who have keys to their office(s) that ours do not work to (at Development & Communications director’s to name a few). If keys need to be made by a locksmith that cannot be made at Home Depot, you must call Coral Way Locksmith at 305-858-8118. They’re very accommodating and will respond quickly.  
All employees must sign the KEYS delivery form (“Key Log” binder)!

RANDOM CALLS
You’ll receive phone calls for the most random thing, calls come through to me for anything that has to do with a building that people think is owned by the Archdiocese of Miami. I get calls for housing – “I’m looking for a place for my mother to live” to complaints about the condition of buildings (senior living residences) that are owned by the Archdiocese (calls should be directed to Catholic Health Services or Catholic Housing Mgmt.) – I always try to be helpful, google the property, see who owns it and give the caller the contact information. 
People will expect you to resolve the issue because you work for the Archdiocese (and ADOM owns the building), but the call/complaint should be directed/communicated to the proper channel. If necessary, take a message and ask the correct party to call the customer back; hopefully the person calling will realize what you are explaining to them and back off a little. I’ve received voicemail messages and complaints that I’ve forwarded to Catholic Housing Mgmt. & Catholic Health Services. – It takes a little time for the names to become familiar. 
CONFERENCE ROOM CALENDAR 
You’ll schedule primarily the Coleman Carroll Conference Room and the Cafeteria – most departments have their meeting rooms (there are 2 in B&P). Larger groups need to use the cafeteria; oftentimes these rooms are utilized on weekends, and you need to let Pawel know if rooms will be used on the weekends so he can control the AC for the hours of the meeting(s). Sometimes both rooms are used on the weekends – let Pawel know the schedule by Thursday of the week of the meeting. You’ll also need to distribute the keys for the respective meeting room before you leave for the weekend – typically the people who will use the room will mail/reach out to you in the week before their meeting and they’ll come to you, get the keys and sign for them in the binder titled: “Key Log”. Keep the calendar updated on your email account.
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Email example received: 
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For the people you know where the keys are and who has them: it is their responsibility to return them to you the following Monday (or whenever they return to work); you’re also the ‘keeper’ of the microphone (people need to sign it out) and always remember when someone returns something to mark the item returned in the MATERIAL binder. Additionally, people throughout the building come here for batteries for their mouse or their computer (I don’t understand why each department isn’t responsible for replacement batteries, but I guess it falls to us to provide them since we’re BUILDINGs). 
PROPERTY MAINTENANCE 
LANDSCAPING
Catholic Cemeteries performs our landscaping/grass cutting, etc. on Tuesdays every week. Tony is the foreman of the team, a lovely, very nice man. If anything, specific needs to be communicated to him, you can find him personally on the property when he or his team are here, or you can email Esther Rodriguez (erodriguez@chsfla.com). Esther will also send you weekly, the schedule of which properties they will be serviced throughout the Archdiocese (except in Monroe). For a while, I saved them all every week, but after never needing to look at them after 2 years, I started saving them sporadically in a folder in Outlook. Invoices are received monthly from Selina Pepitone for landscape services (see Excel document – ADOM Monthly Payments for routine invoices listed). Costs for this remain the same month to month, and you’ll also be responsible for paying for the upkeep of the archbishop’s home and the retired Archbishop’s home (these account numbers are all listed on the ADOM Monthly Payments Excel spreadsheet that I emailed you).

CLEANING CREW & JANITORS
Catholic Health Services: Julio is the foreman of the cleaning crew who works part-time and cleans our offices. He oversees 2 women who work part-time as well as a young man – they work evenings and I believe are gone from here by 10 p.m. (To be honest, I can’t say that in 3.5 years I’ve ever heard anyone commend them on what a good job they do. That’s sad to say, but true). Garbage cans get emptied consistently, they do not dust or clean desktops (not allowed to), and they sweep the floors, but I’ve had people who will let me know that they’d like to have their carpet vacuumed and I can’t believe it’s not done on a nightly basis. 
Carlos Guerrero works full-time M-F as the ‘janitor/maintenance guy’ – If someone needs something heavy moved, you’ll be asked to call him, for anything maintenance-related during the day – Carlos is your go-to guy. You’ll receive (via email) an invoice every month for maintenance supplies/services from Catholic Health Services – Robert D. Thompson - Also save each month’s total cost on Y:\ADOM-Entities\ADOM - CHS Cleaning Expenses and update the spreadsheet every month so David can monitor if he wants (he’ll ask you about these costs during the budget season).






CARNIVALS AND SMALL EVENTS
CARNIVAL AGREEMENTS + COI + PERMITS
PROCESS 
1. Parish/School sent to ADOM a permit request for a carnival or event - (they used to use the earlier models of the letters, but as requested, you can find them at C:\Users\sortiz\Desktop\FORMS)
2. ADOM approves the request and is delivered by email to the parties. The approval letter always must be saved at: 
Y:\ADOM-Entities\Carnival -Space Usage Agreements by Parishes ENTITY NAME (final)
3. Parish/School must email/send you a copy of the “Carnival Agreement” and a copy of the “Certificate of Liability Insurance - COI”. Print the document and deliver it to Sr Elizabeth Worley for signature. 
4. Once returned add printed name or date as needed. Ex: SISTER ELIZABETH WORLEY S.S.J. – TITLE CHANCELLOR also, notarized the document if needed with Carlos Sanabria or Pawel Kobrzynski.
5. You must complete the process of reviewing the documents received with the C:\Users\sortiz\Desktop\CARNIVALSCarnival Checklist [see example below] emphasizing the Certificate of Liability Insurance, which must follow these requirements:  

Commercial Liability: Must be between $1,000,000.00 – $3,000,000.00.		
Automobile Liability:  Min. $1,000,000.00.						
Umbrella Liability: 	Not mandatory - Amount: $ VARIES.			
Workers Compensation Liability: MANDATORY for a Min. of $500,000.00.		
DESCRIPTION OF OPERATIONS must match this description:
The Archdiocese of Miami, Inc. and Archbishop Thomas Wenski and his Successor in office are named as additional insured as to the General Liability as per form CG2010 & CG2037. Insurance is primary and Non-Contributory to the insurance of the additional insured as per the corresponding ISO form.

CERTIFICATE HOLDER must match this description:
Archdiocese of Miami, Inc. - Archbishop Thomas Wenski
9401 Biscayne Blvd. Miami, FL 33138

6. Ask the parish/school for a review when something is missing or incomplete (don't send the approval until they respond with the current documentation) upon completion, ask if they need the originals to be mailed or picked up.
7. Keep a record of all applications at C:\Users\sortiz\Desktop\CARNIVALS Carnival Agreements LIST 2021- 2023 (see tips on the next page).
8. Keep the original document in a folder for a while in case they request the originals. 
9. Request the permits granted by the city at least a month before the carnival/event starts.

EXAMPLE of written event permission issued for city approval permit request:
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CARNIVAL LIST
Even if you have a checklist for each carnival, I used to keep this file updated on my screen desktop with the following information: 
· Full carnival operator information.
· Contact person. 
· Documents (only the final document approved).
· Status review + link with the email sent to the parish/school.

This way it is easier to have a piece of detailed information about the pending documents, after receiving all the documents mark the line as COMPLETED (green color).

EXAMPLE:  [image: A screenshot of a computer
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LEGEND:
COMPLETED 			– All done!
Pending Permit issue 		– Permit not received for filling.
Pending Agreement 		– Change to agreement requested.
Pending Operator COI	– COI not received for filing.
Pending COI correction 	– COI received but needs to add some corrections.



SUA
AFTERSCHOOL AND EXTRACURRICULAR ACTIVITIES
NON-EXCLUSIVE SPACE USE AGREEMENTS + COI
I used to keep this file updated with the following information: 

· Date [start-finish]
· Parish/School hosting the event.
· Weekdays and times of the occurrence
· Company event name and address.
· Contact person. 
· Status review + link with the email sent to the parish/school.

This way it is easier to have a piece of detailed information about the pending documents, after receiving all the documents mark the line as COMPLETED (green color).

EXAMPLE: 
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[bookmark: _Hlk146277426]
LEGEND:
COMPLETED 			– All done!
Pending Permit issue 		– Permit not received for filling.
Pending Agreement 		– Change to agreement requested.
Pending Operator COI	– COI not received for filing.
Pending COI correction 	– COI received but needs to add more coverture.
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DOCUMENTS FOR ADOM SIGNATURE
CONTRACT AGREEMENTS
PROCESS 
1. The Project Manager [PM] and associates will send/email you a contract agreement request to be signed by ADOM depending on the project necessities.
2. Print the document, don’t forget to mark it with the proper sticker on the proper line of the permit with SIGN HERE- INITIAL HERE - NOTARIZE, and deliver it to Sr Elizabeth Worley for signature. If they ask for RUSH, be sure to add it to the front of the file.
3. Once returned review and add printed name or date as needed. Ex: SISTER ELIZABETH WORLEY S.S.J. – TITLE CHANCELLOR or COO also, notarized the document if needed with Carlos Sanabria.
4. Upon completion, ask if they need the originals or if they will have them mailed or picked up.
Some documents may require Archbishop Thomas Wenski's signature.

PERMITS APPLICATION
PROCESS 
Same as the contract agreements process!

For DOCUMENTS to be SIGNED by ADOM
[Use a red folder to deliver these documents]
Keep the list up to date before sending it to
Sr. Elizabeth Worley or Archbishop Thomas Wenski and after coming back.
Moreover, at some point, you may receive a request stating:
The City of Miami Beach returned the application with the following note:
” The signature of the owner of the property cannot be verified through the Property Appraiser’s office. Please submit backup documentation to verify the resident, officer, or registered agent of the corporation. Should out-of-state documents be submitted, please make sure they are within the year.”
Do you have the supporting documentation to provide the city?
[bookmark: _Hlk146200683]Reply with the following documents, located at Y:\ADOM-Entities\B+P FORMS\ADOM Succession documents. 
· Sister Elizabeth's power of attorney or POA
· Recorded-MIAMI DADE-Succession Affidavit-Archbishop Wenski 6-22-2010. 
(This depends on the county and the owner's property name, you must choose from the list below)
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PROJECTS
NEW PROJECTS

APPROVAL LETTERS
Approval letters for parish or school projects are easily maintained:
1. After an approval letter is prepared by Str. Karla M. Icaza, signed by Rev. Thomas Wenski or Str. Elizabeth Worley, and sent by email to B&P Dept. save it under: 
Y:\ADOM-Entities\Archbishop Approval Letters  Letters 
2. Save the letter name following this example: PROJECT NAME + MM.DD.YY
3. For corrected letters: combine the old and corrected ones in the same *.pdf file. 
4. Keep a record of adding the *.pdf file to 
Y:\ADOM-Entities\Archbishop Approval Letters\Archbishop Approvals 2023.exe  (excel table)
5. Finally, on the table, create a link to the original document saved at Y:\ADOM-Entities\ADOM Archbishop Approval Letters Letters  as shown below:
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You will receive multiple invoices for payment from multiple contractors/companies/vendors or supplies:
	Invoices for utilities/maintenance /supplies, etc.
Invoices for a project [see Pay Application Processes -Major/Minor Projects]
Invoices received that don’t correspond with any project must be approved by David Prada or the office coordinator, then sent to Finance Dpt. for payment, the day cut will be weekly on Monday and Thursday.
PAY APPLICATION PROCESSES
UTILITIES/MAINTENANCE /SUPPLIES 

For other payments like maintenance, FPL, gas, water, millage, etc.: review the charges (you could ask the team staff for help if needed), approve them, and then send a request to the Finance Dpt. for payment, after receiving the payment confirmation file the invoice with copy of the payment in the respective folder for each property. These are very low maintenance, for previous payment processes you may consult older invoices. For more accurate information like account numbers, etc. follow this link: 
Y:\ADOM-Entities\ADOM FACILITIES\ADOM Pastoral Center
AT&T invoices only need approval: no check or ACH is required. 
Save to the proper folder following the account number.
Don’t approve anything out of contract or budget!

CHECKS RECEIVED
FARM LEASES (future cemetery)
For checks received from:
· SWASH FARMS INC					
· SEASONS GREEN PRODUCE LLC		
Scan the check(s) print a copy for the B&P Dpt. and write the account number 57-460-27-946-094209 on the document for each of them. The originals should be delivered to the Finance Dpt. for payment. Keep up to date the files for each contract.

FARM LEASE CONTRACTS - Y:\ADOM-Entities\ADOM Farm Leases

2009-2019
SWASH FARMS INC			
[20acres]	Folio:0010			
[20acres]	Folio:0020	
[20acres]	Folio:0041			$4,466.99/Monthly (+5% yearly)
Realtor FEE $2,250.00/Annually		
2022-2027
SWASH FARMS INC			
[20acres] Folio:0040			$24,000.00/Annually	
Realtor FEE $1,200.00/Annually	
2019-2029 
SEASONS GREEN PRODUCE LLC		 
[40acres]	Folio:0030			$3,333.33/Monthly
(+3% annually beginning in Nov.2025)	
Realtor FEE $2,000.00/Annually		 	


STATEMENTS RECEIVED 
Statements must come by mail concerning single/multiple invoices. Please don't scan or file them, find the project-related and mail them to the PM. Just give it to David Prada if arrive with the DELICUENT or DUE PAYMENT enclosed.

ACH or CHECK REQUESTS
You will be contacted by various parishes, contractors, suppliers, and attorneys to process check requests for payments. Check requests always need an account number so Finance Dpt. knows which account to charge for the payment, and it’s typically along the bottom of the page. 
There are always projects at a variety of parishes going on that David Prada is involved with, and sometimes he can be the one that signs off on the check request, but oftentimes the pastor of the parish must sign, so the check request is created, saved, and then scanned and emailed to the pastor and sometimes his assistant to make sure it gets signed and turned around quickly. 
Go to Desktop FORMS and fill out the CHECKS REQUEST FORM, which must be signed by a parish or David Prada and the requester. 
Example before execution.:			Example after execution.:
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Send a summary email to the Financial Dpt. representative, an example of an email Check Request should be like this:
Hi NAME,
Attached herewith pls find the following check/payment requests for processing in the upcoming check run:
 
· DATE, Name
· DATE, Name
 
Thank you,
NAME

The scanned document must be saved in the folder/projects on the Server:
ADOM Entities ADOM Facilities  Parish/Project name ACH or Check Request 
Once the check is cut, always make a copy of it, and then go back and save the check to the scan so we have a copy of it for the next step (see section PAY APPLICATION PROCESSES)
ACTIVE PROJECTS LIST – 2023

 Big Folders 
MAJOR PROJECTS	
Name							PM				CONTRACTOR
Epiphany Catholic School-Classroom Renovations	Carlos Diez-Arguelles	Florida Lemark	
Epiphany Catholic Church-Parish Hall Renovation	Carlos Diez-Arguelles	Florida Lemark	
La Salle HS-New Fieldhouse				Gaston Arellano		Florida Lemark
Notre-Dame New Office 				Carlos Sanabria			-
St. Agnes Pre-K					Carlos Diez-Arguelles	Vilar Hoynack	
St. Agnes Church & Gym				Carlos Diez-Arguelles	Vilar Hoynack
St. Ann Mission -New Construction			Carlos Sanabria		CAMCON
St. Cath Siena Parish Hall				Carlos Sanabria			-
St. Mark – Ainarium					Carlos Sanabria		CAMCON
Mary Star of the Sea – High School			David Prada			CAMCON

 Small Folders 
MINOR PROJECTS 	Name				PM				CONTRACTOR	
McCarthy HS – New Turf Field			Carlos Sanabria		 
Morningstar – Renewal Center			Annette Vilomar			
St Joseph – Sea Wall Replacement			David Prada/Pawel K
St. Thomas Aquinas High School-Master Plan	David Prada/Pawel K 
PAX Radio Tower					David Prada/Pawel K  
Santa Barbara – Building Expansion Project		David Prada/Pawel K  
Notre Dame Haiti – New Rectory & Office		David Prada/Pawel K  
St. Kieren Church – Renovation			David Prada/Pawel K  
Missionaries of Charity				David Prada/Pawel K  
Holy Family School – Parking Lot Improvements	David Prada/Pawel K  
Ermita de la Caridad – Windows & Roofing		Pawel K
St Sebastian – Kitchen & Storage			Carlos Sanabria
St. Michael the Archangel – Baseball Field		Carlos Sanabria	










PAY APPLICATION PROCESSES
LARGE PROJECTS
There are 2 primary parts of reports sent on the larger projects:
· INVOICE SUMMARY 
· MONTHLY REPORT 
These are files in 2 separate green binders and separated by tabs that are labeled with the year and month by project. The Monthly Report is in more of a paragraph format that describes and details meetings that took place and permit process(es), etc.; the Invoice Summary is the financial element. 
Always remember to print the previous month’s budget, although some of the project managers will provide a copy of this with their submission to you via email (like Carlos Sanabria, Cody Miller, and Jeff Colasanti), and the project managers are typically very helpful to you because they need/want you to have everything you need to make your review go quickly so they and the contractors can get paid. DON’T HESITATE TO CALL THEM or ask them for help if you can’t figure out something they’ve submitted. 
Carlos Diez-Arguelles - carlos@pf-mgt.com 
Cody Miller - cody@paragondevco.com 
Jeff Colasanti - jeff@paragondevco.com  = Paragon Development:
Michael Garcia - michael@pfmgt.com  = PLF Management
Gaston Arellano - garellano@ilsroyals.com 

These guys above do the larger projects (listed) and they’re the ones that will be submitting the reports to you; the larger projects have Both Monthly reports and Invoice Summaries with documentation. 
The original total budget of the project never changes (ORIGINAL BUDGET column), this is on the left side of the project development budget and is the total budgeted cost for the entire project. Once everything is printed, the first step is to compare the current request on the project budget sheet report with the current request on the invoice summary sheet – they need to match. Your COST TO DATE (in the previous month’s report) needs to match the PRIOR MONTH figure on the new project budget summary submitted by the project manager. Here’s the order David Prada likes to be able to review the INVOICE SUMMARY IN: Invoice Summary, Project Development Budget, Previous Budget, the Contingency Usage report, the DPO report summary, DPO detail, the Tax Savings Summary, the invoices, and then the change orders and change order log. 
Be sure to check all math on the backup and be sure it equals the figure on the Invoice Summary sheet; also, always be certain that the account number is on the cover of the invoice summary. The project managers have gotten into the habit of having it there, which is a huge help – if they haven’t done that, add it by writing it on there (nothing will be paid without an account number). 




Invoice Summary or Monthly Report – these are the 2 folders you’ll spend the most time in.
Once the invoice summary has been reviewed by David Prada and he has signed it, you’ll take it to Mike Casciato, the CFO, for signature or email it for approval, once the approval is received print the email copy and add it to the summary report. Scan and save the complete signed report to the respective project folder. 

ALL INVOICE SUMMARIES ARE ALWAYS SAVED ON THE SERVER

ADOMEntitiesADOM Facilities Project name . Go to the folder for the respective parish your project pertains to and choose the project name (Example – St. Agnes, 2019-New Pre-K Building, PM Consultant Folder.
The Monthly Report on the larger projects can be scanned & saved on the server once David Prada has seen it and then filed in the green binder (the 3-hole punch is in the room where the copier is). 

Paying the vendors: How many vendors will be paid because of the invoice summary? 
1. That’s how many copies you make of the invoice summary cover sheet. Once you’ve made those copies, you need to make copies of the invoice(s) for each respective vendor owed money. (If 9 vendors will be paid, make 9 copies of the cover sheet – if one vendor is being paid, make 1 copy). 
2. Put the Invoice Summary cover sheet copy with the invoice from the vendor along with whatever invoices/back-up you have for each ‘payee’ and paper clip together – those go to the Financial Dpt. representative for payment. (If multiple businesses are being paid on a project, clip them all together). 
3. Once the checks are cut, she’ll let you know. Since the vendors are typically anxious about their payments, I always tried to let the project managers know when the checks were cut (Tuesdays & Thursdays) and whether they were ready. 
4. Make copies of each Check (stamp them with the word ‘COPY’ if needed. Match the Summary Invoices with the ACH/Checks received. For unmatched payments, you should contact the Project Manager and Financial Dpt. representative for advice.  
5. Once you’ve got your ACH/Check copies, put them with the cover sheet of the invoice summary, and scan all documents together. You then save it on the server: ADOMEntitiesADOM Facilities Project name  it pertains to as ‘YR-MO Invoice Summary w/ checks. 
6. Once checks are cut and the Invoice Summary has been scanned you’ll send an email to the Project Manager, the Principal, or Pastor at the parish/school (always cc: David) with a scanned copy of the invoice summary w/check copies (your subject line of the email should be: Invoice Summary w/check copies) and the body of the email is just to let the recipients know that this is a copy for their records should they want to keep it (and they will) – you’ll do this every time payments are made on a project. 
The project manager will let you know which checks will be picked up and which should be mailed. Often the contractors are "anxious" for their check and will come to pick it up that day: let them know the checks are ready after you've had time to do what you need to do (make copies and scan) before you release anything.
INVOICE SUMMARY EXAMPLE with approval:
[image: A close-up of a receipt
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INVOICES FOR LARGE PROJECTS
Before sending to Finance Dept. the invoice summary, on each actual invoice from the vendor, highlight the following: 
· The invoice No. 
· The amount due. 
· The vendor’s name.
· Then put a yellow circle in the upper right-hand corner (this helps you remember that you need to make a copy of the document)
EXAMPLE
[image: A receipt with numbers and text
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CHANGE ORDERS FOR LARGE PROJECTS - CCO
Name example: 
DocuSign_i22-06-StAnn_Mission Construction Change Order - Item # _53_
Change orders are always numbered and go at the back of the report paper clipped together (the project manager should send these to you once everyone is signed ‘in the field’ – David Prada must sign, and then Sr. Elizabeth, too. After signed and completed, print a copy for wall-shelf-records and save the document received under:
Y:\ADOM-Entities\0-scans\DocusignsProject name ContractorContractChange OrderCCO (temporary)
TRICK: Email received from DocuSign print only if said COMPLETE, come signed by David Prada and with logo [image: A blue shield with gold cross and palm tree
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PO - PURCHASE ORDER: 
How to create a PO?
A project manager or vendor will email you a request with a Direct Purchase or PO order requisition document completed explaining what is needed and what it will cost – The document needs to be fully completed - don’t feel bad if you must return it because it’s not fully completed, because it’s not unusual. 
There is a WORD document that explains the process/procedures called “ADOM Owner Direct Purchase/Sales Tax Exempt PROCEDURES” which does what it says….it explains the process.
There’s another document that the ‘customer/project manager/vendor’ completes and it’s called the “ADOM Direct Owner Purchase FORM”. 
It’s up to the Project Manager to provide these forms to vendors/customers, but oftentimes you might be called upon to provide them as well. You find these forms by following this path: ADOM ENTITIES, B&P FORMS – next there’s a folder “creating a DPO – forms needed” – use this. Inside this file I created are all the forms you’ll need to complete/make a direct purchase order (referred to by David, Carlos & Pawel as a ‘DPO’). Within the document titled a ‘Generic PO’, you’ll need to enter your email address in the upper left corner below your desk phone number. 
The rule for creating a name for a purchase order is crazy, but here goes: 
3 + 3 + #k + #H + #decimals + St/SAN [NAME]
AAABBB000k000H00NAME
EXAMPLE:
The building contractor’s name is ABC Construction; the subcontractor’s name is Z Roofing; the amount of the PO request is $13,549.00 and the project is a Re-roofing job at St. Vincent’s Parish: 
1. The building contractors are the first 3 capital letters of the PO name/number: ABC.
2. Next are the first 3 non-capital letters of the sub-contractor: ZRO.
3. Then the first 2-3 digits of the amount of the PO followed by a lowercase ‘k’ (as in thousands): 13k
4. Then the 2-3 digit of the hundreds – 5 – followed by an upper-case H (as in hundreds): 5H
5. Then 2 digits of the balance of the amount (in this case, 49) 49
6. Finally, followed by the first 3 letters of the parish: StVIN 
7. If this were for something with San Lazaro or Santa Barbara, the final 3 letters would be SanLAZ…SanBAR and so on.
Purchase order ‘name’: ABC + ZRO + 13k + 5H + 49 + StVIN = ABCZRO13k5H49StVIN
Once the PO is complete:
Scan it and send it to the person who requested it (and always copy your PM) – always attach a copy of the ADOM tax exemption certificate-W9. I’ve found that it’s best to find the email where the PO was requested and scan the newly made PO and tax exemption certificate, attach it to the email that was sent requesting it, and send it copying everyone that was copied on the request – that way all parties who were copied on the request see it. So – you’ve saved your WORD document PO into the project folder and named it, then save the scanned copy also. Lastly – print the email requesting the PO, the backup provided (what was attached to the email requesting the PO is your backup), and the tax exemption certificate – this will be several pages – and scan and save it by using the PO# and the words ‘back-up’. This way if there’s ever a challenge of any kind regarding what was needed & what was provided, all the backup is there. 
PURCHASE ORDER Review: 
The main difference between the initial PO and the revised (PO-REV) is that you need to increase an extra amount to the initial PO. The document should include the revision date and the new amount, as shown below: 
INITIAL PO EXAMPLE:

[image: A document with text and numbers
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REVISED PO EXAMPLE:

[image: A close-up of a document
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Once completed, follow the same procedure for saving the document as described for the initial PO. Scan it and send it to the requester (always copying your PM). Print a hard copy for the wall file.
Trick: Highlight all new additions to the PO-REVISED in red and bold
 to make a visible difference from the INITIAL- PO order document.
OFFICES PROCEDURES
ACH APPLICATIONS PROCESSES
After several payments being hacked in the past, using a newer type of email-based threat where attackers clone a real email, the ADOM has implemented a more complex system to approve new requests using ACH payments.  You should follow the steps below to complete this request:

· The request to start the process must come from David Prada.
· [bookmark: _Hlk164774335]Immediately send the ADOM-ACH Form to the vendor and let them know that the ADOM will exercise the right to verify the reliability of the documents received through a zoom-call-step verification process. 
· [bookmark: _Hlk164774924]Set up a Zoom meeting with the responsible party(s). They should confirm the right person is sending you the right information. Once confirmed let them know that for first-time applications, the bank verification will take no less than 24 hours before payment is received at the vendor account. 
· For final approval, confirm via email to David Prada, with copies to all the parties (vendor, parish representative,  PM, etc) that the meeting was done. 
· Ask David permission to start the approval process by sending a confirmation email to Mike Casciato, Margie Rancano, and Sister Elizabeth Worley, and the payment process will begin. 

ACH ENROLLMENT EMAIL EXAMPLE:
[image: A screenshot of a email
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ACH FORM EXAMPLE:
[image: A computer screen shot of a computer screen
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CREDIT APPLICATIONS
· Go to Y:\ADOM-Entities\B+P FORMS
· Click on the file named Credit Application(s) 
· Choose BLANK CREDIT APPLICATION w Coordinator name file (WORD document on the top) 
Use this one going forward. All credit information is the same on the credit application – you just must have David Prada sign off on this before you send it or scan it to anyone. Typically, when someone wants us to complete a credit application, they’ll provide a form they want us to complete and for the most part, I’ve always just kind of written “SEE ATTACHED” and attached this list of creditors. 

LETTERS OF CREDIT:
This is a responsibility that has been mine for the duration of my time here that I understand the least about (except maybe change orders!). ADOM ENTITIES ADOM Letter of Credit  
We have Letters of Credit from 2 banks:
SunTrust (3 active)
 Y:\ADOM-Entities\ADOM Letter of Credit\SunTrust\Standby Letter of Credit Application -Fillable Form.doc[image: A close-up of a form
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Bank of America - BOA
Y:\ADOM-Entities\ADOM Letter of Credit\BOA\FP&L\2014 Bank of America- FP&L LOC.docx
[image: A close-up of a form

Description automatically generated with low confidence]

Open a CREDIT LINE for a SUPPLIER/VENDOR
A credit line application is a contractor's responsibility after documents are received: Acknowledgment /Application for Commercial Credit/ Purchase order. You must complete the letter form Y:\ADOM-Entities\B+P FORMS\Credit application(s) request David Prada's signature, and send it out to the PM, an example is shown below:
[image: A document with text and numbers
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Open an online CREDIT LINE for a SUPPLIER/VENDOR
In the case that a credit line application is requested by a Contractor because some information requested is only on your side, go to the website and follow the steps to complete the whole process.
EXAMPLE	https://www.whitecap.com/construction-services/credit-application-for-contractors
[image: A screenshot of a credit card
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Account Payable information: under Finance Account Payable managers’ name
Purchasing information: the contractor’s name.
In the section Authorized buyer required always YES
Sales Tax Exempt always YES
Guarantor NO [is only for business established in the last 3 years]
Attach the following documents or any as needed:
· ADOM Sales Tax Exempt Certificate
· Adom FEIN Certificate
· Letter of Credit Request signed by the Senior Director
[image: A screenshot of a computer
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INSPECTIONS
ARS ENVIRONMENTAL SERVICE Report:
This company inspects a lot of our school buildings for ASBESTOS (to make sure they’re clear of it; if they’re not, there’s a procedure they do for our students/teacher’s safety) - Carlos Sanabria and David Prada have both taken a class and have a much better understanding of this process.
You’ll find this information by following this path on the server: 
ADOM EntitiesADOM ARS Asbestos Reports & Radon Test YY Asbestos
ADOM EntitiesADOM ARS Asbestos Reports & Radon Test YY Radon Test

· Over and above the bi-annual inspection the school is responsible for paying the invoice, not ADOM. 
· When ARS inspects the schools, they’ll provide ADOM with a disc of the results, which you’ll upload on the server (when it comes) to the YY Asbestos folder.
· Radon inspections aren’t done automatically like Asbestos inspections, they’re only done if there’s a concern about it for some reason, so there aren’t nearly as many Radon records and reports. 
· The 3-year inspection is mandatory, to compensate you will only be inspected one time and receive a semi-annual report.
· [bookmark: _Hlk152600303]We can receive a federal visit asking for the asbestos reports, if this is the case immediately call Carlos Sanabria and Alex Front at (305) 710-0452 they are responsible for this kind of visit, not you. 
· Your responsibility is to keep the files updated on the server and save the hard copy to the grey cabinet in the printer area, by year: you will now become responsible for uploading the discs/files that are sent to us twice a year with the results of the inspections as well as paying them their fee (they’ll email you an invoice) 
· You should prepare the letter for the schools that is signed off on by Sr. Elizabeth that is completed twice a year ahead of ARS going into schools to do the inspection(s). and should be included in every report.
· On top of that, the annual agreement with quotation must be signed by Sister Elizabeth Worley S.S.J.
Each year is listed with an Asbestos file and a Radon Test file, and each of those 2 files has 3 files: 
Communication  - keep all types of communication with the respective schools.
Invoices  - holds the invoices for any school that must have an inspection. 
Reports  - the disc/USB/file or hard copy provided by ARS goes here. 

EXAMPLE	 Y:\ADOM-Entities\ADOM ARS Asbestos Reports & Radon Test\2022 Asbestos
[image: A screenshot of a computer
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Mike Trivisonno (954) 650-7317	Alex Front at (305) 710-0452
APPRAISAL VISIT COORDINATION:
You will receive an email from AON Risk Solutions asking you to help them with appraisal visit coordination, like in this example:
Hello – I hope all is well with you!
We are starting our appraisals this year with ADOM, and I am looking to start onsite the week of 7/10, please see the schedule below. If you can please help us out (as you kindly have in the past) with the initial communication to the individual locations below, we can handle the organization and follow-ups from there. I appreciate the help you can provide. If you have any questions or special requests for this year’s appraisals, feel free to let us know. I look forward to working with you again!
[image: A close-up of a document
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Right after you should prepare several emails (for all the parts implied) to notify them of the day and hour for the inspections. You could use a template, remember to mark in a different color the location where you are sending the email, remember to CC all the parts implied, and use a structure like shown below:
 SUBJET - AON Appraisal(s) - Insurance Site Inspections + ADDRESS + DATE + YEAR + HOUR
TEXT
[bookmark: _Hlk144816966]Good afternoon, NAME!
This serves to inform you that Mr. Jim Camp and Mr. Griffin Harris from AON Risk Solutions, copied herewith, would like to conduct a site inspection for the following locations and dates. Please see below.
The site inspections are to develop a replacement cost value for buildings & contents for property damage.
TABLE HERE (depends on the table received)
[bookmark: _Hlk144816997]Please kindly confirm who will be able to receive them that day.












25-30-40 & 50 - YEAR BUILDING REPORT
These are letters received from different cities’ building inspection departments. Pawel Kobrzynski used to take care of this matter but from time to time he may ask for help. After the letter is received send a copy by email to the parish/school with a cc copy to Pawel. Save the document at: 
Y:\ADOM-Entities\ADOM 40 Year Certifications\2023
In addition, keep the content updated in the following list: Active 00YR Recertifications [EXCEL]
Who can make this report? In case they ask you for help, the info is below:

Edward Clark - from Vital Inspections INC. services 305-798-6043
John Micali - Allied Building Inspection Services 305-234-7377

EMAIL EXAMPLE:
[image: A close-up of a document
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EXPENSES
EXPENSE REPORTS: 
Pawel and David Prada have Company Credit Cards - CC
Pawel does his expense reports, you’ll complete David’s. The recipes are in a labeled envelope in his top left drawer. The expense report form is found on the server: 
Y:\ADOM-Entities\B+P FORMS\DEPT EXPENSE REPORTS
For the expense reports completed by you (he’s typically pretty good at putting the account # for the expense on the actual receipt) you simply enter that information where needed on the report and once complete, submit it to him to review. If there are corrections, he’ll make them & you’ll make the adjustments until he’s comfortable signing off on it. Once he does sign off on it, it needs Mike Casciato’s signature. Once Mike signs it I’ve always scanned it and saved it on the server, so you’ll have the Excel document as well as a PDF of the completed expense report and receipts monthly.

MILEAGE REPORTS:
Carlos Sanabria, David Prada, Pawel Kobrzynski, and Jaime Arguello will submit their mileage reports also, these are stored/saved on the server also.
TAXES
PROPERTY TAX PROCEDURES:
Property tax is a tax paid on property owned by an individual or other legal entity, such as a corporation. Most commonly, property tax is a real estate ad-valorem tax, which can be considered a regressive tax. It is calculated by the local government where the property is located and paid by the owner of the property.
In late August or early September, we received the Proposed Taxes notices. Even though the envelope says on the outside ‘Immediate Action Required’, on the inside the document states clearly: ‘DO NOT PAY, this is not a bill’. No real action is needed but does open them all & put them in folio # order by county, and then keep them in the file cabinet. It’s a good ‘practice run’ for November. The property sites by county are:

Broward:	 www.bcpa.net
Miami-Dade:	 http://www.miamidade.gov/pa/property_search.asp
Monroe: 	www.mcpafl.org 
November:
Property taxes will begin to arrive in early November. 
Open them & keep them separate by county, putting them in order by folio #. Most of the Broward County Church names are on the tax bill, there are a few that don’t have the parish name. The ones that do not have the parish name listed are below by folio # and by the parish name:

484134-02-5920 	Our Lady of Health
494306-16-0010 	St. Coleman; 494306-16-0110: St. Coleman
504010-01-0230 	St. Bonaventure
514029-10-0210 	St. John XXIII
514113-23-1970 	Nativity; 514207-06-0943: Nativity
514215-01-8340 	Little Flower, Hollywood

HOW TO PREPARE THE PROPERTY TAXES INFORMATION RECEIVED?
You must send an email to the property. 
Each property will receive a letter electronically from Sr Elizabeth reminding them that there’s a 4% discount if property taxes are paid by November 30th; this letter is emailed to each property along with the electronic copy of the tax bill (notice of ad-valorem), and the county tax information flyer.
The email must include attached the following:
1. Sister E. Worley's 4% tax notice letter
2. Notice of Ad- valorem received.
3. County tax information received.

 See below the documents needed:
EXAMPLE A – Email body text 
EXAMPLE B – Sister E. Worley's 4% tax notice letter
EXAMPLE C – County tax guide information received.
EXAMPLE D – Real estate property tax bill.
EXAMPLE D – Notice of Ad- valorem received (do not send to the parish)
A. EXAMPLE – Email Body text
ENTITY
Attached herewith please find your 2023 Real Estate Property Taxes requiring your immediate attention and payment as listed.  
To expedite this process for you, we are forwarding all tax notices electronically, and NOT sending them via the traditional US Postal Service – this is the only notification you will receive that these taxes are due to be paid. 
Attached herewith please find the following documents: 
· Tax Notice(s) with the amount due.
· Letter from Sr. Elizabeth Worley which explains the 4% tax payment discount to your entity if tax payment is made/received at the county before November 30.
· Tax form for your county outlining payment method options and other information about your tax bill.
Please be aware that tax payments may be made online at your county website or via paper check US Postal Service/mail as outlined in the county insert. More information about paying the tax bills online can be found at the following county websites:
Broward County: pay taxes online by E-Check or credit/debit card at:
 https://broward.county-taxes.com/public/search/property_tax
Broward County Mailing Address:
Broward County Board of County Commissioners
PO Box 105048, Atlanta Georgia 30348-5048

Lee County: pay taxes online by E-Check or credit/debit card at:
https://lee.county-taxes.com/public/real_estate/parcels/23-44-27-09-00035.0100/bills?parcel=d92d6310-9543-11ec-9ee6-d21e44674b58&qid=7c368f15102ee63bf114652435538abc 
Lee County Mailing Address:               
                Noelle Branning - Lee County Tax Collector
2480 Thompson Street, Fort Myers, FL  33901

Levy County: pay taxes online by E-Check or credit/debit card at:
https://levyitm.wfbsusa.com/PropertyDetails.aspx?Acctno=++++++++++++++++++0340016100&Acctyear=2023&Acctbtyear=&Owner=MCCARTHY+EDWARD+A+%2c+ARCHBISHOP&Page=1
Levy County Mailing Address: 
          		Michele Langford, CFC - Levy County Tax Collector
310 School Street, Bronson, FL  32621-6424

Miami-Dade County: pay taxes online by E-Check or credit/debit card at:
 https://miamidade.countytaxes.com/public/search/property_tax  
Miami- Dade County Mailing Address: 
Miami-Dade Tax Collector
200 NW 2nd Avenue - 1st Floor, Miami, FL  33128
                       
Monroe County: pay taxes online by E-Check or credit/debit card at:
 https://monroe.county-taxes.com/public/search/property_tax
Monroe County Mailing Address:
Sam C. Steele, CFC – Tax Collector 
Monroe County Florida, PO Box 1129, Key West FL  33041-1149

Okeechobee County: pay taxes online by E-Check or credit/debit card at:
https://www.okeechobeecountytaxcollector.com/Property/SearchSelect?ClearData=True
			Okeechobee County Mailing Address:                   
		Celeste Watford, CFC - Okeechobee County Tax Collector
409 NW 2nd Avenue, Suite A, Okeechobee, FL  34972
Please contact me at your earliest convenience if you are interested in picking up an original/hard copy of the documents listed above here at the Pastoral Center, or if you have any questions or concerns. Kindly reply to this email to confirm that you have received and are processing for payment, your entity's tax notice(s). 
Respectfully, Signature here….
B. EXAMPLE - Sister E. Worley's 4% tax notice letter
[image: A letter of a tax notice
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C. EXAMPLE C – County tax guide information received.
[image: A close-up of a brochure
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[image: A close-up of a document
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D. EXAMPLE – Real estate property tax bill.
[image: A close-up of a bill
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E. EXAMPLE - Notice of Ad- valorem received [not a bill]
[image: A document with text and numbers
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There are a few tax bills that are paid by the Archdiocese in each county. 
(Copies of these are under 
Y:\ADOM-Entities\ADOM Property Taxes\2023 TAXES\ADOM Property Taxes Paid - Margie Rancano

Broward County
Go to:   https://broward.county-taxes.com/public/search/property_tax

In 2019 there was only 1 in Broward County, folio # 514021-01-0100. Enter this on the spreadsheet under ADOM Property taxes/2019/2019 Property Taxes ADOM pays - you’ll find a 3-tab spreadsheet – one tab per county. Plug in the numbers (what is owed) & save it & then print a spreadsheet document for submission to finance with a cover sheet in the M. Rancano file. (In 2019 there were 23 for MDC and 2 for Monroe).
In Broward County most of the invoices have the name of the Parish on them, Dade & Monroe do not. There are only 6 property tax bills for Monroe County; it seems like there are double the invoices for Dade County than there are for Broward.  There are also a few stray property tax bills from other counties where the property was deeded to a respective parish – like Little Flower in Hollywood receives property tax bills for property from Okeechobee County; there’s also a property tax bill that comes from Levy County…it’s St. John Bosco from MDC.

Miami-Dade County 
Go to: https://miamidade.county-taxes.com/public

For Dade County - Once they’re all in numeric (folio #) order, go through and pull the property tax invoices that show $0.00 is owed in taxes – OR – you could do this before putting them in numeric order and pull all the ones that owe nothing, clip them together and separate from the ones that owe taxes. These are files only and go nowhere, they’re just kept for our records and are kept together in that year’s binder/folder for taxes.
, enter the folio number, and search for the folio number. 
The latest owner account information will come up and you write down the Parish/property name on the upper portion of the bill, to identify which property this invoice is for. Once all properties are identified that owe taxes, scan, and save them on the server at Y:\ADOM-Entities\ADOM Property Taxes\Copies of Tax Notices - Entities, YEAR- Entities COUNTY NAME Tax Notices. NAME each respective property (for Dade) BEFORE scanning the documents. (I didn’t do this in 2016 but it was done in previous years….my mistake!) 

Monroe County 
Go to:   https://monroe.county-taxes.com/public/search/property_tax

There are very few for Monroe County and Broward doesn’t have nearly as many as Dade (you could also go to last year’s file and pull the Dade County property tax bills, the only concern with this is that there might be a property that you’ll have a bill for that wasn’t in there last year or vice-versa). 
2019 was the first year the taxes were distributed electronically. Mark them as return receipts and you’ll send them to both: the pastor and the business/office manager (provided we have that information) along with the letter you’ve prepared, and Sr. Elizabeth has signed. The pastors now know that their taxes are due to be paid and you have provided them with ample time to accomplish this and to get their 4% discount if they pay by the 30th. 
EXAMPLE – Digital Storage for Property Taxes by county
Save the documents by parishes with the bill received to:
Y:\ADOM-Entities\ADOM Property Taxes\YEAR? TAXES 
Including a copy of:
202? NAME County - Tax 4% Discount Letter
202? NAME County - Tax Bill Guide
202? NAME Property TAXES Generic email
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EXAMPLE – Digital Storage for Property Taxes paid by ADOM.
Save the documents by county with the bill received to:
Y:\ADOM-Entities\ADOM Property Taxes\2023 TAXES\ADOM Property Taxes Paid - Margie Rancano
Including a copy of:
		202?  ADOM - Real Estate Taxes COUNTY NAME
		202?  NAME County - Property ID No. 00000000000
 [image: A close up of a sign
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EXAMPLE – Digital Storage for memorandum cover letters.
Y:\ADOM-Entities\ADOM Property Taxes\2023 TAXES\ADOM Property Taxes Paid - Margie Rancano\2023 ADOM – Memorandum
Including a copy of:
		202? - COVER LETTER NAME COUNTY TAXES
		202? ADOM - Real Estate Taxes Adjustment [ keep this table up to year]
ADOM 202? Property Taxes Bill Generic email for M. Rancano
[image: A white background with black text
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MEMORANDUM COVER LETTERS EXAMPLE:
[image: ]

January – For every year:
In January of the following year, we receive (for Dade) Automatic Renewal of Exemptions, and in Broward, we receive a folded yellow postcard which is placed in numeric order and torn in two. I searched every folio # on the Broward County site (Broward.county-taxes.com) which will show you when the payment was received, IF anything remains owed, etc. Tear the postcard in half; all postcards with the signature line are then signed by David Prada before being mailed in 1 large envelope which is OK with the county. David signs the postcard & then I complete the rest of the information (his email, and phone #, print his name & date it – there are stamps for both his signature and email address – manually write his phone number). 
Make copies of each of the postcards after David has signed them – should be able to fit 4 to a legal page or 6 to 11X14 page, then they can be mailed back to Broward County. That’s it – then file in the ‘copy room’ in an accordion binder labeled with the year. Keep the certified mail receipt in the folder as well. 
Miami-Dade County These arrive and are in Spanish as well as English. Tear the document & toss one of them (I always threw away the Spanish version of the document). I put them in folio # order just for the sake of convenience if you must look anything up for any reason & have it in order. I called Miami-Dade County to ask why these were sent & they don’t have an explanation for why, but absolutely nothing is done with these - just keep them for our records – provided nothing has changed – no sale of a property.
Monroe County (Same as Miami-Dade): Keep “postcard” type documents for our files provided nothing has sold; just keep them for our records. 
Broward County These are small yellow postcards – throw one half away, stamp David’s name where needed, and then stamp his email address where required – rubber band them together and submit for David’s signature. Once he signs, date them and Jaime will take them to the post office to get mailed to Broward County. 













DIGITAL - FILE & STORAGE PROCESS
Archbishop Approval Letters: 
· Once the letter is received, go into the Y:\ADOM-Entities\ADOM Archbishop Approval Letters\Letters.
· Save the letter in the Letters folder.
· Open the respective Excel worksheet for the current year: Archbishop Approvals  
· Fill in the required columns and rows with the information from the original Archbishop’s letter.
· The final step is to hyperlink the letter to the document in the Letters folder.
How to link:
· Click in the cell of <Hyperlink to the Letter> column. 
· Right-click. 
· Once the window opens, click on the link symbol at the bottom of the window.
· Once the window opens, click on the Letters folder. 
· Double-click on the respective entity, then click OK.  
Carnivals & Small Events
1. Once the checklist is complete, and all the documents have been signed and sent out, prepare a[image: Creating a logo for a PDF application, which symbol should I use? - Graphic  Design Stack Exchange] pdf combining all those documents. The file must content:
· Checklist reviewed by the Office Coordinator of B&P Dpt.
· Letter authorizing space usage signed and notarized by ADOM.
· Carnival Agreement signed by all the parties and witnesses.
· Certificate of Liability Insurance COI from the carnival operator with ADOM requirements.
· City Permit signed and notarized (once received)
2. Save the document in the Y:\ADOM-Entities\Carnival -Space Usage Agreements by Parishes Entity name
3. Name the file YY – Entity Name – Document name.

Invoice Summaries 
Once you have received the invoice summary from the project managers, you will need to scan it and email it to the Finance Dept to Michael Casciato <mcasciato@theadom.org> for approval [don’t forget to add the CC to Accounts Payable <AccountsPayable@theadom.org>]. As soon as it is approved, the finance department will start working on the payments and when they are ready, they will call you to pick up the ACH and the checks:
1. Make a copy of the approval letter from Michael Casciato.
2. Make copies of every check (for the ACH no need)
3. Match the Checks/ACH with the amounts on the corresponding Invoice Summary name/$$$.
4. Organize the invoice summary sheets (approvals on the 2nd page and checks/ACH at the end)
5. Scan all the documents together.
6. Save the file to the invoice summary folder under the project name under the PM consultant folder Ex. Y:\ADOM-Entities\ADOM FACILITIES\ Project name \PM Consultant Folder\Invoice Summaries
7. The original document must be filed on the big wall shelf under the project file, Maritza Maggio is a volunteer who comes every Monday to help us with this job.
Certificate Of Liability Insurance
After receiving a Certificate of Liability Insurance, scan the document and save it by document expiration date under the folder: Y:\ADOM-Entities\INSURANCE CERTIFICATES-VENDORS

By expiration date as shown below:
[image: A screenshot of a computer

Description automatically generated][image: ]

[image: A close-up of a certificate

Description automatically generated]

Change orders for large projects - PCO
Verify the signatures from DocuSign that says COMPLETED and save as soon as you receive the email to:
Y:\ADOM-Entities\0-scans\Docusigns\ Project name \PCO or PCCO OR OTHER NAME
EXAMPLE:
[image: A screenshot of a computer

Description automatically generated][image: A document with yellow writing

Description automatically generated with medium confidence]
HURRICANE SEASON
Hurricane Season Emergency Contact Form
After receiving an Emergency Contact Form complete, save the [image: Creating a logo for a PDF application, which symbol should I use? - Graphic  Design Stack Exchange] pdf document under the year on folder:
 \\FLMIAVS110\Building Commission\ADOM-Entities\ADOM Hurricane Prep\2023- Hurricane Season\Contact Forms 
[image: A screenshot of a form

Description automatically generated]
WALL SHELVE - FILE & STORAGE
How to prepare files for storage documents on the wall shelves?
Any document regarding projects that arrive by any via must be filed and stored to keep our ADOM archives updated, first, you must scan and save to the proper server account under:
Y:\ADOM-Entities\ADOM FACILITIES Project name 
The hard copies go to the big wall shelf in the office, on Monday a volunteer comes to organize and file them.

MAJOR PROJECTS- HARD FOLDER
 type UNV10296 Folders, 3" Expansion, 3 Dividers, 8 Fasteners, Legal Size, Green Exterior
Start by naming the file YY – PROJECT NAME using the BROTHER P-TOUCH label machine available, right after proceeding by naming every divider as shown in the following list:

		Architect Contract
		Architect ADD Services
		Contractor Agreement
		Contractor Change Order – CCO
		Project Manager Contract
		Miscellaneous Contracts
		Credit Applications
		Purchases Orders












Invoice Summaries
Match the payments received by CHECK or ACH, add to the IS, scan to Y:\ADOM-Entities\ADOM FACILITIES Project name , right after saving a hard copy on the wall shelves project file, should look like below:
[image: A document with writing on it

Description automatically generated]









ACH Example:
[image: A close-up of a document

Description automatically generated]
CHECK Example:
[image: A close-up of a check

Description automatically generated]

Monthly Reports
Save a hard copy on the wall shelves for the respective project file:
[image: A document with text and numbers

Description automatically generated]
Change orders for large projects - PCO
Verify the signatures from DocuSign that says COMPLETED, must have the ADOM logo plus David Prada signature, print a hard copy to save on the wall shelves project file, should look like below:
[image: A document with yellow writing

Description automatically generated with medium confidence]
MINOR PROJECTS
 type UNV10253 Folders, 2" Expansion, 1 Divider, 4 Fasteners, Letter Size, Green
Start by naming the file YY – PROJECT NAME using the BROTHER P-TOUCH label machine available, right after proceeding by naming every divider as shown in the following list:

		Contractor Agreement
		Contractor Change Order – CCO
		Credit Applications
		Purchases Orders




WALL LABEL EXAMPLES:
[image: A close-up of a document
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HURRICANE SEASSON
Hurricane Season Emergency Contact Form
After receiving an Emergency Contact Form complete, save a hard copy document under the respective year on folder: HURRICANE - EMERGENCY CONTACT [YEAR]
[image: A screenshot of a form

Description automatically generated]
 PISHING SCAM
You should be aware of any kind of scam emails related to changes in the payment information received. Ninety-one percent (91%) of all cyber-attacks begin with a phishing email. There are many types of phishing attacks, including clone phishing, which targets millions of email users every day. 

Clone phishing is a type of email phishing technique in which the hacker “clones” or imitates emails from authorized senders. The only difference is that the link within the email redirects the victim to a malicious website instead of a trusted organization. The hackers’ prey on users who assume these emails are from legitimate sources. It’s a subtle but malicious technique to harvest personal and business-related data.

A lot of clone phishing scams happen through email messages. These messages typically give the reader a sense of urgency. This makes it incredibly easy for unsuspecting victims to fall for a clone phishing scam.

EXAMPLE – Clone phishing email body text (real case detected)
[image: A screenshot of a email

Description automatically generated]






Employees can prevent clone phishing through good business practices, this practice may include:

· Keep credentials secure, including yours and your organization.
· Hover over the link in the email to ensure that it is pointing to a legitimate website. 
· Look for slight spelling errors within the email (these are common in phishing emails) 
· Check the sender’s email address and domain to see if it is coming from a trusted and legitimate source.
· Educate your team on cyber security and how to identify phishing emails.
Your task includes several emails to different departments/parishes/schools, etc. 
Keeping a TEMPLATE folder in your computer or email will help you to save a lot of time to reply the request/emails received.
[image: A screenshot of a computer

Description automatically generated]

[image: A screenshot of a computer screen
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ARCHDIOCESE OF MIAMI
‘Building and Property Office

MEMORANDUM

DATE:  11/20/2023

TO:  Margic Rancano
FROM: Tania Rodriguez Diaz

RE: 2023 MIAMI-DADE COUNTY TAXES
Attached please find the list of 2023 Miami-Dade County taxes that are due for
payment by ADOM. Please issue a check made payable to the Miami-Dade
County Tax Collector for $74,032.23 to the following addsess:

Miami-Dade Tax Collector
PO Box 25218
Miami, FL 33102-5218

You may also consider paying using other methods available:

Pay taxes online by E-Check (o fee) or credit/debit card at
https://miamidade county-taxes.com/publie/search/property tax

Either way, refurn the payment receipt to me af your carliest convenience.
‘Thank you for your consideration and attention to this matter.

Sincerely,

9401 Biscayne Boulevard, Miami Shores, FL 33138
‘Phone: 305-762- 1032/ Fax: 305-754-6792
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City of Fort Lauderdale
Cross-Cannection Control Program
949 1 36 St

Fort Lauderdale, FL33309

CITY OF FORT LAUDERDALE.

Roman Catholic Archdiocese of Miami
9401 Biscayne Eiva
Miarmi Shores, FL 33138

Your Customer Canfirmation
Nomber (CCH) is: 9N95-XBDT

e s 10 see e your reports nave
oven susmttnd
s bsmoineiscons com/eustomer

December 14, 2023

RE: Backflow Assembly Test Due at St. Anthony Roman Catholic Church 904 NE 3 St Fort Lauderdale, FL 33301
Dear Reighbor

The Cit of Fort Lauderdale Public Werls Department has identified for the health and safety of our drinking water, the
need for annual certficaion of a backflow prevention 2ssembly or the above-referenced water service location, based on
the State of Forida Administrative Code (Chapter 62-555.360) and City of Fort Lauderdale Muricipal Code of Ordinances.
(Chapter 28-153, 26-155). A certfied backflow prevention assembly il prevent a potential cross-connecton event (back
pressure, back siphonage) from occuring and creating o hazard to the monicipal drinking water system. The City of Fort
Lauderdale has partnered with BST Oniine o assit in adminstering the backflow prograr In our communily. Our records
show the following backlow assembly(s) at your property, which s due to be tested by February 14, 2024

Sie  Manufacturer  Model Serial Number weter # Location
fue wens e 00130176161 saowat on 305t

You are responsible for iring a lcensed backflow tester to perform the annual test and certificatin of the backflow
assembly(s) sted above (BST does not test backflow assembles). Please provide the CCN lsted in the top ight corner of
ths letter to your backflow tester, a5 they wil nead this number to propery fl your backflow test reports via BS1 Onilne
You may also use this CCN ot s 3512702.551 t verlfy when your backflow test has been flled,locate a s o testers
in your ares, or o simply learn mare about backflow Please contact BS| via e-mall (support@backfiow.com) or phone
(885-956-6050) If you have any questions. Thank you for your cooperation and for helping o protect our water

—— o v s o

[Sunshne state socktiow 8 pumbag, ne (954

Chvistine Waish, Vice Presidert, BS1
BSL/ Agent fo the City of Fort Lauderdsi.
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= Arrow Asphalt & Eng. Inc. 4-20-22
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= Awnings of Hollywood Inc. 11-8-22
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" BNT Services, Inc. 2-16-22.

= CoAdvantage Corp. Alt. Emp Quickerete Mix, Inc. 2-18-22
= CoAdvantage Corp.AltempVico Window, Inc. 02-18-22
¥ Coastal Confort, Inc. 2022-4-28-22

= Cooling Methods, inc. 4-8-22

= CRM Structural Eng, LLC - 3-16-22

3 Fieldturf USA, Inc. 4-29-22

% Hill York Serv. Co., LLC-9-15-22

= Isaacs Roofing & Insulation Corp. 12-8-22

= 11 & Davis Plumbing 9152022

= J& Davis Plumbing Serv. nc. 3-23-22

= Kevin . Brandel Masonry Construction, nc. 3-3-22
= Marathon Electric Sign & Light, Inc. 2-25-22

= Mid South Painting, Inc. 4-4-22

= Nearshore Electric-4-26-22

= Neveo Sports, LLC-4-21-22

= OHLA Building INC 12-31-2023

= OHL-Arellano Construction Company 12-31-2023
=2 Paychex Business Solutions 5-6-22

= Sauder Manufacuting 22222

= Toro Engineering & Const, Corp-4-14-22

" U s Structures, Inc. 3-29-22

" United Services of Florida,LLC 3-17-22.

= Windy Day Plumbing 2-22-22

= Workforce Business Serv 12-08-22

= zyscovich Aequitects 4-1-22
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FWD: DocuSign: 251.PCO#76- CE#115- $13,456.23- System for VolleyB Practice Courts- VH...pdf 1 MB ¥

[CAUTION: This email originated from outside the organization. DO NOT click on links or open attachments unless you recognize the sender and know the
content is safe. NOTE: Certain requested transactions require verbal andlor video confirmation ]

DocuSign

Your document has been completed

VIEW COMPLETED DOCUMENT

Becky Harvey
bharvey@vhage com

Al parties have completed Executed 251.PCO#76
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The Archdioceses of Miam

Office of Building and Properties
9401 Biscayne Bivd
Miami Shores, FL 33138 (@08 7624032
Construction Change Order - ltem # 01
Faciity Name: _Ephany Catrole Schoot Date: 331723

Project Name: Classroom Renvatons.
Location No:  81-21000168004721
Project Description: New PreX Cisssrooms AddanRenovaton
Contractor: _Ferida Lémark Caporation

Description / Reason for Change:

Deductive Change Order for Material Direct Purchases in February 2023 - Contractor Payment
Appiication No. 02

Attachments:  PoO01, Contactor POCO 01

Breakdown of costs (provide detailed backup).
See Florida Lemark PCO, PCCO aftached.

Summary:
Total of Credits andlor Added Costs: Add: §
Deduct: Siezi0500
The Contract Time wil b (ingegsed) (depusased) by: B Days

THIS CHANGE ORDER TEW 1S INCLUSIVE OF ALL COSTS ASSOCIATED WITH THIS WORK. 11O ADDITTONAL
COMPENSATION FOR EXTENDED TIME SHALL BE DUE AS A RESULT OF THIS CHANGE IN THE SCOPE OF WORK.

Recommended Aceepted: Reviewed and Concurred
[
P A gD S CWRER S =
Irane Davers
PR T o Tped e R Ty
Archdiocese of Miami

=== =3r
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furricane PrepareonEss Guioe | 2023 | Arcoiocese o Miani ‘

2023 Hurricane/Emergency Entity Contact Information Form

#*This inforanstion ill sesssin confidentisl nd i citcal fo s to be ble o 325t you quickly and effctively 3ter 3 storm*

‘Eatity Name St Timothy Catholic Parish School
‘Estity Address: 5400 SW 102 Avenue Miami, FI. 33165
‘Pastor/Principal or Agency

‘Head Name: Father Carlos Vega (Pastor), Susana Rivera (Principal)
Cell Phone: 305300-1823

Land fine: 305-274-8229

‘Please lis the names and contact information for TWO Property/Plant Manager's/Staff to be confacted afier a storm.
or emergency event:

Name 1 Jose Gonzalez
Position: Maintenance Director
Cell Phone: 3055102607

Land line: 305-274-6229
Name 2: Susana Rivera
Position: Principal

Cell Phone: -305-3001823

Land fine: 305-274-6220

Are you i a mandatory evacuation area? [] YES [J NO
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'MONTHLY REPORT

St. es Catholic Church
Tune 2023

Broject Phase:
O Pre-Schematic [ Schematic Design (] Design Development

« Atthe Chusch & Plaza, Vilar Hoymack contioues to work towards substantial completion and occrpancy by
/30123 See updated schedule attached. Interior dyvwal level  fnih is approx. 95% complete, priser &
St coat of paint began. Work commenced on the istalltion of the grey royal yster interio stone in the
nave. Alta platforms dimensions were confimed, and work commenced on faning. Team validated
‘acousticalplaser aveas; E Dugear visited site to perform preiminary acoustical testing. At the plaza,
‘masonsy (planters, amps) s backilleffort continue. Tnstalltion of stone and pavers s set to commence
‘next month per the latest milestone schedule. Team s valdating grades toresolve discrepancies in the feld
vs the plans. The plaza palms were selected, delivered, and installed.

 The team continnes effrt to Value Engineer the landscaping, inal tree selctions have been made, and plans
axebeing prepared to submit o the Village of KB for approval.

The Temporary Certifcate of Occupancy was extended for the gymnasivun. JLH completed the exteror
‘praach st and sbaited to Vilar- Hoynack:. Acoustc Sonic is curently in the gymnasin nstaliog the
acoustical panels and baffles. Once they are complete, work will commence on he fnal electrial installations
forlighting controls, and the gymaasivm flooring punch lst iems. Intrior punch lst by JLH and the MEP
team is peading fo next month. Permanent sigasge instalaton i pending. Team contianes o work with ES
and Componeati to fnalize thesecuriy feacing, gates, and grate. The feam s targeing completion prior o
e start of the academic school year (81162023).

 The Enumas window sample lights were installed, the intended reslt was ot achieved, frther adjustments,
testing required.

 Grease System plans ae approved by the Village of Key Biscayne pending DERM approval

Development Schedule:

Design Development-Site Plan Approval 100%
‘Pre-Construction — 50% Construction Doctments. 100%
‘Construction Manager Recquests for Proposals & Qualifications 100%
‘Evaluation of CM Proposals, Preliminary Selection & Award. 100%
‘Preconstruction - Development of 100% Construction Documents 100%
Permitting 100%
Mobilization-Construction Commencement 100%
Substantial Completion 0%
Final Completion 25%

401 Bicayme Bovlevard, Mz Shore, FL 3136
P 105262 10331 o S0e 7ea 672
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The Archdioceses of Miami
Office of Building and Properties
9401 Biscayne Bivd
Miami Shores, FL 33138 (a08) 7624032

Construction Change Order - Item # 01

Facility Name: _Epiphany Catrolio School Date: 33123
Project Name: Classroom Renvatons

Location No: 1210010800472

Project Description: New Pre Cisssrooms AddtenRenovation

Contractor:  FerdaLemark Coporation

Description / Reason for Change:

Deductive Change Order for Material Direct Purchases in February 2023 - Contractor Payment
Application No. 02

Aftachments: o001, Contracor POCOD1

Breakdown of costs (provide detailed backup).
See Florida Lemark PCO, PCCO aftached.

Summary
Total of Credits andlor Added Costs: Add: S
Deduct: "§ 10216308

The Contract Time wil bs (incgagsed) (defeased) by: B Days

THIS CHANGE ORDER TEW 1S NCLUSIVE OF ALL COSTS ASSOCIATED WITH THIS WORK. 11O ADDITTONAL
COMPENSATION FOR EXTENDED TIME SHALL BE DUE AS A RESULT OF THIS CHANGE IN THE SCOPE OF WORK.

Recommended Accepted” Reviewed and Concurred
[
PR Ao S Do ,"’":;,"W 3 CWNER St L3
e s T e
Archdiocese of Miami

e
Fr v lluan [ Carkes ivr-rgurlics

et i

“Change Order Categories
T Guners fguest [ onforeseen 1] Consutant Eror [] Gonsutant Orsssion [wem v

=== =3r
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‘Want to know if your backflow test has been submitted?
Enter your Customer Confirmation Number (CCN) below and we will look through our

records for you If we cant find a test for your property, provide us with your email address
and we will email you when one is submitted.

Looking for a Testing Company?
Enter your Customer Confirmation Number (CCN) below and we will show you licensed

backflow testers in your area Note BSI Online does not perform the actual backflow
testing - as we are simply administrative agents on behalf of your city.

ceN

ON95-X8DT \

FIND MY TEST FIND ATESTING

Want to know more about backflow? FAQ Page a
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Re: Pro Sound Inc - ACH Enrollment Form
5 Desiree Bethard <desiree.bethard@solo-techs.com> © O Renty
To © David Prada; @ Tania Rodriguez-Diaz
(@ Follow up. Start by Thursday, October 12, 2023. Due by Thursday, October 12, 2023,

You replied to this message on 8/11/2023 8:45 AM.
This message is part of a tracked conversation. Click here to find all related messages or to open the original flagged message.

ACH 2023.pdf 128K Vv W9 2023.pdf 944 KB v

ACH Enroliment Form.pdf 172 KB ¥

You don' often get emal rom desiree bethard@solo-techs com, Learn why this s important

[CAUTION: This email originated from outside the organization. DO NOT click on links or open attachments unless you recognize the sender and know the content s saf
erbal and/or video confirmation ]

1was on the way to a late meeting when | had to fill this out on Monday and mistakenly filled out our retired deposit info from 2022,

Ihad to refill the enrollment form, Please use the attached for ACH. | hope and pray this is timely enough to make adjustments to avoid lost payment.
Please let me know.
Desiree Bethard

Accounts Receivable
. 305 8911000 EXT. 4231

2 PROSS
y |

A SOLOTECH COMPANY
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File  Home Send/Receive View Help Acrobat  Message

Eﬁv@"cmibri(aody)v 1 v B I U L~ A~

 Favorites
Sent Items
Inbox
01FIRMAS
DPO
Docusign

Hurricanes

trdiaz@theadom.org
v Inbox
Loc
>O01FIRMAS
02Templates
03 Examples
04 Mail Received
> AON - Safety & Risk

<

02Templates

v Message

PROPERTY TAXES

Attach the following:
SISTER E. WORLEY 4% TAX

25V - 30 - 40¥ - Recerification req..

ALWAYS CC to Pawel
Attached is a notice from the City of NAME

ACH - Application Form +Ws

Dear Provider, The Finance Office of the
‘Archdiocese of Miami, to reduce check

ADOM - Instructions on how o ap.

Below please find instructions on how to
apply for 2 new COI. The Certificate of

BURGLAR ALARM Renewal Notice
P

ByTypev L

Send

riri

attach the follow
s
A
c

ENTITY
Attached herewit

To expedite this

Attached herewit
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4 [ Templates

Name
s Quick access
(425 - 30¥ - 40V - Recertification Required

B Desktop »
[ AcC Payable - Payment Request DATE
¥ Downloads »*
[ AcH - Application Form + W
Documents * IAcH - nscripcion + W9
=] Pictures # [ADOM - CARNIVAL $3,000,000.00 Aggregate Liability
@ onedrive #  [ADOM - CARNIVAL Event Agreement Instructions
1] ADOM Archbishop Approval Letters #  TJADOM - Instructions on how to apply for a new COI

[ Carniva | Small Event 9 ADOM - SPACE USE AGREEMENT
9 ALARM - Actvation Deactivation process

[7] CARNIVALS
[ ALARM - Code for ADOM New Employees.
[ st. James
O (1 APPRAISALS INSPECTIONS
Templates

[ BUILDING PERMIT EXPIRE - Next Step
@ Oneprive [ BURGLAR ALARM - Renewal Notice
1 COl Review - CARNIVAL _ SMALL EVENT

This PC 1 €Ol Review - SUA

30 Objects 1 CONSTRUCTION NOISE WAIVER NOTIFICATION
B Desktop [ DOCUMENT SIGNED

Documents (7 FIRE INSPECTION - Violation Notice
& bownloads 1 LBTax+CU Application - VIOLATION NOTICE

1 LEASE TERMINATION

& Music
= [ Legal Fee Wording

pictures (1 NOTICE OF PUBLIC HEARING
B videos 1 NOTICE OF VIOLATION

os () (1 Payment Request MM_DD_YY

= Appraisals (\fileserver\Accounting File Room\insurance 1 PERMIT - Request Received

Insurance (\\FileServer\Accounting File Room) (X)) E1POA + Succession Affidavit

[ Professional Liability VS. Sexual Abuse & Molestation
(1 PROPERTY TAXES

& Network [ RENEWAL NOTICE

1 Saved to SERVER

(9 STORM WATER UTILITY

9 We Request

Building Commission (\fileserver) (v
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We have received your test results. Below is a list o the devices and whether they passed or failed. I n the future you would fike to be notiied when a
testis submitted for your property, provide us with your email address below.

11428 214125 12129123 | 117124 8:01AM
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Finan,

Code Enforcement Administration Un
MIAMIDADE 2525 NW 62nd Street Suite 41324
‘M, Florida 33147

January 16,2024

JONN CFAVALORA == == | Civl Violation Notice No.: mP
GECE
* RECEIVED | Department nuitbinG Anp NEIGHBORIH00D conP

(CODE ENFORCEMENT ADMINISTRATION
MIAMI-DADE COUNTY, FLORIDA
FIRST NOTICE OF VIOLATION

9401 BISCAYNE BLVD
MIAMI FL 3L
| Phone: (786) 3152024
Code Inspector: LOPEZ, NICOLE

b ascr
You were issued the above referenced Civil Violation Notice ("UCVN") on__01/08) 2024 The
UCVN has been forwarded to the Miami-Dade County Finance Department’s Code Enforcement
Administration Unit. Pursuan to the Miami-Dade County Code you must elect 1o cither:

1. Pay$_S1000 by _0207/2024 . This includes a $10.00 surcharge fee pursuant to Ordinance
99-55.You may pay by phone or on-ne (link) by Visa, Mastercard, Discover, American
Express, or Debit Card, or you can pay in person at, or by mailing a check to: Miami-Dade
County Finance Department, Code Enforcement ~Administration Unit, Dr. Martin Luther
King Jr. Plaza, 2525 NW 63nd St, Suite 4132A, Miami, FL 33147, Office hours are
§:00 AM - 5:00 PM, Monday - Friday, excluding holidays. Phone No. (786) 469-2900.

AND
You must correct the violation of Section 81 of the Miami-Dade County

Code on or before _02/07/2024 _ (if applicable);

.
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Code Enforcement Citation Search

Search by | Citation Number | Name  Folio Number ~ Address

If you know the Citation that you are looking for, enter it here

Citation Number
P048413
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Code Enforcement Citations

Citation Status Total Due
P048413 ** OPEN ** '

Issue Date

1/8/2024
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< August 2023 > . . Today Tomorrow Saturday o
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CCF Board Meetings

Xiomara Necuze
To Tania Rodriguez-Diaz
Cc Xiomara Necuze

(@ You replied to this message on 7/21/2023 3:38 PM.

Good afternoon Tania,

@ | © Reply

%) Reply All

= Forward

Fri 7/21/20

As per our conversation, these are the dates that we booked the Coleman Carroll Conference room from 9:30 am — 2 pm each of those days.

These are confirmed
August 25,2023
November 17, 2023

Here are the new dates for 2024.
February 16, 2024

May 17, 2024

August 23,2024

November 22, 2024

As always, thank you

Xiomara Necuze
Manager, Donor Relations and

Development Operations

Coordinator, Catholic Community Foundation
Archdiocese of Miami

305-762-1054 (0) 305-762-1020 (F)
xnecuze@theadom.org
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JARCHDIOCESE OF MIAMI
Bulding and Property Offce

July 26%, 2023

ity of Hialean

Townom It May Concern

The Archaiocese of Miami, as the owner of Santa Barbara Catholic Church, located at 6801 W.
30" Ave, Hialean, FL 33018, do hereby grant permission for the parish to hold a camival on-site
beginning October 1%, 2023 through October 22+, 2023

Sincerely yours in Chrst,

Siser Elizaeth Worley, 51
Chancellor of Administration & 00
‘Archdiocese of Miami

FLORIDA NOTARY ACKNOWLEDGMENT

e foragoing nstrumnt was acknowladged beore me by th physical pesence s __dayof __ 202_
5 =

wno's persoral known t o has roduces
s dansicaton

(sesl] otar Pubic

5401 Biseayne Boulevar
Phone: 3
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CARNIVAL AGREEMENTS 2021- 2024

2024
[ Teaswjscoor  foare foeematon ___ TJeowaer _ Jooomews —  fenas ]

St Clement CC
CaRNIVAL

1/11/2024-1/15/2024

MODERN MIDWAYS
Robert Briggs — (708) 670-7449
=

Charles Rev Patrick
<frpatchurch@yahoo.com>

Lror )
5 3

COMPLETED.
Pending Permitissue

2024 5t Clements 2024 St Clement CC

Blessed Trinity CC
caRNIVAL

MODERN MIDWAYS
(305) 234-7776

<pastor@blessecttriniy.org>

metenmioses@uscn CC- Carnival Agreer - COLpdf 024t Cement .
O e 12 “Camival Agreemen
Oyer, N st F110/27/2022 1030 AN
it modermidusiscom
(305) 234-7776
St Andrew CC 01/25/202401/26/2024 | HILDEBRAND AMUSEMENT Misgr. Michael A. Souckar o= ComPLETED
L (954) 304-3959 <monsignor@sacccs org> ~ -~ Pendingpei
PICKUP ON THURSDAYS - 2024 St Andrew - 2024 5t Andrew
(229) 921-6181 Kyle Wagner TREUNAL Camival Agreement. Camival - COLpdt
& 02/15/2024-02/18/2028 Fr. Matias Hualpa ‘COMPLETED.

2024 Blessea Trinity 2024 Blessed Trinity
-COLpaf - Camnival Agreemen

Pending Permitissue

RE_Blessed Trinity
Festival Contractms

Tues/26/2023 314 P

Nativity CC

02/18/2024-02/26/2024

HILDEBRAND AMUSEMENT RIDES
(954) 304-3959

Cindy Vitelli
<Cindy@nativityholiywood.org>

Pending Signature
Pending COI

RE_ Nativty
Camival Contrads

Mon 10/2/2023 2:38 PM
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2

NON-EXCLUSIVE SPACE USE AGREEMENTS 2023- 2024

2023

DATE

PARISH/SCHOOL NAME

DAYS/HOURS

LICENSEE

CONTACT

STATUS

SePT 023 - SEPT 028

St. Rose of Lima CC School
PIANO LESSONS

WED-THUS-FAID
04:00-0600PM

JENNIFER FACCILLI
ey

3800 HILCREST DR. APTO 11
HOLLYWOOD, FL33021

Michele Pinder
<mpinder@srischool.com>

Pending Agreement
Pending COI correction

RE_space usage
agieements.msg

Wed /20/2003 12430

SEPT 087205 - 00T 2073

St Lawrence School

FRIDAY [£¥ of the mont]

‘GALA EMPIRE LLC

‘Ana Maria Jara

AFTERSCHOOL 01:30-03:00 PM1 AD0RESS <alara@stiawrencemiamiorg> ing Agreement
BASKESALL PROGRAM FRIDAY 5825 NE 2nd AVE Une 31468 Pending Ol correction
o30004007m MIAMI SHORES FL 33153
‘St Lawrence school TUESDAY & THURSDAYS | MIA SCOOL OF SOCCER ‘Ana Maria Jara &
AFTERSCHOOL 33005:30 ADDRESS <ajara@stiawrencemizmiorg> | R st Lawrence
‘SOCCER CLASSES. S90NE 159th ST School- Sport Contr
WA, 33162
‘mismischoolofsoccer@gmsiLcom F19/22/2023 1133 M
GCT 20 WAV IO St. Rose of Lima CC School | WED-RID DANIELA ROSI Michele Pinder Pending Agreement
FLAMENCO CLASS 0315~ 0415 PM ap0REss <mpinder@srischool.com> | Pending COI correction
220NE29AvE phi
A, 33128

RE_space usage
agieements.msg

ea /20/2003 1243 7M1
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THE ARCHDIOCESE OF MIAMI
CARNIVAL AGREEMENT CHECKLIST

[] May be submitted after contract execution]
Insurance nformation: |
Insurance Expiration Date:
Commercial Liability [in. 51000 000.00] - Geners ggregated it [vin. 53000000001 ||

Automobile Liability vin. 51 co0 0000 ]

Umbrella Lisbility: wal)
Workers Compensation Liability [wn. ss00 000501 O

'REVIEW THE SECTIONS BELOW ot e st st

The Archdiocese of Miami, Inc. and Archbishop Thomas Wensid and his Successor in office are named 25
additons! insured 3z o the General Lisbity 35 per form CG2010 & CG2037. Insurance i primary and Non
Contributory tothe insurance of the acitions! inzured 32 per the corresponding IS0 form.

Contract Signed by Parish/School D
Carnival Operator D
Witnessed m
Approval Date

Sentto the Parish/School on:

via:Email  [7] RegularMail - [T] other ]

‘Additional Notes:
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= Archbishop Succession

" BROWARD Succession Affidavit Archbishop Carroll to Archbishop McCarthy recrd in 1977
" BROWARD Succession Affidavit-McCarthy to Favalora 12-24-1994

" Colemen to McCarthy and McCarthy to Favalora and Favalora to Wenski

" M-DADE Succession Affidavit Archbishop Carroll to Archbishop McCarthy recrd 9-7-1977
" M-DADE Succession Affidavit-McCarthy to Favalora 12-22-1994

" MONROE Succession Affidavit Archbishp Carroll to Archbishop McCarthy recrd 1977

" MONROE Succession Affidavit-McCarthy to Favalora 12-22-1994

' Recorded-BROWARD-Succession Affidavit-Archbishop Wenski 7-1-2010

3 Recorded-MIAMI DADE-Succession Affidavit-Archbishop Wenski 6-22-2010

" Recorded-MONROE-Succession Affidavit-Archbishop Wenski 6-22-2010

= sister Elizabeth power of attorney_2019 - 2023 EXP

- st. Agnes with Succession Affidavits 042221
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A B [ 1 E F
leterDate | Approved
Parish Name. Project Name. Approval Budget _Additional Detail Hyperlink to letter
St Matnew Cruren Inliation of  nev 0 ton Carrie Chillerfor Church 1/10/2023|__$161,75.00 [Funds are Availble |Leters\ot Ifatnew Church 0110 23 pot
St Bonaventurs Church [Replacement of the School Chilled Water System 3/23/2023|_$346,450.00 [Funds are Availabl |Letrers\st Bonaventure Church 01.23.23 oot
St Thomss Aquinss s iaster Plan Architactural Propozal 1/17/2023]_$115,100.00 [Funds are Available | Leteers\Se Thomas Aquinas H5 0117 23 01
St Brendan Churen Replacement ofwindows in Rectory Offce Bidg_ (3 Phases] 3/23/2023|_$105,526.00 [Funds are Avaiabls |Letrers\oe Brengan Church 1.3 23 pot
St Matachy Church [A/C unit Replzcament forParizn il 3/27/2023]_ 560,115.53 [Funds are Avaiabls |Letsersioe taiachy Church 1.7 23 pot
[rchbishop McCarthy S [Converting the sofbal fiel nco a rrffela 3/28/2023]_5750,00000 |Funds are Available | ters\Archbishop MeCarthy H5 3.06 23 531
St Michasl the Archangel Church | Renovation o the school sport eld 3/22/2023] _ $83,545.00 | Funds are Available |Letters\t Wichsel the Archange Church 3.22 23 oot
Al Ssints Catholic Church [Renovation ofthe Esiry Childcara Playground Faciiy. 2/28/2023] _5350,000.00 | Funds are Available |Lters\AlSsines Catholic Church 2.26 23 01
St.rendan Catnalic s Replacement of Windovs in8,C, nd D Buildings (exc. Catetari] 2/13/2023] _5981,662.04 | Funds are Available |Lettere\t brengzn 52,13 23000
[rchbishop Coleman Carroll s | Praconstruction Design, lanning, snd Budset Validation for Caf 2/6/2025]_530,000.00 [Funds are Available | Letters\Archbishop Coleman Carroll FS 2.6 23,691
San ose of Lima Churen Repiacing sl ths exterior windovis t 5t Rose of Lima School 2/3/2023]$450,000.00 [Funds sre Available |Letcers\san Rose of ima Church 2.3.23 pot
St Anthony Church [School snd Parish Center Building Project 2/15/203] N/a]On Pause to Review |Letters\st Anthony Church 2.15 23 pot
St Andraws Catholic Church | Major Poject o repair Church roofing 3302023 2 million|Funds are Avalable | etters\st_Andrews Catholic Church 3,30 23 oar
St Thomss Aquinss 5. Repiacing footbal stadiium lightingto LEDS 2/5/2025]$450,000,00 [Funds are Available |Letters\se Thomas Aquinas 5 4.5 23,001
St Timothy Church Replacing the windovis of 2l the buidings in St Timothy School 5/3/2023] _5313,345.68 |Funds are Available |Letters\st Timothy Churen s 3 23 pot
‘The Cathearal of st Wary | Renovation of the School Cafetaria/all stSr. Marys School 5/30/2023]__$500,000.00 [Funds are Availabl |Letrers\The Catnesral o Sint Mary 530 73 ot
St Grezorythe Great Church | Purchaze of a house to semve =3 the new Rectory forSt. Gregory. 5/26/2023]_$955,000.00 [Funds are Available |Letsers\se. Gresory the Grest Catholic Church 5,26 23 001
St Grezorythe Great Church [ [010] Purchsse of house to serve  the new Rectory 5/11/2023] 1.1 millon [Funds are Available | Letcers\Se. Gragory the Grest Catholic Church 5 11 23,31
Corit e King Pariing Lot Lighting Job 5/9/2023] __$70,000.00 |Funds are Available | etters\Christ the ing 5 5 23 pot
St.Wartha Catnalic Chureh [Changing lor ile and paintnsids the church paint the parish 5/5/2023] __$38,000.00 |Funds are Available |Letters\st Wsrtha Catholic Church 55 23 oot
St Thomss Aquinss s Upsrading current paging sstems atthe school. 5/8/2023] 525,000 00 | Funds are Available |Letters St Thomss Aguinss HS 5,823 odt
St ark Catholic Church Builging 3n Arnasium s 5c Mark School. /2172023 Funds are Available are Cotholic Cruscn & 212
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|ARCHDIOCESE OF MiaMI PASTORAL CENTER

CHECK REQUEST FORM
REQUESTER FILLS N THIS SECTION
Date of Request February 1,200
Make Check Payable to DUNNE MUSIC COMPANY
doress: 2200 MW 320 Sreet Sue 200

Pompano Beach, FL 330690715

Amount of Check: $171,807.00

Purpose: St. Agnes Catholic Church
Parish/School St. Agnes - New Allen Organ

Requested by: Rev.Juan Carios Pagusga

Signature of requester: Date:_2/1/2024.

Hote: Provide the approved Purchase Order and/or all other supporting documents for this request.
Approval and signature by the Parish Priest/Principal are required before the ADOM finance
department willissue  check.

Signature of Parish Priest/Principal: Date: _2/1/2004

Signature of ADOM Representative: Date: _2/1/2024.

FOR ADOM FINAICE USE ONLY

Check Number. Date Issued:

Charged to what budget ftem:

Comments:

ADOM Finance Manager'ssignature Date.

9401 Biscayne Blvd. Miami Shores, Floida 33138
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ARCHDIOCESE OF MIAMI PASTORAL CENTER
CHECK REQUEST FORM
REQUESTER FILS IN THIS SECTION
ato of Raquast: February 1,2024.

Make Check Payable to 'DUNNE MUSIC COMPANY

Address: 2200 NW 320d street,Suite 200
Pompano Beach, FL 33069.0715

Amount of Check: $171,807.00

purpose: o stagmescamolcchuren
Parish/school - New Allen Organ
Requested by: rlos Paguaga

Signature of requester: Date: /12020

Note: Provide the approved Purchase Order and)/or ailother supporting documents for this request.

Approval and signature by the Parish Priest/Principal are required before the ADOM finance
department willssue a check.

Signature of Parish Priest/Princpal: pate: _2/1/2024

Signature of ADOM Representative: Date: 212028

FOR ADOM FINANCE USE ONLY

Check Number. Date tsued:

Charged to what budgt it

Comments:

ADOM Finance Manager's signature: Date:

9401 Biscayne Bivd., Miami Shores, Forda 33138
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St Michael School - Reroofing

Invoice Summary
Date7.7.23
Budget Line ltem. Current  Prior Invoices  Total Amount
Consultant/Vendor Description Request Past Due Due
HC.1 Infinity Roofing Progress payment - pay app! and 2 $9.540.00 000 $9.540.00
‘Total Amount Due Base Contract ___$9,540.00 SO00__$9.540.00
ACCOUNT = 8]2/0 0p 49 2. n#57
Archdiocese of Miami

AReovEDIBY Fe mLAS : ot-28 2023
Date By: Mike Casciato Date

By: Fr. Elvis Gogalez.

D‘_';),?-'I -23 227

By o Date





image22.png
RE: Payment Request for Approval 11/20/2023

Michael Casciato
To Tania Rodriguez-Diaz
Cc David Prada; Accounts Payable
(@ vou replied to this message on 11/21/2023 12:32 PM,

o=
7~ 2023-11 PAx Radio Tower Site West Dade - Tower Improvements $3,059.62.pdf 216 KB

Approved. Thanks

From: Tania Rodriguez-Diaz <trdiaz@theadom.org>
Sent: Monday, November 20, 2023 5:03 PM

To: Michael Casciato <mcasciato@theadom.org>

Cc: David Prada <dprada@theadom.org>; Accounts Payable <AccountsPayable@theadom.org>
Subject: Payment Request for Approval 11/20/2023

Hi Mike!
Attached please find the following Invoice Summary for your review and approval for payment processing;

1 202311 Pax Radio Tower Site West Dade - Tower Improvements  $3,059.62

Thank you,

Tania €D
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(
100 5. Dadeland Bivd, Suite 1500
Miami, FL 33156

MANAGEMENT SOLUTIONS

Billed To Date of Issue Invoice Number Amount Due (USD)
David Prada 0811342023

Tha DO e $5,940.00
9401 Biscayne Bivd. Due Date Reference

Miami Shores, FL 33138 0812312023 Proposal No. 0000015

Description Rate ay  LineTotal
Canstruction Adrin (Task 8) - Church & Gym - $5.940.00 19594000

‘Gonstruction Adrinistaton - 100% of ntalment 23724
(GAfor Civi, Site, Chutch & Gym Consisuction. July, 2023

Sublotal 594000
Tax 000

Total 5,940.00
Amount Paid 000

Amount Bus (USD) '

Notes
Proposal approved by ADOM Director of Bui

ing & Propertis; pending executon by Parish.

Terms.

Services Provided per P&F Proposal No. 0000015 dated 091252019 & Budget Increase of $62000 approved
on 11/17/2020 Per David Prada; $62,000 Budget increase to cover additional Pre-Construction and 20 Mo. of
‘Construction Administration at $5,000 per Mo. with 1 Mo. of Closeou.
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07821F05-TEQB4FFS-ADB3 FISEACD25A33.

The Archdioceses of Miam

Office of Building and Properties
9401 Biscayne Bivd
Miami Shores, FL 33138 (@08 7624032

Construction Change Order - Item # 01

Facility Name: _Epiphany Catrolio ool Date: 33123
Project Name: Classroom Renvatons.

Location No: 1210010800472

Project Description: New PreX Cisssrooms AddanRenovaton

Contractor: PerdaLemark Coporation

Description / Reason for Change:
Deductive Change Order for Material Direct Purchases in February 2023 - Contractor Payment
Appiication No. 02

Attachments:  PoO01, Contactor POCO 01

Breakdown of costs (provide detailed backup).
See Florida Lemark PCO, PCCO aftached.

Summary
Total of Credits andlor Added Costs: Add: S
Deduct: Siezi0500

The Contract Time wil b (ingegsed) (depusased) by: B Days

THIS CHANGE ORDER TEW 1S INCLUSIVE OF ALL COSTS ASSOCIATED WITH THIS WORK. 11O ADDITTONAL
COMPENSATION FOR EXTENDED TIME SHALL BE DUE AS A RESULT OF THIS CHANGE IN THE SCOPE OF WORK.

Recommended Aceepted: Reviewed and Concurred
(ot Dusio /1720

Project Architect Signature _ Date = =3 OWNER Signature =3

P e T

Archdiocese of Miami

T

Fo v s [‘w Dunfrulics

s e

Orer Categories
T Guners rquest [ Tontoreseen L] Consutant Eror [] Gonsutan Orsssion [uem oo

=== =3r
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ARCHDIOCESE OF MIAMI

PURCHASE ORDER

P.O. NUMBER | _ AAABBBU00KI0OHOONANE|
‘Tania Rodriguez Diaz
Building & Property Office 70 DATE| MDD
9401 Biscayne Bivd
Miami F1. 33138.2670 PROJECT AN FROECT
(305) 762-1032 PARISHISCHOOL| FRSCHOOL |
{rdiaz@theadom.org
Tax Exempt Cert #85.8017018292C-9 Exp. 7/31126
ica S
Supeer
BUSINESS NAVE Aooress
‘CONTACT - PHONE NUMBER e
email
TAXID: 00 - 0000000000
e
CONTRACTOR: [SUBCONTRACTOR:
e e
BUSINESS NAME
‘CONTACT - PHONE NUMBER BUSINESS NAME
emai
feress
oy uniT DESCRIPTION PRICE AMOUNT]
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Subject  ACH - Enrollment Authorization Form

-
J~ ACH Enrollment Form.pdf pdf File v

Dear NAME,
I've attached the completed ACH form, please return it to us and remember to include a company W9.
ADOM will exercise the right to verify the reliability of the documents received. This will be done through a zoom-call-step verification process.
Please, provide your best time for a Zoom meeting to prove the reliability of the information received, we will ask you to confirm one by one:

o Theentity information
« The ACH details including the bank details and account information.
« The person responsible for sending us this information.

Immediately thereafter, we will send you an email confirming that this step of the process has been completed.
Please, note:
ADOM may take up to 57 days to complete the ACH approval process, and it may take up to 24 hours for your account to be credited for first-time requests.

Sincerely,
Tania, €D

ARCHDIOCESE OF MIAMI
Tania Rodrigues Oiat
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'ARCHDIOCESE OF MIAMI

ACH ENROLLMENT/CHANGE AUTHORIZATION FORM

Entity Information

TegaT vy e o Tewd onTe ToT W]

T Busiess A Name (7 fcrene Fom el encey el

T DEROR S DB e

PRy AR o BT S oy, S U et P B0 o O e Faprat.
22 £ Zocode
US-UNITED STATES
Counsy

o A iy bl e Company, Sk U Batn i OB I G O Ao Vsl
Temem Ty T Sow T Zp ok
US-UNITED STATES

e Coanay

Bank Details ‘Account Information

Wew ABA (Rouiing #]

Bk Assounc®

DA-Demand/Checking Account ~ |
AesountTpe

usD
Tantoey

TR T e T

P S55E SUD 1 COMPIESG o) 313 Cogy O 8 VOGS0 ez of S 0" oM Yot Bk PV ComTTSLEn o your secount
infomaton. Emai e farm t 2czounspayatlegtreadon.org o mad t: 401 iscayne Bovevard
M Shores, FL 33138 st Fnancs Deparenent




image30.png
Standby Letter of Credit Application and Agreement |
8t appiction s faxed o emailed o 2 clent, include Standy Letr of Credit Application and Agreement Instructions *

Intermational Operations Use Only

SnTrust Reference Namber

Plase ssus an irevosale Lt of Crdit substantl i accordance i 3 appicaton. In suig the Laerof Cras,SurTrust
Bank s auorzed o make such change fom (e (e el 25 SUnTustBank, s sl creion,may desm dvisabe povised
ihat suth changes shall not vary the principal tems herol





image31.png
BankofAmerica 23> Application for Amendment
to Standby Letter of Credit

Fortlauderdale FL 218

TO: Bankof Americs NA__ L requesyou AVEND oy B Al Tolmammisin
“The imevocabe Stancy Latar of CrettNo. | 1SGS

Archdioces of Miami, Tnc Flarids Power and Light

Increase our Leftr of Credit # 14565 To Florda Power & Light by $817.00 making a otal of § 79,950. This shll e efectve
12062015





image32.png
ARCHDIOCESE OF MIAMI

‘Building and Property Office
Date:

Vendor:

Address:

REQUEST FOR CREDIT

‘The Archdiocese of Miami would like to open an account with your company/business.
‘purchasing building materials and/or other accessories for s construction projects.

*~*Only authorized charges can be applied to the Archdiocese of Miami credit
account. Authorization consists of a Purchase Order form in the amount of
purchase signed by Tania Rodriguez Diaz, Office Coordinator of the Building and
Property Office.

ALL CONTRACTORS HIRED BY THE ARCHDIOCESE OF MIAMI MUST PRESENT
THE ABOVE DOCUMENT TO VENDORS (SUPPLIERS) IN ORDER TO PURCHASE
MATERIALS ON OUR CREDIT ACCOUNT.

Invoices on purchases authorized by the Project Contractor MUST reference the
Archdiocese purchase order number(s) and project name(s) and be addressed as.
follows when presented for payment to both the Contractor and the Archdiocese of

Miami:
Bill to: Archdiocese of Miami
Attn. Building & Properties Office
9401 Biscayne Bivd.
Miami Shores, FL 33138-2070
Ship1o:  YOURINVOICE MUST REFLECT THE NAME OF OUR PROJECT AND THE ADDRESS.

<<Unauthorized purchases w! missing, required info. will be returned to the vendor>>

CREDIT - RELATED INFORMATION:

Responsible party: Archbishop of Miami, Most Reverend Thomas G. Wenski
Contact Person: David Prada, Senior Director of Building & Property Office
Direct Telephone Number: (305) 762-1033 ™' dorada@theadom orq

Office Coordinator: ‘Tania Rodriguez-Diaz (305) 762-1032 1= trdiaz@theadom.org.

Certificate of Exemption #85-8017018292C-9 expires on 07/31/2026.
Bank References: Bank of America, 100 SE 2% St Miami, FL 33131
Account: 4013098208

Contact Person: Kristin Harrison Ph: (850) 561-6911

$401 Biscayne Boulevard, Miami Shores, FL 33138
Phone: 305-762- 1032 Fax: 305.754-6792
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Page 2 Request for Credit

TRADE REFERENCES:
Central Concrete Supermix, Inc. 4300 SW 74 Ave. Miami, FL 33155 Ph (305)262-3250
CSR Rinker PO Box 905675, Chariotte, NC 28290 Ph: (305)558.0315

Camcon 5000 SW 75ih Avenue | Sute 3008, MIAMI, FL 33155 Ph: (786) 801-1503
Ferguson Enterprises, Inc. 10810 SW 184 St. Miami, FL 33157 Ph 786-573-7140
Florida Rock & Sand Co., Inc. PO Box 3004, Forida Cit, FL 33030 Ph 305-247-3011
Florida Lumber Co., 2431 NW 20 St, Miami, FL 33142 Ph 305-635-6412

Hughes Supply, Inc. 2001 S. Ancrews Ave., Ft Lauderdale, FL Ph 954-524-3611

HD Supply Electrical 1355 NW 21 St. Miami, FL 33618 Ph 305-507-1083

Infra-Metals 5204 5. 24 Ave., Tampa, FL 33619 Ph 800-693-1361

Pilot Steel,Inc. 1950 W. Copans Rd, Pompano Beach, FL 33064 Ph 954-978-3615
Pioneer Metals, Inc. 2775 NW 63 Ct. Ft. Lauderdale, FL Ph 954-984-4848

Ready Windows 591 SW 71 Ave., Miami, FL 33144 Ph 305.269-3399

Rinker Materials PO Box 905875, Chariote, NC 26290-5875 Ph 561-833-5555

‘Santa Rosa Marble 3400 NW 77 C., Miami, FL 33122 Ph 305-591-3744

‘Sunbelt Rentals 5770 Miltary Trai, West Paim Beach, FL 33407 Ph 561-682-9888
Tarmac Box 651318, Charltte, NC 28265-1318 Ph 800.864-1517

116124

Date:

9401 Biscayne Boulevard, Miami Shores, FL 33138
Phone: 305-762- 1032/ Fax: 305-754-6792
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With White Cap, you know that you get exceptional service from our knowledgeable pros. Maximize our
services when you open a White Cap credit account - making it easier for you to get what you need and get
back to work! Plus, enjoy these great benefits:

0% i B e,

INTEREST FOR STREAMLINED FLEXIBLE ACCESS ACCOUNT
30 DAYS BILLING CREDIT LIMIT ON ANY DEVICE
Under normal terms of sale, you . 6icing available by job, Maximize your budget based on  Place orders, receive and pay
have 30 days to pay for credit company, or division. your project size and needs. invoices, and view past

_free!
purchases interest-free purchases online anytime.
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@ WHITE CAP

reditapplications @whitecap.com
‘Contact us 1.853-355. 6057 option 2, option 3, option 1

‘Business Contactaformation

[Business Name or Legal Name of Customer _ [Legal Entity Type

|Archdiocese of Miami fon Profit Ore
Shipping Location
[Address iy
[9401 Biscayne Bivd [Miami Shores
[State/Province [Zip Code
[FL 33138
[Country [County
nited States [FL
[Other Country
Biting Address
Billing Address Gty
[9401 Biscayne Bivd [Miami Shores
[Billing State/Province [Zip Code
[FL 33138
[Country [County
nited States [FL
[Other Country
nited States

‘Business Contactaformation

[Business Phone [Business Fax
|305) 762-1032 |G0s) 754-6702
[Email Address
fxdiaz@theadom org

‘Descripton of Business
[Type of Business. [Predominant Trade

fnknown |General Contractor

IFederal Tas 0 [D&B DUNS Number

[Business Start Date [Number of Employees
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[AP Contact First Name |AP Contact Last Name
Margie [Rancano
AP Phone [AP Fax
|303) 757-6241
AP Email [Tavoice Email
linrancano@theadom org |mrancano@theadom org
[POD (Proof of Delivery) Email Address
lirencano @theadom or;
Purchasiag laormation
[Purchase Order Required [Name of Branch For Purchases
es [CAMCON GROUPLLC
[Purchasing Name [Purchasing Phone
[cAMCON GROUP LLC |305) 812-3048
[Purchasing Fax [Purchasing Email
l305) 812-8048 liazo@cameongroup com

[Authorized Buyer Required”
es

[Estimated Monthly Purchases Total S
=)

[Sales Tax Exempt
es

[Existing White Cap Account

[How Did You Hear About Us?
Internet search

[Esisting Account Number

[Other

[White Cap Sales Contact/Account Manager

[Sales Order Acknowledgement Email Addres
lxdiaz@theadom org

|Account Manager Sales Number

[Whitecap.com Purchasing Account”

Trade  Bank Reference:

2013008208

[Trade Name [Trade Address
19401 Biscayne Bivd
[Trade Account# [Trade Phone
|60) 576-21032
[Bank Name [Bank Address/Branch
[Bank of America 1100 SE 2nd Street, Miami, FL 33131
[Bank Account # [Bank Phone
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Upload Attachments

Attachments cannot exceed 25MB per file.

Name File

Tax Exempt No file chosen
Other 1 No file chosen
Other 2 No file chosen
Other 3 No file chosen

NOTICE: Completion of required fields is necessary to retain attachments. Missed required field(s) will prompt reattachment of document(s).
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Name

[} 2022 Reports

"' 2022 Agreement -Asbestos Semi Annual Inspection
= 2022 Invoice 20222135
= 2022 Revised Quote 2022-4296
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Aon Property Insurance Appraisals - Week 3 & 4 (FINAL)

Griffin Harris <griffin.harris@aon.com>

To  © Tania Rodriguez-Diaz
cc

Austin Engelhardt; © David Prada

(@ You replied to this message on 9/5/2023 9:25 AM.

€ Reply

%) Reply All

= Forward | | & | |

Tue 9/5/2023 9:07 AM

Hello Tania—

Ihope you had a good long weekend! | have included my schedule to complete the remaining field work for this year's appraisals for weeks of 9/18 and 9/25. As in the past, if you can send out the initial communication, | can follow up with anyone who is nresponsive. This will complete our onsite appraisals this

year.

ary
0505223 | Haris | ST. MATTHEW CHURCH 10| 590 BLUE HERON DRIVE Hallandale Florida | 33009 | Broward “Tuesday, September 19, 2023 30am
0504242 | Haris | ST. LAWRENCE CHURCH 11| 2200 NE 1915 STREET North Miami Beach | Forida | 33150 | Miami-Dade Tuesday, September 19, 2023 L2pm
0503175 | Haris | MONSIGNOR EDWARD PACE HIGH SCHOOL | 43 | 15600 NW 32ND AVENUE Opa Lodka Florida | 33054 | Miami-Dade. Wednesday, September 20, 2025 | 830am
0503012 | Haris | MARIAN CENTER 15| 15701 NW S7TH AVENUE Opa Lodka Florida | 33054 | Miami-Dade. Thursday, September 21, 2023 830am
0504606 | Harris | ST. AGATHA CHURGH 15| 1111 SW 107TH AVENUE Hiami Florida | 33174_| Miami-Dade. Thursday, September 21, 2023 ipm
0507962 | Haris | ST, THOMAS UNIVERSITY & | 16401 NW 37TH AVENUE Wiami Gardens Florida | 33054 | Miami-Dade Tonday, September 25, 2023 2pm
0502010 | Haris | BLESSED TRINITY CHURGH 15| 4020 CURTISS PARKWAY Hiami Springs Florida | 33166 | Miami-Dade. Thursday, September 25, 2023 30am
0504341 | Haris | ST. TIMOTHY CHURCH 26| 5400 SW 10211D AVENUE Hiami Florida | 33165 | Miami-Dade Friday, September 29, 2023 30am

| appreciate all the assistance you have provided throughout the process Tania, you have been very helpfull Feel free to include my cell number (in my signature below) in the communication.

Thank you!

Best Regards,

Griffin Harris | Senior Consutant | Asset Valuations | Global Risk Consulting | Property Risk Consulting

Commercial Risk Solutions

Aon

Three Aliance Center | 3550 Lenox Road NE Suite 1700 | Atinta, GA. 30326

Tel +1.813.468.8358
Email: quifin haris@aon.com

‘Aon Property Risk Consulting, Inc. | Califomia License No. 0102306

‘2on.com | Aon Property Risk Consulting Nevsletter

‘This email message, including any attachment(s),is infended only for the named recipient(s) and may contain confidential, proprietary or legally privileged information. Unauthorized individuals or entites are not permitted access to tis information. Any dissemination, distribution, disclosure, or copying of this information is unauthorized and strictly

prohibited. If you have received this message in error, please advise the sender by reply email, and delete this message and any attachments.
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cc Pawel Kobrzynski
Send
Bec
Subject 25V - 30Y - 40Y - Recertification required
ALWAYS CC to Pawel
Attached s a notice from the City of NAME regarding the 00-year recertification required for the property located at:

ADDRESS
‘The inspection and report must be performed by an architect or engineer and is required if the building is 00 years or older,
If you have someone you would like to use, please contact them, or if you would like, | can forward this information (or you can contact them directly) to:

Edward Clark - Vital Inspections INC. services Ph: (305) 798-6043)
John Micali - Allied Building Inspection Services Ph: (305) 234-7377)

Report and any associated costs are the responsibility of the Parish/School,
You are required to comply with these recertification requirements or your Certificate of Use [CU] will be revoked and the building may be subject to demolition.

Let me know how you would like to proceed in this matter.
Regards,

Signatire herd
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ARCHDIOCESE OF MIAMI
Building and Property Office

November 51,2023

Re: 2023 Broward County - Real Estate Tax Notice:

Dear Monsignor / Father:

‘The enclosed 2023 Broward County Tax Notice(s) is required for payment by the parish/ ADOM eniy.
Please note that a 4% discount i granted for tax payments received by the Country prior {o November 30,
2023

May God bless you in your ministry.
Sincerely yours in Christ,

/ﬁz' é 4 b %’j J/ // %k’/

siser i iy, 51
Chanellorfo Adminission & C.00.
Arehdiocee of Miami

9401 Biscayne Boulevard, Miami Shores, FL, 33138
Phone: 305-762- 1032 / Fax: 305-754-6792
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