Sample Letter for Permission to Sell Property
{Put on Parish/Mission/School Letterhead}

DATE:  
Dear Bishop Parkes,
I am writing to request permission to begin the process of selling a parish property; Insert property information including county in which it’s located, folio number, address (if available) and size (acres). Include proximity to the parish. Explain the reason for selling the property and what the sales proceeds will be used for. If someone has submitted an offer or has an interest please include the particulars of the offer and/or interest and the intended use.    
As part of this process, we’ll coordinate with the Office of Construction and Real Estate of the Diocese regarding this endeavor. 

To establish a market value and sales price an appraisal will be performed. Appraisal cost estimated at $____ which will be paid directly by the parish. Will work with the Diocese Real Estate department to oversee the appraisal and sale process. This includes listing of the property (if required) with a licensed real estate firm; preferably one that the Diocese has used previously.   
The funds for required for closing and other related legal/sale expenses will come from (list here the Diocesan S&L account # or funding source and current available fund balance). We understand that upon approval, we will need to transfer these funds to the designated Construction Projects in Progress Savings & Loan Account for the Diocese to process payment and work with the Office of Construction to follow all required Diocese Policies and Procedures for this Discernment Phase. The amount to be transferred will be determined by the Construction and Real Estate 
In addition, we understand we will need to utilize the diocesan-vetted written contract for any sales related functions and will work in conjunction with the Office of Construction and Real Estate to ensure adherence to all diocesan standards and requirements.
We at Parish/Mission/School here respectfully request your permission to proceed with the next steps towards selling the property in question. We prayerfully await your decision.

Thank you, Bishop.
Pastor/Principal Name

Church or School Name
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