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Tool Kit 2
Contains:

1. This Guidance Note

2. Standard UNDP Lease & Premises Checklist

3. Two Sample SRAs

4. Cost-Benefit Analysis (CBA) & User Manual

5. BOM Cost Matrix

6. UNMSM Operational Guide

This is the second of three Tool Kits.

Standard Lease & Premises Checklist

In the second phase of the project, the CO further researches the local real estate market, and/or determines whether the identified premises are indeed suitable.

One way of determining whether or not premises options are suitable, is by asking the potential Lessors whether they are willing to use the standard UNDP lease template (attached). The CO may choose to disregard those premises where the Lessor is not willing to use the UNDP template.

· However, when sharing the standard UNDP lease with a would-be Landlord, the CO should be careful to note that this is not being shared to start lease negotiations. 
The standard UNDP lease and other pertinent lease criteria have been captured in the attached Premises Checklist. 

SRA

Another requirement for any UNDP premises is that they are subjected to a Security & Risk Assessment (SRA). This SRA is usually done by UNDSS and needs to be reviewed by the Security Office (SO) at UNDP HQs. 
An integral part of the SRA is the confirmation whether a proposed site meets the Minimum Operating Safety Standards (MOSS), or whether the site can be made MOSS compliant with the implementation of additional security measures – this is important to know as this will further impact the cost component of the proposal.
Two sample SRAs have been attached for your further reference.
Please be aware that the building SRA is reviewed in the context of the country’s security risk profile. For further information, please contact your local UNDSS official.
Please be aware that, in some cases, the UNDP Security Office (SO) may advise that additional building assessments are required, e.g. structural, seismic, blast mitigation, which may bring additional recommendations and cost implications.

The purpose of the above mentioned exercises – i.e. UNDP lease, Premises Checklist and SRA – is for the CO to identify and shortlist 3 premises options, where possible.

CBA

The next step is for the CO to determine the costs. The Cost-Benefit Analysis (CBA) is a tool that automatically compares the various cost components for each of the shortlisted premises options. Explanations on how to fill in the CBA excel sheet can be found in the User Manual.
The said cost components consist of:

1] The operating costs, e.g. rent and utilities

2] The one-time capital investment, which is further subdivided into:
a) Civil works, e.g. partitioning, cabling, etc.
b) Security works, which is the implementation of all MOSS-related items (as identified in the SRA)
In order to determine the one-time cost, the CO is strongly advised to retain a local Architect/Engineer to obtain the project specifications, Scope of Works and Bill of Quantities, etc.
BOM Cost Matrix

The BOM Cost Matrix is an invaluable tool for UNDP HQs to determine what portions of the project costs are funded from which sources. Furthermore, it serves as a sort of executive financial summary of the proposed project and should match the costing figures in the CBA.

Once the CBA of the available options has been done, the CO should complete the BOM Cost Matrix by simply filling in the green fields to contrast:

- The one-time capital investment versus the operating costs 

- The civil retrofitting works versus the security-related works

- Core versus non-core portion
- UNDP CO’s share versus that of other participating Agencies, if any
UNMSM Operational Guide
The costs for the security-related items need to be substantiated with a detailed breakdown of the works. In order to obtain funding for these items, the CO must apply online via the SNAP system at http://go.snap-undp.org. 

For further details please refer to the attached Operational Guidelines for UN Mandated Security Measures (UNMSM). 
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