
UNDP Office Relocation Flowchart (security-mandated & general)

Preliminary Stage 2
nd

 Stage 3
rd

 Stage Final Stage

(R
)C

A
P

/A
C

P
P

R
C

O
P

B
A

S
D

 (
w

/ 
L

S
O

)
S

O
C

O

List of options 

identified via 

Market Search – 

RFP/Consultant 

Realtor

Prepare Cost-

benefit analysis 

of 3 options – 

identify 

preferred option

Prepare BOM 

Cost Matrix of 

preferred option

Review business 

case
Approve preliminary 

business case (cost & 

space)

SRA of current 

premises triggers 

security-mandated 

relocation

Issue 

Memo

Send Part I of 

relocation package 

to CO

- Space Reqs. 

Worksheet

- Preliminary Cost 

Worksheet

Assessment of 

requirements and 

Pre-feasibility 

Study

- Space reqs.

-Cost estimates

- Funding strategy

PRC Discussion;

Send Part II of the 

package to CO

- Premises Checklist

- Cost-benefit 

Analysis

-BOM Cost Matrix

Security Risk 

Assessment 

(SRA) of options 

and short-listing

Review SRAs for 

security clearance

PRC Discussion;

Send Part III of the 

package to CO

- Lease template

- Lease checklist

- MoA & MoU template

- Letter of Interest

- Memo from RC 

(R)CAP/ACP 

Approval

Complete 

relocation 

package

Prepare draft 

agreements - 

Lease, MOA, 

MOU, LOI, 

Memo from RC

Review 

agreements 

(w/ LSO)

PRC  

Endorsement

Execute 

Agreements

End of clearing process

Blast 

assessment of 

preferred option 

(if necessary)

Prepare 

CAP/ACP 

submission

Send PRC 

Memo

Need for new/

additional space 

triggers decision to 

relocate

Not 

cleared

Not 

cleared

Not 

cleared

Not 

cleared

Not 

cleared

Send 

signed 

agreements

Archive signed 

agreements

No

Provide 

guidance on 

preparing 

documents

Resources

· ASD Website: http://practices.undp.org/management/finance/Admin_services.shtml

· PRC Website: http://content.undp.org/go/groups/relocation-task-force/

· Lease Management Site (SharePoint): https://projserv.undp.org/sites/countryofficeleases/default.aspx
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