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Technical and Financial Criteria for Office Selection

This list[footnoteRef:1] is intended to provide samples of technical and financial requirements for the selection of office premises. The below crieria shall be examined and tailored on a case-by-case basis. [1:  This template is a working document and may be update from time to time. A revised copy of this template shall be made available on intranet should revisions occur] 

Technical criteria may include, but is not limited to:
	Subject
	Content

	Size
	· Office area resulting from the Space Requirement Estimate.

	Location
	· Proximity to major embassies, other UN Agencies, government institutions;
· Transportation options (public and private);
· Availability of pharmacy, supermarket, dining, coffee shop, etc.;
· Warehouse;
· Refugee reception area.

	Standard
	· Good quality but keeping in mind the image of UNHCR as a humanitarian organization;
· Layout configuration (traditional hard-wall vs open space vs a combination of both);
· Parking availability for staff;
· Parking availability for visitors;
· Premises insured by owner;
· Seismic certificate;
· Building occupancy and use certificate.

	Access
	External: access to roads leading:
· Out of town;
· To the airport.

	
	Internal: 
· Double staircase;
· Elevator;
· Space for reception/waiting area.

	
	For PoC: separate area of appropriate size and standard:
· Easily accessible from office area;
· Isolated from office.

	
	For people with disabilities

	Security
	· Stand-off distance from road;
· Perimeter wall;
· Space for external guard room;
· Distance to next police station.




	Safety
	· Smoke detection;
· Firefighting facilities;
· Distance to next civil defense unit;
· Operational safety standards.

	Technology
	· Cabling for commercial use;
· Provision for internet connectivity;
· DIST capacity.

	Facilities
	· Central air-conditioning/heating system;
· Availability of site utilities (power, water, gas, sewerage, any other);
· Availability of centralized services (cleaning, reception, security, etc.);
· Readiness for cafeteria and kitchenette;
· Large conference rooms;
· Shower room.

	Green Energy
	· Energy-efficient technologies (solar generation and energy storage);
· Rainwater collection and greywater reuse;
· Solid waste handling;
· Mitigation of greenhouse gases;
· Green building certifications (LEED®, BREEAM®, EDGE®, etc.).

	Lease Agreement
	· Lease commencement date;
· Relevant clauses (early termination, no restoration, refurbishment works allowed if needed, etc.);
· Completion schedule of refurbishment works.



Financial criteria may include, but is not limited to:
· Maximum annual lease fee;
· Maximum lease fee per sq. m ($/m2);
· Maintenance cost;
· Service fees;
· Utility costs;
· Refurbishment cost;
· Relocation cost.
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