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BUSINESS CASE PRO FORMA FOR EXPENDITURE OFFICES ACCOMMODATION LEASES 

	PROJECT TITLE
	

	SPONSORING DEPARTMENT 
	

	AGENCY / NDPB (IF APPLICABLE)
	

	SENIOR RESPONSIBLE OWNER
	

	TOTAL CAPITAL COST (INCLUDING OB & INFLATION)
	

	TOTAL REVENUE COST (INCLUDING INFLATION)
	


		
	
	SIGNED 
	DATE

	PROJECT MANAGER
	
	

	APPROVING OFFICER / GRADE
	
	


		
FUNDING
	A
	DEPARTMENTAL CONTRIBUTION
	£

	B
	OTHER GOVERNMENT BODIES[footnoteRef:1] CONTRIBUTION [1:  Refers to the government departments under the control of the Northern Ireland Executive and their NDPBs / ALBs] 

	£

	C
	OTHER CONTRIBUTIONS (IF ANY)
	£

	
	TOTAL FUNDING (A+B+C)
	£



PROPORTIONATE EFFORT, ADVICE & GUIDANCE
· The business case template is based on HM Treasury Better Business Cases guidance and follows the Five Case Model for preparing business cases. 
· All sections of this pro forma should be completed. 
· Proportionate effort should be used throughout commensurate with the level of expenditure and complexity of the proposal. The level of detail provided should be based on the judgement of the appraiser. 
· Text boxes can be expanded depending on the level of detail required.
· For detailed guidance on business cases and expenditure appraisal, consult the Better Business Case Guidance for Projects and Programmes or seek advice from relevant professionals within your department.
[bookmark: _Toc24377988]BACKGROUND TO THE PROJECT
Please summarise the background to the accommodation project, the purpose of the business case, and the expenditure for which approval is being sought. Appraisers should also complete the summary table below which outlines the metrics of the preferred option.
	Please provide background to the project in this text box








Metrics of the Preferred Option

	Building Name (If Any):
	Address/Addresses:

	Lease Term: 
	Lease Expiry Date:

	Size (m2):
	Annual Rent:

	Annual Running Costs:
	Annual Running Costs per m2:

	Total Capital Cost:
	Relocation Costs (if any):

	Total Project Cost (NPSC): 
	NPSC per m2:

	Total FTE:
	m2 per FTE:


	


1 STRATEGIC CASE 

1.1	Context

Please provide details on:
· The name and location of the building in question;
· The nature of this accommodation business case (i.e. approaching lease break/expiry/regear etc.); and
· How the proposal links to existing policies and strategies (internal and external), and how it contributes to the Programme for Government (PfG) Outcomes.
	Please provide context to the strategic case within this text box






1.2	Case for Change

Existing Arrangements
· Describe existing arrangements in place (i.e. the terms of the existing lease and the current occupiers of the building). This may include, but not be limited to service delivery, space utilisation (i.e. number of workstations vs the number of staff) and the current condition of the building. Relevant workplace policies such as Hybrid Working Arrangements should also be considered.
	Please provide details on the existing arrangements within this text box








Metrics of the Current Lease

	Address/Addresses:
	Commencement Date:

	Lease Term:
	Lease Expiry Date:

	Lease Breaks:
	Rent Review Dates:

	Freehold/Leasehold:
	Size (m2):

	Annual Rental Cost:
	Rent per m2:

	Annual Running Costs:
	Annual Running Costs per m2:

	Total FTEs:
	m2 per FTE:



Business Needs
· Describe the upcoming lease event and the implications if a suitable accommodation solution is not found in time;
· Include suitable quantification of needs/demands where possible (i.e. the number of staff likely to be effected and the possible effect on current and future service delivery); 
· This section should also outline any specific accommodation requirements, for example, location, access controls, car parking availability etc. 
· At this point, the appraiser should also confirm that all accommodation requirements and possible options have been discussed with Land and Property Services (LPS).[footnoteRef:2] [2:  For more detail, see DoF’s Supplementary Guidance, Appraisal of Accommodation Projects.] 

	Please provide details of the business needs within this text box







Accommodation Requirements
	Current FTEs:
Current  Headcount: 
Future FTE Projections: 
	FTEs to be Accommodated:
Required No of Workstations:
Required m2 per FTE:

	Location Constraints:

	Other Key Requirements (for example: number and size of meeting rooms, executive offices, space for specialist equipment, storage etc.)

	How have the accommodation requirements been assessed? 	

	Has LPS reviewed the accommodation requirements and discussed the possible options? □Yes   □No 
If yes please attach the relevant email correspondence as evidence: 



Potential Scope and Services 
· In order to deliver potential service improvements, it is useful to classify needs / requirements based on the following hierarchy:
	
· The ‘Essential’ requirements without which the project would not be judged to be a success;
· The ‘Desirable’ requirements which the project may justify extra expenditure on a value for money basis; and
· The ‘Optimum’ or ‘Highly Desirable’ requirements, which the project may justify on a marginal low cost and affordability basis.
	Please provide details on the potential scope and services within this text box







	
Spending Objectives
· Specify spending objectives for the project that focus on the rationale and drivers for further intervention and the key outcomes and benefits we are seeking to achieve in support of the organisation’s business strategy. See page 32 of HMTs guidance. This should focus on measuring improvement.

	#
	Objective
	 Linked Targets

	1.

	
	

	2.

	
	

	3.

	
	

	4.

	
	




Constraints
· Document the constraints that have been placed on the investment proposal which are a set of parameters within which the project must be delivered. This may include, but not be limited to affordability; spatial; legislative; timing; legal constraints etc.
	Please provide details on the project constraints within this text box












Dependencies
· Specify any dependencies outside of the scope of the investment proposal upon which successful delivery is dependent (i.e. is the project reliant on another / external environment to be successful?).
	Please provide details on project dependencies within this text box










2 ECONOMIC CASE

2.1	Options Analysis

Options
· Appraisers should identify a number of options and complete a shortlisting exercise within Table 2.1. The options being appraised should include:

· Business as usual (the baseline from which improvement will be measured);
· The ‘Do Minimum’ (a realistic option that meets core requirements); and
· Any additional options considered capable of delivering the objectives (accommodation options in the NDPB/Departmental Estate, the Properties Division Estate, the wider Public Sector Estate and the Private Sector should be considered as should options for co-location)
	
Table 2.1 - Options
	Option
	Description
	Explanation for Shortlisting (S) / Rejection (R)
	Meets Objectives?

	1.

	
	
	

	2.

	
	
	

	3.

	
	
	

	4.

	
	
	



Monetary Costs
· Detail the assumptions and sources used in producing the costs and benefits of the short-listed options, taking account of additionality and potential for displacement. Evidence should be provided which should be benchmarked or market tested (if appropriate).
	Please detail the monetary costs of each of the short-listed options within this text box




· The following table (Table 2.2) should be completed for each of the options with the detailed Net Present Social Cost (NPSC) / Net Present Social Value (NPSV) spreadsheets (Template) attached as an appendix which will provide: 

· All costs and benefits arising from the project (inclusive of public, private and third sectors) at current market prices;
· Any adjustments for optimism bias (for further information see supplementary guidance);
· Details of any financial savings under different options (do not double count these as benefits);
· A challenge to cost assumptions where appropriate. Appraisers should consider sensitivity analysis to illustrate how option rankings may be affected by varying key assumptions

Table 2.2 – Monetary Costs 
	
	Year 0
	Year 1
	Year 2
	Year 3
	Year 4
	
	Total (over appraisal period)

	Capital Expenditure
	
	
	
	
	
	
	

	Rent[footnoteRef:3] (£) [3:  Please note that as per April 2021, rent will be treated as capital under IFRS Guidance] 

	
	
	
	
	
	
	

	Dilapidation Costs[footnoteRef:4] (£) [4:  These are the costs of returning the leased building back to the condition it was found in] 

	
	
	
	
	
	
	

	Capital Fit Out Costs (£)
	
	
	
	
	
	
	

	Furniture and IT Costs (£)
	
	
	
	
	
	
	

	Other Capital Costs (£)
	
	
	
	
	
	
	

	Optimism Bias* (£)
	
	
	
	
	
	
	

	TOTAL CAPITAL COST (CAPEX)
	
	
	
	
	
	
	

	Operating Expenditure
	

	Rates (£)
	
	
	
	
	
	
	

	Maintenance (£)
	
	
	
	
	
	
	

	Energy (£)
	
	
	
	
	
	
	

	Annual Service Charge (£)
	
	
	
	
	
	
	

	Security (£)
	
	
	
	
	
	
	

	Cleaning (£)
	
	
	
	
	
	
	

	Relocation Costs (£)
	
	
	
	
	
	
	

	TOTAL OPERATING COSTS (OPEX)
	
	
	
	
	
	
	

	Total Expenditure
	

	TOTAL PROJECT COSTS (CAPEX + OPEX)
	
	
	
	
	
	
	

	NPSC / NPSV
	
	
	
	
	
	
	


*Optimism Bias should be included for capital costs only.
Benefits
· Describe the benefits from achieving the anticipated outcomes, as well as any proposed beneficiaries (e.g. type of benefit, who will be better off, how will this be measured – i.e. is the benefit cash / non-cash releasing?) using the table below (Table 2.3).
· Can it be quantified or is it a qualitative benefit?
· How does each benefit impact upon the options? 
· Appraisers should document:

· direct public sector benefits (to originating organisation);
· indirect public sector benefits (to other public sector organisations); and
· wider societal benefits (households, individuals and businesses where applicable)

Table 2.3 - Benefits
	Benefit
	Benefit Type
	Impact on Option 1
	Impact on Option 2
	Impact on Option 3
	Impact on Option 4

	1.

	
	
	
	
	

	2.

	
	
	
	
	

	3.

	
	
	
	
	



Risks
· Document the risks associated with achieving the anticipated outcomes using the table below (Table 2.4). Include the proposed countermeasures for mitigating and managing the risk.  
· You should focus on the business risks (those that are retained in the organisation) and the service risks (those that may be shared with the supply side, as required, in the design, build, funding and operational phases of the investment proposal).
· The probability of each risk occurring and its likely impact should be assessed, along with an overall risk rating.
Table 2.4 - Risk
	Risk Description
	Likely Impact (I) and Probability (P) of Risk (H/M/L)

	State how the options compare and identify relevant risk management / mitigation measures

	
	Option 1
	Option 2
	Option 3
	Option 4
	

	
	I
	P
	I
	P
	I
	P
	I
	P
	

	1.
	
	
	
	
	
	
	
	
	

	2.

	
	
	
	
	
	
	
	
	

	3.

	
	
	
	
	
	
	
	
	

	Overall Risk (H/M/L)

	
	
	
	
	
	
	
	
	



· A summary of each option should be completed as per Table 2.5 below. Each option should reference the costs, benefits and risks noted within Section 2.1. 

Table 2.5 - Options Appraisal Summary
	
	Option 1
	Option 2
	Option 3
	Option 4

	Description*

	
	
	
	

	Net Present Social Cost/Net Present Social Value
	
	
	
	

	Benefits (monetary and non-monetary)

	
	
	
	

	Risks

	
	
	
	

	Conclusion**

	
	
	
	


* This may include details on the scope, solution, delivery, implementation and funding stream
** How well it meets the agreed spending objectives
2.2	Recommended / Preferred Option
· Conclusions should be drawn on each of the different options considered in terms of cost, benefit, risk and its ability to meet the spending objectives. The recommended / preferred option should be justified and will be taken forward for further analysis in Sections 3, 4 and 5.
	Please provide a summary on why the recommended / preferred option has been chosen within this text box









3 COMMERCIAL CASE 
In this section, the appraiser should provide an outline of the proposed procurement for the preferred option – i.e. what will be procured and how. Other relevant information which the appraiser should consider regarding the procurement is as follows (please consult either Construction and Procurement Delivery (CPD) or your relevant procurement expert within your department for advice):
· Describe the outputs – i.e. goods, services and works that will be procured in relation to the recommended / preferred option and how this will be paid for;
· Outline how the goods, services and works will be paid for e.g. payment against milestones, payment against delivery of services, performance related pay (e.g. KPIs), availability or usage, the pricing strategy objectives;
· Identify and explain any associated mitigation or reduction of procurement risks through the contract should be detailed;
· Set out the approach / route to procurement (i.e. the strategy to undertake it), the source of procurement advice and how it fits with market place conditions;
· How the proposed approach meets existing procurement rules and regulations and achieves value for money;
· Market knowledge, e.g. demonstrate whether there has been any supplier engagement, any assessment of the viability of concept, the market risks and the number of potential bidders;
· Explain any legal / personnel implications of the recommended / preferred option, if applicable, and how they will be managed. 
	Please detail the commercial case within this text box










4 FINANCIAL CASE
Following on from the procurement strategy, the appraiser should outline how the project will be funded. Other relevant information regarding the funding of the project should include:
· Commitments already made to guarantee the funding, or other resources required;
· Presentation of the financial implications and sources of funding for the preferred option (whole life cost inclusive of inflation, VAT, optimism bias, depreciation etc.). See Table 4.1 below. For investment proposals exceeding five years, the table should be expanded accordingly;
· CAPEX and OPEX requirements (from Table 4.1) should be detailed and an overall statement on affordability and funding should be provided;
· Details should be provided to confirm if the funding is secured / applied for;
· Assumptions surrounding revenue generation should be explained and justified where possible.  An assessment of viability should be made. If a business plan has been completed as part of the project documentation, please append this to the pro forma;
· Explain any impacts on the balance sheet (e.g. increases in assets / liabilities) of the organisation and how these will be dealt with.
· Please consult your relevant finance expert within your department for advice.
	Please detail the financial case within this text box








Table 4.1: Cost and Funding for the Preferred Option
	
	Year 0
	Year 1
	Year 2
	Year 3
	Year 4
	TOTAL

	Capital Expenditure

	Total Capital Cost (CAPEX) inc OB
	
	
	
	
	
	

	Operating Expenditure

	Total Operating Costs (OPEX)
	
	
	
	
	
	

	Total Expenditure

	Total Project Costs (CAPEX + OPEX)
	
	
	
	
	
	

	Funding

	CAPEX Funding
	
	
	
	
	
	

	OPEX Funding
	
	
	
	
	
	

	Third Party Funding (CAPEX if any)
	
	
	
	
	
	

	Third Party Funding (OPEX if any)
	
	
	
	
	
	

	Total Funding
	
	
	
	
	
	

	AFFORDABILITY ASSESSMENT
	Year 0
	Year 1
	Year 2
	Year 3
	Year 4
	TOTAL

	Shortfall / Surplus CAPEX (CAPEX Costs – CAPEX Funding including Third Party)
	
	
	
	
	
	

	Shortfall / Surplus OPEX (OPEX Costs – OPEX Funding including Third Party)
	
	
	
	
	
	

	Revenues

	Sales and Other Revenue / Income
	
	
	
	
	
	





5 MANAGEMENT CASE 
The appraiser should outline the arrangements in place to successfully deliver, manage and evaluate the accommodation project. 

5.1	Project Management
Consideration should be given to the following:  
· Proposed project management arrangements including project management standards, governance arrangements (e.g. roles and responsibilities and reporting lines and how the governance structure works);
· Project plan for delivery (including contingency plan / arrangements);
· Project assurance (i.e. definition of monitoring and quality criteria; monitoring performance and delivery; progress reports; provision of advice, guidance, support and information e.g. potential / actual overruns). This should include independent and impartial reviews including Gateway Reviews where appropriate;
· Risk Management Plan detailing the allocation and sharing of risk to those best placed to manage them (public / private sector). This should also include a risk register (attached as an appendix);
· Contract Management Plan (e.g. for dealing with contractual elements of the project, if required)
	Please detail the project management arrangements within this text box








5.2	Project Benefits & Evaluation
Consideration should be given to the following:  
· Developing and maintaining appropriate benefits management arrangements, including a benefits realisation strategy, framework and benefits register/Benefits Realisation Plan (BRP), ensuring all benefits identified in the Strategic and Economic Cases are captured, monitored and regularly reviewed throughout the project lifecycle.
· The necessary arrangements for Monitoring and Evaluation. To ensure an independent and objective approach, evaluations should be led by individuals or teams who have had no responsibility for or involvement in the management or implementation of the proposal under consideration.



	Please detail the project benefits and evaluation arrangements within this text box







Further information and links to templates regarding Benefits Realisation are as follows:
Benefits Realisation Template:
Programme and Project Benefits Management Templates
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