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Lease Endorsement Process Flowchart

Al lease transactions for office or shopfront properties should be planned, with timeframes to be sufficient to include all relevant processes, including consultation where a joint approach to market is
required, and approval processes once a lease has been identified

All new leases are expected to align with the Commonwealth Leasing Strategy. Where an NCE has identified a leasing requirement that is new, or where operational requirements have changed, please
contact Finance to discuss the requirement to deviate from the Strategy.

Finance is available to assist NCEs throughout the Lease Endorsement Process and NCES are encouraged to engage at the early stages of considering a lease.

Through their Property Services Provider (PSP), the NCE is required to estimate the Whole of Life cost of the lease. The PSP will liaise with the SPA and Finance should the estimated cost of the
proposal be close to thresholds for different processes to determine the appropriate approach to review and endorsement

Fitouts or other public works may be subject to consideration by the Parliamentary Standing Committee on Public Works. For further information, refer to the Pariiamentary Standing Committee on

Public Work Procedure Manual

Lease nofifications, for leases with a Whole of Life Cost of
between $2 million and S30 million (or $100 millon for Defence).

Part1:

NCES are required to notify the Strategic
Property Adviser (SPA) of their intention to
approach the market. This notification wil
be completed by the NCE's PSP. The SPA
will review and ensure alignment of the
proposal with the strategy and Property
Management Framework prior to the PSP
progressing the procurement Untilthe two

parts of a notification process are complete,

NCEs may only seek a non-binding
expression of interest from the market.

Part2:

Once the NCE has identified a preferred
lease, its PSP must notify the SPA of the.
details of the lease. The SPA will review
the notification with Finance. This review
process may take up o three weeks once
all elevant information has been provided,
and this timeframe should be considered in
lease planning processes

Once Finance and the SPA have assessed and support the lease, the NCE can
request its PSP proceed with procurement of the lease, noting any relevant
Lands Acquisition Act delegations.

Ministerial Lease Endorsement, for leases with a Whole of Life Cost of more than

$30 million ($100 million for Defence), or where the Finance Minister or
Assistant Minister has ‘called in' a lease.

Finance encourages NCES, through their PSP, to engage early on large lease procurements
o ensure alignment with the Commonwealth Leasing Strategy and Property Management
Framework.

Once the NCE has selected a preferred lease, its PSP wil prepare a Cost Benefit Analysis

(CBA), using the CBA template and submit it to the SPA and Finance for review and
comment.

The SPA will liaise with the PSP representing the NCE on any elements of the CBA that
require clarification

Once the CBA is finalised, Finance will request that the NCE submit final proposal letter and
CBA o Finance.

Finance will support the Finance Minister or delegate to consider the proposal, through a
Winisterial Briefing. Following the Finance Minister's consideration, Finance will advise NCEs
of the outcome, through the SPA and PSP The lease must not be finalised untilthe lease
endorsement process has been completed.

The lease endorsement process is likely to take a minimum of six weeks, once all relevant
information has been provided. This timeframe should be considered in lease planning
processes.

Once the Minister has endorsed the lease, the NCE can request its PSP proceed with
procurement, noting any relevant Lands Acquisition Act delegations.




