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General Services
Asset Management Services




4200 Surface Road
Columbus, Ohio 43228-1395


OAKS Capital Lease Entry Form
Complete this form and save at your agency.  Submit the completed form, along with any backup documentation to Asset Management Services at das.ams@das.state.oh.us.  Asset and lease data on this form must match data in the agency in-house system and FleetOhio (for capital lease vehicles).  Remember to exclude all Capital Leases from the fiscal year-end GAAP reporting package sent to OBM.  Complete only the section below the selected action: Addition, Change, or Retire.  Capital Lease Requirements and Field Descriptions are listed starting on page 4. 
* = Required Field

	 FORMCHECKBOX 
 Addition – Add a New Capital Lease Asset

	*OAKS Business Unit
	     

	*Profile ID
	 FORMDROPDOWN 


	*Description
	     

	*Asset Tag Number
	     

	*Transaction Date (mm/dd/yy):
	     
	OAKS Vendor ID:
	     

	*Receipt Date:
	     
	*Lease End Date:
	     

	*Lease Term:
	      Periods

	*Interest Rate (%):
	     %
	*Payment Schedule ID:
	 FORMDROPDOWN 


	Fair Market Value:
	     
	Guaranteed Residual Value:
	     

	*Bargain Purchase Option? (BPO):
	 FORMDROPDOWN 

	BPO Purchase Payment Amount:
	     

	*Bargain Renewal Option? (BRO):
	 FORMDROPDOWN 

	BRO Penalty Payment Amount:
	     

	*Transfer Ownership End Lease:
	 FORMDROPDOWN 

	*Minimum Rental Payment (MRP):
	     

	*Lease Payment Type:
	 FORMCHECKBOX 
Advance                        FORMCHECKBOX 
Arrears

	Is this a Step Lease?  If Yes, then complete Step Lease Information on page 7.
	 FORMDROPDOWN 
  

	*Manufacturer:
	     
	*Model:
	     

	*Serial ID (VIN#):
	     
	*Location/ Address:
	     

	*Custodian:
	     

	*Fund:
	     
	*ALI:
	     

	*Dept:
	     
	*Program:
	     

	Additional Comments/Notes:
	     


	*Preparer:
	     
	*Preparer’s Phone Number:
	(   )    -    

	*Email Address:
	     
	*Preparation Date:
	     


	 FORMCHECKBOX 
 Change – Change an Existing Capital Lease Asset’s Information

	*OAKS Business Unit
	     

	Profile ID
	 FORMDROPDOWN 


	Description
	     

	*Asset Tag Number
	     

	*Transaction Date (mm/dd/yy):
	     
	OAKS Vendor ID:
	     

	Receipt Date:
	     
	Lease End Date:
	     

	Lease Term:
	      Periods

	Interest Rate (%):
	     %
	Payment Schedule ID:
	 FORMDROPDOWN 


	Fair Market Value:
	     
	Guaranteed Residual Value:
	     

	Bargain Purchase Option? (BPO):
	 FORMDROPDOWN 

	BPO Purchase Payment Amount:
	     

	Bargain Renewal Option? (BRO):
	 FORMDROPDOWN 

	BRO Penalty Payment Amount:
	     

	Transfer Ownership End Lease:
	 FORMDROPDOWN 

	Minimum Rental Payment (MRP):
	     

	Lease Payment Type:
	 FORMCHECKBOX 
Advance                        FORMCHECKBOX 
Arrears

	Is this a Step Lease?  If Yes, then complete Step Lease Information on page 7.
	 FORMDROPDOWN 
  

	Manufacturer:
	     
	Model:
	     

	Serial ID (VIN#):
	     
	Location/ Address:
	     

	Custodian:
	     

	Fund:
	     
	ALI:
	     

	Dept:
	     
	Program:
	     

	Additional Comments/Notes:
	     


	*Preparer:
	     
	*Preparer’s Phone Number:
	(   )    -    

	*Email Address:
	     
	*Preparation Date:
	     


	 FORMCHECKBOX 
 Retire – Remove a Capital Lease Asset from being Active

	*OAKS Business Unit
	     

	*Description
	     

	*Asset Tag Number
	     

	*Transaction Date (mm/dd/yy):
	     
	*Disposal Code:
	 FORMDROPDOWN 


	Is this a Partial Retirement?
	 FORMDROPDOWN 

	Partial Retirement Quantity:
	     

	Partial Retirement Amount:
	     

	Additional Comments/Notes:
	     


	*Preparer:
	     
	*Preparer’s Phone Number:
	(   )    -    

	*Email Address:
	     
	*Preparation Date:
	     


	For AMS Use Only:

	Entered by:
	     
	Date Entered:
	     


Capital Lease Requirements:

According to FASB 13, a capital lease must meet one of the following criteria:

· There is an ownership transfer at the end of the lease.

· The lease contains a bargain purchase option (BPO).

· The lease term is 75 percent or more of the asset life. 

· The present value of the minimum lease payment is 90 percent or more of the fair market value of the asset.

 

According to State of Ohio policy, a capital lease must meet both of the following criteria:

· The Cost is greater than $15,000.  

· The lease is non-cancellable.

Field Descriptions:

	Bargain Renewal Option (BRO): A bargain renewal option requires a payment if the lease agreement grants the lessee the right to renew or extend the lease. If the agreement states that the lease must be renewed or extended, a penalty might be required for failure to renew.

	Bargain Purchase Option (BPO): A bargain purchase option is a provision allowing the lessee (your agency) to buy the asset at a very favorable price at the end of the lease term.

	Disposal Code - A Disposal Code shows the reason or method of retirement.  

	Fair Market Value: Fair Market Value is the price less any volume or trade discounts that would be allowed if the asset was purchased rather than leased on the day the lease agreement started. This cost does not include the buy out amount or reductions for trade-in amounts related to other assets.

If you do not enter a fair market value, the capitalized lease amount equals the present value of the Minimum Lease Payment.

	Guaranteed Residual Value: The Guaranteed Residual Value is the amount of the residual value of the leased asset guaranteed by the lessee (your agency) to the lessor and is considered as part of the minimum lease payments.

	In Service Date: The In Service Date is the date your agency places the asset In Service.

	Interest Rate (%): The annual interest rate percentage. OAKS uses this to calculate the capitalized lease amount.

If you do not know the interest rate, contact DAS/AMS to have them compute the value.

	Lease End Date: Date on which the lease ends.

	Lease Payment Type: Select Advance if the asset’s first lease payment is due before the lease begins.   Select Arrears if the asset’s first lease payment is due at the end of the period.

	Lease Term: The number of periods for the lease.
Line Number: Used for Step Leases, The Line Number shows which set of payments comes first, second, etc. You enter the first set of payments on Line Number 1.
Location/ Address: Location in AM refers to where the asset is physically located.  If your agency does not have Location codes set up in OAKS, enter the street address, city, state, and zip code.  

	Minimum Rental Payments (MRP): Minimum Rental Payment is the amount of the lease payment you pay each period (e.g. monthly, quarterly). These amounts should not include executory costs such as maintenance.

	OAKS Vendor ID: Use to identify a vendor from OAKS PO/AP with whom the asset is registered.

	Payment Schedule ID: The Payment Schedule ID defines the frequency and dates of the lease payments (e.g. Monthly- 1st of the month, Qrtly- 1/15, 4/15, 7/15, 10/15).

If the lease payments are monthly and neither of the three monthly Payment Schedule IDs match your payment dates exactly, choose the monthly Payment Schedule ID that most closely matches your payment dates. For example, choose Monthly-1st of the Month if your payments are on the 5th of every month. You do not need to change these dates on each line in the Payment Schedule tab.

If the lease payments are quarterly, semi-annual, or annual and the dates of your payments are not the same as the dates specified by the Payment Schedule ID, choose the Payment Schedule ID for the correct payment frequency (quarterly, semi-annual, or annual). You will need to enter the correct dates in the Additional Comments/Notes Field.

	Profile ID: Use to select the asset profile that contains typical information for the type of asset you are entering. 

It is very important that you select the correct Profile ID. OAKS uses the Profile ID to set other information about the asset such as useful life, class, acquisition code, and category. 
DAS Asset Management Services (AMS) maintains the list of Profile IDs.

Receipt Date: The Receipt Date is the date on which the asset was received for lease.
Step Lease: A step lease’s payment amounts and/or timing of the payments change over the term of the lease.
Examples of step leases are:

• Step-down leases with decreasing lease payments.

• Step-up leases with increasingly larger lease payments during the lease term.

• Skip-payment leases in which payments are not required during certain periods.

	Transaction Date: The Transaction Date is the date the lease begins.

	Transfer Ownership End Lease - An ownership transfer of the asset by the end of the lease period.


	


	Capital Step Lease Information

	Line Number
	Lease Term
	Payment 

Frequency
	Payment Amount
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