Information is required for all leases in which the Commonwealth is the lessee OR lessor, including real property leases.  We do not need information on copier leases from the master agreement (Xerox), as the vendor provides us with that information.
A. Agreement Number – Enter the Lease number and Master Agreement Number. 
B. Description of lease – Provide a brief description of what the lease is for.
C. Agreement Effective Date – Enter the date that the lease begins.
D. Lessee/Lessor – Indicate whether you are the lessee or lessor in the lease agreement.
a. Lessor – the party granting a lease to someone else; receives payment for granting the right to use an asset to the lessee.
b. Lessee – the party being granted the right to use an asset by the lessor.
E. Fund Type – Enter the Fund Type for the lease.
F. Governmental/BTA/ISF – This field will automatically populate with the category based on the fund type entered in column “E”
G. Underlying Asset Type – Select the asset type being leased (Intangible, Service, Investment, Land, Building, Vehicle, Infrastructure, or Equipment).
H. Control/Right to Use – Select yes or no – whether or not the contract conveys control to the lessee of the right to use the lessor’s asset as specified in the contract for a period of time in an exchange or exchange-like transaction.
a. Control does not have to be uninterrupted and while the agreement may have conditions on use that does not limit your entities control of service capacity of the agreement.
I. Max Lease Term Greater than 12 Months – Select whether or not the maximum lease term is greater than 12 months

a. Options to extend should be considered in the lease term whether or not they are expected to be exercised.

J. Lease Determination – This column will automatically populate based on your previous responses in the worksheet.  

K. Agreement Term – Enter the total term of the lease agreement, not including any options to extend or terminate the lease.
Columns L through Q you are evaluating the terms and options for the LESSEE (the party that is being granted the right to use the underlying asset).
L. Termination Option – Does the LESSEE have the option to terminate the lease agreement?

M. Reasonably Certain – Is the LESSEE reasonably certain to exercise the termination option?

a. In order to evaluate whether or not exercising an option is “reasonably certain”, you should:

i. Consider how this option has been handled in the past

ii. Consider the economic impact of the option

iii. Consider the importance of the underlying asset to operations 

N. Year to Exercise – Identify the year in which the LESSEE is reasonable certain to exercise their option to terminate.

O. Option to Extend – Does the LESSEE have the option to extend the lease?
P. Reasonably Certain – Is it reasonably certain that the LESSEE is going to exercise the option to extend? (Use same criteria as column M)

Q. Years to Extend – Enter the number of years that the LESSEE is reasonably certain to extend the contract beyond the original lease term
Columns R through W, you are evaluating the terms and options for the LESSOR (the party that granted the lessee the right to use the underlying asset)

R. Termination Option – Does the LESSOR have the option to terminate the lease agreement?

S. Reasonably Certain – Is the LESSOR reasonably certain to exercise the termination option?

a. In order to evaluate whether or not exercising an option is “reasonably certain”, you should:

i. Consider how this option has been handled in the past

ii. Consider the economic impact of the option

iii. Consider the importance of the underlying asset to operations 

T. Year to Exercise – Identify the year in which the LESSOR is reasonable certain to exercise their option to terminate.

U. Option to Extend – Does the LESSOR have the option to extend the lease?

V. Reasonably Certain – Is it reasonably certain that the LESSOR is going to exercise the option to extend? (Use same criteria as column M)

W. Years to Extend – Enter the number of years that the LESSOR is reasonably certain to extend the contract beyond the original lease term.
Columns V through Z are automatically populated based on your previous responses in the worksheet.  No action is required for these columns.

AC. Payment Frequency – Indicate whether payments against the lease are made weekly, monthly, quarterly, or annually.

AD. Payment – Indicate whether the payment is made at the beginning or end of the period (If the lease payments are made monthly, are they paid at the beginning or end of the month, etc.)

AE. Payment Periods – This column is going to automatically populate with the total number of lease payments to be made based on your previous selections.  Verify that this number is correct.

AF. Multiple Components – Answer whether or not the lease has multiple components.  These can include:

a. The lease could have multiple underlying assets
b. The lease could have non-lease components such as maintenance costs
AG. Describe – If you entered “Yes” in column AF for multiple components, describe all other components that the lease agreement has.

AH. Fixed/Insubstance Fixed Payments – Enter the total amount of the lease payment that is fixed or fixed in substance.
AI. Variable Payments to Track for Note Disclosure – Answer whether or not there are variable amounts paid against the lease (maintenance, paper for a copier, etc.)
AJ. Describe – If you answered “Yes” in column AI, describe the variable payments associated with the lease.
AK. Interest Rate – Indicate whether the interest rate is stated in the lease agreement or if it will be implied from another comparable source.
AL. If Imputed, Describe – If you selected imputed in column AK, describe where the imputed rate is coming from.
AM. Rate – Enter the interest rate of the lease agreement.
AN. Present Value – This column will automatically populate based on your previous selections.
AO. Preparer Consideration of Materiality – This column will automatically populate based on your previous selections.
AP. Accumulation of Immaterial Agreements – This column will automatically populate based on your previous selections.
