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Commodity Lease Intake Form 

This form is to accompany a Purchase Requisition when a department or college is requesting acquisition of goods 
through a lease. 

Third party financing, including leasing, is a tool that the University generally tries not to utilize.  Third party 
financing is generally more expensive than other types of financing and also comes with a number of initial and 
continuing documentation tasks that are expensive from a resource perspective.  The University will always expect 
that a department or college consider funding purchases from their fund balance before looking to the University for 
a loan, or to the OSU Internal Bank for a loan.  Prior to a complete review of the acquisition, the following must be 
completed. 

Department or College: 

Principal Investigator: 

Budgetary Approver: 

Business Center: 

Business Center Contact: 

1. Describe why the college or department is considering leasing the item/s rather than purchasing:

2. Describe and provide documentation of the analysis done to determine that a lease vs. a purchase was the
most valuable acquisition method for OSU:

3. Purchase cost of the item/s (if not leased): $ 

4. Will OSU own the items at the conclusion of the lease term? Yes      No 

5. Is there a purchase option at the end of the lease? Yes      No 

a. If yes, indicate purchase option amount $

6. Lease Term:  Months:      Years: 

7. Expected useful life of the item:

8. Interest Rate (if applicable):

9. Base or Initial Payment:

10. Remaining Payment Amounts: $

11. Payment Frequency:



12. Entire Lease Value:   $
(Payment amount including finance costs x Frequency)

13. Has the requestor reviewed the acquisition with the department and/or college to consider funding this from
within?

Yes      No 

a. If No, why is departmental or college funding not being utilized?

14. Has the requestor contacted Business Affairs to consider University financing or an OSU Internal Bank 
loan?

Yes      No 

a. If Yes, why is a University financing or an OSU Internal Bank loan not being utilized?

If the entire lease value exceeds $100,000 and the lease qualifies as a Capital Lease under OSU policy then it may 
qualify as a finance lease that may have to be managed through the Department of Administrative Services (DAS) 
under ORS 283.085 to 283.092. The requestor must consider that DAS charges fees for these services and allow 
significant additional time for the DAS process. 
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