Procedures to Remove a Lease Agreement from DPAS

In accordance with SECNAVINST 7320.10 dated 1 August 2001 Lease Agreements are considered General Property, Plant and Equipment (PP&E).  Specific requirements are contained in the SECNAVINST to determine whether Lease Agreements are Capital or Operating Leases.  In either case if the Lease Agreement meets the property accountability threshold it must be added to the property system in this case DPAS.   The procedures for determining the category of lease (capital vs. operating) and adding a Lease Agreement to DPAS can be found on the Navy DPAS web page at http://www.nor.fisc.navy.mil/dpas/DPAS_User_Sevices2.htm.  

Lease Agreements are added to DPAS as an end item.   Any equipment included in the Lease Agreement is added as components to the end item (Lease Agreement) and are identified as cost embedded since the cost of the equipment is included in the total lease cost.  Prior to removing the Lease Agreement from DPAS any leased equipment in DPAS must first be removed using the Component Decrease, Turn-In process.  

Lease Agreements have a lease term and/or period.  When a Lease Agreement expires or is terminated use the following procedures to remove the Lease Agreement from DPAS.

· Log on to DPAS

· Click on Hand Receipt Icon

· End Item Action

· Decrease

· Type Action should be Turn-in/Disposal

· Enter the Bar Code of the Lease Agreement

· Click OK

· Enter the Document Number

· Enter Remarks: (e.g. Lease expired)

· Ensure “write off” checkbox is SELECTED
NOTE 1:  If the Lease Agreement is a capital lease the write off amount is equal to the New Book Value of the lease.  The Net Book Value is equal to the total cost of the lease minus the total accumulated amortization.  This action will write the lease value down to zero.  If the lease is capital, a financial transaction (amortization expense) is also generated for the Net Book Value amount.

· Click Save

· If the Lease Agreement is a capital lease a dialog box will appear asking, “Do you want to process this transaction as a Write-Off?”

· Select YES

· Transaction Processed box will appear

· Click OK

