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FINANCE OFFICE PROCEDURE NOTES 

Leasing Policy & Procedures 
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The purpose of this policy is to provide a policy for lease/rental vs. outright purchase 

of equipment.  
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The College will normally encourage the outright purchase of equipment as opposed 

to lease, lease-purchase, rental, or rental-purchase agreements. In most situations, 

the outright purchase will prove to be the most economical if calculated over the 

useful life of the product.  
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Leases are legally binding contracts that financially obligate the College. As a result, 

though the negotiation of lease contracts rests with the individual/team responsible 

for the particular item(s) or project, the authorisation and hence commitment for 

the lease will be the responsibility of the budget holder and will also require final 

approval from the Director of Finance.  

Leasing equipment is subject to the same procurement policies and procedures 

(including the order requisition process) that woul
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be investigated and compared to the purchase cost less the anticipated 

resale value. 

• In case of highly technical equipment whose useful life cannot be accurately 

projected, lease or rental options offered through the manufacturer, the 

distributor or third parties should be investigated, as a viable alternative to 

purchase. In such situations analytical comparisons of purchase, lease or 

rental options should be made to determine which represents the best 

interest of the College. 

• Ancillary benefits of the lease or rental (maintenance costs, upgrades, vendor 

promotions, special marketing incentives) and situations where the net 
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based on the total price of the goods requested and not on the 

projected monthly lease expense. Funds should ordinarily be 

available within the departmental budget for the requirement.   

 

When initiating a requisition for the lease, lease-purchase or long-

term rental of equipment, the originating department should 

clearly explain the necessity or desirability of that type of 

arrangement. The department must also clarify /confirm whether 

all maintenance costs are included in the original cost of the lease, 

or is the College responsible for maintaining the equipment at its 

own expense.  
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