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Overview of Amendments, Renewals, and New Lease Contracts
Facilities Portfolio Management Tool (FPMT)

This job aid provides information about the general process for lease amendments, renewals, and new contracts

the agency has not
leased previously.

Facility Wizard or Create Receivable
Lease Wizard, as applicable. Then, a
user with the accounting role must add
the lease contract using the Lease
Review Wizard or Receivable Review
Wizard.

For land and other assets, a user with the
accounting role must manually add the
appropriate tables using the Job Aids for
that asset type.

by the Day Payment
Initiated field.

Description How to Update FPMT When to Enter Accounting

Amendment | Amendment to an Refer to the FPMT Lease/Receivable When amendment If the amendment impacted the
existing lease contract | Lease Amendment-Facility job aid for is signed by all lease term or payment amounts,
and it should instructions on which tables and fields to | parties. the lease liability and lease asset
reference the existing | update and which FPMT role is required. balances will need to be adjusted.
contract number. Updates to the lease/receivable contract

table must be made via the Lease Review
or Receivable Review wizards, which are
only available to users with the
accounting role.

Renewal A new contract has For facility contracts, a user with the After the 26™ of the | The lease asset and accumulated
been signed for a accounting role must use the Lease last month of the amortization on the expiring lease
building or other asset | Renewal Wizard or Receivable Renewal expiring contract, contract.
that your agency is Wizard. There is a specific Job Aid for but before the first
already leasing. Master Lease Renewals. payment, as defined | Record the acquisition of a right-

by the Day Payment | {4_se |ease asset and lease
For land and other assets, a user with Initiated field. liability at commencement of the
accounting role must manually update new contract.
and add the appropriate tables using the
Job Aid for renewals for that asset type.
New Lease A new contract for a For facility contracts, a user with the Prior to the first Record the acquisition of a right-
Contract building or asset that | facilities role must use the Create Leased | payment, as defined | to-use lease asset and lease

liability at commencement of the
new contract.
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Need help? Contact the OFM Help Desk HereToHelp@ofm.wa.gov 360.407.9100
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https://ofm.wa.gov/it-systems/facility-system/facilities-portfolio-management-tool-fpmt#JobAids

