
Please fill out all information at the top 

of the listing form. If something does 

not apply, do not leave blank, simply 

enter “N/A”. Specify the type of  busi-

ness  in the business category box  

provided at the top of the form.  

Schedule A: Personal property in the 

categories of Machinery & Equipment, 

Furniture & Fixtures, Computer Equip-

ment, Leasehold Improvements , Ex-

pensed items, CIP, and Supplies 

should be reported in this section. 

Historical cost should be listed in the 

original cost column corresponding to 

the proper year acquired. Any addi-

tions or deletions during this year 

should be listed in the corresponding 

additions/deletions column. The cur-

rent year cost should then be calcu-

lated and recorded in the current year 

cost column by adding/subtracting the 

additions/deletions from the original 

cost. Each column should then be to-

taled.  

CIP: This section should list the total of 

the CIP account. You should list in 

detail as to what is included in the CIP 

account. If you have no CIP, write 

“none”. 

Supplies: The supplies should be 

listed using the year end total of sup-

plies on hand or 1/12 of the total years 

supply cost.  

 

HOW TO LIST Schedule B: All unlicensed vehicles 
titled in your name on January 1 
must be reported in this section.  
The vehicle identification number 
must be included for each vehicle. 
 
Schedule C: Property that is in your 
possession but owned by others 
should be listed in this section. This 
includes any personal property 
which is loaned, leased, or otherwise 
held and not owned by you.  
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Business Personal Property: 
All property used in 
connection with the 

production of income that has 
not been classified as real 

Who files a listing? 

• Any individual or busi-
ness owning or pos-
sessing personal prop-
erty used with a business or other 
income producing purpose on Janu-
ary  1. The listing form must be filed 
by January 31 unless you have re-
quested an extension. Requests for 
extensions must be made by January 
31. 

What cost and year acquired should 
be used to report each asset? 

• Historical Cost: The cost of the asset 
when purchased new. The net book 
value should not be used to report 
Business Personal Property. Original 
purchase cost with no depreciation 
deducted should be reported. The 
county will depreciate these original 
cost amounts based on the year ac-
quired, to arrive at the proper tax 
value. 

• Original Year Acquired: The year the 
asset was purchased.  

What assets should be l isted? Supplies: Supplies such as office 
supplies, maintenance supplies, 
cleaning supplies, fuels of all kinds, 
equipment spare parts, etc., which 
are not held for resale, should be 
listed.  
 
 

Examples: 
Small tools 
Office sup-

plies 
Filters 

Uniforms 
Fertilizers 
Chemicals 
Packing 

materials 

Fuel: Fuel should be listed as a sup-
ply only if you own or lease the tank. 
If a fuel inventory is not taken at the 
end of the year, then the amount of 
the fuel purchased for the entire year 
should be divided by twelve to reach 
a one month on hand supply. Fuel 
bought at the gas station for vehicles 
is not considered a supply.  

Examples: 
Gasoline 

Diesel 
( if you  
own or 
lease  

the tank) 

Maintenance: Spare parts pur-
chased for repairing  machinery 
and equipment should be listed as 
supplies.  

Examples: 
Spare 
parts 

 

Construction in Progress: CIP is 
business personal property that is 
under construction on January 1. 
This does not include construction 
to real estate.  

Examples: 
Assembly 

lines 
Equipment 
Machinery 

 

Machinery & Equipment: Items in this 
category include machinery and 
equipment used in the operation of 
your business. All assets regardless 
of age, should still be reported if they 
are in your possession. This includes 
fully depreciated assets. 

Examples: 
Machines 
Production 
Equipment 
Medical 

Equipment 
Retail 

Equipment 

Furniture & Fixtures: This category is 
applicable if you have an office used 
for your business. 

Examples: 
Furniture 

Files  
Desks 

Computer Equipment: This includes 
any items used for data processing.  

Examples: 
Computers 

Printers 
Scanners 

Mainframes 
Software 

Leasehold Improvements: If you do 
not own the land where you operate 
your Business,  any real estate im-
provements made to the leased 
property are considered leasehold 
improvements .   

Examples: 
Special 
lighting 

Dropped 
ceilings 

Lavatories 
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