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Personal Property is the tangible property used or held for 
use in a business or profession. 
 

It includes: furniture, fixtures, office equipment, vehicles, 
tools, machinery, signs, raw materials and supplies, artwork, 
etc. 
 

 
Items that are personally owned (such as your vehicle) and 
used in a business  along with leased or loaned items are also 
assessed as personal property. 
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 By February 1st of each year, the Assessor mails a Personal Property 
Schedule to each business owner in Shelby County. 
 

 The Schedule is a standardized form used to list and report the cost of 
assets used in a business operation as of January 1st, the assessment date. 
 

 If a business previously filed a schedule, the schedule will show Cost on 
File by group and year based on the previous year filing.  The Cost on File 
should be reviewed and revised for any asset additions or deletions.  Any 
reductions in cost must be explained. 

 

 New businesses will be provided a blank schedule to list cost of all assets.  
If a schedule is not received by February 1, the business owner should 
contact the Assessor’s office immediately to obtain one. 
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 Shelby County business owners are required to file a Personal Property Schedule 
no later than March 1st of each year. 

 

 Failure to file by this deadline will result in a Forced Assessment on the business 
owner’s account.  A Forced Assessment is an assessment resulting from an 
estimation of value based upon a field inspection of the property, previously 
reported information adjusted for growth or it may be estimated based upon the 
value of personal property for a similar business.  A tax bill will be generated from 
a forced assessment.  A Forced Assessment may only be corrected by filing an 
appeal with the Shelby County Board of Equalization. 

 

 Even if your business has closed during the year, you must still file the Schedule to 
report that information.  Or, even if you have been issued a business license and 
you have not started your business, you must file a schedule stating that the 
business has not started. 

4 



The Schedule consists of: 
 

•  Top Section where the Personal 
Property Account Number, business name 
and mailing address, “Remarks” section 
and Online Filing Pin are located.  This 
section should be used to report the 
closing of a business. 
 

•  Part I - General Data consisting of the  
business name, location, mailing address, 
owners, SIC code, business telephone 
number, contact person, etc. 
 

•  Part II - Owned Personal Property by 
Asset Groups.  If a Business Owner has 
previously filed, Cost on File will be 
shown. 
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 Group 1 – Furniture, fixtures, 
general equipment, and all other 
property not listed in another 
group 

 Group 2 – Computers, copiers, 
fax machines, peripherals and 
tools. (Small hand tools only.) 

 Group 3 – Molds, dies, and jigs. 

 Group 4 – Aircraft, towers, and 
boats. 

 

 

 Group 5 – Manufacturing 
machinery. 
 

 Group 6 – Billboards, tanks, 
and pipelines. 
 

 Group 7 – Scrap property. 
 

 Group 8 – Raw materials 
and supplies. 
 

 Group 9 – Vehicles. 
 

 Group 10 – Construction-in-
Process (CIP). 
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The Schedule also consists of: 
 

•  Part III – Leased Property.  Report all 
items leased or rented and used in your 
business operation as of January 1.  

•  Part IV – Owned Items with 
Nonstandard Values.  This section should 
be used if you wish to report property 
with a value different from the 
depreciated cost.  Supporting 
documentation is required to be 
submitted along with the original timely 
filed schedule before such value will be  
considered by the Assessor. 

•  Part V – Alternative Reporting for Small 
Accounts.   If the total value of all property 
used to operate your business is $1,000 or 
less, the  “Small Accounts certification 
Box” may be checked. 
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How to Complete a 
Personal Property 

Schedule 

 First, if you do not have a listing of 
all assets used in the operation of 
your business, you should prepare 
one.  

 You should list all items owned, 
leased and/or borrowed.  The 
description, year acquired and 
purchase price/original cost of each 
item should be included. 

 See sample listing prepared for ABC 
Company. 
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How to Complete a 
Personal Property 

Schedule 
(continued) 

 Next, you should assign each item 
listed to a Group based on the 
item’s description. 

 

 See sample Fixed Asset Listing for 
ABC Company. 
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How to Complete a 
Personal Property 

Schedule 
(continued) 

 

 

 

 Next, sort your listing by 
group and year.  For each 
group of property items, 
subtotal the cost by year of 
acquisition. 
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How to Complete a 
Personal Property 

Schedule 
(continued) 

 Then, transfer the subtotals to the 
appropriate group and year of the 
Personal Property Schedule-Revised 
Cost column. 

 Any reductions in cost from the 
previous year filing, shown in cost 
on file, must be explained in 
writing.   

 For the explanation, the 
Remarks/Explanation Box may be 
used or you may attach a letter. 
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How to Complete a 
Personal Property 

Schedule 
(continued) 

 

 Finally, you must sign and 
date the back side of your 
schedule. 
 

 Your personal property 
schedule is now complete. 



 Express Filing – The fastest way if you are not making any changes to your 
previous year filing.  Just telephone the Assessor’s Answer Center and 
provide your PIN number for processing your schedule.  This feature is not 
available to business owners filing for the first time. 
 

 Online Filing – Save time by filing your schedule online via the Assessor’s 
Website.  It is the easiest way to file if you have changes to report.   You 
must have the Pin # located on the mailed schedule available.  Call our 
office to obtain it if necessary. 
 

 Mail or Walk-In – Mail or bring the completed Schedule to our East Office, 1075 
Mullins Station Rd, Memphis TN 38134.  Remember to print and sign your name 
and to provide your title and date of completion. 
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  Questions?  
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If you have questions or need further 

information, please call our Personal 

Property Department at 901-222-7002 

between the hours of 8:00 a.m. to 4:30 

p.m., Monday through Friday.  A staff 

member will be happy to assist you. 


