
SOUTH WINDSOR

PERSONAL PROPERTY
A Quick Tutorial on How to Fill out a Personal Property Declaration



Front Page
Areas to view:

• Check Off List – is for YOUR use.

• Who should file

• South Windsor Contact Information
• PLEASE NOTE: Our Office Extension Number 

has changed it is now Ext. 2312



This is what the Form will look like when 
you receive it:

• Each Personal Property Account has a 
specific Unique ID # that will be 
generated on your declaration.

# YOUR UNIQUE ID HERE

YOUR COMPANY NAME HERE

ADDRESS HERE

YOUR UID# HERE

• The “Check Off List” is for your use!

• If you have any questions, we are more 
than willing and able to help! Our 
information is listed on the declaration for 
you, or you may wish to e-mail: 
personalproperty@southwindsor-ct.gov

• ALL declarations are due back to the 
Assessor’s Office by November 1.
• If an extension is needed for just 

cause, be sure to request the 
extension in writing to the Assessor 
before November 1.  

mailto:personalproperty@southwindsor-ct.gov


Dissolution 
Information
*NOTE: ONLY fill this section out when 
the business has moved, sold, or is 
terminated. 



Helpful Tip for 
First Time Filers!
You can find this form online on our Town of South 
Windsor website or get a physical copy in the 
Assessor’s Office.

This form outlines all of the codes that are on the 
declaration, it also gives you room on the front and 
back to list all of the assets you owned as of 
October 1 of any given year. This will help you 
organize all of your assets and where to put them 
on the declaration. It will also be useful in the 
future when you dispose of any item.

Our Assessment date is October 1. Any asset that 
you own as of October 1, is what gets listed.

For example:

If you bought equipment on September 30, 2016 –
this item would be placed on the “10-1-2016” line 
on the declaration. 

If you bought a piece of equipment on October 15, 
2016 – this item would be placed on the “10-1-
2017” line.

9-15-2015
11-16-2016
10-17-2001
8-6-2015

$800 Desk & Chair
$2,500 Table, chairs, sofa
$1,200 Sign
$1,500 Computer

16
16
24a
20

- - - - - - - - - $150/ mo. Monthly supplies 23



Page Two
• Once you have completed your 

itemized listing of assets, you will 
input all costs of assets under the 
correct Code, in the right year. 

• On top, please circle the correct 
Code if applicable.



Page Three
• Place the asset cost in the correct Code 

Category, and Year.

(ex: desk, chair bought 9-15-2015 = $800

Table, chairs, sofa bought 11-16-2016 = $2,500

Sign bought 10-17-2001 = $1,200

Computer bought 8-6-2015 = $1,500)
$800

$2,500

$1,200

$1,500

• Once your assets have been categorized, 
remember to multiply by the correct 
percentage to get the depreciated amounts.

$2,250

$560

$360
$360

$600

$600

$15012$1,800

$2,810$3,300

$1,200

$1,500 Code 23 is your Average Monthly expenses. 
Aka the “throw away” category. Ex: pens, 
pencils, paper, drill bits, etc. 
• Sometimes it is easier to work this 

category backwards by taking how much 
you use in a month and multiply by 12.



Disposals Page
This page is very important to Annual Filers 
for reconciliation purposes.

• Any asset that has been disposed of 
must be listed and removed from the 
corresponding Code from above.

• If this is NOT done properly, the Assessor needs to 
add that asset back into the Declaration Filing.

The < $250 newly passed law is something that ALL filers should note. 

• Any asset that is less than $250 and is 10 years old or older, is 
exempt. In order to obtain this exemption each and every item is required to 
be listed. If more room is necessary, please attach any and all additional 
sheets. 

4/13/2018 16 Old desk and chair 3/17/2001 $650

10/1/2018 16 Hand saw 10/1999 $200



Page Three
Please do not disregard this page! There is 
still very important information to be 
filled out. 



Verify 
Information

For New Filers:

• This top section is very important to fill 
out. It helps us verify the DBA/ Owners 
Name, and mailing address. As well as 
additional contact information

For  Re-Filers:

• Please be sure all of this information is 
correct – especially the mailing 
address information. If it is not, please 
make any and all necessary changes.

The type of Ownership (etc.) information helps us 
better understand how large or small your 
business is. 



Please Note:
• This is where Codes 9: Unregistered 

Motor Vehicles, 11: Horses and Ponies, 
and 14: Mobile Manufactured Homes, 
are if they apply to you. 

• This page has the Property Code 
Descriptions and examples of each. 

• The Depreciated Values from Page 2 
go here.

• If any of these exemptions apply to 
your business, please check off any 
and all. 

• Please leave the “Assessor’s Use Only” 
section blank. It is only for the 
Assessor! 

$2,810

$600

$150

$360

$3,920



Page 4: 
Final Page!

Leased Equipment and Signature Page



Lease 
Information
If a company is leasing equipment to you, 
please note that information in this 
section



Last Step!

Note:

Any business that is an LLC, LLP, Corp., 
Inc., etc. must be notarized!

Please sign, date, and check off 
appropriate box!

X



You’re Finished!

Any questions or concerns, please feel 
free to contact the Assessor’s Office:

1540 Sullivan Ave. 
South Windsor

860-644-2511 ext. 2312

personalproperty@southwindsor-ct.gov

mailto:assessor@southwindsor-ct.gov

