May 24, 2001

XXXXXXX

XXXXXXX.

XXXXXXX

XXXXXXX

Re:  Schedule # ________________
        Location:   ________________
Dear Sir/Madam:

Arapahoe County is conducting an audit program of all Personal Property located at the above referenced location.  The following check-marked information will be needed to complete the audit:

         1.   Itemized list of all owned furniture, fixtures and equipment to include original cost and  year of acquisition, or fair market value if original cost is not available.  Be sure to include personally owned as well as business owned assets.  All data submitted should reflect conditions as they were on the assessment date, January 1 of the current year.

         2.   Copy of the current Depreciation Schedule work papers.

         3.   The name and mailing address of all owners of any leased, loaned or rented equipment to include an itemized listing of the property and photocopies of the rental or contract agreement in effect as of January 1. (Please indicate any if any of these reported leases have been capitalized on your depreciation schedule.)

          4.  Itemized listing of all leasehold improvements to include original cost and year of acquisition.  (Describe in detail, e.g., power wiring, carpeting, painting, electrical, etc.)

          5.  Itemized list of expensed furniture, fixtures and equipment to include original cost and year of acquisition.  Do not include items considered supplies.

          6.  Value of all fully depreciated items still in use.

          7.  Other information.

*A physical inspection may be necessary to complete this audit. You will be contacted to set up an appointment regarding such a request.

This information should be submitted no later than _________________.   Should you have any questions, please contact the Personal Property Department at (303) 795-    .

Respectfully,

Personal Property Dept.

AP-11

