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  I.  OVERVIEW FOR FILING A BUSINESS PROPERTY STATEMENT       

 

Purpose 

This user-friendly reference guide provides an overview of the statutory requirements, 

answers to frequently asked questions (FAQs), and step-by-step instructions for filing a 

business property statement. The guide is divided into eight sections ï (I) Overview for 

Filing a Business Property Statement, (II ) Filing a Form 571-L Electronically (e-File), 

(II -B) Business Moved/Closed/Sold, (III) Filing a Form 571-L Paper Document, (IV) 

Filing through the Standard Data Record (SDR) System, (V) Filing a Form 571-STR Paper 

Document, (VI) General Business Personal Property Frequently Asked Questions (FAQs), 

(VI-A) E-File FAQ, (VI-B) Short-Term Rental FAQ, (VII) Contact Information, and (VIII) 

Appendix with samples of common forms related to the 571-L filing  process. 

 

Why are you taxing my business assets? 

The State Constitution says all property is subject to property tax unless otherwise exempt. 

Homeowners are familiar with the property taxes on their home. The assets of a business 

are also subject to assessment and taxation. 

 

What is Business Personal Property? 

Business Property is any tangible property owned, claimed, used, possessed, managed or 

controlled in the conduct of a trade or business. This includes all machinery, fixtures, office 

furniture and equipment. In general, business personal property is all property owned or 

leased by a business except licensed vehicles, business inventory, intangible assets, and 

application software. 

 

Examples of business property that would be assessed as personal property include but are 

not limited to: 

¶ Operating Supplies 

¶ Machinery & Equipment 

¶ Office Furniture 

¶ Copiers and Fax Machines 

¶ Telephones 

¶ Computers 

¶ Restaurant Equipment 

¶ Cameras 

¶ Printing Equipment 

¶ Leasehold Fixtures 

¶ Leasehold Structures (Tenant Improvement) 
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In essence, Business Personal Property is all property used in the course of doing 

business that is not exempt. 

 
What personal property is exempt? 

Personal Property is and can be exempt by reason of its ownership, use and/or type. 

 
Types of property that are exempt: 

¶ Business Inventories held for sale or lease 

¶ DMV licensed vehicles 

¶ Application software (Word, Excel, PowerPoint, etc.) 

¶ Fire suppression systems 

¶ Solar panels 

 
Equipment owned by banks and financial institutions and insurance companies are 

exempt by ownership, while churches, public libraries and schools are exempt by use. 

 
Who is required to file the Form 571-L? 

Per Revenue and Taxation Code, Section 441, you must file a statement if:  

 
a) The Assessorôs Office has sent you a Notice of Requirement to File 2017 Form 571-L 

Business Property Statement, OR 

 
b) You have taxable business property with a total cost of $100,000 or more, located in 

the City and County as of January 1
st 
of each year, even if the Assessorôs Office did not 

send you a notice or otherwise request you to file a Business Property Statement; OR 

 
c) If you have not filed a Form 571-L in past years because you were on Direct Billing 

(assessed based on existing information in our records), you will receive a Notice of 

Requirement to File 2017 Form 571-L Business Property Statement this year because 

State Law requires a periodic update of Direct Bill accounts. Please file a Form 571-L 

to reaffirm your businessô assessed value has stayed the same or to reflect changes that 

have taken place resulting in increases or decreases in value of your business property. 

 
Failure to complete and return the property statement will result in the Assessorôs 

Office estimating the value of your business property and adding a 10% penalty to the 

assessment (R&T Code Sections 441, 463 and 501). Additionally, upon discovery, we 

are required by law to go back four years and impose the tax on your business, plus 

penalties and interest (R&T Code Sections 506, 531, and 531.3). 
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We encourage you to e-File (electronic filing) using your Account Number and 

Personal Identification Number (PIN) which are pre-printed on the top right of your 

Notice of Requirement to File 2017 Form 571-L Business Property Statement. If you 

prefer to file your Business Property Statement by mailing it in, you must download 

and print a hard copy using your business Account Number and PIN. Both the e- Filing 

and mail in options can be accessed from our website (www.sfassessor.org/efile). For 

more information, please refer to Part II - Filing a Form 571-L Electronically (e-File). 

 
What is the ñlien dateò? 

The lien date is January 1
st 

12:01 a.m. every year. All personal property costs are to be 

reported or declared as of that date. Since the lien date is 12:01 a.m., you will report all 

personal property in your possession as of December 31
st 

of the previous calendar year. 

For example, if the lien date is January 1
st
, 2017, then you would report all personal 

property in your possession as of December 31
st
, 2016. 

 
Why am I getting a Notice of Requirement to File 2017 Form 571-L, I am no longer in 

business? 

Even though you are no longer in business or have moved out of this location as of lien 

date January 1
st
, you received a Notice of Requirement to File 2017 Form 571-L and 

you are required by law to respond. 

 
When are the filing deadlines? 

All property statements are due April 1st annually. As April 1st falls on Saturday this 

year, the filing due date will be the following Monday, April 3rd. The last day to file 

the statements without penalty for this year is May 8th. When mailed through the post 

office, the forms are required to be postmarked by May 8th. For your protection, it is 

helpful to get a postage paid receipt for the statements mailed on the deadline day or 

close to that day. This will help eliminate the possibility of receiving a late filing 

penalty, because you will have proof of the date it was mailed. For statements filed 

electronically, the May 8
th 

deadline also applies. 

 

What if I file after May  8
th

? 

May 8
th 

is the last day to file without incurring a penalty. Section 463 of the Revenue 

and Taxation Code states ñthat any person who is required by law or is requested by 

the assessor to make an annual property statement fails to file the business property 

statement within the time specified, will be subject to a penalty of 10% of the assessed 

value of the property .ò 

http://www.sfassessor.org/efile)
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What if I do not file at  all? 

The penalty for not filing the business property statement is also 10% of the assessed 

value. However, the assessor is also allowed by law to estimate the value of the property 

based on the information in his possession. This generally is based on the prior yearôs 

filing or a site inspection of the business at the physical location. 

What information is  needed? 

The most useful item to aid in completing the Form 571-L is an accurate and up to date 

asset listing. This list should include: 

¶ The date of acquisition of the equipment 

¶ The total cost (purchase price plus sales tax, freight and installation charges) 

¶ Location of the equipment if you have multiple locations 

¶ Disposal dates of equipment removed 

 
Other records that could be helpful in completing the Form 571-L are the California 

State Tax Depreciation Schedule-form 4562, General Ledger, Balance Sheet and 

Income Statement. Some business owners may have purchased an existing business. 

The information needed in this situation would be the purchase agreement or the escrow 

papers that would show the breakdown of the equipment, fixtures and leasehold 

improvement acquired through the purchase of the business. 

 
Confidentiality  

The Form 571-L is not a public document. Therefore, the information declared on the 

Form will be held confidential by the assessor. 



 

 

 

 

 

 

 

Filing a Form 571 -L 

Electronically (e-File) 
 

 

 

 

II  
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  II.  FILING A FORM 571-L ELECTRONICALLY  (E-FILE)   

 

The Assessorôs Office is no longer mailing paper copies of the Form 571-L and attachments. 

Instead we are simplifying the process by providing you with an option to file directly online. 

 

There are many benefits of e-Filing: 

 
¶ E-File is a free online application that allows businesses to quickly and securely file the 

2017 Form 571-L via the internet. 

¶ No new software is needed to e-File. 

¶ Businesses are allowed to save the statement in progress and complete it at a later time. 

¶ E-Filing allows businesses to receive an immediate online confirmation once a statement 

is submitted. If you do not see the confirmation number after submitting, it means that your 

e-File statement is incomplete and did not go through. Please go back and resubmit it. 

¶ Once a business has e-Filed, the Form 571-L statements are stored online, allowing 

businesses the ability to retrieve, view and print prior year e-Filed statements. 

 

We mailed out several types of Notices, along with the assigned Account Number and Online PIN. 

By using the Account Number and PIN provided, you can meet your filing requirements by 

submitting a completed statement online or by downloading, printing, and returning a completed 

statement to our office. We strongly encourage you to file your Form 571-L electronically using 

e-File system. 
 

The online portal (www.sfassessor.org/efile) will begin accepting online statements beginning 

Tuesday, February 21st, 2017. When logging in, enter the Account Number and PIN. The 

Account Number and PIN are unique to your business and provides secure access to your 

statement, guards your confidential information and protects your privacy. Please remember that 

the PIN is case sensitive. 
 

The PIN is only good for this year, 2017, and is non-transferable. If you have multiple business 

locations, but only received notices to file in some of the locations, please email our office at 

askbpp@sfgov.org for assignment of additional Account Number and PIN. 

 

To retrieve your PIN, please go to the San Francisco County Assessorôs e-Filing website, 

www.sfassessor.org/efile, and click on ñFILE 2017 STATEMENT.ò Click ñForgot My Pinò at the 

bottom of Logon page. Enter your nine-digit account number without dashes, the five-digit mailing 

address zip code and four-digit year for when your business opened. 

 

You may also send a written request, on companyôs letterhead with an authorized signature. 

Include the Account number, ownership name, DBA, mailing address, and location of the property, 

to the Business Personal Property Division by fax (415) 554-5544, or e-mail as an attachment to 

askbpp@sfgov.org. Please note that once we receive this request, the Assessorôs  

http://www.sfassessor.org/efile)
http://www.sfassessor.org/efile
mailto:askbpp@sfgov.org


 

Page | 7 
 

Office will only mail the PIN to the address that we have in our records. If you want us to mail it to 

a different address, please indicate it on your written request. If you are an agent of a taxpayer, an 

authorization letter from the business owner is required. 
 

For more information, please refer to the e-File Frequently Asked Questions (FAQs) section of 

this Manual. If you still have additional questions, please contact the Business Personal Property 

Division by sending an email to askbpp@sfgov.org. 
 

Your 2017 Business Property Statement is due by April  3rd, 2017. The last day to e-File without 

incurring a penalty is May 8
th
, 2017.  The late filing penalty is 10% of the total assessed value. 

 
 
 
 
 
 
 
 
 
  
  
 
 
 
 
 
 
 
 
  
 

mailto:askbpp@sfgov.org


 

Page | 8 
 

 II (A). E -FILE USERôS GUIDE (INSTRUCTIONS FOR ELECTRONIC FILING)  
 

This is a comprehensive userôs guide on how to electronically file (e-File) the Form 571-L 

Business Property Statement. It includes a step-by-step instruction with sample screens. 

Although the actual screen will show information relating to your business, some data on the 

sample screens were blocked to maintain the confidentiality of certain businesses. 

 
There are many benefits of e-Filing: 

 
¶ E-File is a free online application that allows businesses to quickly and securely file the 

2017 Form 571-L via the internet. 

¶ No new software is needed to e-File. 

¶ Businesses are allowed to save the statement in progress and complete it at a later time. 

¶ E-Filing allows businesses to receive an immediate online confirmation once a statement 

is submitted. If you do not see the confirmation number after submitting, it means that your 

e-File statement is incomplete and did not go through. Please go back and resubmit it. 

¶ Once a business has e-Filed, the Form 571-L statements are stored online, allowing 

businesses the ability to retrieve, view and print prior year e-Filed statements. 

 
In February 2017, you received one of the following four Notices: (1) Notice of Requirement 

to File 2017 Form 571-L Business Property Statement, (2) Notice to e-File 2017 Form 571-L 

Business Property Statement, (3) Direct Bill Notice, or (4) Low Value Exemption Notice. You 

will use the Account Number and PIN printed on the Notice to access your business account 

online. 

 
The minimum system requirements are as follows: 

¶ Microsoft Internet Explorer, version 7.0 through 10.0; OR 

¶ Mozilla Firefox, version 3.0 or higher 

¶ Adobe PDF Reader 

Note: Apple Safari, Google Chrome, Mobile Devices are NOT supported at this time. 
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I. FILE 2017 STATEMENT - Go to the San Francisco County Assessorôs e-Filing 

website, http://www.sfassessor.org/efile, and click on ñFILE 2017 STATEMENTò 

(Fig. 1). 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fig. 1 

http://www.sfassessor.org/efile
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II. LOG ON - Enter the Account Number and PIN provided on the Notice, and Business 

Account Number (BAN) (if applicable), and then click ñSubmit.ò Do not use dashes or 

spaces when entering the Account Number. Note that the PIN is case sensitive.  BAN is 

seven digit number issued by the Office of the Treasurer & Tax Collector (Fig. 2)  
 

 

Fig. 2 
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FORGOT MY PIN - To retrieve your PIN, please click ñForgot My Pinò on Logon page 

(Fig. 2). Enter your nine-digit account number without dashes, the five digit mailing 

address zip code and four-digit year for when your business opened (Fig. 2.1). 
 
 

 

Fig. 2.1 
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III.  ELECTRONIC FILING - Click ñElectronic Filing (E-File Directly Online)ò to start the 

e-File process (Fig 3). If you have previously used the e-Filing process, you will be 

directed to the ñQuestionnaireò screen (Fig. 4). 

 

  

  

 

 

 

 

 

 

  

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Fig. 3 
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Fig. 4 
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IV. QUESTIONNAIRE ï Review if any of the boxes apply to your business. If any of the 

boxes apply, check the appropriate box and click ñSubmitò (Fig. 4). Unfortunately, if you 

check any of the boxes in the first section, you cannot use our e-File system. You need to 

download and print hard copies of the Form 571-L Business property Statement. Please 

refer to III (A) File by Mail Userôs Guide (Download, Print, Complete, Sign & Mail). If 

none of the boxes apply to your business, click ñSubmitò to go to ñStep 1 - Ownership 

Info.ò 

 
In the e-Filing process, there are five major steps: Step 1 - Ownership Info, Step 2 - General Info, 

Step 3 - Your Property, Step 4 - Otherôs Property, and Step 5 - Certification. The highlighted tab 

indicates which step you are in. You can always go back to any step, if you need to make changes, 

by clicking the corresponding ñSTEPò tab, once required fields are completed. If you need to 

stop at any point, click ñSaveò and ñLog Offò to exit the system. 

 
STEP 1 ï Ownership Information (Fig. 5) 

 

Review the preprinted information and make necessary corrections; however, you cannot edit 

the ñOwner Nameò or ñLocation of Propertyò fields. To make a minor correction to the ñLocation 

of Propertyò such as change of street type or spelling of street name, click ñRemarksò at the 

bottom of the page or at the top of the page in the dark blue bar.  Enter your changes in the 

ñRemarksò pop-up window, then click ñSaveò in the same window, and then click to close the 

pop-up window. If your property location has changed, please contact askbpp@sfgov.org 

instead. You are required to update all the fields marked with a red asterisk (* ) before you can 

go to the next step. Click ñSave,ò then click ñNextò to go to the next screen ï ñStep 2 - General 

Info.ò (Fig. 6) 

 
CLOSED OR SOLD BUSINESS ï If your business moved, or was closed or sold, refer to II  

(B) ï Business Moved/Closed/Sold. 

mailto:askbpp@sfgov.org
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Fig. 5 
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STEP 2 ï General Information  

 

Update all the fields marked with a red asterisk (* ). These fields are required before you can 

go to the next step (Fig. 6). Click ñSave,ò then click ñNextò to go to the next screen ï ñStep 3 

- Your Propertyò (Fig. 7).  

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Fig. 6 
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STEP 3 ï Your  Property 
 

The main screen of Step 3 is the ñDeclaration of Property Belonging to You.ò This screen 

shows major business property categories: Supplies, Equipment, Buildings/Improvements, and 

Construction in Progress (Fig. 7). The Equipment and Buildings/Improvements categories are 

linked to sub-categories and cost detail screen. You can change the cost for each sub-category 

and create a new sub-category (refer to applicable instructions in succeeding pages). 

¶ Supplies ï Enter the amount under ñThis Yearôs Costò (Fig. 7). 

¶ Equipment ï If you have any equipment to report, click ñView/Updateò in the Operation 

column. This will bring you to the ñSchedule A: Equipmentò screen (Fig. 8). 

¶ Buildings/Improvements ï If you have any leasehold improvement to report, click 

ñView/Updateò in the Operation column. This will bring you to the ñSchedule B: 

Buildings, Building Improvements, and/or Leasehold Improvements, Land Improvements, 

Land and Land Developmentò screen (Fig. 12). 

¶ Construction in Progress ï If you have any construction in progress to report, click 

ñView/Updateò in the Operation column. This will bring you to the ñConstruction in 

Progress Cost Detailò screen (Fig. 19). 

 
If you have nothing to report in this section, go to Step 4 - Otherôs Property. 

 

 

Fig. 7 
































































































































































































