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Business Entity Name
Premises Address
Date Prepared

Category/Item: Description: Qty

 Replacement 
Cost New (RC) / 

Per Item Total RC
Category 

Total 

Furniture & Fixtures
Workstation/Cubicle(s)
Workstation Chair(s)
Workstation Accessories

Executive Desk(s)
Executive Credenza(s)
Executive Chair(s)
Bookcase(s)
Tables
Sofas/Club Chairs
Executive Accessories

Framed Prints/Artwork
Decorative Accessories
Lamps/Task Lighting

Meeting Room Furniture
Accessories

Lunch/Break Room Furniture
Appliances
Accessories

BUSINESS PERSONAL PROPERTY INVENTORY - BY LOCATION
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BUSINESS PERSONAL PROPERTY INVENTORY - BY LOCATION

Furniture & Fixtures - Cont'd
Bookcase(s)
File Cabinets - Standard
File Cabinets - Lateral
Shelving Units

Libraries, Manuals, etc.

Office Equipment - 
Owned/Leased
Telephone System
Copier(s)
Fax Machine(s)
Calculator(s)
Postage & Scale Equipment
Misc. Desk Accessories
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BUSINESS PERSONAL PROPERTY INVENTORY - BY LOCATION

Office Supplies on hand at 
any one time

Stationery
Envelopes
Copy & Printer Papers
Toner & Printer Cartridges
Folders & Filing Supplies
Writing Tablets
Pens, Clips, 
Mailing Supplies
Other Printed Goods
Cleaning Supplies

Computerized Business 
Equipment

Network Servers
Desktop Computers
Laptop/Notebook Computers
Network Printers
Desktop Printers
Scanners
Tape Drives
Battery Backups
Speakers
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BUSINESS PERSONAL PROPERTY INVENTORY - BY LOCATION

Tenant's Improvements and 
Betterments

List description and Replacement 
cost of items installed at tenant's 
expense which may not be 
removed
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