NOAA PPMB

Donation of Computers for Learning, Stevenson-Wydler or Transfer to another Agency

Background: E.O. 12999 is the Executive Order used for Computers for Learning. The
Stevenson-Wydler Technology Innovation Act of 1980 is used for transfers to Universities,
Community Colleges and Technical Schools. A direct transfer to other Federal Agencies is used
if transferred without submitting an Excess Receival Request.

Federal Agencies can direct transfer to schools as long as they meet the requirements stated in
the NNDP 8.7.3.5 Computers for Learning. The school must provide a letter requesting the
assets. This must be on the school or districts letterhead, explaining what they want, how many,
and what the assets will be used for. This letter needs to be signed by someone other than a
teacher i.e. principle, vice principal, dean of students or head librarian.

References: NOAA National Disposal Plan (NNDP)
http://www.pps.noaa.gov/excess disposal board of review/NNPD.docx

Federal Management Regulations (41 CFR 101-43.309)

Exhibits: SF-122 Screenshots
Sunflower Screenshots

Frequency: As Required

Donation Condition Code 4: Useable

PC should notify PPMB LOR of their intent to transfer NOAA owned property by email and
attach the Letter from School or University.

PPMB will review and verify then notify PC if qualified before starting the donation process.

If School is qualified PC will submit SF-122 with signatures by the PC, PAO and person named
in Block 4 from School, NF 37-45 and the Letter to PPMB for final review, approval and assign
a report number.

PC will receive then print the approved SF-122, remove all identifying NOAA marks off
property and attach to sheet of paper. PC contacts the School to set up time for pick up. Person
designated to pick up property listed in Block 8 must sign and date.

Client then submits Request Retirement of an Asset and attaches all supporting documents.



http://www.pps.noaa.gov/excess_disposal_board_of_review/NNPD.docx
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Standard Sunflower Steps Required for Donations
1. Complete User Define Fields
2. Correct Model Numbers with Tilde ~ Marks
3. Complete NF 37-45 when donating/transferring property with Hard Drive
4. Complete SF-122
5. Request Retirement of Asset and attach Supporting Documents

Event Types
Donated - Computers for Learning
Donated - Stevenson-Wydler Innovation Act
Transferred to another Government Agency — Direct Transfer

Supporting Documentation
1. Letter from School/University/Transfer to Another Agency
2. SF-122
3. NF 37-45 when donating/transferring property with Hard Drive

Important Notes

1. A separate transfer order is required for each property location (different states or
custodial number)

2. The transfer order will be prepared by the losing agency (PC)

3. Donation to school or university requires: Letter from school or university on their
letterhead

4. SF122 is used when Accountable and Non Accountable items are transferred to another
Agency

REQUIRED STATEMENT AT BOTTOM OF FORM

Statement for Computers for Learning: EO 12999 Computers for Learning

Statement for Scientific: Stevenson-Wydler Technology Innovation Act — 1980 Transfer
federally owned or originated (non-classified) technology for research & development (15
U.S.C. 3701.(i)

Statement for Transferring to another Government Agency: Must include a strong
justification statement regarding the need of the transfer

The PC signs next to their name in Block 5, and the PAO signs in Block 7.

Gaining school or university completes and signs in Block 9 (a) (b) (c).

PPMB will review and approve the form AFTER the PC, PAO and the school signs.
Make sure monitor cost has been changed in Sunflower as well as added to the SF 122

o0 oo
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Completing the SF 122

™=

10.
11.
12.
13.

Block 1 — PPMB fills in report number (final approval)

Block 2 — NOAA PC enters date

Block 3 — Enter the complete address of the GSA regional office where the PC is
located. http://gsaxcess.gov/ then click on Contact Links, Area Property Officers
Block 4 — Enter gaining school’s name, name of principle or person of authority
accepting property and phone number

Block 5 — Enter NOAA/LO, address, PCs custodial number, name, phone number,
AAC and signature.

Block 6 — Enter shipping address, name, and phone number of person picking up
assets

Block 7 — Enter location of property (building number, city and state) and PAO name
and signature

Block 8 — Enter shipping instructions (schools incur all cost) if they are picking up
enter “Will Pick Up”. Enter name of person designated to pick up property.

9a — Signature of person of authority must match block 4

9b - Date signed

9c — Date signed Title of person signing (print)

Block 10 — Signature and date of person picking up assets (must match block 6)
Block 11 — N/A

Block 12 — N/A

13(a) Barcode number

13(b) Item number

13(c) Description — all information can be found in the Maintain Asset Screen
13(d) Unit — should be each

13(e) Quantity — must be 1

13 (f) Aquisiton Cost — must match Sunflower

13(g) Total — will fill in automatically

Total of Property Ordered — will total automatically



http://gsaxcess.gov/
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SF 122 FOR CFL SAMPLE

ﬂmmﬁggﬁg 122 1. ORDER NO.
%:Eﬁ.ﬁL SERVICES TRANSFER ORDER PFPME Enters| — =
FuR j}“’g;g; 13238125 EXCESS PERSONAL PROPERTY BCE 2. DATE
FMR (41 CFR) 102-36.160 C Enters —
3. TO: General Services Administration” 4. ORDERING AGEMNCY (Full name and aodress)
Enter LOCAL GSA Property Contact and Address (REQUIRED) School Name and Address
Mame of Principal or Person of Authority accepting property and
(See Instructions for GSA's Address Website) Phone Mumber
3. HOLDING AGENCY (Name and adaress) 6. FHIP TO [Consignes and destinaion)
Agency Mame and Address Full Address (Or enter SAME AS BLOCK 4 if applicable)

Property Custodian Mame, Phone Mumber, Custodial Mumber, A&C  |Mame of Person receiving property (If different thamn in Block 4)
Mumber and PC's Signature

7. LOCATION OF PROPERTY 8. FHIPPING INSTRUCTIONS
Full Address (Enter SAME AS BLOCH § if applicable) M4 or Enter shipping instructions, additional information if needed.
(gaiming agency incurs all cost), Mame of person picking up property (if
P&D Mame, Custodial Mumber and PAD Signature other than person listed in Block 4)
5. ORDERING AGENCY APPROVAL 10, APPROPRIATION SYMBEOL AND TITLE
3. ZIGHATURE . DATE Signature and Date of person picking up assets
c. TITLE 11. ALLOTMENT 12. GOVERNMENT BL NO.
Print Title of Person noted in Block 4 MU MU

12. PROPERTY ORDERED

ACOQUISITION COST

I-%AI;D};NNg IEH s name, F5C G DE.EHERC.MS,I'FTIONWC&W Coge. IFavalabie, UMIT | auaNTTY
AGEMCY NOS. ) mﬁ*}% e NBHonal STock Number. The De_wetaa’am Valve may also D«:hméﬂ.j uMIT TOTAL
iz ] ic) id) iE) u] ig)
cd0001727150 (001 |LAPTOP, FSC: 7010, COND CODE: 4, MFG: DELL EA 1 s1,573.38| §1,573.38

MDL: LATITTUDE ES420, SM: BLZYWRA1,

ACQ: 014232011
LAST ITEM — | — $0.00

EOQ 12999 COMPUTERS FOR LEARMIMNG

Total of Property Ordered $1 ,5?338
14 GSA a. SIGHMATURE b. TITLE c. DATE
- i
APPROVAL MNFA
FOR AGENCY AND LOCATION SOURCE - - = -
GSA FSC | CONDITION FPMB will stamp, sign & date before PC submits
LSE |MEENCY | STATE CCOE v P s1Q
oNLY for Final Event

*include ZIFP Code
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COMPUTERS FOR LEARNING SAMPLE LETTER

School District of Fort Atkinson

SCHOOL DJSTR#T 0 John Ottow
i Director of Computer Technology
201 Park Street
FORT*ATKINSO N Fort Atkinson, WI 53538
(920)563-7813 fax: (920)563-7809

lio@mail fortschools.org

October 23, 2014

Timothy Envight

National Weather Service
WFO Milwaukee/Sullivan s t ( / i / 20 < e / 1 /
Dear Tim, 54025 E / =24

We appreciate you thinking of the School District of Fort Atkinson with
your surplus computer equipment. As you know by your recent visit, more
modern monitors would be a nice addition to our computer labs. We would
moslt appreciate the following computer equipment: | projector, 1 television
to be used as a monitor and 22, 19” inch flat panel monitors that your office
has available,

[t is our intent to us¢ the donated monitors to replace existing 17 CRT
monitors and other computer display needs at Luther Elementary School,
205 Park St. Fort Atkinson.

I have registered with hitp:/Awww.computersforlearning.sov ; our CLC
registration number is CLJ286j.

Thank you,

SUSC O
B3

DN

J

/\_,,

O /((

f—} £
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SF122 FOR STEVENSON-WYDLER INNOVATION ACT 1980 SAMPLE

ﬁE”'””‘EE{S]“,‘: 122 SEME B 1. ORDER NO.
%E:ﬁ:itﬁL Bl TRANSFER ORDER —
FMR (£1 CFR} 102-36.125; EXCESS PERSONAL PROPERTY o= 2. DATE
FMR[ 1CFRE1EI 35145 PC Enters I
FMR (&1 CFR} 102-36_ 160 -
3. T General Services Administration® 2. CRDERING AGEMCY (Full name and sgdress) ”
Enter LOCAL GSA Property Contact and Address University Mame and Address
(REQUIRED) Mame of Dean or Person of Authority accepting property and
(See instructions for G5A"S address website) Phone Mumber
5. HOLDING AGENCY (MWame and sodress) - & SHIP TO [Consignes and destinalion) ©
Agency NMame and Address Full Address (or ENTER Same as Block 4 if applicable)
Property Custodian Mame, Phone#, Custodiaké | AACH and Contact Mame, Phone Mumber
Signature
7. LOCATION OF PROPERTY 3, SHIPPING INSTRUCTIONS
Address, Contact Mame, Phones# Enter shipping instructions (gaining agency incurs all cost),
(or ENTER Same as Block 5 if applicable) Name of person picking np property (if other than person
PAO Mame and Signature listed in Elock 4), addidonal information if needed or N/A
£ ORDERING AGENCY APPROVAL 10. APPROPRIATICN SYMEDL AND TITLE
3. SIGNATURE 0. DATE Signature and date of person picking up assets
. TITLE 11 ALLOTMENT 12 GOVERNMENT E/L NO.
JPrint title of person picking up/accepting property | MiA NiA
T3 PROFERTY ORDERED
E_%J:NNg Tau Fecom Dllsi.:":,:mmnu cose. avatanie, UNIT | cuswTImY ACQUISITION CoST
OLm Naime, up C-E\S.S. e J e batay o
AGEMCY NOS. .l.rmﬁm e e Nsfional Sock Number The Deprediated Value may also be Indicated, ) UmNIT TOTAL
ia) o) i) [d) (€] ] (2]
cd0001702415 (001 |FLUOROMETER, FSC: 6635, COND. CODE: 4, EA 1 $6,121.72 $61 121.72
MFG: TURMER DESIGNS, INC, MDL: FM109535,
SM: 1095070871121, ACQ: 071372007
LAST ITEM S — $0.00
STATEMENT FOR SCIENTIFIC: STEVENSOMN-WYDLER
TECHNOLOGY INNOWATIOMN ACT - 1980
TRAMSFER FEDERALLY OWNED OR ORIGINATED
(nen-classified) TECHNOLOGY FOR RESEARCH &
DEVELOPMENT (15 US.C_3701_ (i)
Total of Property Ordered $6, 121.72
b. TITLE
14 GEA 3. SIENATURE c. DATE
APPROVAL M/
FOR AGENCY AND LOCATION - - . -
Py Fsc | conpmon | 24REE | (PPME will stamp, sign & date before PC submits
UsE |AGENCY | STATE CCOE for Final Ev
oLy or Final Event
*Inciude ZIiP Code
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STEVENSON-WYDLER INNOVATION ACT 1980 SAMPLE LETTER

FEASTERN

MICHIGAN UNIVERSITY

Gavin D. Edwards PhD
Associate Professor
Department of Chemistry
Eastern Michigan University
Ypsilanti, Ml, 48197

Ph: (734) 487-0297

Fax: (734) 487-1498

April 29, 2014,

| am writing to thank NOAA GLERL for the generous offer of the HP 5890
gas chromatograph and the two HP controlling units associated with it. |
have several research students in my group who are using such
instruments for fundamental research in the field of atmospheric chemistry.
As with most projects, often the availability of instruments to analyze
samples is the rate limiting step in a student’s progress. If our group was ta
receive this instrumentation we anticipate it could be used to assist in these
research projects.

Thank you for such a generous gift. V384 3\ Miko- 0159

=Ny SRS N, s
Gowin O. Edwards s
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SF-122 TRANSFER TO ANOTHER GOVERNMENT AGENCY SAMPLE

STANDARD FORM 122
JUMNE 1874

GENERAL SERVICES
ADMINISTRATION

FPMR 1 CAR] 101-32. 208
FPMAR |41 CFR) 101-43.318

TRANSFER ORDER

FPMB Enters

EXCESS PERSONAL PROPERTY

—
1. OROER NO.

2. DATE

3. TO: General Services Administration®
Enter LOCAL GSA Property contact and Address

(REQUIRED)

(See instructions for G5A’s address website

property and

4. DRDERING AGENCY (Al name and addressi™
Agency Mame and Address
MName of Property Custodian or Person of Authority accepting

o,

Agency Mame and Address
Property Custodian Mame, Phone#, Custodiak# | AAC# and

- HOLDING AGENCY (Name and oadmss)™

&, SHIF TO (Cansgnes and desrnarian ™

Full Address (or ENTER Same as Block 4 if applicable)
Contact Mame, Phone Mumber

. LOCATION OF PROFERTY

Address, Contact Name, Phone#
(or ENTER Same as Block 5 if applicable)
PAD Mame and Signature

B, SHIFFING INSTRUCTIONS
Mi& or Enter shipping instructions, additional information if
needed. (gaining agency incurs all cost), Name of person picking
up property (if other than person listed in Block 4)

8. ORDERING AGENCY APPFROVAL

10. AFPROPRIATION SYMEBOL AND TITLE

3. SGHATURE h. KATE Signature and Date of person picking up assets
a. TITLE 11. ALLOTMENT 12, GOVERNMENT BAL NO.
Print Title of person listed in Block 4 MiA /A
13. PROPERTY ORDERED
G5A AND I DESCRIPTION ACOUEEITION COET
HOLDING: HO. finokrde nown name FEC Growp and Class, Condffion cod'e and, Ut QUANTITY .
AGENCY NOS. F svadable, Natonal Sbok Number] UNIT TOTAL
lal i) =] 1d1 ] 1) al
CD0000318505] 1 BUOY, NO MFG, NO MDL, 6 METER LONG, FSC: 2050, |EA 1 94 000.00 94,000.00
S/N: DD00DEMN2T, COND: 7, ACQ: 1V01/1984 0.00
—_— | LAST ITEM — —_— 0.00
HDBC NO LONGER OPERATES AMD IS PHASING OUT 0.00
OF SERVICE ALL 6 METER LONG BUOYS. NOT 0.00
COST EFFECTIVE TO RETURN BUOY TO NDBC, MS. 0.00
USGC HONOLULU HAS AGREED TO ACCEPT AND 0.00
PROPERLY DISPOSE OF THE BUOY. 0.00
0.00
0.00
0.00
0.00
0.00
0.00
JUSTIFICATION HERE: 0.00
Total of Property Ordered $94,000.00
a. SIENATURE b. TITLE o, DATE
14. GSA
APPROVAL N/A
‘audl AENCY PO LOCATION esc [conomon|S2URcE | [PPMB will stamp, sign & date before PC submits for
LsE| AGENCY |STATE CODE .
ONLY Final Event

*Include ZIF Code
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SAMPLE LETTER FROM ANOTHER GOVERNMENT AGENCY

fi W 5 = | WILLIAM
v & MARY Office of the Dean and Direcior

YIRGINIA INSTITUTE OF MARINE SCIENCE

July 29, 2014 5430 NNoib Yr54H-AS93

Bill Bradley YATE: O (/2014 fue '.-_.{_{f..\.*-ﬁ-z;! S5 .
Property Custodian, NOAA Chesapeake Bay Office o Cf/ : f z 2 -)-L\: ¢ e -
410 Severn Ave, Suite 207

Annapolis, MD 21403

Re: Request for Mutually Beneficial Asset Transfer of a Zodiac Hurricane 630 OB and Load
Rite Trailer

Dear Mr. Bradley:

This correspondence represents a formal request by the Virginia Institute of Marine Science
(VIMS)/College of William and Mary for the transfer of a Zodiac Hurricane 630 OB and Load
Rite trailer from the National Oceanic and Atmospheric Administration (NOAA) to VIMS,

The Chesapeake Bay National Estuarine Research Reserve (CBNERR or Reserve) is a state-
federal partnership where the Virginia Institute of Marine Science (VIMS)/College of William
and Mary and the National Oceanic and Atmospheric Administration (NOAA) are the state and
federal partner, respectively. All CBNERR associated faculty and staff are College employees.
Due to the Reserve’s capabilities and location, we have entered into an agreement with NOAA's
Chesapeake Bay Office (NCBO) to help maintain NOAA's Virginia based Chesapeake Bay
Interpretative Buoy System (CBIBS). Several of the buoys are located in more open water and |
require a stable vessel that has soft gunnels so that both vessel and buoy will not be damaged
during water quality monitoring instrument retrieval, deployment or general buoy maintenance.

The transfer of ownership is required due to liability issues at both State and Federal levels. In
short, state employees cannot operate or trailer federal property. Both the vessel and trailer have
been inspected by VIMS Vessel Operations and deemed in sound condition. As per my
discussions with NOAA, the vessel is to be used exclusively by CBNERR's in support of
CBNERR-NOAA partnership efforts.

Thank you for your time and effort regarding this matter and we look forward to continued
collaborations between VIMS and NOAA.

Sincerely,

W.. -, )L/:(-(‘-éﬁ

John T. Wells
Dean and Director

PO Box 1346 ® 1575 Greate Road ® Gloucester Point, Virginia 23062-1546 USA
B04.684.7103 = FAX 804.684.7009 * www.vims.edu
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How to update User Defined Fields

1. Log in to the Sunflower Enterprise System. Select to the CD50/52 Transaction Menu.

. [= (=] ==]
a | @ ntipsy/sfiwrdoceasc O ~ @ B O X H B8 Special Processes for D‘ (2 sunflower Enterpris.. ‘ ‘ JUV-D “ <:>

% En‘terp ﬂge Sunflower Enterprise - Production 5.0.0.0

Welcome: Nicole Proctor

To enter, click one of the the links below.

Sunflower Enterprise Farms
Sunflower Enterprise Reporis

Sunflower Enterprise HTML Transaction Pages

Search Attachments and Comments
CD 50 /52 Transaction Menu _

Logoft

2. Select to maintain asset.

click | to maintain asset

| [click | to create asset

| [click] to request an excess receival

| [clck | to request retirement of asset

| [click | to maintain comments

| [click | to maintain pictures/attachments

| [click | to create physical inventory certification

I [clck | to accept/deny a change of asset detail request

| [ciick | to accept/deny excess receival request

| [click | to accept/deny retirement of assets

| [cliek | to accept/deny a physical inventory certification

| e

10
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3. Enter the bar code then click the button.

* Sunflower Enterprise - Production 5.0.0.0

ORACLE’

Maintain Asset Detail

Sheila Hensley

Interest Type | INVENTORY ASSET =
Barcode # | CD0004102034

Query

4. Scroll down to the bottom half of screen.

% Sunflower Enterprise - Production 5.0.0.0 %

Maintain Asset Detail

Sheila Hensley

Interzst Type INVENTORY ASSET

[Barcode 5 o

[Serizl Nusmber VDN FIN . * |Se===-T

(Current Custodizl Az seonwrem | Reguested Custodial Area ™ El

Property Custodizn ey

B Ao e Rzgion® noasrcs I £

Property Contact e Name I &

(Current User * EL) Name s sma ke I -

Location:* TR R G, DSOS SIS I -

Mznuichrer® EoES I -

Modsl Numbar ATiTios sem El

Drescription oomeTeRL LamToe

[catzlog Identifier === FIC: 7010

HActivity Typs* AR TR -

[Gtitization Code® T S

(Condition Coda™ 2 - USED - MALSA RESAIRE NOT ARSISRED -

|Acquisition Dat* wmms [ 4] Responsibility Date* wamass [ ]

Initizl Event sussrazs camn UPE Diocument: 1403 E88-0470072-001 I 4

[Flags s = IJ

Hssat Valus jrLamm E

Document Type™ FoATATE cAmD -

l]:x:cnment:* I Storzge Type® FreTes w noas EI
h)aml&y\imﬁmm*lmlznlhleoﬁm* |am
ICammmName | bx\mtReoe'wed.Dabel
Group ID Dol Capitslized Assat L]
[Expost Control Class Mo, Efzedvezrs Trpe — ]
[Equipment Typa El Procassod L ¢
[Warranty Bagin Date [Warrznty End Date
[Processor Spese [ ] rere sk stzus e |

= B R3]

11
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5. Enter the necessary information in the appropriate fields. Click the button.

Personal Organization Code™ | 54-08-57-0001-01-01-00-00=A1571 |E| Line Office™ CHEF ADMNISTRATIVE OFFICER

Common Name Document Received Date

Growp ID DoC Capalzed Asset [+]

Export Control Class. No. Hardware Type LAPTOP |E| _
Equipment Type E Processor E

Warranty Begin Date Watranty End Date

Processor Speed |E| Hard Disk Status SANTIZED |Z| _

How to correct model numbers

Model Number with a Tilde mark " ~ " will need to be corrected before you begin your Request
Retirement.

Catalog Request may be necessary if current model number is not in Sunflower.

If you have a computer or laptop that does not have a User Defined Field, verify that the model
number is correct even if it doesn’t have a Tilda mark.

12
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1. Log in to the Sunflower Enterprise System. Select to the CD50/52 Transaction Menu.

a | @ nttps;/sfiwrdoceasc O ~ @ B & X H 8| Special Processes for D‘ (2 sunflower Enterpris.. ‘ ‘

[= (=] ==]
AN

¥

En‘terp ﬂge Sunflower Enterprise - Production 5.0.0.0

Welcome: Nicole Proctor

To enter, click one of the the links below.

Sunflower Enterprise Farms

Sunflower Enterprise Reporis

Sunflower Enterprise HTML Transaction Pages

Search Attachments and Comments

Logoft

2. Select to maintain asset

Click | to

maintain asset

| | Slick | to

creale asset

| [click ] to

request an excess receival

| [ click | to

request retirement of asset

| (Eiick] to

maintain comments

| [cliek | to

maintain pictures/attachments

| (Giick ] to

create physical inventory certification

I | Slick | toO

accept/deny a change of asset detail request

| [click | to

accept/deny excess receival request

| [click | to

accept/deny retirement of assets

| [click | to

accept/deny a physical inventory certification

13
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3. Enter the bar code then click the button.

———
@ https://sflwrdoc.eas.commerce.gov/?p_session=F62CD9504038C0D6DFF46CDFD68691889ESDAS10DA46B8878D - Windows Inte... @@g

File Edit View Favorites Tools Help

Sunflower Enterprise - Production 4.5.0.0
ORACLE

Maintain Asset Detail

Sheila Hensley

Interest Type | INVENTORY ASSET

i Barcode # | CD0000537834 _

14
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4. Model Number with * ~” (Tilda mark)

— — T —————
=) https://sflwrdoc.eas.commerce.gov/ - Maintain Asset Detail - Windows Internet Explorer . S="=8 X

File Edit View Favorites Tools Help

% Sunflower Enterprise - Production 4.5.0.0
ORACLE"

Maintain Asset Detail

Sheila Hensley

(¥Required)
Interest Type INVENTORY ASSET
Barcode # CDO000537834 Attachment o
Serial Number/VIN:* | BLR5S11 =
Current Custodial Area| 54016W184 Requested Custodial Area |E|
Property Custodian COUCH MICHAEL R 535442
P A O 54016W Region® NOAA-SEATTLE ||Z|
Property Contact 51957 Name SCHWAB REBECCA L 51957 El
Current User * 8729 Name EMNDICOTT JACK L 8729 El
Location:* ANCHORAGE., AK__BUILDING__6930 SAND LAKE ROAD EI
Manufacturer DELL INC. El
Model Number® 4500 ~196652~ El
Description COMPUTER, DESKTOP
Catalog Identifier 196652 F.S.C: 70-10
Activity Type* AGENCY OWNED -
Utilization Code* IN SERVICE -

5. Delete the highlighted model number and enter % then tab.

@ https://sflwrdoc.eas.commerce.gov/?p_session=F62CD9504038C0D6DFF46CDFD68691889E5DAS10DA46BERTED - ... @m

File Edit View Favorites Tools Help

Search for models with names like...
Press the [Tab] key to show all models in with a name like the pattern above
___________________ .End of List { 0 Choice(s) )} ..........

15
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6. Highlight the correct model number correct model number from the list below.

@ https://sflwrdoc.eas.commerce.gov/?p_session=F62CD9504038C0OD6DFF46CDFDE86918809E5DAS10DA46B8878D - .. é‘m

i File Edit View Favorites Tools Help

Search for models with names like...
Ya
Press the [Tab] key to show all models in with a name like the pattern above

OPTIPLEX 7T60USFF OFFICIAL NAME.COMPUTER, DESKTOP -
OPTIPLEX 780 DT OFFICIAL NAME:COMPUTER, DESKTOP

OPTIPLEX 780 SFF OFFICIAL NAME.COMPUTER, DESKTOP

OPTIPLEX 780 OFFICIAL NAME:COMPUTER, DESKTOP

OPTIPLEX 780MT OFFICIAL NAME:COMPUTER, DESKTOP

OPTIPLEX 790 DO3S OFFICIAL NAME:COMPUTER, DESKTOP

OPTIPLEX 790 OFFICIAL NAME:COMPUTER, DESKTOP

OPTIPLEX 790DT OFFICIAL NAME:COMPUTER, DESKTOP

OPTIPLEX 790MT OFFICIAL NAME:COMPUTER, DESKTOP

OPTIPLEX 8010 AIO OFFICIAL NAME:COMPUTER, DESKTOP =3
OPTIPLEX 9010 MT OFFICIAL NAME:COMPUTER, DESKTOP |
OPTIPLEX 9010 OFFICIAL NAME:COMPUTER, DESKTOP

OPTIPLEX 960 OFFICIAL NAME:COMPUTER, DESKTOP L
OPTIPLEX 980 OFFICIAL NAME:COMPUTER, DESKTOP
OPTIPLEX 990 MT OFFICIAL NAME:COMPUTER, DESKTOP
OPTIPLEX 990 OFFICIAL NAME:COMPUTER. DESKTOP
OPTIPLEX DCCY OFFICIAL NAME:COMPUTER, DESKTOP I
OPTIPLEX DCNE1F OFFICIAL NAME:COMPUTER, DESKTOP

OPTIPLEX FX130 OFFICIAL NAME:COMPUTER, DESKTOP

OPTIPLEX FX170 OFFICIAL NAME:COMPUTER, DESKTOP -

Setet

7. Highlight the correct model number then click on select. Click the button.

Initial Event PURCHASE UPR Document: WEW200063|0001 IZ'
Flags s o IZ'
Asset Value $2.797.10 IZ'
Document Type* - s
Document #* Storage Type* - ‘IZ'
Eiﬁgf al Organization 54_20_50_9361JOOJOQJOOJOU*W!IE Line Office* NOAA NATIONAL WEATHER SER
|Common Name | |Document Received Date |
DoC Capitalized Asset |Z| E};;.:ort Control Class.
|Warramy Begin Date | |Warranty End Date | |
(tab_udf 0} '
[save| [Query| [Reset]

16
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How to Request Retirement of an Asset

1. Log in to the Sunflower Enterprise System. Select to the CD50/52 Transaction Menu.

Ente rp HS@ Sunflower Enterprise - Production 4.5.0.0

Welcome: Sheila Hensley

To enter, click one of the the links below.

Sunflower Enterprise Forms

Sunflower Enterprise Reports

i

Sunflower Enterprise HTML Transaction Pages

Stock Asset Management

Search Attachments and Comments

CD 50/52 Transaction Menu

Logoff

) htps/sfiwidoc s commerce.gov/oli/ nlly £ - & B & X
Favorites  Jools  Help

45ies = &) Channel Guide 1] hitps--mailgoogle ] Internct Start (5] Microsoft @ SideStep ) Wb Slice Gallery B~ B - oam v

| click] to maintain asset
[Cliek | to create asset

| Glick | to request an excess receival

[€lick] to maintain comments
[Ciek] to maintain pictures/attachments

[Click] 1o ereate physical inventory certification

|Click | to accept/deny a change of asset detail request

[ciick] 10 acceprdeny excess receival request

| to accept/deny retirement of assets - old
[Enek | to accept/deny retirement of assets

[click | to accept/deny a physical inventory certification

17



NOAA

PPMB

:

3. Click the

htps:/fsflurd
File Edit View Favorites Tools Help

to select Event Type: DONATED, or TRANSFER TO ANOTHER
GOVERNMENT AGENCY.

Interest Type* INVENTORY ASSET ~

Request Date™ 06¢11/2015

Final Event Request ("Required) @ New Request © Existing Request

Event Type*

Detailed Circumstance and Justification™

[ SaveDratt | [ submitRequest |

[ Enterquery | [ Manually List Assets

J

Manually List Assets

Enter the asset identifiers and then click the [Save] button above

Request Number™

[ attacnment |

ABANDONED

ASSET ABSORBED INTO ANOTHER ASSET
COMMODITY ASSET DEPLETED

DAMAGED

DECOMMISSIONED

DESTROYED

DUPLICATE ASSET RECORD
EXCESS REDEPLOY
EXCHANGE/SALE OR TRADE IN
INACTIVE REDEPLOY
INTO EXCESS FROW NACTIVE
LEASE TERMNATED
LOST, MISSING OR STOLEN
MATERIAL REMOVED
NOT ACCOUNTABLE
RECYCLED
RETURNED TO SELLER
SCRAPPED - NOT SOLD

Cap?| Barcode #

Custodial Area

A—

Bottom

s0LD
TRANSFERRED TO OTHER GOWERNMENT AGENCY

o

Acg. Date

Description

Serial No.

WARRANTY EXCHANGE

OO E0oooaa oo
OozoooEEa

g
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4. Complete Fields for: Donee type, Organization Name, Receiving Official’s Name,
Address, City, St., Zip Code, Phone Number and Justification and all information

regarding the DONATION. Click the * | and shift % and tab and the list will display.

Attach supporting documentation and enter barcodes.

2 https/sflwrdoc.eas.commerce.gow/?p_session=: BC46981BEAF - Windows Internet. =
File Edit View Favorites Tools Help

Final Event Request (*Required) @ New Request (' Existing Request Request Number™ |97

Interest Type®  NVENTORY ASSET = Event Type* DONATED -

Request Date™ 06i11/2015 Detailed Circumstance and Justification™ : |
For help completing the fields below, click HERE

Donee Type* E Donee Organization Name* Receiving Official's Name*

Donee Address Donee City and State™ Donee Zip Code™

Donee Phone Number™

5 Reques [“Enter Query | [ Manualy List Assets
Manually List Assets

Enter the asset identifiers and then click the [Save] button above

Cap?

Bottom

L)

Barcode # Custodial Area Custodian Acq. Date Description Serial No.

oo o
11O o
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How to COMPLETE USER DEFINED FIELD for TRANSFER TO ANOTHER
GOVERNMENT AGENCY

1. Complete Fields for: Recipient Type, Est. Fair Market Value, Transfer Costs, Recipient
Organization, Address, City, ST., Zip Code, Contact Name, Phone Number and

Justification and all information regarding the TRANSFER. Click the % land shift %

and tab and the list will display. Attach supporting documentation and enter barcodes.

T e e T ——" O e——)
\ Fle Edit View Favortes Tools Help
Final Event Request (*Required) @ New Request © Existing Request Request Number™
Interest Type™ INVENTORY ASSET v Event Type™ TRANSFERRED TO OTHER GOVERNMENT AGENCY v
Request Date™ 081172015 Detailed Circumstance and Justification™ :
For help completing the fields below, click HERE
Recipient Type® E Estimated Fair Market Vale* Transfer Costs
Recipient Organization™ Recipient Organization's Address Recipient City and State™
Recipient Zip Code™ Recipient Organization's Contact Name* Recipient Organization's Phone Number
[“Enter Query | [ Manualy List Assets

Manually List Assets

Enter the asset identifiers and then click the [Save] button above Bottom

Cap?

L)

Barcode # Custodial Area Custodian Acq. Date Description Serial No.

Ooooa
Oooa

After saving the draft, the PC will receive an email stating a draft has been saved with the
request number. The draft can be changed, i.e., add barcodes, remove barcodes and change
information. Once you click save, the system will offer you to submit the request, if you only
want to save then click no and your draft will be saved.
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Submitting the Request

Once the draft is saved the system will allow you to submit the request. If the PC is ready to
submit click Submit Request and the request will be submitted. Once the request has been
submitted the PC will only be able to withdraw barcodes at Accept/Deny Retirement of Asset.
Additional Adds are not allowed. A new request will have to be completed for any new assets
ready for disposal.

Accept/Deny Retirement of an Asset

How to Accept/Deny a Request to Retire an Asset:

EMAIL NOTIFICATION

L Watification to jeny request.pdf

Ble Edn View - =
) erente - | (B &5 5| eoLOA LARFIDELOGREAMADOG-B-BEIN] —=00006#F
% [1]r2] [ & | = @ [wx]-]| [E B Tools | Comment

/282014 MNational Cceanic and Atmospheric Administration Mail - MNotification for Asset Retirement Request# 14961

e“ﬁ.'—'_ |

Notification for Asset Retirement Request# 14961

danyale.little@noaa.gov <danyale.little@noaa.gov> Tue, Jan 28, 2014 at 6:14 AM
To: sheila.k.hensley@noaa.gov

Request 14961 is waiting for your approval.

Asset Information

Barcode = CD0O001756508

Manufacturer = DELL INC.

Model = OPTIPLEX 745

Official Name = COMPUTER, DESKTOP
Asset Value = $1,385.41

Final Event Type = RECYCLED

Asset Information
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2. Log in to the Sunflower Enterprise System. Select to the CD50/52 Transaction Menu.

Ente rp r|Se Sunflower Enterprise - Production 4.5.0.0

Welcome: Sheila Hensley

To enter, click one of the the links below.

Sunflower Enterprise Forms

Sunflower Enterprise Reports

n

Sunflower Enterprise HTML Transaction Pages

Stock Asset Management

Search Attachments and Comments

CD 50/ 52 Transaction Menu

Logoff

k | to accept/deny retirement of asset.

T — Yo e —————

Eile fdit View Favorites Tocks MHelp

i ) Suggested Sites » 2] Channel Guide =] hitps--mail.google &) Internet Start 2] Microsoft ) SideStep &) Web Slice Gallery. o R < e "

[Glick] 1o maintain asset

[Click] 1o create asset

[Ciick] 10 request an excess receival

| Click| to request retirement of asset
Clck | to maintain comments

| gliek | 1o maintain pictres/atachments

Click | to ereate physical inventory certification

Glick | to accept/deny a change of asset detail request
[Click] to nccept/deny excess receival request
Click | to accept/deny retirement of assets - old

- rf:El(_! to accept/deny retirement of assets

Click | to accept/deny a physical inventory certification
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4. Enter Request Number. Click the button.

¥

Sunflower Enterprise - Production 5.0.0.0
ORACLE

Enter CD-52 Request number / Asset barcode
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Points We Review

https://sfiwrdac.cas.commerce:

] »

File Edit View Favorites Tools Help
Request Information
Request Number 33214 Date ‘06f02‘2015
[Event Type DONATED
Detailed Circumstance and Justification: Stevenson-Wydl of 1980
e Nember of
User Fields: 3 Statms | Open attachments:1
Approvers Information
Accept All Deny All Last Name [First Name Middle Name | ID Comment Closed Date
ANNIS ARTHUR |AUDUBON |525664 USCRN Stations (Alabama) Stevenson-Wylder Act transfer 06/02/2015
Approvers FRYER ROBERT B 561568 06/02/2015
\GREENE CHANCE |C 559474
Asset Information
. d ‘Withdraw Commexnt,
[ | cap? | Barcode Acquisition Date Description Serial#
a ] CD0001473099 05/04/2006 ‘GAUGE, PRECIPITATION, FROZEN 66205
a ] CD0001473100 05/04/2006 GAUGE, PRECIPITATION, FROZEN 26602
] B CD0001473101 05/04/2006 ‘GAUGE, PRECIPITATION, FROZEN 65105
] B CD0001473103 05/04/2006 GAUGE, PRECIPITATION, FROZEN 65405
] B CD0001473104 05/04/2006 GAUGE, PRECIPITATION, FROZEN 65506
] [ CD0001473113 05/12/2007 GAUGE, PRECIPITATION, FROZEN 75004
] B CD0001473114 05/12/2007 GAUGE, PRECIPITATION, FROZEN 70205
a (=] CD0001473115 05/12/2007 GAUGE, PRECIPITATION, FROZEN 70505
a (] CD0001473116 05/12/2007 ‘GAUGE, PRECIPITATION, FROZEN 73005
a (] CD0001473119 05/12/2007 ‘GAUGE, PRECIPITATION, FROZEN 24501
[} ] CD0001473471 05/04/2006 ‘GAUGE. PRECIPITATION, FROZEN 19002

m,

The PC will receive an email notification to go in and Accept/Deny the request. Once the PC
does this, the PAO will receive an email notification to go in and Accept/Deny the request. Then
PPMB will receive email notification to review. After PPMB Approves or Denies the PC, the
PAO and PPMB will receive an email notification stating the request has closed —approved or

denied.
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