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Firearms Excess Procedures 

 
 
Excess Firearms Condition code 4: Useable 
Frequency:  As Required 
 
Executive agencies must report firearms defined as handguns, rifles, shotguns and light 
individual automatic firearms, all less than .50 caliber in FSC 1005; and rifle and shoulder 
fired grenade launchers in FSC 1010, regardless of unit cost, when assigned a disposal 
Condition Code of 4 or better.  Condition Code 4 is defined as property showing some wear 
but usable without significant repair. 
 
Unless the agency has specific statutory authority to do so, excess firearms may be 
transferred only to those federal agencies authorized to acquire firearms for official use, 
reference Section 101-42.1102-10(a)(2). Firearms not transferred or donated must be 
destroyed and sold as scrap, Section 102-36.375.  For additional guidance on disposition of 
firearms, refer to FPMR 101-42. 
 
The Property Custodian (PC) must fill out the firearms checklist and send it to their Line Office 
Representative (LOR). Upon approval from the LOR, they will submit an Excess Receival 
Request for each firearm. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=93a10bd8db7683a9aa23c6458e7caf9d&rgn=div8&view=text&node=41:2.1.1.8.32.6.1.13&idno=41
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=93a10bd8db7683a9aa23c6458e7caf9d&rgn=div8&view=text&node=41:3.1.1.2.12.5.124.9&idno=41
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=f116b05ead23a553c6e237291d84db74&rgn=div5&view=text&node=41:2.1.1.8.32&idno=41
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Exhibit: Checklist 
 

 
 
 
The purpose of an Excess Receival Request is to allow PCs a direct way to initiate the process in 
Sunflower to dispose of firearms following GSA’s process.  PCs will need to attach clear 
pictures of the firearm to each request, one must be a photo showing serial number of the 
firearm.  Upon your PPMB LOR approval, the request will be in Sunflower for NOAA and other 
DOC Bureaus to view for 15 days. Then will automatically roll over to GSAXcess and the PC 
will receive an email from GSA identifying the status. 
 
References:  NOAA National Disposal Plan (NNDP)   
http://www.pps.noaa.gov/excess_disposal_board_of_review/NNPD.docx 
 

http://www.pps.noaa.gov/excess_disposal_board_of_review/NNPD.docx
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1. Log in to the Sunflower Enterprise System. Select to the CD50/52 Transaction Menu. 

 

 

2. Select               to request an excess receival. 

 
 
 

Click 
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3. Select               to request an inventory asset excess receival. 

 
 
 

4. Check the Excess in-place checkbox. 

 
 
  

 

Click 
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5. Enter the Barcode #, current Condition code and Comment. Click the                

button to add a Picture showing the serial number. 

 

 

6. Verify the upload was successful.  

Upon PPMB LOR approval, the request is available for NOAA and other DOC Bureaus to 
review for 15 days.  If no request for transfer comes from a DOC Bureau, the firearms will 
automatically roll over to GSAXcess. 

 
 
  

Attachment 



NOAA                                                                                                                              PPMB                     

6 
 

GSAXcess  
 
GSAXcess Reports and Timeline 
Frequency:  As Required 
 
The purpose of this report details information on the GSAXcess website and provides 
information for other agencies to review.  From Sunflower to GSAXcess there is a 3-5 day lag 
time.  The asset will be on GSAXcess for 21 days and available as a transfer to federal agencies 
or donation to authorized recipients through the State Agency for Surplus Property (SASP) 
offices. If they are not transferred or donated by GSA, they will issue a return to agency letter, 
authorizing the agency to destroy the firearms as scrap. 
 
References:  GSAXcess Website 
http://gsaxcess.gov/ 
 
 
Process Transfer Order or Disposal Actions 
 
How to Complete Final Event Process  
Frequency:  As Required 
 
GSA will email a Transfer Order to the PC.  The PC will be required to have the gaining agency 
sign and date the Transfer Order upon pick up.  The PC must also sign and date the form 
releasing the property.  The PC should write the barcode number(s) directly on the Transfer 
Order for reference.  If someone other than the person who is stated on the Transfer Order comes 
to pick up the property, they must have a letter from the individual on the form giving them 
permission. An email is sufficient as long as it is attached to the original email sent to the client 
from GSA. 
 
PC will enter a request for retirement, select final event type Transfer or Donated (depending on 
whether it is transferred to a federal agency or State Agency for Surplus Property(SASPs). 
 

http://gsaxcess.gov/
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1. Log in to the Sunflower Enterprise System. Select to the CD50/52 Transaction Menu. 
 

 
 

2. Select               to request retirement of asset. 

 

 

 

 

 

Click 
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3. Select Final Event type: Transferred to Other Government Agency or Donated (if GSA 
allocates the property to a recipient through a State Agency for Surplus Property (SASP) 
to a State or local government agency, a nonprofit organization or institution; manually 
list assets by barcode number (multiple barcodes can be listed under one request number, 
if they were transferred to the same recipient under one transfer order number) and fill 
out recipient’s information. 
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4. Upload SF 122 or SF 123 signed by GSA, the Approving Officer from the Agency 
obtaining the property and the person removing the property (if this is someone other 
than person designated on the transfer, you will need a letter from the designated person 
listing the person authorized to remove it on their behalf) 

 

Firearms disposal procedures, condition code: 7 or S (Scrap) 

Exhibit: Firearms Checklist 
  
Client notifies PPMB LOR of their intent to dispose of a firearm, condition code 7 or Scrap.  
PPMB LOR will send Checklist to the PC to complete before starting the excess process. Once 
LOR receives the completed checklist, they will notify PC to submit retirement request. CD 
50/52 transaction menu, to request retirement of asset: event type “Recycled” should be selected. 

1. Take before pictures with serial numbers visible. 
 

2. There needs to be a memorandum stating: 
a. Why the weapons are being destroyed,  
b. When (date),  
c. How (method), and  
d. Where (vendor and address) 

 
3. Log in to the Sunflower Enterprise System. Select the CD50/52 Transaction Menu. 
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4. Select               to request retirement of asset. 

 

  

 

Click 
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5. Select Final Event type Recycled, manually list assets by barcode number, which 
populate a NF 37-50; check information (make, model, and serial numbers on NF 37-50). 

 

  

 



NOAA                                                                                                                              PPMB                     

12 
 

6. Upload memorandum and before pictures (showing serial numbers) to the request. PC 
will submit request and approve generating their name on the NF 37-50, PAO will 
approve generating their name on the NF 37-50. Wait for 1st PPMB LOR’s approval, and 
then you can take the firearms to the authorized recycler. 

 

MEMORANDUM SAMPLE 
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PICTURES OF FIREARM BEFORE DESTRUCTION SAMPLE 
 
 

 

 

 
7. Firearms are to be destroyed by melting, smelting, shredding or cutting up (recommend 3 

pieces) rendering them inoperative. 
 

8. Take pictures of all weapons after destruction. 
 

9. Two NOAA personnel must witness the destruction; the Property Custodian (PC), the 
other person witnessing should be a high level official, i.e. GS-14 or 15. One 
representative from the company must also witness the destruction. All three will sign off 
on the memorandum stating that the weapons were destroyed. 
 

10. Have the recycler sign the NF 37-50 and request the destruction certificate. 
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11. Attach all supporting documentation to the final event request, i.e. memorandum with all 
witnesses signatures, printed names (NOAA + Company) and date, NF 37-50 signed, 
printed name of representative at the recycling company and date, pictures after 
destruction and certificate of destruction from the company. 
 

CERTIFICATE OF DESTRUCTION SAMPLE 
 

 

 
12. Keep the records forever or at least 10 years in an inventory file and cross reference with 

case numbers and date if applicable. 

 

  
 
 
 
 
 
 


