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NOAA Owned Vehicle Disposal 

 
 
 
How to Excess a NOAA Owned Vehicle 
Frequency:  As Required 
 
The purpose of an Excess Receival Request is to allow Property Custodians a direct way to 
initiate the process in Sunflower to dispose of NOAA owned vehicles following GSA’s process.  
PCs will need to complete all information in the User Defined Fields as well as provide up to 12 
pictures.  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. 
 
References:  NOAA National Disposal Plan (NNDP)   
http://www.pps.noaa.gov/excess_disposal_board_of_review/NNPD.docx 
 
 
Exhibit:  Vehicle Checklist 
      Sunflower Screenshot 
 
Client notifies the PPMB LOR and Vehicle Manager of their intent to dispose of a NOAA owned 
vehicle.  The PPMB LOR will send a Checklist to the PC to complete before starting the excess 
process.  The Vehicle Manager, usually Susan Bloomer, will email the client and PPMB, 
informing them that the license plates and/or fuel card for the vehicle has been received. 

 

 

 

 

 

 

 

 

 

 

 

http://www.pps.noaa.gov/excess_disposal_board_of_review/NNPD.docx
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VEHICLE CHECKLIST SAMPLE 
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MAINTAIN ASSET SCREEN 

 

 
MAINTAIN ASSET SCREEN continued 
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USER DEFINED FIELD (UDF) 

 

 NOTE: PC must complete these fields before they start the Excess Receival process. 

 

1. Select                to request an excess receival. 

 

 

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

 
 

3. Check the Excess in-place checkbox. 

 

 

Click 
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4. Enter Barcode #, current Condition code and Comment. Include the last time the vehicle 

was started. Click on the    button to add Pictures.  Attach up to twelve 

pictures of the vehicle, all sides, including any marks or dents. One picture must be of the 

current Odometer reading. 

 

 

5. Verify the upload was successful. 
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PICTURE OF VEHICLE AND ODOMETER SAMPLE 

 

 

PPMB LORs will review Vehicle Excess in Sunflower.  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 vehicle information will automatically roll over to GSAXcess. 
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GSAXcess and GSA Auctions (Sales) 
 
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.  There is a 3-5 day lag time from Sunflower to 
GSAXcess.  The asset will be on GSAXcess for 21 days.  There is a 5-10 day lag time to roll 
over to GSA Sales.  The asset will be on GSA Sales for 7-10 days. Only the PC receives an email 
regarding the rollover to GSA Sales.  The PC must reply back to GSASales confirming that they 
agree with the migration, or if there are any changes to be made. 
 
References:  GSAXcess Website 
 
Exhibit:  GSA Screenshots 
 
 

1. Go to the GSAXcess Website:  http://gsaxcess.gov/ 
 

 

http://gsaxcess.gov/
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2. Go to GSA Auctions:   http://gsaauctions.gov/gsaauctions/gsaauctions/ 

 

 

3. Scroll down and on the left side select:  Browse by Location.    

 

 

4. Select State the vehicle is located. 
 
 
 
 
  

http://gsaauctions.gov/gsaauctions/gsaauctions/
http://gsaauctions.gov/gsaauctions/gsaauctions/
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Process Transfer Order, Sales and/or Disposal Actions 
 
How to Complete Final Event Process with GSA 
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. 
 
or 
 
GSA will email a Purchaser’s receipt to the PC.  The PC will contact the gaining 
agency/successful bidder to schedule a pick up.  The PC will have the gaining agency/successful 
bidder sign and date the Purchaser's Receipt.  The PC must sign and date the form releasing the 
property.  The PC should write the barcode number(s) directly on the Purchaser's Receipt for 
reference.  If someone other than the person who is stated on the Purchaser's Receipt 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. 
 
If the property does not sell, then GSA will send an email to the PC, with a disposition letter, 
returning the vehicle back to the agency for disposal according to agency policy. 
 
In all instances, the PC will receive email correspondence from GSA.  Upon completion of any 
of these actions, the PC will complete a Request for Retirement attaching all documentation. 
 
References:  NNDP 
 http://www.pps.noaa.gov/excess_disposal_board_of_review/NNPD.docx 
 
Exhibit:  Copy of Transfer Order 
     Copy of Purchaser’s Receipt 
 

  

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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TRANSFER ORDER SAMPLE 

 
 
DATE: 12/22/14     
       
       
TO:       JANIS,RICHARD  
          LOUISIANA FEDERAL PROPERTY 
          (FAX) 000-000-0000   
       
       
FROM:     Federal Acquisition Service / FB 
       
       
       
Dear SASP Approving Official:  
       
       
Attached is a GSA Allocating Official (AO) electronically approved computer    
generated Transfer Order for Surplus Property.   
       
       
Please coordinate pickup of your property items by contacting the Reporting   
activity or Property Custodian listed on the attached Transfer Order.    
       
If you have any questions, you may contact either the GSA AO or the Reporting  
Activity listed in the Transfer Order.  
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Exception to SF-123 approved by GSA Form Policy and Management, view the 
certification at http://gsaxcess.gov/htm/docs/SF123_Certification.pdf.   
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PURCHASER'S RECEIPT FROM GSA SAMPLE 
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