
 
NOAA Hand Receipt Procedures 

 
 Background  

In compliance with the Department of Commerce Personal Property Management Manual, NOAA 
Personal Property Management Officer implemented a policy that requires all Personal Property 
to have the Current Users (End Users) assigned and recorded in the Property Management System 
(Sunflower). If the property does not have a Current User because it is not in use by anyone, then 
the Property Custodian should be assigned as the Current User. The Current User will sign a Hand 
Receipt for all assigned accountable property.  

User Hand Receipt Report  

User Hand Receipt Report is a Sunflower Enhanced Report designed for use as the NOAA Hand 
Receipt. This report replaces the NOAA form 37-40. The Property Custodian will print the User 
Hand Receipt Report and provide to the Current Users for signatures.  

The Current Users will initial the bottom of each page of the report and sign his or her name at the 
end of the report. The Property Custodian will sign the reports and maintain NOAA Hand Receipts 
on file for inventory and audit purposes.  

Creating the “User Hand Receipt Report”  

Property Custodian will login to Sunflower  

Select “Sunflower Enterprise Reports” 

 

 

 

 
 In the Sunflower Assets Reports Menu, select “User Defined Reports”  

You may be required to re‐log back in with your user name and password. 
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Select “DOC Reports” 

PCs will select “User Hand Receipt Report”  

Enter the Custodial Area Number or Enter the Current User Name 
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Scroll down and Click “Submit”  

Select “Acrobat format”  

Click “Execute”  

Print 

 Select “Acrobat format”  

 Click “Execute” 

 

Print report. 
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Current User will initial the bottom of each page  

 

The Current User and Property Custodian will complete NOAA hand receipt 

 

The Property Custodian will maintain NOAA hand receipt for inventory and audit purposes. 


