Property Custodian Intermec Scanner Inventory Procedures

This instruction provides step-by-step procedures to obtain the annual inventory listings,
how to conduct the annual inventory, and how to record the inventory results as
resolutions in Sunflower. The Review Campaign name is provided in the annual
inventory announcement letter published by the NOAA PMO.

To generate the inventory listings

Property Custodian (PC) login to Sunflower
Select “Sunflower Enterprise Reports”

To enter, click one of the the links below.

Sunflover Enterprise Farms

Sunflower Enterprise Reparts

Sunflovwer Enterprise HTWL Transaction Pages

Stock Asset Management

Search Attachments and Comments

D a0 fa2 Transaction Menu

In the Sunflower Assets Reports Menu, select “Review Reports”

ASUITEODD Reports Main Menu

To access a report menu, click one of the links below.

Adreement Reports Inactive Reports
Contract Reports Excess Reports

Manadement Repotts Eevieww Reports
Sentry Beports IT Component Repods
Finance Reports Administration Reports

User Defined Fepors

Ereviously BEun Feport

Select “Review Campaign Base Assets”

PCs will select the applicable “Review Campaign”
Select Interest Type “INVENTORY ASSET”
Enter the Custodial Area Number
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ASRVG010 Review Campaign Base Assets

How Would You Like to Select the Assets that Appear on the Report?

Feview Campaigns 2005 NTIA MIDYEAR

2005 O MIDYEAR

2006 LARRY SCRIPT TEST

| 2006 NESDIS AMUAL INYENTORY
2006 MMAD ANNUAL INYERTORY
2006 MMFS ANMUAL INYEMTORY
2006 MOS AMMUAL INVEMTORY

[

2006 MTIA MIDYEAR: b
Interest Type | INVENTORY ASSET w0
Bureau or Region | |
Property Accountability Office | |
CustArea 5401 EN344 |

Select Resolution Types “Open”
Click “Submit”

User | I | | 8 8
SitefOfi-Site Tyne St Type  Sihvl [dentifier St Type Bilv2
Location | v|[Boons vl (RoOM v

Resalution Types ‘ A (Excluding Open) A

Select “Acrobat format”
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ASRVG6010 Review Campaign Base Assets

Choose an output format

@ pcropat O HTML O Textfile export (Excel, Lotus 1-2-3, Access. )

Press to run the report with the following parameters

Selection Criteria: 96849

Review Campaign 2006 NESDIS ARMUAL INVENTORY
Interest Type INVERNTORY ASSET
. Bureau ar Region
Property Accountahility Office
_ Cust Area .5401 G344
Include Cust Area child Organizations Ml

Description

Click “Execute”
Print the report.

Options for the advanced user:

PCs may generate a text file by selecting “Text file export (Excel, Lotus 1-2-3,
Access...).” The system will give you the option to save the text file and import
into the desired application.

Physical Count

To conduct the inventory, PCs will conduct a physical sweep of the organization’s area
and scan each sighted barcode. All off-site equipment that can be moved (e.g. computers,
PDAs, etc.) will be brought on-site for existence verification, and, if necessary,
installation of security updates, etc. Property Custodian will use the NOAA Form 3740
(Hand receipts) and the Sunflower User Field to monitor accountable personal property
maintained both on and off site.
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Once all property is scanned and the scanner data has been uploaded into Sunflower, the
PC will run the “Review Campaign Base Assets” again. The report will contain only
property that was not scanned.

Property Custodians should;

- Continue to search, locate, and scan the property or

- Process Online Resolutions for property accounted for but unavailable to be scanned.
(See Property Custodian Online Resolution Inventory Procedures) or

- Record Declared Unaccounted Resolutions for assets with CD-52 Final Event Report
for lost or stolen assets (See Property Custodian Online Resolution Inventory Procedures)

Scanner Installation

Please contact your Department of Commerce Sunflower Helpdesk at (202) 482-8246 or
E-mail SunflowerHelpDesk@doc.gov for these instructions.

Scanner Operations

Place scanner in the cradle and MS ActiveSync will automatically start up and attempt to
establish a connection between the scanner and the desktop.
Select Guest partnership.
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Hew Partnership @

Set Up a Partnership

Thiz wizard helps you establish a partnership between pour
mobile device and this computer. “ou can set up either a
gtandard partnership to synchronize data between pour
device and thiz computer, or 3 guest partnership to simply
transfer data bebween your device and thiz computer.

Wwihat kind of partnership would you like to establizh bebween
wour device and this computer?

{7 Standard partnerzhip

| want to synchronize data between my device and
thiz computer, keeping data such az e-mail and
calendar items up-to-date in both places.

| waant to only copy and move information bebween my
device and this computer, add and remove programs,
of restare a backup image on a device whose memorny
haz been reset. | do not want to zunchronize data.

| MHewst » | Cancel Help

MS ActiveSync will confirm when the connection has been established.

“% Microsoft ActiveSync E|i|@

File Wiew Tools Help

Details Explore Options

Connected @

Information Type Skakus

Startup Sunflower SyncLink 3.0.2.0 and select ‘Sunflower MobileTrak’ as the
Application to Synchronize. Then select ‘Send To Scanner’. SyncLink will then
download data from the Sunflower server and populate various MobileTrak tables in the
scanner.
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& Sunflower SyncLink - 3.0.2.0

Fle Tools Help
1 F| Y
Send To Scanner | Get From Scanner Filter

Seanner 0 f00onan0z2

aelect Asset Type: | rventony dosel j [™ Fast Serchranization

~Bpplication To Synchronize
(% SurflawerMobleTrak € Surflawer ExcessTrak © High Yolume Shipping

Populating Sunflower MobileTrak databases...

el | Ed |

1400 af 19063 Records Loaded
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£ Sunflower Synclink - 3.0.2.0 =13
File Tools Help

Scanner 1D |

Select Azzet Type: | J [~

Application To Synchronize
{+ i i

.............. E ance| .............. E EI t |

18525 of 19083 Records Loaded

Synclink will display confirmation messages on the status of each process.

\ll) Download Complete
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When the download is complete, remove the scanner from the cradle, and prepare
scanning.

Click on Start Menu

Click on Programs

Select MobileTrak

%%, Pocket Controller

! File Edt Wew Tools Help

TR o

T |start

[ rl-"

= F

‘.:h Today infFormakion

3, AckiveSync enks
g Calendar

B Contacts

(& Inbox

“* Internet Explorer

Il Notes

Tasks

G Windows Media

P_
Im Programs

¥ Settings

E» Find
? Help

MNew

Connecked on AckiveSynolUSE)
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%% Pocket Controller E”E”X|
! File Edt Wew Tools Help

e | [T e

.;Ir.j Programs o < 11:39 @

w @ F

Games Avalanche Calculator

Doy B

File Explorer Microsoft [gilif{ S N1

% P

MSMN Pictures Pocket Excel
Messenger

¥

Pocket MSN Pocket Terminal |—
Word Services """

|«

=
1]
-1
=%
1]
1
Il

Connected on ActiveSync{USE)

Before you can begin scanning, you must identify yourself to MobileTrak.
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Select 2. ‘Resolution Setup’

B Pocket Controller

i File Edt Wiew Tools Help
P B o 2l | e [T s

L,:'E.;" sunflower MobileT 47 =<

1. Record Resolutions

2. Resolution Setup

=. File Statuses

. Review Scans

5. Mass Transfer w/ Receipt

|

e &
Sign OFf F' .

Resolukions | Swskem Utilikies I Sbouk |

E|L

Connecked on ActiveSync{LUISE)

Enter the Building and Room as default location parameters.

Enter your numeric Sunflower identifier (4-7 digits) in the Operator Identifier field
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% Pocket Controller

! File Edt Wew Tools Help
S B s i O e

.*‘_;Ir-r.; sunflower MobileT & £ 11:41 @

Resolution Setup =

Struckbure

Levvel 1 Type Building b

Struckbure

Level 2 Tvpe Room b

Inkeresk
Type INVENTORY ASSET -

Pause |5 |seconds

Dperator
Identifier

264420

Connected on ActiveSync{USE)
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Configure MobileTrak

for scanning:

Select #1 Record Resolutions from the main menu.

EZ, Pocket Controller
! File Edit Yiew Tooks

AT S N R ON

1
L=y

EoX

Help

]

_'_;Ir-r'rj" Sunflower MobileT ¢ 4% 11:41 @

1. Record Resolutions

3.

File Statuses

4,

Feview Scans

o, Mass

Transter w/ Receipt

Sign OFF

».

Resolutions

System Utilities | About |

=)«

Connecked on AckiveSynolUSE)
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Enter the following location information:
Select Site name from the pull-down list.
Enter the Building
Enter the Room (Note: must be updated with each new room number.)

Position the cursor in the box below ‘Operator’

MobileTrak is now configured to begin scanning by pressing the yellow trigger buttons.

Y% Pocket Controller

! File Tools  Help

EE':!'.." _;._-fa-lé..l |-_Ji_ L =

.e Sunflower MobileT &F £ 11:41 @

Edit  Wiew

Resolution Setup 0

Skruckure

Lewvel 1 Type Building -

Struckure
Level 2 Tywpe

Interesk
Tvpe INVENTORY ASSET -

Pause |5 |seconds

Room -

Cperator

Identifier 264420

Connected on AckiveSync{USE)
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As you scan each barcode, MobileTrak will compare it against the file of barcodes
downloaded from the server to determine if the asset is already in the Sunflower
database.

‘Active, Custodian’ confirms that the asset is already in Sunflower.

E, Pocket Controller
! File Edt Mew Tools Help

f j‘ sunflower MobileT & £ 11:43 @

Resolution with Updated Location -

| B[] s

Site  [WASHINGTON, DC b
Building [(HCHB
Room  |2830B
Skruck level 3

Operator 264420
l-D00013465980

Active, Custodian:

Enker Chrl+E Change Chrl+3
Clear Cerl4C Help Ckrl+-L
add Crrl+-4

7|«

Connected on AckivesynolUSE)

14



Property Custodian Intermec Scanner Inventory Procedures

The following is an example of a barcode that is not currently in Sunflower.
You have the option of adding the asset or clearing the screen. In the case of the latter,
the barcode is still retained in the MobileTrak’s inventory file.

%%, Pocket Controller

fj

! File Edit “iew Tools Help

Sunflower MobileT 4 % 11:44 @

E)2X]

Resulutiun with Updated Location -
| Site |[WASHINGTON, DC -
Building |[HCHB
Room (28308
Skruck level 3
Operator 264420
I:DDDD 1234567590

Enter Chrl4+-E Change Chrl+3
Clear Ckrl4+C Help Ckrl+L
Add Chrl+&

=)«

Connecked on AckiveSynolUSE)
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To Add the new asset enter the following information:
Manufacturer:
Model Number/Name:
Description:
Serial Number:
Steward:
Custodian:

Condition Code:

iﬂ;, Pocket Controller
! File Edit ‘ew Tools Help
o K

sunflower MobileT «F £ 11:52 @

ey
L= 3

Add New Asset e

MManufactureqDELL -
MModel |[OPTIPLEX GXbB20 -

Description (COMPUTER. DESKTOP -

Serial ITEST12345678
Steward |5401VNZ200

Custodian | DECKARD, THOMAS
Condition Cd | 4

iZlear

Connected on Ackivesynol USE)
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MobileTrak will confirm that the new asset has been added.

%%, Pocket Controller

! Fil= Edit “iew Tools Help

PGB e R e )
ilrj sunflower MobileT ¢ £ 11:53 @

Resolution with Updated Location -

Site  |WASHINGTON, DC b
Building |[HCHB
Room (28308
Skrock level 3

Operator 264420

Asset CDO001234567890 is added

Enter Ckrl4+E Change Chrl+3
Clear Chrl4+C Help Ckrl+L
Add Ckrl+&

=)«

Connecked on AckiveSynolUSE)
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Examples of adding non-existing “found” items to the scanner.

%%, Pocket Controller

! File Edit “iew Tools Help

BT B e e e
i'rj Sunflower MobileT ¢ £ 11:54 @

Resulutiun with Updated Location -

Site  |WASHINGTON, DC b
Building |[HCHB
Room (28308
Skruck level 3

Operator 264420
COOD00987a24321

Enter Chrl4+-E Change Chrl+3
Clear Ckrl4+C Help Ckrl+L
Add Chrl+&

=)«

Connecked on AckiveSynolUSE)
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Example: Adding a Dell Dimension 8300 desktop computer.

%, Pocket Controller

! File Edit “iew Tools Help

G| B[] e

i -;';:" Sunflowe
Add New Asset

ManufacturenDELL &
MModel [DIMENSION 8300 4

Description (COMPUTER DESKTOP -

Serial (0087654321

Custodian [DECKARD, THOMAS
Condition Cd (4

Zlear

Connecked on AckiveSynolUSE)
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MobileTrak confirms that the asset has been added.

%%, Pocket Controller

! File Edit “iew Tools Help
Eigd g | B ) e

L.E';" Sunflower MobileT 4 4% 11:56 @

Resolution with Updated Location -~

Site  |WASHINGTON, DC b
Building |[HCHB
Room (28308
Skruck level 3

Operator 264420

Asset COO000927654 s added

Enter Chrl4+-E Change Chrl+3
Clear Ckrl4+C Help Ckrl+L
Add Chrl+a4

=)«

Connecked on AckiveSynolUSE)

20
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After the scanning process has been finished, select ‘File Statuses’ from the main menu
to see a summary of the number of assets scanned.

The number of barcodes scanned is listed as Resolutions.
In the example below, 12 barcodes were scanned, of which 2 were added as ‘Additions.

Note: The value on the SCANREF row identifies the total number of barcodes
downloaded from the server.

=SS

.. Pocket Controller
! File Edit Wew Tools Help
RN AR ORI TN~

L.:'f;g" sunflower MobileT ¢ =< 12:00 @

File Statuses

Resolutions
Additions 2 618
Changes 0 0
scanref I 19063/ 1.5

Mor e Delete Files

Connected on Ackivesynol USE)

21
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At any time during the scanning process you can select Review Scans from MobileTrak’s
main menu and review/delete individual barcode scan records.

¥ Pocket Controller E“E|E|
! File Edt Wew Tools Help

L s e e (e
eil{"-; sunflower MobileT &F #{£ 12:00 @

Review Scans o

F Y

Sike WASHINGTON
[euILDING HHe

RCICIM |2a308
l<tr Level 3 Mame I

iJperakor I 264420
llssset Identifier [CDOO0NSE3934

Date Time |2006/02/17 11:59:23E5T

| Update Lu:u:aI:h:un?I“f

Resolution Type IEICH

Interest Type |IN'»-' x
‘ Delete 12 of 12
\ -

Connected on ActiveSync{USE)

22
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Uploading barcode records to Sunflower:

Place the scanner in the cradle and connect to the desktop via MS ActiveSync.
Launch Sunflower SyncLink 3.0.2.0 and select ‘Sunflower MobileTrak’ as the
Application to Synchronize. Then select ‘Get From Scanner.” SyncLink will then

upload the records from the scanner and process the records through its Edit Interfaces.

The Personal Property staff will review assets in the Edit Interface for completeness prior
to adding assets to the Sunflower Assets database.

% Sunflower Synclink - 3.0.2.0
File Tools Help

|Get Files From Barcode Scanner

Send To Scanner | Get From Scannet | Filter [
Scanner 1D |
Select Asset Tupe! | Inventory dsset ~|

Application To Synchronize
o Sunflower MobileTraki ¢ Surflower ExcessTrak € High Wolume Shipping

E xit

23
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When the upload process is complete, Synclink displays a summary of the number of
records.

Sunflower, Synclink F§|

Upload Processing Aeszults
In Interface Table

Fezolutions: 2

Changes & Additionz: 1

In File

R ezolutions: 4

Changes & Additions: 2

Results

R ezalutions:

k. F ail Tatal
2 4 B

Changes & Additionz:

k. F ail Tatal
1] 3 3

Fefer to the Log Files for more information
[File Menu -> Show Logs]

Synclink will also prompt you to delete the inventoried assets from the scanner.

Select Yes

Delete Files

wi'ould waou like to Delete Uploaded Files From Barcode Reader ¢

To review the Scanner upload in Sunflower:

Click - Files

Click - Reports
Click - Acrobat
Click — eXecute

24
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Review Campaign Base Assets with Resolution Report

Login into Sunflower
Select “Sunflower Enterprise Reports”

To enter, click one of the the links below.

aunflower Enterprise Farms

gunflower Enterprise Bepots

aunflower Enterprise HTML Transaction Pages

Stock Asset Management

gearch Atachments and Comments

D &0 52 Transaction Menu

Select “Review Reports”

ASUTEOOO Repords Main Menu

To access a report menu, click one of the links below.

Adreement Reports Inactive Reports
Contract Eepods Excess HEeports

Management Repods Feview Reports
Sentry Reports IT Component Reports
Finahce Reports Administration BEeports

User Defined Reports

Freviously Run Eeport

Select “Review Campaign Base Assets with Resolution”
Select applicable “Review Campaign”

Select Interest Type “INVENTORY ASSET”

Enter the Custodial Area Number
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ASPEVG0I0 Review Campaign Base Assets with Resolution Infermation

How Would You Like to Select the Assets that Appear on the Report?

Review Campaigns

Interest Type

Bureau ar Regian

Froperty Accountahility Office

CustArea

2005 ESA MID YEAR

2003 MESDIS ARMUAL IMNYWEMTOR™Y
2003 MAD ARMUAL INVENMTORY
2003 MMFS ARMUAL IMNVEMTORY

2005 MO AnMUAL IMNYEMTORY
2003 OAR ARMMUAL IMNYEMTORY

2003 OAZ EMD OF YEAR IMNWVENMTORY

2003 QCAD ANMUAL INYEMTORY

| INVENTORY ASSET %

|E4EII\-"N23EI

Select Resolution Types hold the shift key and select “All (Excluding Open) and Open”

Description
Manufacturer

Model Mumber

Property Contact

Current User

Location

Resolution Types

[include the Cust Area's child Qrganizations

Identifier Last Mame First hid Prefix Suffix

| | I Il I [ =

Identifier Last Mame First hid Frefix Suffix

i I I I I & &

SitelOm-Site Type Stivl Type  Stivl Identifier Stivz Tupe Sthvz
| ~| [BuLDNG ]| | [Room v

| ass1GH COMPONENT
| BARCODE KEY

|BARCODE SCAN

|| MGREEMENT ASSET INITIAL EVENT

Scroll down and Click “Submit”
Select “Acrobat format”

Click “Execute”

26
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ASREVG040 Review Campaign Base Assets with Rescolution Information

Choose an output format

& pc robat

O HTHL

Press to run the report with the following parameters

Selection Criteria: 204425

Review Campaign
Interest Type

Bureau or Region

Froperty Accountahility Office

Cust Area

2008 QCAD ARMNUAL INVERTORY

| INVENTORY ASSET

| 54014M 200

Print the report

Sunflower Enterprise

Review Campaign Base Assets with Resclution Information

Page 2 of 49

+ S40TVHIOO

Curre:

BUILDING : BEMCS

tion | SILVER SPRING, MD

Froperty : DECKARD THOMAS C 282578
Contact
+ DENMWISON EZEKIEL JR 279541

1 BE40

Recorded by :
Location

DECKARD THOMAS C 282578
SILVER SPRING, MD
BUILDING ; §6MC4  ROOM « 8640

ASRVE040 02/15/2008 11:40
Barcode # Flage Description Manufacturer Model Nusber Serial Nusher Aspet Value Acqg Date
INV CDODO0469846 5 PRINTER. INKJET, HEWLETT - FACKARD QIEIER TIAPHELIC 5 280.00  04/29/2004
BUBBLEIET DEVELOPMENT
COMBANY, L.P.
Buresu or 1 BOAA-HQS Review Campaign : 3008 OCAD ANNUAL INVENTORY
Region Resclution : BARCODE KEY
Property : S40TVH e d by
g EERETY Craated by LARRY M 264420 on t11/37/2007
Ty biciia Recorded by ; DECKARD THOMAS C 282578
ok b ee EveriiD Location : SILVER SPRING, MD
st BUILDING : SSMCA4  ROOM ¢ 4146
PIOTES STELLA £ 204080
Locacion i SILVER SPRING, MD
BUILDING ;| SSMC4 P 4146
INV CDODOO400817 8 FROVECTOR, CTX INTERMATIONAL  BEPRO 580 RE0S5TYS001561 ] 3.614.00  03/02/1998
DIGITAL
Bureau or : NOAA-NGS Review Campaign : 2008 OCAD RNNUAL INVENTORY
Resclution : BARCODE SCAN
asen Created by : CATES LARRY M 264420 on 311/14/2007

The Property Custodian will initial bottom of each page.
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Review Resolution Summary Report

This report provides a summary of inventory resolutions. There should be no “OPEN”
resolutions reflected on this report. This report should be printed and maintained in the
Completed Inventory Folder.

Select — “Review Reports”

Select — “Review Resolution Summary”
Select — “The Review Campaign”

Select — “Interest Type (INVENTORY)”
Enter — “Custodial Area”

Click — “Submit”
Select — “Acrobat”
Sun! VW Review Resolution Summary Page 2 of 5
08/05/2005 15:04
Couwst  ® ky Toune alue ® by Value
1=
a7 53,
F 123 21
st wEy oswst ymiue by vaie
3] .58
an
00
10 5zZ._€3 P22
EL 212 293.57
58.21 62.0%
it & Value & b
oo
0.00
0.00
A nn
0.00
0.00
Subtotsl 1 1.662.00
£ Totals 1.9
Sunflower Assets Review Resclution Summary Page 3 of 5
ASRVE020 08/05/2005 15:04
Totals
Elag nt % by Co Vals by Value
42 0 1,592, iz 00,00
o 0.00 .00
o 0.00 .00
o 0.00 .00
o 0.00 .00
18 0 52, 56 00,00
Subtotal 67 § 345,167.18
* of Report Totals 1e0.00 100.00
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Submitting the Annual Inventory Package

At the completion of the Annual Inventory, PCs will certify and submit to their PAOs.
The PAOs will certify and submit to their Staff/Line Office Property Manager

- Original copy of the Inventory Completion Certification signed and dated by the
Property Accountability Office and Property Custodian.

- Copy of the initialed Review Campaign Base Assets report

- Copy of the Review Resolution Summary Report

- Copy of all support documentation, (i.e. Found Personal Property Certification, Online
CD-50 Create in New Asset Request, Online CD-50 Excess Receival Request, and
Online CD-52 Final Event Request.)

The Staff/Line Office PM will review inventory packages for completeness and submit
the inventory packages to the Personal Property Management Branch.

Property Accountability Officers and Property Custodians will retain a copy of the
complete inventory package for future audits. (In compliance with DOC PPMM sec
4.805 (chain of custody) which states; Property Accountability Officer shall maintain, for
each PC, signed listing of documents that evidence assumption of custodial responsibility
by PCs.)

Inventory Certification

NOAA Parsonzl Property

Inventory Completion Certification Form

. a5 Personsl Proparty Custodian for

G Ep—
Custodial Arss cartifirthat the Personsl Propsrty Listinsas of

dats: is complsted.

Was this inventornr conduc th & Barcods Scannar? YVas oMo

Ifwas, pleass provids tha scannsrbam ods musbar: CD

Pleass attached anyadditional cormmerns ifrequirsd)

Inventory Checl Llizt:
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