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Annual Inventory Instructions 
 
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” 

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

 
 
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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Select Resolution Types “Open”  
Click “Submit”  
 

 
 
Select “Acrobat format”  
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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.  
  
 
Conducting an Inventory  
 
Prior to the inventory, the PC should become familiar with the scope of the inventory; the 
definition of items which are accountable.   Define the physical boundaries of the 
inventory; identify any organizational boundaries on a floor plan.  PCs should use the 
Review Campaign Base Asset Report as a list of accountable items (sorted by barcode 
number.)  If you use room numbers, a second report sorted by location is very useful in 
identifying items of interest.      
 

PCs will conduct a physical sweep of the organization’s area and initial the list for each 
sighted barcode.  All off-site equipment that can be moved (e.g. computers, PDAs, etc.) 
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will be brought on-site for existence verification, and, if necessary, installation of security 
updates, etc.  Property Custodian will use NOAA Form 3740 (Hand receipts) and the 
Sunflower Current User Field to monitor accountable personal property maintained both 
on and off site.  The Review Campaign Base Assets Report should be annotated with all 
inventory adjustments. PCs should screen the inventory findings for property associated 
with the UPR.  
 
When the PC encounter untagged accountable property, the PCs will apply a barcode 
label and record a full description of the item; description, Manufacturer, model and 
serial number.  If the PCs locate tagged accountable property which is not listed on the 
Review Campaign Base Assets Report, PCs will record a description of these assets and 
treat them as 'found' property.    
 
PCs will use the following steps in reconciliation process:  
 
Unsighted Assets 
 

-  Circulated a list of unsighted assets within the organization to locate the asset 
or collect information related to the disposition of the asset.  

- Screen all transfers, excess, and loan documentation  
- Screen all hand receipts. 
- Screen all Computer Help desk Logs. 
- Contact the last known user. 
- Review the last time assets were inventoried or sighted. 
- Check to see if CD-52 Final Event Requests are pending. 
- Submit Online CD-52 Final Event Request Delete – Lost or Stolen 
- PCs will annotate the Final Event Request number on the Review Campaign 

Base Assets Report 
- Record Declared Unaccounted Resolutions  

 
Tagged, Unmatched Assets 

 
- Reviewed the tagged, unmatched assets against Sunflower Records to identify 

whether a record exists and if they belong to another organization.   
- If matched, the PCs will need to determine whether the asset should be 

transferred into the organization.  
-PCs will submit an online Change Asset Detail Request (CAD) for assets to be 

transferred. 
- PCs will annotate the barcodes and CAD Request Numbers on the Review 

Campaign Base Assets Report 
- PCs will submit an Online CD-50 “Request to Create New Asset,” if the 

barcodes are not in Sunflower 
- PCs will attach the acquisition documentation or submit Found Personal 

Property Certification for barcodes are not in Sunflower 
- PCs will annotate the barcodes and Create New Asset Request Numbers on the 

Review Campaign Base Assets Report 
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Untagged "Found" Assets  
 

- PCs will submit an Online CD-50 “Request to Create New Asset,” if the 
barcodes are accountable untagged "found" assets.  

- PCs will attach the acquisition documentation or submit Found Personal 
Property Certification for barcodes are not in Sunflower 

- PCs will annotate the barcodes and Create New Asset Request Numbers on the 
Review Campaign Base Assets Report 

- These assets are not part of the Base Campaign. 
 

Tagged, Sighted Assets 
 

- PCs will annotate or check sighted assets Review Campaign Base Assets 
Report 

- PCs will annotate location changes and /or Current Users for sighted assets on 
the Review Campaign Base Assets Report 

- PCs will use the Annotated Review Campaign Base Assets Report to record 
inventory resolutions in Sunflower.  

 
 

Recording Inventory Results 
Recording resolutions for the assets in Sunflower ensure that its assets are accounted for 
during a review campaign and provide an electronic history of the asset accountability. 
 
Online Declarative Resolutions or Online Physical Resolutions 
 
PC should use the Sunflower HTML pages to process the inventory resolutions.  
Select “HTML Transaction pages” to record Online Declarative Resolutions or Online 
Physical Resolutions. 
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Select “to record a resolution” 
 

 
 
PC will click on “to record a declarative resolution for assets where I'm the Property 
Contact” or “to record a physical resolution for assets where I'm the Property 
Contact”  
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Online Declarative Resolutions  

- NOAA Property Custodians will use this resolution for all property sighted that 
does not require a location change. 

-  NOAA Property Custodians will use this resolution for property with excess 
receivable request numbers. 

- NOAA Property Custodians will use this resolution for property with Final Events 
Request other than Lost or Stolen property (i.e., returned to the vendor, trade-in, 
and cannibalized.)  

-  The Excess Receivable Request Number or Final Event Request Number must be 
annotated on the Annotated Inventory Listing.   

- NOAA Property Custodians will also use this resolution for assets that you cannot 
see but you know exist. In some cases, the assets may be inaccessible because it is 
located at an off-site location or has been loaned out. These assets may be 
accounted by the documentation. 
 

 
Online Physical Resolutions  

- NOAA Property Custodians will use only this resolution if there is a change in the 
property location. 

- NOAA Property Custodians must enter the complete location of the property ( i.e. 
Site, Building and Room if applicable)  

- The location change must be annotated on the Annotated Inventory Listing.   
- NOAA Property Custodians will also use this resolution for those assets that you 

cannot scan but you can see and attest to the location of where they exist.   
 
The following screen allows the PC to select a query of barcodes to be included in the 
resolution, or to enter the barcode manually. 
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Click Enter Query 
 

 
 
Enter Custodial Area and click Execute Query 
 

 
Check property that was sighted. 
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Click Save to record your resolution 
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Declared Unaccounted Resolutions 
 
  The PC should use Sunflower Enterprise Forms to record Declared Unaccounted 
Resolutions.  The Declared Unaccounted Resolutions are only used for assets with a 
CD-52 Final Event Reports for Lost or Stolen Assets. 
 
Declared Unaccounted Resolutions are used to remove an open item from the reporting 
cycle 

- NOAA Property Custodians will use this resolution for unsighted property with a 
pending CD 52 Final Event Request for Lost or Stolen property.  

- The Final Event Request Number must be annotated on the Annotated Inventory 
Listing. 

 
Create Declared Unaccounted Resolutions  
 
Select: Sunflower Enterprise Forms 

 
 
Click Review  
Click Create Resolutions  
Click Create Inventory Asset  
Type Declared Unaccounted 
Justification:  Lost/Stolen/Missing 
Authorized By:  Enter and select your name 
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Enter - The asset's barcode in the Barcode field of the Assets block.  
Click - The Tab key and the asset information automatically populates.  
Click - Save to create resolutions for the selected assets. Sunflower checks the Ok check 
box next to those assets for which a resolution was successfully created. If a resolution 
could not be successfully created, Sunflower indicates the reason in the Message field.  
 
 
The Property Custodian will initial bottom of each page of the Review Campaign 
Base Asset Report. 
 
 
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” 
Print 
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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 (PM) 
- 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. 
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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 
 

 
 
 


