Q: CELL PHONES ARE ENTERED INTO SUNFLOWER (SMART PHONES) ARE THEY ACCOUNTABLE? THANK YOU
A:  All smartphones, and IPhones must be entered into Sunflower.
Q: What do we do with the sim cards once we removed them from the PDA
A:  Your IT must destroy them and the electronic waste will be sent to the same recycle company as the actual asset.
Q: would i need to complete a NF 37-45 for a vessel radar monitor. Our marine superintendent has a radar he wants to get excessed.
A:  If on the Maintain Asset screen it has the User Defined Field it is required to be completed and the asset put on a NF 37-45.  If no User Defined Field then no you do not need the NF 37-45.
Q: If a form is signed with a CAC, does the user name and date still need to be filled in? 
A: Yes, the form must be complete.
Q: Did I hear you correctly - IPhones are NOT accountable property? I have several on my inventory.
A: All IPhones are accountable assets and must be entered into Sunflower.
Q: Question regarding 37-45 and 37-50 Sanitization and Disposal: For assets like a laptops or desktops, I.T. will often elect to remove hard drives and have them pulverized by a DOD Contractor in batches. The hard may not actually get shredded/pulverized until after laptop or desktop is recycled via 37-50. What are the correct selections - 37-45 = removed or destroying? Final disposition = disposed or other? Then what is the correct corresponding choice on the 37-50? 
A:  You must dispose of the hard drives with the assets.  You should get the electronic waste company back from the company who destroys the hard drives for you. On the NF 37-45 you will select Destroyed and Disposed.  In Sunflower under the User Defined Field you will select Sanitized.
Q: If we have difficulty removing barcodes when recycling assets, will pictures suffice?
A: Pictures are not required when disposing of assets.  You can use a black permanent marker or scratch through the barcode so it is unreadable.
Q: Did you say this presentation will be available for review.
A:  Yes, under Training and Education on our home page.
Q: How many continuing training hours do I need to complete each year? What date does the year start on?
A:  8 hours and the start date is October 1st.
Q: re:BOR question...I should clarify, the property no longer exists, the bar code just showed up in Sunflower again.
A:  Please check with you LOR regarding this issue.
Q: can property custodians change the description of an item n Sunflower? For example if someone put an item in as a color laser printer and it is actually black and white, can the property custodian change that?
A:  They need to change the model number and attach a picture, but if the model number is correct you will need to complete a Sunflower Catalog Management form and provide the correct information.
Q: Will the webinar training we take be logged into CLC?
A:  No you will receive a certificate of attendance.
Q: I work at a field site and would like to know if it is acceptable to PPMB to have a 37-45 signed by the on-site I.T. official or does it have to be signed at the headquarters level.
A:  Yes, your onsite IT official should sign the NF37-45.
Q: Can all items be recycled, or would this be reserved for IT type items?
A:  Yes, all items can be sent to a recycle company, but accountable assets must follow PPMB Excess & Disposal procedures.  For non accountable assets review the NOAA National Disposal Plan located on our website.
Q: With removal of the hard drive do you have to show that you destroyed it. like a picture for example
A:  A picture is not required when disposing assets.  IT signing the NF 37-45 stating it was properly destroyed is all the proof needed.
Q: Which IT Security official needs to sign the sanitation form?
A:  Local IT official.
Q: If the property is transferred to another NOAA or Federal Agency, do we still fill out the SF122? How do we transfer between the agencies?
A:  Within NOAA you will complete a Change Asset Detail.  A SF 122 is required anytime the asset is leaving NOAA.  Contact your LOR for further assistance.
Q: I just tried to make a change via "maintain asset" screen but it won't let me change the price, serial number, etc. Is that because the inventory is frozen.
A:  No, only the Property Custodian or listed property contact can make these changes.  Contact your LOR for further assistance.
Q: NF 37-50 can i use this form for non-accountable property.
A:  Yes, you can utilize the hard copy NF 37-50 for non-accountable property.
Q: what was the condition code we need to select for recycling an asset?
A:  For recycle select “Scrap”.
Q: Please reconfirm...in the User Defined Field what is the most appropriate selection (from the drop down menu) for Printers, Monitors, scanners?
A:  Not Sanitized
Q: I'm not clear to who to contact to "clear" hard drives and I phones. My local IT support?
A: Yes, you’re local IT support.
Q: when disposing of a pc and you remove the hard drive to destroy, do you need to have 2 separate 37-50's. one for the accountable property (pc) and one for non accountable property (hard drive)?
A:  No, the hard drive is part of the computer which makes it part of the accountable asset.  One NF 37-50 will account for everything.
Q: Can the IT official hand sign or does it have to be digitally signed
A:  Either is acceptable.
Q: How do you recycle an item when there is nowhere to recycle an item?
A:  Please discuss with your LOR for different options available
Q: Regarding disposition of computer hard drives: IT is having me remove and destroy hard drives from non-working computers. I pack them in sealed bags which are delivered to the recycler with the computer carcass. Question is whether the barcode sticker must remain with the drive until recycled or once signed off by IT can it be put into my files?
A:  The barcode is located on the actual CPU case.  It should stay with the case until the asset is ready to go to the recycler.  Once you recycle the assets the barcodes can be placed in your files.

Q: To correct a serial number, do we need to attach a picture?
A: Yes
Q: Do we have to destroy monitors?
A:  No, but they must be on the NF 37-45.
Q: On the NF 37-45, what if you degaussed? What would you choose?
A:  The sanitization method will be purged. 
Q: Please clarify how the person from the recycling facility's name goes on the form. Is it not just printed next to the signature, since we won't know the name of the person until we actually dispose of the items?
A: That is correct they should sign, print and date the form.
Q: I have an employee in the field that has assets for recycling. As the Custodian, I am able to prepare the 37-45 and 37-50 to assist him in this process. He as a federal employee would be responsible for the releasing of these assets to the recycling company, correct?
A:  Yes, he can sign the NF 37-50 as releasing the property.
Q: If an asset is located, but is found to have a duplicate barcode or serial number in Sunflower, what procedure must be followed to dispose of the asset?
A:  Sunflower will not allow for duplicate barcodes in the system.  If you need to replace a barcode in Sunflower contact your LOR.  Serial numbers cannot be duplicated under the same manufacture and model number.  You must make all the corrections in Sunflower before you can request a retirement.
Q: Our PAO sent recent guidance that this year the Sanitization form will be required for ALL property disposals, not just hard drives - is this true?
A:  The NF 37-45 is required for all assets listed at the top of the form.
Q: What process do you use to dispose of small boats and outboard motors as reimbursable items?
A:  You must contact your LOR for the checklist and to assist with the GSA process.
Q: What is the policy and procedure for receiving property from another agency such as a DoD agency? Are we allowed to obtain another agency's usable excess property such as laptops if they are offered to us? Is there a agreement with the DoD to do so?
A:  Refer to NOAA National Disposal Plan 7 Acquiring Personal Property page 3. There is no agreement required between DOD, the releasing agency must complete the SF 122 and the Property Custodian must sign SF 122 in block 9. 
Q: Is there any plan to implement Electronic Signatures?
A:  IT can digital sign the NF 37-45, but we can’t do this for the NF 37-50 because the date of the releasing and receiving official must match.
Q: What if we cannot dispose of hard drives due to litigation but have removed them from excess computers and laptops?
[bookmark: _GoBack]A:  On the NF 37-50 under justification and circumstance you must state “the hard drives are secured for litigation”.  On the NF 37-45 sanitization method select Removed and disposition must be “Other”.
Q: The form 37-45 often changes font size, can PPMB correct this?
A:  We are currently working on this issue.
Q: A request to dispose a scanner was denied because the hard disk status was blank. We had to go back and changed it to sanitized even though the scanner did not have a hard drive. Does this make sense? 
A:  In the User Defined Field under Maintain Asset you should have selected Not Sanitized.  On the NF 37-45 you should select Removed.
Q: I noticed Michelle is accessing Sunflower remotely from her laptop. I wonder what I need to do to access Sunflower from a non-NOAA LAN. I'm at a CWSU using the FAA LAN.
A:  You can only access by NOAA VPN, but recommend you speak with your IT official to see if this is possible.
Q: what about finding equipment with bar codes but is not in sunflower when i look them up?
A:  Complete a Found Certificate and add the asset to Sunflower.
Q: If an item shows retired, but item is still on site what actions must I take?
A:  You must contact your LOR so that they can reactivate the asset.  Provide a picture of the barcode and serial number. 
Q: Why do we need to remove the bar codes?
A: NOAA National Disposal Plan 8.3 Eliminating Sensitive and Classified Information and Preparing Property for Disposal states “That all sensitive information is removed prior to chosen disposal method.”
Q: Is there a step by step guide for this process available for download?
A:  The slides will be located on our website for download and printing.
Q: Is PPMB Tip 15-03 still valid for RECYCLED monitors? Tip 15-03 there is a change to the requirement for recycled monitors. Since monitors do not have hard drive, there is no reason to include the monitors being recycled on the NF 37-45. Monitors recycled as scrap are not required to be recorded on the NF 37-45. Is this also true for other RECYCLED items that “do not have hard drive”? (For example: Mechanical Equipment) 
A:  The Tip has been superseded by the NOAA National Disposal Plan Policy Page 64. 
Q: How do I find out how many continuing training hours I have done this year?
A:  Each person is responsible for tracking their own hours.  You can check with your Property Manager.
Q: What if you enter the barcode, and it auto populates an Org Code that's not yours.
A:  You must contact your Property Manager to correct this.
Q: NF 37-45 can I attach the form after taking the asset to the recycler?
A:  No, because if there is an error on the NF 37-45 and you have to correct it then the date on the form would be different then your recycle date.
Q: Building Security does cross off the barcodes as the equipment is going out of the building here. If we can't get them to stop that what are we supposed to do?
A:  1. Make a copy of the NF 37-50 so they can mark off on the copy and you have a clean form for signatures.  2. Request that they mark only in the margins per PPMB.
Q: What is VAM Exempt in the vehicle UDF?
A:  Vehicle Allocation Methodology Exempt which is specialized vehicles are exempt from VAM i.e. ambulances
Q: If retired assets are located during inventory, how would we get them disposed of?
A:  Contact your LOR to reactive the barcode.  Provide a picture of the barcode and serial number.  Once the asset has been reactivated you can request a retirement of an asset.
Q: Are there special procedures for disposing of an All Terrain Vehicle (4-wheeler)
A:  No, you will contact your LOR for a vehicle checklist and GSA procedures.
Q: Does the Form 122 need to be signed in boxes 5 and 7 to receive asset from USCG P?
A:  No, that is NOAAs procedure that was approved by GSA. The Property Custodian must sign in Block 9.

