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Bureau of Alcohol, Tobacco, Firearms and Explosives
Office of Management
Acquisition & Property Management Division

A.

Sunflower System (SS) 1s the Bureau’s automated property management system,; this
system superseded Property Plus (PPLUS) 1n 2004. Sunflower has 5 basic business
functions: Acquisitions of assets — The process of bringing assets into the system when
they are purchased; Transfer of assets — The movement of an asset from one location or
responsibility to another; Maintenance of assets — Upkeep and service of ATF property;
Inventory of assets — Physical inventory of assets; Disposal of assets — Final disposition
of assets at the end of their useful life. SS also maintains motor vehicle utilization data
and records proceeds generated from the excess vehicles.

Master File. These records contain ATF employees/users names, location of property by
financial project code (FPC), firearms, vehicles, etc. The data 1n this system 1s dated
from 1972 — present.

DISPOSITION. TEMPORARY. DELETE WHEN 10 YEARS OLD OR WHEN NO
LONGER NEEDED FOR AGENCY USE, WHICHEVER IS LATER.

Input Records (Paper Records). Information inputted into the system comes from the
following forms: ATF F 1851.1, Property Transfer Record, ATF F 1851.7 Receiving
Report, ATF F 1851.4 Property Issue Receipt, and ATF F 1854.1 Declaration of Excess
Property, GSA form A1850.10 Report of Survey, ATF F 3400.30 Report of Destruction
and SF 120 Transfer Order Excess Personal Property. (See GRS 4b, GRS Items 1 and 2)

DISPOSITION. TEMPORARY. DESTROY 3 YEARS AFTER DIGITAL IMAGE
HAS BEEN CREATED AND VERIFIED.

Qutput Records. Inventory reports with property data such as: location, cost, make,
model, serial number, the reports are statistical and narrative.

DISPOSITION. TEMPORARY. DESTROY WHEN NO LONGER NEEDED FOR
ADMINISTRATIVE PURPOSES.

System Documentation . User’s manuals are on the Polytron Version Control System
(PCVS), in Information Services Division (ISD), hardcopies and CD’s are in Acquisition
& Property Management Division (APMD).

DISPOSITION. DESTROY/DELETE WHEN SUPERCEDED OR OBSOLETE OR 6
MONTHS AFTER TRANSFER TO SUCCESSOR SYSTEM AND VERIFICATION.

Electronic Mail and Word Processing System Copies . Records created and received on
electronic mail and word processing systems, and used to generate a record keeping
copy. Also, includes electronic records maintained for updating, revision or
dissemination

a. Records that have no further admnistrative value after the record keeping copyare
made. Includes copies maintained by individuals 1n personal electronic mail
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directories on hard disk or network drives and copies on shared network drives that
are used only to produce the record keeping copy.

DISPOSITION. TEMPORARY. DESTROY/DELETE AFTER RECORDKEEPING
COPY IS GENERATED AND PLACED IN A RECORDKEEPING SYSTEM.

b. Records used for dissemination, revision, or updating.

DISPOSITION. TEMPORARY. DESTROY/DELETE WHEN DISSEMINATION,
REVISION, OR UPDATING IS COMPLETE.

Property Plus Tracking System

Master File. These records contain ATF employees/users names, location of property by
financial project code (FPC), firearms, vehicles, etc. The data mn this system 1s dated
from 1972 - 2004.

DISPOSITION. TEMPORARY. DELETE 6 MONTHS AFTER TRANSFER INTO
SUCCESSOR SYSTEM AND VERIFICATION OR WHEN NO LONGER NEEDED
FOR AGENCY USE, WHICHEVER IS LATER.

Input Records. Information mputted into the system comes from the following forms:
ATF F 1851.1, Property Transfer Record, ATF F 1851.7 Receiving Report, ATF F
1851.4 Property Issue Receipt, and ATF F 1854.1 Declaration of Excess Property, GSA
form a1850.10 Report of Survey, ATF F 3400.30 Report of Destruction and SF 120
Transfer Order Excess Personal Property. (See GRS 4b, GRS Items 1 and 2)

DISPOSITION. TEMPORARY. DESTROY 3 YEARS AFTER DIGITAL IMAGE
HAS BEEN CREATED AND VERIFIED.

Output Records. Inventory reports with property data such as: location, cost, make,
model, serial number, the reports are statistical and narrative.

DISPOSITION. TEMPORARY. DESTROY WHEN NO LONGER NEEDED FOR
ADMINISTRATIVE PURPOSES.

System Documentation . User’s manuals are on the Polytron Version Control System
(PCVS), kept 1n Information Services Division (ISD), hardcopies are kept in Acquisition
& Property Management Division (APMD).

DISPOSITION. DESTROY WHEN NO LONGER NEEDED FOR AGENCY USE.

Electronic Mail and Word Processing System Copies . Records created and received on
electronic mail and word processing systems, and used to generate a record keeping
copy. Also, includes electronic records maintained for updating, revision or
dissemination.

a. Records that have no further administrative value after the record keeping copy are
made. Includes copies maintained by individuals in personal electronic mail
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directonies on hard disk or network dnives and copies on shared network dnives that
are used only to produce the record keeping copy.

@ DISPOSITION. TEMPORARY. DESTROY/DELETE AFTER RECORDKEEPING
COPY IS GENERATED AND PLACED IN A RECORDKEEPING SYSTEM.

b. Records used for dissemination, reviston, or updating.

@ DISPOSITION. TEMPORARY. DESTROY/DELETE WHEN DISSEMINATION,
REVISION, OR UPDATING IS COMPLETE.



