Instructions for Shipping Surplus or Salvage Data Processing Equipment to the TDCJ
PERSONAL PROPERTY DONATION
This packet contains the following forms:
· M&L-113, Computer Recovery, Data Processing Equipment Transfer Information
· Personal Property Donation (with attached Continuation Page)

1. The Texas Board of Criminal Justice must approve all donations.  When approval is obtained, the signed M&L-113 will be faxed to the donor.  Once approved, the tracking number (located in the top right corner of the form) is needed for any inquiries about the donation.
2. The donor is responsible for ensuring that all information stored on data processing equipment is removed prior to donation.
3. The M&L-113 form must be filled out correctly and completely, and signed by the individual authorizing the donation.
4. All equipment must be listed on the Personal Property Donation form.  If your equipment list is in a spreadsheet format, the list may be attached to the Personal Property Donation form, as long as the Description column of the form references “see attached list”.
5. Items received that are not listed on the Personal Property Donation form may be returned at the donor’s expense.
6. Once complete, fax all applicable forms to the facility closest to your location:

· Daniel Unit Computer Recovery Facility, Snyder, Texas – fax: 325-574-6701
· Wynne Unit Computer Recovery Facility, Huntsville, Texas – fax: 936-291-5278

7. There are two methods available for shipping equipment to the computer recovery facility. Equipment may be either:

· Scheduled for pick-up through the TDCJ Freight Transportation Division.
· Delivered directly to the computer recovery facility. Prior approval must be obtained and a date scheduled for delivery.

8. When preparing equipment for shipment to the computer recovery facility:
· Loose items must be secured (e.g., shrink-wrapped, boxed). The TDCJ Freight Transportation truck driver will not pick up loose items.
· Equipment must be palletized and shrink-wrapped prior to pickup. Please contact us should this be a problem as we may be able to offer alternatives.
· A copy of the completed M&L-113 form must be placed on each pallet.
· Palletized items should not exceed 8 feet in height.

TDCJ MANUFACTURING & LOGISTICS
Computer Recovery

Data Processing Equipment Shipping Information
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This form will be used as a cover sheet for shipping surplus or salvage data processing equipment to the Texas Department of Criminal Justice (TDCJ) according to Texas Government Code, Chapter 2175.
An itemized list of equipment to be shipped must be attached to this form. See instruction sheet for additional information and format to be used when itemizing equipment to be shipped.

	Shipping Agency
	

	Physical Address
	
	Zip Code
	

	Pick-Up Address
	

	

	Contact Person
	
	Title
	     

	Phone Number
	
	Alternate Number
	

	Fax Number
	

	

	Person Authorizing

Shipment
	
	Title
	     

	Print Name
	

	Signature
	
	Date
	


	Business Hours
	     
	
	Lunch Hours
	     

	

	
	 YES   NO

	Number of Pallets
	
	
	Loading Dock Available
	    FORMCHECKBOX 
       FORMCHECKBOX 


	
	
	Forklift Available
	    FORMCHECKBOX 
       FORMCHECKBOX 


	
	
	Pallet Jack Available
	    FORMCHECKBOX 
       FORMCHECKBOX 


	Directions to the

Pick-Up Address
	

	

	Freight Transportation – PLEASE CALL AGENCY AT LEAST ONE DAY IN ADVANCE OF PICK-UP.



FOR USE BY TDCJ ONLY

TDCJ Manufacturing & Logistics has reviewed your list of data processing equipment to be shipped.

	
	
	

	Authorized Computer Recovery Representative
	
	Date


M&L-113 (9/11)

PROPERTY DONATIONS

The Texas Department of Criminal Justice frequently receives various types of items as property donations.  These items must be identified, accounted for, maintained, and disposed of in accordance with the State Property Accounting (SPA) regulations.  No property is to be accepted as a donation until it has been coordinated with the Agency Property Manager, and approved by the TEXAS BOARD OF CRIMINAL JUSTICE.

Any person, group, or organization donating property to TDCJ must obtain a Personal Property Donation form from the Property Officer of the subdivision of TDCJ receiving the donation. The Property Officer can either fill out the form for the donor to sign, or give the blank form to the donor to fill out and sign.  The signed form is returned to the Property Officer at the receiving location for further processing.  If the Property Officer chooses to complete the form, they should follow these steps:

STEP 1.
Fill in the unit name, contact name, and telephone/ext. of the receiving location.

STEP 2.
Fill in the county of the receiving location.

STEP 3.
Fill in the name, county, and state of residence of the donor.

STEP 4.
Fill in the description, make, model, serial number, original acquisition date, and the original price or fair market value, of the item(s) being donated.  This area must be fully completed with all requested information.


There are spaces for five items on the form.  If there are more than five items being donated, use the provided Continuation Page. List the items in the same format as the original and number the items 6, 7, etc.


*If an Excel spreadsheet or other list has been used, the donor may type or write on the form “see attached list” and include the list.  This format is acceptable, providing the monetary values and all required signatures are noted.

STEP 5.
Fill in the date of the TESTIMONY; the donor should sign their name above “GRANTOR.”

STEP 6.
The Unit Warden or Division Head will attach a short IOC to the Personal Property Donation form stating their willingness to accept the donation and indicating the intended use of the item(s).

STEP 7.
Attach any Certificates, Titles, Bills of Sale, etc.

STEP 8.
Forward the Personal Property Donation package to the Fixed Assets Section of Financial Operations.  For additional information, contact the Fixed Assets Section.

When the TEXAS BOARD OF CRIMINAL JUSTICE has approved the donation and the property has been placed on the property records, notification will be sent of all property numbers assigned.

	     
	TEXAS DEPARTMENT OF CRIMINAL JUSTICE

PERSONAL PROPERTY DONATION


The State of Texas
§







Unit Name:      



§ 







Contact Name:      
County of       
§







Telephone/Ext.:      
Know All Men by These Presents:

That I,      of       County, State of      , in consideration
                    (Printed name)
of my desire to contribute to the economic well-being of taxpayers of the State of Texas, do hereby give, grant, confirm, and convey unto the Texas Department of Criminal Justice (TDCJ), an agency of the State of Texas, all and singular the following described property (and any other article[s] listed on the attached sheet[s]):

	Description of

Items Donated
	Qty
	Manufacturer Model

& Serial Numbers
	Original 

Acquisition Date
	Fair Market
Value Unit Cost
	Fair Market Value Total Cost

	Example: Folding Chairs
	15
	N/A
	2000
	$5.00
	$75.00

	1.     
	     
	     
	     
	
	     

	2.     
	     
	     
	     
	
	     

	3.     
	     
	     
	     
	
	     

	4.     
	     
	     
	     
	
	     


To have and to hold the above-described property to the TDCJ of the State of Texas, its successors and assigns forever.  

I acknowledge that I am responsible for determining the fair market value of the item being donated and that TDCJ, the Texas Board of Criminal Justice, and the State of Texas have no duty to verify such fair market value.

I understand that donated items valued at $500 or more are subject to approval by the Texas Board of Criminal Justice, all other donations are subject to approval by the Director of Accounting and Business Services.
I also understand that some donations are accepted on a conditional basis until which time they are deemed and certified as worthy for the purpose for which they are being donated.  If my donation does not prove worthy for its intended use, I understand that it will be returned to me.  

In testimony whereby, witness my hand this ________ day of _____________________, 20_____.

Grantor's signature:__________________________________________________

Authorized Representative of: _________________________________________ (if applicable)



Print Business/City/County/Entity Name

Warden/Division Head:  All forms are due within 15 days of signature including any additional departmental approval from below:
· Computer Equipment-send to IT (John Day, Program Administrator II) Separate IT Approval Form

· Any Building/Building Equipment (ie. 13,000 BTU AC Unit, Generator, Heat Pump) – send to Facilities (Frank Inmon, Director) Separate IOC Approval

· Vehicles, Highway Equipment and Trailers-send to Fleet Management Department (Craig Wilson, Manager) Separate Vehicle Assessment Form

· Animals-send to Agribusiness, Land & Minerals (Matt Demny, Directory) Separate IOC Approval

Statement by Warden or Division Head: 

This is to acknowledge willingness to accept the above-mentioned donation when approved by the Texas Board of Criminal Justice and/or director of accounting and business services for the intended use of benefiting the Computer Recovery Program. 

                                                                                   ______________________________________________________

                                                                                     Warden or Division Head's signature                                Date

All donation requests must be sent to Property Accounting-Accounting & Business Services, 861-B IH 45, Rm 224, Huntsville, Texas 77320.
(If approved by the Board and/or Director of Accounting and Business Services, this form will be returned to you with confirmation of that approval or you will be notified if the donation is disapproved.)










Rev. 12/10
	     
	TEXAS DEPARTMENT OF CRIMINAL JUSTICE

PERSONAL PROPERTY DONATION
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TDCJ DANIEL UNIT


Computer Recovery Facility


938 South FM 1673


Snyder, Texas 79549


Phone: 325-573-1114, ext 4152


Fax: 325-574-6701


Email: computer.recovery@tdcj.state.tx.us


Hours of Operation:


6:15 a.m. - 2:45 p.m. Monday - Friday





TDCJ WYNNE UNIT


Computer Recovery Facility


810 FM 2821 West


Huntsville, TX 77349


Phone: 936-291-5162


Fax:  936-291-5278


Email: computer.recovery@tdcj.state.tx.us


Hours of Operation:


4:30 a.m. - 12:30 p.m. Monday - Friday





For Office Use Only





Tracking #:___________





O.E. #:_______________





Send to:______________





Date:  ____/____/_____
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