Instructions for STATE AGENCIES and POLITICAL SUBDIVISIONS
to Ship Surplus or Salvage Data Processing Equipment to a Computer Recovery Facility
This packet contains the following forms:

· Data Processing Equipment Shipping Information, MAL-113
· Data Processing Equipment Bill of Lading, MAL-114
1. All data processing equipment must be deleted from your property accounting system prior to shipment to a computer recovery facility.

2. The MAL-113 form must be filled out correctly and completely and signed by the individual authorizing the transfer.

3. All equipment must be listed on the MAL-114 form. Property numbers and serial numbers are not required. Columns for these numbers to be listed are provided for you should you need them listed for capital or fixed asset control. If your list of equipment is in a spreadsheet format, the list may be attached to the MAL-114, as long as the Description column of the form references “see attached list”.

4. Once complete, send all applicable forms to the Wynne Unit Computer Recovery Facility, Huntsville, Texas
 email:
· computer.recovery@tdcj.texas.gov

5. There are two methods available for transferring equipment to a computer recovery facility:

· Equipment may be scheduled for pickup by the Texas Department of Criminal Justice (TDCJ), Manufacturing, Agribusiness and Logistics Division. Using this method, a completed copy of the “PICKUP VERIFICATION FORM” must be faxed to the computer recovery facility when the shipment has been made.
· Equipment can be delivered by the donor directly to the computer recovery facility. Prior approval must be obtained, and a date scheduled for delivery.

6. When preparing equipment for shipment to a computer recovery facility:

· Loose items must be secured, such as shrink-wrapped or boxed. 
· Equipment must be palletized and shrink-wrapped prior to pickup. Please contact the computer recovery facility should this be a problem, as alternatives may be available.

· A copy of the completed MAL-113 form must be placed on each pallet.

· Palletized items should not exceed 8 feet in height.
The transferring entity is responsible for ensuring all information stored on data processing equipment is removed prior to being shipped to a computer recovery facility.
Texas Department of Criminal Justice – Manufacturing, Agribusiness and Logistics Division
COMPUTER RECOVERY PROGRAM
Data Processing Equipment Shipping Information

This form is to 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. Cell phones will not be accepted and shall not be sent to a computer recovery facility. 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:
	

	Email Address:
	

	Person Authorizing Shipment:
(Print Name)
	
	Title:
	     

	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 and Special Instructions:
	

	

	NOTE to Freight Transportation:

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




FOR USE BY TDCJ ONLY

TDCJ Manufacturing, Agribusiness and Logistics Division has reviewed the list of data processing equipment to be shipped.

	
	
	

	Authorized Computer Recovery Representative
	
	Date


Texas Department of Criminal Justice – Manufacturing, Agribusiness and Logistics Division
COMPUTER RECOVERY PROGRAM
Data Processing Equipment Bill of Lading

	Agency Name:
	     


Only data processing equipment specified in Texas Government Code § 2054.003(3)(A) will be picked up. Cell phones will not be accepted at a computer recovery facility. To obtain a complete definition of “data processing equipment,” please visit web address, http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2054.htm.

I CERTIFY THAT ALL LISTED ITEMS HAVE BEEN REVIEWED AND REMOVED FROM THE APPROPRIATE PROPERTY ACCOUNTING SYSTEM.








Transferring Entity Representative Printed Name and Signature

	Item or Pallet #
	Quantity
	Description 

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     



TDCJ WYNNE UNIT


Computer Recovery Facility


810 FM 2821 West


Huntsville, TX 77349


Phone: 936-291- 5115


Email: � HYPERLINK "mailto:computer.recovery@tdcj" �computer.recovery@tdcj�.texas.gov


Hours of Operation:


4: 00 a.m. - 12: 00 p.m. Monday - Friday





For TDCJ Use Only





Tracking #:___________





O.E. #:_______________





Send to:______________





Date:  ____/____/_____





MAL-114(4/26)








MAL-113A (09/17)
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                MAL-113 (04/26)
MAL-113A
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