Instructions for Texas Department of Criminal Justice Divisions and Departments

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. The Data Processing Equipment Shipping Information, MAL-113, must be filled out correctly and completely and signed by the individual authorizing the transfer.

2. If any of the equipment being shipped is un-numbered property, the Data Processing Equipment Bill of Lading, MAL-114, must be completed. If the equipment is listed 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”.
3. If any of the equipment being shipped is numbered property, such as fixed assets, the Deletion Disposal and Justification Form (Step 1) must be completed with an approval signature from the TDCJ Accounting Office. For questions concerning fixed asset deletions, contact the TDCJ Property Accounting Office at 936-437-6208, 936-437-6226, 936-437-6329, or 936-437-6332. 

ALL applicable fields on the Deletion and Disposal Form (Step 2) shall be completed, including the Unit, Dept, Div, and Index numbers at the top of the form. The following three individuals must sign the form:  property custodian, property officer, and property accountability officer.
The computer recovery facility staff will complete the “Disposed of by” and the “Witnessed by” lines upon receipt and disposal of equipment.
The Deletion Disposal and Justification Form (Step 1) and Deletion and Disposal Form (Step 2) can be found on the Intranet at the below link:

https://itd.tdcj.texas.gov/TDCJ_Intranet/dept_divs/bus_fin/bus_fin_acct_bus_srv_property.html
Note:  When the shipment has been received and processed by the computer recovery facility, a copy of the Deletion and Disposal Form (Step 2) will be faxed to you and the Property Accounting Office.

4. Once complete, fax or email all applicable forms to the computer recovery facility:

· Wynne Computer Recovery in Huntsville, Texas – fax: 936-291-5278
· Email to computer.recovery@tdcj.texas.gov
5. Methods available to TDCJ for shipping equipment to a computer recovery facility:
· Shipped via a TDCJ Prison Store truck, or 

· Delivered directly to a computer recovery facility.

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 Data Processing Equipment Shipping Information, MAL-113, must be placed on each pallet.
· Palletized items should not exceed 8 feet in height.

7. When shipping via a TDCJ Prison Store truck, fax a copy of the TDCJ Shipping Document, BU-175 (with the Order Entry number) to the computer recovery facility when the equipment leaves the TDCJ facility.
8. Contact the computer recovery facility for approval, prior to shipping equipment. Computer recovery staff must receive the completed Data Processing Equipment Shipping Information, MAL-113, Data Processing Equipment Bill of Lading, MAL-114, Deletion Disposal and Justification Form (Step 1), and the Deletion and Disposal Form (Step 2) documentation before shipments are made.
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:
	
	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 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 your 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 

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     

	   
	   
	     


For TDCJ Use Only





Tracking #:___________





O.E. #:_______________





Send to:______________





Date:  ____/____/_____





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





MAL-113 (03/21)





MAL-114 (03/21)








MAL-113T (09/17)
MAL-113T (03/21)
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