
Comment gérer la fin de votre contrat de location ? 
Département fin de contrats à contacter : FRANCE@hu.ibm.com 

 
 
 
Á la fin de votre contrat de location vous pourrez choisir l’une des options de fin de location : 
 
 Acquérir le matériel* 
 Renouveler le contrat pour une année supplémentaire (ou une autre période) 
 Prolonger la location de mois en mois (prorogation) 
 Retourner l’équipement à IBM France Financement (« IFF »)  

 
Vous devez nous notifier de votre décision au moins un mois avant la date de fin de location. 
Pour nous informer de votre décision, veuillez écrire à FRANCE@hu.ibm.com. 
 
 

 
 
Si une référence de Bon de Commande (BDC) doit être indiquée sur les factures de fin de location, 
merci de bien vouloir nous le notifier dans votre courriel incluant votre décision de fin de location, ou 
bien de le mentionner dans le champs approprié figurant dans l’annexe de fin de location. 
 
 

OPTIONS DE FIN DE LOCATION 
 
 Rachat* 
Vous pouvez choisir d'acheter la/les machine(s) à la fin de location. 
Cette option peut être offerte dans l’annexe de fin de location qui vous est envoyée 90 jours avant la 
fin de location. 

*Conformément aux termes et conditions de votre contrat de location. 
 
 Renouvellement 
L’option de renouveler la location pour 12 mois est présentée dans l’annexe de fin de location. 
Il est possible de choisir d’autres durées selon votre demande (par exemple, 24 ou 36 mois).  
 
 Prorogation 
Vous devez fournir une décision de fin de location au moins 30 jours avant la date de fin de location. 
Si nous ne recevons pas votre décision écrite de fin de location, la location de cet équipement sera 
automatiquement prolongée de mois en mois selon les termes et conditions de votre contrat de 
location. 
 
 Restitution du matériel à la date de fin de location 
Vous pouvez choisir de restituer votre équipement à la fin de la location. 
Veuillez suivre la procédure de retour d'équipement qui vous sera envoyée dès lors que nous recevons 
votre demande de retour. 

mailto:FRANCE@hu.ibm.com


 
 
CALENDRIER DE FIN DE LOCATION : 
 

 
 90 jours                                         30 jours                                        Fin de location 
 
 
Nous devons recevoir votre décision au moins 1 mois avant l’échéance de la location.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Client informe IFF de sa 
décision 

L’annexe de fin de location 
est envoyée au client 

Procédure de retour de fin de location 
(en cas de décision de retour) 



VOUS SOUHAITEZ NOUS RETOURNER L’EQUIPEMENT ? 
 
 
Vous pouvez faire appel au transporteur de votre choix et devez prendre toutes les dispositions 
nécessaires pour désinstaller, emballer et expédier le matériel. Vous en demeurez responsable jusqu’à 
réception à notre plateforme de retour et vous devez assurer qu’il est emballé de façon à éviter les 
dommages. Si le matériel est retourné endommagé, des frais vous seront facturés conformément aux 
conditions générales de nos contrats. 
 
Vous devez nous renvoyer le matériel listé dans la lettre de retour que nous vous fournirons avant la date 
de fin de location.  
 
Conformément aux conditions générales de nos contrats, il est de votre responsabilité d’effacer toutes les 
données avant le retour du matériel. 
 
 

 Guide de retour du matériel 
 

Nous vous conseillons de consulter notre « Guide d’emballage pour le matériel en fin de location » pour 
savoir comment emballer et manipuler le matériel afin que le transport se déroule dans les meilleures 
conditions. 
 
Nous vous fournirons une lettre de retour avec l’adresse de restitution du matériel ainsi que la liste des 
références attendues. 
 
 

 Désinstallation / déconnexion 
 

Si vous souhaitez qu'IBM désinstalle ou déconnecte les machines, contactez votre commercial IBM ou 
notre équipe de techniciens au numéro de téléphone suivant : +33 810 631 213 (Support Technique IBM, 
numéro payant) du lundi au vendredi de 9h à 17h00. 
 
 

 Maintenance, programme et périphériques 
 

Si des accords de maintenance sont en cours sur l'un des Equipements que vous restituez, pensez à 
demander à votre fournisseur de services d'arrêter la maintenance, ou vous continuerez à être facturé et 
serez responsable de tous les montants dus. 
 
Si IBM est votre fournisseur de maintenance, vous pouvez appeler le +33 810 631 213 (numéro payant) 
ou envoyer un courriel à votre Commercial IBM. 
 
Ces mêmes contacts doivent être utilisés si vous disposez de programmes ou de périphériques associés à 
l'Equipement restitué qui doivent être transférés à un autre élément d'Equipement enregistré d'IBM. 
 
 
 
 
 



 Transports  
 
Vous êtes responsable de l’Equipement jusqu’à son arrivée à l’Adresse de Restitution. 
 
Le retour étant à votre charge, vous pouvez faire appel à notre transporteur Expeditors ou au transporteur 
de votre choix. 
 
Pour Expeditors, vous pouvez contacter pour le transport de PC et non-PC l'adresse électronique IBM-
france-transportation@expeditors.com  (+33 1 49 19 20 68). 

 
Une personne de contact chez Expeditors vous fournira, sur demande, un devis pour l'emballage et/ou la 
collecte de l'Equipement. 
 
Si vous souhaitez faire appel à votre propre transporteur, assurez-vous que ce soit un professionnel du 
transport de matériel informatique et qu'il peut vous apporter toutes les garanties pour nous faire parvenir 
le matériel en toute sécurité. 
 
Dans tous les cas, Expeditors pourra vous renseigner si vous ou votre transporteur avez besoin de conseils 
relatifs à l'emballage de l'Equipement ou aux exigences d'étiquetage et de transport des batteries. 
 
 

 Adresse de Restitution 
 
Vous êtes responsable de la restitution de tous les Equipements à l'Adresse de Restitution suivante : 
EXPEDITORS 
C/O IBM France 
ZA de la porte des champs 
95470 Survilliers 
FRANCE 
 
Adresse électronique : IBM-france-transportation@expeditors.com  
Numéro de téléphone : +33 1 49 19 20 68 
 
Si vous choisissez d'utiliser votre propre transporteur, veuillez confirmer à notre contact chez Expeditors 
(IBM-france-transportation@expeditors.com, +33 1 49 19 20 68) le nom de votre transporteur et la 
date et l'heure approximatives de restitution de l'Equipement au site EXPEDITORS au moins 24 heures 
avant la livraison. 
 
Remarque : il est essentiel pour vous que le transporteur que vous avez choisi répondre aux exigences 
relatives à l'étiquetage et au transport des batteries. 
 
 
 

mailto:IBM-france-transportation@expeditors.com
mailto:IBM-france-transportation@expeditors.com
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1. Introduction 


1.1 Abstract 


This document describes minimum requirements for transport packaging of used end-of-
lease Information Technology (IT) equipment that is returned from customer locations to 
IBM. 


1.2 Purpose 


Any computing equipment, that has been discontinued from operation and which is to be 
returned represents a value to IBM and therefore needs adequate treatment. It should be 
assumed that all equipment has a value and will be refurbished and reutilized. All goods 
should be treated in such a way to ensure that no damage is caused through handling and 
transportation. 


To ensure that the residual value of these assets is preserved, proper transport packaging 
and adequate handling should be applied for their return. 


The purpose of this document is to provide basic guidance on how to pack and handle 
returning machines in order to achieve these goals. 


1.3 Scope 


This document applies to any used end-of-lease IT equipment returning from leasing 
customers to the designated IBM in country location. Packing and labeling as described 
in this document apply to surface transportation (by truck) only.  
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2. Requirements 


2.1 General 


2.1.1 What to return 


When returning machines, return all the items delivered with the equipment at the 
time of installation. Handbooks, Licenses and CDs should be returned in the same 
box as the machine, if available. 


PCs are the most common hardware to suffer from missing items and examples of 
what should be returned to IBM are listed in Appendix A 


2.1.2 Incorrect returns 


To avoid incorrect returns, ensure that expected assets are the ones actually 
returned. Any mismatch situations should be discussed at the earliest opportunity 
with your local Returns Specialist. 


Attention: PC items and NON-PC items marked on the Returns Confirmation Letter 
should be packed separately and the packages should be labeled with the relevant 
reference number (RNN number for PCs and RA number for NON-PCs) 


2.1.3 Insurance 


The responsibility for customer equipment remains with the customer until the 
equipment is received into IBM’s warehouse. 


2.2 Minimum Packaging Requirements 


In many cases, the original packaging may not be available. In these instances, generic, 
standard materials may be used to protect the product. Depending on the product size 
and weight, packaging should be applied according to following rules. 







 
 


6 
 


 


Global Logistics Specification Returns Packaging 


2.2.1 Small Machines – Single Units 


Note that the following does not apply to mobile devices (tablets, smart phones). 
See section 2.2.5 for this type of products. 


Products up to 18 kg are considered as small machines and should be packed as 
follows: 


 pack small squares of thin cardboard/thick paper between keyboard and lid 
 ensure that all batteries are installed in equipment – do not ship any loose 


batteries separately or in the equipment package 
 wrap unit in bubble wrap and secure with tape 
 pack in strong corrugated box (alternatively put on a pallet and secure with 


band). 
 apply proper cushioning (e.g. bubble wrap or paper) with equal cushioning 


on all sides (>50mm thick).  
 monitors: CRT monitors with screen facing to one side of the box, flat panel 


monitors to be laid flat with the screen facing app. Do not stack screens in 
boxes without adequate packing between layers 


 be sure all accessories (e.g. cables, AC adapters, CDs) are included in the 
box. 


 consolidate on pallets with other boxed products as appropriate. Apply 
edge protection when banding to protect the product)  


  


Figure 1: Example of small machine single pack 
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2.2.2 Small Machines – Bulk Packs 


Note that the following does not apply to mobile devices (tablets, smart phones). 
See section 2.2.5 for this type of products. 


Small machines of the same product family (e.g. laptop or desktop computers) and 
of nearly the same size may be packed together in a bulk pack, such as multiple 
units put into a wooden or corrugated container or on a pallet without using a 
container for each unit. 


Attention: note the special instruction for laptop computers. 


Important considerations for bulk packing: 


 use a pallet of acceptable condition (no missing or broken deck boards or 
blocks, no surfacing nails) 


 palletized products should not exceed pallet dimensions. Avoid overhang, 
and limit under hang. See 2.2.6 for reference. 


 use corrugated or cardboard dividers between pallet and product and 
between layers of products 


 pack accessories (power cords, AC adapters, CDs etc.) in a separate box and 
put on top of the pallet. 


 protect the unit load against mechanical impact from outside with 
cardboard or bubble wrap 


 apply proper edge protection 
 properly secure the stack with stretch wrap and make sure it is secured to 


the pallet and tight 
 4-way band the stack to the pallet (not too tight, not too loose) 
 for laptop computers, use containers of adequate strength and design in 


relation to their capacity and intended use. Ensure that extending batteries 
are protected by adequate cushioning material.  


Note: do not put any loose batteries into the box - ensure that any lithium-
ion battery is installed in the laptop. 


 apply proper labeling per section 2.3  


Boxes may then be stacked on pallets. 
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2.2.3 Medium Size non-castered Machines 


Medium size machines are defined by weight more than 18 kg and do not have 
casters (wheels). 


Figure 4: Example of laptop computer bulk packing 


Figure 2: Example of small machine bulk pack 


Figure 3: Example of laptop computer packing 
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Pack as follows : 


 use a pallet of acceptable condition (no missing or broken deckboards or 
blocks, no surfacing nails) 


 the palletized product should not exceed pallet dimensions. Avoid overhang 
and limit under hang. See appendix A for reference. Product should be 
supported by the solid column formed by the blocks/stringers to reduce 
vibration effects. Avoid supporting product weight solely by the deckboards 
spanning the gaps between the blocks (see Appendix A, figure 1). 


 apply proper edge protection to the product (horizontal and vertical edges) 
 properly stretch wrap the product and make sure it is secured to the pallet 


and tight 
 properly secure the product to the pallet with banding (not too tight, not too 


loose) 
 machines with wheels or casters may alternatively be shipped without a 


pallet if allowed by the carrier (air ride trailers and capability to secure the 
machine inside the trailer with belts, air bags, bulkheads and the like). 
However, the product then should be properly protected on all 4 vertical 
sides by edge protectors and bubble wrap or corrugated sheets. 


 


 


 


 


 


 


 


2.2.4 Medium Size and Large Castered Machines 


Machines and frames with casters (also known as ‘machines on wheels’) should 
be packed as follows: 


Figure 5: Good and bad example of medium sized machines packaging 
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 whenever possible, use original pallet, skid or crate. Any substitute should 
be properly suited to bear the machine and its weight


 properly seal with stretch wrap or polybag to protect against dust.
 the palletized product should not exceed pallet dimensions. Avoid overhang 


and limit under hang. See appendix A.
 apply proper edge protection at all vertical and horizontal sides
 properly fasten the machine to the pallet or skid with bolts and nuts or 


banding. Product should be supported by the column formed by the 
blocks/stringers to reduce vibration effects. Avoid supporting product 
weight solely by the deck boards spanning the gaps between the blocks 
(See Appendix A, figure 1).


Attention: employ strong edge protection on horizontal sides with banding. Care 
must be taken with the strength of banding in order not to break any plastic parts 
or covers. 


  


Figure 6: Examples of large machines packaging (without use of a pallet) 


Figure 7: Examples of large machines packaging (with pallet). Note: 
all 4 leveling screws need to be lowered to get their plates as close 


as possible to the surface of the pallet. 
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Note 1: any machines that use water coolant should be fully drained before being 
transported.  


Note 2: it is preferred that DS8000 machines be put on their original skid.  


Note 3: if the force of banding would damage covers or doors, remove those and 
pack and ship separately. 


  


Figure 8: Collapsible containers and crates 


Figure 9: Large wooden crates 
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2.2.5 Mobile Devices – Tablets and Smart Phones 


Mobile devices such as smart phones and tablets must be packed as follows: 


 ensure that batteries remain installed in the device – do not ship any loose 
batteries if they are removable by users 


 wrap each device with bubble wrap and apply adhesive tape so that the 
wrap won’t open during transportation and handling. 


 do not pack more than 50 smartphones or more than 25 tablets into one 
box 


 use a box of adequate strength. 
 pack accessories (cables, power supplies) on top into the same box 
 fill void space with bubble wrap or packing paper so that the envelopes 


cannot move within the box upon handling 
 pack wrapped devices into a corrugated box and close the carton with 


adhesive tape 
 apply the necessary labeling 


Attention: remove DEP (Device Enrollment Program) or iCloud registration from 
Apple devices 


Further reference on MDM (Mobile Device Management) 


https://support.apple.com/en-gb/guide/mdm/apd593fdd1c9/web 


Removal of activation lock - MDM 


https://support.apple.com/en-gb/guide/profile-manager/pmd94bd5b2e/mac 


Removal of activation lock - iCloud 


https://support.apple.com/en-us/HT201441 


If the previous owner isn't present, contact them and ask them to follow these 
steps: 


1. Sign in to iCloud.com with their Apple ID. 


2. Go to Find My iPhone. 


3. Click All Devices at the top of the screen. 
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4. Select the device that you want to remove from iCloud. 


5. If necessary, click Erase [device]. 


6. Click Remove from Account. 


 


 


 


 


 


 


 


 


 


 


 


 


2.2.6 Utilization of pallets 


 


Figure 10: Packing of mobile devices – proper wrapping of the device 
and boxing in corrugated container 


Figure 11: Utilization of Pallets 
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Note: 


 “overhang” will likely cause damage to the product’s packaging as well as 
the product itself upon loading and unloading, and also during 
transportation (through impact and friction) and therefore is highly 
unfavorable. 


 the limitation of “under hang” to max. 5 cm targets utilization of the pallet 
and transport capacity (both affecting transportation cost) and should be 
considered as much as possible. In addition, only freight with an adequate 
utilization of the pallet can be stacked in trucks and warehouses. 


2.3 Marking and Labeling Requirements 


For each transport package or pallet, a packing list should be created and attached to the 
package in a clear envelope. The packing list should list the items by product identifier (= 
machine type and model) and the serial number of the item. 


In addition to the packing list, a shipping label should be attached that shows the 
destination (= ship to) address, the sender (= ship from) address, the dimensions and 
weight of the transport unit and the identification number (= case number / RNN number 
/ RA number) of the freight piece. 


The lists should clearly show the following information: 


Destination 
Sender 
Machine Types, Machine Models, Serial number 
Number of machines in the box 
Dimension and weight of the transport unit 
Identification number ( RNN number / RA number ) 


Carriers can create/provide transport labels. It is advisable to consult with the carrier and 
ask for their advice and support. 


Packages with equipment that contains batteries must eventually be marked as per the 
following guidelines. 
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2.3.1 Dangerous Goods Transportation Regulations for Batteries 


Any transportation of batteries and equipment containing batteries must meet all 
hazardous material / dangerous goods transportation requirements. The following 
regulations have requirements for shipping batteries in equipment by ground 
transportation. Refer to local regulations of countries not covered below: 


ADR (Europe) 


ADR (abbreviation for “Accord européen relatif au transport international des 
marchandises Dangereuses par Route”) constitutes the 'European Agreement 
Concerning the International Carriage of Dangerous Goods by Road'. 


2.3.2 Background 


Lithium batteries are dangerous goods and are generally subject to transport 
regulations and certain exemptions, depending on the mode of transport. ADR 
regulations cover road shipment in Europe, which includes loose lithium batteries, 
lithium batteries packed with equipment, and lithium batteries installed in 
equipment. Lithium batteries are used in all kinds of IT equipment which needs 
power for operation or holding memory. A few examples of applications are shown 
below in Figure 12.  


Driven by potential fire risks caused by Lithium batteries, the transport 
requirements for such batteries are strict for all modes of transportation. 


Dangerous Goods Regulations have requirements for labeling packages that 
contain loose lithium batteries, lithium batteries packed with equipment, and 
lithium batteries that are contained (installed) in equipment. 


Figure 12: Lithium - Ion & Metal - Batteries used in Printed Circuit Boards of PC's and 
Servers / Lithium - Metal - Batteries (Button Cells) used in Printed Circuit Boards of 


PC's and Servers / Lithium-Ion Battery used in Laptops 







 
 


16 
 


 


Global Logistics Specification Returns Packaging 


2.3.3 Labeling Requirements 


For any return shipment of used equipment (PC's, Servers, Laptops, etc.) 
containing Lithium batteries the following labeling requirement applies: 


Packages containing equipment that has installed lithium batteries must be marked 
with the appropriate lithium battery mark as shown in section 2.3.5. 


Attention: Do not return any loose batteries separately, or within the equipment 
package. All returned batteries must be installed in equipment. 


Section 2.3.5 shows the IBM Lithium battery marks. Note that it needs to be 
specified for the exact type of Lithium battery. It may be acceptable to put a lithium 
metal and a lithium-ion battery mark on the package if the equipment contains 
both types of cells/batteries instead of a single label identifying both types. 


Note 1: Lithium button cells installed in equipment are exempt and need not be 
considered for labeling. 


Note 2: Laptops / ThinkPads / Notebooks usually contain both lithium-metal & 
lithium-ion batteries, but the lithium metal button cells are exempt from labelling. 
Therefore, they only need a lithium-ion battery mark on the package. As advised 
above no loose batteries or loose batteries in the equipment package should be 
returned. 


Note 3: Desktop computers and small servers (e.g. X-series) usually contain 
lithium metal (button cell) batteries installed in the equipment, and are exempt 
from labeling. However, if a small server contains any lithium battery other than a 
button cell installed in the equipment, then the appropriate lithium battery mark 
would need to be applied on the package. This requirement includes a server that 
is stretch wrapped and banded to a pallet without an outer carton. 


Note 4: Equipment containing NiMH (Nickel Metal Hydride) batteries is exempt 
from labeling if it is the only type of battery in the equipment. 


Note 5: For lithium batteries used in larger systems (e.g. I, P , Z and storage 
servers) please contact IBM for technical information. 
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The IBM z15 mainframes may contain lithium-ion batteries greater than 100 Wh. 
These batteries must also be removed from the racks before the racks are 
transported. This is an exception from the requirements in this document that the 
batteries are always installed. In some countries there may be regulatory 
requirements for packaging, marking, labeling and shipping documentation for 
transporting the loose batteries that were removed from the rack. The person 
performing these activities, where regulatory requirements apply, may require 
dangerous goods training and certification. Refer to local dangerous goods 
regulations for further information. 


This document does NOT cover the requirements for shipping lithium-ion batteries 
greater than 100 Wh. 


2.3.4 Documentation Requirements 


Ground shipments of excepted dangerous goods as covered in this document do 
not require any shipping documentation. 


Lithium batteries greater than 100 Wh as identified in section 2.3.3 may require a 
dangerous goods shippers declaration depending on local regulations. 


2.3.5 Lithium Battery Marks 


Shipments of products that are required to be labeled with a Lithium Battery mark 
should use the mark as shown below. Note: the mark must have the red border as 
shown and the shippers phone number must be included. The minimum size of the 
label must be 100 x 100 mm (width x height). The different Lithium Battery marks 
are shown in the table below.  


The following table gives more details on the new Lithium Battery marks. 


Note 1: these marks can only be used for IBM shipments because the phone 
number on the labels is with a contracted service 


Note 2: This section is not applicable to large lithium-ion batteries (greater than 
100 Wh). See 2.3.3 Note 5. 
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Examples of the Labels: 


P/N DESCRIPTION APPLICATION LITHIUM MARK IMAGE 
00RP153 Lithium-ion 


battery mark 
(UN3481) 


Lithium-ion batteries 
contained in equipment 


 


 


00RP155 LITHIUM 
METAL 
BATTERY 
MARK 
(UN3091) 


LITHIUM-METAL 
BATTERIES 
CONTAINED IN 
EQUIPMENT. 
(DO NOT USE FOR 
LITHIUM METAL 
BUTTON CELLS 
INSTALLED IN 
EQUIPMENT) 


 


 


 
Note 3:  If the packages with lithium battery marks are placed inside a larger carton 
or placed on a pallet and the lithium battery marks are no longer  visible, then the 
lithium battery marks must be duplicated on the outer package and an 
“OVERPACK” mark must also be added to the outer package. The overpack text 
must be a minimum of 12 mm height.  
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2.3.6 Non-Spillable Label for Sealed Lead Acid Batteries 


For shipments in or to the United Stated, the following label or equivalent marking 
must be on the outer package or overpack  of packages containing a non-spillable 
sealed lead acid battery or equipment containing a non-spillable lead acid battery. 
The text height must be a minimum of 12 mm.   
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Appendix A – PC returns 


What to return 


EQUIPMENT TYPE ACCESSORIES TO BE RETURNED WITH THE EQUIPMENT 
 NOTEBOOKS POWER CORDS 


AC ADAPTER 
BATTERY (INSTALLED, NOT LOOSE) 
MOUSE (IF SUPPLIED WITH THE EQUIPMENT) 
EXTERNAL DRIVERS (IF SUPPLIED WITH THE EQUIPMENT) 


DESKTOP UNITS PC UNIT 
KEYBOARD 
MOUSE 
POWER CORD / CABLES 
CAMERA / MICROPHONE / SPEAKERS 
KEYS 


SERVERS POWER CORDS / CABLES 
MOUSE 
KEYBOARD 
PEDESTAL 
KEYS 


MONITORS MONITOR 
POWER CORD 
TILT / SWIVEL STAND 
SIGNAL CABLE 


TABLETS/ 
SMARTPHONES 


PHONE 
AC ADAPTER 
CHARGING CABLE 
EARPHONES 


Disk wipe 


The customer is responsible to erase all storage media of company sensitive and 
private individual data. Please ensure that all media are wiped clean and that the 
machine contains no controlled or prohibited material prior to return. The risk of 
exporting company sensitive data remains with the customer. 
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Operating system 


The operating system can be erased prior to return 


Password removal 


The customer MUST remove all security passwords, including power-on, 
administrative and hard drive passwords. Password protection on a computer 
renders the unit valueless. 


Security markings 


The customer may identify machines with security markings but these should be 
removed prior to return. 
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Appendix B – Damage 


Whilst assets may have what is considered ‘normal wear and tear’, the equipment must 
be in good working order for IBM to re-sell it to another user. Therefore, on a fixed price 
buyback agreement the customer will be charged for any necessary repairs,  some of 
which may be outside the scope of customers warranty or maintenance agreement. Any 
defects that are covered under manufacturer’s warranty or maintenance , as applicable, 
should be corrected prior return.  


Examples of normal wear and tear 


1. Light monitor scratches on the screen 
2. Faded lettering on the keyboard 
3. Minor scratches on the cover or base 
4. Worn logo 
5. Removable labels and stickers 


Examples of what is not normal wear and tear 


1. Branding with (non-removable) company logo 
2. Cracked lid, frame or cases 
3. Broken hinges or latch will not close 
4. Missing/damaged control panel door 
5. Non-removable labels (epoxy) 
6. Monitor/notebook displays: 


 cracked or severely scratched screen 
 screen burn (see definition below) 
 no power or picture 
 mouse burn on LCD 


 
Note: A burnt screen is a cosmetic imprint caused by a fixed image persistently 
displayed on the screen for an excessive length of time. Once this condition exists, 
it cannot be repaired. This condition is completely avoidable if the equipment is 
actively used or if a screen saver is employed. Because the condition of a burnt 
screen is reasonably avoidable, it exceeds the bounds of normal wear and tear.  





