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I. PURPOSE. This diractive contains and dascribes the policies and procedures governing the correspon-
dence program available to all inmates. The sxchange 0f correspondence between an inmate and
anothar pergon or business must be in sccord with the regulations contained in this directive. (For

the policies and procedures governing "privilsged correspondsnce,” see Directive #4421, "Privileged
Correspondence”).

I. POLICY

A. These reguiations are specified for staff, inmates, and the general public to provide stficient mail
service to all concernad.

B. Corrsspondents are personally responsible for the contents of their mail. Violation of the regu-
lations governing inmate correspondance or the standards of inmate behavior through correspon-
dence will be considared a serious offanse and may result in disciplinary pracesdings and/or the
monitoring of outgoing correspondance for a specified period of time, Inmates and all correspon-
dents are advised thst sending obscene, thraatsning, or fraudulent materisis through ths mails
may be 8 crime under state and federal iaws. The Department will urge proummon whenaver
such mail is brought to its attention,

C. The ganding and recaiving of mail by inmates will be restricted only to the extent necessary to
prevent a threat to the ssfety, security, and good order of the fecility or the ssfety or wail being
of any person, and to prevent unaglicited and unwanted mail.

D. The Superintendent shall have the overall responsibility for the adminiatration of the correspon-

dence progrem at hig or her facllity. Spacific responsibliitiss may be delagated by the
Supsrintendant.

il. GENERAL CORRESPONDENCE PROCEDURES

A. General Correspondence is msli between an inmate and someone other than a person approved
for privileged correspondance (ses Directive #4421, "Privileged Corraspondence”), For the pur-
pose of this directive, cutgoing mall purporting to be privileged correspondence will not be con-
sidered to be privileged corraspondence until it has been piaced in the control of the
administration for processing.

B.. Outgoing Mail

1, An inmate may submit correspondence to be sent to any psrson or business, subject to the
conditions and limitations herein.

2. Whenever the recipient of an inmate’s correspandsnce indicatas, in any manner, that he or
ghe does not wish to receive further corraspondsnce from the inmate, both the carrespon-
dence unit and the inmate shall be notified. An appropriate entry shall be made in the in-
mate's folder to documant this notification.

3. Negative Correspondence and Telephone List: The Negative Correspondence and Telephone
List shall contain the name of any person or business that has indicated, in any manner, thet
further correspondence from the inmate is not desired. If such & person or business indi-
cates, st 8 later time, thet further corraspondance from the inmate is not objectionabls, the
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Superintendent or his designes may, but need not, direct that the name of that person or
business be removed from the Negative Correspondence and Tslephone List,

NOTE: A parent, custodien, or legal guardian of an inmate's child who requests that the fa-
cliity prohibit carrespondence between the inmate and the inmate's child should be informad
that their request cannot be grented absent a court order. Howavar, if an inmate violates De-
partment corregpondence procedures, correspondence may be limited as with any other
person.

4. No inmate shall continue to submit mail to be sent to a person or business that currently ap-
pesrs on his or her Negative Correspondence and Telephone List. Any inmate who continues
to submit mail to be sent to a parson or business that currently appears on the Negative Cor-
respondence and Teiephone List may be subject to disciplinary action and/or monitoring of
outgoing mail for a spacified pariod of time.

5. Correspondence by an inmate to the following persons requires the apacial advance approval
indicated:

a. Unrelsted minor parsons under 18 ysars of age: Written approval of the minor's parent
or legsl guardian must be obtained prior t0 correspondence with an unrelated minor..
The inmate may addrass 8 letter to the parsnt or lagal guardian to obtain such approval.

b. Persons under probation or parole supervision: Authorization from the Superintendent
and the Prabation or Parols Officer must be abtained befora the inmets may corraspond
with a probationer or paroise. Such correspondance will usually be limited to immadiate
femily members.

c. Inmates in New York Stste, Federal, or other correctional facliitias: Authorization from
the Superintendents concamed must be obtained before an inmate may correspond with
another inmate (see Section |lI.C for the compiste policy end procedurs relating to
inmate-to-inmate- corraspondence,)

8. Except for aversize enveiopes and percels, outgoing correspondance may be sealad by the
inmate.

7. Oversize correspondencs, defined as mail which cannot ba enclosed in a standerd business
envelope, ghall be inspected in the presence of the inmate by a designated security steff
person for the prasence of contraband. The superintendent may designate block, lew |i-
brary, package room, cotrespondence unit, “legal mail,” “notary public,” or othar staff to
conduct these inspections. (nspections shall be completad as soon as possible, but not later
than 24 hours after request. Legitimate correspondance may be ssaled by the inmate after
inspuction, and the inapacting staff parson shall then sign the back of the snvelope or parce!
certifying inspection, snd promptly deliver or forward the mail to the correspondence unit or
business office as apprapriste,

8. Outgoinp correspondence shall not be opened, inspected, or read without express written
suthorization from the facility Superintendent.

a. The Superintandent shall not sutharize the opening or inspsction of such outgoing mail
uniess there is a reason to balisve that the provisions of this or any directive or inmate
rule or reguistion have been violsted, thet any applicable state or fedaral law has bean
violated, or that such mail threatens the safety, security, or good order of a facility or
the safety or well baing of uny parson. Such written authorization by the Supsrinten-
dent shall set forth specific facts forming the basis for the action.

b. if after inspecting the contents of outgoing mail it is determined that the provisions of &
directive, rule or reguiation, or stete or faders! law have bsen violated, or that such cor-
regpondance threatens the safety, security or good order of the facility or the safety or
well being of any person, then the correspondence may be confiscated. The inmate
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must be informed in writing unless doing so would interfere with an ongoing
investigetion,

Wherte the inmate has baen so notified, he or sha may appeal the action to the
Superintendsnt.

9. All outgoing inmate mail will be stamped with the name, and address of the correctional fe-
cility from which it is being sent and a postage meter star symbol.

10. Outgoing mail shouid include the tull address of the person to whom it is addressed. It
should include the nams, addrass, city, state, and zip code. Inmeates shsll not submit corre-
spondence to be sent to a post office box without a specifically identified addregsee; the ad-
drousee (sither a person Or 8 business) shall he clesrly identified. An insufficiently addresssd
envelope shall be opened to ansure that the istter is returned to the originator,

11. An inmete may use envelopes and writing paper provided by the facility, or personal writing
paper. Any printing on personalized writing paper is limited to the inmata's commitmant
name {uniess the inmate’s name has besn lagally changed), Department identification Num-
ber, end facility addrass, Personatized writing paper (not snvelopes) may be ordered by the
inmate from s commarcial source,

12. 1t is the responsibility of each inmate t0 print or type his or her retum addrass on the front
upper-ieft-hand corner and on the back fiap of sach outgoing envelope exactly s illustrated
balow. The inmate shell uss his or her commitmant name uniass it has baen legally
changed. Failure 10 include 8ll return address information in the order indicated mev resuit in
the apening and return of the mail to the inmate. if the cotrespondence unit is unablo to
identify the inmate sendar, the mail will bs destroyed by the facility.

Great Meadow Corrsctional Facility Great Maadow Correctional Facility
Box §1 John Doremi, 78-X-999

Comstock, New York 12821-0051

John Dorami, 78-X-999

{Envelope - front - upper left) (Envelope - back fisp - centered)

13. A facility may restrict what appears on the outside of sn outgoing envelope.

14. inmates who sre unable to read or write may request the assistance of a staff member, vol-
unteer, or another inmate for correspondenca purposes.

15. \nmetes shall not conduct » mail order or other business while undar the custody of the De-
partment. Superintendents may direct Adminigtrative Servicas, Program Services, or Security
Services Deputies to manitor correspondance patterns and financial accounts to detect any
irragularities which would indicete this type of activity. Violation of this policy by an inmate
may result in disciplinery action and/or the monitoring ot outgoing correspondence for a spe-
cified period of time.

16. inmates shall not be permitted to use their correspondence privileges to solicit or otherwise
commerciaelly advertise for money, services, or goods.

17. Correspondsnce privilsges ghall not be used by an inmate to engage in any form of gambling
or to participate in any lottery, swespstekes, or chain letter operation.

18. An inmate may send, at their own expenge, a certifiad or registered letter, and the inmate
will be provided with a "return receipt” if requested and after the delivery has bean made.
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19.

20.

An inmate shall not include eny writtan material in outgoing msil not specifically intended for
the addressee identifiad on the axterior of the envelope. Likewiaa, an inmate shall not In-
cluda in outgoing mail any written material for an inmate not specifically identifiad as the
aender on the exterior of the snvelope. This practice, sometimes known as “kiting,” may be
the basis for disciplinary action.

Outgoing correspondence that does nat comply with this directive will be opened and re-
turned 1o the inmate. The Correspondence Unit shall indicate the reason for retumn.

C. Inmate-to-inmate Corraspondence

1.

Approval for inmate to inmate Correspondence. The Suparintendent or chief administratar
at sach facllity may designate a staff member to proceas inmate-to-inmate correspondance
requests. These requests will be investigatad by both facilities to determine that the ex-
change of such correspondence will not craate problems relsting to the safsty, security, or
good order of the facilitias, or the safety or well-being of any individual befare any inmate-
to-inmate correspondence is authorized. Authorization for such correspondence must come
trom the invoived Superimtendents or their designaes.

a. Exception. Only the approval of the Superintendent of the facllity where our inmate is
housad is required when they requast 1o correspond with inmates who are under the
custody of the New York City Dapsrtment of Corrections. This exception is based on
the New York City Dspartment of Corrections’ policy that permits inmates to writs to
whomevsr they ehooss, including other inmates.

b. Restrictions. inmates sre only permitted to comrespond with immediste family members
and codefendants In active cases., For the purposes of this Directive, immediate family
meambers are definad ss apouses, chiidren, parents, sibliings, and grandparents. Other

_inmate-to-inmate correspondence may only ba approved in exceptional circumstances.,
Changes to the inmate-to-inmate corrasporuience lists .are permitted only on a quarterly
basiz et the time of the inmate's scheduled interview. Photographs should not be in-
cludad in inmate-to-inmete correspondence.

c. Transfer of iInmates. When an inmate is trensferred, his/her approva! to correspond
with other inmates will remain In affect. The Guidance staff st the recelving facility will
. notify thelr Correapondance Unit of the names of thosé inmates with approvais for
inmate-to-inmate corraspondence.

Denisls of suthorizstion for inmate-to-inmate comrespondence shall include a statement of
reasons for the denial, snd shall be placed in both inmeates’ fliss. Such denials may be ap-
peaiad to the Commissionar or his designes, in writing, within thirty days.

Authorization to correspond may be withdrawn by the Superintendent in particular cases
when it is demonstratad and documanted that one or both inmates have violated fecility or
departmental rules or regulstions, that the safety, security or good order. of a tacility is jeop-
srdized, or that the safety or well being of any individual Is jeopardized. Such documentation
shall be placed in both inmates’ files.

Inmate to inmate correspondence must not be sasied. If it is sealed, it may be opened end
returned to the inmate sender,

Inmate to inmate correspondence may be read by the Supsrintendent or dasignes of either
the sending or receiving facllity or both. No inmate-to-inmate correspondence shall be
deemed in any weay to be privilaged correspondance,

There shall be no exchange of funds or psckages betwesn inmates, excopt as suthorized in
Diractive #4761, "Inmate Charitable Contributions and Gifts.”
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D. Postage

1. Purchase/Possession of Stamps
a. Inmates may not receive stamps through the maeil or through inmate packagas.*®

*Note: A postage-prepaid envelope received within privileged corregspondence from a
court or sn artorney which has been pre-addressad by the court or attorney may be re-
ceivad (subject to ingpection by the sacurity staff) and used by the inmate for the in-
tended return corr@spondence,

b. The maximum value of stamps in any inmate's persons! possession should not excead
$20.00 (see Departmentai rule #113.16).

c. Postege shall be made available by the sale of stamps in the commisssery. Inmates may
purchass up to 50 domastic first class stamps for one ounco letters psr commiasary
buy.

d. An inmate may purchase postage by artaching an 1AS 2708 disbureement form to a let.
ter 94_111 in the following circumstances:

(1) the inmate is newly arrived st a facliity, has no stamps, and hes not yet had an op-
portunity for & commissary buy; or

{2) the inmste has had commissary buy privileges oumnded and is not-aligibie for or
doas not got a spacisl commissary stamp buy; or

{3) a particuler letter or parcel, becauae of size, weight, special handling, or any other
special postal featurs requires an unusual amount of postage:; or

(4) there are axtenusting circumstences which, in the discretion of the Superintendent,
warrant processing 8 disbursement form; end

"++.(B) sufficlent funds are aveilable in the inmate's account.

8. An inmate who has lost commissary privileges, including one who has been admitted to
a Specisl Housing Unit, shall be able to make a monthly "stemp buy” of up to 50 do-
maestic first class stemps for one ounce letters. This special buy shall be offered within
72 hours of the imposition of tha panaity end every 30 days theresfter.

2. Fres Postape

a. Inmates may raceive some free postage for privileged corraspondence (see Directive
#4424, "Privileged Correspondence”).

b. Inmates received at reception/ciassification facilities (except cadre) shall be sllotted free
postage in an smount squivaient to five (5) domentic first class letters of ane ounce per
waeek for personal corraspondence for a period not to sxceed four weeks. Inmates may
not accumuliate, from week to week. credit for unused postage.

3. Advences for Legel Mail Postage. Funds may be advanced to sn inmate for the purpose of
sending legal mail in accordance with the procedures detailed in Directive #4421, "Privileged
Corraspondence,” and Directive #2788, "Collection and Repayment of Inmate Advences and
Otligations. ™

4, Advances for Personal Postane. Funds may be sdvanced to sn inmate for postage for one
first class one-ounce letter per month in the following circumstances:

a. the inmate has been confined to SHU for discipline or administrative segregation for 30
days or mare, and has a zero or negetive account balance; or

b. the inmate has besn in keepiock status for 30 days or more, has logt telephone privi-
leges, and has a 2ero or negative account balance; or
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¢. the inmate has lost telephone privilsges, has a zero or negative account balance, and
has not refused to accept available program assignmeants.

5. |nmate Orgsnizations. Inmate organizations must pay the postage costs for ali of their out-
poing mail.

Businass Mall. All correspondence addreased to a business entity, other than a mamber of the
Maedia, shall be congiderad business mail and shall be processed as foliows:

1. All requests by an inmate to obligate the inmate's funde (e.g., requests to an outside vendor
for goods or services, requests to join a book or record ciub, etc.) must be approved by the
Superintendent or his designee.

2. Al businass mail obligating the inmates’ funds must have attached to it an approved 1AS
2706 Disbursament Form, When procaasing this business mail, the facllity muat ensure thet
the inmate hes sufficient funds, and if sufficient funds are available, 8 check or money order
will be drawn against the inmate's account and inserted in the envelops as agdvance
payment.

3. Inmates are prohibited from using business correspondence to ordar any items on credit or
instaliment plang, and are also prohibited from obligating their funds for anything more than
the immediate purchase which is being reviewed. For exarnple, inmatas may not join a club
or purchase pian in which items are automaticslly ssnt to the facllity along with invoices for
payment each week, month stc. Inmates may, howaver make one single, initial payment tor
itams which will be delivered over an extended period of time, provided that there is no sddi-
tional billing for the iteme being delivered in the future,

4. Al business mail, except business mail addreased to the madia will be submitted by the in-
mate unsealad. Such business mall i3 subjact to inspection.

5. All business mail addressed to the madia may be submittad by the inmate sealed. Such busi-
. -ness'mail.shall not be subject to opening, inspection, or canfiscation, except in accordance
with the provisions of Section 11i-B-6 above. '

6. Notwithatanding the above mail addreased to 8 box number in cere of a mudie entity shall
not be considerad 10 be maill sddressad to the medie.

Coliaction of Masil. Outgoing inmate mall shall be collected from mail boxes, placed in convenient
locations in the faclity, by a correctional employse at lesst once a day, except Saturdays, Sun-
days, snd state and postal holidays; mail service on Saturdays and state holidays is optional. At
no time shall an inmate collect the mall. Colected mail shall be pracassed and forwarded to a
post office at least once & day, except as noted sbove.

\ncoming Mall

1. Al incoming general correspondence will be opened and inspected for cash, checks, money
orders, newapaper clippings, or contraband. Prior t0 opsening the mail, it should be checked
10 make sure that the inmate is currentiy st the facility. The inmate’s presence is not re-
quired during the inspection of incoming genaral correspondance. (See Directive #4421,
"Privileged Correspondence,” for the procadure to be followed for the opening of privileged
correspondence. See Directive #4572, "Media Ravisw,” for publications desmed to be
unacceptable.)

2.  When, in the course of inspection, caah, checks, or money orders from e tlearly identifiable
source are found, they shall be removed and credited to the inmate's account as appropri-
ate. All asnonymously received monies will ba considered contraband end handied according-
ly. (See siso Directive #4910.)

3. When, in the course of ingpection, newspapasr clippings are found, the entire contents of
such correspondence may be delayed through the correspondence unit for up to 6 days
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while the clippings are subject to Medie Review guidelines (see Directive #4572, Madie Re-
viaw, Section lII-K, "Source of Publication”).

Note: A limit of 5 newspaper clippings (5 cut-out piaces of newsprint) or 5 pages of phato-
copies of newapaper clippings may be received within a piece of reguler correspondence. in
order to facilitate media review, the clippings must not be taped, glued, or pasted together
or to other papers.

When, in the course of inspection, contraband is found, it shall be removed and given spe-
cisl handling according to type:

a. Third party mail - defined as corraspondance from a party who Is not identified as the
sander in the return address, The tacility shall return the entire correspondence to the
sander with 2 letter expiaining that third-party mail is considered contraband, is againgt
Department ruies, and therafore will not be dalivered to the inmate.

b. Unauthorized items - shell be either returned to the asnder at the sxpanse of the inmate,
or otherwise disposad of. Such will be the chaice of the iInmate and sccomplishad st
the inmate’s expense. An inmate should be allowesd 30 days to obtein funds to pay the
cost of disposing of the contraband. it after 30 days, the inmate is unable to pay for,
dispasal of the contraband, it will be donated or destroyad.

c. lllegal tems (drugs, weapons, stc.) - shall be forwardad to the security office, with ap-
propriate chain-of-custody documantstion. When appropriste, the New York State Po-
lice or appropriate police agency shall be notified.

d. Anonymously raceived money - cash, checks or money orders will bs confiscated, ls-
beled, and forwarded 10 the tiscsl office for safeksaping. An investigation will be con-
ducted In an attempt to verify the source. if after proper investigation no source Is
identifiad, the monies will be tumead ovaer to the State Treasurer as misceliansous re-
ceipts on a AC-909 Form.

incoming gsnera!l correspondence, other than inmate-to-inmates letters snd inmate businesas
mail, will not be read unless there is svidence that the correspondence may contain one or
mote of the following:

a. plans for sending contraband in or put of the facility;
b. plans for criminsl activity including escape; and

c. information which, if communicsted, would create a clear and present danger to the
safety of persons snd/or the security and good order of the facility,

Writtan authorization from the facliity Supsrintendent to read incoming mail must be placed
in the inmate's file gpecifying the reasons such actlon is considered necessary and whather
all mail or certain correspondence shall be read. Such authorization shall be for a 60 day pe-
riod subject to renews! by the Superintendent. The Superintendent shall request documents-
tion from the parson racommending inspection to datermine that there are sutficient grounds
for reading the mail. that the reasons for raading the mali are relsted to the legitimate inter-
ests of satety, sacunty, end order, and that the reading is no mora extensive than necessary
to further these interests,

When incoming generai correspondence is withhelid by the designated statf member for any
of the above listed reasons, notification shall be sent to the sender and the intanded corre-
spondent of the action taken and reesons therefore, uniess doing so would interfare with an
ongoing investigation. The sender and inmate may appes! this action by writing the
Superintendent.

Correspondence privileges with a particular person may be withheld, by the disposition of a
Superintendent's Haaring, where the inmate has been involved in impropsr conduct in con-
nection with correspondsnce with such person.
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10.

11,

12.

13.

At the Superintendent's discretion, a record of incoming and outrgoing mail may be kept by
the corraspondance unit.

Mall receaived at 8 fecility from which an inmate has been transferrad or released shall be
handled in accordance with the procedures indicated in Directive #4015, "Forwarding Inmate
Mail."

inmatesg are authorized to retain all of their personal correspondence, subjact anly to the lim-
itations expressed in Directive #4913, “Inmate Personal Property Limits,” and any other ap-
plicable rule or regulation.

incoming mail that is deemad to constitute a form of gambling, lottery, sweepstakes, or
chain letter operation ie prohibited from caming into the facility. Such mail shail be stamped
"RETURN TO SENDER" upon entering the facliity.

Whaen an inmate’'s incoming correspondence is stamped "RETURN TO SENDER" or some-
thing similar the Correspondance Unit shouid teke pracautions t0 snsure that the letter is not
an sttempt to circumvent the Departmeant's inmate-to-inmate correspondence procedures,
When such mall is opened to chack for contraband it shall be inspected to determine if it
was written by the inmate to whom it is being "returned.” If it was not written by that in-
mate, it shall be withheld.

H. Distribution of Mail. incoming general correspondence will be deliverad to inmates on normal
business deys by a correctional empioyue. Inmates are not permitted to deliver mail to other
Inmates.

If the incoming general correspondence is registered or certified, the inmate to whom it is ad-
dressed shall sign a racaipt for such correspondences. If the inmate refuses to sign a raceipt, the
correspondence shell be ratumed to the Postal Service marked "Refused.”



	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8

