
POLICY & PROCEDURES

oulgorng trrdrr wrur Lrrv r!'srrr t I"";;Jt committed namc. Based on the Department's
the legally changed namc and the lnmate s comnrrLLE'

Innate Use of the MdlI

I

. record keeping system, the Division ofPrisons finds that even though using either the

OPIJS number or commited name is allowablc, the most eflicient manner of sending and

receiving mail is listing the inmate's legally changed name and committed name.

(0 The Director ofPrisons or designee may modiry thesc procedures based on the sccurity

considerations of a particular situation.

,0307 CORRISPONDENCE

(a) Legal Mail

(1) Definition: Mail to and fiom attorneys, state bnd federal courts, the Attomey

General of the United States or the Attorney General of North Caroling the

judiciary, thc Indushial Commission, consular officials, or legal aid services or a

paralegal. 
I

(2) Legal mail fiom inmates shall not be opened for inspection or impeded in its

transmission. Ifthere is any question as to whether an addresscc is one ofthese

persons, the mail can be held for not more than 24 hours to resolve the question.

(3) Postage for legal mail from inmates will be paid from the Inmate Wclfare Fund

provided the inmate is indigent. No other eligibility requirements apply to postagc

ior lcgal mail. The l0 letter limitation on personal mail does not apply to legal

. ' mail,

(b) Department of Ccmection Officials 
I
L

(1) Definitionl The Secrctary of Conection, the Director of Prisons, my member of
the Inmatc Grievance Resolution Board or its staff, any member ofthe Board of

. Corection, the Post-Release Superuision and Parole Commission or its staff, or

any official ofthc Department ofConection in the chain ofcommand above the

Facility Head of the facility to which the inmate is assigned, are defined as DOC

oflicials. i

(2) Mail to DOC officials will bc accepted within our systam without postage'

(3) Mail to DOC officials shall not be opened for inspection or impeded-in its

transmission. If there is any question as to whether an addressee is one of these

. pelsons, thp mail can be held for not more than 24 hours to resolve the question'

.l
G) Other Government Ofticials 

I

(l) Definition: Any member ofthe Congress ofthe United States or any member of
the General Assembly ofNorth Carolina; the President ofthe United States or the

Govemor ofNorth Carolina; the Director or any agenl ofthe Federal Bureau of
,l
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,0306 GENERAL . I

(a) Correspondence between inmales is generally prohibitid' This general' prohibition

includes inmates housed in.r,v 
"""""ti,r1""r 

faciiiry 6ederal orisons, countyjails, prisons

in other srares etc.) rhat;i:;;#;;;a-*itrr in ut., iroused in N.C. Division of

I hiron, facilities. c""*p"tittt"--Ctd""n inturct cm be approved by both Facility

Heacls hvolved *f'"n tit"'lnti"t-are imm"aiute- familv membqs or if another

compelling reason for 'h"';;';;;;;;t";t 
i'-p'"'"nt"a' The approval process for inmate-

to-inmate conespona.ntt ttqt"tii'*hen both are housed in a North Czvolina Division of

Prisons facility, i, ttonar"iirtt'oog'li "t"-"rtrtt "pp*p'iate 
oPtls screens' Any request for

conespondence b"t*""" ;"#;;;;; ul .ntrl"o into the appropriate oPUS screens in

. the Inmate Control Status (lSS) module' 
I

(b) Other than thc restriction noted in '0306 (a)' inmates may write to anyone' An individual

inmate's privilege to owrre to a particular pe6on.or persons may be withdrawn' by the

t:, Facility Heads ortn. rorrl"tionui iacility to which the inmate is assigned' upon request

ofthe recipient o, iftr'" tt"ipi*r is a minor' at the request ofhis or herparents or logal

euardian. writing privit"!it";l;;';il;L;inated'for mv of the reasons stated in

Section .0307 t"l ortnis€poriJyli'ttt i""*n t"t withdrawal must be stated in a wrftten

notice to the in ut" tt ut .dJuiiieier specifically to the letters previously returned.

(c) It is the purpose of the mail policy to protect citizens in the community from offensive or

threatening letters and pttJ*i'ttitt]"tf activities and escaDe plots from developing

. through "orr.rpond,n"t't'o "tt"tpijtrt 
tnrt' it is the responsibility of each faciliry mail

toom to stamp the outiae"oieacit'pitce of'outgoirg inmate mail (including packages)

with the name or tne .?#riii.r?",firy i".s r-aik.r. not columbus conectional

Institution). The stamp th";il;;ff#-io tj1t?nnt of ttlt envelope above the address

and between the retum 
"ii,"r, 

trr" p"*ge stamp. This is not required at community

reria"ntial facilities, e g'; Wilmington Residential Facility for Women'

(d) Ths Facility Heads will be responsible.for developinganci imolementing faciliry mail

nrocedures consrslent wrr;;;t ritritv' rrtt facility piocedurcs must bc reviewed annually

io urrur. .otoliunce with current Division ofPrisons pottcy

Combined Records maintains an inmatc's record based on lhe name of the inmale when

the inmate was first comrnitterl to ,rr.l"rloJy "i,rt. 
Departrnent.of conection. The alias

screen on OPUS contains otf"' nttt' utta 6y the inmaie' ililty legal name changes'

Inmates that have legally changed their ni*' 
"un 

receive incoming mail and send

'Jilfr i,ir'#."'*i*ii?-i.'g.iry:ty-ft ry::t:l::T:";13":Y:iiffi fHIl

(e)
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I

Investigation; consular officials for inmate who re citizens of the respectivc
counFy as idcntifled on the ORl1, Personal Chuacteristil soteen are defined as

other govemment officials. 
I

(2) Mail to other govcmment officials will be considered as personal mail for the
purpose ofpostage.

I

Mail to other government oflicials shall not be oponed for inspection or impeded

in its transmission. Ifthere is any question as to whethbr an addressee is onc of
these persons, the mail can be held for not more than 24 hours to resolve the
questron,

Personal mail

Definition: Any mail to or ftom an inmate that is not defincd in paragraph (a), ft),
or (c) ofsection .0307. 

I

Postage for personal mail from inmates without funds will be paid from the

lnmate Welfare Fund provided the inmate is indigent. :

Postage for personal mail fiom indigent inmates shall be limited to the cost of 10

first-class one ounce letters per month per indigent inmate.

Other Outgoing Mail. Pcrsonal mail tom intut., ruylb" scaled when placed in the

outgoingmailandshallnotbeopeiledandccnsorcdunlessthe FacilityHeador designee

has good cause to believe that: I l

The mail contains threats of physical harm against aily person or threats of
criminal activity.

The mail threatens blackmail or extortion. 'l
I

The mail concerns sending contaband in or out ofthe conectional facility.

The mail concems plans to escape; 
I

I

The mail concerns plans to violate departmenlal'rules and policies necessary to

maintain security and control; 
I

The mail concerns plans for criminal activity or violations ofstate or federal laws;

The mail concems information that if communicated rvould create a cleal and

presenl danger ofviolence and physical harm.

(r) lncoming mail

(3)

(d)

Q)

(3)

(e)

(2)

(3)

(4)

(5)

(6)

(7)
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I

Inspection: The Facility Head shall provide for the inspection of all incoming mail

by a maitroom officir. The inspection shall serve to prevent inmale from

receiving through the mail contraband, Social Secr.rity checks, Supplemental

Security-Income checks, or any material that threatens to undermine the security

and order ofthe facility or which cannot be lawfully sent through the mail' The

Mailroom Oflicer will use the Inmate Banking Module Deposit Control Report to

review for questionable deposits. This is detailcd in DOC Fiscal policy .1006 (B)

(r0.r2). 
I

I

(A) Mail to an inmate which appears to be frorh one of the persons listed in

paragraph (a) ofthis policy sha)l be opened by conectional staff in the

. pr"tJnoi of;he inmate, Conectional staff will ensure that the contonts of

ielters from persons listed in paragraph (a), (b)' ot (c) ofsection '0307 are

free ofcontiaband and are, in tbct, official or legal correspondence from

the person whose namc ard retum address appears on the outside ofthe

"nuilope 
ot puckage. The conespondence shall not be read beyond what is

necossary to make this determinalion. 
I

(B) Mail shall be inspected to determine whether it contains Social Security or

Supplemental Security Inoome checla. Social Security checks for anyone

convicred ofa crime punishable by a sentence ofmore than one year injail

or prison and Supplemontal Security Income checks for anyone who is
' hcarcerated for at least one full month are required by law to be

. suspended. All such checks shall be retumed by U.S. mail to the Social

Security Administration, Baltimore, MD 21235-000i. Appropriat€

documintation of the retum of all such checks shall be accomplished as
' 

follows:

(0 List the check in the Mail Record Book (Form DC'218) as

provided by Division ofPrisons policy D .0310 and in the space

used for the inmate's signalure enter the words."RETURNED TO

SENDER." DO NOT have the inmate sign in this space.

(iD Each day, prepare a list ofthe checks received noting specifically

the inmate's name and number and the check's number, amount,

: , date, and issuer' Make a copy ofeach check.

(iii)Sencl the list and the checks to thc Social Security Administration

with a cover letter from the Faoility Head stating that th€ checks

were intended for inmates werc intercepted and are being returned'

(iu) Maintain a file wjth the copy of the Facility Head's letter, the list

of check, and the copies of checks. NOTE: This file must

reconcile with the checks listed in the Mail Record Book that are

marked'T.ETIJRNED TO SENDER.'
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(c)

I

Mail shall be inspectecl to determine whether it oontains Veteran's

;il;#"ti; ;i;.ks. Limitations on pavment of veteran's

il';i:ffiil ;;;;" i'*;i" incarcerared ror conviction of a

;.;""1;;;il';.Jln rirle 38 of the United States code' Section

i'ii;]fi;ili;;j;;'luia"tin"' shall be used to handle veteran's

benefits checks received by an inrate: 
I

(i) Deposit the check in the inmate's trust fund following cxisting

Procedures. I

(ii) Send a letter with the following information to V' A' Regional
\''' 

6ii"- ili-lr""r' vain street' winston Salem' NC 27155'

Date ofConviction

(e)

(3) Projected release date 
i

(4) Dates of escape ancl recapture' ifany

. I (5) Whether or not thc inmate is participating in a work

ttrt"tt pt"gi"i ot is residing ina halfuay house' and

(6) A copy of all Juclgements-and Commitments for the

cunent term of imPrisonment'

6--:^--r ^s^' will then nake a determination(iii)T hc V' A' Regional Office will then.make

""'' ,"gu'ding tfttlitutt" continued eligibility and/or lhe amount

of tt" t"ntit "h"tf''tf 
tn" v' A' Cfiice determines that an

;n nut" t'* 
- 

t"ttived an overpayment' they will request

repaym"ot lyift" inmate of thc overpayment' If the inmate

aJ* 
""t "plvih1 

outipuvt"nt' th-e 
v, f' oliice will rcduce

the inmates'fu-ture checki to collect the overpayment'

Q\ Censorship: Incoming personal mail may bc opened and read by the Facility

Head or his/her de'ign"t onty ifitelthc has reason to believe that the contents

or* l"tt"r rotr iff" *" "'riii" 
;t's"t*;l**lltlffi*:? ;i,'lff:lli:l

.0307. This ParagraPh and

and censorship oi 
"tuir 

oiv ii"'n 'ittt"ory 
to prot€ct the sccurity of the

facility and prevent crimin;i';i"6 N" lettir it tb be opened or censored in

order to eliminate criti""r 
"pi"io"r 

lidepartmental poliry or the Department's

€mployees. All int"titg p'J"on"ittir ii to o: y:p-t:::1'b.:'*t read unless it

;;iliil;;; "itt'" "ot'go';;ii'ted 
in paragraph (e) of section '0307'

Mass Mailings: 
I

I
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(h) Rulcs on Non-English Correspondence:

(D Rules on Lctter Content and Structure

Letters may be tyPewritten, printed, or written legibly in longhand

.0308 PROCEDURES FOR CENSORSEIP

Anv massive sttempt to use the mails to reach the inmate population or facility is

il,erjnii;;i,Jpc;."u'trti ia.iritv Head has good cause to believe that such an

,frFnnr hrs heen initiated in orderio cause iisruption or otherwise threaten the

ffi;:ffiil; "iit'" 
r..irry' the mail invoived will be censored lf necessarv'

;;;'il;;tlty consideratlon stated directlv above'-the Facility Head may

,.i"* a.if".ty.tiftis mail without notice to the inmate addressee'

Q)

(3)

(l) Generally, letters to and from an inmate shorrld be witten in English'

however, correspondence nol*ri*n in English does not, in and of itsell

' grcate reason to believe it threatens security' 
I

Exceptions shall bc madc for an inmale or a person writing.to.an inmate if

Jir]r.i i, arrcr^ined to be unable to read oi write in English'.unless the

i""ff;*"H.J irrr'i.uron ,o believe that the conespondence falls into one of

the categories set forth in D 030? (e)' . I

Ifthe Facility Head has reason to believe the content ofthe correspondence

?iii-i"i" 
"""'"iiil" 

.ategories listed in D'0307 (e)' immodiate.action shall be

takentoobtainanacculatetranslationbyanymeans.available,including
;;t;. i;;;i;urc"s such as departmental itaff' volunteers' high schools'

community colleges, universities, and foreign language assoclatlons'

(4) Conespondence not writtcn in English should not be prohibited based on the

ability of the inmate or ptit"" wiiitg trt" inmate to riad or write in English'

The d€terminative tactor Jould bi whether oI ry! tI" content of the
" 

;;;"rp";d;ce falls into one ofthe categories sbt forth in D'0307 (e)'

(2) Letters m inmates :1":'"* i:*;,'i:i"i?,Ti,:tf *':#ffit *:,'lff::
appcars on the enveloPe

tie conect address as posted on the inmate's bulletin board'

f3) Letters from inmates must have their full name and the retrrm address of the

ta"itity in ttt. upp"r Ieft hand comer of the envelope'

(a) When the Facility Head or designee decides that an inmate should be prohibited from

sending or recelvlng -V'pJ'oiuf tuif because the conlent of the mail threatens the

. securiry of the faciliry,,rt#ttit tftt'ia be notified in writing within *""tY:toi:9-1]

i"ttt lf rft. ,"u.on io' censorship A similar nolification shall bc given to an rnmate

. 
when non-Englislr .o"..pon-a-*".-ir *ithh"ld bas"d on a determinalion by the Faoility
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I

Head or designee that the conespondence falls into one of the categories listed in

paragraph (e) ofSection D.0307. 
i

(b) The inmate shall bc informecl that he or she may appdal the decision to withhold

conespondence by presenting written arguments to a.committee appointed by-the

Director ofPrisons to resolveihe issue' Thi inmate shall be allowed ten (10) days ftom

tle date he or she receivcs written notice ofthe oorrespondence being prohibited in which

toappealtothcDircctor'sPublicatior/CorrespondenceReviewCommittee 
Theinmateis

given the f<rllowing notice: 
I

Your corresponrtence has been wlthhelrt beCruse 

--' 

You may appeal

the dcclsion to withhold your correspondence by presenting written 
-arguments

. within ten (10) days to the Director of P"itoot at 831 W€st Morgan Street 4260

MSC, Raleigb, N.C. 27 699-4260'
I

(c) The Director's publication/corespondence Review comniittee shall consist ofmembers

ofth€treatmentandcustodialstaffoftheDivisionofPrisons.Thecommitteeneednot
*..fr"tt"iry i. upprou" oi disapprove the conespondence' but each member will be

consulted u, to tt,iir opinion before a final dicision is reirched. The Director's

i;;iln"rc";".d;enie Review commi$ee shail make its final decision within thirty

I i30) J"tt ofthe date ofthe inmate's appeal is recoived' tn inst&nces where the inmate

iail" to ipp.at the aecision made by the'Facility Hcad or where the Director's commi$ee

determines the content oit1. 
"o.r.spondenccfalls 

into one ofthe cat€gories listed.in

pa.agrupt (e) of Section ,OfOZ ot tttut tit" inmate is not eligible to receive- non-English

!ooJ.pinai,i." then the'correspondence shall te handled like any other personal

prope;y thal the inmate is not ontitled to have in his/lrer possession'

.0309 PACKACES AND OTEERITEMS I

I

(a) Sent bv Inmates. Packagcs and envelopes larger than 4 ll4 x9 % addressed to persons
\g/ 

il;t;;';;;;ftttot.-tirt"a in Rule '03071a), (b), or (c) of this section^mav not be

sealed for mailing by an inmatc until inspection by a.mailroom ottcer and lound lree 0I

contraband or material wiich constituteia threat io the order and security ofthe facility

orwhichcannotbelawfullysentthloughthemail'Thisinspectionshallbedone.inthe
pr...n.. otth" inmate. iicieared for m"ailing, the items shall be sealed and placed in the

mail by the sendcr in the presence ofthe inspector' 
I

(b) Sent to Inmatcs. Additional items sent to inmates shall be subject to inspection and

hmdling by a mailroom officer. fle inspection-shall be done in a secure location in the

facility 
-and 

shall not be oone in tt 
" 

presince of the inmate. If the officer determines that

itr-pu.tug. or envelopecontains cbntraband or other material that threat€ns the order

una'r..uri"ty oftfr" fa"iiity, tiis material shall be confiscated in accordaocc !vith policy.
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(c) Additional Items Sent to Inmates. In addition

reccivcd by an inmate through the mail' and

handling as provided in these regulations:

I

to letters, the following iterns may be

are always subject to inspection and

(l)

a)

(3)

(4)

(5)

(6)

Clothing approved for use while incaroerated;

Clothing to be used upon release (if received within 15 days of a scheduled

rclease date);

Musical instruments

Head);

(whon approvai is secured I uduontt from the Facility

Unfimed photographs, not 10 exceed 8'' X 10";

Legal papers;

Publications which may be received under D '0100 i?ublications policy);

for the same

(7) Religious itcms (see DOP Religious Practices Referencc Manual);

rR\ Monw should be sent by money order or by cashiers check or certified check'(o/ 
[.u:h'fji i, ffi.f.a 

"r'f,ilJ." 
*i,r,in orheimaited items in an attempt to avoid

il;;ti." itraU prompt an invettigation and appropriate disciplinary action

Procedures for the proper handliig of money are intemal matGrs and re

conmined in Department oflCo're"ion Adminisrative Policy and Procedures

. . Manual .1002 (b) (i). 
l

Inmate Request for Other Itoms' Any inmate may request in writing permission ftom the

i;;;;^;i;";". to receive trtt""ei trtt mail a specific.item that is noi otherwise

;*i;;i;. il t.quest sball be fo"rwarded througb ihe chain of command to perrnil the

views ofregion staffto be expressed' 
I

(d)

(e) COD Packages Sent to Inmates' No COD packages-will be accepted for any inmate and

no inmate shall be authorizea to sina tair CO6' Unauthorized items arriving by mail

shall be retuned to the send€r utlitt e*ptns" of the inmate addressed' If the inmate is

i"Tis"tt, il'" package shall bt rerum"d with postage paid by the Inmate welfare Fund or

,irc i"*"1 , nliv a"nlate it to a charitable organization or request it to be destroyed. A copy

"i 
ii .Ai-ilg"f"tions shall U. 

"nttot"a-io 
the package to be.returned' Packages that

poslal authorities will not accepi for return to tire sender shall be delivered to some

ilffiil';;;;;ation, or to u i"* tnio"tt"ot agency and a receipt shall be obtained

.0310 MAILRECORDS

(a) For Incoming Mail: The mail oflicer shall:
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(l) Record in a separate mail record book (DC-21 8)

(A) Incoming legal mail and packages; and

(B) Negotiable instn:ments such as

(') ' checks in payment of an inmate's settlement or claim;

(ii) state and federalincome tax rcfunds;

. (iii;Veteran' s Atlministration payments; and

(iv) any other negotiablc in$rument other than personal money

ord€rs and trust fund hanster checKs

(2) When opening this mail and packages'.sign his/her name at the beginning of

each day's entries and ptace hisher' initials beside each entry'

(3) Have the inmate sign the DC'218 and endorse the oheck;

(4) \vhen distributing such mail to inmates' sign hiVher name at the beginning of

each dav's."ti.t -a"ir"J"litii"i initiut'i"tio" the signature ofeach inmatc

I I receiving such mail' I

(5) After inmate endorsemcnt add the facility's rostricted lndorsement stamp' '

(6) Run calculator tapes ofreceipts md checks'.showing lotal number ofreceipts

and total d.ll* ;":;;"';"r*tt-^"J h"tt"er io the trust fimd slaff'

I

fu) For Outgoing Mail: The mail o{Iicer shail keep a teccith nn a seDarate Form DC'218

showins the destination i'i'lll"i*r tt' 
'uni 

-patkagtt 
mailed bv an inmate The

mailroom officer muifiog t"utrt irc*s'thalt sign his/irer name beside each entry'

;;,,t;1 ffi tri'rr,'d
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