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SCDC POLICY/PROCEDURE 

NUMBER: PS-10.08 

TITLE: INMATE CORRESPONDENCE PRIVILEGES 

ISSUE DATE: MAY 1, 2013 

RESPONSIBLE AUTHORITY: OFFICE OF GENERAL COUNSEL 

OPERATIONS MANUAL: PROGRAMS AND SERVICES 

SUPERSEDES: PS-10.08 Change 2 (May 24, 2012); Change 1 (October 9, 2008); (May 1, 2008); (January 1, 
2005) 

RELEVANT SCDC FORMS/SUPPLIES: 10-6, 10-7, 10-11, 10-12, 10-13, 10-14, 15-15, 19-11, 19-45, 

ACA/CAC STANDARDS: 4-ACRS-6A-01, 4-ACRS-6A-02, 4-ACRS-6A-06, 4-ACRS-6A-07, 4-ACRS-6A-08, 
4-ACRS-7F-03, 4-4266,4-4274,4-4275, 4-4279,4-4280,4-4285, 4-4487, through 4-4496 

STATE/FEDERAL STATUTES: !'ltlONTCALiU PUB. CORP. v. 8{) F.Jd 105 (4th Cir. 

THE LANGUAGE USED IN THIS POLICY/PROCEDURE DOES NOT CREATE AN EMPLOYMENT CONTRACT 
BETWEEN THE EMPLOYEE AND THE AGENCY. THIS POLICY/PROCEDURE DOES NOT CREATE ANY 
CONTRACTUAL RIGHTS OR ENTITLEMENTS. THE AGENCY RESERVES THE RIGHT TO REVISE THE CONTENTS 
OF THIS POLICY/PROCEDURE, IN WHOLE OR IN PART. NO PROMISES OR ASSURANCES, WHETHER WRITTEN 
OR ORAL, WHICH ARE CONTRARY TO OR INCONSISTENT WITH THE TERMS OF THIS PARAGRAPH CREATE 
ANY CONTRACT OF EMPLOYMENT. 

PURPOSE: To provide guidelines for incoming and outgoing inmate correspondence. 

POLICY STATEMENT: The South Carolina Department of Corrections recognizes the importance of an 
inmate's desire to correspond with family members, attorneys, and others. To this end, the SCDC will not place a 
limit on the quantity of mail an inmate may send (provided the cost is borne by the inmate) or receive or the 
length, language, content, or source of mail except where there is reasonable belief that the limitation is necessary 
to protect public safety, institutional order, or security. Inmate correspondence privileges will be administered in 
accordance with all applicable Agency policies/procedures, American Correctional Association Standards, and 
state and federal statutes. 
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SPECIFIC PROCEDURES: 

1. RESPONSIBLE AUTHORITY: 

1.1 The Agency's Mailroom Coordinator, assigned to the General will be responsible for 
monitoring the operations of all SCDC mailrooms and for ensuring adherence to the inmate correspondence 
procedures. 

1.2 The Agency's Mailroom Coordinator, the institutional Mailroom Coordinator and appropriate Warden(s) will 
be responsible for ensuring that the inmate that is to newly 
admitted inmates upon their arrival at the Reception and Evaluation Centers is in accordance with ,')'CDC 
PS-UJ. "lnmme "(4-4285) 

2. INSTITUTIONAL MAILROOMS: Each institution will maintain a mailroom or designated area for sending, 
receiving, and distributing inmate mail. The Postal Director/Mailroom Supervisor, and/or one (I) or more 
employees designated by the Warden (for those institutions that do not have postal positions), will oversee the 
processing of all incoming and outgoing inmate mail. ( 4-ACRS-6A-07, 4-4487) 

2.1 Employees who are responsible for the inmate mail will ensure that all mail is inspected, stored, processed, 
delivered, and handled in a secure manner to prevent theft, tampering, delay, or other interference. 

2.2 Inmates and unauthorized employees will be prohibited from entering institutional mailrooms/areas. However, 
inmate workers wuler cm1.\'lant may be allowed in the mailroom to perform custodial duties or to 
assist in lifting heavy items. No inmrue worker will be to in the mailroom. 

2.3 Each Warden/Designee will ensure that a sufficient number of locked mailboxes are placed throughout the 
institution and living units/areas accessible to general population inmates. The Postal Director/Designee will be 
responsible for collecting mail from these boxes at least once daily (excluding weekends and holidays). 

2.4 Each Warden/Designee will ensure that a minimum of one (1) locked mailbox is placed in the Reception and 
Evaluation Unit (R&E), the Special Management Unit (SMU), the Maximum Security Unit (MSU), Death Row, 
Safekeeper, and Young Otiender Units. The Postal Director/Designee will be responsible for collecting mail from 
these boxes at least once daily (excluding weekends and holidays). 

3. OPERATIONAL HOURS: All SCDC mailrooms will be operational Monday through Friday for a total of 
37.50 to 40 hours Access to the mailroom for the 

will be in accordance with the institutional controlled movement schedule with the of 
mail. Inmates will be allowed daily access to the rnailroom for the purpose of sending and receiving legal 
correspondence during the operational hours of the mailroom. Inmates housed in areas such as R&E, any SMU, 
MSU, Death Row, Safekeeper, and YOIP Units will be notified by the Warden/Designee in writing of the 
scheduled times when mail will be picked up and delivered to these areas by the Postal Director/Designee. 

4. MAILING SUPPLIES: 

4.1 Non-indigent Inmates: 
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4.1.1 Inmates with funds in his/her E.H. Cooper account, regardless of custody status, will be required to 
"""'''""'" mailing supplies (e.g., embossed postage envelopes, packing materials, writing materials, etc.) 
through their institutional canteen or tile use SCDC F'orm to Debit E.H. 

Account. " If additional postage is needed, it can be obtained through the Postal 
Director/Designee. to y;ection 4.1.1 are inmates housed in wlw will 
issued the ami will not he any mldiriorwl "''f1Pr,•u 

he /IHOI'£1'0 

4.1.2 Should a non-indigent inmate deplete his/her account or not have sufficient funds to cover the expense 
of his/her general correspondence, the inmate will not be able to receive additional supplies until s/he either 
( 1) receives sufficient funds or (2) is declared indigent, at which time the procedures applicable to indigent 
inmates will apply. 

4.2 Indigent Inmates: 

4.2.1 All indigent inmates, regardless of custody status, will be provided with one ( 1) pencil (which will be 
exchanged for a new pencil when it wears out), sheets of paper, and two (2) date-stamped 
envelopes on a monthly basis to be used for sending mail not weighing more than one (1) ounce per 
envelope. Indigent inmates will be allowed to exchange a current date-stamped envelope for postage to be 
placed on another envelope (i.e., a greeting card provided by the Chaplain). The inmate's account will not be 
debited for these supplies. 

4.2.2 The materials will be a part of a hygiene pack that will be issued to authorized indigent inmates on a 
monthly basis. An indigent inmate's account will not be debited for the postage aftixed to the date-stamped 
envelope. 

4.2.3 Inmates will be pennitted to use these materials for general, legal, or privileged correspondence; 
however, the limit given for general correspondence will not be increased. No hand-made envelopes will be 
allowed to be used to send mail outside of the institution. ( 4-ACRS-6A-06, 4-4489) 

the inmate has used all 

nd,'/ititHt.a! ntH'I'aor> {() 

will 

The receipt of correspondence or mailing supplies any other means will be considered a violation of 
and regulations, and inmates may be charged in accordance with SCDC OP-22. 4, "Inmate 
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Disciplinary System." in Section 6.1.5. 

5. INCOMING MAIL/CORRESPONDENCE: 

5.1 Delivery: All incoming mail will be delivered to the mailroom or designated area for processing. SCDC's 
goal is to distribute letters to inmates within hours of receipt, and packages within .wven of receipt 
(excluding weekends and holidays) provided they are not rejected or withheldji'Jr (4-4495) 

5.2 Address Requirements: If mail is received in the mailroom that is not clearly addressed the Postal 
Director/Designee will make every etTort to determine the correct address for delivery to the inmate. When mail is 
received continuously incorrectly addressed, the inmate will be advised to notifY the sender of his/her correct 
address. After 60 days, the incorrectly addressed mail will be stamped "Return to Sender, Undeliverable," and 
returned to the U. S. Post Office. No SCDC F'orm UJ-7, "Notice 

e~·11muu~nc·t> " is are aml 

5.2.1 Ali u1comuu! 

upper ham! corner 
retumed to the U.S. Post 

the correctional 

5.2.3 
ami/or •wrnn.•ll on the 

as well as a co.mn•tPte retum atfdress in the 
rol•'lnt>'fl the mail will be 

marked with the inmate's committed name, SCDC 
unit ami cell 5itreet or 

with excessive unnecessary 
""'""''"" "ami returned. 

5.3 Special Delivery Mail: Employees will be permitted to sign for certitied mail and commercial delivery mail 
(UPS, Fed-Ex, etc.) that is addressed to an inmate. Employees must check to ensure that the inmate is still assigned 
to the institution prior to accepting the delivery. (NOTE: If the employee, other than mailroom personnel, does not 
have access to the automated Offender Management System, s/he must contact the mailroom immediately prior to 
accepting the delivery to advise the Postal Director/Designee of the delivery. No collect on delivery (C.O.D.) mail 
will be accepted. All C.O.D. mail addressed to inmates which is received by mailroom employees will be stamped 
"Return to Sender" and will be returned to the U.S. Post Office. 

5.4 Mail Returned by the U.S. Post Office: Mail returned to SCDC by the U.S. Post Office will be treated the 
same as all other incoming mail. 

5.5 Authorized Correspondence: Inmates will be permitted to receive the following through the mail: 

5.5.1 Newspaper/magazine clippings/crossword pages or information printed from the Internet 
(except for information from SCDC's website; see paragraph 6.1.1) - up to five ( 5) per envelope, provided 
that the contents do not depict questionable material. If an excessive number of copies are received, the 
entire correspondence will be returned per Paragraph Six ( 6) below. However, if the inmate can demonstrate 
that the excessive material is supportive documentation as it relates to accessing the courts, an inmate may 
have it for the purpose of his/her legal defense/claim, provided that the contents do not depict questionable 
materiaL 

5.5.2 Audio of his/her own parole hearing through the mail provided that they are sent directly trom the 
Department of Probation, Parole, and Pardon Services. These will be considered legal material 
and will be governed in accordance with SCDC Policy OP-22.03, ''Authorized Inmate Property and 

of Unauthorized ..,,.,...,.,,,.,_, 
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53.4 Religious audio-cassette tapes or compact discs will be forwarded to the institutional Chaplain for 
review and/or approval. A video or a DVD of an immediate family member's funeral may be sent to the 
Institutional Chaplain tor the inmate to view. Arrangements to view the video/DVD will be made through 
the Chaplain's office. The inmate will not be able to retain the video/DVD after he/she has viewed it. It will 
be mailed out at the inmate's expense or disposed of as outlined in SCOC Policy OP-22.03, "Authorized 
Inmate Property and Disposition ofUnauthorized Property." 

5.5.5 Inmates will be permitted to receive one calendar (8 Yz''x 1 0" or smaller), provided that the calendar 
does not have any plastic or metal holders and the contents do not depict any questionable material. If an 
unauthorized calendar is received, the entire correspondence will be returned per Paragraph Six (6) below. 

Inmates will not be allmved to have 

5.5.6 Photographs in or will be allowed, provided that none of them are sexually 
oriented, as outlined in paragraph 6.1.6. Polaroid pictures will be allowed provided the entire backing is 
removed. All will be to the limitations in SCDC Policies 
Inmate ami " and OP-22. "Death Row." (Note: 
Inmates in SMU will not be allowed to receive photographs mailed in while they are housed in SMU, per 
SCDC OP-22. J 2, Unit.") 

5.5. 7 Government checks and other approved checks (insurance claim settlement, legal settlement, vendor 
refunds for purchases paid by Cooper Trust check, etc. will be accepted for deposit to the inmate's E.H. 
Cooper Trust Account.(Refer to SCDC Policy ADM-15.12, "E.H. Cooper Trust Fund," for additional 
information). 

5.5.8 Hobbycraft supplies from a recognized commercial vendor will be authorized pursuant to SCDC 
Policy PS-I 0.06, "Inmate Hobby craft Program." When a package with hobby craft supplies is received in the 
mailroom, the Postal Director/Designee will forward the package to the Property Control Officer who will 
advise the Hobbycraft Coordinator. The Coordinator am! the Control will 
open ami the Tite 
Coordinator. The Coordinator will 
arril'ed. (4-ACRS-6A-08, 4-4493) 

5.5.9 Job specific clothing (e.g., clothing and shoes necessary to be worn for purposes of their job) for 
inmates participating in a Community Work Program: These packages will be forwarded to the Property 
Control Officer for processing in accordance with SCDC Policy OP-22.03. Should an inmate receive any 
item(s) that causes him/her to exceed any authorized limits of the same, the inmate will be given the option 
to mail the excess item(s) home at his/her expense. donate them to charity, or dispose of such items. 

6. UNAUTHORIZED CORRESPONDENCE: 

6.1 It the inmate's responsibility to his/her correspondents of policies/procedures 
unauthorized property. Inmates \viii be prohibited from receiving the following through the mail: 

6.1.1 Any printed information from the South Carolina Department of Corrections' or any other 
correctional/penal institutional internet website, to include pictures, of the matter. 

6.1.2 Cash. The entire contents of the will be returned the sender within five 
days, provided there is no attempt to conceal the cash. Mailroom employees will make a copy 
currency (copies of currency must be less than or greater than times the actual size). The copy of 
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the currency, along with a copy of SCDC Forrns 10-7 and 10-14 will be maintained in the institution. 
to the SCDC lntnmet the retelltion .'iclu!tlule JfJ-7 ami If there is an 

attempt to conceal the cash within the correspondence, the entire piece of mail will be submitted to the 
Contraband Control Officer for disposition pursuant to SCDC Policy OP-22.35, "Contraband Control." 
SCDC Form 10-7 will be completed documenting that the cash has been submitted to the Contraband 
Control Office and the 10-7 will be signed and distributed. 

6.1.3 Personal or blank checks, checkbooks, pre-paid phone cards, postage stamps, green dot ccml'i or green 
dot other negotiable instruments or any publications that have not been paid for in advance, i.e., an 
invoice for payment is attached. 

6.1.4 Any money orders sent directly to the inmate, with the exception of inmates in the Reception and 
Evaluation Centers within their first 30 days of incarceration. Money orders sent to R&E inmates within the 
first 30 days of incarceration will be deposited to his/her E.H. Cooper Trust Account. the inmute has 
endorsed it, the imnate will he the SCDC Form "E H. Trust " 

The inmate will receive the orders sent to inmates in 
Death YOJP ami R&E inmates fstill housed 3() 

be returned to the sender even the inmate does not have fiuub·. These money orders 
not be disposed miJ' other mwmer. ) 

6.1.5 Embossed, or "no postage necessary" envelopes unless they are from the following: 
• SCDC; 
• Self-addressed envelopes from the inmate's Attorney of Record or any attorney for whom the inmate 

can demonstrate that an attorney/client relationship exists; 
• Self addressed envelopes from a state or federal court; 
• Recognized religious organizations (see SCDC Policy PS-I 0.05, "Inmate Religion," for inforrnation 

regarding recognized religions); or 
• Self-addressed publication subscription renewal, regardless of the inmate's security level. 

6.1.6 Nude or sexually explicit/suggestive photographs (original prints or copies). Nude, as used in this 
paragraph, means any depiction in a state of undress to expose the female breast and/or pubic area, the male 
genital area, and/or any female or male buttocks, as well as any depiction of a child's This includes 
the exposure in sheer or see-through covering. (If the photograph is at all questionable, the correspondence 
will be forwarded to the Correspondence Review Committee, per paragraph 20 below, for review.) 

6.1.7 Tattoo magazines, ami/or any items deemed to be tattoo nunnuu,rn'lili'a SCDC 
"Contraband ") 

6.1.8 Any musical/audible greeting cards, any greeting card larger than 8" x l 0" in size, blank greeting 
cards, canis with or with arts and blank envelopes, 
pre-printed address labels use the blank paper, carbon paper (except in authorized forrns --
if the carbon paper from the form is removed and used for something else, it is considered contraband), and 
any other writing materials, to include stickers, unless exceptions are approved by the Agency Director and 
are posted during specified holidays. 

The entire contents of any correspondence containing unauthorized items referenced in paragraphs 6.1.1 through 
above. will be returned to the sender at the inmate's expense with a copy of SCDC Form 

Account" does not inmate's are insufficient funds in the 
inmate's Cooper Account to cover the cost, the inmate will be advised on SCDC Form I 0-7 and given 30 days to 
cover the cost If sufficient funds are not available within 30 days, the entire correspondence will be processed 
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pursuant to SCDC Policies. OP-22.03, "Authorized Inmate Property and Disposition of Unauthorized 
Property,"and OP-22.35, "Contraband Control." (4-ACRS-6A-08, 4-4491, 4-4493) 

will be considered contra/mud and 
OP-22JJ3. A SCDC Form 111-7 will he sent to t!te 

items. 

6.1.9 Anything to eat, drink, or smoke, any appliances, and any hygiene items. 

6.1.10 "Bill me later," free gift transactions, or any solicitation materials The Jo!icitation issue does 
do not have contents ami are unnrtm 

tnmsactions. or any solicitation materials may not be 
sent or received.) 

6.1.1 I or secretions. 

6.1.12 that is laminated/covered iu 

6. 1.13 Inmates will be prohibited from maintaining possession of any financial statements that show a 
balance of funds and/or provide information on financial assets that may be available to the inmate (bank 
deposit books; checking, savings, or other fund statements, credit except for E. H. Cooper 
statements, and year-end statements for the purpose of filing tax returns, etc.). When statements, other than 
year-end, are received in the mailroom, general population inmates will be sent an SCDC Form 19-45, 
"Order to Report," to review the statement at the mailroom window. The Postal Director/Designee will be 
responsible for delivery to inmates in R&E, SMU, MSU, Death Row, Safekeeper, and YOIP and for 
allowing each inmate to review his/her statement in the presence ofthe mailroom employee/designee. After 
review, the statement may be forwarded at the inmate's expense to an address provided by the inmate or 
processed pursuant to SCDC Policy OP-22.03, "Authorized Inmate Property and Disposition of 
Unauthorized Property." 

6.1.!4 Inmates will not be allowed to maintain possession of any Internal Revenue Service Forms (e.g., 
I 040, I 040EZ, blank W -2 forms, etc.) and instructions, State income tax forms and instructions, and 
completed W-2 forms from employers. Correspondence which contains such items will be held at the 
mailroom and the inmate will be sent an SCDC Form 19-45, "Order to Report." The inmate may take any of 
the following actions in order to fulfill his/her responsibility to file an income tax return: 

• The inmate may mail the W-2 (at his/her expense) to a family member or on his/her visiting 
list; 

• The inmate may request assistance in preparing his/her tax return by sending an SCDC Form 19-11, 
"Request to Staff Member," to the mailroom. The Warden/Designee will coordinate with the 
General and the local Volunteer Income Tax Assistance oftice to assist inmates with the 
preparation of the income tax return; 

• The income tax assistance volunteers prepare the tax forms electronically. 
• If a completed income tax return is received in the mail, the inmate may review the return, sign it and 

send it back to the sender. The inmate will not be allowed to take the return from the mailroom; or 
• If a W -2 is received in the mail room and the inmate who it is addressed to makes no request for 

the W-2 vvill be returned to the sender after the tax deadline of 5th. 

Inmates will be prohibited from receiving any type of personal identification/documents (or copies 
thereof) such as driver's license, identification cards. birth/marriage certificates, Military Discharge Form 
DD214, diplomas and/or other similar documents. If these documents are received in the mail, the mail room 
employee will fonvard them for inclusion in the inmate's institutional Inmates \Viii be permitted to 

the remainder SCDC document 
and 
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7. INSPECTING/READING/SCANNING INCOMING/OUTGOING CORRESPONDENCE: 

"'''"''"''" r.on•p,·no;Ful,"11''''' must mail received in 
condition .\'lutll the inmate. mail be sent the mailroom sealed. All 

incoming general and certified correspondence (provided it is not legal/privileged) will be opened and inspected 
by mailroom employees for unauthorized property items/contraband prior to delivery to the inmate. The employee 
will ensure that the inmate addressee is at the receiving institution prior to opening the mail. (NOTE: Mailroom 
staff must ensure that all metal fasteners [e.g., paper clips, staples, etc.] are removed from all incoming mail 
addressed to inmates housed in any SMU, MSU, Death Row or Safekeeper status. Opened mail is to be resealed 
with tape.) 

7.2 All incoming legal and privileged mail will be opened and inspected in the presence of the inmate by mailroom 
staff or their designee. Legal or privileged mail may be scanned/read when approved in in by the 
Warden or higher Operational Authority, the Inspector General, or the General Counsel, based upon previous 
abuse of mail privileges or other good cause. The mail will be in the presmce the inmate. 

"n"'""""'fl mail will to the 
SCDC Form 

the mail be removed ami t~f in accordance with 
Inmate " ami "Crmtntbmul Control." the 

oef'ltUSSfOU, the inmate will be allowed to receive the retJuiuu 

7.3 Any non-legal or non-privileged mail, to include mail written in a may be read/scanned 
when the Warden/Designee or higher Operational Authority or the Inspector General has reason to believe that the 
correspondence may contain material that interferes with legitimate penological objectives, i.e., the safety, 
security, or order of the institution. ( 4-ACRS-6A-08, 4-4491, 4-4492, 4-4493, 4-4494) 

7.4 /() file YPIHJff'l7 l'Yit'llf.<; paragraphs 7.2 and 7.3 above, the following personnel may be authorized to 
read/scan inmate mail: 

• The Warden or higher Operational Authority, 
• Associate Warden, 
• Major, 
• STG Coordinator, 
• Investigators, 

• 
• Correspondence Review Committee, 
• General Counsel or designee, and 
• Inspector General or designee. 

7.5 Envelopes or external packaging may contain only the information allowed by paragraph 5.2. 

7.6 All incoming and outgoing in the following categories will be forwarded to the Institutional 
STG Officer or Investigator for reading/scanning: 

7.6.1 All containing any gang related markings or other unknown or unnecessary symbols. 
paragraphs 5.2 and 14. for more 

7.6.2 All 
Threat Group. 

going to or from an inmate belonging to a Security 

If further review or necessary, the will be sent to the 
Committee. (See SCDC Policy OP-21.01, "Security Threat Group." for more information.) 

file:// /C:/Users/c027588/ AppData/Local/Microsoft/Windows/T ernporary%20Internet%20F ... 3/19/2014 Michigan Law FOIA (Griev. & I/M Corr.) 
03/19/2014  GC021



t u-tv.vu, IHH!ctl\.:C ~VllC::>jJUUUc;;UI.,;I;; t'Il\llt:gt:S !V!A l l, ~UlJ Page 9 of 19 

7.7 Incoming packages will be forwarded to the Property Control Officer who will document receipt of all 
packages using SCDC Form I 0-11, "Incoming Package Delivery Log.'' The Log will be maintained by the 
Property Control Officer. to the SCDC Intranet the retention .... chet!ule the 
Mailroom staff will check SCDC Form 10-11 on a monthly basis to ensure that it is properly completed. 

7.8 If an inmate's incoming/outgoing correspondence is rejected for delivery or sending out, the Postal 
Director/Designee will advise the inmate within 72 hours, excluding weekends and holidays, using SCDC Form 
10-7. The reason for rejecting the mail will be indicated on the form. A copy of the form will be m•ailable to the 
Warden!De.\ignee. 

8. DELIVERY OF INCOMING MAIL: 

8.1 The Postal Director/Designee will, on a daily basis, (excluding weekends, holidays, ami deliver 
incoming general mail to each living unit/area. An officer/employee assigned to the unit will then be responsible 
for distributing the mail to the inmates, either through "mail call" by dorm/unit or by designating a location within 
the unit/area for the inmates to pick up their mail. Mail will not be left unattended under any circumstances. (4-
4266) 

8.2 Pre-Release and Work Centers: All correspondence for these inmates will be received in the administrative 
area. Inmates will, on a daily basis (excluding weekends, holidays ami be permitted to pick up their 
mail as they return to the Center from work. 

8.3 Legal, Privileged, and Certified Mail: The Postal Director/Designee will be responsible for date-stamping 
and documenting all incoming legal, privileged, and certified correspondence on SCDC Form 10-12, 
"Legal/Privileged/Certified Mail Delivery Log." The disposition of such mail (e.g., inmate picked up mail, inmate 
refused mail - returned to sender, inmate released from the SCDC-mail forwarded, etc.) must be documented on 
the Legal/Privileged/Certified Mail Delivery Log. The "Legal/Privileged/Certified Mail Delivery Log" will be 
maintained by the Postal Director/Designee for six (6) years. The Postal Director will be responsible for verifYing 
the identity of the inmate by his/her SCDC identification card prior to delivering the mail. Legal, privileged, and 
certified mail will be distributed to inmates as follows: (4-ACRS-6A-02, 4-ACRS-6A-01,4-4275, 4-4276, 4-4280) 

8.3.1 General population inmates will be notified on SCDC Form 19-45, "Order to Report," when any legal, 
privileged, or certified mail has been received. SCDC Form 19-45, "Order to Report," will be delivered to 
the inmate at the same time the general mail is delivered to the unit, but no later than 48 hours after receipt 
of the mail at the institution (excluding weekends, holidays and (NOTE: The Postal 
Director/Designee will keep one [ 1] copy of the "Order to Report" with the incoming legal, privileged, or 
certified mail until the inmate comes to the mailroom to pick up his/her mail.) If the mail is unclaimed after 
five (5) working days and if the inmate is still at the institution, a second "Order to Report" will be sent to 
the inmate. If still unclaimed after five (5) working days of the second "Order to Report" the mail will be 
marked "Unclaimed - Return to Sender" and it will be mailed to the Post Office. NOTE: 11re inmate will be 

SCDC Form i'j,fail " the 
heAhe receil'ed it. If the inmate fails to report to the 

mailroom and the mail is unclaimed, the log will be documented in the inmate signature block as 
"Unclaimed, Return to Sender" and it will be returned to the Post Office. The log will be signed by the 
Postal Director/designee. 

8.3.2 SMU. MSU, R&E, Row. and YOIP certified 
will be delivered by the Postal Director/designee and the inmate will be to sign SCDC Form I 0-12, 
"Legal/Privileged/Certified Mail Delivery Log," acknowledging the mail was inspected in his/her presence 
before he/she received it. (NOTE: Should a staff member encounter any behavioral problems with an inmate 
assigned to MSU, refer to SCDC Policy OP-22.11, "Maximum Security Unit (MSU)" for additional 
information. 

8.3.3 and Center inmates' or mail be delivered 
time as their general maiL The officer on duty will be responsible for ensuring the inmate will 
Form I 0-12 acknowledging the mail was inspected in his/her presence before he/she received it 

the same 
SCDC 
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8.3.4 If an inmate refuses to acknowledge receipt/delivery of legal, privileged, or certified mail, the refusal 
will be documented on SCDC Form 10-12, "Legal/Privileged/Certified Mail Delivery Log." The log will be 
signed and witnessed by two (2) employees. The correspondence will be stamped "Return to Sender, 
Refused" and will then be returned to the U.S. Post Office. 

inmate on the mailroom 
whether the i;tmtUe can receive hi:>.' mail. the inmate is to he on Crisis 

more tlum tell General Counsel slwuld be rn;•tttJ't't;;•tl 

9. PUBLICATIONS: 

9.1 Inmates may receive single copies of publications from a publisher or publications supplier, to include 
bookstores, if paid for in advance by the inmate or by a family member or friend. Publications must be sent 
directly to the inmate from a publisher or publications supplier (to include bookstores). A invoice on 
busbU!.<is must he enclosed with the (Note: Inmates in tm lutali.e status or 
SMU may not receive any publications, to include newspapers and magazines, while they are housed in an Intake 
status or SMU, per SCDC Policy OP-22.12, "Special Management Unit.) Publications will be as 
outlined in SCDC Policy OP-22.03, "Authorized Inmate Property and Disposition.") 

9.2 All shipments must be clearly addressed with the inmate's name, SCDC number, unit/room/wing, 
full name of institution, street or post office box, state, and zip code. If a shipment is received at the institution 
without a complete address, the inmate will be advised to notifY the sender of his/her correct address. If the address 
is not corrected within 61J days, the shipment will be stamped, "Return to Sender, Undeliverable," and returned. 
The Mailroom will maintain a record of the inmate being notified. These procedures will also apply when an 
inmate is moved from one unit to another. 

9.3 An inmate will only be allowed to have in his/her possession the amount of publications authorized by SCDC 
Policy OP-22.03, "Authorized Inmate Property and Unauthorized Property Disposition." (NOTE: Authorized 
amounts may differ for inmates housed in the Reception and Evaluation Unit, any Special Management Unit 
(SMU), Death Row, Safekeeper Unit, Youthful Offender Intensification Program, or the Ma'l:.imum Security Unit 
(MSU). Refer to Agency policies specific to these Units for more information.) (4-4490) 

9.4 All publications will be read/scanned by mailroom staff prior to being delivered to any inmate. 
publications that are questionable in nature will be referred to the Correspondence Review Committee. 

will be handled the same as 6.1.1. 
6.1.6. (4-ACRS-6A-08, 4-4491) 

9.5 Correspondence Review Committee (CRC) Responsibilities: 

9.5.1 The CRC support staff will notifY the inmate that the publication has been disapproved. 

9.5.2 The CRC support staff will notifY the publisher of the CRC decision to disapprove the publication for 
the inmate's possession. 

9.5.3 Notification to the publisher is not required when: 

9.5.3.1 The , and not have offices in the States. 

9.5.3.2 If the publication was not disapproved. 

9.6 Appeals of Publication Disapprovals: When a publication is disapproved by the CRC, the publisher may 
appeal the CRC decision to the Deputy Director of Operations within fifteen ( 1 calendar days of of the 

the been The office 
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10. FORWARDING PACKAGES/MAIL: Packages, general, legal, privileged, and certified mail will be 
forwarded as follows: 

10.1 Permanent Transfers: When any package, general, legal, privileged, and/or certified mail is received at an 
institution and the inmate to whom it is addressed has permanently transferred to another SCDC institution, the 
package/mail will be forwarded to the inmate's current location through the SCDC interdepartmental mail system. 
If inadvertently opened, the envelope will be taped closed and forwarded to the appropriate institution through the 
interdepartmental mail system. 

10.2 "Temporary" Inmate Movement (court appearance, medical appointment, etc.): Legal, privileged, or 
certified mail/package received for the inmate will be held up to 72 hours at the inmate's permanently assigned 
institution when an inmate is temporarily transferred. Any package or general mail received for the inmate will be 
held up to seven (7) days in the mailroom at the inmate's permanently assigned institution when an inmate is 
temporarily transferred. If it is determined that the inmate will not return to the institution within 72 hours or 
within seven (7) days, the inmate's package/mail will: 

10.2.1 is within the SCDC, be forwarded to the inmate's current location using the 
interdepartmental mail system; or 

10.2.2 If inmate is outside the SCDC's jurisdiction, the inmate's package, general, legal, mail. and 
privileged mail will be stamped "Forward To" and the inmate's current address will be written on the front of 
the envelope, the bar-code will be scratched out, and the package/mail will be returned unopened to the U.S. 
Postal Service for forwarding to the inmate. 

(NOTE: If the letter was opened and inspected, it will be placed in a new envelope and affixed with new postage 
prior to forwarding.) 

All other classes of general mail will be stamped "Return to Sender, Unable to Forward" and returned to the U.S. 
Postal Service. 

10.3 Inmates Released from the SCDC: Inmates will be responsible for informing their correspondents of a 
change of mailing address. An inmate who is being released from SCDC custody should provide, on his/her own 
initiative, a forwarding address using SCDC Form 10-13, "Change of Address Request." This form will be made 
available in all institutional mailrooms. If a forwarding address was given, Mailroom staff will stamp first and 
second class mail "Forward To" and send to the forwarding address provided by the inmate for 30 days. 
(Mailroom staff should scratch through the old bar-code.) All other classes, and mail with no forwarding address 
provided, will be stamped "Return to Sender, Unable to Forward" and returned to the U.S. Post Office. After the 
30 day time period, the mail will be stamped "Return to Sender, Forwarding Time Expired" and returned to the U. 
S. Post Office. (NOTE: If the mail is certified mail or a first class letter that was opened and inspected, it will be 
placed in a new envelope with the proper postage affixed, and forwarded to the new address, or returned to the U. 
S. Post Office with a note indicating that the inmate is no longer at the SCDC.) (4-ACRS-6A-09, 4-4496) 

10.4 Deceased Inmates: All general, legal, privileged, and certified correspondence received for an inmate who is 
deceased will be stamped "Return to Sender, Undeliverable" and returned unopened to the U.S. Post Office. 

10.5 Escaped Inmates: All general mail received for an inmate who has escaped be opened and read/scanned 
by the Warden, Associate Warden, or Major. If the correspondence contains any references to the escape, it vvill 
immediately forwarded to the institutional Investigator (or to the Division Director of Investigations or his/her 
designee, if there is no institutional Investigator). If the correspondence does not contain any references to the 
escape, it will be placed in a new envelope affixed with the proper postage, and forwarded back to the sender. All 
legal and privileged mail received for an inmate who has escaped will be stamped "Return to Sender, 
Undeliverable" and returned unopened to the U.S. Post Otlice. Certified mail, provided it is not legal or 

be treated as and for the escape. 

11. MAIL LIMITS : There will be no limit on the quantity of mail an inmate may send (provided the cost is borne 
the inmate) or receive or the length, language, content, or source of where there is reasonable 
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that the limitation is necessary to protect public safety, institutional order, or security. (4-4488) 

11.1 Legal: Inmates will be permitted to send legal mail as needed regardless of his/her indigent status, E.H. 
Cooper Trust Fund account cash balance, or canteen spending limit to the following recipients: 

• Officials of federal, state, and local courts - the inmate shall be required to demonstrate that s/he has an 
action pending in the court or that s/he is initiating an action in the court For """"'"'" uuum'e.\·. 

actiom. iu court must relate to or tile inmate'.v .wmtence or to 
cnunf'tll"lfl'!' the conditions 

• Attorneys (and their authorized representatives) - limited to inmate's attorney of record: attomey(s) 
representing the defendant in civil actions in which the inmate is a plaintiff. (An attorney/client relationship 
must be established by correspondence from the attorney confirming representation in a particular matter or 
court documents proving appointment in an on-going, not past case .) See the Definition section for more 
information; 

• Judges of federal, state, and local courts, 
• South Carolina Attorney General; or 
• The SCDC Office of General Counsel, which can be sent through inter-departmental mail. 

11.1.1 An indigent inmate may send "legal mail" to any other recipient within the definition of "legal mail," 
however, the inmate will be required to utilize the envelopes in his/her hygiene package for this purpose. 

11.2 The inmate's Cooper Trust Fund will be debited to cover the cost of all legal correspondence, to include 
envelopes, postage, writing instruments, and any other necessary supplies. (NOTE: Inmates without canteen 
privileges and inmates housed in any SMU, MSU, or Safekeeper Unit will have their accounts debited for these 
supplies using SCDC Form 10-14, "Agreement to Debit E.H. Cooper Account.") The Chief, Commissary 
Branch/Designee, will provide a price list for envelopes, writing instruments, paper, and any other necessary 
mailing supplies to the Agency's Mailroom Coordinator, who will ensure that the list is provided to all institutional 
mailrooms. The list will be updated when prices change. The institutional mailroom staff will use this list to 
calculate restitution amounts. 

11.3 Privileged: An inmate will be authorized to send unlimited amounts of privileged correspondence provided 
s/he has the funds to pay for the same. An indigent inmate will be permitted to use the general mail supplies 
provided to him/her as indicated in Section 4., above, for the purposes of mailing privileged correspondence. 
(NOTE: Inmates may use SCDC Form 19-11, "Request to Staff Member," to send correspondence to any Agency 
employee. This form will be sent through the interdepartmental mail and does not need to be placed in an 
envelope. The inmate may simply write the name and location of the employee on the blank side of the form. The 
form may be folded and stapled or taped closed [this will be done in the presence of the inmate for those inmates 
who do not have access to a stapler/tape].) ( 4-4280) 

11.4 Certified: An inmate will be permitted to send certified mail provided s/he has the funds in his/her account 
to pay for the same. Pursuant to South Carolina Court Rules, indigent inmates and inmates without funds in their 
account will only be authorized to send certified mail for summons or complaints going directly to the S. C. 
Attorney General's Office. If there is a problem with the delivery of certified mail, will mbmit 

(4-ACRS-6A-02, 4-4274) 

12. INMATE CHECK: 

12.1 An inmate wishing to send money through the mail must have a check vvritten on his/her E.H. Cooper Trust 
Fund account. (See SCDC Policy ADM-15.12, "E.H. Cooper Trust Fund.") 

12.2 The 

12.3 The or 
MSU, any SMU, Death Row, and Satekeeper 
specific procedures related to the same. 

or vvill mail the check the payee. 

in the 
H. Cooper Trust Fund in accordance with 
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13. OUTGOING PACKAGES: An inmate will be prohibited from sending packages unless it contains one of the 
following: 

13.1 Finished hobby craft items, or hobbycraft supplies, and materials as stipulated under SCDC Policy PS-1 0.06, 
"Inmate Hobbycraft Program." 

13.2 Excess authorized property items pursuant to the requirements of SCDC Policy OP-22.03, "Authorized 
Inmate Property and Disposition of Unauthorized Property." 

13.3 Personal electronic appliances (e.g., walkman, typewriters, etc.) authorized for possession under SCDC Policy 
OP-22.03, "Authorized Inmate Property and Disposition of Unauthorized Property," requiring service or repairs 
costing up to $100 may be sent to a dealer or repair/service center authorized by the SCDC. Grandfathered items 
(boom boxes, and radios) or the new televisions may not be sent out for repair.(Note: Inmates will be required to 
pay for all such repairs from funds available in their E. H. Cooper Trust Fund Account prior to delivery of the 
item. Under no circumstances will such packages arrive at the institution C.O.D.) (NOTE: The Canteen Branch 
will maintain an up-to-date list of authorized repair/service centers. The Property Control Room Officer will 
contact the appropriate vendor prior to shipment to determine if a service charge estimate tee is required.) Personal 
appliances requiring services in excess of $100 may be mailed home at the inmate's expense. (Note: Once an 
appliance is mailed home, it cannot be returned to the inmate.) 

13.4 The package must be provided to the Property Control Room staff unsealed so that it can be inspected for 
unauthorized property ami .w respective items can be deleted from the inmate's property inventory. The Property 
Control Room Officer will .seal the prior to shipping. (4-ACRS-6A-08, 4-4491, 4-4493) 

13.5 The inmate must have sufficient funds in his/her account to pay for the cost of mailing the package, to include 
the wrapping materials (must be purchased through the canteen). The inmate's account will be debited using the 
debit screen or using SCDC Form 10-14, "Agreement to Debit E. H. Cooper Account." 

14. RETURN ADDRESS/TIME LIMITS OF OUTGOING MAIL: 

14.1 All outgoing inmate mail must be clearly marked with the inmate's committed name, SCDC number, living 
unit/room/wing, full name of the correctional institution, street or post office, city, state, and zip code in the upper 
left front comer of the envelope/package. (NOTE: Pre-printed return address labels will be prohibited.) If 
improperly marked or if the envelope/package has been addressed using letters that are written up-side-down, 
sideways, etc., or have any markings/drawings on the envelope; the envelope/package will be returned to the 
inmate. All mail will be sent to the mai!room tnP·•·,,uu'u 

14.2 Every effort will be made to process all outgoing institutional inmate mail within 48 hours of receipt 
(excluding weekends, holidays ami SCDC reserves the right to hold outgoing legal or privileged 
mail for up to 48 hours (excluding weekends and holidays) to verify the legitimacy oflegal or privileged mail. 

15. SPECIAL POSTAL SERVICES: Special postal services, such as private carriers, insured mail, express mail, 
etc. will not be provided for outgoing inmate mail. All outgoing inmate mail will be processed through the 
institutional mailroom. Inmates will be permitted to utilize SCDC's interdepartmental mailing system for 
correspondence addressed to employees ofthe Agency if it is business related. 

16. RESTRICTED MAIL: Anyone may a signed written to the or the 
Division Director of Victim Services asking that a specific inmate be restricted from sending correspondence to 
him/her. (Other Agency personnel who receive such a request should forward that request to the Division Director 
ofVictim Services, The Division Director/Designee will: 

the respective institution to the inmate that s/he will be prohibited from Nn'rf'"" 
If f'AITP''"" may be taken 
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16.2 Ensure that an entry is made into the Negative Inmate Mailing List Program (SCDC OMS Program 
[NEGMAIL] identifYing all inmates with restricted correspondence). Institutional mailroom staff will check this 
list daily to ensure compliance with restrictions. 

17. DISCLAIMER/DATE STAMP ON OUTGOING MAIL: All general and certified outgoing correspondence 
(provided it is not legal/privileged) will be stamped by mailroom staff with the following disclaimer: 

"THE DEPARTMENT OF CORRECTIONS HAS NOT CENSORED THIS ITEM. THEREFORE, THE 
DEPARTMENT DOES NOT ASSUME RESPONSIBILITY FOR ITS CONTENTS - INSTITUTIONAL NAME, 
S.C. DEPARTMENT OF CORRECTIONS." 

Legal and privileged outgoing inmate mail will be stamped with the following disclaimer: 

"THE DEPARTMENT OF CORRECTIONS HAS NOT INSPECTED OR CENSORED THIS ITEM. 
THEREFORE, THE DEPARTMENT DOES NOT ASSUME RESPONSIBILITY FOR ITS CONTENTS­
INSTITUTIONAL NAME, S.C. DEPARTMENT OF CORRECTIONS." 

After compliance with this policy, mailroom staff will also date-stamp all outgoing legal, privileged, and certified 
mail. 

18. INMATES CORRESPONDING WITH ONE ANOTHER, INSIDE AND OUTSIDE SOUTH 
CAROliNA: 

18.1 Inmates will not be permitted to correspond (receive or send) with other inmates, " ... '"'"'" 
SCDlUR except under the following circumstances: 

18.1.1 The inmates are immediate family members. Proof of this relationship will be required. (NOTE: The 
inmate's relative screen may be used to confirm the relationship; however, if the screen does not confirm the 
relationship, the requesting inmate will be required to prove the relationship in some other manner.) 

18.1.2 The inmates are in a joint legal action and the correspondence is related to the legal action only. Proof 
of pending litigation is incumbent upon the inmates. The correspondence will be closely monitored to ensure 
conformity. Proof that the inmates are corresponding or attempting to correspond on issues unrelated to the 
legal action will cause this privilege to be terminated. (NOTE: The Director of Operations/General 
Counsel may disapprove correspondence between inmates who are co-defendants as a result of a charge that 
happened while the inmates were incarcerated. Such disapproval will be based on security concerns.) Till'>' 
cm're/>lW'lUten.::e b; not crmsidered mail. 

18.2 The inmate wlw meets one 
inmate will: 

18.2.1 Provide a written request using SCDC Form 19-11, "Request to a Staff Member," to his/her Warden, 
indicating the other inmate's name, inmate number (if known), and complete address; 

Indicate the relationship ofthe other inmate or if the inmate is in a joint legal action; and 

Provide this per these 

Both affected \Vardens must provide written approval for the inmates to correspond vvith one another. Each 
Warden/Designee will provide an alphabetized list of inmates, in his/her institution, who are approved to 
correspond with one another identifYing the other inmate correspondent(s) and institutional location(s) to the 
Postal Director/Designee. Intake R&E inmates must wait until are at their institution to make 

Approval for correspondence will terminate upon transfer of one (I), or both of the inmates to another 
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facility. Wardens will apply the same criteria as outlined above for re-establishing correspondence 
privileges. 

18.4 When the mailroom staff discovers unapproved/unauthorized inmate correspondence third 
SCDC Form I 0-7 will be completed. In addition to the normal distribution of the l 0-7, a copy 

will be sent to the Contraband Control Officer with the correspondence attached. Inmates violating this restriction 
in any way may be charged pursuant to SCDC Policy OP-22.14. 

Approved indigent inmate to inmate correspondence will be submitted to the Mailroom as regular outgoing 
maiL Mailroom employees will forward correspondence within SC!JC to the appropriate institution the 
SCDC inter-departmental mail system. 1Hail outside ,S'CDC will he sem U. S. Postal Sen•ice. 

19. CORRESPONDENCE REVIEW COl¥1:\!llTTEE: 

19. I The Postal Director/Designee will be responsible for withholding to the 
Review Committee any incoming/outgoing correspondence if it meets at least one (1) of the 
following criteria: ( 4-ACRS-6A-08, 4-4491) 

19.1.1 Procedures for the construction or use of weapons, ammunition, bombs, or incendiary devices; 

19.1.2 state, and United States maps, methods of escape from correctional facilities, or blueprints, 
drawings, or similar descriptions of SCDC institutions, or any other item that could he used to or 
execute an a correctional 

19.1.3 Procedures for the brewing of alcoholic beverages or the manufacture of drugs, poisons, intoxicants, 
corrosives, or other toxic or illegal substances; 

19. 1.4 Materials that advocate racial, religious, or national hatred in such a way that could lead to the risk of 
physical violence or group disruption; 

19.1.5 Encouragement or instruction in the commission of criminal activity; 

19.1.6 Sexually explicit material, publications, or material that features nudity which by its nature or content 
poses a threat to the security, good order, or discipline of the institution, or which facilitates criminal 
activity. Sexually explicit material includes, but is not limited to actual or simulated homosexuality, 
sadomasochism, masochism, bondage, bestiality and sexual activities involving children. It also includes 
pictorial depictions of actual or simulated sexual acts including sexual intercourse, oral/anal sex, or 
masturbation; or excretion in the context of sexual activity; or lewd exhibitions of uncovered genitals in the 
context of masturbation or other sexual activity. (Note: "Features" as used in this paragraph means the 
publication contains depictions of nudity or sexually explicit conduct on a routine or regular basis or 
promotes itself based upon such depictions in the case of individual one-time issues. "Nudity" as used in 
this paragraph and 19.1. 7, below means a state of undress so as to expose the human male or female genitals, 
pubic area, or buttocks to include the exposure with sheer or see-through covering or the showing of the 
female breast to include exposure with sheer or see-through covering. This prohibition shall not apply to 
patently medical, artistic, anthropological, or educational commercial publications, including, but not limited 
to National Geographic, works of art displayed in public galleries, anatomy texts, or comparable materials.) 

Nude or sexually suggestive photographs (individual prints or copies as opposed to those from 
publications). These present a special concern for personal safety, security, and good order. This is 
particularly true when the subject is an inmate's relative, friend, or acquaintance. For these reasons, an 
inmate shall not be permitted to receive through the mail a personal photograph or copy of a photograph in 
\Vhich the subject is nude, displays genitalia, buttocks, or female or when the photo is deemed to be 

material as defined in .6 above. 
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SCDC 

J 9. J. 9 Crime Sune Photos. 

• materials crime scene and/or 
proce.'>·.\·. crime scene am/lor the the 

material tlte CRC ami denoted as .mel;. materia/will than be :>ent to 
the institution to the attention the Wan/en. NOTE: If legal mail, the corre.\pmuience should not 
be read by anyone other then CRC per.wmnel. 

• arrival at the imtitutitm. Warden will ensure that the denoted material is nn"'""''" 
fJtbC:IWrJZe uud secured in such a way as to ensure '.>· 

NOTE: The material .\'lwu!d nat he maintained in the inmate's record. The Warden will 
en.mre that a process is in that allows the inmate to acce.'>s to the material. NOTE: 
11te inmate should review the material in a controlled environment ami it should be returned intact . 

• 

• to the inmate . 

19.2 The Postal Director/Designee will advise the inmate within 72 hours (excluding weekends and holidays) the 
reason for withholding the mail, using the SCDC "Notice to Subscribers" which will be posted in each 
living area the Postal (4-ACRS-6A-08,4-4491) 

193 The Postal Director/Designee will forward the correspondence in the original cover/wrapping as received, 
along with SCDC Form 1 0-6, to the CRC. 

19.4 Upon receipt, the CRC will have 60 working days to review the correspondence. 

19.5 If the mail is rejected by the CRC, the inmate will be notified in writing on the SCDC Form 10-6. If it is 
incoming, the entire contents of the correspondence will be returned to the sender or mailed home at the inmate's 
expense using SCDC Form 10-14, "Agreement to Debit E.H. Cooper Account." or the inmate may t:hoose to 

written to the mail room within ten ( 1 0) days the 
'""''''"".r to SCDC Polit:ies OP-22.03. "Authorized Inmate "ami 

Control." the mail /.<; to he retumed to the sender ami the inmate does not have 
correspondence will be held for 30 days until funds are provided. If funds are not provided, the correspondence 
will be disposed of pursuant to SCDC Policy OP-22.03. If tile mail is outgoing, it will be processed as appropriate 
and the inmate may be charged pursuant to SCDC Policy OP-22.14, "Inmate Disciplinary System." Inmates may 
appeal the decision of the CRC within 15 days of notification ofthe decision to reject the correspondence pursuant 
to SCDC Policy GA-O 1.12, "Inmate Grievance System." hooks and/or ctm 
not he donated to the institutional am! mu.vt he 

If the CRC approves the mail for disposition, the mail will be returned to the mailroom for handling. If the 
mail is incoming, it will be delivered to the inmate. Outgoing mail will be sent out and the inmate will be notified. 

CRC 
will be maintained 
maintained for five years. 
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WEBSITE PA.L SOLIC!TA T!ONS: 

20.1 Inmates shall not use to solicit or otherwise rol~1n1Pr, 
or .\·ervices. For tlte purpose:; tltis rule tltb; includes atJvP;rti<>nJ 

t:M'JotuuuJ;I with pen hut shall not 
with the as.'>istcmce another per.wm shall be 

witlwut his/her assistance or uv''"''·'" 
became it is the l'P{·nn'".''n 

""''"'·'"'t to the owner. """''"'"" 
the SCDC to 

tile ad is not removed ·'"'"''"'!'·"'"" 
the SC1JC to the 

the warden im!icatiug 
to the restriction un solicitation 

discovered that the inmate solicited the ad and that is was 

21. SCDC J'l'IEDIC1L RECORDS TH JNFORi'l'l4. TJON 

will be 
records Resource.\· 

on SCDC Form "Order to " when medical 
have been received. The SCDC Form 19-45 will be delivered 

to the inmate at the :utme time the '''"""'·''" but IW later than 48 flours 
the mail at the institution (NOTE: The Po.•;tal 

Lnc,}n!rttoc will one copy t~f' the 19-45 form with the uu·oH•!nlv the llJR 
until the inmate comes to the muilroom to up his/her 

• to the muilroom aml tlCI~'l!lJ'tin'f! the inmate will SCDC Form l0-12, 
ll11ail the mail was in hb,/her 

presence 
• mail is wrdairm!d a second 19-

21.2 

will be sent to the inmate. .vtill mu:laimetl second 
the mail will be marked 11Vndaimed-Return to ,S'emler'' ami it will be mailed back to the HJR. The 
inmate's 

DEFINITIONS: 

to the mailroom to claim hi;.;/her mail will be documented on the SCDC Form 
,.,"n"""'" block as '' Uuclaimed-Return to uml it will be by the Postal 

ami YOIP inmates' medical fUR will be delivered 
ami the inmate will be the SCDC Form 

iu his/her presence 
with the inmate 

additional 

Attorney: An attorney at law licensed to practice in any state or federal jurisdiction who has been retained by the 
offender or has been appointed to represent the offender as evidenced a court court or the 

written authorization. Also included are attorneys representing SCDC or SCDC employees in legal 
actions initiated by the inmate. The burden is on the inmate to provide the required supporting documentation. 

Attorneyi';.Yzs Authorized Representative: Refers to paralegals, law students, investigators, and other assistants 
to counsel. All agents shall identify themselves by providing a letter from their supervising attorney on the 

the the 
case of the offender. 

Correspondence/Mail: Refers to any or outgoing packages, publications, or any other items sent 
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through the institutional mailroom to or from an inmate ofthe South Carolina Department of Corrections. 

Correspondence Review Committee (CRC): Refers to a committee chaired by a representative from the Office 
of General Counsel, in consultation with a representative selected by the Director of Programs and 
Services and a representative from the Division of Operations. The CRC is responsible for reviewing and making 
decisions regarding the rejection or approval of questionable incoming and outgoing correspondence. 

First Class Mail: Refers to mail that is either letter size with first class postage or larger mail marked as "first 
class mail." Mail that is not first class will generally be marked as something else, for example: "Bulk," "Pre­
Sorted," "Standard A," etc. 

General Mail: Refers to all mail other than that defined as "privileged" or "legal" mail. (4-ACRS-7F-03, 4-4279) 

Immediate Family Member: Refers to an inmate's mother, father, children (to include adopted), sisters, brothers, 
grandmothers, grandfathers, wife, husband, common-law spouse, grandchildren, stepbrothers, stepsisters, 
stepparents, foster parents, stepchildren, step grandchildren, half-brothers, and half-sisters. 

Indigent Inmate: to tm inmate whose E.H. account's balance ami/or for a 30 
has not exceedell 

Inspection: Refers to the opening of inmate mail for the purpose of determining whether unauthorized items are 
enclosed. Inspection includes screening tools, such as x-ray scanners, metal detectors, Ion scanners, etc . 
Inspection does not include the readingl.w·mming of an inmate's mail. 

to assist persons who have limited or no means but m:et! 
tile local bar association's sometimes with some local 

'w"'"'lrL S'uch societies examine the assets and income decide 
need for 

Legal Mail: Refers to mail sent out to, or received from, officials of federal, state, and local courts, attorneys, 
court clerks, judges, legal aid societies attorney's authorized representatives, the S.C. Attorney General, the U.S. 
Attorney General, and SCDC Office of General Counsel. 

Privileged Mail: Refers to mail sent to, or received from, law enforcement officials; federal officials (President, 
Vice-President. members of Congress, etc.); state officials (Governor, Lieutenant Governor, members of the 
General Assembly, etc.); officials of the SCDC at the level of Warden or higher (to include the Agency Director 

Members of the Director's staff Directors. 

Publication refers to any printed communications such as newspapers, magazines. newsletters. books. 
paperbacks, brochures, periodicals, technical manuals. catalogs, and/or pamphlets which can be subscribed to, 
ordered. or otherwise received direct from an approved source publisher, bookstore, 

Reading/Scanning refers to 
correspondence). 

inmate mail the entire contents the sections 
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SIGNATURE ON FILE 

s/William R. Byars, Jr., Director 

ORIGINAL SIGNED COPY .MAINTAINED IN THE OFFICE OF POLICY DEVELOPMENT. 
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