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This addendum shall be effective immediately and
shall be incorporated into Department Operations
Manual; Supplement 54010.1, at the next regularly
scheduled review date.

If a money order, certified check, or personal check is
inadvertently received by an inmate through the mail,
the following process will be implemented:

e  The Housing Unit Officer, who is informed by the
inmate of funds received, shall issue the inmate a
receipt. A copy of the receipt shall be attached to
the funds received (see Attachment E). The
Housing Unit Officer shall be responsible, at the
completion of their assigned shift, to take the
money order and place it in the locked box
labeled Accounting; located in the Front
Entrance. Accounting shall be responsible for
retrieving any funds on a daily basis. A copy of
the receipt shall be maintained in the Facility
Program Office.
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