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STANDARD OPERATING PROCEDURE

% , SUBJECT: 1819 Disallowed Mail
DATE: Prepared By: Standard Operating
10/15/2014 Tawnya Jenkins Procedure # 0002
CDCR/ SCC Business Services —
- R Mailtoom -

addressed to or bemg sent by an inmate are withheld or disallowed, the mmate:shayllﬂbe
mformed via CDC Form 1819 ‘Notlflcatlon of Dlsapproval -Mail/ Packages/PubI|cat|onsfof the

11.

12.

When the. form 1s 51gned and returned you then : bre , own for distribution to
the inmate. - 5 it
Complete the date forwarded to 1nmate
Attach the pink copy of the CDC 1819 form to the disallowed items(s)

The white and yellow copy are returned to the inmate along with any allowable
items from the mailing, a trust withdraw slip and instruction sheet.

The inmate has 30 days from the date forwarded to him to return the form back
to you signed and his instructions on what to do with the item.

If the item is being returned to sender you keep the white copy, the inmate
retains the yellow copy and the pink copy is sent with the returned item to the
sender. Place the disallowed items in an envelope, use the stamp the inmate
provided or if a trust withdraw order is submitted you will sign the withdraw
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slip and place it in the trust office box on the pitching wall and run the postage
on the Pitney Bowes machine. You then use the stamp with our address on it to
stamp the upper left hand corner of the envelope and write “1819 return” under
the address.

If instructed to destroy the item, the pink and whlte copy is retamed for our
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14.

““tecords and the item is either shredded or placed in hot trash.
[f the inmate does not return the form within the 30 day time frame, the items
are destroyed. Place a stick the. pink opy with the date destroyed and
retain for our records::




