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NOTICE OF NON-DELIVERY OF MAIL / PACKAGE 

INCARCERATED PERSON/RESIDENT 
Name 

      
OID 

      
Facility /Location (If applicable) 
 

Complex/Unit – Room # 

         -         
INTENDED SENDER OR RECEIVER 
Name (and Company of Sender if applicable) 

      
OID (if applicable) 

      
Facility (if applicable) 

      

Address – Street or P.O. Box       City       State       Zip       

NON-DELIVERY INFORMATION 

Date Item Received:       Item Rejected for Delivery       
REASON FOR NON-DELIVERY: 

  Outgoing item (check which applies):  Unauthorized/sealed envelope or not purchased from canteen 
 Improper return address  Special mail services not permitted for indigent envelopes 
 Drawings/excessive writing on envelopes  Indigent envelope exceeds allowable 13 ounces  

 

  Item contains contraband (check which applies):   Face sheet/legal documents not pertaining to incarcerated person 
        Stamps/stamped envelope(s) / blank paper  Unauthorized use of facility forms 
        Money/money instruments in unauthorized form  Item enclosed in plastic/laminate/tape/cardboard folder 
        Musical, homemade or unsigned greeting card/postcard  Photos of staff/ / facilities 
        Card signed in pencil/non-permanent ink  Artwork or items prohibiting adequate inspection, stickers, white-out, 
        Polaroid photos/computer disk/CD/phone card       padded envelope/bubble wrap, unable to search 
        Contains more than 20 photos  Multiple/duplicate photos/printed material, intent to distribute 
        Sexually explicit material / nude photos/pictures/drawings  Photos/publications featuring tattoos 

  Correspondence from/to multiple persons  Turned over to OSI for disposition Held for review by      
  Other:    Photo of incarcerated person/resident taken during incarceration 
 

  Constitutes a risk to the safety and security of the facility, specific individuals or the general public, 3-way phone calls, people searches, etc. 
  Pertains to sending contraband into or out of the facility. 
  Threats of physical harm, blackmail, extortion or other criminal activity. 
  Written or pictorial item(s) suggesting affiliation with security threat groups. 
  Teaches or describes the manufacture or illicit use of weapons, explosives or devices which create a substantial danger of physical harm or  

       jeopardize facility security. 
  Pertains to the illicit manufacture or use of drugs, drug paraphernalia or intoxicating substances. 
  Pertains to unauthorized business activity, including such examples as, 

       the practice of a profession, sale, solicitation, manufacture or distribution of goods or services. 
  Advocates racial, religious or national hatred in such a way so as to create a serious danger of violence in the facility. 
  Information, which if communicated, would create a clear and present danger of violence or physical harm. 
  Solicits gifts of goods or money from a source other than family or persons on the incarcerated person’s/resident’s visiting list. 
  Contains suspicious messages or contents are written in code or not understood by the inspecting staff, and efforts to have the content  

       interpreted have been unsuccessful. 
  Contains symbols, extra identifiers, Latin phrases, UCC citations, miscellaneous punctuation, or other “sovereign” identifiers. 
  Contains a Uniform Commercial Code (UCC-1) form and has been turned over to OSI. 
  Items / substances which pose a safety or sanitation hazard, including perfume, lipstick, stains, etc. 
  Published material not received directly from the publisher/authorized vendor, or not paid in advance via offender accounts. 
  Gift published material not received directly from the publisher/authorized vendor, no receipt identifying the purchaser or 

       evidence of tampering, alteration. 
  Unauthorized transfer of property between incarcerated persons/residents.        
  Item was not ordered through approved procedures, or was an unallowable item. 
  Other (explain):        

 

Staff Signature 

      

Department 

  Mail/Property 
Date 

      
 

NOTICE TO INCARCERATED PERSON/RESIDENT 
  Above item presented an immediate sanitation, safety or security threat and was destroyed by staff. 

RETURN THIS FORM FOR DISPOSITION (Check box below) or the item(s) will be disposed of / destroyed after 30 days. 
  RETURN TO SENDER:  Attach 2nd copy, along with a pre-addressed  letter-size   9 X 12 envelope  
  Have the item(s) disposed of / destroyed. 

Important Notice: Appeals should be directed to the Department that denied the item. If you choose to dispute this decision, you may appeal to 
the Mail or Property Supervisor within 10 working days of receipt of this notice.  The appeal must include a copy of this form.  A second appeal may 
be requested by writing the Correspondence Review Authority or Property Manager within 10 working days of receipt of the Supervisor’s response 
with a copy of this form. 

 Appeal approved and delivered/mailed _____________     Returned to Sender ______________     Discarded/Destroyed ______________  
 

Distribution:  1-Rejecting Department  1-Incarcerated person/resident           1-Intended Sender/Receiver (if required)               


