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 I.       PURPOSE:  
For Inmates to have photocopies made for legal and personnel issues requiring photocopies.



II.      DEFINITIONS:

None


   III.      PROCEDURES: 
A. To have photocopies made the inmate will place the item they want copied in the folder at the librarians’ desk.  

1. Make sure that their copy card in attached
2. Only ONE copy will be made if a specific number is not requested
3. If they do not have enough copy punches on their copy card then only the number of sheets on their card will be copied.
B. Inmates Services Staff will make photocopies of the following materials only:
a.


Inmate legal paperwork

1) General motions

2) Notice of Appeal

3) Motion to Withdraw Guilty Plea

4) Petition for Post-Conviction Relief, Memorandum and Affidavit

5) Petition for Habeas Corpus Relief

6) Petition for DNA Testing

7) Form 28 U.S.C. 2254

8) Federal Complaint

9) In Forma Pauperis
10) Petition for Executive Clemency

11) Application for Sentence Review

b.
Other documents

1) Group participation

2) Treatment summaries

3) SSI/SSDI eligibility

4) Medical information

5) Court papers

6) Certificates

7) Resumes

8) Classification reports

9) Inmate copy of informal resolution form

10) Food service menus


MWP procedures

C. Inmates must have a copy card to have copies made – there will be no credit.

a.
The Hobby Department sells copy cards in denominations of $5 they can be purchased by filling out a hobby order sheet.

b.
Copy cards are not transferable.  Inmates found in possession of another inmate’s copy card will be subject to disciplinary action.

Exception – an inmate infirmary aid worker may purchase copies for the inmate they have been assigned to care for with that inmate’s copy card.

D. Copy fees:

a.

Single-sided = $0.20 / page

b.

Double-sided = $0.40 / page

E. Indigent inmates who are listed on the current indigent list will be allowed a total of 30 free pages of legal copies and/or legal forms per month.
F. Indigent inmates may request through an OSR to be issued a typewriter cassette at no cost. In order to receive a cassette, the inmate must first show that she is indigent, as described in Operational Procedure MWP 4.1.4. The inmate must then show that she has a compelling need to use a typewriter. Examples include:
a.   A medically verified disability that prevents the use of pen and paper for writing.
b.   A court order in an active court case that requires the offender to submit only typed documents.
c.   Preparation of documents for a formal setting for which handwritten documents will significantly and unfairly prejudice the offender.
G. An inmate will be limited to one typewriter cassette per month. An inmate may request a second ribbon from Inmate Services Department through an OSR. If the inmate requests more than one typewriter ribbon per month, the offender must show a record of the documents she has typed, and indicate what further documents will be typed with the requested cassette. The documents will only be reviewed for the limited purpose of ascertaining that they do not belong to any other offender. If the Inmate Services Department determines a bona fide need for the second ribbon, it will be ordered and issued to the inmate. 
H. Once a cassette is used up it must be returned to Inmate Services Department.

I.    Notary service is available to inmates through an OSR to the Movement officer (Front Desk Officer) who will schedule a time with the Administrative Assistant for the Notary service..  Notary service is free of charge for the first five documents per month.  Inmates may be charged up to $2.00 per document for any additional notarizations.

IV.       CLOSING:



Questions concerning this procedure should be referred to Inmates Services Staff,   DW of Treatment & Programming or the Warden


V.         ATTACHMENTS:


None


