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I. POLICY

The Detention Center shall provide a commissary seNice for all inmates
housed in the Detention Center. The Detention Center will receive and

secure in its possession monies for inmate accounts.

II. PROCEDURE
A. Process of Funds at Admission:

1. The arresting officer will place all accounted monies in a sealed
envelope the sealed envelope of cash will be placed in the side

pocket of the yellow property bag and booking personnel will
immediately upon receipt of the property will re-verify cash write

a receipt for the cash, the original top receipt copy will go with
money and drop the sealed envelope into the inmate money

drop box, log on the form with name and time and date.
2.The yellow copy will accompany the yellow bag so that when the

property officer verifies the cash who then enters the amounts

into the management system and the yellow copy will be given to
the inmate at the time of signing for issued items.

3. The monies envelope totals will be tallied sealed and verified by

the supeNisor at the end of shift and will then place in the
business office lock box.

Notice: retrieval of any money from the inmate lock box will require
a supeNisor and the property officer. Each will be assigned
a key to open the box. No one is authorized to use these
keys nor shall they be left in drawers or desks, they shall
remain on the person at all times.
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