STATE OF DELAWARE
DEPARTMENT OF CORRECTION
BUREAU OF PRISONS
245 MCKEE ROAD
DOVER, DELAWARE 19904
Telephone: (302) 739-5601
Fax: (302) 739-8221

PERRY PHELPS
Office of the Chief
MEMORANDUM
FROM: Perry Phelps
Bureau Chief — Prisons
DATE: March 27, 2014
RE: Transition of Commissary Services to Delaware Department of Correction

Effective May 10, 2014, Swanson will no longer be providing commissary services for Delaware
Department of Correction and the operation of commissary services will be provided by the
Delaware Department of Correction. After the end of Swanson’s shift on May 9, 2014, all
Swanson staff will require a pre-scheduled appointment to enter the facilities. Additionally, no
Swanson commissary product deliveries for the inmates will be permitted after May 9, 2014.

Given the temporary lapse in commissary operation, and given that such a gap in service will
limit the inmates from being able to communicate through mail due to the inability to purchase
postage, effective May 10, 2014 and until further notice inmates are permitted to receive stamped
envelopes through the mail. The inmates will receive this message by signs posted in the housing
areas.

The envelopes can be no longer than standard #10 envelopes (approximately 9 %2 x 4”) and
must have the postage applied. Loose stamps are not permitted to be received through the mail.
Since inmates are allowed a maximum quantity of envelopes in their cells, the package of pre-
stamped envelopes must contain no more than their housing level rules allow.

The transition from Swanson commissary to our own commissary also includes the inmate
account database. All inmate funds are safely secured in an account held by the State of
Delaware. The inmates will receive this message through signs posted in the housing units.

For additional information, please see the Frequently Asked Questions (FAQ’s)



TRANSITION OF COMMISSARY FAQ'S

When will the transition of commissary start?
The transition will start on May 10, 2014, however the Delaware Department of Correction has
already started implementing processes for statewide run commissary.

Who will be providing commissary services?
The Delaware Department of Correction will be providing commissary services.

How are inmates being notified of the transition?
Inmates are being notified by signs posted in the housing units.

What to expect during the transition?
The Delaware Department of Correction expects a delay in being able to order/deliver
commissary to inmates. We have begun to work on the inmate account database, however to
transfer inmate information will take some time.

How do | communicate with an inmate if he/she cannot purchase postage?
Effective May 10, 2014 and until further notice, inmates are permitted to receive stamped
envelopes through the mail. The envelopes can be no larger than standard #10 envelopes
(approximately 9 %5” x 4”) and must have the postage applied. Loose stamps are not permitted
to be received through mail and will be returned to sender.

How many stamped envelopes can an inmate have in their cell?
Pre-stamped envelopes must adhere to the quantity limit set forth in their housing rules.

What about funds in inmate accounts?
Inmate funds are safely secured in an account held by the State of Delaware. Swanson has never
had access to this account. When Swanson was the commissary provider, they would invoice for
the amounts owed from that account for commissary purchases and we would send them a
payment. Swanson has never been able to directly remove funds from this account.

Delay in processing of incoming and outgoing inmate account funds?
We do expect delays in processing incoming and outgoing inmate account funds. This is because
account data from Swanson’s system is being transferred over into the facility’s inmate account
database. As soon as all this information is transferred and reconciled, we will be able to process
all transactions through inmates’ individual accounts. All pay-to’s that have been submitted and
money orders that have been received during transition will be held then will be processed as
soon as possible. As of May 10, 2014, money orders will be accepted during a scheduled visit or
through the mail.

9. When will the transition be completed?

At this time we do not have a specific date of when commissary will be completely transitioned;
however, we are working diligently to have this completed as soon as possible.

10. How will “special diets” be handled during the transition?

The commissary transition will not interfere with special diets; inmates will continue to receive
their special diets through Food Services as they have in the past.
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