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Warden through the Regional Trust Fund Administrator to the Chief of the Trust Fund Branch for
consideration.

d. Operating Supplies. Funds are provided in the annual TRULINCS budget to purchase
operating supplies (e.g., paper, toner, mailing labels). Procedures for procuring these items are in
Chapter 2.

14.6 TRULINCS INMATE WORKERS

Inmates receive compensation from the Trust Fund Appropriation for work performed in support
of TRULINCS. Relatively short absences due to callouts, hospitalization, sick line, etc., do not
affect the period covered. Extended absences such as furloughs, lay-in assignments, or
lockdowns are not compensable.

a. Screening of Inmate Workers. Inmates who refuse to participate in the Inmate Financial
Responsibility Program may not work in TRULINCS. Prior to assigning inmates to the detail, the
Trust Fund Supervisor shall request the Special Investigative Supervisor (SIS) to determine if any
issues exist that raise security concerns (e.g., ongoing investigation).

b. Work Hours. Ordinarily, TRULINCS inmate work details do not exceed four hours per day.
Institutions may determine the appropriate work hours based on availability of funds provided in
the annual budget.

c. Rate of Pay. The hourly rate of pay for inmates assigned to TRULINCS activities is:

$0.55 per hour starting
$0.75 per hour after 3 months’ service, if warranted

Any increase in pay (not to exceed $0.75 per hour) is based on the inmate’s work performance and
availability of funds provided in the annual budget.

d. Bonus Pay. Bonus Pay may be awarded to TRULINCS inmate workers. It may not exceed
one-half of the inmate’s monthly pay. A bonus recommendation is made by the work assignment
supervisor.

€. Restrictions on Inmate Duties. TRULINCS equipment should be secured adequately to
prevent inmates from accessing the internal components of computers or peripherals. If inmates
are used to clean secured equipment (e.g., workstations, printers), they must be directly supervised
by staff at all times to prevent theft, damage, or misuse, until the equipment is secured.

147 ACCOUNTING

a. Daily Reconciliation. Staff responsible for Deposit Fund accounting compare the
TRUFACS Withdrawal Report total (TRUFACS Withdrawal Type = TRUL Withdrawal) with the
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TRULINCS Reconciliation with TRUFACS Report daily. Staff verify that these balances are
equal. If they differ, staff contact the Central Office Trust Fund Branch Deposit Fund
immediately. Upon verification of the balances, the Deposit Fund staff member uploads the daily
TRULINCS extract to the automated accounting system.

b. Monthly Reconciliation. Staff complete the monthly reconciliation as required in the
institution proof-check.

c. Refunds. Refunds are provided in the following circumstances:

m  When granted by the Trust Fund Supervisor as a result of a system malfunction that has been
documented through the trouble ticket system.

m Refunds for printer malfunctions, in the form of a reprint unless documented through the
trouble ticket system.

m  When granted by the Central Office when purchased media has been deemed defective,
explicit, or inappropriate.

d. Funds Returned to TRUFACS. Funds are returned to TRUFACS by staff only in the
following circumstances:

m Inmates are released.

m Inmates on Public Messaging and/or MP3/Music restriction for more than 60 days may request
in writing that their TRU-Units be returned to their Commissary account. This is a one-time
transaction for the entire TRU-Unit balance.

m In rare or unusual instances deemed appropriate by the Warden when inmates do not have
access to TRULINCS. In these circumstances, Trust Fund staff are given written
documentation to support the transfer. This is a one-time transaction for the entire balance.

e. Processing Inmate Releases. A TRULINCS account is released when an inmate is released
in TRUFACS. Ifthere is a communication issue between TRUFACS and TRULINCS, staff may
proceed with the release in TRUFACS. A secondary TRUFACS release to transfer the inmate’s
TRU-Units must be completed once connection with TRULINCS is restored. The Trust Fund
Specialist shall run the TRULINCS Released Inmate with TRU-Unit Balance Report weekly and
take corrective action for inmates listed on this report.

14.8 INMATE ACCOUNTS. TRULINCS inmate accounts are established and maintained
automatically through the TRUFACS nightly process.

a. Account Access. Inmates access their accounts using their eight-digit register number;
nine-digit phone access code (PAC); and fingerprint identification or four-digit Commissary

personal identification number (PIN).

It is the inmate’s responsibility to maintain possession of his/her login information. Inmates will
not disclose passwords (login criteria) to anyone and will log off the system when leaving the
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Inmates may be permanently restricted from corresponding and/or communicating with
individuals who are:

m Prior child or adult victims of sexual offenses committed by the inmate.

m Children who are being groomed by the inmate for sexual assault or other predatory behavior
involving children and/or the caregivers of those children.

m Other sexual offenders.

m Any other contact with the general public deemed inappropriate by staff responsible for local
sex offender management due to its association with the inmate’s risk to engage in sexually
offensive behavior.

(2) Secure Units. The Warden may determine which services shall be available to inmates
housed in areas of the institution in which there are special security concerns that limit regular
access. Special consideration should be given to the type of services being made available in

these areas. No services with text input/retention fields (e.g., Contact List Service) shall be
available as inmates may use the system to communicate indirectly with other inmates.

At a minimum, workstations located in secure units shall provide access to the following services:
(a) Law Library — per the Program Statement Inmate Legal Activities, the Warden shall provide
an inmate confined in disciplinary segregation or administrative detention a means to access legal

materials.

(b) Purchase TRU-Units — to facilitate charging for printing of law library content, when
applicable.

(c) Print — to facilitate printing of law library content, when applicable.

(d) Request to Staff — for reporting of allegations of sexual abuse and harassment directly to the
Office of Inspector General (OIG). The Request to Staff Service will not be made available to
inmates located in Protective Custody Units (PCU).

Inmates housed in secure units will request access to the TRULINCS workstation per local
procedures.

Inmates confined in segregation and PCUs will not have access to the Public Messaging Service.
Inmates may continue to receive incoming emails while in secure units that restrict access to the

Public Messaging Service. Staff are not responsible for printing emails for inmates without
access to the Public Messaging Service.

b. Restrictions

(1) Inmate Discipline/Criminal Prosecution. [nmate use of the program in violation of the
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Ordinarily, written requests from the Warden or Associate Warden for blocking an email address
are processed within one working day after receipt by Trust Fund staff. If specified, these blocks
are placed on a specific

inmate account; however, if a specific inmate is not identified or where the request specifically
states, a block can be placed to prevent any inmate at the facility from emailing a specific address.

Note: Requests for blocking may not be processed by deleting the contact from an inmate
account.

m Bureau-wide Block. Request for Bureau-wide blocks should be routed to the Central Office
Intelligence Branch for approval. If approved, these blocks will be placed by Central Office
TRULINCS staff. These requests can be for a specific email address or an entire domain.

m Facility-wide Block. Trust Fund staff place blocks by entering an email address on the
Facility Blocked Contact Management Screen in TRULINCS. The authorization of blocking
of an email address cannot be delegated below the Associate Warden level.

a Inmate-Specific Blocks. The contact email address is blocked within the Contact List
administration in TRULINCS.

m Removal of Blocks. When an email address is blocked at the recipient’s request, the System
Administrator removes the block by placing the contact’s status to Pending Contact Approval
when a written request from the contact is received.

(4) Inmate to Inmate Communication. An inmate may be permitted to correspond via Public
Messaging and postal mail with an inmate confined in any Bureau facility in accordance with the
Program Statement Correspondence.

Upon receipt of the approved correspondence from Unit team staff, Trust Fund staff are
responsible for entering the approval into TRULINCS and scanning the correspondence into
TRUFACS using the document imaging process.

d. Electronic Law Library. Inmates use dedicated TRULINCS workstations to access the
Electronic Law Library (ELL). Additional guidance regarding law library requirements can be
found in the Program Statement Inmate Legal Activities.

Trust Fund staff are responsible for ensuring the ELL software is accessible. The Bureau of
Prisons Librarian through institution Education staff is responsible for ELL content, functionality,
and training.

When inmates do not have access to a printer, Trust Fund staff are responsible for printing ELL
documents for inmates with funds. Education staff are responsible for printing ELL documents
for inmates without funds. Staff prepares the requested ELL documents and delivers them to the
inmate in a secure manner within a reasonable timeframe from the date of the request and at a time
that does not interfere with the normal operations of the institution.
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e. Manage Funds

(1) Send Funds (BP-199). Inmates wishing to send funds from their Deposit Fund account via
a Request for Withdrawal of Inmate’s Personal Funds (BP-199) must add the recipient to their
contact list. After the contact is approved, inmates enter a BP-199 and print the applicable
BP-199 Form free of charge. See Section 10.2 for additional information regarding BP-199s.

(2) Pre-Release Account. Inmates are responsible for managing their own pre-release
accounts. See Section 8.11 for information regarding inmate pre-release encumbrances.

(3) TRUGRAM Gift Funds. A TRUGRAM is an electronic funds transfer service provided by
the Bureau of Prisons through MoneyGram that allows Federal inmates to transfer funds and an
associated email to an individual in the public, who can receive the funds at one of MoneyGram's
locations throughout the United States, Puerto Rico, Virgin Islands, and Guam.

Inmates may only send TRUGRAMs to approved TRULINCS messaging contacts (Receivers)
with active CorrLinks accounts. Receivers must be individuals with government-issued
identification. Transfers will not be paid out to companies.

Inmates must consent to MoneyGram’s Terms and Conditions prior to sending a TRUGRAM.
MoneyGram may report suspicious activity to appropriate law enforcement organizations or other
government agencies.

f. Management TRU-Units. Inmates are responsible for purchasing/transferring TRU-Units
and tracking their account balances.

g. Music Service. Inmates that have purchased an authorized MP3 player from the
Commissary access the Music Service to activate the player; revalidate the player; and purchase
non-explicit media. Inmates are required to accept the Music/Media Terms of Use before
accessing the service.

Inmates are authorized to have a maximum of one active MP3 player. Players must be connected
to TRULINCS and re-validated every 14 days or they will stop working. It is imperative that

MP3 players remain connected to TRULINCS while data is being written to them. The Bureau is
not responsible for any damage players receive while charging or while connected to TRULINCS
computers. Players may not be used at Bureau privatized facilities or contract holdover facilities.

Media are purchased by inmates within the system using TRU-Units and are priced in three tiers.
Many titles/songs have multiple versions and/or multiple artists. Inmates are responsible for
ensuring the accuracy of their purchases. All music sales are final; no refunds will be issued. All
purchased music/media files must be stored on the MP3 player. Inmates may print a list of their
media for a fee.
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Written requests from the Warden or Associate Warden for blocking an email address.
Written requests from the Warden or Associate Warden for rejecting public emails.

Requests from contacts for blocking an email address.

Requests for unblocking an email address must contain a minimum of the contact’s full name,
email address, inmate’s name, inmate’s register number, and the request for removing the
email address block.

d. Inmate to Inmate Communication. Documentation from Unit Managers
approving/rejecting inmate to inmate communication.

14.12 SYSTEM MAINTENANCE

a. Emergency support. Support is available 7 days a week, 365 days a year from 7:00 a.m.—
9:00 p.m. EST. For emergency support call Trust Fund Branch, TRULINCS staff, at
202-514-2555 during office hours (7:00 a.m.- 3:30 p.m. EST); for after-hours emergency support
contact the TRULINCS duty phone.

b. Non-Emergency Technical Assistance. For non-emergency support use the trouble ticket
system or call Trust Fund Branch TRULINCS staff.

c. Hardware and Software Updates/Improvements. The Trust Fund Branch initiates the
implementation of improved hardware and software. Institution staff are encouraged to provide
input and ideas for improving the system and services.
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