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DOCCS Rules:
1) Include no more than five pages
2) Must include return address in top left of corner
3) DOCCS has recently begun calling firms to confirm legal mail. We recommend putting your office phone number below the Return Address so the facility can call you directly. They will not deliver the mail to the client if they cannot confirm. 
Best Practices:
1) Contents should be double sided to adhere to page limits
2) Use plain language and minimal legalese (letter templates can be found here under “For IMLP Volunteer Attorney Use”)
3) Should the client have any questions, include methods for follow-up (i.e. sending a return letter, speaking with Hour Children staff to contact you or IMLP, coming to a future clinic)
Delivery Address Should Contain:
1) Client Name
2) Client’s DIN – If unknown, look up here: https://nysdoccslookup.doccs.ny.gov/ 
3) Facility Address (See below)
4) The words “LEGAL MAIL” in large font

	Your Name
Return Address
(Your Office Phone #)
	


	

	
	Client Name, DIN 24-123456
Bedford Hills Correctional Facility
	

	
	247 Harris Rd
Bedford Hills, NY 10507

LEGAL MAIL
	



Addresses:
	Taconic Correctional Facility
	Bedford Hills Correctional Facility

	250 Harris Road, Bedford Hills, NY, 10507
	247 Harris Rd, Bedford Hills, NY 10507



	
	
	



image1.png
VOLS

VOLUNTEERS of LEGAL SERVICE




